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Using Search (02/04/08)

	1.  
	We're working with a huge database of information; the logic of the system is that you have to start by specifying which document or transaction you want to work on so that it can retrieve the right data for you. Specify details about the document or transaction on a Search page.

Search pages similar to the one you see here appear throughout the eUMB Financials system, typically as soon as you navigate to the component level for the work you need to do. You will encounter similar search pages while doing Requisitions, Receiving, Journal Entries, viewing or reallocating ProCard expenses or whatever. Sometimes you may need to click on the "Find an Existing Value" tab or link to make it display. 

The Advanced Search page which offers more search options is pictured here. The Basic Search screen works the same way, but it offers fewer search options. 

	2.  
	Let's say that our task is to locate and view a certain requisition. You could use a single search field (such as Requester Name) or a combination of search fields (such as Business Unit and Requisition ID) to narrow your search for the requisition. 

Operators can be used to further define your search criteria. Notice that almost all of the named fields on this page have the option to use operators (boxed in blue). Display operator drop-down lists by clicking the blue, down-pointing arrow to the right of the operator. 

In this example, we want to search for all requisitions with the Requester Name of Jackie Cholewczynski, but all we can remember for sure about how this name is spelled is that it has the letter combination "czy" somewhere in it.

	3.  
	Click the drop-down arrow on the operator box next to Requester Name.
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	4.  
	Since we're not sure what letter it begins with, click on "contains."
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	5.  
	Next enter the desired information into the Requester Name field. 

Enter a valid value e.g. "czy".

	6.  
	Click the Search button.
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	7.  
	The Search Results table displays 65 Requisitions with different Statuses (Open, Pending, Approved), all of them in the name of Requester Jackie Cholewczynski. 

	8.  
	Now suppose you know that it is very likely you will need to do a search just like this--for Requisitions requested by Jackie--at sometime in the future. eUMB provides an excellent, time-saving feature:

Click the Save Search Criteria button.
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	9.  
	Enter a Name for this search into the Name of Search: field. 

Enter a valid value e.g. "Jackie's Reqs".

	10.  
	Click the Save button.
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	11.  
	You have now saved the search criteria under the name "Jackie's Reqs."

Click the Return to Advanced Search link.
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	12.  
	Now click the drop-down arrow next to the Use Saved Search: field.
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	13.  
	The system displays your list of saved favorite searches (only one so far) for your use at any time in the future!

This search can be edited simply by making changes, then re-saving with the name of Jackie's Reqs.

Press [Enter] to continue.

	14.  
	Now back to what we were doing:

Somewhere in the list of 65 requisitions that meet our basic search criteria is the one we are looking for. 

	15.  
	We know that the requisition we are looking for has a Status of "Open." So we scroll down the list and find it that way. 

Click to select Requisition #0000000183 from the Search Results table.

	16.  
	Once this Requisition is retrieved you would be able to continue work, Save your changes, then submit it for approval.

	17.  
	You have successfully created and saved a search, then used the Search function to retrieve a Requisition that needed to be completed. 

The same process can be used to search for a Purchase Order, Receipt, Journal Entry, or etc.

End of Procedure.
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