
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 

 

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: 

 

 

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

 



Click “Apply” button to the lower right. 

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

 


