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CREATING NEW LISTS | HAS NEVER BEEN EASIER

Then choose your List Type 
(Company Admin accounts 
only) and name the new list. 

Optionally, give your list a 
description.

The list name and description The list name and description 
is included when you share 
your list (see page 20).

Creating New Lists
To create a new list, click the 
icon shaped like a gear and 
choose the “Create” option.

Adding Products
Add products to your supply list 
directly from a product page, by 
importing a spreadsheet list, or 

from your cart.
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SHARE
New “Share” feature allows you to easily share a list with clients or co-workers 
to populate their cart with your recommended or approved items. To Share a 
list, choose that list from the list menu, then open the folder icon and click 
the Share button to display sharing options.

Copy the link and easily 
paste wherever you want
to share with others, so 
they can skip browsing
and head right to checkout.

Share via Email
Enter a valid email address 
here to send an email with 
a link to the items from 
your selected supply list.

The email includes the list The email includes the list 
name and description.

Company Account
Share Options
Company Account users Company Account users 
can choose to share 
internally via email with a 
member of their company, 
or externally to the email
of their choice. 

john.doe@email.com
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