How to run the purchase recap by Profit Center (cost center)
Got to reports>purchase recap by profit center.
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Select ““all profit centers” then next
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Al Proft Cernters

(™ A& Selected Profit Center

“You ray print this report showing data for all
profit centars or for a selected profit center:
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Select your date range then click next

Erter the beginning and ending imoice
dates youwould like to hawve included
on this report

From [0901/2008 [o] 4 [0341772009 ]
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Select “all invoices” then next

This report can include all invoices, those
which hawe been expored, orthose that
hawe ywetto be exported.

f+ Alllnvoices
" Exported lnvoices

" Mon Exported Invaices

Mext » Subriit




Select “vendor and invoice number” for sort options and click next
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The items an this report may be listed in
one otthe following sort orders.

" Report Group

™ Wendor

" Yendor and Report Group
T Irwoice Mumber

{* Yendor and Invoice Mumber

{~ Tranzaction Report with YYendor Summary
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Select “include all items on the report” and click next

All eligible tems may be included an the
report or ane or more individual tems may
be selected for the report.

& |nciude all iterms ari the repart,

" |nelude only selected items on the repart.

Dt Click here to select individual
S itemz far the repart;
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Select “both detailed and summary information” and click submit
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_Th'is repott can contain detailed
information, a summary, or both.

(™ Detailled information anly,
" Summary information only.

{+ Both detailed and summary information.
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Select your report format click submit and follow through the output options
Waste Activity Report - FOOD-TRAK Task SchitalP 4
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Select your output options
Waste Activity Report - Output Options I_
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