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Reporting
REPDAT SELECT I0H: My Profile +
Backordared
Listof tems purchased with status of open, backonder ship, or cancel. Site Administration +
Barcode
o Print barcod e repart for products inyour tems Purchased list. Custom Order Messages +
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D. Click on Reporting e
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Ivoice Datall ®  Custom Seftings

Detailed list of invoices and items.

F. On the next page, select the radio i Sumn Olow GUT STep-Dy-step instructions to define report criteria, such as date range, scheduling, locations, and preferences.
A consolidated report of invoices including open invoice amount, invoice total and due date.

button for the report that you would
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Detailed listof items purchased by ca

Report Wizard Itema Purchaaed by Manufacturas You may schedule your report to recur or select a one-time report. Recurring reports are automatically emailed to you.

Detailed listof tems purchased by manufact

G. Select Custom Settings to select more D T e e wani

tagory with Inroice Datails
facturer and category with invoice detsils. I Recurring report

Monith to Month [tema Purchased b Cat:

& One-time report
urerand categary. email me this report

Itema Purchassd by Manufacturss

options (Shlp To #, Recurring, etc.) Detailed list of items purchased by m
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H. YOU haVe Op'nons to SChedUIe recur- IEmalI report to these additional email addresses: I
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ring reports or Email the report ot Pasced bt
to additional recipients click Next to Amonthly detailed istof iffins purchazed. option123@henryschein.com
ﬁnish the report, g'::‘ir;dp:;gpurcha crders.

Purchaged Padigr

Print Pedigree or Endaor Pedigree report for pedigree items purchased.
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#& / My Account / Reporting 3>

(©H “four report is being processed. Completion time will depend on the averall complexity of the report requested. Please refresh the view
periodically or check back a later time to allow for proper processing time.

Create historic reports of items purchased in minutes. Check the status of processing reports via the Refresh link or view completed reponts in vo ser, FOF or Bxcel. To
check the report criteria, a link is provided. Onee you create a repor, you can access it below for up to 90 days.

Creating historic reports of REPORTS: [2) SORTEY:

items purChased Report Name Criteria Cate Created Status Wiew [alate
Items Purchaead by Category ' Ireefene Preparing Refrech
Date Range: 3/27/2017 - 3/26/2018
) Items Purchaead by Manufacturer and Category 3262018 Completed o
A. Check the status of processing Date Range: 3/27/2017 - 3/26/20 18 ® Eopres (e

reports via the Refresh link or

view completed reports in

your browser (PDF or EXCeI) SCHEDULED REC URRING REPORTS: [0}
Report Name Report Type Frequency Edit Celete

B. Reports can be set to
1 DefaultSettings
recurring—YOU haVe to C|iCk Use nur predefined settings for your report. The report will include data for the current location within the st 12 months.
‘:’# @

Custom Settings
Followr our step-by-step instructioneto definereport criteria, such as daterange, scheduling. Incations. and prefarences.

Custom Settings from the pre-

vious page to allow for this
option

@ / My Account / Reporting / Reporting: New Report

'You may schedule your report to recur or select a one-time report. Recurring reports are automatically emailed to you.

) (@ One-time report
| email me this report

Recurring report
Email report to these additional email adresses:
Test123@henryschein.com

[Testdss@henryschein.coni J

<Click here for video tutorial | E-Commerce Technical Support—P: 1-800-711-6032 [www.henryschein.com/help


https://player.vimeo.com/video/318797378?quality=1080p

