Office Depot — How to enter One-Time shipping address format:

In your requisition during this screen:

Your name will default as the Requester.

Update the *Deliver-To Location — SEE BELOW (remove the default to location and type this in)

Then click on One-Time Address hyperlink
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Requisition Information Approvals Review And Submit
Checkout: Requisition Information
* Indicates required field

Cancel Save Edit Lines | Step 1 of 3 | Next

* Requisition Description |goods

Delivery Billing
* Need-By Date  [03-Jul-2020 23:59:00 =] Project Q
(example: 16-un-2020 19:45:00) Task Ii

* Requester |Rodriguez, Norma H (N(V "

Expenditure Type L

* Deliver-To Location |SEE BELOW Q _ P ) &jp -
T LIRS TTRET | T Expenditure Organization Q
Suggested Buyer Q Expenditure Item Date I &

(example: 16-Jun-2020)
Project Name

On the next screen see below in the *Deliver to Address box type in the name, address, city, state, zip
code, phone number using quotations & commas to break up lines for Office Depot formatting.

This is necessary to comply with the formatting one-time shipments ONLY using Office Depot.

For home residential addresses see example below:

One-Time Address

* Indicates required field
Cancel Apply

Enter an address and click Apply when you are done.

* Deliver-To Address  Attn Ronald McDonald", "12345
Happy Place
Street”, "Somewhere", "Texas", "7 s
8211", "210-255-6977" /

Cancel Apply

IF you have an apartment or suite # see the example below:

aone.

* Deliver-To Address  ["Norma Rodriguez”, "1234 Be
Happy Avenue, Apt 1202", "San
Antonio”, "TX", "78249", "201-555-
1234"



Click “Apply” button to the lower right.

After Apply screen click Next to finish and submit your requisition.
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