
Web Tutorial: Add Items Into a Shopping List 

Add Items 

A. Login.

B. Click Menu and expand Supplies & Small

Equipment

C. Expand Ordering Tools (+) and select Shop-

ping Lists

D. Click view/modify for existing shopping list

name or when creating a new shopping list

E. Click on Download Template (an excel file

will open and you can add the item numbers

you wanted to add on your list, save the file.

F. Click Upload Template, select a file, select

an action,

G. Click on submit query.
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