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Marketelace favourites and saved baskets

Saved Baskets

These enable you to create a saved shopping basket of items that you can add to your
current shopping basket the next time you require them. Within this function you can set up
permissions to allow colleagues access to use your saved basket.

Once your saved basket has been created, you can view it from the University of Cambridge
marketplace screen under the My Account menu or by clicking on the Saved Basket tab on
the marketplace home page.

’ TIP ... It is worth remembering that you may miss out on better deals on the same or
. similar goods from other suppliers if you solely purchase items you have placed in a

® ) saved basket. Remember to check the alternate options before committing.

Setting up and Adding to a Saved Basket

1. First add the items that you wish to include in a saved basket (i.e. something you order
on a regular basis) into the shopping basket.

2. Click on view basket. Prior to checking out click on Add this basket to a saved basket.
The contents of the shopping basket can then either be added to an existing saved
basket or a new saved basket created.

Shopping basket

Add to saved basket

e

o [ Updatebasket | Emptybasket |
Add to existing saved basket: IR EE————
[0 Details pod ize Unit price  Order quantity Total
LYRECO BALL POINT RED PENS 0.7v  Create new saved basket:
OF 12
Create basket
O = Catalogue Numbe 130214 0.36 0.36
1|

r
Supplier Lyreco
Manufacturer HAINENKO |

LYRECO RETRACTABLE GEL INK BLACK PENS 0.5MM LINE
WIDTH - BOX OF 12

3. Create a name for the saved basket and click on Create New Saved Basket. The
screen below will display with the items that you have added to that basket.

Version 2.1 12-Oct-18 Page 1 of 4



® iProc Detailed Procedure
o Marketplace favourites and saved baskets

Saved basket : Lab basket1

Share saved basket Subtotal 55.52 | @ add to current basket .

[0 Details Delivery charge Pack size  Unit price Order quantity Total

100mm Square petri dish, Appleton

] Catalogue Numbe ABZ70 o No delivery charge 120 5552 55:52

r
Supplier Appleton Woods Ltd
Manufacturer Appleton

4. In addition you can also search for individual items and add those to a saved basket.

Sharing your saved basket

Saved baskets can be shared with other users so they can used for raising requisitions.

1. Click on the saved basket name, you can access your saved baskets either from the
home page or the My Account menu. Click on the button Share saved basket.

Saved basket permissions: Lab basket1

Users with permission to use this saved basket

Select User User may change basket contents
[0  DARLOW, Mrs. Rebecea - Finance - CAMRADS3 %
+ Add new user + Add new role

Select All

2. Click on Add new user.

3. Enter the surname name of the user.

4. Tick the User may change basket content check box to allow the user to edit the basket
so they can order the quantity they require as per screen below and add items to it.
CARE! Edit allowed also enables an individual to delete the basket even if they did not
create it.

5. Click the Add permission button.
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Users with permission to use this saved basket
Select User User may change basket contents
[]  DARLOW, Mrs Rebecca - Finance - CAMRADS3 ]

Add new user x

Start typing a users name below, or view full list of users.

|PECK, Mrs. Margaret - Finance - CAMMP467 |

User may change basket contents:

Favourites

Like saved baskets, favourites allow you to create lists of items you may wish to order on a
regular basis. However favourites are personal lists and cannot be shared with other users.
These can be accessed from the Marketplace home page, under My Account, Favourite
Products.

To add an item to your favourites you must:

Search for the product.

Once found click on the product description.

Product information will display and under Product options click on Add to
favourite products.

1.
2.
3

. Koma = Searched for “glaes flask™ »» 5LS »» Class A Volumetric Glaea Flaek, 5mi
Product images -
Class A Volumetric Glass Flask, Sm| 0, back to search resuits «
No image 4.85 @ Mo delivery charge & odd to basket '_
available
Basic info Additional info Delivery charges Supplier info
Product options Supplior: o
Manufacturer: E-MIL ﬂ SCIENTIFIC
) o LABORATORY
Catnx FLAF33] SUPPLIES
H Al T0 saved basket Manulacturer par number FLATA30
Pack size: 1
LM Eact
Descrpiion: Class A, with siopper and white graduations. Engraved with individual serial number and
supplied with canificate of calibration raceabls to MNational Standards
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To remove an item from favourites click on the favourite products link in the Market Place
screen, click on the product name and there will be an option to Remove from favourite
products.

. Home == Searched for: "glass flask" »» 5L5 == Class A Volumetric Glass Flask, 5ml
Product images i
Class A Volumetric Glass Flask, 5ml Q, back to search results »
. . Comgare
No image 4.85 Q//‘ Mo delivery charge ﬁﬁ add to basket r

available

Basic info | Additional info = Delivery charges | Supplier info

Product options

Supplier: SLS
Manufacturer: E-MIL ﬁ SCIENTIFIC
W Remove from favourite LABORATORY
products Cat no: FLA7330 suUpPpPLIES
Manufacturer part number: FLAT330
B Add to saved basket Pack size: -
uom Each
Description: Class A, with stopper and white graduations. Engraved with individual serial number and

supplied with cerificate of calibration traceable to Mational Standards
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