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Process Name: PO Activity Report with Project Details

Eume(:atnlog]

STEP DETAIL
Sign in to Oracle Cloud through TCNJ Today app bar
Click Company Single Sign-On
1 Username: TCNJ login
Password: your password
Click Home button in upper Right corner
Click the Tools
from the scroll menu _ _ I )
2 Procurement My Enterprise Tools Configuration Others
Click the Reports and Analytics infotile
=
3 +
Click Browse Catalog from the upper
Right corner
4

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

Location /Shared Folders/Custom/TCNJ/Procurement
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In the upper right corner, click your name
then My Account

5 Si ¥ Devon Manfredo »

v [Jsh My Account ;

Bl Help Help w Sign Out

Click Preferences e _CeST Bz
Currency = Ledger Currency My Account o x
Click OK User ID: DIBELLA

Display Name: Devon Manfredo
| —
B| Publisher Preferences  Mobile Preferences  Delivery Options  Roles and Catalog Groups
Starting Page Default v

Locale {location) '&
Current Session Setting: English - United States
User Interface Language
Current Session Setting: English

7 Time Zone 4

Cuent o= ONT e LEL 3
Currency  Ledger Currency b

Subject Area Sort Order Default - Sof Z10 A%

\ OK | Cancel
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If your screen looks like this, click More from the 3 dots on the right

A

= TN G

Reports and Analytics Browse Cata

All Folders Shared Folders » [ Custom TCNJ »

8 Filter Alltypes w  Favorites Q | Clear Filte
Create ¥

Imme Created By

Madhav Jupall
TCNJ PO Activity Report with Project Details LReS

-5
Last Updated By D6/03/2020 2:54 PM

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

Type All w Sort Name A-7 w [ Show More Details

TCNJ PO Activity Report with Project Details  Last Modified 05/20/2020 12:15 PM - Owner James Mehalick
Fs with Original Amount, Invaiced Amount and Open Amount. Mo Paid Amount column included here
Cpen Edit Morew
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T[:N THE COLLEGE OF
NEW JERSEY
Enter the date range, using the calendars, you wish to view (required) ORACLE Transactional Business Intelligence
Enter the Organization = T S
Enter additional COA values as you see fit L R ity et i Prgpecticain
C“Ck OK Please Enter the Parameters
Parameters marked with =
The report will contain the fO”OWIng: * PO Date Range Between 06/01/2020 12:00:00# (4, 06/30/2020 12:00:00 A (s
PO number (&l Column Value: w
Date o Project Number (Al Column Valug: w
Account Number & Description .
’ Business Unit Between -Select Value—- w - —Select Value—- w
SqulIer Account Between —Select Value—- w - —Select Value- w
10 | Full COA
L Fund Between —Select Value- w - —Select Value—- w
ltem Description \O i g
rganization Bet —Select Value- - —Select Value--  w
PO Amount e
|nVOiced Amount Category Between —Select Value- w - —Select Value-- w
Available Amount Program Between —Select Value—- w - —Select Value- w
Received AmOUﬂt Activity Between —Select Value— w - —Selact Value—- w
PO Status Location Between —Select Value— w - —Select Value—- w
Requester’'s Name Future Between —Select Value~ w - —Select Value~  w
b OK  Resetw
Edit - Refresh - Copy
Click Export at the bottom of report to export it to excel
TCNJ 06/29/2020 TCMNJO0OD03560 1 1
11 Grand
Total
Edit - Refresh - Print - Export - Add to Briefing Book - Copy
Click Catalog to start over
Search All v Q. Advanced OTEI Help Help = Sign Qut
12
Home Catalog Favorites » Dashboards w Mew w Open v Signed In As Devon Manfredo w
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