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Click on DEFAULT USER SETTINGS, then DEFAULT ADDRESSES

User Profile and Preferences

dame, Phone Mum)|

Language, Time Fone and Display Settings

App Activation Codes

Default User Setti

Custom Field and Accounting Code Defaults

! Cart Assignees

Checkout Settings
Financial Approvers

Payment Options

Click on SELECT ADDRESSES FOR PROFILE. Search by street or building name.

Default Addresses
Ship To  Bill To

Select an ogdress o edit

Shipping Addresses
5845

Select Addresses for Profile
o
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Search by street or building name.

Creating an Additional Ship To Address

Go to the dropdown next to your name, VIEW MY PROFILE

Ship Te  Bill To

Name
____,(328&
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Shipping Addresses Address Search
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Address.

Contact Mame Patricia Perrone
Room

ASE Il Building

3 Rutgers Plaza

Mew Brunswick, MJ 08203
United States

]

Click Default box if this is the address you want to use as your default.
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?
Shipping Addresses Edit Selected Address 7
5845 Nickname 284
Default g L
——Cimrent Default 5845
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g ([ ADDRESS
Contact Name Patricia Perrone
Room

Address Line 1
Address Line 2
City

State

Zip Code
Country

ASH Wi Building
3 Rutgers Plaza
Mew Brinswick
M)

089303

United States

Hit Save. This address will now come

up as an option.




Creating an Ad-Hoc Ship To Address
for one time shlpments

Business Process Context

Choose select from org addresses.

The RU MarketPlace has been configured to provide schools/units a Shipping address [?f"fﬂ from org e’\“C""‘le?]
way to have goods shipped to an address that is not available in the
list of pre-defined addresses in the system. This job aide provides you

with an overview of the steps to select a one-time address.

3. Type “One-Time" in the Nickname / Address Text box.
appropriately. Then press Search.

Please note: due to how the RU MarketPlace interacts with our =
AR PR : '~ Address Search ?
suppliers' eCommerce applications, we are unable to use a one-time
address with requisitions containing one or more line items added from :"C:‘“ame / Address  [One-Time
. X
a punchout or hosted catalog. If a one-time address has been used y
along with punchout/hosted catalog line items, the requisition will be Search

automatically returned by the RU MarketPlace to the requisitioner.

Should you need to have goods shipped from an enabled supplier A SewcitheOne-Tyne opuo:

shipped to a one-time address, please utilize either the Quick Order or 5. Populate the required fields.

oo Reguest-lon. 6. If you would like to use this address in the future, save it.

Create an Ad hoc Shlp-tO Address 7. Once the address has been added to the requisiton, complete the

From the shipping tab in the shopping cart: requisition process as normal.

1. Select the edit button for the shipping address.

Currently, you can only utilize an ad hoc ship-to address
Shipping ? with requisitions initiated from a Goods Request, Service
These values apply to all lines unless specified by line item Request. or Quick Order.
s;:;;:g — =3 If you attempt to add an ad hoc ship-to address with an

O Required field - 2 enabled supplier, the requisition will be auto-rejected.

MUST be a Rutgers location




