Copy a Cart
1) From the Document Search tab on the menu bar, enter the requisition number that you wish to copy and click the [image: image1.bmp] icon
Note:  You cannot copy a catalog order to a new cart.  Catalog items must be selected from the vendor site for each order. 
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2) Select “Copy to New Cart’ from the drop down menu and click ‘Go’
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3) The items have been copied to a new cart.  You can now ‘Add Non-Catalog Items’ and/or ‘Proceed to Checkout’ to complete your order
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