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Modifying Shopping Carts

The procedure to modify items and shopping carts sometimes differs between hosted
catalog items, punch-out catalog items, and form items.

This guide will illustrate:

 Renaming Shopping Carts
 Adding Items to Shopping Carts

* Modifying Hosted Catalog Items

* Modifying Punch-out Catalog Items

* Deleting All Items from Shopping Carts
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G




Renaming Shopping Carts




ﬁ ]ﬂjﬁﬂm EXCHANGE TEST SITE Purchase Orders ~ Search (Alt+Q) (=} 2,000.00USD W Q@ e §

Shop (Al+P) ‘Open My Active Shopping Cart.
— View Carts —

VimMy Orders (Last 90 Days) Quick Links My Resources @

Admin @ UD Exchange How To Guides My Resources
Product Release Library (4 | procurement@udel.edu
Shopping Settings @ HowDolBuy_____ ???

f i ili i Site Ma
Delaware Exchange provides a familiar online & Commodity Code-Account Crosswalk p

@ Non-PO Payment Matrix
red, just put it in your shopping cart, and
complete the form, and assign or submit. Non-Catalog ltem

Reguest New Supplier

CLLaIUY R A

Procurement Form:

Total =
s—_Aaf
- 2,000.00 USD
Non-PO Payment Ry

86,000.00 USD

3318780 20210816 twood 01 My Drafts 8/16/2021 0.00 USD
[l
3318631 2021-08-14 twood 01 My Drafts 8/14/2021 513.00 USD
Warer o Request 3316523 2021-08-12 twooed 02 My Drafts 8/12/2021 10000 USD
=

= = T ey Ty L S

javascriptvoid(0); Powered by JAGGAER | Privacy Policy




e EXCHANGE ST SITE Purchase Orders Search (Alt+Q) Q 200000USD W AV 'S §

Shop » My Carts and Orders » View Carts » Assigned Carts

Cart Management Create Cart | 7

Draft Carts ™ Assigned Carts

Assign Substitute

? Filter Assigned Carts

Type = Shopping Cart Name = Cart Description Date Created = Total = Created By = AssignedTo = Action

Normal office supplies 3/19/2021 11,367.88USD  Alissa Cope twill View w

Select the cart you want to rename.

EG#E}wa.
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;enama.a

K EXCHANGE SITE Purchase Orders ~ Search (Alt+Q) 100.00USD W
Shopping Cart * Shopping Cart — = @ # ... Assigncart
Simple Advanced Details

Search for products, suppliers, forms, part number, etc Q For
tWwill
Estimate (100.00 USD)

Cart Name My new cart 1000 fe——
Subtotal
Total

Description

Multi-Inveice/Payment D

1 Item
ADIDAS - 1 Item - 100.00 USD

/v SUPPLIER DETAILS &

Contract no value

Item

Test

Enter your shopping cart’s new name in the Cart Name field.

The new Cart Name will be saved automatically.

L
PO Number To Be Assigned
Catalog No. Size/Packaging Unit Price Quantity Ext. Price
1234 EA 100.00 1 EA 100.00 -0

Q| A A

Proceed To Checkout

100.00
100.00 USD
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Adding Items to Shopping Carts




ﬁ T EXCHANGE TEST SITE Purchase Orders Search (Alt+Q) Q 100.00USD W LVl e §

_ QUiCk ke o

Admin

Shopping Settings
Dy
red
col

el s Dullahi 202 ; . . : -~

Shop (al+P) Open My Active Shopping Cart
View Carts S
‘View My Orders (Last 90 Days)

Shopping

E) 0

E 3 %

Draft All Drafts ~
Procurement Forms ~ Cart Type
] ol Number = Cart = Cart Type = Date ~ Total =
. .
pef @ NIQMBL = 3323752 2021-08-22 twood 01 My Drafts 3/22/2021 2,000.00 USD
Non-PO Payment Request Subaward Request NIMBL Subaward Request L L=l
REXReguest (Dufion2) 3323739 2021-08-21 twood 01 My Drafts 8/21/2021 86,000.00 USD
3318780 2021-08-16 twood 01 My Drafts 8/16/2021 0.00 USD
]
3318631 2021-08-14 twood 01 My Drafts 8/14/2021 513.00 USD
Watver of Bid Request W 3316523 My new cart 1000 My Drafts 8/12/2021 10000 USD

- - m e e e T Fir i
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A EXCHANGE ST SITE Purchase Orders ~ Search (Alt+Q) Q 100.00 USD E AV LS .'.

Shop » My Carts and Orders » View Carts » Draft Caris
Cart Management Create Cart | 7

Draft Carts ™ Assigned Carts

» Filter Draft Carts

.
2
m
a
&
i

Type = Shopping Cart Name = Cart Description Date Created = Total = Action

Normal =D  Mynew cart 1000 8/12/2021 100.00USD | view ¥
Normal 2021-08-14 twood 01 8/14/2021 513.00USD | view
Normal 2021-08-16 twood 01 8/16/2021 0.00USD | view
Normal 2021-08-21 twood 01 8/21/2021 86,000.00USD | view w
Normal 2021-08-22 twood 01 8/22/2021 2,000.00USD | view w

Select one of your carts to open it and make it your active cart.
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Shop
Orders

Contracts

Accounts
Payable

Suppliers

Sourcing
.||Il. Reporting
ﬂ‘} Administer
G Setup

it EXCHANGE Alv searh @)

Click on the ellipsis and choose Continue Shopping from the drop-down.
Any additional items you shop for will be added to this cart.

Note:

A shopping cart can contain items from multiple catalog suppliers; however,
approval requirements vary based on the commodity types and dollar amounts
of the items you are ordering.

We strongly recommend separate carts for each supplier to avoid some items
being delayed by the approvals required for others.

Purchase
Multi- -
Invoice/Payme X I e
nt Request # no value Payment no value
Terms
Waiver of Bid X
Tax Flag hod

Buyer Information & v

100UsD W QP 'S

- @ Assign Cart

Return to Cart

I

Add Comment
0 Correct these issues.

You are unable to proce

Continue Shopping
Required: Shipping ag View Carts
Required: SpeedType

Required: Account Code (Line 1)

Be aware of these issues. v
‘You may review and proceed.

Empty: Internal Note/Business Justification

Total (1.00 USD) v

Shipping, Handling, and Tax charges are calculated

and charged by eact pplier. Th wn here

are for estimation purposes, budget checking, and

vorkflow approvals

Subtotal 1.00
1.00




FE & %

Q

https://usertest.sciquest.com/apps/Router/ShoppingDashboardUserDetails?t...

Y EXCHANGE

Shopping Cart * Shopping Cart

Purchase Orders ¥ Search (Alt+Q) 2,000.00 USD -

= @ . Assign Cart

Q| e §

Proceed To Checkout

Simple ed Be~R R AR R
Once you have finished shopping for additional items, v
Search for products, suppliers, forms, part number, etc 1
seareh forproducts, suplers fo - click Proceed to Checkout
Estimate (2,000.00 USD) v
Cart Name 2021-08-22 twood 01 Sublotal 2000.00
ubtotal ,000.
Total 2,000.00 UsD
Description
Multi-Invoice/Payment |:|
100 ltems O -
15 ELKTON ROAD ASSOCIATES LLC - 100 items - 2,000.00 USD |:|
# SUPPLIERDETAILS  ACH-100 DEAN DRIVE : 100 DEAN DRIVE, NEWARK, De... ¥
Contract no value PO Number To Be Assigned
Quote numbe
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price
Contractor for Cleaning services EA 20.00 100 EA 2,000.00 tee I:l E
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Moving Items to Other Shopping Carts

(Please note: this function is not available for punch-out catalog orders)




[ﬁ?m [“H“NEE TEST SITE Procurement Requests * Search (Alt+Q) 10,000.00 USD E < P 4

Requisition| * 3323752 = @ = @ e Assign Cart Place Order
Summary PO Preview Comments Attachments History
S TPTESTTTETTYO ., crun e [ Bt e i e

Justification

Attachments for all suppliers Add
op Draft (returned)
Internal Attachments Add

PO Clauses o View details Bea of th N o

‘You may review and proceed.
Additional Notes te print on PO no value

Empty: Internal Note/Business Justification

100 ltems o -~ Total (10,000.00 USD) v

104 EAST MAIN ASSOCIATION LLC - 100 tems - 10,000.00 USD -0 Subtotal 10,000.00

F@xama.a

10,000.00

~
ltem Catalog No. Size/Packaging Unit Price Quantity Ext. Price Workflow =4 =
1 Testitem EA 100.00 100 EA © 10,000.00 coo [ ——
Draft
Active
A ITEMDETALS & rd T owil
Contract: ne value Internal Note/Business no value
Justification Start - Parallel Steps
G dity Cod 43000000 / Inf tion Technol Broadcasting & |
ommodity Code I nformation Technology Broadcasting Internal Attachments Add
Telecommunications
PR Validation wee
External Note no value Fi
Account Code 141214 e
COMPUTER HARDWARE AND SUPPLIES Attachments for supplier Add
Wait for Validation Response v
PO Type Override x Future




TP EXCHANGE

Summary PO Preview

TTEETITETTTO ., i s

Justification

Internal Attachments

100 Items

104 EAST MAIN ASSO

F@#Hwa.&

# SUPPLIER DETAILS 1Al

Contract

Quote number

Item

Test item

~ ITEMDETAILS =&

Contract:

Commodity Code

Account Code

Comments

est sire |

Requisition * 3323752

Attachments History

Add

Pre e s

Attachments for all suppliers
PO Clauses

Additional Notes to print on PO

Add

View details

ne value

Procurement Requests =

To move the item to a different cart, click the drop-down menu | -
and select Move to Another Cart.

&
no value PO Number To Be Assigned
no value
Catalog No. Size/Packaging Unit Price Quantity Ext. Price
EA 100.00 100 EA 10,000.00 Te \,/
&
na value Internal Note/Business no value
Justification
43000000 / Inf tion Technol Broadcasting &
/ ',10"“3 ton Technology Broaccasting Internal Attachments Add
Telecommunications
External Note no value
141214
COMPUTER HARDWARE AND SUPPLIES Attachments for supplier Add
PO Type Override X

Search (Alt+Q)

= @ = g

1000000usD W O |

Assign Cart Place O

Be aware of these issues.
You may review and proceed.

Empty: Internal Note/Business Justification

n @ Total (10,000.00 USD)

Add to Favorites
Remove Selected Items

Remove All ltems

Move to Another Cart «—
Change Supplier

Add to Draft Cart or Pending PR/PO
Change Commodity Code

Workflow

Draft
Active

1will
Start - Parallel Steps

PR Validation
Future

10,00c

10,00C

sponse

s

7

Wait for Validation Response

Future




Click the link to the Shopping Cart you want to move the item to.

If you have multiple Shopping Carts, a list of their names will be available to select from.

5 0 . .
Contracts If you don’t have other Shopping Carts, you will be offered the option to Move to new cart.
N
Add to Favorites |
accoglﬂts CHRISTINA SCHOOL DISTRICT - 1 item - 1.00 USD Nl
S Remove Selected ltems
Suppliers ~ SUPPLIER DETAILS  MAIN : LANE TRANSPORTATION CENTER, 400 WYOMING ... / 0‘\ Remove All Items
Contract no value PO Number To Be Assigned Move to new cart Move to Another Cart ?
Sourcing Change Supplier o
Draft Cart )
Quote number  no value Add to Draft Cart or Pending PR/PO >
.|Ill. Reporting 2022-07-27 700586502 01 (160643796) -
Add to PO Revision btion
i Catalog N Size/Packagi 2022-08-15 700586502 01 (161378801) ;
@iF Administer 2l bl e annd Change Commodity Code
2023-01-18 700586502 01 (167094400) ) i v
T test EA : [
ﬁ Sehup K margot's test cart (166251514)
A ITEMDETAILS & d
Contract no value Internal
Note/Business no value
Commodity Code 10000000 / Live Plant, Animal Material & Justification Subtotal 1.00
Supplies Internal Attachments  Add =
1.00
Q Menu Search Account Code no value o
e External Note no value

«




Modifying Hosted Catalog Items




%]»H&lm EXCHANGE Al = Search (Alt+Q) 45628 W AV S

Shopping Cart *+ Shopping Cart Saving.. = ® & - Assign Cart Proceed To Checkout
Shop
After-The-Fact I:l
Orders Purchase Details v
Contracts D For
Waiver of Bid

Margot McCabe

Accounts
Payable

Estimate (456.28 USD) v

Supplers i To modify the number of items, update the Quantity field.

KEEN COMPRESSED sre ot estimation suros

Sourcing etehec
Changes save automatically. workflow approvals
: A SUPPLIER DETAILS Subtotal * 456.28
Reporting
*
Contract UD-MSA-0025 PONumber  To Be Assignad fotal 45628

Administer

Quote number
Setup

Item Catalog No. Size/Packaging  Unit Price Quantity Ext. Price

T HELIUM 200U HEL HE2 CYL 228.14 2 CYL 456.28 D

~ ITEMDETAILS #
Al EEEED Manufacturer  Keen Compressed Gas Co Contract: UD-MSA-0025

M

Internal

« Powered by JAGGAER | Privacy Polic:




i EXCHANGE

Shopping Cart * Shopping Cart

QuoTe NuUMDer

Item

3M 171N BLUE 5300 CLEANER PAD EA

# ITEM DETAILS

F@nnma.m

Manufacturer Name 3M SVH4498 [NC]
Manufacturer Part 7000000674
Number

UNSPSC 47-12-16-08

more info

2 3M 201N BLUE 5300 CLEANER PAD EA

Catalog No.

17BLUPAD

Contract:

Commeodity Code

20BLUPAD

Size/Packaging

cs

47000000

Cleaning Equipment & Supplies

Ccs

Unit Price

19.33

Internal Note/Business

Justification

External Note

PO Type Override

25.25

1000 characters remaining

1000 characters remaining

O

1 Cs 25.25

Procurement Requests ~ Search (Alt+Q)
= @® & -
Details
Quantity Ext. Price
For
acs 57.99 -0 twill

Estimate (212.11 USD)

Subtotal
Total
p

expand | clear

A

expand | clear

=

To remove a hosted catalog item, check the box to the right of the line item

Click on the ellipsis next to it and choose Remove to remove the line item

REMOVE - —

Add to Favorites

Move to Another Cart

et Add to Draft Cart or Pending PR/PO

UNSPSC 47-12-16-08

more info...

External Note

PO Type Override

1000 characters remaining

O

4

expand | clear

21211 = QB i

Assign Cart Proceed To Checkout

21211

21211 UsD




Modifying Punch-out Catalog Items




yiLavaid. EXCHANGE SITE
Shopping Cart * Shopping Cart

“ W B MASON CO INC - 160 Items - 499.20 USD

#~ SUPPLIER DETAILS

Contract no value PO Number To Be Assigned

—
PivTe

Need to make changes? VIEW ITEMS  ltem(s) was retrieved on: 8/23/2021 8:14:37 AM
@' « S.F 1 Standard Economy 0 Full-Strip Staples, 5000/Box
_||I|_ Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price

All =

Search (Alt+Q) 599.20USD W

SO ] saw Assign Cart

Details

For
t Will

Estimate (599.20 USD)

Subtotal

Total

QP A

1

Proceed To Checkout

599.20
599.20 USD

If the Modify Items link appears, click the link to be transferred back to your punch-out shopping session
on the supplier’s website. Modify your items and checkout to return your shopping cart to UD Exchange.

cturer Part SWI35108 Contract Select price or contract...

fer Part Auxiliary ID C-61487847/5830158638 commedity Coce 44000000 Q
Office Equipment & Supplies

more info...

Q

https://usertest.sciquest.com/apps/Router/ShoppingDashboardUserDetails?t...

Powered by JAGGAER | Py
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\pyiiii EXCHANGE TEST SITE Procurement Requests = Search (Alt+Q) 1994003UsD W Q| 'S

Proceed To Checkout
v
v
~
19,040.93

1994093 USD

3 E17088 EA 273.00 Qty: 18 EA 4,914.00 E]j

REMOVE  —

A~ ITEMDETAILS €

Supplier Part Auxiliary ID Contract: | Addt .
o Favorites

d5dafbd4327e88976a544115762e0260799866f822027d81308b1a7 Internal Note/Business

3afesficd Justification

Move to Another Cart
Commodity Code 12000000 Q

i Chemicals, Bio Chemicals & Gas Materials 1000 charactersremaining  ext  Add to Draft Cart or Pending PR/PO
more info
-

External Note

#

1000 characters remaining expand | clear

PO Type Override D




il EXCHANGE Alv search (AQ) 3402 W QKO L8

Shopping Cart * Shopping Cart = @ @ ... AssignCat Proceed To Checkout
190 Items v
[ ADIDAS - 30 Items - 3,000.00 USD Details v
For
g # SUPPLIER DETAILS & tWill
m ntract no value PO Number To Be Assigned Estimate (3.499.20 UsD) v
Subtotal 3,499.20
a4 ot numbe Total 3499.20 USD
@' ltem Catalog No. Size/Packaging Unit Price Quantity Ext. Price
1k Test 1234 EA 100.00 30|EA 3,000.00 O
A~ [TEMDETAILS & : . . .
To modify the number of items, update the Quantity field.

Select price or col

Changes save automatically.

Commodity Code 10000000

Live Plant, Animal Material & Supplies




ﬁ lf'j?i\“\?\;u EXCHANGE ' Procurement Requests ~ Search (AR+Q) 103,200.00 - (v LA 2
. Shopping Cart * Shopping Cart = @ m +es+  AssignCart Proceed To Checkout
Description
ﬁ Details w
Multi-Invoice/Payment D For
9 twill
m 12 ltems ] Estimate (103,200.00 USD) v
®n 7 103,200.00
TEST JAMES DOORCHECK INC - 12 ltems - 103,200.00 USD / AddloFavorites [ 10320000 usp
@ Remove Selected Items
~ SUPPLIER DETAILS & - B B o Remove All ltems
To view other options for modifying your cart, check the box
i Contract Move to Another Cart
next to a line item and select the drop-down menu. Change Supplier
Quote number Add to Draft Cart or Pending PR/PO
Change Commodity Code
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price

Hardware for DuPont hall EA 8,600.00 12 EA 103,200.00 .-

A ITEMDETAILS &

Contract: ) i - N
Internal Note/Business work order # 106368
Justification
Commedity Code 48000000 Q. Y
981 characters remaining tpand
Service Industry Machinery, Equipment & Supplies 81 characters remaining expand | clear
External Note Per telephone conversation with Sam on
7/7/2021. We need this on site no later than
/2021
: A
907 characters remaining expand | clear
PO Type Override O

Q =




Deleting All Items from Shopping Carts




F@tanala

TP EXCHANGE

Shopping Cart * Shopping Cart

Description

Multi-Invoice/Payment D

12 ltems
TEST JAMES DOORCHE!

~ SUPPLIER DETAILS &

Contract

Quote number

Item

Hardware for DuPont hall

~ [TEMDETAILS &

Contract:

Commaedity Code

48000000

Service Industry Machinery, Equipment & Supplies

Procurement Requests

Size/Packaging Unit Price Quantity Ext. Price
EA 8,600.00 12 EA 103,200.00 .
Internal Note/Business work order # 106368
Justification
Y

981 characters remaining expand | clear

Per telephone conversation with Sam on -

7/7/2021. We need this on site no later than
7/20/2021 Yy

expand | clear

External Note

907 characters remaining

PO Type Override D

o )

~

Search (Aft+Q) 10320000 W

= @ ==+ AssignCart

Details

For
twill

Estimate (103,200.00 USD)

Add to Favorites

Remove Selected ltems

Remove All [tems Smmm—
Move to Another Cart

Change Supplier

Add to Draft Cart or Pending PR/PO
Change Commodity Code

< A
Proceed To Checkout
~
~
103,200.00

103,200.00 USD

§



Questions:
e procurement@udel.edu

Resources:
* Procurement Services Website

e Adding Details to Shopping Carts



mailto:procurement@udel.edu
https://www1.udel.edu/procurement/
https://www1.udel.edu/procurement/UDX/NewUX/Requesters/UDX%20Adding%20Details%20to%20Shopping%20Carts.pdf
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