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Process: Perform this procedure the first visit to SRM to ensure successful execution of tasks. 

Personal data is established at Site Navigation. Default information populates into this area based 

on data from Human Resources org structure. Personal Settings must be confirmed and set-up for 

all roles.  Attributes are default settings which populate into every Shopping Cart to facilitate a 

more efficient shopping experience. Not setting attributes will require the manual setting of 

default values on every Shopping Cart.   

Role: SHOPPER, APPROVER, CONFIRMER Frequency:  One time 

 

BEGINNING STEPS 

SELECT TAB FOR 
ROLE ASSIGNED: 

 

SHOPPER 

APPROVER 

CONFIRMER 

 

Review the following 

detail: 

 

Personal Data 

Position  

User Account 

 

Choose “EDIT” if 

changes are 
necessary  

 

Click “SAVE” 
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Attributes 

 

Edit and select: 

 

Account Assignment 

Category 

 

 

 

Choose a default 

assignment 
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Choose either the  

Cost Center and 

complete 

 

or 

 

 

WBS Element and 

complete 

 

 

 

Delivery Address 
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Alternate Delivery 

Address if location is 
different from 

default. 

 

Click SAVE  

  

 


