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Office of Research Services   

Guidelines for PI Reports in BlueSky  

Quick Steps 

Grant Report: 

Tools – Reports & Analytics – Browse Catalog – Dashboards – Grants Project Team Dashboard – DePaul Grant Report – 

Project Number – Search – [Enter Grant Number] – Search – [Click on Grant Number] – OK – Apply – [Report Opens as 

Excel File] 

Payroll Costing Report: 

Tools – Reports & Analytics – Browse Catalog – Dashboards – Grants Project Team Dashboard – Payroll Costing Report 

– Project – Search – [Remove All From Selected to Available] - [Enter Grant Number] – Search – [Click on Grant 

Number] – Move – OK – Apply – [Report Opens as Excel File] 

Position Costing Report: 

Tools – Reports & Analytics – Browse Catalog – Dashboards – Grants Project Team Dashboard – Position Costing 

Report – Project – Search – [Enter Grant Number] – Search – [Click on Grant Number] – OK – Apply – [Report Opens as 

Excel File] 

 

Grant Report Navigation Instructions 

1. Type Mybluesky.depaul.edu in the address line of your preferred browser. 

 

 

Further access is dependent on your multifactor authentication set-up.  Please follow the link https://depaul.service-

now.com/sp?id=kb_article_view&sys_kb_id=c1d8a7c91bc56810b50a8559cc4bcb89 for more information. 

https://depaul.service-now.com/sp?id=kb_article_view&sys_kb_id=c1d8a7c91bc56810b50a8559cc4bcb89
https://depaul.service-now.com/sp?id=kb_article_view&sys_kb_id=c1d8a7c91bc56810b50a8559cc4bcb89
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2. At the home page, go to the navigator and select the Tools option. 

 

 

 

 

 [Note:  Available options within the section menu may differ based upon individual access.] 
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3. Select Reports and Analytics.    

 

 

 

4. At the Reports and Analytics screen, select the Browse Catalog button. 
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5. In the upper right side of the screen, click on Dashboards and select Grants Project Team Dashboard 

 

 
 

 

6. Select DePaul Grant Report 
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7. Once open, select the Project Number to review by opening the dropdown menu. 

 

 

8. Select Search or the F12 button on your keyboard to activate the search window. 

 

 

 

9. Enter the grant number within the search box and press the Search button. 
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10. Highlight the project number and select the OK button. 

 

11. Specify an As of Date and select the Apply button to access the report information. 

 

12. You will see an option to cancel the report request while the report is being generated. 
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13. The report will open as an Excel file on the Journal Details tab. Enable editing. You may find it helpful to begin 

the review with the Summary tab.  Note:  On the Journal Detail page, be sure to scroll-right to view all of the 

columns on each tab. 

 

 

 

Payroll Costing Report Navigation Instructions 

Complete Steps 1 through 5, then click on Payroll Costing Report. 
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6. Click on the arrow on Project, click Search button. 

 

7. Click on Remove All, then type in your Grant Number and click Search button. After the Grant Number appears in the 

left column, click on the Grant Number and click the Move button to move the grant number to the right column. Click 

OK. 
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8.  Click the Apply button and the report will appear as Excel file to download. 

 

 

Position Costing Report Navigation Instructions 

Complete Steps 1 through 5, then click on Position Costing Report. 
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6. Click on the arrow on Project, click Search. 

 

 

 

7. Type in the Grant Number, click the Search button. Click on the Grant Number in the blue box and click OK. 
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8. Click the Apply button and the report will appear as Excel file to download. 

 


