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Log in to myBGSU. Click on the Employees tab > 
Purchasing. Click on the BGSU Falcons Purch logo. 

  

 

Se a rching for  D ocuments 
 
Hover over the Documents icon and hover over 
Search.  Select the documents you would like to 
search for.  My Orders/Purchase Orders will take you 
to purchase orders created by you. 
 

 
 
Select filters to narrow the search criteria. 
 

 
 

 
 
If you would like a spreadsheet of the search results, 
click on Export All. 

 
 
Enter a File name and select the Request Export 
Template. Click Submit. 

 
 
A pop-up box will appear.  Click on Manage Search 
Exports. 

 
 

Search and Export 
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Click on the File Name when the Export Status is 
Completed. 

 
 
 

Quick Search 
 
The quick search feature in the upper right hand 
por�on of the screen is an effec�ve way to quickly 
search for purchase orders, requisi�ons, receipts, 
invoices, suppliers, etc…. 
 
For example – an effec�ve way of inves�ga�ng to see 
if a supplier is set up in the system for a requisi�on to 
be sent them (see below).  When you type in the 
supplier name it will give you the supplier profile 
sec�on.  You can leave the search set to All as seen 
below, or select Supplier Profile and click the 
magnifying glass.  
 

 
 

 

You can then view their profile to see if they are 
ac�ve. 
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