Updating your Fiscal Year in Favorites

After the start of a new fiscal year, it is important to remember to update your fiscal year in Jaggaer. This allows all of your
requisitions to prefill with the correct fiscal year without manually changing. All requisitions submitted with the previous fiscal year will
go into a hold folder where the purchasing team will review on a case by case basis. If you do not use favorite account codes, you
will not need to update this information. If you have any questions regarding this process, pelase contact our team at

purchasing@plattsburgh.edu or 518-564-3606.

1. The first step is to get to your profile in Jaggaer. To do so, click on the person icon in the top right corner of the screen and
then select View My Profile.
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2. Next, you will look on the left side of the screen for the Default User Settings list and then select Custom Field and
Accounting Code Defaults.
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Then, you will click on the User Code Favorites tab. Here you will see your account codes with fiscal year noted. Click on the
Edit button.
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4. Finally, you will click on the Select from all values... option and in the drop down menu, select the newest fiscal year. Then
select Update, and you are all set.
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