Finance Handbook

Downloading Monthly Account Statements in Excel or Adobe

SECTION 08.03.02.07

DOWNLOADING MONTHLY ACCOUNT
STATEMENTS IN EXCEL OR ADOBE

Go to the Canopy Website at https://apps2.system.tamus.edu/CanopyTwo/Login.aspx
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Without clicking, hold the cursor over the FRS tab, a drop down box will appear.
Move the cursor over ACCOUNT to ACCOUNT SEARCH, and then click.

Logout
PRI - -5 a1 Univ-CoRPUS CHRISTI (15) | v [[AERRV
D) 1nrFo: You have Batch
o -~ DBR
- G - = v
Available cently Visited What's New
@ departments within the same
- SSor.
r\’—) ted through the appre
@ -
) ® EPA Position Details been added - DCR -
= Request.
o (local only) can be adjusted under this
@
d for approval.
dded to both.
[e] wview (field) selector, and filter
° played grid's title row
@ Other FRS Chan
S°s Ieft - show/hide 2 =
° = many lists a5
4t the new et
(75-128 ace 3N
Full Release Notes =
hittps://apps2.system. tamus. edu/Cancpy TwoModules FRS fSearchDefault, aspx?Psearchi=1

[ & mtermet

1|Page



Finance Handbook

Downloading Monthly Account Statements in Excel or Adobe

2. (The following example is by department code, but the search can be performed
various ways with similar results.) A new screen will come up with options to
search for accounts. Type in the department code in the box titled Department.
An added feature is the Show Support Accounts located in the top right hand
corner: Select YES to include the support accounts if needed. Click on the

SEARCH box.

** NOTE: If you have added any accounts to My Account tab then the drop down
box for selecting an account will be available. Otherwise, it will not be until you have

created your list, **

Canopy
The Texas ABM University System

EPA FFX FRS Routing SRV 135 ARM UNIV-CORPUS CHRISTI (15) | v | (B Ev
Main Menu < FRS © Account < Account Search
[ACCOUﬂt search | subcode Search | My Accounts | Attributes | Summary | Open Comm | Transactions | Payroll | Reports | Vouchers |

Account rumber: [ | lDeDarlmenl: cowr | Sulrdauartment: @ [ Show suppert accounts: (& Yes (O e ]
B person (last, first): Title: Show deleted accounts: (O Yes (2 No
[ Search Iiesel
(Eererm, 2 B Eimems Seig SomiEms e, D S
The Texas ABM University System smes
Cramor ]

Version: 3/31/2009 9:53:56 PM
System - Site Map

3. In the new screen, you can either click on the box below ADD to select all the
accounts found with the search; or you can individually select the accounts needed.

Click on ADD.
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4. Next, open the REPORTS tab. Click on the box below ALL, (located in the right
hand corner) this will select all the accounts listed. The two icons located above
ALL represent Excel and PDF. If you select ALL, every account chosen will
download into Excel/PDF file. Click on the preferred icon. ** NOTE: If you choose
Excel, each account will be on a separate tab, but If you select PDF, each
account will be on a separate page. **

I EPA FFX FRS Routing System TEXAS A&M UNIV-CORPUS CHRISTI [15) | & 2009 |v | SetcoFY A

Main Menu c FRS c©: Account t> Reports

Account Search | Subcode Search | My Accounts | Attributes | Summary | Open Comm | Transactions | Payroll | Reports | Vouchers |

Report Name: Account Statement Report Month:

Account Search

Account number: [ | 'y Department: =] Sub-department: [ | g Show support accounts: O Yes & No

Responsie peron (act, fre: [ ] N E— Shaw deled aourts Ryyes Do

1] Search Results (Total items: 72) TR

I N P R

000202 ATHLETIC HOUSING CLEARING COMP Knight, Shelley R (Y ‘@

000315 IDT CLEARING COMP Torres, Rebecca I

005605 RAFR CLEARING ACCOUNT COomMP Torres, Rebecca I

010100 E & G ACCRUED P/R/ ACAP / OPEB COMP Torres, Rebecca I

010101 TUITION RESIDENT - FALL DEFERRED COMP Torres, Rebecca I

010102 TUITION NOMRES. - FALL DEFERRED COMP Torres, Rebecca I L

010110 TUITION REVENUE ComP Torres, Rebecca I

010210 INVESTMENT INCOME COMP Torres, Rebecca I

011996 GENERAL FUNDS - UNAPPRO. SURPLUS COMP Torres, Rebecca 1

012110 STUDENT SERVICES COMP Torres, Rebecca I B E

012120 GENERAL INSTITUTIONAL EXPENSE COMP Torres, Rebecca I = ‘@

012130 PUBLIC SERVICES COMP Torres, Rebecca I o ‘@

013000 RESIDENT INSTRUCTION & DOE COMP Torres, Rebecca I a E v
[# @ internet H100% -

5. The other option would be to click on the icon next to the individual account you
want to view in Excel/PDF. Then click on the preferred file to download.

EPA. FEX FRS Routing

Main Menu = FRS = Account = Reports

Account Search | Subcode Search | My Accounts | Attributes | Summary | Open Comm | Transactions | Payroll | Reports | Vouchers |

Report Name: Account Statement Report Month
Account Search |
Account rumber: [ | @ [ — T ] Subdepartment: [ | 5 Show suppart accaunts: O ves @ No
Responsible person Glast, firsty: [ ] B Show deleted accounts: O ves ® No

[Searen ] (Resst]

Search Results (Total items: 72)

Sub Dept Responsible Person -

]
000202 ATHLETIC HOUSING CLEARING COMP Knight, Shelley R =%
000315 IDT CLEARING comp Torres, Rebecca I =R O |
009605 RAFR CLEARING ACCOUNT comp Torres, Rebecca I = | Fl
010100 E & G ACCRUED F/R / ACAP / OPES comMP Torres, Rebecca 1 =E O
010101 TUITION RESIDENT - FALL DEFERRED comp Torres, Rebecea 1 =8
010102 TUITION NONRES. - FALL DEFERRED <oMP Torres, Rebecea 1 =8 O
010110 TUITION REVENUE come Torres, Rebecea =E O
010210 INVESTMENT INCOME =T Torres, Rebecca I =® O
011896 GENERAL FUNDS - UNAPFRO. SURPLUS comMP Torres, Rebecca I =E O
012110 STUDENT SERVICES comp Torres, Rebecea 1 =8 0O
015120 GFNFRAI TNSTITUTTOMAI FXPENSE comp Tarres. Rehecea T = &4l
[8| &P Internet HA00% -
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6. A box will pop up asking to OPEN or SAVE this file. Chose your preference and the
file will download or open.

File Download

Do you want to open or save this file?

Mame: FAMIS_AccountStaterment_4_2009_010101.xls
Eiitl
Type: Microsoft Office Excel 97-2003 YWorksheet, 9.50KE

From: appsz.system.tamus.edu

[ DOpen ] [ Sawve ] l Cancel ]

- YWhile files from the Internet can be useful, some files can potentially harm
|@ wour computer. If yvou do nottrust the source, do not open or save this file.

7. Steps 4 thru 6 will have to be repeated if there are multiple pages of accounts.
There are 15 accounts per each page.

Account number: I:l = Department: =4 Sub-department: l:l = Show support accounts: O Yes & No
Responsible person (last, first): [ | Tie: ] Show deleted accounts: O ves &) Na
[P [ Y
Search Results (Total items: 72)

l :
000202 ATHLETIC HOUSING CLEARING COMP Knight, Shelley R O
000315 IDT CLEARING COMP Torres, Rebecca I D
005605 RAFR CLEARING ACCOUNT COMP Torres, Rebecca I m @ O
010100 E & G ACCRUED P/R / ACAF / OPEB COMP Torres, Rebecca I = @ [l
0io0101 TUITION RESIDENT - FALL DEFERRED COMP Torres, Rebecca I a E
010102 TUITION NONRES. - FALL DEFERRED COMP Torres, Rebecca I m@ D
010110 TUITION REVENUE ComP Torres, Rebecca I m @ ]
010210 INVESTMENT INCOME COMP Torres, Rebecca I m@ O
011896 GENERAL FUNDS - UNAPPRO. SURPLUS COMP Torres, Rebecca I a E O
012110 STUDENT SERVICES COMP Torres, Rebecca I m@ D
012120 GENERAL INSTITUTIONAL EXPENSE ComP Torres, Rebecca I m @ ]
012130 PUBLIC SERVICES COMP Torres, Rebecea I m@ O
013000 RESIDENT INSTRUCTION & DOE CaoMP Torres, Rebecca I = E O
013800 INSTRUCTIONAL ADMINISTRATION COMP Torres, Rebecca I B @ D
SR ERACELLENCE FUND ComP Torres, Rebecca I m @ ]

prev12345 next (Showing page 1 of 5, items 1-15) Total items: 72

Change page:| | l§o Page size: 19 \change
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8. In the top right corner of the screen there is an option to change "Fiscal Year",
enter year and hit "Set CC/FY" button. Also, there is an option to change fiscal
month located under the Reports tab.

Cano

Tha Texas AEM University Sy
EPA FEX FRS Routing System

TEXAS A&M UNIV-CORPUS CHRI

Main Menu © FRS c: Account t> Reports

Account Search | Subcode Search | My Accounts | Attributes | Summary | Open Comm | Transactions | Payroll | Reports |%,

Report Name: Account Statement Report Month:

Account number: l:l @ Sub-department: l:l & Show support accounts: O Yes & No
Responsie perso (st ot | N S — Show defied acssts: Oves O

Search Results (Total items: 72) T
I e ey e
000202 ATHLETIC HOUSING CLEARING ComMP Knight, Shelley R BE O
000315 1DT CLEARING comp Torres, Rebecca I =% 2w =
009605 RAFR CLEARING ACCOUNT COMP Torres, Rebecca I m @ O
010100 E & G ACCRUED P/R / ACAP / OPEB CoMP Torres, Rebecca I =% |
010101 TUITION RESIDENT - FALL DEFERRED CcomP Torres, Rebecca I =E
010102 TUITION NONRES. - FALL DEFERRED comp Torres, Rebecca I =% 2w
010110 TUITION REVENUE COMP Torres, Rebecca I B@ O
010210 INVESTMENT INCOME COoMP Torres, Rebecca I =% |
011996 GENERAL FUNDS - UNAPPRO. SURPLUS CcomP Torres, Rebecca I BE 0O
012110 STUDENT SERVICES comp Torres, Rebecca I =% 2w
012120 GFNFRAI TNSTITUTIONAI FXPENSE comp Tarres. Reherea T mR™ el
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