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Ship To Addresses in UD Exchange
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• UD Exchange allows employees to save multiple shipping addresses as well as 
set a default shipping address in their user profile.

• This guide will illustrate how to create and update default shipping addresses.
• To begin, log into UD Exchange using your UD credentials.
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Click on the Profile icon at the top right of the Shopping Home Page
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Select “View My Profile”
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• Expand Default User Settings and select Default Addresses
• To add default shipping addresses to your profile, click Select Addresses for Profile

to enable the Address Search
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• On the Ship To tab, enter a keyword (e.g., Hullihen) or campus building code (e.g., NC01)
• Click Search
• Locate the address you want from the list of results. 
• Click the radio button to select the address.
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• If you would like this to be your default shipping 
address, select the Default box.

• Complete the required Attn and Room fields.
• Click Save.

You can 
rename this 
any way you 
want for 
your profile!
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To remove a saved shipping address from your profile, 
click the Delete Address button.
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Please note that you cannot make changes to the Bill To tab.

There is only one central billing address for UD which will be set to your profile by default.



Questions:
• procurement@udel.edu

Resources:
• Procurement Services Website
• Shipping to Non-Campus Addresses
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mailto:procurement@udel.edu
https://www.udel.edu/faculty-staff/procurement.html
https://www.udel.edu/content/dam/udelImages/procurement/trainingresources/udx/feature/off-campus-shipping.pdf
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