® DEACON DEPOT

Toolbox: Document Search

Document Search provides a simple way to search for documents, including the
ability to search across multiple document types. This tool makes searching for

items easier and more efficient, resulting in improved processing time.
What are Documents?
In Deacon Depot, the term document is used to describe the different purchasing components, including

requisitions, purchase orders, receipts and invoices.

To perform a simple document search:

From the home screen,

click the Document —._-
Search tab.
Simple Search:

Select to search on a

speciﬁc document type Search | All Documents I All Dates [l sdvanced search J
All Documents

}Requisiticns Go to: my requisitions | my purchase orders | my invoices

OI' SeaI'Ch all ‘Purchase Orders

| Invoices i
documents. The default
is to search across all

documents.

Use the search box to
type in any of the
following information,
if known: Requisition
Number, Purchase
Order Number,
Catalog Number,
Requisition Name,
Supplier Name or

Requisitioner Name.
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Select the date range for
your search using the
drop-down box.
Leaving the date
selection at “All Dates”
will bring back
information related to
the document type you
selected as far back as
9/1/11.

Once the search criteria
have been entered, click
(‘GO’,.

Search [all Documents [=] All Dates [=] & advanced search
Days

| »

Go to: my requisitions | my purchase Last 7 days
Last 30 days
Last 60 days
Last 90 days
Last 120 days
Today
Last Week
This Week =
Calendar
Month-To-Date
Last Month
Year-To-Date
Previous Year
Fiscal
Year-To-Date
Previous Year
Other

Advanced Document
Search offers users the
option to enter very
specific, detailed search
criteria. The search
options available
depend upon the
document type
selected.

Once the search criteria
have been entered,
either for simple or
advanced search, click
“Go” to see search
results.

NOTE: Document
Search will remember
the last search
performed, be it simple
or advanced.

simple search

Search | Al Documents E

General Document Identification

Document Number

Document Information

Omner [Select Owner |
Date :A.II Dates [=]
Department [+=] Add ancther department

Supplier/SKU Information
Supplier [
Catalog Number(SKU)

[Go

Go to: my requisitions | my purchase orders
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Search results will
display on the next
screen, with filter
options available on the
left, similar to a
product search.

Search Terms
Search Type
Simple Search

Filtered By

Type: Purchase Orders

Date Range: Last 80 days

P T T E—
Date Range
Last 60 davs =

By Department

112303 - Finance System (40)
T
%
T
T

By Shipment Status

No Shipments (40)

By Receipt Status %

No Receipts (24)

artially Received (6)

Fully Received (10)

Showing 1 - 20 of 40 results

start new search | edit search

Goto: my requisitions | my purchase orders

Last 60 days (5/5/2011 - 11/3/2011)

Benunpniasiny 0 G Sortby: feo: mrcn =
PO No Supplier Creation Date/Time  Requisition No. Requisitioner ‘Supplier Stats]
 Pocogaiz [ Graing 10/27/2011 11:16 P 626070 Sidney Shopper Sent
o/ P000gasglf,  Fishar Scientiic Com 107272011 11:16 M 626070 Sidney Shopper =
X 1191146 2 Clortech 10/27/2011 11:16 PM 626070 Sidney Shopper i
/ PODOG403 L, Grainger 10/27/2011 10:48 PM 644766 Sidney Shopper Sent
./ P0006a0z B, Fisher Scientific Company 10/27/2011 10:48PM 644766 Sidney Shopper Sent
o/ Pocosa [, Gravbar Electric Company 10/47/2011 9:35 AM 643334 Sidney Shopper —
 PO00623g 1\ Fisher Scientfic Company 9/26/2011 3:03 PM 631152 Sidney Shopper e |
o Poo06219 |y Office Depet 9/26/2011 3:02 PM 639428 Sidney Shopper Sent
./ Pooosaz0lly  Grainger 9/26/2011 3:02 PM 639428 Sidney Shopper Sent
 Pacoszis B Office Depot 9/26/2011 3:02 PM 541036 Sidney Shopper — }
 PO00G214 1\ Grainger 9/26/2011 3:02 P 641036 Sidney Shopper Sent
1181244 |2 Grainger 9/26/2011 3:01 PM 633073 Ruby Requisitioner
11812438 Fisher Scientific Company a/26/2011 3:01 M 633073 Ruby Requisitioner
 Pooos200 [ Grainger /26/2011 11:18 AM 633267 Navalie Hill - Sys Admin Sent
 Pooos182 [\ Office Depot 9/22/2011 £:13 AM 636265 Sidney Shopper Sent
 Pooos183 L 9/22/2011 £:13 AM 636965 o
v PO006171 L 9/15/2011 4:56 PM 635708 o
x 11783924 9/14/2011 3:23 PM 633077
x 1178391 2 9/14/2011 3:23 PM 633077

After clickingon a
document from results
to view details, use the
tools at the top of the
screen to go back to
your search results page
or move between
documents without
having to start a new
search each time.

Dacument wumber(s) 50004835 (surchace order) =]

Other Features of Document Search:

1. Saving Searches

Saved searches use relevant date information. 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.
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To save a search:

Follow the steps above to
perform a Document
Search. From the search
results screen, click “Save
Search” on the left side of
the screen above the
Filter options.

home/shap Tavarites

start new search | edit search

Showing 1 - 20 of 40 results

Search Terms
Search Type s
plia v Poo0sa17 A Greinger 10/27/2011 11:16 PM
- T ./ P000G418 [, Fisher Scientific Company 10/27/2011 11:16 FM
Type: Purchase Orders

x 11911460, Clontech 10/27/2011 11:16 PM

« PO00Ga03 L Grainger 10/27/2011 10:48 PM
3 Fisher Scientific Company 10/27/2011 10:48 PM
 P000G402 L

/Pooos331 B\ Graybar Electric Company 10/17/2011 9:35 AM

T — e S T
By Department
TETer———
A Office Depat 9/26/2011 3:02 PM
—Y
By Supplier %l -
A. Daigger & Company, Inc. (1)  P0006220 £\ Grainger 9/26/2011 3:02 PM.

Clontech (1)
Fisher Scentific Company (9)
Grainger (13)

 Pooos215 D, Office Depot 9/26/2011 3:02 PM

Graybar Electric Comgany (2) more]

By ey T  Pos0G214 D Grainger 9/26/2011 3:02 M
o Ragitiar (49 Dstasld Grnger sr2e2011 3201
e 118124318,  Fishar Scientific Company a/26/2011 3:01 M

By Workflow Step T
Banner PO Post Successful (11)
Create Vendor Documents {1)

 PosoG200 [, Grainger 9/26/2011 11:18 AM

3 Spectrum Chemicals & Laboratory Products 9/22/2011 8:13 AM
By Status % 2 11799282

Pending (12) o/ Pooos1s2 |1y Office Depat 9/22/2011 8:13 AW
Rejected (3)

Completed (25)  Pooosisa L Grainger 9/22/2011 8:13 A
By Shipment Status -
e o/ Poo0saz1 B, Fisher Scientfic Company 9/15/2011 4:56 PM
By Receipt Status. % x 1178392 10 Office: Depot 9/14/2011 3:23 PM
No Recaipts (24)

Partially Received (6) 5 1178391 L Grainger 9/14/2011 3:23 PM

Fully Received (10)

history

Goto: my requisitions | my purchase orders

Last 60 days (9/5/2011 - 11/3/2011)
bl Best match
Creation Date/Time  Requisition No.

626070

626070

626070

644766

644766

643334

631152

639428

639428

641036
£41036
833073
633073
s33267
36385
636965
636965
635708
633077
633077

document search

=]

Requisitioner Supplier
Sidney Shopper Sert
Signay Shopper Sent
Sidney Shopper
Sidney Shopper Sert
Sidney Shopper Sent
Sidney Shopper Sert
Sidney Shopper sert
Sidney Shopper Sent
Sidney Shopper Sent
Sidney Shopper Sert
Sidney Shopper Sert
Ruby Requisitioner
Ruby Requisitioner
Natalie ill - Sys Admin  Sent
Sianey Shopper
Sidney Shopper Sent
Sidney Shopper Sent
Sidney Shopper sent

Ruby Requisitioner

Ruby Requisitioner

A pop up box similar to
the Save Favorites option
will display. Give your
search a name and either
select an existing folder
to save it in or create a
new folder by clicking
the new button. Once the
details have been
completed, click “Save”.

Step 1: Edit Saved Document Search Details

Document Search Nickname

|POs last 30 days|

Add Description

' Step 2: Select Destination Folder

o shared folder available...

s coreer’
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To view or manage your
saved searches, click the

Document Search

“saved searches” sub-tab.

document

settlement
search

Showing 1 - 17 of 17 results Last 30 days (2/27/2012 - 3/27/20.
Filtered By 100 [+ ] 2| Best match =
Type: Purchase Order i Creation Requisition Sp
Date Range: Last 30 days RO Supplicy Date/Time No. BEQUERRRE
% Lenovo 3/27/2012 8:05 AM 747065 Natalie Hill -
= . - " / PODDGB95 =\ Sys Admin
ki, Fisher 3/26/2012 2:55 PM 745276 Natalie Hill -
¥ ROQ0OEI4 Scientific Sy=s Admin
ofiogSearchResits .. FemeAn

A listing of your saved

W 2012-03-26 HillNM 01 | 6 item(s), 34.99 USD

searches will display,

along with options for G favorites TR document scttement |
managing those searches:

(+) expand all (-) collapse all

= Personal edit | move/copy | delete I

1. Add/Remove - Last Weak'sPos 2 [Rserer o ] oeler erimma | o

D
edit | move/copy | delete

No shared folder available..

shortcut POs last 30 days %Jf?‘mﬂ ]

2. Export ot Search ) [Rd3Shoricve | xport | Dels recurmna | ool
edit | move/copy | delete

3. Create/Delete

Recurring

Adding a shortcut places
a link to your saved

document
search

search on the main
Document Search screen.

Search |Purchase Order [+] All Dates =] advanced search

Enter search terms such as document numbers, suppliers, and product information.

Go to: my requisitions | my purchase orders

Last Week's POs
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Exporting the data from

your search results is
start new search | edt search  Gote: my requisitions. | my purchase orders.
available from the search s ekt
Search Terms . " Best manch
results screen above the e e e R o
. Fitarnd By A Farer Soentfic Comparny AGIIINNL 1116 P 26070 Sant
filter options or from the e o e—ics =1 e
s amennasll  Coswach ANTHIN LRGP 626670 Sadney Shopper
saved searches sub-tab. = —— N = e EoeTs e =
In either case, you may R —- g G L i o
My Deparinent
select from the following i o i . v B .
. E;:;Z‘nlr ? Company, o, (1) o~ Povoszan B Gesnger W01 3:02 M synazn Sdry Shocper St
export options: EE e S SR — T — =
By User A o PODOKIIA L Gemnger WA 102 w3200 Sudnay Shopper Sart
::::;,m?l:‘;.m sz, Gesnge W2A2001 3:01 P sanery oy Raguistioner
Sadney Shapoer (17} RILIT Y Fahar Soenti Compary W2E/2011 201 MM 33003 Retuddiorer
1. Screen - the search s o e T T S
Crak Waticiar Diccimanks (1) Soectrum Chamscals & Leborstory Products W0 B2 AM PRy Sdney Shogper
results information bk , e R i v o
Rgjected (3]
. Comgieted (25) Pocoginy DL Gemnger WML 8113 AN 836565 Fart
displayed on the o St st N e . NN
By Recelpt Statiss Bl cieman  omcoea e 3eM saxerr Faby Resuntionar
screen. P e b suem Dl Gwnoe Wrazo1 BezE e sasamr [y ——
Fully Received (10} o

2. Transaction - a bit
more transaction
detail that what is
displayed on screen.

3. Full - all available
fields.

Create/Delete Recurring
Export is a new feature of
Document Search. This
allows users to set a

Select Export Type for 'Last Week's POs'

recurring export for T,
searches with the Expart Type Screen Export
following date ranges: EE o
Full Export

- Last Week
- Last Month

e Last Week = Saturday — Sunday and is ready by noon on Mondays.
For searches with one of e Last Month = Run on the first of each month and is ready by the
these 2 date ranges, users 2" of each month by noon.
can select which type of
export they would like

and then click “Create”.

NOTE: There is a limit of
4 recurring exports per

user.
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