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Month End Reporting Overview

· 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 and organized by department in the RDT.
· We ask that you do not re-run these monthly reports.  Please take the time to obtain your reports through the RDT.  As part of the upgrade, we have made it easier for users to access the RDT without logging into multiple systems.  (An abbreviated job aid for accessing RDT is provided below.  The full job aid can be found at http://www.umass.edu/af/systems/jobaids.htm)  We have made changes to the way in which the reports are organized.  Accessing your reports through the RDT will give you the opportunity to evaluate the changes and to make improvement suggestions.
· Although we will print centrally the January month-end reports, they may not be available immediately.  We will share specifics on expected delivery time as soon as they are available.  We will continue to fine tune this process to streamline the delivery in the following months.  As in the past, you can print your own reports from the RDT.  We have provided two job aids to assist you in the printing of these reports, “How to Print Multiple nVision Reports” and “Setting Macro Security.”  The job aids can be found at http://www.umass.edu/af/systems/jobaids.htm.
	Report Name
	Report ID
	Description

	Revenue and Expense Activity Report
	UMGL7045
	Revenue & Expense detail w/ various Budgets Report for fiscal year funds.

	Balance Sheet Report
	UMGL7046
	Provides account information for all accounts within the Assets, Liabilities and Fund Balance tree nodes.

	Non-Sponsored Project/Grant Activity Report
	UMGL7047
	Revenue & Expense detail for Non-Sponsored projects.

	Balance Sheet Transaction Detail Report
	UMGL7053
	Provides detailed transaction data for Balance sheet accounts.

	Revenue & Expense Detail Transaction Report
	UMGL7062
	Detail listing of all Revenue, Expense and Budget Activity for a given time period.

	Open Encumbrance Report
	UMGL7079
	Listing of all Open Encumbrances for a given time period.  

	Revenue and Expense Activity Rollup Report
	UMGL7045

Summary
	Formerly the UMGL7080.  Revenue & Expense detail w/ various Budgets Report rolled up to the department tree node level.  Please note, this report may not be available until mid week.

	Balance Sheet Report
	UMGL7046
Summary
	Formerly the UMGL7081.  Account information for all accounts within the Assets, Liabilities and Fund Balance rolled up to the department tree node level.  Please note, this report may not be available until mid week.

	Project/Grant Activity Report
	UMGM7047
	Project budget, expense, and encumbrance and available balance.

	Grants Detail Transaction Report
	UMGM7062
	Detail listing of all Revenue, Expense and Budget Activity for a given time period.

	Grants Open Encumbrance Report
	UMGM7079
	Listing of all Open Encumbrances for a given time period.


Steps to access the Report Distribution Tool

1. 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.
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The following are examples of how the reports will be organized in the Report Distribution Tool:

The General Ledger Reports:
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 The PI Monthly package:
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The Department Monthly package:
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Note: this is not intended to be a comprehensive list. 
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