Significance of the eProcurement Contact Information, and Ship To and Location Codes
The Contact Information, Ship To, and Location codes on an eProcurement Requisition translate on the printed purchase order to information that is necessary to insure the accurate and timely delivery of goods and provide a resource for vendors and administrative staff when there are questions or information that need to be relayed to the department.  Following are some explanations that we hope will help to clarify how these codes are used and when they should be changed. 
eProcurement Requisition/Define Requisition Tab:

UMass Req Info Page, Department Code:  Select the Department ID that most clearly defines the name of the department to which goods are to be delivered.  The use of a department code on this page translates on the printed purchase order Attention line to the description that goes with the selected code and has nothing to do with your budget. You want a clean definition, not something that contains abbreviations and/or the name of an individual or fund.  (See Example 3, the Attn: line, on the next page.)
To locate a department code, click on the magnifying glass next to the Department code field [image: image1.png]“Department Q



, insert the first three or four digits of your department ID in the Department field on the Look up Department page, [image: image2.png]Department:  [begins with =] [0907



 click the Look Up button, and select a clean definition.     
Ship To:  The Ship To code translates to the street address of the building to which goods are to be delivered.  The default for most operators is Distribution Services.  However, if you know that the vendor uses a carrier that does desk top delivery, such as UPS or FedEx, it is requested that you change the Ship To on the requisition to reflect the on-campus building to which goods are to be delivered.  B&H Photo (see next page) is an example of a vendor that uses UPS.  

To change your Ship To, click on the magnifying glass next to the Ship To field on the Define Requisition Page/Line Defaults [image: image3.png]Shipping Defauits
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 to view the building names, and select the name of the building to which goods are to be delivered.

Note:  If you are ordering laboratory chemicals, please select the CHEMS Ship To.  All laboratory chemicals must be processed through, and logged for tracking purposes, by EH&S.  Make sure that the Location code reflects where the chemicals are to be delivered/housed.  Please do not mix laboratory chemicals and laboratory supplies on the same order. 
Click here to view the policy for the purchase/delivery of laboratory chemicals.

Location:  The Location Code translates to the name of the on-campus building, floor, and room number to which goods are to be delivered.  Go to the Procurement Department website/End User Training and Support, eProcurement Location Codes, if you have a problem changing or finding a Location code.  
You can copy and paste your selection from that site into your eProcurement requisition.  (See Example 3, Location Code, on the next page.)
Click here to view the eProcurement Location Codes Help Page

See the next page for screen shots and examples.

As always, contact the Help Line at 5-2119 for assistance.    

	Example 1:  ePro Requisition - Define Requisition Tab – Ship To and Location
(Click on the magnifying glass icon next to the Ship To and Location Codes to view/make selection. )
	Example 2:  UMass Req Info Page – Contact Information
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Specify requisition name, requester, and other information that applies to the entire requisition
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	Example 3 – PO Print Report – PO Header – Results of Data Entry Operator Selections for UMass Req Info page, Ship to Code, Location Code 
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