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1. Click on the MODIFY ITEMS link to make changes to a punch-out catalog shopping cart.  Important 
Note: Now all punch-out suppliers allow the Edit & Inspect feature for modifying shopping carts:  Apple, 
CDWG, Dell, Forms & Supply, Office Depot, Staples, Fisher, and VWR. 

 

 
 

2. This will bring you back to the punch-out catalog for the supplier in order to make modification to the 
original shopping cart. 

3. Click on the View Cart link. 
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4. This is where you can modify the shopping cart with the following changes: removing items, changing 
quantity of items, and adding new items to your shopping cart. 

5. For the first edit, we will change the quantity of the 1st item from 7 to 3 items.  Click on the Update 
button to complete the edit. 

 

 
 
6. Note that the Total price for the 1st item has been updated. 
7. For the 2nd edit, we will remove the 2nd line item from the shopping cart by clicking the Remove link. 
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8. Note that the 2nd item has been removed from the Shopping Cart.   
9. For the 3rd edit, we add a new item by searching for a desk organizer. 
10. Click the Go button. 

 

 
 

11. You can scroll down the page and/or click on the other pages to find the desired item. 
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12. Enter the Quantity needed upon finding the desired item. 
13. Click the Add To Cart button. 

 

 
 

14. Note the item was added to your shopping cart. 
15. To continue shopping, repeat steps 9-11.  In this example, we only need the 2 items.  Click the 

Checkout button. 
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16. Click the Continue button to add these items to a PORT shopping cart. 
 

 
 

17. This brings you to the New Shopping Cart edit section.  See the Edit Cart Header procedure to 
continue the review process. 

 

16. 


