JOB AID
%MART Document Search

FLORIDA STATE UNIVERSITY

QOverview
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
MYFSU LINKS

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

» Select type of document(s) you
are searching for from the left
dropdown

» Select the Date range or enter a

oorohase Orders custom date range to in the right

Procursment Requests dropdown

* Enter the search term
(supplier name etc.)

All Orders

Requisitions
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rs and from here, you can search by
“Created Date” (Make sure to click “Apply” after each updafe/change in your search process.)

Al - Sesrch (4l:+0) a 0oousD W NP Nalp

| OReumomysu |

Orders = Search Purchase Orders Msaeas v Aenfles v Zegonal v
Quick Filters My Searches Created Date: Last 90 days ~ | Quick search Q @ AddFiter v  Clear All Fikers 7
Supplier - OAl £ 200PerPage ¥
@ Within| Last 00 days
AMAZON CAPITAL SERVICES INC [ 1137 ] Created Date/Time @) PO Status Requisition Number PO Owner ‘shipment Status Total Amount ¥
OFFICE DEPOTING Pe ) OBetween
3/14/2022 4:07:41 PM 155326574 Ginger D. Blonde Sent To Supplier 120.00 USD
meouse o | compiessd } o Pp
TERNATIONAL LLC o 31212022 40705 vt () VinWang SantTo Supsiier 799 USD
S EOWEISPRIRS YN Compicicd | Gingar D.slonde SantTo Supplier 1973 uso
e FS22027833 CFFICE DEPOTING 31212022 40359 Pt () 155371370 Chass Sims SantTo Supsiier 3117 usp
PO Status W
TECHNISCHE UNIVERSITAT WIEN € 3/14/2022 3:4535PM 155013802 Carolyn E. Hall Sent To Supplier 457.78 USD
Completed | conpict=d }
Rejected o APPLE COMPUTER @ 31122022 3003 P (D) 152695810 Carlos R Vills SentTo Supplier 537,00 USD
Pending o .
S SIGMA ALDRICH © a12r2022 33031 it () 153352280 Ashwsnih . Francis SentTo Supsiier 135000 USD
VWR INTERNATIONAL LLC © 3/14/2022 3:22:00 PM 155255630 Jose R Pinto Sent To Supplier 6.679.62 USD
- | completed | op
- NocUSLLE® EOWCIYSERIEEE VN Conpieted | 15527569 Callezn Roper SentTo Supplier 15000 USD
[ 3 ] B4HFOTO & ELECTRONICS CORP @ 31122022 25120 P11 NPT 153363040 RobertK. Evans SentTo Supplier 3979 USD
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In this example, the search was for all POs within the last 90 days.

= Search Purchase Orders Bsaeas v Apnfikes v ZEponal ¥
Quick Filters My Searches Crested Date: Last 00 days + | Quick search © | AddFiker ~ [l Clear Al Filters
< Page of 47 1-200 of 9267 Resuhs 200 Per Page ¥
‘Supplier v ? 9e |1 L 200 Per Page
AMAZON CAPITAL SERVICES INC [ 1137 ] w PO MNumber ¥ Supplier createdWifteTime @) PO Staws Requisition Number PO Owner ‘Shipment Status Total Amount ¥
QFFICE DEFOTING (=1
o 00 MEASURES LLC® 22002 221070 (D) Mary € Gone No Shipments 20000 USD
o APPLE COMPUTER © smerezz srosev (D) Eizabeih C. Olmstesd Sent To Supplier 3386.00 UsD
= MARPAN SUPPLY 8 siezzz anssen (D) Kimberly L Dodson Sent To Supplier 25820 Usp
BRAINTREE SCIENTIFIC INC 8 sr1a/2022 ao7a1 Pt (D) Ginger D.Blonde Sent To Supplier 12000 UsD
PO Status
. AMAZON CAPITAL SERVICES INC © SIPARFSIEVN convicied | i Wang SencTo Supplar 795 usp
Completed
Rejected AMAZON CAPITAL SERVICES INC @ srarzozz aveazen (TR Ginger 0. Slande Seni To Suppler 1973 UsD
Pending
- OFFICE DEPOTING O PRP LRIV Compicsed | Chase sims Sent To Supalier 2417 usp
TECHNISCHE UNIVERSITAT WIEN © anerzzz aesasen () Carayn &, all SenTo Supsler 57.78 usp
Department (Requester Dept.)
R APPLE COMPUTER 8 SRR TEPIESIIVE Compieted | Garlos R villa Sent To Suppiier 6587.00 USD
Biological Science (072) SIGMA ALDRIGH & 322022 33081 Pt (D) Ashwarth §. Francis Sent To Suppiier 135000 UsD
Univ Business Administr
et Sommed sl Sierens VR nTERNATIONAL LL/® siezzz szzoarn (D) Jose R Finte Sent To Supplier 667962 USD
Natl High bagneric Field Lab (227) NocUSLLC 8 SIS E R RSPV orvpicied | Calleen Roper Sent To Supplier 150,00 UsD
5 &1 roTo l ecTRONICS CORF B 3022 25120Pu (D) RobertK. Exans Sent To Supplier 5979 USD
PO Owner
srpenbRF NORTH AMERICA 8 PRPTERESIIVE Compieied | Gena v Themas Sent To Supalier 18712 usp
Hall. Carolyn E.
St Kb HFOTO & ELECTRONICS CORF @ PRI ERESEN Compleiod | John Geringer SentTe Suspler 1.088.60 USD
Jones, Marsha VWR INTERNATIONAL LLC © 32022 23020 em (D) Gena v Thamas SentTe Supalier 52176 Usp
Balinsky, Lori L
) OFFICE DEPOTING & SRR TR LIEIOVE Compieted | Ticha ©_Keller Sent To Suppiier 7952 Usp
Hall James M
= AMAZON GAPITAL SERVIGES ING & ara/2022 23336 P11 (D) Ticha ©_Keller Sent To Suppiier 17870 Usp
Prepared By OFFICE DEPOTING & arar2022 23136 P11 (D) Ticha G Keller Sent To Suppiier 177769 USD
Gray.Sandra M AMAZON CAPITAL SERVICES INC © SPELTE ST Compicied | Lestie . Bedgocd Sent To Supplier 2568 UsD
Balinsky i
CPI CANADA INC @ 3022 21805 Pu (D) 155344120 Carolyn £ Hall Sent To Supplier 520000 UsD

Drake, Gwendalyn R

You can refine your search results by using any of the quick filters on the left-hand side of your screen OR you can
add afilter.

Advanced Search

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

Submitted Date: Last 90 days » | Quick search G e

— Click “Add Filter: and a drop-
down filter search will appear.

< 2 Page |1 of 30 1-200 of 10441 Resuhs

] Requisition Number ¥ Supplier Requisition Name
Contract Numbe

O 155380347 DELL MARKETING © Dell R650 Quote LI Gontrsct Humber b ]
[] Ext. Requisition Number

0 155387783 AIMPRINT INC @ 2022.03-15THOGMES 01 | [] PO Number b ]
[] Requisition Name

1 1ssze7727 HARTING ASSOCIATES INC @ Harting Assoc 20222023 | [] Requisition Number b |
Dates

[ 15538743 DELL MARKETING & 20220315 DEOCHNAL O e
[] Accounting Date

[0 155387405 ALLFOILS INC @ 202116 [ Approved Date b |
[] Completed Date

[0 1ssse7sos AMAZON CAPITAL SERVICES INC @ 022.0315C522C 01 e * ey |

Add Filter =  Clear All Filters

Type in “fund” and then You can either type in the

click the box in order to ﬁ D dgsired fEn,,d (?ode oryou can
filter by fund code. — click the “+” sign to select a
| currently listed code, then click

“Apply”

[] *Fund
Any Value

|
No Value/Blank

4.
a
+
+
I'I1U'E?.G General Revenue e
ey

| 140 - E2G GR-Canyforward

| 521- Spans Pgm Fed - F..
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Add Filter = Clear All Filters
Type in “Supplier” and click
the box in order to filter by

Supplier.

supplier

[ Supplier
[] Supplier Classes
[] Supplier Name Range

JOB AID
Document Search

il i S Type in the Supplier name
Del x desired, select the check
yotax Help box, then click “Apply”

[ pell
[] DELL MARKETING

[] BOOMI INC

Doing Business As: DELL BOOMI
[] DEWEY DELLAY

Cancel

For the desired date range, you can search dates by “within” a certain time frame OR between a specific set of dates and then

click “Apply”.

Submimed Do Lo 50 deps =

Submitted Date:

O Al
(O Within

Last 30 days

a5t 90 days ~

Quick searc

%) Between||

more options =

B £ H FOTY & ELECTRONICS CORP O |

QFFICE DEFOT INC B

BESEARCH DIETS @

RESEARCH DIETS '@

OFFICE DEPOT INC &

urement Seruicea @

Once all Filters are applied for this example, the results will show:

= Search Requisitions
Quick Fifters Submitted Date: Last 30 deys + | Quick search Q @ AddF
3 “Fund: Is Equal Ter110... v X Supplier: DELL MARKETL. X
Requisition Status ~
Completed o
Department (Requester Dept) v [ Requistion Numbsr ¥ Supplier Requisition Name
o O ssseran DELL MARKETING © 2022.03:15 DEOCHNAU 01
o O sssisent DELL MARKETING @ Dell Latitude 5520 - Requestor: RLewis
o O 1sszsezs DELL MARKETING © 2022.0-10CSW-HR-Laptop
(2] O sszeaent DELL MARKETING @ 200173
O snow Mere
O sszivie DELL MARKETING @ Yu Wang for Gary Tysan
Prepared For v
O 1ssz3e00 DELL MARKETING 8 Andy Wang Dell
Hall, Carolyn E. (4]
Pendergas: Michsel o O isszeseos DELL MARKETING © 202157
Browning Les M
“ (24 O 1sszzeess DELL MARKETING @ 202156
‘Smith, Dylan P: (2]
o O tsszemes DELL MARKETING © 202130
D Snom More
0O 1ssis1e7s DELL MARKETING 8 202084
pared By O tssisaser DELL MARKETING 8 2022.03.08 MDWYERS 61
Hall. Carolyn E.
O o DELL MARKETING © 2022308 DwELTON 1
Pendergast, Michael € (5]
Hall.Edwina L. o O 1sesrars DELL MARKETING © 2022:03.03 JRVAN 01
‘Stevenson, Daniel . (2]
o [m] DELL MARKETING @ BELL LAPTOPS/DOCK STATIONS
@ Show More O 154884071 DELL MARKETING @ Boherty (Plant Ofice computer replacement] Dell 3/4/22

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

Cancel

Msavens v  ArinFhers ¥

lter = Clear All Fiters

—_
£ 200PerPage ¥
Requisition Staws ¥ Prepared For Submitted Date @ Total Amount ¥
[ completed ] Dorothy Bochnauer 3/15/2022 8:33:46 AM 2,088.77 USD
[ Compieted | Darel s Stevenson 31172022 42223 B0 147981 UsD
[ compteted ] Dylan R Smith 3/11/2022 9:55:27 AM 248429 USD
[ Compleed | Carolyn . Hall s/1/2022 54015 M 208135 UsD
[ Compieted | James Y. Wang 3/10/2022 710:38 1 147948 UsD
[ Compieted | Al & Wang 020z 121253 Pu 10312 UsD
—
== Michael C. Pandergast 3/10/2022 11:06:38 AM 23161 USD
[ Compieicd | Michas! & Fendergast 311012022 33997 A1 151877 Us
[ completed ] Michasl . Pendergast 3/10/2022 9:0416 AM 345042 USD
== Carolyn €. Hall 3/9/2022 12:03:21 PM 3815.65 USD
[ Compieicd | Mark b tiyers 32722 31308 P11 19705 Uso
[ Cometeted | Debra G, Mekon a/8/2022 114338 A1 712178 uso
[ Compieicd | Joseph T yan a2z 32031 P 208 UsD
[ Cometeted | Herry M. Hever 2712022 12338 P 2501292 UsD
= Terry A. Eubanks 3/4/2022 9:16:47 AM 102817 USD
—

Revised 12/2022 Page 3 of 6
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Saving Searc] Eavori

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

Al Search (ak+qQ) Q 000USD W o D Oy

€ JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you ackne wiedge that when you use our Solution, we process your personal
information as described in our Service Privacy Policy.

= Search Requisitions M savers w  APinFikers v D Eqportall w

L1 - -
1 Save A
| % QuickFiters M Submitted Date: Last 90 days = | Quick search Ir=  Clear All Filters ?
< 3> P f50 1-200 of 10537 Resul & Mansge Searchzs e .

- age 1 o -200 o 7 Results 200 Per Page v
& Supplier 2 My Requisitions

A - A P 2 Wy cant Approval
ine AMAZON CAPITAL 72 ) Requisition Requisition Requ My Recent Approvals Submitted

SERVICFS ING ————————— oy

step 1:Deta - Give your Search a nickname

- - * You can add a description if you'd like
N (oo 4= | » Click Save after you have filled this information
“ Hide Description in .

Dell arders for our Departmant]

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

Add New
Step 2: Select Folder Destination =

4 Personal
You have no personal searches.
4 Shared

*You have no shared searches

Once you click Add New, click on “Top level personal
folder”

Top level personal folder

Name your personal folder and click Save Changes

Step 1: Details

AddNew v
Step 2: Select Folder Destination h

4 Personal
my stuff

&
<«
4 Shared

You have no shared searches.

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

Search

My Orders 1 Requisitions

m Purchase Orders
Procurement Requests
&
b
= Search Requisitions = Search Requisitions
Quick Fikers I
Supplier ™ Manage Searches
AMAZOM CAPITAL SERVICES INC m My Recent Approvals
OFFICE DEPOT ING My Requisitions
FSU WAREHOUSE [ 709
VWR INTERNATIONAL LLC [ ses ] Favorite Searches
COW GOVERNMENT [ 590 ] Dell Orders
w See Morz T Show Mare

Exporting a Search to MS Exce|
In this example, Johnny Tester would like to export these Requisitions 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.

A BRI Al - Search (Al+0) Q ooouso w @ D s
! Orderz » Search » Requisitions

JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this bannes, you acknowledge that when you use our Solution, we process your personal ®

information as described in our Service Privacy Policy.

= Dell Orders v2 Msavers - A Pin Fikers m

L
* Quick Filers My Searches Submitted Date: Last 30 days + | Quick search QO @ | addFiler = Clear All Filters ?
- . *Fund: Is Equal To:110 - » x  Supplier: DELL MARKETI.. » X
@* Requisition Status e
1-27 of 27 Results 200 Per Page ™ .
_llll_ Completed B °
# Department (Requester [ Requisiticn Requisition Frepared Submitted
Dept.) [0 Mumbsr * Supplier Requizition Name  Statuz ¥ For Date ° Total Amount ™
(O 1o Department [ 5] 155387431 DELL 20220315 Derothy 3/15/2022 208877 USD
— MARKFETING P NEACHMAL N Rarhnanar A-2T-AR AMA
ST P EE
- Choose the type of Export equest Optons (e 1o/ )
= Export Al
Filt '\’\ EXport i st T T
! 2 Export Selected Rows |
I~
Give your export a T|tle/
@ Show Printable Results | . & choose the export —— | _ |
@ Manage Search Exports
& Manage Scheduled Exports gl 0

© Florida State University Procurement Services
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Export Request Options  (Srep 7 of 1)

Tile ¥ Export request for Requisition

JOB AID
Document Search

Once Export type is selected, click Submit

Once submitted, click Manage Search Exports

© Success
Successfully created the export reg
can view the status and retrive the fi
Manage Search Exports

»

described in our Service Privacy Policy.
Manage Exports
e
Export Requests | Export Schedules
> Click to Filter
&
Search
-m-l- Status Type Export Output Created
wport raquest for Completed | Requisition  Screen Layout 3/15/2022
s} isition (Excel) 3:36:04 PM

@ JAGGAER revised its Servics Privacy Policy effective May 25, 20118. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as

Search (2+0) Q 0.00USD W <@ |D QL
= Click Export request for Requisition. This
will open an Excel file for you to save to
your computer.

Refresh this Page | ¥

Available
Completed Unitil Details Actions
3/15/2022 3/22/2022 Total Records: Delets
3:56:08 PM 27
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