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Cart Management 

Users can work on multiple orders simultaneously via Cart Management.  You may need to leave a draft 

order until further clarification or documentation is acquired, or you may support several different 

offices with different procurement needs.  Carts can be named for easy identification, assigned to others 

for evaluation, unassigned to retake ownership, or saved indefinitely to archive recurring procurement 

needs.  This section will cover: 

 

 Creating a new Cart 

 Access an existing Cart 

 Assign a Cart 

 Unassign a Cart 

 Transferring items from and to Carts 

 Deleting a Cart 
 

 

Creating a new Cart 

1. Login to myNMSU  Click the AggieMart link  on the left side of the screen. 

 

 

2. From the AggieMart home page  Click the Shop icon. 

3. Go to My Carts and Orders. 

4. Click View Carts. 

 

The Cart Management window will be displayed.  Here you can view all draft carts, access an existing 

cart, create a new cart, delete a cart, consolidate carts, and view assigned carts.  
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5. To create a new cart  Click on Create Cart. 

 

 

6. To add items to your shopping cart  Click on Click here to start shopping.  This will redirect 

you to the Shopping Home page.  
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Access an Existing Cart 

 

1. Open an existing cart by clicking on the Shopping Cart Name.   
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You can perform the following actions on a cart:  
 

2. Edit Quantity and Price (if applicable). 

Note:  Not all Catalog suppliers allow editing to the quantity and price as described above.  If 

you are unable to make changes using this method, please refer to the Purchasing from a 

Catalog guide. 

 

3. Remove a single item  Click the Line Item Actions   icon (3 dots)  Click Remove from 

the drop-down menu.   

4. Remove multiple items at once. 

a. Click the Checkbox to the right of each item. 

b. Click Actions for Selected Items  arrow  Click Remove from the drop-down 

menu. 

5. Click Proceed to Checkout, or assign your cart to another user by clicking Assign Cart.   

Note: the options available to you depend on your role in AggieMart.  A Purchaser (Shopper+) 

will see both options, whereas a Requester (Shopper) will see only Assign Cart. 
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Assigning a Cart 

 

1. From the Cart Management window  Draft Carts tab  Click on the Shopping Cart Name 

to open the cart. 

 

 

2. Click on Assign Cart.  The Assign Cart window is displayed.   
 

 

3. Click on Search, or click Select to select users from your profile values (if applicable).  
 

The User Search window is displayed. 
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4. Enter search criteria in the Quick search box  Click the Search  icon.   

 You can search using Last Name, First Name, User Name, Email, Department.  Partial 

criteria can be used, such as the first few letters of the user’s name, etc.  

 

 

5. Click the Plus sign to select the user. 

 

 

6. Check the box next to Add to Profile if you intend to assign carts to this user more than once 

(this saves the user to your favorites list). 

7. In the Note To Assignee field you can type a message (optional).   

8. Click Assign. 

 

The Cart Assigned confirmation window is displayed.  
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Unassign a Cart 

 

1. Navigate to Cart Management  Click the Assigned Carts tab. 

2. On the line of the cart to unassign  Click the Action drop-down menu. 

3. Click Unassign.  

Note: The Purchaser will not be notified of the change.  The Shopper should communicate any 

changes back to the Purchaser.   
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Transferring Items to Another Cart / Removing Items from a Cart 

 
 

1. From the Cart Management window  Click on the Cart from which items will be transferred 

or removed. 

 

The Shopping Cart screen is displayed. 

 

2. Check the box to the far right of the line item(s). 

3. Click the Actions for Selected Items  arrow.  

4. Click on Move to Another Cart.  

- OR -  

5. Click on Remove Selected Items. 
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6. If you chose Move to Another Cart, a secondary menu is displayed  Click Move to new cart 

or select an existing Draft Cart. 

 

You will receive a confirmation that the item(s) has been moved to another cart. 

 
 

 

Deleting a Cart 

 

1. Click on the Shop icon. 

2. Go to My Carts and Orders. 

3. Click on View Carts. 
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4. Click the Action drop-down menu on the far-right of the Cart name. 

5. Click Delete. 

 

A confirmation message is displayed stating the cart has been deleted successfully. 
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