Reporting

Introduction

Utilizing the reporting functions in Sourcing or Contracts enables a user to quickly analyze key information
based on the needs of the individual user or entity. Accessing and running reports is the same process
within both Sourcing and Contracts.

Please note, reporting data is pulled at intervals rather than in real time. It might take up to 24 hours for the
data from your latest transactions to display in reports.
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Learning Objectives

At the end of this job aid, you will be able to:

\ /
-@- Understand how to run Prepackaged Reports.

NP
-@- Understand how to run Public Reports.

L
-@- Understand how to run Background Reports.
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Running Prepackaged Reports

Prepackaged Reports are designed to meet the most common reporting needs in the tool and
can be accessed using the Manage function in one of two places on the Sourcing or Contracts
Dashboard. The following example shows running a prepackaged report for Sourcing:

A. Under Manage on the Common Actions portlet, select Prepackaged Reports. Click on
the More drop-down menu if Prepacked Reports does not immediately appear.

B. In the upper right, click on Manage, then select Prepackaged Reports from the drop-

down menu.
HOME CONTRACTS PROCUREMENT SOURCING MORE...v Recent v
Administration
Sourcing Project | Search using Title, ID, or any other term Core Administration
My Tasks
Common Actions ' Event Status My Tasks W Expi

Create
Sourcing Project
Sourcing Request
Contract Reguest (Procurement)
Analytical Report
Draft
More ~ Open

Manage

My Documents

Public Reports

Title Date t
Core Administration

Personal Workspace

1B Prepackaged Reports

Public Reports

0

Completed Tasks 30 Days

W Personal Workspace

Status

Search Filters

SM Admin
Sourcing Library

Supplier Knowledge

@ Event Status Report for Weekly Ops

On the Prepacked Reports page, the default view lists the report type alphabetically by Name,
with the Owner (always aribasystem) listed to the right.

A. To view the reporting options available within each report type, click on the report Name,
then select Open from the pop-up menu.

Prepackaged Reports Show Detailed View

Arzan Show Details Actions ¥ = b

Owner

Prepackaged Reports

MName

& Purchase OrderRe 5™ aribasystem

Lbisoch, Dnsc st

=\? Requisition Report .. aribasystem

&' Service Sheet Rep SO Repons In Folder o e aribasystemn

[ &' Sourcing Project Analysis™ ] aribasystam

-\" Supplier and Customer Reports~ aribasystem

and Contracts Task Analysis for Contracts, and Sourcing Project Analysis, Project Task
Analysis, and Event Reports for Sourcing.

* Contract Workspace (Procurement)/Sourcing Project Analysis reports are designed to
provide visibility into an entity’s souring and contract activity by supplier, commodity,
owner, etc., and allow for entity-wide monitoring of contracts that are set to expire soon.

* Contracts/Project Task Analysis reports are designed to provide analysis of contract and
sourcing project lifecycle and help identify process bottlenecks.

* Event Reports are designed to provide to provide an overview of Sourcing Events including
for which commodities agencies are holding Events, and which suppliers are responding to
bid opportunities and what their bidding behavior is.
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B. The next screen displays the reports available based on the previously selected report
type. Choose a report to run by clicking on the report Name and selecting Open from the

pop-up menu.
C. The Refine Data page is displayed, and users can filter the data to include in the report by

selecting specific values for each of the fields. Once all filters have been set, click on

View Report to generate the prepackaged report, taking you to the Reporting page.

Refine Data 2C [ Cancel l [ Export l [ Background

Filter the data in your report by selecting values for the fields below. All reports include a date field filter. To select a different date field to use as a filter, select Advanced Options. For

Maore

Start Date (Calendar): * @ Relative date range

Time period:

Year(s) W |

Maost recent

2 v |(imE periods
FJtJrE| o v |[i'ne periods
Einclude current partial year

O Fixed date range from: B to:

O Advanced Options,

D. The Reporting page defaults to the Aggregate view of the report on the Pivot table tab. To
see more possible details, click on a blue-framed button (For this particular report, it’s
Start Date (Year), but the options will very by report).

E. To see a more detailed view of the report, click on Aggregate view and select Detail View
from the drop-down.

Reporting Sourcing Project by Type and Start Date [ sait | [ sewe | [ meen ] [ Acwons |

Field Browser
Pivot table Chart Dashboard

Page Others

¥ Applied Filters

Display Options Edit
Min/Max rows: 38
Summary columns: Hidden

»  Commodity (L1} W1 300 StartDat=  Spanning: most recent 2 Year(s)

> Organization
Layout: Pivot Outline ~

Field Settings

Edit in Wizard 2024 2025

| B Owmer (User)
| 1,389~ 10~

>  Project Name ::‘ ...... te View: Project Count ~w @ 2D Start Date (Ve

»  Status

Show

1,389 10~

F. When Detail View is selected, additional columns and data will appear, such as Project
Name, Start Date, and State.

Pivot table Chart Dashboard
Praoject
Start Date Count
Event Type Project Mame (Date) Status State Owner [User) I
Total 1,399 =
Full Project i . . -
V 3 Year Tractor Leases — Caledonia Prisen Farms -... 5672024 Gray Completed 2
Exception Renewal for ENCORE 4118/2024  Gray Active 2
MC STATE FARMERS MARKET LAWN CARE-PROJECT G/TI2024  Gray Active 2
(REBID) Janitorial Services -DOR Terminal and... W AMLGI2024  Gray Completed 1
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e After the reportis displayed, users can still perform the following actions:

A. Edit: Modify the configuration of the report via the reporting wizard.

B. Save: Save this version of the Prepackaged Report to the users Personal Workspace.

C. Export: Export the data to an MS Excel Template for further data analysis.

@ Exporting reports is the suggested method of viewing reporting data.

Reporting

Field Browser

Pivot table

Page Others

Sourcing Project by Type and Start Date

Chart Dashboard

¥ Applied Filters

»  Commodity (L1)

w1300

»  Organization
B Owner (User)
»  Project Mame
B Start Date (Year) - -

Event Type
P State Total

Full Project
P Status E E V

Running Public Reports

Start Date  Spanning: most recent 2 Year(s)

Project Mame

3 Year Tractor Leases — Caledonia Prison Farms -..
Exception Renewal for ENCORE ~

MC STATE FARMERS MARKET LAWMN CARE-PROJECT

W

Actions ¥

Edit
Min/Max rows: 38
Summary columns: Hidden

Dizplay Options

Project
Start Date Count
(Date) Status State Owner (User) 1

1,390~
5/6/2024 Gray Completed 2
4/18/2024 Gray Active 2
6/17/2024 Gray Active ! 2

While Prepackaged Reports are standard reports in the system, Public Reports are custom
reports by the NC eProcurement team that have been made available to all reporting enabled
users and may be more applicable to State of North Carolina users than Prepackaged Reports.
Public Reports can be used to meet the more specific reporting needs in the tool and can be
accessed using the Manage function in one of two places on the Sourcing or Contracts
Dashboards. The following example shows running a prepackaged report for Sourcing:

A. Under Manage on the Common Actions portlet, select Public Reports. Click on the More
drop-down menu if Public Reports does notimmediately appear.

B. In the upper right, click on Manage, then select Public Reports from the drop-down menu.

HOME CONTRACTS PROCUREMENT SOURCING MORE...~w Recent v Create v
Administration Report Search Filters
Sourcing Project ™ | Search using Title, 1D, or any other term Core Administration EM Admin
My Tasks Sourcing Library
i Event Status My Tasks Expi
Commeon Actions v W ¥ W P! Personal Waorkspace Supplier Knowledge
1
Create | Prepackaged Reports
Sourcing Project
ourcing Froject 1 B Public Reports
Sourcing Request
Contract Request (Procurement) .
Dral 7 Days
Mare Open Completed Tasks Items
Manage
Prepackaged Reports My Documents W Personal Workspace W

Title

Public Reports 1A

Core Administration

Date t Status

10/21/2025

Iﬁ Event Status Report for Weekly Ops
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e On the Public Reports page, the default view lists the report type alphabetically by Name, with
the Owner (always aribasystem) listed to the right. There is also a Quick Links section at the top.

A. Select the applicable report from the list of Public Reports and click Open.

Public Reports Show Detailed View
Quick Links e
[= Report for Services FY20 [= Purchase Order Spend [= DHHE PO Spend Report w
[= Upcoming Contract B - [= Copy of Test lease search v
Workspace Expirations ~ E Receipts with Packing Slip + = June 2023 TD PO Report for
E= Monthiy Ops - DOT ~ |= NCCCS Contracts (Al NCFS W
[= Weekly Ops - Line Counts = Aglesseinfo v
ONLY ~
Public Reports Show Details I
Name Owmer
» [0 Buying Reports™ Mona Pilande
3 Sourcing Reports™ Mari Laroza
= NCDHHS Master Contracts List Report v Jennifer E Clifton
= Vendor Participation to Sourcing Events for Inactivations Juan Cordova
[ = Detailed Sourcing Project Report ~ @ Mari Laroza
= Task Status by Type of Task Mari Laroza

B. Use the column headers to filter the results specific to your Agency or Export the data for
further manipulation in Excel.

Reporting Detailed Sourcing Project Report [ Edit ] [ Sa'.le..[ Actions ¥

Field Browser

Pivat table Chart Dashboard
Page Others

¥ Applied Filters

3720050308117 Start Date  Spanning: most recent 2 Year(s) , future 2 Year(s) Display Options Edit
Min/Max rows: 3/8

Estimated Base
Contract Value

Project Execution Start Amount (USD) Bazeline
Commaodity Organization Mame Project Id Strategy Date State Owner ] (USD)
Eljcjl:r? -rel'en'i'u'e Division of CFSP RFF 20- Lite Daniell -
PrEnEne vEen ot 5024-001-DHB WS099543228 LT 2/6/2024  Active - 490,000,000.00 490,00
health services  Health Benefits = Sourcing Dodscn
Project
'
1510 - Fuels Shay
Purchazz & Fuels-STC  Wsiiiegessos O 5116/2024  Active Shayla 146,400,000.00 244,00
W Contract Sourcing Parker
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Running Background Reports

° Users can schedule reports to run automatically — in the Background — even without being logged
into NC eProcurement Sourcing or NC eProcurement Contracts at the time. Use scheduled
reporting for:

* Hands-off reporting: Once a report is scheduled in the background, users do not have to be
logged into NC eProcurement Contracts or Sourcing when it runs. Reports can also be
scheduled to run at regular intervals on a daily, weekly, or monthly basis.

* Sending reports to recipients: Scheduled reports can be shared with other stakeholders and
project members through email. The specified recipients can be other NC eProcurement
Contracts or Sourcing users or external email addresses. The report will be delivered as an
Excel attachment so that users do not need to log in to view the data, or recipients can click a
link to log into the system to view the report there.

To schedule a Background report, follow these steps after selecting a specific report:

A. On the Refine Data page, filter the data as desired and click Background.

Clicking Run In Background from the pop-up menu when selecting a report will also initiate a
Background Report. Users without the permissions required to Save reports will not see the

option to Run In Background, and the Background button located on the Refine Data page will be
greyed out.

Refine Data

e R

Filter the data in your report by selecting values for the fields below. All reports include = date field filter. To zelect a different date field to use ac a filter, select Advanced Options. For multi-  Mare

Requisition Date (Calendar): * @ Relative date range
Time period: | Year(s) W |
Maost recent| 2 v |time periods
FJtJI’E| o W |n'ne pericds
E&include current partial year

C Fixed date range from: B oo

B. On the next page, change the Report Name if necessary, and note that the report will be
saved by default to the user’s Personal Workspace. Click Save.

You have changed this analytical report. Click Save to save your changes, or Discard to discard them

* This is a shared analyfical report. You don't have permission to madify it. However, you can save a copy in your persanal folder.

Requisition Detail ‘ b

Current Praject: | Personal Warkspace |

Report Name: *

Choose a destination folder:

I K’,' ¥ [&) Personal Workspace

m Discard

NORTH CAROLINA ePROCUREMENT

6 12/18/2025



Reporting

C. The Schedule Background Report page will display, and the user can select how often
the report should be run in the Schedule section of the page.

D. Inthe Report Details section of the page, the user can set the following:

* Number of days or runs to keep: Number of days is the amount of time results are
stored for reports that have been run. Number of runs is the number of stored results
to keep for recurring reports. For example, if the number of runs of a recurring report
to keep is 3, when the report runs for the 4th time, the oldest result will be deleted.

* Attachreport to notification email: Check the box to include an Excel version of the
reportin an email to recipients.

* Recipientusers: Click select for a list of internal users to add as recipients of
notifications when this report runs.

* Recipient email addresses: Enter a list of email addresses, separated by commas,
that will receive notifications when this report runs.

E. When all details are set, click Save and then OK on the next page, and the report will run
automatically per the set-schedule selected.

to automatically run repeatedly.

Schedule Background Report: Requisition Detail 1E

You can schedule analytical reports ta run in the background at specific times and frequencies. Once you have scheduled the background report, you de not need to be signed in when it runs.  Mars

Schedule (e

) None

© Run once as soon as possible

O Run once on: ] ®
® Run once for each pericd of: | 1 v || Weekis) v |on:| Sundzy v [at thistime: | 3:00 AM v
Effective from:| 1/8/! Effective to:| 1/8/"
Report Details (&[]
Mumber of days or runs to keep: | 3 v| (i)
Attach repart to natification email: |_| ®
Recipient users:  (select a value) [select] (3)
Recipient email addresses: (0]
P
Fields marked with * are required fields
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