
 

 

Excellent for office or lab supply ordering! 

 

 

 

Log into Mosaic. 

Select MacBuy tile to go to home screen, above. 

Go to the Navigation tool bar, far left on Dashboard. 

Select Shop. 

 

TIP: Shared carts require Groups to be created beforehand. 

TIP: Groups can be edited at any time. 

 

MacBuy Shared Carts Guide 

 



 

 

Shop > My Carts and Orders > Admin>Manage Groups for Shared Carts 

 

 

 

Select Create New Group 



 

 

On right side of screen, name the cart and enter a description, then click Add access 

for: user  

 

 

Enter the name of the first person to be added to a group. Click Search button. 



 

 

Use the Select hyper link to the right of the desired person. 

Their name appears in the Add Selected Users field. 

 

 

 

Click Search for Another User and continue until all members are added. 

When all members have been added, click the Add Selected Users button. 



 

 

The group for a shared cart has now been created. 

Click the Save button. 

 

 

 

TIP: The user who created the group is added to the group and is the group owner. 



Members of each Shared Cart Group are displayed on the right side of the screen 

when the group name is highlighted. 

Multiple Shared Cart groups can be created and managed here. 

Groups cannot be deleted but they can be inactivated so they do not appear on the 

user’s list. 

Choose All (upper left screen, above) to see all groups, active and inactive. 

All groups must be named when they are created. 

 

 

To Share an Existing Cart 

 

In order to share a cart, shop for an item to create a new cart or open an active (draft) 

cart that you wish to share. 

 

 

 

 

Or go to Notifications tool bar for your current draft cart. 

 

View carts will show Draft, Assigned and Shared Carts that have not been submitted 

yet. 



 

 

There are two draft carts containing items that can be activated and shared then 

submitted. 

 

 

 

For a cart that is open on the Home Screen. Click on View My Cart to open it. 

If there is nothing in the draft cart, open a new cart by shopping for an item. 

 

 



 

Top left of screen in an open cart has the name and share cart options. 

Name the cart. 

Click the Share my cart with others checkbox.  

 

 

A drop-down box displays. The options in the drop-down are user groups to which you 

belong and with whom you can share carts.  

Select the user group from the drop-down box.  

TIP: Naming the cart helps other to recognize its purpose. 

TIP: User will see ALL groups they belong to, even those groups created by other 

users. 



  

 

Select a group and view members if necessary. 

The cart is automatically locked when you click the Share my cart with others 

checkbox. This allows the current user to continue to add items to the cart or to make 

any necessary edits. 

To save the information and unlock the cart click the Update and Unlock button. 

Only one user at a time can put items into a cart.  

TIP: The cart above is ready to submit, either Assigned to a Requester or Proceed to 

Checkout. 

Update and unlock saves items you have placed into the cart and allows others in your 

selected group to shop using the same cart. 

Update saves any changes and keeps the user in the cart, with all others locked out. 

Once a group has added all items, it can be assigned to the Requester or submitted. 

Anyone in a shared group can submit a cart if they have the Requester role.  

TIP: A shared cart does not have to be submitted by the user who created the cart or 

who “owns” the shared cart group. 

TIP: Items from any of the Show Case (catalogue) suppliers can be added to the same 

cart. Non-catalogue supplier items must be in a separate cart. 



 

 

 

 

 



Shop>My Carts and Orders>View Carts>Shared Carts 

On carts created by the user, there are several options when viewing the shared cart. 

View takes the user to the cart. Unlocking will allow user to edit or add items. 

Lock will keep others in the shared group from accessing the cart. 

 

 

The cart above has been locked by the previous user. Nothing can be done to this cart 

and the action buttons, Proceed to Checkout and Assign Cart cannot be accessed. 

In order to add items or move the cart by Proceeding to Checkout or Assigning a 

Requester, the Lock to Edit Cart button must be clicked.  

 

 

The cart above is unlocked and ready to have more items added, or submitted. 



To change the “owner” of a cart 

This is important if the cart should belong to a different department, for reporting and 

visibility. It is a simple process. 

Changing the owner of a shared cart must be done before the cart is assigned or 

submitted. 

Open the cart and click on the Summary tab. 

 

 

 

Click the Edit button. 

 



 

 

A hyper link appears under the name of the person “prepared for”. 

Click the hyper link and search for the user to be assigned as the cart owner. 

 

 

 



 

 

 

 

The cart owner is now Kari Wright, although the creator (prepared by) remains the 

same, Sue Graci. 



TIP: If a cart is left locked by a member of a shared cart, the system will time that 

person out if left locked for more than 30 minutes. This ensures that all members of a 

shared cart will have access to add items. 

A warning message will display. 

 

 

 

 

For additional assistance please contact MacBuyHelp@mcmaster.ca. 

 

mailto:MacBuyHelp@mcmaster.ca

