Smart Source Step-by-Step Guide
Changing Ship-To Addresses

Procedure

1. From within a transaction, select the Edit icon on the Shipping tab.
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2. A new window appears. To change the default Central Receiving ship-to address, select the Click

Here icon and then select the Select from Org Addresses icon.
Ship To 7 X

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 select from your addresses

[ select from org addresses ]
Address Details

Attn:

Address Line1  34TH & LUDLOW STREETS
City PHILADELPHIA

State PA

Zip Code 19104

Country United States

m Cancel
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3. A search box is displayed. Enter search criteria in the box and select the Search icon. ANote,

nritaria crirh ac ctraont naman, hlll'/n/l'n_qy ntr ran ha rieaAd

Close |
- Address Search ?

Mickname / Address Text korman

4. A list of ship-to address values is displayed. Select the desired value. The address details are
updated to reflect the selection.

Ship To ? X

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

Shipping select from your addresses

HIL LR

address il

select from org addresses
Address Details

Contact Line 1 G. Cringolo

Department Bldg. &
|Address Line 1 Korman Center
| City Philadelphia

State PA
\Zip Code 19104
| Country United States

Save this address for future use

m Cancel

5. To save this address for future requisitions, select the Save This Address for Future Use link
and provide a name for the address. Should you wish to have this address default for all future
requisitions, select the Check this Box to Make this the Default Address in the Future
checkbox.

Ship To ? X

Cornplete the fields below to enter your shipping address
for this order. If you need to make a change, select 2
different address from the available options,

Shipping select from your addresses
address M

select from org addresses
Address Details
‘Contact Line 1 G. Cringelo

Department Bldg. &
Address Line 1 Korman Center
City Philadelphia
State PA

Zip Code 19104
‘Country United States

¢ Save this address for future use

Mame this address (e.g. Main 5t)

Kerman

¥l Check this box to make this the
default addre& in the future,

m Cancel
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6. Select the Save icon. Your requisition is updated with the updated shipping details.

You have successfully changed your shipping address.
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