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Step 1.

Looking Up and Changing the Ship To and Location in a Requisition

This job aid describes how to look up and change the following two fields on a
requisition:

¢ ShipTo

¢ Location

There are two ways to change the Ship To and Location. You can change the Ship
To and Location when creating a requisition; these fields will often default in and you
may need to change one or both fields. If you have already added line items to a
requisition or are editing an existing requisition, you must use the second method,
which is changing the Ship To and Location from the Review and Submit page.

Please remember that these Ship To and Location fields will appear on the printed
Purchase Order and determine where the requested items will be shipped.

Log into the e*mpac Application with your Username and Password.

Modifying the Ship To and Location fields when Creating a Requisition

_@_ Navigate to the following path:

eProcurement =2 Create Requisition

Step 2.

The Create Requisition (Define Requisition) page opens.

Create Requisition
F 1. Define Requisition E!‘#: 2. Add Items and Services \& 3. Review and Submit

Specify requisition name, requester, and other information that applies to the entire reguisition.

Business Unit: QU UMass Amherst UMASS Req Info
‘Requester: kenaland Q, kengland ‘Currency:
Requisition Name: Priority: Medium

} Line Defaulis

Continue |

Click the i button next to the Line Defaults section.
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The Line Defaults section expands.

~ Line Defaults

Mote: The defaults specified below will be applied to requisition lines when there are no predefined values for these fields.

Vendor: G Vendor Location: Q. contractIp Q
Operator: |Instructor2 aQ Category: Q Unit of Measure: Q

Shipping Defaults
Ship To: GDAD4004 [=1] Modify Shipping Address

Due Date: Attention:

Continue
Step 3. Change the Ship To field.

To look up a new Ship To, click the < button to the right of the field.

The Look Up Ship To page opens.

Look Up Ship To

Setll: LIMARH
Ship To Lc-cation:| hedins with  w |||

Description: begins with W |

LDDHU@J Clear | Cancel |Elasic Lookup

Search Results
Wiesae Al First E 1-4 af 3 IIl Last

Ship To L ocation D::l:ri ion

AHAS MASSA-HCTR, 4468 CHESTHIIT ASHLA
dHGFL 4H Greenfield

(k=] CAMPLIS DISTRIBUTION SERYVICES
E0A0A0040% Umass Amherst Procurement

Step 4. Enter the appropriate search criteria.

Step 5.
P cnckg‘m“up.
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The Search Results appear.

Search Results

y Al Fir=t E 1 of 1 |I| Last

Ship To | ocation ([Description
[ Ve CAMPLS DISTREIBUTION SERVICES

Step 6. Click the Ship To Location link.

The new Ship To Location appears in the Ship To field.

~ Line Defaults

Note: The defaults specified helow will he applied to requisition lines when there are no predefined values for these fields.

Vendor: G Vendor Location: Q. contractIp Q
Operator:  |Instructor? Q Category: Q Unit of Measure: Q

Ship To: cDS Q [=1 Modify Shipping Address

Due Date: B Attention:

fH000G, UMAMH o Q [ Q

Step 7. Change the Location field.

To look up a new Location, click the <4 button to the right of the field.
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The Look Up Location page opens.

Look Up Location Code

SetlD: IMAMH
Location Code:| hegins with v|

Description: begins with » |

LDUkUp\’% Clear | Cancel |ElasicLuukug

Search Results
Cnly the first 300 results can he displayed. Enter mare infarmation above and search again to reduce the number of search results.
e Al First [4] 1-100 of200 [ Last

[Location Code [Deseription

AHAS MASS4-HCTR, 446 CHESTHUT ASHLA
AHDIG 4H Dighton

AHGFL 4H Greenfield

AHHAT 4H Hatharne

AHSHAD 4H South Hadley

AHWAL 4H Walpale

ABS0000000 ABATTOIR SLAUGHTER H
ABS0100001 ABATTOIR SLAUGHTER H
ABS0100002 ABATTOIR SLAUGHTER H
ABS0100003 ABATTOIR SLAUGHTER H

AQCOANONNA  ARATTOID S Al ISHTER L

Step 8. Enter the appropriate search criteria.
Step 9.
P Click g‘mk Up |

The Search Results appear.

Search Results
Wigyy Al Fir=t E 1-69 of 62 |I| Last

LLocation Code [Description

ADMOOO0D00 WA-ADMINISTRATION BL

ADMOOO0O01 WA-ADMINISTRATION BL
ADMOOO0D02 WA-ADMINISTRATION BL
ADMOOO0O03 WA-ADMINISTRATION BL
ADMO0O0O04 ‘WA-ADMINISTRATION BL
ADMOOO0O0S WA-ADMINISTRATION BL
ADMOOO0O0E ‘WA-ADMINISTRATION BL
ADMOOO0DDT WA-ADMINISTRATION BL
ADMOOO0O0E WA-ADMINISTRATION BL
ADMO0O0O0H WA-ADMINISTRATION BL
ADMODD00 T WA-ADMINISTRATION BL

Step 10. Click the Location Code link.
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The new Location Code appears in the Location field.

~ Line Defaults

Note: The defaults specified below will he applied to requisition lines when there are no predefined values for these fields.

Vendor: ’7 Q. Vendor Location: ’7 Q. contract ID ,7 Q
Operator: [nstructorz  (Q  Category: U Uniit of Measure: [ la
Ship To: ’WQ [=1 Modify Shipping Address
Due Date: [#  Attention:

Accounting Defaults
I chartfieids1 T charttielis2 | Chartfisids3 T Details T Asset information

Location GL Unit Entry Event SpeedChart Key (Account

ADMO00IC, UMAMH Q aQ Q

h Remember that changing the Ship To and Location field in the Requisition will determine
' where the PO items are eventually shipped.

Changing the Ship To and Location fields from the Review and Submit page

h If you have added line items to a new requisition or are editing a previously saved
' requisition, you must edit the Accounting Defaults fields from the Review and Submit
page.

_@_ If you are in the requisition Approval page, you would access the requisition by clicking on
the Edit Requisition button. You should be on the Review and Submit tab.

If you are in the Manage Requisitions page, you would locate the requisition and access it

by selecting the Edit Requisition option. Then, make sure you are on the Review and
Submit tab.
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The Review and Submit page opens.

’T 1. Define Requisition EI; 2. Add ltems and Services \g 3. Review and Submit
Review the details of your requisition, make any necessary changes, and submit it far appraval.

Business Unit: UmMass Amherst

Requester:

Instructar? ‘Currency:
Hold From Further Processing [ Priority:

Vendor Name

Requisition Name: |RUUUUUU1 48

Requisition Lines
Line Description

r[] 1 CHEMISTRY LAB EQUIPMENT

FISHER SCIENTIFIC 10000 Each  1,290.950 120098 B O
[ SelectAll/ Deselat Al Total Amount: 1,200.85 USD
L # sddtofavoites | 53 Modity Line j Shipping f Avcounting | [ Delete |

Justification/Comments

[sendto vendor [ Show at Receipt [IShow at Voucher
Save as Template

[E) Save & submit | 5 Save & preview approvals| )(Cancel Changes |

e

| Budget Checking Status:Valid

Find more items

Step 11. Click the Select All / Deselect All link in the Requisition Lines section.

Requisition Lines

Line Description

Vendor Name

b 1 CHEMISTRY LAB EQUIPMENT FISHER SCIENTIFIC 1.0000 Each  1,290.950 120085 B

Select Allf Deselect All

Selecl Al UESEIECT AN Total Amount: 1,29084 USD
L # addtofavorites | [53ModityLine s Shigwing fAccounting | [ Detete |
Step 12. =z Modify Line J Shipping ! Accountin
P Click the E’: 1 pRIng J button.

The Modify Line / Shipping / Accounting page opens.

Modify Line / Shipping / Accounting

Line Information

Note: The infarmation below does not reflect the data in the selected requisition lines. When the ‘Apply' hutton is clicked, the
data entered an this page will replace the data in the correspaonding fields on the selected lines

Create Vendor ID: G Vendor Location: S contract D Q

Requisition

Buyer: Q. Category: Q

Shipping Information

Ship To: [=] Modify Shipping Addrass
Due Date: Attention:

Accounting Information

Chartfields1 T rfic T Chartfiel T Infarmatian
Location Code GL Unit SpeedChart Key Accol \Alt Acet
Q, UMAMH L Q [ [ Q
Apply | Cancel |

Step 13. Change the Ship To field.

To look up a new Ship To, click the < button to the right of the field.
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The Look Up Ship To page opens.

Look Up Ship To

SetlD: LIMAMH
Ship To Location: | bedins with w ||

Drescription: | heding with  w ||

LDUI{U{;:)J Clear | Cancel |Elasic: Laakup

Search Results

Firzt E 1-4 of 4 |E| Lazt

Ship To | ocation Desl:ri ion

dHAS MASSA-HCTR, 446 CHESTRHIIT ASHLA
AHGEL 4H Greenfield

05 CAMPLIS DISTRIBUTION SERYVICES
E0A0400405 Umass Amherst Procurement

Step 14. Enter the appropriate search criteria.

Step 15.
P 15 ik _LAakUp |

The Search Results appear.

Search Results

First E 1 of 1 |E| Las=t

CRS CAMPLUS DISTREIBUTION SERVICES

Step 16. Click the Ship To Location link.
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The new Ship To Location appears in the Ship To field.

Modify Line / Shipping / Accounting

Line Information

Hote: The information below does notreflect the data in the selected requisition lines. When the ‘Apply' button is clicked, the
data entered on this page will replace the data in the corresponding fields on the selected lines.

Create Vendor ID: Q Vendor Location: Q Contract ID Q
Buyer: Q& Category: Q

Requisition|

Shipping Information
Ship To: chs Q =1 hodify Shipping Address

Due Date: [H Attention:

Accounting Information

Chartfieldst | Chartfields2 T Chartfieldss T Deteils et Infar 5
Location Code L Unit SpeedChart Key (Account Alt Acct
| G [UmamH | Q Q Q
Apply | Cancel |

Step 17. Change the Location field.

To look up a new Location, click the <L button to the right of the field.

The Look Up Location page opens.

Look Up Location Code

SetlD: IMAMH
Location Code:| begins with v|

Description: begins with |

LookUp{%} Clear | Cancel |Basic|_00|{ug

Search Results
Qnly the first 300 results can be displaved. Enter mare information abowe and search again to reduce the number of search resulis.
Fir=t E 1-100 of 3

cation Code |Description

AHAS MASS4-HCTR, 446 CHESTHUT ASHLA
AHDIG 4H Dighton

AHGFL 4H Greenfield

AHHAT 4H Hathorne

AHSHAD 4H South Hadley

AHWAL AH Walpale

ABES0000000 ABATTOIR SLAUGHTER H
ABS0100001 ABATTOIR SLAUGHTER H
ABS0100002 ABATTOIR SLAUGHTER H

ABE0100003 ABATTOIR SLAUGHTER H
ADCOAO00NS  ABATTOID @ ALIGHTED L

Step 18. Enter the appropriate search criteria.

Step 19.
P19 ik LookUp |
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The Search Results appear.

Search Results

Fir=t E 1-63 of 69 |I| La=t

mw

ADMOOO0000 ‘WA-ADMIMISTRATION BL

ADmMO0O0007 WA-ADMIMISTRATION BL
ADMOOODDDZ WA-ADMIMISTRATION BL
ADMOOODDOD3 WA-ADMIMISTRATION BL
ADMOOO0004 WA-ADMIMISTRATION BL
ADMOOOD0DS WA-ADMIMISTRATION BL
ADMOOOD00GE ‘WA-ADMIMISTRATION BL
ADMOOOD0OY WA-ADMIMISTRATION BL
ADMOOOD00S WA-ADMIMISTEATION BL
ADMDDDDD% WA-ADMIMISTEATICON BL
ADMO0000 T WA-ADRMIMNISTREATION BL

Step 20. Click the Location Code link.

The new Location Code appears in the Location field.
Modify Line / Shipping / Accounting

Line Information

Note: The information below does not reflect the data in the selected requisition lines YWhen the ‘Apply' button is clicked, the
data entered on this page will replace the data in the corresponding flelds on the selected lines.

CI'EJT_E o Vendor ID: Q Vendor Location: liq Contract ID Q
Buyer: Q. category: Q

Requisition|

Shipping Information
Ship To: cDs Q [=1 Modify Shipping Address

Due Date: E] Attention:

Accounting Information

l Chartfields1 T Chartfi 2 Cha ) =3 nformation =t b
Location Code GL Unit eer.ll:hnrt I( (Account ‘Alt Acct
ADMODO000E S, UMAMH G Q Q Q

Apply th Cancel |

Step 21. Click the Apply button.
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The Review and Submit page reopens.

ﬁ 1. Define Requisition Eb;

Review the details of your requisition, make any necessary changes, and submit it for approval

2. Add Items and Services \& 3. Review and Submit

Business Unit: UMass Amherst

Requester: Instructor? ‘Currency:

Requisition Name: |RDDDDDD1 48 Hold From Further Processing []  Priority:
Requisition Lines

Line Description

Vendor Hame

1 CHEMISTRY LAB EQUIFMENT FISHER SCIENTIFIC 1.0000 Each  1,290.950 1,29095 B (2

[¥] SelectAllf Deselect All

L ® addio favorites 53 Modify Line  Shipping f Accounting |E[De|ete|

Justification/Comments

Total Amount: 1,290.85 USD

[Isendto Vendor [|Show at Receipt []Show at Voucher
w2 Check Budget |

Save as Template

@

Save & submit | ,:?E,Save & preview appro\rals| )(Cancel Changes | Find maore iterms

I\‘ The chartfields have been updated at the Requisition Lines level.

To verify the change,
please see the next few steps.

Step 22. Click the expansion icon “ next to the line.

The Requisition Line expands.
e R,

Requisition Lines

Line Description Vendor Name
= 1 CHEMISTRY LAB EQUIPMENT FISHER SCIENTIFIC 1.0000 Each  1,280.950 1,200.95 B0
Consolidate with other Reqs Mrride%
— Ship To
Shipping Line: 1 Due Date: EU p HE
Status: Active *Ship To: cDs Q Modify Shipping Address
Atention:  nstructor2
‘Distribute by:
Accounting Lines Location _ customize | Find | view 41 | 38 First [ 4 o 4 0 Lot
[ Chartfields1 T Chs =2 r Cha set Information
Line (Status |Dist Type |*Location Amount (GL Unit Entry Ewvent |SpeedChart Key (Account
1 apen ADmnan 1.0000 [100.0000  1,280.85 [UnawH G | Q[ Q. |783400 Q =
[¥] SelectAlli Deselect All Total Amourit: 1,280.95 USD
_'_” Add o favarites B Modify Line f Shipping ! Accounting | E[Delete |

}\‘ The Ship To and the Location field are displayed. Both fields should reflect the changes
: you made at the Modify Line / Shipping / Accounting level.

END OF JOB AID
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