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Month End Reporting Process Overview

In order to prepare for the first month-end reporting process in e*mpac Financials 8.9, we wanted to
provide some general information and recommendations.

= The Report Distribution Tool (RDT) will have the following month-end reports (listed in the table
below) available for your use. All listed reports are run by department and organized in the RDT
as such.

= As part of the upgrade, we have made it easier for users to obtain their monthly reports without
logging into multiple systems and through an improved report topic index. We hope that you will
rely on the RDT to obtain your monthly reports and ask that you do not re-run these reports — this
will allow us to assess how effective our improvements have been and will give you an opportunity
to make improvement suggestions after the month end process.

Type of

Report Name ReportID | Report Description
Revenue and Expense UMGL7045 | Excel Revenue & Expense detail w/ various Budgets Report for with and
Activity Report without projects.
Non-Sponsored UMGL7047 | Excel Revenue & Expense detail for Non-Sponsored projects.
Project/Grant Activity
Report
Revenue & Expense Detail | UMGL7062 | RDT Detall listing of all Revenue, Expense and Budget Activity for a
Transaction Report Image given time period.
Open Encumbrance UMGL7079 | RDT Listing of all Open Encumbrances for a given time period.
Report Image
Project/Grant Activity UMGM7047 | RDT Project budget, expense, and encumbrance and available balance.
Report Image
Overhead (RTF) Summary | UMGM7050 | Excel Research trust fund activity by project including expenses,
Report encumbrances, and balance.
Grants Detail Transaction | UMGM7062 | RDT Detall listing of all Revenue, Expense and Budget Activity for a
Report Image given time period.
Grants Open UMGM7079 | RDT Listing of all Open Encumbrances for a given time period.
Encumbrance Report Image

The following job aids will help you to access and print your month-end reports:

Accessing the Report Distribution Tool — provides instructions on accessing the monthly batch
report via the Report Distribution Tool.

Setting .xIs File Types to Open in Excel — When opening an Excel file from the web, it will open
in your browser window. Follow these instructions to make sure it opens in Excel instead.

Setting Macro Security (Microsoft Excel) — describes the process to ensure accessibility and
printing of nVision reports.

Report Distribution Tool — provides instructions on navigating the RDT folders to locate specific
reports.
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Accessing the Report Distribution Tool

Log into the e*mpac Finance Reporting v8.9 application

Note: Access RDT through the Reporting environment, not the Production environment.

2. Navigate to either Report Center = Finance or Report Center - Grants
The reports page opens.
3. Click the Batch Reports (RDT) link at the top of the page.

Define Scope Ouery Viewer Report Manager Process Monitor

Batch Repayts (RDTh
R

Departmental Reporting Package

Eevenue & Expense w Qrganization Budgets Report UMGLTO45 nyision 6
Eevenue & Expense wi Appropriation Budgets Report UMGLT045 niision 0
MNon-Sponsored ProjectiGrant Activity Report UMGLTO47 nvision

Revenue & Expense Detail Transaction Report UMGL7O62 SaR 0
Open Encumbrance Repott UMGL7O79 SaR @

Examples of the Organization of Reports in the Report Distribution Tool

General Ledger Reports Monthly Pl Package
CHE) GL-FEPORTS GENERAL LEDGER REPORTS %?I-UT{[LTDR—PI PI MONTHLY PACKAGE
i Of@pec 29, 2006 9:18:05 &M DISK Availahle | BffSpec 29, 2006 9:45:41 M DISK Available

ElF= T | EHE2 7404000000

{f3 MEL7010 .
TR meL703e EHER e 047
THGHT050

3 msL7037
© 2 men70s2

{53 MGL7046 ;
EHER UMGL 705 i B menars

EHER MBEL7075

Daily Cash Transaction Report
Fund Balance Activity Report
Fund Balance Detail Eeport
Balance Sheet Report

Balance Sheet Transaction Detail Report

Daily Cash Balance Report

EHE] UMLOW-DEPT DEPARTMENT MONTHLY PACKAGE
EHESDec 29, 2006 10:41:28 IM DISK ZAvailable
-@Lmaznnmn—ﬂlﬁl

2 1400200000-57326

EHES L400200000-FO0600000000006

Efr=l L —51161

@UEGLTME Eevenue s Expense w/ Budgets Eeport
: @UEGLTEIEZ Eevenue & Expense Detail Transaction Report
-@U‘HGLTGTE‘I Open Encumbrance Beport

e L400400000-51161
BHES 1.400500000-51161

Sponsored Project/Grant Activity Report
Owerhead [(RETF)
Grants Detail Transactioh REeport

Summary Report

Grants Open Encumbrance Report

Monthly Department Package

Note: These are only partial screenshots.
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Setting .xls Files to Open in Excel

Note: This procedure will only need to be performed once.

1. From your Windows desktop, click
Start > Control Panel.

2. From your Windows desktop, click
Start > Control Panel.

3. When the Folder Options window £ Control Panel =3
opens, click the File Types tab. N R
¢ ¥ D W ¥ P =

Accessibiity  Add Hardware Add or Administrative  Automatic  Date and Time Display

Wiew Favorites Tools Help

Remov... Tools Updates
® s P L =
Game Internal MIC Internet Java Keyboard
Controllers  Configuration Options 2
4. Scroll down and click once on the Folder Options
XLS Microsoft Excel Worksheet item T e e P
then click the Advanced button. o
Registered file types:
Bxdensions | File Types -]
SAXLK  Microsoft Office Excel Backup File
%’XLL Microsoft Office Excel XLL Add-In
& XM Microsoft Excel 4.0 Macro
[&F Microscft Excel Worksheet
'EQXLSB Microsoft Office Excel 2007 Binary Workbook
I%]XLSH. . Microsoft Office Excel HTML Document -
B v cua XD £ PMEimm Coomnd T M Cmbdod WAL b
Details for KLS" extension
Opens with: @ Microsoft Office Excel m
5. Uncheck the Browse in same window  [Zifa e
checkbox.
@J [hange teon... ]
Actions:
New New...
Open
Open as Read-Only
=
Set Default
Confirm gpen after download
Always show extension
|:| Browse in same window
OK. Cancel
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Setting Macro Security in Excel

Note: This procedure will only need to be performed once.

1. Open Microsoft Excel.

2. Select Tools > Options...

3. When the Options window opens,
click the Security tab.

4. Click the Macro Security... button.

5. Click the Medium radio button.

6. Click OK and OK again.

7. Close Excel.
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Options E‘ E‘

View | Calultion | Edt | General | Tramsiton | Customlists | chart
Color International Save Error Checking | Speling | £ Security

File encryption settings for this workbook
Password to open: [

| [ Advanced...

File sharing settings for this workbook

[ Read-only recommended
Digital Signatures. ..
Privacy options
[[] Remove personal information from file properties on save

Macro security

Adiust the security level for flles that might contain macro vinuses affd
M; S
speafy names of trusted macro developers. RS

Security Level § | Trusted Publishers

) very High. Only macros installed in trusted locations will be allowed
to run. All other signed and unsigned macros are disabled.

) High. Only signed macros from trusted sources will be allowed to
run. Unsigned macros are automatically disabled.

(&) Medium. You can choose whether or not to run potentially unsafe
macros.

) Low (not recommended). You are not protected from potentially
unsafe macros. Use this setting anly if you have virus scanning
software installed, or you have checked the safety of all documents
you open.
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Accessing Your Reports in the Report Distribution Tool
The Report Distribution Tool is where end users currently access reports. In
e*mpac Financials version 8.9 this tool will be where end users access month-end
reports only. This job aid is intended to inform the end user how to access their
batch reports but most importantly how to access the Report Distribution Tool
within the e*mpac Financials application.

Step 1. Log into the e*mpac Finance Application with your FIN username and password.

,@_ Report Center - Grants (or Finance) - Batch Reports (RDT)

Define Scope Query Viewer Batch Reports {RDT} Report Manager Process Monitor

Department Package Reports

Ovethead Summary Repaort UMGL70S50 n¥ision

Revenue & Expense w/ Appropriation Budgets Report UMGL7 045 n¥ision @
Revenue & Expense Detail Transaction Report UMGLTOE2 SQR 0
Revenue & Expense wl Organization Budgets Report UMGL7 045 n¥ision @
Open Encumbrance Report UmMGLTO79 SaR 0

Funi Balance Reports

Fund Balance Detail Report UMGL7037 n¥ision 9
Fund Balance with Met Assets Report UMGLT036 myigion 0

Project/Grant Reports

ProjectiGrant Activity Repart UMGM7047 SaR

Step 2. Click the Batch Reports (RDT) link.

m University of
Uas Massachusells

Ruparting Home Add to Favorites Sign out
>

=, d q Iy
FEXPFR24Q0H
[AEnterprise View
EHEYFS Production
EHE] Tepic
EHE)GL-REPORTS  GENERAL LEDGER REPORTS
EHE) GM-REFORTS  GRANTS REECRIS
EHE]GRANTS-LOC GRANTS LETTER OF CREDIT
%WA}’H—)EF]‘ DEPARTMENT MCNTHLY PACKAGE
B TMAME-FT FI MONTHLY EACHRGE
EHE UMBOS-DEPT  DEFARTMENT MONTHLY PACKAGE
EHE] TMBOS-FT FI MONTHLY EACHRGE
EHES UMCEN-DEPT DEPARTMENT MONTHLY BACKAGE
EHEJUMCEN-PI  PI MONTHLY PACKAGE
EHE)UMDAR-DEPT DEPARTMENT MONTHLY BACKAGE
EHEJUMDAR-PI ~ PI MONTHLY PACKAGE
DEPT DEPARTMENT LY PACKAGE
3 PI MONTELY 6E
DEFZRTMENT MONTHLY EACKAGE
PI MONTHLY PACKRGE
P-DEFT DEPARTMENT MONTHLY PACKAGE
PI MONTELY PACKAGE
EHE) WIMMF-DEPT DEPARTMENT MONTHLY PACKAGE
EHE)WIRMF-PI  PI MONTHLY PACKAGE

&) & EIE]
o=
&] Applet TreeView started @ Trusted sites
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h Note: The list of topics is similar to how the reports are currently organized. New Topic
: Folders are the Department Monthly Package and the Pl Package folders. This is
where you will find your monthly reports.

Step 3. The reports are sorted by department and fund. For example, if you wish to look at
the report for your General Operations Budget, click on the line containing your
department number followed by -51161. If you wish to look at a special fund
budget, click on your department number followed by that fund number.

You can locate your reports in two ways.

Method 1: Open the UMLOW-DEPT folder by clicking the [l Locate the

appropriate Dept-Fund combination, click [# the to show the various reports
available.

? University of
Ut Massachusells
Ryparting Home Add to Favorites Sign out

ER
REXPESERAE
Enterprise View ~
E{E},Fs Production 1
EI%] Topic

EHE) IMLOW-DEPT DEPRRTMENT MONTHLY PACKRGE
| OffDDbec 29, 2006 10:41:28 2M DISK Availsble

Ef=L200200000-51161
EU'}L’SLTG‘lS Revenue s Expense w/ Budgets Re;
EU'MSL'.TGGE Revenue & Expense Detail Transa
EU}!GL?UT‘J Open Encumbrance Report

@L400200000—E00500000000006
BHES L400300000-51161 v

|~
|3

Method 2: Click once on the UMLOW-DEPT folder (to highlight it). Click the q_ﬂ
icon along the top.

? University of
tanes Massachusells
Ruparting

Add to Favorites

(=13

B X ® LW

Enterprise View
E-[%FS Production

| >

DEPARTMENT MONTHLY PACKAGE

PI MONTHLY PACKAGE

DEPARTMENT MONTHLY PACKRGE

PI MONTHLY PACKAGE

DEPARTMENT MONTHLY FACKAGE hd

@
d

Click the Topic tab and enter your DepartmentID in the Topic Item field. Click qﬂ.
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Locate g|

Bl Report [0 Topic I

Document server:

‘FS Froduction ﬂ
[oMLoW-DEPT

Topic ID:

Topic version: |

(M/D/YY H:MM:SS &) {Exemple: 2722707 1:18:32 EM)

Topic item:

Report ID: |

Report version: |
(M/D/YY H:MM:SS5 &)

7 (o) 7]

iExample: 2/22/07 1:18:32 PM)

Note: If there is only one report in a folder the report will open automatically. If there are
multiple reports in a folder you will see a list of reports to choose. The reports will be time-

stamped and the most recent will be on the top of the list.

Note: Click the button to resize the report.

Step

0
4. 2} DocumentDirect for, the Internet Administrator, - Micr=zs¢t Internet Explorer.

HBEdhS BB/

JORARS
Hae 23

University of Massachusetts

Detail Transactions

Business Unit: UMAMH

From Period 1lFiscal Year 2006te PericdllFiscal YearZ006

Department: AQDBZ302000 UM Ext OCM Boockstore

Manager: Bchrader, Robert
FUND_CODE: 21655 TUmass Ext Trust
Journal
Account Project/Grant Prog ClassJournal I D Date SourceDescrip
A1l Revenues
695000 General Income
ooo CROZ2A023105/02/2006 CR ooooooc
ooo CROZ28612005/09/2006 CR ooooooc
Account 695000 Total:
Total Revenues
PAYROLL
Journal
i =t 3 re S =t 1 I 1 e i k=P Il

Revenue/Expense reports are nVision reports and will open in Excel.

RDT tool window.

Detail Transaction and Open Encumbrance reports are SQR reports and will open in the

End of Procedure.
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