
Shopping Lists & Favorites
A quick guide on how to create and edit shopping lists and favorites.

How to Find Shopping Lists & Favorites01

After logging in, click My Dashboard.

Click on My Lists & Favorites. 

There is a tab for Shopping Lists and a tab for Favorites.



How to Add an Item as a Favorite02

How to Create a Shopping List03

Use the global search bar to find an item.
Click the heart icon next to the item. This will add the item to your favorites list. 

After logging in, click My Dashboard.
Click My Lists & Favorites. 
Click Create New. 



Type a title for your list.
Select Share Options.

If you want users that have access to this list to also be able to edit check
the Users with access can edit the shopping list box.. 

Click Continue. 

The new list page will populate. 
There are a few options to add items to the shopping list. 

Option 1: From the Shopping List Page
Type item number in Add by Item Code field.
Click Add to Shopping List. 



Option 2: From the Item Information Screen
Use the global search bar to find an item.
Click on the item name from the results screen. This will open the item
information screen.
Click Add to Shopping List. 

Click Select An Existing Shopping List(s). 
Click the dropdown list to see all shopping lists
Select the shopping list(s).
Click Save. 

A Success message will populate. 



Additionally, you can also create a new shopping list
Type Title for shopping list. 
Click the dropdown and select sharing options.
Click Save. 
A green success message will populate. 

Option 3: From a Spreadsheet
Click My Dashboard.
Click My Lists & Favorites.
Click View & Edit next to the list you need to add items to. 



Click Download Excel File.
Complete spreadsheet.
Click Upload Excel File.

Click Browse For File.
Select file to upload, click Open.
A message will populate detailing any exceptions to the upload.
Click Continue.
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