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Rename Shopping Cart
1. Retrieve your shopping cart.
2. Input your new shopping cart name in the ‘Name this cart’ box.
3. Click the Update button directly below the cart name. 

Remove Selected Items from a Shopping Cart
1. Go to the Shopping Cart.
2. Option 1: 
a. Select the Remove button on the product line.
3. Option 2: 
a. In the cart, select one or more items to remove by placing a checkmark in its Select checkbox. 
b. Click in the action drop down list.
c. Select Remove Selected Items.
4. The selected items are then removed from your shopping cart.

Remove All Items from a Shopping Cart
1. Go to the Shopping Cart.
2. Select the Empty Cart button.
3. To remove all items, click the OK button to proceed.
4. Your active shopping cart should now be empty.
Update Quantity of Items in a Shopping Cart
1. Go to the Shopping Cart.
2. For the item you want to update, go to the Quantity field in that row.
3. Enter the desired quantity.
4. Click the Update button directly under the Quantity field.
5. If you are making updates to more than one item, you can enter the desired quantity for all items and the select the update button directly below the Shopping cart name to update all quantities at one time.
Assign Cart to a Requester
1. Pull up your shopping cart. 
2. Review your shopping cart to ensure that everything is correct. Make any necessary updates to the items in your cart.
3. Select the Proceed to Checkout button. 
4. Here you perform a final review of your shopping cart. If you need to make any updates, you can select the appropriate edit button and make changes. You can also select the Return to shopping cart link in the upper right corner of the page.
5. If you want to add any notes or comments, click the Comments tab.
a. Click the Add Comment button.
b. Enter your comment regarding the Chartfields. Keep in mind there is a 1000 character limit here.
c. Do not include any slashes (/) in your comments.
d. Click the Add Comment button.
e. Note: These comments are available to the Requester, but they are not included in the email notification.
6. When you are ready to assign your cart, click the Assign Cart button.
7. If you have a Default Requester in your profile, that Requester’s name should appear next to “Assign Cart To:”. 
a. If you want to assign your cart to another Requester set up in your User Profile, select the “Search from profile values” link.
i. Using the drop down list, select the appropriate Requester. 
b. If you do not have a Default Requester in your profile and need to search for your requester, select the “Search for an assignee” link.
i. In the User Search box, confirm your Business Unit appears in the Business Unit drop down list.
ii. If you want to refine your search by department, select your Department in the drop down list.
iii. Click the Search button.
iv. Select the Requester you want to assign your shopping cart to and click the Choose Selected User button.
8. In the Note to Assignee section, enter any instructions about charging Chartfields that are not your default. This note is included in the email notification to the Requester.
9. [bookmark: _GoBack]Click the Assign button. A shopping cart notification displays. Your shopping cart has now been assigned to your Requester.
