
Shipping to a Non-Campus Addresses
Revised 2/1/2024



1

When possible, please ship your purchases to a UD campus address to avoid 
potential surcharges such as sales tax or additional shipping.
This guide will:
 Illustrate how to use the ZZ_*1-TIME address in UD Exchange to ship to non-

campus locations when needed.
 List additional notes and restrictions related to non-campus shipping addresses.

Shipping to Non-Campus Addresses
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Once you have placed items in your cart and have clicked proceed to checkout, 
click the Pencil icon in the Shipping section.



3

The nickname for a one-time “ship to” address is ZZ_*1-TIME.

• Search the word “time” and click the magnifying glass to 
generate the ZZ_*1-TIME shipping address link.

• Select the ZZ_*1-TIME link.
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Complete the required address fields.
• Room is a required field ("N/A" is acceptable).
• Use state abbreviations in the State field.

• Entering the full state name will cause a 
processing error.

You may save the address for future use by selecting 
Add to my addresses.
• Please do not set an off-campus address as 

your default address in your profile.
• Doing so could delay future requisitions 

that do not require off-campus review.

Click Save.



5

Note that using a non-campus address requires 
an additional review by Procurement.



Non-Campus Ship-To Review Approval Step
A UD Exchange System Administrator will:

 Confirm that the address entered is an off-campus address

 Determine whether the supplier can ship to an off-campus address
 Some catalog suppliers’ punchout sites are only set up to ship to UD campus addresses. 

ZZ_*1-TIME addresses will not pass into those suppliers’ systems correctly.

 Check for correct address format (e.g., state abbreviation)

 Check UD’s tax exemption status in that state to determine if the supplier will charge sales tax

 Return requisitions attempting to ship capital equipment and hazardous materials 
to home addresses
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Sales Tax for Catalog Purchases

UD’s financial systems were not built to include sales tax. However, each supplier and state has 
different sales tax requirements.

If sales tax is charged for your catalog order based on the product and “ship to” state:
 Sales tax will not automatically be shown on the requisition.
 A UDX System Administrator may add a comment to notify you that sales tax will be applied to 

the Speed Type used in the requisition with account code 149860.

Sales tax will be manually entered when billed as a Non-PO voucher line and will only be listed on 
the voucher.

7



8

Additional Notes
 ZZ_*1-TIME should never be used to manually type in a campus address.

 Campus addresses must always be chosen from the “select from org addresses” link since 
some suppliers require an exact match to the UD address records stored in their systems.

 If the address being entered is a non-campus business address, such as a research facility, 
please provide a comment stating that for all reviewers and approvers.

 Purchases shipped to employees at non-campus addresses are University-owned and must 
be returned to the University in the event of separation of employment.

 ZZ_*1-TIME is used to track university property sent to non-campus locations, so it should 
not be used on Non-PO Payment Forms (NPOPs).
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Additional Notes
 If the recipient of the items is not a University employee, you must ensure that the business 

justification indicates why we are purchasing items to be shipped to non-employees and whether 
the items will be returned to UD.

 A Business Justification should be detailed and include the Who, What, When, Where & Why
elements of the purchase.

 Example: "Sending research supplies to a non-employee lab study participant (mabc384) 
for mDEF intervention session 6 connected to our pregnancy and parenting study. The items 
will not be returned to campus.”



Questions:
• procurement@udel.edu

Resources:
• Procurement Services Website
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mailto:procurement@udel.edu
https://www.udel.edu/faculty-staff/procurement.html
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