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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.

I 1-800-DICARLO
D I c a r o Serving Metro New York Since 1963

About | Products | Services | Order Online | Online Payment | Contact | Vendor Info | Foodies Gourmet |

Place Order

Multi-Unit Ordering

Power Net Ordering
Instructions
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Click Learn more for online deck
monitoring

Learn more >

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

Vassword: |

Sign In

] Forgot your password? Enter your User ID above, check this box,
then click Sign In and we'll email your password to you!
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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.

Dashboard F, Q

H Elliems v Bl @ About v | Create Order |

@ Status v £x Account ¥ {=| Reports ¥ £} Customer ¥ EZ Admin ¥

User Options »>
Hello ALPHA GROCERY-LOC 1 Unit’Customer ALPHA GROCER Refiesh | | Add panel [+| | Save |

Standard Guide 600100 » —
Orders MNew/Deleted tems > G
Customer#  Customer Order#  Order Type ConfirmedDa Custom Guide P Create Lines QfyOrdered Qiy Ship AmtOrdered Status
600100 ALPHAGROCERY-LOC 1 3604 Order Par Lisis > Edt . 20 0 0 $0.00In Use
600100 ALPHAGROCERY-LOC 1 3603 Order eu verurzu2 1 2 0 $9.13 Pending

Critical ltems List > X
600100 ALPHAGROCERY-LOC 1 3602 Order n 01/30/2012 0 0 0 $0.00 Pending
600100 ALPHA GROCERY-LOC 1 3601 Order Message Board n 01EN2012 1 2 0 $7.08 Pending
600100 ALPHA GROCERY-LOC 1 3600 Order Scanner » 0 0173012012 0 0 0 $0.00 Pending

1. Click Admin, click Custom Guide, and select Create. The Create Custom Guide box displays.

-

& Custom Guide Create - Windows Internet Explorer 112 (ST . S

Create Custom Guide

(& Create £ Close

Mame: 001

Description: test|
Create from: | Blank E|
Setup by: | Custom Category |z|

Syncwith: | Mone E|
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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.

@ Custom Guide Create - Windows Internet Explorer 1= (S| -

Create Custom Guide

| [iEdit f& €3 Close

Custom Guide 001 was successfully created.
Pleasze select Bdit from the menu if you would like to editthe new
custom guide.

4. Click Close to exit.
—OR—
Click Edit to work with the new custom guide. The Custom Guide Edit page displays.




Custom Guide by Custom Category - Edit

aAdd ¥ © Quick Add ¥ @, Preview

N = Save

Customer: Fl REECITNIZAN RICT. ANNAND Guide: 001 Description: test

Category: Mot Categorized El Find:

D .c s I
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$fL Advanced ¥

| Create

Go Clear

New Category:
Find:

Go Clear

ltem |Brand [Pack |Size |Description

or add items there needs to be at least one category.

Mo items in category.

Type a new category

. . . b the New Category field above to create a category.
name in this field

m

5. To create a new custom category, type the custom category name in the New Category

field and click Create.

Custom Guide by Custom Category - Edit

w» [ Save [GAdd ¥ & Quick Add ¥ ©, Preview

Customer: EL BEE'S MEXICAMN REST. - 100500 Guide: 001 Description: test

Category: Mot Categorized |Z| Find:

$fL Advanced ¥

Create
wo Clear

Go Clear New Category: snacks

P,

ltem [Brand [Pack [Size [Description

[Select | » |Move [item [Brand [Description
In order to move or add items there needs to be at least one category.

Mo items in category.

Please use the New Category field above to create a category.

m

6. The custom category name displays in the Category drop-down list.
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Custom Guide by Custom Category - Edit | o)

A N Hsae M [dadv i ©ouickadd v Bl ®rreview Bl f4advanced v I

Customer: EL BEE'S MEXICAMN REST. - 100500 Guide: 001 Description: test

Category: Mot CategorizedE Find: Go Clear New Category: snacks Create
Finu. wo Clear
ltem [Brand [Pack [Size [Description Select | » |Move |ltem |Brand |Description -

In order to move or add items there needs to be at least one category.

AL NG Please use the New Category field above to create a category.

m
m

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.

The list of item is empty so you
just created.

Custom Guide by Custom Category - it

& = save e | ai——— o Proview [l #thAdvanced v [ A
eeele—
Customer: EL BEE: M mer 100500 Guide: 001 Description: test
Category: Mot Ca'egc C12ss i Go Clear Category: snacksE New Category:
Category _ $ Go Clear
AN

ltem |Brand |Pack | Siz. Select | » [Move |[ltem |Brand |Description
""" : \;o_ltem_sm =TT Please select items on the left and use one of the green arrows to add items to this cate
gory. Or use the Add or Quick Add button above to add items.

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.
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Click to view and select a class CREATING AN ORDER GUIDE

of items to display.

Custom Guide by Custom Category - Add

[ Save |

Customer: EL BEE'S MEXICAN REST. - 100500 Guide: 001 [

Class: Select Class [~] Category: snacks [+ New Category: Create
Select Class » Find:
BEER (BR) - v
BEVERAGE (300) A

ltem*|Brand |Pack |SiiBEVERAGE AND SODA (10) Belect | » fMove |[ltem Brand |Descripti

Please make a selg BOTTLE DEPOSIT (333) =3 Please select items on the le
CANDY & CONFECTIONS (30)
CHEESE (80)
CHEMICALS-HAZARDOUS (45)
CHEMICALS-NON HAZARDOUS/ (40)

Go Clear

nd use one of the green arrows to add items to this category.

m
m

Eﬁég ?9’2(}:00 (S Add items to this selected category

Select from the list. [0) e
CT CLASS (JKS)
ER (88)

DAIRY (83)
DRY GOODS (25)

FROZEN GOODS (50)

FUEL - PREMIUM UNLEADED (F01)
FUEL SIIBCEANCE FFE CLASS (FS)
il TEMS (150)

{LIQUOR / SPIRITS (SPR)
MEAI-+RESi 1 (53]

MEAT-FROZEN (60)

- -

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.

Custom Guide by Custom Category - Add Items z Q
| A B Hsave I ffiadvanced v [l <= Back [
Customer: EL BEE'S MEXICAMN REST. - 100500 Guide: 001 Description: test
Class: MEAT-FRESH (65) [+ Category: | snacks|~| New Category: Create
Search Type: Exact Match |Z| Search: Go Find: Go Clear
ltems 1 - 24 of 32 Page|1[~| i 4 b M | b
Iltem “|Brand Pack | Size Description Category |Sele » IMove |ltem |Brand |Description o~
CcW1 1 20 GFSCWITEM 7] Please select items on the left and use one of the green arrows to add items
1005 A-1 4  46% BEEFTIPS 7 o this category.
1025 1 25LB. SLICED PEPPERONI 7
1313 ACME 6  12# AVG SPECIAL BEEF ITEM CIWGT v 3 5
1904 9 LBS STUFFED CLAMS 12112
3203 1 43 1B LARGE LLAMA FOOD (HAM)
5001 g 10# BEEF PATTY MIX 70/30 FRESH
10010 1 10LB PRODUCTION ITEM
10066 A-1 4 QTR BEE]
12260 ADVANCE 2 2=eh Click the check box next to
12261 ADVANCE 2 23# RIBH eaCh Item tO add tO the
mmioncs @ @ S8 cusiome category :
L3

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.




D .c s I

CREATING AN ORDER GUIDE

Custom Guide by Custom Category - Add Items 2 0 Q

[ Save

w» 4L Advanced ¥ || <= Back

Customer: EL BEE'S MEXICAMN REST. - 100500 Guide: 001 Description: test

Class: MEAT-FRESH (65) [+ Category: | snacks|~| New Category: Create
Search Type: Exact Match |Z| Search: Go ol Go Clear
ltems 1- 24 of 32 Pace[1[~] H 4 » M (o ¥
ltem “[Brand [Pack [size  [Description [Category 'Selei + |niwve [#am |Brand |Description | -
CW1 1 20 GFSCWITEM 7] Please select items on the left and use one of the green arrows to add items
to this category.
1005 A-1 462 BEEFTIPS

4
1 251B. SLICED PEPPERONI
6  12# AVG SPECIAL BEEF ITEM CIWGT
9 LBS STUFFED CLAMS 12112
1 43 1B LARGE LLAMA FOOD (HAM)
001 g 10# BEEF PATTY MIX 70/30 FRESH
1
4
2
2
2

m

1313 ACME

m

10LB PRODUCTION ITEM
QTR BEEF-QTR 3IDE
23#AVG RIBEYE BOMEANN 109 N/IR DSPO
23%# RIBEYE TEST
23%# RIBEYE TEST2

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.

Custom Guide by Custom Category - Add Items )

w» [ Save #fL Advanced ¥ <= Back

Customer: EL BEE'S MEXICAN REST. - 100500 Guide: Weekly Description: Weekly Guide

Class: DAIRY (33) [~ Category:  group 1[~| New Category: Create
Search Type: Exact Match |Z| Search: | Go Find: Go Clear
ltems 1 -5 of 6 A Y o ovetoms ltems 1-40f4
ltem “[Brand [Pack [Size |Description |Category [Select | « Fijove [item |Brand | Description -
B0 1 2% MILK GALLOMN group 1 ‘ 303002BAGEL BOYGARLIC BAGELS

8796 1 RANDOM WEIGHT EQUAL N group 1 BO 2% MILK GALLOMN
501080 1 320Z MILK QUARTS group 1 |‘ 8796 RANDOM WEIGHT EQUAL N
501081 1 128 OZMILK GALLONS ‘ 501080 MILK QUARTS
5019708 36 1 GAL ICE CREAM 36 GALP

5019757 6 1GAL ICE CREAM 6 PK

m
m
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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.

Custom Guide by Custom Category - Add Items | i)

A B I Save B i Advanced v [ 45 Back |

Customer: EL BEE'S MEXICAMN REST. - 100500 Guide: Weekly Description: Weekly Guide

Clace: DRY GOODS (25) |Z| Category: group1|2| New Category: Create
Search Type: Contains Any|2| Search: Go Find: Go Clear
Hems 1-2a o7 474 Page 1[x] H 4 b M | B W Removettems) ftems 1-4 of 4
Itern| Brand Pack |Size |Description My [select | - Move |ltem |Brand Description -
2 SEAGULLBRAND 1  1LB NEW CWITEM § 303002BAGEL BOYGARLIC BAGELS
80 1 CASERED POTATOES 4 = BO 2% MILK GALLON
460 12 12 0Z GREEN BEANS g : 8796 RANDOM WEIGHT EQUAL N
465 12 80Z GREEN BEANS 7 501080 MILK QUARTS
905 12 LB AVERAGE COST TESTITEM Li
0491 AURORA 4 1LB SOUR CREAM & ONION CHIPS
0492 AURORA 4 1LB SALT & VINEGAR CHIPS = =
0493 AURORA 4 1LB SALT & PEPPER CHIPS
0494 AMATTHEWS 4 1w reaf In this example, we have multiple
0495 AURORA 4 118 Bakg pages of items. Using search will
0498 AURORA 4 1LB HOT save time.
0499 AURORA 1 4LB BARH
1213 24 25 WL SAN BENEDETTOTIWTR SPR GLASS Z5 T
1300 12 5LB TESTITEM

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.

Custom Guide by Custom Category - Add Items | o)

. ™ | [Save || #fiAdvanced ¥ | <= Back

Customer: EL BEE'S MEXICAN REST. - 100500 Guide: Weekly Description: Weekly Guide

Class: DRY GOODS (25) [~ Category:  group 1[~=| New Category: Create
Search Type: Contains AnyE Search: sweetenerl Go Find: Go Clear
ltems 1-24 of 174 Page 1 |Z| K4 Z —l Remove ltems ltems 1-4 of 4
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.

Custom Guide by Custom Category - Add Items A b))
[+ Save $f4 Advanced ¥ = Back
Customer: EL BEE'S MEXICAN REST. - 100500 Guide: Weekly Description: Weekly Guide
Class: DRY GOODS /25) [+ Category: | group 1[~| New Category: Create
Search Type: Contains Any || Search: Go Clear Find: Go Clear
ltems 1 -3 0f 3 AN —l Remove Items ltems 1-4 of 4
ltem “|Brand [Pack |Size |Description |Category [Select | « Fijove [item |Brand | Description -
107232 1 10LB SWEETENER BULK 303002BAGEL BOYGARLIC BAGELS
107230 1 3M SWEETENER PACKETS BO 2% MILK GALLOMN
107231 1 3M SWEETENER PACKETS 8796 RAMNDOM WEIGHT EQUAL M
501080 MILK QUARTS
Search results display in ]
this section
5. A list of items that meet the search criteria specified displays in the left section.
Custom Guide by Custom Category - Add Items S| ol
[+ Save $f4 Advanced ¥ = Back
Customer: EL BEE'S MEXICAMN REST. - 100500 Guide: Weekly Description: Weekly Guide
Class: DRY GOODS (25) Category: | group 1[~| New Category: Create
Search Type: Contains Any |~ | Search: Go Clear Fmd Go Clear
ltems 1 -3 0f 3 — Remove tems ltems 1-4 of4
ltem “|Brand [Pack |Size |Description [Category [select | » *.ove |Item Grand | Description
107232 1 10LB SWEETENER BULK ‘ 3030025}\( EL BOYGARLIC BAGELS
107230 1 3M SWEETENER PACKETS BO 2% MILK GALLOMN
107231 1 3M SWEETENER PACKETS : 8796 RAMNDOM WEIGHT EQUAL M
501080 MILK QUARTS

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.
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Custom Guide by Custom Category - Add Items

A | Fsae | fffadanced v | smBack [

Customer: EL BEE'S MEXICAN REST. - 100500 Guide: Weekly Description: Weekly Guide

Class: DRY GOODS (25) [+ Category: | group 1[~| New Category: Create
Search Type: Contains Any |Z| Search: sweetener Go Clear Find: Go Clear
ltems 1-3 0f 3 y S —l Remove ltems ltems 1-50of 5
Item “|Brand |Pack |Size |Description Category |Select | » Fiove |item |Brand Description
107232 1 10LB SWEETENER BULK ‘ 303002BAGEL BOYGARLIC BAGELS
107230 1 3M SWEETENER PACKETS group 1 BO 2% MILK GALLOMN
107231 1 3M SWEETENER PACKETS " : 8796 RAMNDOM WEIGHT EQUAL M
‘ 501080 MILK QUARTS
= 107230 SWEETENER PACKETS
Name of category Selected Items in custom

guide

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.




