Introduction
Lesson Description:
This lesson is designed train Shoppers how to assign their GeorgiaFIRST Marketplace shopping cart to a requester, in order for a requisition to be created and submitted for approval.   
Objectives:
· Identify how to retrieve your shopping cart
· Identify how to updated the shopping cart
· Identify how to update items from a punch-out supplier
· Assign a cart to a requester
Accompanying Materials:
· Assigning a Cart to a Requester_PPT
· Assigning a Cart to a Requester_Job Aids
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Assigning a Cart to a Requester
	Slide 2
	Retrieving the Shopping Cart

· Select the Cart Summary link at the top right corner of the page
· Once the shopping cart page is displayed, you can rename the cart if you wish
· Effective way of organizing your carts
· Default shopping cart name is the date plus the User ID and a number (date = date the cart was created)
· Shopping cart name is not carried onto requisition, but may make it easier for your assigned requester to find your cart
· After renaming the cart, click the Update button
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	Updating the Shopping Cart
· You can make various updates to your shopping cart
· Remove selected items
· Use “remove” button on product line, OR
· Select one or more items with checkmark and select “Remove Selected Items” in “action” drop down 
· Remove all items from cart
· Select “Empty Cart” button
· Update Quantity of Items in Cart
· Enter new desired quantity in “Quantity” field of item
· Click “Update” button
· Select Fulfillment Address
· For Fax and Email Suppliers
· If “Edit” button is displayed next to current default fulfillment address for a supplier, may need to select fulfillment address
· Can save specific fulfillment address as the default
· Delete a Shopping Cart
· Will permanently remove shopping cart
· From View Draft Shopping Carts page, delete cart
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	Assigning the Cart to a Requester
· Once all updates are complete and you are ready to assign the shopping cart to a Requester, select the Checkout button (final review of Shopping Cart)
· Comments tab: Use to add note or comments (these comments are available to the Requester but are not included in the email notification)
· When ready to assign the cart, click Assign Cart 
· The Assign Cart pop-up will appear
· [bookmark: _GoBack]The person you have specified as your preferred (or default) requester should already be listed; there is nothing you need to do to select your default requester – the system will automatically assign the cart to this person
· If you want to select a requester other than your default, select the “Select from profile values” link. Here you can select a different requester that you have already added to your User Profile
· If you want to select a requester that you have not added to your User Profile, select the “Search for an assignee” link. Here you will have to search for a requester as you did when you were setting up your User Profile
· If you need to send a note to your Requester along with this shopping cart, you can include it in the Note to Assignee box
· If you need a different Ship To location or Chartstring charged for these items, you must include this information in the Note to Assignee box
· What you include in the Note to Assignee box will be included in the email notification sent to the requester.
· After including any necessary notes, click the Assign button
· The confirmation page will include the Cart Number, Cart Name, number of requisition line items and the total amount of the requisition
· The system will automatically send an email notification to the Requester you assigned to cart to




