Setting Personal Profile




Setting Personal Profile

Users can access their Personal Profile and update basic details such as name,
shipping information, floor and room number, and Cost Center. These settings
will flow to your Purchase Requisitions (PRS).

| Guided Buying

Click the User
Profile iconin
the top-right
corner.

Click Change
your profile.

Update the
Name field, if
necessary.

Request on behalf of

° Click Next.
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Setting Personal Profile

Under the Account/Ship tab, update the default accounting and shipping
information. Values will flow to all PRs and can be changed at checkout. Note:

Internal Orders and WBS Elements cannot be set in your Personal Profile. Select the drop
down to search for
and update the
Cost Center.

Choose Value for Cost Center
=— - Click Search
Description vj SOurcing | Search more. PreViOUSly

Accounting/Shipping - User Profile
@ Persanal Info

L. Change your organization information:
(2) ae r5h
(2] Aozl Company Code:  TRBU (Trustees of Boston Uniiv)

Cost Cent —
@ o Purch Org: 1000 {Sourcing & Procurement) s fescnpiion used COSt.E‘r
[TEL nges - =
- Descipion | e [ Seea Qenters will
2. Change your accounting information: - 8 d|sp|ay.
@ Abproue Flow 1020400003  SOURCING & PROC
Cost Center: 1202020000 (BIOLOGY)
@ i o s G 1020100000 (Senior VP Operations) SearCh by COSt
feview A, . ange ur shipgping and deln
" s 1020400000 (SOURCING & PROC) Center Number or
Shiplo Addess: | g 1202020000 (BIDLOGY) Descrlptlon
Deliver To: I 0, Search more
Enter the value in
Peiseral Profe  wre [ the search field
e R e M o e AR and click Search.
- .
Click Select next
=y to the appropriate
Cost Center.
o™
Q) e

Verify updated
Cost Center.

Note: Justify Changes and Approval Flow are not required. 3



Setting Personal Profile

Accounting/Shipping - User Profile

1. Change your organization information:
Company Code:  TRBU (Trustees of Boston Univ)

Purch Org: 1000 (Sourcing & Procurement)

2. Change your accounting information:

Cost Center:

1020400000 (SOURCING & PROC) v

3. Change your shipping and delivery information

ShipTo Address: | 5442 (928 Commonwealth Avenue) v

Deliver To: ‘ 4000 (NEIDL Plant)
5452 (983 Commenwealth Avenue)

(%) indicates a required field TLENEALEAE S

You expressly agree and understar 122 (881 CommonEaln Avenue)

& 5442 (928 Commonwealth Avenue)

ansfy

| & search more

la
)

Update the ShipTo Address and Deliver To information. Values will flow to all
PRs and can be changed at checkout.

Choose Value for ShipTo Address

e

| setect
5183 583 Commommealth Averus Selct
5450 975 Commuormealth Averue I Select
S44E 343 Commenmalih Averue | setee:
5443 930 Commarmaeain Avenue | seee
5443 G28 Commirwealth Averus | sews
5441 025 Commorwealth Averun | sea
5440 G228 Commonwesth Avtnie | sewa
5438 D15 Commormwealth Avenus | setea
543 OIS Commorwaotth Aueruss | seleat -
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Note: Justify Changes and Approval Flow are not required.

Select the drop
down next to
ShipTo Address.
Click Search
more. Previously
used addresses
will display.

Search by Name.
Enter the address
in the search field
and click Search.

Click Select next
to the appropriate
address.

View the updated
address.

Update the
Deliver To field
(i.e., John Doe,
Floor 5, Room
#550).

Click Review
Changes. 4



Setting Personal Profile

Once you have completed necessary changes, navigate between the tabs and
review changes. Finally, click Submit.
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Next Steps:

* Purchase Requisitions (PR): Fields set in your Personal
Profile will flow to your PRs, but can be modified at checkout. If
someone buys behalf of you, your Personal Profile will flow to
their PR.

e Internal Order Numbers and WBS elements can be added at
checkout.

* Approvers and watchers can be added during the checkout
process.

Note: Justify Changes and Approval Flow are not required.

On the final tab,
review changes
made to the

Personal Profile.

Click Submit to
apply changes.
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