Ohlo ’ Buys How to Create a kit

Step-by-Step Instructions for Creating a kit of Frequently Ordered Iltems

A kit is a list of frequently ordered items. Creating a kit will allow a user to quickly re-add

these items to a shopping cart at a future date. Kits can only be created for hosted catalog
items.

Log in to Ohio Buys. From the Main Menu Navigation bar, click Shop and then select Browse
Items from the drop-down menu.

Add the items you would like to be included in the kit to your shopping cart and then lick on the
Shopping Carticon on the top right hand side of the page.
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Click on the Favorite icon.
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Enter a descriptive name for the kit in the Label field. Click the Global checkbox if you would
like this kit to be accessible across your agency. If you indicate a kit should be global, you will
need to specify the Organization and Commodity related to the kit. Once you have made
these updates, click Save & Close.
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To access the kit in the future, search for and select it in the Kits field within the Advanced

Search pane. Once you search for a particular kit, the associated items will appear in the
searchresults.
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If you have questions or need additional assistance, please contact Ohio Shared Services Contact Center
via email (chiosharedservices@ohio.gov) or phone (877-644-6771). lofl
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