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Viewing User Profiles in UD Exchange

The Department Purchasing Specialist is responsible for requesting changes to
users’ roles and access via the UDX Access Request form.

The DPS can also request changes to workflow and add emergency substitute
approvers using this form.

The DPS can see all profiles of UD employees in order to be able to make an
informed request via the form.

This guide will show how to find basic profile information to support the
functionality of your department and users.
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Administer » Manage Users » Search for Users
! = M savess « 2 pinFilters S ExportAll w & Create User
“ Quick Filters My Searches [ Q e ]Ad(l Filter »  Clear All Filters ?
< 2 Page 1 of 1000 - 10 Per Page v
Q Department v g 1-10 of 22287 Results 9
- INTERCOLLEGIATE ATHLETICS a Name @ User Name ¥ Phone Email Department Position  Role Status Last Login Date ¥
iy PROG (02001) ©
[] Requester (§1,000) requesler_1000 - ghawxhur@udel.com PROCUREMENT SERVICES - Requester 1000 ([l 11/5/2020 12:34:43 PM
CHEMISTRY & BIOCHEMISTRY m
(02522)
* [m] Allen (702507654) 702507654 +1302-831-8400 Jjoallen@udel.edu MEDICAL & MOLECULAR SCIENCES - Requester 2500 Active 12/21/2021 3:39:32 PM
CHEMICAL & BIOMOLECULAR
ENGR (03110)
(] Sudhanshu . 702621029 - ud-mart@udel.edu CIVIL & ENVIRONMENTAL ENGINEER - Shopper Active -
&% MECHANICAL ENGINEERING -
(03140)
(] Carly Aaron 701529423 - ud-mart@udel.edu COMMUNICATION SCI & DISORDERS - Shopper Active -
ik RES LIFE & HOUSING (06400)
¥ See More Show More O Jessica Aaron 700815868 - ud-mart@udel.edu SPEECH LANG & HEAR CLINIC - Shopper Active -
Email Preference ' o o Shopper Active -
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Cart created from an awarded
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sl You can also enter a user’s name or UDID in the search bar on the homepage
to return that user record or their documents.

Procurement Forms

Cart Type
[l ll ol No results found
A
Non-PO Payment Request Subaward Request NIIMBL Subaward Request
RFX Request (Option 2)
4] . f
Waiver of Bid Reguest UDX Access Request
Office/Misc Supplies v
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Administer » Manage Users » Search for Users » Rachel Requester » User's Name, Phone Number, Email, etc.

< Back to Results 1of 1Results » | € >
Rachel Requester User's Name, Phone Number, Email, etc. ?
User Name test1000requester First Name Rachel
Last Name Requester

User Profile and Preferences

Phone Number
User's Name, Phone Number, Email, etc.

Language, Time Zone and Display Settings Mobile Phone Number -

App Activation Codes E-mail Address * ud-mart@udel.edu

Early Access Participation
Default User Settings Department PROCUREMENT SERVICES (04750)
User Roles and Access Position _
Ordering and Approval Settings . Q Q , .
bermission Settings Reports To You will be able to see anything in a user’s profile that
Notification Preferences e verod | YOU C@N S in your own profile, in order to be able to
User History User Name * request changes via the Access Form or assist users.
Administrative Tasks

% Regquired

Save Changes
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Roles and Access Basics

e The most common changes to users involve roles (what they can DO in UDX) and
access (what they can SEE in UDX).

 For more about roles, please refer to the guide Employee Roles in UD Exchange.

* For more about access, please refer to the guide, Understanding Access in UD
Exchange.

 Approved updates to roles and access are reflected in UDX through the HR
integration twice daily, at 6 AM and 6 PM.



https://www1.udel.edu/procurement/UDX/NewUX/General/UDX%20Employee%20Roles%20in%20UD%20Exchange.pdf
http://www1.udel.edu/procurement/UDX/NewUX/General/Understanding%20Access%20in%20UD%20Exchange.pdf
http://www1.udel.edu/procurement/UDX/NewUX/General/Understanding%20Access%20in%20UD%20Exchange.pdf
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Administer » Manage Users » Search for Users » Rachel Requester » Assigned Roles

« Back to Results Tof TResults w | € &

Rachel Requester Assigned Roles 2

User Name test1000requester Assigned Roles
Requester 1000

User Profile and Preferences

DeTault User Settings Rachel has a Requester 1000 role.

User Roles and Access
Therefore, the DPS knows that Rachel can place an order for

O’igd R herself or another user, and it won’t need DPS approval
Permission Settings d unIeSS |t |S over $1 ,000

Notification Preferences

£ B 0o & w0 2

FE %

Jeer History However, Rachel is not an Approver and could not be named
Administrative Tasks as a substitute approver if an approver is out of the office.
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Administer » Manage Users » Search for Users » Rachel Requester » Access

< Back to Results 1of TResults » <€ >

Rachel Requester Access

Document Search Access

User Name test1000requester - . o
This page grants search access to documents as defined below. Each selection adds to the visibility of your document search results.

O » This user's access to organization orders in Document Search is defined below.

User Profile and Preferences « This user's access to organization vouchers in Document Search is defined below.

Default User Settings

[ User Roles and Access ]
Assigned Roles Department Assignments: 2
Access Department Name
Ordering and Approval Settings PROCUREMENT SERVICES (04750)

Permission Settings
Notification Preferences

User History Rachel’s access is limited to Procurement Services.

Administrative Tasks

.saaapwam»

Therefore, the DPS knows that Rachel will not be able to see
POs owned by people in departments other than Procurement.

Rachel has Access to only one department and has no
Approver role so she wouldn’t be included in approval workflow.
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Roles and Access Scenario

* Based on information in Rachel’s profile, the DPS knows that they will need to
complete the UDX Access Request form to update her role if they need to give
Rachel the ability to approve on behalf of an approver who is not available.

« The DPS would also have to complete the UDX Access Request form to update her
access if Rachel has the need to view documents outside of Procurement Services
(e.g., if she supports departments such as VP Finance or Treasury in any way, node
access to the parent node would give Rachel visibility to those users’ orders).

 For more about the UDX Access Request Form, please refer to the guide
Completing the Access Request Form.



http://www1.udel.edu/procurement/UDX/NewUX/DPS/Completing%20the%20Access%20Request%20Form.pdf

Approvals and Workflow:
Determining Approval Responsibility

While Department Purchasing Specialists cannot see all workflow at once, they can
see the steps of workflow for which a specific approver is responsible

The DPS can also see whether there are substitutes named on those approval
folders.
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User Name testapprover
User Profile and Preferences

Default User Settings

User Roles and Access

[ Ordering and Approval Settings

User Purchasing and Approval Limit Values

PunchOut Access

Product Views

View Assigned Approval Folders
Permission Settings

Notification Preferences
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User History

Administrative Tasks

Administer » Manage Users » Search for Users » Alice Approver » View Assigned Approval Folders

All ¥ Search (Alt+Q)

View Assigned Approval Folders

Search Details

Filtered by

Type: Requisitions

Refine Search Results

Q 0.00USD W

@K TS 3

All Folder Results

(ﬁ)wing 1-50f 5 Results

Results Per Page [20 v |

Sort by: | Folder name ascending v |

Folder Name
Automobiles
DPS - VPFN - Procurement Services
My PR Approvals
Purpose: L1ABAV (A/P-VIRTUAL PAYABLES): (All Values)

Type

| Requisitions

Approver

Alice Approver (4)
George Walueff (1)

Qrpose: PURC175116 (R/E CONTRACT MANAGEMENT): (All Values)

4/ Page1of1|»r| 2

Approver
Alice Approver
Alice Approver
Alice Approver
George Walueff
Alice Approver

\

Substitute

Alice Approver|

%

Alice is responsible for approving requisitions at several workflow steps:

Automobiles, DPS for Procurement, and one purpose code.

She is also the substitute approver for George Walueff on another purpose code.
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Approvals and Workflow:
Visibility of Pending Approvals

If Alice were suddenly out sick or unavailable, the DPS would know that unless the
workflow step has multiple approvers, requisitions needing approval at those
specific workflow steps would stall until a substitute approver is named.

The DPS would not be able to see the requisitions pending Alice’s approval unless
they are within the DPS’s access AND Alice had already assigned herself the

requisition.




[Ibm&nﬁl FXCHANGE -;_ Al Search (Alt+Q) Q 0.00USD W AV TS §
[ Orders » Search » Requisitions

! = Search Requisitions M saveAs » A PinFiters v RExportAll w
q

g rs My Searches Submitted Date: All + | O a Q @ | AddFilter v | Clear All Filters 2
-
NITR

Manage Searches

Pending Approver: Approver, Alice v X ]
My Recent Approvals

My Requisitions

Favorite Searches
No results were found to match your search

You do not have any favarite
searches yet. Try modifying your search criteria or removing filters

&

E

Searching requisitions with the “Pending Approver” filter filtered to Alice shows no pending requisitions.

at
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[ Orders » Search » Requisitions

= Search Requisitions M saveas »  APinFiters v JExportaAl w

. Quick Filters My Searches i e lasto0davs v Q e Clear All Filters ?
9 C
-
gIT}

urrent Workflow Step: Commodity Ap... } X Commodity Code: 25101503 (Co.. ¥ X

Supplier v

1-1 of 1 Results £} 200 Per Page v
BAYSHORE FORD TRUCK o
SALES INC

Requisition Requisition
Requisition Status v [J Number w Supplier Requisition Name Status ¥ Prepared For Submitted Date @) Total Amount ¥
Pending [ 1] 3458191 BAYSHORE FORD TRUCK SALES ~ Second Test for Trade-In Radio Margot 2/8/2022  1,500.00 USD
@, O INC & Button McCabe 11:33:00 AM

Department v

E

PROCUREMENT SERVICES £

(047
@ e However, searching pending requisitions with the Current Workflow Step filter being Commodity
. Approval and the Commodity Code filter being automobiles shows one pending requisition.
Prepared By v
McCabe, Margot o
Approved By v
Pickering, Kristen o
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Requisition * 3458191

Summary PO Preview Comments Attachments History
General e Shipping
Status Pending Ship To

Commodity Approval

Prepared by Margot McCabe

Expedite
Purchasing uoDo1

Business Unit UNIVERSITY OF DELAWARE

Ship Via
eBuilder no value
Process Rec!uested
Instance Delivery Date
Multi- X

Invoice/Payment

University of Delaware
Submitted 2/8/2022 11:33 AM Attn: Margot Martin

Delivery Options

Best Carrier-Best Way

Bill To

Accounts Payable
accountspayable@udel.edu

Search (Alt+Q) 0.00USD W <P 4 2
= @ m a ++« 1o0f14Results + < >
v

Commodity Approval
Active

Capital Equipment

Susan Bledsoe

Start - Parallel Steps

PR Validation 2
Future

Wait for Validation Respon_
Future
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Other User Search Features

e If you have users who are not receiving notifications or wonder why they cannot
do or see something another user can, your visibility to their profile as a DPS can

assist with the explanation.
* You can see if users have set defaults in their profile or set a different UDX home

page to use.

e Additionally, you can search and export user data to identify Requesters for
Shoppers or evaluate your department’s role assignments to ensure you have the
right ratio of Requesters for Shoppers.




Notification Preferences:
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Administer » Manage Users » Search for Users » Alice Approver b Notification Preferences » Shopping, Carts & Requisitions

< Back to Results 1of 1Results w € >

Alice Approver Notification Preferences: ?
Shopping, Carts & Requisitions

User Name testapprover

Alice has told her DPS that she is getting too many emails from UDX,
User Profile and Preferences so the DPS check’s Alice’s notification preferences in her profile.

Default User Settings Prepared By - Cart Assigned Notice @ Email
User Roles and Access

‘ . P d By - PR line it jected @ Email & Notification
Ordering and Approval Settings reparec By ine item(s) rejecte

Permission Settings Prepared By - PR rejected/returned @ Email & Notification

[ Naotification Preferences ] . . . . .
Cart Assigned Notice @ Email & Notification

Administration & Integration

Shopping, Carts & Requisitions Receive PR and PO notifications for Carts Email & Notification
Assigned to Me @

Change Request

.sfaxmmam»

Purchase Orders Assigned Cart Processed Notification @ Nene
Accounts Payable

. Assigned Cart Deleted Notification (2] None
Receipts
Contracts PR submitted into Workflow @ Neone

Sourcina Director . _
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Administer » Manage Users b Search for Users b Alice Approver » View User's History

Alice Approver

User Name testapprover

User Profile and Preferences
Default User Settings

User Roles and Access
Ordering and Approval Settings
Permission Settings

Notification Preferences

User History

View User's History

Administrative Tasks

View User's History

[7 Click to filter history

Results Per Page |20 v |

All ~

Search (Alt+Q)

Q

0.00USD W AV S AL

In the User History section, the DPS can see that Alice herself
turned on many of these emails on November 28, 2021, and
can guide her back to that area to modify them again.

Records Found: 57 «|Page 1 v of3|»| 2
Date ¥ User = Actiono Section Selection Field 2 0ld Value New Value
11/28/2021 Alice Modified Approval Folder: DPS - VPFN - Procurement Substitute empty Alex Approver
4:18:32 PM  Approver Requisitions Services
11/28/2021 Alice Modified Approval Folder: Automobiles Substitute empty Alex Approver
4:18:32 PM  Approver Requisitions
11/28/2021 Alice Modified Approval Folder: Purpose: PURC175116 (R/E Substitute empty Alex Approver
4:18:32 PM  Approver Requisitions CONTRACT MANAGEMENT): (All
Values)
1128/2021 Alice Modified User Settings : Shopping, Carts & Requisitions Cart/PR rejected/returned None Email &
4113 PM  Approver Notification Notification
Preferences (inherited)
11/28/2021 Alice Modified User Settings : Shopping, Carts & Requisitions PR line item(s) rejected None Email &
2:41:13 PM  Approver Notification Notification
Preferences (inherited)
11/28/2021 Alice Modified User Settings : Shopping, Carts & Requisitions PR Workflow complete / PO None Email &
2:41:13 PM  Approver Notification created Notification
Preferences (inherited)
11/28/2021 Alice Modified User Settings : Shopping, Carts & Requisitions PR Workflow Notification None Email &
24113 PM  Approver Notification available Notification
Preferences (inherited)
11/28/2021 Alice Modified User Settings : Shopping, Carts & Requisitions PR pending Ad-Hoc Workflow None Email &
2:41:13 PM  Approver Notification approval Notification
Preferences (inherited)
Modified User Settings : Shopping, Carts & Requisitions PR pending Workflow None Email &

1/28/2021 Alice
7X1:13 PM  Annrover

Notification

annroval

Natification
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Default User Settings:

et EXCHANGE ' All Search (Alt+Q) Q 0.00 USD 'E (Vi (8 o~ 1

Administer » Manage Users » Search for Users » Sam Shopper » Cart Assignees

« Back to Results 1of 1Results w €
Sam Shopper Cart Assignees ?
User Name testshopper
My Cart Assignees 2
Name

User Profile and Preferences

Richard Requester
[ Default User Settings ]

Alice Approver

Custom Field and Accounting Code Defaults

Default Addresses

Any defaults set by the user would be under Default User Settings.

Financial Approvers

User Roles and Access The DPS can see that Sam Shopper has two cart assignees
Ordering and Approval Settings Requesters) saved to his profile, so if one is unavailable, Sam has
ermison e another Requester who can place an order for him.

.F@#Etmarﬂ:&

Notification Preferences

User History

Administrative Tasks




Exporting User Data:

= User Search K savers « A PinFilters = 2 Export Al & Create User

Quick Filters My Searches Q. @| AddFilter v | Clear All Filters ?

Department: INTERCOLLEGI.. * X Status: Active ¥ X Role: All v X

£ B 0o & o

Email Preference v
< > Page 1 of 28 1-10 of 271 Results 10 Per Page +
PR Workflow complete / @
PO created -
[] Name @ User Name ¥ Phone | [J AP Administrator Position Role Status Last Login Date ¥
Cart/PR rejected/returned m [] AP Approver
PR line itern(s) rejected @ o Ashley Abbott 702618389 - [] AP NPOP Approver ETICS PROG - Shopper Active -
Voucher Requires Receipt . [J AP Processor -
. - . - Acti —
5 notice [ 271 ] Natasha Adair 702452731 [ Administrator ETICS PROG g::prover ve
opper
N Receipt reminder m (] [] Approver
notification [ Auditor
O Gongzalo Aldaz Cuevas 702602162 - ETICS PROG - Shopper Active -
.III.I. “ See More ) show More ] Buyer
L Haley Alioto 702469712 - [ Buyer Manager ETICS PROG - Shopper Active -
Permission v [] Catalog Administrator
Amy Altig 702530135 - [J Contract Administrator ETICS PROG - Approver Active -
Add Ad-Hoc Approver for m
Voucher Approvals O [] Contract Approver Shopper
Approve Vouchers [ 271 Jared Ambrose 700844952 - ETICS PROG - Approver | Active -
Assign Cart to Another Apply Cancel Shopper
pssi e@ o \

Vondoe lnveal avsaeeal

Returning to the user search home area: Administer > Manage Users > Search for Users,
the DPS can filter by department, status, role, and other filters.
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Administer » Manage Users » Search for Users

= User Search B saveAs « A Pin Fters & Create User

H save As
Q @ addfill ?

© Manage Searches

Quick Filters My Searches

Department: PROCUREMEN... = 3  Status: Active + X Role: Requester 1000.. + X

£ F oo & W 2

Email Preference v
< > Page 1 of 3 1-10 of 27 Results 10 Per Page =
PR Workflow complete / PO a
created
O Name @ User Name ¥ Phone Email Department Position Role Status Last Login Date ¥
Cart/PR rejected/returned m
PR line item(s) rejected a Alice Approver  testapprover +1302-831-2163 ud-mart@udel.edu PROCUREMENT SERVICES - Approver Active 2/11/2022 12:05:24 PM
Cart Assigned Notice a o feduester 1000 . .
B prepereaby Corthssioned gz veorcanna | 1he DPS can save user searches or export user details for analysis |
Notice . . .
. in order to keep department operations running smoothly.
_Illl See More @ show More O
Permission 4 Katie Cooper 702526493 +1302-831-2856 ud-mart@udel.edu PROCUREMENT SERVICES - Purchasing Specialist Active 10/19/2021 3:53:25 PM
Requester 500
Add Ad-Hoc Approver for TSM Supplier Manager
Voucher Approvals a O
Approve Vouchers m Dottie DPS test2500requester - ud-mart@udel.edu PROCUREMENT SERVICES - Purchasing Specialist Active 2/11/2022 4:28:23 PM
Assign Cart to Another User Q O Requester 2500
;?Ziﬁﬁq'iﬁf‘l extemal (27 Manjusha Edara 702621896 - medara@udel.edu  PROCUREMENT SERVICES AP Processor Active 2/8/2022 9:12:04 AM
. O Requester 500
Header-level internal Q
attachments
Anne Farley 702624604 - ud-mart@udel.edu PROCUREMENT SERVICES - AP Administrator Active 1/18/2022 2:57:06 PM
¥ See More © show More
AP NPOP Approver
AP Processor
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Questions:
e procurement@udel.edu

Resources:
e Procurement Services Website

e  Employee Roles in UD Exchange

e Understanding Access in UD Exchange

e Completing the Access Request Form

e UDX Profile Settings



mailto:procurement@udel.edu
https://www1.udel.edu/procurement/
https://www1.udel.edu/procurement/UDX/NewUX/General/UDX%20Employee%20Roles%20in%20UD%20Exchange.pdf
http://www1.udel.edu/procurement/UDX/NewUX/General/Understanding%20Access%20in%20UD%20Exchange.pdf
http://www1.udel.edu/procurement/UDX/NewUX/DPS/Completing%20the%20Access%20Request%20Form.pdf
http://www1.udel.edu/procurement/UDX/NewUX/General/UDX%20Profile%20Settings%20and%20Options.pdf
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