How to setup a default budget number and a
default delivery address in eProcurement

(This is a mandatory step before you place your first order)

1. Click on Preferences on the blue toolbar.
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2. Click on Change Your Profile.
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3. Click on Step 2, Account/Ship.
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4. To setup a default budget number, or change a default number, click on the down
arrow in the budget field, then click on “Search for more” in the dropdown menu.
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5. Enter your budget number. (Do not enter a dash. Search for 143750, not 14-3750.)
6. Click Search.
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7. Click the Select button on the budget line.
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8. To enter or change your default Ship To address, click on the down arrow in the Ship
To field, then click on “Search for more” in the dropdown menu.

‘€ Ariba Spend Management - Windows Internet Explorer g@ﬁ
& - |Entps: far.admin.washington.edu/Buyer Main/aw?awh=r ol 8 ] (5] [3¢] [Live Searcn B

Eile Edit View Favorites Ipols Help

@ 4 | ariba Spend vanagement = B - B & - [rpage - @ Tods - T

‘ I Home | Help ~ | Logout

Home  Procurement erProfileDisplayName welcome LIZA PLOTKIN

UP30420: LIZA PLOTKIN

Personal Profile

The accounting and shipping details you enter here are used as the default budget to be charged for items you order, and the ... [r

[~ Personal Info

1. Change your accounting information:
[ Account/ship

Justify Budget Number: [ [123750 (ePrROCUREME][ |

E=s= Organization Code: 2080302026 (ECOMMERCE) Bien:2007

i
[ Approval Flow
2. Change your shipping and delivery information
e

Ship To: 4515 25TH AVE NE
GREENBERG-BLATTMAN LAE
UW-SOM-DOM
SOUTHWEST MAINTENANCE BLDG

Plant Sarvic

Deliver To(Room/Name)

Euilding
s souTH caueUs STORE

PURCHASING & ACCOUNTINS BLDG

LS VETERANS ADMINTSTRATION HOSBITAL

HeaLTH scieces sLoG =

HEALTH SCiEnceS BLoG A

HeALTH SCiENCES BLOG

UNIVERSITY MEDTCAL CENTER, Win T

HeALTH SCIENCES BLOG K

cLoEpEL HALL

sancRomT BLG 25

Coew AL

SAK OF AMERICA EXECUTIVE EDUCATION CENTER
+ 4313 257 AVE 1

PHYSICAL BLANT GFFICE BUTLDING

o e eioc

Soorriew Mo Canter

(%) indicates a required field

Search for mors... )

\
_— @ Tera Term - koo | B Tera Term - b, | (SN - M\cms‘.%ﬂRE: Hello - ... | 3 Recanciliation .. | () Microsoft Exce... | ¥ U Directory

9. Enter a building name or your street address. (Example: 1. for Purchasing Bldg.,
enter “Purchasing” 2. for the Health Sciences Bldg., enter “Health”). If you are using a
street address change the Name field to Street, then enter search criteria for the street
address (Example: 1. for 4515 25™ Ave. NE, enter only 4515 2. for 825 Eastlake
Avenue East, enter only 825). Click on Search. 10. Click on Select.

€ Ariba Spend Management - Windows Internet Explorer Q@ﬁ
@;‘/ [ B hieps /sr adminawashington.edu/Buyer Main/aweah=r [l & ][] [Lwe search 2

Eile Edit view Favorites Toolk Help

% e ([ arioa Sper Management = Br- B & - loeage - Grook - 7

I Home | Help = | Logout
Home  Procurement Welcome LIZA BLOTKIN
Choose Value for Ship To

UP30420: L!
Personal Profile Field: [Name [#*] [Purchasing
The accou for items you order, and the PV P
[~ Personal Info D —
1. Change Name et City State Country
[+ Account/Ship
sudger | | PURCHASING & SP17UNIV o United
[ Justify ACCOUNTING BLDG WAY NE States
Changes
Organiz: \/
[~ Approval Flow
2. Change
[~ Review
Changes

Ship To: 4515 25TH AVE NE

Deliver To(Room/Name):  |Rm216M-N/Plotkin

(*) indicates a required field

@ Tera Term- ... | B Tera Term- ... | (2 nbox - Micros.., | 3ARE: Hello =M., [ I Reconciiation... | &) microsoft Exc... | ¥ uw Directory

eProcurement Profile Setup Ver 9.r1 4



12. Change your Deliver To (Room/Name). Remember to put the room number in front
of the name. (You only have 20 characters in this field so you might have to abbreviate
your name. The critical information is the room number). For the HSB building show
the wing with the room number: RmT324/Smith

13. Click on Step 5 Review Changes. (Steps 3 Justify Changes and 4 Approval Flow are
not used for Profile updates.)
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14. Click Submit. *
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*Important: you must click on “Submit” button for these changes to take effect.
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