Adjusting User Settings

It is extremely important that everyone adjusts their user settings.  This is what causes your accurate information to print out on Purchase Orders.   Failing to do this may delay your order, especially if the vendor needs to contact you for any reason.  
Select the Purchasing Services link to access the Workbench
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Click on Workbench

All SRM security roles have access to the Workbench and Inbox
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Click on Change my Settings
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On the Position Tab, edit your phone number, fax, and email.  Please note the proper format for entering phone numbers and email addresses.
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On the User Account Tab, edit your decimal notation and date format.  After making these changes, click Save.
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