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Accessing Reports

This Quick Reference Guide provides instructions to customers to search and view reports.

1. Log in into your Takeda account using your credentials and select the required 

account.

2. Select Sold-To Account

3. Navigate to the Reporting section. Click the Potency Report link to see potency report 

display with all potency products showing. 

Clicking the Product Usage Report link will navigate to the reporting page for Product 

Usage from past orders on the account.
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4. On the Product Usage Reports page, narrow Reports shown, use the filters on the left 

panel that will refine search results by:
➢ Selecting a Start Date and/or End Date

➢ Selecting from the drop-down filters for Sold To Accounts, Ship To Accounts, or Brands 

included in the Report
➢ Adding Product or NDC #’s of products in reports. An unlimited amount of #’s can be 

added with the + symbol, and deleted with the - symbol appearing adjacent to added #’s

5. To print the report, use the browser print functionality  (Ctrl-P) 
➢ If required, you can also filter items covered under the contract.

➢ The icon      indicates a low stock item.
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5. Click the Menu link from the drop-down menu, you will have the option to 

access the following items:
➢ User Profile
➢ Personal Details & Email Address

➢ Reset Password
➢ Account Maintenance

➢ Order History

➢ Account Summary
➢ Document History

➢ Quick Reorder Templates
➢ Potency Report

➢ Product Usage Reports

➢ Contact Us
➢ Report a Problem

6. Click the Order History link and the Order Search Results screen

will display. 

Click an order number to view the details for that order. Note:

➢ You can search for a particular order by entering details in the Search 

Orders section.

➢ To retrieve more product information, navigate to the Other Inquiries section 

and click the Product Usage Reports / Open Backorders.
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7. From the Account Transaction section, click the Search Documents link to access 

additional search options. The Document Search Results screen will display.

8. Enter or select details in the Search Account Transactions section to search for a 

particular document and its details.

Refine search results with filters:

➢ Billing Document #

➢ PO #

➢ Order #

➢ Start & End Posting

Date

➢ Sold To & Ship To 

Account

➢ Document Status

➢ Billing Document

Type
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The data shown in this document is from a system test environment, with 
example pricing figures and masking of some data elements.
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