BuyWays — General

7 Unified Procurement
Set Up User Profile

Ulings Services Team

SET UP USER PROFILE

Before you begin creating fransactions in BuyWays, you should review your settings and enter
default options in your BuyWays profile to save time as you use the system.

1. Access Your Profile: From your BuyWays homepage, select the profile icon in the upper
right corner, then click on ‘View My Profile’.

All ~ Search (Alt+Q) Q 0.00USD W <@ |“n LT 5 §

Dashboards

Shop * Guided Buying Dashboard - Pres Office

Purchasing Categories

Medical/Clinical Research/Lab Supplies MRO/Facilities  Office Supplies and Services  IT Equipment/Services @
Al - Search (Al+Q) Q 000USD W v Iko Lo.l
Shop *+ Guided Buying Dashboard - Pres Office Ashley Hunter .
View My Profile

Purchasing Categories Dashboards
Manage Searches
Manage Search Exports

Set My Home Page

You do not have any recent orders

Medical/Clinical Research/Lab Supplies MRO/Facilities  Office Supplies and Services  IT Equipment/Services

Logout
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2. Review Your Information: The profile page will open with your personal information on the
right. Some information will be populated from your security set up. Verify that your name,
employee ID, phone number, email address and campus are correct. Modify as needed,

and then select Save Changes.

On the left side of the window, you may choose the profile setting that you'd like to modify

from the menu.

BuyWays — General
Set Up User Profile

My Profile » User's Name, Phone Number, Email, etc

Ashley Hunter
User Name - First Name Ashley

Last Name Hunter

User Profile and Preferences

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

ext.

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

Language, Time Zone and Display Settings
App Activation Codes
Early Access Participation

Update Security Settings

Default User Settings

International phone numbers must begin with +

Mobile Phone Number
International phone numbers must begin with +

E-mail Address *

User Roles and Access Business Unit Central (UMCEN) M
Ordering and Approval Settings
Department v
Permission Settings
Notification Preferences Position o
User History
Authentication Method SAML

Administrative Tasks

User Name *

* Required

?

Save Changes

3. Access Your Default User Settings: On the left side of the window, select the Default User Settings

fab.

My Profile » User's Name, Phone Number, Email, etc.

Ashley Hunter

User Name NN

User Profile and Preferences
Language, Time Zone and Display Settings
App Activation Codes

Early Access Participation

L.

-
Default User Settings
its

Default Addresses

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

Administrative Tasks

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

First Name
Last Name

Phone Number *

Mobile Phone Number

E-mail Address *
Business Unit
Department
Position

Authentication Method

User Name *

% Required

Ashley
Hunter
+1774-455-8700 ext

International phone numbers must begin with +

International phone numbers must begin with +
AHunter@umassp.edu
Central (UMCEN)
~

v
SAML

10254289
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4. Set Up Your Codes: Once on ‘Default User Settings’ select the on Custom Field and
Accounting Code Defaults. Users are encouraged to set up ‘Code Favorites’ to assist with
requisitions. You may set one particular speedtype to appear as a default or you can enter
the speedtypes you use most frequently to appear in a dropdown menu when you create a

requisition

My Profile » Custom Field and Accounting Code Defaults

Administrative Tasks

Do not make edits on ‘Codes’ tab. This should not be modified

y ] Custom Field and Accounting Code Defaults
userName [ Codes System Administration Use Only

) ’ Custom Field Name Default Value
User Profile and Preferences
E ) Business Unit UMBOS Boston
Default User Settings
Custom Field and Accounting Code Defaults R LI
Bobiil Aekdransoe L Speedtype No Default Value
Checkout Settings . Department No Default Value
User Roles and Access L Program No Default Value
Ordering and Approval Settings L Project No Default Value
Permission Settings L SpeedType Class No Default Value
Notification Preferences L Class No Default Value
LRegfitcinry Request Budget Override No Default Value

Custom Field and Accounting Code Defaults

Code Favorites | System Administration Use Only

®

Custom Fleld Mame Default Value Description Edit Values

&= Linit UbAAOR Ukrdass hAedical School

b Accoun Mo Defaul value
- Speaediype Mo Default Valus

Y Fumnd Mo Default 3

ekt |
| Ectin |
| Echit |
L Department it Walue [ Ecit |
L Program ult value | Eafin |

| tait |

| Eckin |

L projec Mo Default ¥

P

SpeedType Cla kMo Default Value

Mo Default value

Budget Override Mo Default valus

Description

Edit Values
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5. Update Your Codes Favorites: Select the ‘Codes Favorites’ tab, click ‘Add’.
c_ Custom Field and Accounting Code Defaults

User Profile and Preference: Business Units: | Boston (UMBOS) hd

refault User Settings

Customn Field and Accounting Code Defaults.
Def =

Accounting Codes z

2l Settings PAPER Edit | | Delete

Business Speedtype Account Request ;ngLITypE Class Fund Department Program Project
it Budget Cla
Cverride

No

UMBOS  107970-B 734200
Boston Fac =]

Enter a meaningful 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
requisitions. Save your code favorite.

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

Accounting Codes ? X
Nickname_ [T Default
Business Speedtype Account Request SpeedType Class Fund Department Program Project add
Unit Budget Class split
Override

o S ———

Select Select from all values... Select from all values... Select Clear Clear Clear

from from all selected Clear selected selected Clear
profile walues... wvalue... celected wvalue... wvalue... selected
values... Clear value... value...
Clear selected
selected value...
value..

recalculate / validate values

Cancel

You can edit or delete a code favorite by clicking on the buttons to the right.

Codes  Code Favorites  system Aadministration Use Only

=
Use Code Fawvorites for quick access to accounting code combinations sawved to your profile during
checkout. ¥You Mmay create a new o - i e e S )
used cormbination cfan_ccn. nting codes wit Jithout splits. Code Favorites are accessed during
checkout by editing the codes section or ecting it as your default accounting codes in your profile.
| Aaaa
Accounting Codes 2
ent RTF =]

Business Speedtype Account Request SpeedType Class Fund Department Program Project
it Budget Class
Owerride

Ul O R 1027 50— T ZoOs500
Ublass WAL, —NASS,
Medical WLO27F 50 Lab
School Supplies
_,_l4of 1N
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6. When you enter a requisition, click ‘Edit’ in the Accounting Codes tab then go to Select from
your codes favorites, a dropdown menu will appear, listing the nicknames you created for
your speedtypes. Select the code you need, then save.

or
i cﬁ;mgﬁi

4 Return to shopping cart 4 Continue Shopping|

A\ Aimest ready to go! The list below needs to be addressed before the request can be submittad.

+ Required field: Account
+ Required field: Speediype

Requisition PR Approvals RO Preview Comments | Attachments  History

Summary  Biling = Accounting Codes  Supplier Info & 2

Accounting Codes 3
These values apply to al ines unless specified by fine item
Business Unit Speedtype Account Request Budget SpeedType Class Class Fund Department Program Project edit
Override

UMWOR

UMass Medical School

© Required field ‘ © Required field ‘

Accounting Codes 2%
Select from your code favorites
Business Unit Account Request Budget ~ SpeedType Class Class Fund Department Program Project add split
Override
UMWOR 1 |
Selectfromprofle | e i e elect from lear selecte lear selecte e selecte et selecte ear selecte
w3 elect from all values. elect from ail values.. [ alin i o

Cloarselitis © Required field @ Required field

Validate the information to ensure it is correct.

Summary  Biling  Accounting Codes | Supplier Info (=]

Accounting Codes 2
These values apply to all lines unless specified by line item
Business Unit Speedtype Account Request Budget SpeedType Class Class Fund Department Program Project

Override

UMWOR
UMass Medical School

7. 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.

My Profile » Default Addresses
Cl Default Addresses
= Ship To | 8ill To
?

Select an address to egdit Select Addresses for Profile

Shipping Addresses

User Profile and Preferences

Default User Settings
Custom Field and Accounting Code Defaults ATMC bidg
Cart Assignees

Checkout Settings

User Roles and Access
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You should set up at least two addresses.

BuyWays — General
Set Up User Profile

Central Receiving Address to identify your delivery address for all goods shipped by vendors

other than our office supply vendor.

Desktop Delivery Address is for desktop delivery of office supplies from the University's contract

office supply vendor only

Click on ‘Default Addresses’ to set up ship-to-addresses. The ‘Ship To' tab will be displayed.
On the farright, click on ‘Select Addresses for Profile'. Click on the ‘Select Address Template’
dropdown menu and make your selection (eg: UMB - Central Receiving). The screen will
refresh, specify the ‘Internal Rm/FI/Ste’ and click save.

My Profile » Default

Addresses
Default Addresses

Ship Te §sill To

C|

Us|

User Profile and Preferences
Shipping Addresses
ATMC bldg

Default User Settings
Custom Field and Accounting Code Defaults

Default Addresses

Checkout Settings

User Roles and Access

Ordering a pproval Settings

Permission Settings
MNotification Preferences
User Histon

Administrative Tasks

My Profile b Default

Addresses
Default Addresses

Ship To  Bill To

User Profile and Preferences
Shipping Addresses
ATMC bidg

Default User Settings

Custom Field and Accounting Code Defaults

Default Addresses

Cart Assignees

Checkout Settings

proval Settings

Notification Preferences
User History

Administrative Tasks

Select Address Template
Select Address [ v |
Template | Bayside Office Center -
Campus Center
Clark Athletic Center
EHS Chemical Delivery
Early Learning Ctr
FW Webb Boston
Healey Library
ICI - Walnutport
ICl — Columbia
| ICI — Havertown
ICI — Newton
McCormack Bldg
MNantucket Field Station
OTHER-UMBOS
Quinn Admin Bldg
Science Center
i =2
UMB - Central Receiving
| Wheatley Bldg
2
Select Addresses for Profile
Edit Selected Address 2
Nickname UMB - Central Receiving
Default
Current Default ATMC bldg
Address
ADDRESS
Attn: * Claudia Cortes
Internal Rm/Fl/Ste: *
Contact Line 4 Internal Bldg:
Internal Phone: * +61 72875122
Address Line 1 UMASS Boston
Address Line 2 Central Receiving
Address Line 3 100 Morrissey Blvd
City Boston
State MA
Zip Code 02125
Country United States
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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.

My Profile » Default Addresses
(g Default Addresses

Us Ship Te | Bill To

Select an address to edit

User Profile and Preferences
Shipping Addresses

ATMC bldg
UME - Central Receiving

Default User Settings
Custom Field and Accounting Code Defaults
Cart Assignees
Checkout Settings
User Roles and Access
Ordering and Approval Settings
Permission Settings

Notification Preferences

Select Addresses for Profile

Select Address Template

Select Address v
Template

8. You can modify the address from a cart shipping tab, click on Edit, then use the drop down

box and select from your custom list.

£ L) e . Bt Y £
4h Almost ready to go! The list below needs to be addressed before the request can be submitted.
+ Address is incomplete: Shipping address
Requicition | DR fnnraua Ie | DA Dravicw | Fammente | Attachmente | Hickan:
Ship To 7 X
sur
Complete the fields below to enter your shipping address for this order. If you need
to make a change, select a different address from the available options.

select from your addiesses
Biotech 1

iDr M 's Lab

Shipping address
Ship To

Shipping address
To choose a different address

Address Details
-~ —
Rm/Fl/Ste:

Address Line 1
Address Line 2
Address Line 3

UMASS Medical School
Biotech 1
365 Plantation 5t

City Worcester
State MA
Zip Code 01605

WE Country United States

THorEinfo

| [ edit
o [E=]

Shipping ?

UMASS Medical School
Biotech 1

365 Plantation St

Warcester, MA 01605
United States

© Address is incomplete &

For selected

Catalog No Size / Packaging u
VCA-9010MT-4GE. £A
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9. Users should also set up the default ‘Bill To' address. From the Select Address Template drop
down, click on the AP Address for your campus (UMLOW AP, UMBOS AP, UMCEN AP, UMAMH
AP, UMDAR AP, UMWOR AP). As the billing address will be the same for all orders, check the

‘Default’ checkbox, then save.

My Profile » Default Addresses

cl Default Addresses

Use Ship To | Bill To
?
Select an address o edit

User Profile and Preferences

Default User Settings Billing Addresses Select Address Template
Custom Field and Accounting Code Defaults UMCEN AP I
Template ‘

Default Addresses |UMBOS AP
UMass DMR

Cart Assignees

Checkout Settings

User Roles and Access

Ordering and Approval Settings
Permission Settings

Notification Preferences

My Profile » Default Addresses

C Default Addresses
Us Ship To | Bill To
?
User Profile and Preferences
Default User Settings Billing Addresses Edit Selected Address 2
Custom Field and Accounting Code Defaults UMCEN AP s || Micknamg EMESS DR
Default Addresses s
; Current Default UMCEN AP
Cart Assignees Addrose
Checkout Settings ADDRESS
User Roles and Access Contact Line 1 University of Massachusetts Accounts
S b Payable
Ordering and Approval Settings
ety - Address Line 1 PO B0x 9075¢
Dbt Cottines :
ermission Settings City Raleigh
Notification Preferences —| |State NC
User History Zip Code 27675
Country United States

Administrative Tasks
I B
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10. For Shoppers, it is HHGHLY RECOMMENDED that Cart Assignees be set up to avoid searching for
the Cart Assignee on each requisition. It is also recommended that users have a backup Cart
Assignee that can process your requisitions when the primary Assignee is out of the office.

Click ‘Add Assignee’

Cart Assignees

Add Assignee...

My Cart Assignees ?
Name Action

Thomas Miller (Preferred Assignee) Remove Preferred  Remove

Type in your search criteria, then click ‘Search’.

User Search
Last Name
First Name

M
User Name
Email
Business Unit (=}

Role -

Resu et P age 10 -

Click on ‘Select’ to the right of your Cart Assignee name

New Search u
1-7 of 7 Results 10 Per Page v

Name = User Name = Phone Action

Miller, B +1 [select]

Miller, B +1 [select]

Miller, J +1 [select]

Miller, K. +1 [select]

Miller, Ke +1 [select]

Miller, +1 [select]

Miller, Ti +1 I [select] |
1-7 of 7 Results 10 Per Page =
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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

My Profile » Cart Assignees

Cart Assignees
U Add Assignee... |
My Cart Assignees ?
User Profile and Preferences Name Action

Default User Settings Remove Preferred | Remove |
Custom Field and Accounting Code Defaults 1 Set as Preferred | Remove |
Default Addresses E— —

Checkout Settings

User Roles and Access

11.To use your Assignee on a requisition, from the Final Review tab, click on Assign Cart

W Shop | My Catsand Orders  Open by Active Shopping Catw  Surmr -

) logout

Submit Requisition

ar

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.

Assign Cart; User Search

@ Select from profile values Search for an assignee

Sekect from profile 3 v
values

Note To Assignee
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To choose a different assignee from your custom list, click on ‘Select from profile values. From
the dropdown box, select the appropriate Assignee. The Assign Cart to: information will
update. Add any notes to the Assignee, then click ‘Assign’

Assign Cart: User Search

12. You can update Notifications Preferences by clicking Edit Section to the right. Be very careful
which notfifications you turn off so as not to miss important tasks that you need to perform.

Purchase Order Number ~ Search (Alt+Q)

My Profile » Notification Preferences » Shopping, Carts & Requisitions

_ Notification Preferences: Shopping, Carts & Requisitions # Editsection | 2
U

Assigned Cart Processed Notification Email & Notification
User Profile and Preferences Assigned Cart Deleted Notification Email & Notification
Default User Settings
Cart Shared Notice None
User Roles and Access
Ordering and Approval Settings PR submitted into Workflow None
Permission Seffings PR pending Workflow approval None
Notification Preferences
afeatt - PR Workflow Notification available None
Shopping, Carts & Requisitions PR Workflow complete / PO created None
P
PR line it ted Email & Notification
Accounts Payable e flem(s)reiecte
Receipts Cart/PR rejected/returned Email & Notification
Contracts
Receive PR and PO notifications for shared carts None

Supplier Management 1 am a participant of

Form Requests

User History

Purchase Order Number ~ Search (Alt+Q)
Reauisit
Notification Preferences: Shopping, Carts & Requisitions 7
=cl Natification = Default Override Email & Notification
Assigned Cart Deleted Notification = Default Override Email & Notification
Cart Shared Notice ® Default Overide None
PR submitted inte Workflow & Default Override None
Notificatior PR pending Workflow approval * Default Override None
Administration & Imegration
Shopping, Carts & Requisitions PR Workflow Netification avallable ® Default Override None
P
PR Workflc lete / PO ereated « Default Override None
PR line item(s) rejected & Default Override Email & Netification
A Gart/FR rejected/returned & Default Override Email & Notification
Fc 1 Res
i Receive PR and PO notifications for shared cart = Default Override Hens:
User Hist I am a participant of
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