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Using the Filter Option to Locate Sources of Supply 

 

The screenshot below is a full screenshot of the Source of Supply tab. 

 

1. Select the Filter option 

 

2. Select the column you want to filter by, then select the User-Defined Filter 

 

3. Enter your criteria in the space provided and select the FILTER button 
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4. The information will display.   

In the example the Contract column was selected and the contract number was entered into the field.  Once the filter 

button was selected, only that contract displayed. 

 

 

5. Select the line item of the contract and select the ASSIGN SUPPLIER button 

Note:  You must add a Source of Supply for each line item in a Shopping Cart. 

 


