How to Search Previous PORs

This page will help you explore your submitted PORs. Often times you need to look up a
previous POR to remember what you purchased, make a copy, or many other reasons. This page
will show you the options you can use to search for PORs.

You will only be able to see the PORs that you have permission to see. The permissions structure
is set that you will be able to see PORs for the unit departments you have been added to as part
of role in the organization.

Text Search

The easiest method of search is to use the text search in the top right of the VIEW P.O.'S page. If

you hover over the "i" icon you'll get some other information about what types of text you can
search.
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This is a stretch to call this a search but it does certainly constrain the PORs shown to a specific
category you are looking for. Simply click the category you'd like to expand and then click the
specific entry you'd like to see. In the example below I'm viewing only the PORs from the
Testing Department.
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If you click on P.O.'S by Budget you get a limited view of PORs just under that budget. This will
include some budget line detail as well.
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Advanced Search

Once you've selected the category you're trying to limit your search to you can use the
Advanced Search button (the funnel icon underneath show: at the top of the screen)
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A new Advanced Search window with pop up to allow you further refine your search. The
options are fairly self explanatory. You can use as many or as few options as you need. Once you
have configured the options you need you can click the top right arrow button at the top to move



the Advanced Search dialog box out of your view and check on your results. Once you're
finished you can open up the Advanced Search dialog box and click Exit in the bottom right.
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Limiting your view further




As you were shown in the introduction to the VIEW P.O.'S page you can use the sort by, status,
and date to constrain your search view as well
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