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PO.010.020 - Setting up User Preferences
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates the setting up of User Preferences for Procurement. These User Preferences are used to define the 'Default' values that are to populate specific Procurement transactions or fields routinely.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Establish a users Overall User Preferences.
- Establish a users Procurement specific User Preferences.
- Establish which actions a user can perform on purchase orders.
- Establish which actions a user can perform on requisitions.
- Establish if a user will be able to Enter, Approve, or Inactivate new vendors.




	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In the following topic, you will set up user preferences for a specific user. Furthermore, the ability to take specific action (such as approve, cancel, close, etc.,) for procurement documents (POs, Reqs, etc.) will be defined in this configuration setup. 

	Step
	Action

	1. [bookmark: ID0x00000059] 
	Click the vertical scrollbar.

	2. [bookmark: ID0x0000005A] 
	Click the Set Up Financials/Supply Chain link.


	3. [bookmark: ID0x0000005B] 
	Click the Common Definitions link.


	4. [bookmark: ID0x0000005C] 
	Scroll down to User Preferences menu.

	5. [bookmark: ID0x0000005D] 
	Click the User Preferences link.


	6. [bookmark: ID0x0000005E] 
	Click the Define User Preferences link.


	7. [bookmark: ID0x0000005F] 
	Click the Search button.


	8. [bookmark: ID0x00000060] 
	Click the Overall Preference link.


	9. [bookmark: ID0x00000061] 
	The purpose of the User Preferences - Overall Preferences tab is to establish the User name and Business Unit the user is to function within and the SetID default values for all transactions utilized by this User ID. Typically, the Business Unit and SetID are the same and Institution Specific.

If a Business Unit and SetID are not Identified, subsequent values on module specific hyperlink will not be available for selection. This includes Ship To Locations, Locations, Departments, Chart of Accounts, etc.

The As of Date generally defaults to the current date when initially established but can be adjusted based on need. Typically, the date determines when the User will be able to execute any transactions and is typically the first date of access. 

	10. [bookmark: ID0x00000062] 
	Enter "Sherry Humphrey" in the Name field. 

	11. [bookmark: ID0x00000063] 
	Click the Look up Business Unit (Alt+5) button.


	12. [bookmark: ID0x00000064] 
	Click an entry in the Description column and the Business Unit "98000" will be brought forward.


	13. [bookmark: ID0x00000065] 
	Click the User Preferences tab.


	14. [bookmark: ID0x00000066] 
	Click the Procurement link.


	15. [bookmark: ID0x00000067] 
	Enter "MAIN" in the Location field. 

	16. [bookmark: ID0x00000068] 
	Enter "ONL" in the Origin field. 

	17. [bookmark: ID0x00000069] 
	Enter "12124000" in the Department field. 

	18. [bookmark: ID0x0000006A] 
	Enter "OPLS ADMIN" in the Ship To Location field. 

	19. [bookmark: ID0x0000006B] 
	If the User is to be a Buyer only, establish a Buyer and select the Purchase Order Authorizations link to update specific criteria and actions for this user/buyer. 

See further frames for other options for selection.

	20. [bookmark: ID0x0000006C] 
	Enter "SHUMPHREY" in the Buyer field. 

Only valid Buyers can be used defaulted in this field.

	21. [bookmark: ID0x0000006D] 
	Click the Purchase Order Authorizations link.


	22. [bookmark: ID0x0000006E] 
	Click the appropriate check boxes in Allowed Purchase Order Actions section.


	23. [bookmark: ID0x0000006F] 
	

	24. [bookmark: ID0x00000070] 
	Must include this User as a Buyer if this user is allowed to Add, Update, Cancel, etc. Purchase Orders. Additional Buyers can be included if this user is allowed to access other Buyer's workload and the actions (Add, Update, Cancel, Delete and Close) at the right of each Buyer is the level of authorization being granted. 

If additional Buyer Authorizations are needed insert a row using the plus sign (+).

	25. [bookmark: ID0x00000071] 
	Click the OK button.


	26. [bookmark: ID0x00000072] 
	Click the Save button.


	27. [bookmark: ID0x00000073] 
	If the User is also authorized to be a Requester (i.e., 
create Requisitions for sourcing), a valid User ID must be established in the Requester field prior to creation of requisitions. 

As well the Requisition Authorizations link is selected below in order to establish additional access authorizations.

Generally, most everyone can be a Casual Requester. 

	28. [bookmark: ID0x00000074] 
	Enter "SHUMPHREY" in the Requester field. 

Only valid Requesters can be used defaulted in this field.

	29. [bookmark: ID0x00000075] 
	Click on the Requisition Authorization link to establish requester access.



	30. [bookmark: ID0x00000076] 
	Click the appropriate check boxes in the Allowed Requisition Actions section.


	31. [bookmark: ID0x00000077] 
	Additional Requesters can be included if this user is allowed to access other Requester's workload and the actions( Add, Update, Cancel, Delete and Close) at the right of each Requester is the level of authorization being granted. As well, if additional Requester Authorizations are needed insert a row using the plus sign (+).

	32. [bookmark: ID0x00000078] 
	Click the OK button.


	33. [bookmark: ID0x00000079] 
	Click the Save button.


	34. [bookmark: ID0x0000007A] 
	If the User is authorized to process vendors, the Vendor Processing Authority link is selected and specific access applied.

	35. [bookmark: ID0x0000007B] 
	Click the Vendor Processing Authority link.


	36. [bookmark: ID0x0000007C] 
	Click the appropriate check boxes for specific accesses in the Vendor Processing Authority section.

Note: Not all Authority is enabled. Each institution will need to determine their needs based on their overall business processes defining responsibility for Adding and Maintaining Vendors.


	37. [bookmark: ID0x0000007D] 
	Click the OK button.


	38. [bookmark: ID0x0000007E] 
	Follow similar links noted above for specific user access and default values in areas such as Contracts Process, Request for Quotes (RFQ), etc. 
Once all accesses have been established, save the User Preferences for the User ID. 

Note: Contract processing will need to be established if Master Contracts and other Contracts are being used. Currently, Rebate Authorizations and Request for Quote Processes are functionality not being used.

	39. [bookmark: ID0x0000007F] 
	Click the Save button.


	40. [bookmark: ID0x00000080] 
	Congratulations. You have just completed the Setting Up User Preferences topic. 

Below is a summary of the key concepts of this topic.
- User Preferences define a user's default values as needed for procurement transactions. 
- Additionally, they establish actions allowable under specific conditions and needed functionality.
- User Preferences is generally product/ module specific.
End of Procedure.
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