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TIP 
Do not delete "My First Profile" at any time. You have the option either to edit "My First Profile" 
or create a new shopping profile, if desired. 

 TIP 
If you need to delete a profile, click the Delete icon next to the Profile Name.  

  

 

Edit a Profile 

Click on the edit icon to view and update a profile: 

¶ In the Profile Data box, verify and update your email and phone number. The displayed 
email is used to send you notification emails.  

o To update them, enter the new email address and/or phone number in the Override 
fields. 

o Click Save.  
¶ In the Shipping Address box, click the Add button to select shipping locations you typically 

have goods shipped to or click the Edit icon to update contact information associated with 
the address.  

¶ Optional - In the FOAPAL Favorites box, select the Fund, Account, Activity or Location codes 
you frequently use, and add them as your personal favorites.   
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View, update and add a Shipping address 

¶ If you have shipping addresses already added to your profile, they will be listed in the 
Shipping Addresses section. 

¶ Once you are in the McGill MarketPlace, all of the shipping addresses under your shopping 
profile will be accessible for you to select in the Review section of your shopping cart. 

¶ To delete an address, click on the Delete icon next to the Shipping Address. 

¶ Click next to a shipping address to make it your default ( ) - you always have the option 
to change the shipping address in the Review section of your shopping cart.  

Add a Shipping Address  

1. Click the Add button in the shipping address section. The 
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3. Click on the room number.  

Note: If your exact shipping address (building and room number) is not available from the 
list, you will need to request one by submitting the Request a New Location code/MMP 
shipping address form found on the Financial Services website. 

4. On the Add shipping address screen, fill in all the required fields:  
o Ship to Alias - the name that will be selectable from a drop down list when in the 

Review section of your shopping cart. 
o Contact Name, Phone number and Email address - the information of the person who 

will receive the goods - contact details for the vendor.  
5. Check the Default box if you wish to make it your default shipping address. 
6. Click Save. This will bring you back to the main screen of your profile. 
7. When satisfied with the updates to your shopping profile, click the Shop with this profile 

button to access the McGill MarketPlace. This will redirect you to the McGill MarketPlace 
entrance page.  

Note: You may add one or more new shipping address to your profile. For example, if you are 
responsible for buying products for various labs, you may want to add the shipping address of  Dr. 
Smith's lab and of  Dr. Brown's lab.  

Edit a Shipping Address  

¶ Only contact information may be updated for a shipping address already added to your 
profile. 

¶ If the room number needs to be changed, you will need to Add a new shipping address.  

1. Click on the Edit icon next to a shipping address to view and edit it. 
2. If updates are required, you may override the contact information for this shipping address - 

Contact Name, Phone number, and Email address. 
3. Check the Default box if you wish to make this shipping address your default. 
4. Click Save. This will bring you back to the main screen of your profile. 
5. When satisfied with the updates to your shopping profile, click the Shop with this profile 

button to access the McGill MarketPlace. This will redirect you to the McGill MarketPlace 
entrance page  

View, update and add FOAPAL Favorites 

¶ If you have fund, account, activity and location codes added already to your profile, they will 
be listed in the FOAPAL favorites section. 

http://www.mcgill.ca/financialservices/forms/location-code
http://www.mcgill.ca/financialservices/forms/location-code
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¶ Once you are in the McGill MarketPlace, all of the FOAPAL favorites under your shopping 
profile will be accessible for you to select in the Review section of your shopping cart. 

¶ To delete a fund, account, activity or location code, click the Delete icon next to the FOAPAL 
element. 

¶ Click to make a code your default ( ) - you always have the option to change FOAPAL 
elements in the Review section of your shopping cart.  

1. Select a FOAPAL element (Fund, Account, Activity or Location) from the dropdown list. 
2. Enter a corresponding Fund/Account/Activity/Location code in the Individual Code field. 
3. Click the Add Favorite button. 
4. Add as many codes as you want for each element, just repeat the steps from 1 to 3. 
5. Once you are satisfied with the updates of your shopping profile, click the Shop with this 

profile button to access the McGill MarketPlace. This will redirect you to the McGill 
MarketPlace entrance page.  


