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for errors. The English version is therefore intended to improve accessibility for people with limited German
language skills, but in case of doubt, the content of the German version is binding.

TUshop Manual

1 General

Matrix42 uses the term "services" instead of "products" or "software" in a number of places for system-related reasons.
Similarly, for system-related reasons, it is not possible to comply with TU guidelines on gender in all instances. The
manufacturer is working to improve this. 93% of the accessibility guidelines are already met by the TUshop, and work is
also underway to implement complete and certified accessibility.

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

2 User groups

2.1 Employees

Employees obtain services/products through their structural affiliation and pay via an internal order, which must be
stored by the structural manager for each category. Therefore, orders subject to payment are subject to approval. The
majority of services are based on a rental model, so current services/products can be canceled.

To be eligible, you must have 'employee’ or 'staff' affiliations with TISS. If, for example, you are only assigned ('affiliate'),
you cannot place orders. Instead of the catalog services, a corresponding warning text will be displayed.

2.2 Students

Students purchase services/products for their personal use and pay any usage fees via the TU payment system. The
corresponding invoices are sent electronically by email by the finance department within 10 days. All orders are non-
returnable and non-cancellable. Student employees must log in with their corresponding account and will see either
the student services/licenses or their employee services/products. The two accounts are completely separate, so there
is no control over whether the separation leads to duplicate orders.

To be eligible, you must be validly enrolled or on leave of absence. If you lose your eligibility, all ordered services will be
paused until eligibility is regained. This does not change the subscription expiration dates.
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3ACCESS

3 Access

The shop can be accessed from the TU network at the URL: https://shop.tusoftware.tuwien.ac.at. Outside the TU net-
work, a VPN is therefore required to access it.

Use the following login details to log in:

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

Pl shop. g
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4  General operating instructions

4.1 Design

Design selection

You can choose the design: The manual uses the standard TUshop theme ("TU Standard"), but other themes (e.g., "TU
Dark") are also available. To do this, click on your avatar in the top right-hand corner and then on "Design" in the menu
that opens; in the submenu, you can choose between the available designs.
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Dolores Dokumenta
dolores.dokumenta@tuwien.ac.at

B Profil

Deutsch (Deutschland) »

Design »

Farbkontrast verstarken

e ¢ %

Help Center

Tastaturkiirzel

X Abmelden
Cr o lRaerhincean

If you need or want a higher color contrast, you will find the option 'Increase color contrast' under the menu item 'De-

sign'.
= mshop@ SELF SERVICE PORTAL > Home SELF SERVICE PORTAL Home
(@, in Navigation suchen Y 3 volibild ‘ Q, In Navigation suchen 2 Vollbild
( #r Home Willkommen im TUshop fiir Mitarbeiter_innen! #r Home Willkommen im TUshop fiir Mitarbeiter_innen!
2 Arbeitsplatz > B Arbeitsplatz >
Ankiindigungen Ankiindigungen
Katalog > Katalog >

Automatically collapsible navigation menu

The desktop versions also feature an automatically collapsible navigation menu, with only the 'burger menu' = with
icons remaining visible.

= mShOP@ SELF SERVICE PORTAL Home

Q 2 Vollbild

f

2 Ankiindigungen
o
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4GENERAL OPERATING INSTRUCTIONS

To get a stable navigation menu, click on the 'burger menu' = to open the navigation, and then click on 'Pin navigation'
in the top right corner.

Q_ In Navigation suchen

# Home

& Arbeitsplatz >
Katalog >
-

Mein Managementbereich >

4.2 Input lines

This system often uses input lines. You can enter text in these lines and suggestions will be displayed that you can select.

Empfanger
(Doku| Q)

Dolores Dokumenta

Existing entries can be deleted using the small X on the right-hand side. A complete selection list is displayed when you
click on the magnifying glass icon on the right-hand side. All of these options always apply per line.

Empfanger

Dolores Dokumenta O@
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4GENERAL OPERATING INSTRUCTIONS

4.3 Buttons in panels

Detailed views are displayed in panels that slide in on the right side of the window. You can close these at any time by
clicking on the X in the upper right corner, whereupon the list view will be displayed in full again.

Bestellantrag G LA X
ORD33990 - Installation

+1 Meu bestellen

ZUSAMMENFASSUNG

Bestellnr. ORD33990
Status Geschlossen

Typ Installation
abgeschickt 03.06.2024 10:28

Antragsteller
Empfanger

GENEHMIGUNGS-DETAILS

BESTELLFORTSCHRITT

% 1 (S v 7
(3]

Bestellt Genehmigung Bereitstellung Abnahme Abschluss

Service Anzahl Zahlungsart Preis
w E Adobe Creative Cloud e 1 Miete, Quartalsweise 13,00€
SRV00201 =]

Installationsgebibr (einmalig)

Summe einmalige Kosten

Summe wiederkehrender Kosten (jahrlich) 52,00 €

Gesamtpreis (inkl. Kosten fiir erstes Jahr) 52,00 €

GENEHMIGUNGS-DETAILS

Right next to it, you will find additional buttons:

e Reload page — this can be used to update the status, especially for pages such as order information.

e Favorites — Add / Remove

e Maximize — This enlarges the panel for a better overview. The panel can then be reset to its normal size.

e Any action buttons are located in panels below the title. The three dots open a menu with additional opti-
ons/actions/settings.
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4.4 Actions for lists

Actions may be available for lists. These are generally not limited to the selected list entries, but initiate actions that are
logically linked to the list content. These are located at the top of the list, to the left of the "Booking number" drop-
down menu.

Wshop.d])  seur servicpoRTAL » Amenspitz > Mane services = ® ® @ S

Q W Service deinstallieren (Admin) W Meine Services deinstallieren = | Buchungsnr, - Q_ Stichworter = Tdwna €3 @ Yr * O
L -
0
o
: a
a
i1y
]
a
L4
-~
U

Stichwort eingeben, um nach Informationen zu
Bshop.f])  seLrservicePor.. cuchen

Q W Service deinstallieren (Admin) = | Buchungsnr. + Q, Stichwérter

4.5 Scrolling and maximum number of list items
You can use the three small dots at the top right to reduce and increase the maximum number of list items. The shop

groups items according to the available screen resolution, which may give the impression that the end of the list has
been reached — a quick glance at the total number will help here:

1-50von105 < > C ¢ | =

T+

Ansichtsoptionen

Ansicht

I Kachel &= Liste

Elemente pro Seite

10 20 50 100 200 500

In such a case, you can either scroll to the next page using the small arrows or adjust the number of list items.

4.6  Adjusting columns in list views

In addition to setting the number of rows displayed at the same time, columns can also be shown or hidden. This allows
you to display the information you currently need and hide columns that are not required. In the standard view, some
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columns are usually hidden to maintain clarity. The columns can also be selected in the same way as the number of
rows using the three dots.

1-50vonS9 ¢ > (O ¥ 3 =

Ansichtsoptionen

Elemente pro Seite
10 20 50 100 200 500

Zeilenart
Dichte: Hoch Normal Nie
Zebrastreifen

Spalten

D Alx Boms Computer

(] Anzahl

(] Anzeigetext Q
Bereitgestellt

] Bereitstellungs-
Ablehnungsbegrindung

[ Bestellnr. Q
[ Deinstalliert

4.7 Order of columns

You can change the order of the columns at any time using drag and drop.
W Service deinstallieren (Admin) W Meine Services deinstallieren Q, Stichworter Aktive Installationen ) (_ Stornierungen ) ( _Abbestellte Installationen

[:] 0OU *“ SERVICEEMPFANGER * SERVICE-ID SERVICE KOSTEN SERVICEEMPFANGER KMS CLIENTID

O Eo020-06

@ ko » »

)

E020-06

I

E020-06

-
=

2
Ef O fm

E020-06

4.8 Grouping columns and results

An important feature is the ability to group results by values to achieve a higher level of clarity and order. To group,
click on the arrow icon next to the column name to open the corresponding menu. Select 'Group by column...'

SERVICEEMPFANGER SITGESTELLT
Im Nach Spalte gruppieren...
Q- Filtern nach Spalte... tgestellt
A Nach Spalte sortieren A-Z
itgestellt
{» Nach Spalte sortieren Z-A
— . citgestellt

You will now see the grouping menu and can also group by multiple options to quickly narrow down the results. Here is
an example of the grouping menu and the order achieved with it compared to the screenshot above:
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@B GRUPPIEREN NA... = FILTER > X  SERVICEEMPFANGER

Dokumenta, Dolores
D Serviceempfanger X
Dokumenta, Dolores

Q, Suche in Gruppen Dokumenta, Dolores

Dokumenta, Dolores

Alle 59
()} 4 Dokumenta, Dolores
= 4 Dokumenta, Dolores
(] 5
O 5 Dokumenta, Dolores
o 5 Dokumenta, Dolores
0O 6

Dokumenta, Dolores
3 Dokumenta, Dolores 11
O 9 Dokumenta, Dolores
(] 3

Dokumenta, Dolores
(] 3
] 4

4.9 Exporting/downloading list data

Data in lists can be exported and saved as an Excel file for your records or personal processing. Clicking on the download
button at the top generates and downloads an .xslx file.

shop,@ SELF SERVICE PORTAL > Arbeitsplatz > Meine Services

Q W Service deinstallieren (Admin) == | Buchungsnr. - Q stichwérter = 1-4vond < > c W EI =
L SRV00278 MS Office 365 (A3)
=2 Miete, Quartals...
0 Bestellnr. Buchungsnr. Typ Empféanger Antragsteller Organisationseinh
-~ .
o SRV00201 Adobe Creative Cloud
n Miete, Quartals..
@ Bestellnr. Buchungsnr. Typ Empféanger Antragsteller Organisationseinh.
o)
I
(2] SRV00277 Zoom Pro
a Kostenfrei, Ein...
Bestellnr. Buchungsnr, il Empfanger Antragstell 0 t h...
E. ZOOIT'I g yp pfang ntragsteller rganisationsein|
SRV00484 TUsurvey

Kostenfrei, Ein...
Bestellnr. Buchungsnr. Typ Empfanger Antragsteller Organisationseinh
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4.10 Changing the view

Some pages (e.g., the catalog) have different view options. You can often choose between a tile view and a list view. To
do this, click on the slider icon in the upper right corner and select the desired view.

1-50von105 < > C K | 3=

Ansichtsoptionen

Ansicht

I Kachel := Liste

Elemente pro Seite

10 20 50 100 200 500

4.11 Filter

In the new design, predefined filters are no longer part of the menu, but are displayed after clicking on the 'Show filters'
button to the left of the panel. In this filter list, you can easily activate, deactivate, or configure filters.

shop,@ SELF SERVICE PORTAL > Mein Managementbereich > Admin Liste
Q ‘R Service deinstallieren (Admin) \', Meine Services deinstallieren Q, Stichwarter = Aktive Installationen / \ +2 weitere /
[ - Filter anzeigen
= FILTER X D SERVICEEMPFANGER ou v SERVICE-ID v
) )
Q, Suche in Filtern
m O
n Aktive Installationen * O
@ Stornierungen *
{4l D
P Abbestellte Installationen r
Deinstallationen O
=]
" O
¥
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4.12 Pin lists header/filter options

The filter options in data lists are collapsed by default. To have the filter options permanently available for all lists, the
filter row can be opened with the arrow icon.

(J SERVICEEMPFANGER 1 - ou v Sl
BB Nach Spalte gruppieren...

O Q- Filtern nach Spalte... s

O 4 Nach Spalte sortieren A-Z Sl
Nach Spalte sortieren Z-A

0 N p !

mM cnan Ne cl

The expanded filter row can now be pinned by clicking on the pin:

(] SERVICEEMPFANGER *

* | (o~

ag Bl O

5 Definitions

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

e "Products" are called "services" in Matrix42. Ordering specific software or hardware is therefore referred to as
"ordering a service." Services are identified by sequential numbers beginning with SRV.

e Every action (both ordering and canceling) is called an "order." The difference between ordering and canceling
can be seen in the "type" of order. An order for a service is of the type "Installation," while a cancellation of a
service is of the type "Uninstallation." Both orders and cancellations are therefore listed in the "Orders" menu
item. Orders that have not been approved remain visible there for documentation purposes, even if they have
been rejected. Orders have sequential numbers beginning with ORD.

e 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 interface

Stichwort eingeben, um nach Infarmationen zu suche:

Q In Wavigation suchen [ Volbild
i Home Willkommen im TUshop fiir Mitarbeiter_innen!
& Areitsplatz >
Ankiindigungen Neu im Katalog
[ Katalog >
. Tipp des Monats: Keine Ad-Blocker fiir den TUsho
@ Tushop Hilfe N PP P . @ =
Ry j“
Communities > =
= In letzter Zeit haufen sich die Meldungen, dass die Bedienung des OneDrive N
¥ sis > TUshops nicht wie im Handbuch beschrisben méglich ist. n vielen dieser
. Grammarly OneDrive Tuwardpress OfficeNotebook  Origin Pro (2025)
D (bersicht der TUsoftware fir Fallle war der Einsatz von Ad-Blockern der Grund fur die Probleme. In Premium Speichererweiterung Bundle 16" Lenovo.
letzter Zeit haufen sich iell die Meldungen mit bekannten Firefox-
< Plugins. Typische Ar sind fehlende Buttons, Filter ader >
Anzahiwahler
Wenn Sie Ad-Blocker nulzen méchten, empfehlen wir,die Seiten des TUshops in den
zu beriicksichtigen, um zu vermeiden. Der TUshop st prinzipiell
werbefrei, @
.
Meine Aktivitaten
Meine Bestellungen Alle Bestellungen snzeiger
=
— ma

After logging in, the usual start page is displayed, although some elements may not be visible depending on the user
group and rights. The interface is divided into the following areas:

6.1 Header area on the right

Stichwort eingeben, um nach Informationen zu suchen

At the top right, from left to right, you will find:
Search

Here you can search for services/products across the entire catalog.
Recent pages / Favorites

Here you will find an overview of the pages you have recently visited and those you have marked as favorites.
Notifications

Here you can view new notifications.
Shopping cart

This icon gives you direct access to all services/products in your shopping cart.
Application selection

This item is only displayed for people who have access to additional functions.
User account

Clicking on the abbreviation opens a menu: Here you can change the language, customize your profile, obtain informa-
tion about your own rights, increase the color contrast, and call up an overview of usable keyboard shortcuts. This also
includes access to the manufacturer's own help center, which does not contain any TU-specific changes.
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Dolores Dokumenta
dolores.dokumenta@tuwien.ac.at

B Pprofil

™ Deutsch (Deutschland) »
& Design »
@ Farbkontrast verstarken
@ Help Center

B Tastaturkirzel

X Abmelden

Clicking on Profile allows you to view your profile data. Here, you can only set the preferred language for email notifi-
cations; all other fields are read-only and are obtained from ActiveDirectory (TU-AD/upTUdate).

PERSONLICHE DATEN

A Sie sind nicht berechtigt, die persénlichen Daten zu &ndern! Wenden Sie sich an die Systemoperatoren, wenn Anderungen erforderlich sind.

Position

Weiterer Mitarbeiter Mobiltelefon
E-Mail
Anrede - dante.deguster@tuwien.ac.at
Vorname
Dante Briefanrede
Nachname E-Mail Sprache
Deguster Deutsch (Deutschland) Q
Name
Mittelinitiale Deutsch (Deutschland)
Languageld
Deutsch (Deutschland) Q

Berufliche Fahigkeiten

At the bottom of the profile, you can view the rights delegated to you per structural element/organizational unit, if
applicable.

Berechtigungen

Lizenzverantwortlich fiir Technisch freigabeberechtigt fiir Kaufméannisch freigabeberechtigt fiir Abrechnungsverantwortlich fiir

6.2 Header area on the left

SELF SERVICE PORTAL Mein Managementbereich Admin Liste

Burger menu =
Used to show/hide the left navigation bar.

TUshop.it

Use this icon to return to the home page at any time.
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Self-service portal

Here you can see which application is being used (currently, only the 'Self-Service Portal' is visible to end custo-
mers).

Breadcrumb

Here you can see where you are within the navigation.

6.3 Menu area on the left

The left menu area contains the navigation. In the new design, this is always collapsed, with only the icons remaining
visible.

= @shop.@ SELF SERVICE PORTAL > Home

Q 3 Vollbild

f

2 Ankiindigungen
o

You can return to the old behavior with a stable navigation menu by clicking on the 'burger menu' = to expand the
navigation and then clicking on 'Pin Navigation' at the top right, next to the TUshop.it logo.
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Q_ In Navigation suchen
f Home
& Arbeitsplatz v
& Meine Bestellungen
[}, Meine Services
& Meine Hardware
2" Service Zusammenfassung
& Katalog v
22 Informationssysteme
B TuUfiles
@ Tusim
B TUsoftware
£ TUsoftware firr Mitarbeiter._..
i TUsoftware fiir Studierende
2 TUsystemSupport
0 ~ Tuclient
F  TUhost
@ ~ TuiscsiBackupDisk
@ ~ TUwebsite
= Mein Managementbereich v
[, Admin Liste - Buchungen
& Admin Liste - Bestellungen
2" Admin Zusammenfassung
B Service Genehmigungen
& Meine Org. Einheiten
€ Abrechnungsberichte
@ TUshop Hilfe v
@ Handbiicher und Dokument...
B Communities v
B TUSoftware Wish List
B Tushop Community
B} TUshop Wish List
B SLs v
B SLS TUcloud-spaces
B SLS TUfiles
B SLS TUsoftware
B SLS TUsystemSupport

& Ubersicht der TUsoftware fir ...

The standard navigation area contains the following items from top to bottom:
Search in navigation

Here you can search directly for individual menu items in the navigation (but not for services/products).
Home

Display of your personal home page. Here, under 'My activities', you can see all recent orders or cancellations
and, for persons authorized to approve, a brief overview of all pending approvals. You will also find news in the
'Announcements' field and new services/products in the 'New in the catalog' panel.

Workplace

Here you will find a comprehensive overview of all your recent orders and your existing products/services, which
you can browse through.

e My orders
Here you can see all your orders and their current status. By clicking on an order, you can see the exact chro-
nology, the associated status processes, and the people involved (approving, ordering, and receiving persons).
e My Services
Here you can see all your currently valid, approved services/products, including the costs and the respective
cost center, and you can also obtain more detailed information by clicking on them. This item also allows you
to cancel/unsubscribe/return products.
e My Hardware (employees only)
Currently not functional. Once TUclient Management is fully operational, you will be able to see the devices
assigned to you here.
e Service summary
This function allows you to view all currently valid software products ordered in tabular form, with multiple
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licenses for the same product bundled together and a clear, uniform overview of the costs and quantities of
licenses.

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

e  Admin List - Bookings
This list shows all booked services within your area of responsibility and allows you to cancel/uninstall products
for other persons. This can be further restricted and filtered using the sub-items.
3 Active installations
3 Cancelled installations
3 Uninstalls
e  Admin List — Orders
This list shows all orders under your responsibility, including the associated bookings and approvals.
e 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 pure tabular query that can be sorted as desired.

Service approvals (only for persons authorized to approve)

Here you can see an overview of all decisions regarding approvals that have been made by you or other authorized
persons to date and view the status of approved or rejected services.

e  Pending approvals
This section only displays pending approvals that are awaiting a decision on approval or rejection.

My organizational units (only for organizational managers)

Used to manage the organizational unit(s) and the respective cost centers. This can be used to assign or revoke
authorizations (e.g., license managers, persons authorized to approve).

Billing reports (only for organization managers and deputy billing managers)
Here you will find all cost notifications and a detailed view of the costs.
TUshop Help
This item provides access to the TUshop manuals.
Communities

Here you will find links to the TUshop Community (Microsoft Teams) and the wish list for feature and product
suggestions.

SLS

All SLS services available for order in the TUshop.
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7 Menu area point by point

7.1 Home

Neu im Katalog

Ankindigungen
Die Friendly User Tests sind noch am Laufen
Db Feianely Urber Tasty sined immae noch am Lauten. Daher Bitle Teulimgebeisss i M
Friendly User Test Friendly User Test Friendly User Test Friendly Uiser Test Friendly User Test
MS Office 365 MATLAB Qaratalizenz MATLAS Hamed. Grammarty Premium Mathematica

Meine Aktivitaten

Warten auf meine Abnahme

Friendly Uiser Test - Irfanview

ORDO01SS -
Besengestsit

Friendly User Test - Grammarly Premium

ORPOOISS
BereRgestelli

Frimndly User Test - Mathematica, Friencly User Test - Grammarly Premium

ORDOOYSZ

Berengestellt

The home view contains a basic overview of the current processes in the shop. At the top left, you will find the latest
announcements regarding changes or news in the shop, such as upcoming maintenance work, new features and func-
tions, or similar. At the top right, you will find an overview of the latest services/products in the service catalog, which
you can access directly with a click.

Under "My Activities," you can see the current processes, such as open orders or pending acceptance or approval/re-
jection of a software order.

7.2 My Workspace

Stichwort eingeben, um nach Informationen zu suchen

Meine Services e Services anzeigen Meine Hardware

Zoom Pro

Bestelinr
BOO0036352 ORD32240

Bestelles

Dolores Dokumenta

Empfinger
Dolores Dokumenta

Meine letzte Bestellungen

Tusurvey
TUsurvey
Erstellt Empfanger Status
festelor pestelle Empfanger 13.06.2024 1114 Dolores Geschlossen
8000036362  ORD32250 Dolores Dokumenta Dolores Dokumenta ORD32250 Dokumenta
MS Office 365 (A3) Zoom Pro
Bestelnr, Bestelles Empfanger Erstell Empfanger Staws
8000036034 ORD31989 Dolores Dokumenta Dolores Dokumenta 13.06.2024 10:00 Dolores Geschlossen
ORD32240
Adobe Creative Cloud Dokuments
Bestelln: Bestalle Emplanger Adobe Creative Cloud
8000036035  ORD31990 Dolores Dokumenta Dolores Dokumenta Erstalt Emphinger Status
onnargaq 030620241028 Dolores Geschlossen
Dokumenta
MS Office 365 (A3)
Erstellt Empfanger Status
oRpatane 030620241027 Delores Geschlossen
Dokumenta

Meine Anderungsanfragen

My Workspace contains an overview of all currently valid services/products on the left-hand side and all recently placed
orders on the right-hand side. You can also see the status of each order in the order overview. By clicking on the search
bar at the top, you can search all existing services/products and orders according to various criteria.
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My orders

Friendly User Test - MATLAB Gerételizenz Geschlossen
ORD00141 Installation 25. Aug. 2022 Dokumenta,Dolores Dakumenta,Dolores

Friendly User Test - Irfanview &' Abgelehnt
ORD00151 Installation 11. Okt 2022 Dokumenta,Dolores Dokumenta,Dolores

Friendly User Test - Irfanview Geschlossen
ORD00154 Installation 12. Okt. 2022 Dokumenta,Dolores Dokumenta,Dolores

Friendly User Test - Irfanview E% Bereitgestellt
ORD00155 Installation 12. Okt. 2022 Dokumenta,Dolores Dokumenta,Dolares

Friendly User Test - Irffanview B% Bereitgestellt
ORD00156 Installation 12. Okt. 2022 Herzeiger, Hans Dokumenta,Dolores

Friendly User Test - Irfanview &' Abgelehnt
ORD00149 Installation 11. Okt. 2022 Dokumenta,Dolores Dokumenta, Dolores

The 'My Orders' page contains a detailed list of all orders placed with their respective status, costs, 'applicant' and
'recipient'. By clicking on the order, you can view the details of the order (including the payment option for students) —
you can find more details in the description of the ordering process.

My Services

SRV00278 MS Office 365 (A3)
Miete, Quartals
Bestellnr Buchungsnr Tvp Empfanger Antragsteller Organisatianseinh 10,40 €
0RD31989 8000036034 Software Dolores Dokumenta Dolores Dokumenta ]
SRV0D201 Adobe Creative Cloud
Miete, Quartals.
@ Bestellnr Buchungsnr. Tyo Empfanger Antragsteller Organisatianseinh,, 13,00 €
0ORD319%0 8000036035 Software Dolores Dokumenta Dolores Dokumenta EC
SRV00Z77 Zoom Pro
Kostenfrei, Ein
Bestellnr Buchungsnr v Empfanger Antragsteller Organisationselnt 3,20 €
zZoom 5 y
ORD32240 8000036352 Software Dolores Dokumenta Dolores Dokumenta ,
SRV00484 TUsurvey
Kostenfrei, Ein.
P Bestellnr, Buchungsnr. Ty Empfinger Antragsteller QOrganisationseinh. 4,00 €
a ORD32250 BO0O0036362 Andere Dolores Dokumenta Dolores Dokumenta EO.
SRVO0219 ArcOlS
e Kostenfrei, Ein.
Bestelinr Buchungsnr Typ Empfanger Antragstelier Organisationseinh
b4 ORD59397 8000065092 Software Dolores Dokumenta Dolores Dokumenta ]
SRV00242 Grammarly Premium
Kostenfrei, Ein
Bestellnr Buchungsnr. Typ Empfanger Antragsteller Organisationseinh.
ORD59398 5000065093 Software Dolores Dokumenta Dolores Dokumenta £0

Here you can see an overview of all currently active (fully approved and completed) orders. By clicking on the respective
service/product, you will again receive a detailed overview of all relevant information about the order (including any
license keys or linked devices, seelnformation in bookings ). At this point, the software can also be returned or canceled
—for more details, see the description of the cancellation process.

My hardware (for employees only)

In this menu item, you can see the hardware assigned to you. Clicking on a piece of hardware opens a quick view with
more information and optional actions.

Service summary

= | ServiceName Q, Stichwérter = 1-6vone < > C Y ¥
Anzeigename Organisationseinheit Service Servicename Asset Anzahl Gesamtprels
Dokumenta, Dolores  E020-06 SRV00201 Adobe Creative Cloud - 1 13
Anzeigename Organisationseinheit Service Servicename Asset Anzahl Gesamtprels
Dokumenta, Dolores ~ E020-06 SRV00219 ArcGIS - 1 -
Anzeigename Organisationseinheit Service Servicename Asset Anzahl Gesamtprels
Dokumenta, Dolores ~ E020-06 SRV00244 Grammarly Premium - 1 -
Anzeigename Organisationseinheit Service Senvicename Asset Anzahl Gesamtpreis
Dokumenta, Dolores ~ E020-06 SRV00278 MS Office 365 (A3) - 1 10.4
Anzeigename Organisationseinheit Service Senvicename Asset Anzahl Gesamtpreis
Dokumenta, Dolores ~ E020-06 SRV00484 TUsurvey - 1 4

Here you will find a tabular overview of all currently valid services, broken down by service and number, as well as the
user and the cumulative costs for this service.
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7.3 Catalog

Empfanger Dolores Dokumenta

Empfohlene Services

1password Teammitglied

Tpassword ist ein bekanntes Produkt zur Passwortverwaltung.

DETAILS

L]
KATEGORIEN
Informationssysteme TUsoftware fiir Mitarbeiter_innen
TUsurvey n Allgemeine-Anwendungen
- o ) Betriebssysteme
i~-h m Mathematik
Alle anzeigen

IEducation Einige Produkte welche leider nicht per Campus- oder Studentensoftware verfiigbar - Kostenfrei
Buy sind
IEducation Einige Produkte welche von den Herstellern unentgeltlich zur Verfiigung gestelit - Kostenfrei
Free wurden.
ITU free m‘ Freie Software, die an der TU fiir interne Zwecke gebraucht wird - Kostenfrei
1password ® 1password ist ein bekanntes Produkt zur Passwortverwaltung 5,00 € Miete,
Gruppenad... Quartalsw...

The home 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
directly to the respective order form for this service/product or to the selected category.

In the upper area, if you are a license manager, you can also select the recipient of the order from your area of respon-
sibility.
Please note that the catalog offers both a tile view and an alternative list view. To switch from the tile view to the list

view, click on the slider icon on the right and select the list view. Furthermore, the upper area can be expanded and
collapsed by clicking on the gear icon in the upper left corner.

£ =  Name - Q_ Stichwirter = 1-50von105 ¢ > cC & | i

Ansichtsoptionen

Empféanger Dola nenta Ansicht
IR Kachel = Liste
R - R Elemente pro Seite
IEducation Einige Produkte welche leider nicht per Campus- oder Studenten o
Buy verfiigbar sind 10 20 50 100 200 500
IEducation Einige Produkte welche von den Herstellern unentgeltlich zur Ver
Free gestellt wurden.
ITU free m Freie Software, die an der TU fiir interne Zwecke gebraucht wird
Tpassword @ 1password ist ein bekanntes Produkt zur Passwortverwaltung
Gruppena...
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The catalog then appears as follows in its simplified form:

Empféanger Dolores Dokumenta
IEducation Einige Produkte welche leider nicht per Campus- oder Studentensoftware - Kostenfrei
Buy verfugbar sind.
IEducation Einige Produkte welche von den Herstellern unentgeltlich zur Verfligung - Kostenfrei
Free gestellt wurden.
ITU free m’ Freie Software, die an der TU fiir interne Zwecke gebraucht wird. - Kostenfrei
1password ® 1password ist ein bekanntes Produkt zur Passwortverwaltung 5,00 € Miete,
Gruppena... Quartals...
1password ® 1password ist ein bekanntes Produkt zur Passwortverwaltung. 5,00 € Miete,
Teammit... Quartals...

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 catego-
ries — here, too, it is possible to select the recipient(s) if you have the appropriate authorization.

7.4 My management area (only for persons responsible for licenses)

Admin list - Bookings

W Service deinstallieren (Admin) W Meine Services deinstallieren Q Stichwarter = Aktive Installat ) ( ) ( Abbestellte Installati ) 1-5wvon6l < > C  fr ¥ FE
[0 SERVICEEMPFANGER 4 SERVICE-ID ou v BEREITGESTELLT SERVICE LIZENZKEY LIZENZKEY ABLAUFDATUM LIZENZ CODE
O Bereitgestellt MS Office 365 (A1)

O Bereitgestellt Zoom Pro

O Bereitgestellt U free

O Bereitgestellt MS Office LTSC

()] Bereitgestellt Zoom Pro

O ge dob Cloud

O Bereitgestellt MS Office 365 (A1)

O g

O Bereitgestellt MS Office 365 (A3)

O Bereitgestellt MS Visio LTSC

O Bereitgestellt Adobe Creative Cloud

O Bereitgestellt MS Windows Desktop

Here you will find an overview of all services/products that have been booked within your assigned license authoriza-
tions/organizational units. You can use this option to uninstall/cancel services for other people (or yourself). To get a
better overview of the booked services or costs, you can perform extensive sorting and grouping activities here.

Please pay particular attention to the configurable columns in this view. To make preselection easier from the outset,
you can further restrict the view using the filters Active Installations, Cancelled Installations, and Uninstallations.

Please note that checking/unchecking services in this list has no effect. The actions displayed determine the services
based on the entries made in the wizard and do not adopt any selections that may have been checked previously.
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Admin List — Orders

MS Windows Desktop 8 InBearbeitung
Bestali: ™ st am

ORDB7387 Installation 22.50p. 2025 2080¢€

MS Windows Desktop & Bereilgestell
Bestli L Estam

ORD&7372 Installation 22.5ep. 2025

MS Windows Desktop % Bereitgestell
Bestlin: ™

ORDB7371 Installation

MS Windows Desktop % Bereitgestelh
Bestli o E——

ORDB7369 Installation 22.50p. 2025

MS Office 365 (A3) & Bereitgestell
Bestai o st am

ORDBT150 nstalation 17. Sep. 2025 ag0e
Nero & Bereitgestell
Bestlin: ™ Eseltom

ORDB7064 Installation 15. Sep. 2025 1200€
Origin Pro % Bereitgestelh
Bestali ™o st am

ORDE7061 nstallation 15. Sep. 2025 2400€

MS Windows Desktop % Bereilgestell
Bestali o st am

ORDEE976 nstallation 12.Sep. 2025

Acronis Disk Director Advanced Server £ InBearbeitung
Bestlin: ™ st am

ORDB6974 Installation 12.5ep. 2025 s000¢€
Acronis Disk Director Advanced Server % Bereitgestelh
Bestali ™o st am

ORDES970 nstallation 12.Sep. 2025 z s000€

Here you will find an overview of the orders placed in your area of responsibility. The content, contact person, status,
and costs are displayed. A simple click on an order opens the quick view with more information.

Admin Summary

=2 | Serviceempféanger »

Q, Stichwérter = 1-50vens0 < > C Y ¥ I

Serviceempfanger Organisationseinh... Service Servicename Bereitstellungsstatus Anzahl Summe (€]
Tester, Tarek SRV00277 Zoom Pro - Bereitgestellt 1 3.2
Serviceempfanger Organisationseinh... Service Servicename Bereitstellungss! Anzahl Summe (€]
Tester, Tarek SRV00279 MS Office LTSC - Bereitgestellt 1 10.4
Serviceempfanger Organisationseinh... Service Servicename Bereitstellungss! Anzahl Summe (€]
Tester, Tarek SRV00281 MS Online Konto (Teams) - Bereitgestellt 1 -
Serviceempfanger Organisationseinh... Service Servicename Asset Bereitstellungsstatus Anzahl Summe (€]
Tester, Tarek SRV00305 ITU free - Bereitgestellt 1 -
Serviceempfanger Organisationseinh... Service Servicename Asset Bereitstellungsstatus Anzahl Summe (€]
Versuch, Verena SRV00201 Adobe Creative Cloud - Bereitgestellt 1 13
Serviceempfanger Organisationseinh... Service Servicename Asset Bereitstellungsstatus Anzahl Summe (€]
Versuch, Verena SRV00277 Zoom Pro - Bereitgestellt 1 3.2
Serviceempfanger Organisationseinh... Service Servicename Asset Bereitstellungsstatus Anzahl Summe (€]
Versuch, Verena SRV00281 MS Online Konto (Teams) - Bereitgestellt 1 -

Here you will find a tabular overview of all services/products that have been booked within your assigned license au-
thorizations/organizational units, together with their respective status and the cumulative costs of these services/pro-
ducts. In the upper left area, you can sort directly by " " "Service recipient ," or "Service name."

7.5 Service approvals (only for persons authorized to approve)

- < e
adtar, CR B Adiin, Christian Rk, SF Sparial R A=z, B hsses, LM Dsrrain Arin —
o s f— F r——
APTORT2 Misnae| Sshacier GR Boman dmin, Carnan Beck, SF Sparial MP Asset ME Asset, L Domain Admin I painstassto DS b
I Bearteiung
P 48, Stetrietence Lrehecer & tescum
APTETI Michae| Schacier, CR Darnsi i, Christan Beck, SF Specisl MP et ME Agas, LM Corain Adrin ORDBAT16- DeinststationF
e Fschacar & seamun
1 Schacier, R Bamse dcmin, Chritian Kack, SF Sparial MP Asset MB Asset, LM Barmain Adrin ORDBA ——
= = R I——— -
ARTOT7 TEShop Misnaal Schaciar, CR Boaman édin, Christan Back, SF Spazial MR Assat, B Asser, LM Bamain Adnin, George ORDGAT 13- DainstasationF
. @ i o
n Beartenung -
Covation fack, 57 Speriol, —

[— @ Certung

iensel Sahacir, CR oman Admin, SF Speziel MP Asset, MB Asset L Domain Acmin, TE Shep ORDEED1E- Benstasationin

1 Besttenung
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Here you will find a detailed overview of all approval processes in your area of responsibility with the selected decision-
maker and any deputies. You will also see the status of the decision and the associated order. This information can
optionally be displayed in a tabular view.

When you click on an approval, the quick view opens with more information and possible actions. To decide on an
approval, click on the 'Decide' action in the quick view and follow the decision wizard.

Bestellgenehmigung C Yy # I X
APT038170 - Approval for order - ORD65018

.g Entscheiden .

ENTSCHEIDUNG

Status In Bearbeitung

Entscheider Christian Beck
Urspriinglicher Entscheider Christian Beck
Stellvertretende Entscheider ~ Objekte[7]

BESTELLINFORMATIONEN

Erstellt 03.03.202511:45 Abschluss -
Bestellung ORD65018 - Deinstallation/Riickgabe
Servicebuchungen BO00074955 - Deinstallation/Rickgabe - MS Windows Server Standard
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When making your decision, you can deselect parts of an order, which will then be rejected.

Aktion (Schritt 1 von 2 - Buchungen w&hlen) # I X
Entscheiden flir APT038170 - Approval for order - ORD65018

Bitte wéhlen Sie die bestellten Services, die Sie genehmigen méchten

O Services die nicht explizit zur Genehmigung markiert werden, werden abgelehnt.
(/] Services die nicht Teil dieser Genehmigung sind und bereits genehmigt sind oder genehmigt werden.
(%] Services, die nicht Teil dieser Genehmigung sind und die bereits abgelehnt wurde oder abgelehnt werden
Service Anzahl Zahlungsart Preis
-- MS Windows Server Standard Ich 1

Installationsgebiihr (einmalig)
Summe einmalige Kosten -

Summe wiederkehrender Kosten (jahrlich) -

Gesamtpreis 0,00 €

7.6 My organizational units (only for organizational managers)

Q Stichworter = Tven1 ¢ > C w & #

[J] OBJEKT-ID + SAP CODE ‘CODE KURZBEZEICHNUNG NAME UBERGEORDNETE 0. STATUS TYP MANAGER NICHT KOSTENSTELLEN RE STELLVERTRETUNG

O Fachbereichs . E020 Information Tech..  Aktiv FAB [m]

Here you can see a table view listing all the organizational units assigned to you to which you have been granted access.
Clicking on the respective organizational unit opens it in the detail view and allows you to assign authorizations and
internal order numbers.
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Detail view — General

© G P - o v -
Adgcmeln  Kostenstellen  Mebitelefonkostenatellen
[ Bl Zusam s vom Rollers (3 sl Bersconen anzes e {Eeine Flerung der Persaen rach g Fihri)
Technische Freigabeberachtiqie Kaufminnische Freigabeberechtigte
* Q Suchiex + @ buchient T [ERE I
[ voRname NAGHNAME - STATUS - HAME
| VORNAME HACHNAME - sTAIS HAME
# o o a a
* o o a ar
[ Chistion Beck ki sl
Lizenzverantwartliche
+ | o s - ¢ s w Sl Abrechnungsverantwortiche
+ & suckien 1w [
[ vomnamE HACHMAME sTamus NamE
| voRNAME HACHNAME - sTatus NAME
* o o a a
LI Ghristisn Beok v Blobal * i o a o

[T GreshenrHars Ak Sissal

Here you can now see all 4 possible authorization roles for the selected organizational unit:

e Technical release authorizers

e Commercial release authorizers
e License managers

e  Deputy billing managers

You can assign new authorizations to individuals using the '+' icon (per table) and revoke them using the 'trash can'icon
(after first selecting them). In normal filter mode, only persons within the selected organizational unit are offered for
selection when adding persons. If you check the box "Show all persons during assignment" at the top beforehand, you
can select any person from the entire directory of TU persons and grant/revoke permissions for them.

Please note that no further verification takes place, so that the respective person will subsequently receive the selec-
ted rights. The persons are not automatically informed of the changes in roles; it is therefore strongly recommended
that you contact them personally.

Please also note that it may be necessary for persons to log out and log back in after their roles have been changed (for
example, after being appointed as the person responsible for licenses) in order for the changes to take effect.

Detailed view — Cost centers

Zuordnung der Kostenstellen

Q_ Suchtext

KATEGORIE

Q-

TUphone
+ TUsystemSupport

Informationssysteme

TUsoftware fiir Mitarbeiter...

< TUhardware

KOSTENSTELLE

(o

GEV020050ARB -
GEV020050ARB -
GEV020050ARB -
GEV020050ARB -
GEV020050ARB -

SERVICES ARBEITSPLATZ
SERVICES ARBEITSPLATZ
SERVICES ARBEITSPLATZ
SERVICES ARBEITSPLATZ
SERVICES ARBEITSPLATZ

Handbuch TUshop.it
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You can add categories using the '+' sign, delete categories by checking the box and then clicking on the trash can, and
edit the cost center by double-clicking on a line. After double-clicking, the following dialog box will appear for editing:

Kategorie

hone Q

Kostenstelle
GEVOZ00SDARE - SERVICES ARBEITSPLATZ Q

Clicking on the magnifying glass icon opens a selection dialog box that allows you to select the category or cost center.
For cost centers, all internal orders assigned to this and all higher-level organizational units are offered for selection;
cost centers of organizational units in a side branch are not available for selection. It is not intended that all costs of an
organizational unit be processed by a sub-unit (such as -50).

7.7  Accounting reports (only for organizational managers and deputy accounting officers)

The billing reports can only be viewed by organizational managers and deputy billing officers. By clicking on this naviga-
tion entry, you can choose between "Quarterly billing — Details" and "Quarterly billing — Invoice" on the right-hand side.

% Kostenmitteilungen % Verrechnungsdetails
Kostenmitteilungen pro OU und Kategorie Interaktive Verrechnungsdetails

Settlement details

lshop.@l)  Self Service Portal q w [
= fo] * 0
Q_ In Navigation suchen —
A Home
2 Arbeitsplatz 5 Abrechrungszeitraum 2023 1. Quartal D) Org. Einh. | v@ @ View Report
& Katalog ? Kategorie [sofware ol
W Mein Managementbersich B —
B sevice Genehmigungen > 14 < ot > Bl QO @ o ~ - Find | Next
a
43 Meine Org, Einheiten
@ 9 . . mshop‘ m
€ Abrechnungsberichte Information Technology Solutions
@ TUshop Hilfe 3 Abrechnungszeitraum: 2023 1. Quartal

Gesamtkosten: 675,15
€

Kategorie Anzahl Gesamt

belastete KST

[SERCT TR orc. Einoit ( User {57 Buchungen)

SADIPER  simpremind P10
)

SAVIRPTY | TeamViawe (4)

SR
)
Saapters | Viware
Worksaion (4
SAVDOZTE | WIS Glce 365
00

SAVDNRTA | S Ofice LTSG
[E)

SRUDORD | WIS Froject 965
)

SAWDIPEY | MIS Froject 1 TSC
1

SAvI9PEA | M

SRVDUEES | WS Visio LTS

ST | MS Wnoows
sidop (6]

Erstellver 1107202 Sule 101

1. Billing period: You can select the desired quarter

2. Organizational unit(s): If you are authorized for more than one organizational unit, you can select the respective
one here

3. Category: One output is generated per category

4. : After making a change, you must click on 'View Report' to generate the corresponding report

5. You can expand the individual sub-areas by clicking on the small '+' symbols.

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
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products that are not available free of charge are displayed. For products that are billed in periods other than quarters
and that have already been canceled, the €0 is also displayed in the current quarter.

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

Cost notifications

& ZURUCK
Abrechnungszeitraum 2024 1. Quartal a Org. Einh. 2] . ‘
Bericht anzeigen
Kalegorie TUsoftware fiir Mitarbeiter_innen £ Rechnung TUit CSW 02108/24 a
1< <h vonti > B> O ® 100% s o =
. . shop.
Information Technology Solutions m P

Kostenmitteilung Nr. TUit CSW 02108/24

Sachliche Auskiinfte:

help@it tuwien.ac.at

Telefon: 58801 42002
Verrechnung zum: 01.04.2024
Erstellt am: 16.052024

einmalige Total
Installationsgebl
hr

SRV00201 | Adobe Creative Cloud

SRV00201 | Adobe Creative Cloud BOOOO 0,00 € 13,00 €
SRV002011 | Adobe Creative Cloud BOO00 0,00€ 13.00€
SRV002011 | Adobe Creative Cloud BOO00 0,00€ 13.00€
SRV002011 | Adobe Creative Cloud BOO00 0,00€ 13.00€
SRV00232 | Corel POF Fusion BOOOO 0,00 € 100€
SRV00235 | CorelDRAW BOOO0 0,00 € 4,00 €
SRV00288 | MS Visio 365 BOOOO 0,00€ 520€
SRV00289 | MS Visio LTSC BOO0O0 0,00 € 520€
SRV00289 | MS Visio LTSC BOOOD 0,00 € 520€
SR i WS I N I
SRV00Z81 | MS Windows Desktop BOOOO 0,00 € 520€
SRV00281 | MS Windows Desklop BOOO0 0,00€ 520€
Abbuchung erfolgt von GEV020010ARB Gesamtbetrag 0,00€ B83,00€

e  Billing period: Here you can select the desired quarter

e  Organizational unit(s): If you are authorized for more than one organizational unit, you can select the organiza-
tional unit(s).

e Category: One expense is generated per category

. : After making a change, you must click on "View Report" to generate the corresponding report

You can also select the billing period, organizational unit, and category for the invoice. Unlike the details, however, the
invoice cannot be edited, but it can be downloaded in various formats by clicking on the diskette icon. We recommend
using PDF as the format for the invoice.
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11INFORMATION IN BOOKINGS

Changes to the organizational unit or user are only possible by canceling and reordering, as this must be approved for
billing purposes and the technical processes for canceling and reordering are the same. When placing a new order, all
details such as organizational unit affiliation, pickup option, selected end device, and similar can be reselected. In order
to avoid double billing for the quarter (especially for software), all cancellations and new orders for a service/product
for one person in an organizational unit are only billed once in a quarter.

Important: If a person can only obtain a license once, for example, for MS Office 365 (see screenshot), it is necessary to
cancel the license "immediately" as described above, otherwise the new order must wait until the end of the respective
quarter.

SEVONT? TR

Katalog SREVO0278
TUsoftware fir MS Office 365 (A3)
Mitarbeiter_innen (named) Typ Software
Lirmit per User 1
Named Lizenz Ja

As an alternative to immediate cancellation, changes can also be made by normal cancellation (generally effective at
the end of the quarter) and the new/corrected order can be 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 contain information about which services/products are currently being used or purchased. These can be vie-
wed at various points. These include 'Workplace' > 'My Services' or, for license managers, 'My Management Area' >
'Admin List - Bookings'. A quick view shows various data that can be very useful.
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