US Foods® Online

ADDITIONAL FUNCTIONALITY
US FOODS CREATE ORDER PAGE OVERVIEW
1. Displays the current list name. Change to
another list at any time.

4. Select the way you want your list sorted (list
options).

2. Lets you know your current order total.

5. Select the group within the list or select ALL.

3. To search for products on the current list, enter
the first word or two of the product description.
Note – This search DOES NOT correct spelling
errors.

6. View stats on the current order.
7. Icons will give information about the products.
8. Click here to see additional product details.
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ICONS USED THROUGH OUT THE SITE

ADDITIONAL PRODUCT DETAILS
1. To see additional details, click on the arrow to the left of the picture.
2. On the expanded view you can see:
A. All of the lists the product is on
B. Purchase history
C. Product attributes
D. USF storage state
3. To see the product detail page, click on the Product Detail link.
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The product detail page contains full product descriptions, ingredients, manufacturer information,
nutritionals, allergens and more.
From this page you can click on:
1. Share to email the page
2. Print to print the page
3. Add to order
4. Add to list
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PRODUCT STATUSES
While placing an order, you may see the following options or statuses
1. Ordering splits or eaches – When a product has an EA box, that means you
can order an individual unit.
2. Call to order – This is a special order product that cannot be ordered online.
Call your account manager to order these products.
3. Not Available to Order – You will only see this message if you create your own
shopping list and add products to it that are not on the Master (SL).
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QUICK ORDER ENTRY
Quick Order Entry allows the
user to enter the order by
selecting a line number from a
list or keying a product number.
Quick Order Entry can be
selected from the:
1. Create an Order pop up or
2. Review Order page
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QUICK ORDER ENTRY
1. From the Quick Order Entry page, select the desired list.
2. Enter the line number or…
3. …product number.
4. Press the Enter or Tab key.
5. The product description and price will automatically populate and the
cursor will advance to the “Quantity” field.
6. The order does not automatically. You must click on the Save button.
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EDIT A SUBMITTED ORDER
Orders can be edited as long the status is Submitted. Once the status
changes to Picking, the order is locked and can no longer be edited.
1. To edit the order, click on the order from the Home page.
2. The Submitted Order page will appear.
3. Click on the Edit button.
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1. The Review Order page will appear.
2. Make needed changes.
3. Click on Submit.
4. The order can be edited multiple times until the status changes to Picking.
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SHARE, DOWNLOAD, PRINT OR CANCEL ORDER
Orders can be:
1. Shared, downloaded, printed or
2. Canceled from
A. Create Order
B. Review Order
C. Order Confirmation
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PRODUCT COMPARE
When searching the product catalog for new purchases or when clearing
exceptions, users can access the product Compare function.
To do so:
1. Search for the desired products.
2. Click on the Compare box under the picture.
3. Up to four products can be selected.
4. After selecting the products, click on the Compare button at the top of the screen.
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PRODUCT COMPARE
The selected products will appear in a grid that allows the user to easily compare product
attributes. From this screen users can:
1. Add to order
2. Add to a selected shopping list
3. View more details including nutritionals
4. Share, download or print
5. Click on Create.
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NEED HELP?
Call the US Foods Website Technical Support at:
1-877-583-9659

