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HOW T0 ORDER...
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STEP ONE
Log in!
STEP TWO
A) Click on site name to make sure you are ordering for
the correct site.
B) Open the site selection box by clicking the down arrow
C) Pick your site from the list
D) Click ‘ok’ button
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STEP THREE STEP FOUR STEP FIVE
Fill your basket. Either Pick your delivery Hit place order and
search and select, use a date and enter make a brew!
saved order by searching your purchase order
previous orders, or select details. Enter customer
from your last 90 days reference. Hit continue
of purchases.
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Search product by searching product name
or product number.

View Order History and repeat the orders
by quickly adding to your basket.

Easily access your frequently ordered
products by adding them to your
Favourites. Just hover over a product
and click the heart icon.
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oHOPPING LIST

For repeat ordering, the Shopping List
feature offers complete efficiency.

Once in your basket, tick the products you
repeatedly buy and and click 'ADD TO LIST"

This could be a current list or new list, you
can name your lists to something relevant
or recognisable such as '‘Canteen Order..
You can change the quantity or remove
products from your list as needed.




PRODUGT INFORMRTION

To find out more information about a certain
product, click on the image of the product.

This will give you a product description and

also information such as product dimensions,

case quantity etc.

Order Datalls: PO1234356
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GHEGKING OUT

Once you've completed your order, head
to checkout and place your order.

Your order will be delivered on the next
scheduled date, unless requested otherwise.

You can alter the delivery information
and delivery date by using the
'Delivery Details' options.
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OrderTotal:  £175.26 Eelow them prevs subrtyourbasee il b s 10
Order Total including VAT. major52.nutmegs@icloud.com for approval
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MANAGING USER SPEND SUBMITTING ORDERS
This screen allows you to alter the User will raise the order and checkout as normal.
limits for your Authorised Users. If the order is above the user's spend limit, a‘Submit To
Please contact us to remove a Approver’ button will become available.
r from th m. o
user from the syste When submitting an order for approval you can leave the
If only removed from this PO Ref blank if needed. Any notes will be seen by the PO
summary screen the user can Approver once you press the ‘Submit’ button.

still access the site. Once submitted the PO Approver will receive

email notification.
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REVIEWING ORDERS

The PO Approver can see a counter on the PO Auth Tab showing how many orders require approval.
To review and approve an order simply click Review.

APPROVING ORDERS

If the order meets minimum order value this is highlighted in Green. Order details are listed, and
items and dates can be changed by the PO Approver.

The order will be presented in red if the approver makes changes resulting in the order falling
below minimum order value.

To finalise the order click Approve. An email will be sent to the user to confirm the approval.
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PO AUTHORISATION
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Are you sute you wish 1o refect this PO 7 Rejecting the PO will ramove the PO from the system
Please enter a valid season for rejection.
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REJECTING ORDERS
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. Rejected-Tha-Test1 092839197004
" Rejected-Tha-Test1_093306.397459

Reiacted-Tha-Tast] 094204263139

The PO Approver can see a counter on the PO Auth Tab showing how many orders require approval.

To reject an order simply click Reject.

Then confirm the rejection by clicking Reject PO and add a reason.

The rejected order will re-appear in the submitted user's shopping list under the account the
order was placed and an email will be sent to the user to note the rejection.
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