
E-Procurement System Tutorial 

Verifying your Profile Information 

Accessing E-Procurement 

Log on to MyPace Portal, click the Staff tab and click E-Procurement. 

Verifying User Profile ʹ User Identification 

Once logged in, Click the icon → View My Profile (located in the upper right-hand corner of the 

screen.) 

 

 

 

 

 

 

 

Verify that the information contained in the User’s Name, Phone Number, Email, etc. section is correct. 

Make any necessary changes and click Save. 

 



Verifying User Profile ʹ Ship To Address 

1. Click Default User Settings.  

2. Click Default Addresses. 

3. Click the Ship To tab 

 

Click the Ship To tab to select the Ship To address.  

 

 

Click the Select Addresses for 

Profile button, then enter 

keywords associated to that 

address in the Nickname/Address 

Text field and click on the Search 

button to search for that address.  

 

 

Click the radio button to the left of 

the address you would like to add 

to your profile. 

 

 

 



 

PLEASE NOTE





4. Then click on the Edit button in the Index row 

 

 

 

 

 

 

 

 

 

5. Click Create New Value, enter the Index to be added in the Value field and click Search 

 

 

 

 

 

 

 

 

6. Select the checkbox and click Add Values to add to profile 

 

 

 

 

 

 

 

 

 




