
Managing Favorites 
Saving an Item as a Favorite from a Catalog 

• Favorites allow you to save frequently purchased items for quick access in the 
future. To save an item as a favorite from a catalog: 

o Locate the item you would like to save. 
o Select the Favorite (heart) icon next to the item. 
o Modify the item nickname or leave the default name unchanged.  
o Enter the quantity you would like saved as a favorite.  
o Enter a description to help identify the item in the future.  
o Select an existing Favorite Folder or create a new folder.  
o Select Save Changes. 

The item will now be available from your Favorites page. 

 



 

 

Saving an Item as a Favorite from a Shopping Cart 

• Items can be saved as favorites directly from your shopping cart, making it easy to 
reorder frequently purchased products in the future. To save an item as a favorite 
from a shopping cart: 

o Open the shopping cart containing the item you would like to save. 
o Locate the item and select the three dots located to the right of the line item. 
o Select Add to Favorites. 



 

Viewing and Using Favorite Items 

• Favorites provide quick access to frequently purchased items, eliminating the need 
to search supplier catalogs each time you place an order. To view your saved 
favorites: 

o Select Favorites from the Shop menu. 
o Browse your available Favorite Folders. 
o Select the desired folder to view its contents. 

• From the Favorites page, you can: 
o View saved favorite items. 
o Search within your favorites. 
o Add items directly to your shopping cart. 
o Edit or remove existing favorites. 
o Create additional Favorite Folders. 
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