
 

1 
 

TCNJ Today 

STEP DETAIL 

1 

Sign in to Oracle Cloud through TCNJ Today app bar 
Click Company Single Sign-On 
Username: TCNJ login 
Password: your password 
Click Home button in upper Right corner  

2 

Click the Tools  
from the scroll menu  

3 

Click the Reports and Analytics infotile 

4 

Click Browse Catalog from the upper  
Right corner 
 

5 

Using the folders on the left,  
follow this path to arrive at the Procurement Reports 
 
 
 

Process Name: PO Activity Report with Project Details 

 

http://today.tcnj.edu/


 

2 
 

TCNJ Today 

6 

In the upper right corner, click your name  
then My Account 

7 

Click Preferences 
Currency = Ledger Currency 
Click OK 

http://today.tcnj.edu/


 

3 
 

TCNJ Today 

8 

If your screen looks like this, click More from the 3 dots on the right  

9 

If your screen looks like this or you land on this screen after clicking More, click Open 
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10 

Enter the date range, using the calendars, you wish to view (required) 
Enter the Organization 
Enter additional COA values as you see fit 
Click OK  
 
The report will contain the following: 
PO number 
Date 
Account Number & Description 
Supplier 
Full COA 
Item Description 
PO Amount 
Invoiced Amount 
Available Amount 
Received Amount 
PO Status 
Requester’s Name 

11 

Click Export at the bottom of report to export it to excel  

12 

Click Catalog to start over  
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