NOTE: PHASE 2 REPORTING CAPABILITIES WERE NOT IMPLEMENTED UNTIL OCTOBER 2, 2024; THEREFORE, REPORTS RUN FOR
FY 25 WILL NOT BE COMPLETE—JULY-SEPTEMBER DATA WILL NOT BE INCLUDED. IN SOME INSTANCES, THAT INFORMATION
CAN BE OBTAINED THROUGH CUSTOM QUERIES OR RETRIEVAL UNDER THE HOME TAB.

PH - Purchase Portal Reports

The reports are found under the Reporting icon in OnBase. Under the Shared with Me tabis a
section for Public Health and the below reports are included in that section.

PH - Request Form - Food Purchase
When selecting this report, users are prompted to enter a date range.

PH - Request Form - Food Purchase Parameters

Provide values for the following dashboard parameters

PH - Purchase Vendor Information - Food Purchase S

Document Date ™

Fromi -|T0| '|&

The report will gather all the PH - Final Purchase Forms for the date range. This report can break
down if the Food Purchase check box on the form was checked. A check signifies a “yes”

All, Yes or No Food Purchase Yes or No ]

V! (an
V!
W ves

Document Info ]
Program Sequen... Document Name Document Date (Day-Mon... Vendor Name Food Purch...
25-000043 PH - Final Purchase Form - 9/6/2024 - 25-000043 - WOOTEN & ASSOCIATES, PLC... 9/6/2024 WOOTEN & ASSOCIATES, PLC —
25-000044 PH - Final Purchase Form - 9/6/2024 - 25-000044 - NONE - COMPLETED 9/6/2024 NONE

25-000045 PH - Final Purchase Form - 9/6/2024 - 25-000045 - - COMPLETED 9/6/2024

25-000046 PH - Final Purchase Form - 9/6/2024 - 25-000046 - GRAINGER - COMPLETED 9/6/2024 GRAINGER YES

25-000047 PH - Final Purchase Form - 9/6/2024 - 25-000047 - PARTY CITY - COMPLETED 9/6/2024 PARTY CITY

The report is broken up into three sections. The top left section allows users to filter check; all will
show all the documents, yes will show the documents where the check box is selected. The other
sections will change based on what is selected.

The bottom grid lists information about each Final Purchase Forms, Program Sequence, date,
vendor. Users can double click on the item, and it will open the form. If users need to export the
grid, they can use the smallicon in the right-hand side of the grid and can export the information.
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PH - Request Form - Gift Card

When selecting this report, users are prompted to enter a date range.

PH - Request Form - Gift Card Parameters

Provide values for the following dashboard parameters

PH - Purchase Vendor Information - Gift Card

Document Date*

From

To|

The report will gather all of the PH - Final Purchase Forms for the date range. This report can
break down if the Gift Card check box on the form was checked. A check signifies a “yes”

All, Yes or No

W (an
¥4
VI ves

Document Info

Program Seque...
25-000045
25-000046
25-000047
25-000048
25-000049

Document Name

PH -
PH -
PH -
PH -
PH -

Final Purchase Form
Final Purchase Form
Final Purchase Form
Final Purchase Form

Final Purchase Form

-9/6/2024 -
-9/6/2024 -
-9/6/2024 -
-9/6/2024 -
-9/6/2024 -

25-000045
25-000046
25-000047
25-000048
25-000049

Yes or No

Document Date (Day-Mo...

- - COMPLETED 9/6/2024
- GRAINGER - COMPLETED 9/6/2024
- PARTY CITY - COMPLETED 9/6/2024
-4 IMPRINT - COMPLETED 9/6/2024
- DELL - COMPI FTED 9/6/2024

Vendor Name

GRAINGER
PARTY CITY
4 IMPRINT
DELL

Gift Card Purc...

YES

3

The report is broken up into three sections. The top left section allows users to filter check; all will
show all the documents, yes will show the documents where the check box is selected. The other
sections will change based on what is selected.

The bottom grid lists information about each Final Purchase Forms, Program Sequence, date,
vendor. Users can double click on the item, and it will open the form. If users need to export the
grid, they can use the smallicon in the right-hand side of the grid and can export the information.

Last updated: 11/26/2024

Page 2 of 6



PH - Request Form — Non Asset

When selecting this report, users are prompted to enter a date range.

PH - Request Form - Non Asset Parameters

Provide values for the following dashboard parameters

PH - Purchase Vendor Information Y

Document Date™

Tol -

From | -

The report will gather all of the PH - Final Purchase Forms for the date range. This report can
break down if the Non-Asset check box on the form was checked. A check signifies a “yes”

All, Yes or No Yes or No

M (an

v

W vEs

Document Info

Program Seque... Document Name Document Date (Day-Mo... Vendor Name Non Capital A...
25-000029 PH - Final Purchase Form - 8/22/2024 - 25-000029 - COMPLETE PRINT SHOP IN... 8/22/2024 COMPLETE PRINT SHOP INC

25-000030 PH -Final Purchase Form - 8/22/2024 - 25-000030 - COWG - COMPLETED 8/22/2024 CDWG

25-000031 PH - Final Purchase Form - 8/22/2024 - 25-000031 - GRAINGER - COMPLETED 8/22/2024 GRAINGER YES
25-000032 PH - Final Purchase Form - 9/4/2024 - 25-000032 - ACRO - COMPLETED 9/4/2024 ACRO

25-000033 PH - Final Purchase Form - 9/4/2024 - 25-000033 - CHIPOTLE - COMPLETED 9/4/2024 CHIPOTLE

B

The report is broken up into three sections. The top left section allows users to filter check; all will
show all the documents, yes will show the documents where the check box is selected. The other

sections will change based on what is selected.

The bottom grid lists information about each Final Purchase Forms, Program Sequence, date,

vendor. Users can double click on the item, and it will open the form. If users need to export the
grid, they can use the smallicon in the right-hand side of the grid and can export the information.
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PH -Vendors Total Spend

Users will run this report by selecting a date range. They also have the option select a vendor if

desired.

PH - Vendors Total Spend Parameters

Provide values for the following dashboard parameters

PH - Purchase Vendor Information S

Document Date ™

From -|To| '|ﬁ

PH - Yendor Name
16TH ST. OFFICES LLC
2023 ARIZONA HEALTH EQUITY CONFERENCE
4IMPRINT
4041 CEMTRAL PLAZA LLC
4041 CENTRAL PLAZA LLC YOUNAN PROPERTIES
AIMPRINT
AIMRINT
A FORFIGM | ANGLIAGF

PH - Vendors Total Spend

By Vendor &

100M

Request Am...

=)
=

Document Info

Program S... Document Name

24002035  PH -Final Purchase Form - 8/22/2024 - 24-002035 - AMAZ... 8/22/2024
9/4/2024
24002042  PH -Final Purchase Form - 9/8/2024 - 24-002042 - 4041 C... 9/8/2024

Adniaana

24-002038  PH - Final Purchase Form - 9/4/2024 - 24-002038 - A1 CO...

~a AASA AR P il Pimdemmm Fmmee AR IANA A4 AAAN AT ATRARAT

Document Date (...

By Final Request Type &

Final Request Type
P.0. Modific

Purchase

NNrdar 3/ 2R0L

B

PH - Vendor Name Vendor Name Request Amou... | Final Requ...

AMAZON AMAZON $3,195.00 Purchase ...

A1CORPORATEHQLLC A1CORPORATEHQLLC §5,500.00 P.O. Modi...

4041 CENTRAL PLAZA ... 4041 CENTRAL PLAZA ... §2,544.00

prp——— o o P
Sum = §200,5...

This reportisin 3 sections. The top right corner lists information by vendors. The second section
shows the breakdown by purchase type. The grid section at the bottom, this will show Program
Sequence, Document Name, Document Date, Vendor Name, Request Amount (which it totaled at
the bottom) and also the Final Request Type. Users can double click on the item, and it will open
the form. If users need to export the grid, they can use the smallicon in the right-hand side of the

grid and can export the information.
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PH - Workload Statistics Charts

Users will select a date range for this report.

PH - Workload Statistics Charts Parameters

Provide values for the following dashboard parameters

PH - Purchase Request Workload Statistics s

Document Date™
From | 06/01/2024 12:00 AM '| To |09.-"05.-"2024 11:59 PM '| (]

PH - Workload Statistics FINANCE

FPF - By Request Division [A T, FPF- By Request Programs R FPF by Procurement User &
L 4
SERVIC 8
ORG E 2
\ | SUPPOR = -
4qT: 11.5..
C -
15.38% - «lliLC O
Document Info [r]
Program Sequence # Document Name Date Procurement User Request Division Request Program Invoice Amount (Sum) Document ID
24-002038 PH - Final Purchase F... 9/4/2024 CHERYL.BUCALO FINANCE CONTRACTS AND PROCURE... §5,500.00 37303619 =~
24-002043 PH -Final Purchase F... 9/9/2024 CHERYL.BUCALO FINANCE CONTRACTS AND PROCURE. .. $50,000.00 37303731
25-000033 PH -Final Purchase F... 9/4/2024 CHERYL.BUCALO FINANCE CONTRACTS AND PROCURE... $5,100.00 37303621
Ar nnnnna AL i Prncbemmn = AIAIMANA _AUERSE_DUAALA A AR~ AAAFTR A /TR AR AN AR N #n nnn nn P
Sum = $200,102,600.00 Count=38

First section is the Final Purchase Form by Request Division, second section is the Final Purchase
Form by Request Program, the next displays the information by Procurement User. Users can click
on the division to filter the information by division if desired as well.

The grid section at the bottom will break down the information by the specific forms. The sum of
the invoices is listed at the bottom. Users can double click on the item, and it will open the form. If
users need to export the grid, they can use the smallicon in the right-hand side of the grid and can
export the information.
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PH - Item Process Time Per Queue

This reportis set up using a date range. This report will show how long forms are in the workflow.

PH - Item Process Time Per Queue Parameters

Provide values for the following dashboard parameters

PH - ltem Process Time per Queue A

Date Range™

Fromi | To| ~ | (]

Item Process Time Per Queue T

Request Type Q Queue Procurement Spec... Final Request Type
« | M@ ~ M@ W ()
! Procurement - Completed i/ CHERYL.BUC... W
&/ Procurement - Hold W GWEN.IREY ¥ P.O. MODIFICATION
‘/ Procurement - Inbox /| JOLENE.SELB. .. \/ P-CARD
¥/ Procurement - Order Processed /| OMAR.ALSHL... ] PURCHASE ORDER
v w/ Procurement - Working v
Queue(Days) (Sum) Avg Time In Queue(Days) (Sum) Avg Time In Queue(Hours) Program Sequence £ Request Type Final Request Type Procurement Us
3 3 65.78 25-000053 P.O. MODIFICATION P.O. MODIFICATION OMAR.ALSH. «
4 4 88.61 25-000032 P.O. MODIFICATION P.O. MODIFICATION CHERYL.BUC
4 4 88.62 24-002038 P.O. MODIFICATION P.O. MODIFICATION CHERYL.BUC
4 - 88.64 25-000034 PURCHASE ORDER ~ PURCHASE ORDER CHERYL.BUC
4 4 88.68 25-000033 P-CARD P-CARD CHERYL.BUC
0 0 0.01 25-000054 P-CARD CHERYL.BUC ~
Avg = 0.476 Avg =9.60

The top left section is by the type of request. Users can filter by PO, P-Card or PO Mod and this will
change the other sections of the report. Users can filter also by the workflow queue or specific
workflow queues by checking the check boxes. Users can also filter by the Procurement Specialist
or by request type using the next two sections. Atthe bottom of the grid it displays the average Max
Time in queue in days and another column for hours.

The bottom grid will show how many items were processed, the min and max time in the queue,
average time in queue, who the procurement specialist, the original request type, the final request
type, program sequence. Users may need to scroll to view all of the available fields. Users can
double click on the item, and it will open the form. For this form if users would like to export to
excel, they will need to select the Export Data button on the control bar at the top.
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