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Requisitions require shipping information to be provided at both the document header and line item 
levels. If you provide this data on your User Profile, it will be defaulted into these fields, reducing the 
amount of data entry required when creating a requisition. You can change the shipping information on 
requisitions to override your defaults when necessary.  
 

Required shipping information on requisitions: 
 

  

If you would like to provide default shipping information on your User Profile, follow the steps below. 

1. Go to ‘Preferences’ in the purple navigation bar at the top of your screen and select ‘Change 

Your Profile’ from the dropdown menu: 

 
 

2. Confirm that the first page of data is correct and then click ‘Next’ to get to the ‘Account/Ship’ 

section. Review your default accounting and then enter the Floor/Room/Phone information and 

select a Ship To location if you have not done so already. Click ‘Next’. 
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3. Justify your changes in the Comments box. Click ‘Next’. 

 
 

4. Verify that your current supervisor is shown in the approval flow. If not, go back to the first page 

and correct. Click ‘Next’. 

 
 

5. Confirm the changes then click ‘Submit’. 

 
 

6. Once the User Profile document has been approved, the defaults will take effect. 

 

 

Please contact aribahelp@nova.edu if you have any questions or need assistance with this new feature. 
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