
 How to Create and Share a Wishlist 

1. Choose the item to be added to a new or existing Wishlist. 
2. Click the “SAVE TO WISHLIST” button. 

 
3. On the “Add to Wishlist” screen do one of the following. 

a. Choose an existing Wishlist from the Wishlist dropdown and then click the “Save 
to Wishlist” button to update an existing Wishlist. 

b. Type a name for your new Wishlist in the “List Name” text box and type in the 
date in the “List Date” text box. Check the “Share” checkbox if you plan to share 
the Wishlist with your Supervisor/Unit Coordinator. Click the “Save to New 
Wishlist” button to create your new Wishlist. 

 



 How to Create and Share a Wishlist 

4. To view your Wishlist: 
a. Click on the “My Account” link in the upper right corner of the webpage. 
b. Click the “My Wish Lists” link on the right side of the My Account page. 
c. Your Wishlist’s will be listed on the “Your Wish Lists” page. 
d. Click on your Wishlist Name to open a Wishlist. 

 
5. To share a Wishlist click the “Share” button to the right of your Wishlist name. 

 
6. Enter the email address of the recipient in the in the “To” textbox and the subject of 

your email in the “Subject” text box. Click the “Share” button to send your Wishlist. 
 

 
7. Your recipient will receive an email with a link to view your Wishlist. 


