Create or Administer Department Shared Accounts

-Logon to http://ypps.yale.edu/. Click on ‘Blueprint’. Click on ‘Cost’ in ‘Staff/Faculty Printing’ section. Click on ‘PTAEO Set-Up’'.

= S || ¥ welcome | Vate Printing 2

BLUEPRINT  PROMOTIONAL SOLUTIONS SUSTAIMA-WLITY ABOUT YPPS

& parercuT
OvERVIEW STUDENT PRINTING STAFF/FACULTY
QUICK START cost . snodbnzon:
CLIENT DOWNLOADS CLENT SET-UR b

PTAEO SET-UP

CUENT SET-UP
WES PRINTING QUEUE SET-UP MONTHLY BILLING/REPORTING 2
FAQ'S PRINTER it A

DETAILED HOW-TO'S LOCATIONS O=DER PAPER

R TROUBLES®

B COPIER RENTAL
OVERVIEW
cosT
METER READ
MAINTENANCE

John Poitras, Printing in a Creating » Besutiful Case Statement
Digital Wortd

-Click on ‘To create or administer Shared Accounts (also referred to as ‘Cost Centers’), click here’ link’.
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Shared Account/Cost Center Administration - Login

Please click here to log into the system.



http://ypps.yale.edu/

-Enter the Organizational password in the Password box. (See your Business Office for your org password) Click Submit.
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Shared Account/Cost Center Administration Page

(1f you do not haxe nd wish to set one up for your organization,
©.0du, 203-436-9640.)
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Edit Shared Accounts/Cost Centers
Org 1D(s): 10787

1. Choose a Shared Account from the fol
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Create a Shar Cost Center
1f you would like to set 0

Edit User Access

To edit an individual's access to Shared Accounts, enter that person's NetiD below and hit “continue™:

-You can activate or deactivate the account, change the account name, change the PTAEO or add or remove users from the
account. Follow the instructions to process any changes.
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Edit Shared Accounts/Cost Centers
Org ID(=): 10787

1. Choose a Sharad Account from tha following list:
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2. Activate / Daactivate tha selacted Shared Account

[Shared Account Nname

[status
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3. Change selacted Shared Account's name
[Tast999
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4. Change PTAEO for the selected Shared Account
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5. Add and/or Remove Users from the selected Shared Account
(Click here it you need to 100k up NetiDs)
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-Click on ‘click here’ to create a new Shared Account.
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Edit Shared Accounts/Cost Centers
Org ID(s): 10787

1. Choose a Shared Account from the following list:

xxxxxx 537001
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Create a Shared Account/Cost Center
If you would like to set up a new Shared Account, click here

Edit User Access
To edit an individual's access to Shared Accounts, enter that person’s NetiD below and hit “continue®:

j

-Your Net ID will be automatically added to this Account. Uncheck the ‘Add my Net ID to the user list for this Shared Account’ box
if you do not want to be added. Enter a valid PTAEO. Enter a name in the Account name box if you want a name for this account.
(default name is the PTAEO) Add additional Net IDs in the User boxes if other users are to be added. Click Submit.
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If ax o user of the Shared Account you are creating. (optional)
1 be t using this Shared Account. If you do not wish your NetiD to be added to thia Shared Account for

2] adet my

2. Enter a PTAEO
Enter tha PTAEO that this Shared Account will be billed to:

3. Choose a Shared Account Name (o5t
our Shared choo: " If you wish to use a different name to
it here (no spaces som ot P corms or hyphens allowed):

1

4. Ada Additional Users
Enter NetiDs of any additional user:

-A message will display on the form after the account has been successfully added. You will also receive 2 emails confirming that
the account has been added as well as account name and users added information.
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ESTO009$1033084.00.000108.632000.537001 was creatad
added to the Sharad Acco biras

Edit Shared Accounts/Cost Centers
Org 1D(=): 10787

1. Choose a Shared Account from the following list:
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Create a Shared Account/Cost Center
It you would like to set up a new Shared Account, click here

Edit User Access

To edit an individual's acceas to Shared Accounts, enter that person’s NetiD below and hit "continue™:




-Enter a Net ID in the Edit User Access box if you want to add or delete access for that user. Click Continue.
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The new Shared Account TEST999941033084.00.0001D8.832900.537001 was created
The following users ware added to the Shared Account: birat

Edit Shared Accounts/Cost Centers
Org 1D(s): 10787

1. Choose a Shared Account from the following list:
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Create a Shared Account/Cost Center
1f you would like to set up a new Shared Account, click here

Edit User Access

at person’s Netio below and hit “continus®:

-Click on the box next to the Shared Account you want to add access to for this user. Uncheck the box if you want to remove
access to the account for this user. Click Update.
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Edit User Access

To return to the main administration page, click hare
User bir4g has access to all Shared Accounts which are checked off below. To remove this user from a Shared Account,
unchack the corresponding box. To the user to a Sk count, chack tha corresponding box. Whan you are finished,
Click on “Update" t6 update the Shared Account data
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User bjran now has access to the following Shared Accounts:

Edit Shared Accounts/Cost Centers
Org 1D(s):

1. Choose a Shared Account from the following list:

0033767 00.0001b9 00000 537001 _

Create a Shared Account/Cost Center
If you would like to set up a new Shared Account, click here

Edit User Access

To udit an i Accens to Shared Accounts, snter that parson's Netio below and hit “continue”

-User now has access to use these accounts.




