
Capital Assets 
How to Run Reports 

 
To run reports in PeopleSoft, follow the steps below.   
 
First, log into PeopleSoft using your regular User ID and password.  Choose 
Financials from the Enterprise Menu. 

 
 
Next choose Asset Management.. 

 
 
 
If you do not have asset management on your menu, your Principal or Director 
must email erpaccess@palmbeach.k12.fl.us .  Include your name, employee ID 
number if possible.  They should request that you have the Asset Management 
PBF Asset Update Security Role.   
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Choose Financial Reports. 

 
 
Select PB Multi Purpose Report. 

 
 
In order to run the report, you have to establish a Run Control ID (if you don’t 
already have one).  If you think you might already have one, choose Search and 
see if anything is listed.  If not, select Add a New Value. 
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Choose an ID name.  Suggestions are first name, initials, etc. 

 
 
The following screen appears.  This is where you can choose what you would 
like on your report.  The business unit must be SDPBC.  The location code will 
be your school number for schools. Resp Dept is primarily for Departments.  You 
can search using a specific PO or Serial ID, but it would be easier to use “Search 
for an Asset”.  Leave Asset Class blank. Use the magnifying glass to see a 
selection of acceptable choices.  If you want to know items that are very old, or 
very new, use the Acquisition Date Range. 
 
Once you have all your choices made,  click on Run. 
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This brings up the Process Scheduler Request screen.  Click OK. 
 

 
 
You will be returned to the Pb Run Cntl Pnl screen.  Don’t choose Run again, 
click on Process Monitor. 
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Click the Refresh button until the Run Status says Success and the Distribution 
Status is Posted.  This may take a few minutes.  Then choose Details. 
 

 
 
Selecting Details brings up the following screen.  Choose View Log/Trace. 
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From the Log/Trace Screen, choose the PDF file. 

 
 
 
 
Hopefully, you will have a report that looks like this: 
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This is the final page of the report.  It shows the total number of assets and the 
total acquisition cost. 
 

 
 
 
 
Go to our website to get directions for other reports and searches.  
http://www.palmbeach.k12.fl.us/FinMan/FINANCIALDIVISIONS/Accounting/CapitalAssets/index.htm 
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