
Power Net 3.0
User’s Guide



Document Version History

Change Description Version Release Date
Updated format.

Added SRP information.

Updated features.

New screenshots to reflect interface changes.

v3.0 05/17/2004

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
Introduction......................................................................................................................5

Introduction......................................................................................................................6

Audience..........................................................................................................6
User’s Guide Organization...............................................................................6
Terms...............................................................................................................6
Conventions Used In this User’s Guide...........................................................7

Product Overview............................................................................................................9

Order Management Interface...........................................................................9
Using Help......................................................................................................18
Viewing Version Information...........................................................................20
Switch Customer Accounts............................................................................21

Chapter 2
Creating Orders .............................................................................................................23

Order Forms....................................................................................................................24

Using Your Order History to Order.................................................................24
Ordering from an Import File..........................................................................27
Ordering from an Order Guide.......................................................................29

Ordering Tasks...............................................................................................................32

Submitting Orders..........................................................................................32
Adding Items to an Order...............................................................................33
Substitute and Related Items.........................................................................37
Deleting Orders..............................................................................................41
Searching for an Item.....................................................................................43
Sorting Information.........................................................................................46

Home Orders Page.........................................................................................................50

Order Summary..............................................................................................50

Viewing Account Information....................................................................................52

Power Net v3.0 User’s Guide 3



Account Inquiry..............................................................................................52

Chapter 4
Order Guide Management...........................................................................................57

Chapter 5
Reports.............................................................................................................................61

Running Reports............................................................................................................62

Item Usage Report.........................................................................................62
Consolidated Item Usage Report...................................................................66
Movement Report...........................................................................................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:

Chapter 1
Introduction

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

Chapter 2
Creating Orders and Pickup Requests

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

Chapter 3
Viewing Order Information

Contains procedures for viewing order information.

Chapter 4
Order Guide Management

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

Chapter 5
Reports

Contains information about reports available in the Order
Management System.

Chapter 6
Suggested Retails

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

Chapter 7
Customer Service and Information

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

Appendix: Web Browser Tips Contains information about using a Web browser.

Terms
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

bold

Indicates the name of an item on a page or box,
such as a button name, menu, menu option, or
tab.
Example: Select Print from the Filemenu.

courier

Indicates the output from the system, specific
text or command that you should type, or exact
words from the system.
Example: Type clr idslist in the box.

italics
Indicates the title of a document.
Example: For more information, see the IDS
Power Enterprise Customer Service User’s Guide.

numbered lists

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

2. Select All Programs on the Windows Start
menu.

3. Select Internet Explorer.

single-steps

Indicates a procedure with only one step, or a
list of items.
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 indicateWarning 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.
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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.

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

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

Click First to go to the first page of items

Click Prev to return to the previous page of items

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

2. SelectOrder to select an order form type. Select fromHistory, Import, Standard
Guides, orQuick 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.



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.
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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.

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.

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 Adminmenu on the main toolbar. The Change Password box
displays.
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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.

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 Bookmarkmenu.
A link to the order management sign on page displays at the end of the Bookmark
menu.

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

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

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

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

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

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



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 Adminmenu if you are set up with chain access.

If you do not see the Change Customer option on the Adminmenu, 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. 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.

Power Net v3.0 User’s Guide 23



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 Ordermenu 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.



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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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. ClickOrder 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 Ordermenu. 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,
Broken Case

Indicates the import file contains an item or UPC
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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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

AStandard 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

ACustomer 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 Ordermenu 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 Ordermenu, the Order Form by Guide page
displays.



If you select a specific Customer Order Guide from the Customer Guide(s)
Ordermenu, the Order Form by Guide: <guide name> page displays.

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. 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. SelectHome 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, clickQuick 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.

4. 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 Item 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.

3. Enter the item’s name or a category that the item belongs to in the Search box.
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4. ClickGo 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.

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 Item to an Order

A red 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.



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.



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

4. ClickOrder 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. On any order form, click Delete Order.

2. A prompt display to ensure this is what you want to do.

3. ClickOK to continue with the delete procedures.
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• OR—

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. SelectDelete from the advancedmenu.

4. A prompt displays a message to confirm that you really want to delete the order. If
you intend to delete the order, selectOK. 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.

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

Searching for an Item
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. On an 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. ClickGo 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 advancedmenu to open the Advanced Search box.

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. SelectOrder 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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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 advancedmenu on the main toolbar to open
the Sort Criteria page.
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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.



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

3. 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 fromAccount
on the main toolbar.

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



3. To view an invoice, click an Invoice number to open the invoice in another window.
For details about the Invoice Report, see “Viewing an Invoice Report” on page 53.

4. To print the invoice, click Print.

5. To return to the Statement Status page, click Close.

The Statement Status report page displays the following information:

Invoice # - Displays the invoice number for each unpaid invoice to your distributor

Date – Displays the order date.

Type – Indicates the type of transaction.

Amount – Displays the dollar amount of the invoice.

Invoice Balance – Displays the total current balance on the invoice.

Customer Balance – Displays the amount you need to pay on the invoice.

Check # - Indicates the check number associated with any payments made on the
invoice.

Reference -

Viewing an Invoice Report

Use this topic to find out how to use the invoice report and

To view an Invoice Report, you must first access the Statement Status report.

1. On any page of the Order Management System, select Statement Status fromAccount
on the main toolbar.
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2. The Statement Status page displays with a list of all unpaid invoices and current
balance.

3. To view an invoice, click an Invoice number to open the invoice in another window.



4. To print the invoice, click Print.

The Invoice Report contains the following information:

Item # - Displays each item’s identification number.

UPC – Displays each item’s UPC number

Pack –

Size -

Description -

Ordered -

Shipped -

Weight -

SRP Price

SRP Total

Price

Total

All the items in the order are shown as they were invoiced, along with the quantity
ordered, quantity shipped, and amount for each item. The route/stop, order date, and
invoice date are also shown.

To print a copy of the Invoice, click the Print tab. To return to the Statement Status screen
to look at another order or exit, click the Back tab.
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Order Status and Statement History

In addition to the hyperlink on Invoice #, the Statement Status screen has two tabs. The
Order Status tab returns you to the Order Status screen, where you can select a pending
order, delete an order, or begin a new order. The Statement History tab displays the
Statement Status by History screen, which shows invoices and payments arranged
adjacent to each other.

You can use this screen to reconcile invoices and payments. If you believe it would make
your task easier, click Sort by Date to change the order of the listed items. This option
toggles to Sort by Invoice when you use it; click Sort by Invoice to return to the initial
screen display.



Chapter 4
Order Guide Management

This chapter of the user guide contains procedures for creating and updating
your order guides in the order management application.
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The Order Guide Search page displays.

1. Enter a product name or product category in the Search box and click Go. The search
results display in the left section of the Order Guide Search page. The items (if any) in
the new order guide display in the right section of the Order Guide Search page.



Sorting in Order Guides

This section contains procedures for sorting the information in your order guides to make
viewing information easier.

When you click Sort on the Order Guide page, the Order Guide Customization screen is
displayed.

This screen has two panes. The left-hand pane shows the items from the order guide in
their current order. The right-hand pane is used for setting up a new sorting. These
screens are used with the four commands at the top of the screen.

Sort – This command is used in conjunction with the Order field to arrange items in any order
you want. For example, if the order guide is for a particular menu or seasonal event, you
could arrange the items in order of importance in the recipe, or you could arrange them to
match the way your stock room is organized. To use the Sort command, do the following:

1 In the Order field, replace the existing numbers for the items you want to move with new
numbers that position them in the desired location. For example, to move item 20 after
item 50 change its number from 20 to 51.

2 Click the Sort tab command. The system sorts the items to the positions you want, and
then renumbers them by intervals of 10.

Sort by Item – Sort the items by item number, which overrides the existing sort.

Sort by Category – Sort the items by category, which overrides the existing sort.
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Save Sort – Returns you to the order guide, which will now be sorted in the manner of
the last sort you performed on the Order Guide Customization screen.



Chapter 5
Reports

The order management application contains a report tool that allows you to
create customized reports to view information in the most a way useful way for
your company.
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Running Reports
The order management reports tool allows you to select a variety of information to view
and print. In addition, once you establish a report setting appropriate for your needs, you
can save the report settings to use each time you run the report.

Note:
This section contains procedures for printing reports to a default printer. If you
plan on printing paper copies of reports, verify you have a default printer assigned
to your workstation. If you do not have a printer assigned to your workstation, see
your system administrator.

Selecting a Report

Use this procedure to view and select report options.

1. On any Order Management page, select Reports on the main toolbar.

2. Select a report from the Reportsmenu. Report options include:

Usage

Consolidated Usage

Movement

Item Usage Report
An Item Usage report shows how much of an item your company has ordered during a
date range.

Item Usage Report Contents

The Item Usage report contains the information listed below.



Item – Displays the item’s identification number

Inv # - Displays the invoice number associated with the item

Pack – Displays the number of items in a pack

Size – Displays the size of a pack of the item

Description – Displays a text description associated with the item number

UPC Number – Displays the UPC number for the item

Date – Displays the date last ordered

Qty – Displays the number of items ordered in the defined date range

Ea – Indicates whether you can buy the item from a broken case

Wt – If the item is sold by weight, displays the item’s weight

Note:
This page may also display prices.

Running an Item Usage Report

This procedure contains basic instructions for defining a report.
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The only requirement for the reports option is that you must enter a date range. Select
any of the other options based on the information you need to gather.

1. Select Item from the Reportsmenu on the main toolbar to open the Item Usage page.

2. Enter a date range in the from and to boxes.

Note:
If you select a date range that is beyond the data defined on the Order
Management System, a message displays:
’From’ date must be within the date range from which data is
available.

The amount of data available for reports depends on the amount of data stored by
your distributor.

Value/Format Description or range

Mm/dd/yy Any valid date within the data range for the Order
Management System.

Blank

3. To identify specific items on the Item Usage report, enter the item identification
numbers in the Items box separated by commas

• OR—

Enter all in the Items box to include all items on the report.



4. Select the categories that you want to see on the report from the Category list. Hold
the CTL key down to select multiple categories.

5. To narrow the report to items in specific categories and that belong to specific brands,
select the brand names from the Brand list. Hold the CTL key down to select multiple
brand names.

6. To narrow the report to items from a specific manufacturer, select the manufacturer
name from theManufacturers list. Hold the CTL key down to select multiple
manufacturers.

7. Select the sort level for the report from the Sort Order list to define the way you want
the items listed on the Item Usage report.

Sort type Description of Sort

Item # List items on report from lowest item number to highest
items number.

Category List items on report grouped by categories. Categories
display in alphabetical order.

Brand List items on report grouped by brand names of the
items.

Manufacturer List items on report grouped by the item manufacturer.

8. Select to create a detailed report or a summary report from the Format list.

9. ClickGenerate at the top of the page. The report displays on the page.

Saving an Item Usage Report

Use this procedure to save report settings.

1. Follow the instruction in “Running an Item Usage Report” on page 63 to define the
Item Usage report settings.

2. To save the report settings, click Save.

3. Enter a file name in the Report Name box.

4. Enter a useful label to describe the report settings in the Report Description box. The
Report Description displays on the saved reports list. The Reports list displays only
after you have saved a report definition.
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5. When you have saved report settings, a Reports section displays at the top of the
Item Usage page with a list of report settings.

6. To use saved settings, select the saved report name from the list and click Generate to
run the report.

Consolidated Item Usage Report
The Consolidated Status command on the Account Inquiry menu shows invoice details
for all customers who share a common bill-to address, such as individual stores or
restaurants in a chain. If your company has multiple locations, use this function to view
invoices, payments, and item history for all of them.

Consolidated Item Usage Report Contents

The Consolidated Item Usage report contains the information listed below. For each item,
the report shows the pack, size, description, and UPC number for each item, the date
ordered, and the quantity shipped. Item-by-item subtotals are provided and a total for all
items is given at the end of the report.

Item – Displays the item’s identification number

Inv # - Displays the invoice number associated with the item

Pack – Displays the number of items in a pack

Size – Displays the size of a pack of the item

Description – Displays a text description associated with the item number

UPC Number – Displays the UPC number for the item

Date – Displays the

Qty – Displays the number of items ordered in the defined date range

Ea – Indicates whether you can buy the item from a broken case



Wt – If the item is sold by weight displays the weight of the product.
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Running a Consolidated Item Usage Report

This procedure contains basic instructions for defining a report.

The only requirement is that you must enter a date range. Select any of the other options
based on the information you need to collect. If you do not select any other parameters,
the default setting is to include all.

1. Select Consolidated Usage from the Reportsmenu on the main toolbar to open the
Consolidated Item Usage page.

2. Enter a date range in the from and to boxes.

Note:
If you select a date range that is beyond the data defined on the Order
Management System, a message displays:
’From’ date must be within the date range from which data is
available.

The amount of data available for reports depends on the amount of data stored by
your distributor.

Value/Format Description or range

Mm/dd/yy Any valid date within the data range for the Order
Management System.

Blank



3. To identify specific items on the Consolidated Item Usage report, enter the item
identification numbers in the Items box separated by commas

• OR—

Enter all in the Items box to include all items on the report.

4. Select the categories that you want to see on the report from the Category list. Hold
the CTL key and click to select multiple categories.

5. To narrow the report to items in specific categories and that belong to specific brands,
select the brand names from the Brand list. Hold the CTL key and click to select
multiple brand names.

6. To narrow the report to items from a specific manufacturer, select the manufacturer
name from theManufacturers list. Hold the CTL key down to select multiple
manufacturers.

7. Select the sort level for the report from the Sort Order list to define the way you want
the items listed on the Consolidated Item Usage report.

Sort type Description of Sort

Item # List items on report from lowest item number to highest
items number.

Category List items on report grouped by categories. Categories
display in alphabetical order.

Brand List items on report grouped by brand names of the
items.

Manufacturer List items on report grouped by the item manufacturer.

8. Select to create a detailed report or a summary report from the Format list.

9. ClickGenerate at the top of the page. The report displays on the page.

Printing a Consolidated Item Usage Report

Use this procedure to print an Item Usage report to your default printer.

1. Use the above procedure to define the Consolidated Item Usage report.

2. ClickGenerate at the top of the page. The report displays on the page.

3. Click Print to send the information to your printer.

4. A print preview displays the report and the Pages Print box displays.

Saving a Consolidated Item Usage Report

Use this procedure to save report settings.

1. Follow the instruction in “Running an Item Usage Report” on page 63 to define the
Item Usage report settings.

2. To save the report settings, click Save.
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3. Enter a file name in the Report Name box.

4. Enter a useful label to describe the report settings in the Report Description box. The
Report Description displays on the saved reports list. The Reports list displays only
after you have saved a report definition.

5. When you have saved report settings, a Reports section displays at the top of the
Consolidated Item Usage page with a list of report settings.

6. To use saved settings, select the saved report name from the list and click Generate to
run the report.

Movement Report
The Movement report helps identify items that are in high demand and items that lack
demand.
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