Business Applications Delete a Shopping Cart Not in ‘Approved’ Status
Supporting Education

Updated: 5/12/2014

Use this job aid to delete an entire Shopping Cart. The status of the Shopping Cart must be “Awaiting
Approval,” or “Saved.”

If the Shopping Cart has an “Approved” status, please refer to the Modifying PO’s job aid.

1. From the Manage Shopping Carts area, locate the Shopping Cart to be changed, and then
click the Shopping Cart Number hyperlink to open and display.

Home Human Rezources Sysztemsz Procurement /| Contracts Aszzet Management Reportz

Process Transactions

Manage Shopping Carts Hizt
[4]¥] |

Detailed Navigation

Active Queries
= Kanage Shopping Carts

= Maintain Service Entry Sheet Shopping Carts All(3) Saved (1) Awaiting Approval (0]
= Dizplay Mez=ages for Service Entry She

= Ppst, Change or View Goods Receiptizs e

= Manage Purchase Order [» Show Quick Criteria Maintenance |

Services View | [Standard Wigw] ~| | [ create Shopping Cart |[ Copy | | [ Display ][ Edit || Detete | || [ order || creat

Create Shopping Cart 5 | Shepping Cart Number || Shopping Cart Name | tem Number | tem Name Status

Portal Favorites E 1000002418 I Edit a Shepping Cart | 1 Computer Desk wiHutch | Awaiting Approval
1000002418 Edit a Shepping Cart | 2 55" Bookcase Awaiting Approval
1000002418 Edit a Shopping Cart | 3 Delivery Charge & Set-up | Awaiting Approval

2. Click the Edit button on the document toolbar:

Display Shopping Cart:1000002418

Number 10000024132 Document Name Edit a Shopping Cart Status Awaiting Approval

| Cloze | | Print Preview | | Show my Tasks || Refresh || Cup',r|

3. A Change dialogue box will display notifying the user that the approval process may be
restarted. Click the “Continue” button:

Document iz in approval; it you continue, the
approval process might be restarted

|| Cortinue ||| Cancel |
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4. A system message will display, advising that the Shopping Cart document has been recalled
and sent to the user’s inbox (Universal Worklist). Click the “Close” button to close the
Shopping Cart. This action will return the user to the Manage Shopping Carts area once more.

oF

Change Shopping Cart and Order:1000002418

Humber 1000002418 Document Name Edit a Shopping Cart Status Awaiting Approval

Document recalled; revizgion work item has been sent to your inbox

QOrder I:Il:lse| | Print Preview | | Save || Check || Delete|

5. Once again, click on the Shopping Cart Number hyperlink to open and display the Shopping

Cart:
Home Human Rezources Sysztemsz Procurement /| Contracts Aszzet Management Reportz
Process Transactions
Manage Shopping Carts Hizt
[41¢] (|

Detailed Navigation

Active Queries
= Kanage Shopping Cariz

= Maintain Service Entry Shest Shopping Carts All(3) Zaved (0] Awaiting Approval (0}
= Dizplay Mez=ages for Service Entry She
= Post, Change or View Goods Receiptilss

Shopping Carts - All

= lManage Purchase Order [ Show Quick Criteria Maintenance |

Services View | [Standard Wiew] ~| | [ create Shopping Cart || Copy | | [ Display |[ Edit || Defete | || [ order || creat

Create Shopping Cart 5y | Shopping Cart Mumber || Shopping Cart Name | kem Number | kem Name Status

Portal Favorites E 1000002415 I Edit a Shepping Cart | 1 Computer Desk wiHutch | Awaiting Approval
1000002415 Edit a Shepping Cart | 2 85" Bookcase Awaiting Approval
1000002418 Edit a Shepping Cart | 3 Delivery Charge & Set-up | Awaiting Approval

6. A system message will display, notifying the user that there is an open task. Click the “Show
my Tasks” button.

Display Shopping Cart:1000002418

Humber 1000002418 Document Hame Edit a Shopping Cart Status Awaiting Approval

“‘ou have an open tazk for thiz document; chooze "Show Ny Tazks

| Close | | Print Preview | | Show my Tasks || Refresh || Copy |
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7. A dialogue box will appear displaying the task under the Subject heading.
Click the “Process Now” button.

Select a task to process the shopping cart i

My Tasks for This Document
Subject Fraom |:|
|_| Revize Shopping Catt 100000244 8 with Value 94695 USD 04072014 22:28:17

=
|| Process Mow |I Cancel |

8. Click the “Delete” button on the document toolbar.

Change Shopping Cart and Order:1000002418

Number 10000022128 Document Name Edit a Shopping Cart Status Awaiting Approval

“‘ou have an open task for thizs document; choose "Show My Tazks

| Order || Close | | Print Preview | | Save || Check |I Delete ||

9. A dialogue box will display to verify decision to delete. Click “Yes” to proceed.

Delete Shopping Cart

Do you really weant to deletey

e
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10. A dialogue box will display notifying the user that the Shopping Cart was successfully deleted.
Click the “Close” button to return to the Manage Shopping Carts area.

Delete Confirmation

Shopping Cart Successfully

@ Deleted

Note: The Shopping Cart has been deleted and will no longer display in the in the Manage
Shopping Carts area.
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