Creating a Saved Search
What is a Saved Search?

If you find yourself recreating a specific search using special filters on a regular basis, you can create a
saved search in order to quickly apply your filters and receive your desired results. Saved searches can
be created for any document type in HokieMart, such as requisitions, purchase orders, receipts, or
invoices. This can be helpful in tracking things like your Shared Department purchase orders or purchase
orders with invoices awaiting receipt.

Creating a saved search will save your search criteria to a list of your searches. You can then go in to
your list of searches at any time and click your saved search to apply your search criteria without
selecting each filter individually. Follow the steps below to save a search.

Navigate to the document type you want to search.
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Click Add Filter. Scroll through the list of available filters, or start typing a filter name to quickly bring
that up as an option. Select the check box next to the filter you want to add. In this example, we will add
the filter for Prepared By.
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Once that filter is added, you will then need to provide your criteria for the filter. Type in your user
name or the name of the user you want to find Shared Department orders for.
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Then you’ll see all PO’s that you entered including purchase orders you entered on behalf of Shared
Department.
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Extra tip: You can also add and remove columns by clicking on the gear icon on the top right of the
search results!



To save this search, click on Save As at the top right
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Give the saved search a nickname and then either add it to a Personal folder if you have any or create a
new folder by clicking Add New.
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If you creating a new folder, you will have the choice between a personal folder or shared folder. A
personal folder will only be viewable to you.
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Step 2: Select Folder Destination

4 Personal

Then give the folder a name and description and click Save Changes.
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Description All purchase orders issued by Chad Dalton,
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Once you've created the folder, it will show as selected for this saved search under Personal. Click Save.
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To access your saved search at a later point in time, you will come to the Purchase orders search page
just like you did at the beginning of these steps and switch over to My Searches. Click on the one you

just created to show those live search results.
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