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1. Click on Select Addresses for Profile button. 
 

 
 

2. Enter the ship code number in the Nick Name field if you already know the value for the address that 
needs to be added to your profile. 

3. Click the Search Button. 
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4. Click the radio button beside the ship code #. 
 

 
 

5. Type in the appropriate Contact Name, Phone, and Email for the ship code.  Note: The phone # must 
be in the following format: +1 (123) 123-1234. 

6. Click the Save button to add the ship code to your profile. 
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7. Notice that the new ship code is now in your list of values for Shipping Addresses. 
8. This completes the steps for this procedure.  Click on the East Carolina University icon to return to the 

home page. 
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