
New Format for PeopleSoft Locations 
 

There are two main panels on the requisition screens in which you can view locations. 
 
1. Header Defaults panel 
 

 
 
2. Distribution Information panel 
 

 



Due to the implementation of the PeopleSoft Asset Management module, it has been determined the location 
code should conform to the format used by Facilities.  This ten-digit code represents the building number, main 
or out building, room number and supplemental room number.  If no letter or number is used, a zero is used as a 
place holder. 
 
In the example below, what was previously listed as 070_108 (Building 70, Room 108) will now be shown as: 
0700010800 and 035_204 will now be: 0350020400. 
 

 
 
The table below shows examples of old locations, new locations and how the ten-digit code is determined: 
 

Old 
Location 

Code: 

New 
Location 

Code: 

Building # 0 = Main Bldg; A = Out Bldg. Room # Supplemental Room #

070_108 0700010800 070 0 0108 00 
035_204 0350020400 035 0 0204 00 

001_131B 001001310B 001 0 0131 0B 
001_126A 001001260A 001 0 0126 0A 

 
A spreadsheet with the conversion information for all locations on campus can be found on the AFD Finance 
Customer Connection web page: http://www.afd.calpoly.edu/customer_connection/departact.htm.  The 
document is under the Budget & Analytic Business Services section. 
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