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Creating and Sending Order Using the OrderDog Portal 

User Guide > Ordering and Receiving   
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1. Starting on the OrderDog Portal, navigate to the Purchase Order page by hovering over 

“Purchasing”. Then, click “Purchase Orders” from the dropdown menu. 

 

2. Click “Add New”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Click the dropdown menu and find your Vendor. 

 

 

 

 

 

 

 

 

 



12/13/2023 
 

 

 

 

 

 

 

 

 

 

 

 

 

4. The next 3 fields are optional: 

a. Confirm ID 

b. Alt PO 

c. Notes 

 

5. Click “Create PO”. 
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6. This is the Purchase Order Edit screen. Here, we can add items, change item quantities, 

delete items, and send an order. 

 

7. To add items, click “Add Item” in the lower lefthand corner.  
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8. This is the Add Item screen. Here, you can search the Vendor’s items by item ID, UPC, 

description, or brand. Alternatively, you can press “Search” without any of the fields 

filled out to view the vendor’s entire catalog. 

 

9. When you have filled out one or more of the previous fields, press “Search” to see the 

results of your filters.  

 

 

 

 

 

 

 

If you want to search for a different set of filters, you can press the “Clear” button to 

clear all of the text boxes. To confirm, press “OK” on the popup at the top of the screen. 
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Otherwise, take a look at the results of your initial search. 

10. To add one of the items on the list, input the quantity desired, and then press “Add”. 

 

 

 

 

 

 

11. You can also add multiple items at the same time on the page you are on. Type in the 

quantity for each of the items you want to add, and then press the “Add All” button. This 

will add all items with a quantity filled out on the current page to your purchase order. 

To confirm, press “OK” on the pop up at the top of the screen. 

 

 

 

 

 

 

 

 

12. You can either search for more items to add, or press the “Back to PO” button to see 

your purchase order thus far. 
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13. Back on the Purchase Order Edit screen, you can review the order, make sure the desired 

items are on it, and change item quantities. 

 

14. If you accidentally added items and want to 

remove them from the Purchase Order, 

click the checkbox on the lefthand side of 

the item you wish to get rid of, then click 

“Delete”. Confirm by pressing “OK”. 
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15. If you want to change the quantity of any items, click on the box in the “Qty” column 

and type in the correct quantity. Make sure to click “Save Changes” after updating the 

item quantities. Click “OK”. 

 

 

 

 

 

 

 

 

 

16. When everything on the purchase order looks good, hit the “Send Order” button. This 

will send the order directly to your vendor for processing. 

 

 

 

 

 

 

 

 

NOTE: If have not met the minimum order amount per the vendor’s guidelines, you will 

not be able to send your order. You will have to add more items before you can send it.  

If you have not met the free shipping amount, you will still be able to send your order, 

but it will not qualify for free shipping. 

 

 

 

 

 

17. Click “OK” to confirm you want to send the order. 

 

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/ 

 

mailto:support@orderdog.com
https://orderdog-inc.kayako.com/

