SHOPBLUE

Preparing a Requisition on Behalf of Another User

1. After completing your shopping, select Proceed to Checkout (Figure 1).

ShOpplng CGrf for Dalton Holler ¢ Centinue Shopping 1 Item{s) for a total of 300.00 uso

Name this cart: |2019-03-13 BUF-DALTONHO 01 Faeal |
Share my cart with others

Have you made changes? |__U1d_935_! @ | 7 Help | Add Non-Catalog ftem | | Empty Cart | Create New Cart Perform an action on (0 items selected)... |=  Select Al
Prentice Office Environments 7 [ more info.. AN Ca ket e |
SO01MAINCHECK | Edit |
DBA PRENTICE OFFICE ENVIRONMENTS, BUFFALD, NY 14202
Product Description Unit Price Quantity Total | |
office chairs 75.00 4 300.00
Part Number 452135 &
. ) | Update |
Commodity Code  00000000-0000000-53600( P W,
Default _More Actions |~ |

Supplier subtotal  300.00 U:D

Figure 1

2. During checkout, in the “General” tab, select Edit (Figure 2).

Requisition General Dacument Actions w | History | (@) | 2

2019-03-13 BUF-DALTONHO 0

Status: Draft
Document Total: - 300.00 USD Cart Name 20119-03-13 BUF-DALTONHO 01
What's next for my order? -
Description
A Priority Mormal
Requisition
Prepared by Dalton Holler
General I 4 Prepared for Dalton Holler
Owner Phone +1716-645-4547
Shipping Campus University at Buffalo (28030)
il Department Assistant VP Procurement Services (1107} (0503030000)
niing
Figure 2

3. A pop up menu will appear. In the “Prepared for” row, click Select a different user.... (Figure 3).

(Note: the default prepared for user will always be the person creating the requisition.)
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General ? X
Cart Name |2019-03—13 BUF-DALTONHO 01
Description | '
Priority Narmal *
Prepared by Dalton Holler
Dalton Holler
Select a different user...
Owner Phone +1 716-645-4547
Campus University at Buffalo (28030)
Department Assistant VP Procurement Services (1107) (0503030000)

cancel

Figure 3

4. In the User Search window, enter the search criteria to search for the appropriate user. Once complete, select Search
(Figure 4). Note: not all the criteria needs to be completed. See in the example below, only the user’s last name was used
to search.

User Search
Last Name Meadows

First Name

User Name

Email

Campus University at Buffalo (28030)

Department v
Role v

Results Per Page 10 v

Figure 4
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5. After searching, select the appropriate user by clicking [select] under the “Action” column (Figure 5).

Name = User Name < Email & Phone Action
Meadows, Alison BUF-ALISONMA alisonma@buffalo.edu +1 716-645-4521 [select]
Figure 5

6. Once the Prepared for user has been selected, select Update. Notice the prepared for user has been updated (Figure
6).

General ? X
Cart Name 2019-03-13 BUF-DALTONHO 01 .
Description -
Priority Mormal ¥
Prepared by Dalton Holler
Prepared for Alison Meadows
Select a different user..
Owner Phone +1 716-645-4547
Campus University at Buffalo (28030)
Department Assistant VP Procurement Services (1107) (0503030000)
| conce
y |
Figure 6
7. Now that the requisition has been prepared for on behalf of another user, you can complete the checkout process
(Figure 7). Hint: when a requisition is prepared for on behalf of another user, the prepared for user’s saved ship to
addresses will be available to user entering the requisition. Additionally, the prepared for user will receive the
notifications for the requisition.
Requisition Shipping Document Actions w  History | (&) ?
2019-04-01 BUF-DALTONHO 01
Status: Draft Ship To edit
Document Total: 300.00 USD L
What's next for my order? Shipping address ;L:\‘;tn ALISON MEADOWS
Bldg: 224
Requisition Room: Crofts
North Campus
General v Buffalo, NY 14260
United States
Shipping v
Figure 7
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8. Once all fields are completed, you can complete your order by selecting Place Order (Figure 8).

Dalton Holler> & w2

™ Shop > My Carts and Orders
< Return to shopping cart

Thiz order is ready to be placed.

Open My A

Requisition General Document Actions w | History | @) | 2
3019-03-13 BUE-DALTONHE 01
Status Draft ed
Document Total:  300.00 USD Cart Name 2019-03-13 BUF-DALTONHO O
What's next for my order?
Diescription
Requisiti Prigrity Mormal
uisition
q Prepared by Dalten Holler
General 1/ Prepared for Alison Meadows
Owner Phone +1 T16-845-4547
Shipping < Campus University at Buffalo [28030)
i 7 Department Assistant VP Procurement Services (1107) (0503030000}
Billing
Purchasing Infarmation o
RF Approval Certification v Lines Selectad Line ltem Actions w
Accounting Codes v
Prentice Office Environments
nternal Motes and Attachm... «* = i
O30PRENTICE
External Motez a ttachr
emal Notes and Attachm.. & 175 coo i Sireet. Bulfalo. NY 14202-1302 US
Supplier Information v Product Description Cataleg Ne Size / Packaging Unit Price Quantity Ext. Price
v 1 office chairs @ more info 452135 EA 75.00 4EA 300.00 USD

Final Review

Figure 8
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