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Step 1. Brief overview of Canopy

Step 2. Explain the benefits of using Canopy

Step 3. Understanding how Canopy works

Step 4. Hands on training

To familiarize the user with the tools necessary to navigate FAMIS

and Canopy.

OBJECTIVES OF THE TRAINING



What is Canopy?  The web based version of FAMIS.  Canopy provides more 
functionality and easier access than FAMIS, but it mirrors FAMIS meaning that 
transaction information is kept only for a two year period similar to FAMIS   

Use the link below to proceed to Canopy production or Canopy training:

https://apps2.sago.tamus.edu/CanopyTwo/Login.aspx

Canopy Training: is a template of the production information.  The training 
environment allows the user to practice without creating official documents.  
Thus, this environment is primarily used to train users on canopy.  

Canopy Production: The active or live information that is identical to FAMIS.  
Any electronic document created in production becomes an official document.  
All information found in production is current as to the date the system was 
accessed.



Benefits of  Using Canopy 

• No screen numbers to remember.

• No need to wait for the monthly reports to reconcile your    
accounts.  (Very important because the aim is to suspend 
the printing and mailing of department monthly reports).

• Canopy gives the option to download information in two 
different formats (excel spreadsheet or PDF file). 



Type your Famis userid and password

PRAIRIE VIEW A&M UNIVERSITY



PRAIRIE VIEW A&M UNIVERSITY

EPA TAB (Electronic payroll Action): Used to create electronic payroll documents.
Contact Person: Dianne Alexander, Ext. 2202

FFX TAB (Fixed Assets):  Contact Person: Charles Washington, Ext. 1916

FRS TAB (Financial Reporting System): Used to search financial accounts,  search     
transactions, and create budget transfers.  

Contact Person: Theresa Augustin, Ext 1909



PRAIRIE VIEW A&M UNIVERSITY

Click on the FRS link or the drop down tab.



PRAIRIE VIEW A&M UNIVERSITY

Click on the 
search tab



Account Search: similar to screen 29 in famis, lets you type in some basic 
characteristics about an account such as account range, department, and 
responsible person in order to find that account. The difference here is that 
canopy gives the option to include all support accounts; where as, in famis you 
would have to type screen 68 to obtain information pertaining to support 
accounts.  Canopy also lets you see deleted accounts.  After the list of 
accounts appear, you may select the one/s you need and add them to your 
favorite

PRAIRIE VIEW A&M UNIVERSITY

Type in a department code
Example: FARP 

FARP



PRAIRIE VIEW A&M UNIVERSITYPRAIRIE VIEW A&M UNIVERSITY

After obtaining the list of accounts, select the boxes beside 
the accounts you are interested in then click the (add) tab to 
create a my account list.  The selected accounts will remain 
in the my account folder until removed.



PRAIRIE VIEW A&M UNIVERSITY



PRAIRIE VIEW A&M UNIVERSITY

Click on the summary tab.



Summary: similar to screen 19 or 69 in FAMIS, lets you see the available 
balance of an account. 

PRAIRIE VIEW A&M UNIVERSITY

If the account in question generates revenue, then this page lets 
you see the budgeted revenue that has not yet been earned (sub-
code 0001), and it also displays the available expense budget (sub-
code 1000).  Available expense budget is the balance that is 
available to spend and is not encumbered. 

Expense 1000

Revenue 0001



PRAIRIE VIEW A&M UNIVERSITY

Open Commitment: similar to screen 21 or 61 in FAMIS, lets you see the 
encumbrance balances.

Open commitment is the same as encumbrance (Money set 
aside for a particular purpose) such as salaries, purchases 
orders, and inter-departmental orders.



Transaction: similar to screen 23 or 63 in FAMIS, lets you see all transaction 
posted to the account.

PRAIRIE VIEW A&M UNIVERSITY



Vouchers: similar to screen 163 this tab outlines all the vouchers paid on this 
account.

PRAIRIE VIEW A&M UNIVERSITY



• The University closes the current month on the first business day of the following 
month (example the month of November closes on the first business day in 
December).

• When is your report available for download?  From the example above, your 
report would be available the next business day.  Normally it takes about (7-
10) days to print, ship to the Accounting Department, and then mail to the 
departments.  

• Your monthly reconciliation is due by the 20th of each month this is not sufficient 
time to complete the reconciliation especially if you have a lot of accounts to 
reconcile. 

• Click on the report tab.

DOWNLOADING MONTHLY REPORTS FROM CANOPY



PRAIRIE VIEW A&M UNIVERSITY

Type in an account number and 
select the download format you 
want to use.



PRAIRIE VIEW A&M UNIVERSITY

Click either open or save to view your report.



Account: 222138 - CANOPY





CONTACT

For more Information, please contact: 

Theresa Augustin
Office of Financial Accounting, Reporting, & Procurement
Phone: 936-261-1909
E-Mail: thaugustin@pvamu.edu

Cozette Turner
Office of Financial Accounting, Reporting, & Procurement
Phone: 936-261-1907
E-Mail: cmturner@pvamu.edu

mailto:thaugustin@pvamu.edu
mailto:cmturner@pvamu.edu
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