
How To Add An Off-Campus Address To Your buyND Profile 

 

1.) Start on the landing page in buyND. In the upper right hand corner find your name and click on it 

to bring up the menu. Click on “View My Profile” 

 

2.) On the left hand navigation menu, click on “Default User Settings”, then select the “Default 

Addresses”  

 



3.) Click on the blue “Select Addresses for Profile” button. Then in the “Address Search” text 

box type the word “adhoc”. Then click on “Search” 

 

4.) When the results populate, you will see one address found with the code “9599”. Select this 

option. A new window will populate where you can add an off-campus address. You can 

make this a default ship-to address by selecting the radio button that says “Default” You 

can also rename this from “9599” to something like “Home Office”.  BE SURE TO FILL IN 

ALL FIELDS.  

 

 

5.) Click Save. This will then become the new default ship-to address for all future orders.  

 


