JOB AID
%MART Document Search

FLORIDA STATE UNIVERSITY

Qverview
Document Search is an extremely powerful search engine for your past or pending orders, contracts, sourcing events
etc.

Access SpearMart by navigating to https://my.fsu.edu/ and logging in with your MyFSU username and password, and
then click the SpearMart Icon under MyFSU Links:
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In this Job Aid we will cover the following:

e Simple Search
e Advanced Search

e Saving a Search as a Favorite
e Exporting Search Results to MS Excel
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)
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W Shop © Shopping © Shappng

Search [puschase Onders | Jlzirontes l e Select type of document(s) you are
l i | A | it / searching for from the left dropdown
e Select the Date range or enter a
v v — custom date range to in the right
Search [Purchase Grders |~ _l': = dropdown
Al Documents { etom Date Range e Enter the search term (supplier
name etc.)
Sourcing Events Last 30 days
Last 60 days
Last 90 days
Last 120 days
Yesterday
Teday
Last Week
This Week
Calendar
Month-To-Date
Last Month
Year-To-Date
Previous Year
Fiscal
Fiscal Year-To-Date
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In this example, the search was for all POs to Supplier Adventure Landing.

FLORIDA STATE UNIVERSITY
& Oocuments © Document Search arch © ents o
€ Back 1o oL Sgorch
Showing 1 - 20 of 72 Resilts Al Dates
<earch Datails o1 Resehs per page |20 Sort by: | Eest match aivage|1 -|otalzl 2
PO Mo Supplier Creation Date/Time Requisition Ne. Ragquester Suppiler Status PO Total
Search Term:
ke Fst700581 4 ACVENTURE LANDING 2/16/2017 851 AM 7812 Gwendatyn R Drake Sent 1,150:00 WSD
Keyward _
Aadventure Landing FS1TO0578 ADVENTURE LAMDIN 2A15/2017 1126 PM @ To-Ha Tang (adm) Sent sapmausn O
Fst700855 A, AGVINTURE LANDING 21572017 1025 A Jahany Tester Sent 250,00 USD
Firtered by FSITO0S50 5 ACVENTURE LAMDING 2142017 419 PR e To-Ha Tang (adm) Sent ssaoouso OO
Tipe: Purchase Orders =
Dot Fiange: 4 Dt FS1700538 ADWENTURE LANDIN 271472017 108 PM 1 Gwendtyn R Drake Sent toousn O
EaEEEY oo FsiTo0sa7 o B SVENTURE LANDING 31442017 &30 A0 P57 TorHa Tang (admi Sent 375,00 USD
Ewpats
FE1700518 1L ACVENTURE LANDING 21372017 308 P 233 Linda 0. Rogs Sent 187280 LSO
'Rcl'inc Search Results l . FE1T00488 01 VENTURE LAMDHR F{TRZOVT 10544 A 705 angelena K. Lang St 4B5.00 LSD
FEIT00431 5% ACVENTURE LANDIN: 28T 139 PM B8589 Angelena K. Lang sent 2sopusp O
Type
FE1700285 12 DVERTURE LAMTHNG NINT 207 P Guendaiyn FL Draks Sent 1500 USD
Purchase Orders
Fs1To03e2 10 ADVENTURE LAMDING 212017 200 PN e Gwendolm B Drake sent 15,00 USD
vidinna o Fs1700381 4, ADVENTURE LANDHN 2/1/2017 15 PM 76047 Angelena K. Lang Sont 250000 USD
b ] Fs1To0369 L0 4 ACIVENTURE LANDIN 12T/017 411 PM Guendolyn R Drake Sart sspousp O
Supplier FE1700364 2L ADVENTURE LANDING 1272007 341 P rse03 Angelena K. Lang Sent 500,00 USD
with Cancelled nems
v R Fst7oozee L 0 ADVENTURE LANDIN 1272007 330 PM 1738825 Angelena K. Lang Sent soosouso O
FEIT00358 VENTURE LANCHRIG V3T 2017 2326 P 7557 Gwendolym R, Drake e noowso O
With Cancelled hems
F51700357 L Angelena K. Lang Senmt 1,200,00 LSD
C 1 orktiow Steg FE1T00355 1 Geneva A badler Sent 1woousn O
Current orkdtion Step
P dacia poazeeacy ol Gusancobon B _Draks, 100,00 LiED, =
JV l

You can refine your search results by using any of the filters on the left hand side of your screen by clicking on the
filter icon.
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W Shop  Shepping © Shapping Heme v

Document Search
Search Documants l

Weew Sar

Dewnload Export Files

My Farms

Search | Purchase Drders All Dates [ o |

: e g

There are a number of ways to use advanced search whether you are searching by a particular user, supplier, specific date
range, one or more chart fields, $ amount, date range, commaodity code, etc. In the example below, we want to see all
completed requisitions by Johnny Tester, over the last 30 days, using Fund 110.
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simpie search

JOB AID

Document Search

User Search

Last Mame Tester
First beame
User Name
Email
Department
Status

Results Per Page 0

sahany]

Prapacad by

Stwih For AnGEt Wier

Name ~ User Mame = Email = Fhone Status  Acion

O woobmats  opmtairs  sowe L)
Prepared By | Johany Tester x |

Seaich Far Anather Lier

Mame = Vser Name = Email = Phons Stts  Action

Tester. Johny friter gl @i ads +1 [0S0} 444710 Active .

Participantis) oy OMe Ok
Prepared For Fid
gt B
Appraved iy A
ate | subma Date. < | an pates:
Tenal Amaunk |
Suppler #
Department =)
Item/Product Information
Catalog Mumber(SKU]
Product Descrption
Commedity Code 2
Form Hame
Farm Type A
Product Flags D@ controlled sutstance L1 B Energy Star
& Green [l # Hazardaus material
C & Rad Minor O ® Radioactive
[ & Recycled [ 48 select sgent
0 & vemin
Search  Requisitians simle sear
Requisition Idertifisation
Requisitian Numben(s)
Requisition Hame
Requisition Information
Particpantis) Wy OMe Pk
Prepared For i
Prepared 8y Johriny Tester x #
Appraved Dy 2
oate [ Subemit pate [ oates I~
Total Amagunt [ 4l Dates =
Supphe
i Custom Date Range
Deparment Days
HauPronuss rsrntion. EE
Cakalog Mumben(SKLU) Last %0 days
Product Descrgtion Last 120 days
Comencdity Code Yejetlay
Todsy
Form Mame Last Week
Form Type This Week
Product F
raduct Flags I; & cormrolied wbal.m(:E L [T
L2 Green H Last Manth
& rad Minor 0@ vearto-tate
.3 Reeyered [ Id_ Previous Vear
& 7on
Fiseal ¥ear-Ta-Date ~
Fund |is Exactly | A ancaher Fund
Lacation s Bxactly fdd ancther Locatian
Select from sXvalues.
©C0 item s Exactly |

Boboe semple search | my requaitions | my purchess orders | my

Add anames PC Bssintss Yot |
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Saving Searches as Favorites

JOB AID

Document Search

Continuing from our example above, click the Save New Search button on your results screen.

< Back to Ede Search Gtart New Search

Search Details

Filterad by

Type: Requistians
Date Type:  Submit Date
Date Range: Last 30 days

Prepared By
3 Johany Tester
Fund

< Is Bt 110
Export Search

Showing 1 - 8 of & Results

Resalts Per Pags |20
Requisitian No.
17774
* 17707 L
v T
1T
o 1T
o 1774445 15,
- 176820 2
o 17ET L

Results Per Page |20

Last 30 days (122201 7-220/2017)

Sortby: | est match
Supplieris)
Lab Widgets =2
Lab Widgets
2007-02+15 flester 05
2007-02-15 ester 04
2017-02+15 flester O3

2017-03-15 jtester 01

2017-02-07 flester 01

2017-02-05 ester 01

Requisition Name

Requester

sahnoy Tester
Jahnny Tester
Sahnry Tester
Johnny Tester
Johnry Tester
sohnry Tester
Jahnmy Tester

Jahnny Tester

x| Page vaf1ipl 7

Requisition Date/Time Requisition Total
JAT2T 824 AM 1757 UsD
LAATI0NT B2V AM 1787 UsD
2017 10e24 AN 675.00 USD
1S201T B:2T AM 17530 USD
2152017 738 AM 202,97 USD
215/2017 T34 AM 11,65 USD
ANY2NT T33AaM B9.00 USD
2/6/2017 %52 PM 405.25 USD
2 Page 1ol 1 [s

Add to Saved Searches

Step 1: Edit Saved Document Search Detalls

Hucirame 4 [ Johney Lagt 30 Days

Wsing Fund 110

B chacactant remainng

Step 2: Select Destination Falder

/'

Add to Saved Searches

Step 1: Edit Saved Document Search Detalls
Hickname Iohnny Last 30 Days

Using Fund 110

Step 2: Select Destination Folder
“ Personal

* Shared

11k
Top level pessonal foader

e -

Add to Saved Searches

Step 1: Edit Saved Document Search Details

Hickname sahnny Last 30 Days

using Fund 110
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e Give your Search a name

e You can add a description if you'd like

If you do not have a Folder under your Personal Favorites,
you will need to create one by clicking Add New.

Create Personal Folder

Hame * My Fa Searches

Desenphian
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JOB AID
Document Search

To retrieve your saved search after creating it, see below.

 FLORIDA STATE
W Shop  Sheppng

Document Search [

)
\MAR

Search Documents l

Wetw Saved Searches

Dewnload Export Files

My Farms

Search | Purchase Orders All Dates | Go |
Goto: i 1 1
-
1l Dates [ 6o |
i s s
Ga o 1 I 1

Addd Mew w

* Personal
* Shared

My Fav Searches

Johnny Last 30 Days

Aetion for Selected Faverie w

Exporting a Search to MS Excel

In this example, Johnny Tester would like to export his POs from the last 30 days. He first follows the instructions from the
Advanced Search Section above to view his POs from the last 30 days as shown below.

Shewing 1 - & of 5 Results

© Florida State University Procurement Services
A1400 University Center, Tallahassee, FL 32306-2370

AN Dates
Search Details * Resuts pes bage 10 Sort by | Rest match SRR e
PO No Supplier Creation Date/Time Requisition No. FRequester Supplier Status PO Total

Fhptly FEI700555 4 » 2572007 1025 AM a4 Jehany Tester sent ssoousp O

Type: Purchase Ordirs

Dt Type:  Creation Date [System) FS1T00554 =4 21152007 827 AM TTA4T Johnny Tester Sent 17530 USD

Date Range: AR Daves FE1T00552 04 2EANT 737 AM Jehnny Tester aeet szgrusp O

W By FS1700551 271572007 T:35 AM Jehnny Tester Sent 11,65 USD

il F51700847 i, BT 553 PM Jehnny Tester Lent wsesusp O
Document Search Export * Give your Export aName

e Choose the type of Export Template

Request Export (s 10/ 1) v . . . .

0 Screen Export - Exports only the information available in the search
results screen for each document

0 Transaction Export - Exports an expanded set of information on the

Rl BTN [saem emor Al documents.

it 0 Full Export - Exports transactions with history.
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Request Submitted

The expart request has been successfully submited.
Pendng and completed exparts are avadable

Documents » Document Search » Downkoad Expart Files
Beate: The time required to complete this sxport requess depends upon the size
of the request a5 well 35 the sze and number of other pending requests.

Clase

JOB AID
Document Search

& Documents . Document Search

Downlend Exports figcurring Expons

| Click to filter exports 7

FResults Per Page (20

Jahnny Last 30 Days - POs.tip I

Description - Request Date / Time

202017 2:36 PM

1f yau would ke ta recaive a nafification when yaur export is ready. make sure “Search Result fxport Confirmatian’ is selected in your Nafificat

Exports with & status of "‘Complete’ are avadable to be downloaded. Dxports with & status of Pending’ are currently being queued by the system. The amount of bme it takes 1o generate an export hle will vary based on the amowd of data beng exported.

Expart File Size &
50 KEtes

Export Status.

wrinmy Compheted

sRbmers Sularied |

#/Pagetofl oz 7

Opening Johnny Last 30 Days - POs.zip

You have chosen to open:
! Johnny Last 30 Days - POs.zip
which i Compressed (zipped) Folder
from: https://usertest.sciquest.com

What should Firefox do with this file?

pel:\mb.\ll h Windows Explorer (default) “

() SaveFile

[ Do this automatically for files like this from now on.

Cancel
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~

AppData » Local » Temp » Johnny Last 30 Days - POs.zip

~

[ MName

m POApprovalHistory_Johnny Last 30 Days - POs.csv
m POData_lohnny Last 30 Days - POs.csv

m POFormData_lohnny Last 30 Days - POs.csv

u;'| POHeaderCustormnData_lohnny Last 30 Days - POs.c...
ﬂ;'| POLineCusternData_lohnny Last 30 Days - POs.csv
m POSupplierData_lehnny Last 30 Days - POs.csv
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