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Monthly Financial Reports
Electronic Distribution Maintenance Form
Effective:
Beginning January 2004, the General Accounting Office will have the capability of emailing condensed monthly financial reports directly to Financial Managers, Principal Investigators and their designated Alternates.  Our goal is to enhance your efficiency by delivering targeted financial information directly to your desktop.  

 
Monthly Email: 
If the electronic delivery option is chosen, Financial Managers, Principal Investigators and designated Alternates will receive one email when monthly financial reports are run.  This normally occurs by the 10th of the month.  The email will contain one or more attachments in Adobe pdf format.  Each attachment will be a condensed monthly financial report providing complete information for all funds, grants or orgn managed by you (or for which you have been designated as an Alternate to receive information).
 
Setting Up Electronic Delivery of Monthly Reports:

The web application, Monthly Financial Reports – Electronic Maintenance Form, is located at http://www.muohio.edu/femail.  You may also select the link on the General Accounting website (shown below).

NOTE: The Financial Manager setup process would have to be completed in Banner before the Electronic Delivery option can be initiated by that person via the website application.
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Welcomet
Form Our Purpose

“The primary purpose ofthe Miari University General Accounting Office is to effciently process accounting transactions and
provide accurate, timely intemal management information and external financial repors far all financial activiy associated with
the university. Additionally, we review and monitor accounting activityto ensure compliance with funding restrictions and tax
regulations. Our office will advance strang ethical standards in accordance with NACUBO and AICPA guidelines and
maintain documents and reports of the universityin a fashion thatwillallow for the review or audit of financial records and
reports as needed or required. We are committed to provide outstanding senvice to students, other niversity departments,
vendors, state agencies and others in our daily aperations,
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Financial Managers and Principal Investigators will have the option to:

1. select which report(s) to receive electronically for each fund/grant/orgn managed, or deselect reports (to “turn off” electronic delivery) *
2. assign up to 3 Alternates to receive this information *
3. define 1 Assistant to maintain the Alternates list (add/remove Alternates only) *
*See procedures below for step by step instructions.

 
[image: image2.png]UNNERsiTy

welcome

Monthly

inancial Reports - Electronic Maintenance Form

Monthly Financi
Electronic Distribution M
for Financial Managers and Principal Investigators(PI)

| Reports
tenance Form

Monthly Financial reports will be delivered electronically via email attachments to
Financial Managers/PIs.

This maintenance form will enable you to determine who should receive speci
reports and who can update

your distribution.

This form enables you to:

1. Pick the reports that you want to receive via email.

2. Def

e up to three alternates to receive reports for each fund/orgn.

3. Define one assistant to maintain a list of alternates for you.

Your Unique T

Your MUnet password:

uthenticats

T you are an ALTERNATE, Please click here to see your list.





Procedures
1. Select which report(s) to receive electronically for each fund/grant/orgn managed, or deselect reports (to “turn off” electronic delivery)

a. On the Monthly Financial Reports - Electronic Maintenance Form web page enter your Unique ID and MUnet password.

b. Click on Authenticate
c. Click in the box to the right of the Report ID to select the reports you wish to receive.  A checkmark will appear.  
d. Click in the box to the right of the Report ID to deselect any reports you do not wish to receive.  The box will be empty.
e. Click on Submit.

f. A screen will appear with your current selection of reports.  At the bottom of the screen you will receive the following message: Please select another option in Maintain Reports Box (on the left side of this page) or Exit the system?
2.  Assign up to 3 Alternates to receive this information 

a. On the Monthly Financial Reports - Electronic Maintenance Form web page enter your Unique ID and MUnet password.  If you just finished the step above you can select Assign an Alternate in the top left side of the web page.

b. Click on the blue line as indicated in the following sentence: Please click on Assign an alternate to select other people to receive specific fund/grant reports instead of or in addition to you.
c. Enter the Unique ID of the individual(s) next to the reports you wish for him/her to receive.  You can enter up to 3 unique id’s.

d. Click on Submit.

e. A screen will appear with your current selection of reports for alternates.  At the bottom of the screen you will receive the following message:  Please Select another option in Maintain Reports Box (on the left side of this page) or Exit the system?
3. Define 1 Assistant to maintain the Alternates list (add/remove Alternates only)

a. On the Monthly Financial Reports - Electronic Maintenance Form web page enter your Unique ID and MUnet password.  If you just finished the step above you can select Assign an Assistant in the top left side of the web page.
b. You will receive the following message:




You may assign one assistant to maintain your alternate distribution list.




Your assistant will not be able to make changes to the Pick Your Reports list.




If you have already selected an assistant, their unique id is in the Existing 




Assistant box below.




If the Existing Assistant box is 'None', you may enter the unique id for your 




assistant and click add.
c. Enter the unique id for the individual that will be managing the distribution of monthly financial reports for alternates.

d.  You will receive the following message:  You have Successfully added an assistant !
e.  Click on the [image: image3.png]


 on the top right corner to exit the web page.
Monthly Financial Reports Available in MInE:  
All monthly financial reports will continue to be available in MInE.  They will be posted  monthly with at least two full years of past reports on-line.  
 
Additional Assistance:

Sarah Persinger, Business Systems Technologies Coordinator, (96852) 
Rebekah Keasling, Staff Accountant, (94333)
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