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Running Enquiries and Reports 
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Exporting to Excel 

Using the ‘Lookup’ feature to find suppliers, product codes and other information 
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Finding reports - Search Feature 
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Reports 
Left to Spend (LTS) reports 
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Viewing Nominal Account detail: 
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Requisition/Purchase Order Related Reports 

Own Requisitions 

 

 

 

 

 

 

All Requisitions 
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Requisition/PO Details 
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Invoice related reports and enquiries 

Supplier Payment Enquiry 

 

 

 

General Ledger Reports 

Web – Gross Commit Enquiry 
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Open Commitments 
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