_SAO Job Aid

Open Purchase Order — Saved Searches

Issue: All previously saved searches did not copy over for the 2022 Financials Upgrade.
Resolution: All previously saved searches need to be recreated.

Navigation: NavBar > Navigator > Purchasing > Purchase Order > Add/Update POs

24 Purchase Order :
Mew Window | Help
Purchase Order

Enter any information you have and click Search. Leave fields blank for a list of all values.

I Find an Existing Value Add a Mew Value

Search Criteria

*Business Unitf[ = | Bo700 Q
PO Number| begins with |
Origin| begins with | a
Purchase OrderDate[ﬁ] El
PO Status| = v v
Short SupplierName[W] a
SupplierlD[W} a
Name‘][W}
Eluyer[W] a

Purchase Order Reference| begins with |

[Jcase Sensitive

Search Clear Basic Search @E] Sawve Search Criteria

Find an Existing Value | Add a New Value

» Click on the [Find an Existing Value] tab
» Click on the [Saved Search Criteria] link
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( Purchase Order

Purchase Order

Save Search As

Mame the search and then click Save.

||Name of Search: |Saved Search|

The saved search will contain these values:

*Business Unit= 40700
PO Mumber begins with
QOrigin begins with
Purchase Order Date =
PO Status =
Shaort Supplier Name begins with
Supplier ID begins with
Mame 1 begins with
Buyer begins with
Purchase Order Reference begins with

[E] save Returnto Advanced Search

L]
-

Mew Window | Help

» Type the name of the search in the Name of Search field.
» Click the [Save] button.
» Click the [Return to Advanced Search] link.
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Once the search has been saved, it will now appear in the [Use Saved Search] drop-down field.

( Purchase Order :

New Window | Help
Purchase Order

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Use Saved Search:;

*Busin Q
= v
Origin[ begins with v | Q
Purchase Order Date[= v | B
PO Status| = v | v
Short Supplier Name| begins with v | Q
Supplier ID[ begins with v | Q
Name 1| begins with v |
Buyer| begins with v | Q
Purchase Order Reference| begins with v |
[] case Sensitive
Search Clear | Basic Search |£i?'1 Save Search Criteria  Delete Saved Search
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