Once you have the item in your cart and you want to check out, click “check out” in Office Depot

G o) L Gl By e I e J Baltn Soan L) Mwd Ny Ao A
Shopping Cart Order Summary
Comaus Dhgeay) | o9 Ltrotw 1T
il "
Shpping ary. Price Lrar et Tuvoery ont
Tots (1 them)
Paat® G2 Retiactabile G dobh Pons, Fine Puint 87 Defivery R
roun, Black Sorvel, Blach I, Pack OF 12 Perny Extwnated apvodl Puk 1
Pewy P ASRST LA frmeend Ay ¢ ABAS U4
Sawe P Law
Gerrrue Neod StampaT

“check out” button.

This brings you back into Ariba. Here you will click on the

You have 1 item In your cart

Pllot(R) G-2 Retractable Gel Ink...
$17.99 USD = 3 Deiete

Sort by:

o | Totat $17.99 USD
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1002

You can update the address in the “Ship To” = manage locations:

Ship to Charge to Manage details Total cost $17.99 USD
Cost Center (0000140177 (Supply Mgmt Bus. Ops))

710 Medtronic Pkwy NE
Fridley, MN 55432.5604
United States

Need-by Date
-]
1, Neod-by Date is required
Company Code

On Behall Of
1000 (Medtronic Inc.)

Nicole Schwiotors
Total Cost(USD)

$17.99 USD

~ Hide additional details

Items (1)



From here, click the drop-down arrow = Browse All

Manage locations

The changes that you make here apply to every item in the shopping cart, Please note that when changing the value of a field,

the change is automatically saved.

Shipping

ShipTo(Plant) *

Need-by Date * (j)

[ MN025:1000 (Medtronic World Headqua...~ | [ 2|

Clear selection

2

Nicole Schwieters

Purchase Group
C04 (Ariba General)

304 Unit A Need-by Date is required

Mailstop
LS240

shipping items to different locations?

In the upper right corner, New

ShipTo(Plant)

1D Search for ShipTo(Plant)

Name

DROP SHIP
NON-
CATALOG
USE ONLY

DROP SHIP
NON-
CATALOG
USE ONLY

AGD99:1000

Covidien
Austria GmbH

ENTER DROP SHIP
ADDRESS

Campus 21,
Europaring FOS01



Then you can fill out the required fields and click “save”

Add new address

Street 1*

Street 2

State/Province*

Postal Code* Country/Region*

Questions? Reach out to rs.officesupplies@medtronic.com
Or Brad Greskowiak brad.greskowiak@officedepot.com
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