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Accessing MMS Reports 
 
MMS reports are now located inside MMS. Below are instructions on how to access those reports.   
If you currently use MMS reports, you should be able to log in.  If you have difficulty, please contact Bridget Gentry just 
in case we have missed anyone in the set up process. blgentry@indiana.edu 
 

1. Go to: https://fims.indiana.edu/mms-prd 
 

2. Log in with network id and password 
 
 

 
 
 

3. The first thing we would like for you to do is click on the workdesk reset button.  It is located in the upper right 
hand corner of your screen.  It looks like a screen with double blue arrows.  I have created a close up view with 
the icon circled in red.   
 
You only need to do this the first time you log into the new 5.0 version of MMS which became active April 15, 2011. 
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4. You should now see a report listing on the right side of your screen.  This will list the reports that you have access 

to. 
 

 
 

5. From the report list choose the report you wish to run by clicking the report name.  The report should open up.   
Fill in any parameters and click ok.   
(If you see a % (percent sign) in a field, that is a wild card.  It will bring back all options for that field.) 
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To print this report click on the small printer below the word viewer.  
I have circled it in red for you here. 

 
 
Choose PDF on the Print Report box and then click OK.   
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The report is now in PDF format.  Click on the PDF printer icon. 

 
 
Verify the Printer and click ok. 

 
 

If anyone has problems with logging in or getting to reports in MMS, please contact Bridget Gentry.  
blgentry@indiana.edu  or 812-856-2407. 
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