my DVG

USER GUIDE

How to Lookup
Products

The myDVG portal gives you fast, organized access to your
product catalog — from browsing and searching
to reviewing specifications and placing orders.

This guide walks you through every step of looking up
products in myDVG, including how to search, review product
details, add items to your cart, and save favorites for later.
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GETTING STARTED

Before you can look up products, you'll need access to the myDVG portal.

Step 1: Open your web browser and navigate to the myDVG portal URL provided by your
organization.

Step 2: Log in with your credentials when prompted.

Step 3: Once logged in, you'll land on the Dashboard. You'll see the main navigation menu on
the left side of the screen, along with any company branding or training titles your
organization has configured.
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Note: If you don't have login credentials, contact your system administrator to get
access set up.

You're ready to start browsing and searching for products.
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BROWSING THE PRODUCT CATALOG

Step 1: In the left navigation menu, click the Products tab.
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Step 2: The Products page displays a grid of available items. Each product card shows:
e A productimage

Product name and part number

e Stock status

e Alink to view pricing and available quantity
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This view gives you a quick snapshot of your catalog at a glance.
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SEARCHING FOR A PRODUCT

You can search by full or partial part number, product name, or description — which is
especially useful when you only remember part of a part number.

Step 1: On the Products page, locate the search bar at the top of the screen.
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Step 2: Type your search term. You can enter a complete part number or just a few
characters to see all related results.
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Tip: Searching with a partial part number is a great way to quickly compare similar
products side by side.
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Step 3: Click the arrow button to run the search. The product grid updates to show matching
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Step 4: Review the matching product results or use the filter on the right side to narrow
down by Company, Brands, or Product Group.
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VIEWING PRODUCT DETAILS

Step 1: Click on any product card to open its detail page.

Step 2: The product detail page gives you a full picture of the item, including:
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Multiple product images (thumbnails on the left, main image in the center)
Product name, brand, and part number

Detailed product description

Net price

In-stock quantity

Lead time

Proceed to Checkout and Add to Favorites buttons
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Step 3: Scroll down to view additional information:
e Product specifications (such as width, height, diameter, and weight)
e Product features and system features
e Downloadable assets including installation instructions, engineering data, and

submittals
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Product Length: 26
Product Width: 25

Product Height: 3

Product Diameter: 6" Diameter

Opening Length: 15 [N
Opening Width: 15
Product Weight: 3.275 Ibs

Details
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ADDING PRODUCTS TO YOUR CART OR
FAVORITES

Step 1: On the product detail page, enter the quantity you want to order.
Step 2: Click Proceed to Checkout to add the item to your cart.

Step 3: Alternatively, click Add to Favorites to save the product for quick access later — ideal
for items you order frequently.
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MANAGING YOUR CART

Step 1: Hover over the cart icon in the top right corner of the screen to see how many items
are currently in your cart.

Step 2: Click the cart icon to open your cart summary, which displays item names, quantities,
and prices.

Step 3: From the cart summary, you can:
e View the full cart
e Proceed to checkout
e Clearthecart
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ADVANCED FEATURES

Using the Favorites List

The Add to Favorites feature lets you build a personal list of frequently ordered products,
saving you time on repeat purchases. Rather than searching for the same items each time,
you can access your saved favorites directly and move straight to checkout.

Tip: Use Favorites to keep a shortlist of your most ordered parts — it's a quick way to
streamline regular orders.

Settings & Configuration

The myDVG portal may display company branding and training titles on the Dashboard,
which are configured by your organization's administrator. Individual user-facing settings
such as profile preferences and notification options were not covered in the source material.
Contact your system administrator for details on configuring your account.
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FAQ

Q: Can I search using only part of a part number?

Yes. Entering a partial part number in the search bar returns all products whose part
numbers contain those characters, making it easy to browse related options.

Q: Where can I find pricing and stock availability?

Both are visible on the product detail page. You'll see the net price, current in-stock quantity,
and estimated lead time when you click into any product.

Q: What downloadable resources are available on a product page?

The product detail page can include installation instructions, engineering data, and
submittals. Scroll down past the specifications section to find these assets.

Q: What is the difference between Proceed to Checkout and Add to Favorites?

Proceed to Checkout adds the item to your active cart so you can complete a purchase. Add
to Favorites saves the product to your personal list for easy access in future sessions — no
purchase is initiated.

Q: What should I do if | can't log in to the myDVG portal?
Reach out to your system administrator to verify your credentials and portal access.
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