
CREATING A PAR LIST

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
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Par Lists
A par list creates the association between an item and the quantity of the item you want

to keep in stock.

To set up a par list:

• Create and name the par list.

• Edit the par list by adding items.

Open Par List Feature
This procedure identifies where the Par List feature is located in the Customer Portal 

application.

1. Click Admin and select Par Lists.

2. Select an option from the Par Lists submenu. Select Create to add a new par list to the 

Customer Portal application. For details, see the “Create a Par List” procedure below.

Select Edit to select an existing par list to add, delete, or edit par quantities. For details, see

“Edit a Par List” on page 6.

Select Delete to remove a par list from the Customer Portal application. For details see, “Delete

a Par List” on page 4

Create a Par List

Use this procedure to create a par list and enter par values for items so that you can order from

this par list.

1. Click Home to return to the Dashboard.
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Note: If you have not previously created a par list, only the Create option 

displays on the Par List menu.

1. The Create Par List box displays.

2. Type the par list name in the Name field and click Create.

3. A confirmation message displays.
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4. Click Edit to open the Par List page. For details about adding items and quantities to the

new par list, see “Edit a Par List” on page 6.

—OR—

Click Close to edit the par list at another time. This par list displays in the Edit menu when

you select Admin > Par Lists > Edit.

Delete a Par List

Use this procedure to delete a par list.

1. Click Home to return to the Dashboard.

4

2. Click Admin, click Par List, and select Delete. The Delete Par List box displays.
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3. Select a par list from the Name drop-down list.

4. Click Delete. A confirmation message displays to verify that you want to delete the se-

lected par list.
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5. Click OK. A confirmation message displays indicating the par list is deleted.

6. Click Close to exit.

Edit a Par List

Use this procedure to make changes a par list.

1. Click the Home button to return to the Dashboard.
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2. Click Admin, click Par List, and click Edit. A list of par lists displays.
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3. Select the par list to edit. In this example, we select the meat par list. The Par List page for the

selected par list displays.

4. This is also the page that displays if you followed the “Create a Par List” procedure on page 2

to create a par list, and clicked Edit to add items to the new par list. If you just created the par

list, the Par List page is blank.

If you selected an existing Par List from the Edit menu, the Par List page displays the

current list of items.

5. To add items to the selected par list from another item list, click Add From.
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6. To add items to the par list, select an item list from the Add From menu:

Item Master – Select this option to open the Par List Edit by Item page. Use the Search field to

find items to add to the par list.

History – Select this option to open the Par List Edit by History page. Add items from order

history to the par list by entering par quantities.

Standard Guide – Select this option to open the Par List Edit by Standard Guide page. Add

items from the selected customer’s standard guide to the par list by entering par quantities.

Custom Guide – Select a custom guide from the Custom Guide sub-menu to open the custom

guide with items you want to add to the par list.
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Select a custom guide 

item list to create your

par list from.
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7. In this example, we selected Custom Guide to add items from a custom guide called Dairy.

The Par List Edit by Custom Guide page displays with the title of the custom guide you 

selected.

Items that are in the selected custom

guide, Dairy, display.

Use the Par field to enter

par quantities for items.

Use the check box for

broken case quantities.

8. Type a quantity in the Par field and select the Each check box if applicable to indicate the

quantity of each item to have in stock, and click Save.

Items that are available for distribution in eaches, display a check box. To add a broken case

quantity of an item to the par list, select the Each check box.

9. Use the Search field to locate specific items to add to the par list.

10. Click Par List to return to the Par List view.

9



CREATING A PAR LIST

11. You can edit the par quantity on the Par List page by selecting the existing par quantity

and entering the new quantity.

—OR—

Select the Each check box to add a broken case par quantity of an item.

12.  Click the Home button to return to the Dashboard.

Print a Par List

Use this procedure to print the list of items on a selected par list.

This procedure begins on the Par List page.

To print the currently selected par list, click Advanced and select Print.
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Use the Print option to print

the selected par list. 


