iShopUTRGV. Quick Reference Guide

How to - Unassign a Cart

Shoppers do not have the ability to submit carts for approval, so carts must be assigned to the
Departmental Buyer (Requestor). If a shopper needs to update a cart before the Departmental
Buyer (Requestor) has submitted it to the workflow, the shopper can unassing the cart and
make modifications as needed. *Questions can be emailed to: ishop@utrgv.edu

1. Place mouse over shopping cart icon (left hand side)

2. Select “My Carts and Orders”

Shop (Alt+P) Open My Active Shopping Cart

S View Carts

View My Orders (Last 90 Days)
My Carts and Orders
Admin

Shopping Settings

Shop (Al+P) Open My Active Shopping Cart

Shopping View Carts

View My Orders (Last 90 Days)
My Carts and Orders
Admin

Shopping Settings

4. Screen will refresh and display carts. You will see “Draft Carts” and “Assigned Carts.” Click on
“Assigned Carts”

Shop » My Cartsand Orders » View Caris » Draft Caris

Cart Management

Draft Carts ™ A

¥ Filter Draft Carts
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5. Once the “Assigned Carts” tab loads, the system will show the assigned carts. Click on “view” to see available
actions.

Shop » My CartssncOrders b View Cars » Assigned Cans

Cart Management

Type = Cart Number = Shopping Cart Name =
Normal 3084648 2020-10-20 mreyes 03
Normal 3085705 2020-10-21 jzerpa 01

Cart Description

Date Created = Total = Created By =
10/20/2020 81.50USD  Marilu Reyes
10/21/2020 100.00USD  Jesus Zerpa
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6. Click on “Unassign” to retrieve the cart. Note that you can only unassign a cart where you are listed as the
“Created By”. If the cart was not created by you, the indivudiual who created the cart will need to unassign.
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7. Once carts is unassigned, page will reload and will display the cart. Make modifications as needed and then
“Assign cart” to departmental buyer (Requestor) for completion.
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Shopping Cart =

25 Items

PETES ELECTRIC - 25 Items - 100.00 USD
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