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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 uﬁ’uf
94
Procedure
1. Hover over the Orders tab, then hover over Search, click All Orders.
Py All = Search (Aft+Q) 2413.96USD W o @ a3
Simple Advanced 5o to: Favorites | Forms | Quick Order Browse: Suppliers | Categories | Contracts
Orders Quick . Q n
Search All Orders
My Orders Requisitions:
Purchase Orders
Approvals
Procurement Requests e
——— ThermaoFisher
ywmers SERSRe T e [ Bi0-RAD] Tl et gt
B HENRY SCHEIN 20000 II ’ Q&.{gﬁ
QIAGEN T

2. All orders are displayed. Clicking the arrow within the column results in sorting the list in ascending/descending
order per that column.

Al Search (Alt+Q) Q 2,413.96 USD W hv \ko A 2
Orders » Search » All Orders
= Search All Orders Misavess +  APinFilters v AEgportal
Quick Filters My Searches Type of Order: All = | Created Date: Last 90 days = | Quick search Q. @ | AddFilter = Clear all Filters ?
< > Pa of 2 1-20 of 31 Results 20 Per Pag
W.W. Grainger, Inc. a Order Creattd
Office Depot o (] Identifier Type Order Status Order Owners Date/Time ) Completed Date ~  Supplier Total Amount
VWR International o OO 2363249 requisition  ([ouaud Patrick 10/19/2021 - Office Depot @ 2,534.22 USD
Staples [ 1] Defourneaux 8:51:48 AM VWR International
= e
s More
O mNoo22006 Purchase EE0 ratrick 10/18/2021 10/18/2021  Office Depat @ 325.40 USD
Order Owners e order Defourneaux 3:35:47 PM 3:36:31 PM
Defourneaux, Patrick @) O 3362001 requisition (L) Patrick 10/18/2021 10/18/2021  Office Depat & 325.40 USD
walker, Kyle [ 13 ] Defourneaux 2:25:17 PM 3:35:47 PM
Gonzales, Michele o
N O mNoo22005 Purchase =3 ratrick 9/13/2021 3:20:26 PM  9/13/2021 3:21:11 PM_W.W. Grainger, Inc 170.92 USD
12 Show More Order Defourneaux L]
Approved By e O 3337739 Requisiton (g Patrick 9/13/2021 1:53:09 PM  9/13/2021 3:20:27 PM W.W. Grainger, Inc 170.92 USD
Defourneaux e
Defourneaux, Patrick o
[0 m~Noozzo04 Purchase =3 ratrick 9/13/2021 1:47:50 PM  9/13/2021 1:48:51 PM W.W. Grainger, Inc 8546 USD
Commaodity Code e Qrder Defourneaux e
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3. Clicking Type of Order and selecting either Purchase Order or Requisition can narrow the search.

Allw Search (Alt+Q) a 241396 USD W o 4 3
Orders » Search b All Orders
= Search All Orders BlsaveAs v  MPinFiters v  ZExportAl -
Quick Filters Type of Order: All Created Date: Last 90 days = | Quick search Q @ | AddFilter v  Clear Al Filters ?
 Purct ord lesults £# 20 PerPage +
Supplier v urchase Order
[ Requisition
W.W. Grainger, Inc. [ 24 ] Created
" fler Status Order Owners Date/Time ™  CompletedDate ¥  Supplier Total Amount ¥
S 2 El -
VIR Internationl L1 e —— -y Patrick 10/18/2021 3:35:47 PM 10/18/2021  Office Depot & 325.40 USD
Staples o Order Defourneaux 3:36:31 PM
@ show More
O No022005 Purchase ) ratrick 9/13/2021 3:20:26 PM  9/13/2021 3:21:11PM  W.W. Grainger, Inc. 170.92 USD
Order Defourneaux L
4, Clicking Created Date gives the option to narrow the search by dates.
Al v Search (Aft+Q) Q 241396 USD W o 4 3
Orders » Search » All Orders
= Search All Orders Msavess v  APinFilters v  DExportal -
Quick Filters My Type of Order: Purchase Order =  Created Date: Last 90 days = | Quick search Q, @ | AddFilter »  Clear All Filters ?
Supplier - 1-18 of 18 Results QAll L+ 20 Per Page +
@ Within | Last 60 days ~
W.W. Grainger, Inc m Order
office Depot [4] [] Identifier € Type  (Q Between and Date ~  Supplier Total Amount ¥
Staples o O nNoo2z006 Purch; O™ PPtions > 0/18/2021 Office Depot @ 32540 USD
1D show More Order 3:36:31 PM
Order Owners ~ O N0022005 Purchi 3:21:11 PM W.W. Grainger, Inc. 170.92 USD
Order Defourneaux e
Defourneaux, Patrick o
5. Clicking Add Filter opens a list of filters that can be selected to narrow the search.
All+ Search (Alt+Q) Q 241396 USD W o 5 2
Orders b Search b All Orders
= Search All Orders ¥ save As A PinFilters ~  JExportAll «
Quick Filters Type of Order: Purchase Order » Created Date: Last 90 days ~ | Quick search Q @ | AddFilter »  Clear All Filters ?
Supplier o 1-18 of 18 Results Find search filter.
W.W. Grainger, Inc. m Order Created Identifiers
Office Depot o ] Identifier & Type Order Status  Order Owners Date/Time ~  Completed Date [ orderd
Staples 1] O No022006 Purchase EE ratrick 10/18/2021 3:35:47 PM 10/18, Dates
2 Show More Crder Defourneaux 3:36 ] Approved Date
[ completed Date
Order Owners v O Noo22005 Purchase E5 ratrick 9/13/2021 32026 PM 9/18/2021 321 | oot Mrodified
Order Defourneaux
Defourneaux, Patrick o General Information
Walker, Kyle 7Y O Noo22004 Purchase E5 ratrick 9/13/2021 1:47:50 PM  9/13/2021 1:48; [] Approved By
Order Defourneaux [ Order Owners
Gonzales, Michele (3] i
[ Participant
© Show More 0 NO022003 Purchase ) ratrick 9/13/2021 1:40:47 PM  9/13/2021 1:45 e rwr—wrere coramger; e S
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6. In this example, Supplier was chosen. Select the desired Supplier from the list. Click Apply.

All~ Search (Alt+Q) Q 2mzoous0 w0 6 4 g %‘f‘
W=
Orders ¥ Search v All Orders i‘ﬁ
= Search All Orders Misaveas »  APinFites v  ZExportAl w
Quick Filters My Searches Type of Order: Purchase Order ~  Created Date: Last 90 days ~ | Quick search Q @ AddFilter v Clear All Filters ?
Supplier: All =
Supplier v
Search... & 20 Per Page «
W.W. Grainger, Inc.
g g Advanced Syntax Help
Office Depot
P Top Filter Options Created
Staples o . ler Status  Order Owners Date/Time ~  CompletedDate ~  Supplier Total Amount ¥
5 1 W.W. Grainger, Inc. (13)
Show More
+/ Office Depot (4) @ T Patrick 10/18/2021 3:35:47 PM 10/18/2021  Office Depot @ 325.40 USD
Order Owners ~ [ staples (1) Defourneaux 3:36:31 PM
Q. Begin typing or click here to search I
Defourneaux. Patrick s ) T Fatrick 9/13/2021 3:20:26 PM  9/13/2021 3:21:11 PM_ W.W. Grainger, Inc. 170.92 USD
Defourneaux e
Walker, Kyle D m Cancel |
Gonzales, Michele (3] fomplete J-EIEY 9/13/2021 14750 PM  9/13/2021 1:48:51 PM W.W. Grainger, Inc. 85.46 USD
1™ Show More Order Defourneaus e
Commodity Code o O Noo22003 Purchase Patrick 9/13/2021 1:40:47 PM  9/13/2021 1:45:20 PM_W.W. Grainger, Inc. 85.46 USD
Order Defourneaux L
7. Click Save Changes to save the search with the selected filters for future use.
Allw Search (Alt+Q) Q 241396 USD W oD 4 2
Orders » Search b All Orders
A PinFilters a2 Export All

Office Depot 180days (Modified)

Type of Order: Purchase Order =  Created Date: Last 180 days = | Quick search Q @ AddFilter =

8. Type a name for the search and click Save.

Step 1: Details

Nickname * Office Depot 180days|

# Add Description
Add New w
Step 2: Select Folder Destination

4 Personal

You have no personal searches.

4 Shared

You have no shared searches.
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Clear All Filters

Quick Filters My Searches
Supplier: Office Depot v 3 Total Amount: Greater Than 500 =
Order Owners ~
1-2 of 2 Results £ 20 Per Page «

Walker, Kyle (1]
Youngblood, Denise o [0  Orderidentifier ¥ Type Order Status  Order Owners Created Date/Time @) Completed Date ¥ Supplier Total Amount ¥
Defourneaux, Patrick o

B Show More O Noo21983 Purchase Order Ityle Walker 6/22/2021 3:59711PM  6/22/2021 3:59:51 PM Office Depot & 50437 USD
Commodity Code “ O No021975 Purchase Order (sl Denise Youngblood  6/21/2021 10:47:54 AM  6/21/2021 10:48:25 AM Office Depat @ 522.49 USD

Patrick Defourneaux

39341 (Coffee, Whole
Bean and Ground) o
47607 [Chaire Wand) [ 1]
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9. Ashortcut is created listed under My Searches for the saved search with filters.

Orders » Search b Al Orders

Office Depot 180days (Modified)

My Searches

Manage Searches

My Recent Approvals 1-2 of 2 Results

My Recent Orders

[  Order Identifier
Favorite Searches
Office Depot 180days ¢::: O nooz21983

[0 NO021975

Supplier: Office Depot «

Type of Order: Purchase Order =

»  Total Amount: Greater Than 500 «

-

All =

Created Date: Last 180 days = | Quick search

P

Type Order Status  Order Owners

Purchase Order m Kyle Walker
Purchase Order m Denise Youngblood

Patrick Defourneaux

Created Date/Time )

Search (Alt+Q) Q 241396 USD W <
P2 Save Changes A PinFilters 2 Exportall
Q @ | AddFilter v  Clear All Filters ?

£+ 20 Per Page

-

Completed Date Supplier

6/22/2021 359711 PM  6/22/2021 3:59:51 PM  Office Depot @

6/21/2021 10:47:54 AM  6/21/2021 10:48:25 AM  Office Depot @

10. The search can be exported to Excel by clicking Export All. Click Submit in the pop-up window.

Orders » Search » Al Orders

Office Depot 180days (Modified)

39341 (Coffee, Whole
Bean and Ground)

11. Click Manage Search Exports

Orders » Search » All Orders

Office Depot 180days (Modified)

Youngblood, Denise

Defourneaux, Patrick

O

NO021983

Commoadity Code O No021975

39341 (Coffee, Whaole
[EORURr
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-

Quick Filters (R Type of Order: Purchase
Supplier: Office Depot ~
Order Owners ~
1-2 of 2 Results
Walker, Kyle (1]
Youngblood, Denise o o Ovdler Idantifier
Defourneaux, Patrick o
© show More O N0021983
Commodity Code v O nNoo2197s

Quick Filters Type of Order: Purchase Order «
Supplier: Office Depot =
Order Owners ~
1-2 of 2 Results
walker, Kyle o

[0  Orderidentifier ~  Type

All =

ler v Created Date: Last 180 days ~ | Quick search

3w  Total Amount: Greater Than 500 = %

Type Order Status  Order Owners

Search (Alt+Q) Q 241396 USD W

P2 savechanges w  # PinFilters

Add Filter ~

Qe

Created Date/Time € Completed Date ™  Supplier

©

Clear All Filters

Purchase Order m
Purchase Order m

Kyle Walker

Denise Youngblood
Patrick Defourneaux

® Success

Successfully created the export request . You
can view the status and retrive the file at
Manage Search Exports

6/22/2021 3:5911 PM

6/22/2021 3:59:51 PM  Office Depot &

6/21/2021 10:47:54 AM  6/21/2021 10:48:25 AM  Office Depot &

Search (Alt+Q)

2 save Changes

®  Tota

Order Status

Purchase Order m
Purchase Order m

Created Date: Last 180 days »

Amount: Greater Than 500 «

Quick search

x

Order Owners
Kyle walker

Denise Youngblood
Patrick Defourneaux

Q 241396 USD W

Total Amount ¥
504.37 USD

522.49 USD

@ a2

£ 20 Per Page -
Total Amount ¥

504.37 USD

522.49 USD

o 4 2

Export All: Export All Additional options

-
Q, @ | AddFilterv  Clear All Fil
Created Date/Time ) Completed Date  ~  Supplier

6/22/2021 3:59:11 PM

6/21/2021 10:47:54 AM  6/21/2021 10:48:25 AM Office Depot @

6/22/2021 3:59:51 PM  Office Depot @

For training inquiries, send an email to: buyuhelp@Isuhsc.edu

ters

£+ 20PerPage «

Total Amount ~
504.37 USD

522.49 UsD
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12. Click Export request for All Orders fo download the Excel spreadsheet.

Al v Search (Alt+Q) Q 241396 USD W < |D A1
Manage Search Exports
Manage Exports ?
Export Requests Export Schedules
¥ Click to Filter Refresh this Page | »
Title Status Search Type Export Output Created Completed Available Until Details Actions
K2 Export reques Completed All Orders Screen Layout (Excel) 11/15/2021 11:26:02 AM 11/15/2021 11:26:08 AM 11/22/2021 Total Records: 2 Delete

screen_all_docs_pdefou-1229344811 [Protected View] - Excel

File Home Insert Page Layout Formulas Data Review View Q Tell me what you want ts

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing x

All e || N0021983 &
A B c D E F G H | [«

1

2 Export request for All Orders

3

4 |Search Criteria

5 |Created Date Last 180 days

6 |Type of Order Purchase Order

7 |Supplier Office Depot

8 |Total Amount Greater Than 500

9

10 Order ldentifier ~ Type '\ QOrder Status '| Order Owners '| Created Date/Time '| Completed Date '| Supplier '| Total Amount v|

11 [NO021983 lF‘un:haae Order Complete Kyle Walker 06/22/2021 3:59 PM 06/22/2021 3:59 PM Office Depot 504.37

12 |NO021975 Purchase Order Complete Patrick Defourneaux.Denise Youngblood 06/21/2021 10:47 AM  06/21/2021 10:48 AM Office Depot 522.49

13

14

18

16

17 -

Results-1 4 3
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