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1. The bold value is the default ship code that will automatically show up on all your requisitions. 
2. Click on the ship code that you want to make the default value. 
 

 
 

3. Check the Default check box. 
4. Click the Save button to keep the change. 
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5. The value is now bold and will be the default ship code on your requisitions. 
6. This completes the steps for this procedure.  Click on the East Carolina University icon to return to the 

home page. 
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