
 
 
 
 
 
 

Contact the E-Procurement Service Helpdesk for assistance, 1-888-211-7440, option 1. 
 

Saving Catalog Searches 
 

The NC E-Procurement Service has two types of saved searches:  a saved catalog search and a saved system search. 
The saved catalog search (shown below) allows users to save a catalog search for a list of items.  The saved system 
searches allow users to save search criteria for locating requisitions/purchase orders.  Follow the steps below to save 
frequently used catalog searches. 

 
 

 
 
 

 
 
 
 

1.  Complete a catalog 
search. 

2.  Click the Save 
Search button to 
save frequently used 
searches for future 
use. 

3.  Enter a search name and 
click the OK button. 

Click the Saved Searches tab on the Add 
Items page within a requisition to view and 
execute your saved searches. 
 


