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User Profile Settings

Log in to myBGSU. Click on the Employees tab >
Purchasing. Clickon the BGSU Falcons Purch logo

Welcome Home Librames Employees

Falcon's Purch
ot
Related Information.

* Information and Instructions

Profile Settings

To set up your default profiles settings clickon the
silouette in the upper right corner of the Homepage.
Select View My Profile to access the profile settings.

All - Search (Alt+Q) Q 000USD W v Ilo

Forms | Shop

View My Profile

Dashboards

Manage Searches
Manage Search Exports
Set My Home Page

Search Help For A Solution

Click on Default User Settings. Toset up a default
Speedchart and account, select Custom Field and
Accounting Code Defaults. Onthe right select the Codes
tab and then Edit from the value you want to set.

Melanie Kalb

User Name MKALB

Custom Field and Accounting Code Defaults

Header (int) Header(ext) Codes |Code Favorites Internal Information

Header (int) Header (ext) Codes Code Favorites Internal Information

Custom Field Name Default Value Description Edit Values
Speedchart No Default Value Edit

/" Edit Values

Business Unit GL_BGSUN ~

Create New Value

Search For Value ?
Field Name Speedchart

Value  Description

Value ‘700000 |

Description ‘ |

- Results Per 5 v
Page

* Custom Field Values marked

Select the speedchart by clicking on the box. Select Add
Values.

Results v
per  Values

Page FouldEPagelvofa\E?
5 - 11

Select Value Description
]

Res Life Conklin
7000000PCK  -OPCK

] Res Life
7000000PCN  Centennial-OPER

] Falcon
7000000PFH  Heights-OPER

] Res Life
7000000PFN  Founders-OPFN

(] Res Life
7000000PHM  Harshman-OPHM

Add Values Back to Search

Click on the Value you just added (7000000PCK),
checkmark Default and Save. You can continue to add
multiple speedtypes to your list.

Custom Field Name Default Value Description Edit Valu
User Profile and Preferences
Business Unit GL BGSUN BGSUN | Eait |
Update Security Settings
+ Speedehart No Default Value Em
Default User Settings
- " Fund No Default Val
Custom Field and Accountina Code Defaults b run o Detault Value Ea
Default Addresses L Dept No Default Value En
Cart Assignees L Project/Grant No Default Value Ea
User Roles and Access L Activity No Default Value Ea
Ordering and Approval Settings & Function No Default Value m

Permission Settings + PC Business Unit No Default Value

Click Create New Value. Enter your 6-digit department
number in the Value field and click on Search.

Create New Value

Edit Existing Value

value 7000000PCK

7000000PCK Res Life Conklin

-OPCK Description _Res Life Conklin -OPCK
| Default DI

Status active

* Custom Field Values marked with
an asterisk are role-based values,
Users can only modify the Default
status of these Custom Field
Values.
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Click on the Codes tab to add a default Account (53100).

Custom Field and Accounting Code Defaults

Header (int) Header (ext.]ICods ode Favorites Internal Information

Under Default User Settings select Default Addresses.
From the Ship To tab, click on Select Addresses for
Profile.

Teresa Coss Default Addresses

User Name TLCOSS © No addresses defined in profile. |

Ship To ill To
User Profile and Preferences

5|

Select Addresses for Profile

Lndate Sacurity Cotting

Select an address to edit

© No addresses defined in profile.

Default User Settings

Custom Field and Accounting Code Defaults

Default Addresses

Shipping Addresses

A dropdown box will appear, select BGSHIPTO.
Checkmarkthe Default box. Enter your building and
room number. Save

?
Current Default -
Address
ADDRESS
Contact Line 1 Accounts Payable
Address Line 1 1851 Research Dr
Address Line 3 http://www.bgsu.edu/offices
r Jcontroller/index.html
City Bowling Green
State CH
Zip Code 43403
Country sheh
[ sav |

To add a default for your Cart Assignees, select Cart
Assignees and click Add Assignee...

Teresa Coss

Cart Assignees

User Mame TLCOSS

User Profile and Preferences

Update Security Settings

Shipping Addresses Edit Selected Address ? Custom Field and Accounting Code Defaults
BGSHIP TO “ | Nickname EGSHIP TO Default Addresses
Default
Current Default BGSHIP TO
Address
ADDRESS From the pop up window, enter the last name of the
ATTN: . . . .
Toresa Coss | individual you would like to assignyour carts to. Search
Bldg: 1851 N Research Drive |
_ Room: 100 | and then select the name.
Address Line 1 Bowling Green State University
City Bowling Green User Search
State OH
Zip Code 43403 Last Name ik
Country United States
Save First Name
. . User Name
Go to the Bill To taband click on Select Addresses for
Profile. Choose Accounts Payable from the dropdown. Email
Default Addresses Department [~]
1
| © No addresses defined in profile. | Sesuls. berfage 10 E
Ship T Bill Te
?
Select an address to edit Clark, Jane JHCLARK JHCLARK@bgsu.edu +1 (419) 372-9289 [select]

| O No addresses defined in profile. ‘

Billing Addresses

Mark as default and Save.

Select Set as Preferred.
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Eart Assignees

Add Assignee...

My Cart Assignees
View My Profile

Name

Dashboards

Jane Clark Set as Preferred 1
Manage Searches
Manage Search Exports
Set My Home Page

Notification Preferences

) ] ) Choose Current Page/Shopping Dashboard. Click Save.
The E-mail Preferences screenis used to determine

when and why you will receive e-mail notifications

and/or notifications in the top menu bar. Set My Home Page
Select Notification Preferences, select Shopping, Carts & O Existing Home Page
Requisitions. Clickon Edit Selection in the upper right shopeing Dasfbeard
2 pefault Home Page
corner. Shopping Home
®e Page
Teresa Coss Notification Preferences: Shopping, Carts & Requisitions | st secion SLI::?EinE Dashboard

User Name TLCOSS The in-appliction noficatons are not yet avaiabl fo al Emai Notfications.
You can also eccess your home page by pressing Alt +1
Prepared sy - Cart Assigned Notice None
Prepared by - PR ne iem(s) rejected Nore
Prepared By - PR rejectedretumed emai

Cart Assigned Notice None Save Changes Claze
Receive PR and PO notfication for Carts Nore

Assigned o Me

Assigned Cart Processed Notification None

The Default setting is None, meaning there will be no
emails or notifications. Clickon Override to change the
setting. Whendone, click on Save Changes inthe lower
right corner.

Notification Preferences: Shopping, Carts & Requisitions

The in-application notifications are not yet available for all Email Notifications.

Prepared By - Cart Assigned Notice © Default  © Override None
Prepared By - PR line item(s) rejected © Default  © Override None
Prepared By - PR rejected/returned © Defaut  ® Override Email [+]
Cancel
Dashboards

Dashboards provide visibility to all system features on
the home screen of Falcons Purch. Click on the
silhouette and select Set My Home Page.
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