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1. Hover your mouse pointer over the stack of papers and when

the menu pops up click on Search Documents.
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The Oklahoma State University and A&M Central Procurement Office has
B‘ Administer been awarded the prestigious 23rd Annual Achievement of Excellence in
Procurement® (AEP) for 2018 from the MNational Procurement Institute,
Inc. (NPI).
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Beginning May 1, 2019, departments will have the option to submit FY20 @
requisitions with prior purchasing approval. For instructions on how to

. . . E8 CONTRACT: CMRO1373
receive prior approval, please click here.
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2. If your Search Documents comes up in “simple search” like below all you
must do is click on “advanced search” in the “Go to:” section below the
search bar.

Search |AII Documents V| || | |AII Dates V|m

Enter search terms such as document numbers, suppliers, and product information.

Go to: advanced search | my requisitions | my purchase orders | my invoices | my forms



3. You can click the drop-down menu next to “Search” to select the documents
you would like to search for.
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4. Once you select the type of document you would like to search for you can
narrow your search by completing any of the information/criteria in any of
the fields available. Note: Please do not run a search without any criteria,
this will consume a lot of resources and will take an extremely long time to
complete.



5. Once your search has completed you can apply additional filters from the
left hand side of the screen under the “Refine Search Results” section to
further narrow your results (a), you can view the information on the screen
and click into the individual documents (b), or you can export the information
to Excel (c).
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6. If you choose to “Export Search” you will need to name your file (a), choose
your “Request Export Template” (b), and click the submit button (c). Note: In
most general cases, unless you need line item details, you will select the
“Screen Export”. If you require line item details, you will select the “Full
Export”.

Document Search Export

Request Export (Step 70f 1)

File Name * Marty's PO's for FY19)| X
Description

#
Request Export Template Screen Export
Description System Default Screen Export

“‘Request Export Template” drop-down menu.

Transaction Export
Full Export
Shared by Others
Grants & Contracts monthly report

PO screen report wy campus and bid codes
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7. Once you click the submit button you will get the below box and you can
click on the “Go to Page: Download Export Files” button to go to the export
page.

Request Submitted

The export reqguest has been successfully submitted.
Pending and completed exports are available in:

Documents = Document Search » Download Expert Files
Mote: The time required to complete this export request depends upon the size of
the request as well as the size and number of other pending requests.

~ Go to Page: Download Export Files Close

8. This will take you to the “Download Exports” page. Once the File Name
turns blue you can download your report by clicking on the hyperlink. This
will download a Zip file with a CVS report in it. You will want to open it and

save it as an Excel Workbook so you can use the common Excel functions
on the report data.

Download Exports Recurring Exports

Exports with a status of ‘Complete are available to be downloaded. Experts with a status of ‘Pending’ are currently being queued by the system. The amount of time it takes to generate an export file will vary based on the amount of data being exported,
If you would like to receive a notification when your export is ready, make sure 'Search Result Export Confirmation’ is selected in your Notification Preferences
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