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1. Click on favorites.
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favorites

Egrovercopy [ My Favorites

) expand all (-) collapse all

= Personal
ECU Maintenance Supplies

There are no favorites items in this folder yet.

ECU Medical Supplies
Add items from product search, carts, or your history to save them as favorites.

ECU Office Supplies

Chemistry

University Favorites

University Forms

2. Click on the ECU Office Supplies folder to add items.
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= Personal

CU Maintenance Supplies

FORM, LR-4 LEAVE from ECU Centra
Part Number
7

CU Medical Supplies

My Favorites

= Shared
[+}- Chemistry

[#}+ University Favorites

Generic hand soap from ECU Central Supply {
Part Number s
¥

L University Forms

-
gold pens from ECU Central g P Office Supplies)
Part Number gold pens
5

/’ PAPER, CANARY 8 1/2X11 RECYCLED #DM155 PAPER 10/CS
fi

2009-07-24 brownb 01 | 9 item(s), 1,866.36 USD

edit | move/copy | delete

T/
Add to Cart

Out of stock

edit | move/copy | delete

0.00uso )
1/EA
Add to Cart
Out of stack
edit | move/copy | delste

3.20us0
1/RM
Add to Cart
In stack
edit | move/copy | delete
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5

Pirate Purple Pens from ECU Central Supply (Office Supplies)

Part Number
Manufacturer Info 12 - (staples)

—‘,nP
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Add to Cart
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cdit | move/copy | delete

HEN

Add to Cart
Out of stock
edit | move/copy | delste

3. Selecting the check box at the top of list will select all items within ECU Office Supplies folder.

4. In this example, we will select just the 4 check boxes that correspond with the desired items. Note:
You can also adjust quantity needed for each item. If pricing has changed for one of your favorite
ECU storeroom / hosted catalog items, pricing will update once item is added to shopping cart.

5. Click on add to cart link in the column to add multiple items. Note: Clicking on Add to Cart button will

only add the item that corresponds with the button.
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i+ ECU Maintenance Supplies
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ECU Medical Supplies FORM, LR-4 LEAVE from ECU Centra y (Office Supplies)
i My Favorites
= Shared
Chemistry Generic hand soap from ECU Central Supply (Office Supplies)
University Faverites Part Number ric hand seap
k2

University Forms

gold pens from ECU Central Supply (Office Supplies)
Part Number geld pens
5

PAPER, CANARY 8 1/2X11 RECYCLED #DM155 PAPER 10/CS
al Supply (Office Supplies)

from ECU C
Part Nur

Santiziing Wipes
¥

PAPER, RECYCLED COPY, 8 1/2X 11 HUSKEY 20# #1120RH

from ECU Central Supply
Part Numbe
Santiziing Wipes
<

2 2009-07-24brownb 01 | 4item(s), 7.18 USD
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edit | move/copy | delete | add tocart  []
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1/PD
Add to Cart
In stock
edit | move/copy | delete

1.10 usc
1/80
Add to Cart
Out of stock
edit | move/copy | delete

0.00 uso ]
1/EA
Add to Cart
Out of stock
edit | move/copy | delete

3.20us0 ]
1/RM
Add to Cart
In stock
edit | move/copy | delete

2.41 usc
1/RM
Add to Gart
In stock
edit | move/copy | delete

6. Notice the items were added to the shopping cart. Click on the shopping cart.
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T rked Cart - Draft Req

Create Cart v Submit Requisition

s o vt [ rien]—

@ Required field: State Exempt

Priarity Normal % < Backup Required 0
SaweeTsrs
Prepared by Bridget Brown State Exempt Backup Type ,—|Nme =
Prepared for Bridget Brovn - -
Select a Special Instructions |N‘._me -
Cart Name Notes to Suppliers add note...
Supplier / Line Item Details ?
Shaw | For selected line items | Add To Favorites v| [Go
oy E
/— ﬁentral Supply (Office Supplies) Wi mer= info...
Office Supplies
1150 5 Greens St, Greenville, NC 27858-4353 US
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
1 FORM, LR-4 LEAVE ¥  morz info.., 395-11080 1/PD 1.45 145USD [
2 Generic hand soap  more info.. Generic hand soap 1/BO 1.10 riouse O
3 PAPER, RECYCLED COPY, 8 1/2X 11 HUSKEY 20% #1120RH £3  morzinfo... 445-12732 1/RM 2.41 zaiusp [
4 Pirate Purple Pens more info... pPP 1bx 2.22 2.22 UsSD D
1/BX
Supplier subtotal 7.18 USD
Subtotal 7.18
Shipping 0.00
Handling 0.00
Total 7.18 USD

Save

7. This completes the steps for using my favorites and brings you to the New Shopping Cart edit section.
See the Edit Cart Header procedure to continue the review process.
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