
 
INSTRUCTIONS ON USE OF FMIS FEATURE  

Special Project Grouping - Pooled Funds 
 
 
A. To attach an existing project to the Pooled Fund Group, 
 

#1: Open the project through the Projects - Project Information screens. 
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#2: Enter Project Number and click Open.  With Project on screen, scroll down to  
Special Project Groupings.  Select radio button for Pooled Projects.  

 
#3: Locate applicable project number in drop-down list.   Select.  

 
#4: Name will appear in field for Special Project Groupings.  Click Save on toolbar. 
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B. To view information on Pooled Fund projects: 
 
 #5: From the Projects Menu, select Special Project Grouping. 
 

 

 #5 

 
 #6. After a short pause, the following screen will appear.  Click Pooled Funds. 
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#7. The screen defaults to display a listing of all Pooled Fund Projects.  To view 

information on a specific project, either select a State and/or enter Key Word. 
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#8: By entering 5042 in the Key Word field, the system displays all projects with 
5042 in the Project Code, Project Name or Project Description.   Selecting a 
State name will list all Pooled Fund projects in the State. 

 

 
 

#9: Two options are available - view details of each project or generate a report.  
To view projects, click Open in the All Details column next to the project.  This 
will  display a listing of all projects in all States which are participating with the 
selected Pooled Fund Project. 
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#10: Next, click View Details next to the specific State project to be viewed.  For 
example, MN TPF5042. 
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View Details opens the Project Header Information screen.  Closing this 
screens, returns to the previous screen in Special Project Grouping. 
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C. To generate reports on grouped projects: 
 

#11: Select the project in the same manner as described above in B.  Click View 
Report. 
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#12: The Report Screen appears.  The report generator consists of a number of 

drop-down menus from which specific report elements should be selected.  
Default values are shown.  After selecting values from the drop-down menu, 
press Run Report.  
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