E-Procurement System Tutorial

Verifying your Profile Information
E-Procurement is an online system which allows the user to purchase products/services from vendors.

Accessing E-Procurement

Log on to MyPace Portal, click the Staff tab and click E-Procurement. (To get E-Procurement
access, a request is made on the Dolt Help Desk with your Budget Rep.’s approval).

e-Procurement Marketplace
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Pace University

Your username must be in SER

all lower case letters

MyPace Portal credentials

UPDATE ... We are using a single sign-on process to authenticate users. Please click the above button to log into the
E-Procurement Marketplace.

ADMIM ONLY - Please enter your user name and password below to access the application.

User Name

Password
Forget your Password?

Verifying User Profile - User Identification

»  Click your name = View My Profile (located in the upper right-hand corner of the screen.)
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» Verify that the information contained in the User’s Name, Phone Number, Email, etc. section is correct. Make
any necessary changes and click Save.
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My Profile

% John Test My Profile
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= l User's Name, Phone Number, Email, etc. I @

Custom Field and Accounting Code Defaults
Default Addresses

Language, Time Zone and Display Settings
Email Preferences
Change Password
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My Profile ~ User Information and Settings = User's Name, Phone Number, Email, etc, w

John Test User's Name, Phone Number, Email, etc.
jtest0000 i V
Active First Name John
Last Name Test
Phone No. 1 |o14 1112222
USER INFORMATION AND SETTINGS +1(914) 111-2222§)
USER PROFILE AND PREFERENCES User E-mail test0000@pace.edu Email User V

User's Name, Phone Number, Email, etc. User Division Finance and Planning (Finance and Planning)

Language, Time Zone and Display Settings User Position Standard Requisitioner

Email Preferences
User Name Jtest0000
Change Password
Please enter a question and answer that we can prompt you with should you ever forget your password.
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Authentication Method Local

Verifying User Profile - Shipping Address
» Click User Information and Settings.
» Click Default Addresses.
» Click the Ship To tab
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Active é Ship To JEill To
7
Select an address to edit Select Addresses for Profile

Shipping Addresses

USER INFORMATION AND SETTINGS

DEFAULT USER SETTINGS CB17

Custom Field and Accounting Code Defaults hillside

Default Addresses

Cart Assignees

Financial Approvers

» Click the Ship To tab to select the Ship To address. Click the Select
Addresses for Profile button, then click on the Search button to
display the Ship To address in your profile.

» Click the radio button corresponding to the address in which the user
is located.
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! My Profile = User Information and Settings = Default Addresses =

i John Test Default Addresses
jtest0000
Active Ship To | 5ill To

Select an address to edit Select Addresses for Profile

Shipping Addresses Address Search

USER INFORMATION AND SETTINGS

DEFAULT USER SETTINGS CB17
. Mickname / Address |
Custom Field and Accounting Code Defaults hillside Text

Default Addresses Results per Page
Cart Assignees m v

Financial Approvers Addresses Found: 64 (] Page of 7 [»]

Name Address

O aNOD ATTN TC:

ANNEX

78 NORTH BROADWAY
SLA

WHITE PLAINS, MY 10603
United States

O ceoo ATTN TO:
DINING HALL
235 ELM ROAD
DMNH
BRIARCLIFF MANOR, NY 10510
United States

O cso1 ATTN TO:
DOW HALL
235 ELM ROAD
DOW




» In the Nickname field, type the name

o eProcirernent Marketplace to be given to this address. Otherwise, [ e100UsD | Q.
AN R ot leave the code that populates. |
! My Profile  User Information and Settings < Default Addresses = R
» Click the Default box for the address
i John Test Default Addresses most frequently shipped to.
J jrest0000
Active Ship To  Eill To
2
| elect an address to edit
Shipping Addresses Edit Selected Address 7
1 > Inthe Attn field type ce1r R g x
the name of the person | hillside — —
- - Current Default hillside
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to. ADDRESS
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Room:
> Enter Room # Address 1 ANMNEX
Address 2 78 NORTH BROADWAY
H Building SLA
> Click Save to save iy T PLANS
Changes State/Province NY
Postal Code 10603
Country United States

Note: The user will see the Nickname appear to the left in the Shipping Addresses selection box.
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_ Default |
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Default Addresses
Current Default ANOO

hillside

Cart Assignees Address

Financial Approvers ADDRESS
Attn: ATTN TO:
Room:
Address 1 ANNEX
Address 2 78 NORTH BROADWAY
Building SLA
City WHITE PLAINS
State/Province NY
Postal Code 10603
Country United States

> If the user frequently processes orders for other individuals within their department, add additional
addresses as required.

» To add an additional Shipping Address, click Select Addresses for Profile and repeat previous steps.
If this does not apply, continue to the next step.

> If there is an address which needs to be deleted in the Shipping Addresses, highlight it on the left-hand
side of the screen. Click Delete Address.



Verifying User Profile - Billing Address
> Click the Bill To tab
» Click Select Addresses for Profile

Note: There is only one Bill To address for Pace University
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USER INFORMATION AND SETTINGS
?
Select an address to edit Select Addresses for Profile
DEFAULT USER SETTINGS
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Billing Addresses Edit Selected Address ?
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Default
Current Default Bill To
Address
Bill to will save to the list ADDRESS
i Address Line 1 Pace University
under Bllllng Addresses Address Line 2 Accounts Payable Department
Address Line 3 PO Box 2500
City Briarcliff Manor
State/Province MY
Postal Code 10510-0352
Country United States




Verifying User Profile — FOAPAL (Fund, Organization, Account, Program, Activity, Location) Values

This allows the user to verify that the accounting information contained in the E-Procurement System is correct.
» Click the User Information and Settings Section
» Click Custom Field and Accounting Code Defaults Section
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> Click the Codes tab
» Then click the Edit button in the Index row.
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> Click Create New Value, enter the Index to be added in the Value field and click Search

e-Procurement Marketplace
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» Check select box and click Add Values to add to profile
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USER INFORMATION AND SETTINGS
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Custom Field and Accounting Code Defaults Create New Value
Default Addresses B Nl
Cart Assignees Value Description e Found || Page ofggr| 2
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FA040 Financial Information Select Value Description
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» Click the Codes tab to return to the Custom Field and Accounting Code Defaults
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Default Addresses Including
Cart Assignees Chart 1 Pace University
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» Click Edit to choose a default value for Account, Commodity Code and Chart.

Note: Chart should always be defaulted to “1-Pace University”
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Custom Field and Accounting Code Defaults
Supplier Codes Code Favorites  Internal Information
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Account E19602 Supplies General Office
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Create New Value
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And Supplie Default
100 Barrels, Drums, v -
Voane Amed Status active
* Customn Field Values marked with |
an asterisk are role-based values.
Users can only medify the Default
status of these Custom Field
Values.




