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

PORT_FOAPALAdditionsbyDescript_ver_8.2.1  Page 1 of 3 

  

 
 

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.   

 

 
 

2. Click on the Create New Value button. 
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3. 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. 

 

   
 
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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9. Click the Add Values button. 
 

 
 

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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