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Process: Perform this procedure when a Substitute Shopper is allowed to view and respond on 

behalf of another Shopper.  Only Shoppers may designate, in their Personal Settings tab, the 

Substitute Shopper.  Any person designated as a Substitute Shoppers must have the Shopper role 

before assigned.  Unless a Substitute Shopper is designated, no one will be able to create or view 

the Shopper’s Shopping Cart 

Role: SHOPPER Frequency:  when desired 

 

BEGINNING STEPS 

SELECT  
TAB 

 

SETTINGS 

 

Go to immediately 

to:  

 

View: 

 

 

Add Line 
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Select the  search 
icon 

 

Type in Name of 

Desired Substitute 

 

Start Search 

 

Highlight line and 

Click  
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Assign Dates 

 

 

Click   

  

Click   

  

  

 


