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How to Guide
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Online Order Form
Table View Options
When viewing the online order form there are several options under Table Options, this allows you to change the information shown and add 
additional functions to the order form.

•	 Display Images – toggles images on and off.
•	 Display Pricing – toggles pricing on and off.
•	 Min Stock / Max Stock – turns on the  Min/Max function
•	 Favourites Only – This option displays only products purchased in the last 6 months.

Any combination of these options can be selected. 
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Online Order Form

When Selected the Min Stock / Max 
Stock feature allows you to count what 
stock you have on hand and have the 
form calculate how much stock you 
need to purchase to get back to your 
max stock level.

When the Min Stock / Max Stock option 
is selected, three additional columns 
will appear in the table: Min Stock, Max 
Stock, and Your Stock.

Enter the quantity of stock you 
currently have on your shelf into the 
‘Your Stock’ field. 

When the amount you’ve entered in 
the ‘Your Stock’ field is lower than your 
Min Stock value, the ‘Qty to Cart’ field 
will automatically populate with the 
stock quantity required to reach your 
Max Stock level. If ‘Your Stock’ is above 
your Min Stock, then the Qty to Cart 
will remain zero.

To edit your Min Stock and Max Stock 
Values, click the Edit Min/Max button. 
For each product enter what you 
would like these values to be then click 
the Save button.

Min/Max Stock Function
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Custom Sort

Changing to the My Custom Sort option gives you the ability to set 
the order of products into whatever sequence you would like. 

To change the order of the products click on the  	    button and 
drag the line up or down. 

If you leave the order form page, when you come back and chose the 
Custom Sort option, the list will be how you left it. Any new products 
added to order form will default to the bottom of the list

Sort Options
The Sort By drop down box allows you to sort the order from in several different 
orders.
•	 Product Name A-Z
•	 Product Code A-Z
•	 Product Category A-Z
•	 Monthly Average High-Low
•	 My Custom Sort

Online Order Form

Product Category Sort

This option will sort the product by their categories.
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Quick Fill
The Quick Fill button allows you to quickly add your average monthly purchase quantities to the cart in just a few clicks.
After running the Quick Fill the Qty to Cart field is automatically populated with what the calculation predicts you should purchase. You can change 
the quantities if they need to be refined before adding the items to the cart.
Quick Fill will also consider what you have already purchased this month, so you don’t over buy if you have already purchased a product this month.
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