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Accessing Training Video

* Log into BB Welcome!
’ On the |eft naVIgatlon panel ClICk on the paper It looks like you're new hen?.WeldIifaeto give you a quick tour to introduce you to
bOX > Search > SearCh Documents some of our new features, if you're interested.
e (Orders > Search > All Orders) Step-by-Step Tour
. . . . walk through a tour highlighting ~ @ Yes (O No
* A pop up window will appear that will display  mporant eatures
the fO”OW|ng Show this again @ Yes (O No
* Click the show me button for tutorial g
¢ FOHOW Prompted Steps Heads up! This video will open in a pop-up window. If you use a pop-up

blacker, please ensure it does not block this.

* This Pop-Up window will continue to appear = "
. . . . Natch a video explaining how to e (O No

for the user until it is disabled. To disable this,  usetispage
select “No” on the “Show this again” option Show this again OYes @No

| Shjme! ‘ Maybe next time
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Simple Search (Slide 1 of 3)

1. In this seqthn users“can narrow dglwn transactlon 1] 2] 3] n
reSU|tS by C||Ck|ng On Type Of Ol’der (|nVOICG, Type of Order: All ¥ | Created Date: Last 90 days = | Quick search Q@] Add Filter v | |~ Clear All Filters
Purchase order, Receipt, Requisition) © > PemlT loi® 12000110617 Resus
2 The date placeholder W||| default tO " LaSt 90 dayS” 0 Order Identifier ~ Type Order Status Order Owners Created Date/Time @
regard'eSS of transaction type U sosossis Invoice Pending Gilbert ESCOBAR 9/24/2020 4:26:07 PM
. . Stephanie Ruel
-Users can modify the date range as required A
BE01403508 Purchase Order Complete Mufeng Wei 0/24/2020 4:25:42 PM

3. QUiCk Search a”OWS the following: O eeo1403507 Purchase Order Complete PHIL KANG 9/24/2020 4:25:31 PM

a. Combine Search: Allows users to combine criteria in search. Example: O 201402506 Purchase Order o Juan Hurtado §/24/2020 425:12 PM

"BB12345678" or "BB24681012" or any combination of POs, vouchers,

receipts, invoices etc

b. Search for a Phrase Match: Search a keyword that could be related to

an order type and it will pull up any results related to that keyword.

Using the keyword "Office Depot” will pull up all transactions that have Quick search provides a faster way to perform some searches.

the keyword "Office Depot” The different options to refine your search are outlined below

c. Exclude Words from a search: By placing a dash in front of a word it .

will exclude anﬁthing related to that keyword in a search result. Example: Combine Searches

if in your search result you did not want to include “Fisher Scientific”

simply place a "-" in front of the name: “-Fisher Scientific” Use "0OR" between each search. For example, 12389 OR 83827

d. Search for Wildcards: This means that if the user places a “*" in front

of any keyword or number it will pull up anything that contains it. Search for a Phrase Match

Example: if "*1234" is used then it will pull up all transactions that 1 o . o

include “1234" Put a phrase inside quotes. For example, Fisher Scientific”

e. Search for place holder: This allows the user to insert a placeholder in

a sequence by pIacinlg a "?". An example of this would be: "1234??6" this Exclude Wonds from & search Q

means that it will pullall results that starts with “1234" and ends with "6" ) '

Put a - in front of a word to exclude it. For example,

-It is important to note that users cannot search multiple John -Joh
transactions in the Simple Search box. One of the functions above ehn -Johnson

will allow the user to search multiple transactions. If the user tries Search for wildeard

to do a mass search it will return no results e var wi 3

Put an * in your word as a placeholder. For example, 123*98

Search for place holder Q
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Simple Search (S}ide 2 ot 3)

4. Quick Search filters to the right are filters
that users can select to narrow down their
search

a. By clicking on one of the boxes it will place
the new filter to the top of the search and add
a dropdown to narrow down the search
further. In the case below “Supplier” was
selected

b. In the example to the right, the user has
the ability to type in the supplier’s name and
can select multiple suppliers at a time

c. Additionally, if the user has a list of
transactions that they want to search, they
can click on the "Order ID" and paste all the
results in the search box and click “Apply”. The
search is intuitive enough to place commas in
between each PO.

5. By Clicking on the “Clear All Filters” button
it will return the search results to the default
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Type of Order: All ¥ Created Date: Last 90 days » | Quick search

< > Page | 1 of 50 1-200 of 106173 Results
O Order Identifier ~ Type Order Status
O sosossis Invoice Pending
O BBo1403508 Purchase Order Complete
BB01403507 Purchase Order Complete
BB01403506 Purchase Order Complete
«Quick search Q | @ AddFilter | Clear All Filters
find search filter.
Created Conl |dentifiers
Jwners Date/Time @ Dt order 1d
acklin 9/18/2020 ar1g Dates

3:00:27 PM

Type of Order: Requisiti Type SUPP"QI”S e
Supplier: All v @ name

Search... Re:

BLAISDELLS BUSINESS PRODUCTS
Doing Business As: BLAISDELL & SONGEY INC

I Office Depot Inc c
| Top Filter Options &
[] FISHER SCIENTIFIC (237)
[ Amazon Business (160)
| [ BluCard Tracking (93) £
[ SIGMA-ALDRICH (81) !
[ VWR INTERNATIONAL LLC (75)
[J GRAINGER INC (69)
| [ Life Technologies Corporation (38) Li
BLAISDELLS BUSINESS PRODUCTS
(33)
Office Depot Inc (31) c
— AP~ fann
Apply Cancel
D

Last Modified
neral

Appn
Ordel
Partil

Supp

Total | Order Id: BBO140212788... ~ @

302 [ Approved Date
[0 completed Date

@ 5

Type of Order: All v

BB01402127,BB01402125,88014021 ‘

Q, &P Add Filter v |~ Clear All Filters

Order Owners Created Date/Time °

Gilbert ESCOBAR
Stephanie Ruelas

9/24/2020 4:26:07 PM

Mufeng Wei 9/24/2020 4:25:42 PM
FHIL KANG 9/24/2020 4:25:31 PM
Juzn Hurtado 9/24/2020 4:25:112 PM

Total Amount

1410 L

..........
Bi )

eN14AN 13T

BN14AN 13

Created Date: Last 90 days | | Quick search Q @ AddFilter~
‘e values can be separated by & cafrmaf.\

Order Status Order Owners Crea
Aeply benee & Order Complete Kathleen Ryan a9/

Robyn Jasper
Purchase Ordler Complete Kathleen Ryan a/i

Raobyn Jasper
Purchase Qrdler Complete Dillon Thomas 9/

Erik Nelson

Purchase Order Complete Lydia L. Smith a9/
Purchase Order Complete Thomas Martin a9/



Simple Search (Slide 3 of 3)

BearBUY

Orders ¢ Search » All Orders

DUMN, Erecka 0.
MUNOZ, Carlos Edward

Bentley, Mike

= Search All Orders = Search All Orders

5]

Quick Filters My Searches Quick Filters. My Searches
6. Allows users to filter out results by -
corresponding categories such as Supplier, Supplier v R':I
Order Owners, Product Flags, etc. FISHER SCIENTIFIC My Recent Orders
7. My Searches allows users to view any esen e |

VWR INTERNATIONAL LLC Favorite Searches
searches that have been saved by the user SIGMAALDRICH Test

GRAINGER INC €D | Ttohered

¥ See More @ show Mare

Order Owners “

TJANDRA, YENNY

LAMEY, Carl

@

“ Coe hore O Show Maore
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Advanced Search (Slide 1 of 5)

1. Save As: Any search that users have
created has the ability to save the custom
search.

a. Click on the “Save As” link, name the
search, and choose the appropriate folder
to save the search to. The user has the
ability to save it to their Personal Folder
or a shared folder. (A shared folder may
be given access by any other user of that
folder)

b. To access favorite saved searches
navigate back to the “My Searches” and
click on the link/links under the “Favorite
Searches”

c. To access a shared search navigate to
"My Searches” > "Manage Searches” and
click on the shared search
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1 2]

3 |

M save s | w A pinFilters | - 2 exportall | -
Save Search Q
£+ 200 Per Page « I
Step 1: Details
Nickname * | T mE |
» Add Description
Step 2: Select Folder Destination
id Nev
4« Personal
Test Searches
Add New w !
Expand All Collapse All
Juick Filter My Searches “ Personal
”‘I‘h Test Searches
R 4 Shared

Manage Searches

My Purchase Crders

My Recent Approvals

Favorite Searches
test 1

¢ 00-Team135678te

1,3,5,6,7,8 pending reqs

3-22-16 4B CSS Pending Org Nodes
44 PENDING T/E

AC.

AH.

Aaberge,Luther

-

Academic Research Units
Active Users
AD

Additional Saved Searches

Additional work



Advanced Search (Slide 2 of 5)

2. On the top-right hand corner users can
save filters by Pinning them

- By clicking on the "Pin Filters” button
will be the default search setting every
time the user logs in

3. When Export All is clicked the next
page will request a Title and other
options for the file

a. Enter the Title and select format

b. To retrieve the file navigate to the
“Export All" Button and click on the down
arrow which will then display “ Manage
Search Exports”

c. Once the link is clicked, another page

will appear where users can download the
file
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[1]

M saveas | -

7

A pinFilters | -

Export Purchase Orders

aquem Options  (Step 707 1)

Hla ¥
Title Export request for Purchase Order

Select type of Enter the title for the
layout that you
want exported into | | 4
excel 67 characters remain ng
T Screen Layout
Format Screen Layout
Full Export
* Required Transaction Export

User Defined Template

5]

2 ExportAll | -

-

200 Per Page « I

AoinFiters | v | | 2 ExportAll | ¥

2 Export All

w | Clear Al Filters

b

ad @ Manage Scheduled Exports

2 Export-Selected Rows
Manage Search Expcﬁs

Supplier Total Amount ™

Manage Exports G
Export Requests Exportscneduies Export Templates

» Click to Filteg
Click on file name

Title a Search Type

L Completed All Orders
®| screen all docs 1015208133430754.dsx |

Export Output

Screen Layout (Excel)




Advanced Search (Slide 3 of 5)

4. Configure Columns allows the (]

user to choose the criteria that they Rsaves | ¥ | | pnfiers | ] | £ Eportall | ¥

want displayed in the search results.

Click on the gear icon (top right PRETy— @ o e -
corner) and select the desired filters. Q

al Aamount ¥ Account, Department
a. Click apply once desired columns | Configure Column Display |Typeina column o add o your) |71 il <2y ¥our p
: p p y search filter or scroll to choose colum configuration 37478 USD 12300
H H H M as your default '
are selected and it will display in the ’
Reflects the columns defined for the current searc will apply to the lifetime of the current s e search
Sea rC h is saved. Columns marked with an * are cust a elements 12248
Type to Filter Available Column - in Columns as my defaults Ad d ed
.. Click on boxes nextto 210 13829
- Add Itlona | |yl users have [ Account * the description to * Order Identifier + + C°|umn5
th b | t t d | stonal Ao include that column : . s Delete a 210 21700
e a I I O ra CO u m n S (O] Additional Authorizer 1* Type column
y . g [ Additional Authorizer 2* Order Status + + T 101.04 USD 55040 21724
tO th e |eft a nd rl g ht Of [ Approval Actions Order Owners + + T '
. Asterisk =
[ Approval Steps Created Date/Time + + 0
one-another in the search —— indicates tht e 18220 USD | 55016 | 23800
s sort function is L oeme
- Columns notated with an O BluCard Holder available : Supplier t 8 5200 USD 55030 15900
[ Buyer Email * : Total Amount + 3+ T
asterisk have the ability to 5 S nementon ecded 6203 USD 55030 15900
SO rt. L Buyertieme : Bgmp_the pr_iority of the column. The columns .| 1975 usp  sso30 23507
[ Buyer Phone will display in the order from top to bottom
b. Selected columns will appear in W < | ao00usD sT00s 10836
the new search 4092 USD 55030 15765
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Advanced Search (Slide_ 40f5)

5. Manage Scheduled Exports will
create scheduled exports to any
document types as long as a saved
search for that document type exists

a. To create schedule exports click on
the down arrow next to the “Export
All" >Manage Scheduled Exports >
“Create Schedule for document type’

b. Click on “Create Schedule For” >
click on the “transaction type”

c. To find your exported files click on
the Export Requests tab

1
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Filters | = 2 exportAll | -

2 Export Al

2 Export-Selected Rows

.' Manage Search Exports

: Manage Scheduled Exports .h
@ Manage Export Templates
2

L e et

Schedule Expol_Personal
search

Search Type Starts On *

Search To Export *

Fi t Excel . . .
erma If option is available cheose the

format of your exported excel file

onThe*

If option is available,
choose the file type

Export Until *

* Required

Choose your saved

Create Schedule for.. w

All Orders
b Reguests
Invaice

Procurement Reguests
Purchase Order Q
Receipt

Reguisition

~available the following morning

09/19/2020

mm/ddiyYY setup your schedule

of when you would
like to receive the file

Monthly

1 : meonth(s)

v

Manage Exports

>f the menth

Export Requests Export Sceg
» Click to Filter ;
Save
Title T

& Export request for All Orders

& Test




Advanced Search (Slide 5 of 5)

6. Taking action on a transaction . Orders r—

from search - e —

a. Navigate through the Orders e eqiions (O
left side bar and choose a oo | Purchase dgers
transaCtlon type F'rocuremeni._
b. Once the results appear, there Sn

will be three dots next to each Roceipt

transaction number, CI[ck on the
three dots (see to the right)

— Once any of the options are

Created Date: Last 90 days = || Quic

clicked, users can complete < > Page1  ofs0
that specific transaction 6]
*Taking action only works if the v PONumber (g Suppli

user selects a specific transaction

type. The three dots will not S
appear if "All Orders” is selected Frees S EEERE | e P
Open PO
Soft Close PO BLAISD
Close PO

Office [

Change PO Cwner
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