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Request on Behalf of in Guided  ying

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
Shop Your Favorites Your Requests Your Approvals homepage and
: select Request
Request ad hoc item + on behalf Of
Request on behalf of &
Search for the
Recent requests ° appl’OpI’Iate
PRoss Submited Requisitioner and
Fisher Scientific Punchout click Choose
General Goods & Services Campus Planning & Operations Marketing & Advertising Catalog .
e next to their
Requested 0 days ago name .
Fisher Scientific Punchout
Catalog
Request on behalf of X
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Email Address Name ID

mbacci@bu.edu SARA MARTIN BUWTN512

mbacci@bu.edu MARY BACCI MBACCI m
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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.

Guided Buying

f of MARY BACCI

Find goods and services Q

Shop Your Requests Your Approvals

— l 4 B o o
| O Request ad hoc item +

s Find goods and services You have 1 item in your cart Pt
Relocating Office 9,
We are looking to hire ABC Moving to help ... e/
$250.00 USD Delete | [
Shop Your Favorites Your Requests Your Approvals Quantity
- 20 +
UNIVERSITY Total: $5,000.00 USD

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
¢ Microscope [ ] necessary fields.
Checkout / PR14380
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