COMPTROLLER’S IN/ALJ NORTHERN ARIZONA

UNIVERSITY
O F Fl C E Associate Vice President and Comptroller's Office

Navigating Searches

This documentation provides an overview of key fields (keys) and search pages. It will explain
how to use searches to enable you to quickly retrieve specific data.

Understanding Keys

The fields that uniquely identify your data are called keys or key fields. (not unlike the “keywords” you use in
searches on the internet)

A field or a combination of fields uniquely identifies every table in your PeopleSoft database. For example, the
employee ID field uniquely identifies your employee records. As another example, when employees enroll in
training classes, the combination of employee 1D, course code, and course start date uniquely identifies enroliment
requests.

Using Tools That Help When Performing Searches

Using Wildcard Characters to Find Information
PeopleSoft applications support three wildcard characters to help you search for data in character
fields. You can use these wildcard characters to track down the exact information that you need.

Note. Wildcard characters only work with “the begins with” and “contains” operators.
Here are the supported standard wildcard characters:

Wildcard Definition

% (percent symbol)Match one or more characters.

_ (underscore) Match any single character.

\ (backslash) Escape character—do not treat the next character as a wildcard.

For example, if you enter Q%admin, as the User 1D, the system returns a list of user IDs that begin with Q and
contains 'admin' as you can see here.

User Profiles

Enter any information you have and click Search. Leave fields blank for a list of all values.

Add a Mew Value
I

Limit the number of results to (up to 300} |3IIIIII

User ID: begins with |+ |
Description:| begins with ||[Q%admin

Search Clear |pasic Search [G Save Search Criteria

Search Results
View All  First [q] 1-2of2 [3] Last

User D Description

QAS Admid QAS administrative user
QEADMIM |QE Administrator
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Using Operators to Find Information

When performing an advanced search, you can use a variety of operators to further narrow your searches—BY

clicking on the drop down arrows, you are given a choice of operators. The below examples show the field “Empl
ID” where the drop down arrow was clicked.

Expense Report

Enter any information you have and click Search. Leave figlds blank for a list of 3ll values

Add a New Value

Limit the number of results to (up to 300). 300
Report ID: begins with =
Report Description: degins with ¥
Name: begins with w»
Empl ID: _

Report Status:

‘contains i =
Creation Date: = 3

|Case Sensitive "7

Search Cle: > th [ Saye Seart

|betwesan

Find an Existing Value | Add 3 New Val

Operator  Field Use

begins withCharacter fields (alpha only)

contains  Character fields (alpha only)

= "Equals" -- All field types.

not= "Not Equal” -- All field types.

< "Less than" -- All field types.

<= "Less than or Equal To" -- All field types.

> "Greater Than" -- All field types.

>= "Greater Than or Equal To" -- All field types.

between  All field types.

in All field types.

Note. If you use the in operator to search for multiple items, separated by commas, and you enter a space after
the comma, the search automatically strips out that space. (For example, if you search for 1000, 1001, the search
assumes that you are searching for 1000,1001. If you actually do want to search for a character string that
contains a space, include that string within double quotes, like this: 1000," 1001
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Find an Existing Value [ ER L A T-00
Limit the number of results to (up to 300) |3EJD
Report ID: contains |
Report Description: = - |
Name: not = hd |
Empl ID: between w | @,
and
| Q
Report Status: in - Marked for Submit -
On Hold
On Hold, with Approver
Cn Hold, with Auditor
Cipen
Faid
Fending
Staged
Submission in Process
Submitted for Approval o
Creation Date: = v | [31)
Case Sensitive
Search || Clear |Basic Search [P Save Search Criteria

Note: The more fields you narrow your search to the fewer results you will achieve.
Using Search Page Buttons

The following search-related buttons appear on search pages of all types.
- Search
Click “Search” to process the search.

. Clear |
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(Appears only to advanced searches.) Click to “Clear” entered text from all fields on the page (without saving) so
that you can enter new criteria.

Using Search Pages to Retrieve Data

When you request information, the system often displays a search page. Search pages enable you to find, select and
locate information with which you want to work.

A search record is the list of defined search keys that help you locate data. (a “key” to unlock the information you
seek).

To display a page, you enter “keys” to search for on the search page so the system can retrieve the correct data. For
example, if you wanted to find the Empl ID# for Ashlea Anderson you would:

e Go to the personal data page
o specify the “key data” in the search record for that employee (in this case the last name)
Then click “Search”

Employee Profiie (Edit)

Enter any informabon you have and click Search Leave flelds blank for 3 list of

GRS AL AT Add 3 New Yalue

Limit the numbec of results 10 (up 1o 300) 300

ANDERSON

Search by: LastName ¥ begins:
Employee 1D
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- Search  Advanced Search

Surch Results

1014712
1015097
1025232

1026512

$ota

1081427
1109317

11784097

1251073
1385199

1390569

mm-uwm_
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Search Results

View Al . First (4] 124 orse (3] Lant
Last Name Employee 1D Name

ANDERSON 2632017 Anderson Adgrianna E
ANDERSON 2048015 Anderson Alexus M
ANDERSON 2074532 Anderson Amanda
ANDERSON 2895434 Anderson_Amy
ANDERSON 3043130 Anderson Anna Mana

Ap SON 3200965 ettt
ANDERSON 3127322 e e r )y Lo 10t R YL
ANDERSON 1015097 Anderson Barbara A
ANDERSON 1386199 Anderson Birgitta Lund
ANDERSON 2849062 Anderson Brian W

A RSON 3200570 Anderson Brook Nicole
ANDERSON 1826033 Anderson Bryce C
ANDERSON 2454218 Anderson Cassanara M
- RS 2866298 Anderson Celeaha Cenee
ANDERSDON 1178497 Andgerson. Charles B
ANDERSON 2079850 Anderson Cheryl A
ANDERSON 2797207 Anderson Chrsting
ANDERSON 3047375 Anderson Chnsune

A "RSON 1081427 Anderson Cynthia
ANDERSON 1421548 AndersonDane R
ANDERSON 3146931 Anderson Darlene Marne
ANDERSON 3210477 Anderson Darmren Michael

By clicking on the

column title “Name”,

you can further

organize your search

alphabetically
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Using Different Types of Searches

There are three types of searches that you can perform on search pages:

e Basic searches: enable you to search by just one field at a time, and then only using the “begins with”
operator

e Advanced searches: further narrows your search, both by searching on multiple fields simultaneously and
by using a variety of search operators

e Saved searches: If you are conducting an advanced search, you can click the “Save Search Criteria” link to
name and save the specifics of your search for easy recall rather than having to continually enter the
information each time

BASIC SEARCHES

Basic searches ask for just one simple reference to look up and search for your information. You will often have
choices of more than one reference type. The “Search by” drop-down list will default to a reference (See example on
Left below); but, the drop box provides more options by clicking on the arrow (See example on Right below). Enter
your “key word(s)” then, Click the “Search” button for the results of your search.

Empioyee Profile (Edit) Employee Profile (Edit)

Enter anry information you have and click Search. Leave fieids biank for 3 list ¢ Ente

) i AAA M = ~
t &l i A 2 Add a New Value
BN N e [ SETINP

187 any information you have and click Search. Leave fields dlank for

a

Limil $he number

Limit the number of results 10 (up 1o 300y 300

Searchby: E

Searchby: ¢

D ¥ begins with

N
b Last Name
2 name

Search  Agvanced Search Search

ADVANCED SEARCHES

e To get to the option to be able to select an “Advanced Search”, notice in the example(s) below
e you may first choose a “basic” search in order to present the option of an “advanced” search (See
example on the left)
e OR; adifferent view of the “basic” search will show the link “Advanced Search” next to the
“Search” button (See example on the right)
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Employee Profile (Edit)
Enter any informadon you have and click Search. Leave fields dlank for 3 list ¢
Find an Existing Value Add 3 New Value

Limit the number of results to (up to 300) |300
Search by: Employee D  begins with |

sow

Find an Exsting Value | AGd 3 New Valye

Notice that both the basic and advanced search pages include the “Limit the number of results zo.... ” field. This
field enables you to control the number of items returned in the search results, which lowers processing time in case
your search could yield large numbers of items.

Expense Transactions

Enter any information you have and click Search. Leave fields blank for a lis

Find an Existing Value [P ELCLAC T

Limit the number of results to (up to 300): |3EID
Search by: Run Control ID begins with |

Case Sensitive

Search _|A|:h.'an ced Search

Find an Existing Value | Add a Mew Value
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Limiting the Number of Rows to Return:

If the search retrieves more than the maximum number of the Search Results, it displays only the number of results
requested in the “Limit the number of results to...” setting.

When the search criteria would otherwise yield a greater number of results than the limit, the actual total number of
results appears in a message above the search results. You should narrow your search in another way if you cannot
retrieve the data that you need on the first attempt.

Entering Search Criteria for Advanced Searches
When specifying search criteria, you can enter a full or partial value for any key field. (REMEMBER: the more
criteria that is entered, the narrower the search becomes). Based on what you enter, the system:
[ ]
e queries the search record,
e presents a list of possible matches
e or, ifthere is only one match, displays the page that you requested
*  You can use an operator for more than one field to make your search even more specific. “Advanced
Searches” provide you with multiple opportunities to refine your searches. By clicking on the drop down
arrows, these choices present themselves.

Expense Report

Enter any information you have and click Search. Leave fields blank for a list of 3ll values

Add a New Value

Limit the number of results to (up to 300): 1300
Report ID: beginswith +»
Report Description: dagins with »

Name:
Empl 1D: <
Report Status: v
Creation Date: "
Case Sensitive ':O’ o
Search  Cle:> i G Save Search Criteria
betwean
in

Find an Existing Value | Add 3 New Value

e By clicking the drop-down arrow,
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The operands appear
Select the one you’d like to use

Click the “Search” button

The criteria you are seeking will appear under the “Search Results”
You may also click the “Clear” button to clear any of the criteria you selected and begin anew

Associate Vice President and Comptroller's Office

In the blank field box next to the operand, enter the information you are seeking
You may use as many fields as you wish to narrow your search

By NOT selecting any operands or data to narrow your search, results will populate with maximum data

Expense Report

Enter any information you have and dick Search Leave fields blank for 3 kst of all values.

Find an Existing Value  JRLCLEYICTANTT

Limit the number of results o (up to 300). (300

Use Saved Search: ».

Report ID: begins with v

Report Description: begins with » resulted.

Name: begins with

Empl 1D: vegins with v Q

Report Status: = v v

Creation Date: = v i)

I Case Sensitive

Search Clear. |Basic Search [#° Save Search Critedia Dalete Saved Search
Search Results
Mﬁl First [§] 1820182 Last
Empll0 Report Status Creation Date

EQODO%"?WR& b,JiﬁLﬂuﬂmn._me 1035407 Pending 12042012

0000004432 HD AAC Evalyations Branch Krista 2333794 Panging 1210472012

0000004431 HD- AAC Evaluation Trip lacona Leslay Mare 2451408 Panging 1200422012

0000004368 Priscila to Las Vegas Mills Priscila 1184172 Pending 120032012
4 Migs in FLG 11/13-18 RicksonBrefl G 1180930 Pending 120032012

0000004261 F T 0 P_PugliesiKaren 1085277 Pending 11282012

0000004188 Cl fine -Buck S iy Alex 3144831 Pending 112772012

0000004179 Viila - Attend SACH of Vilia Francisco A 1497155 Pending 1 1

0000004177 Cotgaa - CCAS Conference Corona Rosa 11244357 Pending 1

0000004175 Corona - ULP Nov 201 Corona Rosa 1124457 Pending 1127

0000004174 N3 - Hotel ULP n Corona Rosa 1124457 Pending 11272012

0000004165 Latham 0t Latham James 2381275 Pending 112622012

0000004154 Baich CumcFaculty Senate Mt Balch Charles 2687286Pending 11262012

0000004152 Cordova - M Admin Prog Révew Cordovg Rosalicia 1778102 Penging 1172612012

0000004149 Wells - New EmployBenefit Wells Tara Lwnn 3224090 Pending 112602012

0000004147 Baich - BUS & CIS ATF Migs Balch Charles 2587286 Pending 1126/2012

0000004145 Gomez-Digrks PAM Relregt Digrks Ros3 1035107 Penging 117252012

0000004142 Mastin - HLC Conference Manin Bovce 1411077 Penging 112622012

0000004142 Pryst- HLC Confarence PrustRussell 2075928Pending 11262012

By not selecting any search criteria,
there will be a large response in
your “searchresults”. You will get
ALL records for that resource.
Notice in this example 82 records

L

/

In the below example, the same search was accessed only using criteria to narrow the search. Notice
only 6 items presented themselves under the “search results” snapshot.
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Expense Report

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value JRLCEEDCUAETE

Limit the number of results to (up to 300). 300

Use Saved Search: b
Report ID: begins with v |
Report Description: contains @:Conmence
Name: = v | By selecting search criteria, the
Empl ID: begins with v | Q searchwas narrowed and produced
only 6 records.
Report Status: = v -
Creation Date: cemeer@ 11/25/2012 o
and
(1173012012 )

| Case Sensitive

Search Clear- Basic Search (¥ Save Search Criteria  Delete Saved Search

Search Results

View All First [§] 13018 [§] Last
Report 1D  Report Oescription Name EmpliD Report Status Creation Date
0000004177 Corona - CCAS Conference Corona Ros3 1124457 Pending 1112772012
0000004261 FY13 Trvel WCET Conference KP Pugliesi Karen 1085277 Pending 11/28/2012
0000004156 Latham ABC Conference Latham James 2381275 Pending 1112612012
0000004140 Mangan - Altend HLC Conference Mangan Psater 1170382 Pending 11/26/2012
0000004144 Mantin - HLC Conference Martin Boyce 1411077 Pending 11/26/2012
0000004142 Prust - HLC Conferance PrustRussell 2975928 Pending 1172612012
SAVED SEARCHES

Saved searches are a valuable tool and can be used to:

e Search for information already configured so you don’t have to repeatedly enter your search criteria .
e Use as atool for your daily tasks.

e  See status of your documents.

Let’s use an example:

Your job requires you to produce an abundance of Requisitions for your department/program. You would like to
keep track of them “at a glance” and assure you know where they are at during any given time. Saved searches allow
you to make tracking them simple and a part of your morning or end-of-day tasks.

e Go to the screen normally associated with your task (in this example, notice the “breadcrumbs”)

Favortes  Man Menu > Purchasing » Requstions > Review Requistion Information > Document Status € “breadcrumbs”

e  Click “Basic Search” to simplify your options (See the menu on the right which will appear)
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—
Favorkes mm»wqaw>w>amwmm>mmm

Requisition Document Status
Requisition Document Status Ener any informadon you hav and chck Saaech Loave Sads bank e 3 Bst of allvaloes
Enter any information you have and dick Search Leave Sels blank for 3 list of all values

Find an Exsing Value Limet i rumber of reselts 8 (up 10 3301 1390

Searchby: Eusiness Ust ey

Limi the number of results 10 (up to 300) 1300
BusinessUnit = v NALBU

»

! S40  rocnced Sz
Requisition ID: begins with |
Requisition Status: = v 24
Requisition Date: = v W TP e ——— [
Origin: begins with v | Q arroes .
Requester: bagins with v | Q Description
. r | Crigin
Description: bagins with v ARequester
" |Requisitton Date
LJCase Sensitive |Requisition 1D
Requisition Status |

< Requisition Sta
Search - Clear | g3sic seaven FEmrreTTITTIT > "‘L

Click “Advanced Search” to return to the screen with more options to narrow your search
If you were to click “Search” prior to designating any search criteria, a list of all values would appear

Favorres  Man Menu > Purchasng > Requistons > Review Requistion Information > Document Status

Requisition Document Status

Enter any information you have and click Sc.:rchILem fields tlank for a kst of all vglues I

Find an Existiog Vakue

Limit the number of results 1o (up to 300y 300

Business Unit: LI 4 INALBU @,

Requisition 10z begins with v |

Requisition Status: » - -

Requisition Date: = - W

Origin: vegins with ~ | @ If you were to click the “search”
Requester: begins with « @ bution and leave the search fields
Descnption: begins with « | blank, how many values would you
i case Sensitve retrieve?

«Clear. |Basic Search B Save Search Cotena

Search Results

Only the first 300 resuits € possivie 5388 can be aispiayed —)

DNAVEL 10090156891 Pending 1200572012 QPT 1za8 Gifien Liltie

NAVSL 1000015890 Appeoved 2050 EUR witd TacWengy Je;
NAUGU 1000015889 Appeoved 1 QET mbi28  AdamsManssa
NAVUSGY 1000015888 Pending 120052¢ RET Qs Podzen Greichea Rowa
NAUBY Appeoved i) QPT  mpigd Adams Manssa

ALBY 015885 Pending 120002012 DT 1229 Giffen Lile S

NAUSL) 1000015883 Pending J2RNR032 DPT  20¢ QeonnoeShon
NANSL! 1000015884 Peoding JROI2012 RPI 13q@ Gifienliilie S

| nia)tes i 10AAN1ER8Y O 12MEPNeD BUis 29310 Thatenners Actianas
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In the next examples below, four “Advanced Searches” will be “saved” to track Requisition status: (PLEASE
NOTE: generic “Requestor ID’s” are being used in the examples. You would normally use your own “Requester

ID” to pull your own work)

1. Requisitions which are in open status (you 're still working on)
2. Requisitions which are in pending status (submitted for approval)

3. Requisitions which are in approved status (you’d now go to eProcurement to monitor status as a PO)

4. Requisitions which are in denied status (rejected by the approver)

Example 1: Tracking the “Open Status” Requisitions

e  Enter criteria which will pull all “Open Status” Requisitions for your Requester ID#

e  Save this search by
e  Clicking “Save Search Criteria”
e Giving the search a unique name
e  Clicking the “Save” button

e A confirmation note will pop up to confirm the save of your search

e Click the “Return to Advanced Search” Link to continue

Requisition Document Status

Enter any informabion you have and chck Search. Leave fields biank for a list of 38 values

Favorkes  Man Menu » Purchasng > Requstions > Review Requstion Information > Document Status

Limit the rumber of resuits % (up to 300): 300
Business Unit =V NALUBU 4,
Requisition I0: bagins wih v
Requisition Status: = v v
Requisition Date: = v
Origin: beginswih v
Requester: cotans v Q
Descriptioa: begins wih v

Case Sensitive

Cleat|Basic Soarch [ Save Search Criterla

Search Results
View A First @] 1:3e12 & Last

Bosness Unit Reguistion ID Reguisition States Fw,.v\m(m L‘ul‘

Requisition Document Status

Save Search As

Name the search and then click Save

Name of Search: J4yREQ-OpenStatus|

The saved search will contain these values

Business Unit: ] NAUBU
Requisition 10: begins with
Requisition Status: = Open
Requisition Date: =
Origin: begins with
Requester: contains smI296
Description: beging with

C fl Seve | Retum to Agvanced Search

Example 2: Tracking the “Pending Status” Requisitions

Save Search As

Sdarch saved as MyREQ-OpenStatus

Return 10 Advanced Search

o  Enter criteria which will pull all “Pending Status” Requisitions for your Requester ID#

e  Save this search by
e Clicking “Save Search Criteria”
e Giving the search a unique name
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e  Clicking the “Save” button

e A confirmation note will pop up to confirm the save of your search
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e  (lick the “Return to Advanced Search” Link to continue

Example 3: Tracking the “Approved Status” Requisitions

BusinessUnit = v NAUBU Q
. Save Search As
Requisition iD: begins with v
Requisitioa Status: = v | Pendng Approval v
Requisition Date: = v ) Name the search and then click Save
Origin: beging with v Q
Requester: contang a Name of Search: [B.I)REOPencmgStaxuq
Oescription: DeS e Y The saved search will contain these values.
|Case Sensitive
: Business Unit: = NAUBU
i Search 9 83, o )
R —Search | Clears-Basic Search 7 S Requisition ID:  begins with
:q Requisition Status: = Pending Approval
Search Resuits _— -
Requisition Date: =
ieadicdli o - - Al ] Origin: begins with
wmww M‘m&uﬂw Requester: contains  gsrd
NAUSY 1000015388 Pending 120072012 DPT gsrd B 3 o )
NAUSU 1000015882 Pending ) 2 DPT gsed Povsen Gretchen RO Description: begins with
NALSL 1000015831 Pending PFT qsed Povisen Grolchen Rowe
NAUSY 1000015880 Panding DPT gsed Povisen Greichen Rows
NALERY 1000015879 Pending 12052012 PT gsed Pousen Gralchen Rows —
NAUSY 1000013212 Panding 101112012 DPT gsed Posen Gratchen Rowe l‘n') Save IE&M’.‘.&Q.&.ME&Q.S&Q’S&
NAUSU 1000010044 Panding 05082012 PUR ggrd Povigen Greichen Rowe
- -

Save Search As

Searchjsaved as MyREQ-PendingStatus

Return to Advanced Snarrr!

e  Enter criteria which will pull all “Approved Status” Requisitions for your Requester 1D#

e  Save this search by
e Clicking “Save Search Criteria”
e Giving the search a unique name
o  Clicking the “Save” button

A confirmation note will pop up to confirm the save of your search

Click the “Return to Advanced Search” Link to continue
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BusinessUnit = v NALBU Q

R rerrre Save Search As

in s =+ -

Requisition Date: = v ) Name the search and then click Save

Origin: begins with v Q

5 - I ¥

Requester: coetains 'M aQ Name of Search: [MyREQ-ApprovedStatus |

Descripton: degnswiln v The saved search will contain these values:

" Case Sensitive

Business Unit: = NAUBU
[ Search I Clear« Basic Search 7 Save Search Crtedia Dslets Saved Sear Requisition 1D: begins with
(e— Requisition Status: = Approved

Search Results Requisition Date: =

View A8 L2 Origin: begins with

Susiness Unit Reguisition IO Reguisition Status Reguisition Date Origis Requester Description Requester: contains smi296

NABU 1000015474 Aooroved 11292012 DPT smi29d  LauerSusan lan Description: begins with

NALSL 1000015468 Approved 11292012 DPT smizds LauerSusan Mary

NAUBY 1000014088 Approved 101477201 DPT smi295  Lausr Susan Man

NAUEL 1000013952 Approved 101872012 DPT smi295 Lauer Susan Mary

NALE 1000013807 ‘Approved 1011201 DPT smizds 6t Sysan Mary 5] Seve | Return to Advanced Search

NAUSU 1000013353 Approved 092772012  DPT smi295  Lauer Susan Mary

Save Search As

Searchsaved as MyREQ-ApprovedStatus

alum 1o Advanced Search

Example 4: Tracking the “Denied Status” Requisitions

e  Enter criteria which will pull all “Denied Status” Requisitions for your Requester ID#
e  Save this search by
e Clicking “Save Search Criteria”
e Giving the search a unique name
e  Clicking the “Save” button
e A confirmation note will pop up to confirm the save of your search
e  Click the “Return to Advanced Search” Link to continue
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BusinessUnt = v et Q
RequisiionD:  begins wih v [~
Requisition Status: = v
Requisition Date: = . 45
Origin: begins wih v ‘}
Requester: contains v |smi2e8 Q
Description: begins wilh v

7 Case Sensitive

Cléar Basic Search [3¥ Save Search Ortena_Da

No matching values were found

=

[SaVE'SEarcnAs

Name the search and then click Save.

Business Unit:
Requisition 1D:

Requisition Date:
Origin:
Requester:
Description:

/
—

Name of Search: |MYREQ-DeniedStaty

The saved search will contain these values:

begins with

Requisition Status: =

begins with
contains
begins with

@ Return to Advanced Search

Eventhoughtherewereno
Requisitions in “Denied Status”,
there may be in the future....a
“saved search” was still created for
this Requisition status any way.

Recalling Your Advanced “Saved Searches”

NAUBU

Denied

smi296

—

Save Search As

Retum 10 Advanced Search

Searcisaved 3s MyREQ-DeniedStatus

Now that four “Advanced Searches” have been saved” to track Requisition status, you may now pull them up
quickly as part of your daily tasks. Once you have logged onto PeopleSoft and are at the “Main Menu™:

Your “Saved Searches” will appear

Select the search you would like to review (it will display current data)

Go to the screen normally associated with your task (in this example, notice the “breadcrumbs”)
For the field “Use Saved Search”, click on the drop down arrow
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Favortes - Main Menu > Purchasing > Requstions > Review Regustion Information > Document Status

Requisition Document Status

Enter any information you have and dlick Search. Leave fields blank for a list of all valuss.

Find an Exsting Value

Limitthe number of results to (upto 300} 1300

Use Saved Search: @

BusinessUnitt = v sy 0 Q
RequisitioniD: ~ begins with v [
Requisition Status: = v v
Requisition Date: = vy [ R

Origin: begins with v | Q
Requester: begins with v Q

Description: begins with v '
Icase Sensitive

Search I Clear|Basic Search ¥ Save Search Crteria Delete Saved Search

Review the training documentation “Favorites”

v

Use Saved Search:

MyREQ-ApprovedStatus
MyREQ-DeniedStatus
MyREQ-OpenStatus
MyREQ-PendingStatus _

If you saved your “Document Status” pagelet to “My Favorites” you could just click on that favorite rather

than have to follow your “breadcrumbs)




NA NORTHERN ARIZONA
UNIVERSITY

Associate Vice President and Comptroller's Office

Add to Favorites

Please Enter a Unique Description for this Favorite
*Description  [MyReqStatus

| ok || cancel |

e  The next time you login to PeopleSoft Financials you would go to your “Favorites”
e  Click on your “MyReqStatus” favorite
e You would automatically be taken to your saved searches for the status of your Requisition Documents

g\"t.‘.uﬂ\-(.-v-n Gl ....,nﬂ..__....
I

My Favorites

@’ Add to Favorites
[« Edz Favortes
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e  For the field “Use Saved Search”, click on the drop down arrow
e  Your “Saved Searches” will appear
e  Select the search you would like to review (it will display current data)
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Favo'r(as Manyenu > Puvdlamg > Reougmns p) Reviewkew@nhfwnmn > Document Status

Requisition Document Status

Enter any information you have and click Search. Leave fields blank for a list of al values

Find an Existing Value

Limit the number of results to (up to 300) 307

Use Saved Search:

Use Saved Search: I

BusinessUnit = v ausu Q
Requisition 10: begins with v | B
Requisition Status: = v v
Requisition Date: = T w

Origin: begins with v | @,
Requester: beqmé with v | a
Description: begins with v [ ]

I Case Sensitive

Search . |..Clear- |Basic Search [ Save Search Criteria  Dalete Saved Search

Editing Your Advanced “Saved Searches”

Call up the “Saved Search” you wish to edit
Make the necessary changes to the criteria
Click on “Save Search Criteria”

Click “Save”

Find an Existing Value

Limit the number of results to (up to 300); [300
Use Saved Search: MyREQ-ApprovedStatus v

Business Unit: = - [NAUBU @,
Requisition ID: begins with v | :
Requisition Status: = - Approved

Requisition Date: = - RC
Origin: begins with + | @
Requester: contains - {sml296 @
Description: begins with + |

[Tl case Sensitive
Search || Clear |pasic Search [EP Save Search Criteria

Search Results

View All
Buainess Unit Reauizition ID Bequisition Status Beauiaition Dale QOtinin Reaueater Descriotion
hAyBLl 1000015474 Approved 1122012 RET 2mi2as

NAUBL 1000015468 Approved i

NAUBL 1001772012
NADBL 1000013952 Approved 10/ 1 DPT
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MyREQ-ApprovedStatus
MyREQ-DeniedStatus
MyREQ-OpenStatus
MyREQ-PendingStatus

Ctatue:

Deleting Your Advanced
“Saved Searches”

Click on “Delete Saved Search”



