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Please note: It is important to set up unmanaged vendors and items in the way we have outlined
below to ensure that things like reports and orders function properly.

Adding a New Unmanaged Vendor

1. On the OrderDog Portal, head to the Inventory > Vendors/Buying Preferences.
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Home Inventory Purchasing Sales | Taxes | Shopping Reports Account Settings | Contact/Support

Vendors/Buying Preferences

Inventory ltems

Print Shelf Tags

Print ltem Tags

Inventory Items (Legacy)

2. Click the “Add New Vendor” button.

Vendors

Vendor ID |

Vendor Mame |

Add New Vendor 58| | | Delete Vendors % | | | Buying Preferences.. & |

3. Inthe “Add Vendor” screen, click the “Add Un-Managed Vendor” button.

=) Add Vendor £ % = o @]
|
Add Vendor - Select Type [&] print This Page
|
Add Vendor
Managed Vendors Un-Managed Vendors
These are Vendors that ORDERDOG WILL MANAGE for you. OrderDog  These are Vendors that v OU WILL MANAGE. You are responsible to |
will update your system with any item changes, address changes, etc. update your system with any item changes, address changes, efc.

All Good Provisions

All Natural Distributors

ALPSNACK .
AMALGAMATED SOPE COMPANY

AMELIARCSE BOTANICALS

Apothecanna

APPLEBIOTIC

ARGANOMICS LLC

Arizona Matural Products

AROMA NATURALS |
ATLAS WORLD USA, INC
AYUSH HERBS INC
BALM OF GILEAD

Add Un-Managed Vendor

BASELINE NUTRITIONALS, INC. v
Add Selected Vendors
Hint: You can select more than one vendor at a fime by holding down the
Control Key.
Cancel
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4. This will open the “Vendor — Edit” screen where you will be required to fill out at least
the highlighted field in the picture below.
a. (Leave blank and system will auto-assign) —You should leave this field blank so
you don’t enter an ID that is already being used by one of your other vendors.
b. Copy Address to Shipping >> - If the shipping and mailing address are the same,
simply click this button to transfer all the fields over to the shipping fields.

=) Vendor - Edit = % = o @
Vendor - Edit [& print This Page [

| General || Account Info || Delivery Settings |

Vendor ID- | . | _ Status: [ Approved v
{Leave blank and system will auto-assign_) a
MName: | Example Un-Managed Vendor | -
Alt Vendor | |
1D:
Mailing Address Shipping Address
MName: | John Doe | Mame: | John Doe |

Address 1: [ 1234 Street Name

Address 1: | 1234 Street Name |

Address 2: | | Address 2 | |
City: [ city Name | City: [ city Mame |
State: [ Alabama | Zip: State: [ a1abama | Zip:
Country: Gountry:

[ Copy Address to Shipping == |
Phone: [123-456-7880 | Vendor Type: | STANDARD v
Toll Free: | | Motes:
Fau: | |
Email: | johndoe@example.com | b e
Website: | example.com | ’

4

Make sure to press “Save Changes” when you’re done.

| VI ULRUE L L LS T e
Phone: [ 123-456-7880 |

Toll Free: | |

Fax: | |

Email: | johndoe@example.com |

Website: |Ea<amp|e.com |example.oom

[ Save Cha ancel |
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Adding Order Requirements
1. Click on the “Account Info” tab. This is where we will put in the “Min Order” and “Free
Shipping” for this vendor, as well as an “Account Number” while we're at it.

3 Vendor - Edit = % =0 8

Vendor - Edit [&] print This Page

| General | | Account Infd Delivery Settings

Vendor ID: 1652
Mame: Example Un-Managed Vendor

Account Information

Payment Terms:
Esfimated Discount ICI

Credit Limit:

Min Order: 0.0000
Free Shipping: 0.0000
Account Number(s)

2. Once you have entered the minimum order requirement and the free shipping
requirement, future purchase orders under these vendors will give you alerts if you do
not meet these requirements.

a. If you do not meet the minimum order requirement, the “Send Order” button
will be missing, and you will not be allowed to send the order at all. Additionally,
a notice will appear letting you know you do not meet the minimum
requirement. You will have to add more items until you meet the requirement to
send your purchase order to the vendor.

b. If you do not meet the free shipping requirement, you will see a notice pop up
saying you do not meet the free shipping requirement. You will have to add
enough items that meet the monetary requirements to qualify for free shipping
before sending out your order. You will still be able to send an order that does
not meet the free shipping requirement.

3. You can assign a description to each account number you input as an easy way to sort
them. Fill in the corresponding fields, and then press “Add”. When you’re done adding
account numbers, press “Save Changes”.

el UL L. RURTLTLIVLY
Min Order: 0.0000
Free Shipping: 0.0000
Account Number(s)
Account Number Description
il EX1234 Main
Add] | |

Cacel

12/13/2023



Adding Delivery Settings
1. Lastly, click on the “Delivery Settings” tab.

Vendor - Edit

General Account Info Delivery Settings

Vendor ID: 1652
Name: Example Un-Managed Vendor

A mmnmnmt InfAarmatiam

2. Check the box next to the “FAX” field. Then enter in the vendor’s fax number if they have
one.

Purchase Order Delivery Methods:

URL:
User:

Key:

Division:

FAX Vendor FAX Number:

[ Save Changes | [ Cancel |

3. If the vendor does not have a fax number, we suggest checking the box anyway as you
will not be able to save, send, and receive orders with our mobile scanner for
unmanaged vendors in OrderDog without checking it. You do not have to fill out the
“Vendor FAX Number” field.

4. Press “Save Changes” to complete the initial set up of an unmanaged vendor.

Save Changes [REeEN=]

YOU’RE DONE!
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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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