Fund & Org Activity Reports Users Guide

You must be on campus or connected via SDP for these reports to run.

Step

Action

1

Log into your MyWhittier account portal.

2

Locate Finance Resources Card under Reporting menu. The card can be saved to your Home

page by clicking the save icon [:] :

Home Academics Community Reporting Work

Click on the Argos Fund Activity Report or Argos Org Activity Report link to open the Argos Web
Viewer.

Finance Resources H A

Argos Budget -
Reports

NOTE: These reports
can only be run from a
campus computer.

1. Argos Fund
Activity Report

2. Argos Org
Activity Report

You will be prompted to enter your username / password. This is your MyWhittier login info.

CVISIONS

Username:
Password:

(CJ Remember this user

.




5| You will see a list of Funds or Orgs that you have access to view:

Select Fund Code: Select Org Code
Fund Description Account  Description
431500  Friends of the Shannon Center 01 Whittier College
960000  OMEP 1362 Information Technology Services
964700  Alpha Psi Omega 1367 Film Studies <
3 items 3 items

Select which Fund or Org you’d like to view, and then select the Year you want to run the report

6
for by using the drop-down list:

Select Year
7 | At the very top of the screen, click on the “Reports” link and select the report to be exported:

@ Root » @ BudgetActivity Reports » [ Fund Activity Report - Dashboard

= Saved Dashboard Settings v | [ Reports'® © Run
[= Fund Activity Report
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8 You should now be able to select the “Run” button:

- ™ Budget Activity Reports » | Fund Activity Report - Dashboard

= Saved Dashboard Settings v | [ Fund Activity Report v+ (@ RUR




9 Argos will now begin processing your report:

Processing Report

Your report is being generated.

Status: Processing

-

~ Cancel

.

d |
10 Depending on the web browser you are using, the PDF version of the report may automatically

begin to download, or you may be prompted to download the PDF. Once the PDF has been
downloaded, you can open, print, or e-mail your document as needed.




