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Business Rules

Rules are established in order to ensure compliance with State of New Mexico purchasing statutes, the
NMSU Board of Regentdés policies, and all federal
assistance, visit the Procuremert\8ces website dittp://purchasing.nmsu.edu

Purchases that Require PreApproval with Special Form

1 Information Technology or Software
M1 Vehicles
1 Unmanned Aircraft

Other Purchases that Require a Form

M Sole Sourc&rocurement
1 Federal Funding

Forms can be found attps://af.nmsu.edu/formsComplete the required form and attach it to your
AggieMart Requisition.

Requirements for Purchases that Do Not Require a Form

US Dollar Amount Requirements
>$3,000 (greater than) up to and Best obtainable quote
including $20,000 (Attach written quote to your Requisition)

>$20,000 (greater than) up to and
including $60,000

>$60,000(greater than) Contact Procurement Services Formal Bid/RFP
or approved pricing agreement/piggyback

Attach 3 written quotes to your Requisition

R:\ProjectdBA\Better WorkAggieMart User Guid@1.XFullVersionAggieMartUserGuide20210812.docx 6
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Getting Started
Logging In

1. Go to the myNMSU webpage.

STATE §N MSUedu

NEED ASSISTANCE?

Contact the ICT Help Desk
at (575) 646-1840 or help@nmsu.edu.

Username

Through myNMSU,
students, faculty, and staff
canh access registration,
grades, Banner Self Service email, time and leave reporting, online learning,
phonebook, and much maore.

Reset Password | Forgot Username ] First Time Users

2. Enter your NMSUWUsernameandPassword
3. Click theSIGN IN button.

LAUMNCHPAD

- APPLICATIONS
Learn.nrmsu.edu (Canwas)
m Qutlook (Email)
E} Office 365 (Apps)
1@ Aggiehdart
. QUICKLINKS
- PERSOMAL INFORMATION
- STUDENTS
- FINAMCIAL AID
- EMPLOYEE
- PASSWORD MANAGEMENT

4. Click on theAggieMart link .

R:\ProjectdBA\Better WorkAggieMart User Guid@1.XFullVersionAggieMartUserGuide20210812.docx 7
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Navigation @ ,

A AGCIEMART = Nt oo \ Al - 17900usD W D ¢

Search (A+Q Q A 2L
Shop - Shopping Home ]
11
I'e shepping Home

Quick links to access comy tions
Non-Catalog ltem Simple Advanced .
Request New Vendar n

& Payment Request
& Candidate Recruitment or Non-Employee *

& Credit for AggieMart Catalog Purchase

View Favorites

Showcases o 7

Organization Message ; Procurement Services - Forms v

Home Addresses in AggieMart

The following provides information and ] ]
instructions on adding home addresses in Direct Pay Contract
AggieMart during the COVID-19 pandemic, Request Requisition

allow for employees who are temporarily
working from home to receive shipments.
In order to assist our AggieMart customers
who may need to quickly ship to residentia
delivery addresses at this time, we ha
temporarily added a new process, gi
the ability to manually enter a new ad
directly in AggieMart.
To enter a residential home address dird

Catalog (Central Account)

(&) G (&9 (&9 ¢
AggieMart, start by searching for an existing )
address. This can be done on a requisition by Flahor PR @
editing the Shipping section, or you can add B H ®M ¥ '
the address to your profile by clicking on the
profile icon and selecting Default User
Settings > Default Addresses.
(&) ¢ (&9 G
BAILPDRE Themeroner vwRe @
sete || e viik Punchout amazon
Pawared by JAGGAER | Privacy Policy | Q' Got Feedback?

1. Side Navigation Bari a fly-out menu that displays additional menu options for each topic or
function. Hover over each icon to see the choices available.

2. Menu Searchi a keyword search that returns a list of pages containing the keyword.

3. Direct Pay Requesti a form forvendr payments that do not require a Purci@sser.

4. Catalogsi links to supplier catalogs.

5. Non-Catalogltemi quick link to open the nenatalog order screen

6. Quick Searchi provides access to document searches (requisitions, purchase orders, iat@jices,

7. Cart Preview 1 provides a quick view of your active shopping cart.

8. Bookmarksi showsa list ofbookmarks you have createdou can rename bookmarks by clicking
the Edit button at the bottom of the bookmark list.

9. Action Items i items that require a type of action, such as requisition approval.

10. Notifications T certain actions, such as submitted requisitions or approvals, will trigger notifications.

11.Useri displays a link to your profilejour saved searchasd the logout link.

12. Organization Messagéd displays important AggieMart information and news.
R:\ProjectdBA\Better WorkAggieMart User Guid@1.XFullVersionAggieMartUserGuide20210812.docx 8
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Dashboards
ﬂgﬂﬁmﬂr-ﬁ,ﬂ:ilil Al * Search (Ah+Q) [+ 000USD W [v] |n° ;:pj_

Shop - Shopping Home@ a +

Shopping Home

)
ick link .
g::g‘i‘;:ssm access common Simple Advanced v
Mon-Catalog ltem Search for products, vendors, forms, part number, etc.
1. The name of your curreiashboardis shown here.
2. To switch to anothebashboard (if applicablefor your rol§ A Click theleft arrow < icon.
S AGGIEMART = Nt o all = Search (Alt+Q) Q ooousp w o D Do
Shop - Shopping Home a +
\F.F' - TS Review Dashboard Service Cer‘te'}
™

Quick Links

Quick links to access common
functions

Mon-Catalog Item Search for products, vendors, forms, part number, etc.

3. Click on aDashboardnameto open.
4. To view moreDashboards or to go backy Click theright arrow 2 icon.

Simple Advanced

R:\ProjectdBA\Better WorkAggieMart User Guid@1.XFullVersionAggieMartUserGuide20210812.docx 9
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UserProfile Management

Profiles allow users tocustomize and default information, shippingaddresses, frequently used indexes,
cart assgnees, notificaion preferences, and email approval options.

Note: same of thevaluesin your profile are maintained administrativdy and cannot bechanged 1 these
include uer roles, permissions, or@r settings, and appraal settings.

1. LogintomyNMSUA Click on theAggieMart link & “99<V2" on theleft sideof the screen.

MB&&MAHT{‘;M All = Search (Alt+Q) (o] 179.00 USD !- (v Il‘. ; 1

Shop » Shopping » Shopping Home »  Shopping Home

Shopping H
opping Home View My Profile

Quick Links ? Dashboards I

L ) Manage Searches
Quick links to access common functions

; _ Manage Search Exports
Request New Vendor Simple Ady

[ Payment Request Set My Home Page

[# candidate Recruitment or Non-Employee ~ You do not have any recent orders

[# Credit for AggieMart Catalog Purchase

View Favorites

On theAggieMart homepage A Click theUsericonin thetop right-hand corner of the screen.
Click onView My Profile.

R:\ProjectdBA\Better WorkAggieMart User Guid@1.XFullVersionAggieMartUserGuide20210812.docx 10
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Setting Name, Phone Number, and Email

Language, Time Zone and Display Settings

Early Access Participation
Update Security Settings
Default User Settings

User Roles and Access

International phone numbers must begin with +
Mobile Phone Number
International phone numbers must begin with +

. *
E-mail Address cs@nowhere.com =i

Ordering and Approval Settings Department FINANCIAL SYSTEMS ADMINISTRATION (530340) _/
Permission Settings Position -

Notification Preferences Authentication Method Local

1 r Hictory

Hser nistory User Name * cstest

* Required

~2)

iﬂﬂﬂ!—EMAﬂT '??M All ~ Search (Alt+Q) Q 179.00USD W Q |ne A2
My Profile » User's Name, Phone Number, Email, etc.
chris test User's Name, Phone Number, Email, etc. ~
User Name cstest First Name chris
Last Name test
User Profile and Preferences
User's Name, Phone Number, Email, etc. Phone Number ext.

Save Chan

ges

ClickUs er 6 s

Click Save Changes

Name,

Setting Default Index and Funding Source Codes

P h o n eonthe leftede pgne. Ema i | ,
You can update youfirst Name, Last Name Phone Number andE-mail Address.

et c.

Matt Crockett

User Name mattcroc

User Profile and Py, es
Update Security S
Default User Settings

Custom Field and Funding Source Defaults

Default Addresses
Cart Assignees
Checkout Settings

User Roles and Access

Ordering and Approval Settinas

Custom Field and Funding Source Defaults

Header (int.) Vendor Codes Code Favorites Internal Information

Custom Field Name efault Value Description

Special Approval No Default Value

Federal Equipment Screening No Default Value

Software Purchase No Default Value
Sole Source No Default Value
Open Order or Cost Declining No Default Value
PO End Date No Default Value

PO Start Date No Default Value

Edit Values

1. Click onDefault User Settings.

2. Click onCustom Field and Funding Souce Defaults.
3. Intheright pane A Click on theCode Favoritestab.

R:\ProjectdBA\Better WorkAggieMart User Guid@1.XFullVersionAggieMartUserGuide20210812.docx 11
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Custom Field and Funding Source Defaults ?

Header (int) Vendor Codes Code Favorites Internal Information

Use Code Favorites for quick access to accounting code combinations saved to your profile during
checkout. You may create a new Code Favorite by clicking the "Add"” button and entering a
commonly used combination of accounting codes with or without splits. Code Favorites are
accessed during checkout by editing the codes section or by selecting it as your default accounting
codes in your profile.

Funding Source ?

Chart Index Fund Organization Account  Program Activity

4. Click theAdd button to enter a default index.

Funding Source ? X

Nickname [] Default

Chart Index Fund QOrganization Account Program Activity add
split

N 738012
Select Select from all values... Select from profile values...

from Select from all values...
profile

values...

m Cancel

5. Click Select from all values..to search for the index.

Close

'~| Custom Field Search
Value @
Description

6. Enter the index number in th&alue box, or department in tH2escription box. Partial search terms

are supported.
7. Click Search

R:\ProjectdBA\Better WorkAggieMart User Guid@1.XFullVersionAggieMartUserGuide20210812.docx 12
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[+| Click to filter search results

Results Per Page

Value

100783

Values Found 1

— Description

FINANCIAL SYSTEMS ADMIN OPERATING

Close

4|Page1of 1|k ?

select

8. Click theSelectlink (far right end of the row) for the index you want.

Funding Source @

Nickname Operating

Chart Index

N 100783
Select Select from all values...
from
profile
values..,
Select
from
a
values...

10

Default

Fund Organization Account

110006 530340
Select  Select from
from a all values...
values...

738012
Select from profile values...
Select from all values...

m Cancel

Program Activity add
split

1310

9. Enter aNickname.

10. Click the Default checkbox if you want this index used as your default.

11.Click Save

Y ou will seetheindex you justadded in theFunding Sourcelist. Code Favorites can beused during
chedkout in theFunding gdion. Crede additional CodeFavorites by repeding thesestepsagain.

R:\ProjectdBA\Better WorkAggieMart User Guid@1.XFullVersionAggieMartUserGuide20210812.docx
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Custom Field and Funding Source Defaults

Header (int) Vendor Codes Code Favorites |nternal Information

Use Code Favorites for guick access to accounting code combinations saved to your profile during
checkout. You may create a new Code Favorite by clicking the "Add" button and entering a commonly
used combination of accounting codes with or without splits. Code Favorites are accessed during

checkout by editing the codes section or by selecting it as your default accounting codes in your
profile.

Funding Source

University OPERATING

Operating (default) Delete |

Chart Index Fund Organization Account Program  Activity
N 100783 110006 530340 738012 1310

New FINANCIAL OPERATING FINANCIAL MISC FISCAL

Mexico  SYSTEMS  ACCOUNTS SYSTEMS EPROCUREMENT OPERATIONS

State ADMIN MAIN ADMINISTRATION

Setting a Ship To Address

Matt Crockett Default Addresses

User Name mattcroc

© No addresses defined in profile.

. Ship To | Bill To
User Profile and Preferences

Update Security Settings
Default User Settings

Custom Field and Fundip=<Qurce Defaults il clad iy preile

Default Addresses Shipping Addresses

Cart Assignees

Chercknut Settinne

?

G Select Addresses for Profile

1. UnderDefault User SettingsA Click Default Addresses
2. Inthe right panéy, Click Select Addresses for Profile
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Ship To  Bill To
Select an address to edit
© No addresses defined in profile.
Shipping Addresses Address Search
Nickname / Address 1620 @
Text
Results Per Page 0 v
Search
Addresses Found: 3 “|Page 1of 1|2
Name Address
G}O Academic ATTN: Matt Crockett
Research A DEPT: FINANCIAL SYSTEMS
ADMINISTRATION
ROOM:
Academic Research A
1620 Standley Dr
Las Cruces, NM 88003
United States
O Academic ATTN: Matt Crockett
Research B DEPT: FINANCIAL SYSTEMS
ADMINISTRATION
3. Enter a partial street address, building name iNibkname / Address Textbox.
4. Click Search The search results will be displayed.
5. Click theradio button next to the correct address.
TheEdit Selected Addresssection will be displayed.
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Ship To  Bill To

B

Select an address to edit Select Addresses for Profile Delete Address

@ No addresses defined in

profile.
Shipping Addresses Edit Selected Address ?
Nickname Academic Research A
Default
Current Default -
Address
ADDRESS
ATTN: * Matt Crockett
DEPT: * FINANCIAL SYSTEMS AD, JRATION
ROOM: * @
Address Line 1 Academic Research A
Address Line 2 1620 Standley Dr
City Las Cruces

State NM
Zip Code 88003
Country United State

6. Click theDefault checkbox if this will be your dault Ship To address.
7. Enter aROOM number.
8. Click Save

Default Addresses ?

9 ¥sses defined in profile. ‘

Ship To Bill To

B

Select an gddress to edit Select Addresses for Profile

© No addresses defined in profile.

Billing Addresses

9. Under theBill To tab, follow the same procedure to add a default billing address.
Note:it he onl y o p Accaums PayablefepbBroedtsaddress.
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Search Tools & Filter View

Quick Search

Quick Searchprovides a faster way to perform some searches. The different options to refine your search
are outlined below.

Data that is searchable: Catalog Number (SKU), Change Requiedtdy Contract Number, Manufacturer
Name, PO Number, Parg@nt, Product Description, Requisition Name, Requisition Number, Vendor.

Note: documents that are in a draft state are not searchable, i.e., Draft Requisitions, Draft Change
Requestsetc.

1 Combine Searche§ Use "OR" between each search. For exam@882 OR 83827
1 Search for a Phrase Match Put a phrase inside quotes. For example, "Fisher Scientific"

1 Exclude Words from a searchi Put a- in front of a word to exclude it. For example,
John-Johnson

1 Search for wildcardsi Put an* in your word as a placeholder. For example, 123*98
91 Search for place holdern Put one or mor@ as a placeholder. For example, 1234?76

1 Range of Valueg Put.. before, after or between values to search for a range. For example,
A between is 12346678,
A before is..5678,
A after is 1234
Note: the following field(s) are searched when using a range: Requisition Number

Using Quick Search

Quick search

. All Orders

My Orders Requisitions

Purchase Orders
Approvals

Change Requests

1. Click theOrders icon on the left ribbon menu.
2. Enter search criteria in ti@uick searchbox A PressEnter. In this example, the criteria is
P02012070R 13021700
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Documents associated with the specified search criteria are displayed:
Type of Order: &All ¥  Created Date: &ll ™ | P0O201207 OR 1J021700 Q @ | rddFilter *  Clear All Filters ?
1-4 of 4 Results £} 200 Per Page +
Order Created Completed
O Identifier Type Order Status  Order Owners Date/Time ¥ Date ™ \endor Total Amount
O ® zi07974 Requisiti Complete  Javier 11/5/2020 11/5/2020 Las Cruces 3,000.00 USD
on Mercado 2:02:06 PM 2:37:44 PM  Barricades
|:| @ uoz1700 Invoice Complete  Jose Figueroa 10/28/2020 10/28/2020 Mangos Inc 0,00 UsD
Pineda 10:32:25 AM 10:35:19 &AM
Monica
Rodriguez
0 & rozo1207 Purchase  Complete  Javier 11/5/2020 11/5/2020 Las Cruces 3,000.00 USD
Order Mercado 2:37:44 PM 2:39:29 PM  Barricades
|:| 8 Loz1704 Invoice Complete  Javier 11/5/2020 117572020 Las Cruces 3,000.00 USD
Mercado 4:24:24 PM 4:26:12 PM  Barricades
AlternateQuick searchmethod:
& Acdii o
AGGIEMART =" Al ~ P0201207 OR 1J021700) Q 1824USD W @ M A 2
S ISy Quick Search (Alt+Q) 6 a +

Requisitions

< Shopping Home
3107974

Quick Links
Purchase Orders

Quick links to acc

functions P0201207

Non-Catalog Iter Invoices
Request New Ve

Z Payment Req 11021704
=z 1J021700
Z

View Favorites

Showcases

3. A Quick searchcan be performed in tigearchbox at the top of the AggieMart screen.

4. Click on a result to view that document.
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Filter View

This functionalityis availablefrom within Purchase Orders, Requisitions, Change Requests and Invoices.
Use theFilter View options to quickly view sections of a document.

R AGGIEMART = ot a0 - @ wavo w10 42
Purchase Order * P0201207 Revision 0 (Closed) ~ = ©® = @ 10f 1 Results ¥ < >
Status Summary Revisions o Confirmations Shipments Char /F_”‘TER VIEW nents S
eat [ view Al R
View Line Items Only -
General Information e W
View General Information Only
N
PO/Reference No. P0201207 View Shipping Information Only
View Billing/Payment Only
Revision No. 0
View Distribution Information Only
Vendor Name Las Cruces Barricades View Supplier Information Only
Address 1324 Yucea Rd View Business Purpose Only “
Mesilla Pal'k, New Mexico 88047 United \_ View Funding Source 0n|y
States 3,000.00
Phone +1575-541-6018 3,000.00
Purchase Order Date 11/5/2020
Related Documents v
Total 3,000.00
Requisitions: 3107974 =
Requisition Number 3107974 view | print Invoices: 1J021704 =

1. With the document opefy Click theFilter View @ icon (eyeball).
2. Click the desired option from the pap menu.

R:\ProjectdBA\Better WorkAggieMart User Guid@1.XFullVersionAggieMartUserGuide20210812.docx 19



NMSU Senior VP for Administration and Finance 8/12/2021

Shopping

Cart Management

Users can work on multiple orders simultaneouslyGaat Management. You may need to leave a draft
order until further clarification or documentation is acquired, or you may support several different offices
with different procurement needs. Carts can be named for easy identification, assigned torothers f
evaluation, unassigned to retake ownership, or saved indefinitely to archive recurring procurement needs.
This section will cover:

Creating a new Cart

Access an existing Cart

Assign a Cart

Unassign a Cart

Transferring items from and to Carts
Deletinga Cart

X X X X X X

Creating a new Cart
1. Loginto myNMSU A Click theAggieMart link on the left side of the screen

R AGCIEMART = Nt All ~ Search (Alt+Q) Q ooousp w < B D
a +

Shop (Alt+P) Open My Active Shzaaing Cart

Shopping View Carts enter Shopping Home
View My Orders (Last 90 Days)
| My Carts and Orders »
7

Admin

- Shopping Settings
Al

s, part number, etc.

2. From the AggieMart home padg Click theShopicon.
3. Go toMy Carts and Orders.
4. Click View Carts.

The Cart Managementwindow will be displayed. Here you can view all draft carts, access an existing cart,
create a new cart, delete a cart, consolidate carts, and view assigned carts.

R:\ProjectdBA\Better WorkAggieMart User Guid@1.XFullVersionAggieMartUserGuide20210812.docx 20



NMSU Senior VP for Administration and Finance 8/12/2021

R AGCEMART = Mot o All ~ Search (Alt+Q) Q 182qus0 W o D a9

Shop » My Carts and Orders » View Carts » Draft Carts

Cart Management Create Consolidat@ ?

Draft Carts ™ Assigned Carts

¥ Filter Draft Carts

5. To create a new ca#f Click onCreate Cart.

6. To add items to your shopping c&tClick on Click here to start shopping This will redirect you
to theShopping Homepage.
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