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How to speed up 
frequently placed orders 
and create parts lists



How to create lists
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        step 1

To create lists of products you frequently order, you have to be logged in. Click on the 
“My account” tab at the top of the page.

Click on the “My Lists” bar where you will be able to start using this function.

By using the second column under “my lists”, you can create a new parts list, by naming 
it, adding a description and by clicking on the “Create a New Parts List” button.
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If you often re-order the same products, we can make your job easier by showing you how 
to create “lists”. This will make the process even easier when you next buy from RSOnline.
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        step 2

Begin by adding the stock numbers and quantities required to your list.

If you need to add more products, you can add more rows from the drop down list.

Once you are satis�ed you’ve checked everything, click on “Update parts list”.
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Now all you need to do is:



Using your saved list
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You can add your saved list directly to an order by clicking on the “Add to order” button.

Alternatively, you can add multiple lists to an order by using the check boxes to indicate 
which lists you would like to include in your order and then click on “Add checked parts 
list(s) to current order”.

You can even send the list to a colleague by clicking on the e-mail icon.
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Using your saved list

http://za.rs-online.co.za

How do I easily repeat frequent orders 4

Welcome JOHN DOE

2

1

        step 2

The displayed number of items that will be added to your order as the default is the 
number saved on your list. You can change this easily by typing the quantity you require in 
the “Qty (Packs)” box.

If you have a pending order, you can choose to append (add to your current order) or 
overwrite it (create a new order with just the items on your saved list).
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DID YOU KNOW that all online orders over 
R1 000 are delivered for free!
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Extra functionality allows you to review your basket. All the items added from your saved list 
will appear highlighted in red.

If you know the stock number, you can add more items to your order. Alternatively, continue 
shopping by using the “�nd” feature at the top of the page where you can search for products 
or click on the appropriate product range tab. 

The value of your order is always displayed in the top right corner, even when you are 
browsing. You can quickly return to it, by clicking on the order value and shopping basket icon.
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