Q& - Document Search Feature

There are several search features available in HokieMart and several different ways to navigate to the
various search features. Users will find their favorite ways to search HokieMart.

Note that there are two different kinds of searches in HokieMart. There are search options related to:
m shopping for items in the Hosted Catalogs, such as the “Advanced Search”. Search options
related to shopping in HokieMart are discussed in another section.
® “Document Searches” for finding documents related to HokieMart orders, such as PR’s PO’s,
Invoice, Receipts, and Shared Department. The searches discussed in this section are related
to document search features.

In this section:

m  Searching by PR and PO History
®  Quick Document Preview

®  Document Search Options
®  Quick Search
= Advanced Document Search Feature
®  Menu Search Option
® Simple Search

m  Search by Approver

m Searching for Shared Departments

Searching by PR and PO History

PRs and POs can be viewed for 90 days after completion using the drop down menu located under
the user profile

Shop [Everything

Go to: advanced search | favorites | non-catalog item | quick order  Browse: suppliers | categories | fbntracts | chemi| MY Recently Completed Requisitions
My Recently Completed Purchase Orders

University Forms

Printing/ Copying Order | ol o |

(o 0]

Or they can be found by using the Search Menu icon (Alt + M) located on the lower left hand
corner of the screen. A keyword search returns a list of pages containing the desired keyword. Search
results are clickable and will take the user directly to the desired search page.
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™ Shop Dashboard  Shopping Home  Ha

Shopping

HokieSwap

A new free service has been introduced for the inteml redistribution of
surplus university property. The HokisSwap wabsite

Shop |Everything

Ursula Halferty «

e |

Go to: advanced search | favarites | non-catalog item | quick order  Browse: suppliers | catagorias | contracts | chemicals

University Forms

Direct Pay (HokieMart will
not deli...

Printing/ Copying Order

Request

Form
HoliebMart will deliver PO

(HokieMart wi...

% Actionltems Motifications [13]

Travel Agency

Authorization (HokieM...

™ 000USD @

Bliogout

lizts itams availzble for rediswibution or ems that people ars seeking. You
can aceess this site st hps//hokieswaptedu/

Onee you enter the site, dick on the infa icon {upper right comer] for a short
tutorial about how it warks.

Scientific Punchout Catalogs 2
New Ecle Suy Comy Punchout

Contract Supplier

S
if

Effective immediztely. 3 new Eck Supply punchout is svailable with many new
festures, Please contsct Sean Brooks 3t 304-381-5594 or
srbrocks @ecksupply.com if you have questions concerning the new festures.

The contract with Roche Diagnostics Corporation expired on September
30th. So far, efforts to negatiate a new agreement have been not been
successful. Contact Patricia Mullins, 1-9129, for more information.

VT contract database. A new database has been created that lists all VT
contracts and provides summary information.  Many summary pages contain
2 link to 2n image of the contract document. This reference tool can be

Iocated st hupy 2pps. Tt Office/Computer/Book/Furniture Punchout Catalogs E

o

Non.Travel Reimbursaments @ FujfTsu

Effective immediately, non-travel reimbursements to individuals wiho are not
university employees or students should be processed as a non-catalog
transaction in HokieMart. Al travel reimbursements should continue to be
submitted on the travel reéimbursement form. Reimbursements to university
employees or students continue to be processed on the Reimbursement

S TIGH g e

A= i

GoyBrownff]

longer be required to chtsin 2 release from B ‘“t g )

# FERGUSON

L= Fruimm %‘

Open My Active Shopping Cart

View My Orders (Last 90 Days)

T

~

PRs and POs prepared prior to 90 days can be accessed with a history query. The best method of
searching is to search by PR History. This will provide users with all requisitions that have been
submitted. This will display PRs if they have not yet been approved and POs if they have been
approved.

& Orders & Documents

Document Search  Search Documents = Documen

Users have the ability to search

S " “Prepared for”
s = “Prepared by”
K " "Type

B4 Ursula Halferty

= “Date Range”

— = “Approved by”
e Seareh ez ' = “Custom Fields”
Date Range & Users may also search by particular
- . Accounts or Funds.
= “Department”
Comm s - = “Form Type”
= “Prepared by”
e e 5 _ = “Status Flag”
O it e s 501 N = “Supplier”.

Travel Agency Authorization (Hokiebar: will deliver DO (2)
Reimbursement Request {(HokieMart will not deliver PC) (2)
Interdepartmental Printing Request (Hokishart will deliver PO) (2)

Interdepartmental Service Request (Hokietart will deliver DO (1)
Prepared By
Ursula Halferty [30)
e Select the desired h opti
™ u elect the aesired search options.
With Attachments {10}
Supplier
Guy Brown Products (10}
uPs (5)
Covington Travel Service Inc (2)
WT Printing Services (2)
Mew River Office Supply Inc (2 Imore]




Quick Document Preview

When viewing search results for PRs and POs, the user will be able to see a quick “preview” of the
document. A small icon will appear next to each Requisition or Purchase Number. Click on this icon
to view an overlay that displays information about that document.

| ! ) Orders & Documents  Document Search  Search Documents»  Document Sea
)
Showing 1.- 20 of 818 results Last 90 days (10/6/2013-1/3/2014)
ﬂ Filtered By * Resils per page Sort hy: "_"‘Page ofaifp] 2
Type: Requisition Requisition No. Supplier(s) Requisition Name Requisitioner Requisition Date/Time Requisition Total
m Dt Rt 30 w6230 0 Fisher Scientific Shared Department ~ 1/3/2014 928 AM 000UsD
w 46295208 0 Atmos Energy 112 gas Shared Department 1422014 421 PM 174916 USD
a6295096 00 atmos Energy 12(NS Shared Department ~ 1/2/2014 420 PM 22696 USD
Refine Search Results P s sishersientfic ompany LC motor Shared Department ~ 1/2/2014 410 PM 61384 USD
Type s4eazsa 0 amosenergy 3103 gas Shared Department ~ 1/2/2014 404 PM SL70USD
[fen it 8]

The preview contains document-specific information that will help the user identify the required PR
or PO without leaving the search results screen.
The “Quick View” will display.

Note: the print icon is available for the user to print a copy of requisition if necessary.

L e — e

Y Fenn o Searen Resuts ] 110885 resubts +

Racqaittion | apprts | Comreents | Aitctvecrse @ | sy
il || Sumeary | upping | Bting | Fundng | supplarie

Es— T Snipging ™ Baling.

Inturnal PFotes and Alachments z Extornal Notes and Atachisents

Contract

Catalog Mo Sizn  Pacikaging
Ea
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Document Search Options

The document search feature is a useful tool providing users with the ability to search all documents.
The search feature includes Purchase Requisitions, Purchase Orders or Invoices, plus other options.
There are various methods to search for documents in HokieMart.

Quick Search Ursula Halferty ¥~ % Actionliems  Notfications [9] @ 000USD O A
In the upper-right portion of the screen, a magnifying Quick Searh
glass icon &% (Atl+Q).
= From the drop-down listing, select m
Documents and enter the known number Document
information. By selecting Documents, ALL slmmlcLn;iﬁfsgé":dbj,wmw
types of documents will be searched. When Recept Number
complete, click “Go”. ?SE::‘S;?:VZUC? ;Ermber ?

| I I

The matching document will be displayed. Also displayed will be the current status of the document
in the workflow. The example displayed below is still pending. @

Showing 1- 1 of 1 resulis A D
i -
Fasults per paga |2 l Sart by flPagaTafl(] 2
Riguisltian Mo Sugpliaris) Rugutsithon s Ruguisitlomis IRucyuis|tlom Dt Tima Riggalaltioa Tutal
45265838 -, LFs 201312 31 LIPS Ursula ity Laamae2e A %ab316D

Advanced Document Search Feature

There are several ways to access the advanced Document Search feature. This feature provides the
user with the ability to conduct more detailed searches. Users may select any of the search available
options from the drop-down list provided.

Note: There is also an Advanced Search which allows users to search
and view items for shopping (this is discussed in another section).
The search discussed in this section is the advanced Document
Search feature.

An added benefit to the advanced documents search feature is it allows users to view the funding of a
particular PR or PO.



Menu Search Option

QG — Document Search Features 01.1%—

In the new Phoenix User Interface there are several different ways to locate and access the
document search feature. The screen and functionality have not changed from the Classic

View.

On the side bar locate and click on either the:

[ |
. the Orders & Documents icon (upper left side of the screen):

Orders & Documents

Dacument Search Document Search

Search Documents

View Saved Searches

ae
- the Menu Search icon (lower left side of the screen). By simply typing in
the letter “s” a list of search options will appear in the Menu Search box. Choose “Search

Documents.”

Gatoc simpie seanch | =y meguistions | my pundhass orders | my invoaoes

All Documents simpia search
Requisition

Purchase Creler m

[Imvoice

Receipt

Bamicipanti) =]
Owinar 2
Diste m
Totsl Amaint [ ~
Supplier P
Department P
MemyPradisct Information

Catalog MumberSKL)
Produdt Dessripton
Produst Flags I8 coreraties subcance 1B Enengy Star

O & Graen O Hazargous ranmsta

O & Rad Mimor O eacioactive

O € Racyeies 00 4 spisct mgamn

1 & Tewin

Go

Gatar simpls wearch | W reguismnn | my puthase ordees | my invoees
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e e ke et | e | o perehane b | e In order to view funding

s information, select Requisitions or

Reguisiios Idsnificatian Purchase Orders, Invoice or

quisition Musnber(s

Receipts from the available drop-

» down list. Each option will provide
different search fields that are
|3._ nmit Date . |A|| Dates
N » appropriate for the search option
R selected.

In these screens the user has the

ability to provide as much

et vrmmtion information as necessary to retrieve
Comract Mumber o
Purchase Order Identification resu ItS-

Workflow
Currant Workfiow Step =

Warkiiew Seatss In this example “Requisition” was
[ =S o P
O Regacted [ witredraw

selected as the option.

Status Flags
O = o LLiny [ wwien Wi
O it 2oc O wiich Ariach L

Custom Fields

Aoroumit

Some fields provide a drop-down
S menu to assist in searching.

OvgWFl

= e = Click “Go”.

Add anathar Work Onder Mumbser

Wk Ovder Momber [z o,

Results are then displayed.

! ) Qo & Docomeats  Dacamen Seaich — Sewch Dncament ~ m

Showing 1 - 1 of 1 resulis Al Datas
" Search Terms * || ot par page |_E St iy Bt match dlPagelatllel 7
Pl Rabatdl Ruguiition M. Suppliariz} Raguisition Naime Reguisitionss Reguisition Data/Time Ruguisitica Total
m i SG6265839 urs 312 310Ps Ursuilz Hattoaty 120018 524 A SERILED

Filtered By
o]

By selecting on a specific requisition number, details for that requisition will be displayed.
Once selected, a screen will display allowing for various selections to be made.



Simple Document Search

A simple search option is available by clicking on the words “simple search” in the upper right hand
corner of the Search Documents screen. A limited search window will display. There are three fields
which may be used in completing a search.

1 L?J
Search IAH Documents . All Dates m
Enter search terms such as c‘ccj E mbers, suppliers, and product information.

Go to: advanced search 2 | my purchase orders | my invoices

1. Search:

There is a drop-down option available to select a particular type of document to search. Leaving set
to all will display all types.

= All documents (this will include all combinations listed below) Al Documents | v
= Requisitions b All Documents

= Purchase Orders gi?;ri:gg r::msrders

= Invoices (only includes invoices where vendors electronically |Inveoices
invoice - elnvoices)

2. Center:

The center field allows users to enter specific information. By selecting a particular document type
and entering unique information specific results will be returned.

Information that may be entered based on search selection:

® Requisition Number = Supplier Invoice Number
B Requisition Name ®  Contract Number

®  Purchase Order Number ®  Catalog Number

®  |nvoice Number ® Supplier Name
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Users will also be able to identify a specific date range. There are several

3. Date Range:

options to select from.

Remember, results returned will be drastically affected by the date range

selected.

All Dates E]
Days

Last 30 days

Last60 days

Last 90 days

Last 120 days

Yesterday

Today

LastWeek

This Week
Calendar

Month-To-Date

Last Month

Year-To-Date

Previous Year
Fiscal

Fiscal Year-To-Date

Previous Fiscal Year
Other

All Dates

m




Search by Approver

As the need arises the requestor can perform a history search which will provide a list of the Purchase
Requisitions (PRs) approved by individual Approvers. Navigate to the document search feature.

m| Click on Search Documents to bring up the search screen

™ Shop ' Shopping = Dashboard = Shopping Home

Orders & Documents

& |

wse: suppliers | categories | contracts | chemicals

Document Search Dociment Searchy

Search Documents

View Saved Searches

8 Logout

Staius Flags.
O waith Rssecied Linas
I With Errors

O ‘el Whihcleanem Linas
O v Aachmants

Custons Fiosds

Add arcther CrofAFL
[y pe— p—— )

Wk Ordes Mumber [iTeaaty ] |

Sadact From proble sekme
Sadacs Frorm ml vebum

| A anothar work Osder Husber

The Procurement Department and the Controller's office Direct Pay Prirgir:ge: xr“]:ing Interdepatmen tai Reimbursement Travel Agency
would like you to join us for the upcoming Town Hall (HokieMart will not O Senril:epl: est Request Authorization
Meeting. deli... s equest - | (HokieMart wi... (HokieM...
» When: Wednesday January 15, 2014
\iboca.iEn T i
Gt wrrpe mrch |y ecustezes |y puesthass orda |y emeccss 1 If Seal’Chlng for one Approver'
Search |Regquisitizn : smpla soarch - - - -
simply type the name in directly in the
m 13 77 £3
— Approved By” field box
kit n FoLmbats)
Faouction Name
Rguisiteom Infansation
A 2
ol For ._ Requisition Information
Frapared By I . P
o By - Parhapant(s)
Cata I—;: Preparad Fur £
Tatal Arncm | Prepared Dy L
Supplicr I :
- HpPIov ¥ kalo| x
Copartment
Late | william Kaloupck
Toermy Prodiuet Informatios Ll LL Lol
Cataing M=Ky [ olalamuunt | Frisil: kahi@utech:
Proacict Descmption, L Supplict | ¥ren gishap »
e I: Nepartment = I‘lc, e o
Foemn Marme B
Fomrn Ty & B T
Procuct Fags O & contredied sutrstanca [ B Enesgy St
O &
oS Requisition Information
i Y
O Partizipantiz) L
Contract Infermasion Prapared Fus o
Contract Murmibar Preparcd By £
Funcuse Orader kdenedication Approved By »
Purchacs Ondor Musmbarsl ate ISLIbmiI Date EI&" Datcs E
il oo Total Amount I v
ot Wi kflow P [ — p
%
oW Deazprar el =
Ocompleted [ Pending
L Rsjeacsael 1 Wthckamn

® For an

advanced approver search click on the

search icon@ next to the “Approved

Account I Exactly | | add arcthar Acccunt

T by” line to open User Search Box.
Fund s Exacthy : ;.“c_-lr:mln:”' e Eeccd aerother Fund
CegWFL
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This feature allows the user to search for multiple Approvers in a single search

®  Enter the last name of the first
Approver.
®m Click “Search” Lest Name kaloupel X

First Name

User Search ?

User Name

Emall

Department

<]

Status

H _
=
[<]

[<]

Results per page

® Click “select” and then click “Add Selected Users”

Approved By

Add Selected Users
Search For Another User m

Results per page I‘lD . Users meeting the search criteria: 1 i/Pagelofl|x| ?
Name -~ User Name £ Email B Phone Status Action
Kaloupek, William kals kals@vt.edu +1 (540) 231-6221 Active [select]

® This will add the Approver to the search field. Continue adding Approvers as needed.
® When finished click close to return to the main Document Search screen.

._é https:/ fsolutions.sciquest.com/ ?returnFunction=setThisUser&permissions =& Tmstmp=138954790361 3115 - Windows Interne... !E E

Approved By | william Kaloupek x |

Add Selected Users
e g [ Close |

Results per page Users meeting the search criteria: 9 4| Pagelofl|® ?
Mame - User Name = Email = Phone Status Action
Sutphin, Bonnie sutphinb sutphinb@vt.edu +1 (540) 231-4637 Active [select]
Sutphin, Bonnie sutphin sutphinb@vt.edu +1 (540) 231-4637 Active [select]
Sutphin, Cathy cmsutph cmsutph@vt.edu +1 (540) 231-6372 Active [select]
Sutphin, H. Dean sutphind sutphind@vt.edu +1 (540) 231-9425 Active [select]
Sutphin, Mark masutph2 masutph2@vt.edu +1 (540) 665-5699 Active [select]
Sutphin, Micole nsutphin nsutphin@vt.edu +1 (540) 231-6537 Active [select]
Sutphin, Sandra sasutphi sasutphi@vt.edu +1 (540) 231-0152 Inactive [select]

Sutphin, Stuart ssutphin ssutphin@vt.edu +1 (434) 799-6558 Active [select] b




Search |Requisition

Requisition Identification
Requisition Number(s)
Requisition Name

Requisition Information
Participant(g)

Prepared For
Prepared By
Approved By
Date

Total Amount
Supplier

Department

William Kaloupek x

Purchase Crder Create Date| ™ %

| ]V

simple search

® o o o

©

In this sample single “Approved By”
search
® Select “Start Date” and “End

Date” for the range of the search.
® Select “Department” or any
other search options available that will
assist the user and narrow the search.
® Click on “Go”.

This is an example of a completed search form. All PRs will be listed for the chosen Approver in the
chosen date range. In the left side panel the user can see the search options selected for this search.

) Orders & Documents

Document Search

Search Documents

Refine Search Results

Requisition
Date Range
Last 7 days
Custom Fields
Account
Fund

OrgWF1
‘Work Order Number

Department
Procurement (Purchasing) (7)
Workflow Status
Completed (7)

Form Type

v~ 46265839 "

[t semren |
Showing 1 - 7 of 7 results
Filtered By Results per page |20 -
Type: Reguisition Requisition No. Supplier(s)
Date Type: Purchase Order Create 5
Dpate 46501487 - Guy Brown Products
Date Last 7 days 46465434 1] Hall's Garage Doors
Range: —
86357981 VT Facilities Services
[remove all]
Approved By 86424135 Sanico
William Kaloupek 46338460 1\ Guy Brown Praducts
Save Search | v 46287215 "L 0 VT printing Services

ups

2 Results per page |20 .

Te

Interdepartmental Service Request
(HokieMart will deliver PO) (1)
Interdepartmental Printing Request
(HokieMart will deliver PO) (1)

Last 7 days (1,/6/2014-1/12/2014)

Sort by: |Best match

Requisition Name
2014-01-09 Guy Brown
2014-01-09 glsmith 01
2014-01-06 Permanent Name tags
2014-01-08 glsmith 02
2014-01-06 GUY BROWN
2014-01-02 glsmith 01

2013-12-31 UPS

Requisitioner
Ursula Halferty
Gloria Smith
Ursula Halferty
Gloria Smith
Ursula Halferty
Gloria Smith

Ursula Halferty

Requisition Date/Time

1/10/2014 4:09 PM
1/9/2014 10:44 AM
1/9/2014 10:27 AM
1/8/2014 11:38 AM
1/6/2014 11:48 AM
1/2/2014 2:04 PM

1/2/2014 9:24 AM

[4lpage1ofi[r] 2
Requisition Total

307.73 USD

265.00 USD

128.24 USD

117.31UsD

168.90 USD

1,055.00 USD

96.83 USD

4|Pagelofl|r|
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Searching for Shared Departments

As the need arises the user can perform a search which will provide a list of the Purchase
Requisitions (PRs created for Shared Departments. Navigate to the document search feature.

= Click on Search Documents to bring up the search screen

Shopping = Dashboard = Shopping Home = Home/Shop

wse: suppliers | categories | contracts | chemicals

'™ Shop

Orders & Documents

Document Search

Document Search

Search Documents

View Saved Searches ?
The Fm.curement ngar‘tment and the C_ontrokler's office Pired Pay ng::g{&ﬁmg Interdepartmen tal ilei::bursemem Ira\:el }_\ge!u:y
would like you to join us for the upcoming Town Hall (HokieMart will not

Mesting, deli. HoheMarpt(w]wll deliver Service Request... (HokieMart wi... (HokieM...

= When: Wednesday January 15, 2014

ik Q1co T L1l

m  Type Shared Department in the Prepared For field

@) Orders 8 Documents  Document Search ~ Search Documents = Document Search

Go to: simple search | my requisitions | my purchase orders | my invaices

Search |Requisition . simple search

Requisition [dentification
Requisition Number(s)

Requisition Name

Requisition Information

o 10
Prepared For Shared x | P
Prepared By Shared Department =l
1 User Name: wizard 2
Approved By Email: rodneyl@vtedu
Date |Subm|t Date |AH Dates
Total Amount . [
supplier [ ) 1R
Department :P
Item/Product Information
Catalog Mumber(SKU)
Product Description | |
Commodity Code 1R
Form Name s |
Form Type R
Product Flags I & controlled substance [1E® Energy Star
I 4 Green O 4 Hazardous material
& Rad Minor @ radioactive
e Recycled [ & select Agent
[ % oxin

Contract Information

Contract Number r




All Shared Department PO’s for selected search criteria should appear.

®  One additional sort option is available. The user can select and sort by: Best match, Submit
date newest first, Submit date oldest first, Total high to low, or Total low to high.

M} Orders & Documents ~ Document Search ~ Search Documents = Document Search

[t new s | ot o

Showing 1 - 20 of 58 results
Results per page |20 .

Requisition No.

Filtered By

Type:
Date Type: Create Date
Date Range: Last 7 days

Requisition N
Supplier(s)

46537215 1 I Blacksburg Town
[remove all]
Prepared For

I Shared Department

Save Search

46534789 -\ I VT Facilities Services

v/ 46504315 -, W W Grainger Inc

46533131 -\ Joule Precision Certifications Inc

Refine Search Results 7 dba JP Certifications

Type
Requisition

46532916 - Il VT Software Distribution

v~ 46525763 £} Events Meetings & More

Date Range

« 46516118 .  New England Biolabs Inc

Last 7 days

Current Workflow Step T
Org Approval 1 (3)

Org Approval 2 (1)

Facilities Estimate & Approval (1)
PI Approval (1)

46510473 -\  Peter allison
46510308 1 I Thomton Services Inc

= 46498296 . I pavidson's Pharmacy PC

Approved By Te
Karen Poff (9) /46484133 "L ) UsDA, Agricultural Research
Stephen Kleiber (7) Service
:::E;yw::r'(:’ v/ 46479849 1L Mary Finnell
Ann Ragers (6) [more]
Custom Field % v 46416117 . Karen Peer
U m Fleids *
.:ccl;unt v 46469531 1 Clear View Window Cleaning
un
OrgWF1
W:rk QOrder Number v 46460771 L 0 The Budd Group Inc

Last 7 days (1/6/2014-1/12/2014)

L1 4 'H Best match
Submit date newest first
Submit date oldest first

Total high to low
Total low to high

10 water

Facilities_Behkam Move_1 10 14 atimpano
2014-01-10 hwalk 01
JPCertifications_1_10_14_Behkam_atimpano
543013 Adobe Acrobat

2014-01-10 dprice 01

2014-01-10 dballo7 04

2014-01-10 speaking fee for Peter Allison
2014-01-10 hutch 01

Davidson's Pharamcy for Mancy Miles -
12/30/2013

USDA ARS SARE

2014-01-09 gcubbage 01

2014-01-08 gcubbage 01

2014-01-09 hutch 02

Budd Group-174989-Moss Arts Center

[l Page[1[¥] of 53] 2

q
Shared
Department

Shared
Department

Shared
Department

Shared
Department

Shared
Department

Shared
Department

Shared
Department

Shared
Department

Shared
Department

Shared
Department

Shared
Department

Shared
Department

Shared
Department

Shared
Department

Shared

Date/Time
1/10/2014 4:47 PM

1/10/2014 413 PM
1/10/2014 3:57 PM
1/10/2014 3:52 PM
1/10/2014 2:51 PM
1/10/2014 2:23 PM
1/10/2014 12:02 PM
1/10/2014 11:07 AM
1/10/2014 10:55 AM
1/9/2014 5:42 PM
1/9/2014 2:32 PM
1/9/2014 1:41 PM
1/9/2014 1:35 PM
1/9/2014 11:25 AM

1/9/2014 9:25 AM

Total

17.37 UsD

331348 USD

875.25 USD

580.00 USD

70.00 USD

1,527.50 USD

804.65 USD

1,200.00 USD

5,219.60 USD

246.83 USD

946.68 USD

7.00 USD

42.00 USD

75.00 USD

14,467.00 USD
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