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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.  
Click the Profile icon in the 
upper right. 
 
2.  
Click on “View My Profile” 

 

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

 

 


