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eProcurement User Interface (Ul) Quick Guide

Fluid (User Friendly)

Menus adapt and collapse as needed to help fit the screen of different devices. Each image below
shows the screen squeezed a little more and the way the fluid page reacts:
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Welcome to eProcurement!
Havea Procurement Question? a s{:_v ODA

Header Navigation

Icon description, left to right, Document Selection, Quick Search, Cart Access, Favorites,
Action Items, Notifications and User Profile
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Search Bar Navigation
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Tabs located above the navigation bar allow users to easily switch between Simple and

Advanced Search

Simple Advanced Got

Search for products, suppliers, forms, part number, etc

o: Favorites | Forms | Quick Order

Browse: Suppliers

Categories

Chemicals

Contracts

Document Search

Robust document search allows users to select Order Type, Date Type, and add Filters with tools
located at the top of the page rather than through navigation

Orders » Search » All Orders

= Search All Orders

Quick Filters My Searches Type of Order: All » Created Date: All » | Spiro
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Documents (Requisition, Purchase Order, and Invoice)

Action item pull down menu in upper left of document next to a more prominent Document ID

)

Requisition * 3335682 ~

Summary Taxes/S&H Approve & Next tor]
5 Approve
o Ganigral Return to Shared Folder
w Place on Hold

Status Pending
m Buyer assignm  Withdraw Entire Requisition

Submitted  0/9/202137 COPY10 New Cart
'& Add Comment

Cart Name 2021-09-09j)
.|1||. Add Notes to History

Description no value Reject Requisition

=l
d} Prepared by Mike Reques
View My Orders (Last 90 Days)
FHRS Snacial b BICHARDSOM TY 75080

The University of Texas at Dallas

o Requisitions workflow is shown on the right side of the document under “What’s

next?”
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¢ Quickly navigate through Req, PO, and Invoice by expanding the “Related
Documents” menu on the right-hand side of page
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