CU Marketplace Managing Carts Quick Guide

This Quick Guide details how manage your Carts that are created when you shop from Catalog Suppliers or
— complete a Non-Catalog Goods and Services Request prior to checking out and submitting them as
Requisition.

Managing Carts

When you select items when shopping from Catalog Suppliers or add Line Items to a Non-Catalog Goods and Services
Request, you are adding items to your Active Shopping Cart. If you should end your CU Marketplace session and resume
shopping at a later time, you will resume adding items to the same Active cart. If needed, you can create a new cart and
begin adding new items. You can also switch between different Carts.

Viewing Your Carts

If you have an Active Cart, the total amount for all items in that Cart is displayed next to the Shopping Cart ™ icon in the
top right of the CU Marketplace window.
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Helpful Links

Click the Amount link next to the Shopping Cart icon to View My Cart or proceed to Checkout.
To view all Draft Carts, click the Orders tile from the Welcome Page. The Orders dashboard appears.
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Depending on your role, you will have access to the following sections:

My Draft Carts are shopping carts that you have created or that have been assigned to you. Once these carts are submitted as Requisitions, they will no longer appear in My Draft Carts.
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My Requisitions include ones that you have created or have been submitted on your behalf.
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My Purchase Orders include ones where requisitions that you submitted have been approved and issued.
My Goods and Services Requests include requests for goods and/or services that are still in progress.
My Vouchers include any vouchers you initiated or that have been requested on your behalf if associated with a Purchase Order.

My Approvals are transactions that require your approval. If you do not have the approver role, you will not see this section.

My Draft Carts
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The My Draft Carts section displays your Carts. The Active H icon indicates the Cart that is currently active.

Click a Cart Number to view a Cart. That Cart will become your Active Cart. If you shop for Catalog Items, those items will
be added to the Active Cart.

If you will be creating a Non-Catalog Requisition. process your current Active Cart (assign it or submit it into workflow),
delete it, or create a new Cart.
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Managing Carts

Creating a New Cart

1. Use the Navigation Menu on the left to navigate to the Shop icon > My Carts and Orders > View Cart.
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The Cart Management screen appears.
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2. Click Create Cart. The Shopping Cart page appears for the new cart.
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3. EnteraCart Name and Description. You can begin shopping or create a Non-Catalog Requisition to add items to the
new Cart.

Deleting a Cart

1. Use the Navigation Menu on the left to navigate to the Shop icon > My Carts and Orders > View Cart. The Cart
Management screen appears.
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2. Click the Action dropdown and select Delete.
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Moving an Item from One Cart to Another

1. View the Shopping Cart page that has the item you want to move to another cart.

@ COLUMBIA UNIVERSITY - Search (Alt+Q) Q 2739UsD
Shopping Cart « Shopping Cart - ® e Assign Cart
Details
1 ltem a-
or
Staples - 1 ltem - 27.39 USD O Eric Shopper
~ SUPPLIER DETAILS Total (27.39 USD)
PO Number To Be Assigned Quate number " Handling, and Tax char
Need to make changes? MODIFY ITEMS VIEWITEMS Hem(s) was retrieved on: 6/13/2023 2:56:59 PM
« Sharpie Rollerball Pen, Needle Point Precision Pen, Black Ink, Dozen (2093225) Subtotal *
Item Catalog No. Size/Packaging Unit Price Quantity Ext. Price Total *

Sharpie Rollerball Pen, Needle Point Precision Pen, Black Ink, 24428114 0z 27.39 0z 2N e |
Dazen (2093225)
Remove
~ MEMDETAILS ©
Requires Sourcing

Manufactures SAMFORD CORP Contract
Mame

Category Code 44120000 Q
2093225 Move to new cart Move to Another Cart & >
Mce suppiies

Add to Draft Cart or Pending PR/PQ >

Supplier Part Auxiliary ID ) ) Draft Cart

Eric's Office Needs (3792485)
oreinfo

2. Click the Line Item Actions L] icon for the item you want to move and select Move to Another Cart.

3. Select Move to a new cart to create a new cart with that item or select one of the Draft Carts listed to move the item
to that cart.

Adding Goods and Services Request Items to a New Cart

After completing a Goods and Services Request Form, you can select the option to Add to new Cart so your items are not
added to the Active Cart.

PR Glo COLUMBIA UNIVERSITY

Shap » Shopping » View Forms

¢ Back to Manage Forms

Goods and Services Requ...  Review and Submit Request Actions w | Histary | 7
Form Number 1107752
Purpose Procurement Request « Required Fields Complete
Status Incomplete
Section Progress
Instructions 8
Suppliers «  Required Fields Complete
Suppliers '
Form Fields +  Required Fields Complete
Form Fields v
Purchasing Information '
Services v
Required Attachments 4

Review and Submit

¢ Previous Add to Favorites AddandgotoCarl ¥ I o

| Addandgoto Cart
Save 1o Cart and Add Ancther
Add to Cart and Return
Add to new Cart
Add to Draft Cart ending PR/FO
Add to Draft Change Request

Add to PO Revision

Onthe Review and Submit page of your Goods and Services Request Form, click the dropdown menu next to Add and go
to Cart and select Add to new Cart.
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