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Modifying a Supplier Product or Service List

This document explains how a supplier can access and update an existing product or service list.

1. Log in to OregonBuys, then while on the home screen, click the gear icon in the top right
corner and select “Catalog Manager”.

Advanced Search
Reports

Catalog Manager 4.
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2. This brings you to the Catalog Library and Catalog Manager. From here, locate the
Catalog that you’d like to update.

For Grid View

1. In the grid view, click the number next to the list that you’d like to update.

NASPO Catalog:
Laptops

= Company Website
Categories: Computers
Tags: Laptops, IT Hardware

Catalog Type: Product:

28 items

Active Agencies: 0
Product / Service Listsk1

Active @

2. Inthe pop up, click the icon to the right of the row and click “Edit”.
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NASPO Catalog: Laptops
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3. This brings you to the mapping page where you can update your previously uploaded
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For List View

1. In the list view, click the down arrow next to the product list that you'd like to modify.
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Catalog Library

Catalog Name Catalog Link Categories Tags Catalog Type Items Count Active Agencies List Active
Compuler Accessonies Computers, deskiop  Deskiop, Computer... Products 3 1 [ ]
NASPO Catalog: La npany Wobsite Computers Laptops, IT Hardware Products 28 1 [ ]

2. Click the icon to the right and select “Edit” from the popup.
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s Edit
£ History

7 Rename

Delete

3. This brings you to the mapping page where you can update your previously uploaded
list.

Laptops for your NASPO Catalog: Laptops L , r, h 9 ' s UPDATE PRODUCT/SERVICE LIST FILE

Page 3 of 6



OREGON

eProcurement System

4. To update the file, click “Update Product/Service List File” and then click “Add File” in the
popup. Please note that the file should be under the same name as the last file to have
the existing mapping applied to the new file. If it has a different name, you’ll have to do
all of the mapping again.

Used for Searching by Shoppers UPDATE PRODUCT/SERVICE LIST FILE
Used for Filtering by Shoppers
&
Instructions (@

Columns in IT Hardware and Computer Supplies s
Catalog.csv

Product/Service Unique Number
34701

r

Upload your CSV

- T Hardware 1.‘-: . e G

5. Nauvigate to your file and click “Open”. Then, click “Update”.

Today, 11:16 AM
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necessary Upload your CSV
jes in your

alog file

- IT Hardware and Computer Supplies E

P
Catalog csv

Advanced

6. This brings you back to the mapping page. Make any necessary changes to the mapping
now and scroll to the bottom when you’re done.
Click “Preview” to see a Preview of the Catalog.
Click “Save & Exit” to come back to it later.
Click “Save & Validate” if you're done and ready to move on.

W CATALOG MANAGER i

UPDATE PRODUCT/SERVICE LIST FILE

Laptops for your NASPO Catalog: Laptops

d
‘9

“olumns in IT Hardware anc

Catalog.csv

Product/Service Unique Number
34700

Proaustienice Pros O ! ProductService Description
<p=MS SURFACE LAPTOP 31 15 IN | Intel Cora 15 1 16 GB Memory |
ProductService Price
1690 99
NIGP
20454
SKU
VPN-D0001

ProduttSenics Name
m Product/Service Name
MS SURFACE LAPTOP 31 15 IN | Intel Core &5 16 GB Memory | 250

ADDI MAGES
DDITIONAL IMAGES @ uom

EA

P i o =y Primary Image URL _ i,
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7. When you click “Save & Validate”, you'll be able to see the status of your upload. When
its done, click “Close”.

Product/Service List Upload Status

0/0 Items

Your validation is in process. Large files may take several
o minutes to complete. Feel free to take a break, and watch or
later review your results from the Product/Services List page

8. You'll see the “Validated” column say “Yes” once its validated. Click “Save & Exit” when
you’re done.

FTOQuUCuoService List m

Last Updated Date

Yes 2021-08-12 14:08 :
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