How to run the Requisition and Purchase Order Report

The TU_BC_REQ_PO_Listing report will show you a combined report for Requisition and Purchase order related information.

Navigate to TU Reporting, and select the tile for TU Campus Reporting.
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Select the Requsition Purchase Order Listing report here:

[ Reporting Dashboard

4 Budget Summary Reports 4 Transaction Details Reports
Cost Center Reports (Formatted Report) Pcard expense reports
Multiple Cost center prompis separated with commas () Mulliple Cost center prompts separated with a semi colon (;)
Dept Cost Center Budget Summary by Account Pcard Expense Report Completed
Dept Cost Center Budget Summary by Parent Account Pcard Expense Report Pending
Grant Cost Cenfer Budget Summary by Account Pcard not on Expense report
Grant Cost Center Budget Summary by Parent Account Travel Expense reports

Mulliple Cost center prompts separated with a semi colon (;)

Project Cost Center Budget 5 by Ac b
o= ost enter Budget summary by Accoun Travel Expense Report Completed

Project Cost Center Budget Summary by Parent Account .
Travel Expense Report Pending

Multiple Cost center prompts separated with a semi colon (;)| | TU Travel Authorization Campus Version

Department Budget Balance Child Account Report General transaction reports

Department Budaet Bal Parent A t Report Multiple Cost center prompts separated with a semi colon (;)
epartment Budget Balance Parent Account Repo
L 9 P Revenue Expenses All Transaclional Details Repori

. Divisional Summaw Rollups Revenue Expense Summary Transaction
Invoices Pending Report
Invoice Expense List Report

Budget Adjusiments Repori

Divisional Summary_Rollups
Divisional Self Support Fund Defailed Summary (MAT)
Divisional Self Support Parent Budget Summary

. _ Transactional Reports Dashboard
Divisional State Fund Detailed Summary (NAT)

Requisition/P0 Reporting

Divisional State Fund Parent Budget Summary Mulfiple Cost canter prompts separated with a semi colon ()
Divisional Agency Fund Detailed Summary (MAT) o baar

Divisional Agency Fund Parent Budget Summary I Requisition Purchase Order Listing I

Divisional Auxiliary Fund Detailed Summary (NAT) equisitions Isting campus repos

Divisional Auwiliary Fund Parent Budget Summary Requisitions not on PO (Al staluses campus)

Divisional Grants Fund Detailed Summary (NAT) Requisitions not on PO Workflow

Divisional Grants Fund Parent Budget Summary Foundation Reimbursement

Account Summary by Div and Cost Center Rollups Foundation Payroll Reimb t Report

Account Summary by Div and Dept Cost Cenfer Foundation Operation Reimb t Report

Account Summary by Div and Grant Cost Center
Account Summary by Div and Grant Cost Center LTD 4 Fund Balance Reports

Account Summary by Div and Project Cost Center Mulfiple Source code prompts separated with commas ()
Account Summary by Div and Project Cost Center LTD Fund Balance by Source Code

Follow the prompts;

4 Campus OSPR_SPAR Grant reporting
Multiple Cost center prompts separated with a semi colon {3)
*=3eparated with comma
Grant Balances for closing Grant
Grant Budget Journal Listing
Grant Cost Center FY BDGT Bal by Acct
Grant Cost Cenler FY Expense BDGT Bal
Grant Cost Center Listing
Grant Cost Cenier PTD BOGT Bal by Acct
Grant Cost Center PTD BDGT Bal by Parent Acct
Grant Cost Center PTD BDGT Bal MoAcct
Grant Rev & Exp Journal by Cost Cenfer Range
Grants Expense summary with budget revisions (Year)
Grant Cost Center Summary P Report Prioryt *

4 COA Reports (Data Exports)

Cost Center Report-Campus
Initiative Report
Source Report Campus

The default date range is set for the current fiscal year. It can be changed to another date.

Type in your cost center.

If you want to run multiple cost centers, separate them with a semi-colon ( ;)

The other boxes are optional.
Click OK.

@ TU_BC REQ PO _Listing

* Budget Date Between 07/01/2022 [i~ 06/30/2023
* Cost Center Code 12350 v
Account-not required Batween --Select Value— w - --Select Value-- w
Requisition (All Column Value:w
Purchase Order Number (Al Column Value:w
Supplier (All Column Value:'w
OK | Reset v

Edit - Refresh - Copy
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Facilities Management

Home  Catalog Favortes

4 Accounts Receivable

AR Transaction Detail
TU Customer Details Report

4 Campus Di

Multiple Cost centers separated with a comma (,)
Project Cost Center Summary P Report Priort
4 Campus Inventory Coordinator

FA Active Asset Detail Campus Version Report
FA Refired Asset Detail CampusVersion Report
4 Payroll
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The report will populate:

Here you will see all types of related fields that are a part of your Req and PO information.

& TU BC REQ PO Listing Home Catalog Favorites v Dashboards ¥ Create v Openw 9

TU_BC_REQ_PO_Listing

ost  Cost Natural  Natural Purchase

C . . "
Boct™ & Comor Comor  Accoun Accoum  Requisiion  Suppler PRI BOUen Senen Requesor Daparmen Srdiesed Qocument Approvl onier™ - Lot
8/2/2022 1002 12350  Music 606148  Maintenance REQO0000384 Jasons 0000001419 On-call 8/2/2022 Lanahan, 12350- 35000.0 Approved 8/2/2022 TOWO0000241 Maintenance
& Repair- Music piano tuning 2:30:23  Julie Music 3:26:41 & Repair
Equipment Center #TU 1706 PM PM Equipment
7M1/2022 1002 12350  Music 608148  Maintenance Jasons 0000001419 Lanahan, 12350- 0000011968  Maintenance
& Repair- Music Julie Music & Repair
Equipment Center Equipment
Edit - Refresh -PrintAdd to Briefing Book - Email - Copy
4 »
At the bottom left of the page you have the option to Export.
If you want to export to Excel, select Export, Formatted, Excel.
Budaet Source Cost Cost Natural Natural
Dateg Code Center Center Account Account Requisition  Supplier
Code  Description Code Description
8212022 1002 12350  Music 604148  Maintenance REQO0Q00384 Jasons
& Repair- Music
Equipment Center
72022 1002 12350  Music 604148  Maintenance Jasons
& Repair- Music
Equipment Center

Edit -Refresh - Prinf - Export]- Add to Briefing Book - Email - Copy

I [Formatted |__—| PDF

I Data P||__—| Excel

E| Powerpoint

E‘I Web Archive
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Here is the export to excel. You can turn on the filter feature here to review data.

AutoSave (8@ o) TU_BC REQL PO Listing.xlsx - Excel £ Search (Alt+Q) Starkloff, Brian L. “;4‘ =

File Home Insert Page Layout Formulas Data Review View Help 1 Comments 1 Share
A av = & Insert ~ by
f" 4 Calibri ~0 - A A == |- ||[BwWapText General - ==l 7 [ 2 z Q‘? p i o
P N Condi | Fi Cell EEDekte Sort & d & Al \ Share This Web:
aste . I u i & A E: =|=53= EHwm 0, 0 00 onditional Format as el . ort n nalyze are This Webex
U~ |~ v B = = £= 3= [& Merge & Center ~ - b .
- g 8] = Elmerg $ % W0 Eormatting > Table~  Styles~ | HE Format & Fiter~ §lect~ | Data Filew
Clipboard & Font 1] Alignment 1 MNumber = Styles Cells Analysis Webex ~
Al - f || TU_BC_REQ_PO_Listing -
A B | C | D L E | F | G | _H | 1 | ] LK | L | M | N | o L P | o} | R | 5 | T
1 |TU_BC_REQ_PO_Listing
- = - .
2
Budget Date Source |Cost |CostCenter |Matural |NaturalAccount |Requisition |Supplier |Supplier Requisition |Creation |Requester |Department |Requested |Document |Approval |Purchase Category Ordered  [Status Dist
Code |Center |Description |Account |Description Mumber Description | Date Price Status Date Order Number | Name Amount Fun
Code Code
3
8/2/2022 ooz fi23s0 |Music 602148 |Maintenance& | REQDOD0224 [Jasons 1418 |On-call piano | #ssssssss | Lanahan, | 12350 Music 25000.0| Appr ™o 25,000.00 Res
Repair-Equipmant Music tuning §TU Julie & Repair Acknowlsdgment
a4 Center 1706 i
7/1/2022 G002 12350 [Music 608148 |Maintanance & Jasons 1412 Lanahan, [12350-Music 11968 |Maintenance | 4,902.00|Open Res.
RepairEquipmant Music Julie & Repair
5 Canter
L

Status Definitions:

Closed — Invoicing and Receiving have been processed in full.

Finally closed — Procurement closes the PO after confirming no more activity is expected.
Open — Invoicing and Receiving is still expected.

Canceled — Order was canceled.

Pending Approval — Pending manager approval within the Procurement department.
Closed for Invoicing — Invoicing is complete.

Closed for Receiving — Receiving is complete.

Pending Supplier Acknowledgment — Awaiting confirmation from Supplier.

Rejected — Order was rejected during the Procurement approval process.
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To exit the report, click on the Catalog option in the blue ribbon

Home Catalog Favorites + Dashboards* Createw Openw e

Requested Document Approval E‘:_;;?am Category

Price Status Date Name

~reation

Jate Requester Department

Number

Catalog will take you back to the main menu where you can run another report or exit out by closing the tab

| E Reports and Analytics - Oracle L X @ TU_BC_REQ_PO_Listing » +

oraclecloud.com/analytics/saw.dll?PortalGo&Action=prompt&path=%2Fshared%2FCustom%2FCampusse
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