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PR35_Delivery Address Search
 
Overview
 
Transaction Description:
This transaction enables delivery search address capabilities in Shop OnLion.
 
Penn State Purpose:
This transaction describes the process for locating an approved delivery address using the search capabilities and Penn State location code customization in a shopping cart.

Process Steps
 
[bookmark: TS_8AAE3F42FCF143FC88AB397B59DD1956]The Delivery Address fields are located within a shopping cart line item details.  First, select the line item then click the Details button.
1. The Details button is clicked.
[bookmark: TS_DE8EE75771DA47ADAF5C4F6059922BCA]The shopping cart delivery address will default to the address in your user profile. To select a different address for the supplier to deliver the items on this shopping cart, press Reset to clear your default values.
2. The Reset button is clicked.
[bookmark: TS_E69B64AC18AD4AF9A7D3E751057D3BAF]Use the Possible Values in the Name field to search all delivery addresses.
3. The Possible Values button is clicked for Name.
[bookmark: TS_C59B3EBC9D834273AC92783AAE65F288]4. The Dropdown button is clicked for Further Search Helps.
[bookmark: TS_C6D85EBF5ED64C509B71ABABE6A2B5A6]Select PSU Location to view Penn State-specific delivery address search options.
5. The PSU Location option is clicked.
[bookmark: TS_3DB62C2A57D0442F9246E7329FBED131]Use the Location search option to search by campus or location code.  In this example the campus code for Penn State Behrend located in Erie is used with an asterisk (*) to return all location codes.
6. ER* is typed into the Location field.
[bookmark: TS_8566A7D7AA7442818CA3BF04A6E3B272]7. The Search button is clicked.
[bookmark: TS_F9D0F5D417244EE488AAC19D14CC3193]Results are returned for all Penn State Behrend (Erie) campus delivery addresses.  To further refine these results a second search term is added.
8. The Search term 2 dropdown is clicked.
[bookmark: TS_EE306F2324954A73A0C32CCF1E9D119B]9. The Building Code option is clicked.
[bookmark: TS_13EC0D8D8A544A09B117BD4C0FD6C5A4]10. Nick* is typed into the Building Code field.
[bookmark: TS_86F742284E3A4EF2AAB545B33B0ACC8A]11. The Search button is clicked.
[bookmark: TS_84FF168D504D40C1BD85A878510BEE68]The delivery address results have been refined down to a single building located on the Behrend campus.
12. The Line Item Selection button is clicked.
[bookmark: TS_B6A935778F36499BB310EB465B842332]Address information has been populated and additional details such as a Care Of, Phone Number, Floor and Room number can be added to ensure the supplier delivery is correct.
13. Michele Whitman is typed into the Care Of field.
[bookmark: TS_D5329F7E44544B61AA927E541412573C]14. 814-898-8989 is typed into the Phone Number field.
15. 155 is typed into the Room field.
[bookmark: TS_A5BB6835866E452FB0A20EDBBD9F54DF]The Delivery Address information is now complete for line 1 of the shopping cart.  

Disclaimer
 
Alternative Format Statement 
This publication is available in alternative media upon request. 
 
Statement of Non-Discrimination 
The University is committed to equal access to programs, facilities, admission, and employment for all persons. It is the policy of the University to maintain an environment free of harassment and free of discrimination against any person because of age, race, color, ancestry, national origin, religion, creed, service in uniformed services (as defined in state and federal law), veteran status, sex, sexual orientation, marital or family status, pregnancy, pregnancy-related conditions, physical or mental disability, gender, perceived gender, gender identity, genetic information, or political ideas. Discriminatory conduct and harassment, as well as sexual misconduct and relationship violence, violates the dignity of individuals, impedes the realization of the University’s educational mission, and will not be tolerated. Direct all inquiries regarding the nondiscrimination policy to Affirmative Action Office, The Pennsylvania State University, 328 Boucke Building, University Park, PA 16802-5901; Email: aao@psu.edu; Tel: 814-863-0471.
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