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Agenda

• Marketplace Access

• Quick Search vs Advanced Search

• Using Advanced Document Search

• Customizing Searches

• Saving Searches

• Exporting Results



MARKETPLACE 
ACCESS

https://www.cu.edu/controller/training/access-training-requirements



Common Searches

• Open POs or SPOs for a SpeedType or Org

• POs created by an individual

• Invoices that require receiving or some other action to pay

• Previous department orders from a supplier



System Demo



Tips

• Start with a specific document type

• Verify the date range

• Start by applying filters, then refine results using Quick Filters or Quick 
Search, if needed

• Save time by pinning filters and columns

• Save your frequently (and infrequently) used searches



Resources

• CU Marketplace How-to: Using Advanced Document Search

https://www.cu.edu/psc/training/cu-marketplace/cu-marketplace-how-using-advanced-document-search

• Need Access? https://www.cu.edu/controller/training/access-training-requirements

• For additional training, visit the CU Marketplace Training page

https://www.cu.edu/psc/training/cu-marketplace-training

• For one-on-one assistance with your questions, contact FinProHelp:

303.837.2161

FinProHelp@cu.edu

https://www.cu.edu/psc/training/cu-marketplace/cu-marketplace-how-using-advanced-document-search
https://www.cu.edu/controller/training/access-training-requirements
https://www.cu.edu/psc/training/cu-marketplace-training


Questions?


