
Step-by-Step Instructions for Adding a One-Time Delivery Address
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▲During the checkout process, you can add a one-time delivery address when selecting a 
Ship To location. One-time delivery addresses are only added when you cannot find the 
delivery address you would like your items to shipped to.

Log in to Ohio Buys. Add items to your shopping cart and begin the checkout process.
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To add a one-time delivery address, click the Plus (    ) icon next to the Ship To field. 

3
Enter the Address Label (a nickname for the address), Address Line 1, City, 
State/Province, Zip Code, and Country. Once you have entered this information, click Save 
& Close.
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After you have added the one-time delivery address, you must select it from the drop-down 
menu in the Ship To field. To do this, enter the Address Label for your address and then 
select the associated address from the drop-down menu.
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Finish the remainder of the checkout process and submit your purchase requisition.

▲Whenever a one-time delivery address is added to a purchase requisition, the purchase 
requisition requires approval by an Agency Administrator before the corresponding order 
can be generated. If the one-time delivery address is going to be a new permanent address, 
submit the address change form: http://obm.ohio.gov/Forms/doc/StateAccounting_OAKS-
Location.pdf
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How to Add a One-Time Delivery Address

If you have questions or need additional assistance, please contact Ohio Shared Services Contact Center 
via email (ohiosharedservices@ohio.gov) or phone (877-644-6771).
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