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This guide is intended for users of Vendor Direct to order products from US Foods. To properly access this
vendor portal and place your order, you must follow the directions below:

1. Loginto Procurement Partners.
2. Select Order -> Vendor Direct.
3. Select location (if applicable).

4. Click the US Foods logo.
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IMPORTANT NOTE: Some web browsers may block your Vendor Direct window from opening with
its built in pop-up blocker. You will generally receive a message stating that a pop-up was blocked.
To bypass this pop-up blocker, click the prompt and select the option “Always allow pop-ups from
procurementpartners.com” or “Trust procurementpartners.com”. This method will vary by browser.
If you need assistance, contact your local IT department or Procurement Partners support.

5. Use the US Foods portal to locate the
products to order by using their
Search function, or by browsing
through categories; add these
products to your order with the Add
to Order button.

Note: Procurement Partners will
remain open in another window/tab.
Do not close this secondary window;
you will need to access it once you
complete your US Foods order.
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The US Foods vendor portal will open in a new window or tab
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6. Once you have added all the necessary items to your order, click Review Order either after you've
added a product to your order, or by clicking the Current Order button in the upper right corner
of the US Foods website.

7. When you are ready to submit your order, click the Submit to Procurement Partners button.

m SEARCH CATALDG SCOOP CUSTOMER -NO DRDERS (31022056) PROCURMENT PARTNERS ~
FOGJS'. BROWSE PRODUCTS  OUR EXCLUSIVES MY BUSINESS FOR APRIL TRAINING ~ CURRENT ORDER: $197.83
Home » My Orders » Review Order & Learn moRE
ReVI eW Order [+ SHARE ¥ DOWNLOAD ymy PRINT
(3) Products Ready To Be Ordered = E =] Current Order
Total Gases 5
DRINK, SODA COLA CAN e e o
ShasTA Order Total $197.83
£ 2973811 $15.35/C5 | cg ) Delivery Date 10/08/2018
4siB0z PO # Add

Submit to Procurement P
DRINK, SODA GINGER ALE CAN artners

SHASTA
# 7273816 §1535/C5 | ¢g o Continue Shopping
188 0Z

Save Order Cancel Order

CORNED BEEF, BRISKET CHOICE : : : ¥ Quick Entry
. ANGUS COOKED REF UNCURED | | | Product#  GustProd #
METRO DELI ! ogiowmA | :
e | o7 : : ; or
scoop i i : Go To Quick Entry

The price(s) shown above are estimates only. Actual prices will be reflected on your invoice. Thank you for your order!

Praducts in Order (3)

8. At this point your order has been submitted to US Foods and you will be shown an Order
Confirmation page; to transfer your PO to the Procurement Partners system immediately, click
the Transfer to Procurement Partners button on the order confirmation screen.

NOTE: At this point in the process, your order has been completed and submitted to US
Foods. You are not required to go back to the Procurement Partners shopping cart as you do
with other Vendor Direct purchases; however, you may still wish to continue with the steps
below if you need to perform special actions with your order such as GL coding your items.
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Order Conflrmatlon [#* sHARE ¥ DOWNLOAD  wmk PRINT
Thank you. Your order has been submitted.
Submitted Order
Order # Expected Delivery PO # Total
6/24/2019 PO Pending $67.27 Est. Order Total $67.27
Ordered Reserved
Cases 3 3
Customer: Ship to: Eaches 0 0

Last updated by:
Procurment Partners

¥ \/iew Order Details

Special Instructions:

Edit Order | Cancel Order

‘ Transfer to Procurement
Partners

9. After clicking Transfer to Procurement Partners, you will see a blue screen like the one below:

To complete your order, close this window and navigate to the Transaction Orders to review:

Close Window

Click the Close Window button to navigate back to the Procurement Partners system

10.

If you wish to make modifications to your order items (adding items, modifying quantities, etc.),
repeat steps 1 through 4 to connect to the US Foods page again. From here, your pending order

should appear on the home page. Click on the order, then click Edit Order. This will reopen the
order and you can make changes so long as it hasn’t already begun processing and shipping.

Please note that at this time, if you make changes to an order after submitting that those changes

will not be reflected on the Procurement Partners internal PO, but will still be saved.
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11. If you wish to make changes to the GL coding of your order, you can now find it in the
Transactions -> Orders tab. To adjust GL codes, click the dropdown to the left of your order, then
choose the necessary GL codes from the dropdown selections available. To save your chosen GL

codes, click the | Update | button.

E Support 0 0 W US Foods - Bismarck  12/5/16 12:00 AM $4,372.05 Invoiced | 12/8/16 6:16 AM No
Add Note | Attach file | Status History | Split GL Editing | Print | Invoice
Order No: BHS121 Total Cost: $4,372.05
» Details
» GL Summary
» Transactions
4 Order Items
M) 4 ° 2 3 4 5 6 7 8 9 10 . (»)(m [10 ¥ |itemsperpage 1-100f117items (3
| Alerts | Actions ‘ Notes | Item Number | Item GL Code RO |]Qty Price/Unit = Total | Date ‘ Status
)
& 99 JUICE BASE LMNDE 82 12/7/16
» 2357150 50000-630-600 - Culinary - Food 1 ¥R s T iced
5.{: RSP DRN cA 6:15 AM
& 99 SUPPLEMENT ENS 25.12 12/7/16
» 2834638 50000-630-610 - Culinary - Food Supplements 3l = g $75.3600 B Invoiced
5.* CLR MXD B caA 6:15 AM
D
& 99 DETERGENT 10254 12/7/16
» 2840726 50000-630-000 - Culinary - Supplies 1 B / $102.5400 /i Invoiced
M DSHWR SOLID PO cA 6:15 AM
& 99 34.36 12/7/16
» 3001948 SOUP CELRY CRM | 50000-630-600 - Culinary - Food 1| 338/ g33600 5
_ed cA 5:15 AM
90
> {/ n 3005873 GRAIN BARI PEAR| L50680-530-G08-—Cu ot 52003/ son0300 . 22810 e

If you require any additional assistance, please contact the Procurement Partners support team at
helpdesk@procurementpartners.com



mailto:helpdesk@procurementpartners.com

