Document Search Queries

Document Visibility

Document Search allows you to view documents within BennyBuy based on your role.
Shoppers have access to view any documents they participated in as the Shopper.
Requestors, Approvers, and Invoice Entry staff have the ability to view all documents
within the system.

Search Documents

1. From the BennyBuy home page, click Document Search, go to Search, and
then select the type of document you would like to search on.

r“ gg:#}went D{}cument Search Quick search

Search All Documents

ﬂ Contracts
3

My Documents Requisitions

- Accounts Purchase Orders

AUl payable Approvals
Change Requests

4'6 Suppliers Procurement Requests

Invoices

h?\ Sourcing .

2. Depending on your access and the type of document selected, search results will
appear. To view a specific document, click on the document number.

Submitted Date: Last 90 days ~ | | Quick search Q @ |AddFilter v | Clear Al Filters
< > Page 1 of 27 1-200 of 5270 Results £+ 200 Per Page =

Submitted Date @) Total Amount >

[ Requisition Number ¥ supplier Requisition Name Requisition Status ¥ Prepared For
O 136601559 Fisher Scientific LLC 2020-10-05 rootro 04 Completed Rusty Root 10/5/2020 10:23:21 AM 11474 USD

136600771 WW Grainger Inc 2020-10-05 baldersj 01 Completed Jason Balderston 10/5/2020 10:18:07 AM 83.44 USD
m] I ! I
136600978 WWR International LLC 2020-10-05 beechleb 01 ‘omplete Brianna Beechler 10/5/2020 10:17:58 AM 541.20 USD
m] ional beechleb Completed i hl,
136561969 sigma-Aldrich Inc 2020-10-02 zhouwei 01 Completed Wei Zhou 10/5/2020 10:12:03 AM 25.40 USD
. i . ; .
136600237 sigma-Aldrich Inc 2020-10-05 rootro 03 Completed Rusty Root 10/5/2020 10:10:18 AM 536.94 USD
- i z
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Document Search Queries

Refining Search Results

1. To refine your search results, use the menu along the top to filter based on
your specific criteria.

Created Date: Last 20 days ||| Quick search Q |@] Add Filter ~ || Clear All Filters

4 2> Page |1 of 29 1-200 of 5705 Results

% Submitted/Created Date: Allows you to filter based on a certain
date or a date range. Please note the system will default to Last 90
Days. To see additional date filters, select the More Options link.

Created Date: Last 90 days = | | Quick search Q,
O All
@ Within | Last 90 days v
() Between and

more options »

+ Quick Search: The Quick Search menu allows you to do searches
via a search bar. This search is most beneficial to look up specific
document numbers. After entering your search criteria in the search
bar, select the magnifying glass to execute the search.

Created Date: Last 80 days ~ [P0177682 Q ]0 Add Filter = | Clear All Filters
1-10f 1 Results
PO Number ¥ Supplier Created Date/Time ¥ PO Status Requisition Number ~ Shopper Shipment Status
@ PO177682 Qiagen LLC 10/5/2020 12:1451 PM | Completed | 136611468 Susan Cummings  Sent To Supplier
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Document Search Queries

+« Add Filter: The Add Filter box allows you to select specific filters to
narrow down your search results. Please note that multiple filters
can be added to a document search, but they must be selected one
at a time. See last page of tip sheet for a list of common filters.

» Select the Add Filter box to see a list of available filters. You
can use the search bar at the top to search for a specific
filter or scroll through the list of available options. To select a
filter, click the checkbox next to that filter.

B Clear Al Filters
Find search filter... i =
Add Filter = || Clear All Filters

23 |dentifiers

Change Reguest No -
10/5 8 Cuntrgact Nﬁmber { SJPF’"ed
[ Ext. Requisition Number
0/5/f [ Invoice Name
[ Invoice Number(s)

| PO Number I § — s
| 8 Packing Slip Number(s) i R Suppller i
| [ Receipt Name
0/54 [ Receipt Number
_| O Requisition Name -1n-12 manrhana 01 Cr

» Once you have selected your filter and entered your search
criteria, click the checkbox and then click Apply to execute
the search. Repeat this process as needed to add multiple
filters.

Supplier: all =+ €

Office Depot ® ?

Office Depot Inc

» Toremove a filter, click the © icon next to that specific
filter.

Created Date: Last 90 days « | | Quick search Q

Supplier: Office Depot Inc '@

) > Page | 1 of 3 1-200 of 519 Results
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Document Search Queries

2. Alternatively, you can use the Quick Filters menu along the left hand side to
select certain filters. When you select a value, it will automatically apply that
filter to your document search. Use the See More link to see additional
options.

Quick Filters My Searches

Supplier v
VWR International LLC [ 735 ]
Office Depot Inc
Fisher Scientific LLC 7
Staples m
WW Grainger Inc
W See More [0 Show More

3. If you select Show More, a popup box will appear with all the available
options for that specific filter. You can select multiple filters within this pop-up
window. After your filters have been selected, click Apply.

Supplier Quick Filter
Select A
[] CDW Government LLC (1) [] Office Depot Inc (1)
] DellInc (1) Sigma-Aldrich Inc (1)
Fisher Scientific LLC (1) [] Staples (1)
[] Life Technologies (1) VWR International LLC (3)

] McMaster-Carr Supply Company (1) [[] Waxies Enterprises Inc (1)

] Medline Industries Inc (1)
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Document Search Queries

Customizing Search Results

The Document Search page now allows you to customize the columns that display
when executing a search.

+ To configure the column display, select the gear icon o near the
top right of the document search. A popup box will appear. Use the
checkboxes on the left hand side to add columns. Use the trash
can symbol to remove columns you do not wish to see. Columns
can be rearranged by dragging them up or down.

+ Selecting the Pin Columns as my Defaults box will allow you to
save these results so they appear every time you perform a
document search.

Configure Column Display

Reflects the columns defined for the current search. Customizations will apply te the lifetime of the current search unless the
search is saved.

l [] Pin Columns as my defaults l

l [] Account l Requisition Number t +

[] Accounting Date Supplier t + 0

[] ACH Override Requisition Name t + 1

[ Activity Status t + i

[] Additional Approver Prepared For t 4 0

[ Approval Actions Prepared By t + 10

[] Approval Steps Submitted Date t + 0

[ Bank Code l Total Amaunt t + 1 l

[ Business Center Code Purchase Order Number t + 1

7] Cancel Date Requisition Tvpe t + 0 Y

JTI'  Cancel

% If you have pinned certain columns and would like to remove these,
select the dropdown arrow next to the Pin Filters button and then
select Remove Pinned Columns.

M sav

5]
3]
L=
i

A pinFilters | = 2 export All | =

X Pin Filters
X Pin Columns

I Remove Pinned Columns | &r page w
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Document Search Queries

Saving Search Results

1. After executing a search, the results can be saved for future access or exported
to an excel document for further analysis. To save a search, select the Save As
button located near the top of the screen.

M savens | - A pinFilters | - 2 exportall | -

2. The Save Search box will appear. Enter a Nickname for the Saved Search and
select a folder to save the search in. Once you have selected the folder, click
Save at the bottom of the box to save the search.

Save Search

Step 1: Details
Nickname * My PO's
» Add Description

Step 2: Select Folder Destination

Add Mew
AT New -

4 Personal

Catch All's

PO Close Process

Resumption PO’s

« Shared
ABP Index
ACS Pending Invoices

AP Team Shared

% If you do not have any folders setup, you will need to add one by
clicking the Add New button and then selecting either Personal or
Shared. Give the folder a Name and then select Save Changes.
You can now save your document search within that folder.
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Document Search Queries

3. Once you have saved a search, you can now rerun that search as needed. To

access your saved searches, select the 2 in the upper right hand corner.
From the dropdown menu, select Manage Searches.

Search (Alt+Q) Q ooouso w < & 4 9

Lane Byrnes . L

View My Profile

Dashboards

Manage Searches

Manage Search Exports

4. This will take you to the Manage Searches page. On the left hand side, you will
see a list of folders you have access to. Click on the folder that contains your
search and then click on the search name or the Go button to execute your

Add New + Pending PO's ?
Expand All Collapse All Actions for Selected Favarites w
“ Personal o
Catch Al i
stttk My PO's Remove Shortcut || Export a (]
Pending PO's Type: Purchase Order
R Edit | Mave | Copy | Delete
Resumption PO's Pending PO's
Remove Shortcut || Export E O
+ Shared Type: Purchase Order
Edit | Move | Copy | Delete
ABP Index

ACS Pending Invoices

5. Alternatively, if you are in the document search, you can view saved searches
you have setup for that document type by selecting the My Searches tab in the
upper left hand corner and then selecting the saved search.

= Search Purchase Orders
Quick Filters Created Date: Last 90 days v | | Quick search Q
< > Page 1 of 29 1-200 of 5744 Results
Manage Searches
My Purdl rder: -
My Purchase Orders PO Number ~ Supplier Cn
My Recent Approvals
PO177707 Sigma-Aldrich Inc
Favorite Searches )
PO177706 Morthwest Fluid System Technologies Inc
My PO's
Pending PO's e =+ PO177703 VWR. International LLC
Resumption PO's
PO177704 Petra-1LP
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Document Search Queries

List of Common Document Filters

Below is a list of common document filters. Please note that certain filters may/may not
be available based on the document type selected (i.e. Requisition, PO, Invoice).

Supplier: Search documents for a specific supplier. Suppliers can be searched by
name or ID number.

Total Amount: Search documents based on amount. Options include Equal To,
Greater Than, Less Than, Is Between.

Participant: Search documents based on who participated in the document.
Shopper: Search documents based on who was the Shopper for an order or orders.

Requestor: Search documents based on who was the Requestor for an order or
orders.

Product Description: Search documents based on the line item description.
Catalog Number: Search documents based on the catalog/part number.
Contract Number: Search documents associated with a contract.

Current Workflow Step: Search documents based on where they are at in the
approval workflow (Budget Authority, Business Center, etc.)

Index: Search documents based on a certain index being charged. Filter options also
include Starts With and Is Between.

Organization: Search documents based on a certain Org code being charged. Filter
options also include Starts With and Is Between.

Account: Search documents based on a certain Account code being charged. Filter
options also include Starts With and Is Between.

Activity: Search documents based on a certain Activity code being charged. Filter
options also include Starts With and Is Between.

Fund: Search documents based on a certain Fund code being charged. Filter options
also include Starts With and Is Between.

Pay Status: Specific to Invoices. Search documents based on their payment status (i.e.
In Process, Paid, Payable, etc).

Invoice Type: Specific to invoices. Search documents based on their invoice type (i.e.
PO/Non-PO Invoice, PO/Non-PO Credit Memo).

JUNE 2021

P Oregon State
" University




