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How to Access the Platform

You can access the DiCarlo App on any device.

● Desktop
● iOS
● Android

To create an account, you can input your
contact info and customer code OR accept an 
email or text mesage invitation sent by your
sales rep.



1. Placing an Order
● Order Guide
● Catalog
● Drafts
● Review & Place Order



On the home screen, you’ll be able to see the different item categories and action items. 

1. Click on Place Order to start an order
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Order Guide

1. Click on Unit to choose between Case and Each, note broken cases are not available for all items.

2. Adjust the Quantity by clicking on the + or – symbol.

3. Click on Save Draft to finish this order at a later date. Note, orders are also saved automatically.

4. Click on Review Order to proceed to checkout.
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Order Guide 

You can also edit your order guide, including:

● Adding or hiding items.

● Changing the display order of items.

● Editing section and item names.



Catalog

Access the online catalog, by clicking on: 

1. Category tiles on the homepage or inputting search text

2. Browse Catalog in the order guide
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Catalog
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1. Filter items or select a category on the left navigation bar.

2. Search for different items.

3. Add or remove items from your order guide by clicking on the heart icon.
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Catalog - Item Details Page
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1. Add item to Order Guide.

2. Download Spec Sheet with more product information.

3. Add item to order.
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Order Drafts

You can access your saved orders by clicking on Drafts on the navigation bar. Click on the order to continue.  



Review & Place Order
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Click on Review Order in your Order Guide or Catalog

1. Select your Delivery Date.

2. Click on Edit Order to add more products.

3. Adjust item quantities by clicking on the + or – symbol.

4. Click on Submit Order to place the order
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2. More Features
● Order History
● Chat
● Team Members
● Settings



Order History

You can access your previous orders by clicking on History in the navigation bar. 



Order History

Click on a previous order to see the list of items you ordered.

1. Click on Check-in Order to mark the order as received and to request a credit.

2. Click Timeline to see when the order was submitted and confirmed.
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Chat

You can also chat directly with your sales rep from the app. 

1. Type your message.

2. Call your sales rep.
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Team Members

1. In the Users tab, click on Add User.

2. Add the contact information and click on Add User.
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User Roles
● Admin: access to everything.
● Manager: access to everything except settings.
● Employee: can place orders.
● Bookkeeper: can access ordering and paying*

* Online payments are currently not available through this ordering app



Settings - Profile

1. Edit your account information.

2. Adjust your notification preferences.
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Settings - Company

1. Edit your restaurant information.

2. Add additional CC emails if you want others to receive order notifications.
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Support
If you have any questions or need additional help, please contact 
your sales rep or reach out to itdept@dicarlofood.com for technical 
questions.


