Using Insert from Clipboard Feature

Click Purchasing Services=>Go Shopping=>Shop.  Click Display Details
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If you are not an approver, your cost center box will be blank.   

Click Insert from Clipboard.
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It will copy to your cart the information you copied to clipboard.  If you click on the magnifying glass, if you entered a Fund number it will appear.  

Clicking the “X” will close the Details of Cost Assignment.  
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Yol can add tems to the shopping cart using the following methods:
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