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How to Change a Requester & Order for Someone else

	1.  
	Begin by navigating to the Maintain Requisitions page.

Click the Purchasing link.
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	2.  
	Click the Requisitions link.
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	3.  
	Click the Add/Update Requisitions link.
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	4.  
	Double-click in the Business Unit field.
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	5.  
	Enter the desired information into the Business Unit field. Enter a valid value e.g. "pur01".

	6.  
	Click the Add button.
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	7.  
	Click the Look up Requester button.
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	8.  
	If the Requisitioner is creating this requisition on behalf of someone else, they will change the Requester value to that person’s User id. The Requester id will drive the Attention to: field.

On the other hand, if the Requisitioner has the goods sent directly to him/her, then the Requisitioner should use his/her own user id as the Requester id and type in the header comments field that it is for the Requester's name. 

Once the Requisitioner receives the goods, s/he will send them to the Requester internally.

Note: If you do not see a specific Requester, please contact the Procurement Department to have them added to the system.
Click the Joseph Evans list item.
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	9.  
	You will receive a message stating that changing the Requester will change the default settings.

Click the Yes button.
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	10.  
	Complete the remainder of the requisition through its normal process.

See topic(s) "Creating a Regular Requisition - PUR01" or Creating a Requisition (Request for Payment) - PUR02" for further details.

	11.  
	You have successfully changed the Requester and completed a requisition for someone other than yourself.

End of Procedure.
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