= TEXAS TECH UNIVERSITY
AJ-‘\ HEALTH SCIENCES CENTER

Finance Systems Management

TechBuy - Saving and

Creating a Saved Search

Managing Searches

You can save your search criteria from a search results page 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 a search results page by
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 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 the Save As button.

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.

Orders » Search » Purchase Orders

Search Purchase Orders

Created Date: All ¥ microscope

Quick Filters My Searches

< > Page 1 of 50

v

Fisher Scientific Company
Le [ 95

Summus Henry Schein @

Supplier

PO
Number ¥

Nikon Instruments Inc
Supplier

- @ P0812739

Possible Missions Fisher
Scientific
- @ P0811649

Olympus America Inc

Micro Service Southwest

Summus Henry Schein

Purchase Orders ~

Search (Alt+Q)

Q

Click [

M saveAs

Save As

ter v | Clear All Filters

1-20 of 991 Results

Created
Date/Time @ PO Status Number
7/15/2020
2:15:09 PM

Completed 1337734

7/9/2020 4:51:31 PM  Completed

Requisition

133613281

Shipment
Status

30 Sent To

Supplier

Sent To
Supplier

000USD W QO w A 8
A Pin Filters = ¥ B ExportAll | w

£# 20PerPage v

Matching
Status Total Amount ¥

No Matches 4,450.00 USD

Partially 1,516.53 USD

Matched

This will begin a two-step process to save your search.

Step 1. Save Search Details
(]
(]

required to save the search.

Enter a Nickname for the search in the Document Search Nickname field.
To add a description, click the Add Description button. The description is not

Save Search

Step 1: Details

Nickname *

> Add Description

\

Enter Nickname

Purchase Orders - Microscope

Click Add Description

Step 2: Select Destination Folder

side.
[ )

TTUHSC Finance Systems Management

July 2024

Create a new folder by clicking the Add New drop-down menu.

Choose from any of the Personal Folders you have already created from the left
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TechBuy — Saving and Managing Searches

o Top level personal folder — these folders are only available to you.

o Subfolder of selected folder — create a subfolder from a folder by selecting
that folder, then click the option from the Add New drop-down menu to
begin the process. When subfolders are created for a folder, a drop-down

arrow will appear next to the main folder to provide access to the
subfolders.

Save Search

Step 1: Details Click
Nickname * Purchase Orders - MicrofWAe (6 M\ [=1)7

> Add Description

Step 2: Select Folder Destination

Add New =

p | Top level personal folder
4 Persona
Subfolder of selected folder

Copy Paper Purchases Searches
Purchase Order Searches

Purchase Orders -BA @, Select Personal
Requisition Searches FOlder

Requisition Searches 2

Staples Finance Copy Paper

Create New Personal Folder

o Enter a Folder Name (required field) for the new top level personal folder in the
Name field.

e Enter any details about the folder in the Description field, if needed.
e Click Save Changes.

Create Personal Folder

Purchase Order Searches

Name *

Description Saved Searches for POS|

Enter ~~
. L. p
DeSCI‘Iptlon 232 characters remaining

Wit Click Save Changes ==Y save Changes Close

TTUHSC Finance Systems Management July 2024 Page 2/13



TechBuy — Saving and Managing Searches

Create New Subfolder of Selected Folder
o Enter a Folder Name (required field) for the Personal Subfolder in the Name
field.
e Enter any details about the subfolder in the Description field, if needed.
e Click Save Changes.

Create Personal Sub-Folder Enter

/ Name

Purchase Order Searches

Name *

Description Saved Searches for POs

-~

Description 232 characters remaining

g2 Click Save Changes _> Close

A new folder or subfolder will be added in the area you selected under Personal
Folders. To complete the process and create a Favorites Shortcut, click Save.

Enter

Save Search

Step 1: Details

i *
Nickname | Purchase Orders - Microscope|

> Add Desgaas
New Folder

El Added @

4 Personal J
Copy Paper Purciases Searches

Pl Purchase Order Searches
Purchase Order Searches < Added

Purchase Orders - BA

Add New =

New Subfolder

Requisition Searches
Requisition Searches 2
Staples Finance Copy Paper
Staples Microbiology Search
Staples PT Copy Paper

4 Shared

You have no shared searches.

* Required C“Ck Save q Close
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TechBuy — Saving and Managing Searches

The Saved Search will appear in the My Searches tab under Favorite Searches for the
specific type of document. Click the Favorite Search Name link to open the search.

TEsTEH NIy Purchase Orders ~ Search (Alt+Q) Q 000USD W O v 4 8
Orders » Search » Purchase Orders
= Purchase Orders - Microscope BsaveAs v | Apinfilters v | 3ExportAl v
u Quick Filters My Searches Created Date: All ¥ | microscope Q |@ AddFilter ¥ | Clear All Filters
< 2 Page 1 of 50 1-20 of 991 Results L} 20 PerPage v
Manage Searches
My Purchase Orders PO Created Requisition Shipment Matching
Number n n Number Status Status Total Amount ¥
Fevorite Searches Click Favorite Search
Purchase Orders - BA . - @ P0738897 121343091 SentTo Fully Matched 61,322.70 USD
1 Supplier
Purchase Orders Micro.. | umm— Name link P
« @ P0002996 8604191 Sent To No Matches 1,370.00 USD
Supplier

Manage Searches

You can view, run and manage your Saved Searches from the Manage Searches
section. Folders can be created when saving a search or in the Manage Searches
section. Storing your Saved Searches in folders makes them easier to locate and
manage. In the Manage Searches section, searches can be edited, deleted, moved,
and copied to another folder; search names and descriptions can be edited; and Saved
Searches may be added as shortcuts to your home page.

There are several ways to access the Manage Searches section ways including through
the Manage Searches link listed on your User Profile; the Manage Searches link in the
My Searches tab on the left side of a search result page; or Manage Searches listed on
the Save As button.

4 2

2 ExportAll v

Purchase Orders ~ Q 0.00USD W O -

Search (Alt+Q)

Orders » Search » All Orders

Search All Orders

KM savess « A Pin Filters | v

K save As

Q
ﬁ  Manage Searches

My Recent Orders

Quick Filters Type of Order: All ¥ || Cr Il Filters

< > Page 1
—

My Recent Orders Order

( Identifier ¥

My Searches

Click Manage

o

20 Per Page v

Searches

Created
ime @ Completed Date ¥  Supplier Total Amount ¥
Favorite Searches
0O TB879380 Purchase

Order

Pending 7/29/2020

11:46:40 AM

Summus Search All Orders ~ *» - Possible Missions Fisher Scientific 6,018.56 USD

U P0815472 Purchase

Order

Complete 7/29/2020

11:46:34 AM

7/29/2020 RiseNow LLC
11:47:14 AM

11,300.00 USD

You will have a filtered view of your Saved Searches through two types of folders:

e Personal - Folders that contain document searches you have saved.

e Shared — Folders that contain documents searches being shared with you.

Click a folder to open and view searches.
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TechBuy — Saving and Managing Searches

Purchase Orders ~ Search (Alt+Q) Q 0.00USD W Q| A 2
<0 Logout
Add New w Manage Searches @)
Expand All Collapse All This "saved searches" page is a filtered view of "favorites.” The folders listed on the left contain document searches you have saved (listed under
Personal') or document searches that are being shared with you (l\S[Eﬂ under "Shared®). To add a documentsearch to a Io\uer, select the "Save Search”
4 Personal button after performing a document search and follow the prompts. Use the top-level “favorites” tab to manage (create, delete, move/copy, edit) the folders

listed on the left
Copy Paper Purchases Searches

Purchase Order Searches
Purchase Orders - BA
Requisition Searches C“Ck a

Requisition Searches 2

ance Copy Paper

Folder

aples Microbiology Search

After you open a folder, you may choose a specific Saved Search and manage the
search by either moving the search to another folder, copying it to another folder, editing
the search or deleting the search.

You may also create new folders from this page. Click the Add New drop-down menu
and then choose either Top Level Personal Folder or Subfolder of Selected Folder
and follow the brief instructions.

TEXAS TECH UNIVERSITY

HEALTH SCIENCES CENTER. Purchase Orders ~

Manage Searches

Click Top Level Personal Folder
or Subfolder of Selected Folder

Add New =

Top level personal folder

Subfolder of selected folder

Purchase Orders- Microscope

Search (Al+Q) Q

D | 4 2

Folder Actions w 7

0.00USD W

Actions for Selected Favorites v

a

Purchase Order Searches

Purchase Orders - BA

M \anage Actions

Requisition Searches

Available for Search

Requisition Searches 2
Staples Finance Copy Paper
Staples Microbiology Search

Staples PT Copy Paper

Remove Shortcut | Export (]
Go

q Edit | Move | Copy | Delete

Edit a Saved Search

You will be able to change your saved search criteria then re-save the search or save it
as a new search. From the Manage Searches page, select the search that you want to

edit, and click the Saved Search Name link to view the results.

EXAS TECH UNIV

™ NIVERSITY .
HEALTH SCIENCES CENTER Purchase Orders

Manage Searches

Staples Microbiology Search

Add New v

Expand All Collapse All

Search (Alt+Q) Q

000USD W O |w a4 2

<0 Logout

Actions for Selected Favorites v

4 Personal
Copy Paper Purchases Searches

Staples Microbiology Search «
I—mmvsmmays_l

Type: All Orders

Purchase Order Searches
Requisition Searches
Requisition Searches 2
Staples Finance Copy Paper

Staples Microbiology Search

Staples Nursing Copy Paper

Search Name Link

Click Saved o

Add Shortcut || Export O
Edit | Move | Copy | Delete
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TechBuy — Saving and Managing Searches

When viewing the search results, the saved search name appears at the top. Select
additional criteria to further filter results.

A (Modified) indication displays next to the saved search hame once changes have
been made to the search.

TEvsTECH veRSITY Dusabase Orders ~ Search (Alt+Q) Q 0.00USD W Q| A 2

Orders » Search b Purchase Orders Mod|f|ed
= Purchase Orders - Microscope (Modified) < Indication BsaveChanges v | | A Pinfilters | v 3 ExportAll |

Created Date: Last 60 days ¥ | microscope Q @ AddFilter v | Clear All Filters

Quick Filters My Searches

O Al £+ 20PerPage v
jthin Last 60 days v » ) i
® Within id d Requisition Shipment Matching
Chan es O Between and | PO Status Number Status Status Total Amount ¥
g C
more options > ) | Completed 133773430 Sent To No Matches 4,450.00 USD
Professional Movers and o M Supplier
Rigging Inc
BioTek Instruments Inc () AERY Cancel 5 | Completed 133286055 Sent To Fully Matched 379.20 USD
e ——— - S— ] Supplier
¥ See More © Show More uppll

When you select the Save Changes drop-down button, you are presented with three
options for your search:

e Save Changes — This option will save the existing saved search with the updated
criteria. You will be asked to confirm your selection by selecting Yes to save the
search with the updated criteria.

e Save As — This option will save the criteria as a new search. Follow the directions
for Create a New Saved Search. The original saved search you selected will be
unchanged.

e Discard Changes — This option will remove the additional options applied since
the last save.

TEXAS THCH UNIVERSITY. Purchase Orders ~ Search (Alt+Q) Q 0.00USD W O~ A2
Orders » Search » Purchase Orders
= Purchase Orders - Microscope (Modified) SE|eCt from ¥ Save Changes = v A Pin Filters | v 2 ExportAll | ¥
Save Changes = | roen
Quick Filters My Searches Created Date: Last 60 days ~ || m © AddFilter P Discard Changes
- 1-10 of 10 Results button £ 20PerPage v
Supplier v (% Manage Searches
Summus Henry Schein @D PO Created { @ MyPurchase Orders ¢ Matching
v i i - A
Nikon Ingtiirients tic o Number Supplier Date/Time PO Status Number Status Status Total Amount
Coherent Inc o « © P0812739 Micro Service Southwest 7/15/2020 Completed 133773430 Sent To No Matches 4,450.00 USD
Professional Movers and “ 2:15:09 PM Supplier
Rigging Inc
BioTek Instruments Inc © « @ P0809484 Possible Missions Fisher 6/29/2020 Completed = 133286055 SentTo Fully Matched 379.20 USD
s Scientific 2:56:48 PM Supplier
¥ See More © Show More

Edit a Saved Search Name and Description

On the Manage Searches page, locate the Saved Search name and/or description that
you want to edit and click Edit.
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TechBuy — Saving and Managing Searches

TERS T uyERSTy Purchase Orders ~ Search (Alt+) Q 0o0usD W Qw4 R
Manage Searches
Add New v Staples Finance Copy Paper
Expand All Collapse All Actions for Selected Favorites w
4 Personal ]
PO Searches Staples Finance Copy Paper Add Sharteut || Export | [l O
» Purchase Order Searches Finance & Admin Copy Paper . .
Requisition Searches Type: Al Orders Clle Ed It ' Edlit {Move | Copy | Delete
Staples Finance Copy Paper
Staples Microbiology Search

Enter a new Nickname for the search in the Nickname field and provide a new
Description, if needed. Click Save Changes.

Edit Search

Enter New
Nickname
From Folder: Personal = Staples Finance Copy Paper /
Mickname *

Staples Finance Copy Paper

v Hide Description

Finance & Admin Copy Paper

e
474 characters remaining
Click Save
* Required Changes Save Changes Close
The renamed saved search will appear in the selected saved folder.
Tﬁ?x?%?éﬁ&%}‘%‘é‘é&% Purchase Orders ~ Search (AR+Q) Q 0.00USD W QD |m AL

Manage Searches

Add New Staples Finance Copy Paper

Expand All Collapse All Actions for Selected Favorites
4 Personal O
PO Searches Staples Finance Paper Search Ren am ed o snortaut || Export B 0
» Purchase Order Searches Finance & Admin Copy Paper
Requisition Searches Type: All Orders Saved SearC h dit | Move | Copy | Delete

Staples Microbiology Search

Staples PT Copy Paper

TTUHSC Finance Systems Management July 2024 Page 7/13



TechBuy — Saving and Managing Searches

Move or Copy a Saved Search to Another Folder

On the Manage Searches page, select the destination folder by clicking the Move or

Copy button.

e The Move button will move the search to a new destination folder. The search
will no longer be available in the original folder.
e The Copy button will copy the search to the selected folder. The search will be
available in both the original and selected folders.

TEXAS Tt
HEALTH

Manage Searches

ECH UNIVERSITY
ENCES CENTER.

Add New w Requisition Searches

Expand All Collapse All Saved Searches for Requisitions

“ Personal

Copy Paper Purchases Searches

Purchase Order Searches

Requisition Searches

Requisition Searches 2

Prepared By KH Requisitions
Type: Requisition

Staples Finance Copy Paper

Staples Microbiology Search

Staples Nursing Copy Paper Prepared For TH Requisitions

Staples PT Copy Paper Type: Requisition

4 Shared

ntract Queri

Document ~

Search (Alt+Q)

Q 0.00USD W O -

Click Move

or Copy

S, ~
Remiﬁortil Export (|]
Edit [iMove | Copy |JDelete

Remove Shortcut ~ Export

Edit | Move | Copy | Delete

To move or copy multiple Saved Searches to another folder select the checkboxes to
the right of the appropriate searches then click Move or Copy from the Actions for
Selected Favorites drop-down menu. You may then Move or Copy the selected

searches to the desired folder.

Add New = Requisition Searches

Expand All Collapse All Saved Searches for Requisitions

“ Personal
Copy Paper Purchases Searches
Purchase Order Searches

Requisition Searches

Requisition Searches 2

Prepared By KH Requisitions
From last 180 days

Staples Type: Requisition
Staples Microbiology Search

Staples Nursing Copy Paper

Copy Paper

Prepared For TH Requisitions
Staples PT Copy Paper Type: Requisition
“ Shared

Contract Queries

Purchase Orders ~

Search (Alt+Q)

a 0.00USD = D |- A 2

Select Checkboxes g

Actions for Selected Favorites

Click Move

or Copy

Edit

. Mave

Copy

EDelete
Remove Shortcut | Export

Edit | Move | Copy | Delete

Delete a Saved Search

In the Manage Searches section, locate the Saved Search you want to delete and click

the Delete link.

TTUHSC Finance Systems Management July 2024
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TechBuy — Saving and Managing Searches

P TS TECH UNVERSITY Purchase Orders ~ Search (Alt+Q) Q 0.00USD W QI 4 2
PR—
Add New Staples Nursing Copy Paper ?
rc Expand All Collapse All Actions for Selected Favorites v
o 4 Personal [m]
A Copy Paper Purchases Searches Staples Nursing Copy Paper

Add Shortcut | Export [l [

Purch QOrder S h Nursing Copy Paper - 30 Days
Lrenase frder nearches Type: All Orders C“Ck Delete Ed\lwy I Dum

11 Purchase Orders - BA
Regquisition Searches

Click Yes to delete the search.

Confirm

Are you sure you want to delete the selected search?

Click Yes L o d  Yes No

To delete multiple Saved Searches, select the checkboxes to the right of the
appropriate searches, then select Delete from the Actions for Selected Favorites drop-
down menu. All selected searches will be deleted.

TeXAS TECH UNIVERSTTY Purchase Orders ~ Search (Alt+Q) Q 0.00USD W Q= 4 2

Select Checkboxes |
Add New w Requisition Searches

Expand All Collapse All Saved Searches for Requisitions {
“ Personal Actions for Selected Favorites
Copy Paper Purchases Searches
Purchase Order Searches Edit
Purchase Orders - BA Prepared By KH Requisitions Move
From last 180 days copy

Requisition Searches 2 Type: Requisition

# Delete

Staples Finance Copy Paper

Staples Microbiology Search Prepared For TH Requisitions e (e
Staples PT Copy Paper Type: Requisition
4 Shared

Edit | Move | Copy | Delete

Run a Saved Search

In the Manage Searches section, locate a folder to view your Saved Searches and
select the link. Click a Saved Search Name link or the Go button to run your search.

TEXAS TECH UNVERSTY Purchase Orders ~ Search (Alt+Q) Q 0.00USD W QO Im O §

Manage Searches

Add New w Staples Finance Copy Paper
Expand All Collapse All Actions for Selected Favorites w
* Personal l | Click Link °
Copy Paper Purchases Searches Staples Finance Copy Paper h Mn O
Purchase Order Searches 1 L Y Fap Or G O
Purchase Orders - BA Type: All Orders Edit | Move | Copy | DETete

Requisition Searches

Requisition Searches 2

Staples Finance Copy Paper

Staples Microbiology Search
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TechBuy — Saving and Managing Searches

The search results will display.

T s T ey Purchase Orders ~ Search (Alt+Q) Q 0.00USD W QD |w A 2

B Export All | ¥

Orders » Search b All Orders

Search Results Fomens | v | Aenies

= Staples Finance Copy Paper

Display

Type of Order: All ¥ | Created Date Q @ AddFilter = Clear All Filters

Quick Filters My Searches

Department: TTU-OFC OFA.. ~ @ || Supplier: Summugtapl.. ~ €
Business Unit v

1-11 of 11 Results £ 20PerPage v
Texas Tech Ianers\ly

Health Sciences Center  (E])

(HsC) [] Order Identifier ~ Type Order Status Created Date/Time €@ Completed Date ¥  Supplier Total Amount ¥
Texas Tech University — gny =
(Texas Tech University) O vogsg731 Invoice Complete 7/17/2020 11:2617 AM  7/17/2020 11:26:35 AM  Summus Staples 14.22 USD
@ Show More
O 25814072 Receipt - 7/13/2020 10:20:33PM  7/13/2020 10:21:19PM  Summus Staples 0.00 USD
Order Owners v
O voos7718 Invoice Complete 7/12/2020 11:3220AM  7/13/2020 10:23:45PM Summus Staples 19.99 USD

Deloera, Sylvia (9]

Create Shortcuts to Add to Favorites

You will have the option to add shortcuts for Saved Searches so they will show as
Favorites on a search results page.

From the Manage Searches section, locate a Saved Search from your Personal Folders
that you would like to create a shortcut and click the Add Shortcut button.

If you need to delete a shortcut, select the Remove Shortcut button.

o TS T sy Purchase Orders ~ Search (Alt+Q) Q 0.00USD W QM 4 2
Manage Searches
Add New v PO Searches Folder Actions v 2
Expand All | Collapse All Microscopes
4 Personal

Actions for Selected Favorites v
PO Searches

» Purchase Order Searches
Requisition Searches Microscopes

q Add Shorteut | | Export B
Type: Purchase Order

Staples Finance Copy Paper Sh
. Edit | Move | Co Delete
Staples Microbiology Search Count of Export Schedules: 1 ortcut [ | Copy |

Click Add

Staples PT Copy Paper Purchase Orders - Microscopes Remove Shortcut | Export
Type: Purchase Order
4 Shared "
Caontract Queries Edit | Move | Copy | Delete

This will add a shortcut as a Favorite Search to run from the My Searches tab for that
type of document.

You may select the Favorite Search Name link from Favorites Searches to view,
manage or export the search.
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AL GRS CERTER Purchase Orders ~ Search (Alt+Q) Q 0.00USD W vl A 2
Orders » Search b Purchase Orders
= Microscopes K savens A pinFilters | w Bexport all | w
Filters My Searches Created Date: Last 90 days = || microscopes Q | @ AddFilter = || Clear All Filters
1-16 of 16 Results £ 20 Per Page -
Manage Searches
My Purchase Orders PO Requisition Shipment
Number ¥ Supplier PO Status Number Status Matching Status  Total Amount

Favorite Searches

Mi e e E 133773430 Sent To No Matches 445000 USD
croseopes Select Favorite Search Suppir
Purchase Orders - Microsc.. "
Purchase Orders - Microsc... = - 08183, Nam e I I n k 134390222 Sent To Ne Matches 4,000.00 UsD
Supplier

If you select the Action icon next to the Favorite Search Name link, you may begin the
process to Remove the Shortcut.

T s ey Purchase Orders = Search (Alt+Q) Q 0.00USD W O |- VO §
Orders » Search » Purchase Orders m
= | . Misavens |« A pin Filters |« 2 exportall |~
90 days ¥ | microscopes Q | @ AddFilter v || Clear All Filters

ﬁ- 20 Per Page =

Manage Searches
My Purchase Orders ‘ PO Requisition Shipment
Number Supplier PO Status Number Status Matching Status  Total Amount ~

Favorite Searches

Mictbscopes - @ P0B12739 Micro Service Southwest Completed 133773430 Sent Tu No Matches 4,450.00 USD
Supplier

Purcp:  Remove Shortcut

Purdl ) v w @ P0313344 Micro Service Southwest Completed 134390222 Sent To MNo Matches 4,000.00 USD
Supplier

Actions for Purchase Order Search Results

You may choose appropriate actions for purchase order search results using the action
ellipses at the beginning of each search result or at the header row for multiple results.
The actions for each document and process for completing these actions are
unchanged from the previous search capabilities. More options may appear depending
on your role in TechBuy.

To take action on a single row, click the ellipses at the beginning of the row. The
appropriate actions for the document will display as hover text. Select an action.
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RS Uy Purchase Orders ~ Search (Alt+Q) Q 0.00USD W QD | A 2
Orders b Search » Purchase Orders
= Search Purch At MsaveAs ¥ A PinFilters |+ 2 Export All | ¥
Quick Filters My Searc uick search Q g Add Filter + Clear All Filters
3 age 1 I} 20PerPage v
&
Supplier
Summus Staples PO Created Requisition Shipment Matching
Number ¥ Supplier Date/Time @ PO Status Number Status Status Total Amount ¥
Summus Henry Schein (gE3E]
Possible Missions F\sher TB877718 Applelinc PM | Pending 133797692 No Shipments  No Matches 92.00 USD
Scientific Create Quantity Receipt
Summus Dell i uhin Se|eCt pM [ Pending 133975775 No Shipments No Matches 1,325.00 USD
Create Cost Receipt
TTU Central Warehouse 0
PPE IR Mauidh Grainger Action pm ((Pending | 134019090 No Shipments  No Matches 105.83 USD
¥ See M @ show Mor
cetore owiere TB877715 Summus Staples Pm [ Pending 134022747 No Shipments  No Matches 74.72 USD

To take action on multiple rows, click the ellipses at the beginning of the header row
and then click Show Multiple Selection.

TGS T TSy Purchase Orders ~ Search (Alt+Q) Q 000USD W (VL a4 2

ordrs » Search »

»

= I{ Y saveAs v Pin Filters | = 2 ExportAll | =
= earch Pu K * 2 Exp:
' QuickFilters My Searches eated Date: Last 90 days v | Quick search Q @ AddFilter =| Clear All Filters
Page 1 of 500 &+ 20PerPage v

9 Supplier

Summus Staples . C“Ck Sh OW HSEED Sl LRI
iy umber ~  Supplier Status Status Total Amount ¥

Summus Henry Schein 1z1s - -

Possible Missions Fisher gy B =l MuUlti P le Selection No Shipments  No Matches 92.00 USD

[e e} Scientific

Summus Dell [[526 ) ~  TBB77717 Summus Henry Schein No Shipments  No Matches 1,325.00 USD
_

You may select the appropriate boxes to apply actions. If the header row checkbox is
selected, all results on the page are selected.

Once selections are made, click the ellipses in the header row again. The appropriate
actions for the document will display as hover text. Select an action.

RS T DaviSTY Purchase Orders ~ Search (Alt+Q) Q 0.00USD W D | 4 2

orcers + searcn » S
elect

= Search § B saveAs v | | APinFiters v  Bexportal v

Checkboxes

kiays » || Quick search Q @ AddFilter v Clear All Filters

Quick Filters a g

_— > Page 1 of 500 £+ 20PerPage
Supplier v
Summus Staples m PO ) Created Requisition Shipment Matching

[J++ Number ¥  Supplier Tipe @ PO Status Number Status Status Total Amount ¥
Summus Henry Schein (§EED
Possible Missions Fisher Create Quantity Receipt o e Se I ect br2020 [ Pending 133797692 No Shipments No Matches 92.00 USD
Scientific Create Cost Receipt . B:46 PM
Summus Dell m Hide Mu\uple Selection AC“ 0 n

S ——-..Mus Hen Cl 2 nding [s} ipments lo Matches - .
Henry S 12020 | Pendi 133975775 No Shipi No Matchy 1,325.00 USD

TTU Central Warehouse
[ 364} bi16 M

¥ See More D Show More

TB877716 Mavich Grainger 7/22/2020 Pending 134019090 No Shipments No Matches 105.83 USD
PO Status v 1:57:53 PM
Completed 15407 O TB877715 Summus Staples 712212020 Pending 134022747 No Shipments  No Matches 7472 USD
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TechBuy — Saving and Managing Searches

Once you have selected an appropriate action for either a single row or multiple rows,
you will either view a new screen with the new option created (i.e., summary of Quantity
Receipt is displayed) or follow the instructions for the requested action.

s TECH UNIVERSITY Purchase Orders ~ Search (Alt+Q) Q 0.00USD W  |w a4 2
Accounts Payable » Receipts b Search For Receipts » Summary - Recelpt 25900183
Receipt Create Date 7/22/2020 2:07:53 PM
Source Manual

Summary of =3 [ Complote
Quantity Receipt :

?

Summary Comments(0) History

-/ Header Information

Receipt Name 2020-07-22 UXC674 01
Receipt No Receipt Date Packing Slip No. Supplier Name Received by
To Be Assigned 7/22/2020 s Apple Inc Shannon Myers  (Texas Tech University Health Sciences Center)
mm/dd/yyyy

RECEIPT ADDRESS DELIVERY

Location v Carrier Other v
Contact Name Tracking No.
Phone +1 806-834-8273 Flexible Text Field
Email i .
Department TTU-ATHLETICS Flexible Text Field 2
TTU Jones - Ath Dir Off Flexible Drop Down [ "1

If you have additional questions, please contact Procurement Services at
purchasing@ttuhsc.edu.
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