Phoenix the New User Interface
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How to Navigate in the New User Interface
Phoenix

The new interface is comprised of three major areas, the Top Panel, Navigation Bar and the
Workspace.

I TOP PANEL I
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TOP PANEL

The Top Panel contains the Texas A&M University Logo and the Banner. The Banner contains
several tabs/areas important to users.
Your Name, Bookmarks, Action Items, Notifications, Your Cart and Search.

| | | | AN

Cynthia Gillar v || o || Action Items Notifications W 0.00USD|| Q

When you click on your name you will see a drop-down menu that contains View My Profile, Set My
Home Page, Logout, a list of items that you have recently worked on, and the quantity of the various
items. To set your “Home Page” see page 14.

ATGI ‘ TEXAS A&M Cynthia Gillar w % | Action Items@ Ncntiﬁcations W 000USD | O
"~

UNIYERSITY

Cynthia Gillar

! Shop / Shopping / Dashboard: / Shopping Home /
View My Profile

Set My Home Page

Shop Everything v
Logout
Go to: advanced search | favorites | forms | non-catalog itef
My Recently Completed Requisitions ﬂ howcases]
Office Supplies / Furn| LN‘Iy Recently Completed Purchase Orders n 2
AggieBuy)E . .
purchasing made casy 8 @ TUDAY S m m
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Get the latest TRAINING information at Lab Supplies g
AggieBuy.tamu.edu/Training
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SUPPLYING | Y
VWR HUB Partner )
click here to view the AggieBuy Icon

Legend

When you click on one of these items it will take you to the related content in the familiar Classic
format.



Bookmarks can be configured for quick access to your frequently used screens/pages. You may add,
remove and/or reorder your Bookmarks at any time. To set up your “Bookmarks” see page 12.

Cindy Gillar - Admin ¥ W Action Items |E| Notifications |E| W 875.00USD  Q

H My Approvals

Search Documents

non-catalog item | quig

Organization Message

r Catalog Showcas

‘ Bookmark this page

s ALM

Clicking the “Action Items” tab will give you a list of items that require you to take action, such as
Requisition Approvals or Administrative items, and the quantity of each. When you click one of the
listed items it will take you straight to the folder and the actual documents, when opened, will appear
in the Classic format. Action Items are located in the lower left corner of the screen of the Classic
format.

Cindy Gillar - Admin ¥ | % | Action Items |E| Notifications |E| ® 0.00USD | Q

Action Items

E| Requisitions To Approve

Purchase Orders To Approve

non-catalog item qu'cl

Unassigned Requisitions Needing Approval
Catalog Showcas

Unassigned Purchase Crders Needing Approval

=

itions My Returned Requisitions




Next is Notifications. All users will see the Notifications tab but may not have actual content.

Cindy Gillar - Admin ¥ | W | Action Items |E| Notifications |E| W 0.00USD | Q

Notifications

Shopping, Carts & Requisitions

B A Requisition Has Been Submitted For Your Ap...

non-catalog item | quid

A Requisition Has Been Submitted For Your Ap...

r Catalog Showcat
A Requisition Has Been Submitted For Your Ap...

9 more notifications...

Click here to see all notifications

Next is your shopping cart. When you click on the “Shopping Cart” it will bring up a list of the items in
your active cart. For more information on Previewing the cart see i

Cindy Gillar - Admin ¥ | % | Action Items [940] Notifications [12] W™ 9637 USD @ Q
E— e Cart Name
CAG-TBS-Color Paper
TODAY'S View My Cart
non-catalog iff TODAY'S “View My Cart” will go to the

first shopping cart screen.

Catalog S _ |
TODAY'S “Checkout” will go to the

A second “Final Review”

u shopping cart screen.

NOTE:

This gives you a
quick view of your
active cart’s
contents.




New to Phoenix is what SciQuest refers to as a “bread crumb trail”, which shows the page currently

being viewed in the workspace.
A gg ieBu Vi TEST Cindy Gillar - Admin ¥ | ¢ | Action Items |@ Notifications |E\ W 9537USD | Q

InM Site

| ™ Shop My Carts and Orders Open My Active Shopping Cart =

< . .
) ¢ Continue Shopping
@ Almost ready to go! The lis€ below needs to be addressed Before the cart can be submitted.
® Required field: Order gory

7 Item(s) for atotal of 96.37 uso

rt

for Cindy Gillar - Admin

¥4 Shopping

Proceed to Checkout

MOE: NOTE:
The down arrow indicates that there are The cart/draft requisition
sub-links under the link. number now appears in the

bread crumb trail.

Examples of sub-links:
View Draft Shopping Carts
View My Orders (Last 90 Days)




The final tab on the Top Panel is a magnifying glass icon, which designates “Quick Search”. Quick
Search allows you to search for documents (Requisitions, Purchase Orders, and Invoices) by their
number or by a person’s or supplier's name. The search defaults to “All” but you may narrow your
search results by selecting one of the specific search categories#0m the drop down menu.

Cindy Gillar - Admin ¥ | W | Action Items |E| Notifications |E| W 9637USD  Q
g

Quick S=arch

]

non-catalog item | quid

166191 - Invoice NOTE:

XT0003041 - Purchase Order Quick Search has a quick-key
that you can use instead of

clicking on the magnifying
996806 - Requisition glass. The Quick Search
quick-key is ALT+Q.

995487 - Requisition
' Catalog Showca

» ALM 152852 - Invoice

XT0O003003 - Purchase Order
966278 - Requisition
444384 - Requisition
945645 - Requisition
upplies / Furnitul 700393 - Requisition

s [Users

THUB L S ope printind  Cindy Stewart (902003303)
Hi

Cindy Richmond (crichmond)

Cindy Glover (920000792

ers / Technology Cindy Gillar - Admin (cgillar)
MacResourcI[

astries Apple HUB

'artner Partner

CINDY'S PAINT AND BODY




NAVIGATION BAR

When you hover over any of the icons a fly-out menu will appear. The only icon on this bar that does
not have a fly-out menu is the Home icon.

| HOME
| ' Clicking on this icon takes you to
le the Home Page you have set.
N Hom To set your “Home Page” see page
14.
\
Cli




Shop Icon

NOTE:
NOTE: Shop has a quick-key that
. N This is the equivalent to y(?u Fan use instead O_f
e “Shop Everything” search on clicking on the shc_)pplng .
the Classic homepage. cart. The Shop quick-key is
m ALT+P.
ale
My Carts and Orders By Keyword E
Admin
Shopping Home
\ Advanced Search = View Favorites View Forms = Non-Catalog Item
Quick Order
Suppliers Categories Contracts  Chemicals

~ )

Shopping
[ ]‘ Open My Active Shopping Cart
View Draft Shopping Carts
Admin View My Orders (Last 90 Days)

Cli

Shopping

View Draft Carts From Other Users
My Carts and Orders

[pain]

Manage Groups For Shared Carts

Only Department Allocators will see
this link.




Orders & Documents lcon

ﬂ
[oocument serc ) 4

Search Documents

Approvals
View Saved Searches

Download Export Files

Orders & Documents
\

Document Search

My Approvals

Approval Motifications
Iy Recent Approvals

Assign Substitute Approvers

Cli




Catalogs and Contracts Icon & Accounts Payable Icon

Catalogs and Contracts

Search For Contracts

Accounts Payable

AP Dashboard

Cli

View Draft Invoices
Search For Invoices

Search For Receipts

10



Site Administration Icon & Search Icon

NOTE:

All AggieBuy roles will see the
Supplier Management link on the
fly-out but only AggieBuy Admin
will see the other two.

containing your search word. Clicking a search results
will take you directly to the screen, which will include a
bread crumb to further help you navigate.

]
% Hom
Site Administration
i Search For Lfsers
Supplier Management
Manage Imports And Exports
\ Site Administration
Manage Use
Search For A Supplier
Create Mew Supplier
Ianage Imports And Exports
Site Administration
Manage Users
] View Import And Export Results
Supplier Management
Cli
NOTE:
Menu Search has a quick-
key that you can use instead
of clicking on the binoculars.
The Menu Search feature will help you learn your way The Menu Search quick-key
around Phoenix by returning a list of screens is ALT+M.

Menu Search

11



Creating Bookmarks for Commonly Used Pages
In Phoenix

Bookmarks can be configured for quick access to your frequently-used pages. You may add, remove
and/or reorder your Bookmarks at any time.

The Bookmarks menu is located in the Top Banner and can be accessed by clicking on the star icon
to the right of your name or by pressing Alt-K.

Quick-Steps
To bookmark a page

1. Navigate to the page you would like to Bookmark (pg. 12)
2. Open the Bookmarks menu by clicking on the Star (pg. 12)
3. Click “Bookmark” this page (pg. 12)

Only menu items are available to be added as bookmarks. If a user attempts to add a lower level
page as a bookmark (such as a specific requisition), the system will automatically locate the menu
item associated with that page (such as Document Search) to create the bookmark.

Cindy Gillar - Admin v ¥  Action Items [934] | Notifications [4] | ™ 97208 USD | Q

/

Navigate to the page you want to
Bookmark. Click on the “Star” icon.

Cindy Gillar - Admin ¥ * | Action Items [934] | Notifications [4] | ™ 972,08 USD | Q.

My Bookmarks Alt + K

No bookmarks found

Bookmark this page

& Orders & Documents / Document Search / Search Documents =/

Go to: simple search | my requisitions | my purchase orders | my iny

Search Purchase Order EI y

Purchase Order Identification Click on “Bookmark this page

Purchase Order Mumber(s)

”

Purchase Order Information
Participant(s)
Qwner

Prepared By

% oo

Approved By

Date Creation Date (System) All Dates E
Total Amount E

Supplier

A-T -]

Department

Item/Product Information

Catalog Mumber{SKL
Product Description
Commadity Code Pl
Form Mame
Form Type »p
Product Flags €& Controlled substance [ B Energy star

& Green # Hazardous material

Rad Minor & Radioactive
€3 Recycled & Select Agent

£ Taxin

12



Cindy Gillar - Admin v W | Action Items [934] | Notifications (4] | ™ 972.08 USD | Q

My Bookmarks R <

NOTE: Now when you click on the “Star” you
will see your bookmark(s).

“My Bookmarks” has a quick-key that you can
use instead of clicking on the Star. The My
Bookmarks quick-key is ALT+K.

Search Documents

ns | my purchase orders | my inv m—
i

Once you get more than one page bookmarked you can change the order they are in or delete them
from your bookmarks.

Cindy Gillar - Admin v | W | Action Items [934] | Notifications (4] | ™ 972,08 USD | Q

My Bookmarks
Search Documents
My Approvals

Search 4P Dashboard

S~ Click “Edit”

Cindy Gillar - Admin v | W | Action Items [934] | Notifications [4] | ™ 97208 USD | Q

My Bookmarks

@ Search Documents

@ My Approvals

Search & AP Dashboard
Click “Done” when
finished.
To delete a bookmark click on the To move a bookmark click and hold
red circle with the negative sign. the three bars and drag them up or
down. Release when bookmark is in

your preferred place.

13



How to Set My Home Page
In Phoenix

The home page is the page displayed to a user after logging in to the application, and in AggieBuy
Classic the default home page is the Shopping screen. A new feature in the Phoenix interface allow
users to set their own home page.

Quick-Steps

Set your Home Page

Navigate to the page you would like as your Home Page (pg. 14)
Click on the drop down next to your name (pg. 15)

Click “Set My Home Page” (pg. 15)

Select “Current Page” (pg. 15)

Click “Save” (pg. 15)

arwnE

Change you Home Page back to the Default

Click on the drop down next to your name (pg. 15)
Click “Set My Home Page” (pg. 15)

Select “Default Home Page” (pg. 15)

Click “Save” (pg. 15)

|

W Orders 8 Documents / Approvals / My Approvals = /

PpwnpE

A gg ieBu y TEST Cindy Gillar - Admin v | W | Action Items [934] | Notifications [4] | ™ 572.08 USD | Q
Site ?

Group Results By: | Folders |Z|

Total Results Found: 943 All Dates Assign B2 c-|
Filtered By 1 Sort by: | Submit date newest first =] ?
Type: Requisition Hide requisition details L= expand all collapse all Results per folder: | 20 E
D.ate Rangs: F‘” Dat(is My PR Approvals [12 results]
View Approvals  Cindy Gillar -
For: Admin 02 - C idity Code Assi -CM (catal dified) [14 .
ommidity Cods Assigner-CH (catalog user modifie Navigate to the page/screen you want your
_ 02 - Commodity Code Assigner-CB (catalog blank) [5 results]
Refine Search Results ? home page to be.
TYPE 02 - C lity Code Assi -NCIBR (Non cataleg blank) [21 p g
Requisition E 02 - G lity Code Assi -NCIMR (Non catalog user mod H | h i t d t th A |
Date Range o ere | have navigated to the Approvals
All Dates E 02 - New Supplier Catch [1 result] page.
View Approvals For 02 - Proxy Approvals [4 results]

My Approvals |z| 02 New Supplier [36 results]
Folders Y 02 S5PS Scientific & Food Team 1lst Queue [1 result]
02-PURS Allocator (315) 02-ENTO [7 results]
02 - Commodily Code Assigner- 02-PURS Allocator [315 results]
MNCIBR. (Non catalog blank) (211)
07 - Cammadity Cade Assinoner- 10 - G idity Code Assi -CM ( 1 user lified) [1 result]

14



Cindy Gillar - Admin *

Cindy Gillar - Admin

View My Profile
Set My Home Page
Logout

Juick
My Pending Requisitions

My Pending Purchase Orders

# | Action Items [934]

Notifications [ 4

Click on the drop down arrow next to your
Name.

My Recently Completed Requisitions

My Recently Completed Purchase Orders

Click “Set My Home Page”

BB

issigner-CB (catalog blank) [5 results]
issi Set My Home Page ? X

issi

W g97208USD | Q

[Manage Showcases]

Select either Default Home Page, which will
change/keep your Shopping home page, or

Default Home Page
Shopping Home

{[1 '@ Current Page
My Approvals

e

B You can also access your home
page by pressing Alt + 1

v 7

Current Page. Then click “Save”.

ALT+1.

NOTE: Set My Home Page has a quick-key
that can be used. The Home Page quick-key is

Set My Home Page ? X

NOTE: After you changed your home page
preference the Set My Home Page will give you
three choices. You will always have the choice to
go back to the default page.

& ) Existing Home Page
Search Documents

| Default Home Page
Shopping Home

fl @ Current Page
Search Documen

B You can also access your home
B page by pressing Alt + 1

Save

Select either:

Existing Home Page (the home page you
selected and saved),

Default Home Page (the Shopping home page),
or

Current Page (the page you are on now).

Then click “Save”.

15




Updated Cart Preview
In Phoenix

When clicking on the cart you will now see the cart name and you can choose the screen you would
like to start on.

Cart Name

W% | Action Items [208] | Notifications | ™ 38370 USD | Q.

Training Allocatorld =

View My Cart

no image
available

Checkout

“View My Cart” will go to the

k order . .
first shopping cart screen.

“Checkout” will go to the “Final
Review” shopping cart screen.

FIRST SHOPPING CART SCREEN

|

™ Shop / My Carts and Orders / Open My Active Shopping Cart= /

W 33370 USD | Q

Action Items [208] | Notifications

Training Allocatorl4 v *

AggieBuy TEST
Site

4 Continue Shopping
1Ttem(s) for atotal of 383.70 uo

H Shopping Cart

for Training Allocator] 4
Proceed to Checkout
Add Non-Catalog Item | (=) E3a
Cart Name CAG test Pre-Pay & Add Start Date
Prepared by Training Allocatorl4 Route to Procurement Services End Date

Training Allocatorl4 Emergency (attach justification)

Select a different user...

Prepared for Rush the Pymt Process

Sole Source (attach
justification)
Contract Mumber

Cart Description/Purpase

QOrder Categary 1 - Regular

Select from all values.., Do Mot Encumber
Fund Type

Select from all values...
Report Reference A

Report Reference B

Supplier / Line Item Details

Show line details

C T BIOMEDICAL SUPPLY INC more info...
02-C T BIOMEDICAL SUPPLY INC
122 LAB LANE, COLLEGE STATION, TX 778282999 US

Add non-catalog item for this supplier...

The item(s) in this group was retrieved from the supplier's website. What does this mean?
You can no longer access this item(s) on the supplier's website. What does this mean?
Line(s): 1

Special Payment Method

Trade-In
Create Asset Manually
Add to Asset Number

For selected line items | Add To Favorites

Contract Number
PO Number
Pricing Code

Quote number

To Be Assigned

Select from all values...

53] < |

Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price
1 VWR TABLE STU W/B-WELLS-CHE £  moreinfo... 89375-200 EA 38370 1EA 38370 USD
Supplier subtotal 383.70USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown here are for estimation purposes, budget Subtotal 383.70
checking, and workflow approvals. Shipping 0.00
Handling 0.00
Total 383.70 USD

16



FINAL REVIEW SHOPPING CART SCREEN

A gg ieBu y TEST Training Allocatorld v | ¢ | Action Items |

Site

Notifications

™ Shop / My Carts and Orders / Open My Active Shopping Cart = /

m L Accounting Codes @ Internal Notes and Attachments | @ External Notes and Attachments s

1) Return to shopping cart

W 383.70USD | Q

Submit Order

4) Continue Shopping

&/ All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Summary = General
Hide header

Ordering Department
Cart Name

Prepared by
Prepared for

Cart Description/Purpose
Order Category

Fund Type

Report Reference &
Report Reference B
Pre-Pay & Add

Route to Procurement
Services

Emergency (attach
Justification)

Sole Source (attach
justification)

Contract Number

Do Not Encumber

Start Date

End Date

Rush the Pymt Process
Special Payment Method
Trade-In

Shipping Billing

General
02-GOLD (02-GOLD)
CAG test
Training Allocatorld
Training Allocatorid

1 - Regular

Requisition pR Approvals PO Preview | Comments | Attachments Histary

Accounting Codes External Notes and Attachments Supplier Info Taxes/S&H

? Shipping ? Billing
Ship To Bill To
Texas A&M University
Financial Management Operations
ATTM: Accounts Payahle
Delivery Options 750 Agronomy Road - Suite 3101
Ship via Best Carrier-Best Way 000 TAMU

College Station, TX 77843-6000

Requested Delivery Date United States

Buyer Information

Buyer Buyer Email Buyer Phone

Number

B User does not have the necessary permissions to view the
custom fields associated with this section.

View/edit by line item...

17
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Menu Search
In Phoenix

Menu Search has been improved and can help you learn to navigate Phoenix. Like some of the other
searches it will show you suggestions as you type.

When the word “search” is partially typed in the
Menu Search will show everything with the
letters “sear”. You can keep typing to narrow the
list down or if you see what you are looking for
you can click on it.

Menu Search
seat]
Search Documents &€~ ‘-z\; It also shows on which
Search For Contracts [ fly-out menu the page is
Search For Invoices i} located.
Search For Receipts m
Search For Users [V
Search For A supplier it r
Advanced Search -
1 View Saved Searches

Keywords can be set-up by AggieBuy Administration. If you have a keyword you would like
associated with an AggieBuy page to make it easier for you to look up send in a request to
aggiebuy@tamu.edu

Menu Search

draft car‘t| -

Wiew Draft Shopping Carts
020]

View Draft Carts From Other Users

18
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How to Configure Notification Delivery Options
In Phoenix

As part of the new Phoenix user interface some email Notifications are also available as application
Notifications, which are accessed within AggieBuy in the Notifications section of the top banner. Many
Notifications can be configured to be received by both email and within the application.

Quick-Steps
To Configure Notification Delivery Options

Click on the drop down next to your name (pg. 19)
Click “View My Profile” (pg. 19)

Click “Email Preferences” (pg. 20)

Find the Notification you want changed

Click on the drop down next to the Notification (pg. 20)
Select the way you want to be notified (pg. 20)

Click “Save” (pg. 20)

NoakswNE

To view Notifications

1. Click “Notifications” in the Top Panel (pg. 21)
2. Click on the Document to bring it up or you can delete the notification by clicking on the “x”.

(pg. 21)

Training Allocator1l4 = % | Action Items [207] | Notifications | ™ 0.00 USD | Q

Training Allocatorl4
view My Profile \ Click the drop down next to your name then
et My Home Page click on “View My Profile”
Logout
ck order B
My Pending Requisitions
by Pending Purchase Crders ?

My Profile

User's Mame, Phane Number, Email, etc,
Custom Field and Accounting Code Defaults
Default Addresses

Language, Time Zone and Display Settings
Email Preferences <

Change Password

Click on “Email Preferences”

19



NOTE:

Email Preferences

Notification - will only show up when you are in AggieBuy

Email - the system will email you the notification

None - vou will not receive anv tvoe of notification.

Email & Notification - you will receive a notification within AggieBuy and an Email.

The application notifications are not yet enabled for all items.

Administration & Integration
Search Result Export Confirmation

PR Export Failure Motification

Invoice Export failure notification
Shopping, Carts & Requisitions
Prepared By - Cart Assigned Notice
Prepared By - PR line item(s) rejected
Prepared By - PR rejected,/returned
Cart Assigned Maotice

Receive PR and PO notifications for Carts Assigned to Me
Cart Shared Motice

PR submitted into Waorkflow

PR pending Workflow approval

PR Workflow Motification available

PR Workflow complete / PO created

PR line item(s) rejected

Cart/PR rejected,/returned

Receive PR and PO notifications for shared carts T am a participant of
Purchase Orders

Prepared By - PO Workflow complete
Prepared By - PO sent to Supplier
Prepared By - PO line item(s) rejected
Prepared By - PO rejected

PO submitted into Worlkflow

PO pending Workflow approval

PO Workflow Notification available

PO Warkflow complete

PO sent to supplier

PO Line tem Ship Notice

Mone (Default) |E|
Mone (Default) |z|
Mone (Default) |Z|

Mone (Default) |E|
Mone (Default) |Z|
Mone (Default) |Z|
MNaone (Default)
Mone (Default)

[]
[]

Mone (Default) |Z|
Mone (Default)

[]

MNaone (Default)

Here it shows you the system
Default, which is usually
“None”.

Mone (Default) |E|
Mone (Default) E|

Email & Motification (Default) E|
Email & Motification (Default) E|

Mone
Email

Click the drop down arrow.
Now you can select which
option you would like. Just

pd
Motification -

Email & Matification
Email & Motification (Default)

Mane (Default) |« |
Mone (Default) |E|
Mone (Default)

=]
=]

Mone (Default)
Mone (Default) |E|
Mone (Default) |E|
Mone (Default)

=]
=]

Mone (Default)
Mone (Default) |E|

remember if you choose
Notification only you have to
log into AggieBuy to see the
notification.

Then Click “Save”

Contract Manager

]
-]

Contract Budget/Tier Motification

Contract Date Motifications Mone (Default)

20



You can see that there are two Notifications. Click on
“Notifications”.

Training Allocatorl4 v | s | Action Items [208] | Notifications [2] | ViReIS el RurRe et
information. This will bring the
document up and will delete the

Notifications Notification.
A Requisition Has Been Submftted For Your Appr...
b4
] Clicking on the “x”
SRR Your Requisition Has Been Submitted For Approval will delete the
x €| notification.
Click “Click here to see all />r;|ick here to see all notifications
notifications”. This will take you to J
the Notifications page.

Site

Notifications / View All Notifications /

‘ A gg ieBu y TE ST Training Allocatorl4 v | # | Action Items [208] | Notifications [2] =™ 0.00 USD | Q

e

Notifications will be automatically removed after 30 days

Filter Notifications ? Results per page |20 |z| Notifications Found 2 4|Pagelof1|®
Status Ne\-vE| A Requisiti i
quisition Has Been Submitted For Your Approval . - — ”
Type [ al =] 1003948 - 477.00 USD Submitted By Training Allocatorld Shopping, Carts & Requisitions /1712013 155 PM
Actions Your Requisition Has Been Submitted For Approval Shopping, Carts & Requisitions 7/17/2013 1:55 Ph ”

1003948 - 477.00 USD Submitted By Training Allocatorl4
Edit Notification Preferences

Clear Notifications

On the Notifications page you can view the document,
delete the notifications one by one or Clear All /
Notifications.
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