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Brief Overview

A new portal has been developed by Administration and Finance for accessing administrative
reports many of you rely on to do your work, including PHR reports. This document serves as a
quick tip guide for navigating within the new portal.

The portal provides access to current KFS and PHR reports from a single site:

https://adminreports.umd.edu

It will also provide access to other administrative reports for VPAF systems in the future. Here
are some of the great features the portal provides:

e easier navigation, with reports grouped by topics

e report descriptions that include a link to the report

e ability to tag reports as Favorites --- now you can quickly get to the reports you use all
the time

e keyword search to find reports

e a Bulletin Board for announcements about report changes, system maintenance, etc.

e links to additional resources

We hope you find the portal’s various features to be helpful.
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How to Access the System

The link to the Administrative Reporting portal is https://adminreports.umd.edu. The UMD CAS
Login is required to access the Portal.

To navigate on the Administrative Reporting main menu page, follow the steps below:

Step 1: Select Kuali Financial Reports or Payroll & Human Resources Reports.
Step 2: Select a Topic.
Step 3: Select from the Item List.

r UNIVERSITY OF
W MARYLAND
Administrative Reporting LOGGED 1M USER: KLIEY - =

» Welcome

Step 1 — Welcome

Step 2  |f—— @L

Step 3 —

Dumd.edu
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How to Access the Bulletin Board

The Bulletin Board topic displays important information and announcements to users of
financial reports.

To access the Bulletin Board follow the steps below:

1. Onthe Administrative Reporting main menu page, click on Kuali Financial Reports.
2. Click on the Topic drop-down menu.
3. Under Kuali Financial Reports click on Bulletin Board.

Administrative Reporting

Welcome

» Kuali Financial Reports

Payroll & Human Resources Reports

TOPIC

Bulletin Board =

Kuali Financial Reports
Bulletin Board
Additional Resources a®

Favorites

Search

Security Access
Enterprise Reports

Account Reports

Campus Reports

Department Reports

Division Reports

Executive Reports

Reference Information

School reports

Sub-Department Reports
Historical Systems

FRS based Systems

— Overview
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How to Use the Favorites Function

The Favorites are for reports that are frequently used. The Favorites function allows users to
customize a report list. Users can set up as many favorites as needed.

For example, to set up KFS090: Account Overview report in Favorites follow the steps below:

1. On the Administrative Reporting main menu page, click on Kuali Financial Reports.
2. Click on the Topic drop-down menu.
3. Click on Account Reports.

Administrative Reporting

welcome
¢ Kuali Financial Reports

Payroll & Human Resources Reports

Account Reports -

Kuali Financial Reports

Introduction

e

4. Under Financial Overview click on KFS090: Account Overview.

Administrative Reporting
welcome

» Kuali Financial Reports

Account Reports =
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5. Check the Add to favorites box.

UNIVERSITY OF
MA.I{YLA.ND KUIALL FIMANCIAL KFS HOME FINANRCE AHES HOME 1R HOWME

Administrative Reporting L0GGED N USE: KLiBBY v am=

Welcome

» Kuali Financlal Reports

KF5090: Account Overview

Payroll & Human Resources Reports

ToPIC

Account Reponts b

ITEM LIST

Introduction

view

Report/Link I eated by .
Financial Qverview partLink 1o o .‘.M o ¥ add to favorites
- KFS090: Account Overview : :

Financial Inquiries
- SARODL: SAR SO Details Inquiry

Financial Reparts
Bu

ons

le Dollars

Labor

= | RANAMN: Statamant nf Pawrall Fharcas

6. To view Favorites, click the Favorites icon in the far-right hand side of the
Administrative Reporting menu. ®

@ UNIVERSITY OF
MARYLAND

HUALE FINANCIAL HFS HOME FIMANCE ARES HOME UMD HOME

Administrative Reporting O5EER [BUEER: Kitns “ ol _

Welcome

¥ Kuali Financial Reports

Account Reports
Payroll & Human Resources Reports

ToRIC

Account feparts -5

Financial Overview
KF5090: Account

Financial Inquirfes
- SARDOL: SAR 5D Details Inguiry
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7. Arunning list of the reports marked as a favorite will be displayed. In this example, the
KFS090: Account Overview is displayed as a favorite.

Administrative Reporting S b Kol ol K

Welcome
» Kuali Financial Reports

Favorites
Payroll & Human Resources Reports

TORIC

Favorites =

TEM LIST
Introduction

- Overview

Financial Overview
- KF5090: Account Overview

Chart of Accounts Reports

- COADOL: Organization Hierarchy Report

Financial Inquiries

FPP411: Department Fund/Budget Balance

User Tools

- FPADOS: Public Account Lookup
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How to Use the Search Function

There are two locations to find the search function on the site.

Option 1:
1. On the Administrative Reporting main menu page, click on Kuali Financial Reports.
2. Click on the Topic drop-down menu.
3. Choose Search from the Kuali Financial Reports section on the drop-down menu.

Administrative Reporting

+ Kuali Financial Reports

Option 2:
1. On the Administrative Reporting main menu page, click on the tool bar search icon.

Q

Once the Search box, type in any word in the title of the requested report. For example, the
report “KFS090: Account Overview” type in Account Overview and the link for the report will
display.

UNIVERSITY OF
& MARVIANI

Administrative Reporting R ke “ja|w

» Kuali Financial Reports
Search
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How to Access Kuali Financial Reports

The Enterprise Reports are displayed under the Topic drop-down menu. The Overview Reports
can be found under the appropriate levels:

Account
Sub-Department
Department
Division
Executive

School

Campus

For example, to see the KFS090: Account Overview report follow the steps below:
1. On the Administrative Reporting main menu page, click on Kuali Financial Reports.
2. Click on the Topic drop-down menu.
3. Click on Account Reports.

Administrative Reporting

+ Kuali Financial Reports

4. Under Financial Overview, click on KFS090: Account Overview.

Administrative Reporting

» Kuali Financial Reports
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5. Under Financial Overview click on KFS090: Account Overview.

Administrative Reporting

Welcome
» Kuali Financial Reports

Payroll & Human Resources Reports

Account Reports -

ITEM LIST
Introduction
- Overview

Financial Overview
- KF5030: Account Overview

Financlal Inquirles

- SAR0D1: SAR SO Details inquiry

Financi

6. Click on Open KFS090: Account Overview.

% MARVIAND
Administrative Reporting s6ctn meuseE suiam a om =

Welcome

v Kuali Financial Reports

WF5090: Aocount Duwerview

& Muman Sesourset Report

7. The screen below displays while the report is populating.

Please wait while we start KFS090: Account Overview.

This may take a moment.
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8. The Account Overview report will be displayed as below.
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How to View Obsolete Reports

Obsolete reports are no longer generally utilized by campus users.

Any report that is not listed below is an obsolete report.

e KFSX90

e FBM 090/91/92
e SAR

e LDA X081

e FBM X95

e FPP411

e BOR

To view obsolete reports, follow the steps below:

1. On the Administrative Reporting main menu page, click on Kuali Financial Reports.
2. Inthe far-right hand side of the Administrative Reporting menu, click on the Settings

icon. =

UMIVERSITY OF

& MARYIAND

Administrative Reporting LoGGED N St kL iBy .~ a -E_

» Kuall Financlal Reports

3. Check the Include Obsolete Reports box, and click Save and Close.

Settings

V1.0 14 of 18
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How to Get to the Historical Kuali Menu

1. On the Administrative Reporting main menu page, click on Kuali Financial Reports.
2. Inthe far-right hand side of the Administrative Reporting menu, click on the Settings

icon. =

UNIVERSITY OF
@ MARYLAND
Administrative Reporting LOGGED IN USLR: wL1BEY - a -E_

» Kuall Financlal Reports
Account Reports

3. Under the User Interface section, select Historical Kuali Menu Layout and click Save and
Close.

Settings

This screen allows you te change your user settings. These settings affect how the menu is
displayed. Select your desired options and then click the "Save and Close" button to save
your selections. If you do not want to save your changes, just click the Cance! button.

] Include Obsolete Reports @

User Interface: @

() Admin Reparts Menu - standard UMD colors

(") Admin Reports Menu - High Contrasg colors
(@ Historical Kuali Menu Layout
User Mode: @

(@ Normal User mode

About Information

- + Save and Close X Cancel
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4. The Historical Kuali Menu Layout will populate.

Provide Feeghack

Kual Financial Reparts =

| Kuai Financal Reparts

| Fimancial reports used by the camps busmnasz commarity and the cantral financial unitz

Aceat

Reports
Financial overvies

« KFS080: Accourt Dvarvien
Financial inquiries

» SARGOL SAR 50 Detais nquiry
i

ncial Reports
« PBMOS1 Account Statemert of Whale Dollars
Labor Ledger Reports.

* LDADDL: Account Statemers of Payroll Charges Downlosd

* KFS490; Divisan Ovarviaw
Financial Inquisies

- F20400: Dmen Summacy by Departmarts

= FB0401! Divisan General Ledge!
- re0d0 len-m Lindng q.nm
+ reoi o counts

i 5t
© 55010 Ovinn Adkou Lt
= D411 Oreon Fund Sudger salance

Financial Reports

730023 Cviion by Subfund
51: Diviion General Ledger Summary
. )mnm. Do dccou Satamant of Who Dol
TBNLAL: Qvon &

ivinon Mori-E0d e
eion Shject Lavel Summary
Labor Ledger Reports
* LDD480; Division Statemant of Payroll Charges
« LOB4S1: Division Statement of Payroll Charges Download

Sub Depariment Reparts

Campus Reports

Financial Inguiries

s St
oo FundyBudger Balance

v eports

+ LDC380; Camous Statamant of Payroll Charges
 LDC381; Campus Statament of Payroll Charges Dewnload

Financial Overview
+ KFS590: Exscutive Ovarviaw
Financial Inquirs

+ Pesun: xactive Summary by Divisons

« FPESD2] Executive Funding

4 FreSo3; Execitive Sphonsorad Accounts
 PPESDA! Executive Year To Dste Expenses
« FreSDS: xemushderslhm

« s ive

& FoEs0 Execive HIP Accounts

< FPESD0; Execitive State Accounts

< PRSI

Logged in User; sfarrish

Department Reports

Financial overview

 KFS250: Dagartmant Ovarsiew

Dapartm Balance Available
L FPRALL] Degarimat FundBudget bannte

Financial Raports

Ducanmant by bt
eneral Ledoer Summary
D partmars Asveunt Statamers of inels Galars
Ousariment Asporof Tranaactiors
forth-End Repe
Dtpartman: Goye Laval Surmary

Labar Ledger Reparts

780: Dagartmant Sta narges
L LDFI811 Deparimant Statamen o Payecl Crarges Oomnlosd

Schioal reports
Financial overview
+ KFS890; Schoat Oerview
Financial nquiries

« FPE600; Schwool All Acce
L RSS! Sihaal Fadera heseunts

Financial Reports

port o
L TBOR: Sl R o
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How to Get to the Administrative Reporting Menu

1. On the Administrative Reporting main menu page, click on Kuali Financial Reports.
2. Inthe far-right hand side of the Administrative Reporting menu, click on the Settings

icon. =

UMIVERSI F

& MARYIAND

Administrative Reporting PO —— . a -E_

» Kuall Financial Reports

3. Under the User Interface section, select Admin Reports Menu - standard UMD colors or
Admin Reports Menu - High Contrast colors. (This option allows you display the
standard UMD color set or choose a high contrast color set. The High Contrast Color set
will provide better readability for people who have low contrast sensitivity or color
blindness. For more information, please see UMD’s IT Accessibility page
https://itaccessibility.umd.edu/).

Settings

user interface; @

4. Click Save and Close.
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5. The new reporting menu will be populated.

Administrative Reporting LOGGED I USER: KuIBEY v am

Welcome

» Kuali Financial Reports

Account Reports

Payroll & Human Resources Reports

TORIC

Account Reports -

ITEM LIST

Introduction
- Overview

Financial Overview
= KF5030: Account Overview

Financial Inquiries
AR SO Details Inquiry

= SARD!

Financial Reports

= BURDSL

: Account Statement o

091: Report of Transact
- FBM092: Month-End Report

Labor
- LOADBO: Statement of Payroll Charges
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