SHOPBLUE

Adding Multiple Ship-To Locations

1. When you have completed shopping and are ready to checkout, proceed to checkout from your shopping cart
(Figure 1).
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Figure 1

2. Before you place the order, navigate to the shipping information by selecting the “Shipping” tab (Figure 2).
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Figure 2
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3. Onthe shipping page, under the “Lines” section, select the “Edit” button to change the ship-to location for that
line (Figure 3). Note: the ship-to location for each line will automatically default to be the same as the ship-to on
the header of the requisition.

Lines Selected Line ltem Actions

Prentice Office Environments

:= more info...
030PREMTICE
472 Franklin Street. Buffale., NY 14202-1302 US

Product Description Catalog Ha Size / Packaging Unit Price Quantity Ext. Price

1 Chairs B  more info... 54268 EA 75.00 SEA 375.00 USD
Ship To (same as header)

Delivery Options (same as header)

2 Desk @  more info.. 99231 EA 20000 1EA 200.00 USD
Ship To (same as header)

Delivery Options (same as header)

3 File Cabinet [ more info 37054 EA 45.00 ZEA #0.00 USD
Ship To (same as header)

Delivery Options (same as header)

Supplier subtotal 665,00 USD

Figure 3

4. A pop-up will appear. Here you can edit ship-to information. You can either edit the address details where an
asterisk is located or choose from other organizational addresses. If you would like to select an address not
located in your favorite ship-to, choose “select from org addresses”. (Figure 4).

Ship To ? X

@ No User Addresses ‘

Complete the fields below to enter your shipping address
for this order. If you need to make a change, select a
different address from the available options.

Shipping address | select from org addresses
Address Details
Attn: * Jordan Wilson
Contact Line 2% || University at Buffalo
Bldg: * Crofts Hall
Room: ® 224
Address Line 1 Morth Campus
B City Buffalo
State MY
Zip Code 14260
N Country United States

| e

Figure 4
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5. Type UB in the search field then click search. Locate the address you are seeking then click select (Figure 5).

[E,I Address Search] ?
Mickname / Address Text ||UB

[ Search |
Results Per Page Addresses Found: 48 (=] Pag NEIDE:

MName Address
UB-1001 Main St Attn: Joseph Vacanti select
Conventus
Bldg:
Room:

1001 Main 5t
Buffalo, MY 14203
United States

Figure 5

6. Once you have selected the address, you will need to input Bldg. and Room information. You may also save the
address. Select “Update” when the appropriate address has been entered (Figure 6).

Ship To T X

@ No User Addresses |

Complete the fields below to enter your shipping address
for this order. If you need to make a change, select a
different address from the available options.

Shipping address  select from org addresses

Address Details

Attn: * Jordan Wilson
Contact Line 2 * Conventus
Bldg: *

Room: *

Address Line 1 1001 Main 5t
City Buffalo

State MY

Zip Code 14203
Country United States

ID Save this address for future use

Figure 6
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7. After you have changed the ship-to addresses for the appropriate lines, the header ship-to will be removed, and
the updated ship-to locations will appear on the corresponding lines (Figure 7).

Shipping Document Actions w | History | = 7

Ship To

Ship To values vary by line

Prentice Office Environments

: m more info..
030PREMTICE
472 Franklin Street, Buffalo, NY 14202-1302 US

Product Description Catalog No Size f Packaging Unit Price Quantity Ext. Price

1 Chairs @ morz info 54268 EA 75.00 S5SEA 375.00 USD

Ship 10 (same as headern) | edit |

Shipping address  Attrc Dalton Holler
University at Buffalo
Bldg: Crofis Hall
Room: 224
MNorth Campus
Buffala, NY 14260
United States

Delivery Options (same as header)

2 Deskp moreinfo. 99231 EA 200.00 1EA 200.00 USD

Iﬁh To edit
values have been overridden for this line

Shipping address  Attre Jordan Wilson
University at Buffalo
Bldg: Crofts Hall
Room: 322
MNorth Campus
Buffala, NY 14260
United States

Delivery Options (same as header)

3 File Cabinet 3 more info. 37054 EA 4500 2EA 90.00 USD

&'\ Io edit

values have been overridden for this line

Shipping address  Attrc Alison Meadows
University at Buffala
Bldg: Clement Hall
Room: 117
South Campus
Buffalo, NY 14214
United States

Figure 7
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