iShopUTRGV. Quick Reference Guide

How to - Update User Profile

1. Clickon * followed “View My Profile’ under your log in name.
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2. Under Default User Settings, click on ‘Custom Field and Accounting Codes Defaults’.

My Prafile b User's Name, Phone Number, Email, etc.

Laura Juarez

User Name  ljuarez

Profile and Pref
User's Name, Phene Number, Em:
Language, Time Zone and Display Settings
App Activation Godes
Early Access Participation
Guided Tour Instructions
Update Security Settings

Default User Settings

ustom Field and Accounting Code Defaults

Default Addresses

Cart Assignees
User Roles and Access
Ordering and Approval Settings
Permission Settings
Notification Preferences

User History

User's Name, Phone Number, Email, etc.
First Name Laura
Last Name

Juarez

Phene Number ext

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

E-mail Address laurajuarez@utrgv.edu =

Position
Authentication Method Local

User Name * ljuarez

* Required

3. Click on ‘Edit’ next to the field you would like to change.

My Profile b Custom Field and Accounting Cc

Laura Juarez

User Name ljuarez

User Profile and Preferences
Update Security Settings

Default User Settings

Default Addresses

Cart Assignees
User Roles and Access
Ordering and Approval Settings
Permission Settings
Motification Preferences
User History

Administrative Tasks

Custom Field and Accounting Code Defaults

Custom Field and Accounting Code Defaults

Header (int) Codes Code Favorites

Custom Field Name Default Value Description Edit Values

Blanket Order No Default value

Contract End Date (mmy/dd/yyyy) No Default Value

Contract Start Date (mm/dd/yyyy) No Default Value

Dean / Director No Default Value

Department Head No Default Value

Division Head No Default Value

Finally Close No Default Value

Future Fiscal Year Budget No Default Value

Justification Method No Default Value

Method of Procurement No Default Value

Professional Buyer No Default Value

Purchasing Business Unit UTRGV UTRGV
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4. In most cases, there are no existing values. Note that some users may have an existing value. This is usually for

users who were employed in a different department.

Click on “Create New Value”

Custom Field and Accounting Code Defaults

Header (int.) Coder Code Favorites

Custom Fleld NMame Default Value Description Edit Values
Dwean /7 Director Mo Default value
o~ Edit values =
Create Mow Value
Walue Description

5. Use the “Description” field to type a portion of the name you are wanting to add. Then click search. If no results
are displayed, the user may not be listed. Delete any information you may have added to the “Description” field

and leave blank, then click on “search”

Custom Field and Accounting Code Defaults

Header (int.) cCodes Code Favorites

Custem Field Name Default Value Deseription Edit Values

Cean / Director No Default Value
# Edit Values
Create Mew Value

Search For Value
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with an asterisk are
role-based values. Users can
enly moddy the Defaul;
status of these Custom Field
Values.

6. List of users will Display; scroll until you find the corresponding field. The Department Head, Dean, and Division
Head fields are maintained by IT. If the information here is incorrect, please submit a Service Request so that IT
may update the system. Once they have updated it, the information will sync to iShop and you will see the correct

names.
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7. Once you have found the correct value, select the checkbox to the left of the value then click ‘Add Values

Header {Int.}] Codes Code Favorites

Custom Fleld Name Default Valus Deacription

Mo Delault Value

Louults
B haay Values

Wialum

Frocursment

Difice

Edit Valuess

Found |2 Page 1af 1 #

Deacription

Walclor,
Jow b

| A Walues  Back to Search

8. Once saved, value should display. Click on Value or Description

Custom Field and Accounting Code Defaults
Header (int.) Codes Code Favonites
Cugtem Figld Mame Default Value Description
Crean ¢ Darector ro Default vValue

A Edit values

Edit Existing Value

Value Procunement Office

Dascnpiuon | Maldez, Jose &
Cefault

Status aclive

3 =1

= Customn Field values marked with
B Bitermik are role-baded values
Usars can only modify the Detault
status of these Custom Field Values.

9. Click on 2 to set as default and click m .

Custom Field and Accounting Code Defaults

Haader int) Codes  Code Favonites

Custom Field Name Dafault Value Description

Do ¢ Direchor Mo Default walue

 Edit values

| Creuste B Value |

Edit Existing Value
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F
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10. iShop Should notify you changes were a success

© Ssuccess
Successfully Saved Changes

11. Value should now be set as a ‘Default Value’. Click on close

12. Value should be updated under ‘Custom Field and Accounting Code Defaults’.
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Custom Field and Accounting Code Defaults
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Procuremant COffice
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Custom Fleld and Accounting Code Defaults

Haader (int.) Codes Code Favorites

Custom Fleld NMamae
Blanket Order

Contract End Cate (mmyddavyyyd

Caman J Director
Dapartment Head
Dowigion Head

Finally Close

Fulure Fiscal Vear Budiet
Justificpticn pethad
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Default Value Description Edit Values

Mo Default Value =3
Mo Default value =3
Frocurament Office waldez, Jose A
Mo Default value
Mo Default Value
Mo Default value
Mo Default Value
Mo Default vakae
e Default Value
e Default Value
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