
How to Copy a Contract Number to Other Lines in Cart 
 

1. Form the cart view, click “choose contract...” on a line item in your cart. 

 

 
 

2. Click the drop-down next to “No Contract”, then select the desired contract number and click “Save”. 

 

 
 

 

  



 
 

3. Click “copy to other lines…” below the contract number on the line item. 

 

 
 

 

 

 

 

 

 

 



4. Select the line items you wish to copy the contract number to by checking the box to the right of the item. The click “Copy”. 

 

 
 

 

 



 

5. The contract number will now show on all of the line items you selected in step 4. 

 

 
6. Proceed with your requisition as normal. 


