How To View Restricted Funds and Reserves Report

Virtual Bryn Mawr

User ID: userid

Password: |ssssssss

Launch Internet Explorer.

Go to http://virtual.brynmawr.edu

Enter your User ID and Password.

Click Sign In.

Main Menu

Search:

ﬁ BMC Staff

CIBMC Staff

T Self Service BMC Financial
| ® iNavigate to your self Reports
= service information and ] Budget Summary
[l My Favorites activities. =] Restricted Funds and
[> SeIfSe_r\nce_ 3 Payroll and R (=1
[» BMC Financial Reports Compensation =] Transactions
[> BMC Staff [ Benefite

Click on BMC Financial Reports

Search: BMC Financial Reports

®

[ My Favarites
[ Self Service

E—- Restricted Funds and

Budget Summary
Reserves

+ BMC Financial Reports
— Budget Summary
— Restricted Funds and
Resemves
— Transactions
[ BMC Staff

Transactions

Click on Restricted Funds and
Reserves

To get a report:

1. Selectthe type of fund:
(¥ Gifts and Endowment Funds (Restricted Funds) (Fund 2)
() capital Reserves (Plant Funds) (Fund 7)
O Departmental Reserves (Designated Funds) (Fund 9)

2. Fill in the search criteria in the arder listed helow:

Fiscal Year 2008 Q
Thru Date 05/31/2008 Eﬂ
Project |57113  C,  Librarv-Endowment Fund

3. Click the Get Transactions button to see the repart

Get Transactions |

Fill in the search criteria in the
following order:

Fund — select a fund. Note: you
must have security access to the
chosen fund to see transactions.
Fiscal Year — enter the budget year.
Thru Date — enter the last
transaction date to include in the
report. (The date must be within
the fiscal year entered.)

Project — enter the Project ID.

Click the Get Transactions button.




® Restricted (2) O Plant(7) O Designated (9) Fiscal Year | 2008 Q. ThruDate |05/31/2008 [ Project 57113 Q
To get a different listing, change the fields and click the Get Transactions button Get Transactions

Customize | Find | v
Description
57113 - Library-
Endowment Fund
From &M1/2007 Thru
5131/2008
1 Begining Balance
Endow Distribution -
Balance Sheet
Transfer Restricted
Funds - Balance Sheet

4 Ending Balance

Project | Account Transaction

26832-688

257113 40721 2-40721-00000

3 57113 59999 2-59999-00000

Posting
# Date

v All | Download to Excel

09/30/2007

29684-0721 05/31/2008

Amount

First (] 14 or 4 [ Last

Journal

dournal Reference

0.00

0.00 JE FY08 End Dist

0.00 JE FY08to 01324

0.00

Report displays.

Maximum of 10 rows display
initially.
If there are more than 10 rows of

transactions, click on EEIEEN] to
see all rows at once.

use [ [, and =1 for

navigation.

To sort the report by the desired
column, click on the column
heading. To switch the sorting
order from ascending to descending
or vice versa, click on the same
column heading again.

r| Save As
File Download X Save [ @ Deskion 9 o8
D tL this file? Y (E3My Document ts
0 you want Lo open or save s hle ¢ i 9 gMY Computer
MyRecent | |“2My Network Places
@ Mame: ps.xs Documents
-L'lj Type: Microsoft Office Excel 97-2003 Worksheet, 3.07KE ?["
From: cs89tst, ais,brynmawer, edu Desktop
Open ] [ Save ] | Cancel | 57
My Documents
Alwayz azk before opening this type of file
My Computer
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‘ Microsoft Office Excel 97-2003 Y orksheet

c

Account Number

Description
57113 - Library-Endowment Fund
From 6/1/2007 Thru 5/31/2008

Begining Balance

2-40721-00000

Sheet

2-59999-00000

Balance Sheet

Ending Balance

4 A B
Download complete Q| , 1
— 2 |Project|[Account
3
7
-Y_% Download Complete 4
5 57113 |40721
6 57113 |59999
ps.xls From cs89tst, ais.brynmawr . edu 7
| (1] (1] (1] | z
Downloaded: 3.07KEin 1 sec 9
Download o CiiDocuments and Setkin,, \ps.<ls 0
Transfer rate: 3.07KE/Sec =
[iCloze this dialog box when download completes 12
13
[ Open ] [ Open Folder ] [ Close 14
15

Follow these steps to download the
report to Excel:

1. Hold down the Ctrl key on
the keyboard.
Click on MR
Click the Save button.
Let go the Ctrl key.
Browse to the desired
folder, enter a new file
name and click Save.
Click Open to launch Excel.

agblrwmn

@ Restricted (2) O Plant(7) O Designated (9) Fiscal Year | 2008 Q. ThruDate [05/31/2008 [ Project (57113 O
To get a different listing, change the fields and click the Get Transactions button Get Transactions

If you would like to generate a
report with different criteria,
change any of the fields and click
on the Get Transactions button.




