SHOPBLUE

Using Document Search

1. If you'd like to find a certain document, you can use the Document Search in ShopBlue. Start first by clicking
“Search Documents” in the Documents fly-out menu on the left side of your homepage (Figure 1).
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2. Next, select the type of documents you are searching for from the left dropdown, and select the range of dates,
or enter a custom range of dates in the right dropdown. Now, you can enter your search term (PO number,
supplier name, etc.) (Figure 2).
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3. Next, click on the “PO No” you wish to view (this search was for Purchase Orders from Corr Distributors over the
last 90 days) (Figure 3). You can refine your search results by using any of the filters on the side of your screen by
clicking on the filter icon.
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Advanced Search

The Advanced Search is also a very useful tool. The Advanced search allows you to search by a particular user,
supplier, specific date range, one or more chart fields, dollar amount, commodity code, etc. In the following
example, we will, once again, start by going to “Search Documents” in the Documents fly-out, then clicking
“advanced search” (Figures 4 and 5).
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Search Purchase Orders * All Dates M m
Enter search terms such as document numbers, suppliers, and product information.
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Figure 5
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Next, for the following example, we will search for all Purchase Orders prepared by Dalton Holler over the Last
60 days, then click Search at the bottom of the page (Figure 6).

Samreh fPurchase Orders

Percham Order Identificatbion
Porchiug Drder hambesii) u“r Seir-ch
Porchas Qrder Infarmatian
PRlCparea . Any Ma Prck Last Mame
(=10 i ﬂ- H:'M
Frrpared By E_-
Approeed By &2 First Mame Dalton
= Errain Clale (Trildm s !i:'_l!_l_l. ¥
Tods dmgunt " & Drias # User Mame
L Crthar
—— Cunsse Dt Rarge
T DT s
e ok 7 i Email
It ot | Brmestioa, M CHMMpLS Uriversaty at Buffalo (28030)
S M Lt 120 days
Fapnduai Dusompiboe ::'E" Department -
Clri s - -Il.hl.
.:_-.: Fiprrep Tl Wit fohe G
il gD
Poichal Rl 8 costroed st it MiGrth 2
& Gopen - T-Taie Slatus L
& g Mireer l-:‘rr-d‘ul LY
ﬁ:l:_:'“ Feacal - Te-0ate . Results Per Page 0 .
Prepared By
Add Selected Lisers
Figure 6
Add the user your wish to search by (Figure 7).
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Save Searches as Favorites
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Continuing from the example, click the Save New Search button on your results screen (Figure 8).
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Give your Search a name and add a description (Figure 9). Note: If you do not have a folder under your Personal
Favorites, you will need to create one by clicking Add New.
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Create a Personal Folder for your saved searches (Figure 10).
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Save the search to your Saved Searches (Figure 11).
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Click “Search Documents” from the Documents fly-out (Figure 12).
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From the breadcrumb trail, click the “Search Documents” dropdown, and select “View Saved Searches” (Figure
13).
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Click on your saved folder in “Personal”, and click “Go” (Figure 14).

Addl New - My Favorite Searches Folder Actions w7

Collapse & Actions for Selected Favontes w

Dalton POs Last 60 Days

Figure 14

Revised 8/13/18 UB Procurement Services



SHOPBLUE

Export a Search to Microsoft Excel

For this example, in order to export your POs from the last 60 days, first, follow the instructions from the
Advanced Search section to view POs from the last 60 days (Figure 15).
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Give your export a name and choose the type of Export Template (Figure 16):

e Screen Export — exports only the information available in the search results screen for each document.

Transaction Export — exports an expanded set of information on the documents.
e Full Export — exports transactions with history.
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Next, click Go to Page: Download Export Files (Figure 17):
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Click on the File Name, and choose which of the exported search results you wish to view (Figures 18 and 19).
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