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Step-by-Step Guide 
Searching for Purchase Orders and Creating Saved Searches  

In This Guide 
 
This guide demonstrates how to search for purchase orders from document search and create 
“saved” searches. 
 
Searching for Purchase Orders Procedure 
 

1. Navigate to my purchase orders by selecting document search  my purchase orders 
from the navigation bar. 

 
Requisitions display on my purchase order page for 90 days.  Older transactions can be 
located by selecting a different Date Range within the Refine Search Results section.  
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Step-by-Step Guide 
Searching for Purchase Orders and Creating Saved Searches  

With Document Search, post search filters (which display on 
the left side of the page) are available.  The post search filters 
allow you to define additional criteria for the search results. 
 
For example, if you perform a search for POs, you can narrow 
your results by a specific department or supplier.  
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Creating “Saved” Searches Procedure 
 
Searches can be saved and executed at any time. Saved searches use relevant date information 
(instead of static dates). For example, if you save a search for all POs for the last 7 days, it will 
show exactly that, no matter what date it is executed.  
 
Saved searches are accessed through the Document Search tab, and are saved by name and 
description. Note: Currently, searches are only saved on a “per user” basis and cannot be shared 
or saved globally.  

 

Procedure 

1. Navigate to document search by selecting document search from the navigation bar. 

2. Select Purchase Orders as your document type and Last 7 days as your date range. 

3. Click the Go button. 

 

4. In the Filtered By section (located on the left side of the page), select the desired filters.  
For example, select a specific Department. 

5. Click the Save Search button to save your search critiera. 
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6. In the Save Search Results popup window, enter the search Name and Description. 
These are fields which can be used to reference the search later. 

7. Click the Save button. 

 

 

8. Click the Close button to close the query confirmation window. 

 

9. The search can now be accessed easly from the saved searches link. 

 

 

You have successfully searched for purchase orders and created a saved search. 


