How to Change the “Location” on
eProcurement Requisitions
Updated March 2007

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

Create Reguisition
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Click the Override radio button.
Requisition Defaults | Search Settings |

[fyau selectthis option, the defaultvalues entered an this page are treated as part ofthe
defaulting logic and are anly applied if no other default values are found for each field. If default
values already existin the hierarchy, they are used, and the values on this page are not used.

" Default

* Override [fyou select this option, all default values entered an this page override the defaultvalues found in
% the default hierarchy.

Click the More Details 2 tab.
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Click the Location Lookup icon.
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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.

SetlD: UTMBG
Location Cude:l begins with | |

Description: |begin5withj|%librar‘y
Room #: |begin5 withjlz
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To select the appropriate Location code, click the Location Code or Description hyperlink.
Search Results

1-d4 of 44
Location Code Description Room #

LOv103 MOaDY MEDICAL LIBRARY 2.1

L2a113 MooDy MEDICAL LIBRARY 201

L2 MooDy MEDICAL LIBRARY 202

LO7100 MO0y MEDICAL LIBRARY 2024

Click OK to save changes and exit the Settings page.
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