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Deleting a Shopping Cart 

Use this procedure when you want to delete a Shopping Cart.  There are two methods for deleting a 

shopping cart.  

First Method: 

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 

a. This will open the POWL as shown on the next slide. 

 

  

http://www.myworkplace.state.pa.us/
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5. Select the Shopping Carts tab. (If search fields are not shown, select the unhide Quick Criteria 

Maintenance dropdown menu to display search fields) 

6. Within the Shopping Cart Number field, enter the applicable shopping cart number  

7. Select the APPLY button 

a. The Shopping Cart displays on the lower portion of the POWL screen 

 
8. Select the Gray box to highlight the row of the desired item shown above OR select the 

Shopping Cart number hyperlink to open the Shopping Cart 

9. The Display Shopping Cart screen appears with all Line Items in the Shopping Cart as shown 

below 

10. Select the EDIT button to activate the “Edit” mode 
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11. Once the EDIT button is selected, the action buttons outlined in red becomes active 

12. You have the option to delete line items by selecting the Gray box(s) beside each single or 

multiple line item numbers or by selecting the SELECT ALL button   to highlight all line items 

within the shopping cart and then select the DELETE button  

 
13.  Upon selection of a single or multiple line items, a message will display as shown below: 

 
 

14.  If all line items are highlighted within the shopping cart, a message box appears prompting you 

to confirm the Shopping Cart to be deleted by selecting the (YES, NO, or CANCEL) button as 

shown below: 
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15. Select the YES button to confirm Shopping Cart deletion 

Second Method: 

Another method for deleting a Shopping Cart is: 

1. From the POWL, search and select the Shopping Cart number to be deleted 

 

2. Select the Grey box to highlight the row of the desired item and select the DELETE button 

3. A message box appears prompting you to confirm the Shopping Cart to be deleted by selecting 

the (YES, NO, or CANCEL) button 

4. Select the YES button to confirm Shopping Cart deletion 
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5. A message displays confirming Shopping Cart number xxxxxxxx was successfully deleted 

 

 

 

 

 

 

 

 

 

 

 

 

End.  


