California State University, Chico -- CSUBUY Delivery Location Setup

m The California State University

CSUBUYE

A COLLABORATIVE PROCURE TO PAY MARKETPLACE

CSU Chico One-Time Setup:

IMPORTANT: For proper delivery, all users must designate a specific delivery location. This is a one-time setup that will

help your packages get labelled correctly and prevent delays. If not already done so, please make the following changes
to your profile.

To change the Deliver-To information:

1.
Search (Alt+Q) ~
Click the Profile icon in the ch (Alt+Q) Q 0.00USD W | A 1)
upper right. Michael McNairn
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" . . View My Profile
Click on “View My Profile” /
Dashboards
Manage Searches

Manage Search Exports

Set My Home Page
You do not have any recent orders

Legout

3.
Under Default User Settings, User Profile and Preferences
click on “Default Addresses”

MaF + o Ay
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Custom Field and Accounting Code Defaults

Default Addresses
Cart Assignees
Checkout Settings

Payment Options
User Roles and Access
Ordering and Approval Settings
Permission Settings
MNotification Preferences

ser History
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4.

Under the “Ship To” tab, click
on the “CSU Chico” Shipping
Address.

5.
Make sure the address setup
looks like the following:

For Campus users:
Attn:
First and Last Name (DEPT)

Deliver To:
CSU Chico - PCC Receiving

For Associated Students users:

Attn:
First and Last Name (DEPT)

Deliver To:
Associated Students

6.
Click Save

Default Addresses

Ship To Eill To

Select an

Shii i ii Addresses

ress 10 24,

?
Select Addresses for Profile Delete Address
Edit Selected Address ?
MNickname CSU Chico
Default
Current Default C5U Chico
Address
ADDRESS
Attn: * Michael McMairn (PURC)
Deliver Ta: CSU Chico - PCC Receiving
Address Line 1 940 West 1st Street
City Chico
State CA
Zip Code 95925
Country United States
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