
A smal l part of your job is 100% of ours.

Shared Cart 
User Guide



Shared Cart Admin Experience 

Let's get started!

Then click 
Shared Cart.

Login and  
open your  
Account menu.



Shared Cart Admin Experience 

Create your Shared Cart

• Name Your Shared Cart

• Invite Requesters to Your Shared Cart

	 - �Enter their email addresses separated  
by a semi-colon

• Set Privacy Settings

	 - �Public allows requestors to see the products  
other requestors add

	 - �Private allows requestors to only see the  
products they personally add to the cart

• Set a Due Date for Your Shared Cart

	 - �If you do set a date, we can send automated  
reminders to requestors  (uncheck the boxes  
if you don’t want these reminders sent)

NOTE:  
You can also set this due date from  
your “My Account” page.



Once you click “Save Cart and Send Invitation Email”, 
everyone added to the cart will receive an email with 
instructions on how to add products to the Shared Cart.

Requester Experience 

Invitation + Logging in 
No need for full Quill.com  
account—simply create  
a password.

You've been invited to  
a Shared Cart!



Requester Experience

Adding Products

Item has been added.

Once logged in, 
Requesters search 
for the products 
they'd like and click 
"Add to Shared Cart"



Shared Cart Admin Experience 

Viewing Your Shared Cart
�Once your cart is created, you can access it through  
the site header or through your Account Menu. 

Access through site header 
(watch as users add items)!

Open your  
My Account  
Menu and click  
"Shared Cart".



Keep box 
checked to 
include item  
in final order.

Remove check 
mark to save 
product in cart, 
but not include 
in final order.

Click "X" 
to remove  
item from  
cart.

Once Requesters have added products to the cart, you 
can delete products, replace products with comparable 
ones, change quantities and add new products.

Shared Cart Admin Experience 

Reviewing + Editing Cart

Move items in  
Shared Cart to  
your shopping cart.



Perfect if you’re ordering for different 
departments or locations.

Shared Cart Admin Experience 

NEW!

Now create multiple 
Shared Carts.

Manage requesters,  
send manual reminders  
and set due dates for  
every cart you create.



2345 Any Street  Any Town, USA 001234

789 Any Avenue  Any Place, USA 09510

Tom@anycompany.com

Taylor@anycompany.com

Confirm your shipping and  
contact information.

See who 
requested each 
product on 
invoice for easy 
distribution.  

Submit your order.

Almost done!

Shared Cart Admin Experience 

Checkout Step


