LEDGER ACTIVITY REPORT
If you want to monitor the activity in an Agency Account, this is the best report for that purpose. Balances that

are in <>, indicates a credit balance and your account is in good standing. If your balance does not have these
symbols and is a positive number; this indicates a debit balance and your account is over spent.
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At this time you can save this process as a favorite for future reference. You just need to click on the Add to
Favorites link at the top and enter a description before clicking OK.
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You would then need to click on the tab for Add a New Value. It would then ask you to give the Run Control ID
a name such as GL_ACTIVITY then click the Add button.
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You will need to enter your Fiscal Year; From Period ‘1’; To Period ‘12’ and click on Show Journal Detail then

click the Refresh button.
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Now you are preparing your report, reorder the Sequence numbers to be 1- Account; 2- Fund Code and 3-
Department. Click on the Include CF button and enter the numbers in the Value and To Value fields for your
department. You can click on the Save button. Then click on the Run button at the top to initiate the process.
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After you click Run the Process Scheduler Request screen will appear. When the Process Scheduler Request
screen appears, you will need to click on OK in order to schedule the process.
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After clicking on OK, it will take you back to the report format screen. You will notice a Process Instance
number just under the Run button at the top of the page. You need to make a note of this Process Instance
number that will be used in the next section of the process. At this time, you will click on the Process Monitor
link.
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If at this time the Run Status on your Process Instance doesn’t show as Success or Distribution Status doesn’t
show as Posted, you will need to click on the Refresh button at the top until it reaches this status.
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In order to access the report that you just ran, you will need to click on the Details link in the line for your
Process Instance number.
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After clicking View Log/Trace, your screen should look like this:
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You will click on the link for the PDF file in the File List. This will bring up the Ledger Activity Report that you
just ran in another window as a PDF file. You can then either Save As or Print the report.
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