Running reports from the online shop
Logging on
Once you have received an email from Finance Systems providing your log in details, click
the attached link to reach the following screen

When you have logged in you will see the following screen (your screen may appear less
busy depending on your level of access but it should look broadly the same)
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Running the report
Now you’re logged in, hover over the “Product catalogue” drop down and click reports, from
the drop down, select the report you wish to run.

What report do I want to run?
Products sold report: If you want information including number of products sold,
customer name, order date and time, customer email, order value, delivery address and
order status (i.e. has it been refunded), run this report.

Questionnaire data: If your product has a questionnaire attached and you need the
information contained in the questions, run this report.

How to run the report
From the reports screen, work your way through from the top ‘department’ drop down
selecting the section relevant to your product from each (unless you oversee multiple
products, the only option available from the drop-down will be the correct one).
Your start date and end date will default to blank, but can be customised if you need to
narrow down to orders within a certain date range.

After running the report

Once the report is run you will be presented with a screen similar to the above, you can
navigate all the information within your browser, or export to excel for a copy you can edit.
Please note, while both reports contain the order number, the questionnaire data result
omits the OS prefix which will affect attempts to combine the two for analysis.
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You can run these reports as often as you like and the information is up-to-date. For any
further queries please contact the Income Team on x3970.
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