The eProcurement Report
View Details of All ePro Orders in Your Entire Department/School

This Job Aid shows how to run a query (report) that displays all details about every eProcurement requi-
sition created by anyone within your department, office, or school site.

1. After logging into the PeopleSoft Financial online system, you must navigate to the Reporting Tools
page.
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2. After clicking Reporting Tools, click Query, and then click Query Viewer.
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3. Type the query name SD_SITES_EPRO_REQS into the begins with field, and then click Search:

1. Type the query (report)

name.
Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
"Search BY query Name ~  begins with SD_SITES_EPRO_REQS
Search Advanced Search
2. Then, click Search.
Click here.

4. For the “SD_SITES_EPRO_REQS” choice, click “Excel” under “Run to Excel”.

Search Results
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5. Enter the following information into the fields:
Department: Your Cost Center/Department ID no.

Req Date Greater Than: A date in the past, to begin
the time frame within which you want to see ePro or-
ders.

Req Date Less Than: A date up to today, to end the
time frame within which you want to see ePro orders.

For example, if you want to see all ePro orders created
between July 1, 2013 and Jan. 27, 2014, then those are
the two dates you should enter here.

Then, click the View Results button.
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6. If the report does not automatically open in an Excel spreadsheet, look at the bottom of your screen.
If you see the message displayed below, click either Open or Save.

Do you want to open or save SD_SITES_EPRO_REQS_2432.xls (44.0 KB) from dwatraining.sandi.net? A

Open Save |¥ Cancel

7. The spreadsheet should open in Excel. Look at the top of the screen for a possible message saying you
are in Protected View. Click to Enable Editing. Then you can filter/edit/save the report.

Click here.
31 | - SD_SITES_EPRO_REQS_2452 [Protected View] - Excel ?
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW WIEW ADD-IMNS ACROBAT
o PROTECTED VIEW Ee careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing
Al - e List sites EPROs
A =] c D E F

1 [uist sites EP =0

2 |Req ID [|Requester [rtem Descr [Line # [[Sched # |Distribution #
3 |0000236282 122930 23504 ENVISION BROWMN SINGLEFOLDFPAFEF 1 1

4 |0000236282 122930 EASY REACHER - STANDARDHANDLE 2 1

5 |0000236282 122930 FPADLOCK #531KA WS CHAIN 3 1

G |0000236282 122930 PADLOCK #231KA 4 1

7 |0000236282 122930 4030W WHITE SINGLEFOLD TOWELCABINET 5 1

8 |0000236282 122930 WHITE LANOLIN HAND SOAF 4X1GALLONS 3 1

9 |0000236282 122930 91552 KLEENEX LUXURY FOAM SKINCLEAM: 7 1
10 (0000236479 109298 FPrimeTime Program Services (ASES) as per Ac 1 1
11 |0000237941 122930 SENSOR VAC PAFER 5300 MICROFILTER B# 1 1
12 | 0000237941 122930 23504 ENVISION BROWN SINGLEFOLDPAPEF 2 1

8. To quickly and easily adjust the width of all the Excel columns, so that all the excess spaces are elimi-
nated and all the data can be completely seen and not hidden, try this little maneuver:

3. The columns are instantly
adjusted. Click anywhere to
deselect the spreadsheet.

1. Click the blank gray button 2. Hover the mouse on the
in between the A and the 1 in small vertical line that divides

the upper left corner. the A from the B, until it be-
comes a double-headed black
arrow. Then double-click.
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