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User Profile Setup

(Setting up default shipping addresses and FOAPAL elements)

. This guide outlines the process to add or update the default shipping address and FOAPAL (Funds,
Organization, Account, Program, Activity, Location) information.

o From the home page, click on the Profile Icon which is on the right top of the screen and click

View My Profile from the menu
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o Under ‘User's Name, Phone Number, Email, etc.” confirm your full name, email address and

username.
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Save Changes

o Click Default User Settings -> Custom Field and Accounting Code Defaults -> Code Favorites

to add Default Code Favorites.

My Profile » Custom Field and Accounting Code Defaults
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Update Security Settings
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Default Addresses
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Ordering and Approval Settings
Permission Settings

Notification Preferences

Custom Field and Accounting Code Defaulis

Header (int.) Codes

Business Units: ‘ Default Code Favorites ~ ‘

Use Code Favorites for quick access to accounting code combinations saved to your profile during
checkout. You may create a new Code Favorite by clicking the “Add* button and entering a commonly
used combination of accounting codes with or without splits. Code Favorites are accessed during

checkout by editing the codes section or by selecting it as your default accounting codes in your
profile
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o Click ‘Add’ -> Search and add your favorite codes -> Add a Nickname -> Select Save.
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My Profile » Default Addresses
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Update Security Settings
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| © No addresses defined in profile.
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o The list of addresses loaded into the system will appear. Select your default ship to address,
add the Attn To information to be applied to all requisitions, select Save.

Ship To | Bill To
?
Select an address to edit
@ No addresses defined in profile.
Shipping Addresses Address Search
Nickname / Address [ |
Text
Results Per Page
Addresses Found: 154 4 Pag of 16 [ »
Name Address
O 4Hstate Leader-  AtinTo
Extension 190 Bost Dr.
Room 402
Mississippi State, MS 39762
United States
O Academic Advising  Attn To
252 Famous Maroon Band St.
Mississippi State, MS 39762
United States
O Admissions & Attn To
Scholarships 25 Old Main
101 Motgomery Hall
Mississippi State, MS 39762
United States
O Advanced Attn To
Composites Institute 110 Airport Rd.
Starkville, MS 39759
United States
Default Addresses
© No addresses defined in profile. ‘
ShipTo | Bill To
?
Select an address to edit Select Addresses For Profile Delete Address
© No addresses defined in
profile.
Shipping Addresses Edit Selected Address ?
Nickname 4-H State Leader - Extension
Default
Current Default
Address
ADDRESS
AttnTo * [Tes‘tl ]
Address Line 1 190 Bost Dr.
Address Line 2 Room 402
City Mississippi State
State MS
Zip Code 39762
Country United States




