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Using Elasticsearch: Performing a Keyword Search for
eProcurement & Supplier Contracts data

PeopleSoft Search Framework functionality uses Elasticsearch, an open-source
search engine, to provide PeopleSoft users a way of performing searches both within
a specific category (module) or across all categories, based on the module(s)
enabled and user’s assigned security.

The Elasticsearch search option provides users expanded searchability for casting a
focused or broad search based on how individual agencies, colleges, and users input
meaningful data based on how they use the system. Search criteria could be a
known transaction id, a keyword that describes a transaction (ex. status, date, or
dollar amount), or word(s) known to be input in fields on a transaction (ex. item
description or requisition name). Once a search is performed, the result set can be
further modified by either specifying additional search criteria or applying filters.

Elasticsearch provides two search method options:

e Global Search (performed from the Homepage or enabled module pages), or
e Keyword Search (performed only from an enabled module page)

TGM modules eProcurement (Requisitions) and Supplier Contracts have this
functionality enabled. SAO Financials also enabled the Asset Management &
General Ledger modules. Therefore, a Global search can return transactional data
related to a search from one or more of these modules while Keyword Search results
will be limited to module-specific data based on where the search is initiated.

This Quick Reference Guide is intended, specifically, for providing guidance on how
to perform a Keyword Search for eProcurement Requisitions and Supplier Contracts
data.

Where a Keyword Search can be performed in TGM Modules.

The Keyword Search tab will appear on both pages (shown below):
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The Supplier Contracts > Contract Entry page:

Contract Entry

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

Eind an Existing Value Keyword Search Add a New Value

Note: Keyword Search will return results last updated 7 days ago (02/19/2023 7:36:15PM)
w Search Criteria

Keyword s| |

Basic Search Advanced Search

The eProcurement > Manage Requisitions page:

Manage Requisitions

Requisition Search Keyword Search
[- ] Search RequisitionTs:

Keyword Search Tips

Keyword Search will return results last updated 5 day ago (02/21/2023 10:24:34 AM)

Search Show Advanced Search

For purposes of this job aid, the eProcurement module is used, primarily, for
illustration purposes. However, keyword search functionality works the same in
eProcurement & Supplier Contracts modules.

2. | Navigate to Manage Requisitions page to perform a Keyword Search.

e Any navigation method can be used, for example, either through:

o Homepage > Procurement tile > Procurement WorkCenter > Manage
Requisitions link, or through the Navigator option

o ‘Navigator > Navigator v > eProcurement > Manage
Requisitions
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For purposes of this example, navigation through the Procurement tile was used.
Once on the Procurement WorkCenter, click the Manage Requisitions hyperlink.

Click on the Keyword Search tab located next to the Requisition Search tab.

£ Home Procurement WorkCenter

Procurement WorkCente £

Manage Requisitions

Mam Renams Cusrs:

@ Links el

= eProcurement

Budget Status had

Entered By a, PO ID

Dashboard

The Keyword Search page includes the following:

e A timeline for which your search should produce results (highlighted in
yellow, below). Indexing (updating) of search records will occur nightly to
ensure up-to-date data is returned by Global and Keyword searches.

o Keyword field for inputting search value(s) to be searched.

e Search Tips provides suggestions on how best to specify your search
keyword(s) based on information available to search with.

e Show Advanced Search is used to access pre-set search criteria options.

Screen shots of the Keyword Search page showing these options is provided, below.




_—

Team
Georgia

Marketplace Quick Reference Guide

Using Elasticsearch: Performing a Keyword Search for
eProcurement & Supplier Contracts data

Procurement WorkCenter

Manage Requisitions

| Requisition Search H Keyword Search |

» Search Requisitions

|Keyrwur|1I I Search Tips

Keyword Search will return results last updated 17 day ago (01/25/2023 10-45:39 PM).

Search iow Advanced Searcl

Search Tips

Help

Phrases: Use double quotes (", ") around words that make up a phrase (For
example: "year-end report”)

All Words: Use an ampersand (&) to specify that all words must appear in the
results. (For example: documents & reports)

Any Words: Use a pipe (|) to specify that any word must appear in the results. (For
example: 'year-end report' | report)

Partial Strings: Use an asterisk (*) to search for partial strings. (For example:
document* would return words beginning with document, such as documents,
documentary, documentation)

[Retum_]

Advanced Search Criteria options:

*Search Contains: (Al v ofthe following search fields entered:

Businessumi:[= V]|l Q
Business Unit Description:

Budget Status - NonPruraIed:| = v || il |

Budget Status - Prnrateﬂ:| = v H el |

Origin: | contains phrase a
Requester: a
Requester Name:
Requisition Date: E
Requisition 1D: [ contains phrase v |
Requisition Name:
Requisition Status:[= || -]
Buyers [comis prrse ) a
Buyer Name:
Category Code:
Category Description:
Categorv Description Shon:’m

Performing an ‘All Words’ keyword search for multiple search values.

This search example will combine the following values in the Keyword field for
searching on.

e First, enter all values you wish to search in the Keyword field, for this
example we will search: XCONTRACT & ANNGILLIO & 154
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e aterm (XCONTRACT) believed to exist on the Requisition we want to find
(ex. this value can exist anywhere on the Requisition, including the
Requisition Name field, line description, or in requisition comments)

e a Requester or userid ID believed to be associated with the requisition (ex.
actual Requester ID, user that entered req, or userid simply mentioned
anywhere in the req (ANNGILLIO)

¢ a specific Requisition Origin, either the actual origin for the req, the origin
number mentioned anywhere on the req, or just a number believed to be
included in the req you want to find (154)

e Click Search once all search values are entered in the Keyword field.

Manage Requisitions

Requisitien Search Keyword Search
Search Requisitions

I Keyword | XCONTRACT & ANNGILLIO & 154] Search Tips
Keyword Search will retum results last updated 6 day ago (02/21/2023 10:24:34 AM)
I Search I Show Advanced Search

6. | Viewing & Interpreting Keyword Search Results.

Search results are viewable directly from the Keyword search page and total results
can be determined by the number in parentheses next to the Business Unit ‘Filter by’
option:
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Manage Requisitions

EBequisition Search Keyword Search
Search Requisitions
Keyword [XCONTRACT & ANNGILLIO & 154 Search Tips
Keyword Search will return results last updated 6 day ago (02/21/2023 10:24:34 AM).
Search Show Advanced Search

Filter by

Requisitions (7

To view the lifespan and line items for a requisition, click the Expand friangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdowm list and click Go

Req ID Requisition Name BU Date Request State Budget Total
Requisition Date 0000043223 XCONTRACT 1S4AMEND 41400  11/21/2022 Approved Not Chid 0.00 Select Action

2022(13) Bra

0000043199 XCONTRACT 154 UGA 41400 1MA62022 Pending Mot Chkd 0.00 Seled! Adtion

Requester Name Meeti

Ann Gillio 404/895-6915 (13) 0000043165  XCONTRACT 154 Amend &V 41400  11/14/2022 Approved Not Chid 0.00 Select Adion
Budget Checking Header Status 0000042354  XGONTRACT 154 Amen 41400  08/23/2022 Approved Not Chk'd 0.00 Select Action]

Not Budget Checked (10) Bood

Valid (3} 0000042258  XCONTRACT 154 Renew 41400 08/16/2022 Approved Nof Ghk'd 000 Select Action)

MGS...

Supplier Name i

ee 0000041379 XCONTRACT 014 Renew- 41400 05092022 Complete Valid 85.000.01 Select Action

CORAL HOSPITALITY GALLC el

2) oot
GOODWILLINDUSTRI (2) 0000041196  XCONTRACT 154 Great 41400 041262022 Approved Mok Chk'd 0.00 Select Action)
W (2 e
UNIVERSITY OF GEORGIA (2) o e
CLASSIC CENTER AUTHORITY 0000041156  XCONTRACT 154 Miitary 41400  04/21/2022 Partially Received  Valid 35,300.00 Select Action
) COX ENTERPRISES NG (1) 0000041034  XCONTRACT 154 OAC 41400 04/1372022 Approved Mot Chk'd 0.00 Select Action]
s ) GOODW...
Mors. 0000040922  XCONTRACT 162 AJC 41400 04/07/2022 Approved Validl 107.88 Select Action]
Subsc.
Requisition Status - -
q, pproved (11) 0000040765 XCONTRACT 154 Renewal 41400  03/24/2022 Approved Mok Chk'd 0.00 Select Action)
Complete (1) - S
Pending Approval (1) 0000040525 XCONTRACT 154 renewal 41400 0310212022 Approved Not Chk'd 0.00 Select Action
(1 5

0000040061  XCONTRACT 154 Classic 41400 01132022 Approved Mot Chi'd 0.00 Select Action]

Go

Go

Go

Go

Go

Go

Go

Go

7. | How to Apply Filters on search results.
Further refinement of keyword search results can be performed by either:

e specifying additional criteria using specific search fields in the ‘Show
Advanced Search’, or

e applying one or more filters available in the ‘Filter by’ section

*Note that transaction count (based on the total result set) applicable to each filter
appears in parentheses next to each filter, below.
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Manage Requisitions
Requisition Search Keyword Search
Search Requisitions
Keyword [XCONTRACT & ANNGILLIO & 154 Search Tips
Keyword Search will return resulls last updated 6 day ago (02/21/2023 10:24:34 AM).
Search Show Advanced Search
Filter by ==
Requisitions (7
Business Unit To view the lifespan and line items for a requisition, click the Expand friangle icon
41400 (13) To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Req D Requisition Name BU Date Request State Budget Total
Requisition Date 0000043223 XCONTRACT 154AMEND 41400 11212022 Approved Not Chkd 0.00 Go
2022 (13) Era
0000043199  XCONTRACT 154 UGA 41400 11/16/2022 Pending Not Chi'd 0.00 Go
Requester Name Meefi...
Ann Gillio 404/895-6315 (13) 0000043165 XCONTRACT 154 Amend AV 41400  11/1412022 Approved Not Chicd 0.00 Go
Budpet Checking Header Status 0000042354  XCONTRACT 154 Amen 41400 08/23/2022 Approved Not Chkd 0.00 Go
Not Budget Checked (10} Good...
e
Valid (3) 0000042258  XCONTRACT 154 Renew 41400 08/16/2022 Approved Mot Chik'd 0.00 Go
MGS...
supplier Name 7 m
..... 37 XC ACT( - 109/20; \ Select Action] i
CORAL HOSPITALITY GA LG 0000041378 XCONTRACTO14Renew- 41400 05192022 Gompiete valid 85,000.01 A Go
2 :
& XCONTI & 1251 ppron :
GOGDWILL INDUSTRL (2) 0000041196 XCONTRAGT 154 Great 41400 042612022 Approved Mot Ghikd ooo  [EeedAdion] ][ go
UNIVERSITY OF GEORGIA (2 —
CLASSIC CENTER AUTHORITY 0000041156 XGONTRACT 154 Miltary 41400  04121/2022 Partially Received  Valid 36,500.00 Go
i 0000041034  XCONTRACT 154 DAC 41400 041132022 Approved Not Chkd 0.00 Go
COX ENTERPRISES INC (1) GOODW..
” m
vor 0000040922  XCONTRACT 162 AJC 41400  04/07/2022 Approved Walid 107.88 Select Action] v 6o
Subsc.
Requisition Status = =
a 0000040765  XCONTRACT 154 Renewal 41400  03/24/2022 Approved Not Chkd 0.00 Go
Approved (1) i
Cormpieie[(]}
..... 152 X A 1021 A \ ¢ 1,00 Select Action] w Go
Pending Approval {1} 0000040525 :gcomRnCT 154 renewal 41400 030212022 Approved Mot Chikd 0.00
0000040061 XCONTRACT 154 Classic 41400  01/13/2022 Approved Not Chkd 000 Go

For this example, two filters will be applied (one at a time) against the total
result set by clicking filter hyperlinks in the ‘Filter By’ section on the left-hand
side. The first filter applied will be:

e the ‘Budget Checking Header Status’ — Not Budget Checked (10)
Note that the total result set with this single filter applied now only shows:

e (10) for the Business Unit

o the ‘Budget Checking Header Status’ is no longer an active link since it's been
applied as a filter, and

o the ‘Not Budget checked filter appears at the top of the search results to
indicate this status filter is already applied to the result set ...
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Manage Requisitions

BRequisition Search Keyword Search
Search Requisitions

Keyword | XCONTRACT & ANNGILLIO & 154 Search Tips
Keyword Search will return resulis last updated 6 day ago (02/21/2023 10:24:34 AM).
Search Show Advanced Search
Not Budget Checked | Clear ail Fitters
Filter by o
Requisitions
Buginess Unit To view the lifespan and line items for a requisition, click the Expand triangle icon.
41400 (10) To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go
Req D Requisition Hame BU Date Request State Budget
Requisition Date 0000043223 XCONTRACT 154 AMEND 41400  11/21/2022 Approved Mot Chkd
2022 {(10) Bra
0000043193 HCONTRACT 154 UGA 41400 1/M16/2022 Pending Mot Chk'd
Requester Name Meeti .
A illi {205 10y
Ann Gillio 404/895-6915 (10) 0000043165 XCONTRACT 154 Amend AV 41400  11/14/2022 Approved Mot Ghicd
Budget Checking Header Statu
— Al i e'r § i 0000042354  XCONTRACT 154 Amen 41400 08/23/2022 Approved Mot Chk'd
Mot Budget Checked (10} Good...

e Now, to apply the second ‘Requisition Status’ — Pending Approval (1) filter,
simply click the ‘Pending Approval (1) link:
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Manage Requisitions

Requisition Search Keywiord Search
Search Requisitions

Keyword XCONTRACT & ANNGILLIO & 154 Search Tips
Keyword Search will refurn results last updated 6 day age (02/21/2023 10:24:34 AM).
Search Show Advanced Search
Not Budget Checked B | ciear an Fiters
Filter by —
Requisitions
Business Unit To view Ihe lifespan and line items for a requisition, click the Expand Iriangle icon
41400 (10) To edit or perform another action on 2 requisilion, make a selection from the Action dropdovm list and click Go
ReqID Requisition Name BU Date Request State Budget Total
Requisition Date 0000043223 XCONTRACT 154 AMEND 41400  11/21/2022 Approved Mot Chk'd 0.00 Select Action Go
2022{10) Bra.
0000043199 XCONTRACT 154 UGA 41400 11M6/2022 Pending Mot Chi'd 0.00 Select Action Go
Requester Name Meei
A /8956915 (10 - A
i Gille 4D4/E95-6315 (10) 0000043165 XCONTRACT 154 Amend AV 41400 1111412022 Approved Mot Chi'd 0.00 Select Action Go
Budget Checking Header Stas A
udgst Lhecking Header Status 0000042354  XCONTRACT 154 Amen 41400 0812312022 Approved Mot Chi'd 0.00 Select Action Go
Not Budget Checked (10) Good...
0000042258  XCONTRACT 154 Renew 41400  08/1672022 Approved Mot Chid 0.00 Select Action Go
Supplier Name s

CORAL HOSPITALITY GA LLC

2 0000041186 XCONTRACT 154 Great 41400 04i26/2022 Approved Mot Chk'd 0.00 Select Action) Go
GOODWILL INDUSTRI(2) e _
UNIVERSITY OF GEORGIA (2) 0000041034 XCONTRACT 154 OAC 41400 041132022 Approved Mot Chi'd 0.00 Select Action Go
CLASSIC GENTER AUTHORITY GOODI... _
) 0000040765 XCONTRACT 154 Renewal 41400  03(24/2022 Approved Mot Chi'd 0.00 Select Action Go
GREAT WOLF RESORTS INC =
™) 0000040525 XCONTRACT 154 renewal 41400  03/02/2022 Approved Mot Chk'd 0.00 Select Action] Go
Wore >
0000040061 XCONTRACT 154 Classic 41400 01/13/2022 Approved Mot Chicd 0.00 Select Action] Go
Requisition Status '”
Approved (9)
I Pending Approval (1) I Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

Note that the total result set with both filters applied now reflects only the 1 Req
applicable to both filters and:

e Both filters applied now appear at the top of the results
e Both filters applied no longer appear as active hyperlinks once applied

Manage Requisitions

Requisition Search Keyword Search
Search Requisitions

Keyword | KCONTRAGT & ANNGILLIO & 154 Search Tips

Keyword Search will retum results |ast updated 6 day ago (02/21/2023 10-24:34 AM)

Search Show Advanced Search

Clear All Filters

| Not Budget Checked IZI Pending Approval E

Filter b
Y Requisitions 7

To view the lifespan and line flems for a requisition, click the Expand triangle icon
To edit or perform another action on a requisifion, make a selection from the Action dropdown list and click Go

ReqID Requisition Name BU Date Request State Budget Total
Requisition Date 0000043139 XCONTRACT 154 UGA 41400 1171612022 Pending Not Chid 0.00 Go
2022 (1)
(1 Meeti
Requester Name
Ann Gillio 404/895-6915 (1)
Budget Checking Header Status Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report

Not Budget Checked (1)

Supplier Name
UNIVERSITY OF GEORGIA (1)

Requisition Status
Pending Approval (1)
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8. | Removing Active Filters to restore original search results.
For this example, only the ‘Pending Approval’ filter was removed which expanded the
result set to include all (10) transactions having a ‘Not Budget Checked’ status.

¢ Individual filters can be removed by clicking the L_I next to each filter, or
e Allfilters can be removed, simultaneously, by clicking the L= | |ink.

Just as application of a filter will reduce results, removal of filters expands results,
thereby restoring results visible prior to application of a filter. Once all filters are
removed, the original/full result set is restored.

9. | Removing Filters:
For this example, only the ‘Pending Approval’ filter was removed which expanded the
result set to include all (10) transactions having a ‘Not Budget Checked’ status.

¢ Individual filters can be removed by clicking the L_I next to each filter, or
e Allfilters can be removed, simultaneously, by clicking the L2270 | fink.

Manage Requisitions

Requisition Search Keyword Search
Search Requisitions
Keyword | XCONTRACT & ANNGILLIO & 154 Search Tips

Keyword Search will return results last updated 6 day ago (02/21/2023 10:24:34 AM).

Search Show Advanced Search

Not BuclgetCheckedE Pending ApprovalH [ clear a1 Fitters

Filter b
v Requisitions

Just as application of filters reduce results, removal of filters will expand results,
thereby restoring original results visible prior to application of a filter. Once all filters
are removed, the original/full result set is restored.
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IHo!HudgetCheched El] Clear A F-ne'sl
Filter by e
Raquisitions 7
Business Unit
41400 (10
1al
Requisition Date ¥ = | Ga
ot Chic'd 0.00 » Ga
Requester Name
Ann Gillo 0MBE5-8815 (10) ) pananciiar  wAALEEL AT GRS A ety aiinn gmidmass o aoos e 0.00 V][ Ga
Budget Checking Header Stabu e 0.60 - Go
MNof Budged Checked (101
0.00 ol Ga
Supplier Name
CORAL HOSPITALITY GALLG 45 Vi
G
GlA (2 0.00 s Go
HORITY
1 d 0.00 il Ga
GREAT WOLF RESORTS INC <
1 0.00 [ d Ga
More. = -
00000800681  XCONTRACT 154 Chassic 47400 011132022 Approved Wi Chic'd 0.0 Seled Action) o Ga
Requisition Siatus >
S_B_ ia— Create New Reguisiion Review Change Reguast Revigw Change Tratsng Manage Recsipts Redquisition Repet

10.

Refine a Keyword Search by changing, adding, or removing Keyword field
values used to search.

The ‘All Words’ search reflects a result set returned, containing 13 total rows for the

user assigned BU. This search can be modified by changing the values searched
within the ‘Keyword’ field.

For this example, | am removing the origin, 154, to cast a wider transaction search.

Manage Requisitions

Requisition Search Keyword Search
Search Requisitions

Keyword [XCONTRACT & ANNGILLIO & 154 Search Tips

Keyword Search will return results last updated 18 day ago (01/25/2023 10:45:39 PM)

Search Show Advanced Search
Filter by o
Requisitions (7
Business Unit To view the lifespan and line items for a requisition, click the Expand triangle icon.
41400 (13) To edit or perform ancther action on a reguisition, make a selection from the Action dropdown list and click Go.
Req ID Requisition Name BU Date Request State Budget
Requisition Date 0000043223 XCONTRACT 154 AMEND 41400  11/21/2022 Approved Not Chk'd
2022 (13) Bra...

Removing the ‘154’ value and re-searching increased the result count returned to (20):
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Manage Requisitions

Reaquisition Search Keyword Search

Search Requisitions

Keyword XCONTRACT & ANNGILLIO & Search Tips

Keyword Search wil galuocesulic lact updatad 18 day ago (01/25/2023 10:45:39 PM)

Search Show Advanced Search
Filter b
Y Requisitions (7
Business Unit To view the lifespan and line items for a requisition, click the Expand triangle icon
41400 (20) To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Req ID Requisition Name BU Date Request State Budget Total
Requisition Date 0000043223  XCONTRACT 154 AMEND 41400  11/21/2022 Approved Not Chicd 0.00
2022 (20) Bra...

11.

Keyword Search results can also be refined by using the ‘Advanced Search
Criteria’ option instead of using ‘Filter by’ options.

Please note that this method is recommended when additional search criteria such
as dates or statuses are necessary.
Manage Requisitions

Bequisition Search Keyword Search
Search Requisitions
Keyword [XCONTRACT & ANNGILLIO & Search Tips

Keyword Search wil saluocasal: Lupdatad 18 day ago (01/25/2023 10:45:39 PM)

Search | Show Advanced Search |

Filter b
Y Requisitions (7
Business Unit To view the lifespan and line itams for a requisition, click the Expand triangle icon.
41400 (20) To edit or perform anocther action on a requisition, make a selection from the Action dropdown list and click Go.
Req ID Requisition Name BU Date Request State Budget Total
Requisition Date 0000043223  XCONTRACT 154 AMEND 41400 11/21/2022  Approved Not Chi'd 0.00
2022 (20) Bra..

12.

Define additional search criteria as needed to expand or narrow search results.
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Keyword XCONTRACT & ANNGILLIO &

BusinessUnit: = v][41400
Business Unit Description:

Keyword Search will return results last updated 18 day ago (01/25/2023 10:45:39 PM)

*Search Contains: of the following search fields entered:

Budget Status - NonProrated:‘ = h ||

Budget Status - Prorated: [ = v]|

origin:
Requester:
Requester Name:

Requisition Date: 6/30/2022
Requisition 1D:
Requisition Name:

a

Requisition Status: \:I | Approved

v]

S

13.

Review updated result set returned based on newly added criteria.
Result set was reduced by applying the new criteria to narrow transaction results

down to (10).

Depending upon the criteria changed, total result rows will increase or decrease. A
result set can be filtered at any time.

Requisition Status
Approved (10)

Search 1 Clear Hide Advanced Search +
Filter by R
Requisitions (7
Business Unit To view the lifespan and line items for a requisition, click the Expand triangle icon.
41400 (10) To edit or perform another action on a requisition, make a selection from Action dropdown list and click Go.
Req ID Requisition Name BU Date Request State Budget
Requisition Date 0000041630  XCONTRACT 011 Hearing 41400 | 052772022 [Partially Received Valid
2022 (10) Q.
0000041385 XCONTRACT 014 Voices of.. 41400 | 05/09/2022 [Partially Received Valid
Requester Name
Ann Gillio 404/895-6915 (7) 0000041196 XCONTRACT 154 Great 41400 | 04/26/2022 fApproved Not Chk'd
Deborah Stephens ..(1) Wol.
Geraldine Price 4..(1) 0000041156  XCONTRACT 154 Military .. 41400 04/21/2022 JPartially Received Valid
William Cardoza 4.(1)
0000041034  XCONTRACT 154 QAC 41400 04/13/2022 fApproved Not Chicd
GOODW.
Budget Checking Header Status
Mot Budget Checked (5) 0000040922 XCONTRACT 162 AJC 41400 04/07/2022 fApproved Valid
o Subsc
Valid (5) ube
0000040765  XCONTRACT 154 Renewal 41400 | 03/2472022 fApproved Not Chicd
Supplier Name ©
COX ENTERPRISES INC (2) 0000040525 XCONTRACT 154renewal 41400 | 03/02/2022 JApproved Not Chid
ALLEN.GENNAKNOLLE (1) 2
CLASSIC CENTER AUTHORITY 0000040329  XCONTRACT D12 AJC 41400 | 02082022 |PO(s) Dispatched Valid
Subsc...
(1)
CORAL HOSPITALITY GALLC 0000040061 XCONTRACT 154 Classic 41400 01/13/2022 jApproved Not Chi’d
4 C.
(1)
GOQDWILL INDUSTRIL.(1)
More Create New Requisition Review Change Request Review Change Tracking

Total
200,000.00

1,611,720.01

0.00

36,800.00

15548

Manage Receipts

[Select Action]

[Select Action] 4
[Select Action] ~
[Select Action] ~
[Select Action] ~

Requisition Report

Go

Go

Go

Go

Go

Go

14.

How to view additional transaction details by drilling down on specific

transaction results.
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There are multiple options for viewing additional transaction detail or taking action on
a requisition. The results page works much like the Manage Requisitions >
Requisition Search tab. To drill down on a Requisition transaction, either:

e Using the ‘Expand’ icon next to the Requisition ID to view the Req Lifecycle and other

transaction documents associated with the requisition, or

e Clicking on the Requisition ID link to be taken to the Requisition Details page which
also provides info on any contract linked to the requisition, or

e Use the ‘Go To’ menu is also an option if you wish to take action on the req

Vanage Requisiions

Requisition Search Keyword Search
Search Requisitions

Keyword | XCOMTRACT & ANNGILLIO & 154 Search Tips

Keyword Search will refurn resulis last updated 6 day ago (02/21/2023 10:24:34 AM).

Search

Filter by

Business Unit
41400 (11}

Show Advanced Search

approved 2 | Clear Al Fiters
Requisitions

To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Acfion dropdown list and click Go

Requisition Date
2022 (1)

Requester Name
Ann Gillio 404/895-6%15 (11)

Budget Checking Header Status
Mot Budget Checked (9)
Walid (2)

Supplier Name
CORAL HOSPITALITY GALLC

GOODWILL INDUSTRI (2}
CLASSIC CENTER AUTHORITY

COX EMTERPRISES INC (1)
GREAT WOLF RESORTS INC

More

Requisition Status
Approved (11)

ReqID Requisition Name BU Date Request State Budget Total
0000043223  XCONTRACT 154 AMEND 41400  11/21/2022 Approved Not Chk'd 0.00 Select Action] ¥ Go
Era...
0000043165 XCONTRACT 154 Amend AV 41400  11/14/2022 Approved ot Chkd 0.00 Select Action] vl Go
0000042354  XCOMTRAGT 154 Amen 41400 08/23/2022 Approved Mot Chied 0.00 [Select Action] vl Go
Good.
0000042255 XCONTRACT 154 Renew 41400 2 Approved Not Chi’d 0.00 [Select Aclion] vl 6co
MGS
0000041196  XKCONTRACT 154 Great 41400 04/26/2022 Approved Not Chicd 0.00 [Select Aclion] vl Go
Wol
0000041156] XCONTRAGT 154 Military 41400  04721/2022 Partially Received  Valid 36,300.00 Select Action vl Go
Requester Ann Gillio 404/895-6915 Entered By Ann Gillio 404/895-6915 Priority Medium
000 Usn
=) =l & 7 o [l 3
= = o QS?J(' = )
Requisition Approvals Avents Furehaze Cnange Rzcsivin Fatums Inveies Payment
tequis pRrovals venory Orders Request =oeiving s = yment
Request Lifespan:
Line Information Personalize | Find | (| [ First (4) 10f1 (k) Last
. ePro Special . . i i §
Line Roquast o MOA for Military Mentors Partially Received 1 Price Quantity UOM  Supplier
1 = MOA for Military Mentors Partially Received 36,500.00000 USD 1.0000 LOT OFFICE OF PLANNING &

BUDGET

Important: When drilling down on a Requisition transaction, currently, to return to
your search result set for further analysis, filtering, or drilling down on other

transactions, use the browser ‘Back’ < button. Typically, use of this action is not
recommended, however, it has been found to be the most efficient way to return to
keyword search results.
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15.

Additional Keyword Search Tips:

e Amount values and datescan be input in the keyword search field — do not use $

Manage Requisitions

Requisition Search Keyword Search
Search Requisitions

Keyword |71.88 Search Tips

Keyword Search will refurn results last updated 6 day ago (02/21/2023 10:24:34 AM).

Search Show Advanced Search
Filter by -
Requisitions
Business Unit To view the lifespan and line items for a requisition, click the Expand triangle icon.
46700 (8) To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go
42000 (3) Req ID Requisition Name BU Date Request State Budget Total
46600 (3) 0000014164 0000014164 47500 0171372023 Pending valid 71.88
43400 (3)
46100 (2) 0000000458  USA Today Digital Sub Year 92700 10/14/2022 Approved Walid 71.88
More
e Dates can be searched — suggest using dashes (not slashes)
Manage Requisitions
Requisition Search Keyword Search
Search Requisitions
Keyword |01-13-2023 Search Tips
Keyword Search will return results last updated 6 day ago (02/21/2023 10:24:34 AM)
Search Show Advanced Search
Filter b -
Y Requisitions
Business Unit To view the lifespan and line items for a requisition, click the Expand friangle icon.
45700 (1574) To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go
44100 {923) Req D Requisition Name BU Date Request State Budget Total
48100 (321) 0000192042  261-SWCM-Canon-1/13/2023 44100 01/13/2023 Open Mot Chi'd 14,518.90
47100 (449)
42700 (422) 0000149582 324 APPAT. GRIGSEY 45100 01M13/2023 PO(s) Created Valid 310.00
hore

e These and other special values can be defined as criteria for potentially more
accurate results by, first, performing a basic search to obtain a set of results,
then using the ‘Advanced Search’ options to specify amount and date criteria

in actual amount/date fields

16.

Sample keyword search in the Supplier Contracts module.
e Navigate to the Contract Entry page.
e Click on ‘Keyword Search’ tab or link as shown.
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¢ Note that the Keyword Search page defaults to the ‘Basic’ Search’ page.

Contract Entry

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

Find an Existing Value ‘ I Keyword Search Add a New Value

Note: Keyword Search will return results last updated 7 days ago (02/19/2023 T:36:15PM)
w Search Criteria

Keywords| %99999%SPD%

Advanced Search

Find an Existing Value Keyword Search | Add a New Value

e The ‘Advanced Search’ link can be selected to allow you to reveal many
fields to allow you to define additional search criteria.

Contract Entry

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

Find an Existing Value ‘ [ Keyword Search Add a New Value

Note: Keyword Search will return results last updated 7 days ago (02/19/2023 7:36:15PM)
* Search Criteria

Keywords %:99999%SPD%

Basic Searcll Advanced Search

Find an Existing Value Keyword Search | Add a New Value
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e On the Advanced Search page, scroll down to see all search fields
available, along with options for Clearing all search criteria defined in the
fields, returning to the ‘Basic Search’ page and the ‘Search’ action button.

Tip! After specifying Advanced Search criteria, clicking the ‘Basic Search’ link will
remove all criteria fields and, therefore, allow for easier viewing of your search
results.

Contract Entry

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

Find an Existing Value Keyword Search Add a New Value

Note: Keyword Search will return results last updated 7 days ago (02/19/2023 7:36:15PM)
w Search Criteria

Keywords %99999%SPD%

“SetlD | = v STATE Q
Contract ID | contains v
Contract Version | = b
Version Status | = w v

Punchout Pricing Option: contains i

[ Correct History

Keyword Only Basic Search

17.| How to View, Filter, and Drill Down on Supplier Contract results.

These actions are performed exactly as outlined in the steps, above, for
eProcurement Requisition keyword searches. However, please note that to access a
specific contract, you will need to click on the ‘SetID — STATE’ hyperlink.
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Contract Entry

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

Find an Existing Value Keyword Search Add a Mew Value

Note: Keyword Search will refurn resulis last updated 7 days ago (02/1%/2023 7:36:15PM)
 Search Criteria

Keywords %99999%3PD%

Search by: | SeflD v = STATE

Correct History

m Keyword Only Advanced Search

Search Resulls

Filter by
View as:
SetiD
View Al
STATE (916)
Contract Begin Date SetiD | Contract ID
2023 (3)
2022 (48) STATE| 42700-361-0000102070
2021 (148)
2020 (54) et
e i) STATE| 42700-361-0000102423
M
orE STATE| 42700-361-0000104189
Supplier N
upplier Hame STATE| 42700-361-0000105388

Contract Version

Version Status

1

1

1

1

Cument

Cument

Cument

Cument

Contract
Process
Option
General
General

General

General

Note: Keyword Search will return results last updated 7 days ago (02/19/2023 7:36:15PM)

Supplier Short Supplier
D

{blank)
{blank)
{blank)

{blank)

Name

IBEM-001

SHIINTERMNA-001

SHIINTERNA-001

SHIINTERMNA-001

Supplier Name

IEM CORPORATION
SHI INTERMATIONAL CORP
SHI INTERMATIONAL CORP

SHI INTERMATIONAL CORP

Important: To return to Supplier Contract results after drilling down on a specific
contract, unlike with requisitions, use the ‘Return to Search’ option button at the

bottom of the Contract Entry page.

|
EI Return to Search |

| Previous in List || Mext in List || Motify || Refresh |

18.

Congratulations! You have completed Using Elasticsearch - Keyword Search for

eProcurement and Supplier Contracts.




