Step-by-Step Guide
Assigning Shopping Carts

In This Guide

v Setting up default shopping cart v" Assigning shopping carts to a requester
assignees (requesters)

v' Entering comments for the requester

This guide demonstrates a shopper submitting a shopping cart to a requester for review and
checkout processing. (Note: A shopper or requester can assign a shopping cart to himself/herself.)

Procedure

1. Access your active cart by clicking the E& shopping cart link (in the upper right corner of the
page) or by clicking carts on the navigation bar.

Sally Shopper  profile | logout =¥ Training Sample 1 | 2 item(s), 42.13 USD
Cart - Draft Requisition CERE Catalog o (sk) [ ]
I

active cart

draft carts | favorites | my requisitions

- . 1) Continue Shoppin 50
= Shoppmg Cart for sally shopper peing 2 Trem(s) fora mt?l,?f,f‘z;jl_% e

MName this cart: Training Sample 1

| Proceed to Checkout | or ‘ Assign Cart |

If you do not need to make any changes to the items in your shopping cart; you are ready to
assign your shopping
cart to a requester.

Sally Shopper  profile | logout 2¥ Training Sample 1 | 2 item(s), 42.13 USD

Cart - Draft Requisition search for [ETEIrNCRUNIES I 5

2. Click the Assign to Cart
button.

active cart draft carts | favorites | my requisitions

7 ] Shopplng Cart T 1) Continue Shopping 2 Item(s) for a total of 42.13 uso

Name this cart: Training Sample 1

| Proceed to Checkout ‘ or | Assign Cart |

Have you made changes? ) | @ Help | [AddNon-Catalog Item | | [ Empty Cart | |Perform an action on (0 items selected)... |
STAPLES more info...
@ Fulfillment Address 1
3040 Route 50 North, N Saratoga Springs, NY 12866 US
The item(s) in this group was retrieved from the supplier's website. What does this mean?
MNeed to make changes? MODIFY ITEMS | VIEW ITEMS Item(s) was retrieved on: 12/3/2011 1:13:26 PM
Line(s): 1, 2
Product Description Unit Price  Quantity Total [~
ftem added on  At-A-Glance 2012 Visual Organizer Recycled Scenic Monthly Wall ~ 7.07 uso 1 7.07 s T
' Calendar, Jan.-Dec., Wall, 15 1/2" x 22 3/4" & EA

Part Number 857989
Manufacturer Info  DMW20128 - (Mead)

ftem added on Avery Shipping Labels With TrueBlock™ Technology, 10 Labels 35.06 Uso 1 35.06 usp [
. Per Sheet, White, 2"H x 4"W, 2,500 Labels/Bx ¢ BX -_u =
Part Number 859520 peste
Manufacturer Info AVES963 - (Avery)
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3. There are three options to designate an assignee (requester). Your Assign Cart window may
display all or a variation of these options depending on your configuration.

Assign Cart ? X
IASSign Cart To: Select from profile values

Search for an assignee

Mote To Assignee: -
expand | clear

Mote: After a cart is submitted, it can be viewed via
History. Prior to being submitted, the cart can be viewed in
Draft Carts and can be unassigned {withdrawn) if needed.

Aﬁw Cancel |

o Default assignee: If you have previously identified a preferred assignee in your profile, that
person’s name will automatically appear here. If correct, go to step 7.

o Select from profile values link: If you have previously identified assignee(s) in your profile,
you can click this link to select from your list; go to step 5.

e Search for an assignee link: If you have not identified any assignees in your profile — or if
you want to assign a cart to someone not in your profile list — you can click this link to search
from the University-wide list of requesters.

4. If needed, click the Search for an assignee link and search for your assignee using the User
Search criteria. You can enter all or part of the Name, User Name, or Email.

5. From the results, click the select link to select your assignee.

New Search Close L

Results per . —_

— |E| Users meeting the search criteria: 3 “|Page 1of1|r| 2
Name - User Name = Email = Phone  Action E

Requestor, Joe Jjrequestor Jjrequestor@sciguest.com [select]

Requestor, Justin jrequester jdiana@sciquest.com [select]

Requestor, Roger roger_requestor dj_mckee@bellsouth.net —_— il
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6. Back on the Assign Cart window, you can check Assign Cart 2 X
the & Add to Profile box if you plan to use this Assign Cart To:  Roger Requestor
. . s
assignee in the future. —— [ Add to Profile.
. Note To Assi H -
7. If desired, enter comments to your requester oTe o Aemanes
regarding this shopping cart in the Note To -
Assignee box expand | clear
Note: After a cart is submitted, it can be viewed via History.
8 CIle the Assign button Prior to being submitted, the cart can be viewed in Draft
' ’ Carts and can be unassigned (withdrawn) if needed.
e @ Cancel

A congratulatory message appears, along with a summary of your requisition.

Shopping Cart Information ?

(. Congratulations! Your cart was successfully assigned for further review.

At this point, you can view the cart in your draft carts list and can unassign it, if needed, until
submitted by the assignee. After a cart is submitted by the assignee, you can view it via
requisition history search.

Here is a brief summary of the requisition you have assigned:

Requisition number 678274

Cart name Training Sample 1
Requisition total 42.13 USD
Number of line items 2

What would you like to do next? Here are links to some commaon actions.

Search for another item
Check the status of an order
Return to your home page
Create new draft cart

The OK Corral sends an email notification of the assigned shopping cart to your requester.

The OK Corral will also send you an email notification when the requester submits your
requisition for approval or deletes your shopping cart.

You have successfully assigned a shopping cart to your requester.
Your Next Step

v" To continue shopping, click the Create new draft cart link.
v" To review, print or unassign a shopping cart, go to carts = draft carts.

v See the Unassigning Shopping Carts guide for detailed instructions on how to unassign a shopping
cart from a requester.
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