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Setting Personal Profile

Supplier Registration

1 Click the User 
Profile icon in 
the top-right 
corner.

Click Change 
your profile.

Update the 
Name field, if 
necessary.

Click Next.

Note: approvers 
and watchers 
are added at 
checkout. 
Adding 
approvers and 
watchers in your 
Personal Profile 
will not add 
them to your PR 
for approval.
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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).
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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. 5
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Select the drop 
down to search for 
and update the 
Cost Center.

Click Search 
more. Previously 
used Coster 
Centers will 
display. 

Search by Cost 
Center Number or 
Description

Enter the value in 
the search field 
and click Search.

Click Select next 
to the appropriate 
Cost Center.

Verify updated 
Cost Center.
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Note: Justify Changes and Approval Flow are not required.
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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.
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Update the ShipTo Address and Deliver To information. Values will flow to all 
PRs and can be changed at checkout. 
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Note: Justify Changes and Approval Flow are not required.
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On the final tab, 
review changes 
made to the 
Personal Profile. 

Click Submit to 
apply changes.
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Once you have completed necessary changes, navigate between the tabs and 
review changes. Finally, click Submit.

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.

• 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.
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