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Uploading your own company-wide shopping list. 

 

Please note! This can only be done by the super user 

 

1. The super user will log in as usual. 

 

  
 

2. There are several ways to add products. Either by using the option ‘Order 

by Item Number’ or by adding each product individually. Ordering by Item 

Number works as follows: 

 

 2.1 Click on ’Order by Item Number’ 
 

  
 

2.2 Enter all relevant product numbers and quantities and click ADD 

TO SHOPPING LIST. 
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2.3 Alternatively, you can add products one by one. You can do this by 

finding the product on the website, entering the required quantity 

and clicking ADD TO SHOPPING LIST. 
 

 
 

3. You will now be directed to the following screen: 
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4. You have the option to add the product to an existing shopping list or to 

create a new shopping list.  

 

4.1 If you add the product to an existing list, you will need to indicate 

which one. Only the super user will have access to company-wide 

shopping lists. 

 

 
 

4.2 If you want to create a new list, select this option and enter a name. 

Please select the type ‘Company-Wide List’. 
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4.3 Now click on ADD TO SHOPPING LIST. 
 

 
 

5. You can always check whether or not a product has been added to a list by 

looking at the list in question. 

 

Your new shopping list will appear in the overview: 

 
Please note! A regular user can see the list, but will not be able to edit it. 

Regular users cannot create company-wide lists. 
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Setting a reminder 

 

You can set individual reminders for each lists. If you select this option, you 

will receive reminders by email. This is only possible for personal shopping 

lists, not for company-wide lists. 

 

 

 
 

In the example the frequency is set to Never. 

 

You can change this to one of the following: 
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Select a start date for the first reminder. Under frequency you can indicate 

how often you want to receive reminders for this particular list. 

The email address shown is the one linked to the account you are using (this is 

also the address that will be used for order confirmations). 

 

Once you have chosen your settings, click SAVE REMINDER. 
 

 
 

 


