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Purpose
The purpose of the Ship To Bill To functionality is to allow the user the flexibility of changing their shipping and billing addresses as they change positions or re-locate to another facility on campus. The users can change their ship to and bill to addresses by accessing the information in their user profile.
[bookmark: _Toc412579482]Accessing User Profile
1. Upon logging into the system, the user will Select > Menu > Profile 
[image: ]
[bookmark: _Toc412579483]Editing Ship to Bill to addresses
· Upon entering the user profile information form, the user will notice a default Ship to Bill to address already associated with their profile.
. 
To edit the Ship to Profile, Select > Edit under the Default Ship or Default Bill to.
[image: ]

 
2. A Location dialogue form will open.
[image: ]
3. In Location Name, type in the name of the new location, Select > Go.
4. Select the location you wish to become either the Default Ship To/Default Bill To by clicking on the hyperlink under the location name.
[image: ]

5. The address you select can now be seen in your user profile.
6. Select > Update to save the new address.
7. Repeat Steps 1-6, if you need to change the Bill to or Ship to address.
[bookmark: _GoBack]
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* Email ID:
* Unique 0:
*First Name: [Susie
* Last Name: Gilley
GL User Name:
Sourcing User
Name:
* Phone: [2154449300

Privileges: || Transfer Originators Cart
Checkouttab
Approve tab.
Manage Tab
Transaction to Quote:
Office tab
Receive tab (Qty)
Receive tab (Value)
Invoice

* Payment Forms.
Permitted:

Allow Approver
Non-Catalog item/Supplier:

Transaction Name:
Payment Form:
Purchase Order #:
Release Method:
Order Type:
Notes/Attachments:
Fiscal Date:

Aux Fields 18 2:
Need By Date:
Account Code:
Quantity:
Commodity Code:

Create Non-Catalog
‘Suppliers:

CreditCard

PO

Email Alerts:

Time Zone: | £sT

Language: | English

* Default Ship to:

Criminal Justice Department
Rm 100 Davenport Hall

529 OakSt.

Chatanooga, TN 374038

Default Location
University of Tennessee

Knowile, TN 37996 edit
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Location Name (Select Location)  AddressLine1  AddressLine2  City StatelProvince  ZipiPostal Code

Please enter your search criteria above.
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