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Purchase Orders by Vendor Report Job Aid

The Purchase Orders by Vendor report displays the Total PO Count and Total PO Amount by vendor for all
entities which the user has access. The default report is generated for the current Fiscal Year, but it can be
manipulated to display data from specific Quarters, Months, and Weeks.
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1. The Purchase Orders by Vendor report will be displayed for the current Fiscal Year.
2. To display data for a different fiscal year, a specific quarter, month, or week, click the ‘Edit Table
Options’ icon and choose ‘Filter and Rank’.

Note: The reporting filters will now be displayed above the report.
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3. Highlight ‘Fiscal Year’.
4. Setthe Filter Type to ‘Select category values’.
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5. Click the ‘+’ symbol to the left of a Fiscal Year value to drill down to a more specific reporting period.

Note: Drilling down on Fiscal Year will return the associated fiscal quarters, drilling down on a specific quarter
will return the associated months, and drilling on a specific month will return the associated weeks.

6. Select the appropriate filters value(s) and click ‘OK’ to run the report.

Note: If a quarter, month, or week is selected, the fiscal year must also be selected to display totals for that
year.

Functionality as Purchase Orders by Vendor Job Aid Page 3 of 4
of 3/16/2009



E-Frocurcment

NC E-Procurement @ Your Service
SAS Ad-hoc Reporting Application

Purchase Orders by Vendor Job Aid

'/V' E-Procurement
ur service
www.ncgov.com

Vendor MV cube

Report ~

¥ Data selected from:

Purchase Orders By Vendor

NC E-Procurement Ad-hoc Reporting
Data through : December 30, 2008

How Do I? +

Refresh Data

Applied filters: Fiscal Year equal to 2008.2008Q1, 2008.20080Q2, 2008.2008Q3, 2008.2008Q4, 2008 AND Entity equal to Department of Environmental And Matural Resources

Totals for
FY2008

]

B & [
Fiscal Year 312008 2008
Qtr [*I212008qQ1 [+I2]z0080Q2 [+I3]2008Q3 [*]2]200804
Total Total Total Total Total
?0 Total PO 7':0 Total PO 7')0 Total PO 7}30 Total PO 7}30 Total PO Amount
— Amount — Amount — Amount — Amount - -
Count | ™ Count | ™ Count | ™ Count | —™ Count

Vendor Initial

. 1

A 1 1

47 7 52 122

17 31 34 108

FRIc 238 270 258 233 1,004
F3Ip 229 B 55 )
FIRIE 20 18 2 35

=}

I
f

I
i~
I
P

15 15

7. The report is generated with the selected dates.

Note: The above report was generated for 2008Q1, 2008Q2, 2008Q3, and 2008Q4. The fiscal year was also
selected to return yearly totals on the report. If the fiscal year was not selected, totals would reflect data for

individual quarters only.
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