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Confidential Business Information  

This documentation is proprietary information of New Mexico State University (NMSU) and is not to be 

copied, reproduced, lent or disposed of, nor used for any purpose other than that for which it is specifically 

provided without the written permission of NMSU. 

 

All rights reserved. The unauthorized possession, use, reproduction, distribution, display, or disclosure of 

this material or the information contained herein is prohibited. 

 

Use of this material is solely for the support of New Mexico State University.  
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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 Regentôs policies, and all federal and State of New Mexico laws.  For more information or 

assistance, visit the Procurement Services website at http://purchasing.nmsu.edu.  

 

Purchases that Require Pre-Approval with Special Form 

¶ Information Technology or Software 

¶ Vehicles 

¶ Unmanned Aircraft 

 

Other Purchases that Require a Form 

¶ Sole Source Procurement 

¶ Federal Funding 

 

Forms can be found at https://af.nmsu.edu/forms.  Complete 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 

including $20,000 
Best obtainable quote 

(Attach written quote to your Requisition) 

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

including $60,000 
Attach 3 written quotes to your Requisition 

>$60,000 (greater than) Contact Procurement Services for Formal Bid/RFP 

or approved pricing agreement/piggyback 

 

  

http://purchasing.nmsu.edu/
https://af.nmsu.edu/forms
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Getting Started 

Logging In 

 

1. Go to the myNMSU webpage.  

 

2. Enter your NMSU Username and Password. 

3. Click the SIGN IN button. 

 

  

4. Click on the AggieMart  link .  

2 

3 
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Navigation 

 

 

1. Side Navigation Bar ï 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 Search ï a keyword search that returns a list of pages containing the keyword. 

3. Direct Pay Request ï a form for vendor payments that do not require a Purchase Order. 

4. Catalogs ï links to supplier catalogs. 

5. Non-Catalog I tem ï quick link to open the non-catalog order screen. 

6. Quick Search ï provides access to document searches (requisitions, purchase orders, invoices, etc.). 

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

8. Bookmarks ï shows a list of bookmarks you have created.  You can rename bookmarks by clicking 

the Edit button at the bottom of the bookmark list. 

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

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

11. User ï displays a link to your profile, your saved searches and the logout link. 

12. Organization Message ï displays important AggieMart information and news. 

12 

2 

3 
1 
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Dashboards 

 

1. The name of your current Dashboard is shown here. 

2. To switch to another Dashboard (if applicable for your role) Ą Click the left arrow   icon. 

 

 

3. Click on a Dashboard name to open. 

4. To view more Dashboards, or to go back Ą Click the right arrow   icon. 

 

  

3 

4 

2 

1 
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User Profile Management 

Profiles allow users to customize and default information, shipping addresses, frequently used indexes, 

cart assignees, notification preferences, and email approval options. 
 

Note: some of the values in your profile are maintained administratively and cannot be changed ï these 

include user roles, permissions, order settings, and approval settings.  
 

1. Log in to myNMSU Ą Click on the AggieMart link  on the left side of the screen. 

 

 
2. On the AggieMart home page Ą Click the User icon in the top right-hand corner of the screen. 

3. Click on View My Profile. 
 
  

3 

2 
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Setting Name, Phone Number, and Email 

 
1. Click Userôs Name, Phone Number, Email, etc. on the left side panel. 

2. You can update your First Name, Last Name, Phone Number, and E-mail Address. 

3. Click Save Changes. 

 

 

Setting Default Index and Funding Source Codes 

 

1. Click on Default User  Settings. 

2. Click on Custom Field and Funding Source Defaults. 

3. In the right pane Ą Click on the Code Favor ites tab. 

 

1 

2 

3 

3 

1 
2 
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4. Click the Add button to enter a default index. 

 

 

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

 

 

6. Enter the index number in the Value box, or department in the Description box.  Partial search terms 

are supported. 

7. Click Search. 

4 

5 

7 

6 
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8. Click the Select link (far right end of the row) for the index you want. 

 

 

9. Enter a Nickname. 

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

11. Click Save. 

 

You will see the index you just added in the Funding Source list.  Code Favor ites can be used during 

checkout in the Funding section. Create additional Code Favorites by repeating these steps again. 

 

9 10 

8 

11 
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Setting a Ship To Address 

 

1. Under Default User Settings Ą Click Default Addresses. 

2. In the right pane Ą Click Select Addresses for Profile. 

 

2 

1 
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3. Enter a partial street address, building name in the Nickname / Address Text box. 

4. Click Search.  The search results will be displayed. 

5. Click the radio button  next to the correct address. 

 

The Edit Selected Address section will be displayed. 

 

5 

3 

4 



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

 
 

R:\Projects\BA\Better Work\AggieMart User Guide\21.x\FullVersion\AggieMartUserGuide20210812.docx                 16 

 
 

 

6. Click the Default checkbox if this will be your default Ship To address. 

7. Enter a ROOM  number. 

8. Click Save. 

 

 

9. Under the Bill To  tab, follow the same procedure to add a default billing address. 

Note: the only option is NMSUôs Accounts Payable department address. 

 

 
  

6 

8 
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Search Tools & Filter View 

Quick Search  

Quick Search provides 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 Request Number, Contract Number, Manufacturer 

Name, PO Number, Participant, Product Description, Requisition Name, Requisition Number, Vendor. 

 

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

Requests, etc. 

 

¶ Combine Searches ï Use "OR" between each search. For example, 12389 OR 83827 

¶ Search for a Phrase Match ï Put a phrase inside quotes. For example, "Fisher Scientific" 

¶ Exclude Words from a search ï Put a - in front of a word to exclude it.  For example,  

John -Johnson 

¶ Search for wildcards ï Put an *  in your word as a placeholder.  For example, 123*98 

¶ Search for place holder ï Put one or more ? as a placeholder.  For example, 1234??6 

¶ Range of Values ï Put .. before, after or between values to search for a range.  For example,  

Á between is 1234..5678,  

Á before is ..5678,  

Á after is 1234..  

Note: the following field(s) are searched when using a range: Requisition Number 

 

 

Using Quick Search 

 

 

1. Click the Orders icon on the left ribbon menu. 

2. Enter search criteria in the Quick search box Ą Press Enter.  In this example, the criteria is 

P0201207 OR IJ021700. 

 

1 
2 
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Documents associated with the specified search criteria are displayed: 

 

 
 

Alternate Quick search method: 

 

 

 

3. A Quick search can be performed in the Search box at the top of the AggieMart screen. 

4. Click on a result to view that document. 

3 

4 
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Filter View  

This functionality is available from within Purchase Orders, Requisitions, Change Requests and Invoices.  

Use the Filter View  options to quickly view sections of a document.  

 

 

1. With the document open Ą Click the Filter View   icon (eyeball). 

2. Click the desired option from the pop-up menu. 

 

  

2 

1 
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Shopping 

Cart Management 

Users can work on multiple orders simultaneously via Cart 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 to others for 

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 

× Deleting a Cart 
 

 

Creating a new Cart 

1. Login to myNMSU Ą Click the AggieMart  link  on the left side of the screen. 

 

 

2. From the AggieMart home page Ą Click the Shop icon. 

3. Go to My Carts and Orders. 

4. Click View Carts. 

 

The Cart Management window 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.  

 

2 

3 

4 
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5. To create a new cart Ą Click on Create Cart. 

 

 

6. To add items to your shopping cart Ą Click on Click here to start shopping.  This will redirect you 

to the Shopping Home page.  

  

5 

6 
































































































































































































































































