WISCONSIN'S
PCARD MARKETPLACE

Admin-Reporting Menu

WISBuy has tools to allow you to analyze and review your organization’s data. Reporting data
can be viewed via the application or exported for external usage. There are two primary places
in the application that are used for reporting:

Reporting: This area of the application is used to view real-time reports based on criteria
selected by the user. Reports on spend; site usage, contracts, and more are available. The
information displayed provides detailed information about what suppliers are being used, what
and items are being ordered.
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Supplier Management

Document Search: Users and administrators can access purchasing and requisition data using
Document Search. In addition to viewing the information on the screen, the data can be
exported as a *.csv file. This file can be opened in Excel or Access to create reports.
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Reporting:

Below is an explanation of some of the system reports available. When running these reports
some of the criteria the system uses to create the report may not be currently added in
WISBuy. Some of these system reports may not be accurate. Any of these report results can be
exported in a *.csv format then opened in Excel.

Cycle Time Reports: Cycle Time Reports analyze the time it takes for a purchase to go through
WR, WO or Invoice workflow. These reports are useful in helping you to determine areas for
process improvements.

Spend Summary Reports: Spend Summary Reports provide an high-level and detailed

information related to organization spend and spend by supplier. These reports will help you
gather spend information such as top and bottom suppliers, catalog vs. non-catalog ordering,
total spend within a specified timeframe, spend by Business Unit and spend by supplier item.

Purchasing Reports: These easy-to-use reports provide high-level statistics and purchasing
information. Select the report type and date range to query and the system will return the
statistics for the given timeframe.

Spend Analysis Reports: These reports compare an organization’s spending habits across two
periods in time with regards to preferred/non-preferred vendors, spend by category, and
savings estimates by category (“savings” = difference between list price and private pricing).
There are reports for both purchase requisitions and purchase orders.

Site Usage Reports: Usage Reports provide real-time site usage information, including number
of unique users, number of searches performed, and more. These reports are helpful for
tracking metrics such as user adoption, trends in user activity, and specific functions users
perform. After selecting the report and date range, the report displays on the screen.
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Document Search and Export

The document search allows BU Admins to review user orders and requisitions. These searches
can be exported in a *.csv format and opened in Excel. The exports can be a simple listing of
user orders to a full spreadsheet including the items on the order.

1. In the left navigation pane click on the WISBuy Orders & Requests icon.
a. Choose Search Documents
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'™ Shop  Shopping Dashboard = Shopping Home

WISBuy Orders 8. Requests

climent Sear Document Search
Document Search e suppliers | categories

Search Documents
View Saved Searches

Download Export Files 5 and New Toner

Marketplace @

Don't see a supplier or item here? Continue to follow Punchout
current purchasing instructions available
on VendorMet

2. Search criteria can be;
a. Purchase order(WISBuy order number), Requisitions, or Both

b. Select the date range.
c. Further refine your search by entering a user name, supplier or an item.
d. Click Go
Search |Purchase Orders ¥ | All Dates Vlm
Enter search terms such as document numbers, suppliers, and preduct information.

Go to: advanced search | my requisitions | my orders
3. The search returns any matches for any of the criteria entered

Note: In a search for Staples WISBuy also included Grainger. Grainger sells staples for
varies repair projects, the search pulled orders that had staples. Review the filters for the
information in the search and add any additional filters if necessary.
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) WISBuy Orders & Requests  Document Search  Search Documents &
< Backto Edit Search | Start New Search
Showing 1 - 100 of 10000+ Results Total result
count is: 26496 All Dates
Search Details 5" |Results Per Page Sort by: [Best match v <] page of 100(2] 2
eISEty e e Supplier  Creation Date/Time  \eauisition Requisitioner Supplier Status WISBuy Order )
Search Terms No No.
Keywerd ~ W0036753 [ Staples 10/21/2016 8:21 AM 80500241 Angela M Singh Sent 1950 UsD [J
srapLEs Advantage
./ W0036752 4 staples 10/21/2016 &11AM 80429801 Elizabeth Bamum  sent 730usp U
Advantage
Filtered by
v W0036750 X Staples 10/21/2016 €07 AM 80429577 Charlie shimeall Sent 7s78use L
Type: Purchase Orders Advantage
Date Range: All Dates  W0036748 [ Staples 10/21/2016 7:26 AM 80497955 Elizabeth Bloedow  Sent/Confirmed 25asusp O
Advantage
Export Search
~ W0036747 [ Staples 10/20/2016 4:34 PM 80490333 JonAnne Walters Sent/Confirmed azpsusp [
Advantage
Refine Search Results N ~ W0036746 [ Staples 10/20/2016 406 PM 80433730 Maria Volkmann Sent/Confirmed 10223 usp [
: Advantage
. Document counts are unavailzble for -
{otal results over 10000 ~ W0036745 [ Staples 10/20/2016 4:02 PM 80488597 Lavon Buehl Sent/Confirmed 2058 UsD [J
Advantage
Type v W0036744 X Staples 10/20/2016 400 PM 80488513 Cody Castillo Sent/Confirmed 3594 usp [J
Advantage & With Cancelled Items
v
Purchase Grders ™ with supplier Modifications
/ W0036743 X Staples 10/20/2016 354 PM 80488117 Estella Walczyk Sent/Confirmed 7183usp L
Date Range Adva
dvantage
All Dates ﬂ ~ W0036742 =X Staples 10/20/2016 3:50 PM 80487712 Kathy Mahnke Sent/Confirmed 62047 usp ]
Advantage
Supplier % v W0036741 X Staples 10/20/2016 347 PM 80487513 sandra Sromek Sent/Confirmed 48274usD [
X Advantage
Staples Advantage
WW Grainger, Inc. ~ W0036740 £ Staples 10/20/2016 3:41 PM 80106797 John Koons Sent/Confirmed 20723usp [J
Advantage

4. Once you have the orders to review, click the Export Search button in the Search Detail
box on the left of the screen.

Search Details ?

Search Terms
Keyword
STAPLES

Filtered by

Type: Purchase Orders
Date Range: All Dates

[remove all]
Supplier
[l staples Advantage

Save Mew Search E=iaelgdet==T ]

5. The document export will open, to save the information for the orders to a file;
a. Enter a file name,
b. Enter a description,
6. Select a Template to save the file as,
a. Screen export is an export of what is on the screen.
b. Transaction Export will export the orders with the line detail.
c. Full Export will export any information attached to the order (contract summary
info, bill to, ship to, UNSPSC and much more)
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Document Search Export

Request Export (Step 1 of 1)

- *
File Name Week of 10-14 Staples

Description Staples order for one week

Request Export Template"r Screen Export

Transaction Export
Description Full Export

* Required

7. Click submit, the system will prompt you where the download will be saved. The system

will also notify you when the report is done by the preference you choose in your
profile.

Request Submitted

The export request has been successfully submitted.
Pending and completed exports are available in:

WISBuy Orders & Requests > Document Search > Download Export Files
Mote: The time required to complete this export request depends upon the size of
the request as well as the size and number of other pending requests.

This is eligible to be a recurring export. If you would like to schedule it, please
select the Make Recurring button below.

Make Recurring Go to Page: Download Export Files Close

8. Go to the Download Export Files, the file will be saved as a zip file. Click on the file
name which is colored blue.
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Download Exports Recurring Exports

wvary based on the amount of data being exported.

[#] Click to filter exports ?

File Name o Description a Request Date / Time

Week of 10-14 Staples.zip Staples order for one week 10/21/2016 8:36 AM

[t Templates ?

-

Results Per Page Results found: 1

Expiration Date

10/28/2016

If you would like to receive a notification when your export is ready, make sure 'Search Result Export Confirmation' is selected in your Notification Preferences

a Export File Size a
157.0 KBytes

Exports with a status of 'Complete’ are available to be downloaded. Exports with a status of 'Pending’ are currently being queued by the system. The amount of time it takes to generate an export file will

Remove Selected

4|Pagelofl|®

Export Status a

Completed

O
O

?

Remove Selected

9. A prompt should appear at the bottom of your screen to save the file. Click the arrow

on the Save button and choose Save As. Select the folder to save the zip file.

l— Do you want to open or save Week of 10-14 Staples.zip from solutions.sciquest.com?

Open

Save

ol € 2 I NE wl

|

)

“’1|

- Cancel

| )

10. Click the Open folder button to unzip the file. Find the file and double click on the file
name. The file will unzip and open a new window.

Mame Type

EL) Week of 10-14 Staples Microsoft Excel Comma S...

[EL) Week of 10-14 StaplesFormData_ Microsoft Excel Comma S...

Compressed size
157 KB
1KB

Password ... Size
Mo 1,545 KB
No 0KB

Ratio

90%
0%

11. The files that have been unzipped are in a *.csv format. These will open with Excel and

need to be saved as an Excel document to save any changes.

d I= Week of 10-14 Staples [Read-Only] - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Acrobat

& cut Calibri c11 v A AT

- S Wrap Text General

TS

o =B 8
a @ =@ =

;J X AutoSum ~ fﬂ Ea

23 Copy ~ 8] Fin -
Faste B 7 U-|&- T Merge & Center - $ - % » | %8 %9 Conditional Format  Cell | Insert Delete Format Sort & Find &
- < Format Painter = = = ° W0 20 | ormatting ~ as Table  Styles = | = - - @ Clear™  Filter= Select~
Clipboard 3 Font 3 Alignment Number Styles Cells Editing
Al - Jfx | WISBuy Order ID v

A 8 c D E F G H 1 1 K L M N o [ Q R s A
1 |wisBuy olcreation COriginal R Last Revis Last Distri Workflow WISBuy O RequestelPRID  Payment WISBuy O Buyer: Fir: Buyer: Las Buyer Phc Buyer: Em Departme Supplier F BillTo Adc BillTo Adc Bill[=

2
3
4
5
6
7
8
9
10
1

62592467 80266942 PCard
62592467 80266942 PCard
62592467 80266942 PCard
62592467 80266942 PCard
62592467 NO03634: 0266342 PCard
62592467 80266942 PCard
62592467 80266942 PCard
62592467 80266942 PCard
62592467 80266942 PCard

62592467 W0036343 80266942 PCard

Margaret
Margaret
Margaret
Margaret
Margaret
Margaret
Margaret
Margaret
Margaret
Margaret

Knight
Knight
Knight
Knight
Knight
Knight
Knight
Knight
Knight
Knight

+1(262) 8t margaret.heroux@wi.gov
+1(262) 8{ margaret.heroux@wi.gov
+1(262) 8¢ margaret.heroux@wi.gov
+1(262) 8 margaret.heroux@wi.gov
+1 (262) 8¢ margaret.heroux@wi.gov
+1(262) 8t margaret.heroux@wi.gov
+1(262) 8f margaret.heroux@wi.gov
+1(262) 8 margaret.heroux@wi.gov
+1(262) 8¢ margaret.heroux@wi.gov
+1 (262) 8¢ margaret.heroux@wi.gov

12. Once the file is open save the file as an Excel workbook.

WISBuy
WISBuy
WISBuy
WISBuy
WISBuy
WISBuy
WISBuy
WISBuy
WISBuy
WISBuy

Single Bill Att
Single Bill Att
Single Bill Att
single Bill Att
single Bill Att
Single Bill Att
Single Bill Att
Single Bill Att
Single Bill Att
Single Bill Att.

=

Open the file in Excel.
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SaveAs
£ 7 - < —
uu | .« AppData » Local » Temp » Templ Week of 10-14 Staples.zip v| ,‘ Search Templ_
Organize = Mew folder d= - '®

IE Microsoft Excel MName Date modific

No items match your search.
[ Favorites
Bl Desktop
4. Downloads

m

| Recent Places

Bl Desktop
4 Libraries
3 Documents
fJ" Music - 4 1 | +
File name: Week of 10-14 Staples -
Save as type: ’Excel Workbook -
Authors: Hemmer, Ann - DOA Tags: Add atag
[¥] Save Thumbnail
4 Hide Folders Tools - [ Save l ’ Cancel ]

13. Once the file is save then the information can be worked with to create reports.

For further assistance, please contact doawispro@wisconsin.gov.
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