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Reports 100

Prerequisites, Overview and Module Objectives

Prerequisites
Prior to starting this training, we recommend that you complete the following modules:
e  GoCM Navigation for Registered Users (Navigation 100)

This module will provide some valuable tools and helpful suggestions to assist you in learning about GoCM
Reports.

If you would like to take this module before starting GoCM Reports, please click on the All Modules link in
the left hand navigation bar.

Module Overview

This module is designed to teach you about GoCM reports. The numerical menu bar above this text
indicates which section of the module you are in.

Prerequisites, Overview and Module Objectives
Step-by-Step process with screen shots and demonstrations
Review and Try it Now

Helpful Tips and Job Aids

PO~

While you can skip menu items, we recommend that you follow the natural progression of the module as it
will help you better understand how to work in GoCM.
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Objectives of this Module

GoCM Reports is designed to assist you in running reports within the system. Additionally, the process for
saving and printing reports is described.

The objectives of this module are to allow users to:

e  Run Reports

e Save Reports

e  Print Reports

e Know what GoCM reports are available and their descriptions

Additional reporting tips are provided in the Helpful Tips and other Job Aids section of this module. These
include explanations on how to:

e  Filtering and drilling down your report
e Displaying your report graphically
* Viewing properties of your report
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Step-by-Step Process with Screen Shots and
Demonstrations

The following scenario will be used throughout this module to help you learn how to execute reports in
GoCM:

* You want to run a Purchase Order Details report for the last three months. Run, save and print this
report.

Table of Contents

Running a GoCM Report
Saving your Report

Printing your Report

GoCM Reports Available to You

Running a GoCM Report
Go to the My Reports tab.

As illustrated in the image below, in the Detailed Navigation part of your screen, you will notice all the
various types of reports you can run. The data that is displayed in these reports will depend on the type of
access you have to the information and what department/agency you belong to.
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Click on the Purchase Order Details reports link to view the information on that report.

The screen below shows the report selection fields that allow you to limit the report data according to your
needs.

\Variables for Purchase Order Details / Détails du bon de commande

=1 (PDepartment | Ministére
|2 |(Dcost Center / Centre de codts [] |+ | (3] ™ [] neude |w| [nset Row
'ﬁﬂmmmmuu BC () 01.08.2006 To[31.10.2006

(T Suppser / Fournisseur

'.j_ashnpﬂr I Acheteur nsert Row
5
| Execute || Check

1 - Your department/agency will default to the information in your profile. If you are registered to have
reporting access to other departments, then you can also insert rows to add other departments/agencies to
your report output.

2 - For the Cost Centre field, you can select the cost centre(s) to be included in the report using various
criteria. The symbols mean the following criteria:

[] Range of values

= Equals

<= Less than and equal to

> Greater than

>= Greater than and equal to

< Less than

* Contains some of the information provided (e.g. 12* to find cost centres with the first two numbers
1 and 2)

® <> Not Equal

Variables for Purchase Order Details [ Détails du bon de commande

(IDeparimant | instire D [meert Row]
(Dcost Center / Cantre de cdits (] 11 |~ D) Te 9] nctoze [§] [msert Row]
{THP0 Date / Date 0w BC ) - Ty 2 o208 [CF] Tef31.10.200¢ [m)

(D suppler  Fournisssur :- D [ st Row]
‘TiShopper § Achetsur :' D [nsert Row]
| Exmesste || Check| .

Again, if you want to insert rows to include other parameters, you may do so by clicking on the Insert Row
button as demonstrated in the above image.

3 - The PO date field lets you select the date range for the report. Since you want to run this report for the
last three months, select this for the date range.

4 - The Supplier field allows you to identify a specific supplier for which you would like to run your report.
You can select as many suppliers as you want. If you want to run the report without specifying a supplier,
you can leave this field blank.
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5 - You can also specify the shopper for which you would like to run the report by using the Shopper field. If
you have the rights to view other shoppers, you can select as many shoppers as you want by clicking on the
Insert Row button. If you want to run the report without specifying a shopper, you can leave this field blank.

For any of the variable fields, you can click on the Selection icon to search for the value you are looking for.

For example, when you click on the icon next to the Supplier field a new window opens up where you can
select the specific supplier you want included in your report. You can search and select as many suppliers
as you want.

2] hitp:/femodcazd 1 3.gocm-mdge. sakmsdev.gc.ca: 8004 - Value Selection for Supplier / F... :@@

B

G Searnch in Texd

M aximum Mumber of HEs | 200

Suppler § Fournisseur Key

|:| - &
[7] Grand and Toy 17
[] mfosat ]
] Petro-Canacia W

(] ECO Fuel Syshems ar
52
B RSETON £y
o ][ Setect A1) Deselect A1)

Click the Transfer button to continue.

Click the Close button to exit that window.

Click the Select all button to choose all the items listed.

Click the Deselect all button to not include the items on the list.

For more information on how to search for a supplier, please read How to search for a supplier?.

Additionally, where there are variable fields and the information entered is inaccurate, at least two messages
will appear:

e The first message is the information message, which contains the validation error.
® The second message is the standard SAP message 'Variables contain invalid values'.

The information in parenthesis in the Validation error message is valuable to track problems and should be
supplied to the GoCM Service Desk when problems are reported. Specifically, 'u-' followed by the id that
SAP believes you are running the report from, and 'v-' followed by the timestamp of the date the query was
last modified.

In the example below, the message is generated because the user does not have authorization to see all
departments, and has cleared the department number field. The message is also produced when there is no
variable for departments (i.e. the Top N departments report).
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Messages:

@ User does not have authorization for all departments (u- BKENNA v-200681115031416 )
(@ Variables contain invalid values.

Variables for Ad Hoc Report

Once you have identified your reporting criteria, click the Execute button to run your report as illustrated
below. You can click on the Check button before executing your report. This function will check the details of
your criteria before running your report.

(T Department / Ministére

Rizpart Lin

Warabies Tor Puichase Order Detads | Dol § Su bof 36 COmimiands

(DiCezarmers | Mrmtiee (TF] [oxar [P Az]
(TCent Coster £ Cosire de codaa [| || 2501 )R [EFjator pont v [Paen ]
(TIPG Date 1 e e BE ) [XTF.=] [ Ta 20,00 1008 [=]

SET 3] (o]
(Tisnspper 1 cheitu [=) [rae Sew]
)

The report screen will have two components - the actual report on the right and the navigational block on the
left.

B+l s Shems Canadi
I - - Helg | Derasnaise | LogOM
Cevermment of Canada Marcetplace

Viaratie Scoen| |Exceptons nd Comatom) [Expertta Exoel) [Expert 1o GV

7 Roees Coml Cisnter | PO o, SLED Nme Predtect © PO et Vst | PO ity
Con! Conter £ Cortrede o B 12WAREY  S00000IE] bonell 001 - pet 24 LR T Cal| 1dda
eeiew OCFALE W88 CAD | LOEA
PO e 4. o de BC il = dl ) TealCAD| 19EA
Frodect I . 1D o¢ BT Resut SRTHCAD | MOEA
Lk LR w20 TC- 18 joarier Sugct Hoid, Chy. Crder  naiio eI CAl| anLa
SOPOMam 1 ey e 1 3R AN LAEA
R — - B0 CAD| 20
[Pamcripien de priskol B 1080000 CAD | ANEA
NI Rewal 1743200 ChD| 199 EA
Kiry Fgaren B ¥ e L0000 ECSHOPOGY 02 10,2008 10:64 YRI5 14500 CAD | 10EA
= Free Charscherivticn SE00000211 | ECSHOPOY 02 15,2008 1052 120050282 LM CAD| 1OEA
abongnal | sssch u B % SSOG00A21Y Exslie bradd J-get lener gnd moaksr LE41BK 3 1A% 00 CAD | 1 0 EA
Cataiogen 1 Casoger [ B % SIOOIZNY Enplovs brado 2-01 loner and monber 120030262 121200 CAD | 100 EA
o - u ng S2000002 14 TEST-OM brade Nl-oct LEAIBK 08500 CAD 1O EA
e S00000215 TEST-041 beasha Hl-act 100050202 121200 CAD | 100 EA
Cusifiovton CF BERY SE00005TIE | EESACIGT 62 14,3008 1444 BLGIALDAL WI D] 10EA
S8 ¢ MBS RE T SS0D000ZHT | TEST-DOS bensta -0 ECO EDH rgection 10950000 CAD | 2AEA
e T Wil HRE S00000TIE | ECSHOPIOT 02 15,2008 16.00 BETEIN BE8.ES CAD| 10EA

1 - The report appears in the

larger space of the screen.

Rows are represented in grey; columns are represented in white. Totals are represented in yellow.
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Notice that if you move your cursor around the report over any of the detail, the detail becomes underlined
when the cursor is over top. If you right click over the underlined detail, you will get a menu of tasks you can
do with the report as demonstrated in the image below:

Back

ﬁ Back to Start

Print Landscape Letter Size
B Print Landscape Legal Size
8| Print Landscape 11x17
Print Portait Letter Size
Print Portait Legal Size

-— Print Version 2i —

1} select Fiter Value

Drilldown b
Swap SC/PO Name [, -fr?-SC/PO Name with »
Remove Drilldown

Swap Axes

Sort SC/PO Name /. -fr?-SC/PO Name 3

Export as ... E

T
1. Query Properties

| Variables Entry

Print. This will be discussed later in the module.
Filter, drill down and sort on different values.

Modify the look of your report by swapping column/row headers or changing the axes.

Export the data as CSV (Comma Separated Values) or Excel files. This will be discussed later in

the module.

You will notice that some of these tasks are also available in the buttons above the report. They will be
discussed later in the module.

8-e.doc

2007-05-11

Page 7 of 22



| s o 2 it M R IE M | e g me—— B - e ——

of Canada g Ganada “anac:
Help | Persosalze | Leg O4T

armbie Tevean| Exsesteas and Constedy a
= Rows Cosd Conter | £O Mo SCP0 Hame Product I PO et Valee | PO Gy
CostCenter J Contre i m) (=) op | MZMAGED | SUOOMNSES banel 091 - 5t 24 TRee IS0TICAD| 10ER
coies KAFRT1E MBCAD| 108
P Mo L o de BT MR W ries TINCAD| 10EA
Prodect © /. € de ] T Rewat eTecAD| agEa
produt BN SUOGDIZSS TC-19 jmarier S-och Holl, Chy, Oréer | nafso MASZDNCAD| 4DEA
SLIP0 Hawre 1, < (= A S 1E00CAD 10L&
aidd s 1E000CAD| Z0EA
Pescrpton e peoout | = |G 6 1080000 CAD| 20 E&
e Foowal 3742200 CAD| 100 A
Ky Fgures [ ¥ am A0SZI0 ECSHOPONZ 02 18,2006 10:49 507530 MEGSCAD| 10EA b
= Frew Charscigristics AO0O0I211 ECSHORGH 02 18,2008 10:42 100581202 112126 CAD| 10EA
asorgeal L sspen. | B 0 S00I0212 Explane brade 2-0ci boser gnd monkor LOHIBK 2,188.00 CAD| 190.0 £
Cataiogue /. Cataiogue | 2 B A0GE21I Explone brade 2-0 Beser and monkinr 100981202 NIIZ06CAD | 00 EA
Degurimes 1 wraiee [} EL F A0O0000214 | TEST-001 brade 10=oct LCA1BK 2,188.00 CAD | 100.0 £&
] O0EI2IE TESTO01 brade 10-oxt 100081262 3133200 CaD | 100 EA
Classication CE e SOOIZYE ECSHORMIT 02 18,2006 14:54 DEGMHLEML 2077CAD| 108
GEH /. NBS BE % A0OE1T | TEST-008 brnde 2-oct 50 D njection 193000 CA0 | Z0EA
T GE 7 AO0HSIIE LCEHOPINZ 02 15,2006 16:90 BATEI EISCAD| 100A
O0EI2IE LCSHORGED 02 18,5008 18:54 DEGIHLENL HITCAD| 108k =

Hazwedou 2 Dengereiss 3 |5 | o7

The reporting tool used to display GoCM reports has significant capabilities to allow you to alter the layout
and content of the report after it has initially opened. This allows you to carryout much more analysis of the
data than possible just by viewing the initial report displayed. The most important features to know are how
to: add filter conditions, Drilldown and remove Drilldowns. The key Drilldown feature to be aware of is on
the context menu of data cells in the report table. See the Helpful Tips section of this module for more
information.

2 - The navigational block as illustrated below, allows you to remove the variable from the report, drill down
in the columns, drill down in the rows, and select filter values.
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The navigational block is categorized into rows, columns and free characteristics. A Free Characteristic is
an item that is not present in your report, but can be if you choose to add the item.

Below the meanings of important icons are summarized. For more details see the How to documents in the
Job Aids section at the end this module.
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Data found in the Rows and Columns sections are present in your report.

You can choose to remove the field by clicking on the Remove Drilldown icon. This will move the field
under the Free Characteristics section.

|=4]

BT

You may also choose to drilldown horizontally with this item in the columns by clicking on the Drilldown on
Columns icon.

B }

TR TS

Additionally, you may choose to drilldown vertically with this item in the rows by clicking on the Drilldown on
Rows icon.

il

= =

Finally, you can also click on the Select Filter Value icon to further focus your report.

LAY

i

A new window will appear for you to further filter the value.
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0 1 1 o 1 o

!
|

Description of Filter Values
Olu ll [ e [F] wewse :-_ﬂ:e'.'\.rﬂuw
Transfer | I:Iou|

{‘] DCione
Below the Rows and Columns sections you will see Free Characteristics.

The Free Characteristics section represents items that are not present in your report, but can be if you
choose to add them. You can click on either one of the Drilldown on Rows or Drilldown on Columns
icons to include the category in your report.

As per the Rows & Columns description above, once an item is in a row or column it can be removed by
clicking on the Remove Drilldown icon for that item. It subsequently returns to the Free Characteristics
area of the navigational block.

Saving your Report

If you want to save your report, you have a couple of options.
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As illustrated above, you can select Export to Excel or Export to CSV (Comma Separated Values) by
either right clicking on any of the hyperlinked text in the report or clicking on the buttons above the report.

When you click on one of the selections, a window will open asking whether you would like to open the file,
save the file, or cancel the process.

e If you click on Open, the Excel or CSV file will open right away.
e If you click on Save, you will be directed to save the file somewhere on your computer.

File Download =

ﬂ Do you want to open or save this file?

e Mame: SAP4IHNTZVMEIROGATZKLEADSD 2K s
Type: Microsoft Excel Wodcshest, 256 KE

From: cmodcazd13 gocm-mdgc sakmsdev oo ca E

L open ]| _Save [ _Cancel | [

o

o

While files from the Infemet can be useful, some files can potentially |10
ham;mrcm*pdulymdnndmﬂ'emdomtmmm o
save this file_ | 0

Tip: If you have a PDF writing program installed on your machine, you can also save your report in that
format by printing to your PDF Printer. Once saved in PDF format, the report layout in the PDF file cannot be
modified.

Tip: Depending on the report, fonts and data, some reports have varying widths and heights on different
pages. Choose a paper size and orientation that gives plenty of room - such as Legal and Landscape.
Quickly scan your report to ensure all columns and rows fit within the page boundaries.
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Printing your Report

You can print your report by right clicking on any of the hyperlinked text in the report.
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A variety of print options will appear for you to choose how you would like to your report printed. Click on the
option you would like.

Note: This will not select the paper size for your printer, it will only lay out the report to fit on that size of
paper. The next steps will assist you in ensuring the right paper is selected for printing in your browser.

Once you have selected your option, a separate browser window will open that will preview your report.

The first part of the view is technical in nature (it controls page margin, headers and footers) and can be
clicked closed by unchecking the Preview Mode box, as illustrated below. Click the Enter button to close
this preview and open the report screen.
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Prior to printing your document, you may want to ensure all columns and rows appear on the screen by
viewing the document in print preview mode. Go to File and select Print Preview. This process will assist
you in selecting the paper size for your printer.

E ihm:t:m:lmdcuﬂ 3,wnm.m,m.u:mminnmmmmtmmmim.. i; |§ﬁ
F;i’l‘:: Edit View Favarites Took Help i
Mew ¥ Eseuﬂ'llﬁ'eh' @ostErrow ~ 7 Er # @ | Smal - (Ddyvehoot - ¥
Open... o =
Edit with Microsoft Excel E o
Save AS... e + MDGC Marchd an dract du pasdiresrant & Carads
i commandés =
Page Setup... Gam
| -ar ==
Frint Preview. .. |
J; -
Import and Export... Empty Demarcation
Empty Demarcaton
Properties 0127
ek Offine 01.10.2006..31.10.2006
Clase
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You will have to scroll through the document by clicking on the page forward and backward buttons in the
print preview menu at the top of the screen.

m . = L
L. n
Paxe 10f17 -
P T . =B
e ke = [ 0
Canad:
Cont Cotamt Citi & el = ITT ﬂ ! Fersonalze ! LW'E’"
R AT Bz Semammer
E S A Emgn S
=
If you are viewing the report in an Internet Explorer browser (image below):
e  Click on the Gear Icon second from the top left of the preview page in order to open the page
setup options.
® Select Landscape and paper size.
® The Header and Footer sections should be blank.
e Margins should all be set at 0.25.
e Scroll down through the report and confirm that all the columns and rows appear properly. If you
notice not all of your report is present, you can go back and select a different size of paper. Close
the window.
E Print Preview
pic | |[&]| |« Pagel1 12 & # | @R B[ 75% B
Footer
| |
~ Crientation Margins (inches)
) Portrait left: | 0.25 Right: | 0.25
(%) Landscape Top: |n.2s | Bottom: | 0.25
| ok || cancel || printer... |
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To print, select the Print option.

Select your printer and click Print to print your document.

m Print Preview

2 @
] caotiil-59 caottl4
Bk Stree.,.  Color-398...

Sstus:  Ready
Location: Foor 0 of 223 Waldey R 18M in Ottawa, ONTAF
Comment: coomii4 on IPM cabed 225 2006 m 13:23:8

Fage Rarge

@”‘ Humber of gopses: |1

() Cyment Page
(iPages: |1

Erter sither 3 singhe page number or 3 single
olgs range. For axampla, 317

!

—

»
Orwtiomn

Click the Close button to close the Window.

Page 1 i 37

Click the X on the upper right corner to close the previous window.

GoCM Reports Available to You

Shopping Cart Details

This report would typically be used by a shopper to analyze their shopping carts. This report opens
displaying Shopping Cart details to the level of individual Products within the shopping carts. Several
drilldowns are available for additional analysis. The initial selection screen is given below.

Wariables for Shopping Cart Details | Ditails du panier &schat

(PIDepartment / Ministére [0127 [ E9]Publc Works. and Govemment Services
(Plcost Cantee f Contrn de cotits () |11 || | [=]]

(TISC Date £ Date Pa () [ritzes [0V

(P suppher / Fournisseur [ &)

(Disnepper s Achatesr [ =

[ PProduct Categary | Catégarie de produts | )|

(Dose/nes (11 ]| =)

(PIoss Ciass | Cissse NES (11 (]| [

(EIGSH Seb-class | Sous-closss NES [1 || )]
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Purchase Order Details

This report would typically be used by a shopper to analyze their Purchase Orders. This report opens
displaying Purchase Order details to the level of individual Products within the POs. Several drilldowns are
available for additional analysis. The initial selection screen is given below.

Variables for Purchase Order Details | Diails du bon de commande

[ DIDepartment | Winissére

ﬂcnst::mnr i Contre de cols (") |[] ﬂ
(TIPO Date / Date du BE ()

IJaSupptr § Fournisseur
(PIshopper / dchebeus

(DIProdust Category § Catbgorie se prosuts
[y i1 ]
(Posn Cass | Ciasse NES [ ]

(Dest Sub-ciass | Sous-classe NBS [] v

| Execute]| Chock

PO Analysis by Supplier

[ENPubkc Works and Govemment Services
[

3]

3]

]

(8

[

=)

]

Ta

T 30.11. 2008

To

To

Ta

insert Row|
[ O] meude i insert Row |
[»]

insert Rnw|

[inasrt Row

insart Row|
(23] ncude [re) st o]
[] woude [w] [Insert Row]

[ ] meudn v: [nsert Row]

RC Managers would typically use this report to determine Spend by Supplier and determine the underlying
factors affecting the spend level. This report displays Purchase Order Spend by Supplier for on-catalogue
and off-catalogue purchases. Several other drilldowns are available for additional analysis. The initial

selection screen is given below.

Variables for PO Analysis by Suppiser | Analyse des BC par fournisseur

(DI Dnpariment s misshen
(Pcost Center / Centre de colits (71 |11 v
(TP Date 1 Date du BE (7)

'J_:..'Isuuulnr I Foumnisseur
(DiShopper | Achebaur

[ PIProduct Categary § Caibgorie e produbs
(RGsn/ wes i1 [
[DIeeH Cinss | Classe NBS 11 (]

(TIGEM Sob-ciass | Sous-classe NBS [] v|

| Exmcibe) | Check

PO Tracking Against SO/SA

[E¥)Puttc Works and Govemment Services
(]

[=]]

(=)

=]

[ll=)

(=)

[

=]

To

To 30112006

Ta

Ta

Ta

insert Row |

E Include : nsert Aow)
[=)

['Iucrl Row]

nsart Row|
Waert Row |

[B] weuge [w) [mnsert Row]
[D nclude i Insert Row |

[O] weude [w] [msert Row]

This report focuses on the Spend against individual Supply Agreements compared to the "Call-up Limit" for
a single PO. The report determines how many POs over what period of time results in a specified % of the
limit being attained. The user can specify this "% Used Display Tolerance" on the selection screen, with the
default being 100%. Several other drilldowns are available for additional analysis. The initial selection screen

is given below.
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Wariables for PO Tracking Against 50054 | Suivi des BC en regard des BAMA

(Dineparmant | Mmstaes 0427 [m] Viorks and Gawarnment Sarvices [iraen Row
(Tcost Center | Cantre de colits (%) (11 E| ] To |F] mwus El@
(AP Date / Dabe du BC () 0,93, 2006 =] Tol 30.11.2006 )

[Disuppter | Feumiasewe [gert Row]|
(Disnosper Achetse o] (rasri o]
(Praduct Catagory / Catgare de produts [@a [raert Rew]
ﬁﬁasmuas :II E| @ To| n-:l-d-‘ El@l
{TiG5H Class | Clssse NES 11 ] [ s [] ncuse [x] [raeri Row]
(ThoS8 Sub-class | Sous-ciasse 8BS |11 [v] & To [E9] mcusce ] [naect Row]
(7% of BO Limk Used / % de ba e BA wblieé > (7) 100

[Exteute][Chect]

Ordering Activity

This report displays the Spend by Shopper and Supplier. The user can specify a "Red Highlight Tolerance"
on the report selection screen. Any Amounts in the report that exceed this Tolerance are automatically
highlighted in red. The default value for the Tolerance is $1 Million. Several other drilldowns are available for
additional analysis. The initial selection screen is given below.

Variables for Drdering Acthity | ACtivith o crdoanand emeni

(TAoepartment / winisténe waz7 [ 9] Pubihc Works and Govemment Services. nser Anw
(TCont Conter | Contre du caits 1 11 =] O] Ts [B9] mewsse [ve] (nsertiow]
(THP0 Bute ¢ Duate g BE ) 1.11.2008 [=] Tl 30.13 2006 [&]
(DY Sunpier / Fownmseur =] [ngert Bow |
(TSnopper | Acheteur [=] nsert Aow
(Dipreust Categery | Cabgonie de srossts )]s} (g Raw
IDoseires [11 [2e] ] Ta [CF] cuuze || [insen Row]
(TIE5H Ciass [ Classe NBS [11 (] =] Tal [0] bcuse |s] [insert Riaw]
IDhese Sub-ciass § Sows-classe NBS i1 (] ] To [0F] rcuse x| [insen Aow]
(THred Highight Tolerance § Tolfrande mess &n valsur &n rouge 1.000 000
Exacute] Check|

Commodity Usage

This report displays the Spend by; Supplier, Supply Agreement and Product. Several other drilldowns are

available for additional analysis. The initial selection screen is given below.

Variables for Commeodity Usage Report | Utilisation de la marchandise

(TIDeparment | Ministire 027 [EPubic Werks and Govemment Services
(ot Conter f Centre de colts () | ] ﬂ =] To (O] meude ﬂ insert Row
(TP Date  Date du BE (%) 01.11. 2005 [n) To{30.11.2008 [x)

(TIProduct Category | Catégorie de produts [n)|5]
Boswnes b [v] @, o @] wewoe [v]
(TIGSH Class | Casse NES 1 [x] ) Ts [] rciute ] [Insen Row
(TIosH Sub-ciass / Sous-classe NES [] v [ ! [] wewge [w] [nser row]
[Execute [ Check]
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Purchase Orders Net Value < LEVEL

This report includes all Purchase Orders where each has a value less than the user specified value for
LEVEL. The default value for LEVEL is $25k. The Spend is displayed by; Aboriginal(Y/N), Supplier and
Supply Agreement. Several other drilldowns are available for additional analysis. For example the report can
be drilled down by PO in order to do analysis at a more detailed level. The initial selection screen is given
below.

Wariables for Purchase Orders < LEVEL [ Bons de commande < liveau

(Dloepanmant / Minstive [[Fid | |Pubkc: Works and Govermnment Servicss [rpert Row
(T Cont Conter  Conre de codts ) | 1] v [m) Ta (] mcce (| [msert Rew]
(THPO Dute / Dute 2 BC ) 01.11.2005 =) Ta 340.11.2006 [

(D supoter | Fournssus =) (raen e
(D snopper 1 Acneteur [m) [imsen mew]
I‘aPm-dul:i Category | Cabigorne de produs ﬂ-ﬂ Cirsert Bow
in[c= T 1) [w] [m) Ta (O] mewse [se] [Rsert Row]
[T GSH Class / Clasas NIBS 11 [ (=) Ta (] mewse s | [rertRaw]
(Dass sub-cisss | Sous-casse NBS 1] v =) Ta (] mewse |se| (et Row]
(TPo Het valoe / Valeur netie QU BC < (1) [25.000

|3Lt'.'!|T€:l‘l.fT!:lM'I nirnsam () 5256

Execute || Check]

Purchase Orders Net Value >= LEVEL

This report includes all Purchase Orders where each has a value greater than or equal to the user specified
value for LEVEL. The default value for LEVEL is $25k. The Spend is displayed by; Aboriginal(Y/N), Supplier
and Supply Agreement. Several other drilldowns are available for additional analysis. For example the report
can be drilled down by PO in order to do analysis at a more detailed level. The initial selection screen is
given below.

Variables for Purchase Orders >= LEVEL | Bons de commande >= Hiveau

[ DIDepartment ! Ministice 0127 [E¥|Pubic Works and Govemment Servicss [msert Row]
(DCost Center { Centre de colits (*) | (] :] [=) To [ ] mciuce : msert Aow)
(DIFO Daie / Date du BE (7} 01,11.2008 [=) Ta| 30,11, 2005 [=)

(P Suppier / Fournisseur [=) [insert Row]
iDshopear | dchateur [ [nsert Row]
(DIProduct Casegory / Catboris oo produts [=]|=] [insert Row]
(DiGsH /es 1] _v] =) To [¥] reuce v [msert Row]
(DIGEN Ciass | Classe NBS T ﬂ ) To [ ] mcude : insert Row|
(DEsh Sub-ciass | Sous-clisse NBS [] v =) T [O] weude [w] [nsert Row]

[ TIPG Net Value [ Valsur nette gy BC == (") | 25,000
[ DILeves Text / Texte & niveau () 525K

| Execute|[ Eneck

Top N Departments

This report lists the Top N Departments based on the Department Spend. The user can specify the value for
N with the default being Top 10. The total Spend and PO count are listed for each of the Top N
Departments. The report opens sorted by Department. To sort by Spend, right click on the PO Net Value

8-e.doc Page 18 of 22
2007-05-11



column and use the sort option. Several other drilldowns are available for additional analysis. The initial
selection screen is given below.

Variables for Top N Departments | N principaux ministéres

(T1PO Date / Date du BC ()

[21.11.2006

(Tl Product Category / Catégorie de produits

(Hesn/nes

(TSN Ciass / Classe NBS

1 [l
11 L[

(T GSM Sub-class / Sous-classe NBS [] |||

(AN vakse for Top N/ Valeur N pour majeur (%) [10

Top N SO/SA

To|30.11.2006

To:
To:

To

ECRCREREIE

(=]

(03] nese [+ ] (meertron]
(03] nooe [v] (meertRow]
3] neise [v]

This report is identical to the Top N Departments Report except that it reports the Top N Supply Agreements
(SO/SA) rather than Departments. The initial selection screen is given below.

Variables for Top N S0/5A | Principsux N - GCIAR

(PDepartment / Ministére

(0iCost Center / Centre de coits (7 | [} ||
(TP Bate / Date du B2 ()
(PiProcuct Category / Catégorie de produts
(e rnes

(TIGEN Class | Classe NES

(oSt Sub-class | Sous-ciasse NES [) v |

27

111 2008

mHMWTWNIUmHWWN L]

(Exscute]|Chect]

Top N Suppliers

@Pwuwmmemwmm

=]} To!

[m) To! 36.11.2008
[m) i

=]} To!

[ Ty

ol

insert Row

[] poiude || [insart Row]

@]
(et o]

[ ] poude |[w] (et Row
O vevee ]
B e ]

This report is identical to the Top N Departments Report except that it reports the Top N Suppliers rather
than Departments. The initial selection screen is given below.

WVariables for Top N Suppliers (N principaus fournisseurs

(TIDepastmant / s

(T Cost Canter / Cantrm ow codts ) | [] [w|

(T1P0 Date 7 Dats 0w BC )

[ TProuct Category | Catégorie de produts

(Mo rues

(T)G5N Class / Classe NBS

(M5 Sub-ciass | Sous-ciasse MBS [} v |

@HMMTNNIMHw-ﬂmrN 10

Exgoute Chack
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Top N UNSPSC/GSIN Classes

This report is identical to the Top N Departments Report except that it reports the Top N UNSPSC Classes
rather than Departments. The initial selection screen is given below.

\ariables for Top N Classes [ N principales cl
rDIoepartment ; wnistie (TF [CF)Pubkc Works ana Govemment Services nsert Row]
(Pcost Conter / Contre se colits 71 | [ v (3] To [] ecuge [w) [msert Row]
(PO Cate Dt ou BC (7} 01102005 =] Tl 30.10.2005 [¥]

(TIProduct Categary / Catégorss Se produts [=]]s) nsert Rgw)
(Disn i wes i1 [ (3] To [8] ecuge [w) [msert Row]
(PIGEn Class | Classe NBS [~ ) To [0] e [ [nsert Anw]
(PIGEM Sub.ciass | Sous-classe NBS [] v | (] Ta [ ] eude | [nsert Anw]

I:ﬂhl vales far Tap N 7 'Valsur N pour magur (*} |10

Address Finder

This report would typically be used by a shopper to determine the delivery address key and invoicing
address key to assign to their user profile. This report provides a detall list of all addresses available in
GoCM. By default, you can see all delivery and invoicing addresses in your department. You may see
delivery and invoicing addresses in other departments by removing or changing the default department
code. Several drilldowns are available for additional analysis. The initial selection screen is given below.

Variables fo Cepartment Adéress Finder
(Dress s 1 Mo fresse a haertRon
TlDessriment Cate | Code tu mnstve o |0t o o Grvemmet Servces feaert R
(Pt 1 ocat - i 1] e v st
Dotcsnas tas 1 e sttnte otrseiitins v 1] e v st
Thregin Case | Code s Bigie a rastfon
(Divie 1 Fachre _ a
(Doehery 1 Lirason X [Aves
EEE)
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Review and Try it Now

Review
In this module you learned how to run reports and view their components.
You also learned how to save and print reports.

Additional training tips on GoCM Reporting can be found in the next section - Helpful Tips and Other Job
Aids.

You have now completed all modules as part of the GoCM Training program! If you want to access any
training or help material while you use GoCM, you can access the training website at any time. Additionally,
there is training assistance on every screen of GoCM related to the topic you are in.

Try it Now

You now have the option to complete a series of exercises related to Searching the GoCM Catalogue.
Log on to GoCM to complete these exercises.

Exercise 1:

You want to run a Shopping Cart details report for the last three months. Run and save this report in Excel
format.

1. Go to the My Reports tab. In the Detailed Navigation section, select Shopping Cart Details

2. Enter the variables for Shopping Cart Details, including your Department/Agency and Cost Centre.
In the SC Date field, enter a three month period. Click Execute to run the report.

3. Click on the Export to Excel button

4. Click on Save to save your report to a file on your computer. Save it as a name that is familiar to
you SO you can access whenever you want.

Exercise 2:
You want to run a Shopping Cart details report for the last three months. Run and print this report.

1. Go to the My Reports tab. In the Detailed Navigation section, select Shopping Cart Details

2. Enter the variables for Shopping Cart Details, including your Department/Agency and Cost Centre.
In the SC Date field, enter a three month period. Click Execute to run the report.

3. To print, right click on any of the hyperlinked text in the report. Select the print option that is right for
you.

4. In the window, uncheck the Preview Mode box and click Enter

5. Inyour browser, select Print Preview. Page through your report to ensure all data is viewable. If
not, go to page setup to modify your margins.

6. Once you are satisfied, click on Print to print your document.
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Helpful Tips and other Job Aids
FAQs

How to run a report?

How to print a report?

How to save a report?

How to search for a supplier?

How to view the variable screen once in your report?
How to swap data in a report?

How to filter a report?

How to drilldown in a report?

How to create exceptions and conditions?
How to display graphical settings?

How to view properties of your report?
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