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Shopping Cart Display 

Shopping Cart Display, located on the left side of the window, allows you to look for shopping carts created by employees 

throughout CCSD. You can search by many different things: shopping cart number, creator, supplier, purchase order 

number, etc. 

Click Shopping Cart Display 

 

The Shopping Cart Monitor opens. 

 

Speeding up Searches 

Speed up your searches by putting a limit on the number of shopping carts you will search for. Use Created On dates. For 

example, if you want to look up orders for desks, you probably don’t want to see orders from five years ago. 

• Created On dates 

Use this to only see shopping carts created between two dates that match your other search criteria, for example, 

those created in the last month. If you don’t put in a date range, the search will start from when SAP was first 

installed – 2007 – which will search for a long time, slow down the system, and possibly timeout after 15 minutes. 
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Using Wildcards in Searches 

Use the wildcard character, asterisk (*), to help find items. For example, if you search for Item Description = desk, you will 

only find shopping carts with Item Descriptions that exactly match desk. For example, it won’t find Desk Classroom. If you 

add a wildcard before and after the word *desk*, you will find shopping carts with the word desk anywhere in the Item 

Description. You can also use wildcards when searching for Name of Shopping Cart. 

1. Fill in search criteria, for example, Created On dates and Item Description = *desk*. 

2. Click Search 

 

Search Results 

A list of shopping carts will be displayed below the Search button. 

 

To display addition information, for example, the items in the shopping cart, click the Object Number. 

 

To display the shopping cart, click the name of the shopping cart or click the item description of one of the items in the 

shopping cart. 
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Useful Searches 

Find by Creator 

Find shopping carts created by someone else at your location. This is useful to find shopping carts created by a person who 

has left your location or has left CCSD. 

1. Limit the search by Created By dates 

2. Click the search icon for Created By 

 

3. Enter search criteria, in this example, a last name. The wild card (*) can be used in the search criteria. 

4. Click Start Search 

 

5. Select the name, then click OK 

 

6. Click Search 

A list of shopping carts created in the Created On date range by the selected person will be displayed. 
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Find by Description 

Find shopping carts created recently for certain free text items, for example, Renaissance Learning. 

1. Limit the search by Created By dates or Maximum Number of Items 

2. Enter the Item Description with wildcards: *renai* 

3. Click Search 

 

Find by Purchase Order Number 

Find a shopping cart using the purchase order (PO) number. This is useful if a package has been delivered, but you don’t 

know who ordered it or who it’s for and all you have is the PO number. 

1. Fill the PO number in the Number of Follow-On Document field 

2. Click Search 

 


