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Assign Substitute Requester:

Carts will only be redirected once the setting is activated and will continue to do so until the setting in
deactivated.

Steps to Activate:
Shop — My Carts and Orders — View Carts

Shop (Al+#) Open My Active Shopping Cart

Shopping View Carts
My Carts and Orders . View nMy Orders (Last 90 Days)

Admin

Shopping Settings

Under the Assigned Carts tab — click on the link “Assign Substitute”

Shop » My Carts and Orders » View Carts ¢ Assigned Carts » Assigned Carts

Cart Management




The following screen appears

Search for the substitute user you wish to redirect your carts to

Once located — select user

User Search N
Last Mame

First Mame
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Results Per Page 10

Substitute user will now appear (see below)

Cart Management

Steps to Deactivate:

Shop » My Carts and Orders » View Carts » Assigned Cans

v Assigned Cartz

Draft Carts Assigned Carts Shared Carts
Current Substitute: Procurement Syst. Admin Keck  End Substitution
» Filter Assigned Carts

Click on link next to substitute user — “End Substitution”

New carts will now be directed back to the original end user.



