
Click Custom eCatalog 

A. Login. 

B. Click My Account. 

C. Click Custom eCatalogs. 

D. Click View/Modify. 

Note: This access requires e-Catalog administrator rights. 
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5 Ways to Add Items to 

E-Catalogs 

A. To use the Item Code entry tool, 
simply enter the item number 
and click Add. 

B. To add all the items from your 
Order History, click the link: Add 
all items from Order History.  

C. To add items from a Shopping 
List, click the link: Add all items 
from a Shopping List, then 
choose the shopping list name to 
add from. 

D. To remove/add multiple item 
codes from Custom eCatalogs use 
Download/Upload Catalog  
Template. 

E. To use the eCatalog add/
remove item tool, click  the 
green icon, then check/
uncheck the box to add/remove 
the items from the following Cus-
tom eCatalogs and click Save. 
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Add/Remove items by  

Categories 

A. After creating a brand new E-

Catalog. 

B. Click View/Modify 

C. Click Categories Tab 

D. Click Add/Remove Categories 

E. Select the Categories you want to  

add/remove 

F. Expand (+) the subcategories (4 lev-

el) 

G. Click Save Categories 

H. Click Apply to Additional E-
Catalogs 

I. Check the box for E-Catalog Name 

J. Click Save 
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