Eddie Sze's short instructions for how to change the "ship to" address
in BuyWays

1. Go to your profile once you log in. Click the head on upper right corner. And select “view my profile.

Purchase Order Number ~ Search (Alt+Q) Q 0oouUsSD W D |m @1 .
Shop » Shopping » Shopping Home Eddie Sze t
Search Hosted Catalogs Everything v View My Profile
Dashboards
Go to: ad h | favorites | forms | non-catalog item | quick Browse: vendors

Manage Searches

¥ Manage Search Exports

Welcome to BuyWays Production Set My Home Page
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. My Recently Completed Purchase Orders a -
FW Webb punch-out will be down Friday, April 17 at 4pm - Monday, April 20th at 6:30am EST.
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2. Click “default User setting---and select default addresses

Purchase Qrder Number ~ Search (Alt+Q) Q 0.00USD E’ QD |w
My Profile » User's Name, Phone Number, Email, etc I
Eddie Sze User's Name, Phone Number, Email, etc.
User Name 10112478 First Name Eddie
Last Name Sze

User Profile and Preferences

Update Security Settings Phane Number * +1617-287-2253 ext.

| Default User Settings International phone numbers must begin with +

Custom Field and Accounting Code Defaults Mobile Phone Number
Default Addresses International phone numbers must begin with +
Cart Assignees
E-mail Address * Eddie.Sze@umb.edu =
Checkout Settings
User Roles and Access Business Unit Boston (UMBQS)
Ordering and Approval Settings Department .
Permission Settings
Notification Preferences Position -
User History
Authentication Method SAML
* - .
User Name 10112478 Restart to install the newest Windows
feature update
* Required

3. Click the “select Address for Profile” then select “ Other-UMBQOS” and complete the address
and Click “SAVE”

Purchase Order Number ~ Search (Alt+Q) Q 0.00USD W Q| i
My Profile » Default Addresses I
Eddie Sze Default Addresses
User Name 10112478 Ship To  Bill Te

Select Addresses for Profile

User Profile and Preferences

Update Security Settings Shipping Addresses Select Address Template
Default User Settings DESKTOP DELIVERY - Select Address v
Template
Custom Field and Accounting Code Defaults MY OFFICE
Default Addresses UMB - Central Receiving
Cart Assignees Wheatley Bldg

Checkout Settings
User Roles and Access
Ordering and Approval Settings
Permission Settings
Notification Preferences

User Histary

[E] Restart to install the newest Windows

feature update
h

Pick a time Restart tonight




Eddie Sze Default Addresses

User Name 10112478 Ship To  Bill To
?
User Profile and Preferences 5 iessio ot
Update Security Settings Shipping Addresses Edit Selected Address ?
Default User Settings DESKTOP DELIVERY “ | Nickname OTHER-UMBOS
Custom Field and Accounting Code Defaults MY OFFICE Default -
OTHER-UMBOS i:greenst;Defau\t DESKTOP DELIVERY
Cart Assignees UMB - Central Receiving ADDRESS
Checkout Settings Wheatley Bldg Attn: * |e£dle =S
User Roles and Access Rm/Fl/Ste:
Ordering and Approval Settings Address Line 1* 1123 abc st
Permission Settings ” | /Address Line 2

i *
Notification Preferences Address Line 3

City * Gl
User History Yy !apple

State * ma

Zip Code * 02199

Country United States

4. Now you should see the new address when you check out----Click the “shipping” tab when you check out

Purchase Order Number ~ Search (Alt+Q) Q 6.23USD W QO |w 4!‘”]_

Orders » Search P Search Documents » Accounting Codes - 131530221 - Draft Requisition

- . . Submit Requisition
v Accounting Codes P Internal Notes and Attachments | % External Notes and Attachments | @ Final Review _
Assign Cart

4) Return to shopping cart 4) Continue Shopping

& You have completed the required information in this step. At this point, you can do the following:

Proceed to the next step: Internal Notes and Attachments. Go straight to the end: Final Review.

Requisition PR Approvals PO Preview Comments Attachments  History
Summary  Billing  Accounting Codes  Supplier Info S 2

Hide value descriptions

Accounting Codes ?
These values apply to all lines unless specified by line item
Business Unit Speedtype Account Request Budget  SpeedType Class Class Fund Department Program Project edit
Override
UMBOS 107978-B 734200-B none-B 51161-B B005700000-B DO0-B none
Boston CLA - Dean's Office Office & Admin General Operating  CLA - Dean's Office  Academic Support
Supplies Fund
For selected line items Add to Favorites v m

WB MASON CO INC more info..

Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price
1 G2 Premium Retractable Gel Ink Pen, Refillable, Black Ink, .7mm, DZ -  more info.. PIL31020 Dz 6.23 1DZ 623uUsp |/

Accounting Codes (same as header)

edit |




5. Click on “edit” and select the address you want to ship to.

Submit Requisition
- s - ~ - .
¥ Accounting Codes | & Internal Notes and Attachments | & External Notes and Attachments | ‘& Final Review BT AL R A IR T L

Assign Cart

+) Return to shopping cart ¢ Continue Shopping

& You have completed the required information in this step. At this point, you can do the following:

Proceed to the next step: Billing. Go straight to the end: Final Review,

Raqul:iﬁollﬂ PR Approvals h PO Preview Comments Attachments  History

Summary  Biling  Accounting Codes  Supplier Info @|

Hide walue descriptions|

| Shipping 7
These values apply to all lines unless specified by line item

Ship To
Shipping address Attn: Eddie Sze

Rm/Fl/Ste: RM 10/2nd

floor/COLLEGE OF LIBERAL ART-

DEAN'S OFFICE

UMASS Boston

Wheatley Bldg

100 Morrissey Blvd.

Boston, MA 02125

United States

For selected line items Add to Favorites v
WB MASON CO INC more info..

Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [ |

Ship To 7 X

Complete the fields below to enter your shipping address for this order. If you
need to make a change, select a different address from the available options.

shipping address select from your addresses
OTHER-UMBOS 4

To choose a different address, click here
Address Details

Ieddie sze

Address Line 1* 123 abc st
Address Line 2
Address Line 3 *

[appl e

Ima

02199
United States

_Cancel

search




6. Now you should see the address you selected on the PO

¥ TOU Nave COmpietea e requirea INTonmaton In s Step. At s pointg, you can ao wme ronowing:

Proceed to the next step: Billing. Go straight to the end: Final Review.

Juisition PR Approvals | PO Preview Comments Attachments History
ammary Billing Accounting Codes Supplier Info (=1

Hide val

descriptions

~

Shipping
These values apply to all lines unless specified by line item

Ship Te edi
Shipping address Attn: eddie sze

Rm/Fl/Ste:

123 abce st

apt 1

apple, ma 02199

United States

For selected line items Add to Favorites ¥ m
/B MASON CO INC more info
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price
I G2 Premium Retractable Gel Ink Pen, Refillable, Black Ink, .7mm, DZ £ more info.. PIL31020 Dz 6.23 1DZ 6.23 USD
Ship To (same as header)
Vendor subtotal 6.23 USD
Subtotal 6.23
T_ant 223 nien





