Adding a SOAR-FIN Contract ID# to a PCard/ECard Transaction:



From the Contracts tab, press the Contracts button to access the contract subpage:

You will be taken to this subpage:
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In the dropdown, select the contract ID# this transaction relates to. Make sure the supplier
name and other details are the expected result and press OK to coninue:
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You will return back to the distribution section where you can once again press OK to
continue and save the transaction.
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