User Profile Management
What’s My User Profile?

Profiles in BennyBuy help make the buying and paying process more efficient by
allowing user to customize and save specific information to their profile such as
shipping/billing addresses, accounting codes, cart assignees and more.

Please note that some of the values in your profile are maintained administratively and
cannot be changed —these include user roles, permissions, order settings and approval
settings.

Setting User Name, Phone Number, and Email

1. From the BennyBuy home page, select the user icon in the upper right hand
corner and then select View My Profile from the drop down menu.
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1. Once you are directed to the My Profile page, click on User Profile and
Preferences on the left side panel. Select User’'s Name, Phone Number,
Email, etc. Within this menu, you can View your basic information including your
first name, last name, phone number, and email address. Changes cannot be
made on this screen.

Lane Byrnes User's Name, Phone Number, Email, etc.
User Name byrnesl ﬂs‘. Name Lane \
Last Name Byrnes
User Profile and Preferences
User Profile and Preferences Phone Number 1 5417371705
User's Name, Phone Number, Email, etc.
Language, Time Zone and Display Settings Mobile Phone Number
App Activation Codes Intemational phone numbers must begin with +
Early Access Participation E-mail Address > lane byrnes@aregonstate.edu
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User Profile Management

Setting Default Accounting Codes

1. Once you are directed to the My Profile page, click on Default User Settings on
the left side panel. Select Custom Field and Accounting Code Defaults and
click on Code Favorites tab located along the top menu bar. To add a new

accounting code string, click Add.

Joe Smith Custom Field and Accounting Code Defaults
Uzer Mame  rlevemier Header (int.) Codes

Custom Field and Accounting Code Defaults

Default Addresses

Cart Assignees

Accounting Codes

Checkout Settings

Code Favorites for Check Requests & Invoices

Accounting Codes

Administrative Tasks

Payment Options Index Account Activity Fund Organization Program Location

Index Account Activity Fund Organization Program Location

2. The accounting codes pop-up window should appear. Give the accounting code
string a Nickname. You will be prompted to populate the Index, Account, or
Activity fields. If you select the box for Default, this accounting code string will
populate on each new order you build. Once the appropriate values are entered,

click Save.

Accounting Codes

Nickname |My Index I O Default I

Chart ( Index Account Activity Fund
C QBAZ07 20101 ; ;
ect fro alues Select mom) dl wahiess Select from all values... Select from all values..
Q invalid value
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User Profile Management

3. You will be returned back to the Code Favorites summary page, where you can
view the accounting string. Use the Edit or Delete buttons as needed for codes
added to your profile. To add multiple accounting strings to your profile, repeat
this process as needed.

Accounting Codes ?
My Index [ Delete
Chart Index Account  Activity Fund Organization Program Location Business Fund
Center Type
Code
C QBA207 20101 n F no value  no value no value novalue no
osuU QBA - Office & value value value

Setting Default Addresses

1. To add shipping and billing addresses to your profile, click on Default User
Settings on the left side panel and select Default Addresses. Under the Ship-
To tab, click Select Addresses for Profile.

Joe Smith Default Addresses

User Name  rlevemier | @ No addresses defined in profile. |

Ship To J &ill To
B
l Select an address to edit Select Addresses for Profile

| @ No addresses defined in profile,
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User Profile Management

2. Ship To addresses can be searched for multiple ways, but the easiest way is
generally to search on the building name (ex. Kerr, Hovland, Cordley, etc.) Enter
your search term in the Nickname/Address Text box and click Search. Click
the radio button next to the address once you find your desired location.

Ship To | Bill To
?
Selact an address to aait Select Addresses for Profile
© No addresses defined in profile.
Shipping Addresses Address Search
Mickname / Address I}(err ]
Text
Results Per Page 10 v
Addresses Found: 1 1| Page 1of 1|k
Name Address
(0 BBOOT4 Lane Byrnes
Room

1500 SW JEFFERSON AVE
Kerr Admin Bldg
CORVALLIS, OR 97331
United States

3. You will be prompted to enter user specific data, including a Nickname, Contact
Line, and Room Number. To save an address as your default, check the box
next to Default. Click Save once completed.

Edit Selected Address ?
Mickname Kerr
Default U
Current Default -
Address
ADDRESS
Contact Line 1* Lane Byrnes
Contact Line 2 Room 123
Address Line 1 1500 SW JEFFERSOM AVE
Address Line 2 Kerr Admin Eldg
City CORVALLIS
State OR
Zip Code 87331
Country United States
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User Profile Management

4. The shipping address should now be populated under the Shipping Addresses
box. To delete an address, click on the Shipping Address Name and click
Delete Address. To add additional addresses, click Select Addresses for
Profile and repeat the steps shown above.

Select an adaress to eqlt Select Addresses for Profile

Shipping Addresses Edit Selected Address ?
Kerr Nickname Kerr
Default O
Current Default
Address
ADDRESS
Contact Line 1* Lane Byrnes
Contact Line 2 Room 123
Address Line 1 1500 SW JEFFERSON AVE
Address Line 2 Kerr Admin Eldg
City CORVALLIS
State OR
Zip Code 97331
Country United States
E3

5. To add a billing address, click the Bill-To tab along the menu bar and repeat
these steps. When searching for billing addresses, it's recommended to search
on your Business Center's acronym (ex. UABC, ASBC, HSBC, etc.) If you are
unsure of what to search on, please ask your Business Center.

Default Addresses

Ship Tof Bill To

Selecr an oddress to edit | Select Addresses for Profile ‘

B

Billing Addresses
AABC -3

MasterBilling

6. After you execute your search and select the billing address, you will be
prompted to enter information in Contact Line 1. Please enter either Accounts
Payable or your Department name. Click Save.

Edit Selected Address ?
Mickname UARC
Default
Current Default -
Address
ADDRESS
Contact Line 1* Accounts Payable l
Contact Line 2 Email Invoices:
UABC.APInvoiceReply@oregonstate.edu
Address Line 1 1600 SW WESTERN BLVD
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Setting Cart Assignees

1. To add cart assignees to your profile, click on Default User Settings on the left
side panel and select Cart Assignees. Click Add Assignee.

Joe Smith Cart Assignees

User Mame rlevernier

My Cart Assignees E

Name Action

Cart Assignees

Checkout Settings

2. Search for your assignee using Last Name, First Name, User Name or Email
and click Search.

User Search
—
Last Mame

First Name

User Name

Results Per Page 10 ﬂ

3. Once you locate your assignee, click Select.

Mew Search

Name = User Name = Email = Phone Action
Gleason, Michael gleasmic michael.gleason@oregonstate.edu [select]
Gleason, Mike migleason nobody@sciguest.com [select]
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User Profile Management

4. Once you have selected your assignee, you can click Set as Preferred to ensure
the assignee is easily accessible when you attempt to assign a draft cart. Click
Remove to remove a cart assignee. To add additional assignees, repeat the
process by clicking on Add Assignee.

Cart Assignees

Add Assignee...

My Cart Assignees =

Name Action

Mike Gleason [ Set as Preferred | Remove |]

Setting Notification Preferences

1. On the My Profile page, click on Notification Preferences on the left side
panel. Select the desired notification sub-category. By clicking the question

mark icon you can find out what each notification controls. To change a
notification, click Edit Section located in the top right corner.

Joe Smith Notification Preferences: Purchase Orders

riflow complete None

2. Select your notification preference for each line item by clicking the radio button
next to Default or Override. If you click Override, select a notification
preference from the drop down menu.

% Email triggers outbound emails to your OSU email address when the
event occurs.

Notifications trigger system notifications that are only viewable in the

Dashboard menu under Notifications.

Email & Notifications will trigger an outbound email to your OSU email

address and a system notification in your dashboard.

X/
°

X/
°
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Notification Preferences: Purchase Orders

I Prepared By - PO Workflow complete l © Defaut @ Overide
Emall

Prepared By - PO sent to Supplier Uit 'E"'zgw"::;';j:mmm
Prepared By - PO line itemis) rejected ult
Prepared By - PO rejected @® Defaut (O Override
PO submitted into Workflow ® Defaut O Override None
PO pending Workflow approval @ Defaut O Override None
PO Workfiow Notification available @® Defaut O Override None
PO Workflow complete @® Defaut O Overide None
PO sent to supplier @® Defaut  ( Non
PO Line Item Ship Notice ® Defaut O Override None
PO line item(s) rejected ® Defaut O Override None
PO rejected ® Defaut O Override None
PO line item Backorder notice @ Defaut O Override None

3. Click Save Changes at the bottom of the page to save your preferences. You
will return to the Notification Preferences summary page, where you should
see your updated preferences.

Mobile Device Setup

2. From the BennyBuy home page, select the user icon in the upper right hand
corner and then select View My Profile from the drop down menu.

Search (Alt+Q) Q 09395USD W < Ik@ @

Lane Bymes .
View My Profile
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I Manage Searches

3. You will be directed to your BennyBuy profile. Click the User Profile and
Preferences tab located on the left side panel. Select App Activation Codes
and then click Add Device.

Lane Byrnes App Activation Codes )

Use the Add Device button below to generate a new activation code and start the registration process o gain access to the Mobile Device or Microsoft Word app.
You will be required to enter a Device Name (i.e. iPhone, Android, computer name, etc) to help identify the device being registered

User Name  byres|

I User Profile and Preferences l

User's Name, Phone Number, Email, efc.
Language, Time Zone and Display Settings
App Activation Codes

Early Access Participation

Guided Tour Instructions
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4. A drop-down menu will appear. Select Mobile Device.

App Activation Codes

Use the Add Device button below to g
You will be required to enter a Device

Mabile Device

Microsoft Word

5. You will be prompted to create your app password the first time registering a
device. The password you input here will be used for all future devices. Once
your password has been entered, click Create Password.

Create App Password

Pleas sword that will only be used to log into the Mobile
Devic Word app.

Note: Pas:
6 alphanu
App Password *

App Password Confirm *

* Required

6. Provide a Device Name in the dialogue box. Select Yes or No if you would like
the App Activation code emailed to you. Click Add Device. Once selected, the
app activation code will appear. If yes is selected, an activation code will also be
emailed to you.

Add Device

Please create a nickname for this device and choose whether you want
to email the user the code. You will be presented with the code on the
next screen as well.

My peiee

Email Activation Codeta (O Yes @ No
User?

* Required Add Device Close
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Activating Your Mobile Device

1. Download the Jaggaer App (Business) by searching for it in your app store.

Filters v Q Jaggaer o Cancel

JAGGAER JAGGAER Advantage
Busines OPEN ’ GGAER Advantage M
Kkkk Kkkkk

L)

2. When you open the App, you will then be prompted to register your device. Click
the Let’s Begin button.

o Approvals onhe-go

o View important attachments

CONTACT JAGGAER TO LEARN MORE

3. Enter the Activation Code provided in step 4 of the device set-up, as well as
your Password. Click Register Device. Your device will now be active.

Activation Code

FITM-GFPA

gwer tyuiop
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