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Procedure
To run the Budget Activity Report from the beginning of the fiscal year in the Budget Period.
Access Georgia FIRST Financials:

https://www.usg.edu/gafirst-fin/

Core User(s) — click this button to run Budget Activity Reports.

Active GeorgiaFIRST
Financials User

Self-Service Users

Enter Travel, Approve ePro
Requisitions and other Worklist
ltems.

GeorgiaFIRST Self-Service

Core Users

Enter and process financial
transactions, run reports or
queries, analyze financial data.

GeorgiaFIRST Financials
2
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1. Select institution:
USG Single Sign-on Authentication
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2. Enter Username and Password:

University System Office Single Sign-On

username

password

Reset your password using the mypassword self-service portal
Contact the Helpdesk for questions and support.

NOTE: Using the links abova will cause your session to timeaut. You will need to revicit the
servica/application you were sttempting to access after comecting your login iscue.
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3. Navigation Access: Navigation Bar>Navigator>BOR Menus>BOR General Ledgers>
BOR GL Reports>Budget Activity Reports

4. Click Navigation Bar (NavBar):
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5. Click Navigator:

Lo 22 Sa s e [ e

Logn @ Snwm Frocedres [} ASU Banear ab e % Wecsma s My




AlbanyState Business Process Document
UI]]VeI'Sltyé Running Budget Activity Report-Summary (BORRGO040)

lell=lml 2 |
L FRAEW # i
22 ko e [ oL [ Ak s % Wecma e
NavBar; Navigator
I'I Emoloyes Sei-Senvice »
R Manager Seif-Service »
Purchasing >

Wy Favuns
ePracuremert »

Travel and Expenses »

ety

Accounts Recelvable >

Accounts Payable >

BOR Menus. »

Commitment Control »

General Ledger >

Set Up Financisle/Supply Chain >

Enserprisa Camponents >
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7. Click BOR General Ledger:
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File Edit View Favorites Took Help

NavBar: Navigator

<= BOR Menus T

BOR Budget Prep >

BOR General Ledger >

My Favorkes BOR Payroll >
E BORWH Project )

Navigator
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UNIVERSITY SYSTEM OF GEORGIA»
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8. Click BOR GL Reports:
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Click Budget Activity Report:
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Revenue Summary Report
Navigator
Surplus/Deficit Report
Budget Transaction Review

Revenue Budget Activity Report

Budget Activity Report
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10. Click the “Add a New Value” tab for establishing the “New” Run Control ID.

Enter "BUD_ACTIVITY_RPT" name in the Run Control ID field.

(Click “Find an Existing Valye” once run control has been established or you may “Add to Favorites”'l ).

@ httpsy/corefprod gafirstusg.edu/psp/fprod/ENPL O ~ @ & | @ Budget Activity Report

File Edit View Fovorites Tools Help x @Convert v HiSelect

5 &) Albany State University H... [J] MSN.com - HotmailfOutl... &) ADP Enterprise HRVS Log... [l My Homepage &2 Self Service Portal [} Suggested Sites (3) v [B] Suggested Sites 3) v [ Suggested Sites & Web Slice Gallery v

< Employee Self Service Budget Activity Reports

New Window | Help | &

Budget Activity Reports

Find an Existing Value || Add a New Value

Run Control ID|MBR_BUD_ACTIVITY

Find an Existing Value | Add a New Value
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Click Budget Activity Detail Report and/or Budget Activity Summary Report.
Enter Business Unit “22000”

Enter Year in the Budget Reference field.

Enter Year From and To Fiscal Year.

Enter "1" in the From Accounting Period field. (1 = July)

Enter "12" in the To Accounting Period field. (12 = June)

Enter Fund Code

Enter Department Number in the “From and To” Department Section.

Enter Account Code in the From (600000) and To (870100) in the Account Code Section.
Click Save

Click the Run button.

Note: i.e. Year 2019, 2020, 2021 etc.
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Budget Activity Reports

12. Click Ok/:
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13. Click Process Monitor:
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14. Click Refresh until Success and Posted

15. Click Details
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16. Click View Log Trace:

Logn & SefSenice sl [ Works-Logn ff BuinesFrcedres [} ASUBarwer Vb o 4%, Wikcome o Myl

@ ﬂz @ "'"3":."‘.::.7

17. Click Name of Report from File List
[Enter] (BORRGO040 — Summary or BORRGO045 - Detail)
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18. Congratulations! You have just completed Running Budget Activity Report.
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