
Delivery Date and Site 

After selecting The Delivery Date and Site, the 
grid will populate with available items 

Add Comments 

You can add relevant 
comments to the order 

Apply Filters 

Select filters to narrow down 
which items appear in the grid 

Clear Filters 

Clearing all filters will revert all 
fields to their defaults. 

Enter the Amount to Order 

Enter the Purchase Qty for the item by typing 
in the field. The conversion for each Case can 

be found in the Item Packaging column. 

Search 
You can search for items by entering info in 

the corresponding column. Example: You can 
find all chicken items available to order by 
typing “chicken” in the description column. 

Price 

The current Bid 
Price for the item 

will be shown. 

On-Hand 

The current On-
Hand quantity will 

be shown here 

Par Items 

You can easily fulfill orders by using 
this button if you have your Par 
Levels set up for your Inventory. 

Confirm 
If your order is ready, click 
Preview Order Items to be 
taken to the confirmation 

page. 


