Aggiebuy ADMIN Quick Reference Guide

Copying a rule:

Begin by hovering over the “Setup” flyout menu to the left of your screen. You can then select “Workflow Setup” and then either

“Requisiiton Workflow Setup” or “Invoice Workflow setup”. (Requisition will be used for this example)
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Next click on the “Advanced Dynamic Workflow” tab at the top of the page.
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Then “Rules Management”
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From the “Rule Group” dropdown menu select the appropriate rule group - Department Allocator, Department Code Final Approver,

etc.
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Enter the name of the rule that you want to copy in the “Rule Name” field and click “Search”
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The Rule you entered will be displayed. Select the check box for the rule you want to copy.

Then select “Copy to one or more Rule Groups” from the dropdown menu and click “Go”.
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You will then select what Rule Group you want to copy to and click “Copy”. In this example we are copying a Department Allocator
rule to a Department Allocator rule. It is recommended that you copy to the same type of rule you are copying from.
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The copy will be displayed at the bottom of the page and will be set to inactive. Copying a rule will also copy all approvers listed on

that rule.
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Click on “edit” for the inactive rule
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Here, you can edit the rule for the appropriate department with the appropriate approvers. Click on the edit button in the “Rule Info” box.
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Edit the rule info. - Change the display name to show the proper department and remove the extraneous numbers at the end( “-01” or “02” etc)
You will not be able to edit the “Internal Name”-this will remian the same
Enter the rule description in the text box. When all updates have been made click “Save”

Example-Before changes
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Example-After changes

[ Rules Management

ecure | https://solutions.sciquest.com/apps/Router/DynamicRuleEdit?tmstmp= ruleEntityType=18param_Action=action_EditRule&param_DynamicRuleld= ule_RuleGroupFilter=1: uleFilter_RuleName=02- uleFilter_Approvers=RulesFi
&~ C | a&s hi //soluti i )/ /R "/ RuleEdit? 1498851572604 &ruleEntityT) 18y Acti ion_EditRuled, D icRuleld=31161638&Rule_RuleGi Filf 11968&RuleFilter_RuleN, 02-MEENS&RuleFilter_A) Rulesfil @ ¢

Apps % ACU TP 360 [ UStream = ATT L) Chase [) FRow P Capl b Sears Bl 87U [@] nva&iC [3 Depot [§ ONawy paypams [ FitPal [ Diet [) Auction @ Turbo [} Med Suddenfink of Citi® [] Guitar ¥§ Car ' CareCredit @! Yam = MCM

Edit Rule Info

Internal Name -118-01
Display Name |02—EXAMPLE Dept. Allocator

Rule Group | Department Allocator

Rule Description Department Allocator

4
980 characters remaining expand | clear

Active

Enable Automatic Approvals

[Save | conce |




Aggiebuy ADMIN Quick Reference Guide

Update the “Document-Level Ru

les” or “Line-Level Rules by clicking on “edit”.

Currently, the Requisition Alloctaor rules are the only ones that will use Document Level. The rest will use Line Level.

**Note-an example of a rule that uses Line Level can be found on the last page of this guide
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At the Document level-Select “edit”. Highlight the departments in the “Selected Departments” box that should be removed and use the arrow

to remove them.

[ Rules Management
<« C | & Secure \ https://solutions.sciquest.com/apps/Router/DynamicRuleEdit?tmstmp=1498852132237&ruleEntity Type=1&param_Action=action_EditRule&param_DynamicRuleld=31161638&Rule_RuleGroupFilter=1196&RuleFilter_RuleName=02-MEEN&!RuleFilter_Approvers=RulesFil ﬁ'l :

Apps % ACU ¥ 360 [0 UStream = ATT ) Chase [§ FRow P Capl i Sears BIU BTU [@] NY&C [3 Depot [ ONavy [ Paypams [ FitPal [J Diet [} Auction @ Turbo [3 Med Suddenlink o Citi® [J Guitar ¥¥ Car " Care Credit Yarn = MCM »

Edit Dynamic Rule Element
Use the Department rule configuration to create a rule element based on a user's department.

select the departments from the list in the left column and dlick the right arrow to move it to the right column. The dacument is routed to a folder when the user's department matches one of
the selected departments in this rule.

Select include blank values from the dropdown box to route a document with no associated department. The default setting is ignore blank values, which dees not look for an empty

department.

For more information on the specific options for this rule element, click the ? in the upper right comer.

Ordering Department | one of the following values ¥ | [ignore blank values 7 |

Available Departments Selected Departments

tion Departments
02-MEEN (02-MEEN)
02-MEEN-EQUIP (02-MEEN-EQUIP)
02-MEEN-FEES (02-MEEN-FEES)
02-MEEN-JOHNY (02-MEEN-JOHNY)
02-MEEN-MSEN {02-MEEN-MSEN)
02-MEEN-TURBO (02-MEEN-TURBO)

Organization Departments
02-8030 (02-8030)
02-AABS (02-AABS)
02-ACAD (02-ACAD)
02-ACAD-SCHOL (02-ACAD-5CHOL)
02-ACCT (02-ACCT)
02-ADMI (02-ADMI)
02-ADMI-AGPSC (02-ADMI-AGPSC)
02-ADMI-APPS (02-ADMI-APPS)
02-ADMI-BV (02-ADMI-BV)
02-ADMI-CC (02-ADMI-CC)
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Then move over the correct department and click “Save”
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Edit Dynamic Rule Element

Use the Department rule configuration to create a rule element based on a user's department.

Select the departments from the list in the left column and click the right arrow to move it to the right column. The document is routed to a folder when the user's department matches one of
the selected departments in this rule.

Select include blank values from the dropdown box to route a document with no associated department. The default settine ignore blank values, which does not lock for an empty
department.

For more information on the specific options for this rule element, click the ? in the upper right comer.
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Organization Departments
02-CAT (02-CAT)
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02-ADMI (02-ADMI)
02-ADMI-AGPSC (02-ADMI-AGPSC)
02-ADMI-APPS (02-ADMI-APPS)
02-ADMI-BV (02-ADMI-EV)
02-ADMI-CC (02-ADMI-CC)
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Now you can update your Approvers. In the “Approvers” box add or remove Approvers as needed using the “Add Approver” and “Remove
Selected Approvers” buttons.
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Once you have edited all three sections you can go back into the “Rule Info” box and activate the rule. Click on”edit” then check the box next to
“Active”
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Suppliers
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ll Reporting Internal N 118-01
niernal ame - Add Approver. Remove Selected Approvers
Display Name 02-MEEN-ALL Dept. Allocator-01
£ Administer Rule Group Department Allocator Approvers
Rule Description Cheri Alvarado
o Setup Active x
Mark Anderson
Enable Automatic Approvals x
Renes Campos
Adrienne Krenek
Timothy Meekma
Sybil Popham
Maria Rodriguez
Mason Schmalriede
Chelsea Soechting
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[ Rules Management

& c | & Secure | https://sclutions.sciquest.com/apps/Router/DynamicRuleEdit?tmstmp=14988535562618&ruléEntityType=1&param_Action=action_EditRule&param_DynamicRuleld=31161638&Rule_RuleGroupFilter=1196&RuleFilter_RuleName=02-MEEN&RuleFilter_Approvers=RulesFil @& ¥
[} FRow P Capl b Sears BIU BTU [@] NY&AC [ Depot [ ONavy PayPAMS [ FitPal [ Diet [§ Auction @ Turbo [§ Med Suddenfink ol Citi® [J Guitar ¥§ Car | CareCredit &! Yam = MCM »

Apps B ACU P 360 [ UStream = ATT L) Chase

Edit Rule Info
Internal Name -118-01
Display Name |02-MEEN-ALL Dept. Allocator-01

Rule Group |Dspartment Allocator

Rule Description

£l
1000 characters remaining expand | clear

Active

Enable Autematic Approvals

[Save | conce |
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Adding departments to a rule at the Line level

Select “edit” for Line Level Rules

J/ [} Rules Management % V@D [3Treat You Better 41 X \D ) Ll (50 e

<« C | @ Secure | https://solutions.sciquest.com/apps,

ynamic uleEntityType

am_A d cRu =

y stmp=1 2 8 Type=4&param_Actio a 0 &RuleFilter. @ ¥
S Apps % ACU TP 360 [ UStream & ATT Uy Chase [) FRow P Capl db Sears Bl BTU [§] Nv&C [) Depot [§ OMevy [fJ Paypams [BJ Fitbal [) Diet [3 Auction @ Turbo [3 Med Suddenlink @l Citi® [] Guitar ¥ Car Care Credit @I Yarn = MCM »

| TEXAS A&

UNIVERSITY

uleGroupFilter= ter_RuleName

£ Setup ~ Workflow Setup  Invoice Workflow Setup =
Shared Workfiow Advanced Dynamic Workflow ondion
Folders Process
Rule Group Management Rules Management Rules Import/Export Rule Group History Rules History ?

<<Return To Search Result Page

Rule Info ?  Approvers 2
edit|
DAQ477-03
e Norrs i Appeover
Display Name 02-MEEN Dept Allocator-02
Rule Group Department Allocator Approvers

& Desc

Rule Description Cheri Alvarado

Active x
Mark Anderson
Renes Campos
Adrienne Krenek
Timothy Meekma
Sybil Popham
Maria Rodriguez

Mason Schmalriede

Chelsea Soechting

Document-Level Rules ?

Add a new rule for a | Business Unit v m

Line-Level Rules ?

Add a new rule for a | Capital Expense v E
set of Custom Field values: Department Code (Department Cade): one of the following values: {"02-MEEN"}
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Rather than choosing the department from a list, you will type in the department name. Be sure to preface the department name
with your System part (02, 24, 28 etc) and a dash as seen in the example below. Department codes should always be capatalized.

[ Rules Management x

&«

(&) l @ Secure | https://solutions.sciquest.com/apps/Router/DynamicRuleEdit?ruleEntity Type=4&ttmstmp=14988552307498&uuleEntity Type=4&param_Action =action_EditRule&param_DynamicRuleld =31161600&Rule_RuleGroupFilter=10747&RuleFilter_RuleName=02-meen&RuleFilter, ﬁ'] H
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Edit Dynamic Rule Element

Use the set of custom field values configuration to create a rule element that evaluates the presence of a list of specific custom field values.

Select the custom field name from the drop-down box. Next, select the operator from the drop-down list and enter the custom field value(s) into the text area provided. Each custom field value
must be separated by a carriage return. The rule element is evaluated as true if the referenced custom field values are found on a document.

Select include blank values from the dropdown box to route a document with no custom field value for the selected field. The default setting is ignore blank values, which does not look for an

empty custom field. For mere information on the specific options for this rule element, click the 7 in the upper right corner.

v ‘ ‘ one of the following values ignore blank values ¥

‘ Department Code (Department Code)
02-MEEN

4
expand | clear
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If you are adding multiple departments, list them vertically with no commas or periods

[Y Rules Management X

<« C | & Secure \ https://solutions.sciquest.com/apps/Router/DynamicRuleEdit?tmstmp=1499442267888&ruleEntityType=48param_Action=action_EditRule&param_DynamicRuleld=31371481&Rule_RuleGroupFilter=10747&RuleFilter_RuleName=02-meen&RuleFilter_Approvers=RulesF @& ﬁl H
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Suddenlink of Citi®@ [ Guitar ¥$ Car J' CareCredit
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Edit Dynamic Rule Element

Use the set of custom field values configuration to create a rule element that evaluates the presence of 3 list of specific custem field values.

Select the custom field name from the drop-down box. Next, select the operator from the drop-down list and enter the custom field value(s) into the text area provided. Each custom field value must
be separated by a carriage retumn. The rule element is evaluated as true if the referenced custom field values are found on a document.

select include blank values from the dropdown box to route a document with no custom field value for the selected field. The default setting is ignor

jch does not look for an
empty custom field. For mere information on the specific options for this rule element, click the ? in the upper right carner.

Department Code (Department Code} v ‘ | one oflheﬁwmg values ignore blank values ¥
02-MEEN
02-AERO
02-NUEN




