
Running a Budget Activity 
Report in PeopleSoft



Step 1: Log into PeopleSoft

• The link to PeopleSoft is located on the Log-in Station page of the 
GSC website, as seen below:

• You will then use your 
login information. 



Step 2: Click on Navigator, and then BOR Menus



Step 4: Click BOR GL Reports

Step 5: Click Budget Activity Report

Step 3: Click on BOR General Ledger



Step 6: Creating a Run Control ID

• Click Add a New Value.

• Enter your own run control ID 
   (Cannot have spaces).



Step 7: Running the report
• Type your 

department 
number into 
both boxes 
marked by the 
red arrows.

• Click Run (blue 
arrow).

• Enter account 
numbers as 
desired.(4 accounts are revenue, 5-8 accounts are expense)



Step 8: Click 
OK…

… and Process 
Monitor



Step 9: Report Running…
Run status will initially say “Queued…”

… Which will then change to “Processing…”

… Which will then change to “Success” with a Distribution Status of “Posted.”

(May take up to 15 minutes for report to run to completion)



“Error”
If your report receives a Run Status of “Error,” as seen below (red arrow), 
then it is most likely an issue with the run parameters. Make sure that the 

Fiscal Year and Accounting Periods are correct (blue arrows). 



Step 10: Viewing the report
Click Details…

View Log/Trace…

… And then Detail.pdf



Thank you!
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