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Catalog Process Overview

❖ This guide will walk you 
through the Buyer processes from 
receiving the initial OFS Portal 
workflow email alert to 
downloading the price book. We 
will also provide you steps on how 
export a catalog after it has been 
downloaded.

Test Account used for this User Guide:
Buyer ID: TESTBUYER
Buyer Name: TEST BUYER
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❖ An email notification is sent out as soon as a price book has successfully syndicated and uploaded to your 
account.

❖ The email alert should look similar to the example shown here.

❖ The notification will provide you the Catalog ID and a link for easy access to the catalog application.
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❖ The OFS Portal price book is syndicated in a single standard format as shown below to all Operators in 
the OFS Portal Community.

❖ Fields to help identify the price book are found as the Catalog ID, Name, Buyer ID, Supplier ID. You will 
find in this example below.

Catalog Process Overview
Operator’s Review Package - Price Book (1/2)
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❖ Along with the price book .csv file that is provided with the Operator’s Review Package, an excel file delta 
report is included. 

❖ This report captures the changes from the previous uploaded version. 

❖ You can pull this report separately from the All Catalog Deliveries webpage in your account.

Catalog Process Overview
Operator’s Review Package – Delta Report (2/2)

©2024 OFSPORTALLLC



Downloading the Operator’s Review Package
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❖ Log into the OFS Portal Catalog Manager

❖ You are able to reset your password if 
needed via the Forgot Password link 
found on this login page.

Downloading the Review Package
Log into the Catalog Manager
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Downloading the Review Package
Operator’s Dashboard

❖ Your account dashboard provides an overview of the catalog deliveries and statuses as well as links to your 
buyer guide. 

❖ OFS Portal logo redirects to this page for easy access.
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Downloading the Review Package
Catalog Manager Buyer Guide Reference Link

❖ This Catalog Manager Buyer Guide can be found under Useful Links on your dashboard. Additional 
information including the OFS Portal application and OFS Portal export file can also be found here.

❖ Please contact catalog@ofs-portal.com if you have any questions.
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Downloading the Review Package
Open Catalog Deliveries

❖ To view the catalogs that are ready to be downloaded, navigate to the Open Catalog Deliveries link either on
the left side menu or by clicking Manage on your dashboard.
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Downloading the Review Package
Open Catalog Deliveries

❖ On your Open Catalog Deliveries webpage, you can see a list of all catalogs successfully sent to your 
Operator account and waiting for download. Catalogs downloaded will be removed from this page but will 
remain on your All Catalog Deliveries page.

❖ Click on the Download file to complete button to download the file to your computer

❖ The workflow will remain unfinished unless the price book is downloaded from this page. 
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Downloading the Review Package
Price Book Download

❖ The Review Package is now downloaded to your local drive.

❖ The downloaded review package zip file will contain two files:
► 1. Catalog Export (Price Book)
► 2. Delta Report

❖ Locate the downloaded file:
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Downloading the Review Package
Price Book Download

❖ Examples of the Catalog Export and Delta Report shown below.

❖ Changes found from the previously 
uploaded version will be displayed 
in the Delta Report. You will find 
they are identified by ADDITION, 
CHANGES, DELETION.
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Additional Features
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► Delta Report



Additional Features
Catalog Export

❖ You are able to export a new catalog in the Open Catalog Deliveries link. 

❖ If the catalog has been downloaded it will be removed from your Open Catalog deliveries page. You can 
find it in the All Catalog Deliveries page and use the filter provided to find it.
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Additional Features
Catalog Export

❖ Find the All Catalog Deliveries page by using the left side menu

❖ Filter as needed

❖ Click on View Details to download the review package again. 
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Additional Features
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► Catalog Export
► Delta Report



Additional Features
Compare Catalog Versions (Delta Report)

❖ A Delta Report is provided to 
the Operator in the Review 
Package along with the price 
book. This report 
captures the changes from the 
previous uploaded version. 

❖ You are able to pull the delta 
report separately on the All 
Catalog Deliveries page. 

❖ Find the catalog using the filter 
option

❖ Click on View Details. This page 
has the option to download the 
delta report by itself. 
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Additional Features
Compare Catalog Versions (Delta Report)

❖ Changes found from the two selected versions will be displayed in the Delta Report. You will find they are 
identified by ADDITION, CHANGES, DELETION.

❖ If you have any further questions regarding the Delta Report, please contact catalog@ofs-portal.com
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OFS Portal Support
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OFS Portal Support

❖ OFS Portal Support provides additional training for 
new team members or upon request and can assist 
with any issues users may have in the Catalog 
Management System.

❖ If your access has become inactive or you are 
needing additional access for your team, please 
contact Support.

❖ OFS Catalog Support email: catalog@ofs-portal.com
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STAY 
CONNECTED
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CATALOG@OFS-PORTAL.COM

HTTPS://OFS-PORTAL.COM

WWW.LINKEDIN.COMPANY/OFSPORTAL
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