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“HOW TO” CREATE SHOPPING 
CART W/PO DATA IN A JIFFY! 



      
  

 

   
   

  
  

 

MY  NAME IS NISHA SHARMA, I AM PART OF THE 
SAP SUPPORT TEAM, SPECIALIZING IN THE 

PROCURE TO PAY PROCESS. 

I HAVE BEEN WITH TRAVIS COUNTY SINCE 
JANUARY, 2008. I ENJOY SHARING 

KNOWLEDGE ABOUT SAP WITH END USERS AND 
BRINGING IMPROVEMENTS AND INNOVATIONS 

TO THE COUNTY! 
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REPORT LOCATION: 

REPORTING > REPORTS > SHOPPING: SHOPPING > SHOPPING CARTS> SHOPPING REPORTS: 

“OR” 
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HAVE YOU EVER TYPED PO OR CONTRACT DATA 
IN AN EXCEL SPREADSHEET? 

21 Reports 
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BUSINESS SCENARIO 1:  BUDGET FORECASTING 

BUSINESS NEED: NEED TO ESTIMATE OUR TOTAL OPERATING EXPENSES 

BASED ON PAST HISTORY/CURRENT USAGE BY GL ACCOUNT. 

WHAT CAN I DO TO MAKE THIS ESTIMATE? 

• QUICKLY COMPILE A LIST OF ALL SHOPPING CARTS (WITH PO DATA) FOR 
CURRENT YEAR AND PRIOR FISCAL YEAR (FY19 & FY18) 

HOW CAN THE NEW REPORT HELP? 

• EXAMPLE SCENARIO – SHOW ALL AUDITOR’S OFFICE CARTS (FY18, FY19 YTD) 



Default Report field layout 

u 

- ,,,, µ, ~­
!IC~~-
9C""'1'fllm!I 

PQa.,,-

PO llHcJam 
l'Ofl-lC'~ 

PO (4Da::110 
l'OOilllllal 

POUW!li­
PO~Fwl• 

P0rtec1(~~ 
11()(:arrtmwt_, 

l'OFMM 

PO~ 
~'()01-» 

PO·.-.WDeMI 
P()("-

f'() f - Aelicr,1'QI 
POF~Anl!Pft 

!ICl'&a~ 
!'IC~DI!!> 

~ c... -
&CF'\NsC-
SC:Af4,tcnl0-

flCltmimA 
PO!'t~ ,on_,_, V 

!ICC:-.lllll 

~~ 
lll;r-~ 
llC'~llD ---~ ,C,11-

PO-C,ca r-o,_ 
POAnl'INI; 

IGllil'IMw ll' l'ONil_ , l"Q_,.,, ,, PONlll"llitol _,, 

soc.-C<D .. ~C.a'I-• ICfl.lOlhC- A SG AA;:nrf_.1111\u • lllllG,Slnu. f!Ci-c.-11 ,, ,,1 1(111.t.'ll ll, 1101:Cu!Dtl)t 1~1 " 111111 • Mn om DIIO DIii 

U:11Xl',.¢.l l'li1 000111,J'~ • llrt:I 
\lf1019 

1oo:im1a 00011 ~, • - I :1'311)!1 ,~ oco ODD 
I 1&1(~ tco D ODD 

1'2!!n0'9 101XQlffl(g ~:o,,,~, " - • 100 ,~ D~ 000 
4.\1,01' lllmll'J,ti l'XOOllllll-.-1 " - • UD DIJJ DCO DIii 

______________________________________ .,,JJ 

) 

  
  

WHAT HAPPENS WHEN I LAUNCH THE REPORT: 
Default Filters - Based on User ID & Current Fiscal Year Command buttons 

Tabs 

Available Fields 

Default Report view 

Navigation Bars 
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NISHA SHARMA (1585) Cou nty Auditor (106) VQ/21)19 
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□ Te xt 
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A - DEFAULT FILTERS: 
The Shopping Cart w/PO Data report default is based on your userid, 
department and the current fiscal year 

To “Remove” an existing filter, simply click the “X” in the filter’s top right corner 

To “Edit” an existing filter(s), click on the 
filter to see other choices 

Check or Uncheck selection to update values 



u 

Detail 

Search 

OIMENSIONS 

> Mea:su,e:s 

Department # 

SC Requester Name 

SC Item Number 

PO Item Number 

COLUMNS 
SC Creation Date .a Shopping Cart Number A SC Funds Center A SC Approval Date 

12119/2018 1D00201573 1060010001 -106Aud0001 # 

117/2019 
1000202767 1060010001 -106Aud0001 # 

10002027GO 1OG0010001 -1 OGAud0001 II 

2/26/2019 1000207508 1060010001 -106Aud0001 # 

4/4/2019 1000210990 1060010001 -106Aud0001 # 

SC Net Value s,.¥ PO Net Value s.¥ PO Quantity s.¥ PO Net Price s.¥ 

A SC Item Status A PO Number A PO Item Creation C $ 

Held # # 79.77 0.00 0.00 0.00 

Held # # 231 .09 0.00 0.00 0.00 

I leld # # 140.52 0.00 0.00 0.00 

Held # # 1.00 0.00 0.00 0.00 

Held # # 1.90 000 0.00 0.00 

  

     
   

        
      

B - TABS: 
Default report displays data in the “Summary” tab. 

Click on “Detail” tab to switch to that view. 
Note - filter values on “Detail” tab does not update automatically from “Summary” tab. 

Tip! View both tabs, before adjusting for filter values in “Summary” 
tab. Additional fields are available on the “Detail” tab. 
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Tiu~ ! sam:i«e so~~:mar< ................. , ................ . 

Foh.l'=I 

   
   

 

  
 

C – COMMAND BUTTONS: 
Bookmarks can be used to save your current filter and layout selection, rerun report 
at any time to get updated data without spending additional time. 

Use “Global” folder to share 
custom layout with others! 

Tip! Select “Manage Bookmarks” to Add, Delete and 
Mark Bookmarks as Favorites. 
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Personal 

Global 

Manage Bookmarks 

I + ffiii .,. .ISi 8 I 
Sample Bookmark 

FY19_Toby 

FY19+Toby 
, --------

FY18_SCs_Summary 

FY19_SCs 

FY19_IntCat_SC_AwtApprvl 

! Add Bookmark i , . . ~----·--------------·------------·---------------·4 

Manage Bookmarks 

    
  

C – COMMAND BUTTONS: 
Manage Bookmarks are used to mark saved bookmarks as favorites or to select 
one of them as your default view.  You can also email saved bookmarks to your 
team embers. 
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i ~ Export to Microsoft Excel i 
' ' ~--------------------------------------------------------------~ 

rrJ Export to csv 

Q. Export to PDF 

Shopp ing Cort WI f'() rJAIA * ~ m ~ -- ,,. 
< :FRI ill ,Oll 

SC Net Value ,11;,""= PO Net Value &..==" PO Quantity c.""= PO Net PriC'.e ~-== 

NS 
SC Cre3tion Cate A SC Fiscal yt:ar ~ Shopping Cart Number A SC tt&m Num~r A SC F'unds Center a PONumber a 

106001000· 106i\U00001 ff 
1211U1W l8 ~U1U 1U!JlY~U1o/ 3 

106001000' -106Aud000 1 /l 

$ 

~1.97 0.00 0.00 0.00 

37.50 0.00 0.00 O.OD 

1000000767 
1t7GG01000" -10•i Aur10fl01 fl r.fl 09 oon ono non 

1m2: 19 2019 106001000· 106i\U00001 ff 163.00 0.00 0.00 O.OD 

1000000768 106(,01000' -106Aud0001 /t 1.!8.::,2 0.00 0.00 O.OD 

i>f/(i/')01!-I :,01)1 ~ 111•!CY/ Ot'.-ill1! 11!Ei!Jll1(XII I~ -111• iA11!1IX10 1 ;, 1 !JO OUI I I) !JO 110 ]1 

-'1/412: 19 2019 1000210990 106001000· 106i\U00001 ff 1.90 0.00 0.00 0.00 

Do you want to open or save SHOPPING29042019134341161.xlsx (5.87 KB) from aapbor.t ravisoountytx.gov? ....__o_pe_n __.I I Save 
T 1 .... 1 _ c_a_n_c_e_l __. X 

   

     

C – COMMAND BUTTONS: 
Export this report into an Excel spreadsheet, keeping existing filters and layout. 

Note! Both tabs will be exported in one Excel file. 
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- SC Net Valui ~-= PO Net Vi lue £'=' PO Quintity s."= PO Net PriC'.e &."= 

SC Croation Oat• ,a. SC Fiscal year ~ ShoppinQ Cart Numb..-
DIMENSIONS COLUMNS 

... SC Item Numbe,r A SC Funds Center a PO Number & s s 
1(Y.;00100)1 -10GAud0001 d1 0012G2~.0 1JO 00 H O.DO 2.00IIR 7000 

~ Mea-sures Mea-sures 1 111)11011 !CD 1-11: !fiAll+11X 1111 41 IJ111/Ei':.~ iU :,.m11,u :!,IHO IJO :-'4 1!0 1 IR lll(!O 

Departmeol /1 :J 1U:;IJU11JUJ1 -1iJ6AUdUUU1 41UU1:.:'.~~ bWW C:;bU.UU 12.IJUH!l boUU 
SC Re-:::iueste- Nam~ < 10500100)1 -106AUd0001 410012621S-8 1.050 00 1.0,-0.00 10.00HR 10500 

~ SC 111:m NumlJt:1 
ROWS 

P0 llt::111 Nu ml.>1:1 

5 10600100)1 1061\Ud0001 ~100126268 8495 84.95 1.00 El\ 8495 

6 10600·toJOJ1-1G6AwJOOO·I ,1100126:168 08200 882.00 2.0G EA 1,, .. 00 

P0 llt::111 Dtl$L,l i,,!i0fl SC c,~oliUII 0«.':: 10600100) 1-106Aud0001 ,11 00126:?68 15 5-1 15.(, ,1 2 .00 EA 7 77 

PO P10Uucl Cale~ .. SC F SC31 year 
10/3/2018 20·1? 1000194205 

PO Co11.1ac..l ID sn.:ppm~ can Nullt>er 
8 10500100)1 -106Aud0001 .:11 0012626.8 112 6<1 112.54 2.00 EA G632 

~ 1rx;no1noJ1-1o1rA11~01m1 ti 1 nn1 ?f.?ftll ?1 1\.i ? 1 r1J. ?.1017 r A 0~1 

PO c-0n:rac1 112m SC Item Num:icr 11! 111)1 1011 !CD 1 -1• !fiAll+11X 1111 41 !1111 './Ei':~ iU :"1:-'':l(U !"0':l !JO / IICl llAY l':l (!0 

PO uni: or Measure oc t-una :; (;C11cr 11 1U:;IJU11JUJ1 -1U6AUdUUU1 41llU1:.:'K~ ~ 1n:,u 1~/ 2.t,O 1'J2:>UAU 1 uu 
ro suolll er r nn # 11( ! r-Jumw 12 10600100)1 1061\Ud0001 41001262lS8 24000 240.00 240.DOI\U - 00 

   

   

  

D – DEFAULT LAYOUT: 
Drag and drop from “Dimensions” to rows to add fields as desired. 

Drag and drop from “Rows” to reorder fields as desired. 

Note! Do the opposite to remove or arrange fields . 
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Shopping Cart v,/ PO Data .,.---Summar, ~ 

iit < 
~P1trr.h a. SC Net Valui ~-= P O Net Vilue £'=' PO Quintity s."= PO Net PriC'.e &."= 

SC c ,-.,ation Oate s. SC Fiscal year ~ Shopping Cart Numbeir A:i. SC Item Numbe,r A SC Funds Center a PO Number & s s 
DIMENSIONS COLUMNS 

1(Y.;00100)1-10GAud0001 d10012G2~.0 1J O 00 H O.DO 2 .00 I IR 7000 
~ Mea-sures Mea-sures 1 111)11011 !CD 1-11: !fiAll+11X 1111 41IJ111/Ei':.~ iU :,.m11 ,u :!,IHO IJO :-'4 1!0 1 IR lll(!O 

Departmeol /1 :J 1U:;IJU11JOJ 1-1iJ6AUdUOU1 41UU1:.:'.~~ bWUO C:;bO.UO 12.IJOH!l boUO 
SC Re-:::iueste- Nam€ < 10500100)1-106AUd0001 410012621S-8 1.050 00 1.0,-0.00 10.00HR 10500 

~ SC 111:m NumlJt:1 5 10600100)1 1061\Ud0001 ~10012626 8 8495 84.95 1.0 0 El\ 8495 
ROWS 

P0 llt::111 Nu ml.>1:1 6 10600·1'JOJ 1-1G6AwJOOO·I ·11 00 126:168 08200 882.00 2.0G EA 1,1·· 00 

P0 llt::111 Dtl$L,l i,,!i0fl SC c,~oliUII 0«.':: 10600100 ) 1-106Aud000 1 ·11 00126:?68 15 5-1 15.( , ,1 2 .00 EA 7 77 

PO P10Uucl Cale~ .. SC F SC31 ye ar 8 10500100)1-106Aud0001 .:11 0012626.8 1126<1 112.54 2 .0 0 EA G632 
10/3/2018 20·1? 1000194205 

PO Co11.1ac..l ID SllGPPln~ can Nullt>el ~ 1rx;no1no J 1-1o1rA11~01m1 ti 1 nn1 ?f.?ftll ?1 1\.i ? 1 r1J. ?.1017 r A 0~1 

PO c-0n: rac1 item SC Item Num:icr 11! 111)11011 !CD 1 -1• !fiAll+11X 1111 41!1111'./Ei':~ iU :"1:-'~(U !"O~ !JO / IICl llAY l ~ (!0 

PO uni: or Measure oc t-una :; (;C11cr 11 1U:;IJU11JOJ 1-1U6AUdUOU1 41llU1:.:'K~~ 1n:,o 1~/ 2.t,O 1'J2:>UAU 1 uo 

ro sup~ er r nn # 11( ! r-Jumw 12 10600100)1 1061\Ud0001 41001262lS8 24000 240.00 2 40.DOI\U - 00 

   

      
      

D – DEFAULT LAYOUT: 
The default view with various fields & values 

Right click on a field, that currently displays both Key and Text.  For example, 
update SC fund center column to display only the 10 digit #, and remove the short 
description. 
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SC Item Status a PO Number a PO Item Creation Date a PO Vendor .e. 

Follow-on Document Created 4100146029 10/1/2019 1000001595 GARTNER GROUP INC 

<\waiting Approval # ii- I+ Not assigned 

Follow on Document Created 41 00146360 10/7/2019 1000003175 VERIZON WIRELESS SERVICES LLC 

Follow-on Document Created 41 00146498 10/8/2019 1000000001 OFFICE DEPOT BUSINESS SERVICES 

HHlcl # ';I. # Nol HSSil)IIHd 

l leld # # # Not assigned 

II.waiting Approval # ';I. # Not assigned 

Folk!W-tlll noc,umml 0HHIH<I 41001 ~?fi?9 I0/18/?019 1000001/l91 WFST PlJRI ISHING PAYMFNT C:FNTFR 

r ollow-on Document Created 41 00147172 10/10/2019 1000003470 SURV[YMONK[Y COM LLC 

/\waiting Approval # # # Not assigned 

Follow-on Document Created 41 00147034 10/17/2019 1000001595 GARTNER GROUP INC 

<\pp roved # ii- I+ Not assigned 

Follow-on Document Created 41 00147564 10/24/2019 1000024712 AMAZON CAf'ITAL SERVICES INC. 

Follow-on Document Created ,1 1001-17567 10/2-1/2019 1000020691 PR SALES ANO SERVICE INC 

HP.kl /I. ii- I+ Not ?1~:<;i[JnP.d 

Follow-on Document Created 41 00147288 10/22/2019 1000021218 rREFEf1RED TECHNOLOGIES, INC. 

~ ollow-on Uocument Created ,1 1UUH/'1 1/ 10/~3/~01 IJ 1UUUUUUUUU Ul::Ll MARKI:: I ING l 1-' 

11.pproved # ';I. # Not assigned 

SC Net Value a" 

PO Purchasing Group a $ 

1·15Ro 

Not as 

115Jo 

115Bre 

Nol HS 

Not as 

Not as 

115\/Vi 

115\/Vo 

Not as 

1 ·t5Jo 

d 

s 

n< 

I 

·s 

s 

s 
I 

)( 

!; 

n 

_, 
V 

ff] 

:,:, 

~ 

3 

Not assigned 

115FrancisS 

115FrancisS 

Not Fl~'.'ii[JnP.d 

115JonesJ 

.,., r.r1.n .i7 

Filter 

f ilter and Remove Dimension 

Exclude 

R<=IIIUV!,! Fill.,,, 

Conditional Formatting 

Currency Conversion 

Totals Position ' , 

175.50 

11.99 

1,58•1.00 

1 97 

1,830.00 

11blaursenW 19 / .311 

Not assigned 32.25 

I 

     
     

    

SET CONDITIONAL FORMATTING 
Conditional formatting can be used to highlight particular value from the 
report.  For example, highlight shopping cart values > $2,000 

Right click on SC Net Value measure, select “Conditional Formatting” 
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Conditional Formatting Rules Manager 

I New Measure ·R·~~-l New Dimension Rule 
I 

BEx Levels ] ~ 

Rule Name (applied in order shown) 

Nome: SC > S2K 

Defined Rules 

<D t-or cross1a1> 

groatcrtnan 

loxt: 

Apply Formatting for Crosstab 

~ Data Cells 

A V 

New Measure Rule 

Bosed On: I SC Net Value 

+ 

v :! ,UOO Fill: ■ V 

V Symbol: None V V 

 

  
   

   
 

   
 

SET CONDITIONAL FORMATTING - CONTINUES 
Select, “New Measure Rule” 

 Define “Measure Rule” Name. 
For this example, Rule Name = 
“SC > $2K” will be highlighted in 
“Red” text in “Bold” font. Select 
“OK” 

 Select “New Dimension Rule” for 
additional conditional formatting 
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SC Net Value a.~ 

SC Creation Date - SC Requester Name ;;;. Shopping Cart Number - SC Approval Date - $ 

10/1/2019 JANICE ROSEMOND 1000226880 10/1/2019 

1000227629 # 
10/4/2019 JANICE ROSEMOND 

1000227662 10/4/2019 99.90 

1000227928 10/8/2019 1.95 
10/8/2019 NISHA SHARMA 

1000227933 # 1,626.02 

10/10/2019 NISHA SHARMA 1000228305 # 1,553.11 

ANTHONY TRUONG 1000228298 # 0.70 
10/11/2019 

JANICE ROSEMOND 1000228367 10/11/2019 12.00 

10/15/2019 JANICE ROSEMOND 1000228672 10/15/2019 300.00 

ANTHONY TRUONG 1000228880 # 0.35 

CHRISTINA ADAIR 1000228843 10/16/2019 

1000228769 10/16/2019 175.50 
10/16/2019 

KRISTIN SINGLEY 1000228794 10/16/2019 11.99 

1000228893 10/16/2019 1,584.00 

NISHA SHARMA 1000228858 # 1.97 

10/21 /2019 JANICE ROSEMOND 1000229249 10/22/2019 1,830.00 

10/22/2019 KRISTIN SINGLEY 1000229255 10/23/2019 197.39 

10/23/2019 KRISTIN SINGLEY 1000229439 10/24/2019 32.25 

SET CONDITIONAL FORMATTING - CONTINUES 
Updated Report View: 
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SC Net Value A"" 

SC Creation Date - SC Requester Name ~ Shopping Cart Number - SC Approval Date - SC Processing Status - $ 

10/1/2019 JANICE ROSEMOND 1000226880 10/ 1/2019 Shopping cart ordered 

1000227629 # Shopping cart ordered 
10/4/2019 JANICE ROSEMOND 

1000227662 10/4/2019 Shopping cart ordered 99.90 

10/8/2019 NISHA SHARMA 
1000227928 10/8/2019 Shopping cart ordered 1.95 

1000227933 # Held 1,626.02 

1Oi 10/2019 NISHA SHARMA 1000228305 # Held 1,553.11 

ANTHONY TRUONG 1000228298 # ShoppinQ cart ordered 0.70 
10/11/2019 

J/\NICE ROSEMOND 1000228367 10/ 11/2010 Shopping cart ordered 12.00 

1U/1o/LU18 JANICt: KOSt:MONU 1UUULL86/:2 10/ 1 o/LUH:l Shopping cart ordered :300.UU 

ANTHONY TRUONG 1000228880 # Shopping cart ordered 0.35 

CHRISTINA ADAIR 1000228843 10/ 16/2019 Shopping cart ordered 

1000228769 10/ 16/2019 Slluµµi11y Gc:11 l uruereu 175.50 
10/1fl/?0Hl 

KRISTIN SINGLEY 1000228794 10/ 16/2019 Shopping cart ordered 11.99 

1000??81\!=l:i 10/Hl/?019 Shnnnino r-.=irt nr<lfm,<1 1,584 00 

NISHA SHARMA 1000228858 # Held 1.97 

10/21/2019 JANICE ROSEMOND 1000229249 10/22/2019 Shopping cart ordered 1,830.00 

10/22/2019 KRISTIN SINGLEY 1000229255 10/23/2019 ShoppinQ cart ordered 197.39 

10/23/2010 KRISTIN SINGLEY 1000220430 10/24/2010 Shopping cart ordered 32.25 

 
      

SET CONDITIONAL FORMATTING - CONTINUES 
Additional conditional formatting applied on “SC Processing Status” as “New 
Dimension Rule”.  Now “Held” status is in “Green” text and in “Bold” font. 
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- <:i lOIJIJIIIY Jell W _ ,<a 

Summary -

Search 

DIMENSIONS 

P O l h.:111 N u111Lrc.:r 

P O l h.:111 U<.~~c.:'11 .. 

r o rroduct c at. . 
r o Contract 10 

P O C ontr.,u·.t lt~n-, 

P O U 111l ul l\.ki.1 .. 

P O S uµµ ltc.·1 1-'u 

r o R ecycl ed c. 
r o C<>rnrnitme . . 

F OF11nc1 

P OA-;·.:.< . .'l 

P O Order 

r o wos Clement 

r ocra.rt 

P O F11nc1!". R F!~. 

P O rurn.Jo; K t.:•j . . 

~C C tL'ULIUf I Uo.1l<: 

Shopping C a rt . 

S C r une's Center 

s r. /\ppmv,"!11 n .... tP. 

~c ll.«-•1 11 S luluo; 

P ONu nf..>L•r 

r o 11em C reati. 

r ove ndor 

" 

COLUMNS 

ROWS 

< 
SC Net Vnlue 

$ 

PO NetVn lue 

$ 

POQu~tity PO Net Price 

$ 

   
   

SET DATA RANKING 
 Identify values being analyzed. 
 Individual identifiers should be removed.  E.g. Rows column should be blank. 



u a l1llµ:,.;// CIOl)IJ01,llo v i'>I.VUlllylx.,yvv;808· f?'>: 1v i,:.c = h v ·11111v11/ 0 1,>~~st:1 ..-iu ,eJvStopl)KiruJ : l,1foVic-w&i'>NcwWi11 - li1lt:111t::l E.xµ lo rt:1 

Oepartn-ent #(1) 0 SC f i,cal year(1) 0 
T1aneportat1on & Natural Ree 1149) \19,2020 

Summory 

!!! < 
SC Net Value ,...,, Search 

DIMENSIONS 
PO Number ,. $ 

PO Item Number 

PO Item Descri. . . 

PO Product Cot. 

ro Contract ID 

PO r.ontr~d 11,m 

PO Unit of Mea .. 

PO Supplie r Pa .. 

PO Rc:yclcd C .. 

ro Commitme .. 

POF1111tl 

PO Asset 

PO Order 

PO WBS Element 

ro Grant 

PO Funds R~s 

PO Funds Res .. 

SC Creation Date 

Shopping Cort .. 

SC r unds Center 

SC: Ap1H<JV>tl [);if,.. 

COLUMNS 

Measure5 
"' 

ROWS 

t:: Sort 

® Display 

fx Tul;.,ls 

410007::1?17 

4100101010 

4100"1 26537 

410012711 1 

4100127112 

41001?71::19 

-1100128223 

4 1001?8-,?0 

v Filter Members .. 

12. Remove Filter~ 

Rank ~tc' 
PO Number @. Filter by Measure 
Ri!)htr.lir.k 
here 8uppress Leros m Kcws 

DID Compact u ,sp1ay ,n Rows 

•E- Add Dimcn:,ion .. 

o• Swop Dimcn:,ion W ith .. 

-E- Remove Dimcn:,ion 

?77,84077 

836,605.16 

1,465.10 

31.60 

805.74 

5,4/;0 00 

bl!.o3 

4? 17 

2,719.50 

978.53 

3,903.88 

1bb.3o 

4/;f; ::11 

508.00 

1,600.00 

4G.GO 
1.87 

737.42 

585.00 

Shopping Cart w/ ro Deita 

PO Net Value ,...,, PO Quantity ,...,, PO Net Price ,...,, 

s s 
?77,84077 777,840 77 Al J 

836,605.1 6 836,605.16 AU 

·1,465.10 ·1 ,465:10 AU 

3 1.60 31 .60AU 

805.74 805.74 AU 

PO Number: Rank 

Based on Measure 

PO Net Value 

Operator 

Top N 

Value 

5 

+ V 

V 

1 00 

1.00 

·1.00 

1.00 

1.00 

 

   
 

  
 

SET DATA RANKING - CONTINUES 

 Drag PO number 
in “ROWS” 

 Right click PO # 
and select 
“Rank” 

 In the popup, 
select “PO Net 
Value” and 
“Ranking Value” 
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f1•r•rtm•nt # (1) 0 
Tr.m~aion 8. Nctural rlc3 (1491 

Su111111ciry Oel• il 

Search Q 

)IMENSIONS 
.JVU l '-, 11 1y-1 \CIC: \ ' . . 

PO Item NJmber 

PO ltP.m OP-~~ri 

PO Product Cat. . 

PO Contract ID 

ro Contract Item 

PO U11il uf Mea .. 

PO Supplier Pa .. 

PO Recycled C .. 

POCommtme .. 

POFmd 

PO Asset 

PO Order 

PO WBS Element 

POGri:lrl 

POFmds Res .. 

POFmds Res .. 

SC Creation Date 

~ 

"' 

COLUMNS 

MeasJres 

ROWS 

PONJmbcr 

Shopping Cart w/ PO Data 

< 
SC Net Value A"' PO Net Value A"' PO Quantity A" PO Net Price A." 

PO Number .a $ $ AU $ 

4100030045 20,3sg,347_s2 17,543,561.53 17,543,561.53 1.00 

4100041250 15,005,220.76 15,005,220.76 15,005,220.76 1.00 

4100051090 12,50:J,000.00 12,500,000.00 12,500,000.00 1.00 

41UUU886~/ l0,384, 18828 LU,384,Hl8.l9 20,3':14, 189.28 1.00 

4 100142073 23,536,622.00 23,536,622.00 23,536,622.00 1.00 

 

   
 

SET DATA RANKING - CONTINUES 
 Report Result 

System listed Top “5” POs across all years, 
since Fiscal Year filter is not identified. 



u 

Shopping Cart w/ 1-'0 Uata 

·-Summary ~ 

~ . < 
Search u. SC Net Value :!.'" PO Net Value JJ;.Y PO QuanUIY A¥ PO Net Prl~ &" 

)IMENSIONS COLUMNS 
PONumber .9. SC Fisc.,I ye:ir .e.. $ $ AU $ 

2014 19,966,546.58 17,140,187.13 17,140,137.13 1.00 
, Measures Measures 

" Department # 

2015 63,942.33 53,058.91 53,058.91 1.00 
4100ll:l$J04!> 

2016 260,062.33 252,510.11 252,510.11 1.00 

SC Requester. . ;,1111 'l//;Jo :~ !1//!lfi :{fl !11/<JH:{H 1 110 

SC tern Number 41000412GO 2014 15,0JG,220.70 15,005,220.70 15,005,220.70 1.00 

SC rrocessing .. 
·1 100051090 2015 12,500,000.00 12,500,000.00 12,500,000.00 1.00 

4100098657 2017 20,334,199.29 20,394, 199.29 20,394;199.29 mo 
SC Commijme .. 4100142073 2019 23,536,622.00 23,536,622.00 23,536,622.00 1.00 

, SC Fiscal ,ear 

Suu1~i11y Rt:11::v . . 

PO Item Number 

PO Item Oescri.. 

1-'ll 1-'roduct Cat. 

1-'ll Contract IU 

PO Contract Item 
ROWS 

PO Unit of Mea .. 
PO Nuni>er I I 

PO Supplier Pa . . 
SC Fis~al year 

ro Recycled c .. 
ro Commitme .. 

PO Fund 

POA:sset 

POC,ue, 

  

      

SET DATA RANKING - CONTINUES 
 Adding Fiscal Year to enrich analysis 

With additional field, system lists Top “5” POs by Fiscal Year 
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PLEASE SUBMIT A HELPDESK TICKET TO 

SCHEDULE A ONE ON ONE SESSION WITH US TO 

TRAIN YOUR DEPARTMENT WITH THIS REPORT 



u 

THANK YOU AGAIN FOR JOINING US! 


	“How To” create Shopping Cart w/PO Data in a Jiffy!
	Slide Number 2
	Report location:
	Have you ever typed PO or contract data in an excel spreadsheet? 
	Business Scenario 1:  Budget forecasting
	WHAT HAPPENS WHEN I launch the report:
	A - Default Filters:	
	B - Tabs:	
	C – Command buttons:	
	C – Command buttons:	
	C – Command buttons:	
	D – Default layout:	
	D – Default layout:	
	Set conditional formatting	
	Set conditional formatting - Continues	
	Set conditional formatting - Continues	
	Set conditional formatting - Continues	
	Set data Ranking
	Set data Ranking - Continues
	Set data Ranking - Continues
	Set data Ranking - Continues
	Slide Number 22
	Thank you again for Joining us!



