
Instructions for the Appropriation Status Report 
 

This is a quick summary report that gives you free balances but no detail. 
 

1) log in to PeopleSoft 
2) Go  Process Financial Information  Analyze Controlled budgets 
3) Report Appropriation Status Report 
4) The first time you run this report, you will enter via Add and create a run 

control (usually your initials).  The next time you run this report, you will 
enter via update and either type in the run control you created previously or 
search for it. 

5) You will get a parameters screen as shown below.  Enter in the unit of 
27000, your fund code, and the department id you want.  Leave the other 
fields blank with the % sign (this is the wildcard).  Scenario should be final 
and also enter the appropriate budget period.   

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 

6)  Click on the first traffic light (the one without the ! mark) 
7) The process scheduler request box will appear (as shown below), select 

window and then click ok and the report will appear on your screen. 

 
 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

 



 
 
8)  Your r
omputer or print it out using the printer icon 

eport should look similar to the one shown below.  You can then view it on your 
c
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


