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Accessing Spend Analytics - Xeeva Login Page (non SSO users)
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Notes:

URL: The website to access Xeeva 

will be specific to your company. All 
user login credentials will be shared 
directly with each user.  If you do not 
have access to the sourcing instance, 
please contact your Xeeva CSM or log 
a support ticket 
(resultsdesk@xeeva.com) for 
assistance.

Forget Password:  Use the “Forget 
Password” option if you need to reset 
your password.  You will receive the 
‘Password reset link’ on your mail ID. 
Click on the link and then create a 
new password.  Note – this only 
works for non-SSO users. 

Enter your email and password; click Login

mailto:resultsdesk@xeeva.com


Accessing Spend Analytics - Launch Page
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Once you logged in from main page you will be taking to the main landing page. Click on the Arrow Sign for Spend 

Analytics to enter.



Setting up Filters – Home Page
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Click Filters tab on the homepage and apply filters to customize your report.



Report Creation – Home Page
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Go to right hand side upper corner on the Home Page, Click on the profile pic  and then click on Reports



Report Creation – Landing Page
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Click on Create New Report



Report Creation – Creating New Report
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A pop-up will appear. Provide a name to the report and click Create



Report Creation – Confirmation
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You will receive a confirmation. Click Close to close the pop-up. 



Report Creation – Refresh Status of the Report
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Click on Refresh to update the Status. 



Report Creation – Downloading the Report
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Click on the Report Name under Download to download the report

Notes:

The data points in the 
report are based on the 
date range and filters 
selected.  


