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SaaS Backlog Reporting 

This User Guide will walk you through how to Generate and Subscribe to the SaaS Backlog Orders report in Cisco 

Commerce. With the help of the report, you will be able to take action on orders not in End Complete or Cancelled 

status.  

Generate a SaaS Backlog Report 

To generate a manual SaaS Backlog Report, containing the list of orders that are associated with your Bill to ID(s), follow 

below steps: 

1. From CCW homepage, Click on Orders 

 

2. Click on Advance Search 
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3. In the Advanced Search page, enter/select the search criteria based on the list of available options 

4. Under Order Status section, Select the SaaS Backlog Report and Click on Search 

Note: The backlog report will contain orders for the Bill to IDs that are associated with your profile 

 

5. Cisco Internal Users generating the SaaS Backlog Report on behalf of Customers/Partners are required to enter 

at least one of the mandatory search parameters  
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6. The search result will show the list of SaaS Backlog Orders on the screen 

 

 

 

7. To generate the SaaS Backlog Report, Select the list of orders and Click on Export 

8. The export output (excel) will only download the number of items that appear on the screen. To download more 

number of items, increase the Items Per Page count from the View drop-down 
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9. The Export Options modal will appear and indicate the list of Orders that will be exported and also show an 

informational message providing additional details to access your report 

10. Select the File Type from the drop-down and Click on Export 

Note:  When SaaS Backlog Report is selected on Advance search, File Type on the Export Options page will be 

defaulted to Entire Order and selecting entire order will only generate the report 

 

11. You will receive an email notification confirming the report has been generated and available for download 
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12.  Return to Cisco Commerce Orders page and Click on Download Reports 

 

13. In the Download reports section,  

A. Report ID is the unique number assigned to the report 

B. Report Name is the file name and will be hyperlinked to download the SaaS Backlog Report when the 

file Status is Ready  

C. Status - Ready indicates the report is available and can be downloaded and ELIGIBLE indicates the file 

generation is in progress 

D. Requested On and Completed On will reflect the dates when the file was requested and completed 
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14. Sample report is shown below 

 

Subscribe to SaaS Backlog Report 

To subscribe and receive the SaaS Backlog Report of orders pending provisioning, follow steps below: 

1. Click on My Profile and Preferences option available under the profile drop-down 

 

2. Click on My Orders available under Notifications 

 B  A 
 C 
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3. Under Acknowledgements section, Click on Add Subscriptions 

 

4. On the list of available options under Acknowledgements, Click Subscribe associated with SaaS Backlog Report 

and Save 

 

5. The SaaS Backlog Report will reflect on your list of Acknowledgements subscriptions  
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6. Additional recipients can be added to receive the SaaS Backlog Report by using the Manage Recipients feature 

 

7. If you would like to receive the SaaS Backlog Report of the orders that are shared with you. Click on Orders 

Shared With Me and follow Steps 3 to 5 above 

 

 

8. To subscribe and receive the SaaS Backlog Report of orders for individual Bill-To-ID/s. Click on Billing Addresses 

9. Select Manage Subscriptions available next to the Billing Address 

mailto:crc-training@cisco.com?subject=RNSD%20QRG%20-%20Comments
http://www.cisco.com/
http://www.cisco.com/en/US/swassets/sw293/privacy_statement.html
http://www.cisco.com/en/US/swassets/sw293/trademark_statement.html


Cisco Commerce User Guide 
SaaS Backlog Reporting in Cisco Commerce 

                                                                                                                                  
  Provide Feedback on this Training Resource 

Last Updated: January 20, 2020  All right reserved.  Cisco Proprietary.  ©2018 Cisco and/or its affiliates. 
Cisco.com | Privacy Statement | Trademarks  Content Authors/Publisher – Cisco Commerce Release Communications (CRC). 

 

 

10. Click on Add Subscriptions available next to Acknowledgements  

 

11. From the list of available options, Click Subscribe associated with SaaS Backlog Report and Save 
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12. Cisco will generate the SaaS Backlog Report daily at 1 AM PST and notify recipients via email 
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