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www.getyooz.com

Yooz Rising training –
Business Edition

Module 9:
Document Search and Export
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◼ Objective of the training

◼ Provide the knowledge to master the Search functionality.

◼ Prerequisites

◼ None.

◼ Targeted audience

◼ This training is for all the users of the platform.

◼ Duration

◼ 30 minutes.

Objective and duration of the training
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◼Search

◼ Simple Search

◼ Combined Search (multi-criteria and fulltext)

◼ Search criteria

◼ Favorite Search (dynamic folders)

Training plan
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Search
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To access the dedicated Search page, select the magnifying glass.

Simple Search (1/2)
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Simple Search (2/2)

Click in the area to make the Search criteria
appear.
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Multi-criteria Search

Select and set up the Search criteria.
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Combined Search

Possibility to select 
several criteria.

Possibility of combining keywords 
search and multicriteriasearch.

Run the Search once the 
criteria have been specified.
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Document's details

Click on the arrow of a 
document to display its
"details".

Preview of 
the document's image.

Document's Properties
and allocation lines.
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Actions available in Search

Actions on the found documents.

Select the documents on which you want
to perform your action. 
If there is no selection, the action willbe
applied on all the documents found.
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◼ To consult the full list of Search criteria, click once in your Search bar: the full list is displayed.

Search criteria

The most frequently used criteria are displayed 
at the top of the list. The name of each criterion 
corresponds to the name of the field where the 
data is displayed, followed by the section on 
the Yooz interface where this criterion is 
displayed.

Example: the 'Document date' criterion is one 
of the frequently used criteria, the 'Account 
(Purchase line(s))' criterion corresponds to the 
account entered in the 'Purchase Line(s)’ 
section in Yooz .

Learn more about how to find the full list of Search criteria in Yooz? Click this button

https://help.getyooz.com/en/articles/5101186-how-to-find-the-full-list-of-search-criteria-in-yooz
https://help.getyooz.com/en/articles/5101186-how-to-find-the-full-list-of-search-criteria-in-yooz
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Favorite Search
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Favorite Search (1/2)

Save the Search and add it to 
favorites.

Give your Search a name.

Share it with other Users.

Select from different Users, 
Groups or Roles.

1

2

3

4
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Favorite Searches creation (2/2)

Consult your favorite 
Searches.

Detach from Workspace, Edit or Delete it.
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Search Workspace

Find buttons for a selection of your
favorite Searches, on the Search page.

Detach the Search from the 
Workspace, Edit it or Delete it.

Click to run the Search.
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Questions / Answers


