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1.0 REPORTING BASICS, ACCESS AND OUTPUT

P2P is focused on processing purchasing transactions from start to finish. As such, P2P reports concentrate on keeping operations running smoothly
while ensuring correct transaction level controls are in place and being followed.

P2P reports are designed to help all participants effectively do their job:
P2P reports seek to answer one of two questions:
° What is happening right now that might require my attention?

L What has happened in the past?

P2P reports run in two different systems:

e PeopleSoft Production System
- System where all P2P transaction activity occurs
- Provides reports that require up to the minute information

e PeopleSoft Reporting Database
- Specially designed reporting system for generating large reports and reviewing many months of history without slowing down Production
- Includes reports with a historical focus
- Updated nightly from PeopleSoft Production System

(” 1. Same PeopleSoft User IDs and passwords as PeopleSoft Production System

3

Report Access:

Based on a userds P2P role(s). See reporting matrices to determine access
Report Output:

Dates:

Reports with date parameters are limited to 3-month or 1-year periods at this time so users may need to run multiple reports to capture all data.

Export:

Reports can be exported into Excel for further review and analysis or into PDF for onscreen viewing or printing.
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|. P2P REPORTING OVERVIEW
2.0 PROCUREMENT DEPT CODES & WEBLINKS IN TERACTION

Procurement Dept Code is the driver for majority of P2P reports.
- Users should become familiar with assigned Dept Codes prior to generating P2P reports.

Procurement Dept Code:
- Assigned by the Department to every Requester during user set-up

* Represents the Requesterbés fihomed HR Department Code but there may
* Attached to every Requisition entered in P2P by a Requester, and can not be changed on a transaction basis.

* Follows the Requisition through its lifecycle from Requisition to Purchase Order, Receipt, and Voucher.

- Used in reporting on Department activity
*Passed into WebLinks and appears on the GL Transaction Detail to quickly identify P2P transactions.

ﬂ If a Requester changes departments their old transactions do not get remapped to their new department but rather remain as is. From the
time of their move onwards all new transactions they enter will assume their new department code.

P2P Interaction with Weblinks:

- Interaction provides departments a complete view of the purchasing lifecycle.
*P2P is the source of detailed information about an individual purchasing transaction such as a Purchase Order.
*Weblinks is the source of the GL accounting activity for an individual purchasing transaction

-Department Administrators should continue to use WebLinks for financial management reconciliation/verification purposes (e.g. liens and expense against
Fund/DPA).

*P2P complements this activity by providing an enhanced view into transaction level details previously not available to the majority of staff perform-
ing the reconciliation/verification function.

@ For more details on reconciling see:

— Verifying in P2P job aid: http://cpbc.ucsf.eduffiles/Verifying Job_Aid.pdf

WebLinks GL Transaction Detail Rollup Template: http://acctg.ucsf.edu/OLFES/trainingarchives/jobaids.htm
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3.0 HOW TO GENERATE REPORTS

P2P reports are generated in one of three ways, depending on the information needed to build the report
I Run Control ID (a private set of stored search criteria)
1. Inquiry (a search for one single transactions)

Il. Query (a large data export)

Although reports appear differently, the main elements are the same.

You tell the system the criteria (e.g., Dept Code) and the format (e.g.,Excel, PDF) for the information you need.

Updated 9/24/2009
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3.1 RUN CONTROL ID8 CREATE OR FIND EXISTING RUN CONTROL ID

@ A Run Control is a private set of stored search criteria. They are private in the sense that no other PeopleSoft user can view your run controls.

Create a new Run Control ID: Find an existing Run Control ID:

Eind an Existing Yalue Add a New Value | 1 Find an Existing Value Add a New Value
Run Control ID: |ActiveReqs| 2 Search by: Run Control ID begins with
[]case Sensitive
add |3

2| Search | Advanced Search

Find an Existing Yalue | Add a Mew Value

Search Results

Al First [q] 1-15 of 15

1. Select Add a New Value tab.

2. Type a name of your choosing in Run Control ID . such as
AAct i veddad seany spaces 1. Select Find an Existing Value tab.
3. Click [Add] to add Run Control ID and open Report Request

2. Click [Search] to display all previously created Run Control IDs.
Parameters page.

3. Select specific Run Control ID_from Search Results list to open
Report Request Parameters page.

@ Name convention for run control ID should be something that will prompt memory of the report when searching for report at a later time
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3.1 RUN CONTROL IDd BUILD REPORT

From the Report Request Parameters page within your selected report.

Output Type Run E
Active Reqs by Requester O Standard
2 & Window Pracess Monitor

Run Control Il ActiveRegs O Excel Report Manacer

Report Request Parameters
‘Dept Code: aTe436 QO

(include Child Dept Codes

Requester: Q

F| UpdateDisplay

B save | [Es 2l

1. Enter report criteria in select fields. Asterisk (*) indicates required fields; all other fields are optional.

2. Select Output Type as Window (PDF) or Excel.

3. Click[Run] t o build report. fAProcessingod message flashes in upper right corne

f”" 1. Report may not open if popup blocker is installed. Configure popup blocker to allow files from PeopleSoft or use the Standard Output Type
7 illustrated in Appendix A
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3.2 INQUIRY

An Inquiry is typically the method for searching for a single transaction.

Furchase Order Inquiry
Enter any infarmation you have and click Search. Leave fields hlank for a list of all walues.

Find an Existing Value
/ Business Unit: = w luCsF Q

PO ID: cantains w |DDE|EI1 8a83

Contract SetiD: beoins with w | Q
Contract ID: beoins with w | Q
Release Number: = v |

Purchase Order Date: | = v | E|

1 < PO Status: | | | v|
Short Vendor Name: | bedins with » |

Q
Vendor ID: beging with w | Q
Buyer: beging with w | Q
Buyer Name: heging with » | Q
PO Type: = v | v

K [ case Sensitive

2 Search | Clear | Basic Search B Save Search Criteria
1. Enter search criteria.

2. Click Search. Results are displayed.

Search Results
First [4] 1-10 of 10

Hold From
Business|pg 1p c"""“t Contract Release Purchase |, gz |short vendor Name [Vendor ID  [Name 1 Purchase Order Reference Further
Unit Setllll 1D Number Order Date Processing

UCSF 0000185839 UCSF  (hlanky 0O 07/03/2008 Dispatched AEROXCORP-003 0030023287 MEROK CORPORATION SFMATIE General Onling Sre From Reg 0002000433 M
UCSF 0000185838 UCSE  (hlanky 0O 070372008 Dispatched KERCKCORP-003 0030023232 XEROX CORPORATION BUYERSD General (hlank) i}
UCSF ooooq185837 UCSF  (hlanky 0O O7i03r2008 Dispatched MEWENGLAND-001 0030014847 MEW EMGLAND BIOLARS, INC BUYERSO General (blank) i}

3. Locate your transaction in Search Results , and click hyperlink to view.
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3.3 QUERY

A query is the tool used to provide large data exports.

ﬁund From: Ii '

Fund To: Ii &)
DPA From: Ii Q
DPA To: [ a
Program Code: Ii o]
Dept Code: Ii ')
Include Child Dept Codes [ ]
NCA From: Ii &'}
NCA To: [
Req ID: [ ]
Date From: Ii EI
Date To: Ii El

2 Wiew Results I

1. Enter the needed search criteria

2. Click [View Results]

E|1 EIDfSEl

/- Dept Requisition Requisitiol Approval Unit of Vendor em Total
IE MEndertiame “-
Calendar for OFFICEMAX - A
sgae7s -2 SNSAOT oogooooons Fellouris,Mara  02/25/2008 BOSE et 1.0000 EA CLNDRWALL ERASABLE B1392 17.500
2 800674 3094 ooooonooss 1 SNOWRAIANNE panasnne v AIRGAS, NCN 1.0000 EA SEIET 2 GUIES [PEFSEE] PUGHE BEHE FUIRELLE | o rmepE-aa 1.640
F. ' Instant Hand Sanitizer (24 Per Case)
3 gOO6T4 3094 0000000055 | BNSSHEEIGTE | Gemremms [ |HIShER 1.0000 EA Masking Tape 234, 102 in. x 60 vd. 1/EA 18047257 2170
P SCIENTIFIC
Snowball Anne OFFICEMAX - A
. < 4 899674 3095 ooooooooss 1 2 oszizons v plEIEEMAC R o 10000 BX JACKET,DOC EXP,CRMNRLK,BE F172288 30.920
Snowball Anne OFFICEMAX - A )
5 89674 3085 ooooooooss 2 o 03032008 ¥ oo ey 30000 RL TAPE MASKMNG, 1XE0YD, 36/CT ABZE00-18 1.890
Snowball Anne OFFICEMAX - A )
6 899674 3085 ooooooooss 3 o 03032008 ¥ ooy 1:0000 PK PAD,EAS,FPOST-IT,GRID, 2P K P3560 31.800
Snowball Anne OFFICEMAX - A
7 899674 3085 ooooooooss 4 o 03032008 ¥ on e gy 1.0000 CT EASEL,PAD PLM,27H34 2/CT P30OMAT281 20,750
Snowball Anne OFFICEMAX - A
\ 8 899674 3085 ooooooooss 5 o ozoazoos v on L e ey 20000 ST EVERBOLD FLIPCHART MARKERS 3PK MZ229939 7.260

3. The results will generate and open.
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A’ op Management Reports i Recommended reports for Department Managers to run on a regular basis

AReview Purchase Order Activity T Reports run by Department Buyers to review Change Order/Match Exception Activity & assist with SAS112 com-
pliance

A/Ionitor Receiving Activity - Reports to run by receivers to help manage payment to vendors

A/Ionitor Workflow and Department Business Process T Reports run by Managers to monitor workflow, workload and Department business proc-
esses
A/erify and Reconcile Purchasing Activity i Reports run by Reconcilers/Financial Analysts to verify and reconcile purchases

A/Ianage Individual Transactions 1 Tools to review individual transactions, assist with receiving, ship-to addresses and printing of transactions
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1.0 TOP MANAGEMENT REPORTS
Top Management Reports
Report Mavigation Type Description Example Use User Access to Report
FRequester | Self Approving | Default | AdHoc | Receiver Dlept: Fleviewer | Wiewer Frozy
Fequester Appraver | Approver Buyer Approver
Transaction Repoding Database = Run  |Total humber of Requisitions, POs Feview and compare volume of P2P W % W W W W
Summary eProcurerment = Manadgement | Contral (and Receipts pracessed in P2P activity for defined time periods.
Repors = Transaction during a defined date range.
Summary
Redquisition Froduction = ePracurament = Query  |Listing of Reguisitions for & defined  [ldentify previous purchases to easily W H W H H H H H H
Summary Requisition Reports = date range. Searchable by Reg Mame, [duplicate arders or determine if order
Requisition Summary endor, Requester or ltem already placed
descriptian.
PO Expediting Froduction = eProcurament = Run  |Listing of PO details far all POs nat Run daily to manitar outstanding (not u X u u u X X X X
Fepart Furchasing Reports = PO Contral |received for a defined Dept Code or  |received) POs and to proactively
Expediting Report Fequester. mManage receiving process.,
Pending Production = eProcurement= | Query  [Summary of Default Approvers and Ad [Run weekly to monitor workflow and o b b o o o
Approvals Requisition Reparts = Pending Hac Appravers with pending identify hottlenecks in approval
Summary Approvals Summary approvals, listed by Approver and age. [process.
Missing Receipts |Production = eProcurement = Run  |Listing of POs invoiced but not Fun daily to monitor overdue receipts % W % W W W W W W
Receiving Reparts = Missing Caontral [received. POs appear on repart 5 causing match exceptions and
Receipts calendar days after voucher has heen [delaying Yendor payments.
recorded.
PO Status by Repoding Database = Run  |Summary of Change Order activity for |Run weekly to monitar Change Order W % W W W W
Buyer eProcurerment = Purchasing Cantral [Department Buyers for & defined date [activity by Department Buyers. (Review
Repors = PO Status by Buyer range. Includes CPBC Buyers linked  [reports under Monitar Change Order
to department's POs. Activity.)

Purpose: Recommended reports for Department Managers to run on a regular basis.

Report = Report name
Navigation = Path to find report in P2P
Type = Run Control, Inquiry or Query

Description = Report content
Example Use = Reasons for generating report

User Access to Report

= X indicates which roles have access to report

Updated 9/24/2009
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1.1 TRANSACTION SUMMARY

Navigation: Reporting Database > eProcurement > Management Reports > Transaction Summary

Pagel2

UGSk

University of California, San Francisco
Transaction Summary

Page: 1
Run Date: 121472007
Department Code: 276436 - BIDCHEMISTRY & BIOPHYSICS Run Time: o1z
Report Period: 11-01-2007 to 11-30-2007 User: SFP2PJS {Jordin Sparks)
User & Dept Code Requisitions Purchase Orders Receipts
Dept Code Total Lines Avg Total Lines Avg Lines Avg
276436 - BIOCHEMISTRY & BIOPHYSICS 17 46 27 24 41 17 23 21

Output Notes:

Arotals will not equal each other across transactions for a given time period due to multiple POs generated from one Requisition and Receipts

may not be recorded in the same time period.

Mata shows requisition, purchase orders, and receipts information on PO line level.

Updated 9/24/2009
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1.2 REQUISITION SUMMARY

Navigation: Production > eProcurement > Requisition Reports > Requisition Summary

Download results in . Excel SpreadSheet CSY TextFile {10 ki)

]1-100f10 7]
Requigition Hame HEniiniing roval Date (On PO Vendor Name T Vendor ltem ID
q 1D App Measure
0 |zrmay  |EIHEAIIN GG 000000377 1 SmithDanal.  04mi;zoos v ofPICEMAK-ABOISE 1.0000 ST HILIGHTER ZAZZL 10PKAST  M271111 B.140
supply COMPARNY

7 276436  blackbum lab 0000000533 1 LiShang D4AEO0E ¥ VR INTERMATIONAL, ING. 1.0000 GA CLORGY BLEAGH ULTRA 8507, 37001-060 13 450
3 276436 Blackburn D00O0OD&64 1 CheonJoshua . D4MSGO08 Y WWR INTERNATIONAL, ING. 1.0000 EA GLASS BLANK FIS25 - 35X430M 27372762 19,850
4 276436 Blackburn 0000000564 2 CheonJoshua 5. DAMSG008 Y WWR INTERNATIONAL, ING. 30000 EA GLASS EARED F/G75 - 35X430M 27372-764 88310
5 276436  BlackburnOficeMax 0000000595 1 LinJue D4i2413008 ¥ ggﬁgmﬁx-mm% 1.0000 ST MARKER SHARPIE ASST 6T N232270 10.850
B 276436 DlackbumOficeMa 0000000535 2 LinJue 42472008 ggﬁgm&x-mm% 20000 ST SHARPIE UF GOL 12 PK N23T1TS 14.820
7 276436  BlackbumOfficeMax 0000000585 3 LindJue 04242008 ggﬂgimx'mo'% 1.0000 EA BOARD,ORGANIZER 3X2 J4FP32 B9.570
B 276436  BlackbumOfficeMax 0000000595 4 LinJue DZHZ008 Y 831;‘;5&“\?“'”0'% 10,0000 EA PEMCILMECH, BE, ShM N4PD345TC 35.400
O 276436  BlackbumOficeMax 0000000585 5 LinJue 04242008 ¥ ggﬁgm\;}x-mm% 5.0000 T8 LEAD,REFILHE, 5MM12TB  N4G525-HB 3.250
10 276436 BlackbumOficeMax 0000000585 6 LinJue 42402008 ggﬂggﬂf'”o'% 4.0000 B PROTECTORSH 11X8.5CR  L274106 20,600

Output Notes:

A Report is generated at Requisition Line level.

A Requisition Name convention is key for this report.

A 0onPO=Y means Requisition has been converted into a PO. N means Requisition is not yet a PO.
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Pagel4

1.3 PO EXPEDITING REPORT

Navigation: Production > eProcurement > Purchasing Reports > PO Expediting Report

Department Code:

University of California, San Francisco
PO Expediting Report

278436 - BIDCHEMISTRY & BIOPHYSICS (Including Child DEP Codes)

Page:
Run Date:
Run Time:
User:

1
T/20r2008
15:14

CSTSTMW (Walsh,Mary E.)

Aprv Date Req ID Ln

0a-08-0&

0a-08-0&

07-30-DB

0a-20-DB

11-07-08
11-18-D8
11-24-DB

12-03-DB

03-02-08

03-17-08

03-17-08

03-24-D0

04-22-00

04-22-00

REGUISITION DETAILS
Requester

00DDDD1108 1 Piceini,Judith D.
00DDDD1108 2 Piceini,Judith D.
0000001833 1 Melille Mayra
00000024881 1 Listerman.Imike
00DDDDEA33 1 Listerman.imike
00DDDDE205 1 RowleyMargot
0000008542 2 Melille Mayra
00DDDOT7052 20 Wemmer Kimberly A
00DDD11803 1 Matsuguchi, Tetsuya
00DDD12774 5  Romano,Ronald G.
0DDDD12774 10 Romano,Ronald G.
000001231287 Mehille Mayra
00DDD14532 1 Matsuguchi, Tetsuya
0000014530 1 Breganza.Juan A

Output Notes:

To Do To To I

Dept Code
278438

278438
278438
278438

278438
278438
278438

278438
278438
278438
278438
278438
278438

278438

PURCHASE ORDER DETAILS

Status
Dispatched

Dispatched
Dispatched
Dispatched

Partially Recy
Partially Recy
Dispatched

Partially Recy
Dizpatched
Partially Recy
Partially Recy
Partially Recy
Dizpatched

Dispatched

Data is sorted by Requisition approval date.

PO Date
DB-DE-08

DB-DE-08

D7-30-08

DE-26-08

11-07-08
11-16-08
12-01-08

12-03-08

D3-02-09

D3-17-09

03-17-02

D3-24-09

D4-22-09

D4-24-09

PO ID Ln
DDD0135418 1

DDDD0135418 2

DDD0138840 1

DOOOi3a022 1

DOD0191886 1
DOO0192852 1
DODD0193385 1

DODO193867 3

DOD0199841 1

DD0000917 5

0000200917 10

DDO0201480 7

DOD0203847 1

DOO03852 1

Updated 9/24/2009

Buyer

Garzota, Armando P

Garzota, Armando P

Mack,Linda M.

Michiig,Michoias M.

Garzota, Armando P
Garzota, Armando P

Palma,Daisy L.

Garzota, Armando P
Garzota Armando P
Garzota, Armando P

Garzota Armando P

Palma,Daisy L.

Garzota, Armando P

Michiig,Michoias M.

Pnd Appv = PO awaiting CPBC approval; Dept follows-up with CPBC.
Sourcing = PO awaiting manual sourcing in CPBC; Dept follows-up with CPBC.

Vendor

OFFICEMAX - & BOISE
COMPANY
OFFICEMAX - & BOISE
COMPANY

OFFICEMAX - A BOISE
COMPANY

VWR INTERNATIONAL,

INC.
INVITROGEN CORP

FISHER SCIENTIFIC

OFFICEMAX - A BOISE
COMPANY

VWR INTERNATIONAL,

INC.

OFFICEMAX - A BOISE
COMPAMNY
OFFICEMAX - A BOISE
COMPAMNY
OFFICEMAX - & BOISE
COMPAMNY
OFFICEMAX - A BOISE
COMPAMNY
OFFICEMAX - A BOISE
COMPAMNY

MPE COMMUMICATIONS

INC

Dispatched = PO dispatched to Vendor; Dept contacts Vendor to check on shipment status.

ltemn Description Gty UOM
PLATE,10-1/4 PAP_125/PK 1 PK
FORKS, 1000PK. BE HVY MD'W 1 PK
PACK.KLEENEXMULTICONY 2 CT
DIGITONIN 100MG 1 EA
LE DB3.1 COMPETENT CELLS 1 EA
TURBO DMA FREE KIT 2 EA
TOWEL,C-FOLD.WE,DMMD EMB 1 CcT
LAMP TUNGSTHN-HALOGN ESE 3 EA
8 20W

52% CD-R 100 P¥ SPINDLE 1 PK
BOX FLDR,LEATHR,2PK 1 PK
PEM,GZPRO,GELRT.FN 1 EA
CLNR.DSHWSH.PALMOLINVE 1 EA
BRO,RLRD4PLY BK,22¥2B25 2 BX
MPEC Visible Fiore Laser Series 1 EA

Partially Recv = Receipt has been recorded for some items on PO; Dept follows-up with Receiver and Vendor for remaining items.

Amount
3B

32EBE
4384
3705

1680.72
189.20
16T

6243
13.38
4.08
242
14.86
23.88

15,200.00

ShipTe ID
2005101

oosi01
00253124
0025318

0025318
2002MN3T4
0025312

J002MN3TE
0025318
0252226
300252226
0025312
0025318

2002N418
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1.4 PENDING APPROVAL S SUMMARY

Navigation: Production > eProcurement > Requisition Reports > Pending Approvals Summary

Pending Approvals Cus tan||._|-|Flrui| i alll i Firat %0 4-4 of 4 L7 | ast

BIDCHEMISTRY & BIOPHYSICS SFPZPJT  Jasmine Triasi

BIOCHEMISTRY & BIOPHYSICS SFP2ZPPA  Paula Abdulf
BIDCHEMISTRY & BIOPHYSICS SFP2PRJ Randy Jackson]
BIOCHEMISTRY & BIOPHYSICS SFP2ZPSC  Simon Cowell5

Output Notes:

Alick icon next to Approver 6s Name to view pe Rehdingdppmovalp Detalsa lissingf or a speci f
Aorill down into the Req Inquiry page to find the Requisition Line Details
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1.5 MISSING RECEIPTS

Navigation: Production > eProcurement > Receiving Reports > Missing Receipts

University of California, San Francisco

Missing Receipts

Page: 3
Report as of: 2008-07-20T03:26:08 PM Run Date: 2002-07-20T03:28:08 PM
Business Unit: UCSF Run Time: 226 PM
Dept Code: 27E438-BICCHEMISTRY & BIDPHYSICS (Including Child Dept Codes) User: CETSTMW-Walsh, Mary E.
Exception Owner Exception Details
User ld Mame Dept Code Default Default Age  Voucher Voucher  Vehr P2P Type PO d PO Vendor
Buyer Approver Entered Id Ln Ln
Date
SFBCPKT  Saeteum Koy Y. 278436 BIOCHEMISTRY SFBCPJB SFBCRIB 5 O715z2008 Zn1esirz 1 P2P-Catalog 0000210530 1 FISHER SCIENTIFIC
& BIOPHYSICS
SFBCPKT  Saeteum Koy Y. 278436 BIOCHEMISTRY SFBCPJB SFBCRIB 5 O715z2008 Zniesirz 2 P2P-Catalog 0000210530 2 FISHER SCIENTIFIC
& BIOPHYSICS
SFBCPKT  Saeteumn Koy Y. 278436 BIOCHEMISTRY SFBCPJB SFBCFRIB 5 0752008 Zniesire 3 P2P-Catalog 0000210830 3 FISHER SCIENTIFIC
& BIOPHYSICS
SFBCPCH  Ho,Chi-min 278436 BIOCHEMISTRY SFBCPJB SFBCRIB 5 O715z2008 Z01e33de 1 P2P-Catalog 0onozi10828 1 OFFICEMAX - A BOISE
& BIOPHYSICS CONPANY
SF044383  Rowley Margot 278436 BIOCHEMISTRY SFBCPAG SFBCPAG 5 O715z2008 0183374 1 P2P-Catalog 0000210800 1 SIGMA-ALDRICH INC
& BIOPHYSICS
SFBCPJE  Breganza.Juan A 278436 BIOCHEMISTRY SFBCPAG SFBCPPE 0 OF2072008 02559158 1 SR-Senvce 0000205604 1 UNIWERSITY HEALTH
& BIOPHYSICS NETWORE

Output Notes:
A Lists POs with Voucher entered against them which are not yet received in P2P.
Data is sorted by age from oldest to newest based on Voucher Entered Date.

A

A Receipts required for Vouchers with Invoices sent by Vendors electronically (i.e. EDI) do not appear on this report for 5 days after processing to
give Departments reasonable time to enter Receipts.

A

Exception Owner = Requester who entered original Requisition.
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1.6

PO STATUS BY BUY ER

Navigation: Reporting Database > eProcurement > Purchasing Reports > PO Status by Buyer

Pagel7

UGSk

University of California, San Francisco
PO Status by Buyer

Page: 1
Run Date: 972272008
Department Code: 276436 - BIOCHEMISTRY & BIOPHYSICS (Including Child Dept Codes) Run Time: 10:45
Report Period: 06-22-2008 to 09-22-2008 User: CSTSTJH (Holm,Jacqueline G.)
PO Status
Dept Code Buyer ID Name Open Pend  Apprvd Disp Canc  Closed  Total Change Ord
276436 BIOCHEMISTRY & BIOPHYSICS SFBCPAG Garzota,Armando P. 0 0 0 135 0 14 148 0
SFBCP.JB Breganza,Juan A. 0 0 0 117 0 52 169 2
SFCSSLM Mack,Linda M. 0 0 0 4 0 0 4 0
SFMATDH Holmes, Dianne S. 0 0 0 1 0 0 1 0
SFMATGC Cox,Glaria A 0 0 0 1 0 0 1 0
SFMAT.JB Burnett. Julie L 0 0 0 1 0 0 1 0
SFMATNM Michlig,Nicholas M. 0 0 0 5 0 0 5 0
SFMATPL Lee Peter D 0 0 0 3 ] 2 5 1
Total 0 0 0 267 0 68 335 3

Output Notes:

T To To o I I» To To

Department Buyers and CPBC Buyers appear on this report.
Open = PO created but not sourced.

Pend = PO sourced but not approved by CPBC.

Apprvd = PO approved but not dispatched to Vendor.

Disp = PO dispatched to Vendor.

Canc = PO cancelled.

Closed = PO has been matched and closed.

Change Ord = Number of change order processed by Buyer.

Updated 9/24/2009
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2.0 REVIEW PURCHASE ORDER ACTIVITY
Review Purchase Order Activityr
Report Nawvigation Type Description Example Use User Access to Report
Requester | Self Approving [ Default | AdHoo | Receiver Diept Fleviewer | Viewer Py
Flequester Approver | Approver Buyer Approver

PO Change Order |Reporing Database = Query |Line by line detail of all changes Review line by line detail of all W W W W W %

eProcurement = Purchasing made to PO, changes made to Purchase Qrder

Repors = PO Change Order during selected period.
FO Details not Reporing Datahase = Query |Listing of POs for a defined date |dentify POs with Change Order Activity ¥ W w w w »
including Liens eProcurement = Purchasing range and set of chartfields. Includes [during selected period.

Repors = PO Details Mot vendor and itern details.

Including Liens
Manual Sourcing |Production = eProcurement = Query  |Listing of Reguisitions routed ta Manitar warkflow of Reguisitions W o H H H W
Ading Purchasing Reparts = Manual CPBC, listed by CPBC buyer and routing thraough CPBC and identify

Sourcing Aging Reguisition age. bottlenecks in process.
PO Activity Production = Purchasing = GQuery  |Details of related PO fransactions. Review individual transactions. W ¥ }{ W }{ W ¥ W ¥
Summary Purchase Crders = Review PO

Infarmation = Activity Surmmary
Fending Match Production = eProcurement = Run |Pending hatch Exception Aging Review match exceptions by date ¥ ¥ ¥ ¥
Exception Aging  [Fayables Reports = Pending Contral |Repart as of current date

Match Exception Aging
Spec Request Fraoduction = ePracurement = Query  |List outstanding Special Regquest Run daily ta manitar and manage H o H W
Match Exception  |Pavables Repoarts = Spec Match Exception by Buyer 1D special request match exceptions

Request Match Exception
FO Expediting Fraoduction = ePracurement = Run  |Listing of PO details for all POs naot Run daily ta manitar outstanding {nat H o o W o H o H W
Repart Furchaszing Reparts = PO Contral |received fora defined Dept Code ar - |received) POs and to proactively

Expediting Repart Reguester, manage receiving process.
PO Btatus by Repaoring Database = Fun  |Summary of Change Order activity for |Run weekly to monitar Change Order W W » w w »
Buyer eProcurement = Purchasing Control |Department Buyers for a defined date |activity by Department Buyers. (Review

Reparts = PO Status by Buyer range. Includes CPBC Buyers linked  |reports under Monitor Change Order

to department's POs. Activity )

Purpose: Reports run by Department Buyers to review Change Order & Match Exception Activity.

Report = Report name
Navigation = Path to find report in P2P
Type = Run Control, Inquiry or Query

Description

= Report content

Example Use = Reasons for generating report

User Access to Report

= X indicates which roles have access to report

Updated 9/24/2009
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2.1 PO CHANGE ORDER

Navigation: Reporting Database > eProcurement > Purchasing Reports > PO Change Order

1 11-18 of 18 | r
I A E R T
SIGMA-ALDRICHING MU'EMMANENNa. 451403 10000198885 Eﬁﬁ;ﬁ:&‘g’;‘;&g’; Amount | 313 |
2 |SIGMA-ALDRICH INC ﬂf‘”’”'”a”a"“a 181403 (0000198886, 1| 1 Egﬁ;ﬁ:&‘:ﬂ‘&r{; 051412009 1 gf‘”’”'”a”*“"a Amount|341.17
3 |siGMA-ALDRICHING MurenManenna 161403 0000198886 1 123%‘12:;':’:&”5:’; 0 Price (313
4 |SIOMA-ALDRICH ING MurehManenna |1g1403 10000199886 1 123&5;:;'3’:2:;”;; 051142009 1 MUEhMaNEnna. e 134147
5 |FisHER SCIENTIFIC ﬂf—'mh"‘”a”a"“a 181403 (0000199714 7 15'5335{'5';;?[“9 0 Amount|147.34

Output Notes:
Changes to a PO are displayed from oldest to newest.

Change Order # = The number of the Change Order. 0 is used to represent the value on the original, non-changed PO. For example, Change Or-
der 1 is the first Change Order, 2 the second and so on.

Change Made By = Person who entered the change in P2P.
Field = Field that has been updated. Note that Amount = total dollar amount of line while Price = unit price.

To Do o o Do

Change Value = Value of changed field after change. When Change Order # = 0 this represents the original value.
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2.2 PO DETAILS NOT INCLUDING LIENS

Navigation: Reporting Database > eProcurement > Purchasing Reports > PO Details Not Including Liens

Output Notes:

Mata is at the chartfield level. If a given PO line is split into multiple funds it will appear more than once on this report. However, the QTY will represent
how much is being paid for with each fund and will sum to the total of the line.

A0 Sstatus =
Open = PO created but not sourced.
Pending = PO sourced but not approved by CPBC.
Approved = PO approved but not dispatched to Vendor.
Dispatched = PO dispatched to Vendor.
Cancelled = PO cancelled.
Closed = PO has been matched and closed.
Mistribution Line Status
Closed = Specific distribution line (i.e. chartfield level) has been matched and closed.
Open = PO is still an active document.
Cancelled = Specific distribution line has been cancelled.
ASelect Include Change Orders in search criteria to list POs that have been updated during selected date range.
ASelect Include New Purchases in search criteria to list new POs that have been created during selected date range.

Updated 9/24/2009














































































































































































