How to Change the “Ship To” Address on
eProcurement Requisitions
Updated March 2007

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 14" 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

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

R

" Default [fyou select this option, the defaultvalues entered on this page are treated as part of the
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.

&+ Override [fyau selectthis option, all default values entered on this page override the defaultvalues found in

the default hierarchy.

Click the Ship To Lookup icon.

Vendor: | 21 Yendor Location: Q
Wendor Lookup
Buyer: | aQ,
Ship To: |LJTru1EIR % LITMB Central Receiving
L ok | | — L. saalod T | —

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.

SetlD: LITMBG
Ship To Lu[:atiun:l begins with | |

Description: | hegins with j |%family

Look Lip | Clear | Cancel | Basic Lookup




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

Ship To | ocation Description

LOG179 TC FAMILY MED CLIMIC STE 138
LOG169 |-'.':Fﬁ-.I'IﬂIL“r' MED CLIMIC, STE 128
MC25 UThiB ORANMGE PERIMATAL & FAMILY

Click OK to save changes and exit the Settings page.

Buyer: | Q

Ship To: ILEIEHTEI QL TCFAMILY MED CLIMIC STE 138

Due Date: | E attention: I Freight Termslppg Q
Code:

Category: | 2, Unit of Measure: I '} *Currency: |UsSD
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Ok \”:J Cancel |

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.




