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;remlkatl Cl[ckX Click - B&I - Guided PREMIKAT!
uying Overview and How to Create a

Purchase Requisition

1 Your Guided Buying homepage may be customized to your organization, but it will
generally look like this. You'll see a search bar across the top, options to view
"Your Favorites", "Your Requests"”, and "Your Approvals" on the left, and the ability
to make a non-catalog purchase, request on behalf of another user, and buy as a
team on the right. You'll also see your recent requests on the right.




2 To locate items to purchase, or you can search for them using the search bar at
the top.

3 For example, on a search for "marketing”, these are the results. Once you locate
the item you'd like to purchase, select "Add to cart".
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Once the item is in your cart, you can click "Check out" (more on this in Step 8), or
simply click the "x" in the top right to continue shopping.
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5 To buy from a specific tile, click the tile to view more details.
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6 Tiles may have sub-tiles. Navigate to those simply by clicking on them.
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7 Once you've located your item, click "Add to cart"
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