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Step 4 – Search (Opt 2)  
 

- If you need to find an item or see all 
options available for a particular item, 
choose this option.   

- You may enter in a description, if so, 
keep it general (i.e. pens, folders, etc) 
then use the categories to help you find 
exactly what you need 

- When complete, choose ADD TO CART 
-  

STEP 5 – Shopping Cart  
 

- Review your cart and if complete choose 
 Check Out  
- You may also “Save to List” for easy 

ordering again, Save for Later to purchase at 
a later time, or share list to send a list to 
another employee to add more items to the 
cart before checking out 


