Canopy Navigating through Canopy

To check for documents that are pending approvals go to "ROUTING" and then select INBOX
You can check other inboxes by typing the person's last name, first name and clicking 'Search' in the 'Substitute' box
Screen 910 in Famis for Inbox and 912 for Outbox
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You can also view:

Enroute Documents that are pending approval
Outbox All documents that have been created, approved and sent out or forward for approval
Document Enter a specific document number

Global Queue Search by Campus, Days, Form, Exec. Level, Division, School, Dept, Subdept, Curr Office, Curr Desk
Famis User Profile, Routing Notification Profile, Canopy System Profile Setting (when making any
Profile changes always hit "save")

Reviewing Accounts , Creating and Searching for Documents

Main Menu = FRS Send Feedback

Batch - Eaten Seandh, Batehi Trass
Prep Budget - Loz

DBR - DER Szareh, DER Daiument, Craate DEF

CEeEOFO

nt, Creatz (KR

DCR - BXF S

£ader, Ung [rem Carals, Matss, FiFs, #iF €

Payroll - Fzyred by Acount, Payrod Dy Ui, Fagrol Encurdearre, Fayrad

Frelminary Assets = Fre Assst Seavh, fre psset Docurens, Creste B

e e

&

ONORO!

I\Budget2\Trainings\Canopy and Business Obj\Canopy and DBR Training\Canopy Training-MA

Sestehy Pestineg Search, Vendor Searah, Voudhar

1/5




Canopy

Navigating through Canopy Created: 1/20/2011 ‘
|
SEARCH GINBRY. ity Biiam
,;dei::;nu « FRS « Saarch o =
(=) Aczount Search E
() ERS Subcods Search [
&) EBS Batch Search
*) DEP Search |
€ mumekcssacen
@ PIP Search
(=) Document Search
() Becsiving Search
(2} Mendor Search |
o) Moahee Search |
Wi Meny < FRS < Aecourt = &t Sexh B sivruna |
Aok Sevih [k SV Wy Ao | Ao Sy (g Conn (st (Rl Ppers Voo |
Konetastes |y ] Shégxtent! |0 e sopatamets SraOm |
" ! Show Bted ot Oves B Download i |
/ Excel File | |
|
ACCOUNT ' |
Responsible Pervén P < Check the box for
EFASRELE prT, et B 0 accts you would
ST 8 & o .
e R o0 piri e 5 like to add as your
: 3 e -
e s meen favorites
STATF EEREFITS FD BY STATE-RSTRY BLG Weipert st E ja]
SINTECEFTIOPRTFERS B wekpeat, betah E ju]
STNTEETTS ORXT - REUCSEY [-Tad] Wedgpwrh, ey [0
STHFESEFTEDRECT - RO S) EDS Wedpwh 1ty | O
STAFF BEREFITS CFECT - SNCENT K BLS Vitdpeh, ey B 0
STWFESEFTSOFECT- FSTIVTEN DG Wedperh, by E o
STATF BENEFITS DFECT - RAWT BLS WA, Pt E &
STEFFEEN PO BY AP - PETRUCTION 8Os WakpEet bt £ 0
STAFFEEN PO BY MFN - FESERTH BED3 Wedpwth leteh B O
STAFF EES PO BY AP0 - PELIC 8300 < er) Wkt by E 8
STRF EEN D EY A% - AR 9UF BSG Wiedpeat, islahE 0
KTATF RRN EO RN - STUEFYT SRy Bt WebEay T b tahi B n
Subcode Seach
Viain Menu © FRS © Account © Subcode Search
Account Search | Subcode Search | iy Accounts | Atrbutes | Summary | Open Cornm | Transactons | Payroll|Reports [Vouchers |
Subcode: Department: ] i Sub-department: | | .
i a0
From Account: L ¢ ToAccount: [j y  Thru Month: [ Jon || Account type: | SL v
Submit
|
My Accounts

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

Arcont Search

DEFAULT ACCOUNT GROUP ACTIVE ACCOUNT LIST!

¥ You can change this list from the AccountSearch page.

ACCOUNT LISTS

List Name Total Items :

Default Account List 0

Add a New Account List (Name):

! Add New List |

i

Accounts that you have selected as your "Favorite" Accounts - You will always see a brief snap shot of the account
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Canopy Navigating through Canopy Created: 1/20/2011

Attributes
Screen 6 in Famis (Base Accounts) and 74 (Support Accounts)
Summary of how the account is set up

Select an account: | Seled en eccount . [v!] or type In an sccount number: | 120012 o
" Submit

Core Information

SA Transactions

Account Title: BUDGET Freeze Flag: N
Budget Actuals
Responsible Person:  Wedgeworth, Kemberly € 114-00-6591 DropFlag: N gopence N P
Resp Accountant:  Castorena, Yolanda 301-00-7115 Delete Flag: N Pevenue: N M
Msp Code: 12000 SA Create Ensbla: N

Account Hlerarchy
Campus Department Sub Department Execlevel Dlvislon College Mail Code Statement
Frimary: BUDG FA FS
Secondary:
Admin:
Center:

Financial Reporting

AFP. Fund Group: Funcbon: 35 Elemeznt of Cost: IS
Fund Group: Sub Functon: Sub Element of Cost:
Sub Fund Group: Aux Code: Effort Category: [1GAD
Sub Sub: Rev Fledaed: Restricted:
Fund Source:
Budget and Operations
ABR Rule: 001 Gen Exp Bud:
Bottom Line Curl: Y Delg Type:
Default Cat Cul: © Year End Frocess: E
Dafault Cat Tol Pet: N Year End Account:
Forelgn Tvl: Roll BEBA to Base:
©Obj Trans Subcode Edits
Cat Type Low High Match
CostRef 1:
Cost Ref2:
Banking and Finance
Default Bank: 11001 Overnida: Y Int. Exempt:
Alternate Banks: *¥4k¥ Int. Exempt Reason:
S — Stata Fiunede: ¥ fAnorancistad: Intarast feer: = S =,

Summary

Screen 34 in Famis (Base Accounts) and 74 (Support Accounts)
Allows for you to view the summary of any account by month.
You have two options to view information:

Summary by Object code (more specific) and by Budget pool (general - ex. 1100,1700,3000,4000 etc)
Main Menu © FRS © Account © Summary

ry | 0pen Comm | Transactions | Payroll | Reports [ Vouchers|

| Account Search | Subcode Search | My Accounts | Attributes [ Summ.

] or type In an account number: ,[ i B i or type In a bank number: i ] Y

Select an account: | Select an acogunt

| Year Type: v v] st Oiplay [sunmery by Ob. Cose

Open Commitments
Screen 21 in Famis (Base Accounts) and 61 (Support Accounts)

Jv!| or ypein anaccount number: | |

) refigpo: | | retausen):| |, show Completed: OYes ®No

Select an account:
Thru Menth: EJein j54|
[ Submit |

ACCOUNT OPEN COMMITHENTS (TOTAL 1TEMS: 1)

Description Original Adjusted Liquidated

1105 09/01/2010 SALO0OL AD3L98E SALARY ENCUMBFANCE $191,233.00 ($50,412.92) $0.00 $120,826.03
Grand Total: $191,229.00 ($60,412.92) $0.00 $120,826.08

prev 1 next (Showing pags 1 of 1, items 1-1) Total items: 1
Changs psge: 1 Go Page size: 25 Changs

Transactions
Screen 46 and 23 in Famis (63 for support accounts)

I:\Budget2\Trainings\Canopy and Business Obj\Canopy and DBR Training\Canopy Training-MA 3/5



Canopy Navigating through Canopy Created: 1/20/2011

Select an account: | Setect e}{;;urT"T o type In an sccount pumber: [120u _;771 o ortypsinabsnk number:| ”_[ it
Months: [ Jen '~ Thru -‘i Subcode:[| | Te: Refz:[ | Refi[ | . Transsction Type: [Drect v

" Submit || Reset |

This screen allows for you to review all the transactions that have posted to your account.
Select a specific month or a range of months. You can also search by Subcode (Pool) and/or other References if you know them.

Payroll Screen 771 in Famis

8eq Pay Cycle S/W Pct Hrs §/W/L  Charged Pay Prd Pay Prd

NbrCycle Date Account 0bj Eft Voucher Worked  Amt Benefit Amt Status BegDate  End Date

2 B 01/14/2011 284518-10000 1745 25.00% 0004560 319 $23.91 01/08/2011  01/19/2011 Detals
3B 01/14/2011 284518-10000 25.00% 0004560 331 $24.02 $0.00 CO 12/23/2010 01/05/2011 Detals
4B 01/14/2011 284518-10000 25.00% 0004560 3.31 ¢$24.02 $0.00 CO 01/06/2011 01/19/2011 Detals
2 B 01/14/2011 284518-10000 25.00% 0004560 294 $22.03 $0.00 CO  12/23/2010 01/05/2011 Detals
4B 01/14/2011 284518-10000 25.00% 0004560 1,36 $11.35 $0.00 CO 12/23/2010 01/05/2011 Detals
2B 01/14/2011 284518-10000 25.00% 0004560 406 $29.45 $0.00 CO 12/23/2010 01/05/2011 Detals
4B 01/14/201! 284518-10000 25.00% 0004560 5.06 §36.70 $0.00 CO 01/06/2011 01/19/2011 Detals
This tab allows for you to view who is getting paid out of what account
Reports Allows you to download PDF and Excel Reports of accounts that you select
Main Menu © FRS « Account © Reports end Feedh
‘Account Search | Subcode Search | My Accounts | Attributes | Summary | Open Comm [ Transactions [ Payrol {Reports [Viouchers | =
Report Name: Account Statement Report Month: | Jan :."‘.‘l
3 ACTIVE ACCOUNT L1ST! DEFAULT ACCOUNT LIST (ToratL 1mes: 1) (]

sub Revenue  Expense  Expense | Exclude from Unprotected Al

Account  Dept Dept  Description BBA  Budget Actual Encumbrance Bottom Line  Net BBA Avallable |
4000 $0.00  $0.00 §0.00 $0.00  $0.00 40.00 % (]
prev L next  (Showing page 1 of 1, items 1-1)  Total items: 1

Change page: | Go Page size: 15 Changs

ACCOUNT SEARCH
Account number: | 28451811 Department:| | sub-department: | o Show support acoounts: OYes ONo

Responsible person (ast, frst):| Title: Show deleted accounts: OYes ONo
Search | Reset |

Vouchers Type in account number and you can view any voucher that has been created for that account
Select the voucher number you are searching and you can also download a pdf copy of the document

T (Voucher Data Form Report)

Belect an sccount: | | or e i 80 scovint mumber | |
Dept Raf I
{ Sutani |

VOUCHE R FUAULTS (Totas (oo 133 =3

Net Check
suchier Linas Dept R4l Status  Amount : ride " - NDF  Checs Date patch Date

Commeon Information Searched:

DCR"
Rs Main Menu « FRS « DCR
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Searching for Invoices

Canopy Navigating through Canopy Created: 1/20/2011
|

iMain Menu « FRS © Invoices © Invoice Search

- Search | Invoice Header | Line Item Detalls | Notes | PIPS | PIP Search |
777777777777 ] & Active only: ®No OYes

| to Vendor Invoice Search [ Inve

‘ pocument: [| | & Invoice:

(| Submit |

Purchasing, L's, R's and Travel

Main Menu © FRS « Purch Documents © Purch Doc Search Bend Eendh
| Purch Doc Search | Furch Doe Fisadar | Ling Ttém Datalls | Notes | Gaod Faith Effert | Tracking | SaiQusst Cross Ref| o
| class: [ L ’VI Document: || | o Account Number: | Jigk vendor: | o @
Department: | _l @ Sub Department: T —— ] o User Ref: fiiﬁ All Mail Codes: @ No Oves
State Requisition:| | State Order: | | Buyer: [ ] Completed Docs: @ No Oves
|[Submit | [ Resat |

Yau can approve and recall documents in Canopy but you cannot make any adjustments to them
Any adjustments have to be done in Famis

Receiving

Main Menu © FRS © Receiving © Receiving Search

|
| et=Ahtd it .

[Recelving Search | Receiving Header | Line Item Details [ Notes| -
| dvl] pept:[ | o Document:[ ] Noltems only: ®NoOves

Vendors

Main Menu © FRS © Vendors = Vendor Search
Vendor Search |\endor Detail | Documents by Vendor | Invoices by Vendor | Vouchers by Vendor |
vendor:[|

Address: | None v;,

‘Submit | [ Reset |

_ﬂ:_’- _1 n Search by: ®nNumber OName  Incude Frz/Del: ®nNo O Yes

Changing Fiscal Years

Fiscal Year: {2011 v]1[ set coFY |

Send Feedback

You can select prior years from the drop box and click "Set CC/FFY" to view information
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