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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.

1-800-DICARLO
Serving Metro New York Since 1963

| About | Products Services | Order Online | Online Payment | Contact | Vendor Info | Foodies Gourmet |7

Place Order

Multi-Unit Ordering

Power Net Ordering
Instructions

Click Learn more for online deck
monitoring

Learn more >

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

DiCarlo
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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 A PAR LIST

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.

Dashboard F, (U]
@ | Status v &x Account ¥ | i= Repors ¥ £} Customer ¥ EZ Admin v pd [ESliems v B i@ ADout ¥ - Create Order
User Options >
Hello ALPHA GROCERY-LOC 1 UnitiCustomer | EL BEE'S MEXIC/ [ Refresh Add panel > Save
Standard Guide EVW P>
Orders MNew/Deleted ltems > @
Customer#  Customer Order# OrderType  Confirmed D: Cuystom Guide » - Ship Date Lines QiyOrdered QiyShip AmtOrdered  Status
600100 ALPHA GROCERY-LOC 1 3616 Order . 012 0 0 0 $0.00 Pending
Par Lists » Create
600100 ALPHA GROCERY-LOC 1 3614 Order 012 13 165 0 $25296.50In Use
Critical tems List > Edit > )
600100 ALPHA GROCERY-LOC 1 3613 Order 012 14 18 0 $5064.10 Pending
100500 EL BEE'S MEXICAM REST. 3611 Order llessage Board Delete g2 4 1 0 $0.96In Use
100500 EL BEE'S MEXICAM REST. 3609 Order Scanner » Fri 021072012 4 8 0 $71.50In Use

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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Dashboard 2 O

@  Status ¥ ¢# Account ¥ JE Reports ¥ ﬁ_} Customer ¥ E3 Admin ¥ ] ltems ¥ & About ¥ -, Create Order

User Options

>
Hello ALPHA GROCERY-LOC 1 Unitl'CustomerI EL BEE'S MEXIC/ [ Refresh | IAdd panel 'l Save |

Standard Guide EVW  »

Orders Mew/Deleted ltems > 6
Customer#  Customer Order# OrderType  Confirmed D¢ Custom Guide » - Ship Date Lines QiyOrdered QiyShip AmiOrdered  Stalus
600100 ALPHA GROCERY-LOC 1 3616 Order Par Lists W e 01z 0 0 0 $0.00 Pending
600100 ALPHA GROCERY-LOC 1 3614 Order 012 13 165 0 $25296.50In Use
Critical tems List > Edit > )
600100 ALPHA GROCERY-LOC 1 3613 Order 012 14 18 0 $5064.10 Pending
100500 EL BEE'S MEXICAN REST. 3611 Order lessage Board Delete g2 4 1 0 $0.96In Use
100500 EL BEE'S MEXICAM REST. 3609 Order Scanner » Fri 021072012 4 8 0 $71.50In Use

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.

f Create Par List - Windows Internet Explo - O] x|
Create Par List
@ Create | 3 Close

Name: |

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

3. A confirmation message displays.




{ Create Par List - Windows Internet Explo ‘_
Create Par List

[ Edit

53 Close
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Far List meat successfully created.
Please select 'Edit from the menu if you would like to editthe new par
list.

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.

Dashboard

@ | Status ¥

Orders

Customer #
600100
600100
600100
100500
100500

4% Account ¥

Hello ALPHA GROCERY-LOC 1

Customer

ALPHA GROCERY-LOC 1
ALPHA GROCERY-LOC 1
ALPHA GROCERY-LOC 1

EL BEE'S MEXICAM REST.
EL BEE'S MEXICAM REST.

| |=| Reports ¥ £} Customer ¥

EZ Admin v B [Hlitems ¥ B @

Unit’Customer | EL BEE'S MEXIC#

Order#
23616
3614
3613
3611

3609

Order Type Confirmed Dz
Order
Order
Order
Order
Order

User Options
Standard Guide EVW
MNew/Deleted ltems
Custom Guide

Par Lists

Critical tems List
Message Board

Scanner

About ¥

>
. [ Refresh Add panel > Save

>

>

>

>

Ship Date

012

012
Edit >

012
Delete 012

Create

Fri  02M10/2012

Lines Qty Ordered
0

13 165

14

-

0

18
1
8

o o o o o

L=

— Create Order

(X
Qty Ship  Amt Ordered Status

$0.00 Pending
$25296.50In Use

$5064.10 Pending
$0.96In Use
$71.50In Use

2. Click Admin, click Par List, and select Delete. The Delete Par List box displays.
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/" Delete Par List - Windows Internet Explorer -0 x|
Delete Par List

g Delete | €3 Close

Mame:

3. Select a par list from the Name drop-down list.

f“"- Delete Par List - Windows Internet Explorer -0l x|
Delete Par List

'z Delete . €3 Close

Mame: I meat E[

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

lected par list.

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

(— Delete Par List - Windows Internet Explorer
Delete Par List

& Delete

=10l x|

Mame: INnne vl

Par list meat successfully 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.

Dashboard

@ | Status v % Account ¥

Hello ELIZABETH WINTER

Orders

Customer#  Customer

100500 EL BEE'S MEXICAN REST.
100500 EL BEE'S MEXICAN REST.
100500 EL BEE'S MEXICAN REST.
100500 EL BEE'S MEXICAN REST.
Account

{= Repors v

Unitl'CustomerI EL BEE'S MEXICAN RE!

Order #
3611
3609
3608
3575

£ Customer ¥

£ Admin ¥ [ ltems ¥ @ About ¥

User Options |

Order Type
Order
Order
Order
Order

Refresh | IAdd panel 'l Save |
Custom Guide >
Par Lists »  Create
Confirmed Dal Critical ltems List ¢ Edit > MNone ¥ Ordered
Message Board Delete ellent L
FIUEr e 8
Scanner > . ellens
Fri 02102 14
01/252012  Fri 02/10/2 Holiday 1
meat
MyPars
Q Messages ronsparlst

Qiy Ship AmtOrdered  Status
$0.96In Use
$71.50In Use

0
0
0 $1487.64 Pending
0

$44.65In Use

(%)

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.

Par List: meat

L A M Ssae B [FRefresh B [ AddFrom v QY {fiAdvanced v I
Customer: EL BEE'S MEXICAN REST. - 100500 \J
Item Pack Size Brand Description Par Each

This par list contains 0 items. Add items using Add From menu.

If you selected an existing Par List from the Edit menu, the Par List page displays the
current list of items.

Par List: meat

L A M Hisave W [FRefesh Bl O AddFrom v B it acvanced v I

Customer: EL BEE'S MEXICAN REST. - 100500 \J
ltems 1-4 of 4

Item Pack Size Brand Description Par Each
10440 12 160Z ARMOUR HAMMER  KOSHER 16 OZ POLISH SAUSAGE 2.00
10441 1 160Z ARMOUR HAMMER  KOSHER 16 OZ POLISH SAUSAGE 2.00
10442 12 160Z ARMOUR HAMMER  KOSHER ITALIAN SAUSAGE 2.00
10444 12 160Z ARMOUR HAMMER  KOSHER 16 OZ SMOKED SAUSAGE 2.00

5. To add items to the selected par list from another item list, click Add From.
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Par List: meat

) [ Save 2| Refresh ] Add From ¥ $fL Advanced ¥
N
ltem Master
Customer: EL BEE'S MEXICAM REST. - 1 History

Standard Guide EVW

ltem Pack Size Bran Custom Guide p M
ist contains 0 items. Add

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.

Par List: meat

N (=) Save #| Refresh 1 AddFrom ¥ | ffLAdvanced ¥
Item Master .
Customer: EL BEE'S MEXICAM REST.- 11 Histary . \J
ltems 1-4 of 4 Standard Guide EVW
ltem Pack Size Brar i
4 Custom Guide » Conference
10440 12 1602 R
10441 1 1602 ARMOUR HAMMER ~ KOSHER Daiy
10442 12 1602 ARMOUR HAMMER ~ KOSHER Evgeny
10444 12 1602 ARMOUR HAMMER ~ KOSHER JENZ
Select a custom guide
L item list to create your
SGEOE par list from.

SGTest2
SGtest

Teststd 8
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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.

ltems that are in the selected custom
guide, Dairy, display.

Par List Edit by Custom Guide - Dairy : L

o~ [dSave || [#Refresh | {flAdvanced ¥ | <= Parlist

Customer: EL BEE'S MEXICAN REST. - 100500 J
N

Par List: meat

ltems 1- 16 of 16
Item Pack Si
0

o

ze Brand Description ar Each =

10444 12 160Z ARMOURHAMMER  KOSHER 16 OZ SMOKED SAUSAGE
10442 12 160Z ARMOURHAMMER  KOSHER ITALIAN SAUSAGE
160Z ARMOURHAMMER  KOSHER 16 OZ POLISH SAUSAGE
160Z ARMOURHAMMER  KOSHER 16 OZ POLISH SAY
160Z  KRAFT kosHER 16 0z DINNER FR| Use the Par field to enter

) )
L= T [ R o ]

(5]

[ws T [ B (Y

- -
oo
_Aralnal molin

4522 3 5% TYSON cHICKEN WING 18T/2nDd - par quantities for items. l— o
5019757 6 1GAL ICE CREAM 6 PK |—
5019708 6 1GAL ICE CREAM 36 GAL P |—
| 1 1LB  SEAGULL BRAND NEW CW ITEM |—
832920 1 KCR YOG-BREY-MX BERRY 123 07 | USE the check box for [
500110 1 8# SHREDED CHEESE MIX broken case quantities. \g
12345 8 100z CHEDDAR CHEESE E -

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.
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Par List: meat O
3 [ Save 2| Refresh [] Add From ¥ 411 Advanced ¥
Customer: EL BEE'S MEXICAMN REST. - 100500 \J

ltems 1-4 of 4

Item [Pack  [size [Brand | Description [Par [Each
10440 12 160Z ARMOUR HAMMER.  KOSHER 16 OZ POLISH SAUSAGE 2.00
10441 1 160Z ARMOUR HAMMER.  KOSHER 16 OZ POLISH SAUSAGE 2.00
10442 12 160Z ARMOUR HAMMER ~ KOSHER ITALIAN SAUSAGE 2.00
10444 12 160Z ARMOUR HAMMER  KOSHER 16 OZ SMOKED SAUSAGE 2.00

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.

Par List: meat (O]

3 [ Save | Refresh [ Add From ¥ $fL Advanced ¥
Print

Customer: EL BEE'S MEXICAN REST. - 100500 ! : %, }

ltems 1 -4 of 4 Use the Print option to print

ltem [Pack  [Size [Brand | Description the selected par list. [Par [Each
10440 12 160Z ARMOUR HAMMER  KOSHER 16 OZ POLISH SAUSAQ 2.00
10441 1 160Z ARMOUR HAMMER  KOSHER 16 OZ POLISH SAUSAGE 2.00
10442 12 160Z ARMOUR HAMMER ~ KOSHER ITALIAM SAUSAGE 2.00
10444 12 160Z ARMOUR HAMMER  KOSHER 16 OZ SMOKED SAUSAGE 2.00

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