
Page 1 of 19 

 

 

 

 

SUMMIT Job Aid 

Academic Admin Dashboard 

University of Massachusetts Amherst  



Page 2 of 19 

 

Page Filters/Prompts  ɀAllows users to choose filter criteria for the page . 
 

 

 

Through Fiscal Period ς Determines the ending Fiscal Year and Fiscal Period (month) for the data displayed. 

Tree Level/Dept Level Nodes ς To display a high level department, school or MBU, choose the level you wish to view in the Tree Level box.   Then choose the 

appropriate node in Dept Level Nodes filter box.  

Department ς  To display one DeptID or PI choose an individual DeptID in the Department filter box.  

Fund ς  To display one fund choose an individual Fund in the Fund filter box.  

Award PI ς  Choose to limit display to Sponsored Projects for a specific award PI.  This filter only applies to Sponsored Project widgets. 

Project PI ς  Choose to limit display to Sponsored Projects for a specific project PI.  This filter only applies to Sponsored Project widgets. 

Grant Accountant ς  Choose to limit display to Sponsored Projects for a specific grant accountant.  This filter only applies to Sponsored Project widgets. 
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Summary Page ɀDisplays summarized financial information for a high level  department or individual department value . 
 

 

Alerts ς Clicking the Project Summary link displays summarized financial data for sponsored projects in a deficit financial position. !ƭŜǊǘǎ ŀǊŜ ōŀǎŜŘ ǳǇƻƴ ǘƘŜ ǳǎŜǊΩǎ 

Ǌƻǿ ƭŜǾŜƭ ǎŜŎǳǊƛǘȅ ŀƴŘ ǘƻŘŀȅΩǎ date. 

 Shortcuts ς Contains links to common URLs. 

 Sponsored Lowest Budget Remaining Balance ς Direct Expenditures-Displays the five projects with the lowest remaining direct budget balance. There is an option 

to switch from a chart to table view using Select View. 

 Days remaining are based on current date 

Sponsored Project Counts ς Displays a table of expired sponsored projects and a table of those that are set to expire, grouped by days remaining.  Clicking any of 

the groupings will display summarized financial data for those projects. Project count is based on the current date. 
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Summary Page (Continued )  

 

Sponsored Project Summary-Displays a table of summarized 
financial data for sponsored projects. 

Fiscal Year Fund Balance Summary-Displays a table of 
summarized financial data for those funds defined as fund 
balance. These include revenue-based Funds and Funds where 
the balance is brought forward each fiscal year. (See appendix 
A for a listing of funds defined as fund balance.) 

Fiscal Year Budget Balance Summary-Displays a table of summarized financial 
data for those funds defined as budget balance. These include funds where the 
Fund balance is not brought forward each fiscal year. (See appendix B for a 
listing of funds defined as budget balance.) 

 

 
Non-Sponsored Project Summary-Displays a table of summarized financial 
data for non-sponsored projects. 
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Summary Table Interactions 

 

 

Clicking directly on a project or fund will take you to the 
respective activity page for that project or fund. 

Clicking on any linkable amount cell will give you a 
detailed, transaction level accounting of that figure. 

Clicking on any column heading will re-sort the data 
based on that column field (ascending or descending) 

Clicking on a Through Fiscal Period cell will run a month-to-
date detail transaction report for that fund or project. 
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Sponsored Activity Page  ɀDisplays detailed information for sponsored projects. Users can navigate to this page by:  
A. Drilling from the Summary page.  In this option the filter criteria will automatically be populated. 
B. Directly navigating to the page and manually entering the filter criteria. 

Page Filters/Prompts ς Allows the user to choose filter criteria 

for the page.  

 Information ς Provides pertinent information for the selected 

sponsored project. 

Project to Date Expenditure by Category ς Displays project to 

data balances for; payroll, non-payroll, and fringe expenses. 

There is an option to change the selected view from chart (pie 

chart) to table. 

Sponsored Non Personnel Trend (rolling 6 months) ς Displays 
non-personnel expenses by month grouped by expense 
categories. This graph will display a rolling 6 months based 
upon the time span in the filter criteria. If there are no 
expenses for a give month then that month will be excluded 
from the graph. 
 

Sponsored Activity Expense Summary ς Displays Summarized 

Financial Data for the selected sponsored project. Clicking on 

the account description will display account level information. 

Please note, the Detail hyperlink that appears on the 

screenshot is not currently available on this Page. 

 Payroll Detail by Employee ς Displays month to date, year to 
date and project to date payroll expenses as well as remaining 
encumbrance amount by employee for the selected sponsored 
project. 
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Sponsored Activity Page  (continued)  

 

 

 
Sponsored Direct Expenditure Trend (rolling 6 
months) &  
 Sponsored Direct Encumbrance Trend (rolling 6 
months)- 
Displays monthly direct expenditure or encumbrance 
balances, with an average trend line. This graph will 
display a rolling 6 months based upon the time span 
in the filter criteria. If there are no expenses for a 
given month then that month will be excluded. There 
is an option to change the selected view from a bar 
chart to table view.  
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Fund Balance Activity ɀ Displays detailed information for funds with revenue and fund  balances. Users can navigate to this page by drilling from the 
Summary page or navigating to the page and manually entering filter criteria. 

Page Filters/Prompts ς Allows the user to choose 

filter criteria for the page.  

 Information ς Provides pertinent information for 

the selected department. 

Average Non Personnel Expenses per month 

(rolling 12 months) ς Displays a rolling twelve 

months of non personnel direct expenditures for 

the selected department/fund combination. 

There is an option to change the selected view 

from chart (pie chart) to table. 

Fiscal Year Fund Balance Summary ς 
Summarized Financial data for the 
fund/department combination. 
 
Fiscal Year Fund Balance Revenue and Expense 
Summary ς Displays Summarized Financial Data 
by revenue and expenditure type for the selected 
department/fund combination. Clicking on the 
account description will display account level 
information.  Please note, the Detail hyperlink 
that appears on the screenshot is not currently 
available on this Page. 
 

 Payroll Detail by Employee ς Displays month to 

date, and year to date payroll expenses as well as 

remaining encumbrance amount by employee 

for the selected department/fund combination. 

 Procard Detail ς Period to Date - Displays 

procard activity for the period and 

department/fund selected in the prompt.  
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Budget Balance Activity ɀ Displays detailed information for funds with budget balances . Users can navigate to this page by drilling from the Summary 
page or navigating to the page and manually entering filter criteria. 

 

Page Filters/Prompts ς Allows the user to choose filter 

criteria for the page.  

 Information ς Provides pertinent information for the 

selected department. 

Average Non Personnel Expenses per month (rolling 

12 months) ς Displays a rolling twelve months of non 

personnel direct expenditures for the selected 

department/fund combination. There is an option to 

change the selected view from chart (pie chart) to 

table. 

Fiscal Year Budget Balance Expense Summary ς 
Displays Summarized Financial Data by expenditure 
type for the selected department/fund combination. 
Clicking on the account description will display account 
level information. Please note, the Detail hyperlink 
that appears on the screenshot is not currently 
available on this Page. 
 

 Payroll Detail by Employee ς Displays month to date, 

and year to date payroll expenses as well as remaining 

encumbrance amount by employee for the selected 

department/fund combination. 

 Procard Detail ς Period to Date - Displays procard 
activity for the period and department/fund selected in 
the prompt.  
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Non-Sponsored Project  Activity ɀ Displays detailed information for non-sponsored projects . Users can navigate to this page by drilling from the 
Summary page or navigating to the page and manually entering filter criteria.  Please note, users wishing to view information on non-sponsored projects 
that are part of a fund balance fund (i.e. Continuing Education projects) must first navigate to this page and manually enter the filter criteria. 

 

Page Filters/Prompts ς Allows the user to choose filter 

criteria for the page.  

 Information ς Provides pertinent information for the 

selected non-sponsored project. 

Average Non Personnel Expenses per month (rolling 12 

months) ς Displays a rolling twelve months of non 

personnel direct expenditures for the selected non-

sponsored project. There is an option to change the 

selected view from chart (pie chart) to table. 

Non-Sponsored Project Activity Expense Summary ς 
Displays Summarized Financial Data by revenue and 
expenditure type for the selected non-sponsored 
project. Clicking on the account description will display 
account level information. Please note, the Detail 
hyperlink that appears on the screenshot is not 
currently available on this Page. 
 

 Payroll Detail by Employee ς Displays month to date, 

and year to date payroll expenses as well as remaining 

encumbrance amount by employee for the selected non-

sponsored project. 

 Procard Detail ς Period to Date - Displays procard 
activity for the period and non-sponsored project 
selected in the prompt.  
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 Transaction Detail Month to Date ɀ  Displays  detailed listing of revenue, expense, encumbrance, and budget activity for a selected month . Page 
serves as a drill through from the Summary page.  Each section will retrieve the data for that transaction type based on the filter criteria for the page.   Click 
on the Return to Summary link to exit this page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Expenses (HR Payroll):  Descriptive payroll account information and expenditure data by employee name for a selected month. 

Expenses (Accounts Payable, Procard):  Descriptive non payroll account information and expenditure data for Accounts Payable and Procard transactions by vendor 
name for a selected month. 

Expenses and Transfers Out (Other Sources):  Descriptive information and data for Other Source type expense transactions by account number for a selected 
month. 
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Transaction Detail Month to Date (Continued)  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Revenue and Transfers In:  Descriptive revenue and transfer transaction information by account number for a selected month. 

Budget:  Budget transaction descriptive information and data by account number for a selected month. 

Encumbrance (Payroll):  Payroll encumbrance activity by employee for a selected month.  To see full outstanding encumbrance by employee use the Transaction 
Detail tab (see next page). 

Open Encumbrance (Purchase Orders):  Purchase order encumbrance activity by account and PO for a selected month.  To see remaining encumbrance balance by 
Purchase Order use the Transaction Detail tab (see next page). 

Open Encumbrance (Requisitions):  Requisition encumbrance activity by account and Req ID for a selected month. To see remaining encumbrance balance by 
Requisition use the Transaction Detail tab (see next page). 
 
Encumbrance (Others):  PO and Requistion encumbrance activity όŀƭƭ ƻŦ ǘƘŜ άƛƴǎέ ŀƴŘ άƻǳǘǎέύ for a selected time period. 
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Transaction Detail ɀ  Displays  detailed listing o f revenue, expense, encumbrance, and budget activity for a selected  time range .  This page provides 
the same detailed transaction information as the Transaction Detail Month to Date page but allows you to search over a range of months.  To access this 
page, you must click on the page tab ɀ there is no way to drill to this page. 

 Use this page if you wish to see the outstanding balances on your payroll, requisition and PO encumbrances.  Use the beginning of the fiscal year in 
the From Period prompt. 

 



Page 14 of 19 

 

HELPFUL HINTS 
 
Clearing Filters ς There will be times when will need to manually clear a prompt/filter.  This is likely to occur when using the Transaction Detail pages since many of 
these prompts do not clear automatically.   
 
To clear a list prompt, click on the down arrow, scroll to the top ŀƴŘ ǎŜƭŜŎǘ άό!ƭƭ /ƘƻƛŎŜǎύΦέ 

 
 

 
 
To clear a search prompt: 
 
мύ  /ƭƛŎƪ ƻƴ ǘƘŜ άΧέ ōǳǘǘƻƴΦ 
 

 
 
нύ  IƛƎƘƭƛƎƘǘ ǘƘŜ ǎŜƭŜŎǘŜŘ ƛǘŜƳόǎύ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ άҔҔέ ōǳǘǘƻƴ ǘƘŜƴ ŎƭƛŎƪ άhYΦέ 
 
 

 
 
 


