
Rev. 022025 

2025 

Drexel University
SAP Ariba Marketplace End-User Guide 

Adding Default Ship-To & Delivery 
Information to the User Profile

Accounts Payable & Procurement Services 



Page 2 of 11 

1. To access the SAP Ariba Marketplace, log into the "DrexelOne" portal.
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3. Scroll down the middle column, then click "SAP Ariba Marketplace (Purchasing)."

2. Once in the portal, select the "Employee" tab.
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5. This will create a drop down and you will select "App settings".

4. Click on your initials on the top right-hand side. (In this example, is it "WB")
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7. Select "Account/Ship" to add or/update your address information.

6. Select "Change your profile"
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9. To search for the desired address, use the drop-down to determine the type of search

needed to find the address. It can be by Location, Name (building), Country/Region,

City, State/Province, or Street.

8. Locate and click the "Ship To:" drop down field.
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11. Using the street number "3020" in the search field. This brought up the 3020 Market

Street address along with suite numbers. Under "Street" the address can be searched

by the street number or street name.

10. In this example, the search was by the "Street". The "Street" can be a street address or 
the DREXEL RECEIVING locale. 
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13. For this example, the site being searched for is the Papadakis Integrated Sciences
Building or PISB. When searching for a building or locale, search by the building 

name, not its nickname or acronym.

12. A delivery or "Ship To" address is searched by selecting "Name" in the search drop-field
field. The "Name" can be all or part of the building's name or partial street address.
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15. In this example, the search was by "Location". The "Location" is a 3-6 character code.

14. Typing in "Papadakis" will bring up the locations in the building. When searching for a 
building or locale, search by the building name, not its nickname or acronym.
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17. After selecting the correct default delivery or "Ship To" address, Ariba will return to the

User Profile screen. If a mail stop (MS) or room number (RM) was not on the "Ship To" 
address that was created, enter that additional information in the "Deliver To:" field 
after the person's name.

16. In this example, when "QUEEN" is entered as the Location, the address information appears. 
Choose the correct address and then "Select" and then "Done".
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19. To save all of the changes, click "Submit".

18. When finished, click "Review Changes" to accept the additions or/updates that created.




