How do | change the contact name for shipping?

Problem

| need to change the contact name for an order | am placing

Solution

1. In the requisition click Pencil Icon (edit) in the Shipping Section

Shipping Pl U

Ship To

Contact Name Anna Bajka
Phone +1 828-262-4027
Email bajkaab@appstate.edu
ASU Office of the Chancellor
438 Academy St
BBDougherty 400

Boone, NC 28608

United States

2. Update the Contact Name, Phone and Email, then click Save Changes

shipTo
(® CURRENT ADDRESS

Anma Baika O] Addtomy addresses
 e282624027

bajkaab@appstate.edu
ASU Office of the Chancellor
438 Academy St
BEDougherty 400

Boone

Ne

28608

United States

O Default - Anna Baijka, +18: ajkaab@appstate edu, ASU Office of the Chancelor, 438 Academy St, BBDougherty 400, Boone, NC 28608, United States

O A - Amna Bajka, +1 6262

bajkaab@appstate.edu, ASU Academic Affairs, 438 Academy St, BB Doughrty 207, Boone, NC 28608, United States

O BusinessAff - Anna Bajka, +1 828-262-4027, bajkaab@appstate.edu, App State Busin

s, 438 Academy St, BEDougherty 327, Boone, NC 28608, USA

O Buss Aff — Anna, +1826:262-4027, bajkasb@appstate.edu, App State Business Affairs, 438 Academy S1, B8Dougherty 327, Boone, N 28608, USA

Related Articles

® All line items have been rejected?

® How do | add a shipping address in YoMart?

® How do | add a vendor who is not in YoMart?

® How do | add multiple account codes to a requisition?
® How do | correct "over-receiving" in YoMart?

® How do | create a reimbursement in YoMart?
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® How do | link a Contract in the Direct Pay Form?

® How do | make changes to a requisition that has already been submitted?
® How do | search for Contract Requests?

® How do | search for Contracts?

® How do | search for Requisitions or POs?

® What Commodity Code do | use?
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