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Supplier Relationship Management (SRM) 7.2  

Reverse Multiple Ship-To Addresses in a Purchase Order 

Business Process Procedure 

Purpose: Use this procedure to reverse multiple Ship-To Addresses in a Purchase Order (PO).   

Trigger: This procedure is to be used if a Shopping Cart is created with multiple Ship-To 
Addresses and only one Ship-To address is needed on the Header of the PO.  
 
Shopping Cart Display  
Line Items 1-3 in this example of Shopping Cart 2000748122 were each given a different 
delivery address in the Shopping Cart. Details button→ Delivery Address/Performance 
Location tab 
 
Line Item 1 
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Line Item 2 

 

for item  2 
Account assignment 
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Line Item 3 
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How to Determine if Multiple Ship-To Addresses Exist on a Purchase Order 
 
1. To display the Ship-To Address on a line item, click the Header tab and scroll down to the 

Partner section. 
2. The Details section will display. Highlight the required Item Number and click the Details 

button. Note that the Ship-To Address will display as multiple.  

 Line Item Number 0000000000001
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Line Item Number  
00000000002

 
 
Line Item Number  
000000000003
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The Purchase Order will display the Ship-To address for each line item if entered. 
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Note: The Ship-To Address in the Overview tab and the Header tab will display as multiple. 
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Reverse Multiple Ship-To Addresses in a PO 

1. Click on Items tab. Scroll down to the Partner section, and then highlight the line for the 
Ship-To Address.  

2. Click the Clear button. Do this for all line items to be reversed. 
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3. Click on the Header tab. 

Note: The Ship-To Address field multiple is no longer visible. The field is now open to be edited. 

 

4. Scroll to the bottom of the page under the Partner section.  Click the match code search
 and select the required address. Once you select the required address and click OK, 

the Ship-To Address field will display the number 94 which is equivalent to SCEIS Root.  
However, the required address will display on the PO.  
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5. To review the address that was selected, highlight the Ship-To Address then select the 
Details button under Partner section: 

 

6. Next, click the Order button to order your PO.  
7. Click Print Preview to display the Deliver To address. No line item Ship-To addresses 

display. The Deliver To address displays in the Header only. 
 

 


