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1. Click the Standard Reports link on the navigation pane.
2. Click the Financial Tab to bring down the available reports.
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3. Click on the report called Financial CreditCardTransactions from the list.
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4. Select the district from the Hierachy drop-down menu.
5. Select the ProgramYear of leave as the defaulted current year.
6. Enter the start date plus one day to ensure all transactions made overnight are included. (cleared versus processed can affect results)
7. Enter the end date plus one day to ensure all transactions made overnight are included. (cleared versus processed can affect results)
8.  Click the blue Download Excel button.
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9. Open the Excel file from the previous step to filter and sort for the desired results.

Report Notes:

e The report will include records from the entire state.
e The report will need to be filtered using the following page as a guide.
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e Transaction Date - Click to filter to the dates given in monthly reconciliation instructions. (open to expand the months)
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37|Event 2020 Southeast Region Virtual Fishing Tournament Institution Texas 4-H Youth Developm 4| SortAtoZ 62783064898
38[Event  D124-H Digital Fashion Storyboard Contest (Virtual - Jan 19)  District 12 s T62791961a45
39 |Event ual-Jan19)  District 2 il senzton %s2791999413
56 |Event D12 4-H Digital Fashion Storyboard Contest (Virtual - Jan 19)  District 12 Sort by Color > %62791957601
296/Event  D124-H Digital Fashion Storyboard Contest (Virtual - Jan 19) _ District 12 1 > ‘62791958590
297/Event  D124-H Digital Fashion Storyboard Contest (Virtual - Jan 19) _ District 12 62791952640
1599 Event D124-H Digital Fashion Storyboard Contest (Virtual - Jan 19) _ District 12 §% GlearFittr From “tatus™ 62791945017
1809|Event 2020 D8 4-H Food Show & Food Challenge District o8 > 62771961987
810/Event 2020 D8 4-H Food Show & Food Challenge District o8 Text Filters > 62772005210
B11lEvent  D520214-H Virtual Food Show District os T627471455%0
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954|Event  D22020-21 Educational Presentations. District 2 T62796859915
956|Event  D22020-21 Educational Presentations District 02 T62796903842
957|Event  D22020-21 Educational Presentations. District 02 762796904653
958/Event  D22020-21 Educational Presentations District 02 T62796943925
961: Event D2 2020-21 Educational Presentations District 7]2 62796915648
1962 Event D2 2020-21 Educational Presentations District 02 162796306980
1963|Event D22020-21 Educational Presentations District 2 Cancel | 62796908781
964/ Event D2 2020-21 Educational Presentations District '32 T62796910773
e Area - Filter to the Event area.
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e Area Instance - Select the events from the list that pertain to the account.
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813 12/21/2020 Event D5 20214-H Virtua fect All
514, 12/22/2020 Event  D520214-H Virtua D64 H Food Show & Faod Chalenge
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1954/ 1/15/2021 Event D2 2020-21 Educati 2020-21 Educational Presentations
1956 1/15/2021 Event D2 2020-21 Educati 2020-21 Public Speaking
1957, 1/15/2021 Event D2 2020-21 Educati 21§ 2020-21 Share-the-Fun (J/Int Only)
958! 1/15/2021 Event D2 2020-21 Educati ) f 2020-21 Share-the-Fun (Seniors Only)
961 1/15/2021 Event D2 2020-21 Educa 7] 0t 2021 4-H Virtual Food Show
1962 1/15/2021 Event D2 2020-21 Educat —
1963 1/15/2021 Event D2 2020-21 Educat Cancel
[964 1/15/2021 Event D22020-21 Educati
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e Copy the results after all the filters are in place.
e  Paste just the values only into an empty spreadsheet.
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e Highlight the entire spreadsheet that was created in the previous step.
e Click the Insert menu.
e  Click the Pivot Table icon from the menu.
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Al >, f< || Transaction Date
1 A B C D E F G H ! J K L M N o P R S T U v w
ransaction Date |Area |Area Instance Hierarchy Type Hierarchy Name LastName FirstName Primary County Paid Status  Transaction ID | |
2 1/15/2021 Event D22020-21 Educational Presentations  District @z Allen Garrison  Hale 10 Approved :52735399712 |
e  (Click the OK button in the Create Pivot Table dialogue box.
4 A B C D E F G H 1 J L M N o P R S T U v w
1 [fransaction Date |Area |Area Instance Hierarchy Type Hierarchy Nmel c.cyte pvotTabie 2 X |
2 1/15/2021 Event D2 2020-21 Educational Presentations  District 02 | | [
3 1/15/2021 Event D2 2020-21 Educational Presentations  District o2 Qiciccse tnedetathat yol mant to snabae |
a 1/15/2021 Event D2 2020-21 Educational Presentations  District o2 || ©selectatable orrange
5 1/15/2021 Event D2 2020-21 Educati i District 02 Table/Range: | EREEETRREN 2] |
6 1/15/2021 Event D2 2020-21 Educational Presentations. District '02 k| O Use an external data source |
7 1/15/2021 Event D2 2020-21 Educational Presentations  District o2 i Choose Connection... |
8 1/15/2021 Event D22020-21 i District "2 Connection name: |
5: 1/15/2021 Event D2 2020-21 Educational Presentations District 52 N Use this workbook's Data Model |
10 1/15/2021 Event D2 2020-21 Educational Presentations District "2 | Choose where you want the PivotTable report to be placed |
1 1/15/2021 Event D2 2020-21 Educational Presentations District o2 | © New Worksheet ! [
12 1/15/2021 Event D2 2020-21 Educational Presentations  District 02 | O Existing Worksheet | |
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v = = :
e Move the Transaction Date down to the Rows area.
e Move the Sum of Paid down to the Values area.
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24
25
26
27|
28
29
30 = N
31 ol
32 Transaction Date - ISum of Paid v
2

View Our YouTube Channel For Instructions

The members of Texas A&M AgriLife will provide equal opportunities in programs and activities, education, and employment to all persons regardless of
race, color, sex, religion, national origin, age, disability, genetic information, veteran status, sexual orientation or gender identity and will strive to achieve

full and equal employment opportunity throughout Texas A&M Agrilife.


https://www.youtube.com/playlist?list=PLRLVK_8UTBvfdbDuqCpDOESmtVoZU6tBL

9@ 4-4 TEXAS 4HONLINE MANAGER GUIDE TEXAS A&M

Online READING THE (E})%IE%,IS%N

texas.4honline.com CREDIT CARD REPORT

e The pivot table will now display the transactions by date and this will match the Canopy report for the account.

2 i Expense Activity

3 |Row Labels + Sum of Paid EffDate | TC |ObjCode] Reft | Reflz | Refs Offset Acct Batch Ref Description Amount
4 1,{15;2021 680 1142021 | 033 0544 1014165 | 0540114 FMRO13 |011421 Checks 21-0221 $130.00
5 ] (blank} 1192021 | 033 0544 1012001 | 6039319 FMRO003 011521 CC 21-0223 $880.00
6 |Grand Total gsp | 1202021 [o3a | osa4 1020130 | 0540120 FMRO0S 012021 Checks 21-0228 $120.00
7 | Total: $930.00
8 Ending Balance $0.00
9

If the two totals do not match you will need to check the filters on
the report to make sure all possible options are displayed for the account activity.
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