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QUESTIONS TO ASK YOURSELF 
WHEN WRITING A REPORT

Has that report been 
done before?

Yes, Use that report. No
Can I modify a canned 

report?
Yes modify the exisiting 

report.
No (See Headquarters staff 

for help.)
What type of report do 
you need? A Summary 

or a detail report?

If it is a summary report you 
will need to use the Vsumfncl.  

Is it an obligation or a 
revenue/reimbursable report?

If it is a detail report use the 
Vsumgenl table. Is it an 

obligation or a 
revenue/reimbursable 

report?
For Revenue go to the 

RRDR for ideas.
For Revenue go to the ARRS 

for ideas.
For obligations go to the 

DTR for ideas.
For obligations go to the 

ACSB or Obsum for 
ideas.


