
At the conclusion of
this lesson, you will 
be able to:

❁ List the three main types 
of reports.

❁ Build a General Report for a 
specific date range.
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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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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.
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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
Total Sales by Payment Report
MILSBILLS Report (if you use 
Milstrip/Fedstrip for purchasing)
General Report
JON Report (by order)
JON Report (by line)
Contract Report
Supplier Performance
Orders Awaiting Authorization

The entry screen is the same for each
of  these reports.
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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.
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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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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

Lesson 8 Questions

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.


