) ZdNet

Power Net 3.0

User’s Guide

R The of Integration



Document Version History

Change Description Version Release Date
Updated format. v3.0 05/17/2004
Added SRP information.

Updated features.

New screenshots to reflect interface changes.

Disclaimer

No part of this document may be reproduced, copied, transmitted, transcribed, stored in
any retrieval system, or translated into any language by any form by any means without
prior written permission from IDS. The information in this document may change
without notice. IDS is not responsible for errors or inaccuracies in this document.

Copyright Information

Copyright © 2003-2004 Integrated Distribution Solutions, L.L.C. (IDS). All rights
reserved. IBM is a registered trademark of International Business Machines Corporation.
All other trademarks used herein are the property of their owners.



Table of Contents

Chapter 1
INETOAUCHOMN....ceceeenieeieeeceieeeceesanesensnesasessesasssasessssssssssssssssassssssssassssasssnssssssssassssasssassssas 5
INETOAUCHOMN....ceieeenieeiceecnieeinnesanesensnssansssssnsssasssessssssssssssssassssssssassssasssnssssssssassssasssassssas 6
70 [ 1= o o = SRR 6
User's Guide Organization...............eueiueiiiiiiiiiiiiiieiieieeeeieieeeeee e 6
L] 0T 6
Conventions Used In this User's GUIde...........cooevveiiiiiiiiiiiiieiiceeiiieiee e 7
Product OVeIVIEW....ccuiciiruierernnesniesesssssanssassssssssossssasssassssssssssassssassssssssassssasssassssassssssssas 9
Order Management Interface............ccooooemiiiiii e, 9
USING Help. oo 18
Viewing Version Information...........cccccov i 20
SWitch CUSIOMEr ACCOUNTS.......uuuiiiiiiiiiiiiiiiei et e e e e eeeeees 21
Chapter 2
Creating Orders .......ccvecveirienininenisinsiissiisissiissisisssssssssisssssssssssssssssssessssssssssssssssssns 23
OFAEr FOIMIS.....cucecuieeerneeneeceeceesnecseesaeesaesssesssssssssassasessssssessssssssssssssasessssssassssssssnssssasssnans 24
Using Your Order History t0 Order....... ..o 24
Ordering from an IMport File...... .o 27
Ordering from an Order GUIde...........oovvuiiiiiiiiiiee e 29
Ordering TasKS....ccvininirnsinisisinissisessisessisessessessssessessissssesssssssesssssesssssssssssssssees 32
SUBMItEING OFAErS.. ..o e e 32
Adding HEMS 10 @N OFAEr.......uiiiiiiiiiiiiiiiiiieeieiee et eeeeeees 33
Substitute and Related ltems.............oooo i 37
Deleting Orders........uui it e e e e e e e e e e aaeas 41
Searching for an Hem...... ... 43
Sorting INfOrmMatioN........ccooo oo 46
Home Orders Page.........couiunerinniinniisinsisinniininsisissimssissssssesnssssssissssssssssessssssssssssssss 50
Order SUMMAIY......ci it e e e e e e e e 50
Viewing Account INformation.......niininininieninniiiicniicisss 52

Power Net v3.0 User's Guide 3



ACCOUNT INQUITY ...ttt et e e e e e e e e e e annnaes 52

Chapter 4

Order Guide Management..........ccceerireneeerensisesnisissisisissisessesessssessesseseessssessssssssscanens 57

Chapter 5

REPOIES..anuiniiiiiinictinteniciintiniestentesaessssssessessesssessssssssssesssessssesssassssessasssssesssssssssssnnes 61

RUnning RePOrIts......icuiniiiiiinininsinniinninninsinininiiiiiininininiesisemsssssssssssess 62
ltem Usage ReEPOIt........coooiiii e 62
Consolidated Item Usage Report........coooooiiioiiiiiieeee e 66

MovemeENt REPOIt........cooeeiie e e e 70



Chapter 1
Introduction

Welcome to the Power Net User’s Guide. This user’s guide provides procedures
and reference information necessary for completing ordering tasks using the
Order Management System.

This chapter of the Order Management System User’s Guide contains overview
information to introduce you to the application, and reference information about
how to use this user’s guide.
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Introduction

The Order Management System is an electronic commerce application that enables you to
place orders to your distributor using the Internet 24 hours a day, 7 days a week.

This user guide contains information to help you logon to your distributor’s proprietary
Web site and access their ordering system to generate and edit orders, search products,
select substitute and related products.

The Order Management System provides a resource for information about your
distributor so that you can place orders, check orders, view product information, and
view and print reports via the Internet.

Audience

This user guide is intended to be used by personnel responsible for ordering and
managing orders to your distributor.

User’s Guide Organization
The information in this user’s guide has been organized into the following chapters:

Terms

Chapter 1
Introduction

Chapter 2

Creating Orders and Pickup Requests
Chapter 3

Viewing Order Information

Chapter 4

Order Guide Management

Chapter 5

Reports

Chapter 6
Suggested Retails

Chapter 7
Customer Service and Information

Appendix: Web Browser Tips

Contains overview information about the product and how
this user guide is organized.

Contains procedures for order entry, pickup request
generation, and submitting orders.

Contains procedures for viewing order information.

Contains procedures and information about creating and
using Customer Order Guides.

Contains information about reports available in the Order
Management System.

Contains information and procedures for using the
Suggested Retails feature to define pricing by item and by
item groups.

Contains basic information about additional features in the
Order Management System.

Contains information about using a Web browser.

This section contains terms used throughout this user guide.

Browser

The application used to view Web pages on the internet. Typically, this is Internet
Explorer, but it may also be Netscape Navigator.

Internet Explorer

A common browser application, typically found on most workstations installed a
Windows operating system.



Order management application

The application used to place orders to your distributor. The brand name of the
application is IDS Power Net; however, Power Net is intended to be customized by
distributors. Your order management Web site may use a proprietary name associated
with your distributor; for example, Rocky Mountain Food Service.

Power Net
The brand name of your distributor’s order management system.
Proprietary application
A customized software program.
URL
Uniform Resource Locator. An address on the Internet where you go to find a specific

Web page.

Conventions Used In this User’s Guide

This section describes the conventions used in this document and used throughout all
IDS documentation to ensure consistent, clear delivery of information.

Text Conventions

Indicates the name of an item on a page or box,
such as a button name, menu, menu option, or

bold tab.
Example: Select Print from the File menu.
Indicates the output from the system, specific
. text or command that you should type, or exact
courier

words from the system.
Example: Type clr idslist in the box.
Indicates the title of a document.

italics Example: For more information, see the IDS
Power Enterprise Customer Service User’s Guide.

Indicates steps in a procedure.
Example:
1. Select the Windows Start button.

numbered lists 2. Select All Programs on the Windows Start

menu.

3. Select Internet Explorer.

Indicates a procedure with only one step, or a
list of items.
single-steps Example:

Select the Windows Start button.
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Note, Caution, and Warning Box Conventions

Throughout the Power Net User Guide additional information about the procedures is

provided. Additional information displays in a box with an information type label and a
color.

The bold label at the top of each box indicates the type of information in the box to allow
you to determine the type of information if you have printed the user guide in black and
white and cannot distinguish between the colors of each box.

Additional information appears in the following categories:

Blue boxes indicate Note information.

Note:
Note boxes contain information text to provide related information.

Yellow boxes indicate Caution information.

Caution:
Caution boxes provide information about potential problems that might occur if
the procedure is not performed correctly.

Red boxes indicate Warning information.

Warning!
Warning boxes contain information vital to the procedure. Failure to follow the

information may lead to lose of data or damage to the database, hardware, or
software.




Product Overview

Your distributor’s ordering management Web site is an Internet-based Customer Service
Management application that provides online ordering and order management to your
distributor.

Ordering Management Web Site Features
Your distributor’s ordering management Web Site has the following features:

*Available 17 hours a day, seven days a week From 7 am to 11:59 pm. ( Update time
12:00am to 6:59am).

Allows you to quickly create and submit orders
Easy to use, robust item search engine makes finding products fast

Provides the ability to compare products and make substitutions to select similar
items

Customized reporting tool lets you create the information you want on a report.

Keeps you up to date with account information

*Check with your distributor for details. Typically, distributors schedule a short
amount of time to run Day End processes.

Order Management Interface

Your distributor’s ordering management Web site is customized for you; therefore, each
distributor’s ordering management Web site is different. The instructions in this user
guide contain images of Web pages that are similar, but not exactly like the Web pages
you will see on your distributor’s ordering management Web site. While the interface
may be different, the functionality and features on your Web site are the same as
described in this user guide.

This section contains basic information about using the ordering management Web site.
Your menu options and page display may vary based on access assigned to your Order
Management System log on.

Home Orders Page

When you log onto the Order Management System, the Home Orders page displays a list
of your Pending, Submitted, In Use, and Confirmed orders.

Access your Home Orders page from any page in the Order Management System by
selecting the Home button on the main Order Management toolbar.

Power Net v3.0 User's Guide 9



2 INTEGRATED. DISTRIBUTION SOLUTIONS, LLC - Microsoft Internet Exploren

Home - Your Orders

lterns 1 -3 of 3

‘Welcome:
SIBYL SPENCER

Custorner Mumber.
800800

View any order by clicking on the Order Number.

0501112004
0&r1/2004
0&rM1/2004

1137517
$4552.55
$4082.70

Refresh Delete

All Orders

OLSENS BAKERY
202050 10TH 5T
OMAHA, NE B8150

Pending
Pending
Pending




Page Navigation

Use this topic to find out how to use the Page list to view multiple page lists of items in
the Order Management System. The Page list and page navigation buttons display
whenever you are on an order form, order guide, search or other page that contains items
that do not fit on one page.

"

To change the number of lines that display per page, see “” on page .

In the Order Management System, use the Page list to move to a specific page.

2 INTEGRATED DISTRIBUTION SOLUTIONS, LLC - Microsoft Internet Explorer M=
File Edit ‘iew Favorites Tools  Help ;r'

eﬁack ) \ﬂ Iﬁ \-_h “:j Search \;’L’(Favnritas qudia e} Di-gv ._? b _J E 'B

Address té;l httptf172.16.100.6pnetfeOrderServiet v\ Go | Links ®
—

A "™ inTEGRATED
! || DISTRIBUTION
SOLUTIONS, Lic.

Home Order Accuunl Reports | Customer | Admin Links Sigh Off Help

ltem Master Search Back Summary Advanced Show Prices Print Cancel

Page| 1 ¥  Next Last

vPrice | Price | BIC Price

Order #: 4390 Customer: OLSENS BAKERY - 800800

lterms 1 - 20 of 524 Seach] | Go| Clea

tern | UFC | Pack | sze |  Bramg |

1. Click the Next button to view the next page or items.

2. When you navigate to page 2, the set of buttons change.

Show Prices Cancel

Page 2 | First Prey Mext Last

h s A ——

Click First to go to the first page of items
Click Prev to return to the previous page of items
Click Next to move consecutively through the pages of items

Click last to move to the last page of items.

Main Order Management Toolbar

The main Order Management Toolbar is an application-wide toolbar and displays on
each of the Order Management System pages. Some of the buttons contain menu items
and some take you directly to another part of the Order Management System.

Power Net v3.0 User's Guide 1"



23 INTEGRATED DISTRIBUTION SOLUTIONS, LLC - Microsoft Internet Explorer

AS INTEGRATED | main toolbar
=gy DISTRIBUTION
! i W w W soLumions, Lic ‘

Home - Your Orders Refresh Delete All Orders

1. Click Home at any time to return to your Home Orders page that lists all of your
orders.

2. Select Order to select an order form type. Select from History, Import, Standard
Guides, or Quick Add.

Note:

Your options may be different based on access assigned to your Order Management
System log on.

3. Select Account to view Statement Status and Consolidated Statement account
information.

4. Select Reports to view the reports menu. Select from the Item Usage, Consolidated
Usage, and Movement reports.

5. Select Admin to view a menu of administration tasks. Select User Options, Order
Guides, Suggested Retails, or Item Master Search.

Page Toolbars

In addition to the main Order Management System toolbar, each page contains its own
toolbar.

Page toolbars access options for the current Web page and may change as you navigate to
other sections of the Order Management System.

F Y @7, INTEGRATED | page toolbar
| DISTRIBUTION
IDS &R

I I I

SRP Maintenance ‘ AddRemove Update Refresh Advanced Print H“




Getting Started with the Order Management System

This section contains information to get you up and running with the Order Management

System. The images of the application in this section are examples of a version of the
Order Management System. Each distributor customizes the order management system
according to their company and environment, therefore, the order management system
you use will appear different than the one used as an example in this user’s guide.

Before you begin using the order management system, verify the following items:

Confirm that your computer meets the minimum requirements (see
Minimum System Requirements).

Get a user name and password for the Order Management System.
Connect to the Internet according to your company’s procedures.

If you do not know the order management system’s URL, then ask your
supervisor or system administrator.

Sign on with your new user name and password.

Navigating to the Order Management Web Site
Use this procedure to access your distributor’s order management Web site.

1. Turn on the power to your computer.
2. Double-click the Internet Explorer icon on your desktop to open the browser.

3. Connect to the Internet. For example, you may use a dialup connection through an
Internet Service Provider to get to the Internet. You may be asked to enter the user
name and password for your ISP, which is not your Order Management System
password to your distributor’s Web site.

4. Enter the URL to your distributor’s Web site in the Address box on your browser.

Example: http://online.saladinos.com

5. Click the Go button to the right of the Address box, or press ENTER to go to your
distributor’s Web site. The browser displays your distributor’'s Home page.

Power Net v3.0 User’s Guide
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Logging On To the Ordering Web Site
Use this procedure to log on to your distributor’s Web site.

1. Browse to the logon page of your distributor’s order management Web site.

2l INTEGRATED. DISTRIBUTION SOLUTIONS, LLC - Microsoft Internet Explorer,

ir, - ngmmn

1DS

Power 43

Enter your User ID and Password.

Usger|D: I:I
Password: I:I

[ Fargot your password? Enter your User 1D ahove,
check this baox, then click Sign In and we'll email your
password to you!

Home Contact Legal About
@ Copytight 2004 Integrated Distibution Solutions. Al
Rights Resened
Poweriil1d

2. Enter your Order Management System user name in the User ID box.

Note:

If you do not have a user name and password, contact CSR representative at
Saladinos or account representative.

3. Enter the password in the Password box and click Sign In.

Caution:

Protect your user name and password and do not share your logon information
with anyone. Anyone with your user name and password can access your order
management account using any computer with access to the Internet. Do not write
your user name and password on order forms or on the wall next to the computer.



4. The Order Management System validates your user name and password. After a
successful logon, the Home Orders page displays with your name, your company’s
customer number, name, and address in the header.

2 INTEGRATED. DISTRIBUTION SOLUTIONS, LLC - Microsoft Internet Explorer. |
File Edit ‘iew Favorites Tools  Help i

e Back ~ J \_ﬂ @ ;h ,‘:j Search \:1:( Favorites wMedia 6‘1 L’»—‘g o -,"; -
ddress |Q http: {172, 16, 100.6: 2606 jpnetservietjeOrder Serviet v\ Go |Lnks ™
&Dﬁ INTEGRATED
! DISTRIBUTION
. SOLUTIONS, Lie.
I Home Order Account Reports Admin Sign Off I Help
~
Home - Your Orders Refresh Delete =5
JUNGLE JIMS
Welcome Custormer Number
Bill Jones 400400 12121 AMHERST DRIVE
OMAHA, ME 63154
lterns 1 -3 of 3 View any order by clicking on the Order Number.
Order Type Order Date Gty Ordered Total Invoice ons
El 3750 Order 11/26/2003 0 §0.00 Pending
O 3751 Order 11426/2003 ] §0.00 Pending
E 3752 Order 11726/2003 i] §0.00 Pending
b
@ it & Internat

Changing Your Password

Use this procedure to change your password to the Order Management System.
Depending on how the Order Management System is set up for your company, you may
be required to change your password after a certain number of days. In addition,
changing your password at least on a monthly basis is recommended to ensure your log
on is secure.

1. On any page of the Order Management System, select Change Password from User
Options on the Admin menu on the main toolbar. The Change Password box
displays.

Power Net v3.0 User's Guide 15



2 User Options - Microsoft Internet Explorer

Change Password Close

2ld Password:
ew Passwiord:

Canfirm Mew Passwiord:

£ *
2. Enter your existing password in the Old Password box.
3. Enter your new password in the New Password box.
4. Enter your new password again in the Confirm New Password box.
5. Click Submit.
6. Click Close.
7. Use your new password on the sign on page the next time you log onto the Order

Management System.

Creating a Shortcut to the Ordering System

Use this procedure to save the location, or Web site address, to your distributor’s order
management Web site in your browser for easy access.

The ordering management Web site is compatible with Internet Explorer and Netscape
Navigator. This user guide contains procedures for book marking for both browsers.

Internet Explorer Users

Use this procedure to add the order management Web site to your Favorites list in
Internet Explorer.

1. If you are not on the Order Management System sign on page, enter the Web address
to your distributor’s Home page to sign on.

2. Click Favorites on the toolbar to display the Favorites list in the left pane, and select
add. The Add Favorite box opens.

Add Favorite E
_*: ] Internet Explorer will add thiz page to pour Favarites list.
™ Make available offline [ELEETES | Cancel |
Mame: |Fh:u:k_l,l b auntain Power Mel LCreatein x> |

3. Enter a label for the order management Web site in the Name box, and click OK.



4. The label for the order management Web site now displays in the Favorites list in the
left pane.

5. Click to access the Order Management log on page.
Netscape Users
Use this procedure to add the order management URL to Bookmarks in Netscape.

1. If you are not on the order management sign on page, enter the URL to open the
order management sign on page.

2. On the order management page, select Bookmark This Page on the Bookmark menu.
A link to the order management sign on page displays at the end of the Bookmark
menu.

@ INTEGRATED DISTRIBUTION SOLUTIONS, LLC - Hetscap
o FEile Edit wiew Go |Bookmarks Tools Window Help

- Bookmark This Page  Chrl+D 5

@ O G Eile Bookmark. .. Crrl+Shift+0 B
Q Bookmark This Group of Tabs. .. =

- B, =EmMai J%-‘ Manage Bookmnarks,., Crl+E =

E':I % INTEGRATED DI§ E3Personal Taolbar Folder 3

3 5earch and Directory
. L sﬁ Eﬁest of the Wweb
! - FInside Metscape

FImported IE Favorites

v vy v

3. In the future, click the link to the order management sign on page to go to the sign on
page.

@I INTEGRATED DISTRIBUTION SOLUTIONS, LLC - Netscape

o File Edit WYiew Go |Bookmarks Tools Window Help

- Bookmark This Page Ckrl+D
@ 0 G File Bookmark. .. Chrl+5hift+0 pwletfeCrd:
: Q Bookmark, This Group of Tabs, .,
PR = M ] B Manage Eookmarks. .. Chrl+E 3 Bookn
E:l % INTEGRATED OIS E3Personal Taolbar Folder *

F35earch and Directory

. L sﬁ Eﬁest of the Web
!, _ F3Inside Metscape

EImpDrted IE Fawarites

T ¥ v v

Sign Off the Order Management System

Use this procedure when you are done using the order management system. You do not
have to sign off, but completing this procedure protects your user name from
unauthorized activity.

Power Net v3.0 User's Guide 17



1. Click the Sign Off button at the top of any of the order management pages on the
main toolbar.

&) INTEGRATED DISTRIBUTION SOLUTIONS, LLC - Netscape

. Flle Edit Wew Go Bookmarks Tools ‘Window Help

OQ O O O | http:ff172.16,100,6:2806/pnet/servietieOrder Servlet I[C'RSearch] ‘go :Q

. @ Eval Sam € Home G0 Rado [W) Netscape Ol Search  CJBaokmarks

i[ % INTEGRATED DISTRIBUTION SOLUTIONS, . . ] %]
A NN gB wiccraEo
1IDS s
Statement Status Statement Sort Print Export =
Customer: OLSEMS BAKERY  Last Pavinent: 10/27/1993  Past Due: 191.00
Terms: =+ NET T =+ Credit Limit: 0 Total Due: 25391 64
lterns 1- 12 of 12
Invoice Balance Custorner Balance Check# Reference
1072 08/3nizoo0 Invoice 175.00 175.00 175.00
3504 06/24/2003 Invoice 1.00 1.00 176.00
3735 071812003 Invoice 15.00 15.00 181.00
3959 110132003 Invoice 35.89 3589 226.89 =
3960 111312003 Invoice 3864.96 3864.96 4091.85
4033 11172003 Invoice 23.20 23.20 411505
4038 111712003 Credithemo -22.20 -22.20 4082.85
4050 111012003 Invoice 14.50 14.50 4107.35
4056 1172612003 Invoice 39.50 39.50 4146.85
4057 11/26/2003 Invoice 2172028 21720.28 2586713
4058 112672003 Invoice Ba.76 B5.76 2583289 —
4059 11/26/2003 Invoice 58.75 58.75 25991 .64
e
4 10 D
SE2igal S

2. The page closes taking you back to the sign on page.

3. To access the order management system again, follow the sign on procedures.

Note:
If you lose your Internet connection to the order management system while

creating an order, or viewing order details, return to the sign on page and follow
the sign on procedures. Orders you were working on at the time of the
interruption, will be listed on the Order Status page as In Use.

Using Help
The order management process contains page-level Help. Page level Help provides a
description of the options and values for the current page.

Accessing Help

1. On the page where you have a question, select Page Help from the Help option on
the main toolbar.

2. The Help box displays information about each element on the open order
management page.



3 Order Status Help Page - Microsoft Internet Exp... |:||__,|

Order Status Help Close

The Order Status screen displays arders.

Each order is listed with its associated Order Mumber, Qrder Type,
Crder Date, Quantity Ordered, Total Invoice, Instructions, and Status.

Options

Refresh Refreshes the screen and displays the most
current status of the orders.

Delete Allows deletion of a Pending order. To do =0,
click the checkbaox next to the order to delete,
then select this option. This option will not be
available unless the screen displavs any
orders which are ahle to be deleted (must he
Pending status).

All Orders Togoles screen to show open orders for all
customers within the same chain as the
current custamer.

Order Detail
Click on a hyperlinked Crder Mumberto access an arder. Depending
< [*

b4

X]

3. Use the scroll box to move up and down on the Help box.

4. Click Close at the top to exit the Help box.

Power Net v3.0 User's Guide
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Viewing Version Information

In the event that you need to call for support on the Order Management System, you may
be asked for the version of your product, or the version of the browser you are using.

Opening the About Box

Use this procedure to find the Order Management System'’s version information or to find
the Internet browser version.

1. If you have the Order Management System application open, select about from the
Help menu.

2. The About box displays. Version information displays in the upper left.

2 About - Microsoft Internet Explorer E”E|E|

Yersion 3.0.0.12h
Copyroght 2004 integrated Disirihution Solutons. A
Righis Resenved,

www.ids-world.com

This product is protected by U5, and international copyright
laws.

This product is optimized for Internet Explorer version 5.5
and Hetscape version 6.2.1 and up. Functionality may he
compromised if not using one of these versions.
http:iiwww.microsoft.com/ie
http:/home.netscape.com/computingdownload /index.htmil

Power MHet is hest viewed with at least 800 x 600 resolution.
Display Browser Information

Close Window

3. To find out what version of your browser you are running, click the Display Browser
Information link.



23 About Browser - Microsoft Internet Explorer

Current Browser Information

Broveser Mame: Internet Explarer
Brovwser Version: “ersion 6.0+
Browser Major Yersion: 4
Browser Minor Yersion: 4
Cperating System: Microsoft Windows
Llser Agent: maogzillald .0 (compatible; msie

6.0 windows nt5.1; net clr
1.1.4322)

Back to About

Close Window

4. Click Close Window to return to the Order Management System.

Switch Customer Accounts

The order management system allows you to switch customer accounts if you are set up
with chain access. The order management system will have a Change Customer option
on the Admin menu if you are set up with chain access.

If you do not see the Change Customer option on the Admin menu, your company has
not been set up with chain access. Contact Saladino’s customer service department.

Using the Change Customer
Use this procedure to open a different customer account.

1. From any page in the order management system, select Change from the Customer
menu. The Change Customer page opens.
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2§ INTEGRATED DISTRIBUTION SOLUTIONS, LLC - Microsoft Internet Explorer

File Edit Wiew Favortes Tools  Help i

@Back hd \_/ \ﬂ @ \_h /sﬁ Search \\}Jj'\'l(Favoritas GMedia {‘t DE“\" ;.;;. L

ddrecs (] hetpif/172.15.100,6:2306 pretser et OrderServiet v Beo s>

I Home Order Account Reports Adimin Sign Off I Help

Change Customer Reset Search L
Numkber Name City State Zip Code
Search: ‘ ‘ | | ‘ l:l I:l Bl E=E
lterns 1- 5 of &
100500 EL BEE'S MEXICAN REST. 15325 S0UTH 136TH STREET OMAHA
400400 JUNGLE JIMS 12121 AMHERST DRIVE OMAHA
400402 TEST2 TEST3 OMAHA
400403 2 3 5 AL o
anoanon OLSENS BAKERY 2020 8O 10TH 8T OMAHA MNE 68150
:
@1 & Internet

Click a customer identification number under Number to open the Home Orders
page for the selected customer.

° OR—

Search for the customer by entering any portion of the customer’s identification,
name or address in the Search parameters boxes, and then select the customer’s
identification number under Number to open the Home Orders page for the selected
customer.



Chapter 2
Creating Orders

This chapter describes how to create an order using the order management
application. The order management system provides multiple ways to initiate an
order to your distributor to make ordering easy and fast.
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Order Forms

The order management application provides a variety of ways to create an order
depending on your preference and your company’s ordering environment.

This section contains procedures for starting an order only, and provides instructions on
where to find procedures for completing other order related tasks.

For instructions on adding items to an order, see “ Adding Items to the Order”
on page 26 .

For instructions on submitting an order to your distributor, see “Submit the Order” on
page 32.

For instructions on searching for items, see “Searching for an Item” on page 43.

Using Your Order History to Order

This section contains procedures for using a list of previously ordered products as the
order form.

Creating an Order from Previous Orders

Use the Order Form by History page to start an order that contains products you order
frequently. The Order Form by History page displays a cumulative list of products
previously ordered from your distributor.

Typically, the Order Form by History displays more items than the Order Form by Guide,
providing a more comprehensive product list.

1. On the main toolbar, click History on the Order menu on the main toolbar to open
the Order Form by History page.

2. The Order Form by History page displays with the order number associated with this
new order in the header, and a list of all products that have you have ordered
previously.

Note:
The product list that displays on the Order Form by History page up may change

from day to day depending on settings in the order management application and
your distributor’s system update cycle.




2 INTEGRATED. DISTRIBUTION SOLUTIONS, LLC - Microsoft Internet Exploren

&SIMEWE', :
— i DISTRIBUTION
__ ¥/ SOLUTIONS, Lic.
Home Order Account Reports Custumer I Admin I Links Si_gnOff I Help

Order Form by History Summary Quick Add Place Order Advanced Print

Order #: 4491 Customer: OLSENS BAKERY - 800800 Quantity: 0 Amount: 0.00

[terns 1-8 of 8 Search: ‘ ‘OrderFUrm V| Go

ftarm | UPC Size Brand Desctiption | @y | Each | Price | Each
WATER'SPRING

OMAHA'S
3401 315623-0000001 00z FINEST

VEGETABLES - CANNED

40068  315457-00005 WHOLE KERMNAL CORM FANCY 1038 173 11126802003

GREEN BEANS FANCY SPECIAL
315457-00010 BRAND 3 4076 B9 04/1412004

2258964314 GREEM BEANS 3 8Y 1088 331 01182004
852852852 GREEN BEANS &5'SY 2208 712003

WATER SPRING SPORTS CAP 20 OZ i 11132003

CODE

MG REGAL

MOZZARELLA PART Skt LOAF 18.03 18.03 b 18 11132003

12345 SMNIGKERS 0310872004

1704 UNAVAILABLE SHOE STRING FRIES 1112602003 0

1 Legal About

1. To order an item, enter an amount in the Qty box next to the item description.

2. When applicable, select the each box to indicate the amount of the product in the Qty
box is the number of individual product items, and is not the number of cases of the
product.

3. To view details about an item on the order form, click the item number under Item.
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2 Item Information - Microsoft Internet Explorer E||E|E|

Item Information Close
tem#: 9706 Pack: & Size: #10 Brand:
Description: GREEM BEAMS 3 5
Categony: 1700 WEGETABLES - CANMED
OnHand: 433 OnOrder: 0  Expected Date:

Breakable Case: Y ServingsiCase: 0
Servings Unit of Measure: Perishable Days: 0
Catch Weight: M Case Weight: 46.00
Case Cube: 0.a30
UPC Humber - Case: 22589643145
UPC Number - Yendor: 111111111
UPC Number - Unit: BEBEEEEE
Dry, Chill, Frozen: ]
. . 9700 GREEMN BEAMS FARCY SPECIAL
Substitute tem: BRAND % 6 #10
Deal tem: 9708
< b

Adding Items to the Order

1. To find an item on the Order Form by History, enter the item number or name in the
Search box and click go.

2. Verify the Order Form is selected from the Search list.

3. The Order Form Search page displays the search result. To order items from your
search, enter an amount in the Qty box next to the item description.

4. Click Order Form to add the search item and return to the Order Form by History
page. For more information about searches, see “Searching for an Item”.

5. To add an item to the order form when you know the item number, click Quick Add.
6. Depending on your Order Management System settings, select the Quick Add type.

7. On the Quick Add page, enter the item’s identification number, UPC, or customer
item number in the Item, UPC, or Customer Item Number box.

8. Enter an amount of the product to order in the Qty box and click Order Form to add
the quick add items to your order, and return to the Order Form by History page.

For detailed instructions about the Quick Add feature, see “Using Quick Add” on
page 33.



Ordering from an Import File

Use this procedure to import a file that identifies products by item numbers or UPC code.

Note:
The import feature works with text files with a .txt extension only.

Importing Items from a File
Use this procedure to import a file to start an order.

1. Click File from Import on the Order menu. The Import page opens.
2. Click Browse to navigate to the location of the file to import.

3. Select the type of data in the import file from the Item Format list.

Value/Format Description or range

Item Number Indicates products in the import file are identified by
item number.

UPC Code Indicates products in the import file are identified by
UPC number.

4. Select the import file’s content type from the Contents list.

Value/Format Description or range

Item or UPC Only  Indicates the import file contains only product
identification information only.

Item or UPC, Qty, Indicates the import file contains an item or UPC
Broken Case number, the quantity of a product, and a broken case
setting.

5. Select the format of the import file from the Format Type list.

Value/Format Description or range

csv Comma Separated Values text file format. Select when
the import file data is separated by commas.

Tab delimited Text file format that uses a tab to separate each value.

Other delimited Text file format that uses a specified character

6. If the file you are importing is delimited by an ASCII character other than a comma,
enter the character that separates the values in the file in the Other Delimiter
Character box.
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Import Order

Import
Welcome to the Import Order Facility. You will notice helow that there are several aption for import formats and information.

Please selectthe approptiate options. Validation of order information will be done upon submission of this form.
Impartfiles must be plain texd files without any special formatting and end with a '’ extension.

Import File Information

File Location/Narme:

item Format: | Item Numbers s

Contents: |Item or UPC, Gy, Broken Case v|

Format Type: l:l(other Delimiter Character)

|[ Browse... ]

& (C— © e

7. Click Import.

8.

The contents of the file is placed in an Order Form by History order, displaying a new

order number in the page header, and a list of products from the data in the order
section of the page.

Note:

If any problems occur with an item or data in the order, an error message displays.
Follow the instructions on the error message to resolve the issue.




Adding Products to the Order

1. To add a product to your order, enter an amount in the Qty box next to the item
description.

2. To find an item enters the item number and name in the Search box and click go. The
Order Form Search page displays the search result.

3. To order items from your search, enter an amount in the Qty box next to the item
description.

4. Click Back to add the search item and return to the order form page. For more
information about searches, see Searching for an Item on page 43.

5. To add an item to the order form when you know the item number, click Quick Add.
6. On the Quick Add page, enter the product’s identification code in the Item box.

7. Enter an amount of the product to order in the Qty box and click Back to add the
quick add items to your order and return to the Order Form page. For detailed
instructions about the Quick Add feature, see “Using Quick Add” on page 33.

Ordering from an Order Guide

This section contains procedures for placing an order from your company’s Standard
Order Guide, or from a Customer Order Guide.

About the Standard Order Guide

A Standard Order Guide contains a list of all the products that your company typically
orders from your distributor. The managers at your company determine what items are
included on the Standard Order Guide. Use the Standard Order Guide to create a large
order with products from many different categories.

About Customer Order Guides

A Customer Order Guide contains a subset of products that are in the Standard Order
Guide and/ or the Item Master. Anyone can create a Customer Order Guide, depending
on the access assigned to your logon. Use a customer-defined order guide to create an
order based on a specific group of products. For example, if you have a Customer Order
Guide that contains a basic set of products ordered weekly, then you could start ordering
using that list, and then add items from the Standard Order Guide, and possibly from the
Item Master.

Ordering from an order guide uses the same procedures as ordering from the item history
(previous section). The advantage of a custom order guide is that it can provides a
shorter, more focused list of items, depending on how you set up your order guides.
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Creating an Order from an Order Guide

Use this procedure to begin your order using either the Standard Order Guide or a
Customer Order Guide.

1. On the main toolbar, select an order guide from either Standard Guide(s) or
Customer Guide(s) on the Order menu to open an order form.

2. The Order Form by Guide page opens, displaying a new order number in the page
header, and the entire list of products in the Standard Order Guide or the Customer
Order Guide selected.

3. In this example, the order has been started with a Customer Order Guide called dec
guide.

If you selected your company’s standard order guide from the Standard
Order Guide(s) option on the Order menu, the Order Form by Guide page
displays.
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ltems 1 - & of & Search OrderForm v | Gor
Deserpion Pie
10438 12 160Z KOSHER 16 0Z DINNER FRANKS L] 3043
T e KOSHER ITALIAN SAUSAGE [ ] 3317
10444 12 160Z KOSHER 16 0Z SMOKED SAUSAGE L] 1338
iR #10 GREENBEANS FANCYSPECIALBRANDI | [ 4078 678 1 1ioez003 €
9704 24 g0z WHOLE BABY CARROTS L1 193
180 B #10  CODE REGAL PORK & BEAN3 e .
w0 0 B0Z ONION BAGELS [ ] 1382
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If you select a specific Customer Order Guide from the Customer Guide(s)
Order menu, the Order Form by Guide: <guide name> page displays.
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lion ri a1 8
800101 6 0 WHOLE KERMAL CREAM CORN
1993 100 1502 BLOOMFIELD CARMEL NUT COOKIES
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BogsE e SNICKERS
10400 2 508 FLOUR 60#
0000 1 100LBS 100LBS FLOUR
0005 1 50# FLOUR WHITE ENRICHED
10382 8 #10 SUGAR 112
710000 1 40LBS BUNN COFFEE MAKER-B FOT 2800
180080 13 B0Z FILET - PETITE STEAK 6 0Z [ ] 5274758
90z 5 0 STEWED TOMATOES ] 4000
103 8 sles SHOE STRING FRIES [ [eE e 1 1172672003
1973 8 518 SHOE STRING FRIES [ 5250
1965 13 1GAL DILL PIGKLES [ 2810
604 20 BOZ HENZ MIED BERRIES I i 1875 094 3
838 12 1202 HENZ SHEET RELISH [ ] 218 i J
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4. To order an item, enter the amount in the Qty. box. For instructions for adding items
that are not in the order guide, see” Adding Items to an Order” on page 33 .

5. To find an item not listed in the order guide, see “Searching for an Item” on page 43.
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Ordering Tasks

This section contains information about tasks necessary to complete an order. Use this
section to find out how to add items to an order, substitute, sort, and search for items, and
submit orders.

If you are new to the order management application use the information in this section to
find out how to perform specific tasks.

If you are familiar with the order management application, use the information in this
section to find out how to use the advanced features of the application, as well as to
understand new features.

Submitting Orders

This section contains instructions for sending a completed order to your distributor. Use
this procedure with any of order forms.

Submit the Order
Use this procedure when you are done adding items to the order, and are ready to send a
completed order to your distributor.

1. When you have completed an order on the Order Form, click Place Order to open the
Place Order page.

2 INTEGRATED DISTRIBUTION SOLUTIONS, LLC - Microsoft Internet Explorer

File Edit ‘iew Favortes Tools  Help
O Back - () ﬂ |E| ; ) gearh J\/ Favorkes (@ redia €2 - e
Address | @] http: (172, 16, 100,6:2806 [pnet fservietjeOrder Serviet v Go | Llinks
| |
Place Order Order Form  Submit Order Print
Customer # E00800 Ship Date (mm/ddAnyyy): 12/08/2003
Customer Name: 5IBYL SPENCER Separate Invoice: No
Order #; 3772 Special Instructions 1: |holiday cookie products
Total Quantity: 162 Special Instructions 2:
Total Amount: 2195 88 Purchase Order #: 20010
ltems 1 - & of &
Desuriplion Qly
10352 G #10 GOLD LABEL SUGAR 112
1993 100 2507 BLOOMFIELD BLOOMFIELD CARMEL NUT COOKIES 12
30300 10 GOZ BAGEL BOY OMNIOMN BAGELS 45
303002 10 GOZ BAGEL BOY GARLIC BAGELS 45
10002 1 10LB  WALLEY FRESH LOOSE CARROTE 12 11.36
10400 2 50LB GOLD LABEL FLOUR 50# 45 0.59
70005 1 a0# GOLD MEDAL FLOUR WHITE ENRICHED 95 11.75
MOZIILOAR ] GEAYG  ITALY'S BEST MOZZARELLA WWHOLE MILK LOAF 10 11.24
@j i3 @ Internet

2. Enter the date when the order needs to ship in the Ship Date box, if it isn’t already

defined.




3. Select the Separate Invoice check box to indicate whether to your distributor to
separate the invoice.

4. If you have any additional information about the order, enter the information in the
Special Instructions box.

5. Review the order.

If you need to make any changes, click Order Form to return to the Order Form by
History page, make changes, and click Place Order again.

. OR—
To print the order, click Print.

6. If your company is applying a purchase order to the order, enter the purchase order
number in the Purchase Order # box.

7. When the order is complete, click Submit Order. The order is sent to your distributor,
and the order management application returns to the Home Orders page.

Saving an Order to Submit Later

Use this procedure when you have created an order but do not want to send the order
yet.

1. Select Home on any page to return to the Home Orders page. The order you were
working on displays toward the end of the order list with a Pending status.

2. When you are ready to finish the order, open the Home Orders page and select the
order number to open the order form.

3. Complete the order.

4. Submit the order. For details about submitting orders, see Submitting Orders on page
32.

Adding Items to an Order

The order management system provides several ways to add items to an order. This
section contains instructions for adding items using the Quick Add or using an order
guide. The procedures apply to all of the order types.

Using Quick Add

Use this procedure to add products to an order when you know the item'’s identification
number.

1. Begin an order using one of the methods described in the Order Forms section on
page 24.

2. On the Order Form page, click Quick Add to open the Quick Add page. The current
order form number displays in the header of the page.

Note:

In this example, the Quick Add by Item was selected. You may have the option to
select Quick Add by UPC or Quick Add by Customer Item.
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3. Enter the product’s identification number in the box under Item # and then enter a
quantity in the Qty box.
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Continue to add item identification numbers and the quantity for items that you
want to include on the order.

5. To verify a product, or information about a product, click Check Items to display
item details.

6. When you are done adding items, click Back to return to the order form view. The
items and quantities you added on the Quick Add page display on the order form.



Adding an Item from an Order Guide or from the ltem Master

Use this procedure to select a product that isn’t on the order form using the order form or
the Item Master.

1. Begin an order using one of the methods described in the Order Forms section on
page 24.

2. On the Order Form page, select the Order Guide or Item Master from the list in the
header.
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BOOIOL B #10 WHOLE KERNAL CREAM CORN 2375
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3. Enter the item’s name or a category that the item belongs to in the Search box.
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4. Click Go to search the Item Master for items that match your search criteria. The
items that match your search display in a list in a new page.
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5. To order items from the search results page, enter the amount of the product in the

Qty box.

6. To view information about item, click the item’s identification number in the left
column. A box displays quantity on hand, next shipment arrival date, substitute item
number (if any), and special pricing information (if any).

7. To return to your order, click back. Any items that you added on the search results
page now display in your current order.

The Search page displays the following information:

Item - The item’s identification number. Click to view details about the item.
Pack - Displays the number of items in a

Size -

Brand -

Description - Provides the description of the item. When hyperlinked, click to view
additional information in a separate page.

Qty - Field for you to enter the quantity (cases) you want of this item (unless each box is
checked, see below).



Each - If a box shows here, you may click the box to “break” a case. If each is checked,
the amount in the Qty field is units of the item, not cases.

Price - The price for the item. If you click each, the price changes to the per-unit price,
which is usually different from the per-case price for the item.

Par - Reserved for future release enhancement.
Prev - Shows the quantity of your company’s last order.

Sub - A green arrow means that the item is unavailable (current inventory = 0) and you
have rights to view substitute items. Click the arrow to view substitute items you can
order, as described below in the section Substitute Items.

Rel - A blue arrow indicates that there are related items you might want to order in
addition to this item and that you have rights to view related items. Click the arrow to
view the related items, as described below in the section Related Items.

Substitute and Related Items

This section contains information about how to find substitute products when the item
you are ordering is not available from your distributor.

Adding a Substitute Iltem to an Order

Ared I on an order form indicates the distributor cannot provide the product. Use this
procedure to find out how to view and order substitute products. This procedure is the
same for all order form types.

1. On the order form, double-click the substitute item indicator in the Sub column next
to the product you are ordering,.
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2. The Substitute Items page opens with a list of products that your distributor suggests
as a replacement item for your order.

3. If you entered an amount of product in the Qty box on the order form, the amount of

product is entered in the product best suited as a replacement.

Note:
Only one item may be substituted for a product. Depending on how your

distributor has the order management system configured, you may be prompted if
you try to enter more than one substitute product.
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4. Enter the amount of the substitute product that you want to order in the Qty box.

5. On the Substitute Items page, click Order Form to return to the open order. The
substitute item indicator next to the product you just selected is cleared and the new
item displays with the amount of product you entered on the Substitute Order page.

Ordering Related Items

Your distributor may group related products together to provide extra help when placing
an order. A green indicator displays on the right of an order form in the Rel column to
Items that are commonly used together, and items with similar special offers, are denoted
by a blue arrow and link in the Rel (relationship) column.

1. On the order form, click the green related items indicator in the Rel column next to
the product you are ordering.
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2. The Related Item page opens with a list of suggested products you might want to
order.
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Description ! ce BIC Price
10440 12 160Z KOSHER 16 OZ POLISH SAUSAGE L] [
Amdid T eoe KOBHER ITALIAN SAUSAGE L] O
1965 12 feAL DILL PIGKLES [ ] O 2810
o701 B #0 WHOLE KERNEL GORN [ ] O
a2 B #0 WHOLE TOMATOES L] O
9704 AL WHOLE BABY CARROTS L1 O 3003
10336 1 30EA BREAD - 30 SLICE O 147
10400 2 50LB FLOUR 0% [ T O 058 058
BOOI00 6 #10 WHL KERNEL CORN L] O
BOD101 B #0 WHOLE KERNAL CREAM GORN L] O 2375
2838 12 120Z HENZ SHEET RELISH L1 O 219
KETCHUPE10 6 #0 KETCHUP FANGY 10440 L] O
10410 1 10088 SALT [ 1 O O
10425 1 40EA BREAD - 40 SLICE 0 0 268 268 -
10450 8 58 WOZZAMERICAN BLEND CHEESE SHREDDED || O 232
1883 (00 2502 BLOOMFIELD CARMEL NUT COOKIES L1 O 3853 a
@1 (111} £ Internst

3. To order an item, enter the amount of the product in the Qty box.

4. Click Order Form to return to the order form. Any related items you ordered on the
Related Items page now display on your order form.

Deleting Orders

Use this procedure to remove any open orders that you do not need to keep the orders list
uncluttered. It is a good idea to delete any orders that you do not plan on submitting to
prevent confusion.

Delete an Order

Use this procedure if you decide to cancel an order when you are on the order form
before you submit the order.

1. Onany order form, click Delete Order.

2. A prompt display to ensure this is what you want to do.
Microsoft Internet Explorer E'

» \  ‘fou are about to delete this order!
‘-—"/ Select OK ko proceed.

[ Ok l [ Zancel

3. Click OK to continue with the delete procedures.
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Click Cancel to stop the delete procedure.

Caution:
A deleted order cannot be retrieved. If you delete an order, you will have to start a

new order.

Deleting In Use Orders

Use this procedure to delete orders that display In Use under Status on your Home
Order page. Orders with an In Use status do not have a delete box on the Home Orders
page.

An order with the status In Use,

Caution:
If you share your Order Management System account with another employee, and
an order displays the status In Use,

1. Select the Home button from any page of the Order Management System to go to the
Home Orders page.

2. On the Home Orders page, select the order number of the In Use order you want to
delete. The order page opens.

3. The order page opens. Select Delete from the advanced menu.

4. A prompt displays a message to confirm that you really want to delete the order. If
you intend to delete the order, select OK. If you do not want to delete the order, select
cancel.

5. If you selected OK, the order management system removes the order from the list,
and returns to the Home Order page.



Deleting Pending Order

Use this procedure to delete orders that display Pending under Status on the Home
Orders page.

1. On any page in the order management system, click Home to open the Home Orders
page.
2. Select the check box next to any orders that display Pending under Status.

2} INTEGRATED DISTRIBUTION SOLUTIONS, LLC - Microsoft Internet Explorer

File Edit Wiew Favortes Tools  Help

3 . a
GBack v J ﬂ |E| '\- / Search ‘3\}_’Favurites @Media 6“ T g

tildress | @] http: /172, 16.100.6:2806 jpnet /servietjeOrderServiet v Do ks

Home - Your Orders Refresh Delete All Orders
Welcome Custormer Number g;f;gz?g::g
SIBYL SPENCER 800800 OMAHA, NE 65150
ltems 1-9af9 View any order by clicking on the Order Number.
Order # Order Type Order Date Oty Ordered Total Invoice Instructions
3772 Order 12/05/2003 162 $2166.38 holiday cookie products Confirmed
3753 Order 121042003 34 $17500.14 deliver to Pat Confirmed
3765 Order 12042003 63 $10527.00 Confirmed
3766 Pickup 12i04/2003 a5 Submitting
3767 Order 12042003 48 $186.52 Confirmed
{ll 3768 Order 120472003 a §0.00 Pending
3770 Order 120472003 a §0.00 Pending
O 3761 Pickup 12032003 35 Pending
O 3763 Order 1200372003 45 §3957.63 Pending
A4
@jl @ Internet

3. Select Delete to remove the selected Pending orders from the order management
system.

Searching for an Iltem

Use this procedure to find an item that you want to add to an order or to an order guide.
Search is available on the order forms, customer order guides, SRPs, and the Item Master.

Using Basic Search in an Order

Use this procedure to find an item within an order form or item master list. And add it to
your order.

1. Onan order form, enter any information related to the product in the Search box.
All or part of the product’s identification number

All or part of the product’s name
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2. Select the group of information where you want to search from the list next to the
Search box.

3. Click Go to begin the search.

Notes about Searches

If you are not sure how the product is listed in the order guide or master item list, enter a
general category that the product might belong to using Advanced Search. For example,
if you are looking for a specific coffee creamer, and are not sure whether it is listed as
“creamer”, “coffee mate, or something else, does not enter either of these terms in the
Search box. If you guess wrong, the system returns no results. Instead, use Advanced

Search and select PAPER GOODS on the drop-down list as explained below.



Using Advanced Search in an Order

Use this procedure to narrow your search parameters to find an item and add it to your
order.

Complete the Search criteria based on the information that you know. For example, if you
know the product is cheese and the brand is Farmer Bill’s, then you would select the
brand from the list and enter cheese in the Description or Item box.

1. Select Search from the advanced menu to open the Advanced Search box.

3 Search Criteria - Microsoft Internet Explorer |Z||E|fz|

Advanced Search Search Reset

Description or tem:

Search Depth:

Category

Al v
Brand:

Al v|

£ [ >

2. If you know the product’s name or part of the product’s description, enter it in the
Description or Item box. If you are not sure about the product’s name or description,
leave this box empty.

3. Select Order Form or Item Master from the Search Depth list on the order form or
item master.

4. If you know the price book heading for the item, select it from the Category list.
5. Select the item’s brand from the Brand list.

6. Click Search to find items that match the criteria defined on the Advanced Search
box.

7. The search results page displays.
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3 INTEGRATED DISTRIBUTION SOLUTIONS,, LLC - Microsoft Internet Explorer

File Edit View Favorites Tools  Help

eBack x \_/. \ﬂ \g ;\J /I._\J Search “51:( Favarites @Media 6‘1 <] ~ \’; g

F\ddress|®jhttp:.n’.l’l?Z‘16.100.6:2806,ipnet)’servlet,l’eOrderServlet v|Go Links »

Item Master Search Order Form Summary Advanced Show Prices Print Cancel
terms 1 - 5 of & Seach| | 6ol ciear
Itern E g D on ach
4008 YWHOLE KERNAL CORN FANCY [ | O E
o701 5 #0 WHOLE KERNEL CORN [ ] O
BIOIOD 6 #10 YHL KERNEL CORN [ ] Fl
BIOIOL & #I0 YWHOLE KERNAL CREAM GORM [ ] O
CORNWKFCY 6§  #10 WHOLE KERNAL CORN FANCY [ 1 O Fl
¥
e LT © Internet
w—

8. To order an item from the search results, enter the amount in the Qty box and click
Order Form to return to the current order form.

Sorting Information

This section contains procedures for using the sort options to make viewing order guides
easier to view.

Sorting Items on the Order Form

You can define the easiest way to view information on your order form using the order
management application’s Sort feature. This procedure applies to all three types of order
forms.

Note:
When you define sort criteria on an order form, the order management system uses

the sort for the current order form. It does not retain the settings from one order to
the next.

1. On the order form, select Sort from the advanced menu on the main toolbar to open
the Sort Criteria page.



A Sort Criteria - Microsoft Internet Explorer

Advanced Sort Sort Reset
First Sort |5uh-59quence V| ® Ascending O Descending
Second Sort  Sequence v| ® ascending O Descending
Third Sort. | Mone V| ® Ascending O Descending
Fourth Sort | Mone V| ® ascending O Descending

S |
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2. Select the first level sort value from the First Sort list.

Value Description Value Description
Item # Previous

Price Book Heading Last Date

Pack Sub-sequence

Size Sequence

Brand Order Guide Line #

Description Order Guide Category

Qty

Each

Par

3. Select either Ascending or Descending to define the sort’s direction.

Note:
An ascending alpha sort displays values alphabetically. A descending alpha sort
displays values in reverse alphabetical order.

An ascending numeric sort displays values from smallest to largest. A descending
numeric sort displays values starting with the greatest number and going to the
smallest number.

4. To further refine the way you view your order form, continue to select sort options
and the sort direction.

5. Select Sort to apply the selected filters and return to the order form.
6. To clear your sort choices so you can start over, click Reset.

When you use more than one sort, such as price book header for first and item number
for second, the result is to “group” items under price book headers, which themselves are
in either ascending or descending order, as you specified. For example, BAKING
INGREDIENTS might be first, with items 10, 24, and 140, followed by BEEF FROZEN,
with items 1, 23, 41, and 50, and so on for the entire order form.




1. Enter any messages or notes about the pickup in the Special Instructions 1 and
Special Instructions 2 boxes. Each box holds 20 characters.

2. When applicable, enter a purchase order number in the Purchase Order # box.

3. To make any last minute changes, click Order Form to return to the Order Form
Pickup Request page.

4. To send the final pickup request to the printer, click Print.

5. When the pickup request is complete, click Submit Order. The order management
application sends the pickup request to your distributor, and returns you to the
Home Order page.

Chapter 3
Viewing Order Information

This chapter contains information about the order information on the Home
Orders, Summary, and Account pages in the order management Web site.
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Home Orders Page

The Home Orders page displays basic order status details for a quick view of orders in
progress and submitted orders.

Using the Home Orders Page

This section describes the information on the Home Orders page. The Home Orders page
is the main view of the order management application.

From any page in the order management system, click Home to return to the Home
Orders page.

Order Summary

Order Summary displays only the items that you have entered an amount to order in the
Qty box to make it easier to double-check your order.

Viewing Order Summary Information
Use the Summary page to display just the items on an open order.

1. If you do not already have an order open, open an order.

A INTEGRATED DISTRIBUTION SOLUTIONS, LLC - Microsoft Internet Explorer

File Edit Wiew Favortes Tools  Help ,',’

O Back ~ J ﬂ ﬂ ; / s) Search j\r‘ Favarites @‘ Media 5“ T

#ddress | @] http:ff172,16,100.6:2606/pnetjservistjeOrderServist ¥ Go Links **

Anr INTEGRATED
l SoLuTIONS e
| | |
Order Form by Guide: dec guide Summary Quick Add Delete Place Order Advanced Print Export
Order #: 3855 Quantity. 222 Amount; 2192482

lterns 1 - 19 of 47 OrderForm % | Go Hext Last

0
1005 4 SMITH BACON CANADIAM [16] 1.54 o
1402 8 CODEREGAL  MOZZARELLAWHOLE MILK LOAF O 1126 1126
1670 5 507 SMITH g_:'?UEzAM CGHEESE - INDIVIDUAL SERYING ] 1087 2087
1704 8 5LBS SHOE STRING FRIES (ol 3375 422 1 1172672003
1862 G F#¥0  JENOS JEMNOS PIZZ4 SAUCE 5 36.00
1965 12 1GAL DILL PICKLES 2810
1872 a [u:] SHOE STRING FRIES 5250
1893 100 250Z BLOOMFIELD CARMEL NUT COCKIES 3853
2694 20 BOZ  HIEMZ MIXED BERRIES E 18.75 0.94
2838 12 120Z HIENZ SHEET RELISH 219 0
3401 24 200Z OMAHAS FIMEST WATER SPRIMG SPORTS CAP 20 0Z 15 363 3 1MM32003
4002 24 1602 GREEM BEANS 3 SIEVE FANCY O Tl 0.31
4003 G #0 KIDMEY BEAMS DARK FAMCY [l 16.47 2.75
5555 24 1B SMNICKERS 25 12.83
5656 24 18X PAYDAY BAR 1232
il 24 18K MILKY Wiy 1332 0
5658 1 24CT GKITTLES 0.55 0 B

&l1 # Internet




2. On the order form, click Summary to open the Order Form Summary page.

2} INTEGRATED DISTRIBUTION SOLUTIONS, LLC - Microsoft Internet Explorer

File Edit ‘iew Favortes Tools Help "
@ Back = J @ lg \-_h p Search ‘5:1: Favorites @ Media €‘\( DE“_{ - -,’; e
address |@ http: {172, 16, 100.6: 2606 jpnetservietjeOrder Serviet v Go |Links
7 lmmmn
1D
I Home Order Account | Reports Admin More I Sign Off Help
Order Form Summary Order Form Place Order Print &
Order # 3855 Quantity: 222 Amount; 21924 82
ltems 1 - 16 of 16
0
1008 4 4-6F  SMITH BACTOMN CAMNADIAN 16 M 1.54
1962 & #0 JENOS JENOS PIZZA SAUCE 5 M 36.00
2401 24 200Z OMAHA'S FINEST WATER SPRING SPORTS CAP 20 0L 14 M 383 3 1narzong
5655 24 18X SMICKERS 25 M 12.83
10003 12 1207 KETCHUP [ M 10.10
10336 1 30EA BREAD - 30 5LICE ] M 147
10415 1 1GL WATER 10 M 737 737
10425 1 40EM BREAD - 40 SLICE 20 M 288 268
10427 24 25#  SMITH AMERICAN CHEESE SLICED 20 M 163 1.63
10450 s o glgééfglggglc.w BLEND CHEESE 5 N 132
15100 280 11407 .él;hé_BgK%OUND CHEESE RAVIOLI (CN) 15 W 550
180009 10 BLE AYG BEEF TENDERLQIN PISMO CHOICE 1o M 8.3z 8.3z
180100 10 80Z BEEF FILLET BACONWRAPPED 5 M 3.91 8
212001 10 0238 OMAHA'S FINEST BEEF PISMO TENDER ] N 870
DAIODD 10 5LB GRANDE WHOLE MILK MAZZARELLA 45 M 215 215
G140635 280 1 RONTANELLIS iR e e G 15 M 18.90
PRE-CKD
]
&1 [] & Internet

The Summary page displays a list of the items selected on the order form, and the
amount ordered.

4. To print the order summary, click Print. If you are done ordering and ready to send
the order to your distributor, click Place Order and follow procedures in the
Submitting Orders section on page 32.
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Viewing Account Information

This section contains procedures for viewing order information.

Account Inquiry

The Order Management System provides online access to your company’s account
information. Use this information to track invoices, manage accounts payable, and view
and print item usage reports.

Note:

Depending on the settings in the Order Management System, access to account
information may be restricted.

This section contains information for viewing Statement Status and Consolidated Status
information.

Viewing Statement Status

The Statement Status screen lists your company’s invoiced orders invoiced, but not
pending orders.

1. On any page of the Order Management System, select Statement Status from Account
on the main toolbar.

2. The Statement Status page displays with a list of all unpaid invoices and current
balance.

3 INTEGRATED DISTRIBUTION SOLUTIONS, LLC - Microsoft Internet Exploren :

A \ i, INTEGRATED
' = uTH
| ) SOLUTIONS,

Statement Status Statement

Customer: OLSENS BAKERY  Last Payment: 10/27/1993  Past Due: 26048.30
Terms: == NET 7 = Credit Limit: 0 Total Due: 26154 82

lterns 1 - 16 of 16

041472004 Invoice U 106.52 106.52
(0310512004 Invoice i 13.33 119.85
0310572004 Invoice 1333 13318
011972004 Invoice i 30.00 163.18
11126/2003 Inwvoice L G878 22183
1112872003 Invoice i 6576 287.69
11126/2003 Invoice 1172028 172028 12007.97
1112612003 Invoice 39.50 39.50 22047 47
1114872003 Inwoice 14.50 14.50 22081.97
11172003 CreditMemo -22.20 -22.20 22039.77
111712003 Invoice 3 320 12062.97
111312003 Invoice 3664.96 386496 25927 93
111372003 Inwoice 36.89 36.89 25063.82
07narzo03 Inwoice 16.00 16.00 25