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Finance Intranet – How to use the GL Activity Report 
 

The GL Activity provides the same versatility as found in the GL Summary but at a detailed PeopleSoft transaction 

(journal) level. You are directed to this reporting tool everytime a hyperlink it clicked. 

When using the GL Activity Report: 

• Always select a Fiscal Period. 

• This is the drill down activity. 

• Hyperlinks will take you to PeopleSoft or HCM Distribution. 

• Look up specific transactions using Journal IDs. 

• Use line description and reference to help search for transactions 

• Total, Sub-total, and burst options are also available. 

• You can select a date range to pull transaction activity. 

To access the GL Activity report, go to https://www.admin.sc.edu/.  

Navigation: HUB > Finance Intranet > GL Activity 
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2 
Using the Search Criteria section, you can search by: 

• Use the Line Description to search for Unemployment 

• Department 

• Specific Fiscal Period 

Use the Line Description field to search for Unemployment expenses to see the account it is being charged, for a specific 

department and month. 
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3 
The returned data is showing unemployment expenses, by fund, for the month of June for department 130200. Click any 

of the hyperlinks to drill down into the transaction. 

Note: Only a sampling of the funds are shown in the screenshot below. 
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4 
Using the Search Criteria section, you can search by: 

• Use the Line Description to search for Unemployment 

• Department 

• Fund 

• Summarize by Project using Total 1 

• Specific Fiscal Period 

Use the Line Description field to search for Unemployment expense to see all of the F funds summarized by Project for 

the month of June. 
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5 
The returned data is showing unemployment expenses for F funds, organized by Project for the month of June for 

department 130200. Click any of the hyperlinks to drill down into the transaction. 

Note: Only a sampling of the F funds are shown in the screenshot below. 
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6 
Using the Search Criteria, you can search by: 

• Measure by Actual MTD (Month to Date) 

• Fund 

• Account 

• Specific Fiscal Period 

Use the Actual MTD measure to search for all 5% expense accounts organized by Z funds for the month of June. 
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7 
The returned data is showing all 5% expense accounts, summarized by expense account code,  for the month of June for 

Z  funds. You can view the the line descriptions for what was charged, backup for the charges by drilling into PeopleSoft. 

Click any of the hyperlinks to drill down into the transaction. 

Note: Only a sampling of the accounts are shown in the screenshot below. 
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8 
Using the Search Criteria, you can search by: 

• Journal Date From/To 

• Measure by Actaul LTD (Life to Date) 

• Fund 

• Account 

• Select Fiscal Year  

Use the Actual YTD measure to search for all 5% expense accounts organized by Z funds from January to the end of June 

for Fiscal Year 1920. 
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9 
The returned data is showing all 5% expense accounts, summarized by expense account code,  for the months of January 

through the end of June 2020 for Z funds. You can view the the line descriptions for what was charged, backup for the 

charges by drilling into PeopleSoft. Click any of the hyperlinks to drill down into the transaction. 

Very important to pay attention to the date. If you select a specific date range using the Journal Date From/To fields, 

then it is very important to select the matchimg GL Fiscal Year so one does cancel out the other. 

Note: Only a sampling of the accounts are shown in the screenshot below. 

 


