
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. 
 

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

 
 
3. Within the Repository, open the WAREDEPT FOLDER. 
 

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

DEPT FLEXCARD TRANSACTIONS report. 
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5. Double click the report name to open it. 
 
6. Click PROCESS. 
 

 
 
7. When prompted, enter your User ID and Password: 
 

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

 
 
 or a range of months (switch the selection criterion from =EQUAL to BETWEEN): 
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9. Enter the Department Code(s) for which you wish to run the report. 
 

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

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

 

 

 
 

 
 
Data Warehouse Report Manual Page 4 September 2008 



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. Cardholder 
 b. Location-Account-Fund-Sub 
 c. Ledger Date (Month) 

d. Description (i.e. Merchant Name) 
 e. Transaction Date 
 

 
 

August 2008 
Transactions 

June 2008 
Transactions 

12. Additional Limits may be added, according to your needs.  
 
 All results can be exported to Excel, resorted and reformatted. 
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B. BRIO INSIGHT (WEB VERSION) 
 
1. Log onto the UCSB Data Warehouse main page at http://wh.isc.ucsb.edu/. 
 

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

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

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

 
 
4. In the REPORT CATALOG, click the folder icon in front of DEPT FINANCIAL. 
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5. When the subfolders appear, click the folder icon in front of DEPT GENERAL 
LEDGER. 

 

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

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

 
 
8. Click PROCESS. 
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9. Enter the Ledger Date(s) for which you wish to run the report, either one month: 
 

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

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

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

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

 

 

 
 

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. Cardholder 
 b. Location-Account-Fund-Sub 
 c. Ledger Date (Month) 

d. Description (i.e. Merchant Name) 
 e. Transaction Date 
 

 
 

August 2008 
Transactions 

June 2008 
Transactions 

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. EZ ACCESS 
 
 These procedures will be completed when the report is available. 
 
 


