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Allow Users to Enter Central Receiving Locations within NC E-Procurement 
 
Users with ‘Security Administrator’ role will now be able to denote a Ship To Address as a Central 
Receiving Location within the NC E-Procurement Service.  Security Administrators will also be able to 
select an existing Central Receiving role or create a new role to associate with the address.  Once 
entered, the Central Receiving address and associated role will be immediately available to the user. 
 

 
1. When a Purchasing Agent is adding or updating a Ship To address, a ‘Central Receiving 

Location?’ checkbox will now be visible.  Place a checkmark in the ‘Central Receiving 
Location?’ checkbox to denote the Ship To address as a Central Receiving Location. 
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2.  When the ‘Central Receiving Location?’ checkbox is selected, the ‘Roles’ field and 

instructions are displayed below.   
3. Select a Central Receiving role to associate with the address by selecting ‘Other’ from the 

‘Roles’ dropdown menu. 
 

Note: If the ‘Central Receiving Location?’ checkbox is selected, the ‘Roles’ field is required.  
The user must select a role to associate with the address before clicking ‘Next.’  Removing the 
checkmark from the ‘Central Receiving Location?’ checkbox will cause a page refresh and the 
Central Receiving fields will no longer be visible.  
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4.  The ‘Choose Value for Roles’ page will allow users to select an existing Central Receiving 

role to associate with the Central Receiving Address.  
5. Click ‘Select’ to associate an existing role with the address, or click ‘New’ to create a new role 

for the address. 
  
 Note:  Only one central receiving role can be associated per address. 
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6. If the ‘New’ button was selected on the ‘Choose Value for Roles’ page, the ‘Create Custom 
Roles’ page will be displayed. 

7. Enter a name for the new Central Receiving role. 
8. Click ‘Save.’ 

 
Note: Once a new role is created, it must be assigned to a user through the UserMaintenance 
eForm. 
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9. Click ‘Select’ for the newly created Central Receiving role. 
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10. Click ‘Next’. 
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11. When a Central Receiving address is created, the ‘Central Receiving Location’ and ‘Role’ 

fields will be populated with the previously selected values. 
12. Click ‘Submit’ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


