BuyWays User Profile Setup
From your home screen, click on the down arrow next to your name, then click on View My Profile
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Choose the profile setting that you’d like to modify from the menu.  The most commonly used settings are below - your menu may be different as it is based on your system permissions.
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Click here to go to User Information and Settings
1) Click here to go to Default User Settings 

User Information and Settings
A. User's Name, Phone Number, Email, etc.
B. Language, Time zone and Display Settings
C. Email Preferences
i. Custom field 
Some information will be populated from your security set up, including your name and phone number.  If you are an approver and wish to use your smartphone or tablet to approve, you will need to set up an email approval code.  This code is your numeric password that you will use to authenticate your email approval.  

Be sure to ‘save’ if you have changed or added any information.
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From Language, Time zone and Display Settings you can customize from the available options by using the drop down boxes  to the right of the item
Be sure to ‘save’ if you have changed any information
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Email Preferences can be updated using the drop down boxes to the right.  Be very careful which notifications you turn off so as not to miss important tasks that you need to perform.   For instance, if you turn off emails that tell you approvals are needed, you will NOT be able to use the email approval from your smartphone or tablet.
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Default User Settings
A. Custom Field and Account Code 
B. Default Addresses
C. Cart Assignee
Custom Field and Account Code defaults should not be modified
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Users are encouraged to set up ‘Code Favorites’ to assist with requisitions.  From the Code Favorites tab, click ‘Add’
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Add a meaninfull nickname for your code favorite.  You can choose to enter just the speed type number OR you can use a combination of Speed Type AND Account Number if the account will be the same for each order placed against the Speed Type.  
If you will use this combination for EVERY order you place, you can check the ‘default’ checkbox and the information will auto populate on each order.  To avoid errors, choosing a default is only recommended when a single funding source is used for all of your requsitions.

Never modify the ‘Class’ field – this field should always remain unfilled.  

Save your code favorite
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An example list is below.  You can edit or delete a code favorite by clicking on the buttons to the right
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To use your code favorites, on the Accounting Tab within your cart, click ‘Edit’, then use the drop down box to display your favorites.  Select the code you need, then save.
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Validate the information to ensure it is correct

[image: image11.png]Summary  Biling  Accounting Codes  Supplier Info a

Hide value descriptions

Accounting Codes 2
These values apply toal lines unless specfed by line tem
Business Unit Speedtype Account Request Budget SpeedType Class Class Fund Department Program Project
Override

UMWOR
UMass Medical School




Users are encouraged to set up the Default Addresses.  Having default addresses allows you to select from a customized short list when creating requisitions instead of having to search for an address on each.  To add a default Ship to address, click on ‘Select Addresses for Profile’ on the Ship to Tab
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Type in the search criteria for the Address.  In the example below, the street name was used.  You could also use the building name (eg: Chang)
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From the addresses displayed, select the radio button to the left of the one you would like to add
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You can customize the Nickname for the address, add Attn to: information and a room number if it will be the same for each order.  Save when you have completed your changes.
[image: image15.png]Default Addresses

Ship To | gill To

Select an address to edit

Shipping Addresses
Biotech 1
South Street

2

Select Addresses for Profile Delete Address

Edit Selected Address 2
Nickname
Default
Current Defautt Biotech 1
Address
ADDRESS
s —
Rm/Fl/Ste: 12345
Address Line 1 UMASS Medical School
Address Line 2 Acces Bldg
Address Line 3 362 Plantation St
Worcester
MA
Zip Code 01605-4321
Country United States





When you ‘save’ the information, the new address will appear under the Shipping Addresses on the left.  The bold print address is where you check the ‘Default’ checkbox on the address and will automatically populate on each requisition for you.  To prevent shipping errors, you should only check the default checkbox if all orders will be going to that address.  You can modify the address by clicking on the name, then typing in your changes and saving
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From a cart shipping tab, click on Edit, then use the drop down box and select from your custom list
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Users should also set up the default Bill To address.  From the Select Address Template drop down, click on UMWOR AP
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As the billing address will be the same for all orders, check the ‘Default’ checkbox, then save.   
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Cart Assignee
For Shoppers, it is HIGHLY RECOMMENDED that Cart Assignees be set up to avoid searching for each requisition.  Click ‘Add Assignee’
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Type in your search criteria, then click ‘Search’.  
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Click on ‘Select’ to the right of your Cart Assignee name
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You can set your primary Assignee as the ‘Preferred’ name, so it will show as the 1st on your list to select from on your cart
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To use your Assignee on a requisition, from the Final Review tab, click on Assign Cart

[image: image24.png]8 Shop | My Carsand Orders | Open My Active Shopping Cart | Surmmary 46347080 - et Requision

Sub,





Your ‘Default’ Assignee will appear in the message box.  If this is who you will be assigning to, you can add an optional note, then click Assign.
To choose a different assignee from your custom list, click on ‘Select from profile values
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From the drop down box, select the appropriate Assignee
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The Assign Cart to: information will update.  Add any notes to the Assignee, then click ‘Assign'
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