Two-line  property  RECORD  REPORT Process
In the PeopleSoft Financial System access the Asset Management | Reports | Property Reports, and then do the following:
1. Under Run Control ID:  enter Life #, initials, etc., then hit SEARCH
2. In the Activity ID Box:  type Project/Activity No., then hit SAVE (bottom) & RUN (top)
3. Two Line Report  is checked -  hit OK

4. Hit Process Monitor [in blue at top]
5. Hit REFRESH until first line says “success” & “posted” then hit Details 
6. Scroll down and hit View Log/Trace

7. Hit first blue line under File List

8. Print Report
