
 

  
ADDING CONTRACTS TO FILTER 

 
1. Login into smartbuy®. 
 
2. From the menu, click on Manage Catalogues.  The submenu is displayed.  From the 

submenu click on Catalogue Filters.  A list of catalogue filters display. 
 

 

 
 

3. Click on the filter name hyperlink to view the catalogue filter details.  The General tab will 
display by default. 

 

 
 
4. Click on the SCCB / Agency Specific Contract Categories tab. 
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5. Scroll down to the bottom of the contract list.  Click on New.  A list of contracts is 

displayed. 
 

 
 

6. Select the radio button next to the contract you wish to add. You can only add one 
contract at a time.  

 

 
 

7. Click on Next.  The standard categories and sub-categories for the contract are 
displayed. 

 

 
8. Under Standard Categories, select Apply beside the root category of the current 

contract. The root category is the first item under the Standard Categories heading.  
 

 
 
9. You will automatically return to the Contract Categories page.  To add another contract 

repeat steps 5 to 7. 
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