
Editing The Shopper Name

If you copy a requisition to a new cart and the requisition was originally been prepared by a person other than 
yourself, that original Shopper’s name will still appear on the order as the Shopper.  

Follow these instructions to edit the Shopper name:

1.  In the upper right hand corner of your new cart, 
      click Proceed to Checkout.

2.  Click on the General Tab.  Click on the edit link in the upper right hand corner of that window.

3.  Click on the link Select a di�erent user…
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4.  Provide the last and/or �rst name of 
      the desired user, and click Search.

5.  Click on the word [select] to select an individual’s name.

6.  Click Save as the new name appears in the Shopper �eld.
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7.  Your requisition will now re�ect the edited Shopper name.


