
Access Catalogues

1. Select Setup in the main Horizon menu

2. Select Catalogues

You can also press the F12 key on your keyword
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Add Catalogue

1. Press Add in the catalogue screen
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Catalogue Options

1. Name the Catalogue

2. Set the Expiry date, normally end of year

3. Press Selection Box and find TradeSupply Account

4. Set the Priority level to a higher priority than Spciers or Vow so orders will back to back to 
Tradesupply

5. Select Options as outlined in Box, enable keywords for use with Horizon Web

6. Select OK to save catalogue

7. Close and reopen Horizon  
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