Update User Preferences in BullyBuy T
MISSISSIPPI STATE

UNIVERSITY.

1 Navigate to www.bullybuy.msstate.edu

2  Click "User"
Al = Search (Alt+Q) Q 0.00USD W < Il@ ._Laj_
zster Dashboard

Go to: Favorites | Non-Catalog Item | Quick Order Browse: Vendors | Categories | Contracts

Board

w Mississippi State portal. All purchases for goods and services can be made here. Training guides can be accessed below.
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https://www.procurement.msstate.edu/procurement/bully-buy/index.php
https://app01.jaggaer.com/apps/Router/ShoppingDashboardUserDetails?tmstmp=1731571601960
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3 Click "View My Profile"

Al v Search (Alt+Q)

aster Dashboard

Dashboards

Q 0.00USD W L) Il@ @j_

Manage Searches

Manage Search Exports

Goto: Favorites | Non-Ce Set My Home Page

Search Help For A Solution

My Recently Completed Requisitions

My Recently Completed Purchase Orders

Board

Sasha Cole .

I View My Profile

Logout

w Mississippi State portal. All purchases for goods and services can be made here. Training guides can be accessed below.

4 Click "Notification Preferences"

Language, Time Zone and Display Settings
lee. St App Activation Codes

Early Access Participation

Sourcing Additional User Settings

U[

ate Security Settings

Reporting Default User Settings

User Roles and Access
Administer Ordering and Approval Settings
Permission-Settings

Motification Preferences

Setup

User History

Administrative Tasks
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Mobile Phone Number

E-mail Address *
Business Unit
Department

Position
Authentication Methed

User Name *

* Required

FUPLEST T Rl LU I PRI I T 2 Il ey,

Intemational phone numbers must beg

sgcbd@msstate.edu

MSStateUniversity (MSStateUniv

Procurement & Contracts (1)

JaggaerOneLogin v

SGCo4
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5 Click Whichever process you want to edit your notifications for

% Vendors
\?\ Sourcing

Il Reporiing

ﬂ‘} Administer

Setup

App Activation Codes

Early Access Participation

Additional User Settings
Update Security Settings
Default User Settings
User Roles and Access

Ordering and Approval Setti

Permission Settings

MotificatjemPreferences

Administration & Integration

Shopping, Carts & Requisitions
Change Requests

Purchase Orders

Catalog Management
Accounts Payable

Receipts

Contracts

Sourcing Director

Vandar Mananamant

6  Click "Edit Section"

erences:
x Integration

1ding approval @
Confirmation @

‘or notice @

“or notice by Business Unit @
tification @

ror notice @

ror notice by Business Unit @

re Notice €

Made with Scribe - https:

All Search (Alt+Q)

MNane
None
None
None
None
None
None

MNane

//scribehow.com

Mobile Phone Number

E-mail Address *
Business Unit
Department

Position
Authentication Method

User Name *

* Required

Q 0.00USD W

Intemational phone numbers must beg

sgcbd@msstate.edu
MSStateUniversity (MSStateUniv

Procurement & Contracts (1)

JaggaerOnelLogin w

SGCB4

0D O3

4 Logout

# Edit Section | ?
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7  Click the "Override" field.

All = Search (Alt+Q)
ration
Notification Preferences:
Administration & Integration
User Registration pending approval @ @® Default Override None
Search Result Export Confirmation @ @® Default (O Override None
PR Workflow Step error notice @ @ Default O Override Mone
PR Workflow Step error notice by Business Unit €@ @ Default O Override None
PR Export Failure Notification @ @ Default (O Override None
PO Workflow Step error notice @ @® Default O Override None
PO Workflow Step error notice by Business Unit @ @ Default O Override None
8  Select the "InApp" option.
Al v Search (Alt+0) Q 0.00USD W
erences:
x Integration
1ding approval @ (O Default @ Override Notification v
Confirmation @ @ Default (O Override None
or notice @ @ Default (O Override MNone
‘or notice by Business Unit @ @ Default (O Override None
tification @ @® Default (O Override None
ror notice @ @ Default () Override None
ror notice by Business Unit @ @ Default O Override None
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Q

0.00USD W

o 1D Oy
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9  Click the "Override" field.

ration

Notification Preferences:
Administration & Integration

User Registration pending approval @

Search Result Export Confirmation @

PR Workflow Step error notice @

() Default

® Default

@ Default

PR Workflow Step error notice by Business Unit @ @ Default

PR Export Failure Notification @

PO Workflow Step error notice &

® Default

® Default

PO Workflow Step error notice by Business Unit @ @ Default

PO Distribution Failure Notice @

®

Default

10  Select save to save changes

erences:
x Integration

1ding approval @
Confirmation @

‘or notice @

‘or notice by Business Unit @
tification @

ror notice @

ror notice by Business Unit @

re Notice €

() Default

@ Default

)

) Default

@ Default

@ Default

@ Default

@ Default

@ Default

® Override

() Override

@ Override

() Override

() Override

() Override

() Override

() Override
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@ Override
() Override
Override
() Override
() Override
() override
() Override

) override

Notification -

None

Notification

None

None

None

MNone

None

MNone

None

Email & Notification

None

None

None

None

None

Ll Logout
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11  Click "Default User Settings"

Orders

Contracts

Accounts
Payable

Vendors

Sourcing

Reporting

Administer

7 | FIIESISELEFL @ L0
s UMIVERSITY.

My Profile » Permission Setiings » Orders

Sasha Cole

User Name SGC64

User Profile and Preferences

ate SeedfitpSettings

Default User Settings >

User Roles and Access
Ordering and Approval Settings
Permission Settings

Shopping, Carts & Requisitions

Approvals
Sourcing

Contracts

Lt TR e R

12 Click "Default Addresses"

Contracis

Accounts
Payable

Vendors

Sourcing

Reporting

Administer

Setup

Sasha Cole

User Name SGC64

User Profile and Preferences

Update Security Settings

Default User Settings

Custom Fieldand Accounting Code Defaults

Default Addresses

Cart Assignees

Financial Approvers

Payment Options
User Roles and Access
Ordering and Approval Settings
Permission Settings

Shopping, Carts & Requisitions

Annrovals

Made with Scribe - https://scribehow.com

Permissions:
Orders

+ My Orders/Organization Orders
Permission

View My Orders

View Organization Orders

Edit Organization Orders

View My Department Orders

Revise PO

Update Purchase Order Owner

Close purchase orders

Open purchase crders

Permissions:
Orders

+ My Orders/Organization Orders
Permission

View My Orders

View Organization Orders

Edit Organization Orders

View My Department Orders
Revise PO

Update Purchase Order Owner
Close purchase orders

Open purchase orders

Resend PO to Vendor

Resend PO to External System

2 0 92 9 9 O 0 O

o 9 2 & 9 9 9 0 0 O

Value

X S8

LS S R §

Value

X & S

LI SIS I S
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13 Click this button field.

Al > Search (AIt+Q) Q 0.00USD W oD Oy
asses ?
1 addresses defined in profile. |
=
+edit Select Addresses For Profile
defined in profile.
155e5

14 Click this text field.

| D No addresses defined in profile. |

hipTo | Bill To

2lect an address o edit Select Addresses For Profile

J No addresses defined in profile.

Shipping Addresses Address Search

Nickname / Address | ]
Text

Results Per Page

Made with Scribe - https://scribehow.com
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15 Type "procurement enter"

16  Click this radio button.

]1s

\ccounting Code Defaults

_ Shipping Addresses Address Search

Nickname / Address |procurement
L g

Results Per Page

- [ Scarch

| U No addresses defined in profile.

wal Settings Addresses Found: 1 |2 | Page 1 0f1 |£|
Name Address
i ) Procurement & Attn To
nces Contracts 245 Barr Avenue
- 610 McArthur Hall
Mississippi State, MS
39762
& United States
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17 Click this text field.

Select an address fo edit

?
Select Addresses For Profile

@ No addresses defined in
ts profile.

. Shipping Addresses

Edit Selected Address ?
Nickname |Procurement & Contractsjiil}
Default
Current Default =
Address

ADDRESS

Attn To * &

Address Line 1 245 Barr Avenue
Address Line 2 610 McArthur Hall
City Mississippi State
State MS

Zip Code 39762

Country United States

18 Click this button field.

[ETIwrTTre BRI LRI L AR L L L L

Default

Current Default =

Address
ADDRESS
Attn To * & [sasha Cole
Address Line 1 245 Barr Avenue
Address Line 2 610 McArthur Hall
City Mississippi State
State M3
Zip Code 39762
Country United States
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19 Click this button field.

Default Addresses

shipTo | Bill To

Select an address to edit

Shipping Addresses

Procurement & Contracts

-

Edit Selected Address
Nickname
Default
Current Default
Address

ADDRESS

Attn To * &

Address Line 1

Address Line 2

City

State

Zip Code

Country

20 Click this text field.

Default Addresses

Ship Te | Bill To

Select an address fo edit

Shipping Addresses
Procurement & Contracts

All = Search (ARt+Q)

| F"r_ocuremeni & C BI:T[TEC.IS

Procurement & Contracts

|8asha Cole

245 Barr Avenue
610 McArthur Hall
Mississippi State
MS

39762

United States

i e e

Select Addresses For Profile

Address Search

Nickname / Address | ]
Text
Results Per Page
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Q
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21 Type "receiving enter"

22  Click "Receiving & Property Control"

Select an address to edit
sferences
. Shipping Addresses
ftings ppIng
] - Procurement & Contracts

wccounting Code Defaults

ess
wal Settings
5

‘nces
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Select Addresses For Profile

Address Search

Nickname / Address |receiving
Text '

Results Per Page

Addresses Found: 1
Name

) Receiving & Property Control

[4] Page 1 of1[x]
Address
Attn:
405 East Garrard Rd

Starkville, MS 39759
United States

11
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Be sure to enter your name and Mailstop when doing an order to the receiving

23

station.
ship To  Eill To
?
Select an address fo edit Select Addresses For Profile
Shipping Addresses Edit Selected Address ?
Procurement & Contracts “ | Nickname Receiving & Property Control
Default O
Current Default Procurement & Contracts
Address
ADDRESS
Attn: * % [l ]
Address Line 1 4035 East Garrard Rd
City Starkville
State MS
Zip Code 39759
Country United States
24  Click Save
e e ——_———
Procurement & Contracts Nickname Receiving & Property Control
Default O
Current Default Procurement & Contracts
Address
ADDRESS
Attn: * % Sasha Cole MailStop 9718
Address Line 1 405 East Garrard Rd
City Starkville
State MS
Zip Code 39759
Country United States
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Click "Financial Approvers"

User Name SGC64

Contracts

User Profile and Preferences

Accounts
Payable

Update Security Settings

Default User Settings

Vendors

Sourcing Cart Assignees

Ship To | Bill To

Select an address fo edit

Shipping Addresses
Procurement & Contracts

Receiving & Property Control

Custom Field and Accounting Code Defaults

Default Addresses

| Financial Approvers

Reporting Payment Options

User Roles and Access

Administer Ordering and Approval S
Permission Settings

it Fi sfarapnroe
Setup Motification Preferences
User Hist

Administrative Tasks

26 Click this button field.

ﬁﬁi ‘ MISSISSIPPI STATE

My Profile » Payment Options

Sasha Cole

User Name SGC64

User Profile and Preferences
Update Security Settings
Default User Settings
Custom Field and Accounting Code Defaults
Default Addresses
Cart Assignees
Financial Approvers
User Roles and Access

Ordering and Approval Settings

Permission Settings

Made with Scribe - https://scribehow.com

Payment Options

(J applythe default card.

My Cards

Select Addres
Edit Selected Address
Nickname Re
Default O
Current Default Pro
Address
ADDRESS
Attn: * % Sa
Address Line 1 408
City sta
State MS
Zip Code 397
Country uni
All ~

13
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27 Click the "Data" field.

ard.

28 Click "Save"

ard.

Made with Scribe - https://scribehow.com

Card Details

Name this card (e.g. My Visa) * |JG Procurement and contract

Cardholder Name
Card Number

Expiration Date
Default card

Card Details

JC PRocurement and contracts

4 Logout

(12345678910 ]
© Card Number is invalid.

Name this card (e.g. My Visa) * |JG Procurement and contract

Cardholder Name
Card Number

Expiration Date

Default card

JC PRocurement and contracts

1234567891002
) card Number is invalid.

14
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29 Click "Default User Settings"

Contracts

Accounts
Payable

Vendors

Sourcing

Reporting

Administer

Setup

User Profile and Preferences
Language, Time Zone and Display Settings
App Activation Codes
Early Access Participation
Additienal User Settings

Update Security Settings

Default User Setfings >

User Roles-and Access

Ordering and Approval Sett

Permission Settings
Motification Preferences
User History

Administrative Tasks

Last Name

Phone Number

Mobile Phone Number

E-mail Address *
Business Unit
Department

Position
Authentication Method

User Name *

* Required

30 Click "Custom Field and Accounting Code Defaults"

Contracts

Accounts
Payable

Vendors

Sourcing

Reporting

Administer

Setup

User Profile and Preferences
Language, Time Zone and Display Settings
App Activation Codes
Early Access Participation

Additional User Settings

date Security Settings

Default UserSettings

Custom Field and Accounting Code Defaults

Default Addresses

Cart Assignees

Financial Approvers

Payment Options
User Roles and Access
Ordering and Approval Settings
Permission Settings
Motification Preferences

| lzar Histnrw
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Last Name

Phone Number

Mobile Phone Number

E-mail Address *
Business Unit
Department

Position
Authentication Method

User Name *

* Required

Cole
ext.

Intemational phone numbers must beg

Intemational phone numbers must beg

sgced@msstate.edu

MSStateUniversity (MSStateUniv

Procurement & Contracts (1)

JaggaerOneLogin w

5GCB4

Cole

ext.

International phone numbers must beg

Intemational phone numbers must beg

sgeé4@msstate.edu

MSStateUniversity (MSStateUniv

Procurement & Contracts (1)

JaggaerOneLogin w

5GCB4

15
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31 Click "Code Favorites"

155155IPFI STATE Al - Search (A

e » Custom Field and Accounting Code Defaults

tha Cole Custom Field and Accounting Code Defaults
lame SGCA4 Header (int.) Codes Code Favorites
?
Custom Field Name Default Value Description Edit Values

FreTieena Bicieichics Process as Contract No Default Value m
ite Security Settings

Work Order No Default Value @
ult User Settings

Phase No Default Value m
tomn Field and Accounting Code Defaults
o i State Contract Number No Default Value m
v — Budget Exceeded No Default Value m
incial Approvers Separate Check M m
ment Options
Roles and Access
ring and Approval Settings
lission Settings

32 Click "Add"
Sasha Cole Custom Field and Accounting Code Defaults
User Name SGC64 Header (int.) | Codes Code Favorites

Business Units:| MSStateUniversity (MSStateUniversity) v |

User Profile and Preferences

e gt = Use Code Favorites for quick access to accounting code combinations saved to your pi

dat

Update Security Settings checkout. You may create a new Code Favorite by clicking the "Add” button and enterim
I : used combination of accounting codes with or without splits. Code Favorites are acces

Eefalitiiscr Suitng checkout by editing the codes section or by selecting it as your default accounting codi

Custom Field and Accounting Code Defaulis profile.
Default Addresses

Accounting Codes

Cart Assignees
Financial Approvers
Payment Options Procuremnt fund Edit

User Roles and Access

Ordering and Approval Settings Chart Fund Organization  Account Program
Permission Settings 1 100000 470100 no value 041000
Mississippi  MSU Education Procurement Libraries
Notification Preferences State and General & Contracts
University Fund

User History

Administrative Tasks i =
~ Code Favorites for Check Requests & Invoices

Made with Scribe - https://scribehow.com
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33 Click this button field.

] Default Switch to Desktop

Fund Organization Account Program

|100000 | [470100 | | | (041000 | |

Select from all values... Select from all values... Select from all values... Select from all values... Se

34 Click "Delete"

| | Codes |Cndeanls|

nits: | MSStateUniversity (MSStateUniversity) v |

worites for quick access to accounting code combinations saved to your profile during
yu may create a new Code Favorite by clicking the "Add" button and entering a commonly
1ation of accounting codes with or without spiits. Code Favorites are accessed during
editing the codes section or by selecting it as your default accounting codes in your

ng Codes
nt fund
Fund Organization  Account Program Activity
100000 470100 no value 041000 no value
ppi  MSU Education Procurement Libraries
and General & Contracts
ity Fund
]
Fund Organization  Account Program Activity

Made with Scribe - https://scribehow.com
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35 Click "Delete"

Confirmation

Are you sure you want to delete this accounting code favorite?

=
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18


https://scribehow.com

