Downloading Monthly Account Statements in Excel or Adobe
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System Availability:

FAMIS (and CANOPY) will be unavailable the weekend of February 28th,
due to system maintenance. More details will be posted as they are known.

‘The system will become operational as soon as possible after the maintenance is completed.

~— CANOPY —

Canopy Login - The Texas A&M University System

. This computer system and data herein are available
FElEE ° only for authorized purposes by authorized users.
Use for any other purpose may result in
° ‘administrative/disciplinary actions or criminal
prosecution against the user. Usage may be
Login subject to security testing and monitoring.
Applicable privacy laws establish the expectations
of privacy.

Password:

For additional information please see:
http://cis.tamu.edu/securi

Change Password





1. 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.
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() EEX- Fixed 4 Tables »| Reports unt Search Department Corrections Request.
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() ERs-Financ " Vouchers -_ount - Open Commitments under this form.
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\’j Routing - Document Routing Module ® Account - Summary
e NEW: Multiple Favorite Account Lists
(5) Svystem - System Settings and General e Account - Transactions © Add as many lists as you want (75-128
Information accounts in each).
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e NEW: FRS Summary - Shows Transactions | |
© Using 'Arows’ on left - show/hide a display
of detail transactions
© When the Object Code is a POOL - all
automatically mapped transactions (through
the ABR table) will be shown.
o Asset Transfer i
© Canopy now has the ability to transfer
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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.**
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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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] SEARCH RESULTS (ToTAL mTems: 212) =4

Account Description Sub Dept Responsible Person

094213 WAGSO CKWR Hewitt, David G

142005 PI-1/C SHARE FEDYNICH PROJECTS CKWR RES1 Trant, Rebecca S =
142006 PI-1/C SHARE HEWITT PROJECTS CKWR RES1 Trant, Rebecca S

142102 PI-1/C SHARE HENKE PROJECTS CKWR RES1 Trant, Rebecca S

142104 PI-I/C SHARE GARDINER PROJECTS CKWR RES1 Trant, Rebecca S

142106 PI-1/C SHARE FULBRIGHT PROJECTS CKWR RES1 Trant, Rebecca S

142107 PI-1/C SHARE FORREST SMITH PROJECTS CKWR RES1 Trant, Rebecca S

142115 PI-1/C SHARE BALLARD PROJECTS CKWR RES1 Trant, Rebecca S

142116 PI-1/C SHARE LAURENZ PROJECTS CKWR RES1 Trant, Rebecca S

142117 PI-1/C SHARE TEWES PROJECTS CKWR RES1 Trant, Rebecca S

142118 PI-1/C HERNANDEZ PROJECTS CKWR RES1 Trant, Rebecca S

142119 PL-1/C KUVLESKY PROJECTS CKWR RES1 Trant, Rebecca S

142122 PI-1/C NELSON PROJECTS CKWR RES1 Trant, Rebecca S

142123 PI-1/C LUKEFAHR PROJECTS CKWR RES1 Trant. Rebecca S = &
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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.**
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142005 PL-1/C SHARE FEDYNICH $0.00 $2,590.12 $2,155.64 $69.50 $0.00 $364.98  $364.98 B W
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PL-1/C SHARE HENKE $0.00 $5,597.53 $0.00 $0.00 $0.00 $5,597.53  $5,597.53 3 B
PROJECTS
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00000 PROJECTS
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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.
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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.
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7. Steps 4 thru 6 will have to be repeated if there are multiple pages of accounts. There are 15 accounts per each page.
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142102 CKWR RESI PI-/C SHARE HENKE $0.00 $5,597.53  $0.00 $0.00 $0.00 $5,597.53  $5,597.53 3 B
PROJECTS
142104 CKWR RES1 PI-I/C SHARE GARDINER $0.00  $22.80  $0.00 $0.00 $0.00  $22.80 $22.80 3 B
PROJECTS
142106 CKWR RES1 PI-I/C SHARE FULBRIGHT $0.00 $1,366.48  $0.00 $0.00 $0.00 $1,366.48  $1,366.48 3 B
PROJECT
142107 CKWR RES1 PL-I/C SHARE FORREST $0.00 $4,656.90  $0.00 $0.00 $0.00 $4,656.90  $4,656.90 & B
SMITH PRO
142115 CKWR RES1 PL-I/C SHARE BALLARD $0.00  $0.00  $0.00 $0.00 $0.00  $0.00 $0.00 3 B
PROJECTS
142116 CKWR RES1 PI-I/C SHARE LAURENZ $0.00 $9,444.36  $981.60 $0.00 $0.00 $8,462.76  $8,462.76 3 B
PROJECTS
142117 CKWR RES1 PI-/C SHARE TEWES $0.00 $2,048.46  $0.00 $0.00 $0.00 $2,048.46  $2,048.46 3 B
PROJECTS
142118 CKWR RES1 PI-I/C HERNANDEZ $0.00 $8,660.32  $0.00 $0.00 $0.00 $8,660.32  $8,660.32 3 B
PROJECTS
142119 CKWR RES1 PI-I/C KUVLESKY PROJECTS | $0.00 $3,423.16 $1,301.00 $17.99 $0.00 $2,104.17  $2,104.17 3 B
142122 CKWR RES1 PI-I/C NELSON PROJECTS $0.00 $7,621.50  $947.74 $0.00 $0.00 $6,673.76  $6,673.76 B B
142123 CKWR RESI PI-/C LUKEFAHR PROJECTS $0.00  $0.00  $0.00 $0.00 $0.00  $0.00 $0.00 3 B
142124 CKWR RES1 PI-I/C RASMUSSEN $0.00 $9,119.98  $0.00 $0.00 $0.00 $9,119.98  $9,119.98 & B
PROJECTS
previ2next  (Showing page 1 of 2, items 1-15)
Change page:| 1 Go Page size: 15 (Change
 You can switch to a different list of accounts on the My Accounts page.
/ACCOUNT SEARCH
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Title:
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Search || Reset
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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.
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Account Dept

094213
142005

Description
WAGSO
PI-1/C SHARE FEDYNICH
PROJECTS
PI-1/C SHARE HEWITT
PROJECTS
PI-/C SHARE HENKE
PROJECTS
PI-1/C SHARE GARDINER
PROJECTS
PI-/C SHARE FULBRIGHT
PROJECT
PI-1/C SHARE FORREST
SMITH PRO
PI-/C SHARE BALLARD
PROJECTS
PI-1/C SHARE LAURENZ
PROJECTS
PI-1/C SHARE TEWES

CKWR RES1

142006 CKWR RES1

142102 CKWR RES1

142104 CKWR RES1

142106 CKWR RES1

142107 CKWR RES1

142115 CKWR RES1

142116 CKWR RES1

142117 CKWR RES1

Revenue

Expense
BBA Budget

$0.00 $0.00
$0.00 $2,590.12.

$0.00/$2,721.92.
$0.00 $5,597.53
$0.00  $22.80
$0.00 $1,366.48
$0.00 $4,656.90
$0.00 $0.00
$0.00/$9,444.36.

$0.00 $2,048.46

Expense

Expense

Actual Encumbrance

$0.00
$2,155.64.

$1,860.92.
$0.00
$0.00
$0.00
$0.00
$0.00
$981.60

$0.00

$0.00
$109.80

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$0.00

Exclude
from

Bottom
Line Net BBA

$0.00 $0.00
$0.00  $324.68
$0.00  $861.00

$0.00 $5,597.53
$0.00  $22.80
$0.00 $1,366.48
$0.00 $4,656.90
$0.00 $0.00
$0.00$8,462.76

$0.00 $2,048.46

Unprotected

Available

$0.00 3 W O
$32468 3 E O

$861.00 3B
$5,597.53 3B o
s2280 38 o
$1,366.48 B3 H O
$4,656.90 3B o
$0.00 38 o
$8,462.76 3B o
$2,048.46 3B O
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