F=l TEXAS TECH UNIVERSITY
dI' HEALTH SCIENCES CENTER.

TechBuy — User Profile

Finance Systems Management

Each TechBuy user has a unique profile which contains information specific to them.
Elements of the profile are required for system access, while other elements are not
required but will make submission of the cart simpler. For example, by setting up a
user’s ship to address, the information will be defaulted into an order and will not require
selection with each purchase. This section will walk you through the basics of updating
and managing your profile.

TS TE UNVERSITY Al ~ Search (Alt+Q) Q 100USD W oD a2
My Profile » User's Name, Phone Number, Email, etc. <0 Logout
Thi Bui User's Name, Phone Number, Email, etc.
User Name SBM388 First Name Thi
Last Name Bui

User Profile and Preferences

User's Name, Phone Number, Email, etc.

Phone Number +1806-743-1425 ext.

Language, Time Zone and Display Settings
App Activation Codes

Early Access Participation

Guided Tour Instructions

Update Security Settings

International phone numbers must begin with +
Mobile Phone Number
International phone numbers must begin with +

E-mail Address * thibui@ttuhsc.edu =

User Profile

Default User Settings Business Unit Texas Tech University Health Scie v

User Roles and Access

Department . -
Ordering and Approval Settings HSC-PURCHASING - LUBBOCK (
Permission Settings Position ~
Notification Preferences
Badge Id
User History ¢
Administrative Tasks Authentication Method LoginXML o
User Name * SBM388

Organization Terms and Conditions accepted on 8/3/2020 8:00 AM Terms and Conditions

% Required

Save Changes

Access Your User Profile

You can access your User Profile by clicking the Person Icon then View My Profile link
in the upper right-hand corner.

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.

Click Person Icon

Shop » Shopping » Shopping Home » Shopping Home Page

Thi Bui @ .
Shopping Home Page pushboard Actions -

Dashboards

o2 Contracting
Mana

Minor Purchasing Conti
In an effort to n
associated with
purchase related

Organization Message
arches

WELCOME TO TECHBUY!

Manag@Search Exports

Please email questions or problems to HSC Staff Support:
Purchasing@ttuhsc.edu Or Call HSC-Purchasing at 806-743-7841

Set My lome Page

SearchMelp For A Solution

FY20 Year End Purchasing Guidelines 06.08.2020 TTUHSC GPO/COOP Cc

Fraud Alert 06.05.2020 Information_abo

TTUHSC-Procurement wants to make you aware of a fraud scheme being perpetrated within the
TTU-System

My Recently Completed Requisitions o

Select

All items and

***GYSTEM GENERATED EMAILS***

DO NOT hit reply to system generated emails (emails that come from Sciquest). Sciquest emails
are monitored by TTU staff and only one HSC staff member. Please create a new email or
forward email to purchasing@ttuhsc.edu

View My Profile

The next Board of Regents meeting will be held October 16, 2020.
attachments for this meeting need to be submitted to the Contracting Office / System on
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TechBuy - User Profile

User Settings

Your profile should open to the User Profile and Preferences tab and the User’'s Name,
Phone Number, Email, etc. sub-tab. This sub-tab houses your basic contact and log in
information. Review the populated information and make any necessary changes.

You must select your Department from the drop-down list. It should begin with HSC
followed by the title of the department. Select Save Changes.

s T vy Al ~ Search (Alt+Q) Q 100UsD W 01D 4 2
My Profile » User's Name, Phone Number, Email, etc. <0 Logout
Thi Bui User's Name, Phone Number, Email, etc.
User Name SBM388 First Name Thi
Last Name Bui

User Profile and Preferences

User's Name, Phone Number, Email, etc.

Language, Time Zone and Display Settings

Phone Number +1806-743-1425 ext.

International phone numbers must begin with +

App Activation Codes Mobile Phone Number

Early Access Participation International phone numbers must begin with +

Guided Tour Instructions

E-mail Address * thibui@ttuhsc.edu =

Update Security Settings

Default User Settings Texas Tech University Health Scie Select
User Roles and Access
Ordering and Approval Settings Department HSC-PURCHASING - LUBBOCK ( h You r Department
Permission Settings Position
Notification Preferences
Badge Id

User History

Administrative Tasks

Business Unit

Authentication Method

LoginXML

User Name * SBM388

Click

Organization Terms and Conditions accepted on 8/3/2020 8:00 AM Tel

Save Changes

* Required

ﬁ Save Changes

Notification Preferences

The Notification Preferences screen allows users to select which TechBuy notifications
they prefer to receive. There are no required notices; however, it will be important to
receive minimal notices such as line item rejection. We suggest signing up for several
notifications and tapering back once you determine your business needs.

You can access these options under the Notification Preferences tab and the document
type sub-tabs.
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TechBuy - User Profile

Thi Bui

User Name SBM388

User Profile and Preferences
Update Security Settings
Default User Settings

User Roles and Access
Ordering and Approval Settings

Permission Settings

Notification Preferences
Administration & Integration
Shopping, Carts & Requisitions
Purchase Orders
Catalog Management
Accounts Payable
Receipts
Contracts
Supplies Manager
Sourcing Director
Supplier Management

Form Requests

User History

nces b Shopping, Carts & Requisitions

Al >

Notification Preferences: Shopping, Carts & Requisitions

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

Prepared By - Cart Assigned Notice Email
Prepared By - PR line item(s) rejected Email
Prepared By - PR rejected/returned Email
Cart Assigned Notice Email
Receive PR and PO notifications for Carts Email

Assigned to Me

Assigned Cart Pr{

Select
Notification
Preferences

Assigned Cart Del
'Carl Shared Notid
PR submitted intg

PR pending Work s

PR Workflow Notification available None
PR Workflow complete / PO created None
None

PR line item(s) rejected

Search (Alt+Q) Q 1.00UsD W

oD a2

<0 Logout

Edit Sectio] | ?

Determine which notifications you wish to receive. You can click the gray question

mark (

) to the right of the name of the notification to display a full explanation. You

will receive the notifications marked with email, notification or email & notification.

To enable or disable a notification, click Edit Section and select Override. This will
allow you to select the type of notification you would like to receive from the drop
down box. When you have finished changing your preferences, click Save Changes.

TEXAS TECH UNIVERSITY
'HEALTH SCIENCES CENTER.

My Profile » Notification Preferences

Thi Bui

User Name SBM388

User Profile and Preferences

Update Security Settings

Default User Settings

User Roles and Access

Ordering and Approval Settings

Permission Settings

Notification Preferences
Administration & Integration

Shopping, Carts & Requisitions

Purchase Orders

» Shopping, Carts & Requisitions

All ~

Notification Preferences: Shopping, Carts & Requisitions

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

@ Default
H ﬂ
Override

Default
Cart Assigned Notice Default
Receive PR and PO notifications for Carts ) Default

Assigned to Me
Assigned Cart Processed Notification @ Default

Search (Alt+Q) Q 1.00USD_ W

01D a2

Select Type of

Notification

Override Email
@ Override Email v
® Override Email v
@ Override Email v
@ Override Email v
Override None

?

Default Addresses

Billing and shipping information is required to place orders in TechBuy. It is highly
recommended that you default a Billing and Ship To address into your profile. If you do
not default addresses, you may receive an error when punching-out to a vendor’s
website. Select the Default User Settings tab and the Default Addresses sub-tab.
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TechBuy - User Profile

Bill To Address

Select the Bill To tab. There are several billing addresses but only one to select for the

Health Sciences Center.

Click the Select Addresses for Profile icon.

XS TEGH UNERSTY Al ~ Search (Alt+Q) Q 1.00USD W 01D 4 2
My Profile » Default Addresses
Thi Bui ?
e Click Select Addresses for :

BN Profile icon to locate the [

e s HSC billing address

efault User Sef]
Custom Field al
Cart Assignees HDS004
Enter TTUHSC in the Nickname / Address Text field and select Search.

HEALTH SCIENCES QENTER Al~ Search (Alt+Q) Q 1.00UsD W 0D a9
My Profile » Default Addresses <0 Logout
Thi Bui Default Addresses Enter 2
User Name SBM388 Ship To  Bill To TTUHSC

User Profile and Preferences
Update Security Settings
Default User Settings
Custom Field and Accounting Code Defaults
Cart Assignees
Checkout Settings
Payment Options

User Roles and Access

Ordering and Approval Settings

?

Selex

Select Addresses for Profile
Address Search

Shipping Addresses

HAB004
Nlckname / Address | TTUHSC

Resu\ts Per Page
i B | Select Search

HAMO003

HAMO008
HDS004
HEPO12
HLUo02
HMI002

nnnnnn

Select the TTUHSC Payables radio button. Verify the Default box is marked and select

Save.

TEXAS TECH UNIVERSITY
'HEALTH SCIENCES CENTER.

My Profile » Default Addresses

Thi Bui

User Name SBM388

User Profile and Preferences
Update Security Settings
Default User Settings
Custom Field and Accounting Code Defaults
Cart Assignees
Checkout Settings
Payment Options
User Roles and Access
Ordering and Approval Settings
Permission Settings

Notification Preferences

User History

D a2

40 Logout

All ¥ Search (Alt+Q) Q 1.00 USD

\

Verify the Default

?

box is marked

Edlt&

Defau\(

?

Delete Address

?

Select an address to edit Select Addresses for Profile
Billing Addresses Address

TTUHSC Payables

Current Default ayables
Address
ADDRESS
Contact Line 1 * TTUHSC Payables
Address Line 1 Box 5970
City Lubbock
. State ™
79408

ip Code
. lountry 1 5
Click Save - ﬁm
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TechBuy - User Profile

Notice that the address is now added to the Billing Addresses on the left.

e TR uVERSTY Al~ Search (Alt+Q) Q ioousp W o D A g
My Profile » Default Addresses 40 Logout
Thi Bui Default Addresses ?
User Name SBM388 Ship To  Bill To
B
User Profile and Preferences Selectan agaress o edt
Update Security Settings Billing Addresses flit Selected Address 2
Default User Settings TTUHSC Payables - Nickname %
Custom Field and Accounting Code Defaults Default
T e Tscr
Cart Assignees ADDRESS
Checkout Settings Contact Line 1 * TTUHSC Payables
Payment Options . Box 5970
User Rolesand Access TTUHSC Payables is Lo
Ordering and Approval Settings dd d B'II' g 79408
Permission Settings a e to I In United States
Notification Preferences Ad d resses ['save |
User History

Shipping Address

Once you have verified your billing address, select the Ship To tab. The shipping
address identifies where the supplier should ship the item(s). Click the Select
Addresses for Profile icon.

HEALTH SCIENCES CENTER Al ~ Search (Alt+Q) Q 1.00UsD W oD a2 9
My Profile » Default Addresses
Thi Bui Default Addresses )
User Name SBM388 Ship To | Bill To

User Profile and Preferences - e Select Addresses for Profile

Update Security Settings SHipping Addresses Address Search

Default User Settings HABOO4

Nickname / Address
Custom Field and Accounting Codd Text

Default Addresses Select Results Per Page 10 v
Cart Assignees -

heckout Settngs Ship To tab

Payment Options HLU

User Roles and Access HMI002 Add resses for PrOfi Ie

Ordering and Approval Settings ~~ » = |lnopone

Click Select

Permission Settings

This will open an Address Search window. You can enter search criteria or simply select
the Search button to bring in all shipping addresses.

When entering search criteria, you can enter the first characters of the Ship To Code or
use a % as a wildcard and enter the last characters of the Ship To Code.
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TechBuy - User Profile

Example 1: Search using no criteria. Select the Search button

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.

User Profile and Preferences

All ~ Search (Alt+Q)

Select Addresses for Profile

Q 1.00UsD W oD a2

My Profile » Default Addresses
Thi Bui Default Addresses ?
User Name SBM388 Ship To | Bill To

Update Security Settings Shipping Addresses Address Search

Select

Default User Settings HABOO4
Nickname / Address
Custom Field and Accounting Code Defaults HAMO03 Text Sea rch
Default Addresses HAMO08 Results Per Page 10 v ‘ /
Cart Assignees HDS004 m

This example returned several pages of addresses. Using no criteria in the search
produced a list of all ship to codes listed in alphabetical order.

Example 2: Search using HLU as the criteria. Enter HLU in the Nickname / Address
Text field and select Search.

Thi Bui

User Name SBM388

User Profile and Preferences

Cart Assignees
Checkout Settings

Payment Options

Default Addresses

Ship To | Bill To

Enter HLU

l Select Addresses for Profile

?

Update Security Settings Shipping Addresses Address Search
Default User Settings HABOO4
Nickname / Address |HLU
Custom Field and Accounting Code Defaults HAMO003 Text
Default Addresses HAMO008 0~

Results Per Page

Name Address

— [ search |
Select Search g TR

TEAs TEGH UNIVERSITY Al ~ Search (Alt+Q) Q 1.00USD W o@D 4 2
My Profile » Default Addresses <0 Logout

?

This example only returned four pages of addresses. Using HLU for the Ship To Code

criteria searched for all addresses that start with HLU.

Example 3: Search using a % as a wildcard (%001). Enter a percentage followed by
a number, such as 001 in this example, in the Nickname / Address Text field and select

Search.

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER

My Profile » Default Addresses

Thi Bui Default Addresses

User Name SBM388 Ship To  Bill To

User Profile and Preferences

Update Security Settings Shipping Addresses
Default User Settings HABOO4

Custom Field and Accounting Code Defaults HAMO003

Default Addresses HAMO008

Al > Search (Alt+Q) Q 1.00USD W o@D a2

<0 Logout

Enter percentage

?

as a wildcard

?

l Select Addresses for Profile

Address Search
Nickname / Address  [p6001
Text

Results Per Page Lo~

Cart Assignees
Checkout Settings

Payment Options

Select Search

Addresses Found: 4: (4] Page[ 1 v|of 5[]

Name Address

TTUHSC Finance Systems Management
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TechBuy - User Profile

The search results using a %001 returned anything that ended in 001. This search
found five pages of addresses. If you do not locate the correct shipping address in the
list, please contact purchasing@ttuhsc.edu.

Once you locate the Ship To address you would like to default on your orders, use the
radio button to the left to select the correct Ship To address. This will open the Edit
Selected Address window.

The Nickname field allows you to title the shipping address with a name that will be
more meaningful to you. For example, HLUOOZ2 is the main Lubbock HSC building.
The Contact Name, Phone, and Email fields should all default from your user settings.

If this information is incorrect, please correct the information in your user
settings. You can follow the instructions found above in the User Settings section.

The Rm/Building field is a required field on all requisitions and purchase orders. This
should be populated with your mail stop (if located in Lubbock), room number, or
specific building name.

Once your shipping address is correct, click Save.

STy Al search (A1) a  ioouso w oD a g
My Profile » Default Addresses
Thi Bui Default Addresses ?

User Name SBM388 Ship To  Bill To

?

Select Addresses for Profile Delete Address

resses Edit Selected Address ?

Edit Selected ey | ictrame

Default —

User Profil
Update Se
Default Us

geaii  Address window

Default Ac

Current Default HLU002
Address

ADDRESS
Checkout Settings HEPO12 Contact Name * Thi Bui

HDS004

Cart Assignees

Payment Options HLU002 Phone +1 806-743-1425
User Roles and Access HMI002 Email thi.bui@ttuhsc.edu
ﬁﬁﬁﬁﬁﬁ ¥ Address Line 1 Tx Tech Univ HSC

Address Line 2 3601 4TH ST

Ordering and Approval Settings

Permission Settings Rm/STOP *

Notification Preferences City LUBBOCK
User History State ™
Lode 79430

try United States

q

Administrative Tasks

Adding Accounting Information

In your profile, click the Default User Settings tab, Custom Fields and Accounting
Code Defaults sub-tab and select Codes.

TTUHSC Finance Systems Management November 2024 Page 7|13


mailto:purchasing@ttuhsc.edu

TechBuy - User Profile

—
XA TIGTUVERSTY Al ~ Search (Alt+Q) Q 1.00USD W oD a2
My Profile » Custom Field and Accounting Code Defaults <0 Logout
Thi Bui Custom Field and Accounting Code Defaults ?

User Name SBM388 Header (int.) Header (ext.) De\iveoma Se|eCt COdeS
Custom Field Name Default Value Description Edit Values

User Profile and Preferences

Update Security Settings Account Number No Default Value Ea

Default User Settings Object No Default Value m
Custom Field and Accounting Code Defaults L SubObject No Default Value m
Default Addresses Chart No Default Value [ Eait |
Cart Assignees L Fund No Default Value Ea
Checkout Settings * Fund - Banner No Default Value | Eait |

In order to streamline your purchasing process, you can add Chart, Fund, Organization
and Program (FOP) codes to your profile. This will populate a dropdown list on the
requisition screen for all the elements added to your profile and will allow you to easily
select the appropriate FOP code.

Additionally, you can select one of the values to default automatically into the
requisition. This is only recommended if you only shop using one FOP. Furthermore, it
is important to make sure your default for Fund and the default for Organization create a
valid and budgeted combination.

We do not recommend selecting a default value for the Account code. The Account
code should be driven by the item(s) purchased and, therefore, should be selected at
the time of purchase.

Select Edit on the right side of the screen associated with Chart.

o hWEEse A= Search (AtsQ) a  1oousp w o € 4 g
()

My Profile » Custom Field and Accounting Code Defaults 40 Logout
Thi Bui Custom Field and Accounting Code Defaults ?
User Name SBM388 Header (int) Header (ext) Delivery Codes Code Favorites Internal Information

&
Custom Field Name Default Value Description Edit Values
User Profile and Preferences
Update Security Settings Account Number No Default Value m
Default User Settings Object No Default Value Ed
Custom Field and Accounting Code Defaults L SubObject No Default Value m
Default Addresses Chart No Default Value [ Eait |
Cart Assignees L Fund No Default Value Ea ' .
Checkout Settings L Fund - Banner No Default Value m Select Ed It
Payment Options L Organization No Default Value Ea
User Roles and A
serroles and Access L Account No Default Value Ea
Ordering and Approval Settings
9 PP o L Account - Banner No Default Value m
Permission Settings
* Program No Default Value Ea
Notification Preferences
User History L Activity No Default Value [ Eait |
Administrative Taske L Activity - Banner No Default Value Ea
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TechBuy - User Profile

Select the Create New Value icon.

o T usRTY Al ~ Search (Alt+Q) Q 1.00USD W oD a2
My Profile » Custom Field and Accounting Code Defaults <0 Logout
Thi Bui Custom Field and Accounting Code Defaults ?
User Name SBM388 Header (int) Header (ext) Delivery Codes Code Favorites  Internal Information
?
Custom Field Name Default Value Description Edit Values
User Profile and Preferences
Update Security Settings Chart ————
Default User Settings / Edit Values
PRI Select Create
Default Addresses New Value
Cart Assignees Value Description
Checkout Settings
Click the box to the left of the value H for Texas Tech University Health Sciences
Center. Select Add Values.
TS TIG UMY Al~ Search (Alt+Q) Q 1.00USD W 01D 4 2
My Profile » Custom Field and Accounting Code Defaults 40 Logout
Thi Bui Custom Field and Accounting Code Defaults ?
User Name SBM388 Header (int.) Header (ext) Delivery Codes Code Favorites Internal Information
?
. Custom Field Name Default Value Description Edit Values
User Profile and Preferences
Update Security Settings Chart NDIEEMHEND
Default User Settings / Edit Values m
Default Addresses — s
CartAssignees " ’ ] Value Description
gheokou(:emngs SeIeCt [ TTUHSC at El Paso
ayment tions -
5 ’ bOX next to H iy | H Texas Tech Univ Health
User Roles and Access i Sciences Ctr
Ordering and Approval Settings e Toxas Tech University
Permission Settings * Custom Field Values marked with an System Se|eCt
Notification Preferences asterisk are role-based values. Users can 0or exasJech liniversity
only modify the Default status of these
User History Custom Field Values. Add Values
Administrative Tasks
The selected chart will populate in the left-hand box. If you want Chart H to default on
all purchases, you must mark it as a default. Select H from the values in the left-hand
box.
XS TEGH UvERSTY Al ~ Search (Alt+Q) Q 1.00USD W oD a2
My Profile » Custom Field and Accounting Code Defaults
Thi Bui Custom Field and Accounting Code Defaults ?
User Name SBM388 Header (int.) Header (ext) Delivery Codes Code Favorites Internal Information
?
Custom Field Name Default Value Description Edit Values

User Profile and Preferences

Update Security Settings Chart (o BEEMiE VN
Default User Settings ,/ Edit Values [ close |
Custom Field and Accounting Code Defaults

Edit Existing Value ?
Value Description

- Value H
H  [Texas Tech Univ Health
Sciences Ctr Description  |Texas Tech Univ Health Sciences Ctr

Default —

Select H to
mark as default

—

Status active

Permission Settings * Custom Field Values marked
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TechBuy - User Profile

Once the value H is visible in the Add Account Information Box, click the value H. The
Edit Existing Value box will open. To make the value a default, check the Default Box.
Select Save.

s TE ISy Al ~ Search (Alt+Q) Q 1.00USD W 01O s
My Profile » Custom Field and Accounting Code Defaults <0 Logor
Thi Bui Custom Field and Accounting Code Defaults ?

User Name SBM388 Header (int.) | Header (ext) Dj nation

Check the ’
User Profile and Preferences (Esizotin (ALIE] Wi Defau It Box Edit j’ﬂNES

Update Security Settings Chart
Default User Settings ,/” Edit Values m

Custom Field and Accounting Code Defaults

Default Add i istil
efau resses Edit Existing Yalue

Cart Assignees Value Description

Checkout Settings H  Texas Tech Univ Health
Sciences Ctr

Payment Options

Tech Univ Health Sciences Ctr

E Status active

ﬁ

Default
User Roles and Access

Ordering and Approval Settings

Click Save

Permission Settings

Notification Preferences

The value will populate in the top portion of the screen under Default Value. Click the
Close button on the right side of the page.

XS TR UNvERSITY All~ Search (Alt+Q) Q 1.00USD W 01D a2
——  Chart H now populates
o under Default Value .
Thi Bui ?
User Name SBM388 Header (int.) Header*} Delivery Codes Code Favorites  Internal Information
?

User Profile and Preferences

Custom Field Name Default Value Description Edit Values
Update Security Settings Chart H Texas Tech Univ Health Sciences Ctr E Click Close
Default User Settings ,/ Edit Values = h
Custom Field and Accounting Code Defaults

Default Addresses

Edit Existing Value ?
Cart Assignees Value Description

- Value H
Checkout Settings Texas Tech Univ
Health Sciences Ctr Description | Texas Tech Univ Health Sciences Ctr

Payment Options
Default

User Roles and Access
Status active

Ordering and Approval Settings m -
Remove

You will notice Chart H has been added as a default value.

The next value to add to your profile is Fund. Click the Edit button associated with the
Fund field.
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TechBuy - User Profile

TEXAS TECH UNIVERSITY.
'HEALTH SCIENCES CENTER.

My Profile » Custom Field and Accounting Code Defaults

Thi Bui

User Name SBM388

User Profile and Preferences
Update Security Settings
Default User Settings

Default Addresses

Cart Assignees

Checkout Settings

Payment Options

All ~

Chart H added

faults

as default value

Account Number
Object

L SubObject

Description
No Default Value
No Default Value

No Default Value

Favorites  Internal Information

Search (Alt+Q) Q 1.00USD W 01D 4 2
0 Logou
2
?
Edit Values

Click Edit

+ Fund

Chart H

Texas Tech Univ Health Sciences Ctr

No Default Value

associated
with Fund

. Fund - Banner

L Organization

No Default Value

No Default Value

‘TEXAS TECH UNIVERSITY
'HEALTH SCIENCES CENTER.

My Profile » Custom Field and Accounting Code Defaults

Thi Bui

User Name SBM388

User Profile and Preferences
Update Security Settings
Default User Settings

Default Addresses

Cart Assignees

Checkout Settings

Payment Options

User Roles and Access

All ~

Custom Field and Accounting Code Defaults

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

Custom Field Name

Fund

/ Edit Values
Lol

PR Create New Value

Value Description

Default Value Description

Edit Values

Search (Alt+Q) Q

100USD W 01O a2

40 Logout

Enter the Fund code you wish to add to your profile values and click Search or you can
search for a value. If you search for a value, you will be given a list from which to

choose.

‘TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER

My Profile b Custom Field and Accounting Code Defaults

Thi Bui

User Name SBM388

User Profile and Preferences

Update Security Settings

Default User Settings

Custom Field and # e

Default Addresses

Cart Assignees
Checkout Settings
Payment Options

User Roles and Access

Ordering and Approval Settings

Permission Settings

Notification Preferences

User History

Administrative Tasks

Fund Value

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

Custom Field Name

Fund

/ Edit Values
)

ew Value

Description -

* Custom Field Values
marked with an asterisk are
role-based values. Users can
only modify the Default
status of these Custom Field
Values.

All ~

Custom Field and Accounting Code Defaults

Default Value Description

No Default Value

Search For Value

Edit Values

Search (Alt+Q) Q 1.00USD W < |Lm a2

<0 Logout

Field Name Fund

Value [181189

DT

i
Results Per |5 v
Page

-
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TechBuy - User Profile

Check the box beside the value you wish to add and click Add Values.

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.

My Profile » Custom Field and Accounting Code Defaults

Thi Bui

User Name SBM388

User Profile and Preferences
Update Security Settings
Default User Settings
Default Addresses
Cart Assignees

Checkout Settings

All ~ Search (Alt+Q) Q 1.00USD W 01D a g

<0 Logout
Custom Field and Accounting Code Defaults ?

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

Custom Field Name

Select

,/ Edit Values

the Value

Chart | H v |

Create New Value

Payment Options

User Roles and Access
Ordering and Approval Settings
Permission Settings

Notification Preferences

ults
. Values
Value Description
rle Found |« Pagelof1/» ?
| 1

C I | Ck Select Value Description

Add Values 181183-H purchasing

 pr— EETIY CETTIE

asterisk are role-based values. Users can

You will see the value appear in the box on the left. If you wish to add the value as a

default, click the value.

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER

My Profile » Custom Field and Accounting Code Defaults

Thi Bui

User Name SBM388

User Profile and Preferences
Update Security Settings
Default User Settings

Custom Field and Accounting Code Defaults

Default Addresses

Click
the Value

Permission Settings

Notification Preferences

Al ~ Search (Alt+Q) Q 1.00UsD W V] IQ 4 2

Custom Field and Accounting Code Defaults ?

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

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

,/ Edit Values [ Close |
Chart | H v

Create New Value

Edit Existing Value ?
Value Description

= Value 181183-H

Description  |Purchasing

Default {

Status active

£ =

* Custom Field Values marked

When the Edit Existing Value box opens on the right side, check the Default box and

click Save.

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER

My Profile » Custom Field and Accounting Code Defaults

Thi Bui

User Name SBM388

User Profile and Preferences
Update Security Settings
Default User Settings

Default Addresses

Cart Assignees

Checkout Settings

Payment Options

All~ Search (Alt+Q) Q 1.00USD W oD a2

<0 Logout
Custom Field and Accounting Code Defaults ?

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

Custom Field Name Default Value Description Edit Values

Check the Default Box

Fund

,/ Edit Values

Create New Value

Edit Existing
Value Description

Value

User Roles and Access
Ordering and Approval Settings
Permission Settings

Notification Preferences

ed
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TechBuy - User Profile

After you select Close on the right side of the screen, you will see that the fund displays

as a default.

TEXAS TECH UNIVERSITY
'HEALTH SCIENCES CENTER.

My Profile » Custom Field and Accounting Code Defaults

Thi Bui

User Name SBM388

User Profile and Preferences

Update Security Settings

Default User Settings
Default Addresses
Cart Assignees
Checkout Settings
Payment Options

User Roles and Access

+ Fund - Banner
/ L Organization

Al~ Search (Alt+Q) Q 1.00USD W oD a2
40 Logout
Custom Field and Accounting Code Defaults ?
Header (int) | Header (ext)  Delivery Codes Code Favorites  Internal Information
?
Custom Field Name Default Value Description Edit Values

Account Number No Default Value

Object No Default Value
L SubObject No Default Value

Chart H Texas Tech Univ Health Sciences Ctr

I + Fund 181183-H Purchasing

No Default Value
No Default Value

t No Default Value

Ordering and A

Permission Sett

Notification Pre}
User History

Administrative Tasks

Fund displays
as default

t - Banner No Default Value
No Default Value
No Default Value
y - Banner No Default Value

None

Buyer Name

EEEEEEEEEFEQE

Follow the same steps for Organization and Program.

Reminder: We do not recommend selecting a default for the Account code. The

Account code should be driven by the item(s) purchased and, therefore, should

be selected at the time of purchase.

TEXAS TECH UNIVERSITY
HEALTH SCIENCES CENTER.

My Profile » Custom Field and Accounting Code Defaults
Thi Bui

User Name SBM388

User Profile and Preferences
Update Security Settings
Default User Settings

Default Addresses

Cart Assignees

Checkout Settings

Payment Options
User Roles and Access
Ordering and Approval Settings
Permission Settings
Notification Preferences
User History

Administrative Tasks

Al ~ Search (Alt+Q) Q 1.00USD W V] |@ 4 2
<0 Logout
Custom Field and Accounting Code Defaults ?
Header (int) | Header (ext)  Delivery Codes  Code Favorites  Internal Information
?
Custom Field Name  Default Value Description Edit Values

Account Number No Default Value

Object No Default Value

L SubObject No Default Value

Chart H Texas Tech Univ Health Sciences Ctr

+ Fund 181183-H Purchasing

t Fund - Banner No Default Value

| - organization No Default Value

. Account No Default Value

. Account - Banner No Default Value

I L Program 60-H Institutional Support
L Activity No Default Value
L Activity - Banner No Default Value
Buyer Name None

EEEEEFEH@EEE@E

L+ Buyer Phone Number None

Once you have set up defaults for your Ship To, Billing Address, Fund, Organization
and Program, you have completed the recommended default set up. This information
will populate into every order you submit and will save you time when ordering.
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