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Purchase Orders by Contract Job Aid 
 
The Purchase Orders by Contract report returns the Total PO Count and Total PO Amount, based on the 
Contract Type and Contract ID for all entities which the user has access.  The default report is generated for the 
current fiscal year; however, users will now be able to return data for multiple fiscal years. 
 
 

 

Click here to 
choose the 
Filter and 
Rank option. 

 
1. The Purchase Orders by Contract report will be displayed for the current Fiscal Year. 
2. To display data for different fiscal years, click ‘Filter and Rank’. 

 
Note: Fiscal year information will now be displayed as a column header and can be accessed using the Filter and 
Rank option. 
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3. Highlight ‘Fiscal Year’. 
4. Set the Filter Type to ‘Select category values’. 
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Select the filter values 
in the order you would 
like the values to 
display on the report. 

 
5. Select one or multiple fiscal years by placing a checkmark in the appropriate box. 
6. Click ‘OK’ to run the report. 
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7. The report is generated with the applied filters.  
 
Note: The applied filters are listed in the text box below the report’s title. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  


