Assigning a Shopping Cart to Another User

1. From the shopping cart view click “Assign Cart” in the top righthand corner.
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3 ltems
Staples - 3 ltems - 36.94 USD
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2. Inthe pop up click “SEARCH?”.
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3. Type in the information for the Person you want to assign your cart to and click “Search”.

User Search

Last Name @ johnson ‘
First Name @ ‘ kyle ‘
User Name @ ‘ ‘
Email @ ‘ ‘
Department @ ‘ v
Role @ ‘ ~

Results Per Page

4. Selectthe person from the results by clicking the “+” on the right side.

New Search

Name T User Name Email

Phone Action
JOHNSON, KYLE W kwjohns_local kyle johnson@okstate.edu +1 405-744-5977 +
JOHNSON, KYLE WILLIAM kyj kyj@okstate.edu +1918-810-5576 +
Johnson, Kyle kwjohns_local_limited kyle johnson@okstate.edu +

Johnson, Kyle kwjohns kyle johnson@okstate.edu +1 405-744-5977 ‘ +

Close




5. Inthe pop-up, type a note if you would like and click “Assign”.

Assign Cart: User Search

Assign Cart To: Johnson, Kyle
SELECT « or SEARCH

Mote To Assignee]

Type note here.

6. Your cart has been assigned.
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