
Create a Custom E-Catalog
A quick guide on creating and managing a custom E-Catalog.

How to Create a Custom E- Catalog01

After logging in, click My Dashboard.

Click My Catalogs.

Click Create A New Catalog..

Name your catalog. 

Click Save.



Add Items to Customn E-Catalog02

Option 1: Add Items Using Item Code Field
Type Item Code in item code field. 
Click Add To Catalog. 

Option 2: Add Items By Uploading Excel File of Item Codes
Click Download Excel File.
A blank template file will download. 
Open the template file. 
Type or paste item codes in Column A (Column A is the only required column). 
Save the template file on your computer. 



Additional Options to Build Catalog03

Return to Custom E-Catalog that you created. 
Click Upload Excel File. 
Select the file you created, then click Open. 
Your file will upload to the catalog. 
Any exceptions that failed to load will be listed on the progress pop-up. 

Add items, exculsions and users to a catalog. 
Click Add Item + on the Products tab to see additional options. 



Click Exclude Item + on the Exclusions tab to see additional options. 

Click Add Users + on the Users tab to add specifc users to this catalog.  

Select users from list. 
Assign access rights. 
Click Confirm to save. 
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