
    Quide Guide - 
Adding Items to an Existing Cart  (11/17/09)) 

 
Non-Catalog Item ONLY 

 
To add items to an existing active cart in the Non-Catalog Item: 
 

 Click “Add non-catalog item for this supplier.” 
 

 
 
A blank “Add Non-Catalog Item” screen will open.  
 
 
 
 
 
 
 
 
 
 
 

 Add additional item(s). 
 
 
 
 
 
 
 
 
 

 Click “Save and Close” OR 
 “Save and Add Another” (to add multiple items). 

 

 
 
The additional item(s) will now be in the active cart. 

 



 
All Other Forms 

 
To add items to an existing active cart in all other HokieMart forms: 
 

 Click on the icon immediately following a line item description. 
 
 
 
 
 
 
 
 
 
The form will reopen. 
 
 
 
 
 
 
 
 

 Highlight and delete current information. 
 Update ”General Info” section of the form. 
 Click “Add and go to cart.” 
 Click “Go.” 

 
    The additional item(s) will now be in the active cart. 
 
Process PR as usual. 

 

 

New Item 


