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Utilizing the Purchasing Agent Assignment Report 

The purpose of this report is to locate Purchasing Groups by First and Last Name; Employee 

Number; or Business Area; or to locate an individual’s name by their Purchasing Group.  This 

report will list both the SRM and SAP Purchasing Group.  Follow the steps defined below. 

1. Select Reports from the left navigation pane 

a. This will dropdown the Services workset from which you will choose Purchasing 

Group Assignment Report 
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2. If searching for a specific individual, enter either the employee’s first/last name or 

employee number; or if searching for a team or group, enter a Business Area; enter the  

PGroup to look-up the individuals name 

3. Select the EXECUTE button 

 

4. The system will take a few minutes to process the data before it delivers the data for the 

report   
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5. To export or print the data, select the MENU button, then List 

a. To export to Excel, select SAVE/SEND, then File… (recommended to manipulate) 

b. To print, select print and a standard print dialog box will display 

 

6. If you decide to export to Excel, there are further steps that you will need to follow.  

Once you select File… another dialog box displays asking “In which format should list be 

saved?”  You will want to select the radio button next to Text with Tabs and select the 

green checkmark. 
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7. The next dialog box that displays “Purchasing Group Assignments” wants you to choose 

a Directory and File Name to save your report in before generating it.  Just select in the 

File Name field and select the match code. 

 

8. Another dialog box will display so that you can choose your directory (Drive), create a 

file name and choose a file type (EXCEL) so that you can SAVE your document 
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9. Once you have saved your document, the information will transfer back to the previous 

dialog box. 

10. Select the GENERATE button to generate the report from SRM to the EXCEL document 

 

11. You will need to locate and open the file to view.  Once open, some formatting may 

need to be done. 

 

 


