12.1 Release Upgrades — User Information

General availability — Noon on Sunday, March 25, 2012

1. Document Search was added with the 11.3 Release. In the 12.1 Release, History goes away and is
replaced with Document Search.

profile | logout W select Draft Cart or add Item to Cart

Search for ]

[ ettlement

2. Improvement to Simple Search — User can search on user name.

Search Al Documents Q > All Dates [=] 8ol sdvanced search

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

3. Improvement to Advanced Search — User can search on workflow step, amount, product flags, form
name and type, and dates.

I Waorkflow pE(
Current Workflow Step Department Approval « Add ancther workflow step
d Total Amount Is Less Than EI s0.00| h on dc
: contain a specific product flag. (e.g. Radioactive, Hazardous, Rec
n| Product Flags - Cortrolled substance | [ Energy Star st
e [ & Green I @ Hazardous material as
C r ; Rad Minor v @ Radicactive
| S pecuclad [ & cclect agert
Oy Ferm Name Catering 11
. j{ FormType Food Services m Add another form type 3
|
Date Accounting Date [w] all Dates =
|
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12.1 Release Upgrades — User Information

4. Post-Search Filters — User can perform post-search filters on search results.

Puny i e

Y PO9T2 A Stressgen 1/18/2012 6:25 PM 325890 Stacy Ryan *, Receipt-Required
a Bictechnologies 325851 No Matches
Corp. (Phil's 325892
supplier) more...
Last 30 days o~ Po971 Alltech 1/17/2012 9:49 PM 325700 Stacy Ryan Sent /2, Receipt-Required
Associates Inc. Fully Received
Department Fully Invoiced
Fully Matched
Accounting (21)
No Department (3) / P0970 1, Airgas, Inc. 1/17/2012 7:50 PM 325676 Stacy Ryan Sent *, Receipt-Required

Partially Received

Form Type Partially Invoiced

Spot Buy (1) Partially Matched

Supplier e on o) Chem Service 1/17/2012 6:16 PM 325612 Stacy Ryan Partially Received
uppl Te ' PO969 4 e, Fully Matched

Airgas, Inc. (1)

Alfa Aesar (1) v NVPO4112472 ), Nova Lab 1/17/2012 4:49 PM 325373 Brian Little No Matches

Alltech Associates Inc. (4) ) Supplies

Chem Service Inc. (5) v PO96S L Solutions Plus, 1/17/2012 4:46 PM 325630 Stacy Ryan No Matches

Chemglass Inc. (2) [more] - Inc.

Product Flags v P0O967 4 Chem Service 1/17/2012 4:46 PM 325630 Stacy Ryan Sent 1, Receipt-Required

= Ine. Fully Received

= Ene rgy Star (1) Fully Matched

A Green (3) with Returns

. With Cancelled Rec
¢ Hazardous material (3) !

& Rad Minor (1) v PO96E L Alltech 1/17/2012 4:46 PM 325630 Stacy Ryan /2, Receipt-Required
) ) - Associates Inc. Fully Received
Radioactive (1) No Matches
L v poges L Chem Service  1/11/2012 9:57 PM 324707 Stacy Ryan Fully Received
Brian Little (1) - Inc. Fully Matched

Erand Inbimm £1%

5. Next and Previous Links in Document Search — User can navigate to the next or the previous document
within the search results. User can also select the specific document number.
] Go to a specifica
Back to Results Link Next & Previous documents document

document
search

home/shop pprovals

1) Return to Search Results 4|5 of 1103 results | » Requisition Number | 325400 El R
Available Actions: | Add Comment (] Ga|

Add Non-Catalog Ttem ‘
Requisition PR Approvals PO Preview Comments Attachments History

Summary = Shipping Billing A ting Codes lier Info Taxes/S&H = 2
Hide header Hide value descriptions

General ? Shipping ? Billing ?
Status i pending edit | Ship To Bill To
PRValidationRaceiveAsyncSharad Contact Line 1 Approver Administrator Contact: Accounts Payable
G501Weston Plwy 6501 Weston Plwy

Cart Seurce  Manual San Diego Cary, NC NC 92101 27513 Cary, NC 27513
Submitted 1/16/2012 8:04 PM us us United States
Cart Name test email URL
Description R
. N I Delivery Options Credit Card Info

riority orma Expedite X Mo credit card has been assigned.
Deo_aﬂmen‘_ Pﬂ.}dud Managemem_ Ship Via UPS-Ground manage your cards...
B Unit S st Houston (S st

uginess Lini H;Il?sl::n) ouston (SciQue Req Delivery 1/16/2012
Original Approver Administratar Billing Options
Submitter Viewfedit by line item...| Accounting Date 1/31/2012 il

I Vetcm it | Pt e d A e d e P o' - & 1nne -
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6.

7.

12.1 Release Upgrades — User Information

Improvement to Saved Searches — Users can now organize saved searched into personal folders. Saved

searches can be shared with individual users, roles, or departments.

Personal & Shared
Searches

home/shop | fav urites | forms | carts |

shipment his

(+) expand al Weekly Saved Searches

saved searches

' Weekly Saved Searches

approvals

Saved Searches Tab

dogiment
search

total supplier |
management

more => =

Results per

= Personal page |20 (]

Total Favorites : 4 [+|Page1o0f1/>]

Favorite Po Searches edit | move/copy | delete r
All Requisitions 1 r
= Shared This is all requisitions I have access to edit | move/copy | déﬁa:e
Pending Approval
PO searches - Stacy Created - user acces given Pending Requisitons Last 30 days [  Scheduled Go | r
to Greg only edit | move/copy | delete
Requisition Searches
test top level shared folder This Week’s Completed PO's _Export | Scheduled Export| Go | D
edit | move/copy | delete
This Week's Pending PO's _Export| Scheduled Export| Go | r

edit | move/copy | delete

Improvements to Document Search Export — Exporting is available for an All Documents search (Screen

Export only).
Export Search

document
search
Showing 1 - 20 of 3152 results All Dates
Filtered By 4 Results per page (20 [+] Sort by: Best match [~] |4|Page/1 [+]of1s8[r]| 2
Type: All Docums Document Number Document Type Document Owner Document Date/Time Supplier Document Total
Date Range: All Dates v 119367 R Invoices Stacy Ryan 1/17/2012 7:58 PM Airgas, Inc. 736.00 USD
Save Search | Export Search | 30411 B, Receipts 1/17/2012 6:00 AM Airgas, Inc.
B Furchase Orders Stacy Ryan 1/17/2012 7:50 PM Airgas, Inc 4,000.00 USD
Refine Search Results 2 v’ POS70 R ' '
Type / 325676 o} Requisitions Stacy Ryan 1/17/2012 7:49 PM Airgas, Inc 4,000.00 USD
All Documents  [«] 39393 ) Receipts 1/17/2012 6:00 AM Chem Service Inc.
Date Range 39392 L\ Receipts 1/17/2012 6:00 AM Chem Service Inc.
All Dates = i
. v PO9EY LA Purchase Orders Stacy Ryan 1/17/2012 6:16 PM Chem Service Inc. 217.96 USD
Department Yo -
Accounting (183) /325612 -\ Requisitions Stacy Ryan 1/17/2012 6:14 PM Chem Service Inc. 217.96 USD
Chemistry (41) . . 00 A h .
No Department (2802) 39383 ) Receipts 1/17/2012 6:00 AM Chem Service Inc.
Product Management (65) 20382 B Receipts 1/17/2012 6:00 AM Chem Service Inc.
QA (26) [mere] N
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Schedule Exports — Users can schedule recurring extracts for weekly and monthly searches only.

home/shop | favorites approvals SEATCR

LT L NSl saved searches

search | sales invoice history |

My favorite searches

document

settlement

+) expand all (-) collapse all e e e 20 E]

= Personal
My favorite products

all documents in the last month

= Shared

Always Sunny in Philedelphia Invoices in the last Week

Monthly VWR spend

PR —— — document
favorites approvals ERrCR

home/shop

| shipment history

Total Favorites : 3

4« Pagelofl »

M&fcopv | delete ]

edit | move/copy | delete
edit | move/copy | delete

edit | move/copy | delete

settlement

Exports | Scheduled Exports
Scheduled Extracts
File Name Description Interval Last Run Date
Weekly_last weeks reqs_2-5-2012 last weeks regs Weekly NfA

Next Pick-up Date Expire Date Action

2/6/2012 1/31/2013 Delete

Contract Manager has been activated in production along with the 12.1 Release. If/when University
contracts are loaded, users will be able to search on them. The Contracts tab is visible from the drop

down on the menu bar.

Contracts Tab

favorites farms approvals

home/shop

settlement

Shop Everything -

Contracts Search

forms

search

|- Search For Contract

Contract Number
Contract Type -
Contract Keyword

Contract Status -
Supplier Name select Supplier
Supplier Class -

document search

settlement

advanced search

=

show quick search...
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