
Sharing Documents in C.Request 

 

Step Action 

1 A new role was added to C.Request - Bona Fide Needs Certifier (BFNC).  Unless you are 
a requisitioner who has that role as well, when you finish setting up your routing list, 
you should see the screen like this: 
 

 
You no longer have the capability to release the document through the routing process. 
You will have to share the document with the BFNC in your office. 
 
 Click on Summary 

Note:  If you are in an office that allows you to commit the document, you will want to 
do the sharing first, because after the commitment has been accepted, you will be 
unable to share the document. 

2 The Requisition Summary screen appears: 
 

 
 
 Click on Sharing in the menu options 



Step Action 

3 The Share Permissions screen appears: 
 

 
 
 Click on Add User link 

4 The Select Users for Sharing screen appears: 
 

 
 
 Use the Search Criteria fields to locate your BFCN for your office 
 Click Search 

5 Your search results appear: 
 

 
 
 Check the checkbox for the type of sharing permission 
 Click Add/Select 



Step Action 

6 The checkbox will be replaced with an asterisk (*) 
 

 
 
 Click on Share Permissions in the menu options 

7 The Share Permissions screen appears: 
 

 
 
 Contact them in order to review it 
 Close the document out 

8 Upon logging into the system, the person you shared the document with will see it in 
their Just In tab on the Home screen: 
 

 

 


