
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. 
 

 
 
 
 
 
 
 



Scroll down and select the project by clicking on the project ID on the left.  This will 
bring you to the project summary screen. 
 

 
 
 
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. 
 

 



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. 

 
 
 
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. 
 

 
 
 



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

There are two steps involve in this.  First is 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”.   

 
 
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. 

 



 
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. 
 

 
 
 
 
Change/Select the month, and then do File -> Print from the browser menu. 

 

Click on the 
report you 
want to print. 


