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Using Document Search

In This Guide

V' Geftting results with document search v Exporting search results ‘
v Filtering document search results v Saving searches o

This guide demonstrates how to use the document search function and how to filter, save, and export your
document search results.

Procedure
1. Access document search by selecting the Orders & Documents icon from the navigation bar on the left side of

the screen within BUY-U.

Test Shopper ¥ | W | Action Ltems | Notifications 3] | ™ 325129 usD | &

L)
A J| " st Shopping  Shopping Home =

Orders & Documents verything - m ‘

Go to: advanced search | favorites | forms | quick order Browse: suppliers | categories | contracts

Search Documents
Approvals | ESTOETREE |

View Saved Searches pplies "

Download Export Files

e Sy

2. Select Document Search — Search Documents
3. Specify search criteria in the search field by:

o Selecting an option from the document type drop-down list.
o Entering document number or keyword in search field
. Select a date option from the dates drop-down list.

Search | Purchase OrderE| All Dates m

Enter search terms such as document numbers, suppliers, and product information.

Go to: advanced search | my requisitions | my purchase orders | my invoices

Note: Leaving the search field blank will return all documents. Additional search fields are available by clicking on
the advanced search link.

Click the Go button.

The results for your search criteria will then appear on-screen. The Filtered By box on the left side of the screen

displays the current filters in place. Beneath that box, additional filtering options are available in the Refine Search

Results box.

o~

- .‘%T‘FTW%E' l Test Shopper ¥ | % | Action ltems | Notifications [3] | ™ 325129 UsD | Q.
s

# Orders & Documents ~ Document Search  Search Documents v

< Back to Edit Search | Start New Search

Showing 1 - 20 of 446 Results All Dates
Search Details . |* ResutsPerpage 20 ~ Sort by: Best match - AlPage 1 -~ of23[r] ?
PO No Supplier Creation Date/Time Requisition No. Requisitioner Supplier Status PO Total B
Filtered by
_ v NO000268 X VWR International 7/21/2015 12:02 PM 1395209 Test Requester Sent s008usp [
Type purchase Orders g
Date Range: All Dates v NO000267 1% Fisher Scientific 74212015 11:17 AM 1395201 Andrew Brennan Sent as2usp
et v~ NO000266 % Fisher Scientific 7/24/2015 2:17 PM 1394434 Test Requester Sent 518400 UsD )
v NO000265 X Fisher Scientific 7/24/2015 1:53 PM 1394435 Test Requester Sent 518400 usD [
ene Cearch s » v NO000264 X Fisher Scientific 7/23/2015 3:46 PM 1367413 Test Buyer Sent staausp [
v NO000263 2 VWR Internatianal 7/23/2015 11:51 AM 1393753 Test Requester Sent 15296500 UsD )
Type
 Noooozez 2 0 VWR Internatianal 7/23/2015 11:30 AM 1353902 Test Shopper Sent 13252050 L
Purchase Qrders E\
 Noooo261 4 I Fisher Scientific 7/23/2015 11:30 AM 1353902 Test Shopper Sent stsausp [
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6. Possible filters are listed in the lower portfion of the Refine

Refine Search Results ?
Search Results box, with the number of occurrences for each
filter value shown in parentheses. Type
Purchase Orders E|
7. Click on asingle entry if you want to filter the search results by
just that value. Date Range
All Dates E|
8. Click on the more link to display additional filtering values.
Workflow Status e
9. Clicking on the Filter Plus icon allows for more than one CO:E'eted (45)
Pending (1)

entry to be included in the filter.
Refine Search Results

Supplier
Custom Fields .
Office Depot (229) [ Alice Approver (1) [ Ricky Requestor (6)
Account Is Exactly - add another Account VWR International (52) [Tl ann Lehew (12) [0 stephanie Laurent (2)
Select from all values... Fisher Scientific (51) [7] carmen Harold (1) DTestApprover @
WW. Grai I 1) [7] Danielle Burlisan (1) [l Test Buyer (&)
WL Grainger, Inc. (. g .
Home Department [s Exactly ~ Add another Home Department [ pavid .Jo)ner (48) [ Test Raquest.ar (100)
Select from profile values... c Worke S [T Frederick Luiz (6} [T Test Requisitioner1 (8)
urrent Workflow Step [7] Judith Arseneaux (1) [T] Test Requisitioner2 (173)
Send PO to PeopleSoft (1 [ karen Jargenson (1) DTonya McBride (62)
Speedchart Is Exactly ~ Add another Speedchart P W =] Kelly Creech (2) DVlktnr\ya Kurganov (1)
Select from all values... .
Prepared By ] Kyle Walker (1) [T] william Myers (1)
[C] Marty Grow (4)
Class Is Exactly Add another Class Test Requisitioner2 (173) [] Michael Breeding (2)
Select from all values... Test Requester (100) [T patricia D'Arensbourg (1)
. [7] Rayza carballo (1
Tonya McBride (62) ayza Carballo (1)
Dept =] Requisitioner Requisitioner (1)
ep Is Exactly Add another Dept David Joyner (48)

Select from all values...

Test Requisitioner2 (167)
Test Requester (82)
Tonya McBride (63)

Fund Is Exactly = Add another Fund
Select from all values...

Program Is Exactly = Add another Program
Select from all values.., David Joyner (48) [more]

Praoject Is Exactly ~ Add another Project
Select from all values...

10. When selecting multiple options, enter the criteria or click the checkbox next to each of the filtering options you
want to use, and then click the Go button.

Custom Fields

Account Is Exactly ¥ 549200 Add another Account
Select from all values...

Home Department  Is Exactly » Add another Home Department
Select from profile values...

Speedchart Is Exactly ¥ 0663000001 Add another Speedchart
Select from all values...

Class Is Exactly v Add another Class
Select from all values...

Dept Is Exactly = Add another Dept

Select from all values...

Fund Is Exactly - Add another Fund

Select from all values...

Program Is Exactly - Add another Program
Select from all values...

Project Is Exactly  ~ Add another Project
Select from all values...
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11. Searches can be saved by clicking the Save Search button in the Filtered By area.

; 20z %l | Test Shopper ¥

?l"‘iﬂii/

) B @ Orders&Documents  Document Search  Search Document its >

< Backto Edit Search | Start New Search

Showing 1 - 7 of 7 Results All Dates
Search Details » ' Resutsperpage 20 ~ Sortby: Best match - apagelof1[x] ?
PO No Supplier Creation Date/Time Requisition No. Requisitioner Supplier Status PO Total i}

Filtered by =
 N0000268 X VWR International 7/21/2015 12:02 PM 1395200 Test Requester sent 3008 USD

Type: purchase Orders

Date Type: Creation Date (system)  N0000266 2 Fisher Scientific 7/24/2015 2:07 PM 1334434 Test Requester Sent sisa00usp [0

Date Range: All Dates  NO000265 2, Fisher Scientific 7/24/2015 1:53 PM 1204435 Test Requester Sent s1s400usp [

I eall]

Speedchart  N0000263 VWR International 7/23/2015 11551 AM 1393753 Test Requester Sent 15296500 USD ]

9115 Exactly: 0663000001

Account  Noooo262 2 VWR International 7/23/2015 11:30 AM 1353902 Test Shopper sent 1252usp O

115 Exactly: 549200  Nooooze1 2 Fisher Scientific 7/23/2015 1130 AM 1353002 Test Shopper Sent sisausp [
+ BUD0OL17 X Fisher Scientific 5/4/2015 9:47 AM 1343569 Test Requester Sent 35200usD [

Results PerPage 20 ~ <] Page 1 of 1.

12. When the Add to Saved Searches pop-up window appears, enter a Document Search Nickname, select a desti-
nation folder, and then click the Save button.

Add to Saved Searches

Step 1: Edit Saved Document Search Details

Mickname *

Step 2: Select Destination Folder

Add Mew =

4 Personal

Shopper Test - Personal Folder

4 Shared

You have no shared favorites.

* Required m Close

13. Click Close on the confirmation pop-up window.
14. Search results can be exported by clicking the Export Search button in the Filtered By area.

15. When the Request Export pop-up window appears, enter a File Name, select an Export Type from the drop-down
list, and then click the Submit Request button.

16. Pending and completed exports are available in Orders & Documents - Document Search — Download Export
Files.

You have successfully used the document search function and optionally saved or exported your
search results.
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