How To View External Grants Report

Virtual Bryn Mawr

Launch Internet Explorer.

User ID: userid Go to http://virtual.brynmawr.edu
Password: "Il
m Enter your User ID and Password.
Click Sign In.
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To get a transactions report for an External Grant:

1. Fill in the search criteria in the arder listed below:

Fiscal Year

Thru Date

Project

2010
05/31/2010 [#)
57113

2. Click the Get Transactions button to see the report

| Get Transactions I

Library-Endowment Fund

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.)

Project — enter 5-digit Project ID.

Click the Get Transactions button.




Fiscal Year [2010Q,  ThruDate [05/31/2010 (5l  Project [57113 Get Transactions | Budget summary report displays.

To geta different listing, change the figlds and click the Get Transactions button

Initially only 10 rows display.

Customize | Find | View All | Download to Excel First |I| 1-30f3 |I| Last

Description
57113 - rary- .
b3 -Livan: | Transaction To see all rows at once, click on
From 6/1/2009 Thru -
5131/2010 Miew All
1 Begining Balance 0.00
257113 49900  1-49900-00000 g;aenesifers—Elalance 34600-11  09/01/2009 000 JE  Transfer Use E’ E, and for
3 Ending Balance 0.00 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.
- A— X ‘@ S— Follow these steps to download the
Do you want to open or save this file? Lé Ly Documen ts report to Excel )

Pl e 1. Click on IETGEEEREIST

Mame: ps.xls Documents .
Type Microsoft Office Excel 97-2003 Worksheet, 3.07KE @ 2- Choose Save, then CIICk Ok-
3. File will download.
4

From: cs89tst, ais,brynmawer, edu

ooen [ swve | [ Taed ] ) ) !Z)ouble click on file to open
Always ask before opening this type of file Qj In EXCE' .

|--' ‘Wwhile filez from the Intemet can be useful, some files can potentially
harm your computer. If you do not trust the source, do not open or .g b Eer] ~ Save

zave this file. What's the risk?

My Nelwork | Saveaslype: | Micioscll Office Excel 97-2003 Worksheel | [ Cancel ]
— A A B C D
E
Download complete D_ 1 Description
2  Project|Account | Account Number | 57113 - Library-Endowment Fund
\/& 3 From 6/1/2008 Thru 5/31/2010
= Download Complete 4 Begining Balance
5 | 57113| 49900|1-49900-00000 |Transfers-Balance Sheet
1] Ending Balance
ps. xls From cs89tst, ais.brynmawr . edu = £
( [T [T [T .
Downloaded: 3.07KBin 1 sec
Download to: Ci\Documents and Settin.. \ps.xls z
Transfer rate: 3.07KB/Sec 10
: sy . 11
[iCloze this dialog box when download completes o
13
[ Open ] [ Open Folder ] [ Close J 14
15

Fiscal Year |2010C,  ThruDate [05/31/2010 [/  Project [57113 GetTransadionsl If you would like to generate a
To get a different listing, change the fields and click the Get Transactions button report Wlth dlﬁerent Crlte“ay

change any of the fields and click
on the Get Transactions button.




