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Exporting a Detail Report Job Aid

The NC E-Procurement Ad-hoc Reporting Application contains the functionality to export any report that is
generated by the system. The same set of steps can be followed to export any Detail report.
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1. In order to export a Detail report, first click on a value in the ‘Line Item Count’ or ‘Line ltem Amount’
columns to open a Detail report.

Note: Avoid clicking on values in the ‘Line Item Count’ column that are greater than 20,000.
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2. Click the ‘Export’ button on the Detail Report.
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3. Click the ‘Save’ button.
4. Enter a file name and save it to the appropriate location.
5. Locate the report to open it.

Note: The exported report is now saved to the location that was selected and may be accessed at a later
time.
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=l r
6 |each Upbeat Inc Upbeat Inc 4350 DUNCAN AVENUE MO Non Hub 005
7 |each Upbeat Inc Upbeat Inc 4350 DUNCAN AVENLUE MO MNon Hub ‘o5
1 r
8 |each W W Grainger Inc Ralgigh - Branch 637 4820 Signett Drive NC Nen Hub 005
— r
each Carolina Janitorial/Maint Supp Carolina Janiterial/Maint Supp 1401 S BLOODWORTH ST NC Mon Hub 005
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6. The exported Detail report is opened in Microsoft Excel.

Note: The data can be manipulated in Excel in this format; however some additional steps are listed that will
help format the data within Excel.
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r
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r
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Select destination and press ENTER or choose Paste Sum=1035
7. Click on the square in the top left-hand side of the worksheet to highlight the entire worksheet.
. 1 £ 1
8. Hold down ‘ctrl’ + ‘C’ on the keyboard to copy the selected cells.
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Select destination and press ENTER or choose Paste Sum=1035
H . 7
9. Click on the ‘Insert’ menu.
H 3 1
10. Click on ‘Worksheet’.
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11. On the new worksheet, click on the ‘Edit’ menu.

12. Click on ‘Paste Special’.
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Select destination and press ENTER or choose Paste

13. Select the ‘Values’ radio button.
14. Click ‘OK’.
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ach
o4 » » [\ Sheetl § sasExport413T
Select destination and press ENTER or choose Pasts
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| 1 |Unit of Me:Vendor MNa Vendor LotVendor LotVendor LatHUB Class Three Digit Five Digit (Line Numb Line tem 1Contract C Goods ancBlanket Cl|Recycled (NCAS Cor NCAS AccMCAS AccNCAS CerNCAS FunCo
| 2 |each WY Grair Raleigh - E4820 SigneNC Mon Hub 005 005-05 72 Mon CatalcNo Contrat Geod False "3001 33690 533 3303107 1330 il
| 3 |each W W Grair Raleigh - E4820 SigneNC Mon Hub 005 00505 [1 Mon CatalcMNo Contrad Good False 3001 533690 B33 3303107 1330 il
| 4 |each Hummert || Earth City 4500 Eartk MO Mon Hub 005 00505 1 Mon CatalcMNo Contra¢ Good False A
| 5 |each Upbeat Inc Upbeat Inc4350 DUNIMO Mon Hub 005 00505 1 Mon CatalcMo Contrat Good False 1l
| 6 |each Upbeat Inc Upbeat Inc4350 DUNIMO Mon Hub 005 00505 3 Mon CatalcMNo Contra¢ Good False il
| 7 |each Upbeat Inc Upbeat Inc4350 DUNIMO Mon Hub 005 00505 2 MNon CatalcMNo Contra¢ Good False il
| 8 |each VW W Grail Raleigh - E4820 SigneNC Mon Hub 005 00505 1 Punch-out Term Cont Good False 201 B33240 533 310148321310 il
| 9 |each Carolina J2 Carolina J: 1401 S BLNC Hon Hub 005 005-05 M eQuote  Term Cont Good False 4701 634539 (534 [110112 110 ]
| 10 |2ach Eastern Di Easten Di 105 WalnuPA Mon Hub 05 00505 2 eQuote  Term Cont Good False "601 34539 T4 "16606601271660 ]
| 11 |each Eastern Dr Eastern Di 105 Walnu PA Mon Hub 005 00505 11 eQuote  Term Cont Good False 1601 34539 534 "1660660121660 ]
| 12 |gallon (US|Small Eng N E.RaleifP O Box {NC Mon Hub 005 00505 3 Mon CatalcMNo Contra¢Good False il
| 13 |each Small Eng|N.E. RaleitP 0. Box £NC Mon Hub 005 00505 |2 Mon CatalcMNo Contrad Good False il
| 14 |each W W Grair Raleigh - E4820 SigneMC Mon Hub 005 00505 1 Mon CatalcMo Contra¢ Good False il
| 15 |quart (US)|Small Eng N E_RaleitP O Box {NC Mon Hub 005 00505 [ Mon CatalcMNo Contrac Good False il
| 16 |each Small Eng|N.E. RaleitP.0. Box {NC Mon Hub 005 00505 [ MNon CatalcNo Contra¢Geod False il
17 |roll Small Eng N.E. RaleitP.O. Box {NC Man Hub 005 00505 Mon CatalcNo Contrai Geod False i
| 18 |each Lowe's HoiLowe's Ho{ 207 FAITHNC Hon Hub 005 005-05 M MNon CatalcMo ContracGood False il
| 19 |each Lows's Hot Lowe's Hol 5060 FAYENC Mon Hub (05 00505 Non CatalcMo ContratGood False ]
| 20 |each Lows's HotLowe's Hoi 5060 FAYENC Mon Hub 05 00505 1 Nen CatalcMNo ContracGood False ]
| 21 |each Lowe's HoiLowe's Hoi 158 LOWENC Mon Hub (005 005-05 M MNon CatalcNo Contrat Good False M
| 22 |each Mse Indus'Mse Indus: 2660-1 YOIMNC Mon Hub 005 00505 73 HNon CatalcNo Contrac Good False il
| 23 |each Msc Indus'Msc Indus 2660-1 YOI NC Mon Hub 005 00505 72 MNon CatalcNo ContracGood False il
| 24 |each R S HughR S Hugh1100-J CorMC Mon Hub 005 00505 [ Mon CatalcMNo Contraq Good False Unspecifie Unspecifie|Uns Unspecifie| Unsp il
| 25 |each W W Grair Raleigh - E4320 SigneMC Mon Hub 005 00505 1 MNon CatalcMNo Contra¢Good False "
| 26 |roll Small Eng|N.E. RaleitP.0O. Box £MC Mon Hub 005 00505 1 Mon CatalcMo ContraqGood False il
| 27 |each Small Eng/N.E. RaleitP.0. Box {NC Mon Hub (005 005-05 M Non CatalcNo Contra¢Good False i
| 28 [roll Small Eng N.E. RaleitP.0. Box {NC Mon Hub (05 00505 M Non CatalcNo Contra¢Good False il
| 29 |quart (US) Small Eng N.E. RaleitP.0. Box {NC Mon Hub 005 005-05 M Non CatalcMo ContracGood False ]
| 30 |sach Ensco Supldg Ensco 5201 Old FMC Mon Hub 005 005-05 1 Mon CatalcMNo Contrad Good False il
| 31 |each Ensco Supldg Ensco 5201 Old FNC Mon Hub 005 00505 |2 Mon CatalcMNo Contrad Good False il
| 32 |each Lowe's HoiLowe's Hoi 911 SUNS NC Mon Hub 005 005-05 N MNon CatalcNo ContracGood False il
| 33 |each Lowe's HoiLowe's Ho1 6060 FAYENC Mon Hub (005 005-05 N MNon CatalcNo Contra¢Good False il
| 34 | each Klingspor 4Klingspor 4 PO Box 2:MC Mon Hub 005 00505 [ Mon CatalcMNo ContraqGood False il
W W Grait Raleioh - E4820 SioneNC Hon Hub 008 005-05 M False )1 =

15. The data from the exported Detail report is now ready to be used.

Note: The data can be manipulated using normal Excel functions.
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