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Create a New Shopping Cart using an Approved Shopping Cart 

Use this procedure when you want to create a Shopping Cart using line items from a Shopping Cart(s) 

you have created in the past or from a template you have created and saved. 

1. Log into SRM via the web address www.myworkplace.state.pa.us 

2. Select the SRM tab 

3. Select Requisitioner from the left navigation pane 

4. Select Create Shopping Cart from the Services workset 
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5. Select the Old Shopping Carts and Templates link 

 

6. A dialog box will display for you to enter the search criteria.  Once your criteria is entered, select 

the SEARCH button 
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7. Select the arrow next to the Shopping Cart name to expand the line items 

a. If you want to order the entire cart, select the gray box next to the Shopping Cart name 

and select the OK button 

b. If you want to order only certain line items, select the gray box next to only those line 

items and select the OK button 

 

8. The Shopping Cart or line items that you have chosen will populate into a new Shopping Cart as 

shown below 

 

9. Complete the Shopping Cart as you normally would complete any other Shopping Cart 


