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Introduction

Jaggaer has updated the document search experience. This change will be in place starting the week of
August 10, 2020; users will not have the option to opt out of the new search experience. This document
explains how the new search works. Users can also view an instructional video released by Jaggaer.

Using the New Document Search

To navigate to the order search page, hover over the “Orders” icon at the left of the TUmarketplace
page:

TUmarketplace

Simple

Search All Orders

My Orders Requisitions

Purchase Orders

Approvals
Procurement Requesta
Invoices
Receipts

Guy Brown. "Check Delivery Link™

by the item you are wanting to purchase and it will identify if it is in stock, back ordered or entirely out of
stock.

EMSCO and Fisher are now one catalog! Check out the new EMSCO/Fisher catalog
located within the punchout listings.

Note that in addition to searching all orders, users can specifically search their own orders and their
approvals:

TUmarketplace a TUmarketplace
Simple Advanced '! Simple Advanced
Orders Qu arch 5 Orders
Search My Requisitiona Search Requisitions to Approve
My Purchase Orders 9 N Purchase Orders to Approve

My Invoices _
Approvals Requisitions Recently Approved By Me

Approvals b

My Receipts

Purchase Orders Recently Approved By .-
My Procurement Requests

Assign Substitute Approvers-Requisitions

Assign Substitute Approvers-Purchase O.

Approval Notificationa

by the item you are wanting to puicirase anu o sty wo o seecks
stock.

by the item you are wanting to purcnase ana i wil 1genuTy IT 1T s 1N stock)
stock.

EMSCO and Fisher are now one catalog! Check out the new
located within the punchout listings]

EMSCO and Fisher are now one catalog! Check out the ney
located within the punchout listingg

m
a
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This guide will focus on searching all orders:

TUmarketplace

Simple Advanced

Orders Quick search 5. part number, &t

My Orders Requisitions
Purchase Orders etplace

suy Brown. "Check Delivery Link™
by the item you are wanting to purcnase ana it will igentty it 1tis in stock, back ordered or entirely out of
stock.

All Orders

Approvals

Procurement Requests

Invoices

Receipts

EMSCO and Fisher are now one catalog! Check out the new EMSCO/Fisher catalog
located within the punchout listings.

The search interface update impacts the following features:
e Searches and filters
e Displaying search results
e Exporting searches data

The following sections explore each of these features.

Searches & Filters

August 10, 2020

To search all orders, select the “All Orders” option (but note that users can opt to search certain types of

documents instead, such as requisitions and purchase orders):

TUmarketplace

Simple Advanced

mber, etc

Orders

My Orders Requisitions

Purchase Orders
Approvals

Procurement Requests

Invaices

Receipts

stock.

EMSCO and Fisher are now one catalog! Check out the new EMSCO/Fisher catalog
located within the punchout listings.

Guy Brown. “Check Delivery Link™
by the item you are wanting to purchase and it will identify if it is in stock, back ordered or entirely out of
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This will take the user to the “Search All Orders” page:

a4 soum W

On the left side of the screen, there are quick links to “My Recent Approvals” and “My Recent Orders”,
as well as links to “Favorite Searches”, which are searches saved by the user:

"~ TUmarketplace
Orders » Search » All Orders
! My Searches <« Search All Orders szes: ~
Type of Order: All v  Created Date: Last 00 days v Q, @ AddFiter v  Clear All Fifters
Q < > Page |1 of 334 1-30 of 20519 Resuhs
My Recent Orders
e Order Identifier = Type Order Status Order Owmers
Favorite Searches
Requisition Pending Jin Gue
Last month's POs
a Lact o e quisitio Requistion Pending Trevar Tiemey
Purchase Order Complete Vinodh Gzneszn
Purchase Order Complete Yelens Cherkashina
ﬂ) Requisition Pending Rebeccs Parodi-Rullan
Requistion - Mario Castro
Q Purchase Order Complete Mekeisha Evans
Requistion Pending Rudalph King
133550443 Requisition Pending Juiis Edanger
— — E—

At the top of the page are default search filters — all orders types created within the last 90 days:
&

Orders ¥ Search » All Orders

- My Searches « Search All Orders  ssvez: ~
ge Sei =
Type of Order All »  Crested Date- Last 90 days = a 9 Add Filter = Clear All Filters
9 < > Page |1 of 334 1-30 of 20510 Resuhs
Order Identifier = Type Order Status Order Owners
Favorite Searches
133551457 Requisiticn Pending Jin Guo

Requisition Pending Trevar Tiernay

o
4t
Complete Vinodh Ganesan
llll Purchase Order Complete “Yelena Cherkashina
ﬂ) Requisition Pending Rebecca Parodi-Rullzn
Requisition - Mario Castro
ﬂ PD512345 Purchase Order Complete Mekeisha Evans
133550503 Requisiticn Pending Rudciph King
1 ﬁ:LE Reiui;itisr' Pending Julia Erlsraer
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These filters can be modified by selecting from the dropdown lists and clicking “Apply” (note that
creating broader search parameters, such as by choosing to search all dates, may result in the search
taking longer to generate results):

AII U d - Search All Orders | swes: | v
Search Mers sswea: =
Type of Order All v  Created Date- Last 90 days ~ a @
Type of Order: All = | Created Dates Last 90 days ~ < > | [pa QM
@ WIthin | Lazt 0 days ~
Order Identifier Ordj
E Invoice () Betwee Days
of 20510 Resuls 133551457 Lest 7 days in Gud
[] Purchase Order more options »
. 133551254 S Last 30 days Fevor T
[] Receipt | Last 60 days
- aa 20512 fir
[] Reguisition ype ° Lest 90 days T
Last 120 days —_ relenz
uisTticn J— Last 180 days Pending Rebecc
Last Wk
. R )
Apply Cancel | oren This Week Maria
30 Yesterday Complete Nekeizh
R Tedsy
POE1234 Purchaze Crder 133550503 Pendi
______ P ing Rudolg|
AR ER S i a— Year-To-Date Germai
13255011 Last Manth Fending James
Previous Year
95225369 Fiscal Complete Alexan
Fiscal Year-To-Date Pending Denise
Previous Fiscal Year
- Robert

Users can choose to save their searches by clicking on the “Save As” button at the top of the screen.
Users must name the search and choose a destination folder, and then click “Save”:

Save Search

Step 1: Details
- o
Mickname This week's requisitions

# Add Description

Step 2Z: Select Folder Destination

ax vendors
Peard

Report Examplea

* Required
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The search will then be saved under “Favorite Searches”

at the left of the screen:

My Searches « This week's requisitions  swea: -
anage Searche
Type of Order Requisition =  Created Date: This Week
ty Clear All Fitters
: < > Page 1 of 27 1-30 of 792 R
Favorite Searches
T Order Order Order
T Identifier =  Type Status Crwmers
. . 33EC40T Requi Pending Rermus
This week's requisitions B
sition Bemetts
Requi Pending Denise
siticn Smith

August 10, 2020

Users can also modify the default filters so that whenever they come to the “Search All Orders” page,
the filters are already set to their desired parameters. To do so, set the filters as desired, click on the
down arrow next to “Save Changes” at the top of the screen, and then click “Pin Filters”:

This week's requisitions modified) | szveChanges | =
Save Az
Type of Order: Purchase Order = Created Date: Th Discard Changss
Clear All Filters
< > Page |1 of 12 1-30 ot Remave Pinned Search
Pin Columns
Crder Crder Crder
ldentifier = Type Status Ohwiners Created Date/Time -
5615955 Purch Pending Brizn T/8/2020 1:50:42 PM
S8 Wigrnezs
—

In addition to the “Type of Order” and “Created Date” filters, users can add additional filters by selecting
from the “Add Filter” drop down:
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T
This week's requisitions (modified) ssvecrange: w Export | ¥
Type of Order: Purchase Order ~  Created Date: This Week ~ Q € AddFiter~  Clear All Fiters
-
< 3> Page |1 of 13 1-30 of 364 Results i Pzge w
Order Order Order Available Filters
Identifier = Type Status Owners Created Date/Time ¥ Completed Date || AP Controls Name (for AP Only)* mount =
[] AP Processor Name (for AP Only)*
Purchase Fending John T/B/2020 25821 PM [] Account* D0 UsD
Order Ternpleman [] 4pproved By
[ | Approved Date
Purchase Complete Trever Tiemey 7/8/2020 25324 PM 7/6/2020 2:59:42 P [_| Buyer Name (For Purchasing Dept 70 USD
Order Only)*
[] Catalog Number {SKU)
B Purchase Complete Shuzng Sun 7/8/2020 TEZE3 BM 7/8/2020 25843 Bl [ | Completed Date 5o USD
Order [ | Department
[] Fund*
Purchase Complete Heyang Yuan T/E/2020 23845 PM T/B/2020 ZAE16 P ; hazt fv':l’?diﬁed ., B0 usD
Order P
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The added filters will appear above the search results:

This week's requisitions (modified) Ssvechangss | v
Type of Order Purchase Order = Crested Date: This Week = Q, 9 Add Filer = {Clear All Filters
Approved Date: Last 7 [}
1-2 of 3 Resuhs
Order Order Order
Identifier = Type Status Owners Created Date/Time ™ Completed Date = Supplier
Purchase Complete Marc Graver 772020 10:34:56 AM FT 2020 14622 PM Geoffrey M. Bove
Crrder Germaine
Cali
Complete Robert M /62020 122307 PM TT/2020 1:50:23 PM Johnson Controls
Incorporated
Purchase Complete T/6/2020 11:50:58 AM T 2020 1:50:22 P ABS Sprinkder Co Inc
Order

To modify individual filters, click the down arrow and make the desired changes. To remove the filter,
click the x:

This week's requisitions (modified) SsveChangss v
Type of Order: Purchase Order =  Created Date: This Week = a e Add Filter ~ Clear All Fitters
Approved Date
O All
® WIERIN | |aet 7 days ~
O Between and | Date/Time + Completed Date = Supplier
120 10:34:56 AM TF/2020 14622 PM Geofirey M. Bove
120 122307 PM T/T/2020 1:50:223 PM Johnson Controls
Order Incorporated
Purchaze Complete Robert Mccabe 7/6/2020 11:50:59 AM T/7/2020 1:50:22 PM A&S Sprinkler Co Inc
Order

To remove all filters, select “Clear All Filters” at the top of the screen; this will set the parameters to all
order types in the last 90 days:

This week’s requisitions (modified) | saveChange: «
Twpe of Order: Purchase Order »  Created Date: This Week = Q 9 Add Filter = {Clear All Filters
Approved Date Last 7 days = €3
1-3 of 3 Results
Order Order Crrder
Identifier = Type Status Owners Created Date/Time Completed Date = Supplier
P Purchase Complete /772020 10:34:56 AM F/T/2020 1:46:22 PM Geoffrey M. Bove
Crrder
P Purchase Complete cabe 7/6/2020 12:23:07 PM F/T/2020 1:50:23 PM Johnson Controls
Order Incorporated
Purchasze Complete T/6/2020 11:50:50 AM TT 2020 1:50:22 PM ARS Sprinkder Co Inc
Crrder
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Type in the “Quick Search” bar to search according to various types of document elements, such as by
requisition or purchase order number, supplier name, or product description:

This week's requisitions (vodified) s=ve Changss
Type of Order Purchase Order =  Created Dater This Week = P0123456 [+ ] 6 Add Filter = Clear All Filters
£ > Page 1 of 13 1-30 of 363 Results
Crder Orrder Order
Identifier = Type Status Owners Created Date/Time = Completed Date = Supplier
615970 Purchase Pending Charles Mac T/E/2030 32854 PM -  Guy Brown Management LLC
Order Farlznd
£1C0an Dyychac i nn LEomen 1ot DL L —

The question mark to the right of the “Quick Search” bar provides useful search tips (see Appendix A):

This week's requisitions (Modified) | szveChanges |+
Type of Order: Purchase Order =  Crested Dates This Week = P0123456 Q 9 Add Filer = Clear All Filters
e 12 - H ]
< > Page |1 of 12 1-30 of 368 Results Quick search provides a faster way to perform some 1
searches. The different options to refine your search zre
outlined below
Orrder Order Order
Identifier = Type Status Owners Created | Combine Searches
515070 Purchase Pending Charles Mac 7800 Use "OR” between each search. For example, 12389 OR
Order Farlznd B3sz7
; Search for an Exact Match
Purchase Pending Ywonne 782l
Order Muchemi Put a phrase inside quotes. For exampleFisher Scientific’
Purchaze Complete Sadia Maohsin eI Exclude Worda from a search
Order Put a - in framt of 2 word to exclude it. For example,
John -Jehnsan
Purchase Complete ¥u Wang TiB20
Cirder Search for wildcards v
CoEd 15T I annlﬂ'p Lobo

Displaying Search Results

The search results have default column headers:

This week's requisitions (modified) save changes |+ Export | ¥
Type of Order: Purchase Order v Created Dater This Week Q 0 Add Filter ~ Clear All Filers
£ » Page | 1 of 13 1-30 of 368 Results I
Order Order Order
Identifier = Type Status Owners Created Date/Time = Completed Date = Supplier Total Amount =
5615970 Purchase Pending 7/B/2020 3:28:54 PM - Guy Brown Management LLC 49930 UsSD
Order
Purchaze Pending Yvonne T/B/2020 31221 PM - Hannzh Greene 200000 USD
Crder Muchemi
Purchaze Complete Sadia Maohsin T/B/2020 30752 PM T/8/2020 30918 PM  Emsco Scientific Enterprises 1.059.00 USD
Orrder
-
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To modify those column headers, click on the gear icon at the top right:

August 10, 2020

1-30 of 368 Results

Order
Owners

Charles Mac
Farland

Yvonne

Muchemni

Sadiz Mohsin

This week's requisitions (modified) ssveChanges +
Type of Order Purchase Order ~  Created Dates This Week
< > FPage 1 of 13
Order Crder
Identifier = Type Status
615970 Purchase Pending
Order
5615060 Purchase Pending
Order
POG12364 Purchaze Complete
Cirder

Created Date/Time =

T/E/2020 307-52 PM

T/8/2020 32854 PM

T/B/2020 312221 PM

Q. @ Add Fitter ~

Completed Date =

7782020 30818 PM

Clear All Fitters

Supplier

Guy Brown Management LLC

Hannah Greene

Emsco Scientific Enterprises

Total Amount =

49939 UsD

2.000.00 UsSD

1.058.00 USD

Doing so will bring up the “Configure Column Display” screen. The screen displays the available columns
in a list at the left. You can search for available columns by typing in the search bar, and check or
uncheck the columns you wish to display. The screen also displays the current columns in a list to the
right. You can reorder them by dragging them or by clicking the up or down arrows, and you can remove

a column by clicking on the trash can icon:

D Account *

[] ACH Override *

D Activity *

D AP Contrala Name (for AP Only) *
D AP Processor Name (for AP Only) *
D Approval Actions

D Approval Steps

D Buyer Name (For Purchasing Dept Only) *

D Chart *

D Close PR? *

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

|:| Pin Columns as my defaults

Order Identifier
Type

Order Status

Order Owners
Created Date/Time
Completed Date
Supplier

Total Amount

R I S

= = = = = o

B = = =B B

=
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You can also change the column order on the results list directly, by dragging them to rearrange. Hover
over the column name until the six dots appear, then drag the column to the desired location:

Crested Diater This Week =

Save Changes

T/B/2020 31221 PM

This week's requisitions vodified)
Type of Order Purchase Order
£ » Page 1 of 13 1-320 of 368 Results
Order Crder
Identifier = Type Status Owners
5615870 Purchase Pending Charles Mac
Crder Farland
5515060 Purchase Fending Yvonne
Order MMuchemi
Purchaze Complete Sadiz Mohsin
Order

Created Date/Time = Cq

T/B/2020 32854 PM

T8/ 2020 320752 PM T

Users can pin their column changes in order to have their modifications be the default display, either via
the “Save As” button at the top of the screen, or by checking the “Pin Columns as my defaults” on the
“Configure Column Display” screen:

This week’s requisitions (modified)

Type of Order: Purchasze Order Created Dates Th

Page 1 of 13 1-30 of

Save Changes W

Save As

Discard Changes

Pin Filters
Remove Pinned Search
o O oo
Identifier = Type Status ated Daj
SE150T Purchase Fending Charles Mac T/8/2020)
Order Farlznd
Purchaze Pending Yvonne T/8/20208
e i

Configure Column Display

Reflecta the columna defined for the current search. Customizations will apply to the lifetime of the current search unlesa the
search is saved. Columns marked with an * are custom defined data elements

[ Account *

D ACH Override *

] Activity *

[] 4P Contrals Name (for AP Only) *

[] 4P Processor Name (for AP Only) *

D Approval Actions

[] Approval steps

[] Buyer Name (For Purchasing Dept Only) *
[] chart*

D Close PR?*

[] Pin Columns 2s my defaults

Order Identifier
Type

Order Status

Order Owners
Created Date/Time
Completed Date
Supplier

Total Amount

I R R

- & € € ¥ ¥ +
= = =" =R ==

Sortable columns have an arrow next to their column title — click the arrow to sort by that field:

Type of Order Purchase Order =

This week's requisilions (Maodified) SaveChanges ¥

Created Date- This Week +

Q. @ Add Fiter ~

Clear All Filters

< > Page 1 of 13 1-30 of 368 Results
Order Order Order
Identifier = Type Status Cwners Created Date/Time = C Date = Supplier
SE15070 Purchase Pending Charles Mac T/B/2020 32854 P . . - nt |
r] Sorted ascending, click to sort descending r
Order Farland
Fo— i
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Exporting Search Data

To export the results of the search, click on “Export” at the top right:

Search All Orders  swvea: |~ Export | ¥
Type of Order: Purchase Order =  Created Date: This Week = Q 9 Add Filer =
Clear Al Filters
< > Page 1 of 15 I 30Pe
Order Order Order
Identifier = Type Status Owners Created Date/Time - Completed Date = Supplier Total Amount =
SEH16038 Purcha Pending Lauren T8 2020 S:5448 AM - Guy Brown 6E1.01 USD
=) Ravitch Management
Crrder LLC
5616039 Purcha Fending Lauren T/9/2020 S5448 AM —  Guy Brawn §53.85 USD
e Ravitch Management
Order LLC

August 10, 2020

This will bring up the export screen. Input a title for the export, indicate the layout type and select the

export file format (if multiple are available), and then select "Save”:

Export All Orders

Export Request Options  (Step 7 0f 1)

Title ® -
This week's purchase orders
73 characters remaining
Type Screen Layout
Format Exce

B Required

A link to your export will flash at the top of the page, or you can navigate to your export via the “Export”

button:

- All = Search (Alt+0 Q

© Suecess
Successfully created the export request . You

« Search All Order can view the status and retrive the file at

Manage Search Exports

Type of Order Purchase Order = Created Dates This Week =

Clear All Filters
< > Page |1 of 15 1-30 of 438 Resuhs
Order Order Order
Identifier = Type Status Owners Created Date/Time + Completed D4
S616040 Purchs Pending Glenn Eck T/ 2020 SeSo08 AM
£
Order

Page 12 of 19
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Search All Orders  s-.-

n
|

Type of Order: Purchase Order =  Created Dates This Week =

Clear All Fikers
£ > Page 1 of 15 1-30 of 438 Results
Crrder Order Crrder
Identifier = Type Status Crharners Created Date/Time -+
516040 Purcha Pending Glenn Eck 77872020 %5908 AM
e
Crrder

Export | ™

Export

O ———

Manage Scheduled Exports

£+ 30PerPagew

Completed Date = Supplier Total Amount =

- S=ge Verticsl
Garden Systems

708200 UsD

e Eiiiln ﬁﬁ‘ i E A

Your export will be listed on the “Export Requests” tab of the “Manage Exports” page. Click on the
hyperlinked export title to download the report. Note that the report will be available for a limited time:

Manage Exports

Export Requests Export Schedules Export Templates

Title Status Search Type  Export Output Created

Completed All Orders Screen Layout {Excel)

792020 10:07-00 AM

Refresh this Page

Completed Available Until Details Actions

7972020 1000707 AM 7/16/2020 Totsl Records: 439 Delete

Custom Export Templates

Users can create export templates if they have the necessary permissions. To check your permissions,

navigate to your profile:

& | TUmarketplace Al ~ Search (440 Q gsoousD w o & o g

ianege Sesreh Exports Farrah Al-Mansoor . L

Manage Exports | View My Profile
Y Dashboards

Export Requests Export Schedules Export Templates
Manage Searches
.q > . Manage Search Exports
m Set My Home Page
Title Status Search Type Export Output Created Can ‘You do not have any recent orders

* &7 Completed Al Orders Screen Layout {Excel) 7/9/2020 10:07-00 AM 7/9 Logout
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Click on “Permission Settings”, then “Orders”. Review your permission settings related to export
templates:

a~ TUmarketplace Al - Search (Ah+0)
My Profile » Permission Settings » Orders
Farrah Al-Mansoor Permissions: Orders
rn User Name tue71824
My Orders/Organization Orders
9 Permission Value
User Profile and Preferences
View My Orders v
m: Update Security Settings
Default User Settings View Organization Orders v
% User Roles and A Edit Organization Orders +
! . View My Department Orders x
I I Ermiss N -
Shopping. Carts & Requisitiona Revise PO
™ "
Approvals Close purchaze orders x
Contracts
Q Open purchase orders x
Adminiatration
- ! o
Accounts Payable Resend PO to Supplier
Custom Fields Resend PO to Externzl System x
Mabile Export Search Results v
Motification Preferences
. Create/Manage My Custom Export Templates v
User History
Administrative Tasks Share My Custom Export Templates x
Adrninister All Custom Export Templates x
Manage Company Exports v
hanage Order Failure Notifications v
Search History By Approver v
Revise Purchase Order Murnber v
View Sensitive Credit Card Detsils

To create an export template, from the “Search All Orders” page, click on the down arrow next to the
“Export” button and select “Manage Search Exports”:

Search All Orders saves: Export | ¥
Export
Type of Order Purchase Order v Crested Date This Week Q| o —
Clear Al Filters Manage Scheduled Exports
< > Page 1 of 15 1-30 of 438 Resuhs LF¥ 320PerPage w
Orrder Order Order
Identifier = Type Status Owners Created Date/Time ~ Completed Date = Supplier Total Amount =
5616040 Purcha Pending Glenn Eck 7/9/2020 %50:08 AM — Sage Vertical 700200 USD
e Garden Systems
Order lie

The “Manage Exports” page will load. Note that it has three tabs: “Export Requests” — these are the
exports you have requested (discussed above); “Export Schedules” — these are exports you have
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scheduled to run (see below); and “Export Templates”. Select “Export Templates”. Export templates
must be created for a given document type. Select the desired document type for your template from

the “Create Template for...” dropdown:

Manage Exports
Export Reguests Export Schedules Export Templates
2> Click to Filter

MNo export templates found

Create Template for_ w
Requisitions
Purchase Orders
Invoices

Receipts

The “New Export Template” screen appears. The first step is selecting the export options. Make your

selections and then click “Next”:

New Export Template

Export Options  (Step 1 of 3)

How do you want your @ Separate files O Allin one file
custom export file? ™

Which Custom Fields do (O] All () Mene () Letme choose
you want? *

Do you want Custom Fields (@ Yee () Mo
as columns in your Data

File? ™

Which Custom Field Export  [_] Custom Fields - Header Level

Files do you want? [] Custom Fields - Line Level
Which additional Expart D Form Data
Files do you want? D Supplier Data

* Deguired
LHE

The second step is to select columns. After adding, removing, and/or rearranging columns, click “Next”:

New Export Template

Column Selection (StepZof 3}

[] 3rd Party Address ID PO ID + &+ &
[] Accounting Date PO # + + 0
[] Amount/UOM & UOM Creation Date + + @
[] Asset Tag Number

D Austin-Tetra

[ sillTo Address 1

O EillTo Address 2

D BillTo Address 3

[] BillTo Address 4

O EillTo Address 5
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The final step is to provide the template properties. After doing so, click “Submit”:

New Export Template

Template Properties

Template Mame *

Template Description

Export Content

Export Comtent Summary

(step 30f3)

Weekly PO search templaste

100 characters remaining

Purchase Orders

Content is experted in Separate Files

Include All Custom Fields

X Field:

* Required

Custom Fields are in the Data File

Lewvel

< Previous E

The template will then appear on the export page:

Manage Exports

Export Requests Export Schedules

1-1 of 1 Results

Export Templates

Sortby Template Name A-Z

Create Template for_ -

Weekly PO search template Structure: Content is exported in Separate Files ¥ Form Dang X cus Edt w
Purchase Orders Include All Customn Fields X supn b Y
s Custom Fields sre in the Dsts File
Columns: PO ID.PO #Crestion Date
1-1 of 1 Resuks e

Scheduling Search Exports

To schedule exports, you must have created a saved search for the desired document type. Navigate to
the “Export Schedules” tab on the “Manage Exports” page, and click on “Create Schedule for”, then
choose the document type for which you wish to schedule the search:

Search All Orders  sz=a: Export | ¥
Export
Twpe of Order Purchase Order = Created Dates This Week = Manage Search Exports
Clear All Filters Manage Scheduled Exports
4 > Page | 1 of 16 LF 30 PerPage w
Crder Crder Crder
Identifier = Type Status Owners Created Date/Time - Completed Date =  Supplier Total Amount =
S616057 Purc Pending Emma T/9/2020 1001414 AM - Sigms 109.00 UsSD
hase Fitzsim Aldrich
Orde maons Incorpor
r ated
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Manage Exports

Export Requests Export Schedules

Search To Export Status

Created

Last month's POs T/B/2020 50005 PM

Export Content

Search Type
Export Content  Screen Layout- Excel

All Orders

Frequency

Create Schedule for_ -
All Orders

Ending Next AP Reguests
Invoice

0 of 1 remain =
Procurement Requests
Purchase Order
Receipt

Requisition

Customize your scheduled export on the “Schedule Export” screen. If you have created a custom
template applicable to the given document type, it will appear as an option here. Note that the available
searches to export will depend on the search type chosen in the previous step. When you have finished

selecting your options, click “Save”:

Schedule Export

Last maonth's POs

Search Type
Search To Expart ®
Screen Layout

Type *

Farmat Excel

Starts On ™

Frequency *

Occurs Every *

On The *

Export Until *

Scheduled exports are queued for processing after midnight local time to be available the following morning.

07/13/2020

mm/ddiyyyy
Manthhy

: month(s)

By the Week and Day of the Month

Second V: Monday

® Ends After | 4 . OCCUNENCES

O Ends By
O No End Dste

~ | of the month

The scheduled export will then appear on the “Export Schedules” tab:

Manage Exports

Export Requests | Export Schedules Export Te

Search To Export Status Created

Last month's POs

Last month's POs T/8/2020 5:00:05 Ph

77972020 10:25:36 AM

Export Content

Al Orders
Export Content  Screen Layout- Excel

Search Type

All Orders
Export Content  Screen Layout- Bxcel

Search Type

Frequency Ending MNext Run

1 of 1 remain 741372020 12:00:00 AM

0 of 1 remain -

Create Schedule for_ w

Actions

Enable W
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They will be queued for processing after midnight on the days that they run and will appear on the
“Export Requests” tab once they have finished running. Click on the hyperlinked export title to
download the export. Note that they will available for download for a limited time:

Manage Exports

Export Requests

port Schedules

Export Templates

Search Type  Export Output

Status
Completed All Crders
Completed All Orders

Created
Screen Layout (Excel)

Screen Layout (Excel)

T/9/2020 11:23:44 AM

T/9/2020 1000700 AM

Completed
T/9/2020 11:23:50 AM

T/8/2020 1000707 AM

Available Until

7/16/2020

7/16/2020

Details

Totzl Records: 464 Delete

Totzl Records: 439 Delete
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Appendix A: Search Tips

Quick search provides a faster way to perform some searches. The different options to refine your
search are outlined below:

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 place holder: Put one or more ? as a placeholder. For example, 1234?76

Note that searchable content is comprised of fields from the order types included. For example,
requisitions will have different searchable fields/content than purchase orders.
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