
CREATING AN ORDER GUIDE

Log on to www.dicarlofood.com

Place your curser over the Order Online button, move down to place order and click once.

Enter your User ID and password that you have been provided. Press Sign In



CREATING AN ORDER GUIDE

A custom guide contains a subset of products from your company’s standard guide and from

your distributor’s master item list. Depending on how your profile is set up, Power Net Cus-

tomer Portal allows you to create, edit, and delete custom guides.

Create a New Custom Guide
Use this procedure to create, add items to, and delete items from a custom guide.

1. Click Admin, click Custom Guide, and select Create. The Create Custom Guide box displays.
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2. Enter or select the following:

• Type the name of the new custom guide in the Name field.

• Type the description of the new custom guide in the Description field.

• Select Blank from the Create from drop-down list to begin the new order guide from scratch.

This is the default setting.

• Select Custom Category, Category, Class, Family, or Sort from the Set up by drop-down list.

The default is Custom Category.

3. Click Create. A confirmation message displays.

4. Click Close to exit.

—OR—

Click Edit to work with the new custom guide. The Custom Guide Edit page displays.
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5. To create a new custom category, type the custom category name in the New Category

field and click Create.

Type a new category    

name in this field

6. The custom category name displays in the Category drop-down list.
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7. Continue to the following procedure and use the Add menu to add items to the selected 

category.

Add Items to a Category
Use this procedure to add items to a custom category from a specific class, category, or fam-

ily.

1. This procedure begins on the Custom Guide by Custom Category – Edit page.

2. Click Add and select an option to indicate how you want to add items to the new category.

Select to add items by Item, Class, Category, or Family. The selected items are added to the

custom category. In this example, we selected Class. The Custom Guide by Custom Category –

Add Items page displays.

The list of item is empty so you

have to select an ADD option. This is the new category you

just created.
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3. Click the down arrow to select a group of items and select the item group with the items

that you want to choose from to add to the custom category.

4. All items included in the selected item group display in the left pane. In this example, the left

pane displays all items included in the DRY GOODS class.

5. Select the Select check box next to items to add to the custom category and click a green

arrow to move the selected items to the selected category.

Click to view and select a class

of items to display.

Add items to this selected category

Click the check box next to

each item to add to the 

custome category.

Select from the list.
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6. The selected items display in the right section of the page. The items display the name of

the assigned category in the left section of the page.
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Use Search
Use this procedure to search for an item within a selected list of items. For example, we want

to find packets of sweetener in the selected Dry Goods class.

1. Use search on the Custom Guide by Custom Category page when you are adding items to

find an item in a selected category.

2. Select a search option from the Search Type drop-down list.

3. Type a product name or product category in the Search field and click Go.

In this example, we have multiple

pages of items.  Using search will

save time.

Click Go.Type Seach text in the

Search Field
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4. Search results display in the left pane of the Custom Guide Add page.

5. A list of items that meet the search criteria specified displays in the left section.

6. To add an item to the custom category in your custom guide, select the Select check box

next to the item and click the green arrows.

Search results display in

this section
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7. The selected items display on your custom order guide in the section on the right.

The Category column displays the name of the category in the left section.

8. Click Save to save the custom guide.

9. Repeat steps 2 – 8 to add more items to the custom guide.

10. Click Back to return to the Custom Guide by Custom Category – Edit page.

Selected Items in custom

guide

Name of category


