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TUshop manual 

1 General information 

Matrix42 uses the term "services" instead of "products" or "software" in a number of places for system-related reasons. 
It is also not possible to comply with the TU guidelines on gender in all places due to the system. The manufacturer is 
working on improving this. The TUshop already complies with 93% of the accessibility guidelines and is also working on 
implementing complete and certified accessibility.  

Please note that the explanation of the new structures and authorizations is available in a separate document on our 
website. 

2 User groups 

2.1 Employees 

Employees purchase services/products via their force element affiliation and pay via an internal order, which must be 
entered by the force element manager for each category. Orders requiring payment are therefore subject to approval. 
The majority of services are based on a rental model, meaning that current services/products can be canceled. 

2.2 Students 

Students purchase services/products for their personal use and pay any usage fees via the TU payment system. All 
orders cannot be returned or canceled. Student employees must log in with their associated account and see either the 
student services/licenses or their employee services/products. The two accounts are completely separate, so there is 
no control over duplicate orders. 

3 Access 

The store is accessible from the TU network (a VPN connection from outside is therefore necessary) at the URL 

https://shop.tusoftware.tuwien.ac.at 

using the user data 

Employees: 

https://service.it.tuwien.ac.at/swsupport/docus/tushop/tushop_strukturen.pdf
https://service.it.tuwien.ac.at/swsupport/docus/tushop/tushop_strukturen.pdf
https://shop.tusoftware.tuwien.ac.at/
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Username: intern\shortname or shortname@intern  
Password: upTUdate Password 

Students: 
 Username: internal\eMatriculation number or eMatriculation number@internal  
Password: Network password 

reachable. 

4 General operating instructions 

4.1 Input lines 

This system often has input lines. You can enter text in these and suggestions are displayed that you can select.  

 
Existing entries can be deleted using the small X symbol on the right-hand side. A complete selection list is displayed by 
clicking on the magnifying glass symbol on the right-hand side. All these options always apply per line. 
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4.2 Buttons in panels 

Detailed views are displayed in panels that are inserted on the right-hand side of the window. You can close these again 
at any time by clicking on the X at the top right, whereupon the list view is displayed in full again.  

 
Right next to it you will find more buttons: 

• Reloading the page - especially for pages such as the order information, the status can be updated. 
• Maximize - This enlarges the panel to give you a better overview. You can then reset the panel to its normal 

size 
• Favorites - Add / Remove 
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• The three dots open a menu with further options/actions/setting options 

Any action buttons are located in panels in a gray bar at the top. 

4.3 Scroll & maximum number of list elements 

You can use the three small dots at the top right to reduce and increase the maximum number of list items. As the store 
groups by available screen resolution, it may appear that you have reached the end of the list - however, a quick glance 
at the total number above may reveal that not all products are actually displayed, see screenshot: 

 
In such a case, you can either scroll to the next page or adjust the number of list elements. 

4.4 Customize columns in list views 

In addition to setting the number of rows displayed simultaneously, columns can also be shown and hidden. This allows 
you to show the information that is currently required and hide columns that are not needed. In the standard view, 
some columns are usually hidden to maintain an overview. Like the number of rows, the columns can also be selected 
using the three dots. 
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4.5 Order of the columns 

You can change the order of the columns at any time using drag & drop. 

 

4.6 Grouping columns & results 

An important function is the ability to group results by value to gain a greater degree of clarity and order. To make a 
grouping, click on the square icon next to the column name to open the corresponding menu on the left.  

 
You will now see the grouping menu and can also group by several options to quickly narrow down the results. You can 
see an example of the grouping menu and the order it currently achieves compared to the screenshot above here: 
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4 GENERAL OPERATING INSTRUCTIONS 

 

4.7 Exporting / downloading list data 

Data in lists can be exported and saved as an Excel file for your filing or personal further processing. To do this, you can 
click the Download button in the upper area; this will generate and download an xslx. 
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5 DEFINITIONS 

4.8 Changing the view 

Some pages (e.g. the catalog) have different view options. You can often choose between a tile and a list view. To do 
this, click on the three dots at the top right and select the desired view. 

 

5 Definitions 

Matrix42 uses some terms that are necessary for a basic understanding of the processes. 

• Every action (both order and cancelation) is called an order. You can recognize the difference between ordering 
and canceling by the fact that there are different types of orders. An order for software has the type installa-
tion, a cancelation of software has the type uninstallation. The Orders menu item therefore lists both orders 
and cancelations. Purchase orders that have not been approved remain visible there even if the approval for 
documentation is rejected. Orders have consecutive numbers beginning with ORD. 

• Products are called services at Matrix42. The ordering of a specific software or hardware is therefore referred 
to as ordering a service. Services are identified by serial numbers beginning with SRV. 

• An order can contain several services. One booking is generated per service and item. Bookings are identified 
with consecutive numbers beginning with BOO. 
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6 General surface 

After logging in, the usual start page appears as follows (depending on the user group and rights, some elements may 
not be visible): 

 
The interface is divided into the following areas: 

6.1 Header area on the right 

 
Top right is from left to right: 

Search 

Here you can search for services/products across all catalogs. 

Shopping cart 

Direct access to all services/products in the shopping cart 

User account 

 
The profile data can be viewed here and the language can be changed. Access to the manufacturer's own help 
center is also included here, which does not contain any TU-specific changes. Only the preferred language for 
e-mail notifications can be set in the profile, everything else is 'read-only' fields which are obtained from the 
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ActiveDirectory (upTUdate). At the bottom of the profile, you can view the rights delegated to you per structure 
element/Org unit. 

 

6.2 Header area left 

 

Burger menu ☰ 
This can be used to show/hide the left-hand navigation bar 

TUshop.it 

Use this symbol to return to the start page at any time. 

Self Service Portal 

Shows which application is being used (currently only the 'Self Service Portal' is visible to end customers) 

Breadcrumb 

Here you can see where you are within the navigation 

6.3 Menu area on the left 

The left-hand menu area automatically switches to history or sub-navigation if another detail panel such as the shopping 
cart or product information is inserted on the right. The menu can always be displayed by clicking the list icon (far left). 
It is also displayed again automatically when the additional panels are closed (close symbol at the top right of the panel) 
or you return to the start page by clicking on "TU-Shop". 
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The view selection icons are located in the first row 

This means: 

• List symbol: The standard navigation described below 
• The history icon: The history of the last pages viewed 
• The star symbol: The navigation menu is reduced to the pages that you have created as favorites with the star 

(in the top right panel) 

The standard navigation area is from top to bottom: 

Search in navigation 

Here you can search directly for individual menu items in the navigation (no search for services/products) 

Home 

Display of your personal start page. Here, under "My activities", you can see all recent orders or cancellations and - for 
authorized persons - a brief overview of all pending approvals. 
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Workplace 

Here you will find a large overview of all your recent orders as well as your existing products/services and can search 
through them. 

• My orders  
Here you can see all the orders you have placed and their current status. By clicking on an order, you can see 
the exact chronology as well as the associated status processes and the persons involved (releasing, ordering 
and receiving person). 

• My services  
Here you can see all your currently valid, approved services/products, stating the costs and the respective cost 
center, and also receive more detailed information with a click. You can also cancel/cancel/return products 
here. 

• My hardware (employees only)  
Currently without function. Once TUclient Management is fully operational, you will see the devices assigned 
to you here. 

• Service summary  
This function allows you to view all currently valid software products ordered in tabular form, whereby several 
licenses of the same product are bundled together and a clear, uniform overview of the costs and quantities of 
licenses can be seen. 

Catalog 

This gives you access to the catalog of all services offered. My management area (only for persons responsible for li-
censes) 

My management area (only for persons responsible for licenses) 

• Admin list  
This list shows all booked services within your area of responsibility and allows you to cancel/uninstall products 
for other people. This can be further restricted and filtered via the sub-items. 

o Active installations 
o Canceled installations 
o Uninstallations 

• Admin. Summary  
Here you can see all services/products that have been booked within your area of responsibility, together with 
the respective costs and the assigned user. This is a purely tabular query that can be sorted as required. 

Service authorizations (only for persons authorized to release) 

Here you will receive an overview of all decisions regarding approvals that you have made to date and can view the 
status of the services that have been approved or rejected. 

• Pending approvals  
Only outstanding approvals awaiting a decision on approval or rejection are displayed here. 

My org. units (only for org. leaders) 

Used to manage the organizational unit(s) and the respective cost centres. This can be used to assign or withdraw au-
thorizations (e.g. persons responsible for licenses, persons authorized to release). 

Accounting reports (only for heads of organizations and deputy accounting officers) 

Here you will find all cost notifications and a detailed view of the costs. 

TUshop Help 

This point provides access to the store's various help options, from manuals to a direct link to the TUshop community 
and the wish list for feature & product suggestions. 
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7 Menu area point by point 

7.1 Home 

 
The Home view contains the basic overview of the current processes in the store. At the top left, you will see the latest 
announcements regarding changes or news in the store, such as upcoming maintenance work, new features and func-
tions or similar. At the top right, you will see an overview of the latest services/products in the service catalog and can 
access them directly by clicking on them. 

Under "My activities" you can see the current processes, for example open orders or the pending acceptance or ap-
proval/rejection of a software order. 

7.2 Workplace 

 
Contains an overview of all currently valid services/products (left) and all recently completed orders (right). You can 
always see the status of the order in the order overview. In the upper area, all existing services/products and orders can 
be searched according to various criteria. 



 

Handbuch TUshop.it 1340 

7 MENU AREA POINT BY POINT 

My orders 

 
Contains a detailed list of all orders placed with their respective status, costs, applicant and recipient. The details of the 
order can be viewed by clicking on the order - more details can be found in the description of the order process. 

My services 

 
Here you can see an overview of all currently active, completed and finalized orders. By clicking on the respective ser-
vice/product, you will again receive a detailed overview of all relevant information about the order (including any license 
keys or linked devices, see Information in bookings). The software can also be returned or canceled at this point - for 
more details, see the description of the cancelation process. 

My hardware (only for employees) 

In future, you will be able to view the hardware assigned to you in this menu item. 

Service summary 

 
Here you will find a tabular overview of all currently valid services, broken down according to the respective service and 
the number of users and the cumulative costs for this service. 
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7.3 Catalog 

 
The start page of the service catalog contains an overview of all services/products, the currently recommended ser-
vice/product and direct access to the respective subcategories. By clicking on the respective service, you can jump di-
rectly to the respective order form for this service/product or to the selected category. 

If you are a person responsible for the license, you can also select the recipient of the order from your area of respon-
sibility in the upper section. 

Please note that the catalog offers both a tile and an alternative list view. Furthermore, the upper area can be expanded 
and collapsed. To expand/collapse the upper area, click on the gear wheel: 

 

To switch from the tile view to the list view, click on the ⋮ on the right and select the List view: 



 

Handbuch TUshop.it 1540 

7 MENU AREA POINT BY POINT 

 
The catalog then looks as follows in simplified form: 

 

Software (or any subcategory of the catalog) 

The view in the subcategories of the catalog is identical except for the display of the recommended service and the 
categories - the selection of the recipient is also possible here, provided you have the appropriate authorization. 
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7.4 My management area (only for persons responsible for licenses)  

Admin list 

 
Here you will find an overview of all services/products that have been booked within the license authorizations/organ-
izational units assigned to you. You can use this item to uninstall/cancel services for other people (or yourself) and carry 
out extensive sorting and grouping activities here to get a better overview of the services booked or the costs. Please 
pay particular attention to the configurable columns in this view. 

This can be further restricted via the sub-items Active installations, Canceled installations and Uninstalled installations 
to make preselection easier from the outset. 

Admin. Summary  

 
Here you will find a tabular overview of all services/products that have been booked within the license authoriza-
tions/organizational units assigned to you, together with their respective status and the cumulative costs of these ser-
vices/products. In the top left-hand area, you can sort directly according to the service recipients or the service names. 

7.5 Service authorizations (only for persons authorized to release) 

 
Here you get a detailed overview of all orders checked in the past, their respective status (has the order been picked 
up, has the order not yet been released, etc.) as well as a precise chronology. By clicking on the respective product, you 
will receive a precise overview with detailed information.  
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Open permits 

 
Here you can see all open and pending orders with detailed information about the person placing the order and all 
relevant key data. You can find more detailed information on the decision-making process in the description of the 
acceptance and rejection processes. 

7.6 My org. units (only for org. leaders) 

 
Here you can see a table view of all the organizational units assigned to you that you have been granted access to. 
Double-clicking on the respective organizational unit opens it in the detail view and allows you to assign authorizations 
and internal order numbers. 

Detailed view - General 

 
You will now see all 4 possible authorization roles for the selected organisational unit: 

• Authorized technical approvers 
• Authorized commercial approvers 
• License manager 
• Position. Accounting Manager 

You can assign new authorizations to persons via the "+" symbol (per table) and remove them again via the trash can 
symbol (after previously 'ticking'). In normal filter mode, only persons within the selected organizational unit are offered 
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for selection when adding persons. If you check the box "Show all persons when assigning" at the top, you can select 
from the entire list of TU persons and grant them authorizations. 

Please note that no further checks are carried out so that the person in question will subsequently receive the se-
lected rights. The persons are not automatically informed of the changes to the roles; it is therefore strongly recom-
mended that you contact them personally. 

Please also note that it may be necessary for people to log out and log in again after changing their roles (e.g. after being 
appointed as the person responsible for the license) for these changes to take effect. 

Detailed view - Cost centers 

 
You can add categories using the + sign, you can delete categories by ticking them and then clicking on the trash can, 
and you can edit the cost center by double-clicking on a line. After double-clicking, you will see the following dialog for 
editing: 

 
Clicking on the magnifying glass symbol opens a selection dialog that allows you to select the category or cost centre. 
In the case of cost centers, all internal orders assigned to this and all higher-level organizational units are offered for 
selection; cost centers of org units in a page branch are not available for selection. It is therefore not possible to process 
all costs of an org unit through a sub-unit such as -50. 

7.7 Accounting reports (only for heads of organizations and deputy heads of accounting) 

The billing reports are only visible to heads of organizations and deputy billing managers. By clicking on this navigation 
entry, you can choose between Quarterly statement - Details and Quarterly statement - Invoice on the right-hand side. 
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Billing details 

 
1. You can select the desired quarter under Billing period 
2. If you are authorized for more than one org unit, you can select the org unit(s) 
3. One output is generated per category 
4. After each change, you must create the report by clicking on View Report 
5. You can expand the individual sub-areas by clicking on the small + symbols. 

Products marked with * have already been canceled and will be billed until the minimum term. For products that are 
billed in time units other than quarters, the products are only visible if billing takes place in the quarter. For an overview 
of the licenses, please use the information from 'My management area'. By default, only products that cannot be ob-
tained free of charge are displayed. For products that are billed in periods other than quarterly periods and that have 
already been canceled (*), the 0€ in the current quarter are also displayed. 

You can download this report at any time by clicking on the diskette symbol. If you click on the small arrow next to it, 
you can select the desired format. 
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Cost notifications 

 
1. You can select the desired quarter under Billing period 
2. If you are authorized for more than one org unit, you can select the org unit(s) 
3. One output is generated per category 
4. After each change, you must create the report by clicking on View Report 

You can also select the billing period, the org unit and the category for the invoice. However, unlike the details, the 
invoice does not contain any modification options, but can also be downloaded in various formats by clicking on the 
diskette icon. We recommend PDF as the format for the invoice. 

7.8 TUshop Help 

 
This point provides access to the store's various help options, from manuals to a direct link to the TUshop community 
and the wish list for feature & product suggestions. 
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8 Ordering a product/service 

8.1 Order process 

 
To order a service/product, select the desired service/product in the catalog and click on it. You will then receive all the 
information, notes and facts about this service/product on the right-hand side (see above). Please read the product 
information carefully, as it may contain licensing or functional restrictions. 

Under the title of the product you will see two important pieces of information: 

Limit per userHere you can see the maximum  number of licenses you can obtain  for the product. If a 
maximum number of licenses is specified, you will receive a corresponding error message if you try to obtain 
further licenses. 

Named licenseA  Named license is individually tailored to the recipient and bound to them. 
Important: It is not possible to book products with a Named License to the Org-User. 

Please make sure that the correct person is selected as the recipient before you add the product to the shopping cart 
(see arrow), as this can only be changed at a later date by canceling and reordering. Only persons responsible for the 
license can select the recipient. If you then scroll down on the right-hand side, you will see the price of the product and 
can add it to your shopping cart. 

There are products that cannot be purchased directly via the store - in this case, instead of the "Add to shopping cart" 
button, the product details contain information on where and how you can obtain this software. 

There are products that require the purchase or possession of another software product. If you do not yet own this 
product, a warning will be displayed at the bottom of the product that this product is also required. If you continue with 
the order process, this product is automatically added to the shopping cart and cannot be removed from it individually 
- it can only be deleted when the dependent product is removed. 
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You will now be prompted to select decision-makers for this product by clicking on the magnifying glass icon on the 
right. Depending on the settings in your organizational unit, there may be a technical decision-maker. However, this is 
only necessary if there are several decision-makers within your organizational unit, otherwise the form will fill itself out. 
If no commercial decision-maker can be selected, your head of organization has not appointed a commercial decision-
maker. In this case, it is not possible to place an order; please contact your head of organization to be able to send 
orders.  

Services/products that are free of charge (marked as free in the store) can generally be ordered without approval; how-
ever, it is also necessary to specify the decision-makers for these services/products (for technical reasons). 

Below this field, you can choose how you would like to receive the product - in this example, by collecting it yourself 
from the file server (SWD). 

If you want to make a change order, you can optionally order and release an order now by checking the box 'Start order 
in next quarter', but the order will only be made available (and billed) in the next quarter. This option is not available 
for free services/products, as it is irrelevant for billing purposes when the product is ordered. 
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If the product has been successfully added to the shopping cart, you will see an overview of all products in the shopping 
cart. You can now either place the order directly or add further products or services to the order. The order can also 
contain products with different commercial/technical decision-makers, who must then release the respective compo-
nents of the order individually. Please note in this context that the complete order is only made available once all indi-
vidual products have completed the approval process. This means that the order is not provided in parts. 
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Once the order has been placed, you will receive a detailed overview of the current status of the product. You can see 
who placed the order and for whom the software is intended, the cost center on which it is billed, the status of the 
order and you can also cancel it again in the upper area or set a reminder, with which you can leave yourself a note that 
reminds you, for example, after approval, which device the application is intended for. The small blue clipboard symbol 
under the name of the software provides you with further information on the commercial/technical decision-maker in 
this process and the assigned organizational unit. 

The option to cancel the order via the cancel button is available as long as the order has not been approved or rejected. 
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Once the order is complete, you can manage it in future under "My services" in the "Workplace" section. You will then 
see the following view: 

 
All details of the product are summarized here again and the process is shown with all details. In the event of a rejection 
by the authorized person, you will receive the same detailed view under "My orders", but the following message will 
appear in the booking progress: 

 
By clicking on "Approval rejected", you will receive precise information about who rejected the order. You will also 
receive a rejection confirmation by e-mail, in which a reason for the rejection must be given. You will also find this 
reason at the bottom of the product information. 

Acceptance of an order is not necessary; acceptance takes place automatically after a short time following provision. 



 

Handbuch TUshop.it 2640 

8 ORDERING A PRODUCT/SERVICE 

8.2 Approval & rejection of orders 

As soon as an order has been placed in which you have been specified as the person with commercial authorization to 
approve, you will receive an e-mail and can also view this under "Open approvals" in the "Service approvals" menu item. 
If you are both the person placing the order and the person authorized to approve the order, the approval process will 
be skipped as the order request is automatically counted as an approval (principle: only one decision per person). Here 
you will find a detailed list of all open orders with details of who has placed this order and for whom this service is 
intended. As soon as you select the order, you will see the following interface, which contains a great deal of information 
and selection options, which are described in detail: 

 
At the top you will find the type of order (installation/uninstallation) and the following menu items: 

 
All products in this order can be rejected or approved in one go - this only applies to products for which you have been 
entered as the commercial or technical decision-maker. 
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Under "Show all" you will see an overview of all software products available in this order, regardless of the commercial 
decision-maker selected. Under "My approvals", you will only see the services for which you can also make decisions. 

 
If you have marked all of the selected services for approval, they will be released via the "Approve order" button; if you 
have only marked part of the order for approval, they will be released via the "Decide" button. If you have only marked 
some of the products, only the marked products will be approved and the rest of the products will be rejected at the 
same time. 

 
If none of the products have been selected, you can reject them all by clicking on "Reject order". 

 
In the event of a rejection, it is mandatory to enter a note in the "Notes" section stating the reason for the rejection, 
which will also be communicated to the person placing the order. If the order is approved, you will receive the same 
window for viewing, but no note is required and you will see the button "Approve all" instead of "Reject all" at the 
bottom. 

If you are an authorized person who was not selected during the ordering process, you will not receive an e-mail notifi-
cation. However, you will see the order in your service authorizations approx. 1-2 minutes after the order process and 
can decide on it. You will then see in the order that another person has been selected to make the decision, but that 
you have made the decision. 
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9 Cancellation/cancellation of products/services (only 
for employees) 

9.1 Cancellation of own products/services 

If you would like to cancel/cancel one of your products, you can do this under "My services" by clicking on "Uninstall 
my services" at the top left of the list. If you are a person responsible for the license, you will also see 'Uninstall service 
(Admin)', which you can use to cancel the services of others. Important: The list of services and the Uninstall services 
action are not related, so selecting a product before clicking on "Uninstall my services" has no effect, the product must 
only be selected in the next step. 

 
If a service is not available for selection or it is indicated in the service that a release for a cancellation is in progress, a 
return for this item has already been initiated and is currently being processed. A few products (e.g. Office bundled) 
may also not be cancelable for technical reasons. A service/product that has already been approved for return shows 
how long it can still be used under End time: 
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After clicking on the unsubscribe action, a panel opens where the unsubscribe information must be entered. You can 
use the magnifying glass icon to display a list of services that can be canceled and select one or more services from this 
list. 
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As there is sometimes a lot of information per product, this can be shown/hidden in the various columns using the three 
dots on the right. In this view, select all the products/services that you want to cancel. 

 
Important: If you select RETURN IMMEDIATELY, all services will be canceled immediately, but will still be charged until 
the end of the minimum term. A subsequent change is no longer possible after successful completion of the termination, 
this is a final decision! Immediate cancellation is necessary, for example, if a maximum number of orders has been 
placed for a product/service and a subsequent new order is planned. Free products/services will always be returned 
immediately, as there is no charge. 
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Once you have selected all the appropriate information, click on Summary at the bottom right. On the following page 
you can see once again what this unsubscription includes before you finally cancel the unsubscription with 'Uninstall 
my services'. 

 
If products require approval at the time of ordering, cancelation is also subject to the approval process. In this case, the 
person who approved the order will be informed by e-mail, provided that this person still has the right to make the 
decision at the time the order is canceled. If the person who canceled the order has approved the order and is still 
authorized to approve it, the approval process is automatically skipped. All persons currently authorized to make deci-
sions can approve the cancellation. If there are currently no authorized persons due to changes in the authorizations, 
the cancellation is carried out without approval. 

Please note that the items will only be removed at the end of the term - in the case of quarterly billing, for example, an 
item will only be removed from your services at the end of December if you cancel in October. The actual end date can 
be viewed in the order details. 
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9.2 Cancellation of other people's products (only for persons with a license) 

If you want to cancel a product for others, you can do this under "My services" but better and more clearly under "Admin 
list". At the top of this window you will find the "Uninstall service (Admin)" button, as shown in the following image: 

 
With one exception, the procedure is identical to the process for canceling your own services: The person for whom 
services/products are to be canceled must first be selected. If services/products are to be canceled by several people, 
this must be done for each person. 
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10 Changes to products/services (only for employees) 

To make changes to a service/product, it must be canceled and reordered. When reordering, all details such as organi-
zational unit affiliation, collection variant, selected end device and similar can be reselected. In order to avoid double 
billing in the quarter, all cancellations and reorders of a product by a person in an organizational unit are only charged 
once in a quarter. 

Important: If a person can only obtain a license once, for example with MS Office (see screenshot), it is necessary to 
cancel the license as described above "Immediately", otherwise you would have to wait until the end of the respective 
quarter to order a new one. 

 
As an alternative to immediate cancelation, changes can also be made through normal cancelation (generally effective 
at the end of the quarter) and the new/corrected order placed with effect from the next quarter. This also avoids double 
billing and the new order can be placed and approved in advance. 

11 Information in bookings 

Bookings are the carriers of information about which service/product you are currently using or have purchased. These 
can be viewed at various points. These include My workplace / My services or for license managers under My manage-
ment area / Admin list. A quick view shows various data that can be very useful. 



 

Handbuch TUshop.it 3440 
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The quick view is generally divided into the following sections: 

11.1 Booking progress 

The graphical illustration shows 

• Who ordered it and when 
• Who has or will approve it 
• When was it provided (delivered) 
• Acceptance and completion are not used in the TUshop and will be hidden in future versions. 
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11.2 Booking summary 

• End date: 
After canceling a service, the actual end date of the license is displayed here. 

• Organizational unit: 
The booking is charged to this organizational unit and the responsibilities also lie with this organizational unit. 

• Booking number:  
Please quote this number for all queries so that it is clear which booking you are asking about. This number can 
also be found on the cost reports. 

• Order quantity:  
This is always one in the TUshop. Multiple orders are automatically converted into single orders to make it 
easier to cancel orders at a later date. 

• Service:  
 Name of the service ordered 

• Order:  
Associated order. An order can contain any number of services. 

• User:  
Name of the licensee 

• Approval:  
Status of the approval 

• Approval date:  
Date of approval 

• Deployment:  
Status of deployment 

• Provision date: 
Date of provision 

• Type of price:  
Rent or purchase or free of charge 

• Payment cycle:  
Cycle for rent 

• Total costs in 1 year:  
Depending on the cycle and rental price, this results in a theoretical annual fee 

• License key:  
If the service has a license key, it will be displayed here. Depending on the product, it may take some time after 
provision for the key to appear here. This depends on the manufacturer. 

• License key expiration date:  
 If the key has an expiration date, it will be displayed here. If it is a rental product, the key is automatically 
extended. 

• Customer comment:  
Persons responsible for licenses can use the Edit button (in the grey bar at the top) to add any text to a booking. 
If this is set, it will be displayed here. The text can be used for any customer-specific additional information 
(e.g. to whom the license was passed on or on which computer the license was installed). This text is also 
available as a column in the admin list. 

• Previous owner: 
If the booking was automatically transferred to the Org user, the previous owner can be recognized in the field 

11.3 Service details 

The logo and the name of the booked service are displayed. The quantity and payment method are listed again. In 
addition, the data entered in the order form can be found via the clipboard symbol (marked in the screenshot). 
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12 Direct links 

12.1 Links to services/products 

The product used for the TUshop builds almost all pages highly dynamically. Therefore, the URLs visible in the browser 
cannot generally be directly assigned to a service/product. It is possible to use so-called deep links, where certain pages 
with specific content are displayed using a series of arguments. These links can generally only be generated with infor-
mation that is not available to the end customer and are unwieldy in length. 

We have therefore provided a URL shortening service so that direct links to product pages (e.g. for internal documen-
tation) can be created. The basic URL is 

https://shop.tusoftware.tuwien.ac.at:8888/get-url?srv= 

The complete service ID must be inserted after the =; this can be found, for example, in the catalog at the top left: 

 
The full URL for '!TU free' is therefore: 

https://shop.tusoftware.tuwien.ac.at:8888/get-url?srv=SRV00305 

It is strongly recommended that only these short URLs are integrated into documentation and not the very long deep 
links that result. 

So that you do not have to compile this URL yourself, you can also view the 'finished' link on the product page. To do 
this, move the mouse over the service ID and copy the link address (generally right-click🡪 to copy the address of the 
link); you can then use this anywhere by pasting it in. 

https://shop.tusoftware.tuwien.ac.at:8888/get-url?srv=SRV00305
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12.2 Links to chapters in the manual 

The manual is stored centrally at https://service.it.tuwien.ac.at/swsupport/docus/tushop/tushop_handbuch.pdf and is 
also available for direct links at this URL. The manual complies with the PDF/UA guidelines and is enriched with so-called 
targets in addition to the table of contents. In this way, each chapter can be accessed directly in a URL by specifying the 
target. To do this, add #TargetID to the URL. The target names can be easily viewed under Adobe Acrobat, for exam-
ple: 

 
A link to the information on how to log in would therefore be helpful:  
https://service.it.tuwien.ac.at/swsupport/docus/tushop/tushop_handbuch.pdf#H1_2_ZUGANG_ 

13 Connection of other systems to the TUshop 

In order to be able to automatically connect external administration systems to the TUshop, an API has been made 
available with which the current data record for an organizational unit group can be read out. To be able to use this API, 

https://service.it.tuwien.ac.at/swsupport/docus/tushop/tushop_handbuch.pdf
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a person responsible for licenses sends a request to TU.it to create an access authorization via a ticket. This ticket must 
contain a complete list of all organizational units whose data is to be read out. 

After manual processing, you then receive the information on the API as well as an access token, which is required for 
the query. The token represents the access control and may therefore only be passed on to authorized persons. The 
token is not personal, but applies to the group of organizational units. Therefore, only one token is issued per group. 

The API consists of several REST calls in which the data is returned as a JSON file. In principle, it is also possible to query 
this data directly in Excel, but the new export functions are generally easier to use for this purpose. We therefore rec-
ommend only using the API for automated data queries. 
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