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Saving and Exporting a Summary Report Job Aid

The NC E-Procurement Ad-hoc Reporting Application contains the functionality to save and/or export any report
that is generated by the system. The subsequent set of steps can be followed to save and export any of the
seven available Summary reports.
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1. Once the report has been filtered to display the appropriate data, it can be saved by clicking on the
‘Report’ link on the top left-hand side of the page.
2. Click the ‘Save As’ option in the drop-down box.
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/" https:// reporting.ncgov.comv - Save As - Windows Internet Explorer pro... L||E||£|
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3. Click the ‘My folders’ radio button.
4. Select an existing folder or create a new one by clicking the ‘Create new folder’ icon.
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é https://reporting.ncgov.com/ - Save As - Windows Internet Explorer pro... |;||E||E|

Name: |4. FO Line Items by Commodity Code
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5. Enter the appropriate folder name and click ‘OK".
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f - https://reporting.ncgov.com/ - Save As - Windows Internet Explorer pro... |;||E”z|
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6. Click ‘OK’ to save the report.
7. The Summary report is displayed.

Note: To access the saved report, click the ‘Report’ link on the top left-hand corner of the page and select
the ‘Open’ option. Select the ‘My folders’ radio button at the top of the report selection window. The user’s
personal folders will be displayed. Open the appropriate folder to find the saved report.
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welcome John Doe Manage | Preferences | Log Off | Help «
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./V' E:Procurement Data through : March 28, 2009
ur service
www.ncgov.com
Report ~ Edit Report How Do I?
Refresh Data

¥ Dataselected from: POs By CC-MVCube

Purchase Order Line Items By Commodity Code
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\ /Fiscal Year 12009
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8. In order to export a Summary report, first hold down the ‘ctrl’ key on the keyboard.
9. Click on the 4™ icon, ‘Export table’ (still holding down the ‘ctrl’ key).
Note: The ‘ctrl’ key must remain held down during steps 8-13 in order for the export to function correctly.
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Welcome John Doe Manage | Preferences | Log Off | Help +
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10. A pop-up window appears, displaying the available export options. Select the 2" radio button, ‘Data only
(tab-delimited text)'.

Note: The ‘Data with formats (Microsoft Excel file)’ option will export the report to Microsoft Excel, but
maintain its current format (the way the report is presented in the SAS Application). The ‘Data only (tab-
delimited text)’ format will export the report to Microsoft Excel in a tab-delimited format. It is strongly
recommended to export reports using the ‘Data only (tab-delimited text)’ option if the report’s data will need
to be sorted or otherwise manipulated in Microsoft Excel.

11. Click 'OK’ on the pop-up window (still holding down the ‘ctrl’ key).

Note: The ‘ctrl’ key must remain held down during steps 8-13 in order for the export to function correctly.
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Report » Edit Report | View R
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Do you want to open or save this file?

Mame: sasExpartI¥Z0.xls
Type: Microsoft Excel Worksheet
From: raporhng.ncgov.mm/ ——

4, N
Open I | Save |\[ Cancel

N
[] Always ask before opening this type of fils ~ — =~

-y ‘While files from the Intemet can be useful, some files can potentially
ham your computer. ff you do ot trust the source, do not open ar
save this file. What's the nsk?

Manage

MNC E-Procurement Ad-hoc Reporting
Data throush : March 21, 2009

Preferences Log Off

How Do 7 »
Refresh Data

Help ~  fiad

2, Done i Unknown Zone # 100% - @ interret a0 - =
12. Click the ‘Save’ button.
13. Release the ‘ctrl’ key on the keyboard.
14. Enter a file name and save it to the appropriate location.
15. Find the report and 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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(4] 500500 19 7982.38
[ 5] 500505 | 45/ 4340268835
[ 6 | 500514 480 7873152013
[ 5/005-15 22 2445 95195
(8 | 5/005-21 | 3 2548 655,
Ex 500528 | 9 3293143275
(10] 500542 94 31241.01278
[11] 5/005-56 2 600223225
[12] 500563 0 3008.79665
[13] 500570 11| 49530.55153
[14] 500575 10 1351.0473
(15 500584 22 2943024856
(16 10/010-00 | 43 34542.96
[17] 10/010-05 | 54, 72241 8211
(18] 1001008 51 56414.67303
[19] 10/010-11 17 252147041
(20] 10/010-14 18] 4316277325
[21] 1001017 5 13266.2211
[22] 10/010-30 26 3051.8065
[23] 10/010-38 19 744.860375
[24] 10/010-41 | 18] 32603 66865,
E3 10/010-45 | 4 3269.0529
26 1001063 38 5629 16751
[27] 10/010-66 11 2507.38675
28] 10/010-57 | 5 356.29685
[29] 10/010-59 12 1346085171
30 10/010-62 4 3335.2906
[31] 10/010-63 2 1712
32| 10/010-64 | 3 97018.845
33| 10/010-65 | 2 8025
[34] 1001076 220 148389 611 | | | | | |
35| 10/010-76 I 13| 208879625 L [ ] i
4 4 ¥ d ]\ sasExport8MWW / |« | 3|
Ready
16. The exported Summary report opens in Microsoft Excel.
Note: The data can be manipulated using normal Excel functions.
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