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Requisitions: Ship to Home 
Training Guide 

Overview 
This guide explains how to create a requisition for items that will be shipped to a home address. The Ship-to-
Home address options are intended for off-campus delivery addresses and should not be used for KU campus 
locations. 

Important: One Supplier per Requisition 
Only one supplier is allowed per requisition. If you need to place an order with a different supplier, create a separate 
requisition. The options below describe different ways to assign a home shipping address within a requisition. 

 

Choose the Ship-to-Home Method 
Option Use When Address Setup 

Option 1 All items in the requisition ship to the 
same home address. One address for the entire requisition 

Option 2 Different requisition lines need to ship to 
different home addresses. Address entered separately for each line 

Option 3 You want to set the home delivery 
address through your preferences. Preference applies to the order 

Option 1: One Ship-to Address for the Entire Requisition 
Use this option when the requisition represents a single order with one supplier and all items will be shipped to 
the same home address. 

Step 1: Return to Oracle/FITC 
After creating the cart in the supplier site and transferring it back to FITC, click “Submit Order.” You will be 
redirected to Oracle/FITC. On the right-hand side, click the pencil icon to open the delivery details. 

 



Requisitions | Ship to Home 

Page 2 

Figure 1. Select the pencil icon to open the delivery details. 

Step 2: Select “One Time” 
Under the “Delivery” section, locate “Deliver-to-Location Type.” Click the drop-down arrow and select “One 
Time.” 

 
Figure 2. Select “One Time” for the Deliver-to-Location Type. 

Step 3: Enter and Select the Home Address 
A “Search” box will appear. Begin typing the home address. The system will automatically suggest addresses. 
Select the correct address from the results so the address populates into the field. 

 
Figure 3. Select the correct home address from the search results. 

Once the address has been selected, the requisition is ready to be reassigned to your Finance Shared Service 
Center contact. 
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Option 2: Different Ship-to Addresses by Requisition Line 
Use this option when the requisition represents a single order with one supplier, but different items need to be 
shipped to different home addresses. The delivery steps must be repeated for each requisition line. 

Step 1: Open the Delivery Details for a Line 
After clicking “Submit Order” and returning to Oracle/FITC, each requisition line must be updated with the 
address where that item will be shipped. Click the delivery truck icon for the line you want to update. 

 
Figure 4. Select the delivery truck for the requisition line you want to update. 

Step 2: Select “One Time” 
On the delivery page, locate “Deliver-to-Location Type” under the “Delivery” section and select “One Time.” 

 
Figure 5. Select “One Time” for the selected requisition line. 

Step 3A: Search for the Home Address 
Select the “Search” option and begin typing the home address. Select the correct address from the automated 
results so the address populates into the field. 
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Figure 6. Search for and select the home address. 

Step 3B: Enter an Address Manually 
You can also select “Enter an address.” This expands the page and allows the shipping address to be entered in 
long form. 

 
Figure 7. Select “Enter an address” to enter the shipping address manually. 

 
Figure 8. Enter the shipping address in the expanded address fields. 
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Step 4: Save and Move to the Next Line 
After entering the address, click “Save” in the upper-right corner. The information must be saved before 
advancing to another line. 

 
Figure 9. Save the address before moving to another requisition line. 

To move to another line, use the drop-down arrow to select a new line or use the right arrow to proceed to the next 
line. Repeat the address-entry process for each line. 

 
Figure 10. Select another requisition line and repeat the process. 

After the final line has been updated, select “Save and Close” to return to the original page. The requisition can 
then be reassigned to your Finance Shared Service Center contact. 
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Option 3: Set the Ship-to Address in Preferences 
Use this option when the items in the requisition will be shipped to the same home address and you want to set 
the delivery location through your preferences. 

Reminder 
Only one supplier is allowed per requisition. Setting a ship-to address in Preferences does not allow multiple 
suppliers on the same requisition. 

 

Step 1: Open Preferences 
After the cart has transferred back to FITC, go to the upper-right corner of the main screen and locate the box 
labeled “Conference.” Click it to open the preferences pop-up. 

 
Figure 11. Open the preferences pop-up from the upper-right corner. 

Step 2: Confirm the Requisitioning Business Unit 
The first field is “Requisitioning BU.” BU stands for Business Unit. Confirm that the requisition is in the 
appropriate purchasing business unit, UKANS or KURES. If you are unsure which business unit to use, contact 
your Finance Shared Service Center contact. 

 
Figure 12. Confirm the Requisitioning BU. 
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Select “Enter an address” to set the shipping address. 

 
Figure 13. Select “Enter an address” from the delivery-location options. 

Step 3A: Search for the Home Address 
The “Deliver-to Location” field will change to a search box. Type the shipping address and select the appropriate 
address from the results. Click “Update.” The pop-up will close and you can continue with the order. 

Step 3B: Enter an Address Manually 
Alternatively, click the drop-down arrow in “Deliver-to Location” and select “Enter an address.” Type the shipping 
address and click “Update.” The pop-up will close and you can continue with the order. 

 
Figure 14. Enter the shipping address manually and select “Update”. 

Step 4: Return Preferences to Your KU Location 
Important 
After completing a ship-to-home order using Preferences, change your preferences back to your internal (KU) 
location. This is necessary so future orders are shipped to your KU location. 
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