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Overview of Procure-to-Pay Reports 
 

UC Merced Buyers will use these steps to extract data purchasing data. 

 

There are two main methods to extract purchasing data from Oracle Procurement: 

- Export to Excel functionality when available 

- Oracle Transactional Business Intelligence (OTBI) reports 

 

Export to Excel function is available generally in Search Result screens in Oracle Cloud. 

This function is available in the Action menu or using the icon on multiple screens, 
including lines of a purchasing document. 

Using this function, all data on the screen, are exported to Excel.  

Search options are available to select data required for reporting to be displayed on the 
Procurement. 

 

OTBI reports are available only for authorized users in the Report and Analytics function of 
the Tools menu. 

Standard Oracle reports and customized reports built for UC Merced are available in OTBI 
for authorized users who can run them and export them to Excel any time. 

Each report has a launching method assigned to them and they may be different. 

OTBI also allows authorized users to modify existing reports, adapting them to evolving 
need for data, as well as to create new reports. 

As all OTBI reports can be extracted to Excel, further filtering and Excel formulas can be 
used for further data analysis and/or reporting. 
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Extract data from Procure-to-Pay Search Results  

 

Follow the instruction below to open any Search workbench to extract data from any 
Procurement document using Search Results. 

Use the Task pane on the right of the screen of the Work Area , to select the type of Procure-
to-Pay Document for which a reporting is required as shown below by an example of the 
Procurement work area: 

 

 

 

 

 Available documents depend on the access authorization provided to each user. The Payable 
work area provides access to Invoices and Payments. 

Follow steps below to search and extract data to Excel. 

  

1) Select the Order information you want to extract  

This option is only available for relevant document types (orders and agreements 
when the agreement type is Blanket Purchase Agreement) 

2) Select Search Method “Basic” or “Advanced” search method depending on the criteria to be 
used 

a. Advanced method makes available more choices and additional criteria 

b. When Advanced Method is selected, use Add Fields button to add additional search 
criteria 

c. Use the operator list of any search field to refine search criteria based on the 
selected operator 
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3) Use Keyword, when available, to search based on a partial information in any of the 
following fields of the document (depending on the document type): 

- Sold-to Legal Entity – Always UC Campus at UC Merced 

- Document Number 

- Document Description – Free text field in documents allowing to provide information 
making the document identifiable based on its content 

- Line Description 

- Supplier 

4) Use Save to save the search criteria 

a. Click Save to open save options 

b. Provide the name of the search, and  

- Select “Set as Default” if the criteria have to be available as soon as the task 
is selected 

- Select Run Automatically to run the search as soon as the task is selected, 
without need to enter the criteria again 

5) Use Manage Watchlist to add the search the criteria and the query to the watchlist 
available from the home page 

a. Click on Watchlist 

b. Check the checkbox to add the query to the watchlist of the category of the 
document type 

c. When connecting to Oracle Cloud, select the Watchlist Icon   on the top right 
corner of the Home Page 

d. Select the query in the list to access directly to the search 

6) Use the Query by Example feature to provide more detailed criteria and further filter 
search results if necessary 

a. Select the “Query by Example” option in View menu on the top of the Search 

Results or Click on the Query by Example icon  

b. Enter the additional criteria above all the columns where needed and hit the 
“enter” on the keyboard 

c. The Requisition will not be able to be found after the delete action is completed 
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7) Use the “Columns” option of the View menu to select which columns to display on the 
screen and to export to Excel 

a. Click on “Columns” 

b. Select Show All to display all the columns or select the name of the column to 
display or hide 

Note: The system keeps in memory the selection until it is modified again 

8) Use the Export Excel function to export data to Excel  

a. Select the “Export to Excel” option in Action menu or click on the Export to Excel 

icon  

b. Click on the link to the export file link in the bottom left corner to open or save the 
extraction to the computer 
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Extract Procure-to-Pay data using OTBI  

 

Follow the instruction below to locate, run, and export OTBI reports to Excel. 

 

 

 

Navigation:  Home Page or Navigator > Tools > Reports and Analytics  

Select Shared Folders by clicking on the double arrow, or use the Browse Catalogs button on the 
top right of the Reports and Analytics screen 

 

Campus wide reports can be located by navigating to: 

• Home Page or Navigator > Tools > Reports and Analytics > “Browse Catalog” > Shared 
Folders > Custom > Campus > Purchasing 

These different methods provide access in different way to reports. The Shared Reports access 
provides a direct access to reports, while the catalog browser provides access to folders, sub-
folders and finally to reports. Standard reports can be launched in multiple ways. They can be 
launched immediately, or they can be scheduled. 

 
Run a standard OTBI Report from the Catalog Browser 

1) Use the catalog browser to see the entire folder hierarchy and scroll up and down to identify 
the functional area where the report to run is located.   

a. Click on the folder in the folder hierarchy on the left to open subfolders, 

or  

b. Use the “Expand” link in the middle of the screen under the folder name to open 
subfolders. 

2) Use the Open link to launch the invoice 

• Depending on the type of the report, the access method, and launching criteria, 
reports and requests can be launched immediately or scheduled.   

• More complex reports fetching data from multiple tables at different data levels 
(header, line and distribution data in the same report for example), take more time to 
launch 

3) Provide Report parameters to filter data in the report 
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4) Click Apply to launch the report and click 

5) Use the  icon on the upper right corner of the screen, or use the scrollbar on the right of 
the screen to scroll down to the bottom of the report and click on the “Export” link 

6) Click on the selected output format 

7) Confirm the end of the data export process 

8) Click on the file link in the bottom right corner to open the exported file 
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Schedule a standard OTBI Report from the Catalog Browser 
 

Standard OTBI Requests can be scheduled to run later, or frequently, and to be sent to an email 
address 

1) Select the report and use the Schedule link when available to launch the invoice 

• Depending on the type of the report, the access method, and launching criteria, 
reports and requests can be launched immediately or scheduled.   

• More complex reports fetching data from multiple tables at different data levels 
(header, line and distribution data in the same report for example), take more time to 
launch 

 

2) Provide Report parameters to filter data in the report 

3) Select the Schedule tab to provide schedule parameters 

4) Click Submit to launch the report and click OK to acknowledge that the report was submitted 

5) Navigate to Tools > Scheduled Processes to search for the report  

6) Click on Republish and select the output format 

7) Once the system completes report processing, click on the link to open the output file in the 
bottom left corner of the screen 

8) The report opens and is ready for use in the selected application 
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