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Module Objectives 
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Lesson 1: Creating a Service Request “On Behalf of” 
another person 
Lesson 2: Reporting using “On Behalf Of” 
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Lesson 1 
Creating a Service Request “On Behalf of” 

another person 

You can submit requests on 
behalf of users if your 
administrator has granted 
you access.   
 
To submit a request on 
behalf of another user, click 
the Settings icon at the top 
right of the SRM Application 
Console, then select On 
Behalf Of…. 
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Lesson 1 
Creating a Service Request “On Behalf of” 

another person 

You may click the Search icon to find all the users on 
whose behalf you are permitted to submit requests. To 
find a specific user, enter the user’s name in the Search 
field and click the Search icon. Select the user from the 
search results and click Select. 
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The Requesting On Behalf Of label shows on top of the 
SRM application console. From this point onwards, any 
service requests created by you will be on behalf of the 
user you have chosen, until you perform the action of 
Back to Myself.   

Lesson 1 
Creating a Service Request “On Behalf of” 

another person 
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Lesson 1 
Creating a Service Request “On Behalf of” 

another person 

After you complete the form 
submission, you can click 
Back to Myself from the 
Settings menu bar to return 
the system to its normal 
state. 
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Lesson 1 
Creating a Service Request “On Behalf of” 

another person 

The Service Request form also enables a one time 
submission of a request on behalf of another user.  
On the Service Request form, click Edit to modify the 
Requested For field.  
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Lesson 1 
Creating a Service Request “On Behalf of” 

another person 

Once the field is unlocked, click the On Behalf Of 
Request button located next to the Requested For 
field.  
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Lesson 1 
Creating a Service Request “On Behalf of” 

another person 

A Popup menu 
appears, 
where you 
would enter 
the user’s 
name in the 
Search field 
and click the 
Search icon. 
Select the user 
from the 
search results 
and click 
Select. 
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Lesson 1 
Creating a Service Request “On Behalf of” 

another person 

The Service Request form is now updated to display 
the person’s name that you selected in the 
Requested For field.  
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Lesson 2 
Reporting using ‘On Behalf Of’ 

To run a report on 
behalf of another 
employee with your 
department, click the 
Settings icon located 
at the top of the SRF 
Application Console 
Home page, then 
select On Behalf Of… 
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Lesson 2 
Reporting using ‘On Behalf Of’ 

To find a specific user, enter the user’s name in the 
Search field and click the Search icon. Select the user 
from the search results and click Select. 
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Lesson 2 
Reporting using ‘On Behalf Of’ 

Once you return to the Service Request Reports 
Console, notice how the system now displays the other 
person’s name in the top right. Any reports you run will 
now display data for this specific person until you set 
yourself back to being the user.   
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Lesson 2 
Reporting using ‘On Behalf Of’ 

To set the system back to 
yourself, click the Settings 
(gear) icon located at the 
top of the SRM Application 
Console Home page, then 
select Back to Myself. 
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