
Shared Department (or On Behalf Of)
The purpose of a Shared Department requisition is to allow multiple departments to share 
the cost of goods or services when the Requestor does not have access to all required fund 
sources. Using the Shared Department option allows the Requestor to continue creating 
the order while ensuring the requisition is routed to the appropriate organization-level 
approvers for each funding source used.

If a Requestor submits a requisition for themselves using a fund source they are not 
authorized to access, the system will reject the requisition. To avoid this issue, the 
Requestor can change the requisition to be prepared on behalf of another user or select 
the Shared Department user. This can be updated in the Prepared For field in the 
shopping cart or in the General section of the draft requisition.

Shared department requisitions can be tracked using the My Shared Department 
Completed/Rejected Purchase Orders search widget on the Requestor Dashboard. 


