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Run Custom Reports 

Audience: Accounts Payable Manager, Accounts Payable Specialist, Accounts Payable Supervisor, 

Buyer, Procurement Manager 

Purpose: This job aid assists you with running custom Purchasing Reports. 

 Step Action 

1 Log in. Navigate to Home > Tools > Reports and Analytics. 

 
2 Click the Browse Catalog button. 

 
3 Navigate to Shared Folder > Custom > Procurement > Purchasing > Reports.  

Click the Open link to run and display the desired report. 
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4 Enter or select the desired report parameters and click the Apply button to run the report. 

 
5 View the report. 

 
6 To export the report in various formats, click the View Report icon in the upper right of the 

page, and select the desired output from the list. 

 

 
7 Dependent upon the outcome selected, the report will either be available for on-line viewing 

and printing or available for download. Click one of the available buttons to open and view, 
save, or cancel the report. 
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8 To set the report as a Favorite so that it will be available on the Transactional Business 
Intelligence Home Page, locate the report, select the More drop-down link, and click the Add 
to Favorites link.  

 
 

9 All Favorite Reports will be displayed on the BI Home Page. To run report, Select Report 
Name and Enter Parameters 

 
 


