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Procure to Pay Dashboard
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1. The first step in using the Procure to Pay Dashboard is to select Selociy o Shite below sl N navigeis it

dashboard via the tabs above
your filters. Click on the Filter Page tab to begin. 8
Lead Administrator
To the right you can see, you can filter by Lead Admin, Ops Mgr, (Al) -
Division or Department Name, or even the Org Unit # /Name combi-

Operations Manager
nation. These filters will cascade throughout the dashboards
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2. Toseta filter, click the appropriate drop-down menu and (A) -
select you choice(s), Department Name
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Select your filters below and then navigate the Organization Unit #/ Name

dashboard via the tabs above. (A =

X

Lead Administrator

(Al -
Enter Text to Search

(Al

Bejnerowicz, Regina S
Benassi, Patience A W
Borrelli, Frederick

Braren, Alexandra (Alexa)
Brinley, Jennifer R
Burgueno, Katherine D
Carroll, Hannah S
Castaldi, Susan

Chastain, Shelly NOTE: In some menus, you may be able to only
Chiaraluce, Linda B

Claflin, Carolyn V choose 1 item from a list (e.g. Lead Administra-
Cooper. Ruth M. tOf.)

You can reset your filters by reselecting All from
the first category you filtered or using the revert all
= button above the tabs

Documentation and quick guides can be found
http://yss yale edu/forms-and-tools
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In others, you can select multiple items
(e.g. Operations Manager.)

3. By default, all items in the list will be selected, as
seen below. (All checkbox is checked.)
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Aheam, Judith C
Beamon Rezendes, Sonja
Beloin, Rosemary
Bertaccini, Timothy

) Bobb, Howard
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To select individual items in a list, first click the (All) box
to deselect all items in the list. Next, you’ll individually
select the items you’d like to include.

Click in another area of the screen to close the drop
down menu.

Once you have selected your filters, you can access the
various dashboards using the appropriate tab at the top
of the screen
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