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PC010 PURCHASE ORDER HISTORY REPORT JOB AID 
 

Displays Purchase Order (PO) transaction details and status. 
 
Log on to BTS 

 
 
Accessing the Report: 

1. Go to Reports tab,  
2. Click on sub-tab Procurement/Contracts 
3. Click on PC010 Purchase Order History Report 
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Variable entry screen  

 

4. Enter Fiscal Year (required field) 
5. Enter Cost Center 
6. Click on Check (to validate entries) 
7. Click on OK 

Note: The more details you enter in the available fields the narrower the report information will be.  
Example: Entering Fiscal Year, Cost Center, GL Account, and Functional Area will yield a report specific to 
the information you enter.  Entering only the Fiscal Year and cost center it will generate a report with all 
programs and commitment items for your cost center. 
 
SAP will generate a report in the system default format.  All transactions will appear by PO Number.   

 
 
This report includes functionality that allows users to drag and drop information on and off the report.  Free 
characteristics can be dragged onto the report and items in the columns and rows can be dragged off the 
report or moved around.  For assistance with drag and drop, see How to Use Drag and Drop in Reports.  
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Adding Results (Totals) 

8. Right click on the PO Number column header 
9. Scroll to Properties 
10. Scroll to Characteristic and right click 

 

11. Go to Display Results 
12. Click on the dropdown arrow to display selections 
13. Select Always 
14. Click OK 
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15. The results will display at the end of the report. 

 

Printing the Report 

16. Click on Print Version 

 

17. Click the dropdown 
18. Select Landscape Format 
19. Click OK 
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20. The report will open in PDF format and can be saved and/or printed 

 

Download Report to Excel 

21. Click on Export to Microsoft Excel 

 

22. Click on Open.  The file can also be saved to a specific location using the save option. 
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23. Click on Yes 

 

24. File opens in Excel and can be formatted and saved. 

 

 

System Default Report Format 

 

Commonly Used Report Format (Customized) 
This format can be achieved by using the Drag and Drop feature. 
For assistance with drag and drop, refer to the How to Use Drag and Drop in Reports job aid for 
additional information. 

 

 


