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Summary

Release 12.1 New Features

— History Tab will be removed
(Document Search replaces History Tab)

— Document Search Improvements



Cornell University

History Tab will be removed

Document Search replaces History Tab

Document Search was introduced with last release (11.3) on November 6, 2011. It was a
new and much faster way of performing your history searches.

With 12.1

The History Tab will be removed and Document Search Tab will now be used for
search functionality

All document types can be searched in Document Search

Document Search provides:
Two ways to search Simple Search and Advanced Search
Search for Documents through Quick Search
New flexible date range options for searching for documents
My purchase orders
Saving and re-running queries

View “Next and Previous” documents through search results 3
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Document Search Improvements

With the 12.1 release you will see the following improvements to Document Search
New Simple Search Options
Search by user name, first name, last name, or email address
My Purchase Orders
New Advanced Search Options
Dollar Amount — You can now select greater than, less than, or a specific dollar range within
which you want to search for documents.
Product Flags—This allows you to search for or filter your search on documents that contain a
specific product flag. (e.g. Radioactive, Hazardous, Recycled)
Quick Search
The ability to organize and save Document Searches
Users can create/manage personal folders for organizing their saved searches.

Improved navigation between documents “Next and Previous”



Improved Simple Search

You can now search by user name, first name, last name, or e-mail
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my p u rC hase O rde rs Keyword Document Number Document Type Document Owner Document Date/Time Supplier Document Total
mary flaherty v 499aa 1L Purchase Order Mary Lourdes Flaherty  1/3/2012 4:20 FM Office Max Contract 50.31 USD
Filtered By 26725604 B, Shopping Cart Mary Lourdes Flaherty — 1/3/2012 4:17 PM Office Max Contract 50.31 USD
Type: All Documents n a4 ’ \ah |
Date Range: All Dates / 47433 10 Purchase Order Mary Lourdes Flaherty 12/14/2011 4:57 PM Staples 58.24 USD
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h Purchase Order Mary Lourdes Flaherty 11/2/2011 1:51 PM Office Max Contract 51.92 USD
. v 35926 L
Supplier e
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Save and re-run searches
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Using Quick View

Cornell University Next and Previous

Users may quickly open a summary doc from a list by
clicking the “quick view” icon
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Using Quick View
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1 Brother TZ Series Labeler Tape, TZ231, Black on White, 1/2"W x 26.2'L+)- more 486803 EA 8.03 ZEA 16.06 USD
info..
2 / Dust Destroyer Duster 7oz., 4.-"Pac|-c+)- more info... 326197 FK 14.82 1 PK 14.82 USD
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{)— maore info... I
4 o StaplesRTM Invisible Tape, 1" Core, Clear, 3/4" x 1,296", 6/Pk {)— more infa... 483535 PK 3.76 3 PK 11.28 USD 10




j) Cornell University e-SHOP Help and Support

e-SHOP is supported by the Office for Supply Management Services

E-mail:
e-SHOP Assistance: e-SHOP@cornell.edu
General Procurement: cusms@cornell.edu

Office for Supply Management Services: 607-255-3804
Supply Management Help Line: 607-254-5300

Training information for e-SHOP is located at :
http://www.dfa.cornell.edu/supply/tools/training/eshoptraining.cfm

The Supply Management Services Main page is at:
http://www.dfa.cornell.edu/supply/

11


mailto:e-SHOP@cornell.edu
mailto:cusms@cornell.edu
http://www.dfa.cornell.edu/supply/tools/training/eshoptraining.cfm
http://www.dfa.cornell.edu/supply/tools/training/eshoptraining.cfm
http://www.dfa.cornell.edu/supply/
http://www.dfa.cornell.edu/supply/

	Slide Number 1
	Release 12.1 New Features
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11

