Adding vendor contract information to BuyWays requisition lines

1) From the Shopping cart item, directly above the commodity code drop down box is the link to contracts available for the vendor you are purchasing your item for.  Click on the ‘choose contract’ link, then select radio button to the left of the contract the fits the description of the item you are purchasing (eg: you are buying a printer, which is a technology item), then click the OK button.  
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2) Your contract information will now be included on the line of your requisition.  Click ‘Update’ to save the changes made to your requisition.

Note:  As contracts may be different for each line of the requisition, you must add the contract separately for each line.  
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