CHANGING A PRICE OR ASSIGNED VENDOR ON 
DESCRIBE REQUIREMENT SHOPPING CARTS
1. When creating Describe Requirement shopping carts the Vendor is selected based on the Product Category chosen and the price is set from the initial create shopping cart screen.  
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Yoette & Company
Cortractflem 4400005397 /1
Purchasing nfo Rec.

Price 5500 USD

per 1 Each




2. If you’ve completed this initial step and realize you need to make a change to either the price or the supplier; you do this by selecting the delete icon (garbage can) under the Source of Supply.  If more than one vendor/contract available to choose from, a list will be shown.  The Price is still the original entry.
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3. Scroll up to the Basic Data tab to correct the price.  
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4. IMPORTANT:  Then click the Refresh button.   [image: image5.png]


  If you do not click the refresh button the price information will not update.
5. Select the desired supplier (contract) and click the Assign Vendor button.
PRICE WILL APPEAR TO STAY THE SAME AS THE ORIGINAL ENTRY, BUT, ONCE YOU ASSIGN A VENDOR, THE PRICE WILL CHANGE
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6. The updated Vendor and price is shown.
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