FOAPAL CODE — ADDITIONS BY DESCRIPTION
Last Updated on: 7/30/2008

EaSt Ca li.lla nb 0114 it

UNIVERSITY My Profile

Basic Infarmation || Purchasing Options || pmissions || supplies/chemical Mar || History |

FOAPAL/Field Yalues Purchasing/Approval Limits | Addresses | Produc Views | Punchout Access ?

[fo setup | FOAPAL Code Setup

>
Custom Field Name ault Value Description Edit ¥alues
Chart E glina University [Edie]
Fund No Default value [Edit]
Organization 230601 AF Purchasing ﬂ
Account Mo Default Value M
Program Mo Default Value [Edit]
Activity Mo Default Value ﬂ
Location Mo Default value [Edit]

1. Click on the Edit button that corresponds to the FOAPAL element that you need to add to your profile.
Note: The steps for adding a value to your profile are the same for each element: Fund, Organization,
Account, Program, Activity, and Location.

East Carolina

UNIVERSITY

] ] ! &

My Profile

| 2

Basic Inforrmstion || Purchasing Dptions ” Permissions ” Supplies/Chernical Magr H History |
FOAPAL/Field Values Purchasing/Approval Limits | Addresses | Product Views | Punchout Access 2

Order info setup | FOAPAL Code Setup

Custom Field Name Default Yalue

Description Edit Yalues
<rganization 230601 AF Purchasing EiE

Edit Vslues Close
Ve [close |

Create New Yalue

W) Description
SL30601 AF Purchasing

< | =

* Customn Field Values marked with an asterizk are role-based values. Users can only modify
the Defsult status of these Custorn Fisld Walues.

2. Click on the Create New Value button.

PORT_FOAPALAdditionsbyDescript_ver_8.2.1 Page 1 of 3



FOAPAL CODE — ADDITIONS BY DESCRIPTION
Last Updated on: 7/30/2008

E&St Car ml—j—}ﬂ}a- My Profile

arme

Basic Informatian || Purchasing Options || parmissions || supplies/chemical Mar || Histary |

FOAPAL/Field Yalues Purchasing/approval Limits | Addresses | Product Wiews | Punchout Access

Srder info setup || FOAPAL Code Setup

?
Custom Field Name Default Value Description Edit ¥alues
Crganization 230801 AF Purchasing

e

/7 Edit values Close
Create Newr Yalue
4 —

T —

Search For ¥alue o
value Sscription o~ zm= Organization
230601 AF Purchasim walue | |

———— = 5 O

[chemistry |
W»

<

™3 *b Search |

* Customn Field Walues marked with an asterisk are role-based values, Users can only modify
the Default status of these Custorn Field Values.

Type in the description for the element you are adding. In this example, we are adding an Organization
value with Chemistry in the Description.

4. Change the Results per Page to 50.
5. Click on the Search button.

East Carolina

UNIVERSITY

Basic Infarmation || Purchasing Options || Permissions || Supplies/Chemical Mgr H Histun,ll
FOAPAL/Field ¥alues Purchasing/Approval Limits | Addresses | Product VWiews | Punchout Access

[—, | Order infa setup FDAPAL Code Setup
2
Default ¥alue Description Edit ¥alues
Crganiz stion 230601 AF Purchasing
/ Edit values Close
Create New Yalue
Rasults par Page
Vellua Dasaption Values Found 13 4 page 1 b
230601 AF Purchasing
select value Description
TS E 24 Biology Biochemistry
< = .
D EFS
* Custom Field Values marked with an asterisk zre role-based values, Users can only modify 591300 Af Chernistry Adrnin I
the Default status of these Custom Field Values,
I:l 591301 A Chernistry Reallocation
D 591302 A4 Chernistry RCA Rodriguez
D 591303 Ag Chemistry RCA allen
D 591304 A Chemlstr’y RCA Moehead
D 591305 AA Chernistry Startup Danell
I:l 591306 A Chernistry RCA Burns
D 591307 Ag Chemistry RCA Lim -

6. The number of Org values found on the criteria you type will be displayed at the top of the results.
7. You can scroll down the page to find the desired Org value.

8. Click the check box beside the desired Org value. Scroll down the page to add the value to your profile.
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7| =
Custom Field Name Default Value Description Edit Values
Organization 230601 AF Purchasing
/" Editvalues tlose
Create New ¥alue
Results per Page
T R :lsu v values Found 13 { page |1 M cf1 D ?
230601 AF Purchasing s
Select value Description
[ sz M4 Biology Blocheristry
S il | ¥ 0 913 AA Chernistry
* Custorn Field Walues rmarked with an asterisk are role-bazed values, Users can only modify 591300 Ad Chernistry Admin
the Default status of these Custarn Field Values.
[] se1301 ## Chemistry Reallocation
[] se1s0z ## Chemistry RCA Rodriquez
[] 591203 AA Chemistry RCA Allen
[] 591304 A4 Chemistry RCA Moshead |
[] 591205 ## Chemistry Startup Danell
[] se1306 A# Chemistry RCA Burns
9 [ —
[] se1307 AA Chemistry RCA Lim
[] &ess0r HS Bischermistry Adrninistration
[] &ess0s HS Biachemistry Teaching
% HS Biochernistry Research
Add ¥alues Back to Search |
Results per Page b
50 v
7

9. Click the Add Values button.

East Carolina

UNIVERSITY

shopping quisitions

11 Basic Information || Purchasing Options || Permissions || Supplies/Chernical Mgr’” History |

FOAPAL/Field Values | Furchasing/Approval Limits | Addresses | Product Views | Punchout Access 2
Grder info setup || FOAPAL Code Setup

Custom Field Name Default Yalue Description Edit Yalues

Organization 230601 AF Purchasing

7 Editvalues tlose
Create New ¥alue

value Description ¥alues Found 12 ?
230601 AF Purchasing .
Selact Value Description
531300 A4 Chernistry Admin 0
/ O sere A2 Biology Biochernistry
/ < | = L] mA Chernistry
" * Custorn Field Walues rmarked with an asterisk are role-bazed values, Users can only rmodify O 591301 Ad Chernistry Reallocation

the Defsult status of these Gustom Field Values.
O sereoz #a Chemistry RCA Rodriquez
O sesos #4 Chemistry RCA Allen
O Sersoe #4 Chamistry RCA Moehead =
O sesos A8 Chernistry Startup Danell
O se=me AR Chernistry RCA Burns
[] 591207 #a Chemistry RCA Lim
[]  sess0L HE Biachemistry Administration 3

10. Notice that the Org value is now in your list of values for Orgs.
11. This completes the steps for this procedure. Click on the East Carolina University icon to return to the
home page.
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