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On the left navigation panel click on the paper box > Search > Search Documents
(Orders > Search > All Orders)

BearBUY (UIT)

Orders » Search » All Orders

Search All Orders

Orders Quick search

Search » | All Orders
Contracts
My Orders Requisitions
Accounts Purchase Orders
Payable Approvals
Change Requests

Suppliers Procurement Requests

Invoices

Reporting Receipts

Administer
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3. A pop up window will appear that will display the following:

Welcomel!

It looks like you're new here. We'd like to give you a quick tour to introduce you to
some of our new features, if you're interested.

Walk through a tour highlighting ~ @ Yes (O No
important features

Show this again @ Yes (O No

Heads up! This video will open in a pop-up window. If you use a pop-up
blocker, please ensure it does not block this.

Watch a video explaininghowto @ Yes (O No
use this page

Show this again @ Yes (O No

Show me!

| | Maybe next time

4. Click the show me button for tutorial
5. Follow Prompted Steps

Difference in side menu option:
Old Search

Search Search Documents
My Orders Procurement Requests

Approvals Receipts

View Saved Searches

Download Export Files

Create and Manage Export Templates

New Search



Orders New Search Qu
Search b » Al Orders

My Orders Requisitions

Approvals

Purchase Order

Procurement Requests

Invoices

Receipts

1. Quick Search replaces “Type to Search Documents....”

2. All Orders is a new selection that displays all order types (Req, PO, Voucher, etc.)

3. Users now have the ability to directly go to specific searches such as Requisitions,
Purchase Orders and Procurement Requests

Old My Orders:

e Old Search

Search Draft Change Requests

| My Orders

- = Search All Orders ‘NEW Search

Orders

Search My Requisitions

My Orders My Purchase Orders

My Invoices
Approvals

My Receipts

My Procurement Requests

1. Quick Search replaces “Type to Search Documents....”



2. Users now have the ability to click on specific searches for any of their transactions
without having to navigate to another screen

Approvals
1. The only function that changed was that Quick Search replaces “Type to Search
Documents....”

Created Date

Type of Order: All = | | Created Date: Last 90 days » || O BY DefaUIt: the filter is
I setup for last 90 days.

£ @ Page 1 of 50 1-200 of107130 Resu Click here to select

different range.
Crder
(] |dentifier Type Order Status  Order Owners Date/Til
U 26490076 Receipt = Katherine Patterson a/
Type of Order

Search All Orders

ik Eifters My Searches Type of Order; Ml@ Created Date: Last 90 days = | Quic

g [] Invoice
pplier ol [ Purchase Order

[ Receipt
HErsciEnTIFc @D (] Requisition
Etati O

1azon Business m ! - i
:H INTERNATIOMNAL [ Apply Capice |:|Iete Eve
iMA-AI MRICH [ 4770

1. In this section users can narrow down transaction results by clicking on “Type of Order”

2. Choose the type of Order to narrow down transaction type



Quick Search

ick search Q, | @ AddFilter = || Clear All Filters

Quick search provides a faster way to perform some searches.
The different options to refine your search are outlined below

Combine Searches
Order Owners
Use "OR" between each search. For example, 12389 OR 83827
AU RCE Search for a Phrase Match
Put a phrase inside quotes. For example, Fisher Scientific”
Lauren Price Exclude Words from a search
Put a - in front of a word to exclude it. For example,
] John -Johnson
Darshan Leitze ITION
Search for wildcards
Put an * in your word as a placeholder. For example, 123*98
Peter Ortiz

M ek fos ale ow kaldas

1. Click on the Question mark button to display different search options

vi.

Combine Search Example: “BB12345678” or “BB24681012” or any
combination of POs, vouchers, receipts, invoices etc

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 the keyword
“Office Depot”

Exclude Words from a search: By placing a dash in front of a word it will
exclude anything related to that keyword in a search result. Example: if in
your search result you did not want to include “Fisher Scientific” simply
place a “-” in front of the name: “-Fisher Scientific”

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. Example: if
“*1234” is used then it will pull up all transactions that include “1234”
Search for place holder: This allows the user to insert a placeholder in a
sequence by placing a “?”. An example of this would be: “1234?76” this
means that it will pull all results that starts with “1234” and ends with “6”

It is important to note that users cannot search multiple transactions
in the Simple Search box. One of the functions above will allow the
user to search multiple transactions. If the user tries to do a mass
search it will return no results (see below)



1pe of Order: Purchase Order v | | Created Date: Last 80 days

Vii.

BB01390632 BB01389895 BB01398677 BBO1: Q @ | AddFilter v

No results were found to match your search

Try modifying your search criteria or removing filters

viii.  The mass search functionality can only be utilized by adding a filter

Add Filter

Submitted Date: Last 90 days = | | Quick se|

t > Page | 1 of 6

Add Filter 40f10

Click here to further refine your search
result_s (e.g. Business Units, Departments, Add Eiltar +
Suppliers, Flags, etc.). i

= Back Mext = End Tour

1. Below are filters that users can select to narrow down their search

Quick search

Created

Jwners Date/Time @9
acklin 9/18/2020
3:00:27 PM

acklin 9/18/2020
2:53:51 PM

idel 9/18/2020
2:49:41 PM

- Shaw 9/18/2020
2:A0NT DhA

Com
Date

9/18
3:02

9/18
259

Q 0 Add Filter = Clear all Filters

Find search filter. 200 Per Pai
Identifiers

[ Orderid Total Amount
Dutes 1410 L
[ Approved Date

[0 Completed Date
[ Last Modified

113.20 L
General Information
[ Approved By
[J Order Owners 7170 L
[ Participant
[ Supplier @
[J Total Amount 691.00 L

2. 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



3.

Type of Order: Requisiti Type suppllerls
Supplier; all + €
Search...

BLAISDELLS BUSINESS PRODUCTS
Doing Business As: BLAISDELL & SONGEY INC

| Office Depot Inc
| Top Filter Options

(] FISHER SCIENTIFIC (237)

[ Amazon Business (160)
| [ BluCard Tracking (93)

[ SIGMA-ALDRICH (81)

O VWR INTERNATIONAL LLC (75)

] GRAINGER INC (69)
| [ Life Technologies Corporation (38)

BLAISDELLS BUSINESS PRODUCTS

. (33)
| Office Depot Inc (31)

[ B A T T £ Ta

Apply [ Cancel

on

@]

El

Ei

Li

In the example above, the user has the ability type in the supplier’'s name and can

select multiple suppliers at a time

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.

Type of Order: All v || Created Date: Last 90 days v | | Quick search

Order |d: BBO14021278E... ~ @

BEOQ1402127,8B01402125,BB014021 |

l‘.@.s values can be separated by a comma,).

Apply Cancel
| i anee & Order

O Beo1402123

Furchase Order

Purchase Order

Purchase Order

Furchase Order

Order Status

Complete

Complete

Complete

Complete

Complete

Order Owners

Kathleen Ryan
Robyn Jasper

Kathleen Ryan
Robyn Jasper

Dillen Thomas
Erik Melson

Lydia L. Smith

Thomas Martin

Q. | @ | Add Filter =

Crea

9/:

9/z

9/

9/

9/:



Pin Fliters
1. On the top-right hand corner users can save filters by Pinning them:

000USD W

Pin Filters 5 af 10

Click here to pin your
currently selected
filters so that they
gt become your default
A Pin Filters filters when you
come back.

A pin Filters | «

A Pin Columns

= Back Mext »

End Tour
tted Date @
L I

2. An example would be if the user wanted to see all requisitions created this week, they
would click on the pin filters and click yes

M} savess |+ 2 Pin Filters | =

Type of Order: Requisition v | | Created Date: This Week = | | Quick search Q 0 Add Filter = Clear All Filters
< > Page 1 of 9 1-200 of 1710 Resulis
Sler Created Completed
0 Identifier ~ Type Order Status  Order Owners Date/Time @ Date ™  Supplier
B 36072315 Requisiti Complete 9/18/2020 9/18/2020 GRAINGER INC
on 3:00:27 PM 3:02:23 PM
O 136072187 Requisiti Complete 9/18/2020 9/18/2020 Office Depot Inc
on 2:53:51 PM 2:50:29 PM  BLAISDELL'S BUSINESS PRODUCTS

3. Now this will be the default search setting everytime they logged in

Clear All Filters:

Add Filter = Clear All Filters

Click

1. By Clicking on the “Clear All Filters” button it will return the search results to the default

Configure Columns (top right-hand corner):



B savess | - A Pin Filters | « g
Configure Columns & of 10

Select the columns to display and the

order in which they appear for your \ Fo
results.
= Back | Next» End Tour Tot:
8/25/2020 9:51:40 AM 3

1. Configure Columns allows the user to choose the criteria that they want displayed in the
search results. Click on the gear icon (top right corner) and select the desired filters. See
example below:

This will save your
colum configuration
as your default

Configure Column Display |Type in a column to add into your
search filter or scroll to choose

Reflects the columns defined for the current searc
is saved. Columns marked with an * are cust

in Columns as my defaults

Type to Filter Available Columns... =

Click on boxes nextto : ;
[ Account * e 2 Order Identifier 4+ +
the description to Delete a
include that column =2 Type il column
[ Additional Authortzer= :: Order Status + + @
[ Approval Actions :: Order Owners + 3+ 0
[ Approval Steps :: Created Date/Time + + T
[ Asset Profile ID * 2 Completed Date + + 0
[ BluCard Holder * :: Supplier + 3+ 0
[ Buyer Email * ** Total Amount + + @

[ Buyer Intervention Needed *

Z

Buyer Narne * =
O Buyer Name Bump the priority of the column. The columns

[] Bilyer Phone > will display in the order from top to bottom

| Apply | Cancel

a. Click apply once desired columns are selected and it will display in the search
b. Additionally, users have the ability to drag columns to the left and right of
one-another in the search

Created Campieﬁﬁj
ate/Time @ Date Supplier
9/18/2020 — GRAINGER INC
20313 PM

c. The sort option is available for specific column types. See example below:




Created Completed

Date/Time % Date, =

9/18/2020 9/18/2020 GRAINGER INC

LAt A S Pk A FLAnLAE P A

d. Save the filter (see directions below)

Supplier

Save As (top right-hand corner)
:+Q:| Q N o0l e - L7 ISkl

Loy

Save As 7 of 10

Click here to save your search filters with

B save As a custom name for easy access later.

z Back MNext = End Tour

1. Any search that users have created has the ability to save the custom search. In the
custom search case below all orders and all purchase orders are displayed in the last

120 days
Search All Orders

Order Owners

Filters My £ Type of Order: Purchase Order v || Created Date: Last 120 days «
£ > Page 1 of 50 1-200 of 34120 Results
ar W
! SCIENTIFIC Order
iTracking [ 1815 ] [] Identifier ~ Type Order Status
n Business O Beo1401366 Purchase Complete
ITERNATIONAL 1340 | Order
ALDRICH O  eeo140186s Purchase Complete
; o Order
are C1 Show
(e I - =

2. 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

Total Amount
27.54 USD
Q
Created Comp
Date/Time &9 Date
9/18/2020 9/18/:
2:49:15 PM 2:49:3
9/18/2020 9718/
2:48:16 PM 2:48:3

folder. In the case of a shared folder other users can access the search that was created

by the user.



Save Search

Step 1: Details
Nickname *

» Add Description

Step 2: Select Folder Destination

4 Personal

Test Searches

-

To access saved searches navigate back to the “My Searches” and click on the link/links

under the “Favorite Searches”
To access a shared search navigate to “My Searches” > “Manage Searches” and click

on the the shared search

= Search All Orders

Quick Filters My Searches

Manage Searches
My Recent Apy,  Jals

My Recent Orders




Add New P

Expand All Collapse All

4 Personal

Test Searches

4 Shared

» 00-Team135678te
1,3,5,6,7,8 pending regs
3-22-16 4B CSS Pending Org Nodes
AA PENDING T/E
AC.
AH.

» Aaberge Luther
Academic Research Units
Active Users
AD
Additional Saved Searches

Additional work

Quick Filters (top left-hand corner)
Search Requisitior

Quick Filters 8 of 10

Top filter options for controls with
rcnes selectable content are shown here.

i

Quick Filters My Se

Supplier « Back | Next » End Tour

1. Allows users to filter out results by corresponding categories such as Supplier, Order
Owners, Product Flags, etc.



BearBUY

Drdel&b Search » All Orders

= Search All Orders

Quick Filters My Searches
Supplier ~
FISHER SCIENTIFIC [ 16044 ]
Amazon Business @
VWR INTERNATIONAL
e [ 5229 ]
SIGMA-ALDRICH 4754
GRAINGER INC [ 3401 ]
~ See More 103 Show More
Order Owners >
Approved By ?>
Participant >
Product Flags ~
Mo Product Flags 26166
Hazardous material @
Green «>
Recycled 5345
Toxin 813 ]
™ See More 13 Show Meore

My Searches (top left-hand corner)

Orders » Search » Reguisitions

My Searches 9.0f 10

= Search Requisitior

Searches that you saved for frequent

Quick Filters My Searches usage will appear here. _scl

Supplier «Back | Next= End Tour

=N Ll o

1. My Searches allows users to view any searches that have been saved by the user

= Search All Orders

Quick Filters My Searches

Ianage Searches
My Recent Approvals

Iy Recent Crders

Favorite Searches

Test Ll



Export All (Top right-hand corner)

P F FPE_S L (n nanlen W ] |L'- i 1
Export All 100f 10
Generate an Excel spreadsheet export g
with your results. | = ExportAll | =
« Back | Mext=» End Tour

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

Export Purchase Orders

Export Request Options  (Step 7067 1)

a1
Title Export request for Purchase Crder
Select type of Enter the title for the
layout that you
want exported into 4
EXCEI 67 characters remaining
B Screen Layout il
Format
Full Export
* Required Transaction Export l Submit
User Defined Template
2. Click Submit

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

M Savens | - A pin Filters | - 2 exportAll | =
2 Export Al

¥ || Clear All Filters 2 Export-Selected Rows

Manage Search E:-:pcﬁa

2d @ Manage Scheduled Exports

Supplier Total Amount

4. Once the link is clicked, another page will appear where users can download the file



Manage Exports

Export Requests Export Schedules Export Templates

¥ Click to Filter

Click on file name

Title Search Type Export Qutput

X Tect Completed All Orders Screen Layout (Excel)

screen_all_docs 10152081334307 54 xdsx |

Manage Scheduled Export Schedules:
1. This will create scheduled exports to any document types as long as a saved search for

that document type exists
2. To create schedule exports click on the down arrow next to the “Export All” >Manage

Scheduled Exports > “Create Schedule for document type”

Jin Filters | = 2 Export All |+

2 Export Al
k|

== Export-Selected Rows

# hanage Search Exports

# Manage Scheduled Exports

Tatal Amannt W

3. Click on “Create Schedule For” > click on the “transaction type” (keep in mind that a
Search already has to exist for this to work)



Reguests

Invoice

Procurement Reguests
Purchase Order
Receipt

Reguisition

-

Schedule Expot_personal

Choose your saved
search

Test

Scheduled exports are queu available the following morning.

Test

k3 iy
Search Type £ Starts On 09/19/2020

m/dd/
Search To Export * iy Rl i setup your schedule
g oo Lavout @ Frequency * Monithly of when you would
ype ? like to receive the file
Occurs Every | 2 | month(s)
Format Excel - ; ¥
If option is available choose the
format of your exported excel file By the Week and Day of the Month v
OnThe Firet v~ Monday v of the month
Ifr?puon IE a;TIIabIEI Export Until * @ Ends After 1 - | occurrences
choose the file type M
() Ends By

O No End Date

T s |

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

Export Requests Expoi

* Click to Filter

Title Status

&, Test Completed



Taking action on a transaction from search
1. Navigate through the Orders left side bar and choose a Purchase Order

Orders

Search ¢ Al Orders

My Orders Requisitions

| Purchase @mrs

Approvals

Purchaze Orders
Procurerm ey Se—

Invoices

Receipts

2. Once the results appear, there will be three dots next to each transaction number. Click
on it and the following will display:

PO
«+ MNumber ¥ Supplier

@ EE01401921 ManoScier
Lreate Quantity Receipt
O PO
pen mnB
Soft Close PO
Close PO
3 8C

Change PO Owner

«++  BEO1401918 FISHER SC

«+ BBO1401917 APPLE CO

*

-

+  BEO1401916  VWR INTE

«+ BB01401915 FISHER SC

3. Once any of the options are clicked, users can complete that specific transaction



4. Additionally, if the user clicks on the three dots (next to PO Number column) it allows
users to click multiple PO’s and complete a specific transaction

PO
l% Mumber ~  Supplier

Show Multiple Selection

R DISTRI
a.
b. Click on all the PO'’s, click the three dots again and then choose the transaction
type
PO
[] #+ MNumber * Supplier
Create Quantity Receipt \R DIS
Open PO
Soft Close PO
sCience
Close PO
Change PO Cwner
Hide Multiple Selection — PP Bus
BEO1401919 FISHER. SCIE!
C.

Granting Access

If anyone wants to turn this on before it becomes mandatory in November please
send an email to bearbuyhelp@berkeley.edu



mailto:bearbuyhelp@berkeley.edu

