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EP.020.620 - Selecting, Adding, and Deleting Favorite Items
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to select, add, and delete Favorite Items. Favorites are frequently ordered items that you can maintain in a single location. This list of favorites is a private list that only you can access. It is stored under your User ID.

On the Favorites page, the type field reflects where the item that appears in favorites list originated. All GeorgiaFIRST items will be considered special request items. The special request item icon looks like a waiter.

You can also add items to your Favorites list without saving and submitting a requisition. 

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify why a user may want to add items to their Favorites list.
- Describe how to find items already in your Favorites list.
- Identify where you can items to your favorites list during requisition entry.
- Select and add an item to your Favorites list.
- Delete an item from your Favorites list.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, imagine that you want to add four bundles of insulation to your Favorites list. After adding the insulation to your Favorites list, you also have decided to remove acoustical tiles from your Favorites list. Let’s see how this is done.

	Step
	Action

	1. [bookmark: ID0x000001EB] 
	Click the eProcurement link.


	2. [bookmark: ID0x000001EC] 
	Click the Create Requisition link.


	3. [bookmark: ID0x000001ED] 
	Click the Look up Requester (Alt+5) button.


	4. [bookmark: ID0x000001EE] 
	Click an entry in the Requester column.


	5. [bookmark: ID0x000001EF] 
	Click the OK button.


	6. [bookmark: ID0x000001F0] 
	Decision: Please make a selection from the options listed below.
1. Add a Favorite Item
Go to step 7 on page 2
1. Delete a Favorite Item
Go to step 27 on page 3

	7. [bookmark: ID0x000001F1] 
	This page displays the most current favorite items defined. To add a favorite item to a requisition, select the item and click the Add button. You can update quantities when you check out.

	8. [bookmark: ID0x000001F2] 
	Click the Special Request tab to add an item to a requisition that is not on the list.


	9. [bookmark: ID0x000001F3] 
	Click the Special Item link.


	10. [bookmark: ID0x000001F4] 
	Enter "Insulation" in the Item Description field. 

	11. [bookmark: ID0x000001F5] 
	Enter "149.99" in the Price field. 

	12. [bookmark: ID0x000001F6] 
	Enter "4" in the Quantity field. 

	13. [bookmark: ID0x000001F7] 
	Enter "bdl" in the Unit of Measure field. 

	14. [bookmark: ID0x000001F8] 
	Enter "01000" in the Category field. 

	15. [bookmark: ID0x000001F9] 
	Enter "063007" in the Due Date field. 

	16. [bookmark: ID0x000001FA] 
	Click the Add Item button.


	17. [bookmark: ID0x000001FB] 
	Note that the Special Item page is blank allowing you to immediately add an additional item; however, the Requisition Summary box to the left of the page shows Insulation as being added to the requisition.

	18. [bookmark: ID0x000001FC] 
	Click the 3. Review and Submit link.


	19. [bookmark: ID0x000001FD] 
	You can add items to the favorites list during requisition entry by using the Review and Submit page

Select one or more items using the check box to the left of the item description and click the Add to Favorites link. A message appears confirming that the items have been added to the favorites list.

You do not need to save the requisition to add favorites.

	20. [bookmark: ID0x000001FE] 
	Click the Insulation checkbox.


	21. [bookmark: ID0x000001FF] 
	Click the Add to favorites button.


	22. [bookmark: ID0x00000200] 
	Click the Close button.


	23. [bookmark: ID0x00000201] 
	Click the 2. Add Items and Services link.


	24. [bookmark: ID0x00000202] 
	Click the Favorites tab to confirm the new item was added.


	25. [bookmark: ID0x00000203] 
	Insulation has now been added to your Favorites list.

	26. [bookmark: ID0x00000204] 
	Congratulations. You have just completed the Selecting, Adding, and Deleting Favorite Items topic. Below is a summary of the key concepts of this topic:

- You can add items that you frequently order to a Favorites list.
- You can find all of your Favorite items on the Create Requisition – Add Items and Services page, under the Favorites tab.
- Add items to the favorites list during requisition entry by using the Review and Submit page.
- You do not have to save your requisition to add items to your Favorites list.
End of Procedure. Remaining steps apply to other paths.

	27. [bookmark: ID0x00000205] 
	Click the Special Request checkbox for the item you wish to delete.


	28. [bookmark: ID0x00000206] 
	Click the Delete from favorites button.


	29. [bookmark: ID0x00000207] 
	The Acoustical Tiles are no longer on the Favorites list.

	30. [bookmark: ID0x00000208] 
	Congratulations. You have just completed the Selecting, Adding, and Deleting Favorite Items topic. Below is a summary of the key concepts of this topic:

- You can add items that you frequently order to a Favorites list.
- You can find all of your Favorite items on the Create Requisition – Add Items and Services page, under the Favorites tab.
- Add items to the favorites list during requisition entry by using the Review and Submit page.
- You do not have to save your requisition to add items to your Favorites list.
End of Procedure.
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