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Step 3.2 — Sending an Order using the OrderDog Portal

Getting Started with OrderDog > Step 3 — Ordering Basics



This tutorial picks up where the last tutorial (Step 3.1 — Creating an Order using the OrderDog
Mobile Scanner) left off.

1. Starting on the OrderDog Portal, hover over the “Purchasing” tab. Then select “Purchase
Orders” from the drop-down menu.
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2. This is the purchase order summary screen. It automatically defaults to “Open Orders”.
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There are 2 ways to send purchase orders to your vendors from this screen.

3. The first way:

a. Check the box on the left side of any order(s) you want to send.

b. Make sure that “Send” is selected from the dropdown box and click “Go”.
Confirm you want to send the orders and click “OK”.

c. The orders have been sent! Click “Continue” to return to the purchase order

summary screen.
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4. The second way:
a. Click the edit icon next to PO ID on the left side.
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b. This displays the purchase order details screen. You can see all relevant
information for the purchase order and edit details here.

=) Po 2599 - Natures Way Brands LLC =

= % - o a
Purchase Order - EDIT [& print This Page
‘:"‘t"" Wow Brands LLC Purchase Order -
atures Way Brands FOID 2599
Natures Way Brands LLC Phone: (800) 225-9245 Crder ID 11394262
825 Challenger Dr. Fax: (888) 570-6450 Date 1/3/2024 11:08 AM
Green Bay, WISS311-8328  Managed: Yes
|Bil To ‘ Ship To \
Account # AItPO# Terms Discount Send PO Via
- Net 30 - [ % EDI -

Description Price Disc Amt Total

O 1i0ss primadophilus Primadophilus Kids Probictic 60 033674110355 12 - 5 5 §1211 $0.00 $60.55
5

[ e973 Sambucus Sambucus Immune Syrup for Kids* 4 033674069738 12 0 5 $10.77 $0.00 $53.85

M4 |1|»|H Pagesize:| Al ¥ 2 items in 1 pages

Special Subtotal $114.40|
Discount /Credit 50.00)
Tax $0.00)
Shipping $0.00)
P Order TOTAL $114.40|
v
Addltem || Delete ¥ || Send Order # Compress || Save Changes | You Have Saved: $0.00 (0 %)
| POEdit aspx?BishowClose=falsefipoid=2599
c. You can see and edit the billing and shipping info by clicking the plus sign at the
end of the right side of the corresponding box.
Vendor
Natures Way Brands LLC
Natures Way Brands LLC Phone: (800) 225-9245
825 Challenger Dr. Fax: (888) 570-6460
Green Bay, W154311-8328 Managed: Yes
Bill To Ship To
ATTN: ISwre Buyers Name Here | ATTN: ISlure Buyers Name Here
Name: |OrderDog Demo Retailer #2 | Name: [OrderDog Demo Retailer #2 |
Addr1: [3020 Corporate Ct | Addr1: [3020 Corporate Ct |
Addr2: [Sufie 200 | Addr2: [Suite 200 |
Phone: Fax:




d. Edit any information you need to update, including item quantity, deleting
unwanted items, or other details that you want to correct. There is a “Special
Instructions” field if you would like to specify something to the vendor. Be sure to
click “Save Changes” when you have finished making changes.

Special Instructions:.
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e. Once you are satisfied with the details of this order, click “Send Order” at the
bottom to send the individual purchase order to your vendor. Confirm you want
to send the order and click “OK”.

Are You Sure You Want To SEND
The Following Orders?
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2806 Crder Sent



f. Click “Close” to exist out of the purchase order details screen. Your order has
now moved to the “Active Orders” tab on the left side of the screen.

Open Orders (12) Open Orders (11)

Active Orders (16) Active Orders (17)

- 2 Not Reviewed = 2 Not Reviewed

- 0 Not Shipped - 0 Not Shipped
- 14 Not Received - 14 Not Received
Closed Orders Closed Orders

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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