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Delete a Draft Cart

Learn how to delete a draft cart from Rowdy Exchange

Purchasing Revised: 12/09/2024



Rowdy Exchange

Log in to Rowdy Exchange.

For instructions on logging in, view the Access Rowdy Exchange job aid on
the Purchasing Training webpage > Rowdy Exchange Job Aids drop-down.

UTSA

Office of
Financial Affairs



https://www.utsa.edu/financialaffairs/services/purchasing/faculty-and-staff-resources/rowdy-exchange.html
https://www.utsa.edu/financialaffairs/training/purchasing.html

Delete a draft cart (1)

On Rowdy Exchange’s Rowdye-Exchange
Shopping Dashboard, from the
left-side menu, select

Docug

1. Shop, then My Carts and Orders

Contracts

2. My Carts and Orders, then

Accounts
Payable

3. View Carts
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Delete a draft cart (2)

This takes you to the Cart Management page, which displays your draft carts.

Each draft cart has an Action drop-down menu.

Requisitions ~ Search (Alt+Q) Q 11,111.00usD W 0D O

Create Consoddated Cart m ?

Shopping Cart Name < Cart Description Date Created « Total < Action

2024-11-18 6001031829 01 11/18/2024 11,111.00 USD View w

2024-11-18 6001031829 02 11/18/2024 111.00 UsD View w
[
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Delete a draft cart (3)

For the draft cart you want to delete, select the drop-down menu, then select
Delete.

2024-11-18 6001031829 02 11/18/2024 111.00 USD
View
Activate

The draft cart then disappears from the Cart Management page.
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Contact Us

If you have questions about this job aid, you can contact us at

Purchasing Department
Website

Email: Purchasing@utsa.edu

Phone: (210) 458-4060
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