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Step-by-Step Instructions for Accessing and Running an Analysis Report

1 Log in to Ohio Buys. From the Main Menu Navigation Bar, click Analytics and then select 
Browse Analysis Reports from the drop-down menu.

2

The Browse Analysis Reports page provides a list of available reports. These reports offer
insight on trends and process times within Ohio Buys.

a) You can either scroll through the list of analysis reports, enter your desired search terms in 
the Keywords field, or refine your search results with the available filters (e.g., Favorites, 
Category). If you used the available search functionalities, click Search to view your 
results.

▲ Regardless of how you search and filter for analysis reports, the following two functions 
remain true: 

• Clicking on the Graph ( ) icon will take you to that specific graph with interactive 
and dynamic graphs and charts. 

• Clicking on the Star (     ) icon will set that particular analysis report as a favorite.

b) Whether you used the search and filter functions or scrolled through the available analysis 
reports, click the Graph (     ) icon next to the analysis report you want to open (e.g., the 
Contract Key Performance Indicators Dashboard report).
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3

The following functionalities will be available once you open a report: 

a) On the left side, set the overall parameters (e.g., Supplier, Organization, Commodity) of the 
analysis report. 

▲ Refine these parameters to update the information in the center of the page accordingly.

b) Towards the top, set the overall parameters for time (e.g., 1 year, 2 Months, Quarter 1, a 
specific year). 

▲ The year and quarter options are based on the calendar year vs. the State fiscal calendar. 

▲ Refining these parameters updates the information in the center of the page accordingly.

c) Right-click on a specific graph to drill down further within that particular graph (e.g., 
Supplier, Organization, Commodity).

d) If you want to export a specific graph, navigate to the graph, hover over it, and click on the 
respective Export icon (i.e., Excel, Word, PDF). 
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The following pages provide a brief description and screenshot for the primary analysis reports 
identified for use in Ohio Buys.  
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Category / 
Analysis Report Name

Analysis Report Description

1.  Procurement / 
Catalog Dashboard

# of Items in Catalog, # of Products with at Least 1 Item, # of 
Suppliers with Items, Top 10 Suppliers by catalog size, Top 
10 Contract by Catalog Size, Commodities by Catalog Size

2.a. Procurement / 
Analysis of Ordered Amounts

Ordered amount for the last two years consolidated by : *per 
quarter *per commodity *per site *per top 5 suppliers 
*Ordered amount per commodity and supplier

2.b. Procurement /
Goods Receipts Dashboard

*Receipts count and amount per supplier *Deliveries amount 
per suppliers with their mean delivery time *Mean delivery 
delay and ratio of items received on time per supplier 
*Delivered items per supplier and commodity

3. Procurement /
PO / Invoice Dashboard

# of Invoices, PO Count, PO Amount by Category, Invoice 
Amount by Category, PO Amount by Organization, Invoice 
Amount by Organization

4. Procurement /
PR and PO Evolution

PR and PO amounts over time for the last two years and 
consolidated by family.

5. Contract / 
Contract Coverage Dashboard

% of Invoices on Contract, % of POs on Contract

6. Contract /
Contract Analysis

Annual Contract Count and Amount by Supplier, Annual 
Contract Utilization by Supplier Commodity, Spend On 
Contract

7. Users /
Internal Users Dashboard

# of Internal Users, Users per Main Organization

8. Users / 
Internal Users Logs 
Dashboard

Unique User Logins, Total Number of Login Instances, 
Monthly Activities - Internal Users, Top 10 Users by Number 
of Connections, By Main Organization - # User Connections

9.a. Users /
Supplier Users Dashboard

# of Supplier Users, Supplier Users by Supplier Location, 
Supplier Users per Status

9.b.  Users /
Supplier Users Logs 
Dashboard

# of Supplier Connections, # of Pages Viewed, # of 
Connections & Pages Viewed by Month, Monthly Activities -
Supplier Users
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Category / 
Analysis Report Name

Analysis Report Description

10.  (no category)
PR Noncatalog Analysis

PR Non Catalog Analysis, Non Catalog PR Amount by 
Commodity LVL 1

11. (no category)
Sites Dashboard

# of Site Locations, # of Site Locations by Org, # of Sites by 
Geography, By Status

12. (no category)
Workflow Analysis

Status of each workflow activity:  Steps validated and steps 
pending

13. (no category)
PRs Analysis

Count of PRs by type (catalog, non catalog, punch-out)
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Category / 
Analysis Report Name

Analysis Report Description

1.  Procurement / 
Catalog Dashboard

# of Items in Catalog, # of Products with at Least 1 Item, # of 
Suppliers with Items, Top 10 Suppliers by catalog size, Top 
10 Contract by Catalog Size, Commodities by Catalog Size
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Category / 
Analysis Report Name

Analysis Report Description

2.a.  Procurement / 
Analysis of Ordered Amounts

Ordered amount for the last two years consolidated by : *per 
quarter *per commodity *per site *per top 5 suppliers 
*Ordered amount per commodity and supplier
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Category / 
Analysis Report Name

Analysis Report Description

2.b. Procurement /
Goods Receipts Dashboard

*Receipts count and amount per supplier *Deliveries amount 
per suppliers with their mean delivery time *Mean delivery 
delay and ratio of items received on time per supplier 
*Delivered items per supplier and commodity
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Category / 
Analysis Report Name

Analysis Report Description

3. Procurement /
PO / Invoice Dashboard

# of Invoices, PO Count, PO Amount by Category, Invoice 
Amount by Category, PO Amount by Organization, Invoice 
Amount by Organization
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Category / 
Analysis Report Name

Analysis Report Description

4. Procurement /
PR and PO Evolution

PR and PO amounts over time for the last two years and 
consolidated by family.
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Category / 
Analysis Report Name

Analysis Report Description

5. Contract / 
Contract Coverage Dashboard

% of Invoices on Contract, % of POs on Contract
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Category / 
Analysis Report Name

Analysis Report Description

6. Contract /
Contract Analysis

Annual Contract Count and Amount by Supplier, Annual 
Contract Utilization by Supplier Commodity, Spend On 
Contract
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Category / 
Analysis Report Name

Analysis Report Description

7. Users /
Internal Users Dashboard

# of Internal Users, Users per Main Organization, Status and 
Top 10 Profiles Assigned
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Category / 
Analysis Report Name

Analysis Report Description

8. Users / 
Internal Users Logs 
Dashboard

Unique User Logins, Total Number of Login Instances, 
Monthly Activities - Internal Users, Top 10 Users by Number 
of Connections, By Main Organization - # User Connections
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Category / 
Analysis Report Name

Analysis Report Description

9.a.  Users /
Supplier Users Dashboard

# of Supplier Users, Supplier Users by Supplier Location, 
Supplier Users per Status
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Category / 
Analysis Report Name

Analysis Report Description

9.b.  Users /
Supplier Users Logs 
Dashboard

# of Supplier Connections, # of Pages Viewed, # of 
Connections & Pages Viewed by Month, Monthly Activities -
Supplier Users
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Category / 
Analysis Report Name

Analysis Report Description

10.  (no category)
PR Noncatalog Analysis

PR Non Catalog Analysis, Non Catalog PR Amount by 
Commodity LVL 1
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Category / 
Analysis Report Name

Analysis Report Description

11. (no category)
Sites Dashboard

# of Site Locations, # of Site Locations by Org, # of Sites by 
Geography, By Status
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Category / 
Analysis Report Name

Analysis Report Description

12. (no category)
Workflow Analysis

Status of each workflow activity:  Steps validated and steps 
pending
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Category / 
Analysis Report Name

Analysis Report Description

13. (no category)
PRs Analysis

Count of PRs by type (catalog, non catalog, punch-out)
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If you have questions or need additional assistance, please contact Ohio Shared Services Contact Center 
via email (ohiosharedservices@ohio.gov) or phone (877-644-6771).

mailto:ohiosharedservices@ohio.gov
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