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      *Searching My Requests     *Contracts Search    *Advanced Contract Search 

 

Search Contracts 

1. Login to BennyBuy using your ONID ID and password. 
2. From the BennyBuy home page, click the Contracts, go to Contracts and select 

Search Contracts. 

  
 
3. Once you select Search Contracts, you will encounter a Simple Search menu. 

Simple Search bar allows you to enter a single search term (i.e. contract name, 
number, summary, ect.), and/or you can refine your search results based on 
Active for Shopping, By Start/End Sate, or Created Date drop down options.

 
 

4. Search results will appear including clickable links to further investigate each 
document. Click the Contract Number for more details. 
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5. To refine your search results, use the menu on the left to filter based on group 
header information. Clicking the field will either refine the search results 
immediately, or prompt you to enter a value to be applied as a filter.  Documents 
can be filtered by document type, date range, supplier, department, owner, or 

product flags. By selecting the drop down boxes or the filter  icon, users can 
refine search results accordingly. 
 

 

Conducting an Advanced Search 

1. To conduct an advanced search follow steps 1-3 above and select Advanced 
Search under Search Contracts. 
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2. In the Search Contracts-Advanced screen you can select different sections 
to refine your search criteria. Enter the search criteria in the text fields, and 
click Search. 

 
 

3. Document results should appear, including clickable links to further 
investigate each document. Click the Contract Number for more details.  
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4. To refine your search results, use the menu on the left to filter based on group 
header information. Clicking the field will either refine the search results 
immediately, or prompt you to enter a value to be applied as a filter.  
Documents can be filtered by document type, date range, supplier, 
department, owner, or product flags. By selecting the drop down boxes or the 

filter  icon, users can refine search results accordingly. 

 
 
 
 

Searching My Contract Requests 
 

1. Login to BennyBuy using your ONID ID and password. 
2. From the BennyBuy home page, click the Contracts, go to Requests and select 

My Contract Requests. 
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3. To filter your contract requests select the Filter Contract Requests link and the 
available filter options will open. 

 
 

4. Select the desired search by criteria, and click Apply. 

 
 

5. To look at the request click on the Contract request name. 

 
 
 


