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2. Configure preferences

1. Configure user preferences

2. Edit preferred search locations
3. Edit alternate delivery locations
4. Customise user interface
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1. Configure User Preferences St Usr e 2
o User Preferences

A. Click ® and select User Preferences.

Source Sed 4 Alternate Delivery Locations

Search Terd 4 Preferred Search Locations

4 Receiving Search Locations

c+ Logout
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Tip: the option highlighted blue shows what is currently selected

B. Pre-Printed Bar Codes must be set to Yes if you are receipting ERM
items. If you are manually entering biologicals that don’t have a physical
barcode, you can set this to No but remember to change it back once
you are done.

C. Click Save.
¥ SciTrack Research Material Management
— a .o
ﬁ "0) User Tools and Settings | User Preferences - e Q ' ! - e
‘1 User-Five, Sciquest (1560307843976@test.auckland.ac.nz) }
m Primary Location
. . . . Sector 300 City>301>7> E
> Optlona”y you may Change your Prlmary LOCat|0n to anOther |ab Wlthln Pre-printed Bar Codes @Receivestackroom Email Capture Gross Weight
the same Sector by clicking . - I - I L
Phone # Default Cost Center
> Under Roles, the Researcher role is the default. 5303 v
You can change your Primary Location to another room within the SR Som /o ML R ’
. Roles
same Site. | o |
To change your role, sector, or to add cost centres, please fill out an access 0 oA oot |
change request form on the ERM website:

https://www.auckland.ac.nz/scitrack-getstarted

> Researcher
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2. Edit preferred search locations

Your search preferences are used when performing a Source
Search of the University inventory.

A. Click &,

B. Select Preferred Search Locations.

C. Click on site name to open up available buildings.

D. Click on building, floor, and room names until you reach the

level you want to add to your preferred locations.

Click B to add the room(s) (or floors or buildings) to

preferred search locations.

F. To add more rooms from different floors or buildings, click
Top.

m

Note:

» All preferred search locations have to be at the same level
(e.g. either buildings, floors, or rooms).

A

AN SciTrack Research Material Management

Sciquest User-Five

¢ User Preferences

Source Search Structure Search

Q

My Requests Container Search

Stockrooms
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Material Search

Source Seq 4 Alternate Delivery Locatio
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Sites

A Scroll to Top ‘ Sector 300 Chemicals Stockroom... o |
. Sector 300 City... ' I |
Sector 300 Consumables Stockroom... ‘ .
Labs ‘ Stockrooms o—) o/k
4 Scroll to Top 301... ‘
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3. Edit alternate ‘delivery’ locations

Note: The delivery location of your SciTrack purchases is Sulll
defaulted based on your Sector. The ‘Alternate Delivery Locations’ source Search N Structine semrch
in SciTrack are only used for searching and transferring items. Q

Your alternate delivery locations appear in the drop-down list of

locations for the following situations:

e Searching by location in Container Search

My Requests
[\

e Creating a container for which you are the owner

e Transferring a container into your ownership

A = | UserTools and Settings | Alternate Delivery Locations
A. Click &, o
B. Select Alternate Delivery Locations. ~Top ‘ Sector 300 ChemicalsStockroam..
C. Select Sector, Building and Floor to open up available Sector 300 Ciy..
rooms to add. Sector 300 Consumables Stockroom... B

D. Click B to add room(s).

E. To add rooms from a different floor or building, click Top and | o
repeat steps C and D. |* loTop ) 4

-
9
o
voa
»

& Sector 300 City

H303

]
.

Note:

» Rooms, sublocations or both can be added to your alternate delivery locations.
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4. Customise user interface

A. Click K.

Select Tile Order to change order of tile display.

Click X to remove tile from home page.

Click Tile Colour number to change tile colour.

Select a new tile from the dropdown and click Add Tile to
add it to your home page

F. Click Save.

moow

The Request Item Search tile is useful to add.

>
» Home page tiles may be selected to reflect your most
commonly used functions.

> Refer to SciTrack Quick Guide “1. Getting started” for
a description of each tile.

Note:

» Some home page tiles or functions may be disabled
depending on your user permissions.

R SciTrack Research Material Management
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