How-To Guide: Creating a List

Lists can be used to bookmark preferred
products and frequently ordered products.
Share lists, order, and reorder products. Add
comments next to each item on the list.
Organize, sort, set priorities, and update lists.
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Creating a List

1. Hover your mouse over Lists in the top right corner of your Amazon Business home page.

EN Hello, Name

- Account for Example ~ Lists =

2. Click Create your first list. (Note: if you have previously created a list(s), the link will read
Create a list)

Hello, Name Try
Account for Example v Lists ¥ Business Prime

Lists

[ Create your first list ]

3. Choose a list type, and add a List name. If you plan to share the list, we recommend including
your name and the date in the List name for easier identification.

Choose a list type

(#) Reorder List () Shopping List
For items that are bought repeatedly. For items that are bought once. Items are
Items remain on the list after purchase filtered from view after purchase.
List name
[ Name.Date.List ]

X, Upload a spreadsheet of items (optional)

4. Click Create List.

Cancel Create List
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5. Search for and identify items you wish to include in your list. 7. Choose your list from the drop down.
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