
SmartCART Document Search 
 

Document Search can be used to look up Invoices, Purchase Orders, and other important 
stored information in SmartCART. 
 
To use the search function, start by navigating to the sidebar:  
 

 
 

1. Click Documents, then Search Documents 
 

 



2. Select what document type you want to search:  

 
 
 

3. Enter conditions for the document search: 

 
 



4. From the Search results, you can do various functions such as select your result or 
Export Search 

 
 

 
Export Search 

 
Export Search allows one to export their search results to an .csv format document (usable in 
Microsoft Excel) 
 

 
 



1. Click Screen Export and in the popup select your File Name and Description (leave 
Screen Export) 
 

  
 

2. Click Submit and the follow the prompt to Download your export file 
 

 
 

3. You may need to wait for the export process to complete, in which case, simply Refresh 



 
 

4. Proceed to download your file by clicking on the filename 
 


