
Pro�le Set Up - Ship To Addresses

I.

II.

III.

IV.

From the Shopping Dashboard, click on the pro�le icon.

From the dropdown menu, Select View My Pro�le.

1. Select the Default User Settings.

2. Click on Default Addresses.

The Ship To tab displays by default. To add a new address, click on Select Addresses for Pro�le.

In your user pro�le, on the left side of the page,



V.

VI.

A search interface will display. 

Type the name of your department and click Search.

Select the correct address from the list displayed.

VII.
Click the Default checkbox if this is your default 
Ship to address. Click Save to save changes.



VIII.

IX.

The selected address displays in the Shipping Addresses box on the left side of the screen. 
Note that the default address will be in bold type.

You can select the Delete Address button if the address was selected in error, or if it is no longer needed.

Repeat these steps to add more addresses to your pro�le, as needed.

If the desired address is not found in the system, contact the Purchasing department. They work with Space Planning 
to add University addresses to UShop.


