How To View Transactions 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: “{hy Self Service ﬁw ﬁ BMC Staff
@ Navigate to your self Reports
[ My Favorites :ztf:r';::fﬂfmﬂt'ﬂﬂ and = _udgft ;_umsna v I BMC Staff
b Self Service ] Payrcil and SR
[ BMC Financial Reports Compenzation
[ BMC Staff [ Benefit

Click on BMC Financial Reports

Search: ﬁ BMC Financial Reports

[ My Favorites

[» Self Senvice

~ BMC Financial Reporis
— Budget Summary
— Transactions

[ BMC Staff

Transactions

Budget Summary

Click on Transactions

To get a list of transactions:

1. Fill in the search criteria in the order listed below

From Date 06/01/2007 [
Thru Date 09/30/2007 [
Fund |1 &

Department 01324 C Information Services

2. OPTIOMAL - enter a Project to get transactions for one Project
Project 01330 & Office of the Chief Infermation Officer

3. OPTIOMAL - enter an Account Code to gettransactions for one Account Code
Account Code 51701 @, Office Supplies

4. Click the Get Transactions button to see the listing
Get Transactions |

Fill in the search criteria in the
following order:

From Date — enter the first
transaction date to include in the
report.

Thru Date — enter the last
transaction date to include in the
report.

Fund - enter the fund code.

Department — enter the department
code.

Project — enter a project ID if the
report should include only one
specific project.

Account Code — enter an account

code if the report should include
only one specific account code.

Click the Get Transactions button.




From Date |06/01/2007 [ Transactions report displays.

Project 01330 Q Account Code
(opticnal) (optional)

Thru Date |09/30/2007 &
51701 Q@

Fund [1 | Q

To get a different listing, change the fields
and click the Get Transactions button

Department 01324
Get Transactions |

First [ 110 or 52 I st

All | Download to =

. Account
Project | Account Number

Description
01330 - Office of the Chief

Information Officer
From 6/1/2007 Thru
SI30/2007

- = % Amount |Journal

101330 51701  1-51701-01324 OMce Supplies - 25731-0832  DBH3/2007 0.00 Ap  JoumalRef
Information Services 00000

201330 51701  1-51701-01324 OMCe Supplies - 25731-2667 06/15/2007 0.00 AP JoumalRer
Information Services 00000

301330 51701  1-51701-01324 OMce Supplies - 25731-2669  06/15/2007 000 Ap  JournalRef
Information Services 00000

401330 51701  1-51701-01324 Office Supplies - 25020-0031 06/26/2007 oopap  JoumalRef
Information Services 00000

501330 51701  1-51701-01304 OfiC Supplies - 25020-0033  06/26/2007 oopap  JoumalRef
Information Services 00000

B 01330 51701  1-51704-01324 Office Supplies - 250290066 0G/26/2007 0op AP JoumalRef
Information Services 00000

701330 51701  1-51701-01324 Ofice Supplies - 25029-0068  0G/26/2007 oop AP JoumalRef
Information Services 00000

B 01330 51701  1-51701-01324 Office Supplies - 25929-0185 0BI2TI2007 0.00 AP ELTERES
Information Services 00000

901330 51701  1-51701-01324 OfiCe Supplies - 25020-0189  06/27/2007 oopap  JoumalRef
Information Services 00000

1001330 51701  1-51701-01324 OMce Supplies - 250200191 06/27/2007 000 AP JoumalRer
Information Services 00000

Journal
Reference

- Account
Project | Account Nurber

Description

Information Officer
From 61/2007 Thru
913002007

01330 - Office of the Chief

Transaction
3

All | Download to Excel

% Amount |Journal

First [

1-10 of 52 o Last

Journal
Reference

Initially only 10 rows display.

If there are more than 100 total

rows, click on to see 100
rows at a time. Otherwise, click on

w100

101330 51701  1-51701-01324 COfice Supplies - 25731-0832 06M3/2007 000 Ap  doumalRef to see all rows at once.
Information Senvices 00000
Office Supplies - Journal Ref-
201330 51701  1-51701-01324 ! . 25731-2667 06M5/2007 0.00 AP
Information Services 00000 Use E’ E, First IPTals for
. . Office Supplies - . Journal Ref- - -
301330 51701 1-51701-01324 0T SUPPIS- - 95731.9669 06/1512007 000 AR D0 navigation.
401330 51701  151701-01324 OMce Supplies - 250200031 06/26/2007 0.00 AP JoumalRef
Information Semvices 00000 T h b h d . d
501330 51701 5170101324 OMee SupRlies - 556900033 0612612007 000 P joumalRer OI sortt lla riportthy t ? esire
column, click on the column
601330 51701  1-51701-0132¢ OMce Supplies - 259290066 06/26/2007 0.00 Ap  JoumalRer - ; ;
Information Services 00000 heading. To switch the sorting
. . Office Supplies - g Journal Ref- 1 1
701330 51701 151701-01324 o= S ot 25929-0068 06/26/2007 0.00 AP T Orde.r from aSCEI:]dlng to descendlng
801330 51701  1-51701-01324 DN SUPPISS - 25929.0185 0612712007 000 Ap  poumalRer or vice versa, click on the same
: column heading again.
Office Supplies - Journal Ref-
901330 51701  1-51701-01324 ! . 25929-0189  06/27/2007 0.00 AP
Information Senvices 00000
1001330 51701  1-51701-01324 OMce Supplies - 259290191 06/27/2007 0.00 Ap  JoumalRer
Information Senvices 00000




File Download 3

Savein: Desktop .,‘ <) s [~
=
is file? LY [E3ry Documents
Do you want to open or zave this file? 9 9 My Computer
MyRecent | | “2My Network Places
@ Mame: ps.xls Documents
-'J] Type: Microsoft Office Excel 97-2003 Worksheet, 3.07KE ?\_
From: cs&9tst, ais.brynmawr.edu Desktop
Open ] [ Save ] | Cancel | =
My Documents
Alwayz azk before opening this type of file -}l!
My Computer
‘while filez from the Intemet can be useful, some files can potentially
harm your computer. If you do nat trust the source, do not open or g o= s ~ [see
zave this file. What's the risk? 3
MyNelwork | Saveastype: | Micioscl Dffice Excel 97-2003 Worksheel | [ Cancel ]
nload complete E]| O |@ 4 A B c D
1 Description
01330 - Office of the Chief Informati
3 Project| Account [ Account Number e DDfﬂ:Er et intormation
e Ganipleiz 3 From 6/1/2007 Thru 8/30/2007
4 01330 |51701 |1-51701-01324 |Office Supplies - Information Services
) 5 01330 [51701 |1-51701-01324 |Office Supplies - Information Services
ps.xls Froni cs89tst, ais.brynmatr . edu - - - -
i . 6 |01330 |51701 |1-51701-D1324 |Office Supplies - Information Services
N J 7 |01330 |51701 (1-51701-01324 [Office Supplies - Information Services
Downloaded: B i s ) 8 |01330 51701 |1-51701-01324 |Office Supplies - Information Services
Dowriload to: C:\Documents and Settin...|ps.xds 9 |01330 |51701 |1-51701-01324 |Office Supplies - Information Services
Transfer rate: 3.07KBSec 10 01330 |51701 |1-51701-01328 |Office Supplies - Information Services
[CiClnge this dialog bow when download completes 11 01330 |51701 |1-51701-01324 |Office Supplies - Information Services
12 (01330 [51701 |1-51701-01324 |Office Supplies - Information Services
13 (01330 |51701 |1-51701-01324 |Office Supplies - Information Services
Open ] [ Open Falder ] [ Claze 14 (01330 [51701 [1-51701-D1324 |Office Supplies - Information Services
15 |01330 (51701 |[1-51701-01324 |Office Supplies - Information Services

Follow these steps to download the
report to Excel:

Hold down the Ctrl key on
the keyboard.

. Click on
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.

From Date |06/01/2007 [+
Project [p1230 @ Account Code

{optional) (optional)

Thru Date |09/20/2007 [51
5701 Q

Fund [1 @

To get a different listing, change the fields
and click the Get Transactions button

Department |01324 @
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.




