Combining Carts
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Requestors can combine items from various carts into a single cart. This advanced feature
may be advantageous for groups with numerous Shoppers who may all be ordering from
the same supplier. Example: Several researchersin a lab have created carts with items from
Supplier A. These researchers assign their carts to the lab manager, who is their Requestor.
The lab manager knows that Supplier A has a hefty shipping charge per order, so they
combine all items for Supplier A into a single cart. Thus the lab can save on shipping costs.

1. Multiple carts are assigned to a single Requester for items from a single supplier.
2. Requestergoes to Cart Icon = My Carts and Orders = View Carts.

Open My Active Shopping Cart

View My Orders (Last 90 Days)
»

3. Click Create Cart, enter a name for the combined cart (choose something that will help
you distinguish it from your other carts). It will be in your Draft Carts.

_Create Cart

4. Now goto Cart Icon = My Carts and Orders - View Carts and navigate to your
Assigned Carts tab. Open one of the carts that was assigned to you by a Shopper with
items from Supplier A.

Shopping Cart ~

Combined Cart Supplier

Draft Carts | Assigned Carts ™

Assign Substitute

» Filter Assigned Carts

1-10 of 10 Results

Type = Shopping Cart Name =
Normal Cart for Supplier A
Normal Another Cart for Supplier A

5. Tomove asingle line item to your newly created ‘combined cart’, click the (...) next to
the individual line item and select Move to Another Cart.

Item Catalog No. Unit Price. Quantity Ext. Price
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Wwidgets 12345 25.00 2 EA

ITEM DETAILS B Add to Favorites

Move to Another Cart

6. To move multiple items to your newly created ‘combined cart’, click the checkboxes
next to the items that you want to move and then click the arrow in the line level
header to select Move to Another Cart for all the selected items.

2 ftems “G
Move to Another Cart
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Add to Draft Cart or Pending Requisition/PO

ABC BUSINESS COMMUNICATIONS LTD 1 - 2 Items - 50.00 USD

SUPPLIER DETAILS (= (&) =4 Add to Favorites

Item Catalog No. Unit Price Quantit Ext. Price
< v Remove Selected Items

7. A pop-up window appears. Click the radio button to select a cart (i.e. the cart you
created in step #3) and click Move.

8. Repeatthe process until all the relevant items from the multiple carts have been
moved into the new ‘combined’ cart. Open that combined cart (found in Draft Carts)
and click Proceed to Checkout to follow the standard checkout process.

9. NOTE: All items must have the identical Ship To information in order to generate a
single PO and benefit from a single shipping charge. To double-checkthis:

* Scroll down to the Lines section on the Summary tab and confirm that all items
have the identical Ship To address. You can edit the individual SHIPPING
ADDRESS by clicking the pencil icon.

Widgets 12345 25.00 2 EA 50.00 D
 [TEMDETAILLS 3 Vs
Sample Shopper105, [Building/Room], 8 Story St, Cambridge, MA 02138-0000, United States
Ship to & Bill to P
) PO Comments
* Alternatively, you can go to the Ship to Add
& Bill to section on the Summary tab
and click Copy to other lines. Ship To
@ Values vary by line. Copy to other lines
ATTN Name/Department
Chemistry
Building/Room

1033 Massachusetts Ave

You can use the line level notes to distinguish who the items are for. These notes (both
internal and external) can be found in the ITEM DETAILS section within the individual line
level. Click the pencil icon to edit the notes and click Save.
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