
Log into AggieBuy and you will come to the HOME screen which will look like this: 

1. Click on your person in the top right

corner and you will get the pop out box

below.

2. Click on View My Profile and you will get

the screen below.



Once View My Profile is chosen you will get this screen: 

 

 

 

 

 

 

  

Click NOTIFICATION PREFERENCES. 

 

Click FORM REQUESTS 

 



Once you click FORM REQUESTS you will see the following screen: 

 

 

 

 

 

  

 

 

 

When you click EDIT SECTION the 

screen will open up like below. 

 

The “question mark” found by each of 

the selections will give an explanation of 

that notification.  To change the 

notification type you will need to click on 

the “Override” button. 

 



Once you click Override your screen will look like this: 

This is where you will select if you want 

an “Email” or “Notification” or both an 

“Email & Notification” when the 

provided action happens with a Contract 

Form Request.   

 If you select Email you will get an Email 

from AggieBuy in your Email Inbox when 

that particular Form Request action 

happens. 

If you select Notification then you will 

ONLY receive a Notification in AggieBuy 

when that particular action happens.   

If you select both then you receive both. 

After you make your choices BE SURE TO 

click the blue button that says SAVE 

CHANGES.  Otherwise your choices will 

not stick. 

If you select to receive NOTIFICATIONS 

this is where your notifications will 

appear (the little bell will show a number 

which references the number of 

notifications you have). 

Next, to set your notification 

preferences for Contracts you will click 

on CONTRACTS and will see the screen 

below. 



Again, this is where you will select if you 

want an “Email” or “Notification” or 

both an “Email & Notification” when the 

provided action happens with a 

Contract. 

After you make your choices BE SURE TO 

click the blue button that says SAVE 

CHANGES.  Otherwise your choices will 

not stick. 



That should be all the notifications that you need to set.  Let me know if questions!


