DEACON DEPOT

Toolbox: Utilizing Favorites Quick Guide

Click the Shopping Cart
icon and select ‘View
Favorites’ from the
Shopping menu.

® DEACON DEPOT

My Carts and Orders

Admin

Shopping

B
Go To

Shopping Home Advanced Search View Forms

Non-Catalog Item Quick Order

By Keyword

Browse By
Suppliers Categories Contracts Chemicals

To add a personal favorite
folder, click the dropdown
arrow beside the ‘Add New’
option. Select the desired

Favorites

Q Search

folder type - either top level Expand Al
folder or sub-folder of a + Personal
current folder.
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A pop-up box will display to
enter information about the
new folder. Enter the
necessary information and
click ‘Save Changes’. Note
that the Internal Name field
should not include any
spaces. The folder will then
display under the Personal

Name *

Description

* Required

Internal Name *

Create Personal Folder

Jen's Favorites

Jen'sFavorites

254 characters remaining

Save Changes Close

heading in the left side

menu.
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Other actions can be
performed on existing Favorites 2 Office Supplies e
fOlderS by- Q search Import and Export ¥ Add New v Display items that are no longer available Add Non-Catalog Item -
Expand All | Collapse All B e lEd‘t =
4« Personal ::::
1. Cllcklng on the folder Jen's Favorites 20 watt 12 volt MR16 Bi-Pin (GU5.3) Base 3,000K BAB 35 Delete
Miscellaneous Items Degree Covered Flood Halogen Incandescent Sylvania Light
name tO hlghllght lt. h Bulb from Unknown Supplier
. . usB Part Number na Edit | Move | Copy | Delete
2- On the rlght Slde Of the 4 Shared Manufacturer Info 54306 - (Sylvania)
screen, clicking the drop-
down arrow to the right
of the words ‘Folder
Actions’ and selecting
one of the available
choices.
To edit favorite items within
a folder, use the links under 20 watt 12 volt MR16 Bi-Pin (GU5.3) Base 3,000K BAB 35 2.62 usp
the ‘Add to Cart’ button to Degree Covered Flood Halogen Incandescent Sylvania Light EA
f h d Rk d f . Bulb from Unknown Supplier 5 e
perform the desired function. part Number . m———
Manufacturer Info 54306 - (Sylvania)
The following types of items
or requests can be saved as
favorites- Texas Instruments calculator adap(.l, 110V AC adap(lr for Model T1-5005 I from Sigma A nc 9.99
* Hosted catalog items
Calculator stand from S 9.99 -
* Non-Catalog items e . e
* Populated Forms
Items can be added to
favorites through Search
Results by clicking on the
‘Add Favorite’ link:
Items can also be added to »
favorites during checkout. In L EC D o - = - X3
the Shopping Cart, check the - —
select box to the right of the S — ——
item. In the drop-down box M
above the item, be sure that ; oot e TRt e
“Add to Favorites” is T — " e
displayed and click ‘Go’. —
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