How to Use WISDM to Print out Monthly Reports

There are two types of monthly reports: Project reports and fund-department reports.

How to Print a List of Monthly Project Reports

There are two steps involve in this. First is to create a list of projects by using My
Projects feature. Once the list is created, you don’t need to recreate them every month
unless you have new projects to add to or old projects to delete from your list. Second
step is to go to your “My Projects” and print out the reports.

Step 1: To Add A Project to “My Projects”

From project search screen (navigation: Projects -> Project Search), enter the project
fund code and your department ID (division code, department code or sub-department
code) and click “Submit”. A list of projects for the project fund and your department will
be listed at the bottom of the screen.
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Scroll down and select the project by clicking on the project ID on the left. This will
bring you to the project summary screen.
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Once you get to the project summary screen below, click on “Add to My Projects” link
on the upper left corner of the screen. The project will be added to My Projects. Go back
to the previous project list screen and continue selecting the projects until you are done.
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EXPENSES

Expenses

- Direct Expenses

-— Salaries 0.00 0.00 372.129.26 0.00 -372.129.26

- Fringe Bensfits 0.00 0.0a 122 775,94 0.00 12277894

- Other Expenditures 0.00 0.0a o.00 0.00 0.00

- [ZDIRECT] All Direct Costs Projbud 495 000 00 000 000 000 495.000.00
— [ZLUMP] Lurnp Sum Budgets-prjbud 0.00 0.00 0.a0 0.00 0.00

SUBTOTAL DIRECT AVAILABLE BALANCE 495.000.00 0.00 494,908.20 0.00 91.80

Indirect Costs

- F&A 39.600.00 0.00 39.691.50 0.00 -91.50

TOTAL INCLUDING F&A 534 600 00 0.00 534 600 00 0.00 0.00



Step 2: Print Project Reports from “My Projects”

Go to My Projects (navigation: Projects -> My Projects) screen. You will see the list of
projects you have created from Step 1 above. Select the reporting month as you wish and
click on the project ID. This will bring you to the financial summary page.
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From the financial summary page, do File and Print. The report will be printed out. If
you want to print out more reports, go back to My Project screen and select another
project ID to print. Continue the process until you are done.
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Balance Type: Period: [JisEedlh]

D_RESRCH (DEFAUL Summary Level: [ NEERNNIIM| Program: S|

EXPENSES

Expenses

- Direct Expenses

- Salaries 0.00 000 65056 49 000 -65.056.49

--- Fringe Benefits 0.00 0.00 12 962 30 000 -12.962.30

- Supplies 0.00 0.00 56.179.87 0.00 -56,179.687

-— Domestic Trave! 0.00 0.00 8659 05 000 -8.559.05

---- Tuition and Fees 0.00 0.00 5.300.60 0.00 -6.300.60

--- Other Expenditures 000 000 5460 76 000 -5 460 7R

- [ZDIRECT] All Direct Costs Projbud 152.670.84 0.00 0.00 0.00 162.670.84
- [ZLUMP] Lurnp Sum Budgets-pribud 000 000 000 000 0.00

SUBTOTAL DIRECT AVAILABLE BALANCE 152.670.84 0.00 153.519.07 0.00 -848.23

Indirect Costs

- F&A 68.287 54 0.00 67439 31 000 848.23

TOTAL INCLUDING F&A 220.958.38 0.00 220.958.38 0.00 0.00



How to Print out a List of Monthly Fund-Department Reports

There are two steps involve in this. Firstis to create a list of fund-department list by
using My Favorite feature. Once the list is created, you don’t need to recreate them every

month unless you have new ones to add to your list. Second step is to go to your “My
Projects” and print out the reports.

Step 1: Create a List of Fund-Department Reports in My Favorite
From WISDM main menu, do Departments -> Search. Enter fund and department and

click Submit. When you are at the summary screen (shown below), click on “Add to
Favorites”.
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In the next screen below, type in a report name in the Name field and click on “Save”.
You can repeat the process until you have added all your fund-department reports.
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Step 2: Print out Fund-Department Reports from My Favorite
From WISDM main menu, go to “My Favorites”. The reports you created will be listed

there. Click on the reports to bring up the report page. You can select the month you
want to print. Then do File -> Print.
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Change/Select the month, and then do File -> Print from the browser menu.
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