INVENTORY REPORT BY APO
EMIS
BEx WEB ANALYZER
NEW ANALYSIS
ROLES (tab on top of window)
PROPERTY
ASSETS
INV REPORT
oK
FY Period/Fiscal Year (single value entry required) —- DROP-DOWN - CURRENT 003/2009
APO Name (drop down box) (sorting by APO first will save LOTS of time for you)
Filter = Last name of APO (i.e. *Tishy*)
Click on filter. (all APOs with last name of Tisby will appear)
Click on the APO — click ADD to add to list
Click OK
GENERAL VARIABLES window will appear, click OK — this will run your report.

When the report comes up, scroll to the RIGHT. On the top of the report to the far RIGHT will be two options Click on
FILTER.

You will see a list of field. Select EDIT.

You will see a list of CPOs JUST FOR YOUR ORGANIZATION. Click on the CPO you would like to run a report for, then
click ADD.

OK

Your list of for that CPO will come up in seconds rather than minutes. To select your next CPO go back to the FILTER
option in the upper right and change CPO name.

You can also use this method to quickly run a report by CE (simply choose the CE name to filter by rather than CPO).



