Updating Cost Center Numbers to FOAPAL in TUmarketplace

The enhanced version of TUmarketplace was launched on July 1, 2009. To take
advantage of the new functionality, all authorized shoppers and approvers need to
update their Profiles to change their former cost center numbers to the new
FOAPAL strings. Instructions are provided below.
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A table with
Custom Name
Field, Default
Value,

Description, and

Edit Value will
appear.

Click on the
Edit button on
the right
corresponding
to one of the
following
values. In this
example, we
will work on
Organization.

Next, click on
the Create
New Value
button. The
Search for
Value Box will
appear.

In the Search
for Value box,
type part of
your value in
the Field Name
Value box and
then click on
Search.
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When your
value is
returned, select
it and then click
on the Add
Values button.
The value and
description will
appear in a box
on the left.

In the box on
the left, click on
the value. The
Edit Existing
Value box will
appear on the
right.

If you would
like the selected
value to be the
default value for
your shopping
cart, go the Edit
Existing Value
box on the left,
click the
Default check
box and then
click on Save.

Note: If you
use more than
one account,
fund, program
and
organization
frequently,
simply leave the
default box
blank and click
on Save. You
can then search
for a value
when you shop.
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13. To finish, click Edit Values
on Close on the
right. =
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