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	Quick Reference Guide
Alternate Ship To Address 



[bookmark: _GoBack] Alternate Ship To Address Quick Reference Guide
Last Updated: 04/2023
This document provides instructions for requesters to input a temporary alternate ‘ad-hoc’ ship to address to receive packages at an off-campus location. It is highly recommended that the requester receive departmental approval before shipping to an off-campus location. This change is allowed at the Line Item level of the requisition. Once work on campus resumes to normal, these ad-hoc addresses will be removed from Ariba.
NOTE: No changes to the ship to location in the user profile should be made.
Shipments being delivered to campus should maintain the regular process and select building location from the list of prepopulated entries.
[bookmark: _Hlk132280665][bookmark: _Hlk132280656]Property Accounting policies and procedures must continue to be followed. Any capital equipment that will reside off-campus must follow the Use of University Equipment Off-Campus business process, which includes completion and submission of the requires the completion of the Form POC – Property Off Campus. Questions related to Capital Equipment need to be directed to Lisa Geisler at lgeisler@purdue.edu

	[bookmark: _Access_Ariba]Edit Line Item

	From the requisition, select Line Items and click Actions.

From the drop-down, select Edit.
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	Under Shipping – by Line Item, click the Ship To/Plant drop-down.

Click Search More.
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	Click New.
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	[bookmark: _Heading_2][bookmark: _Adding_Items_to]Create the Nonstandard Ship To/Plant entry.

· Do not create an address using ALL CAPS, this will cause errors.
· Use the two-character state code, IN.
· Although not marked, Postal (Zip) Code is required.

Complete the required fields, marked with a red asterisk (*), to create the new location. 

Provide contact information such as phone number so the supplier or shipper can contact you with questions.
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	Click Save.
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	The created address is now available, click Select to add to requisition.
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	Once selected, the Ship To/Plant field will auto-populate with the Plant ID# created for the alternate address. 

The system will auto-populate the name of the Requester in the Deliver To field; update to the appropriate name.
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	Once the alternate address has been created, it should be selected from the drop-down or located using the Search function. Do not create the alternate ship-to address each time it is to be used.

	Purchase Order

	The print view of the Purchase Order (PO) will contain the new address created in the Ship To/Plant section. 
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	Approval

	Requisitions with an off-campus address will be sent to Procurement Services to perform an appropriateness review. Procurement will contact the requester if they require additional information before releasing it for fiscal approval and payment.  
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) 1 ®  JAM Paper(R) 3-Hole-Punched 2-Pocket Plastic ...
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Supplier Part # 239211

Commoity Code: ~ Folders and binders and indexes.
Purch Org: 1000 (Purdue Purch Org)
Vendor: 0005046555 (Office Depot Inc)
Line Item Text:
Contact: 0005046555

Payment Terms: 227

Location:
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Copy
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Shipping - by Line Item

ship TolPlant: * | PTCA (PURDUE TECHNOLOGY CENTER # \/

Deliver To:*  FREM (LYTLE J. FREEHAFER HALL OF ADMIN SERVS)

PHYS (PHYSICS BUILDING)
Need-by Date:
MMDC (MATERIALS MANAGEMENT & DISTRIBUTION CTR)
Purchase Group: PTCA (PURDUE TECHNOLOGY CENTER AEROSPACE)

KNOY (MAURICE G. KNOY HALL OF TECHNOLOGY)

Comments - by Line Item [ Search more
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Create Nonstandard Ship To/Plant

Enter the requested information for the new value and then save it. The new value is added to the lst of values in the Chooser.
Name: * | Titfany Weatherford

ID: ADBuyer378012756

Street:* | 123 Main Street

Street 2

Street 3

City:

Lafayette

statelPrvncign: | N

Country: * | United states v
Postal Code: | 47000

Phone:

Fax

Email Address:
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Choose Value for Ship To/Plant
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Plant Description
ance ASIAN AMERICAN AND ASIAN RESOURCE AND CU Select
ABE AGRICULTURAL AND BIOLOGICAL ENGINEERING Select
ACRE AGRONOMY CTR FOR RESEARCH & ED Select
Acx ALLEN COUNTY EXTENSION select
ADAMSX ADAMS COUNTY EXTENSION OFFICE Select

I ADBuYer378012756 Tiffany Weatherford Select
ADDL ANIMAL DISEASE DIAGNOSTIC LABORATORY Select
ADM /ADM AGRICULTURAL INNOVATION CENTER Select
ADMAT GAIL POLIZZI select
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Shipping - by Line Item

Ship To/Plant: * | ADBuyer378012756 (Tiffany Weatherford) ~/

Deliver To:* | Tiffany Weatherford

NeedbyDate: [ Tue,3tmar200 @] @

Purchase Group: | 100 (Purdue Purch Grp) v
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PURDUE

UNIVERSITY.

ORDER NO. 4500739542

Issued on Tuesday, March 24, 2020 EDT
Created on Tuesday, March 24, 2020 EDT by Julie A Smith

SUPPLIE!
Office Depot Inc

PO Box 633301
Cincinnati, OH 45263
United States

Phone: +1 844-250-0032
Contact: LINDA VELA

SHIP TO/PLANT:
Tiffany Weatherford
123 Main Street
Lafayette, IN 47909
United States

Phone: +1 765-555-1234
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