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Report Distribution Tool

M 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 batch 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)
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Mew Window | Help | Customize Page | B 4

Amherst Financial Reports

Define Scope Query Viewer Batch Reports (RDT) Report Manager Process Monitor

Department Package Reports

Overhead Summary Report UMGLTOS0 nYigion

Revenue & Expense w/ Appropriation Budgets Report LIMGLT045 niision 0
Revenue & Expense Detail Transaction Report UnGLT 062 SaR 0
Revenue & Expense w! Organization Budgets Report UMGLT045 n¥ision @
Open Encumbrance Report UMGLTOTS SQR 0

Fund Balance Reports

Fund Balance Detail Report UMGLT037 nYision

e

Fund Balance with Met Assets Report UMGLT036 nyision

Project/Grant Reports

ProjectGrant Activity Report LIMGMT 047 BOR

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

At

Reporting
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B F5 Test 330

EHE Topic
- DEFT_PACK  DEPARTMENT PACKALGE
E] FINANCIALS Added by Archive Creator
i GL_REPORTS GENERAL LEDGER REFORTS
GM_REPORTS PROJECT/GRANT REPORTS
OPERATOR. Added by Archive Creator
BHE] PT_PACK PI PACKAGE

el
1]
i
g

h Note: The list of topics is similar to how the reports are currently organized. A new Topic
Folder is the Pl Package folder. This is where the Pl and Decentral Grants managers will
find the key reports for restricted grant projects.

Step 3. Open a Topic Folder by clicking the next to the desired Topic Folder.

Step 4. Open the desired department or report by clicking the next to the desired
department or report.
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h 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
timestamped and the most recent will be on the top of the list.
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BHZ4Fs Test 330
E}-Topic
EHEJDEFT_FACK  DEPARTMENT PACHAGE
BHESul 21, 2006 2:22:39 PM  DISK Availahle
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E-EU‘!‘IGLTD% Reverme & Expense w/ Budgets Report

{ CHE@Dec 13, 2006 11:55:48 AN DISK Available
B ansz302000
f@3Dec 12, 2006 7:37:56 PN DISK Available

n47 Non-Sponsored Project/Grant Activity He
THMGLT06E Revenue s

Expense Detail Transaction Report |

|- MEL7079 Open Encumbrance Report
B§@Dec 13, 2006 Tvailable
;& a082302000

Bf@bec 13, 2006 10:27:10 &M DISK Availahle
BEHE) FINANCIALS Added by Archive Creator

BHE) GL_BEPORTS GENERAL LEDGER REPORTS

BHE GM_BEPORTS  FROJECT/GRANT BEDORTS

B+ OPERATOR Added by Archive Creator

BHE) PI_PACK PI PACKAGE

o=

h Note: After clicking on the report it will open in a separate window. You may find it

oo
necessary to resize the report when it first opens. You can do this by clicking the

as
shown in the next screenshot.
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‘3 DocumentDirect for, the Internet Administrator - Micrezc

BEdr B P RoPYDA HO X
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University of Massachusetts

Detail Transactions

Business Unit: UMAMH

From Pericd 1lFiscal Year 2006te PericdllFiscal YearZ006

ft Internet Explorer

Department: AQ0S2302000 UM Ext OCM EBookstore
Manager: Schrader, Robert
FUND_CODE: 21655 Umass Ext Trust

REVENUE
Journal
Account Project/Grant Prog ClassJournal I D Date SourceDescrifp
211 Revenues
695000 General Income
ooo CROZ22/023105/02/2006 CR ooooooc
aoo CROZZ8612005/0%/2006 CR ooooooc
Account 685000 Total:
Total Revenues
Journal
= I a . = it Fli | I 1 I I kP LL

End Procedure
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The Refresh Button

@ The Refresh button introduced with the Report Distribution Tool upgrade will NOT be available
in the Report Distribution Tool because the only reports that will be accessed will be batch reports.
All User Executed reports will be retrieved through the Report Manager within the e*mpac
Financials application.

Enterprise Folders

Enterprise folders allow users to create their own folders to separate out just the reports they want
to view. Enterprise folders can be used:

1. Tofilter reports that are accessed on a regular basis to have them all organized in one
location OR

2. Tofilter reports that are accessed only occasionally to avoid having to remember the
navigation

Note: When Enterprise folders are created, they are saved locally on the user’s C drive by default.
As a result, if a user accesses the RDT from a different system after creating Enterprise folders,
they will not see them on the second system.

Caution: Enterprise Folders are not available to Mac Users.

Tip: For users that may use multiple systems on a regular basis, users can click on the

[F]
Preferences icon/button within the RDT and change the Enterprise Folder location from local
C to a network location. If you need help with changing this setting, contact your Help Desk.

The following is a description of the icons/buttons associated with Enterprise Folders:

ey

e Create an Enterprise Folder. Click on this icon/button to create an Enterprise Folder.
This folder can be renamed as needed. Subfolders can also be created much like Windows
Explorer. (Enterprise view musty be selected to use this feature. See example below)

x Delete Enterprise Folder or Content. Click on this icon/button to delete either the selected
Enterprise Folder or selected file(s) within a folder.

@' 1
Copy Content to Enterprise Folder. Click on this icon/button to add content to the
selected Enterprise Folder.

o
V¥ The Move Content Icon. Click on this icon/button to move content from one Enterprise
Folder to another.

Example:
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E}ﬁﬂy Finance Beports

E}-mUHGL?D-’-IE Fewverme & Expense w/ Budgets Report
. BHEADec 13, 2006 11:55:48 AN DISK Awailable
-@Dec 1z, 2006 7:37:56 PM DISE Awailable
-ﬁUHGL?EI-’-I? Non-3ponsored Project/CGrant Activity Feport
-ﬁU}IGL?DEz Feverme & Expense Detail Transaction Beport
-ﬁUHGL?EI?EI Open Encumbrarnce Report

In the above example an Enterprise Folder called “My Finance Reports” has been created
and populated with specific reports unigue to the user's needs. Additional Enterprise
Folders could also be created to further organize reports as needed.

Note: Users that use both FIN and HR will have separate locations to access Batch Reports post
go-live.

Note: Users can also right click on the content within an Enterprise Folder to (1) change the report
titte and/or (2) specify the version of the report ID to be viewed.

UMGL7073 OPEN ENCUMBRANCES Properties  [5X)

General l

& |o7s oPEmENCUMBRANCES |

ReportID: UMGLFO7Y
Report name:  OPEN ENCUMBRANCES

Reportversion{s)y. |All -

Document server:  FS Product Test

o @
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Emailing Reports

1. With the report selected, click on the Email icon/button

2 DocumentDirect for, the Internet E-mail Wizard - Microsoft Internet Explorer

E-mail pages from this docmment using the following options:
Server:  FS Product Test
Eeport: UTMGLT062
Version: Jul 20,2006 4:09:56 PM
Section: YW100000100

Select the pages to include in the e-mail

Page O Al
C Cusrent Section
@ Current Page

Opwn[ o[l ]

Select your preferred delivery method

Ty © Local E-mail Program
Oy Direct Cormect links canbe sen.
@ application Jerver E-mail

Ensertien

methoa ) Direct Connect Link

® Attachment

Users will now have the ability to email any of the reports they have access to in the tool.

to open the email wizard.
EEX

Attachment
e [UMGL7 062

@ @ (7

&

@ Trusted sites

2. Specify the pages to be sent and the delivery method.

3. Click on the Green Right Arrow to move to the next step.
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23 DocumentDirect for the Internet E-mail Wizard - Microsoft Internet Explorer

The e-mail will be created and sent by the Application server.

The do nt will be included as an atéacl

Select the format for the page(s)

-

Enter e-mail recipient information (separate addresses with semi-colons)

Mail 40 |sb\uud@umassp.edu |

o | |

Subject |F5 Product Test, UMGLY0GE2 |, 200607 20160956, 100000100 |

Enter your e-mail address

Reply to |sbluud@umassp edu |

O © @ o

@1 Done @ Trusted sites

Specify the format for the report to be sent in.

Enter the email address(es) of the recipient(s). Note: Full addresses should be entered
separated by semicolons.

6. Click on the Green Right Arrow to move to the next step.
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‘2 DocumentDirect for the Internet E-mail Wizard - Microsoft Internet Explorer

DocumentDirect for the Internet will send an e-mail containing

an attachment.

Hame of Attachment: UMGLT062.

Primaty recipient addresses: shlood @umassp.edu

Additional recipient addresses (CC):

Subect: FS Product Test, UIMGLT062 , 200607 20160956,

W100000100
Add fhe essage of your email in fhe fdd hdow

Here is the report vou were requesting.|

Click the Envdope hutbon to send your ernail

€] 7]

@I] & Trusted sites

7. Enter a message as needed.

8. Click the Email icon/button to send

Note: Users must be mindful of any attachment size restrictions that may be in place at each
campus so as not to cause load issues for the mail server.

Note: This method of emailing does not go through the campus mail server. As a result, a record
of the message being sent will not appear in the sender’s email.

Tip: In order to keep a record of reports sent, email the report to yourself first and then forward the
message from you email client from there.
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Amherst * Boston * Dartmouth * Lowell * President’s Office * Worcester

? University of Massachusetts ..

UMASS.

Selecting Multiple Reports

second report, etc.

below

Users can now select multiple reports for printing or downloading.

By using Windows type commands (Mouse Click + Ctrl key), multiple reports or sections can be
selected for Quick Open, Printing, or Download

1. Simply click on the first report to be selected. Hold down the Ctrl key and click on the

2. Once all of the reports have been selected, click on the appropriate icon/button to Quick

(=7 = 5
Open L‘“g , Print @ or Download |ﬂ the reports.

Note: Selecting the Print option brings up a pop up menu. To avoid problems with
Printing, users should add *.umassadmin.net to the trusted sites for pop ups within your
internet browser. Contact the helpdesk for help if needed.

Tip: You can also right click with the reports highlighted to get the same options as shown

B meL704s
eHfglmeiiosz
B sep 14,
B sep 14,
i sep 14,
Bl sep 14,
B sep 14,

BB 2o,

Fl

Fl
200
200
200
200
200

Bl sep 5, 2008

200

B} <blark>
-{Elw1ooooooc

wiooooozod

-{Ef w1oooo0300

Quick Open
Print

Dovmload

Hetwr

Refresh

Properties

L[L|
AH
SH
HH
AH
HH
HH
HH

Tip: Click on the Preferences Icon

in separate windows.

I Display documents in a new window

[ Hide docurent servers in the Explarer free

Specify where personal folders are stored.

x|

Location: |Ducumems and Settingsiirainor

O20

to change how reports are opened. Once
opened, select the “Display documents in a new window” checkbox to have reports opened
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Icon and Navigation Descriptions

The Create Enterprise Folder Icon. Click on this icon/button to create an Enterprise
Folder. This folder can be renamed as needed. Subfolders can also be created much
like Windows Explorer. (see example below)

'J’

&

The Quick Open Icon. Click on this icon/button to open selected report(s).

The Delete Enterprise Folder or Content Icon. Click on this icon/button to delete
either the selected Enterprise Folder or selected file(s) within a folder.

The Copy Content Icon. Click on this icon/button to add content to the selected
Enterprise Folder.

The Move Content Icon. Click on this icon/button to move content from one
Enterprise Folder to another.

The Print Icon. Click on this icon/button to printer selected report(s).

The Download Icon. Click on this icon/button to download selected report(s).

The Search Icon. Click on this icon/button to search for specific content/reports.

The Preferences Icon. Click on this icon/button to change basic user preferences
(location of enterprise folders and change how reports are viewed.)

Q2 LR CW®X

The Help Icon. Click on this icon/button to access the help feature of the application.
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