
Populate requisition header for the order, but leave the default shipping address 

Then click the button circled in red 

 

 

 

 

Then select Edit Address  

 

 



Click the check box ‘Use Alternate Address’, then click the Add button 

 

Then enter the address you wish to add and then click apply- see example, below. 

 



 

Once you click apply it will populate your address on the requisition: 

 

 

 

 


