Setup Home Address in the Ariba system

Below are the instructions you can include for users to setup their home address in the Ariba system to ship items to
their home:

e Once your item in your shopping cart select the “Check Out” Button

e Click on “Manage Locations” next to Ship to
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e Select the drop down arrow
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e Select “Browse All” located at the bottom of the list
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Setup Home Address in the Ariba system

e Select the “New” button located at the top right corner of the window
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e Fill in the required fields and click “Save”
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e Click the “Done” button (be sure to verify that all information is correct)
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Note: This address will be stored in the system for future use.




