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Shopping > Ord
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Shopping > Ord > The Order Guide Tab
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Shopping > Orde

Browsing

If the selected Order
Guide contains many
Products, the system will
break it up into several
pages, which can be
browsed using these
commands.

Line Items

This table contains the
line items for the
corresponding Order
Guide (or a subset
thereof resulting from a
search)
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Shopping > Ord > The Order Guide Tab
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Shopping > Ord > The Order Guide Tab
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Shopping > Oro

To Create a New Order
Guide, click here.

Hilton
Supply Management-

E——

= Creating New Order Guides
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Shopping > O > Creating New Order Guides
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Shopping > O > Creating New Order Guides
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Click OK to confirm the
system message.
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Shopping > Ord

Your new Order Guide
has been created and
can be found in the drop
down list
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Shopping > Orde = Moving Products to an Order Guide

You can add products to
an Order Guide from the
catalog search results.

Click the Catalog Tab

Suppose you want to
add two types of Floor
Lamps to your Order
Guide. Select the models
by checking the boxes at
the line item level

Type the typical order
guantities here.

Click the ‘Add to Order
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Shopping > O = Moving Products to an Order Guide
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Shopping > Ord = Moving Products to an Order Guide
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Shopping > Orde = Purchasing from your Order Guide
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3. Cart

You can add items to
your Shopping Cart and @—
continue from there
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1. Purchase Order

You can either create a
new PO or add to an @
existing one

2. Requisition

You can either create a |

new REQ or add to an
existing one
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Shopping > Order (

Delete
Deletes the selected
Items

O—

Copy
Lets you copy the

selected item to another @

= Other Functionality
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Print

Click here if you need a
paper version of your
order guide to take
inventory for example.
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The system create an
Excel file. (Either open
the file from the current
location or save it to your
computer)
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Update
When you make
changes to your

o
Delete/Rename Order
Guide
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