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Add Accounting Fields to System Search Filters 
 
Accounting related fields are now available on the System Search pages within the NC E-Procurement 
system.  These fields will allow users to create searches for specific Company, Account, or Center 
codes, or any accounting combination. 
 

 
 

1. Select ‘System Searches’ from the left navigation menu. 
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2. When creating a new search, the ‘Company’, ‘Account’, ‘Center’, and ‘Account Code’ fields 
will be displayed alphabetically. 

 
Note: The ‘Account Code’ field will return no search results. You may remove this search filter 
from current and future searches by clicking the ‘Add/Remove Search Filters’ link.  
 
3. Click the ‘Add/Remove Search Filters’ link. 
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4. Remove the ‘Account Code’ filter from your search page by un-checking the box.  
5. Click ‘OK’. 
 
Note: Once removed, this filter will not display on the default search page unless it is re-added.  
The Company, Account, and/or Center filters may also be removed/added using this process. 
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Creating a Search 
 

 
 
1. To search for a specific Company code, click ‘Select’ for the ‘Company’ field. 

 
Note: The accounting fields are not required to execute a system search.  A user may enter a value 
for one or all of the above fields to complete the search. 
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2. Enter either the Company Name or Company Description in the search field and click ‘Search’. 
3. Select the Company code(s) to be added to your search by placing a checkmark in the 

appropriate box. 
4. Click ‘OK’. 

 
Note: A Company code may be displayed more than once, as each Company code is associated 
with a specific Account and Center combination.  If a Company code is displayed more than once, 
please select all to make certain that accurate search results are returned.   
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5. To search for a specific Account code, click ‘Select’ for the ‘Account’ field. 
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6. Enter either the Account Name or Account Description in the search field and click ‘Search’. 

 
Note:  An Account code may be associated with multiple Company codes.  When searching by 
Account Name, if there are too many search results to display, users may enter the related Account 
Description for more concise results. 
 
7. Select the Account code(s) to be added to your search by placing a checkmark in the 

appropriate box. 
8. Click ‘OK’. 

 
Note:  Since an Account code is associated with a specific Company and Center combination, the 
specific value may be displayed more than once.  If an Account code is displayed more than once, 
please select all to make certain that accurate search results are returned.   
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9. To search for a specific Center code, click ‘Select’ for the ‘Center’ field. 
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10. Enter either the Center Name or Center Description in the search field and click ‘Search’. 

 
Note:  A Center code may be associated with multiple Company and Account codes.  When 
searching by Center Name, if there are too many search results to display, users may enter the 
related Center Description for more concise results. 
 
11. Select the Center code(s) to be added to your search by placing a checkmark in the appropriate 

box. 
12. Click ‘OK’. 

 
Note:  Since a Center code is associated with a specific Company and Account combination, the 
value may be displayed more than once.  Please select all to make certain that accurate search 
results are returned.   
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13. Once the accounting information has been added, click ‘Search’. 
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14. The Review Search Results page displays the Company, Account, and/or Center codes used in 
the search. 

 
 
 
 
 
 
 
 
 
 
 

 
 
 


