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Creating a Contract - Facilities 

Updated:  7/11/2013 

1. Fill in all the highlighted fields 

a. Rename Contract 

b. Supplier 

c. Contract Dates 

d. Select Purchasing Group 

e. Enter a Value for the Contract 

 

 

 

 

 

 

2. Change the Item Category Field in Line 1 from Normal  Product Category 

 

 

 

 

3. In the Product Category Field add the Product Category Number 

 

 

 

 

4. In the Target Value Field add the dollar amount 

 

 

 

 

5. Check then Release the Document 


