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The User Profile: Cart Assignees 
All IU faculty and staff are able to build and submit carts in BUY.IU. However, your department may prefer you assign a 
cart to a central office staff member for review prior to its submission into workflow. Saving these reviewers, or cart 
assignees, to your profile, creates a drop down menu which is available in the Shopping Cart and Requisition after 
clicking Assign Cart. 

 

Affiliates or students who are not employed by IU who have access to BUY.IU are not able to submit orders. These 
individuals must assign orders to an IU faculty or staff member for review and submission. 
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Get started by accessing your user profile. Click your name in the upper right hand corner then select View My Profile. 

 

Select Cart Assignees from the Default User Settings section of the left hand menu.  
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Search for an assignee by clicking the Add Assignee… button.  

 

A search window opens. Enter the cart assignee’s information and click Search. Entering the individual’s username in the 
Email field returns the most accurate results.  
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Once you have located the user, click select next to their entry. You can start a new search by clicking the New Search 
button. 

 

You can also mark a cart assignee as preferred. Setting a cart assignee as preferred is similar to establishing a default 
assignee. BUY.IU populates the preferred assignee when you assign a cart. You can always pick a different user from the 
list you’ve built, or search for a new user, when you’re assigning.  

Click Set as Preferred to establish a default assignee. 
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Remove a cart assignee at any time by clicking the Remove button next to their entry. 

 


