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Step-by-Step Guide 
Modifying Draft Shopping Carts 
 

 
In This Guide 
 
 Modifying hosted catalog shopping carts  Modifying punch-out shopping carts 

 
 Modifying form shopping carts 

 
 

This guide demonstrates how to modify draft shopping carts.   
 
Once items have been added to the shopping cart it may be necessary to change some of the 
product information, such as quantity or unit price, or remove a line item. There are different 
procedures for updating items from a hosted catalog, punch-out and form items.  
 

Modifying Hosted Catalog Items 

1. Access your shopping cart by clicking the shopping cart link in the upper right corner of the 
page…or by clicking carts on the navigation bar. 

2. Update the Quantity. 

3. Click the  button.  

4. To remove the line items, click the  button on the line.   

 The cart 
item(s) and total 
will update. 
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Modifying Draft Shopping Carts 
 

Modifying Punch-out Shopping carts 
 

If you need to add more items to your shopping cart, go to the supplier’s punch-out catalog and 
repeat this process. Your additional items will appear in your shopping cart once completed. 

 
If the MODIFY ITEMS or 
VIEW ITEMS links appear 
above the line items – see the 
Staples example on the right – 
click the appropriate action to 
access the items using the 
supplier’s punch-out catalog.   

 
 

 
 
 
 
 
 
If the MODIFY ITEMS or 
VIEW ITEMS links do not 
appear above the line items – 
see the Fisher example on the 
right – delete your shopping 
cart and repeat the process to 
create a new shopping cart.   
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Modifying Forms 

1. Access your shopping cart by clicking the shopping cart link in the upper right corner of the 
page…or by clicking carts on the navigation bar. 

2. Click on the form icon or link to open the form. 

 

3. Modify the form where necessary. 

4. In the Available Actions section (located at the top of page), select Save and click the Go 
button. 

 Select Save to save changes to your form.  

 The Add to Cart or Add and go to Cart option will add a second form to your 
shopping cart.  

5. Click the Close button. 

6. To remove the line item, click the  button on the line. 

 

You have successfully modified your shopping cart. 
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Your Next Step 

Shoppers:  Requesters: 

See the Assigning Shopping Carts 
Step-by-Step Guide, where you’ll learn 
how to: 

 See the Proceeding to Checkout  Step-
by-Step Guide, where you’ll learn how to: 

 Assign shopping carts 
 Search for requesters 
 Assign default requesters 

 
 Add campus and shipping information 
 Add accounting codes 
 Submit shopping carts as requisitions 

 


