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From the home Shopping Dashboard, you can access your profile by selecting your name in the red banner area
at the top right of the page, then clicking View My Profile.
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Custom Field and Accounting Codes

1. Under the Default User Codes Section, select the link for Custom Field and Accounting Code Defaults.

Randy Requisitioner Custom Field and Accounting Code Defaults
User Name  randy_requisitioner Header (ext) Codes Code Favorites Internal Information
?
Custom Field Name Default Value Description Edit Values
User Profile and Preferences
Form Field No Default Value m
Default User Settings
rial Number N: It val Edit
' Custom Field and Accounting Code Defaults ' Serial Numbe DEILLNT I
Cart Assignees %
Checkout Settings
User Roles and Access
Ordering And Approval Settings
Permission Settings
Notification Preferences
User History
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2. Select the Codes Tab. A listing of the available custom fields and whether any defaults values currently exist
will display. Select the Edit button to the right of a custom field's line to change it.

Randy Requisitioner Custom Field and Accounting Code Defaults
User Name  randy_requisitioner Header (nt‘ CM.& lode Favorites  Internal Information
?
User Profile and Preferences Custom Field Name Default Value Description Edit Values
- Acct Dist Shortcut No Default Value m
Default Addresses L AU No Default Value m
Cart Assignees L Account No Default Value m
- Org No Default Value m
User Roles and Access L Fund No Default Value m
)rdering And Approval Settings L Activity No Default Value m
Fermissen - Project No Default Value | Eait |

Notification Preferences

User History

3. Review any custom field values currently listed in your profile. (None in this example.)
Select the Create New Value button to add a new custom field value.

Custom Field and Accounting Code Defaults

Header (ext) Codes Code Favorites Internal Information

Custom Field Name Default Value Description Edit Values

Acct Dist Shortcut No Default Value i
J/ Edit Values —

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,
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4. You will see a list of available values or a Search Box.

1. If the value you need to add is not available,
2. Enter the search criteria.
3. Click the Search button.

Custom Field and Accounting Code Defaults

Header (ext) Codes Code Favontes Internal Information

?
Custom Field Name Default Value Description Edit Values
Acct Dist Shortcut No Default Value |
/ Edit Values

[t e i

— Search For Value ?
Value Description Field Name Acct Dist Shortout e
@ Value

Descnption
Results Per |5 vI
Page

e \'.:-.unh '
* Custom Field Values -

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

Select the values codes from the Values list box, by enabling the appropriate checkbox.

5. Once your desired custom field values are selected, click the Add Values button. The values are added to your
profile and become available for selection when you checkout.

Custom Field and Accounting Code Defaults

Header (ext) Codes Code Favontes Internal Information

?
Custom Field Name Default Value Description Edit Values
Acct Dist Shortout No Default Value |
J/ Edit Values m

Create New Value

Results per  Values

Value Description Found * Page|l|¥|ofo » ?
P | v|
age |5 a3

Select Value Description
0
L] TEMP, INCREASE PETTY CASH
00018
* Custom Field Values marked with O BANK CHANGE ORDER
an astensk are role-based values 00019
Users can only modify the Default
status of Ihc-.:- (ua'.n:n Field Values O TRAVELERS CHEQIS
00020
a BRS-THIRD PARTY RECEIVABLE

BRS-STUDENT TUITION
RECEIVABLE




To make a value your default value, select the desired custom field value, and select the
Default checkbox. Save all changes

1. Select the desired custom field value.

2. Select the Default checkbox.

3. Save all changes.

4, Or, if you wish to remove the selected value, click the Remove button.
5. Click the Close button when all desired changes are complete.

Custom Field and Accounting Code Defaults

Header (ext.) Codes Code Favorites Internal Information

Custom Field Name Default Value Description Edit Values
Acct Dist Shortcut No Default Value
/" Edit Values e
A\ >/

Create New Value

Value Description

Edit Existing Value ?
Value 00035

szms—smogr.n,t
o TUITION Description  BRS-Zgm!DENT TUITION RECEIVABLE
RECEIVABLE e

Default a N’

Status active
©) o
* Custom Field Values marked p—y 4
with an asterisk are role-based
values. Users can only modify
the Default status of these
Custom Field Values.

Notice the selected default value displays. You can now add other custom field values
to your profile.

Custom Field and Accounting Code Defaults

Header (ext) Codes Code Favorites Internal Information
?

Custom Field Name Default Value Description Edit Values
Acct Dist Shortcut 00035 BRS-STUDENT TUITION RECEIVABLE
L BU No Default Value
AN No Default Value
- Account No Default Value | Edit |
L Org No Default Value
Y Fund No Default Value
L Activity No Default Value
L Project No Default Value




