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The “Ship to” address field is important because this is the location that will print on the Purchase Order to 
advise the vendor where to ship your merchandise.  For UTMBG and UCLIN orders, the default “Ship to” 
address is UTMBR for Central Receiving.  If the merchandise being ordered should be shipped directly to 
an off-site clinic, you must change the “Ship to” field to the appropriate clinic location, otherwise, the 
merchandise will be shipped to CR at 14th and Strand. 
 
For UTDCJ orders, the default “Ship to” location is the Medical Warehouse in Huntsville.  To ship your 
merchandise directly to another location, the following steps should be followed. 
 
Pathway:  eProcurement > Create Requisition > Settings 

 
 
 
Click the Override radio button. 

 
 
 
Click the Ship To 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 Ship To address.  Click the Look Up button. 

 



To select the appropriate Ship To address, click the Ship to Location or Description hyperlink. 

 
 
 
Click OK to save changes and exit the Settings page. 

 
 

Note:  If a new “Ship To” address needs to be added to the table, please e-mail the Purchasing Help Desk.  
A specific ship to address cannot be used on a requisition until the Ship To code has been added to PS. 

 


