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VANDERBILT         UNIVERSITY

eProcurement Reporting (APPO Universe)
Frequently Asked Questions

(Last Updated 07/13/2006)

1. How can I obtain access to the reports?
2. Where can I find the reports?
3. What determines the list of centers for which I can view eProcurement PO and Voucher data?
4. Will orders submitted outside of eProcurement be on my reports?
5. How can I limit what I see on my report?
6. Which date format should I use in the prompts?
7. How can I avoid recreating the report after clicking on a PO or Voucher link? 

8. What date will the vouchers on my report be charged to the G/L?
9. I received an "Invalid Page Number" error message when I tried to access the last page of the report. How can I see the data?
10. How do I print the reports?
11. Whom can I contact about running the reports?
1. How can I obtain access to the reports?

To obtain access to view the reports in Infoview, complete the security form at the following link:

http://www.vanderbilt.edu/stop/forms/uploads/Business_Objects_Security_form.doc
Request access to the APPO universe, then follow the routing instructions indicated on the security form.

2. Where can I find the reports?

The reports are available in Infoview.  To access the reports, login at the following web link:


https://prodwebreports.mis.vanderbilt.edu/wijsp65/
The reports will be listed under Procurement and Disbursements.

3. What determines the list of centers for which I can view eProcurement PO and Voucher data?
You can view eProcurement PO and Voucher data for cost centers on which you've been assigned an eProcurement Executor and/or Review role.  Additionally, if you are an eProcurement Creator, you view the reports for the cost centers where you also have an eDog Viewer role.

4. Will orders submitted outside of eProcurement be on my reports?

No, only Purchase Orders and associated vouchers created in eProcurement are currently available on the reports.  Additional reports will be developed in the future
5. How can I limit what I see on my report?
You can limit the data on the eProcurement PO and Voucher reports by date range, Center or Centers, Account, Creator, Executor, or Vendor.  For the eProcurement Voucher report, you can also limit by Match Status.  To use the Creator, Executor, Vendor, or Account prompts, enter the data you wish to use for your search using % as the wild card.  For the Match Status, add the statuses you wish to see to the list box, and remove the asterisk (*) from the search box.

6. Which date format should I use in the prompts?
You may enter the date as month/day/4 digit year (7/1/2006 for July 1, 2006), or select the date using the calendar function [image: image1.png]


  beside the prompt boxes
7. How can I avoid recreating the report after clicking on a PO or Voucher link?

Instead of using your browser’s Back button, click the  [image: image2.png]


 button.  The button is located at the upper right corner of your screen, just above the blue bar.  This will take you back to the summary report data.  You can also choose to open the detail data in a separate browser window by right clicking on the PO or Voucher link, and choosing “Open in New Window” option.
8. What date will the vouchers on my reports be charged to the G/L?
The Effective Date on the eProcurement Vouchers report is the first date the voucher could be posted to the general ledger.  The general ledger entry date can vary from the Effective Date due to factors such as match status, month end, and year end.    
9. I received an “Invalid Page Number” error message when I tried to access the last page of the report. How can I see the data?
To avoid this error, it’s best to view the data in draft mode by clicking the [image: image3.png]


  button.  The button is located on the right side of the blue bar at the top of the page.
10. How do I print the reports?

To print the reports, we recommend that you save the file as either an Adobe PDF or Microsoft Excel file.  To do so, click  the Save link at the top of the page (second item from the left).   Select either Microsoft Excel or PDF format, then click Save to my computer, and Open.  The file will open in a new window with the format you selected.  You can then save the file on your computer, or print the data.  To return to the report, click the Close button.  Please note:  if you have pop up blocker software installed, you will need to disable it in this instance to see the file.
11. Whom can I contact if I have a question about running the reports?
Please contact the VUMC Helpdesk at 3-HELP (3-4357), and tell them you have a question about the APPO Business Objects reports.  You can also send an e-mail message using the Self-Service module located at:


https://www.mc.vanderbilt.edu/infocntr/helpdesk/secure/emailsvcreq.html
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