
CANOPY TRAINING

Open your Internet browser and type in this 
website: http://canopy.tamu.edu. Bookmark 
it for future reference.



CANOPY TRAINING
Enter your FAMIS / EPA production ID 
(XXXX15P) and password.  Then push 
‘Submit’ or the Enter key.



If you receive a message on the logon 
page that your password has expired, 
the New Password box will appear and 
you will need to type in a New Password  
(8 characters).

You will be asked to retype the New 
Password again to confirm.

Changing Passwords



Canopy Applications
The basic applications are Account 
Inquiry and Document Routing and 
Approvals.  Other applications could 
appear for individuals with certain 
security privileges (example - EPA).



Account Inquiry (FRS)

Click on the Account Inquiry (FRS)  
Application.



Account Inquiry
Account Inquiry allows you to look at 

Attributes, Balances, Transactions, 
Vouchers and Encumbrances (Open 
Commitments) of the FAMIS accounts.

Account Inquiry begins on the My 
Accounts tab.  Click on another tab to 
view more information.



Account Search
Account Search has many options to find accounts.  

Searches can be done with one or many fields 
populated.  Account # can search with a partial 
or whole number.  Dept is the FAMIS department 
code. The Responsible person can be the 
Department Head or Principle Investigator for 
Grants or Contracts. Title is the FAMIS title of the 
account.



Account Search
After typing something in the search fields, push 

the Search button.  A list of accounts will 
appear.  You can then push the Add button to 
add the account to your ‘My Accounts’. To see 
the list of added accounts, you may need to 
click on another tab, and then come back to the 
‘My Accounts’ tab.



My Accounts
Once added, the accounts will appear with the 

current balance (shown as Unprotected 
Available).  This will also show totals for 
Revenue, Budget, Expenses and 
Encumbrances (also known as Open 
Commitments).



Account Search
Above the Search fields is some filters to view 

balances for Fiscal year through a selected 
month, and one for selecting a Fiscal year.  You 
may need to scroll to the right to click on the 
select button.



Account Summary

Click on the blue Account number to go to the 
Summary tab and see the summary & detail 
of the budget, revenue & expenses.



Account Summary
The Summary tab has a drop down box for 

switching between the Summary view (by 
Budget Pools) and the Detail view (by Object 
Codes).  Make a selection and then push the 
‘Apply Changes’ button.



Account Detail
The Detail view will come up first.  There may 

be multiple pages, and you will need to 
select a page number to see the rest of the 
detail.  The Object codes are subtotaled by 
Budget Pool.



Open Commitment
The Open Commitment tab shows all pending 

expenses for the account selected.  The Ref 
1 column houses the FAMIS document 
number or other reference.  The Description 
may be a business or person who will receive 
payment.



Transactions
The Transaction tab shows all the transactions 

for the selected account in Object code order.  
Displayed first will be the current month 
transactions.  Click on the column headings to 
sort descending or ascending.  



Transactions

Widen the search by choosing more than one 
month, and push ‘Apply Filter’.  Narrow the 
list by choosing one object code.  You can 
also export the entire list to an Excel file, by 
selecting the ‘Export to File’ button.  



Transactions

Click on the Select button to see more 
information about the transaction.



Vouchers
The voucher tab displays all the vouchers 

(payments) that have processed on the 
selected account.  Click on the column 
headings to sort descending/ascending.



Vouchers

Click on the blue Voucher number to view 
more information about the payment.



Vouchers
The Voucher detail contains information 

about when and how the payment was 
processed,  including the check number.



Attributes
The Account Attributes tab includes many 

panes of information about the account and 
how it is set up. Click on the + or - sign to 
collapse and expand the section.



Switch Applications
To switch applications in Canopy, click on the 

Home button on the Canopy Header at the 
top of the page.



DOCUMENT ROUTING

Click on the Document Routing and 
Approvals (Routing) Application.



Canopy In-box

Displayed will be your In-box.  This is the 
same In-box as on Screen #910 in FAMIS.



Canopy Sort Documents
To sort by columns, click on the dark gray 
column title of the column you want to sort by.  
Clicking once sorts in descending order.  
Clicking twice sorts in ascending order.



Canopy View Documents
Users who create documents will have documents 

in their box such as: 
1) Notifications of approved Purchasing Doc - PLP, PEP, 

PRQ
2) Notifications of approved EPA docs - EWR, EGR, EBR
3) PIP (Purchasing Invoice Problems)

Approvers will have documents for review and 
approval in their box such as: 
1) Purchasing documents for (PLP, PEP, PRQ)
2) EPA documents for approval (EWR, EGR, EBR)



Canopy View Documents
Click on the ‘Approval Only’ box to view the 
documents ready for approval only.  

Then push the ‘Apply Filter’ button.



Canopy View Documents
If you are a Substitute for anyone else, then 
click on the down arrow next to ‘Substitute For’ 
to highlight the person’s name from the drop 
down list.  You will now be in their In-box.



Canopy View Documents

To view the document, click on the blue 
document number.



Canopy View Documents
Scroll down to view the document routing 
history, notes, item information, amount, 
accounts, etc.



Canopy View Documents
EPA Document example

Scroll down to view the Document Information, 
Position Information, Occupant Information, 
Rate Information, Funding Sources, and Routing 
History and Notes.



Canopy Approve Documents
Select a Routing Action from the drop down 
list.  Then push the ‘Submit’ button.  
Answer the popup boxes appropriately.

Repeat steps for all the documents in your 
In-box.



Canopy Approve Documents
Approving the document sends it on for processing. 
Rejecting sends it back for correction or deletion.
The Forwarding options are only used if the 
document needs other approvals outside of the 
normal routing.
Holding is the same as taking no action. 
Approvers should not need to recall a document.



Canopy Logout

Click on the Logout button on the Canopy Header 
bar to logout.

Click on the Home button on the Canopy Header 
bar to switch to another application in Canopy.



Canopy Profile Tab
Click on the Profile Tab to select the options 
for how you want to receive the Email 
Notifications.  



Canopy Profile Tab
Push Save when you are done.

Call the FAMIS helpdesk at #5767 if 
you have problems.
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