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CSR Implementation Training for CSR Staff


Buyer – Searching for suppliers by creating a report


Overview

This is a brief overview of a buyer searching for suppliers by creating a report. 


Pre-Requisites

· You must have an activated CSR user account with a username and password provided by the admin
· A compatible web browser such as Edge




	Instruction
	Screenshot

	First, log in to access the CSR system.
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	Once in the CSR system, scroll down and select “Search Supplier”.
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	Then, select “New Report”.
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	This will show a list of reports available. 

Scroll down the list until a report type called “Account with Supplier Categories “ appears.
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	Click on “Account with Supplier Categories”.
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	Then, select ”Start Report”.
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	This opens the report page. 

Select the “Filters” icon.
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	Click on the “Show Me” field.
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	Click on the “My accounts” drop down menu.
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	Select “All accounts”.
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	Then, select “Apply”.
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	Click on the “Created Date” field to adjust the date range if required.
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	Click on the “Range” drop down menu to customise the date range of the report.
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	For this example, the report will include all entries ever entered. 

Select “All Time” from the drop down menu.
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	Click on ”Apply”.
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	Select “Refresh” to apply the latest edits to the report view.
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	The report with all the accounts is now available.
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	The report can be customised further. 

To do so, select the “Outline” icon on the top left.

Then select “Add column…”.
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	From here, fields can be added to show the data in the report. 

For this example, the field for account name will be added, so type “name” and then select the most appropriate option from the drop down menu.
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	Select “Refresh” to apply the latest edits to the report view.
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	If a field is not necessary, select the “X” in the column section to delete the field from the report.
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	Fields can be added according to what data is required in the report. Multiple fields can be added and/or deleted.
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	Select “Refresh” to apply the latest edits to the report view.
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	The data with the select columns will now display in the report view.
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	From the report view, data can be further customised. 

For this example, the report will be filtered to show accounts from the one category.
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	To do so, select “Filters”.
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Click on the “Add filter…” field.
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	Type in the filter to be applied to select it from the drop down menu. In this case, the filter to be applied is “category name”.
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	Select the option from the drop down menu.
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	The drop-down menu allows results to have specific search qualities. e.g., if “equals” is selected, the search results in the Category will contain the exact same term entered in the field.
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	For this example, the search results need to include the term that is searched. For this, the option from the drop down menu is “contains”.
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	Select the field below and type in the term to be searched.
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	Click “Apply” to search
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	Click ”Refresh” to update the report.
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	Click “Run” to run the report.
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	The final report will now be displayed with the specific terms entered.
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	Click on the downward arrow.
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	Select “Save”.
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	Click on the text field under “Report Name” to name the new report.
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	Click on the text field under “Report Unique Name” and unique name for the report.
	[image: ]

	Click on “Save”.
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	To export the document, click on the downward arrow
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	Select “Export”.
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	Click on the drop down menu to select the format of the exported report.
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	Select “Export”.
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The exported report is now downloaded. Double click on the file to open and view the report.
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	The report will also be available for future reference in the CSR portal.
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	To see the report, select “Reports” in the top menu in the CSR portal.
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	Select “Created by Me”.
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	The report created with the customised fields will appear here.
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3 As of 2024-05-14 22:57:11 Greenwich Mean Time/GMT ¢ Generated by Susan D'Cruz

4

5

6 Filtered By

7 Show: All accounts

8 Category: Category Name contains Architectural

9

10 Account Name Category: Category Name ABN Number  ACN Number Max Project Value
11 MICHAEL C TANNER & RODNEY W DAWSON Architectural (DET) Category 3 21788571127 /AUD10,000,0
12 HARMER ARCHITECTURE PTY. LTD. Architectural (DET) Category 3 21005823754 005823754 AUD15,000,0
13 Peter Gray Architectural 42490 120 586 AUD75,000,0
14 Pulse Architecture Pty Ltd Architectural 11150974548 150974 548 AUD20,000,0
15 MSM & Associates Pty Ltd Architectural (DET) Category 1 31055969376 055 969 376 AAUD30,000,0
16 MCCREADY PTY. LTD. Architectural 71082468620 082 468 620 AUD1,000,0
17 Bruce Mactier & Associates Pty Ltd Drafting Services (Architectural) 58006352834 006352834 AUD2,500,0
18 Godsell Associates Pty Ltd Architectural 26060611798 060611798 AUD15,000,0
19 Michael Taylor Architect & Conservation Consultant Pty Ltd Architectural 80105308192 105308 192 AUD10,000,0
20 Adam Dettrick Architects Pty Ltd Architectural 32128400288 128400288 AUD15,000,0
21 Cottee Parker Architects Pty Ltd Architectural 77010924106 010924 106 /AUD100,000,0
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‘The Victorian Government acknowledges Aboriginal and Torres Strait Islander people as the Traditional Custodians of the land and

acknowledges and pays respect to their Elders, past and present.
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