How to Separate One Cart Into Two (or Scribe -
More)

You may have a shopping cart made up of multiple vendors. While you can submit the
cart for approvals this way (as long as the orders are of the same type: punchouts,
non-catalog, ICP, etc.), sometimes you want to send one of the vendor orders through
and not the other(s). Here is how you separate them.

1 Click on the total dollar amount that is displayed for your cart.
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2  Click "View My Cart."
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3 Click the box indicating the vendor that you would like to "set aside," or save to

another cart.
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Amazon Capital Services Inc - 1 ltem - 22.97 USD

SUPPLIER DETAILS PO Box 530058 - PO Box 530958, Atlanta, Georgia
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1 Rubbermaid Commercial Products, Industrial
Grade - Fiberglass Wet Mop Holder Handle
Stick for Floor Cleaning Heavy Duty, 54-inch,
FGH145000000
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und Adhesive Transfer Tape Tape Brand 3M Sub-Brand Scolch Series ATG 969 Imperial Tape Length 18 yd Imperial

Powered by JAGGAER | FQ

Made with Scribe - https://scribehow.com



Click the red arrow.
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5 Click "Move to new cart." It is now saved in a separate cart.
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Add to Draft Cart or Pending PR/PO
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6  To find this new cart, click "View Carts."
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Your most recent cart will be on the bottom. Note that the cart you were working
from is labeled as your "active" cart.

Orders

Contracts

Accounts
Payable

Suppliers

.|.Il|. Reporting

ﬁ‘} Administer

Q Setup
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Normal - Returned

Normal
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shopping Cart Name = Cart Description Date Created =
2023-12-05 0290719 05 12/5/2023
2024-01-08 0290719 05 1/8/2024
2024-01-16 0290719 01 1/16/2024
=D  2024-01-31-0290719 01 1/31/2024
[024-01-31 0290719 02 1/31/2024

2024-01-31 0290719 07
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