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HOW TO USE SHOPPING LISTS (FAVORITES) 

Shopping Lists are our version of a Favorites list. The main advantages we provide with Shopping Lists over Favorites is that we 

allow you to have as many different Shopping Lists as you want and you can share your Shopping Lists with other users on your 

account. 

Shopping Lists are static lists meaning that once you create one, it’s always there on your account. It does not get removed unless 

you delete it and items on the list don’t get deleted either except by you. 

Note: Our website also offers functionality similar to Shopping Lists called “My Purchases”. The My Purchases list is a 

comprehensive list of all products purchased using your account for the last 12-15 months by all users. The My 

Purchases list is dynamic in that, as you don’t purchases items in a 12-15 month period, they fall off of the list keeping 

your My Purchases list current with only the items you purchases most frequently.  

There are multiple ways to use your Shopping Lists to your benefit: 

1. Product Specific – Build product oriented Shopping Lists such as Board Products, Screws and Fasteners, or Shop 
Supplies. These lists allow you to keep your most commonly used products at your fingertips for easier ordering. 

2. Job Lists – Create a job list for a project that may extend for a length of time and that you will need to re-purchase the 
same materials periodically. 

Shopping Lists are created in similar ways from multiple different points in our website: 

 Product Detail pages – select items and add them to a new or existing Shopping List. 

 Shopping Cart – Copy your entire Shopping Cart to a Shopping List for future use. 

 My Purchases – Take items from your My Purchases and save them to a Shopping List. 

 Order Status (Order History) – Select items from a past order and add them to a Shopping List. 

 Shopping Lists page – Create a new blank list. 

Create a Shopping List from a Product Details page or My Purchases 

1. Find a product in our website and navigate all the way to the Product Details page. 



   

 

How To Use Shopping Lists Page 2 of 7 

2. Click the checkbox next to one or more items on the page. For this example, we chose two items. 

 

3. Click the 2nd button in the button bar, , above or below the item list. 
 
The Confirm Items To Be Added to Shopping List screen appears. 

 

4. To create a new Shopping List, type a unique name for the list into the field and click the button at right. 
 
A new Shopping List is created with that name and the items you selected are added to the list. 

5. Or, if you want to add these items to an existing list, click the down arrow next to the field to open the dropdown list of 
available Shopping Lists. 

6. Select a list from the dropdown. 

7. Click the button and the items are appended to the bottom of that Shopping List. 
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Create a Shopping List from My Purchases 

Creating a Shopping List from My Purchases works the same as the steps above, select items from the My Purchases page and 

click the button. Then follow steps 4-7. 

Create a Shopping List from the Shopping Cart or Order Status 

1. Add items to the Shopping Cart as you normally would. 

2. When you have added all items to the Shopping Cart, view the Cart. 
 

 

3. Scroll to the bottom of the Shopping cart to the field labeled: Add these items to an existing Shopping List or enter a 
name to create a new list. 

4. Just as you did in the previous section, type a new name for the Shopping List into the field or click the down arrow to 
select a Shopping List from the dropdown list. 
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5. Click the  button to create a new Shopping List with the Shopping cart items on it or to add the items to an 
existing Shopping List. 

Create a Shopping List from Order Status 

1. Click on the Order Status menu to go to view your order history. 

2. Find a past order and click on the red order number link to view the Order Detail for the order. 

3. Click the checkboxes next to 1 or more items on this past order. 

4. Scroll to the bottom of the order to the field labeled: Add these items to an existing Shopping List or enter a name to 
create a new list. 

5. Just as you did in the previous section, type a new name for the Shopping List into the field or click the down arrow to 
select a Shopping List from the dropdown list. 

6. Click the  button to create a new Shopping List with the order items on it or to add the items to an existing 
Shopping List. 

Create a Shopping List on the Shopping List Page 

1. Click on the Shopping List link at the top of the page in the light gray bar. 
 
The View Shopping Lists page appears.

 
At the top of the page, you will see your Shopping Lists. 
At the bottom of the page, you will see you Coworker’s Shared Shopping Lists. These are the lists they’ve created and 
have shared with the rest of the users on the account. 
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2. To create a new blank Shopping List, click the  button in the top section of the page. 
 
The Create new Shopping List popup appears. 

 

3. Type a name for the new Shopping List in the field. 

4. Click the  button to create the new list. 
 
Your new Shopping List with the name you typed is created and added to the list of your Shopping Lists. The lists appear 
in alphabetical order. 

5. If you click on the List name, you are taken to the blank Shopping List.  
 
You may now add items to this list in any of the methods specified above. Simply select your list name from the 
dropdown field to add to it. 

Order from a Shopping List 

1. Click on the Shopping List link at the top of the page in the light gray bar. 
 
The View Shopping Lists page appears. 
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At the top of the page, you will see your Shopping Lists. 
At the bottom of the page, you will see you Coworker’s Shared Shopping Lists. These are the lists they’ve created and 
have shared with the rest of the users on the account. 

2. Click on any red Shopping List name to open the list. 

3. Click 1 or more of the checkboxes to the left of the items you want to order. 

4. Click the button to add those items to your Shopping Cart. 

5. Continue shopping or checkout as you normally would. 

Delete a Shopping List 

1. Click on the Shopping List link at the top of the page in the light gray bar. 
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The View Shopping Lists page appears.

 

2. Click the , trash can icon, next to any Shopping List you wish to remove permanently. 
 
A confirmation message may appear. Click OK on the message and the list will be deleted. 

 


