How To View Budget Summary Report

Virtual Bryn Mawr

User ID:

Password:

userid

Launch Internet Explorer.

Go to http://virtual.brynmawr.edu

Enter your User 1D and Password.

Click Sign In.

Search:

®

[+ My Favorites

[> Self Semvice

[» BMC Financial Reparts
[ BMC Staff

Main Menu

e Self Service
i}Navigatetu your self
service information and
activities.
1 Payroll and

Compensation
1 Benefite

ﬁ BMC Staff

C1BMC Staff

ﬁ BMC Financial
Reports
= Budget Summary
=l Transactions

Click on BMC Financial Reports

Search:

®

[ My Favorites
[> Self Service

+ BMC Financial Reports
— Budget Summary
— Transactions

[ BMC Staff

BMC Financial Reports

Budget Summary

Transactions

Click on Budget Summary




To get budget summary report:

1. Fill in the search criteria for the operating budget in the order listed below
Fiscal Year 2008 O,

Thru Date  |09/30/2007 [3)
Fund 1 Q4

Department 01324 O |nformation Services

Expense Accounts Only  Tg see all accounts,

Revenue Accounts Only select bhoth check hoxes)

2 To see a different Project ID associated with the operating budget, change the value in Project
To see ALL Project IDs associated with the operating budaet, leave Project blank

Project  |01486 CL Help Desk

3. Click the Get Budget Data button to see the report

et Budget Data

Fill in the search criteria in the
following order:

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.)

Fund - enter the fund code.

Department — enter the department
code.

Expense Accounts Only — check
this box to see expense accounts.

Revenue Accounts Only — check
this box to see revenue accounts.

(To see all accounts, check both
Expense Accounts Only and
Revenue Accounts)

Project — default is 99999. To see
a report for another project, change
the Project ID. To see a report for
all projects associated with the
department, delete the Project ID
and leave the field blank.

Click the Get Budget Data button.




Fiscal Year |[008C, ThruDate [09/30/2007 [+

Expenses Only

Revenues Only

Fund [1 |Q  Department [01324 |Q

To get a different report, change the fields
and click the Get Budget Data button.

Project |01486 C

{optional)

Get Budget Datal

Account

1 1-51200-01324
2 1-51300-01324
3 1-51350-01324
4 1-51401-01324
5 1-51405-01324
6 1-51500-01324
7 1-51720-01324

8 1-51722-01324

9 1-51738-01324
10 1-51750-01324

Description
01486 - Help Desk
Fiscal 2008; Thru S/30/2007
All Accounts

Student Help - Information Services
ClericalTech Salary - Information Senvices
Admin/Prof Salaries - Information Senvices
Overtime - Information Sernvices
Miscellaneous Temp - Information Senvices
Benefits - Information Senvices

Minor Equipment - Information Semvices

Books/Publctns/Subscriptions - Information
Sernvices

Shop Supplies - Information Services
Computing Software - Information Services

Il | Downioad to Excel
Current
Month
91/2007 to
9130/12007

0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00

First [

0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00

1-10 of 14 u Last

0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00

Budget summary report displays.

Account

11-51200-01324
2 1-51200-01324
3 1-51350-01324
4 1-51401-01324
5 1-51405-01324
6 1-51500-01324
7 1-51720-01324

8 1-51722-01324

9 1-51738-01324
10 1-51750-01324
11 1-51802-01324
12 1-52300-01324

13 1-53050-01324

14 1-53500-01324

Description
01486 - Help Desk
Fiscal 2008; Thru 930/2007
All Accounts

Student Help - Information Semvices
ClericaliTech Salary - Information Services
Admin/Prof Salaries - Information Services
Overtime - Information Services
Miscellaneous Temp - Information Services
Benefits - Information Services

Minor Equipment - Information Senvices

Books/Publctns/Subscriptions - Infermation
Sernvices

Shop Supplies - Information Senvices
Computing Software - Information Senvices
Qutside Printing - Information Senvices
Entertainment - Information Semvices

Computing Equipment - Information
Senices

Libraries Books - Information Services

0.00
0.00
0.00
0.00

0.00

0.00

9/1/2007 to
SS0I2007

0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00

0.00

0.00

First

0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00

0.00

0.00

1-14 of 14

0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00

0.00

0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00
0.00
0.00
0.00

0.00

0.00

Initially only 10 rows display.

To see all rows at once, click on

use [, [, and ™= 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.




Savairr | [ Desklop ¥ O P E-

Follow these steps to download the

D |Gz report to Excel:

Rk 1. Hold down the Ctrl key on
Mame: ps.xls Documents

@;_-Lﬂ Type: :ﬂicrnsoft Office Excel 97-2003 Worksheet, 3.07KE ‘ - the keyboard-

File Download 3

Do you want to open or save this file?

ol

From: cs@9tst, ais.brynmaver, edu Deskiop Click On
ooen ][ swve | [ oo ] % Click the Save button.

My Documents

Let go the Ctrl key.
by Eor Browse to the desired
|@ ‘while files from the Intemet can be useful, some files can potentially f0|der, enter a new fi Ie

Alwayz azk before opening this type of file

-4
;A wN

harm your computer. If you do not trust the source, do not open or o= s v\ [ save |

(eﬁ

save thisfie. What's the tsk? MyNetwork | Saveastyper | Micvosolt Dffios Evcel 7-2003 woksheet | | Cancel | name and CI |Ck Save
6. Click Open to launch Excel.
— 4 A B c D
Download complete E“_, 1 Description Adjusted Budget Current Month
2 |, ount 01486 - Help Desk 6/1/2007 to 5/31/2008 | 9/1/2007 to 9/30/2007
5 3 Fiscal 2008; Thru 9/30/2007
+ a All Accounts
e Download Complete 5 Ty rem—— 5 5
6 01324 |infermation Services 0| 0|
7 01324 [information Services 0| 0|
ps.xls From csg9tst, ais. brynmavr  edu 3 01324 |services o o
[ LL] L1} il | 9 01324 |Information Services o o
Downloaded: 3.07KEIn 1 sec 10 01324 |Services o o
Download to: CiiDocuments and Settin,, ips.xls 1101324 |Information Services o o
Transfer rate: 3,07KESer 12 01324 |ns- Information Services 0| o
. . 13 01324 [services 0| o
[JiClose this dislog bo when download completes 14 01324 |Information Services 0 0|
15 01324 |Information Services 0 0
16 01324 [services 0| 0|
[ Gpen ] [ Open Falder ] [ Close 17 01324 |Information Services 0 0
18 01324 |information Services 0| 0|

Customize | Find | View All | Download to Excel First El 1-30f 3 El Last TO See revenue and expense totals

01486 - Help Desk ) .. .
’7 i Rl s;:ggcf}tfgsﬁmuzotm 9:1%%7 6!1!200?%301200? Budget Balance % and net SUFplUS/defICIt, click on the

All Accounts A e | | = S
1 Total Revenues Wl Rev/Exp Totals

2 Total Expenses

4= To get back to the summary report,

click on the tab FEles G lnEn

fscalYear (2008 Thrupste (09302007 [ puna (1 Deparment [0f32¢ Q- Proect 01465 & If you would like to generate a
optona H H H H
. report with different criteria,
FlExpenses Only [ Revenues Only To get a different report, change the fields Get Budget Data Change any of the flelds and Click

and click the Get Budaget Data button.
on the Get Budget Data button.




