WERNER

ELECTRIC SUPPLY

CREATING & UTILIZING

PRODUCT LISTS

STEP ONE

Product Lists (previously titled Product Groups), can be created in a variety of ways. These are
great if you frequently purchase the same items, prefer to save shopping lists for later purchases,
or simply want to customize your account in order to reduce searching time. When you are looking
at products on the site, you will notice a button on each product that says “+Product List”.

SEARCH RESULTS PAGE PRODUCT DETAIL PAGE

Results for Milwaukee Tool

Shop Werner 559 Products sont - Milwaukee® 48-22-3100
$1.19/ EA

STEP TWO

When you click that button, you will get a pop-up like the one shown below, asking you to either
select an existing product group to add to, OR create a new product list. Then click the “Add to
Product List” button when you are ready.

Add to Product List

Add to Product List >

Continue >
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STEP THREE

To access your product lists, you can select the Product Lists widget from your homepage

WEMER ) Quick Order .@ Hello, $524

A=/ Bulk Ordering HANNA = 1ltem
ELECTRIC SUPPLY

Shop Brands Solutions Promotions Training & Events About Us Q

My Quotes Order History Product Lists Saved Orders
View All 5 View All » Manage » Manage »
OR “My Lists” from the “My Account” dropdown.
23456 WES 4428 PFLAUM RD MADISON 53716 Ship + NEED HELP? CONTACT US L 920-815-4050

WerppiEes ) Quikorder |y Heto, | 1 s000

\"/ Bulk Ordering = 0ltems
ELECTRIC SUPPLY HANNA

My Account
Product & Order Management Profile information
My Account Customer

WERNER ELECTRIC SUPPLY
Bil-To: 812345
Ship-To: #23456

Inside Rep

WESLEY WERNER
WWERNER@WERNERELECTRIC COM
123-456-7891

Outside Rep

STANLEY SUPPLY
SSUPPLY@WERNERELECTRIC.COM
123-546-1234

Change Ship-To > Sign Out of Account »

Continue >
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STEP FOUR

You will now see all of your product lists. From here, you can add an entire list to your cart or delete
an entire list.
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Continue >
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STEP FIVE

If you click on the title of the list, you will be able to open it up and view all of the items within the
list. You can delete individual items from the list if they are no longer necessary. You may also
add individual items from your list to your cart without adding the entire list at once. You may also
update product quantities before deleting or adding items to your cart by changing the number in
the box located directly above the “Add to Cart” button.

Example List

R . m m
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STEP SIX
You can also export your product list into a spreadsheet. Refer to Website Guide: Exporting Product
Information for detailed directions on exporting,.

Example List

Bailey &5 Priveis

Tips & Tricks for Utilizing Your Product Lists >
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WERNER

ELECTRIC SUPPLY

TIPS & TRICKS FOR UTILIZING

YOUR PRODUCT LISTS

TIP ONE

Add additional items to your product list right from the product list page by clicking the “Add Items”
button. You will be able to search by keyword or item # and add to your list right from here:

Updated 8/19/2020 by HANNA BRAZEE 2% Shared with 1 others

[+ Schedule Email Reminder =E| Copy | Delete £ Edit
6items List Total $268.86 Search list by keyword or item # Add List to Cart Add tems  §

HI

Upload ltems (

Select All

TIP TWO

Lists can now be shared with others. You can see this right on the main product list page where all
of your lists are shown.

< Home < Myhccount < Mylists

My Lists

Sort By

Last Updated ) Create List >

ok

test =
o B o 9 e Add List to Cart |

Delete List
Total 5 items

=4, Shared with 1 others

test 2 : =
. Add Listto Cart =

Delete List
Total 2 items

Private

[

Continue >
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In order to change the share settings on one of your lists, you will need to click into the list that you
would like to share. Click the “Share” button in the top right corner.

< Home < MyAccount < Mylists < test2 [ Export Product List |:; Share | & Print

Updated 8/19/2020 by HANNA BRAZEE £ Private =1 Schedule Email Reminder = Copy [l Delete £ Edit

You will then get a pop-up asking if you would like to simply “Send A Copy” or “Allow others to view
or edit this list.” Sending a copy will allow you to email a copy of your list to someone. You can
type in their email address and add a brief message, and a copy of your list will be emailed to that
person.

Share List Send A Copy

Send a copy o allow others to view or edit this list PP ——

How would you like to share this list? HANNA BRAZEE

© Send a copy.

Allow others to view or edit this list. ©

'y
To add multiple addresses, separate with commas.
Gancet >

Message

I'd like to share my list with you.

265 characters left.

_ ol

In order to allow other web users at your company to view and edit the list from their accounts, you
will need to select “Allow others to view or edit this list.”

Share List

Send a copy or allow others to view or edit this list.
How would you like to share this list?
Send a copy.

© Allow others to view or edit this list. ©

Next > Cancel >

Continue >
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Next, you will need to decide if you would like to share with certain individual(s), or all web users at

your company. You will then need to decide if you would like them to be able to edit the list, or ONLY
be able to view it.

Allow Others To Access List

Back

Share list or make available to all users on the billing account?

@ Share list. @

) Make list available to all users on the billing account.
Allow editing?

@ ves. allow editing.

) No, the list can only be viewed.

TIP THREE

If you build a product list of items you frequently purchase, you can schedule an email reminder to
reorder that list.

< Home < MyAccount < Mylists < test | = Export Product List c,(f Share = Print
Updated 8/19,/2020 by HANNA BRAZEE &0t Shared with 1 others =1 Schedule Email Reminder 1Y Copy E Delete & Edit

You can set how often you would like the email reminder, the preferred day of the week, a start and
end date for the reminder, and a brief message.

Schedule Email Reminder

Send reminders when it's time to reorder this list

Repeat I

Start Date

Invalid Date

(] Has £na pate

Cancel >

Continue >
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TIP FOUR

You can add notes to the various items in your product list by clicking “+Add Note”. This can be
useful for those that share lists with other users. You could add a note on a particular item to allow
these other users to see the importance of that item. These notes will not display anywhere other
than within the product list.

i m it . RSO
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Added cn §,59730027
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TIP FIVE

If you have a large product list, you can search for products within the list.

o PriVES Seoedule Erral Riewrniidet Car Dbt Laie

Added on 050 2007

bbiiwaukoo® 49-56-7010 Smaill Thrond Hole Saw Arbor, UP To 1.3/16 in Arbor, 378 in Shank, Hardoned Ster 084 / EA
Mir Pt & 2058701 E
Werrer Part 8- 455058 W i
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WERNER

ELECTRIC SUPPLY

Creating & Utilizing Product Lists-1020
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