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• Select	the	date	range	you	would	like	the	report	to	be	generated	from	and	then	click	search	
• Alternatively,	you	can	click	 and	create	a	report	for	a	specific	project,	item,	supplier,	or	order	status.		
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• A	report	of	all	the	orders	and	there	details	from	within	the	selected	date	range/filters		will	then	be	generated.		

	

	

• The	Status	of	the	order	is	broken	down	into	the	following	categories.		
	
Pending	=	The	order	is	still	waiting	to	be	accepted	by	the	supplier		
	
Requested	=	The	order	has	been	sent	to	the	supplier	and	they	have	received	it.		
	
In	progress	=	The	order	is	underway	with	the	supplier.		
	
Delivered	=	The	order	has	been	completed.		
	

• Orders	that	have	been	generated	through	a	Requisition	will	have	a	 symbol	
• The	report	can	be	exported	from	SPUD	if	you	wish.		To	do	this	click	the	export	icon,	then	chose	the	format	you	would	like	to	export	the	report	to	

e.g.	Microsoft	Excel	

	


