Texas Tech University Health Sciences Center
Finance & Administration

Document Search

This chapter will focus on finding documents within TechBuy using the Document Search

feature. The Document Search feature provides an efficient way for you to locate documents

in the system for review and processing. Document Search allows you to search across

multiple documents using a simple entry text box. Additional search features include filtering

options, date range options and advanced search features. Documents include purchase

requisitions, purchase orders, invoices, and receipts. The data included in the Document

Search results will vary based on the document type. The document types available for

searching are dependent on your permissions. For example, if you do not have permission to

view purchase orders, then you will not see that document type as an option.

There are three ways to use Document Search within TechBuy:

Quick Search — allows you to perform a variety of searches from anywhere within the
TechBuy application by selecting what you are looking for from a drop down menu and
entering a number or keyword information. With the search fields readily available in
the application header, it is no longer necessary to navigate to specific screens to run
the desired search.

Simple Search — for Simple Search, there are three main selections:

0 What type of document do you want to search?

0 What are you looking for?

0 What dates do you care about?

Advanced Search — allows you to enter very specific detailed search criteria and
offers you the ability to pre-define the search criteria.
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Quick Search

To conduct a Quick Search, from the “Home/Shop” page select what you are looking for
from the “Search for” drop down menu. You can select from the following options:

o All

e Contract

e Document

e Invoice Number

e Purchase Order Number

e Receipt Number

e Requisition Number

e Supplier Invoice Number

e Supplier Profile

e Field Display Name

e User Last Name

e Username

e Help

Next, enter a number or Keyword information in the textbox and click on “Go” or press Enter
on your keyboard.
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The results set of the Quick Search are now listed below the quick search.
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To access Document Search, click on “Orders & Documents”, “Document Search”, and

“Search Documents” from the Home/Shop page.

™ Shop ~ Shopping = Dashboard = Shopping Home

Orders & Documents

Document Search

Document Search
Search Documents

Approvals

View Saved Searches

Download Export Files
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Simple Search

Simple Search searches for documents based on document type, search terms and date

range.

Document Type — In the document type drop down, select the type of document you want to

search for. The document types include “ All Documents”, “Requisitions”, “Purchase
Orders”, “Invoices” and “Receipts”. The document search feature will default to search

“All Documents”.

Click on the down arrow in the document “ Search” box and select the document type you

want to search. Click on “Go” or press Enter on your keyboard to view the results.
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Search |Purchase Ordgr v

Click on the down arrow search | my requisitions | my purchase orders | my invoices
and select the document

type Click on “Go”

Search Terms — In the search textbox, enter the search term(s) you are searching for. You

can enter exact or partial values for keywords, numbers, supplier information, and so forth.
Wildcard - There is no need to type a wildcard character for partial number searches. Only
type the digits that are known.

Ends With — The number begins with alpha characters and ends with 7529 — just type in
7529. All documents containing that set of numbers will be returned.

Starts With — Enter the beginning two letters and all documents beginning with those two
letters will be returned.

“And” Search - You may also enter a combination of the above fields and the search will
treat it as an “AND” search.
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The following fields are searchable:

Requisition Number

o If the requisition also has a related PO number, both the requisition and the PO will
be returned. Invoices related to the PO do not have a data relationship to the
requisition and are not returned.

Purchase Order Number

o Purchase orders have a relationship to the following document types: requisitions,
receipts and invoices. Searching by the PO number will give you the best picture of
related documents.

Invoice Number

0 A search by invoice number may return the invoice and any related purchase
orders. It will not return requisitions related to invoiced purchase orders.

Supplier Invoice Number

Contract Number

Catalog Number

Requisition Name

External Requisition Number

Supplier Name

Participant: Username, First Name, Last Name, Email Address

Invoice Name

Product Description

0 You do not have to enter the exact product description. For example, enter
“beaker” in the search terms field and all documents containing beaker will be
returned.

Form Name

Manufacturer Name

Receipt Number

Receipt Packing Slip Number

Receipt Tracking Number

Receipt Name
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Enter the information in the search textbox and click on “Go” to view the results.
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Date Range — From the drop down box, you select the relative date range. The relative date
range may be selected prior to running your search, or after the search results display, you
can filter your search results by a different date range to narrow down or expand your search.
The date range will default to “ All Dates” if no other range is selected. The “Custom Date
Range” allows you to enter a Start Date and End Date.
Date range selection can occur four different ways from a drop down menu that includes:

1. Days — Searches all documents in a selected range of calendar days.

o Last7, 30, 60, 90, 120 days

Yesterday
Today
Last Week
0 This Week

o O o

2. Calendar — Searches documents based on a calendar range.
o0 Month-To-Date
0 Last Month
0 Year-To-Date
o Previous Year
3. Fiscal — Searches documents based on the fiscal year (FY).
o Fiscal Year-To-Date
o Previous Fiscal Year
4. Other
o Before X Date
o After X Date
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Last X Days

Next X Days

Before the Last X Days
After the Last X Days

O O O O

Select the date range from the drop down menu and click on “Go” to view the results.
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Viewing and Navigating Documents From Search Results — Documents can be viewed

from the search results by clicking on the document number.
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Once you have opened the document, you can navigate to other documents within your
Document Search results using the scrolling feature at the top of the screen. You will stay
on the document in edit mode without ever having to return to your Document Search
results. You can also access a specific document from a drop down menu on the top right of
the screen. If you want to return to your search results, click on the “Return to Search

Results” link in the top left of the screen..
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) Orders & Documents | Document Search | Search Documents v

4) Return to Search Results +| 4of 104 results »

P0278451 Revision 0
El Paso Electric Company

§  Shipments | Receipts Iny~

Click “Return to
Search Results”

Use scrolling
feature to navigate
to other documents

Select a specific
document from
drop down menu

Completed
pany mare info. ‘

Purchase Order Date 3/17/2014
Total 161.67

Fax: +1 (806) ?43-7850@
Owner Name FELIS Kennedy Manual

Owner Phone +1 (806) 743-259?@ supplier New Order

Qwner Email felicitas.kennedy @ttuhsc.edu

Post Search Filter Options - With Document Search, filter options are available after

performing your initial document search that allow you to define additional criteria and further
narrow down the search results. As you select the available filters, the search results set are
narrowed and the Filtered By section is updated with the chosen search criteria. This helps
you understand the results set and make changes if needed. For example, if you perform a
search for Requisitions, you can use the post-search filter options and narrow your search
“By Department”. You can remove post-search filters from the Filtered By section by
clicking on the “[remove all]” link or by deselecting the checkbox of the filter (i.e. “By
Department”). This will expand the results based on the criteria removed. Post-search filter
options change based on the document type you are searching for. For example, if you
perform a PO search your filter options will be PO specific and will look different from the filter
options if you do a PR search. Using the “Magnifying Glass” search button located to the
right of the field, you are allowed to select multiple search filter options and use filters in
conjunction with one another. For example, you can select two suppliers and two

departments at the same time.
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Examples of post-search filter options include:
e Date Range
e Department
e Business Unit
e Supplier
e Supplier Status
e User
e Workflow Status
e Status Flags
e Prepared For
e Prepared By
e Approved By
e Product Flags
e Owner
e Receipt Status
e Receipt Type
e Receipt Source
e Received By
e PO Owner
e Invoice Status
e Matching Status
e AP Status
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The Filtered By section and post-search filter options will display on the left side of the

search results page.
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Editing and Starting a New Search — links available at the top of the search results screen

allow you to edit your search or start a new one.

e Edit Search — if you have performed a search and click on *edit search” you are
taken back to the search screen and your entire search criteria will be pre-populated in
the appropriate fields. You do not have to start over.

e Start New Search — after performing a search and selecting various post filters, if you

decide you want to start over, click on the “start new search” link.

Remembering My Last Document Search — After running a search, Document Search will

remember where you initiated your last search and return you to the same page the next time
you click the Document Search tab. The system does not remember the parameters you last
keyed in. If you want to go to a different page than where you last were, links are available to

take you to other document types and/or to the simple or advanced search pages.
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My Requisitions, My Purchase Orders, and My Invoices — within Document Search,

there are links for “my requisitions”, “my purchase orders” and “my invoices”. Using

these links allows you to take advantage of the relative date ranges and the post-search filter
options that are available. The default date range for these links is 90 days. You will only see
links and documents that you have access to. For example, if you do not have permission to

view invoices, you will not see the “my invoices” link.

To access these features, click on the “Go to:” links from the Document Search page.

Lora Turpin ¥ % | Action Items |E Notifications = ™ 000 USD Q
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Enter search terms such as document numbers, suppliers, and product information.

IGoto: advanced search | my requisitions | my purchase orders | my invoices I

[ Click “Go to” links
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Advanced Search

Advanced Search offers you the option to enter very specific, detailed search criteria. You
can search across multiple documents or select a specific document type. You will still only
be able to search and view documents you have access to. As you select different document
types, the Advanced Search fields change and are specific to that document type. When
you know up front what criteria you are looking for, with Advanced Search you can pre-
select that criteria. For example, all PO’s still pending for Fisher but have completed invoices

within the last 30 days.

To access Advanced Search, click on the “advanced search” link from the Document

Search page.

Lora Turpin ¥ “ | Action Items @ Notifications | ™ 0,00 USD
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Enter search terms such as document numbers, suppliers, and product information

[ Click “advanced search” ]

The Document Search page will display and allow you to search on a document type from
the “Search” documents drop down menu. The document types include “All Documents”,
“Requisitions”, “Purchase Orders”, “Invoices” and “Receipts”. The default document
type for Advanced Search is “All Documents”.

The following search criteria are available for “ All Documents” type searches:
e General Document Identification — Enter the document number(s) (Requisition,
Purchase Order, Invoice or Receipt).

e Document Information — In this section, you can select and/or enter any specific
information related to the document including: Participant(s), Owner, Date, Total

Amount, Supplier, Department and Business Unit.

16-12




e Item/Product Information — In this section you select and/or enter information related
to the items such as: Catalog Number (SKU), Product Description, and Product Flags.

Multiple Inputs for Document Number Fields — The document number fields including:

Document Number, Requisition Number, Purchase Order Number, Invoice Number, and
Receipt Number all allow for multiple inputs. You can enter multiple numbers in any of the
listed fields and the system will perform an “OR” search and will return results with any of the

entered values.

Multiple Users for User Search Fields — There are a number of user fields available

including: Participant, Owner, Prepared For, Prepared By, Approved By, Invoiced By,
Invoiced Owner and Received By that allow you to enter multiple users. When multiple user
names are entered, an “OR” search is performed and will return results with any of the users
listed. As you begin typing in a user’s information, it will populate with values matching your

entry.

Click on the down arrow in the document “ Search” box and select the document type you

want to search.
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As you select different document types, the Advanced Search fields change and are specific
to that document type. For example, when you select “Requisitions” as the document type
to search, the Advanced Search fields that are specific to the requisitions document type will
display.

The following fields are available to search:
e Requisition Identification
0 Requisition Number — search box
0 Requisition Name — search box
e Requisition Information
o Participant(s) — search box. Participant is any user that has touched the particular
document. You may search for participants by their username, first name, last
name or email address.
o0 Prepared For — search box

0 Prepared By — search box
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0 Approved By — search box

0 Sourcing Owner — search box

o Date — From a drop down menu, select from Submit Date, Complete Date, Create
Date, Last History Date or Purchase Order Create Date. Select date range from a
drop down menu: Days, Calendar, Fiscal & Other

o Total Amount — when searching by the total amount, you can select from three
options in the drop down menu: Is Greater Than, Is Less Than, or Is Between, and
enter an amount in the textbox.

0 Supplier — search box. Allows you to search by multiple suppliers. By default, only
active suppliers will display. To view inactive suppliers, click the magnifying glass
to the right of the field.

0 Department — search box

0 Business Unit — search box

Item / Product Information

o Catalog Number (SKU) — search box

o0 Product Description — search box. For example, you can search for all orders with
green construction paper from Office Depot. Enter “green construction paper” in the
Product Description field and Office Depot selected from the Supplier field.

0 Commodity Code — search box

o Form Name — the form name is an exact match meaning it must be entered exactly
as it is in the system. System will not return receipts.

0 Form Type — search box. You may search by multiple from types.

o0 Product Flags — you can select one or multiple product flags.

Contract Information

o0 Contract Number — search box

Purchase Order Identification

0 Purchase Order Number — search box

Workflow — allows you to search for PR’s, PO’s and Invoices by the current (active)

workflow step. You can select multiple steps and search using an “OR” search

o Current Workflow Step — search box. You can search by one or more.

Workflow status — make selection from the following check boxes:

o Completed

16-15




o Pending
o0 Rejected
o Withdrawn
e Sourcing Status — make selection from the following check boxes:
o Out for bid
o Awarded bid
o Outstanding Events
e Status Flags — make selection from the following check boxes:
With Rejected Lines
With Withdrawn Lines
With Errors
With Attachments
Has lines sent for bid

Has lines sent for bid with no award

0O 0O O O o o o

Has lines from an awarded event
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Custom Fields — you can search for documents in Advanced Search by Custom Fields.

You can search by custom fields using a span of values functionality that includes “Is

Exactly” or “Is Between” or a “Starts With” option.

Searching by Custom Fields is only available from Advanced Search and includes the

following fields:

Advanced Pay
Buyer Name
Chart

Account

Fund
Organization
Program

Principal Investigator
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[with Rejected Lines Custom Fields
[ with Errors

[ Has lines from an awarded event

[ Has lines sent for bid [ Has lines se\ with no award
\4

Custom Fields

Advanced Pay Is Exactly

Buyer Name |Ts Exactly Vl | V| Add another Buyer Name

Cardinal Account Code |Is Exactly W Add another Cardinal Account Code
Select from profile values..,
Select from all values...

Chart Is Exactly Vv Add another Chart
Select from profile values..,
Select from all values...

Account Is Exactly Vv Add another Account

Selact from profile values..,
Select from all values...

Fund Is Exactly W Add another Fund
Selact from profile values..,
Select from all values...

Organization Is Exactly W Add another Organization
Selact from profile values..,
Select from all values...

Program s Bxactly W Add another Program
Selact from profile values..,
Select from all values...

Principal Investigator  |Is Exactly Add another Principal Investigator
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Creating and Saving Document Searches

Creating a Saved Search — you can save your search criteria from Document Search

including any keywords, date ranges, and post-search filters. Perform a simple or advanced
search using the desired search criteria. Saved searches are created from the search results
page. You are saving the search criteria you executed to get to that results page. For
example, if you execute a search for all Requisitions for the last 30 days and opt to save this
search, the criteria saved in the search will be the same. The last 30 days would be from the

date of report execution and not from the date that the report was saved.

To save a search, click on the “Save Search” button located in the Filtered By section.
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. ) Orders & Documents Document Search Search Documents =
[ tart new scarc | et seach |
Showing 1 - 500 of 6139 results Last 30 days (2/16/2014-3/17/2014)
Filtered By ¢ Results pezpage [500 w1 M'IFHmarrh—V| 4 Pageof 13[r] 2
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Refine Search Results & )

48523361 5% Summus VWR Yunxiang Order Glenda Schaefer  2/17/2014 1:47 PM 356.10 USD
Type

48523173 =% Fisher Scientific Company ~ 2014-03-17 FCT943 01 Diamond Scott 3/17/2014 1:43 PM 12870 USD
Le

Step 1: Edit Saved Document Search Details
e Enter a nickname for the search in the Document Search Nickname field.

e To add a description, click on the “Add Description” button
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Add to Saved Searches
Step 1: Edit Saved Document Search Details

Document Search Nickname
Requisitions last 30 days
Add Description

Step 2: Select Destination Folder

Enter a nickname and
add a description

= Personal
- Lora Reports

= Shared

No shared folder available...

Step 2: Select Destination Folder
e Create a new folder by clicking on “New” and selecting the “Top level personal
folder” button.

=2
k9

Add to Saved Searches A
Step 1: Edit Saved Document Search Details

Document Search Nickname

Requisitions last 30 days

Add Description

Step 2: Select Destination Folder

@ The destinatiolfpldELis_unuaLeded_Eleise select the folder and click submit

B New | Click “New” J

Top level personal felder e W
Subfolder of selected folder Select “Top level
Bttt personal folder”
- Lora Reports
= Shared

- Mo shared folder available...

16-20




e Create New Personal Searches Folder — enter a name for the new top level personal
folder in the “Name” field and enter a description in the “Description” field.

H 1 ”
e Click on “Save”.
Create New Personal Favorites Folder
E nte ra name Name |Requisition Searches
Description  Saved searches for Requisitions.
mmain-ng o

\
Enter a description

A new folder will be added to the area you selected

Step 2: Select Destination Folder
‘ @ The destination folder is not selected. Please select the folder and click submit
[ New
= Personal
- Lora Reports
- Requisition Searches NeW folder added
= Shared
LMo shared folder available...
B one

Saving Document Searches - is similar to saving Favorites. You create folders in which to

store your saved searches which make them easier to locate and manage. Folders can be
created during the execution of saving a search or in the “saved searches” tab. You can run
your saved searches and also manage them from the “saved searches” tab. Searches can
be deleted and moved/copied to another folder; search names and descriptions can be

edited; and you can also add a saved search as a shortcut on your main search page.

Create a Saved Search Folder — In Document Search, click on the “Orders &

Documents”, “Document Search” and “View Saved Searches”.
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@) Orders & Documents = Document Search  Search Documents = ) Logout

Lora Turpin ¥ % | Action ltems |Zﬁ‘ Notifications | ™ 000 USD | Q.

m?

Orders & Documents
lays (2/16/2014-3/17/2014)

Document Search Document Search

hat coaich

Search Documents 4 PageofB b 7
iew d " H “ H A Requisition Requisition
View Saved Searches C“Ck View Saved quisitioner P e

Approvals

Download Export Files ”
S ear C h es mond Scott 3/17/2014 1:51 PM 134.50 UsSD
linda Moore 3/17/2014 1:43 PM 338.00 USD
Conference Center

48523487 . Summus Staples 2014-03-17 COH176 01 Barbara Stives 3/17/2014 1:48 PM 618.19 USD

Refine Search Results
48523361 5% Summus VWR Yunxiang Order Glenda Schaefer  3/17/2014 1:47 PM 356.10 USD

Type

48523173 -,  Fisher Scientific Company ~ 2014-03-17 FCT%43 01 Diamond Scott 3/17/2014 1:43 PM 128.70 USD

o -

i) Orders & Documents = Document Search | View Saved Searches v ) Logout

(+) expand all agg all

= Personal

= Shared

Lora Turpin ¥ % | Action Items @ Notifications | ™ 0.00USD | @

2

Get started by selecting a folder to browse saved document searches.

Click “New” l : : S
rs listed on the left contain document searches that you have saved (listed under "Personal”) or document
at are being shared with you (listed under "Shared”). To add a document search to a folder, select the "Save
* Requisition Searches Search” button after performing a document search and follow the prompts. You may create a new folder by simply
clicking on the "New" button, selecting the type of folder you wish to create.

Lora Reports

Shared Saved Queries

Click on the type of folder you would like to create:

Top level personal folder — this will create a new top level folder that will be available
only to you.

Top level shared folder — this will create a new top level folder that is accessible to
your organization.

Subfolder of selected folder — this will create a subfolder of a folder that you have

selected. This option will not be available if there is no folder selected.
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Enter a name in the Name field and a description in the Description field for the folder and

click on “Save”.

e i
Create New Personal Favorites Folder 7 X
Name
Enter a name %
Enter a
description
254 characters remaining expand | clear
[ C“Ck “ Save” i m Cancel I

A new folder will be added to the area you selected.

Lora Turpin ¥ % | Action Items E| Notifications | ™ 000 USD Q.

?
W) Orders & Documents = Document Search ~ View Saved Searches
New

(+) expand all () collapse all .
Get started by selecting a folder to browse saved document searches.
= Personal

Lora Reports

ft contain document searches that you have saved (listed under "Personal”) or document

) H d with you (listed under "Shared”). Te add a document search to a folder, select the "Save
- Requisition Searches A new f0|der IS ming a document search and follow the prompts. You may create a new folder by simply
on the "New" button. selecting the type of folder you wish to create.
= Shared added

: Shared Saved Queries

Run a Saved Search — on the “saved searches” tab locate the search you would like to

run. Click on the Saved Search name link or click on the “Go” button. Your search will run.

Lora Turpin ¥ % | Action tems |Is‘ Notifications | ™ 0,00 USD | Q

?
) Orders & Documents  Document Search  View Saved Searches = B Logout

ove/Cop Requisition Searches

Saved searches for Requisitions.

Results per page Total Searches: 1 41/ Pagelofl »
O

(+) expand all () collapse all

= Personal

--Luraorts C“Ck the ||nk
Requisitions last 30 days or CI|Ck “Go”

= Shared

Shared Saved Queries

edit | move/copy | delete

O

Add Shortcut

edit | move/copy | delete
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Create and Run a Saved Search Shortcut — on the “saved searches” tab, locate the

search you would like to create a shortcut and click on the “Add Shortcut” button.

Lora Turpin ¥ % | Action Items |Zr;\ Notifications | ™ 0.00USD | Q.

?

) Orders & Documents Document Search View Saved Searches =

ove/Copy Requisition Searches

Saved searches for Requisitions,

(+) expand all (-) collapse all

Results per page Total Searches: 1 4/ Pagelofl »
= Personal [0 V] O

Lora Reports edit | move/copy | delete

H i
e Click “Add

Requisitions last 30 days ” [ Add Shortcut | Export | Go| O

= Shared Sh o rtC Ut edit | move/copy | delete

- Shared Saved Queries

This feature will add a shortcut to run the saved search from the main Document Search

page. Click on the shortcut name link to execute the saved search.

Lora Turpin ¥ Y | Action Items ‘1_5‘ Notifications = W 000 USD | Q

(5E 4

) Orders & Documents Document Search Search Documents =

Search All Dates V| m

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

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

Click shortcut
link

Saved Searches Shortcuts ?

Requisitions last 30 days export

Edit a Saved Search Name and Description — on the “saved searches” tab, locate the

saved search you want to edit and click on the “edit” link.

Lora Turpin ¥ % | Action Items |E| Notifications | ™ 0.00 USD Q.

?

#ly Orders & Documents Document Search View Saved Searches =
Move/Copy Requisition Searches
(+) expand all (3 collapse all Saved searches for Requisitions.
Results per page Total Searches: 1 4 Pagelofl|»
<@l = Personal 0O
: edit | move/copy | delete
- Lora Reports
H “ el
z Requisitions last 30 days [ C“Ck Ed It | Export | Go | O

edit | move/copy | delete

= Shared

*. shared saved Queries
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Make the desired changes and click on “Submit”. The changes will be applied to the saved

search.

Edit Searches

=2
>

Document Search Nickname
All Requisitions last 30 days
Add Description

Click “ Submit” ]

m Cancel

From Folder : Personal > Requisition Searches

To edit the name and description of multiple saved searches select the checkboxes to the
right of the appropriate searches then click on the “edit” link at the top. You can then change

the information for all of the selected searches.

Lora Turpin ¥ % | Action tems El Notifications = ™ p00USD @ Q

7

) Orders & Documents ~ Document Search  View Saved Searches = Se | eCt
Viave/Copy Requisition Searches CheCkbOXGS

() expend all (3 callapse all Saved searches for Requisitions.

- Results per page . .
i = EPersonal [ C|ICk “ edlt” }> edit | move
: Lora Reports

4/ Pagelofl »

delete 5
. All Requisitions last 30 days [ Export | Go |

= Shared edit | move/copy | delete
- shared saved Queries Summus Cardinal Requisitions Last 90 Days e [

edit | move/copy | delete

Move or Copy a Saved Search to Another Folder — on the “saved searches” tab, locate

the saved search you want to move or copy and click on the “move/copy” link.

Lora Turpin ¥ % | Action tems |Z7\ Notifications | ™ 0.00USD Q

?

) Orders & Documents ~ Document Search  View Saved Searches C | | Ck
Move/Copy Requisition Searches [ m Ove/C o} Dv"
() expand all (- collapse all Saved searches for Requisitions.
Results per page Total Searches : 2 4/ Pagelofl »
<8l © Personal
edmt | move/copy | delete ]
i~ Lora Reports
----- -
All Requisitions last 30 days | Remove Shorteut | Bxport | Go | O
= Shared edit | move/copy | delete
Shared Saved Queries Summus Cardinal Requisitions Last 90 Days | Export | Go | O

edit | move/copy | delete
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Select the folder that you would like to move or copy the search to. Click on the “move” or

“copy” button.

The “move” button will move the search to the selected folder. The search will no

longer be available in the original folder.

The “copy” button will copy the search to the selected folder. The search will be

available in both the original and selected folders.

Move/Copy Favorites

Document Search Nickname

All Reguisitions last 30 days

From Folder : Personal > Requisition Searches
Destination Folder : Personal = Lora Reports

Mew

= Personal

= Sha red

Click “move”
or “copvy”

[ move| Cance

To move or copy multiple saved searches to another folder select the checkboxes to the right

of the appropriate searches then click on the “move/copy” link at the top. You can then

move or copy the selected searches to the desired folder.
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#) Orders & Documents

(+) expand all (-] collapse all

= Personal
- Lora Reports

Requisition Searches|

= Shared
Shared Saved Queries

Document Search

View Saved Searches

Requisition Searches

Saved searches for Requisitions.

Lora Turpin ¥

% | Action Items =l | Mosificasiane

Select
checkboxes

Results per page

All Requisitions last 30 days

Click
“move/“copy

|

)

>\| move/copy | delete

Summus Cardinal Requisitions Last 90 Days

 Remove Shortcut | Export ] 6o

edit | move/copy | delete

 Add shortcut [ xport ] Go |

edit | move/copy | delete

Delete a Saved Search - on the “saved searches” tab, locate the saved search you want to

delete and click on the “delete” link. Click “OK” to delete the search.

M) Orders & Documents

(+) expand all (-} collapse all

= Personal
i~ Lora Reports

Requisition Searches

= Shared

: Shared Saved Queries

Document Search

View Saved Searches «

Requisition Searches

Saved searches for Requisitions.

Lora Turpin ¥

% | Action Items |Z?\ Notifications | ™ 0.00USD @ Q

7

Results per page

All Requisitions last 30 days

Summus Cardinal Requisitions Last 90

Total Searches : 2

4/ Pagelofl »

edit | move/copy | delete O

[ Remove Shorta | Export | Go JaS

I Click “delete” ]

iclete

A shortcot | Export | oo e

edit | move/copy | delete

To delete multiple saved searches select the checkboxes to the right of the appropriate

searches then select the “delete” link at the top. All selected searches will be deleted.

i) Crders & Documents

(+) expand all (-) collapse all

= Personal
----- Lora Reports

Requisition Searches

= Shared

Shared Saved Queries

Document Search

View Saved Searches v

Requisition Searches

Saved searches for Requisitions.

Lora Turpin ¥ W | Actigss

checkboxes

Select

Results per page

All Requisitions last 30 days

edit | move/copy | delete

[ Click “delete” ]

Summus Cardinal Requisitions Last 90 Days

| Export ] Go |

edit | move/copy | delete

A Shortcot | Export | Go

edit | move/copy | delete

16-27




Document Search Export

When you perform a document search you can export the results for further reporting and
analysis. The Document Search export feature allows you to do these exports after executing
a saved search and to schedule recurring instances of certain report types. When you export
a saved search, a downloadable .csv file is created. The file is available in Document

Search exports for a period of seven days.

Export Data from Search Results Page - Perform a simple or advanced search using the

desired search criteria. In the “Filtered By” area click on the “Export Search” button.

Lora Turpin ¥ % | Action Items ‘21| Notifications | ™ 0.00USD | Q
@2
) Orders & Documents  Document Search  Search Documents = ) Logout
 art e senrch | et serch |
Showing 1 - 500 of 7349 results Last 90 days (12/19/2013-3/18/2014) Create Quantity Receipt | [
Filtered By ' Results per page Sort by: | Best match v 4 Page of1s[x]| ?
Type: Purchase Order " Creation Requisition A . Settlement
PO No Supplier = Requisitioner  Supplier Status POTotal [J
Date Type: Creation Date (System) [ Date/Time No. = [ Status
Date Range: Last 90 days v P0278795 | 48576029 Shawn Morton Sent Mo Matches 210000 usp O
H i
[remave all]
Business Unit  P0278794 ] C | I Ck EX p o rt 48577180 Amber Zinck Sent No Matches a0362usp [
”
Texas Tech University Health Searc h 48579680 Rhonda Gentry Sent Mo Matches 1,054.65 Usp [
Sciences Center (H5C)
0278790 . 0 clinical Pathology 3/18/2014 3:56 PM 48549835 Kory Smith Sent Mo Matches soousp [
Save Search | Export Search Labaratories Inc
.~ P0278789 = Summus Staples 3/18/2014 3:56 PM 48570560 Pedro Perales Sent Mo Matches 49848 usp L
— —

Enter a file name in the “File Name” field and a description in the “Description” field for the
export. Select an “Export Type” from the drop down menu.

e Screen Exports - Screen exports will export the search results exactly as they appear
on the results screen with no additional data. The data in the screen results will vary
based on the document type you have searched for.

e Transaction Exports - Transaction exports will export all information available about
the transaction associated with each document. Transaction exports cannot be used
for “All Document” searches.

e Full Export — Full export is only available for PRs and POs. It is not a recommended

export type. Contact the system administrator for additional information.
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Note: If you are exporting a search with multiple document types you must select “ Screen

Export”.

Click on the “Submit Request” button. You will see this message: “The export request has
been successfully submitted. Pending and completed exports are available in the Document

Search > Exports section.”

= T T ]

(2 Request Export - Internet Explorer =N

& https://solutions.sciquest.com/apps/Router/DocumentSearchRequestBxport? Query Type=28exe @

Request Export ?

Enter a file name POs Last 30 Days
All POs from the last 90 days.

X

[ Enter a description ]

Export Type |Screen Export V|

Select “Export Type mplete this export reguest depends upon the size of the

d number of other pending rg Click “ Submit

Request”
Close

Submit Request

Export Data from a Saved Search - in the “view saved searches” link, locate the saved

search you want to export and click on the “Export” button.

Lora Turpin ¥ %  Action Items @ Notifications | ™ 0.00USD Q.

) Orders & Documents ~ Document Search  View Saved Searches « S Logout
ove/Copy Requisition Searches
Saved searches for Requisitions.

Results per page Total Searches: 2 4/ Pagelofl|r
O

(+) expand all () collapse all

@ © Personal
Lora Reports

Requisition Searches

All Requisitions last 30 days [ Export | Go | O
= Shared C“Ck “ EX p (0] rt” edit | move/copy | delete
Shared Saved Queries Summus Cardinal Requisitions Last 9 [ Export | o | O

edit | move/copy | delete

edit | move/copy | delete
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Enter a file name in the “File Name” field and a description in the “Description” field for the
export. Select an “Export Type” from the drop down menu and click on the “Submit

Request” button. Your export request will be submitted.
rJ

i ™y

{2 Request Export - Internet Explorer | = || = || & |

& https://solutions.sciquest.com/apps/Router/DocumentSearchRequestExport? Query Type=28exe @

Request Export ?

* _ POs Last 90 Days
Enter a file name
All POs from the last 90 days.

X

[ Enter a description ]

Export Type |Screen Export V|

[ Select “Export Type” Ffa this export request depends upon the size of the
umber of other pending re Click “Submit

Request”
Cloe

Downloading Search Exports — access exports in the “Document Search” and

“download exports files” lik. If there are several exports you may want to filter them to
locate the export you want to download. Select “ Click to filter exports”.

Lora Turpin ¥ | ¥k | Action Items [28] | Notifications | W 0,00 USD | Q

)y Orders & Documents Document Search Download Export Files <

Download Exports  Recurring Exports

Exports with a status of ‘Complete’ are available to be downloaded. Exports with a status of 'Pending’ are currently being queued by the system. This process could take several hours depending on the
amount of data being exported.

If you would like to receive an email notification when your export is read; iag is selected in your Email Preferences.

[+] Click to filter exports

Select “Click to

Remove Selected
| H ”
Resu\tsperpage fllter exports 4/ Pagelofl|®| 7
File Name & Description & Request Date / Time ¥ Expiration Date = Export File Size e Export Status = O
PQs Last 90 Days All POs from the last 90 days. 3/18/2014 4:25 PM 3/25/2014 N/A Pending ]
Remove Selected
[+ Templates ?
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Filters: Use the Search Export filter options to narrow down the history entries to a specific

date range or export status. Click on “Apply” after selecting your filter option(s).

“Start Date — End Date” - Enter a date range that the export was requested.

“Show Company Exports” - If you have permission only to view your own exports,
this checkbox will not be available. Only users with the Manage Company Exports
permission will be able to view all exports.

“Show Completed Exports Only” - selecting this checkbox will remove any exports

that are pending or are in an error state.

You can also sort your exports by the column headers:

“File Name” - the file name assigned when the export was created. The “File Name”

is selectable and provides view/save access to the export file.

“Description” — the description entered when the export was created.

“Request Date/Time” — the date/time the export was submitted.

“Expiration Date” — the date the export will expire.

“Export File Size” — the size of the export file in kilobytes.

“Export Status” - indicates the state of the requested export. The following statuses

will appear:

o Completed: The export request has completed and is available for download. The
requesting user will receive an email notification if selected to do so in Email
Preferences.

0 Pending: The export request is still processing. Delays are potentially due to the
size of the export request or to the number of simultaneous export requests.

0 Processing Error: The export request has errored out and will not be available to
the end user. If this condition occurs, then simply delete the current request and
issue another using the same criteria. If the request continues to error out, then
contact your System Administrator.

0 No results: The export request has completed however no documents were
returned. The requesting user will receive an email notification if the user has

selected the Email Preference Search Result Export Confirmation.
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o0 Too many results: The export request has completed however the number of
documents exported exceeds the file size limit defined by SciQuest. The requesting

user will receive an email notification if the user has selected the Email Preference
Search Result Export Confirmation.

Lora Turpin ¥ % | Action ltems Notifications | ™ 0.00 USD

) Orders & Documents = Document Search ~ Download Export Files =

Download Exports Recurring Exports

Search Exports
filter options

Exports with a status of ‘Complete’ are available to be downl

lv being queued by the system. This process could take several hours depending on the
amount of data being exported.

If you would like to receive an email notifig onfirmation’ is selected in your Email Preferences.

=l Filters ?
Start Date ]

End Date

Click “Apply”
how Company Exports
ihow EDmEIetZdEEip:rlsOn\y 0 Sort eXportS by

column headers

Remove Selected
Results per page Results found: 1 4| Pagelofl|xl ?
File Name e Description = Request Date / Time ~ Expiration Date = Export File Size = Export Status - [
POs Last 90 Days.zip All POs from the last 90 days. 3/18/2014 4:25 PM 3/25/2014 214.0 KBytes Completed O
Remove Selected
[#] Templates

?

Click the File Name. Select to “Open” or “Save” the file.

Lora Turpin ¥ W | Action [tems E| Notifications | ™ 0.00USD | Q.

?

M) Orders 8 Documents = Document Search = Download Export Files =

Download Exports Recurring Exports

Exports with a status of ‘Complete’ are available to be downloaded. Exports with a status of 'Pending’ are currently being queued by the system. This process could take several hours depending on the
amount of data being exported.

If you would like to receive an email notification when your export is ready, make sure 'Search Result Export Confirmation’ is selected in your Email Preferences.

[ Filters ?
Start Date ]

End Date

Show Company Exports

Show Completed Exports Only ]

Click on File

Remove Selected
Results per page found: 1 4/ Pagelof1lx ?
File Name Description o= Request Date / Time ~ Expiration Date = Export File Size = Export Status - [
POs Last 90 Days.zip All POs from the last 90 days. 3/18/2014 4:25 PM 3/25/2014 214.0 KBytes Completed O
Remove Selected
[+] Templates

?
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When you have downloaded the file, you can choose to remove it from the exports. Select
the checkbox to the right of the export then click the “Remove Selected” button above or

below the export list.

Lora Turpin ¥ W | Action [tems @ Notifications | ™ 0.00USD | Q.
B

i) Orders & Documents Document Search Download Export Files =

Download Exports  Recurring Exports

Exports with a status of ‘Complete’ are available to be downloaded. Exports with a status of ‘Pending’ are currently being queued by the system. This process could take several hours depending on the
amount of data being exported.

If you waould like to receive an email notification when your export is ready, make sure 'Search Result Export Confirmation’ is selected |

Select checkbox

[#] Click to filter exports ?

Remove Selected

Results per page Results found: 1 Cl k @ R gloflfx] ?
File Name = Description = Request Date / Time ¥ Expiration IC e m Ove Export Status O
POs Last 90 Days.zip All POs from the last 90 days. 3/18/2014 4:25 PM 3/25/2 Sel ected ” Completed O

Remove Selected

[+] Templates ?

Recurring Exports - Some document search exports can be scheduled to recur on a regular

basis. A report that uses a date range of Last Month or Last Week is eligible for recurring
export. When you create a recurring report it will be scheduled to run based on the date
range and the day or date you create it.

e Last Month - When you create a recurrence on a saved search with a date range of
Last Month, the export will run every month on the same date until the recurrence
expires.

e Last Week - When you create a recurrence on a saved search with a date range of
Last Week, the export will run every week on the same day until the recurrence
expires.

Note: Scheduled recurring exports will expire one year from the date they were created.

Create a Recurring Export — to create a recurring export for a saved search, locate the

saved search in the “saved searches” tab. Saved searches that are eligible for a recurring
export will have a “Create recurring” button. Eligible searches have a date range of “Last
Week” or “Last Month”. In order for a saved search to be eligible for a recurring export it
must have a date range of “Last Month” or “Last Week”. Click on the “Create recurring”
button.
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) Orders & Documents View Saved Searches =

Document Search

Requisition Searches

(=) expand 2l () collapse all Saved searches for Requisitions.

Lora Turpin v

¥ | Action Items \22| Notifications | ™ 0,00 USD | Q

?

"l = Personal Bena T ps oo
Lora Reports
All Requisitions last 30 days
= Shared

- Shared Saved Queries Last Week orders

Total Searches : 3

4/ Pagelofl »

. edit | move/copy | delete O
Click “Create .
recurl’lnq” edillmcveﬂ

O

Summus Cardinal Requisitions Last 90 Days

Export | Create recurring
edit | move/copy | delete

[ A Shortcut | Export | Go [

edit | move/copy | delete

Select an “Export Type” from the drop down menu and click on “ Create”.

Create Recurring Export

Select Export Type for 'Last Week orders’

Interval Weekly

Click “Create”

?

X

Type”

Select “Export

A saved search that is configured to have a recurring export will have a clock icon. You can

delete the saved search export recurrence by selecting the “Delete recurring” button.

Document Search ~ View Saved Searches =

e/Copy % Delete

) Orders & Documents

(+)expand all (9

Requisition Searches
Y for Requisitions.

Lora Turpin ¥

W | Action ltems \zj| Notifications | ™ 0.00USD @ Q

?

Clock icon age [0 V]

3 = Personal

Lora Repaol

Requisition Searches|

= Shared

- Shared Saved Queries Last Week order

Total S

hec - 3 1/Pagelofl »

wQuisitions last 30 days

Cllck “ Del ete edit | move/copy | delete |

recurring” [Exor [ G0
edit | move/copy | delete

[ Aca hortor | xpor -

Summus Cardinal Requisitions Last 90 Days

edit | move/copy | delete

A Shortu | Expore | Go [

edit | move/copy | delete
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To review your recurring exports go to the “Download Export Files” link and “Recurring
Exports” tab. You can create a new recurring export from a saved search by selecting the
“Create from saved search” button. This will take you to your saved searches. You can
create a new search by selecting the “Create new search” button. This will take you to the

main search page.

You can review and manage your existing recurring exports:

“Description” - the description assigned when the recurrence was created.

e “Interval” - how often the export will run based on the date range in the search.
Saved searches that have a date range of “Last Month” will run monthly. Saved
searches with a date range of “Last Week” will run weekly.

e “Schedule Create Date” - the date the recurring export was created.

e “Schedule Expire Date” - the date the recurring export will expire.

e “Action” - select Delete to remove the recurring export.

Lora Turpin ¥ % | Action tems @ Notifications | ™ 0.00 USD | Q

) Orders & Documents | Document Search | Download Export Files <

Download Exports | Recurring Exports
?

rring Exports™? We are looking for your direct feedback as we better understand your needs. Please talk to your system administrator if there are improvements
The currently supported document search date ranges are listed below.

“Create from
saved search”

- (Sunday-Saturday) or the previous|

- Last calendar month “ Create n eW
search”

(Create from saved search

show schedule details
Currently Scheduled Exports
Description Export Type Interval Action

Last Week orders Screen Export Weekly Delete
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