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How to use Filter / 
Search Function



Filter/Search functionality is available for all documents types and pages. Supplier can use multiple

search filters to search for documents in Workbench.

How to use Filter/ Search function

From Home, click 

“Workbench”

In Workbench, click “Edit
filter” to expand the filters
and search function
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How to use Filter/ Search function

User can search for documents in various ways using filters

Example 1: Search by document number, use “Exact match”

Enter document 
number if available, 
select “Exact match”) Click Apply for 

Search result

Example 2: Search by other filters
User can search for 

documents by Creation 

date and other filters

Click Apply for

Search result
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THANK YOU
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