DEPARTMENT FLEXCARD TRANSACTIONS
REPORT MANUAL

The Department FlexCard Transactions Report can be run in three different
environments:

A. Brio Desktop
B. Brio Insight (web version)
C. EZ Access (to be made available sometime during October 2008)

The following pages summarize how to access and run the report in the three different

environments. If you have worked with Brio before, you will already be familiar with the
procedures.
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A. BRIO DESKTOP

1. Under the FILE menu, click OPEN FROM REPOSITORY and then PREFERRED

REPOSITORY — BRIODB.OCE.

1€ Brio Intelligence - [Untitled]

%] Fle Edic View Insert Format Query DataModel Taols Window Help
[ Mew. Cri+h
L open.. O

Close ChrkHi

Save s

5q

Save fs...
m »
I

Save Options

Open from Repositary I3 Preferred Repository - Briodb, oce
Schedule elect..,

Import Data File | waredept.oce
Expart v

2. Log onto Brio using your User ID and Password:

Host Uger |vmboy
Host Pazsword | “““““““ Cancel
Select

3.  Within the Repository, open the WAREDEPT FOLDER.

- Repositony J Mo.del Info
+-¥% Business Services Unigue Marne:
+-5 E quip Campuswide Creatc-r:.
+-4% Equip Management Created.. _
+-¢5 Everuone Description

del

+1-_] Standard Huery

+I-|__] Standard Query with Reports
-5 “Waredept Employes Testers
+-4% Waredept Table List

Cancel

il

Help

4. Open the STANDARD QUERY WITH REPORTS subfolder and scroll down to the

DEPT FLEXCARD TRANSACTIONS report.

2}] Book Inguiry Fpt by Order Mo

2}] Calurnn D efinitions

2}] Demo Emp Leave Bal by Dept

zl Demo Employee Financial Leave

2}] Dept Extramural Revenue

2}] Dept Fin Dept Code Listing
] S

g Fpt

E Dept FlesCard Trangactions

Lepf o T
2}] Dept Inventory Aszet Report j
%1 Deot |rwentor Benort

-5 Waredept ﬂ Mo.del Infe
1 Data Madel Unique Mame:
J Creatar:
+-|__]) Standard Query oo
reated:
=I-|__] Standard Query with Reports
Description

Cancel

Help

dil
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5. Double click the report name to open it.

6. Click PROCESS.

3
D& Wl & o - Bfroces ~ @
S~— RS
Sctions x DataFuncton ¥ [ |
— | | Sort To sort the report, drag calumns from report groups or tables here
0n in I A I e s R R I B = R N e R R N RN e R NN SRR
m
7. When prompted, enter your User ID and Password:
Host User |vmb0y
Host Pazsword | ******* Cancel
Select
8. Enter the Ledger Date(s) for which you wish to run the report, either one month:

Mame: |LedgerDate
[ Include Nulls Cancel
[ Mat |=Equa| j Igrare

u‘( el | Help

Show Walues 200808

Custom Walues

Cugtom S0L

L]

Select All

Remawve Adwanced

i

or a range of months (switch the selection criterion from =EQUAL to BETWEEN):

M ame: |Ledger Date Ok

[ Include Nulls Cancel

[ Mot |Between - lghore

M | Help

Show Yalues | | 200808

Custom Walues —

Cusztam SOL

11

3

Select All

Remawve Adwanced

i
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9. Enter the Department Code(s) for which you wish to run the report.

10. Click OK.

MName:

[ Mot

x|

Show Values

Custom Values

Custar SOL
Select &l

Remove

|Fin Department Code

I Include Nulls

Cancel
|grore

Help |

BUSS

|= Equal ﬂ
[

Advanced

11. When the FLEXCARD TRANSACTION REPORT appears, it is sorted by:

Cardholder
Location-Account-Fund-Sub
Description (i.e. Merchant Name)

a.
b.
C.
d.

Transaction Date

As in the following example, where the department has two Cardholders, the
second Cardholder has transactions in two different Location-Account-Fund-Sub

combinations.

FlexCard Transactions Report
BUSINESS SERVICES OFFICE _
ORIS08 5140 oA
CARDHOLDER: LEVY,JILL M
LAFS: B-661540-69790-3
Account Title: BUSINESS SERVICES OFFICE
Fund Title: BE SMART ABOUT SAFETY-WC
e e Onjact Ref No Dept Coat = Project  Description Trans Date  Youcher TE Expanaiturs
-adger Ccods ReqNo  Cenfer Typs  Cods Ho  Coma
200808 8000 | 003307 FOOTSMART 20050615 | 02081 | 48 205.43
200808 8000 | 0O3ed7 MEDCO SURPLY 0080815 | 02081 | 4 iF252
379.00
CARDHOLDER: MANFREDONIA,NICHOLAS DANIE
LAFS: B8-661540-13300-3
Account Title: BUSINESS SERVICES OFFICE
Fund Title: GENERAL FUNDS
i Oibjact Ref Mo Dept Cost Cost Project Description Trane Date Voucher TE Expanditura
e Coda ReqNo  Cenfer  Type  Code Ho  Code
200808 7I00 | FLXSRD | FLXCRD ARROWHEAD WATER 08 4E 1688
200808 7300 FLXSRD | FLXCRD ARROWHEAD WATER o081 | 48 78
200808 8000 | FLXGAD | FLXGRD ORIFFCTOOLS.COM 0081 | 45 3385
200808 8000 | FLXCAD | FLXCRD FEDEX SHF 0625708 ASF omE | 48 752
200608 8085 FLXCAD = FLXCRD BAYPAL “NEXTHALSCOR omE | 48 085
200608 4130 011830 | FLXCRD VZWRLES"APCCC VISW 0081 | 48 2537
—ll 87.10
LAFS: B-661540-75041-3
Account Title: BUSINESS SERVICES OFFICE
Fund Title: WORKERS COMFP RESERVE
R Onjact Raf o Dept Coet Cost Project  Description Trans Date  Voucher TE Expanditurs
e Cods ReqNo  Cenfsr Type  Code No  Code
200808 4150 | 011630 | FLKCRD ————p | VZWRLSS'AFCGE ViSW 0050722 | 02081 | 48 7.3
87.31
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If a transaction’s payment is split between multiple accounts, the portion paid on
each account appears separately — see the VERIZON transaction split above
between funds 19900 and 75041.

If you run the report for more than one month, the sort is:

a
b.
C.
d
e

Cardholder
Location-Account-Fund-Sub
Ledger Date (Month)
Description (i.e. Merchant Name)
Transaction Date

June 2008
Transaction

August 2008
Transactions

12. Additional Limits may be added, according to your needs.

All results can be exported to Excel, resorted and reformatted.

FlexCard Transactions Report
ALUMNI AFFAIRS OFFICE

O0IS08 0233 Bl
CARDHOLDER: WHITELEY,ADAM SCOTT
LAFS: 8-T20200-67332-3
Account Title: ALUMNI ASSN VACATION CENTER
Fund Title: VACATION CENTER
Objact  RafNo Cost  Project Description TE
Code Type  Code Cods
3100 v K SENNETTS EDUCATIONAL MATE 4
3000 v FO | ECC'DSS-DISC SCH SUPAL 4
3000 v KG | ECC'DSS-DISC SCH SUPAL 4
3000 v K FEDEX KIMKOE 20283 &
3000 v KE  GLENDAS PARTY CONE &
3100 v FO MFASCO HEALTH & SAFETY 20060618 0BT 48
3700 W OFFICE  MFASCO HEALTH & SAFETY 20080618 208 48
3700 v AQUA | MFASCO HEALTH & SAFETY ] 208 48
3700 v FO | BLAY IT AGAIN SPORTS 208 48
3000 v AQUA | PLAY IT ABAIN SPORTS 2061 | 48
3100 v KG  STAPLES  ODY083%e 2061 | 48
3100 V| CRAFTS | THE HOME DEPOT 6623 2061 | 48
3000 v AQUA | THE HOME DEROT €423 3061 | 46
3000 v FENCE | THE HOME DEPOT €523 206 | 46
3000 v WISC P | THE HOME DEPOT €523 2061 | 48 ;
3000 v office | UCSE UNIV CTR BOOKSTORE 20050618 361 | 46 ;
3000 v SW  WES LAUNDRY CA 0720143 20080620 0B | 48 I
3000 v SW WES LAUNDRY CA 0720143 20080620 081 | 48 I
3000 v KE  ALBERTSONS 2006062 0B | 48 583
3000 v PROG | ALBSRTSONS 20080627 0B | 48 3
3000 v PROG  ALBSRTSONS 5354 meele2T | 0:E | 48 73
3000 v TA&E |ALBERTSONS 6357 20050628 | 02081 | 45 EE
3000 v prog | ALBERTSONS 6357 20050625 2081 | 46 2036
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B. BRIO INSIGHT (WEB VERSION)

1. Log onto the UCSB Data Warehouse main page at http://wh.isc.ucsb.edul/.

NOTE: You must use Internet Explorer; Firefox does not allow you to open
gueries.

2. Click BRIO INSIGHT LOGON in the upper right corner of the screen.

2 Q

account admin ez access brio insight
logon logon logon

ucsbh

we're here to help

Bremef"\j News Search Site

Sept 17: Permanent budget tables and reports have To search for columnn and/or table
been updated with the current permanent budget definitions, click here,
tramzactions far FY 2009, !

Sept 16: Page % line numbers have been added to the

Payroll Expensze Inguiry and Payroll Inguiry by cOH‘f&G‘t US

Employee reports in EZ Access. The Brio reports Payrall

3. Enter your User Name and Password and click LOGON.

@ Brio OnDemand Server - Microsoft Inter... g@
OnDemand Server QLI

Uszername [vmboy

Password eseesss|

4. Inthe REPORT CATALOG, click the folder icon in front of DEPT FINANCIAL.

3 Report Catalog
Accounting
Accounts Payable
Auditing

Budget Office
Business Services
Chart of Accounts
O Team
Definitions

Cemo

Dept Accounts Payable
Dept Employee
Dept Equipment
(L0)oept Financial

foocoooopLUbLDD

Dept Perm Budget
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When the subfolders appear, click the folder icon in front of DEPT GENERAL

LEDGER.

Dept Financial

_ Dept General Ledger
_1 Dept Payroll Ledger
“(_1 Dept Transfer of Expense

When the subfolders appear, click DEPT DETAIL (not the icon).

-4 Dept General Ledger
(1 Dept Balances
o oo >
1 Dept Multi Vear Comparison
“{] Dept Pending Transactions

On the list of documents (reports), click DEPT FLEXCARD TRANSACTIONS.

Folder: Dept Detail Tots! Documents: 11
Document Name Last Modified
Qg CLept Detail Starter 2003-03-12 17:01: 44,763

Use the Detzil Starker ko creabte queries velating fo line #erms In the Derail General Ledger.

Qg Dept Detail Starter Advanced 2004-04-20 13:41:11.180

Use the Detzil Starker ko creabte queries velating fo line erns In the Derail General Ledger. Advanced version includes object code
rellup, account groun code rellup, Fund group code rollup,

g Dept Detail Transaction Report 2003-03-12 13:40:58.000

This raport raturns transaction ftams in the General Ladgar with selacted Jdescriptive flelds. Usears are prompted to anter in 2 Fin
Dapt Code and Ladger Date.

e Dept Expenditure Inguiry Bpt 2003-03-12 12:25:20.623

Usa this raport o search for ail line fems in the Geaneral Ledger relating to & specify Refaerance Mo, Usars are prompted to enter
in Fin Dapt Code and Ref Mo, which can be any of the following ftemns: (1) LWPA No [2) PO Mo or (3) FM Contract We.

Cept FlexCard Transe@ 2008-09-19 15:35:48.293

This report returns leager bransactions for FlexCard grouped by Cardholder NWame. Users are prompted to erter in a Fin Dept Code
ard Ledger Date. Cardhelder namme (emplopee rarme) is Hest available for FlexCard bransactions beginring in Avgust 2008,

a Dept GUS Export 2006-09-28 09:47:41.217

Thiz report reburns transaction iterns in the General Ladger with selected dascriptive felds for impert inke GUS. Users are
promptad Yo anter in 2 Fin Dapt Code and Ledger Data, Current and plant expanditures ornly, no balance sheat or ravanue trx,

Click PROCESS.

&)

File Edit “iew Inzert Format Report Tools Help

n é Dﬂ = =1z 2 B;Pmcess : @

- G

Sections X Data Function ™ || |
ransaq &= i
i

m
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9.

10. Enter the Department Code(s) for which you wish to run the report.

11. Click OK.

Data Warehouse Report Manual

Enter the Ledger Date(s) for which you wish to run the report, either one month:

Mame: |Ledger Drate

[ Include Nulls

0

k.

Cancel

[ Mot |=Equa|

-

T

lgriore

x|l

Help

Show alues 200808

Cuztarn ' alues

Customn SOL
Select All

Remove

L]

Advanced

i

or a range of months (switch the selection criterion from =EQUAL to BETWEEN):

Mame: |Ledger Date

[ Include Nulls

[~ Mot | Betweaen

x|

Ok,
Cancel

|gnore

il

Help

Show Walues 200808

Custom Walues —

Custam SOL
Select All

Remove

L]

Advanced

i

MHame: |Fin Department Code

I Include Nulls

[~ Mot |= Equal

1

-

x|

ok
Cancel

|gnore

Help

Show Walues BUSS

Custom Values

Custar SOL
Select &l

Remove

L]

Advanced

I
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12. When the FLEXCARD TRANSACTION REPORT appears, it is sorted by:

a.
b.
C.
d.

Cardholder

Location-Account-Fund-Sub
Description (i.e. Merchant Name)

Transaction Date

As in the following example, where the department has two Cardholders, the
second Cardholder has transactions in two different Location-Account-Fund-Sub
combinations.

CARDHOLDER: LEVY,JILL M
LAFS: B-661540-69790-3

Account Title: BUSINESS SERVICES OFFICE
Fund Title: BE SMART ABOUT SAFETY-WC

FlexCard Transactions Report

BUSIMESS SERVICES OFFICE

DQI508 07140 P

Oujact  RerNo
Ladger Date Cods
200308 100 rakilry
200808 100 008007

Dept
Raq No

= Project  Description
Type Code
FOOTEMART
MEDCO SURPRLY

Trans Date  Youcher TE Expanaiturs
Ho Cooa

20080815 0z 43 205.43

Z00&0E1S 0z 45 ir2.52

379.00

CARDHOLDER: MANFREDONIA,NICHOLAS DANIE

LAFS: 8-661540-19300-3

Account Title: BUSINESS SERVICES OFFICE

Fund Title: GENERAL FUNDS

Ladger Data c:?j:? Rera
00E0E 700 FLXZRD
00&08 200 | FLXCRD
00E0E 000 FLXCRD
00E0E &000 FLXCRD
00E0E &085 FLXZRD
200808 4150 011630

Dept
Rag No
FLXCRD

Cost Project  Description

Type Code

ARROWHEAD WATER
ARROWHEAD WATER
DRI'FCTCOLE.COM
FEDEX SHP 062508 ABF
PAYPAL "NEXTHAUSCOR
WZWRLES AFCCC WISW

LAFS: B-661540-T56041-2

Aceount Title: BUSINESS SERVICES OFFICE
Fund Title: WORKERS COMP RESERVE

ooject  Rel o
Ladger Dats Coda
200808 4130 011630

Dept
Rag No
FLXCRD

Cost Project  Description
Type  Code

—_—

VIWRLSS'AFCCC VISW

Trans Date  Vousher TE Expaniditurs
Ha Cooe

20060722 02081 45 87.31

a87.31

If a transaction’s payment is split between multiple accounts, the portion paid on
each account appears separately — see the VERIZON transaction split above
between funds 19900 and 75041.
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If you run the report for more than one month, the sort is:

a.

b

C.
d.
e

Cardholder
Location-Account-Fund-Sub
Ledger Date (Month)

Description (i.e. Merchant Name)
Transaction Date

June 2008
Transactiony

August 2008
Transactions

FlexCard Transactions Report

ALUMNI AFFAIRS OFFICE

002508 02:33 P4
CARDHOLDER: WHITELEY,ADAM SCOTT

LAFS: 8-7T20200-867332-3

Account Title: ALUMNI ASSN VACATION CENTER

Fund Title: VACATION CENTER
Ladger Dapt Cost  Projsct  Descripfion Tranz Dats  voucher TE
Duats Rag Ko Type Code Ho Cods
200806 AWDISD W KG. SENKETTS EDUCATIONAL MATE 20083621 12081 48
200806 AWDIS2 W FD ECCDSE-DISC SCH SUPAL 20080612 12081 48
200806 AWD1S4 W KG. ECCDSE-DISC SCH SUPAL 20080612 12081 48
J00&0€ AWDT4E W KG. FEDEX KINKO'S S02E3 20080622 12081 48
200&0€6 AWDT4E W KG. GLENDAS PARTY COVE 20080621 12081 48
200&0€ AWD152 W FD MFASCO HEALTH & SAFETY 20020618 12081 45
200&06 AWDI52 W OFFICE | MFASCO HEALTH & SAFETY Z00E061E 12081 45
200&06 AWDI52 W AQUA | MFASCO HEALTH & SAFETY 20080618 12081 45
200&06 AWD4E W FD PLAY IT AGAIN SPORTS 20080622 12081 45
200806 AWDT4E v AQUA | PLAY IT AGAIN SPORTS 20080622 12081 45
200806 AWDT43 W KG: STAPLES 00106554 20080620 12081 45
200806 AW W CRAFTE | THE HOME DEPOT E423 20060612 12081 45
200806 3000 0124 AWDT4Z W AQUA | THE HOME DEROT B523 20060620 12081 45
200806 3000 01243 AWDIEE W FENCE | THE HOME DEPOT E523 20050620 12061 45
200806 3000 01243 AWDI4Z W WISC P | THE HOME DEPOT E523 20050620 12061 48
200806 3000 01243 AWD13Z W office | UCSE UNIV CTR BOOKSTORE 20050618 12061 45
200&0€ 3000 012431 AWD4T W W WEE LAUNDRY CA DT20145 20080620 12081 48
200&0€6 3000 0z AWD4E W sW WEE LAUNCAY CA 0720145 20080620 12081 45
200&0E 3000 0z AWD163 W KG. ALBERTZONG 5254 20060621 02081 45
200&0E 3000 0z AWD163 W PROG  ALBZRTSONS 5334 20060627 02081 45
200&0E 3000 01z AWD163 W PROG  ALBERTSONS 5334 20080627 02081 45
200806 3000 01241 AWDTE4 v T&E |ALBERTZONZ 8337 Z0osne2e 02081 45
E:WE 3000 012431 AW R4 W orag ALEERTIONS 6357 20080628 02081 45

13. Additional Limits may be added, according to your needs.

All results can be exported to Excel, resorted and reformatted.
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C. EZACCESS

These procedures will be completed when the report is available.
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