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Budget Upload Process

Introduction

CANOPY offers the ability for users to electronically upload Budget spreadsheets for use by FAMIS
programs and screens in the Budget process. Spreadsheets are created and uploaded via CANOPY. The
files may then be previewed and submitted for processing. Once submitted, the files are posted into the
FAMIS Budget Module via FBAU598 during nightly production.

Budget may be uploaded multiple times for the same accounts and / or different account ranges.
Multiple files may be uploaded and submitted in one day. These files will be posted in the order they
are uploaded.

Use of this feature may minimize data entry mistakes and ensure a timely loading of budget into FAMIS.

Basic Concepts

Budget Bulk Upload may be initiated only after creation of the Member Budget Patterns in FAMIS.
Within CANOPY, you access the process under the FRS tab: Prep Budget, Upload.
General Spreadsheet Requirements:

e Horizontal or Vertical Account Structure is possible

e Category codes must be provided, but can be hidden

SL Account (6-digit account) must be in a column

No less than 5 accounts may be loaded at one time — no maximum

Support Account (5-digit account) must be in the column following the SL

e Support Account may be left blank, contain ‘00000’ or a valid Support Account number
e Only one loadable sheet per workbook

Upload Process Flow

Preview FBAUS598

FAMIS
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Budget Upload Process

Horizontal Spreadsheet Option

Requirements:

e (Categories on one row in the spreadsheet

e (Categories must be 3 characters
0 R-—Revenue, E—Expense followed by a 2-digit number
0 BEG - Beginning Balance is allowed as a category

e Minimum of 5 categories per spreadsheet

Campus Code 02

Not Used in Upload Fiscal Year 2010
beptomy ] version L]
Sudget Latego ROS |ros R1D
Not Used in Upl::ra::l r'—- Beginning Balanca  [State Appr-Gr _ |Gr Gip Fm Ers | Gr St Pd-Fica

100001 00000 | General Revenue Appropriations
100002 {00000 | Stalf Banafits Paid By State

100027 00000 |College Wark Study - State

10 100028 [00000  [Texas Grant - Tamu - 5 - Siate

11 100030 {00000 [Incentive Fundi
—_—
12 100038 |00000 |Group Insurance - Ers

1
2
3
4
b
6
T
8
5

Mot Used in Upload Category Rows/Amounts

- Format (Color/Font) has no affect on upload
- Hidden rows/columns scanned (Budget Category can be hidden)

- "“Total” rows/columns not used in uplead
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Budget Upload Process

Vertical Spreadsheet Option

Requirements:

e Categories must be 3 characters
0 R-Revenue, E—Expense followed by a 2-digit number
O BEG - Beginning Balance is allowed as a category

e  Minimum of 5 accounts per spreadsheet upload

[’} N 0 P [’} R

Bu

R FY2003  Adjusted FY2011 %

Acct  SIA |SA Account Desc E C CAT Budget Cateogory Budget  FY2010 increase Decrease  Budget

UPLOAD

r r r r
Category JD)T.DIDCIJBG State Appn E & G State Support R_t]ﬁ RG Stale Appropriations - General 47 EM 8 8 1R LALL
Rows & |100020) 00000 State Appn T Coordinatng Board R 35 R33 Contratts And Grants 187 s ! I
f — 100030 00000 {State Appn Higher Ed Pedinc Funds R 05 RS Stale Appropriations - (ther mm 11

100040 00000 {Staff Benefts Paid Directy By Sta R 06 RO6 State Appropriations - Benefits 4 173588 4288 0N i X344

100050 00000 {Art | Group Ins Prem From Ers R 06 ROG Stale Appropriations - Benelis 3 FFAATY 3 4 1 19 %1

r. r r

T e T V) ST WL R W S A T

- Format (Color/Font) has no affect on upload
S - Hidden rows/columns scanned (Budget Category can be hidden)
- “Total” rows/columns not used in upload
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Budget Upload Process

Upload Steps

e LOGON to CANOPY using your FAMIS ID

e Set your Campus and Fiscal Year — the Fiscal Year will be the current year in FAMIS

e C(Click on FRS, Prep Budget, Upload

Routing
Search
Account

4 1wFo: You have

SRR T RAINING CAMPUS (AA)

- [, . |
|

Batch -
Prep Budget Upload =
Available Mc¢ Z:: Recently Visited What's New
o8 vol b DCR  Er=p Budast in canopy for upload into FAMIS  REMINDER: Some folks have received security certificate error message:
oy EPA- nne because they bookmarked an old server address. Please update your cnwcw
= Invoices ® Financial Beporting Module BOOKMARK m http://canopy.tamu.edu
L- FEX - Fixed Ass
o Fayroll « Routing Inbox
~ £ull Refeass notes
=/ F8S-Financal preliminary Assets o EPA Search
(2) fouting- Doy Purch Documents ® EPA Document Details
~ Receiving
() System - Svsu nformation

Tables

Vendors

e Click the Upload Button and Browse for your file
e Click Upload Document once you have selected the file

Preview Kem FY2011 Working Budget Rauser, Janna ]

Upload new document:

File location: |C:HDncuments and Settings‘nhall‘l.Dowﬂ Browse...

| Upload Document || Cancel |

Canopy, a Business Computing Services application.
The Texas AEM University System
Warsinn: /262010 4:27:29 PM Nehua Tnfn Site Mananement
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Budget Upload Process

The new file will then appear in the Upload list. Uploaded files can be Previewed and Submitted for
processing, or Deleted. Once files are submitted for processing, they can no longer be deleted.

£PA FEX FRS Routing

campus:

Main Menu © FRS < Prep Sudget < Upload

[

!':LD_. IMFO: Mew attachment(s) added successhully.

upload

] v = -
& fefresn
Preview Kam Fr2011 Workng Budget //' %  Ravser, Jannal 05/07/2010 Rauger, Janna J 05/07/2010
Provime Wartical Arourte « carmple M W§ Hall, Wandy T as/n7/a010 — o

[0 Delete

Theme: | Foe v [ smTreme |

Sygten - Sdw Ha

Select the sheet to be processed:

Canopy

The Texas AGM University System

EPA FFX. FRS Routing

[SRLITIERY TRAINING CAMPUS (AA) ) Fiscal vear: 300

Main Menu = FRS = Prep Budget = Upload

Upload

Uploaded Budget Files

Preview Kem FY2011 Working Budget 3§ Rauser, Janna ]

05/07/2010 Rauser, Janna ] 05/07/2010
Preview Vertical Amounts - sample ¥ Hal, wendy T 05/07/2010
Choose the Sheet to Upload
Select Worksheet

Available Worksheets: | Chart of Accls 3 /

Detail by Acct

Summary by Account
Summary by FG

e Choose the sheet in the workbook to be previewed
e Click Continue
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Budget Upload Process

Your preview will appear below the Upload section of the page. Verify that information appears as
expected. You may change your view of the previewed information by expanding the page size if

desired.

Select Worksheet

Available Workshests: | Chart of Accts v

Upload Preview

Prep Budget File (Vertical Amounts - sample)

Account

100010 00000 ROS 50,170,221
100020 00000 R3S 0

100030 00000 ROS 733,198
100040 00000 ROG 4,265,874
100050 00000 ROG 3,936,361
100050 00000 R1S 8,471,116
100060 00000 BEG 6,125,800
101100 00000 =5 9,414,164
101100 o0aooa BEG 5,896,294
101101 00000 =5 856,519

prev12345678910...next  (Showing page 1 of 25, items 1-10)  Total items: 249

L e e

Budget

Once you have determined the sheet is ready for processing, click the “Submit Document for FY 20xx”
button. This will submit the file for processing and notify FAMIS Production Services via e-mail to post

the file.

Cememmn msemmmems L Lan by ALLL -

Prep Budget File (AAA Try4 Kem FY2011 Working Budget)

100010 ROS 50,193,293
100020 R3S 0

100030 ROS [}

100040 ROS 4,267,921
100050 ROG 4,204,033
100060 R1S 7,139,067
100060 BEG 6,125,800
101100 R25 9,772,703
101100 BEG 5,896,294

101101 R25 1,130,466
prev12345678910..next  (Showing page 1 of 237, items 1-10)  Total items: 2369

Budget

Change Dage: Page size; 10 Ighange = |y hﬁbﬂd'

File transfer was successful - FTP server responded: 250 Transfer completed successfully.

The upload process may take a few moments. When you receive the “File transfer was successful”

message, your file has been successfully uploaded for processing.
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