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1. Click the Edit button.  These steps will demonstrate the prepared by / prepared for feature and the 
improvements to order processing. 

 

 
 

2. Click on the Select a different user link. 
3. Note that the User Search pop-up is now displayed. Enter the last name of the user for whom you will 

prepare the requisition. 
4. Click the Search button. 
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5. Select the radio button for the desired user. 
6. Click the Choose Selected User button. 

 

 
 

7. Click the Save button.  Note:  Prepared for user has been updated to the desired PORT user. 

5. 

6. 

7. 
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8. Note:  The default FOAP values and ship to are the Prepared for user’s default values. 
9. Click the Edit button. 

 

 
 

10. Click the Select from profile values link. 
 

10. 

9. 

8. 
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11. Note:  For each element, the profile value list is populated with both your values and the prepared for 
user’s values. 

12. Select the appropriate values for each element of FOAP. 
 

  
 

13. Click the Save button to complete the desired changes. 
 

12. 

11. 

13. 
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14. Scroll down the page to make changes for Ship to code for deliver. 
 

  
 

15. Note the default ship code is for the Prepared for user. 
16. Click the edit button. 

 
 
 
 
 
 

14. 

15. 

15. 
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17. From here, you can either user the default value for the prepared for user or one of your profile ship 
codes.  To search for a new ship code, you can refer to the Review Cart Header procedure: steps 35 – 
52. 

18. This completes the steps for this procedure.  Click on the East Carolina University icon to return to the 
home page. 

 

18. 

17. 


