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 Important Note:  This feature will allow requisitioners and approvers to change the supplier on multiple 

line items for draft carts and requisitions in one step.  This option cannot be used on hosted, punch-out, 
or contract non-catalog items. 

1. Select the check box in the column header to select all line items.   
2. Click the For Selected line items drop down box and select Change Supplier.   

 

  
 

3. Click the Go button to change supplier for all items. 

2. 

3. 

1. 
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4. Note: The Change Supplier pop-window is now displayed. 
5. Begin typing the name of the new supplier until you see the desired supplier displayed. 
6. Select the desired supplier name. 

 

 
 

7. Click the Save button. 
 
 
 
 
 

4. 

7. 

6. 

5. 
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8. The new supplier name is now displayed on the cart / requisition. 
9. This completes the steps for the Change Supplier Action.  See the Review procedures to continue the 

review process. 
 
 

8. 


