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Document Labels 
(Labels replaced Personal Folders in a previous version of the eProcurement system)  

 
One or more labels can be assigned to orders in order to find them easily. For example, a project name can be used 
as a label to search for all requisitions related to that project. 
Orders can be searched by label(s) associated with the order. 
 
  Adding labels to a document 
 
Labels can be added to orders on the Summary tab for order being Submitted, Approved, Edited, Reviewed. 
  
Adding Labels 
 
To apply a new label click Apply Label... > New Label, then enter the label in the New Label field.  
To apply an existing label click on one of the existing labels (circled in green).  
 
Note: multiple labels can be assigned to the document. 
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Removing Labels 
 
To remove a label click Apply Label on the Summary tab. Click on the label you wish to remove (Dr. Young) 
under Remove Label in the drop down window. 

 

Now only one label is attached to this order. 
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Finding Documents Associated with a Label 

Click on Requisition either under Search on the menu bar or on Requisition on Search content tab of the Home 
page. 
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When the Search/Requisition command on the menu bar is chosen, labels will show up on the left side of the 
screen.  Click on any label to find all the requisition(s) associated with that label. 

 

When Requisition on the Search content tab your labels will show up below Saved Searches/Labels. Click on any 
label to find all the requisition(s) associated with that label. 
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