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QUICK REFERENCE GUIDE 
November 1, 2019 

Run SWIFT SEFA Report 
This guide covers running the Schedule of Expenditures of Federal Awards (SEFA) which is available in 
SWIFT.  

This report is used by agencies who have federal grants to verify federal expenditures for the Single 
Audit Report. The report should only be run for the current fiscal year. Please contact the MMB Financial 
Reporting Unit if you need prior fiscal year data or if you have questions about the information 
displayed on the report. 

Steps to complete: 

• Step 1: Enter your SEFA Report Criteria and Run the Report 

• Step 2: View the Report as a PDF or Excel File 

• Step 3: Review the Report Data 

Step 1: Enter your SEFA Criteria and Run the Report 

Begin by navigating to the SEFA Report – Detail page. 

1. Navigate to the SEFA Report -- Detail page using one of the options below: 

Navigation Options Navigation Path 

WorkCenter Accounting, Grants Management, Grants WorkCenter, Reports/Processes 
tab, Reports/Processes section, Reports, SEFA Report – Detail. 

2. Search for an existing Run Control ID or click on the Add a New Value tab to create a new Run 
Control ID. 
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3. On the SEFA Report - Detail page, enter the parameters for your report as described below. 

 

Field(s) Field Description 

*Business Unit Enter the Business Unit or click on the Lookup icon and 
select a Business Unit. 

*Fiscal Year Enter the Fiscal Year to include in the report. The report 
should only be run for the current fiscal year. Please 
contact the MMB Financial Reporting Unit if you need prior 
fiscal year data. 

4. Click on the Run button. The Process Scheduler Request page displays. 

 

5. Accept the default process selected “SEFA Detail Report (M_FEDDTL)” and click on the OK 
button to return to the SEFA Report Detail page. 

Note: the Process Instance number now appears below the Run button. This number is useful 
information to provide to the SWIFT Helpdesk if you experience difficulty and need to 
assistance. 

6. Click on the Process Monitor link and monitor the progress of the job with the Process Name 
“M_FEDDTL” for the report that you ran. You can click on the Refresh button to refresh the 
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process information. The job is successful when the Run Status = “Success” and the 
Distribution Status = “Posted”. 

 

7. From the Process List page, click on the Details link for the process that you ran. The Process 
Detail page displays. 

 
8. Click on the View Log/Trace link. 
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Step 2: View the Report as PDF or Excel File 

From the View Log/Trace page, you can view and print the report as a PDF file or an Excel file. 
Instructions for both options are provided below. 

Option 1: View as a PDF file 
1. Click on the M_FEDDTL_XXXXXXXX.PDF link. The PDF of the file displays in a new window. 

 

2. View and print the report. Close the window when you are finished. 
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Option 2: View as an Excel File 
1. Click on the link with the .xml extension. 

 
2. A new window opens and a message displays asking what you would like to do with the file. (It 

might take a little while for the message to appear.) 
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• Select “Open”, and the report will open in Excel. You will then need to save the file to your 
computer. 

Note: If the Excel file doesn’t open, you can right-click on the .xml file and select “Save 
Target As” (for Internet Explorer browser) or “Save Link As” (for Google Chrome or Mozilla 
Firefox browsers). This option works like the “Save As” option discussed below. 

 

• Select “Save As” and a dialog displays allowing you to navigate to the place on your 
computer where you would like to store the file. After saving the file, you can double-click 
on the .xml file to open it in Excel. 
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Step 3: Review the Report Data 

1. Review the report data to ensure that all of your grant information is displayed. 

2. If, after reviewing the report, you do not believe all of your grant information is displaying, 
check the following: 

• Verify that the CFDA number has been entered on the grant award page. 

• Verify that there are no outstanding “OLT” (Over Billing Limit) transactions. 

• Verify that all of the projects and activities have been correctly associated with the 
customer contract. 

If you need assistance with the above steps or they do not resolve the issues with the SEFA 
report, please contact the SWIFT Helpdesk for assistance. 
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