
DATE: 07/28/2020 
 
SUBJECT: RealSource - New Search Experience 
 
Good afternoon, RealSource Users, 
 
On Monday morning, August 3, 2020, the method used to search Requisitions, POs, Invoices and Receipts in 
RealSource will change due to a software upgrade. The same search capabilities exist, however, the “look” of 
the search screen will change. 
 
Information about the New Search Experience, including a comparison of the old and new screens, can be 
found on the RealSource website under the Departments Only tab. We highly recommend that all active 
RealSource users review this information prior to Monday. 
 
If you are an advanced user and have “saved searches,” these will no longer appear in your RealSource account 
once the upgrade is completed. Therefore, please document any saved searches so that you can recreate them 
on Monday. 
 
Note, searching for Vendors and Contracts are not impacted and will continue under the current search 
formats. 
 
On Monday morning, the first time you attempt to search for a Requisition, PO, Invoice or Receipt, you will be 
presented with a Welcome Message inviting you to take a quick tour of the New Search Experience. For 
advanced users who save and/or export data from searches, a 14-minute video is also available in the 
Departments Only section of the RealSource website. 
 
The New Search Experience employs modern searching methods (elastic searching), improves data filtering, 
allows users to control how search results are displayed, permits both exact and wildcard searching, and 
includes other new search features. While it may take a few days to get accustomed to the new search screens, 
the New Search Experience will provide greater flexibility to users in the long-run. 
 
If you still have questions after you’ve reviewed the information and taken the Tour, please do not hesitate to 
email (RealSource@vcu.edu) or call (8-1077, Option 6).  We’re happy to help. 
 
Sincerely, 
Procurement Services 

https://realsource.vcu.edu/departments-only/
mailto:RealSource@vcu.edu

