CLEMS@N

buyways

buyWays User Profile
Update User Profile — Bill to and Ship to Addresses

Version 1
Last Updated: September 28,2009



CLEMS#N

buyways

eLogin to buyWays

buyWays User Profile

Update User Profile — Bill to and Ship to Addresses

eSelect the my profile link at the top left of the buyWays screen
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Update User Profile — Bill to and Ship to Addresses

e Click the Purchasing tab
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Update User Profile — Bill to and Ship to Addresses

Click the Bill To/Ship To Addresses tab
*The Ship To tab is already selected
eClick on one of the addresses listed in the left Shipping Addresses block
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Custom I Financial I Purchasing fApproval
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Seleck an address o adi Select Addresses for Profile I Delete Address I
Shipping Addresses Edit Selected Address ?
0317-0002 | |Department Number [0317-0002
0318 0001 Delaull v
e ——— Current Default Address 0317-0002
0909-0001 ADDRESS
0974-0002 Attn: |clermsan Shopper
1355-0001 FI/Rrmy/Ste: |Fl/Rrny/Ste:
4015-0001
Contact Line 3 Forestry & Matural Resources
4075-0001 Address Line 1 Lehotsky Hall
5105-0002 Address Line 2 128 MeGinty Ct
City Clemson
State =C
+| |2ip Code 20634
Country United States
Save I
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e The screen now displays the full address for the selected address

e Enter the correct room, floor, or suite number where your packages need to be delivered
e Enter only the number, do not repeat any portion of the address that is displayed

* Click Save to update the changes made to your shipping address

» Repeat these steps to update all of the Ship To addresses that are saved in your profile
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0909-0001 ADDRESS
0974-0002 Attn: Clemson Shopper
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4015-0001
Contact Line 3 Forestry & Matural Resources
4075-0001 Address Line 1 Lehatsky Hall
5105-0002 Address Line 2 125 McGinty Ct
City Clemsaon
State SC
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e Click the Bill To tab
*Click on one of the addresses listed in the left Billing Addresses block
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Billing Addresses Edit Selected Address ?
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0903-0001 ADDRESS
0905-0002 Attn: |clernson Shopper
0909-0001 FI/Rmm/Ste: [FlsRm/ste:
0374-0001 Contact Line 3 Farestry & Natural Resources
4015-0001 Address Line 1 Lehotsky Hall
4073-0002 Address Line 2 128 McGinty Ct
5105-0002 City Clermson
5365-0001 State sC
+| | Zip Code 29634
Country United States
Save I
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Creating a PO Revision

e The screen now displays the full address for the selected address

e Enter the correct room, floor, or suite number where your invoice needs to be sent

e Enter only the number, do not repeat any portion of the address that is already displayed
Click Save to update the changes made to your Billing address

* Repeat these steps to update all of the Bill To addresses that are saved in your profile
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0s08-0001 lFI.-"Rm.fSte: 175
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4015-0001 Address Line 1 Lehatsky Hall
4075-000z Address Line 2 128 McGinty Ct
5105-0002 City Clemsan
5365-0001 State SC
~| | Zip Code 29634
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Creating a PO Revision

* This completes making update to your profile Bill To and Ship To information
* For further assistance contact:

* buyWays help desk - 864.656.5581
* buyWays email — cubuyWays@clemson.edu




