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The “Location” code is where the Logistics Delivery team will deliver your merchandise from Central 
Receiving to your department.  To prevent delays in receiving your merchandise, always validate the correct 
“Location” code appears on your requisition. 
 
 
Pathway:  eProcurement > Create Requisition > Settings 

 
 
 
Click the Override radio button. 

 
 
 
Click the More Details 2 tab. 

 
 
 
Click the Location Lookup icon. 

 
 
 



Enter appropriate information in one or more of the search criteria fields.  You may also use the “wildcard” 
(%) feature to find the appropriate Location code.  Click the Look Up button. 

 
 
 
To select the appropriate Location code, click the Location Code or Description hyperlink. 

 
 
 
Click OK to save changes and exit the Settings page. 

 


