
 
 
 
 
 
 

Contact the E-Procurement Service Helpdesk for assistance, 1-888-211-7440, option 1. 
 

Catalog Items – Favorites List 
 

The “Favorites” functionality in E-Procurement allows users to save frequently ordered catalog items to an easy-to-access 
favorites list.  Follow the steps below to add an item to your favorites list. 

 
 

 
 

 
 
 
 

1.  Locate the item by 
completing a catalog 
search. 

2.  Click on the 
description of the item. 

3.  Click on the Add to 
Favorites button to add 
this item to your favorite 
list. 

Click the Favorites tab on 
the Add Items page within 
a requisition to access 
your favorites list and add 
catalog items to your 
requisition. 


