
 

 

 

 

 

 

 

 

Step 1.2 – Setting up Vendor Preferences 

Getting Started with OrderDog > Step 1 – Vendor Preferences  



1. Starting on the OrderDog portal, navigate up to the “Inventory” drop-down menu. 

Then, click on “Vendors/Buying Preferences”. 

 

2. You’ll be able to see and filter through all your added vendors on this page, which we 

added from the previous tutorial.  

 

  



3. To set up your preferences with vendors, click on “Buying Preferences”. 

 

 

 

 

 

 

 

 

4. This list will include all the vendors that you decide to add.  

 

You will want to place the vendor that you want ordered from first over other vendors toward 

the top of the list. We’ll show you how to reorder your vendors based on preference now. 

  



 

5. Highlight vendor names and use the buttons on the right to order them. 

 

 

 

 

 

 

 

 

 

 

 

a. The “Move First” button will move the highlighted vendor to the top of the 

list. 

b. The “Move Up” button will only move the highlighted vendor up one slot at a 

time. 

c. The “Move Down” button will only move the highlighted vendor down one 

slot at a time. 

d. The “Move Last” button will move the highlighted vendor to the bottom of 

the list. 

6. Once you have your vendor preferences list in the correct order, click “Save 

Changes”. Close out of the screen when you are finished. 

 

 

 

 

 

 

 

 

 

YOU’RE DONE! 



 

 

 

If you have any questions or concerns regarding this tutorial, 

or any other inquiries, please feel free to contact us at: 

 

Email: support@orderdog.com 

Call: 1-866-673-3736 

Our hours: 8 AM – 6 PM CST 

Monday – Friday 

After Hours Support Available 

 

Visit our website for more tutorials and resources: 

https://orderdog-inc.kayako.com/ 
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