
Update User Preferences in BullyBuy 

1 

2 

Navigate to www.bullybuy.msstate.edu 

Click "User" 
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3 Click "View My Profile" 

4 Click "Notification Preferences" 
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5 Click Whichever process you want to edit your notifications for 

6 Click "Edit Section" 
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7 Click the "Override" field. 

8 Select the "InApp" option. 

Made with Scribe - https://scribehow.com 4 

https://scribehow.com


9 Click the "Override" field. 

10 Select save to save changes 
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11 Click "Default User Settings" 

12 Click "Default Addresses" 
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13 Click this button field. 

14 Click this text field. 
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Type "procurement enter"15 

16 Click this radio button. 
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17 Click this text field. 

18 Click this button field. 
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19 Click this button field. 

20 Click this text field. 
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Type "receiving enter"21 

22 Click "Receiving & Property Control" 
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23 Be sure to enter your name and Mailstop when doing an order to the receiving
station. 

24 Click Save 

Made with Scribe - https://scribehow.com 12 

https://scribehow.com


25 Click "Financial Approvers" 

26 Click this button field. 
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27 Click the "Data" field. 

28 Click "Save" 
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29 Click "Default User Settings" 

30 Click "Custom Field and Accounting Code Defaults" 
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31 Click "Code Favorites" 

32 Click "Add" 
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33 Click this button field. 

34 Click "Delete" 
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35 Click "Delete" 
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