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Setting Up Advanced Searches

	1.  
	There are various ways to search for a requisition. However, PeopleSoft will not find all requisitions based on the User's ID. 

You can specifically search by Requisition ID or narrow the search in other ways.

	2.  
	Click the Find an Existing Value tab.
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	3.  
	When searching for a requisition, it is mandatory to first, look up the Business Unit.

Click the Look up Business Unit (Alt+5) button.
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	4.  
	Click the PUR01 list item.
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	5.  
	Next, we will search for requisitions based on the Requester(s).

Click the Requester list.
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	6.  
	Selecting in from the drop-down list will allow you to search for multiple Requesters.

Click the in list item.
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	7.  
	Click the Look up Requester (Alt+5) button.
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	8.  
	Click the 001284 option.
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	9.  
	Click the 001877 option.
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	10.  
	Click the 002149 option.
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	11.  
	Click the 003361 option.
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	12.  
	Click the OK button.
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	13.  
	Click the Search button.
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	14.  
	Click the Save Search Criteria button.
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	15.  
	Enter the desired information into the Name of Search: field. Enter a valid value e.g. "My Department".

	16.  
	Click the Save button.
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	17.  
	Click the Return to Advanced Search link.
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	18.  
	Next, let's search for Check Requests by Requester Name.

Click the Look up Business Unit (Alt+5) button.
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	19.  
	Click the PUR02 list item.

[image: image17.png]Check Request





	20.  
	Click the Requester Name list.
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	21.  
	Click the in list item.
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	22.  
	Click the Look up Requester Name (Alt+5) button.
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	23.  
	Click the Jackie Cholewczynski option.

[image: image21.png]




	24.  
	Click Joseph Evans.
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	25.  
	Click Kevin O'Leary.
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	26.  
	Click the OK button.
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	27.  
	Click the Search button.

[image: image25.png]Search





	28.  
	Name the Search Check Requests.

Enter the desired information into the Name of Search: field. Enter a valid value e.g. "Check Requests".

	29.  
	Click the Save button.
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	30.  
	Click the Return to Advanced Search link.
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	31.  
	Now you can use the Used Saved Search list to perform your specific search.

Click the Use Saved Search: list.

[image: image28.png]




	32.  
	Click the My Department list item.
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	33.  
	The Saved Search, My Department is displayed.

	34.  
	You have successfully set up an advanced search.

End of Procedure.
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