LESSON 8:
Accessing ECAT

Reports
Objectives

0 List the three main types
of reports.
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LESSON 8:

8.1 What is the Report Manager?

The Report Manager is the list of all reports available in ECAT and the place where the

user can enter parameters to customize them. To view the Report Manager, click the
Reports tab on the Product Search page.
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&) https:/ fmedweb.dscp.dla. mils pls/ TEST/ RPT_MANAGER, showReporthianager

Reports
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Search By: Enter one or two words to identify the product(s) of interest {e.g. modem, 9600):
[Product Name [ | ® Match Exact O Match Any
Narrow Search By: Enter one or two words contained in the Supplier's name(terminate with * for wildcard search) to narrow the search results £3 Report Manger
Supplier Name i [ B Detal Reports
Narrow by Product Description | ] {1 Summary Reports
{1 Product Reports
[T Order Search Results IDEscendmg By: IF’deuct Mame

O View Products @ View Supplier Catalogs

To select a report from the Report Manager Tree in the left frame,
click the box to the left of the folder for the desired type of report
This displays the different types of reports available in the selected folder.
Click on the desired report to display page 1 of that report in this frame.
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8.2 Types of Reports

There are three main types of reports: Detail Reports, Summary Reports, and Product
Reports. The Detail Reports list all the items for a particular order. The Summary Reports
list different group reports. The Product Reports list the top products by supplier for a

specific data range.

https://medweb.dscp.dla.milf pls/ prod/ RPT_MANAGER. showReportianager
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8.2.1 Detail Reports

The Detail Reports contain a Basic Order Report. This report provides a detailed
description of each item ordered along with the current status of each item, sorted by
Order ID. If you know what the Order ID is, you can enter it manually in the box provided
on the right side of your screen. If not, you can search through the list. After you enter the
parameters, click “Finish” and the report will open in a separate page.
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8.2.2 Summary Reports

The Summary Reports show summary level information. The following summary reports
are available:

Total Sales by Supplier

Total Sales by DODAAC
Credit Card Report (if you use a
credit card for purchasing)
Accounting Processing code (Apc) Report 3 https:/medweb.dscp.dla.milpls/prod/RPT_MANAGER.showReportManager - Microsoft Internet Explorer provided by DSCP

Total Sales by Payment Report 5 5 - D ) [ Qsearch (3] SERE=
MILSBILLS Report (lf Ou use &) https:/ #medweb. dscp,dla.mil pls/ prod/ RPT_M&NAGER. showReportianager

Reports

Milstrip/Fedstrip for purchasing)
General Report

JON Report (by order)

JON Report (by line)
Contract Report & Report Manger

(] Detail Reports

Supplier Performance E& Summary Reports

mgm - - @] Total Sales by Supplier

Orders Awaiting Authorization ) Totel Sales By Dodaac
8] Credit Card Report

{8 APC Report

{8 Total Sales By Payment

The entry screen is the same for each I

~[8] General Report
~{#] JON Report (Crder
Of these reports ~{@] ION Report (Order Line
~[8] Contract Report
@] Supplier Performance
[ Orders Awaiting Authorization
B3 Product Reports

w1
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8.2.2.1 General Report
The General Report provides summary level information for all MILSBILLS and Credit
Card purchases. To view this report, enter a date range for which you want to view the
information. Click the Finish button to process the request. ECAT will return a report that
has the Date Range, Order ID, Originating User ID, Authorizing User ID,
Status Date, Status Code, and the Amount for each order, and a grand total for
each order.

A https:/medweh.dscp.dla.milipls/TEST/ECAT.XRPT_GENERAL.generateReport - Microsoft Internet Explorer provided by DSCP
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&) https:/ fmedweb, dscp.dla, milf pls/ TEST/RPT_MANAGER, showReportianager General Report
_ : 01/01/2002 to 03/21/2002
@?mmmm ..... > Reports
Originating Authorizing Status
Order ID User Td TserTd Date Status Code Amount

3 Report Manger SP020002D30000004 CALDERAIO] CALDERATOT 21MAR 02 Requisition authorized $48,987.51

Detail Report:

Eg SE m;plzta;crts SPO2000ZD30000003 CALDERAIOT CALDERATOT 20-MAR 02 Requisition anhorized $17,322.00
“[8] Total Sales by Supplier SPO20002D30000002 CALDERATO] CALDERATOT 20-MAF-02 Requisition autherized $48,463.16
Eg’tis;l“dBRD“m e —— SP020002D30000001 CALDERATO] CALDERATOT 20-MAF-02 Requisition autherized £59,110.99

redt Card Report
8] APC Report SP020099D73031668 BENNV BENNV 13-FEB-02 Vendor approved requisition £260.35
{31 Total Sales By Payment SP020039D73060248 BENTTV EENNV 23-TAN-02  Requisition autherized $936.83

[0 MILSEILLS Report
~{8] General Report

[9] JOIT Report (Crder’ Total: $£175,080.84
[@] JON Report (Order Line
~{8] Contract Report

1 Suooher Pecformance Generated on 041242002
[® Orders Awaiting Authorizati
{0 Product Reports
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8.2.3 Product Reports

The Product Reports section contains a Products By Supplier report. This report
provides a count of products ordered by a customer from each vendor. Enter a date range,

the DODAAC and the top number of products you want shown, and click the Next button
to view the report.
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&) https:/ #medweb.dscp.dla, mily pls/ prod/ RET_MéNAGER, showReportkanager

%’mmon'”e) Reports

2 Report Manger

{0 Detail Reports

{0 Summary Feports
=3 Product Reports

@ Products by Supplier
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Below are a few questions designed to reinforce the material presented in the preceding lesson.
Please take a few minutes to carefully read and answer them. The answers can be found in Appendix F.

(=150 Questions

1. What is the Report Manager?
a. The user who controls the reporting function in ECAT
b. A report of your most recent orders
c. The list of all reports available in ECAT
d. The Product Reports

2. What are the three types of reports?

a. Detail Reports, Basic Order Reports, Product Reports
b. Detail Reports, Summary Reports, Product Reports
c. Summary Reports, General Reports, Product Reports
d. Detail Reports, Summary Reports, General Reports
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