Document Search – New Experience Version
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- Hover over Orders on the left vertical menu and a fly-out menu will appear.
- Hover over Search and you can select All Orders, or to refine your search select Requisitions or Purchase Orders to search that specific criteria. 
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A)  Add a date filter
- To add a date filter, click the Created Date drop-down arrow and adjust the date search criteria
B) Add other filters
	- To add filters, click the Add Filter down arrow
	- The filters you have selected will appear at the top of the drop-down
	- Click the checkbox of any additional available filter you wish to search by
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C)  Filtering your search
-  When you select a filter, it will show below the Quick Search bar 
-  Click each filter to input your search criteria in the drop-down field that appears
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D)  Pinning Filters & Saving Searches
	-  You can pin your filters by clicking Pin Filters under the drop-down arrow next to Save As.  Those filters will be permanent until you remove them
	- You can also save searches for quick access by clicking Save As (See E for additional instructions on saving searches) 
	-  Your saved searches will appear under Favorite Searches on the left
	- You can edit or delete saved searches by clicking Manage Searches
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E)  Saving Searches
	- After clicking Save As, a box will appear.
	- Give your search a Nickname and Description (description is optional)
	- Click Add New to create a folder for your saved search or add to an existing folder under Personal
[bookmark: _GoBack]	- Click Save when complete 

image1.png
A Home EAST TENNESSEE STATE
UNTVERSITY

™ sop " —

£ over

& conraas
My Orders

Accounts. Requisitions
Payable Approvals

All Orders

purchase Orders

ProCUrement REGUESTS.
Suppliers
Invoices

Receipts





image2.png
My Searches
Manage Searches &
My Purchase Orders
My Recent Approvals
Favorite Searches
You do not have

any favorite
searches yet.

Search Purchase Orders

saveds | v

Created Date: Last 90 days ~ | Quick search

PO Status: Pending ~ ©

1-4 0f 4 Results

Purchase Order
H Number =

i poosses
i pooosea
i 100750207

i 100207246

dex': All + @ Department: All + ©

Supplier
Rio Grande Fence Company
The Peerless Restaurant Johnson City
Dell Computer Corporation

Ruth Facun-Granadozo

Q @ AddFitter ~

Z ]

Clear Al Filters

Find search filter.

Selected Filters

@ PO Status
@ Index*
@ Department

Available Filters

O AP Status
O Account*

0 Accounting Date
0 Approved By

) Approved Date
Bank Code*

433020

301582





image3.png
Search Purchase Orders

Created Date: Fiscal Year-To-.. ~

Department: Facilties Mana

Ml

saveds | v

Quick search

PO Status: Completed ~

Q @ AddFitter ~

Index:: Is Equal T0:40310 ~ @

1-162 of 162 Results \ , ’\sEquaHu v

Purchase
Order

i Number = Supplier

3 po205864  Johnsto

Creation Date/

11/12/2019 8:23:36 AM

@ Is Equal To:40310

Clear Al Filters

v|| #add | |5

ol o

Completed

125729532 Tammy

Marty

Facilities




image4.png
My Searches Search Purchase Orders  seas |~

Manage Searches &

Created Date: Last 90 days +
My Purchase Order \ms: Pending ~ @  Index:: All
My Recent Approvals
ea— B
Favorite Searches / .
£40310 Purchase
Order o

Pin Fiters

Remove Pinned Search

Pin Columns

Number = Supplier :: Creation Date/Time ¥ Status




image5.png
Save Search

Step 1: Details

*
Nickname Facilties - E40310

v hiide Description

Al Facilties Completed PO under index
40310

453 characters remaining

Step 2: Select Folder Destination t

“ Personal ’ a L
Facilities - E40310

| ETSU forms |

— =





