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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 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 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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o T sy ) # Purchase Orders = microscope Q 000USD W O W A §
Shop » Shopping » Shopping Home » Shopping Home Page SeleCt Optl On
Shopping Home Page using menu /

Organization Message { Enter a C“Ck

WELCOME TO TECHBUY!
Please email questions or problems to HSC Staff Support: n u m b e r O r Sear C h I C 0 n
Purchasing@ttuhsc.edu k eyW 0 r d 2 TechBuy Job Aids

@ Comptrollers Expenditure Manual

or
Call HSC-Purchasing at 806-743-7841
@ TechBuy Account Codes and Budget Pool

HELPFUL LINKS FOR TECHBUY USERS [ TechBuy User Group

Purchasing Website

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.
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

P s Purchase Orders ~ Search (Alt+Q) Q 000USD W v N §
Orders b Search b Purchase Orders

B saveAs  ~ | A PpinFilters 2 Export All |+

= Search Purchase Orders

Created Date: Last 180 days ¥ microscope thcl SeIeCt Qu eStI 0 n

Quick Filters My Searches

. < > Page 1 of 2 1-20 of 34 Results Mark |C0n Per Page v
Supplier v Quick search provides a faster way to perform some o
The different options to refine your search are outlined below
i PO shipment Matchin
Summus Henry Schein (@D 7 Combine Searches fle 8
Olympus America Inc o Number ¥ Supplier status Status Total Amount ¥
Use "OR" between each search. For example, 12389 OR 83827
Nikon Ingtruments In 4 M_pozeoons MiccaTach. B
ope Serv Search for an Exact Match Tent "Ifc Fully Matched 720.00 USD
Cole-Pan supplier
Compan Use SC ro I I Ar rOWS to Put a phrase inside quotes. For example;Fisher Scientific”
. | Southwest ' Eyciude Words from a search sent To No Matches 4,450.00 USD
view Result Pages Luppter
Puta - in frant of a word to exclude it. For example,
John -Johnson L
= @ P0785843 Cole-Parmer Instrument sent To No Matches 3,390.67 USD
PO Status v " .
Company Search for wildcards supplier
Completed [ 33 ] Putan *in your word as a placeholder. For example, 123*98.
. - @ P0767003-2 Nikon Instruments Inc do No Matches 1,523.32 USD
Pending o -------------------- k.
shipments
D show by

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.
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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 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.

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.

Orders »

Search » Purchase Orders

Search Purchase Orders

Created Date: Last 90 days ~ | microscope

Quick Filters My Searches

Purchase Orders ~

x| Q

Supplier v

I PO Status: Completed * € Business Unit: Texas Tech Uni... ¥ @ I

of 362

Page 1

[ 1222 ] L
057} -

Summus Staples

1-20 of 7222 Results 1

Summus Henry Schein

Created

000USD W O | A 2

& ExportAll | v

Search (Alt+Q) a

M savess - A Pin Filters | ¥

Possible Missions Fisher

lier
Scientific [

620

Aquaone Inc ible Missions Fishei

TTUHSC Direct Pay

V¥ See More © show More

mus Staples
Depgrtment v
No (@partment =+ P0814931 Summus Staples
HSCECORREC HEALTH
Select See =+ P0814930 Summus Staples
More - PO814932 Summus Henry Schein
HSC-PHYSICAL PLANT - ; R ‘
LUBBOCK (HSC- s P0O814927 University Medical Center - UMC

Click

Filter Arrow

712712020
2:43:48 PM

712712020
2:43:46 PM

7/27/2020
2:43:41 PM

712712020

PHYSICAL PLANT -
LUBBOCK)

HSC-INTERNAL
MEDICINE-LUBBOCK
(HSC-INTERNAL
MEDICINE-LUBBOCK)

Select Arrows to

-+ P0814922
274

open/close Quick

¥ See More © Show More v | Fo814921 FI Iters
PO Owner > l .
Prepared By >

:28:45 PM

¥/27/2020
p:20:32 PM

p/27/2020
£:19:11 PM

¥/27/2020
2:15:43 PM

@ AddFilter ¥ | Clear Al Filters
#+ 20PerPage v
Regquisition Shipment Matching
Status Number Status Status Total Amount ¥
Completed 134142241 Sent To No Matches 309.53 USD
Supplier
Completed = 134139489 Sent To No Matches 492.95 USD
Supplier
Completed 134152102 Sent To No Matches 1,992.41 USD
Supplier
Completed 134153588 Sent To No Matches 379.95 USD
Supplier
Completed 134157659 Sent To No Matches 929.79 USD
Supplier
Completed = 133972953 No No Matches 62,790.53 USD
Shipments
Completed = 134158718 Sent To No Matches 227.03 USD
Supplier
Completed 134158033 Sent To No Matches 206.30 USD
Supplier
Completed = 134092615 Sent To No Matches 791.00 USD
Supplier

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.
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TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.

Orders » Search b Purchase Orders

= Search Purchase Orders

Created Date: Last 90 days ~ | microscope

Purchase Orders ~ Search (Alt+Q)

B savenrs «

Q @ AddFilter =

Quick Filters. My Searches
PO Status: Completed ~ @
Supplier
1-14 of 14 Results L 20 PerPage v
Summus Henry Schein o
Nikon Instruments inc @) PO Created Requisition Shipment Matching
Jorgensen Laboratories © Number ¥ Supplier Date/Time @) PO Status Number Status Status Total Amount ¥
Inc
Coherent Inc o P0812739 Micro Service Southwest 7/15/2020 Completed 133773430 SentTo No Matches 4,450.00 USD
Professional Movers and o 2:15:09 PM Supplier
Rigging Inc
 See More B Show More P0811649 summus Henry Schein 7/9/2020 4:51:31 PM  Completed 133613281 Sent To Partially 1,516.53 USD
Supplier Matched
Business Unit v
P0809484 Possible Missions Fisher Scientific 6/29/2020 Completed 133286055 SentTo Fully Matched 379.20 USD
Texas Tech University 2:56:48 PM Supplier
Health Sciences Center (&} PP
(HSE)
P0808964 Coherent Inc 6/25/2020 Completed = 133040915 SentTo Fully Matched 11,275.00 USD
Texas Tech University 1:46:20 PM 5 lier
Health Science Center at s ) e upplie
El Paso (Texas Tech Se I ect
University El Paso) P0808329 6/23/2020 Completed 133041010 SentTo No Matches 24,150.00 USD
Texas Tech University h 1:14:53 PM Supplier
(Texas Tech Uniyersi o S OW More
h 6/22/2020 Completed 132991141 SentTo Fully Matched 861.67 USD
11:31:52 AM Supplier

QO |w 4 2

2 ExportAll |+

Q 0.00USD W

A PinFilters |+

Clear All Filters

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.

Department Quick Filter

q{SC*BLDG MAINT & OP-EL PASO (HSC-BLDG
MAINT & OP-EL PASO) (234)

QISC%:ELL BIOLOGY BIOCHEM LBK (HSC-
CELL BIOLOGY BIOCHEM LBK) (308)

0
HSC-CORREC HEALTH ADMIN AMA (HSC-
CORREC HEALTH ADMIN AMA) (748)

() HSC-Default (HSC-Default) (158)

QiSC-GENERAL SERVICES LUBBOCK (HSC-
GENERAL SERVICES LUBBOCK) (186)

Li'—lisC—INTERNAL MEDICINE-EL PASO (HSC-
INTERNAL MEDICINE-EL PASO) (143)

[;\15C7INTERNAL MEDICINE-LUBBOCK (HSC-
INTERNAL MEDICINE-LUBBOCK) (284)

Check

Options

I'4

QISC*M ICROBIOLOGY LUBBOCK (HSC-

MICROBIOLOGY LUBBOCK) (150)

QISC»G B/GYN-AMARILLO (HSC-OB/GYN-

AMARILLO) (128)

rI']iSC-PEDIATRICS-LUBBGCK (HSC-
PEDIATRICS-LUBBOCK) (248)

L SC-PHYSICAL PLANT - LUBBOCK
(HSC-PHYSICAL PLANT - LUBBOCK)
(332)

Ll—]I!SC:-SCHOOL OF NURSING LBK (HSC-

SCHOOL OF NURSING LBK) (237)
(] No Department (3274)

QTU*ACCOUNTI NG SERVICES (TTU-

SPONS PROG ACCT & REPORTG) (210)

N

qLI'U—AN\MAL AND FOOD SCIENCES
ANIMAL AND FOOD SCIENCES) (334)

[:ILI'U-ATHLETICS (TTU-ATHLETICS) (203)
[_T]TU-BIOLGGICAL SCIENCES (TTU-
BIOLOGICAL SCIENCES) (184)
QTU-CHEMICAL ENGINEERING (TTU-
CHEMICAL ENGINEERING) (196)
QTU-CHEMISTR\’ & BIOCHEMISTRY (TTU-
CHEMISTRY & BIOCHEMISTRY) (301)
LIlTlJ—EDlJCATIGN (TTU-EDUCATION) (294)

qLI'U—HOSFITALITY SERVICES (TTU-
HOSPITALITY SERVICES) (131)

Click
Select All

q Select All

kY (TTU-LIBRARY) (138)

Cru-oPERATIONS DIVISION (TTU-PHYSICAL
PLANT) (691)

CHru-pLANT & SOIL SCIENCE (TTU-PLANT &
SOIL SCIENCE) (211)

(
:llTU-RAWLS COLLEGE OF BUSINESS ADMIN
(TTU-BUSINESS ADMINISTRATION) (140)

Click

Apply

Cancel

N gm

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.
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= Search Purchase Orders Bsaveas v | APinFiters v  AexportAl v

Quick Filters My Searches | Created Date: Last 90 days ~ |Q6h Q k Add Filter » I Clear All Filters I
o PO Status: Completed ¥ €  Business Unit: Texas Tech Uni... E
54 Supp\ler 1

< > Page 1 of 362 1-20 of 7222 Results
Summus Staples
4 Summus Henry Schein

a e . . Search (Alt+Q) a 0.00USD W QO |w A 2
Orders b Search » Purchase Orders Oth er Searc h FI Iters

)] ,

o

£+ 20 PerPage v

PO Created

Select Delete

Select Clear HG—_—_

Possible Missions Fisher

@f} Scientific (2D = Rty & SEELa

Aquaone Inc [ 200} e POB14936 Possible Missions Fis . All Filters 309.53 USD
e TTUHSC Direct Pay F| |ter |C0n
v See More O show More v POB14933 Summus Staples 134139489 Sent To No Matches 492.95 USD

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

b s Purchase Orders ~ Search (Alt+Q) Q 0.00USD ‘W QD |- A 2
Orders » Search » Purchase Orders
= Search Purchase Orders Msavers | v | | Apinfilters | v | | ZExportAll | v
Quick Filters My Searches Created Date: Last 180 days ~  microscope Q @ AddFilter ~  Clear All Filters
—_—— Supplier: Nikon Instrum... ~ @
PO Status v
1-4 of 4 Results £+ 20 Per Page -
Completed [ 4] 8
Business Unit v PO
= Number ¥ Supplier Cl k D Requisition Number Shipment Status Matching Status Total Amount ¥
ick Document
(Toxas Toch University) = | PO767003-2 ikon Instrument 128808187 No Shipments Mo Matches 1,523.32 USD
Texan Tech University Number
Health Sciences Center o
(HSC) | PO793957 Nikon Instrumen 130464972 Sent To Supplier Fully Matched 799.89 USD

A ——

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 link in the top left of the
screen.

TEXAS TECH UNIVERSITY | Purchase Orders ~ Search (Alt+Q) Q 0.00USD W QO |- 4 2

Orders » Search » Purchase Orders » Status - PO P0767003-2 Use ArrOW buttons

totdnests » (<> " TG navigate to other
P0767003-2 Revis  P07670032 d ocum entS Available Actions | Add Comment M| o |

PO/Refarence No.
Suppli Nikon Instrumen  P0793957
9
statusll purchase Order Revisions P ' 00002 Receipts  Invoices!

Click Back \ »
to Results [ Select Results drop-

Nikon Instruments Incg® more i; d OWn m e n U

2/10/2020
1,523.32

Open

v/ Completed

(2/11/2020 2:24 PM)

The system will distribute purchase orders using the method(s) indicated below:

Emall 1HTML Body): nikoninstruments@nikon.net
.....
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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.

Search (Alt+Q) Q 0ooUSD W Q@ |w 4 2
Shop + Shopping » Shopping Home » Shopping Home Page
Shopping Home Page
25616287
» AllOrders
# Purchasing Website
Requisitions @ PO/Encumbrance Change Request
Purchase Orders 2 TechBuy Job Aids
Ivoices £ Comptrollers Expenditure Manual
Recei [ TechBuy Account Codes and Budget Pool
R [ TechBuy User Group
The Quick Search will provide search results for All Orders. You may then apply filters
to narrow the search, if needed.
a i G Al ~ Search (Alt+Q) Q 0.00USD W (VAN ' §
Search Results
= | Search All Orders h Msaveas v | Apinfiters | v | Bexportal v
from All Orders

IR

Type of Order: All ¥11 Created Date: All ~ @ | Q @ AddFilter v Clear All Filters

Quick Filters My Searches

o R 1-2 of 2 Results £ 20Per Page v
4 Supplier ~
- Life Technologies Corporation (&3 Order Identifier ¥ Type QOrder Status Created Date/Time ¥ Completed Date ¥ Supplier Total Amount ¥
yivy

Business Unit v © 25616287 Receipt 6/19/2020 3:43:05PM  6/19/2020 3:43:23 PM  Life Technologies Corporation 0.00 USD

Y N

& Texas Tech University Health @y © PUS06876 Purchase Order Complete 6/15/2020 12217 PM  6/15/2020 1:27:34 PM_ Life Technologies Corparation §,200.40 USD

Sciences Center (HSC)

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 that criteria.

You have two ways to begin an Advanced Search. From the Home page, scroll to the
Document Search section on the right side. Select the Search you want to perform.
Then, click the Advanced Search link. This will take you to the appropriate search

page.

Note: The AP Requests and Procurement Requests sections do not provide any
functionality for users at this time.
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V'\

Search (Alt+Q) Q 000USD W Q0 =

Purchase Orders ~

TEXAS
HEALTH

Shop » Shopping » Shopping Home

» Shopping Home Page

& Document Search

In an effort to simplify the deviation request process Procurement is raising the deviation
limit on book purchases from $50 to $100.

New Guidance as of February 1,2019. Rl | v All Orders
Requisitions Advanced Search
Procurement Services will no longer require deviat] S e | e Ct ses of Shortcufs  Purchase Orders
$100 or less with the following exceptions: uf Invoices ly Invoices
i Receipts

© Medical Supplies S h My Saveg

o Pharmaceuticals earc Prepa naduens Purchase Orders - B

o Consumable Office Supplies : Procurement Requests
Deviations will not be required for book purchases less than $100. Preparpurrorrvneqursins

Click Advanced

Any exception must have prior written approval from Purchasing and filed with all other
{ ing the ing C: {

Search

Standard Pcard policy still apply in regards to permitted and prohibited
purchases, refer to OP72.15.

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
Invoices
Receipts

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

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.

a 4 2

40 Logout

Purchase Orders Search (Alt+Q) 000USD W Q|

Shop » Shopping » Shopping Home » Shopping Home Page

Shopping Home Page

All Orders
Requisitions
Purchase Orders
Invoices

Receipts

Action Items

Select
Document Type

Helpful Links ?

& Purchasing Website

& PO/Encumbrance Change Request

& TechBuy Job Aids

% Comptrollers Expenditure Manual

(@ TechBuy Account Codes and Budget Pool
(# TechBuy User Group

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.

& All Orders ~ Search (AI+Q) Qa 0.00USD W @ - 4 2
Select
= Search All Orders Mlsaveas | v | APinFiters ~  BExportAll

|
[ )

Type of Order: All > | Created Date: Last 90 days

poa Type of Order

Q @ AddFilter = || Clear All Filters

Quick Filters My Searches
o . Invoice £+ 20Per Page v
b Supplier Purchase Order
Receipt

— Summus Requisition Order Status Created Date/Time @ Completed Date ¥ Supplier Total Amount ¥
u Summus

Complete 7/21/2020 3:42:58 PM  7/21/2020 3:43:04 PM  Xerox Benchmark 238.44 USD
. Cosslble A I q Cancel
(S-Sl scientific p p y il

Pending 7/21/2020 3:42:47 PM - Summus Dell 2,410.01 USD

Summus 08 £Ubb
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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.
All Orders ~ Search (Alt+Q) Q 0.00USD W QO |w 4 2 |

de K savers « A Pin Filters | ¥ 3 ExportAll | ¥

Selec m Created D| Q @ AddFilter | Clear All Filters

Created Date > Page 1 Al t:z: ;On?::;s & 20PerPage v

Last 60 days

fl Iter Order Identifier | © WithiEAIECECICLT " edDate ¥  Supplier Total Amount ¥

Last 120 days

Betw, Last 180 days d .
TB877373 Last Week - Possible Missions Fisher Scientific 137.36 USD

Paossible Missions Fisher
Scientific 2850

Summus Dell (2052 ]
Mavich Grainger

+ See More © Show More

more optiof This Week
V3960687 Yesterday 20 2:36:55 PM  Xerox Benchmark 248.01 USD

Today
8877372 Eence] CIICk i 29.95 USD

Month-To-Date

25887926 RepR I SA I St 7/21/2020 2:35:46 PM  7/2179W20 2:

0.00 UsD
Last Month A I
Business Unit v Previous Year
TB877371 Pur 7/21/2020 2:35:43 PM dies Hybridoma Bank - 60.00 USD
Texas Tech University DSHB ™
Health Sciences Center  (EEEXED) Flockl Yool Toanacs
(HSC) Previous Fiscal Year
iz v aEYI] VT s LY MO o T 1T TS li220 23020 DAL EiaEIs Henor Sobie o kel LS

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
General Information
Item Details
Properties
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.

h 3 All Orders ~ Search (Alt+Q) a ooousD W @ ™ & &
s b Search b All Orders

= Search All Orders Bsaveas ~ Apinriters v | RExportal v
Quick Filters My Searches Type of Order: All ~ || Created Date: Last 90 days Fi Iter q lear Al pers
< > Page 1 of 500 4 20PerPage =
Supplier v
Summus Staples 9530 Order Identifier ¥ Type Order Status Created Date/Time @)  Completed Datt Identifiers Total Amount ¥
S H: Sch 6237 Order Id
ummus Henry Schein  QEELD TB877373 Purchase Order | Pénding 7/21/2020 2:37:07 PM Dat 13736 UsP
Possible Missions Fisher @ S ates
Scientific
e V9960687 Invaice o Select 71212020 236, Approved Date 248,01 USD
Summus.oall L2052 sl Lastbodifed
Mavich Grainger (1182 ] TB877372 Purchase Order d F| | te r (S) General Information 29.95 USD
* See More © Show More Approved By
25887926 Receipt 712172020 236 gPRIECC W 0.00 USD
Business Unit v Contract Type
TBB77371 Purchase Order | Pending 7/21/2020 2:35:43 PM Department ank - 60.00 USD
Texas Tech University Order Owners
Health Sciences Center  (ELERE] Participant
HoC) - -

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.
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T msTy All Orders ~ Search (Alt+Q) a 0.00USD W ™ A2
Orders » Search » All Orders

= Search All Orders Msaveas | v |  APinFiters v  2ExportAll v

»

o

Type of Order: All * | Created Date: Last 90 days ~ Q @ AddFilter =§  Clear Al Filters

Quick Filters My Searches

Approved Date: All * @ Order Id: All * € | Last Modified: All * €  Completed Date: All

Supplier v E \
< > Page 1 of /

Summus Staples [ 0569 ] 2
SeleCt Delete ime @ Completed Date ¥  Supplier ClICk Clear

Summus Henry Schein 6245
Possible Missions Fisher

Scientific LEES
Summus Dell [ 2066 ]

Mavich Grainger (1186 ] TB877472

e

=}

Order Identifier

All Filters

V9960767 FI | ter IC O n 3:58:03 PM 7/21/2020 3:58:06 PM Reliant Energy Retail Ser

]

P 3:56:51 PM - Summus Staples 313.80 USD

E

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.

W EsTenmaveeTy All Orders ~ Search (Alt+Q) Q 000USD W QO |w 4 2
Orders » Search » Requisitions

= Search Requisitions MsaveAs ¥  APinfiters v | RExportAll | ¥

7 Jd Date: Last 90 days ~ Q @ AddFilter v | Clear Al Filters
Click Double

I I . t Page 1 of 500 1-20 of 17274 Results £ 20 Per Page v
Ellipses to move [
isition Numbs v § Supplier fequisition Name Requisition Status ¥ Submitted Dat Total Amount ¥
columns Orag/Drop Column Order
36897

'RUITT.SIGMA.7.21.20 ﬂZOZO 244.00 USD
:48:15 PM
Select

Summus Del 545 )

133936829 Possible Missions Fisher Scientific PRUITTFISHER.7.21.20 7121/2020 385.01 USD
TTU Central Warehouse PPE € SO rt I con 2:46:55 PM
¥ See More © Show More

133936553 Life Technologies Corporation PRUITT.THERMO.7.21.20 712172020 1,172.76 USD
Requisition Status v 2:45:15 PM

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.

A Al Orders ~ Search (Alt+Q) Q 000USD W O | a4 2
= Search Requisitions Misaveas v | APinFiters v | 2ExportAll v

QuickFilters My Searches Submitted Date; Last 90 days ~

Click Configure

© e

> Page 1 of 500 1-20 of 17275 Results
Supplier

<
v
Summus Staples [ 2105 ] Requisition Number €3 Supplier

ﬁ EZD Per Page w

Submitted Date ¥  Total Amount ¥

Columns Icon

-
pIiTe

Summus Henry Schein

93802680 Summus Staples 2017-09-28 XBZ168 01 Completed 6/19/2020 134,98 USD
Possible Missions Fisher 12:45:39 PM

Scientific

%

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
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available column list on the left. The columns are automatically added to the bottom of
the selected columns list on the right.

Configure Column Display

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

Type to Filter Available Columns... (1] Pin Columns as my defaults

() 4site Store Request Number * ** Requisition Number + ¢

[) 4Site Work Order Number * i* Supplier + 4 @
) Account * i1 Requisition Name t + 1@
(0) Account - Banner * :: Requisition Status + 4 i
() Account Number * :: Prepared For + + @
() Accounting Date :: Submitted Date t + 1@
() Activity * :: Total Amount + & fi

[7) Activity - Banner *

SOV, ¢ Click the Checkbox
() Approval Actions for eaCh COlumn

Approval Steps

Apply Cancel

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.

Configure Column Display

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

Cl i Ck/Drag Or (] Pin Columns as my defaults
use AI’I’OWS to i Requisition Number t 4 I
move Columns o T

:: Requisition Name t 4+ i

:* Requisition Status t 4 i

[) Account Number * :: Prepared For + 40
Accounting Date :: Submitted Date /
Activity * . t

) hetviy-Bomer Click Trash Can '

[[) Advanced Pay * ICO n tO Delete

Approval Actions

s = = 8 5.

- « « «

+ -

) Approval Steps

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.
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Configure Column Display

1 ions will apply to the lifetime of the current search unless the search
Select Pin Columns 4
ﬁ I Pin Columns as my defaults |

as my defaults

("] 4Site Store Request Number * :: Requisition Number + 4

() 4Site Work Order Number * i Supplier + 4+ 1
() Account* i Requisition Name + 4 @
(7] Account - Banner * i1 Requisition Status t + 1@
() Account Number * : Prepared For LR ]
Accounting Date :: Submitted Date t 4 @
() Activity * :: Total Amount t + @
() Activity - Banner * i1 Accounting Date t+ + @
[] Advanced Pay * :: Approval Actions t 4 @

Approval Actions

(7] Approval Steps

Apply Cancel

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.

All Orders ~ Search (Alt+Q) Q 0.00USD W QD |- 4 2

R
Search b Requisitions
= Search Requisitions CIle Pln Rsavens v | ApinFiters v  Z2efortal v

—> 2 Pin Filters

# Pin Columns

»

Order

C I

Filters

QuickFilters My Searches Subrmitted Date: Last 90 days ~

< > Page 1 of 500 1-20 of 17275 Resdults Per Page +

Requisition Status ¥ Submi*uale ~ Total Amount ¥
110900,

0

Supplier v

Summus Staples [ 2105 ]
Summus Henry Schein  (§EEZD)

Requisition Number &) Supplier Requisition Name

E}

93802680 Summus Staples 2017-09-28 XBZ168 01 G — R4 98 USD
Possible Missions Fisher  grres -
Gl e Click Pin
Summus Dell [ 545 ] 76104802 Integrated DNA Technologies Inc 2016-06-22 LEAB24 02 Completed 08 USD
[ 77U Central Warehouse PPE @EID CO | umns
s - 133979174 Pasco Brokerage Inc Pasco Brokerage Pending 00 USD
ee More O Show More

My Orders

From the My Orders Menu Navigation, you may search for your own documents by
choosing one of the document types:

My Requisitions

My Purchase Orders
My Invoices

My Receipts

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.
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TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.

Shop » Shopping » Shopping Home » Shopping Home Page

Shopping Home Page

My Orders

SELES

My Requisitions
My Purchase Orders
My Invoices

My Receipts

Purchasing Website

Purchase Orders ~ Search (Alt+Q) Q 000UsD W Q™ 4 R

Select

Document Type

Helpful Links ?

(& Purchasing Website

% PO/Encumbrance Change Request

& TechBuy Job Aids

& Comptrollers Expenditure Manual

(® TechBuy Account Codes and Budget Poal
& TechBuy User Group

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.

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER

Orders b Search b Purchase Orders

= My Purchase Orders

Purchase Orders ~ Search (Alt+Q) Q 0.00USD W Q |w 4 2

Quick Filters My Searches

Manage Searches

Created Date: Last 90 days v | | Quick search

PO Owner: Myers, Shannon ¥ @

Q @ AddFilter =

My Purchase Orders

Favorite Searches

Purchase Orders - Micros... =

—

No results were found to match your search

Try modifying your search criteria or removing filters

Fisavers ~ A PinFilters |« A ExportAll |

Clea|

Modify Search
Criteria by

Changing Filters

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