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1. Due to the PORT restriction of only 1 supplier per requisition, there is now an option for separating items 
from different suppliers to another cart.  

2. Click the check box beside the Ext Price column to select all the items for the 1st supplier. 
 

 
 

3. Select Move to Another Cart For selected line items drop down box.  
4. Click on the Go button.   
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5. A new window pops up to display the Move Lines Form  
6. Click on the Move button to move the items to a new shopping cart. 

 

 
 
7. Click on the Close button.   
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8. Click on the Proceed to Checkout button to continue the review process. 
 

 
 

9. See the Edit Cart Header, Edit Cart Items, Review Cart Header, and Review Cart Items procedures 
to continue the review process.  Since all the FOAP and ship code info is correct, the cart will be 
completed by clicking on Submit Requisition button.  

 
 
 
 

8. 

9. 
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10. Click on the draft cart tab to review and submit the moved items. 
 

 
 

11. Click on the draft shopping cart for the items that were moved in steps 2 – 7. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

10. 

11. 
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12. This completes the steps for this procedure.  See the Edit Cart Header, Edit Cart Items, Review Cart 
Header, and Review Cart Items procedures to continue the review process.   

12. 


