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TechBuy-

Using Quick Search in TechBuy

You can use the Quick Search function to search by All, Contract, Document, Invoice Number, Purchase
Order Number, Receipt Number, Requisition Number, Supplier Invoice Number, Supplier Profile, Field
Display Name, User Last Name and Username. You can also access the Help feature.
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Clicking All will load all documents and information associated with the term entered. You can enter a
document number or text.
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For a quick search of the help feature, click on Help and enter the term for which you are seeking
information.
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: Receiving Overview
Rank . Title A
9 Receiving Qverview With Accounts Payable receiving capabilities, requisitioners can track the receipt and return of goods and services. As
Using Receipt items are received, returned or canceled, users generate an electronic receipt document. Receipts are automatically
2 Histo populated with purchase order data, so requisitioners can easily reference order information and only need to enter a
v minimal amount of new data, such as shipping method, tracking number, quantity received or quantity returned.
3 Accounts Payable
Permissions There are two types of receipts that can be created in Accounts Payable/AP Express: Quantity receipts and Cost
4 Matching receipts. With Quantity Receipts, the system maintains a running total of goods received, returned or canceled — a total
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