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Online Quarterly Reporting 

 
 
To begin, go to the following link, and then save it to your bookmarks/favorites:  
http://procurement.sc.gov/PS/agency/auditRpts/PS-audit-reports-login.phtm 

You should see the login screen: 
 

 
 
 
Enter your assigned Agency Code and Password and click Submit to log into the system. This should 
bring you to the Main Menu: 
 

 
 
 
To begin your data entry, click the Enter or Edit Report Data button. This will bring up the Reporting 
Menu. Your options will include choosing your Report Type: 
 

 
 
 
 
 

http://procurement.sc.gov/PS/agency/auditRpts/PS-audit-reports-login.phtm


…as well as whether or not you are editing existing data, or simply entering new data: 
 

 
 
 
Once you select the data types, click Continue to bring up the data entry screen for new entries: 
 

 
 
 
Fill out all of the fields.  
 
If you fail to enter data in all of the fields, you will see the following screen after clicking Continue:  
 

 
 
 
 
Remember to use numbers for the Day, Year, Commodity Code, and Dollar Amount. If you use improper 
data types, you will see the following screen: 
 

 
 
 



When valid and complete information has been entered and submitted, you will see the data 
confirmation screen: 
 

 
 
From here, you may submit another entry by clicking Enter More Data, or you may return to the Main 
Menu where you can view the status of the current quarter or download existing data. 
 
 
To edit data in the current quarter, you will need to change the option to ‘Yes’ for Edit Existing Report: 
 

 
 

You will not be able to edit activity in a quarter once the month following the quarter has ended. 
After the quarter has become “locked,” any new entries for that quarter will be considered 
amendments. 

 

Click Continue and you will be brought to the Existing Report screen: 

 



Click the Edit/Delete button next to the entry you wish to modify, and you will see the Edit Entry screen: 
 

 

 
 
Change the data you need to edit and click Update. You will see the Updated Entry screen: 
 

 
 
 
 
If you would like to delete an entry from the report, click the red Delete button on the Edit Entry screen, 
and then click OK to confirm deletion: 

 
 
 

 

 



To view the number of entries for each reporting type in the current quarter, click the Current Quarter 
Status button on the Main Menu to bring up the status of your quarterly reports: 

 
 
 
If you have not entered any data for any of the reporting types, and you wish to confirm no activity for 
that particular record, click the hyperlink to confirm no reports for that type: 

 
 
 
To view or download previously entered data, click the Download/View Previous Data button on the 
Main Menu. Select the Report Type and the Reporting Time Period, and click Submit Query: 
 
 

 
 
 



Running this query will show results for the number of entries that have been entered during the 
selected time period. It will not show entries based on the PO Date. Make sure to include the month 
following the end of the quarter to ensure you generate results for the quarterly activity that you have 
entered. 
 

 
 
 
Your options at this point will be to either Export Results as CSV File (Excel spreadsheet): 
 

 
 
 …or View Results on your browser:  
 

 
 

You may view the results for any data type and any time period for your agency. 
 


