
Instructions on Running and Saving an OT Project Summary Report 

To Run an Outcome Tracker: Project Summary – Select by Project Report  
o Report location: Outcome Tracker, Reports tab: Standard Reports > IDA / CSA > Project 

Reports > Project Summary – Select by Projects 

o Prompted fields for “all time” report:  

 All open grants 

 Start date: 1/1/2000 

 End date: close date for quarter shown in Quarterly Fiscal Report  

o Save the report by printing to PDF (see below for instructions).  

 Naming convention: FONAME_XXXX_QX_ProjectSummary 

where “FONAME” is your organization’s name, and XXXX is the program year, and 

the X in QX is the quarter being reported on. 

 

Instructions for Printing to PDF in Outcome Tracker 

When saving and sending an OT report, it is important that you follow the process outlined below (rather 

than “ctrl P”) to print/save as PDF. When you follow this process for saving a report, the date range & 

grant years you included are displayed at the top, giving everyone more complete information about the 

report. This is how we want all Project Summaries and other OT reports to be saved.  
o Click on “Print” in upper right corner (see screen shot below) 

 

 
 

o A print preview page will appear 

o Click on “Print this page” at the top center of the page 

o Change the printer destination to “Save as PDF” and you will be prompted to choose a 

location to save the PDF on your computer.  



SAMPLE Project Summary 

 

 

Match Withdrawn: This is match 
disbursed. On Quarterly Fiscal 
report Cell G4  

Potential Match: This is match allocated (match that 
has been committed to open accounts in OT): On 
Quarterly Fiscal Report Cell K4 

Amount remaining: the total 
unallocated match between all open 
grants. This is the total of what you 
have available to allocate 

Project: the grants selected 
Project Amount: total match in that grant 
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