
Web Tutorial: Reporting Portal 

 

Reporting 

1 

A. Login 

B. Click My Account  

C. Expand (+-) Reports 

D. Click on Reporting 

E. Click New Report  to select  an option 

F. On the next page, select the radio 

button for the report that you would 

like to view and click Next to enter 

Report Wizard 

G. Select Custom Settings to select more 

options (Ship To #, Recurring, etc.) 

H. You have options to schedule recur-
ring reports or Email the report         
to additional recipients click Next to 
finish the report. 
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Creating historic reports of 

items purchased  

A. Check the status of processing 

reports via the Refresh link or 

view completed reports in 

your browser (PDF or Excel)  

B. Reports can be set to  

recurring—You have to click 

Custom Settings from the pre-

vious page to allow for this 

option 

C. Email reports to additional 

email address– You have to 

click Custom Setting to allow 

for this option 
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