
How to run the purchase recap by Profit Center (cost center) 

Got to reports>purchase recap by profit center.  

 
 



Select “all profit centers” then next 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Select your date range then click next 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Select “all invoices” then next 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Select “vendor and invoice number” for sort options and click next 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Select “include all items on the report” and click next 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Select “both detailed and summary information” and click submit 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Select your report format click submit and follow through the output options 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Select your output options 

 
 

 


