There are three different ways to add a line item to an order.

1. To add a line to an order if you have not added the line to a cart yet, you can utilize the red box on

the right bottom corner (Add and go to cart) and select the drop-down menu and
click on “Save to Cart and Add Another”.
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This will take you through the form you are currently utilizing allowing you to change fields such as
items, price, quantity, commodity codes, etc.



2. Or if you have your cart ready with selected items before you select “submit request” on the top
right corner you can go back into the form by selecting IT Hardware Request (example form) under
your line “Iltem” and you can add from there. This is a quicker way to add a line item since the form
is filled out form the previous line item and either modify or adjust the form fields as needed.
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Selecting the Form from under the Item line will route you back to the form you were utilizing; you
can modify this form to fit the additional items you want to add. You can adjust or modify anything

like suppliers, form fields, or cost details. You would know you are adding lines since your cart

already has the cost in the top right corner.
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Once you progress through the form again you can select from the red box on the bottom right

drop-down to “Save and add to cart” or if you are done then click on “Add and go to cart”
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3. Oryou can just go back to your shopping home page and select the form to fill it out another line
item.

You could tell when you add line items; because in the top right hand corner the cost will reflect the
additional items next to the shopping cart.
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