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

Marketplace My Emterpase

/

Developer Connect Workset

ol Preseeences Regorts and Anaiyics 30

2 Click the Browse Catalog button.
LUCAS COUNTY \)
—_—

Deeplinks  Developer Connect  Worist Contact Search Audt Reports

File import and.
Export

e import Export
Management tManagement

Reports and Analytics /v
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.
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6 To export the report in various formats, click the View Report icon in the upper right of the
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page, and select the desired output from the list.
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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.
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9 All Favorite Reports will be displayed on the Bl Home Page. To run report, Select Report
Name and Enter Parameters

Amnouncements  Desp Links o iorklist cont Senea se sl Sae e imgo Expol FleImportand  Audl Repars
™ Exgont
Reporis and Analytics

F [t | | parot 9| Ci Fitrs

Create v SortBy LastUpdatod Dale + ~

LEF Category PO Tolals.ado
Elal srssocmomerasuremenrurcnasngmepons Crosied By Michoel e
Lastupanmay 12BN T2 PN
Catogory Purchase Cndor otas repert

LEF Category PO Totals by ChartFieht xdo
L e Created By Michast Ram

Last Updatea By 1IEI0I I
Gatogory FO GrisfToials By CF

—— | LEF Category PO Spending Delail ado
=lal

B e m e Croated By [P
Last Updatea By 12182 31T PM
Spening Calegary by Category

LCF Spacatiod Vendor Pryments.sdo

sharp CstomiProcurement Purchasep Reputs Created By Michael Ram
12182019 325 P

Last Updated By

Specied Vendor Paymens

——— (¥ PO By Dk Rango and Doptato

=lal| snasacatmrosrsman s Reoy [ L .
[ e

PO by dale rangs and Dapt

3 Last Updated 12/30/2019



