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 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:  

• Global Search (performed from the Homepage or enabled module pages), or  
• 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. 

1.  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: 

 

The eProcurement > Manage Requisitions page: 

 

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. 

• 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   > eProcurement > Manage 
Requisitions 
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3.  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. 

 

4.  The Keyword Search page includes the following: 
• 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. 

• Keyword field for inputting search value(s) to be searched. 
• Search Tips provides suggestions on how best to specify your search 

keyword(s) based on information available to search with. 
• 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.  
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Advanced Search Criteria options: 

 

5.  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. 
 

• 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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• a term (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)  
 

• 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) 

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

 

 
 

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

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

• 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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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: 
 

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

• (10) for the Business Unit  
 

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

 
• 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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• Now, to apply the second ‘Requisition Status’ – Pending Approval (1) filter, 
simply click the ‘Pending Approval (1) link: 
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Note that the total result set with both filters applied now reflects only the 1 Req 
applicable to both filters and: 
 

• Both filters applied now appear at the top of the results 
• Both filters applied no longer appear as active hyperlinks once applied 
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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  next to each filter, or 
• All filters can be removed, simultaneously, by clicking the  link.   

 
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  next to each filter, or 
• All filters can be removed, simultaneously, by clicking the  link.   

 

 
 
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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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, I am removing the origin, 154, to cast a wider transaction search. 

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

 
12. Define additional search criteria as needed to expand or narrow search results. 
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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. 

 
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: 

• Using the ‘Expand’ icon next to the Requisition ID to view the Req Lifecycle and other 
transaction documents associated with the requisition, or 

• 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 

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

 
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: 
• Amount values and datescan be input in the keyword search field – do not use $ 

 
• Dates can be searched – suggest using dashes (not slashes) 

 
• 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. 

• Navigate to the Contract Entry page. 
• 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. 

 
• The ‘Advanced Search’ link can be selected to allow you to reveal many 

fields to allow you to define additional search criteria.   
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• 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. 

 

 
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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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. 

 
 

18. Congratulations! You have completed Using Elasticsearch - Keyword Search for 
eProcurement and Supplier Contracts. 

 


