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1. Click on User Settings. 
 

 
 

2. Enter Area Code in the first box and Phone # in the second box. 
3. Click the Save button.  IMPORTANT NOTE: If you change departments / divisions, it is critical that you 

submit a new Banner Security Form indicating any change with your roles and Organization 
permissions.  Once the security form has been completed and approved, you will also need to update 
your User Profile information for FOAPAL Codes and Ship Codes.  See the FOAPAL Code and Ship 
Code procedures for completing those tasks. 
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1. Click on the Color Theme tab. 
 

 
 

2. Click the drop down for Color Theme to select another theme.  Note:  The default setting is ECU’s 
Purple and Gold. 

 

 
 

3. After selecting a different theme, click the Save button. 
 

 
 

4. The color theme changed as a result of the update. 
5. This completes the steps for this procedure.  Click on the East Carolina University icon to return to the 

home page. 
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1. Click on the Email Preferences tab. 
 

 
 

2. The following 5 events are automatically set to trigger Email Preferences: PR line item (s) rejected, PR 
rejected, PO line item (s) rejected, PO rejected, and PO sent to supplier.  
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3. Select the check box for an event that you would like to receive an email notification.  Note:  You can 
also uncheck a box to remove an email notification. 

4. Click the Save button to update the events for notifications on your profile. 
5. This completes the steps for this procedure.  Click on the East Carolina University icon to return to the 

home page. 
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4. Double-click on the link provided in the email notification. 
5. If email notification is the result of a document rejection, the reason for the rejections will be at the 

bottom of the email. 
 

 
 

6. This will open a new browser to the document in PORT that triggered your email notification. 
7. Click on the History tab to determine the reason the document was rejected. 
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8. See the note in history for the reason the document was rejected. 
9. This completes the steps for this procedure.  Click on the East Carolina University icon to return to the 

home page. 
 
  

 
 

8. 

9. 
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