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WHY SHOPPING LISTS?

Saving ItemsWith shopping lists you can group items you
purchase according to how you shop. Save an entire shopping
cart for future purchases including quantities to purchase and
preferred units of measure.

Purchasing ItemsYou can also personalize how you purchase
the items in a shopping list. Purchase an entire list for fast
checkout, or only a subset of items you need on hand.

This guide walks through various situations, with instructions for
the way you want to use shopping lists.




STEP 1: FIND YOUR PRODUCTS

Locate a product anywhere on the website (make sure you are

| ogged 1 n first). Click the 11
the product you would like to add to a list.

2.5 0z CLASSIC COLOMBIAN GOLD k

55 PER CASE - $108.65 [ 4| \

[add to my shopping lists] +
™ Add to cart ‘
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STEP 2: CHOOSE PRODUCT OPTIONS

Upon c¢clicking o0add to shopping
open in your browser. Options 1 through 4 will be explained in
the next slide.

2.5 0z CLASSIC COLOMBIAN GOLD

101 already exists in the list(s): Chris’s List. You can additte a
new/different list if you wish.

{11 Agato existing list| Coffee Flavorings =]

VI Create a new list for 101

. List Name:
| . Second Floor Breakroom|

Please use below dropdowns if you want to set a default purchasing

quantity or unit of measure.
4™y, Default Quantity Default Unit of measure =
Y2 [+ 96 PER CASE - $109.65 [+] '

[Close||Add To List|
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PRODUCT OPTIONS EXPLAINED

Step I You can store the product in an existing shopping list. All of
the lists you have created will appear in the dregpown box.

Step 2 You can store this item in a new list that you name here.

Step 3 Select a default quantity you would like to purchase the
product in.

Step 4 Select a default unit of measure you would like to purchase
the product in.



STEP 3: VIEW YOUR LISTS

Select oMy Shopping Listsoé Fro
area or from ORDER ONLINE in the top menu,
select oMy Shopping Listso to

0items | Total: $0.00 Follow Us ? .

‘Live Chat Online HOME ABOUT SERVICES ORDER ONLINE FAQs
my account:

uick Order | My Shopping Lists | Recurring Orders | Checkout | Order
istory | Logout

y

| y o




STEP 3: VIEW YOUR LISTS

My Shopping Lists

Please click on a List Name to view and manage products:

List Name Change Name
Back Breakroom 7 item(s) edit name delete list

Coffee Flavorings 4 item(s) edit name delete list

Paper Products 1 item(s) edit name delete list

You will brought to an overview page that will
display a summary of the lists you have created.
You can edit the name of a list or delete it from
this page. To view the products contained in a
shopping list, simply click on the list name.
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STEP 3: VIEW YOUR LISTS

Your shopping list will look something like this:

My Product Lists: Viewing »
Back Breakroom

€ items in Back Braakroom

You are currently on page 1 of 1

ADD ALL PRODUCTS CLEAR DEFAULT USE MY DEFAULT
TO MY CART SHOPPING VALUES SHOPPING VALUES
\ <Ems -

== e

- - ==

WOLFGANG PUCK FRENCH ROAST

TORK DINNER NAPKINS COFFEE PEOPLE WAKE UP K-CUPS
K-Cue
[1eecT-szs L] [zecopsremeax-ses: L) [teoxeseemcass-smal |
KM Addto cart | EM R 7ddto can | ERR] 7ddtocart |
remove from Back remowe from Back Temoue from Back
Srezkroom Sreakroom Breakroom
Edit default Edit default Edit default
purchasing values purchasing values purchasing values
\ - A T \ -

& - S

COFFEE STIRRERS GREEN MOUNTAIN REVW K-CUPS SPLENDA 12-100CT
[10sxPERCASE-82338 ] [450xEs PERCASE-85950 [1ZpercAsE-sm221[ ]
e £ddto car | ] 7ditocart | e ] £dd o cart |
remove from Back remove from Sack remove from Back
Sreakroom Sreakroom Srezkroom

Edit default Edit default Edit default
purchasing values purchasing values purchasing values

Notice that each product
appears with a default
purchasing quantity and
unit of measure already
pre-selected for quick
checkout.
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STEP 4: MANAGING YOUR LISTS

Let s

t ake

a c¢|

ADD ALL PRODUCTS CLEAR DEFAULT USE MY DEFAULT
TO MY CART SHOPPING VALUES SHOPPING VALUES
g— | -

===

N —

TORK DINNER NAPKINS

[feoer-se L]
G
remove from Back
Breakroom
Edit default
purchasing values

==

\ -~

COFFEE STIRRERS

[1osxPercAsE-sa338 ]
e ] Add to cart |
remove from Sack
Breakroom
Edit default
purchasing values

L% —

COFFEE PEOPLE WAKE UP K-CUPS

[zecuespemeox-siez: [
remowe from Back
Sreakroom
Edit default
purchasing values

| ==

\ -

GREEN MOUNTAIN REW K-CUPS

[4B0xEsPERCASE-55950 ]|
=
remove from Eack
Breakroom
Edit default
purchasing values

L -

WOLFGANG PUCK FRENCH ROAST

K-Cue

[+soxzs PEacasz-szal |

ERm] dd to cart |
Temowe from Back
Brezkroom
Edit default
purchasing values

h =

\ —_

SPLENDA 12-100CT

12per CASE-s7221 [
=
remove from Back
Breakroom
Edit default
purchasing values

OSser

| oo0Kk

From this page you can:

1. Editdefault values for each

individual product.
2. Add all products to your

shopping cart with or without

default values.

3. Removean item from your

shopping list.
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EDITING DEFAULT PURCHASING VALUES

. jo f .
ol E1 55§ L I Jzz

J I i=Ziis-]
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Image Coming Soon

CODFFEE PEQPLE WARE UR B-CUPS

|24 cursPER B0 -5143: [

remice from E3ck
Eiresinoom
Edit default
purchasing values

Defsult Quantity

Please use below dropdowns to set a default purchasing quantity or unit of measure.

Default Unit of measure
|4 BOXES PER CASE - $59.50 |w|

[Cancel|[Save|

If you want to change the default
guantity and unit of measure that you
purchase a product in, simply click the
| i rEdit,defanlt purchasing valués
under each product.

The above window will appear and allow
you to modify and save the values you
wish to purchase in.
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REMOVE AN ITEM FROM A LIST

-_-'

'k.,,;

Image Coming Soon

COFFEE PEDPLE WAKE UF K-CUPS

If you want to remove an item from
your shopping list, simply click the
| 1 fiRé&movedrom my LISTNAME
under each product.

The page will reload your shopping
list, and item will no longer appear.

[zscurs PEr BOX 51422 ||

ER] Addto cart |

e fnom Back
Bnealcroom

Edit default
purchasing values

—

@ 00



PURCHASING SHOPPING LISTS

N

ADD ALL PRODUCTS
TO MY CART

ADD ALL PRODUCTS

TOMYCARd®D does

that. This option will add
the entire shopping list
to your cart.

Each item will be added
according to the
quantity and unit of
measure selected or
pre-loaded on the page.

If you have not selected
a default purchasing
guantity, please note the
item will not be added
to the cart. You must
manually change the
guantity from zero to
the desired quantity.

SHOPPING VALUES

(CLEAR DEFAULT
SHORPING VALUES
resets all product
guantities to zero and
all units of measure to
the smallest purchasing
unit.

Use this option if you do
not want to purchase

your entire shopping list.

Clearingdefault values
allows you to just select
those items on the list
you wish to purchase at
this time.

(USEMYDEFAULT
SHOPPING VALUES

dJSE MY DEFAULT
SHOPPING VALUES
restores all product
gquantities and units of
measure to those you
defined andsaved.

You can use this option
if you have accidentally
cleared or changed the
values and want to
Ir_eturn to your original
ist.

The following buttons are available across the top of every shopping list:
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CREATE A SHOPPING LISTT QUICK LIST
METHOD

If you want to build a shopping

| > list quickly, you can use the
current contents of your
shopping cart. Click the button
dMake this shopping cart a list
forfutureused at t he
cart.

Each item will be added to a
new shopping list. The current
guantity of unit of measure Iin
the cart will become the default
guantities for the new shopping
list.
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