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This guide will show you how to filter a view to show only your company (agency) for contracts

This must be setup for every tab you want to personalize

Once set, every time you come to that tab it will show only your personalization (my take a few moments to populate)
You can turn this feature off and on as needed

If you add the filter and it shows an error, don’t save your work (see below)

IHtO Criteria

(not ContractStatus.Closed and not ContractTemplate and n

NOTE: Filters need to be Punctuated as shown in examples
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Luma Navigation Helps

A. Click in numerical sequenceie 1, 2 ,3... to complete the page
B. Fill in or click fields that have a |:| around it or highlighted in yellow
C. Refresh webpage if change/item can’t be seen

A B

New Template Values

Company
— Manage Events 200 DEPARTMENT OF ADMIN
1_ - - 2 From Event Template & ~
Create Events From Reguisitions | S— REQUEST FOR QUOTE

Available Requisition Lines

FromC... Reques... Requisi.. Line  item
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Personalize Your View
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o
Contract Infor CloudSuite Financials & Supply Management

Filter

Agency

&

DOP Contracts cdit

Managed

Contracts
Business Class List
Contract CMManagerDashboard
Column Display

1

Add phrase in Red as shown

This phrase will change
Filter Criteria depending on Tab you are in

, x |
(not ContractStatus.Closed and not ContractTemplate and not CanUpdateProposedContract) and
s £3 M M Il* [1}
ContractClassification like ZZO DI;A Add your Agency Number with DPA after
Capitalization is important i OR
| * If you want to see your agency’s contracts as well as contracts Rev1
@ Invalid Condition. I managed by DOP, do the following:

b o o o e == me Delete the DPA and add an * after your Agency Number i.e. “*270*”
* Ifline is entered in error, system will let you know here

* Ifyou Can’t add the filter, just click on Cancel

* Closes Page Cancel Reset 2 0Ok

* Won’t save work * Closes Page
Rev 1, 20-Sep-23 * Resets Filter to Original State
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Repeat Slides 5-6 to add filter to other Tabs
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— Manage Contracts 2 Q
Manager 2
View all Agencies . | -
Forrest Benedict | InProcess  |Contract Costs  Proposed Contracts  Contract Hierarchy  Invoice Cost Difference -
1. To deactivate your filter
2. Go to the Tab you want to In Process Contracts Q v 3° |
Deactivate the filter
3. After deactivating you will see all Print ToPDF Options _ »
agencies Contr...  C.. v  WorkingC... Name
g [A] v —v [A] v [A] v ] Export To CSV I
Manage Contracts (] wma 2 CPOI51500021 | JANET GARRETT/15-7 Create Report
: LUMA | 13 BPO172100524 ILETS CIRCUITS Related Reports  *
Search For Contract Information J - 0 g
(] ma 15 CP0182400502 | SAASOVERLEGALPERMITSY! | Personalize |4 Update
Additional Contract Information (] e 19 CP020221041 | DESIGNATED EXAMINER SERVICES 5 Deactivate
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+ Manage Suppliers And Subcont...
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Spend Analysis [] LUMA  © 39 | CPOIS2400062 | JANITORIAL SERVICES - BLACKS CREEK REST AREA
(] [LUMA |44 CP0181000338 | BROCHURE PRINTING
+ Analyze Contract Information [] WwMA 49 CP020220903 | HVAC COOLING/HUMIDIFICATION SYSTEMS & UPS (BATTERY BACKUP) SYSTEMS SERV
BRI ) P020210875 WHEEL LOADERS 2021
Refresh Spend Cube
(] LUMA 54 | P020210864 MOTOR GRADERS 2021
My IDM Iake [ LiA cc LRoo0000970 MADKETINE CEDVI L
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Activate Filter
View Only
Your Agency E
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Forrest Benedict

Manager
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If Filter is Deactivated

Go to the Tab you want to Activate
the Filter

Activate Filter to view only

your agency

Home

Manage Contracts

Search For Contract Information

Additional Contract Information

+ Manage Suppliers And Subcont...

Spend Analysis

+ Analyze Contract Information

Refresh Spend Cube
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Print To PDF Options  *

Working Contract ID Name
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CP0182400502 SMSOVE [ Personalize | 4 * Activate
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Reset Filter Codef?

1. If for some reason your filter
doesn’t work, you can reset it
back to its original state

2. Go to the Tab you want to Reset

3. Follow these steps to reset filter

Rev PexfesayhizE3to View Your Agency

Manager

Forrest Benedict

5 6ob 8 0 U 2

Home
Manage Contracts
Search For Contract Information
Additional Contract Information
+ Manage Suppliers And Subcont...

Spend Analysis

+ Analyze Contract Information

Refresh Spend Cube

Contract, ,

In Process Contracts
Contr...  C.. ¥
[A] v —v
[] wma 2
(] M 13
(] wma 15
(] uma 19
(] wma 31
(] e 33
(] WMA O 39
(] Luma w4
[] LumA |49
(] M

— Manage Contracts

2

Working Contract ID
Alv

CPO151500021
BPO172100524
CP0182400502
CP020221041

CP0182400263
SBP019200189
CP0182400062
CPO181000338
CP020220903

P020210875

Q
Print To PDF
Name
A v 1 ExportTo CSV
JANETG  CreateReport
O ILeT¢  Related Reports
SAC 4 | Personalize

DESIGNATED EXAMINER SERVICES 5
D3JANITORIALSVCEB/WBPOE

ITB FACILITIES MRO

JANITORIAL SERVICES - BLACKS CREEK

BROCHURE PRINTING

-

Contracts  Search List ContractCosts Proposed Contracts ~ Contract Hierarchy

v

3f

Options

)

» Activate

Reset

REST AREA

HVAC COOLING/HUMIDIFICATION SYSTEMS & UPS (BATTERY BAC

\WHEEL LOADERS 2021
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View All Personalized Filter
Q

Forrest Benedict

Requester

1. You can view all places were
you have Personalization Set

2. These icons are on any page

3. You can Activate, Deactivate
or Delete Filter from here

e o v g U

Search

Home

My Requisitions

All Requisitions

My Requisition Statuses

Create Requisition

Procurement Templates

Item Search

My Requester Profile

Requisition Self Service
-+ Utilities

Create Report

Set 'As Of Date’

Fraata Dannrt

Re¥etsdNaReR T View Your Agency

Personalizations Reports Invalid
My Personalizations =
Name
(4] -

Business Class
A a=
Status
h
Clear Search

AllPurchaseOrderReceipts
List on PurchaseOrderReceipt

Deactivate W]

ReleasedPurchaseOrderReceipts
List on PurchaseOrderReceipt

Activate o
EventsPendingAward
List on SourcingEvent
Deactivate o
DraftEvents
List on SourcingEvent
Deactivate U

SupplierSearchList
List on Supplier

Deactivate o

Status History LPL

ReleasedPurchaseOrderReceipts

Business Class Type

PurchaseOrderReceipt  List

Description

Mot Entered Update

Actions

Deactivate  Turns off your personalization. Allows you to see the delivered applicatio
Activate Turns on a previously deactivated personalization. Allows you to see you
Delete Deletes your personalization. Allows you to see the delivered application
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