Choosing a Shipping Address
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These steps show how to search for and choose an address to add to your requisition.

1. Onthe Summarytab, scroll to the Ship To & Bill to section and click the pencil icon.
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2. Click the radio buttons to select from any listed addresses. Note: the star indicates
your default address.

Use the Search additional field to find other addresses and click the magnifying glass.

Tip: search by street number, e.g. 1033, 79, etc. to view available addresses.

Ship To

O Current Address - Sample Requester105, [Building/Reeml, 1033 Massachusetts Ave, Cambridge, MA 02138-0000, United States

O 1033 Massachusetts Ave - Sample Requester105, [Building/Room], 1033 Massachusetts Ave, Cambridge, MA 02138-0000, United States *
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3. Select an address from the search results by clicking the radio button. Click the arrows
on the bottom right to display further search results.

Edit Ship To &Bill To

© 10 Cowperthwaite St — Sample Requester105, [Building/Room], 10 Cowperthwaite St, Cambridge, MA 02138-0000, United States
O 10DeWolfe St - Sample Requester]05, [suiging/Room], 10 DeWolfe St, Cambridge, MA 02138-0000, United States

© 10Garden St - Sample Requester105, [Building/Room], 10 Garden St, Cambridge, MA 02138-0000, United States

O 10Gove St - Sample Requester105, [Buildng/Room], 10 Gove St, East Boston, MA 02128-0000, United States

O 10Harvard Way - Sample Requester105, [Building/Room], 10 Harvard Way, Boston, MA 02163-0000, United States

O 10Holyoke Pl — Sample Requester105, [Building/Room], 10 Holyoke PI, Cambridge, MA 02138-0000, United States

O 10Mellen St ~ Sample Requester105, [suilsina/Room], 10 Mellen St, Cambridge, MA 02138-0000, United States

© 10 Mt Aubum Street — Sample Requester105, [Building/Room], 10 Mt Auburn Strest, Cambridge, MA 02138-0000, United States

O 10 Shattuck St - Sample Requester105, [Building/Room], 10 Shattuck $t, Boston, MA 02115-0000, United States
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4. Clicking the radio button expands the address details, where you can:
* Enter the name of the person you want listed in the ATTN: field

* Enter other optional information (building, room, floor, etc.) that will help in
the proper delivery of the items

Please note: Suppliers have limited space on their shipping labels, so be judiciousin
providing only the critical information for delivery.

Edit Ship To & Bill To ®

(@ 10 Mt Auburn Street £S)
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ATTN Name/Depart D Add to my addresses

sample Requester10s

10 Mt Auburn Street
Cambridge

State MA

Zip Code 02138-0000

United States

(O 10 Shattuck St — Sample Requester105, [Building/Room], 10 Shattuck St, Boston, MA 021150000, United States
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Save Changes Close

5. Check Add to my addresses to save the address to your profile for future use.
. Enter a nickname to identify the address easily
*  Select the Make default checkbox if you want this address to be your default

shipping address
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6. Click Save Changes.
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