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Requisitioners will have the ability to request on behalf of another Requisitioner if 
that Requisitioner has access to Guided BUying. That Requisitioner, will be 
added to the PR as a watcher. Navigate to the 

Guided BUying
homepage and 
select Request 
on behalf of.

Search for the 
appropriate 
Requisitioner and 
click Choose
next to their 
name.
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Add necessary items to your cart and proceed to checkout. At check out, 
information from the personal profile of the Requisitioner you are requesting 
on behalf of will populate into the request. Once you select 

the Requisitioner, 
you will see on 
behalf of NAME, 
in the top left 
corner.

Click Stop to end 
requesting on 
behalf of 
Requisitioner. 

After all items 
have been added 
to your cart, 
navigate to check 
out.
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At check out, information from the personal profile of the Requisitioner you are 
requesting on behalf of will populate into the PR. 

Proceed through 
checkout and 
update any 
necessary fields.
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