HJE TEXAS TECH UNIVERSITY TechBuy - Types

4 HEALTH SCIENCES CENTER

Finance Systems Management Of Document SearCheS

Document Search

The Document Search feature provides an efficient way to locate documents within

TechBuy 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 contained 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 invoices, then you will not see that
document type as an option.

You can perform a Quick Search or an Advanced Search:

e Quick Search — allows you to perform a variety of searches from anywhere within
the TechBuy application by entering a number or keyword in the Search field.
The Search field is available in the application header or from the Orders menu
navigation.

e Advanced Search — allows you to use the filter options to perform a more specific
search and offers you the ability to pin the filters so that they become your default
filters when you come back to the page.

Quick Search

Quick Search provides a faster way to perform some searches. To conduct a Quick
Search from the Shopping Home Page, select from the following Options using the
drop-down menu:

All

Contract

All Orders
Requisitions
Purchase Orders
Invoices
Receipts

Next, enter a number or keyword in the textbox and click the Search icon or press
Enter/Return on your keyboard.
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Al Search (Alt+Q)

Shop * Shopping Home Page

Contract

All Orders

Select Option
using menu

. Re isitiof
Purchasing equisiions

WELCOME TO TECHBUY!

Please email questions or problems to HSC Staff Support:

- ] : ot vl b
gy Purchasing@ttuhsc.edu Or Call HSC-Purchasing at 806-743-7841 ract sea . Ente r a n u m er
***General Announcement for All TechBuy Users** nfo ontrg
or keyword

TX-RAMP Requirements for the Cloud Service Providers
TX-RAMP
Steps to Requesting a Solicitation (e.g. Bid, RFP. RFI) (drecrink)

You will automatically be taken to any matching search results. Use the left-to-right
scroll arrows to view any of the multiple pages of results.

To help refine your Quick Search, select the question mark icon next to the text box.

TS Gy Purchase Orders ~ Search (Aft+Q) Q 150UsD W QO m A 8
Orders » Search » Purchase Orders 0 Logout
= Search Purchase Orders MisaveAs v X PinFiters v  ZExporial
Quick Filters My Searches Created Date: All ~ | microscope *® Add Filter +  Clear All Filters

" Page 1 of
Supplier 9

78 1-200f 1546 Results I £ 20PerPage v
POStatus ¥ Requisition Nurfiber Shipment Status Matching Status Total Amount ¥

I < >
v
Summus Henry Schein [ 197 ] g PO Number ¥ Supplier
Nikon Instruments Inc [ 145 ]
M @ P1010794

MicroTech Microscope Services (D) No Matches 780.00 USD

Possible Missions

Select Question

Nao Matches 92.00 USD

Use Scroll Arrows to &8 ®  Mark Icon
VIeW ReSU|t Pages orld (D 53503577

.. @ P0287653 Wicroscope World (O 49850971 Sent To Supplier No Matches 96.00 USD
——

Sent To Supplier No Matches 99.00 USD

Some of the helpful tips include:

e Combine Searches — Use “OR” between each search. For example, 12389 OR
83827

e Search for an Exact Match — Put a phrase inside quotes. For example, “Fisher
Scientific”.

e Exclude Words from a Search — Put a — in front of a word to exclude it. For
example, John-Johnson

e Search for Wildcards — Put an * in your word as a placeholder. For example,
123*98.

e Search for Placeholder — Put one or more ? as a placeholder. For example,
1234776

TTUHSC Finance Systems Management July 2025 Page 2|13



TechBuy - Types of Document Searches

How To Use Quick Search

Qui h provides a faster way to perform some searches. The different options to refine you
nmhned Selow These options can be used on their own or combined

single Terms

Entering a single term by default looks for an exact match or a partial match. Single terms can also be combined
with the special syntax to adjust how the query is written.

Multiple Terms

Entering multiple terms are treated as AND conditions by default. For example, Boulder Chemistry Equipment
translates to Boulder AND Chemistry AND Equipment.The special syntax can also be combined to adjust how the
query is written. For example, -Boulder Chemistry Equipment translates to Chemistry AND Equipment AND NOT
Boulder.

Combine Searches

Use 'OR" between each search. For example, 12389 OR 83827

oo o b >
e fo aPhsse tch Options outlined
Put a phrase inside quotes. For example;Fisher Scientific"

on how to use
Exclude Words from a search
Put a- in front of 2 word to exclude it. For example, John ~Johnson Q u |C k S earc h

Search with wildcards

The * character is used for indicating the parts of search term input that is unknown. Placement is based on what
youdo ordu ot know regarding what you are looking for. This type of search can be intensive and slow. Using the
full value Waters Basic Assurance Plan (BAP) for Boulder Chemisiry Equipmenthere are examples

+ Water*assurance*equipment
= Water*plan*chemistry*
- *boulder chemistry*

Similarly a ? can be used to indicate a character placeholder with a term.

Search for Starts With

Entering the term Chemi* indicates searching for terms that start with Chemi such as Chemistry. The number of
characters entered for a partial match impact the quality of the results.

Search for Ends With

Entering the term *pment indicates searching for terms that end with pment such as equipment. The number of
characters entered for partial match impact the quality of the results

Quick Filters are available to help further narrow search results by including specific
criteria. As you select the available Quick Filters, the details of the search are updated
with the chosen search criteria.

Quick Filters will depend on the type of search conducted. Examples of filters include:

Approved By
Business Unit
Contract Type
Department
Form Type
Invoice Status
Item Type
Matching Status

Participant
Prepared By
Prepared For
Product Category
Product Flags
Receipt Status
Status Flags
Supplier

To view the entire list of options for a Quick Filter, select the See More link. The arrows
alongside each Quick Filter allow you to open and close each filter.

Quick Filters may be added in two ways. First, click an Option below any of the Quick
Filters. This approach only allows you to add one option per Quick Filter category. For
example, click Texas Tech University Health Sciences Center (HSC) below the
Business Unit Filter. This option will then be added as the Business Unit Quick Filter.

The filters will display just above the search results. You may click the Filter Arrow next
to a specific filter to display and alter your filter selection.
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& T T Ty Purchase Orders ~ Search (Alt+Q) a 150UsD W v 4 2
Orders » Search » Purehase Orders -0 Logout
! = Search Purchase Orders Kisaveas w  APinfiters v  RExportAll v

Quick Filters My Searches Created Date: All ~ | microscope

I PO Status: Completed v % Business Unit: Texas TechUni.. ~ X l h
O v

< > Page 1 of 29 1-20 of 568 Results

Filter(s) Added

to Search

## 20 PerPage «

Summus Henry Schein [ 155 ]

i o
Nikon Instruments Inc PONumber ¥ Supplier PO Status ¥ Requisition Number Shipment Status Matching Status Total Amount ¥
Possible Missions [ 4 )

Fisher Scientific Company . @ P1010704 MicroTech Microscope Services (D) 166208847 Sent To Supplier No Matches 780.00 USD
Lc (2]

=Ml Sclect See More

[ completed | 168270712 Sent To Supplier Fully Matched 95.00 USD

120013960 Sent To Supplier Fully Matched 464.07 USD

Department > . @ PUET
PO Owner > h" Se | eCt A rrows to 81568571 Sent To Supplier Partially Matched 720.00 USD
Prepared By > . @ PogsI7 Open/C|OSE Qu IC k FI Iters 39408576 Sent To Supplier Fully Matched 720.00 USD

96109078 Sent To supplier Fully Matched 650.00 USD

Invoice Status e v @ P0782904 128459213 Sent To Supplier Fully Matched 720.00 USD
Fully Invoiced © . @ PO 126626612 sent To Supplier Fully Matched 115.20 USD
Partially Invoiced CIE){—

Mo Inveices o . @ PO [ completed | 120075276 Sent To Supplier Fully Matched 2,340.00 USD

The second way to attach Quick Filters to a search allows you to add multiple or all of
the available options within a filter. Select the Show More link for a Quick Filter.

& eI YRy Purchase Orders = Search (Alt+q) a lsousD W QO e 4 R
Orders » Search » Purchase Orders -0 Logout
E = Search Purchase Orders Misaveas ~  APinFiters v  ZExportAl «
Quick Filters My Searches Created Date: All » | microscope ® Q @| AddFilter v Clear All Filters
. PO Status: Completed » X Business Unit: Texas Tech Uni.. ~
9 Supplier ~
< > Page 1 of29  1-20of 568 Results £ 20PerPage v
Summus Henry Schein [ 155 ]
4 Nikon Instruments Inc [ 45 ]
PO Number ¥ Supplier PO Status ¥ Requisition Number Shipment Status Matching Status Total Amount ¥
Q Possible Missions O
& Fisher Scientific Company ® P1010794 MicroTech Microscope Services (D [ compietea | 166208847 Sent To Supplier No Matches 780.00 USD
e o
Micro Service Southwest o @ Pl021616 Microscope World (O 168270712 Sent To Supplier Fully Matched 95.00 USD
 See More © snow More

© P0736041 Microscope LLG (D) [ compieted | 120913960 Sent To Supplier Fully Matched 464.07 USD

Department - 81708 ficra Microscope Services (D 196109078 Sent To Supplier Fully Matched 650,00 USD

. @ P0773635 MicroTech Microscope Services (1) 126626612 sent To supplier Fully Matched 115.20 USD

Partially Invoiced

PO Owner > S e I e C‘t ope Services (D [ compieted | 181568571 Sent To Supplier Partially Matched 720.00 USD
Prepared By > S h OW M 0 r e ope Services (D) 130408576 Sent To Supplier Fully Matched 720.00 USD
Invoice Status hd bpe Services (@D [ compieted | 128459213 Sent To Supplier Fully Matchad 720.00 USD
Fully Invoiced [ 350 ]
[ 112}
o

No Invoices . @ P0732226 MicroTech Microscope Services (D [ compieted | 120075276 Sent To Supplier Fully Matched 2,340.00 USD

Qver Invoiced . @ P0703816 MicroTech Microscope Services (D) 114824023 Sent To Supplier Fully Matched 715.00 USD

D Show More

You'll be able to check the options within the Quick Filter you want to apply to help
narrow your search. You may also choose a single item, multiple items, or all options in
the Quick Filter by clicking Select All. After making your selections, click Apply.

Invoice Status Quick Filter

Click

Sel eCt Al | [ Fully invoiced (350) CheCk
[ No Invoices (88) « Opt| ons

[] over invoiced (17

[] Partially Invoiced (113)

Click Apply S, s
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If you need to remove Quick Filters, click the Delete Filter icon next to the specific filter
name or select the Clear All Filters button to remove all filters.

You may also use the search filters displayed near the top of the screen to help with
your document search results. The filter criteria available will depend on the type of

document you are searching for. These filters will be explained in more detail in the

Advanced Search section.

) ; ase Orders = Search (Alt+Q) Q 150UsD W O - A2
S Other Search Filters m‘w

= Search Purchase Orders

Quick Filters My Searches Created Date: All = ner x 2 | Add Filter v Jll Clear All Filters ?
PO Status: Completed v Business Unit: Texas Tech Uni
Supplier

Kisaveas ~  APinFiters v S ExportAl

< > Page 1  of280  1-20 of 568 Resulis / £ 20PerPage v
. Select Delete POStatus  ~ Requisition Number SeIeCt Clear Total Amount  ~
| FI |ter |CO n be services (D 166208847 . 78000 USD
— erara gsCope reona 168270712 A” Fllters 95.00 USD

When you locate the document you need from the search results, click the document
number to view the file.

A5 T RSy Purchase Orders ~ Search (Alt+Q) Q 1.50UsD W O w 4 2
urchase Orders 40 Logou

Summus Henry Schein

Nikon Instruments Inc

Possible Missions

Fisher Scientific Company

CEELL

Micro Service Southwest

= Search Purchase Orders Misaeas ~  APinFiters v  AbgortAl ~
Quick Filters My Searches Created Date: All | microscope ® Q @ AaddFiter »  Clear All Filters ?
PO Status: Completed ~ % Business Unit: Texas Tech Uni.. ~ X
Supplier v
< > Page 1 of 29 1-20 of 568 Results £} 20 PerPage w
Summus Henry Schein [ 155 ]
Nikon Instruments Inc o - PONumber ¥ Supplier C I IC k DO cumen t bquisition Number Shipment Status Matching Status Total Amount ¥
Possible Missions o
Fisher Scientific Company w O] P1010702 MicroTech N um b er bo208847 Sent To Supplier No Matches 780.00 USD
Micto Service Southwest o w @] Pr021616 Microscope ba270712 Sent To Supplier Fully Matched 95.00 USD
— ——

Once the document opens, you may navigate to the other search results using the
arrow buttons or select the Results drop-down menu to display links to the other
document numbers. You will stay on the document in edit mode without ever having to
return to your search results.

To return to the search results page, click the Back to Results from the drop-down
menu.
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a A R ST, Q 150UsD W QW A 8
_ Use Arrow buttons *bl l
! Purchase Order + Microscope World « P1021616 Revision 0 . L= <e- | 20fs68Resuls v f < >
to navigate to other
Status Summary Revisions 1 Confirmations Shipments Ghange Requests Atachments 3| BacktoResults
documents Pi010734
Q General Information Document Status P1021616 =]

P0736041 |
s Line Details C||Ck BaCk ai P1181708 ~

bplier status P1100488
to Results

To Supplier P0851787
1 ~/  35mm Petri Dish Holder for Motic AE Inverted 1101.0002.0027 1/EA 95.00 = 00 P0782904

& Line Status  Item Catalog No. size/Packaging Unit Price Quantity

Supplier
bed by

Sent To Supplier

Supplier
Microscopes. External dimension measurement: 2 P0773635
P0703816
Results drop-down
- — Istimation purposes  p492999

128mm x 86 mm bscope World
ng, Handling, and 1
Invoiced Matched workflow approvals.
P0557879 oo

P0732226
~ oenus Select from the  Hww o
hsupple  P0529655
Subtotal P0968901 00

Quick Search for All Orders

Another way to perform a quick search for All Orders is by opening the Orders menu
navigation. Enter a number or keyword in the Quick Search text area. Click the Search
icon or press Enter/Return on your keyboard.

Ty TR Purchase Orgers = Search (A1t+Q) a 150usD W O w0 A

Shop - Shopping Home Page

[ Ja Click Search

Search ,  All Orders

Minor ing Contract/, for Si

In an effort to mare efficiently execute and track contract documents not directly associated with a TechBuy
Requisitions requisition, Purchasing requests that you submit your purchase related contracts thru the above contract
application link

Purchase Orders
TTUHSC GPO/COOP Contract Search Tool

Enter Nu m ber or Information about the TTUHSC Group Contract Purchasing Strategy. Choosing a contract vendor may

mean bidding work has already been done for you! Click on the link above to search the 30,000+
record contract database

Keyword

Steps to Requesting a Solicitation (e.g. Bid, RFP, RFI) (direct ink)

The Quick Search will provide search results for All Orders. You may then apply filters
to narrow the search, if needed.

& TSRy Purchase Orders = Search (Alt+Q) Q 150UsD W D |- A2
e+ Semn » coms Search Results 0 o

! = Search All Orders from A” Orders Msaeas v  APinFillers -  BExportAl
Quick Filters My Searches reated Date: All » | 1217889 %X Q @ AddFilter v Glear All Filters ?
N 1-6 of & Results £k 20 Per Page v
9 Supplier v
- Summus Henry Schein [4] [m] Order Identifier ¥ Type Order Status Created Date/Time @) Completed Date ¥ Supplier Total Amount ¥
Bl  sicchie Finger Print o
Laboratories O © 4870800 Receipt - 6/24/2025 8:48:31 AM 6/24/2025 8:48:33 AM  Summus Henry Schein (D
& © Showhiore
O © V868349 Invoice 6/23/2025 2:33:24 PM Summus Henry Schein (D) 12,007.38 USD
Business Unit v
O e rFizi7sse Purchase Order 6/9/2025 11:13:31 AM 6/9/2025 11:17:57 AM  Summus Henry Schein @ 16,792.66 USD
Texas Tech University Health — grgy
Sciences Center (HSC) O e 202293273 Requisition 6/6/2025 10:33:32 AM 6/9/2025 11113:32 AM Summus Henry Schein (D 16.792.66 USD
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Advanced Search

Advanced Search offers you the option to enter very specific, detailed search criteria.
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 those criteria.

You have two ways to begin an Advanced Search. From the Home page, scroll to the
Document Search sections. Select the Advanced Search link. This will take you to the
appropriate search page.

TEXAST!
HEALTE

Shop - Shopping Home Page

simple Advanced

Purchase Orders = Search (Alt+Q) a 150UsD W O |- A 2

Document Search

Document Numbers, Supplier, Product Information Q

e All Orders hd
All Orders
Requisitions
Change Requests

Document Type el puscrass oo

Invoices

Search for products, suppliers, forms, {

Select

Receipts

2o roauests Click Advanced

Search

You may also access an Advanced Search by clicking the Orders icon from the left
navigation menu on the Shopping Home Page, and then clicking Search. This provides
access to search pages for All Orders and specific types of documents including:
Requisitions, Purchase Orders, Change Requests, Invoices and Receipts.

Selecting any of these document types will give you a more focused search and specific
filters related to that document type.

TEgs T TSy Purchase Orders ~ Search (Alt+Q) aQ 150USD W QO |- 4

Shop * Shopping Home Page

+| All Orders leement Submission for Signature

ently execute and track contract documents not directly associated with a TechBuy
Requisitions Fquests that you submit your purchase related contracts thru the above contract

Purchase Orders

Change Requests

information zbout roup Contract Purchasing Strategy. Chaosing a contract vendor may
mean bidding work has already been done for you! Click on the link above to search the 30,000+

Invoices record contract database

HeES Steps to Requesting a Solicitation (e.g. Bid, RFP, RFI) (cirect ink)

The Type of Order filter is available when you search All Orders. You will be able to
narrow your search to specific document types using the drop-down menu. Once you
have made your selection, click Apply.
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Orgers b Search b All Orders

= Search All Orders Kisavess =  APinFiters v BEportAl

QuickFilters My Searches Type of Order: All »  Created Date: Last 90 days = |Quick search Q @  AddFilter ~  Clear All Filters ?

Supplier v [ Change Request £+ 20PerPage v

Select

[ Invoice
summus Staples | [ Purchase Order h ompleted Date ¥ Supplier Total Amount ¥
0 Recep Type of Order
|« Requisition Today's Business Solutions Office Depot (D 5815 USD
| 6/24/2025 2:26:47 PM Atmos Energy Gorporation (D 146.48 USD
A p p I y # Apply Cancel
| 6/24/2025 2:25:42 PM New Orleans Teleport Inc (D) 9500 USD

By default, the search results show documents for the last 90 days. You may change
the search results to show a different date range by selecting the Created Date filter.
After you customize your time frame or select from the pre-determined time limits, click

Apply.

Purchase Orders ~ Search (Alt+Q) Q 150usD W QO |- 4 2
40 Logout
L3 As v  APinFil >~ Je ~
. u# Created Date: Last 90 days »  Quick search Q AddFilter +  Clear All Filters 2
Date fllter > Page 1 All £ 20 Per Page v
o v
Summus Staples []  Orderidentfier Completed Date ¥  Supplier Total Amount ¥
Days
Possible Missions O Betwee and
O Last 7 days Summus Dell (D 2,687.14 USD
Summus Staples TTU o opscRe Last 30 days
Summus Henry Schein m] Last 60 days 6/24/2025 2:00:08 PM Summus Staples (D
[t eicd Flowers Baking Company of Denton LLC (D 154.60 USD
" Last 120 days
C ustomize Re  Last 180 days 6/24/2025 1:59:27 PM_ Lone Star Home Depot (D 644,35 USD
. Last Week
PL Mavich Grainger O 110.50 USD
ate riiter This Week
. Re  Yesterday 6/24/2025 1:59:37 PM _Summus Staples (D
e €D o
PU Calendar 6/24/2025 20009 PM IS Capital Markets USLLC (D 1,050.00 USD

El Paso)

TTU-OPERATIONS DIVISION

0O 0O 0o o

Month-To-Date

Year-To-Date

Previous Fiscal Year

ABM Industry Group LLC (D

23,409.00 USD

Re  LastMonth 6/24/2025 1:58:26 PM 6/24/2025 1:58:20 PM  Avesis Third Party Administrators Inc (D 1,598.37 USD
Previous Year
RE Fiscal 6/24/2025 1:58:18 PM David Samuel Van Strien 28571 USD
Department v
Fiscal Year-To-Date
6/24/2025 1:58:15PM 6/24/2025 2:00:10PM Justin Neil Anderson (D 700.00 USD

You may add multiple filters or columns to a search by clicking the Add Filter drop-
down button. Depending on the document type, a list of available filters will display in

these categories:
e |dentifiers
Dates

Item Details
Properties

General Information

Custom Fields

Select the Filter(s) that you want to add by checking the box next to the filter. You may
also search for a specific filter by entering a value in the Find search filter field.
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Purchase Orders ~ Search (Alt+Q) Q 1.50USD W Q-

# PinFitters » & Exp

= Search All Orders

Click

Quick Filters My Searches Type of Order: All » Created Date: Last 90 days v | Quick search d d F. | o i lear All Filters
o < > Page 1 of 500 1-20 of 116079 Results I te r ind search filter. 20 Pef
Supplier v
Summus Staples [ 2037 ] [0 Orderidentifier Type Order Status Created Date/Time €@ Completed Date ¥ Supplier | Identifiers otal Am
Possible Missions Order Id
= O  Pi221197 Purchase Order [ Pending | 0:02.BAL summust = 2687
Summus Staples TTU D Dates
Summus Henry Schein D O ssss2120 Receipt Se | ect b:08 M sumpus§ [ Approved Date
Sunmus VWR 4 [ Completed Date
m a 48882077 Receipt - 3 Flowers Bz [ Last Modified 154,
+ See More @ Snow More HHter(s
O 48882004 Receipt - 0:27 PM  Lone Star| General Information 644
| [ Approved By
O Pi22119 Purchase Order = 6/24/2025 1:59:14PM Mavich &r: [ Bill To 110,
[ Business Unit
a 48882046 Receipt - 6/24/2025 1:59:06 PM 6/24/2025 1:59:37 PM  SUMMUS Swiprea-ar- -

To remove a filter, select the ~ Delete Filter icon next to the specific filter name or you
may click the Clear All Filters button to remove all filters.

Purchase Orders ~ Search (At+Q) Q 150usp W @ w A R
0 Logou

MisaveAs ~ A PinFiters ~  AEwportAll

Type of Order: All ~  Created Date: Last 90 days ~ | Quick search Q @ AddFiter - | Clear All ilters ?
Completed Date: Last 7 days » X Approved Date: 06/23/2025-0
v

< > Page 1 of53  1-200f 1043 Results
Order Identifier ¥ Type Order Status | Created Date/Time @ Completed Date ¥ Sup|

[m} tal Amount

[0 vess3ses Invg 6/23/2025 5:34:52PM Res 15:000.00 USD

O 203122074 Reg SEIeCt 6/23/2025 5:27:34PM  Su; ( : ear AI I FI Ite rs 72.01 USD

O  vees3ese Inv De I et e Fl | te r | C 0 n 6/23/2025 4:5426PM Mal 800.00 USD
Business Unit

O vees3sso Invd wompree CPESIuTs TATT 6/23/2025 5:01:59PM_ Association of American Medical Colleges (D 79,570.00 USD

v
Texas Tech University (Texas £

You may sort search results by columns in ascending or descending order by selecting
the sort icon next to the column.

You may also move column(s) left and right by hovering immediately above the column
title and revealing a line of double ellipses. Click the double ellipses to drag and drop
column(s) either left or right to the desired location.

a» P S S S Wt
Select i

! = Search All Orders SO rt IC 0 n PinFiters + 2 exportal v
Quick Filters My Searches Type of Order: Requisition =  Created Date: 06/23/2025-0.. ~ | Quick search LT R riter »  Clear All Filters ?

-0. v X Completed Date: 06/23/2025-0.. » X

v

Click Double Ellipses il @ e -
to move columns e dECE B —
quisit P ™ 6/23/2025 4:48:58 PM 6/23/2025 5:27:34 PM 72.01 usD

Aquaone Inc

You have the ability to choose the columns that display in the search results and the
order in which they display by configuring the search results columns. Click the
Configure Columns icon to access the Configure Column Display screen.
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Purchase Orders + Search (Alt+Q) a 1.50USD W Q|- a4 2

Kisaveas v  APinFiters =  AExportAll v

Type of Order: All »  Created Date: Last 90 days ~ | Quick search Il Filters 2

Completed Date: Last7 days ~ X Approved Date: 06/23/2025-0.. ~ X

Click Configure

~

< > Page[1 |of53  1-200f 1043 Results | ﬁ Ea Per Page ~
@ [ Orderidentfier ~ Type Order Status Greated Date/Time @ Total Amount ¥
o O ve6s369s Invoice [ compicte ] 6/23/2025 5:24:14 PM 15000.00 USD
—

All available columns are listed on the left, and a list of selected columns displays on the
right. You can determine the sort order on a search results page.

To add a column, locate the column by scrolling through the list or entering a value in
the search field. Click the checkbox for each column you would like to add from the
available column list on the left.

Configure Column Display

Reflects the columns defined for the current search. Customizations will apply o the lifetime of the current search
unless the search is saved. Columns marked with an * are custom defined data elements

Type to Filter Available Columns. [[] Pin Columns as my defaults

[[] 4Site Store Request Number * Order Identifier
[ 4Site Work Order Number * : Type
[ Account* : supplier

[] Account-Banner * * Order Status

Click Checkbox Ep—— gt e
fOI’ eaCh [ Activity * Created Date/Time
Column to add [] Activity - Banner *  Total Amount

[] Advanced Pay *

B8 = 8 5 =5 +« <+

[] Approval Actions

[] Approval Steps

[ Athletics (TTU) *

[ Athletics Elevation Category (TTU) *
[ silTo

[ Billing CC Line Comment *

[] Business Unit

The columns are automatically added to the bottom of the selected columns list on the
right. If a column needs to be deleted, locate the column from the list on the right side,
and click the trash can icon. The column is moved back to the available columns list.

To configure the columns for the search results, click and drag the columns to the
desired location or use the up and down arrows.

TTUHSC Finance Systems Management July 2025 Page 10|13
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Configure Column Display

Click/Drag or
Reflects the columns defined for the current search. Customizations will apply to the lifetime of the current search
unless the search is saved. Columns marked with an * are custom defined data elements u Se A r r O W S to
[ P Colurms s my et move Columns

[] 4site Store Request Number * Order Identifier

[ 4site Work Order Number * Type

/' Account * Supplier

- + =+ |+

+ 0+ + 4+
E

« |+
e e

B B + |+

[] Account -Banner * Order Status

Added items R
will move to the 0 sowry:
bottom of ;”@d“ sy samcr
columns list .

] Approval Steps

Click Trash
Can to Delete

[ Athletics (TTU) *

[ Athletics Elevation Category (TTU) *
[ silTo

[ Billing GE Line Comment *

[] Business Unit

Apply Cancel

By default, the updated selected and sorted columns only display for the life of the
current search. If you would like to keep the column configuration for all searches going
forward, select the Pin Columns as my defaults checkbox.

Configure Column Display

ustomizations will apply to the lifetime of the current search
are custom defined data elements

Select Pin Columns
as my defaults |l BT

- Order Identifier
[[] 4site Work Order Number * Type

/ Account* Supplier

[ Account - Banner * Order Status
[] Account Number * Total Amount

[] Activity* Account *

B =B =5 B B + +

-/ Activity - Banner * Activity - Banner *
[ Advanced Pay*

[] Approval Actions

[] Approval Steps

[ Athletics (TTU) *

[ Athletics Elevation Category (TTU) *

[ silTo

[ Billing CC Line Comment *

[] Business Unit
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TechBuy - Types of Document Searches

You may also save the columns in their current order from a search results page. Select
the Pin Filters drop-down menu and then click Pin Columns. Click Yes to default the
configuration each time you return for a search in that section.

Purchase Orders + Search (Alt+Q) a 1s0usD W OO AR
= Search All Orders CI'Ck Msaveas xmmasEl Acport -
Quick Filters. My Searches Type of Order: Requisition v Created Date: 06/23/2025-0.. ~ Quick search Pln Fllters ﬁ :::::::ns ?
supplier o Approved Date: 06/23/2025-0.. » X Completed Date: 06/23/2025-0.. ~ X 1 Remove Pinned Columns
oesble Msone o < > Page 1 of 8 1-20 of 150 Results / TF 20Ferrage v
zj:::zz:::m g []  Order dentifier @@ Type Supplier C“Ck Department
Aquaone Inc o O 203122074 Requisition Summus Staples TTU (D Pln Columns SD  TTU-AG & NATURAL RESOURCES
GCuevas Distriby L ( 3] O 203120773 Requisition Summus Staples TTU @ SD  TTU-DEAN OF ENGINEERING
My Orders
From the My Orders Menu Navigation, you may search for your documents by choosing
one of the document types:
e My Requisitions
e My Purchase Orders
e My Invoices
e My Receipts
e My Change Requests
e Draft Change Requests
Using these sections allows you to take advantage of the date range options and the
post-search filters 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. These sections will also
contain your Favorite Saved Searches. Select a document type.
T Purchase Orders ~ Search (Alt+Q) Q 150usD W Q |w A
Shop * Shopping Home Page

My Requisitions ion fi

nd track contract documents not directly associated with 2 TechBuy
submit your purchase related contracts thru the above contract

Select
DOCU m ent Type Contract Purchasing Strategy. Choosing a contract vendor may

My Change Requests done for you! Click on the link above to search the 30,000+

record contract database
Draft Change Requests

Steps to Requesting a Solicitation (e.g. Bid, RFP, RFI) (drect ink)

If any of the documents match your search, they will display. For example, if you have
no purchase orders that list you as the owner in the last 90 days, no results will display.

You may try modifying your search criteria by removing/adding filters.
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TechBuy - Types of Document Searches

—
o T e All~ Search (Alt+) a ooousp w o @ D
s b Seaen » PO
B saveAs ~  APinFiters =  ZExportAl -

= My Purchase Orders @

Quick Filters My Searches Created Date: Last 90 days ~ | Quick search Q @ | AddFilter v  Clear All Filters ?

PO Owner: Myers, Shannon v 3

Manage Searches
¥ 20PerPage w

My Purchase Orders 1-2 of 2 Results
My Recent Approvals M d fi S h
PO Number @ Supplier POStatus ¥ Requisi ber odi earc Total Amount

.. TE004894 Possible Missions (D) 4208841 Criterla by 13.81 USD
. TB004893 Summus VWR (D 4302962 Chanqinq Filters 834 USD

Favorite Searches

You do not have any favorite
searches yet

For questions, please contact Procurement Services at purchasing@ttuhsc.edu.
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