
Grant Summary for Departments / Payroll Details Report 
1. Log into myOleMiss  

2. Go to the EMPLOYEE section 

3. Go the ANALYTICS section box 

4. Select the GM DEPARTMENTAL tab 

5. Select the gray square next to the desired report to high-light the row and open by selecting the LAUNCH REPORT icon 

 
6. After selecting LAUNCH REPORT icon, a new window will open (be sure your browser allows pop-ups) 

7. Enter selection criteria in the Input Screen in the top left corner and select SUBMIT 

 

GRANT SUMMARY FOR DEPARTMENT INPUT SCREEN                   PAYROLL DETAILS REPORT INPUT SCREEN   

           
 

 

 



8. To view expense, commitment or current budget details in the Grant Summary for Department report, click to high-light a row and select the respective 

DETAILS icon which will open an additional screen at the bottom showing line item details 

GRANT SUMMARY FOR DEPARTMENT OUTPUT SCREENS 

 
PAYROLL DETAILS REPORT OUTPUT SCREEN  

The payroll details for the selected period(s) and Cost Center/Internal Order will be displayed at the individual employee level which can be exported to 

Excel. 

 

NOTE:   
 The reports on myOleMiss are updated nightly and will not reflect the current day’s activity until the following day 

 Sort and subtotal the Grant Summary for Department report by using the drop-down menu in the Input Screen 

 Copy to Clipboard or Export to Excel using the icons at the top of each report 

 The export to Excel option is not currently supported for MAC users. The work around is to download the .xls file and open it in Microsoft Word.  You 

can then copy and paste the data to Excel. 


