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Multi- Food Ordering Timeline 
•Delivery Schedule is set at beginning of the year. 
 

•Sites can make delivery dates non-delivery dates (for example, 
 if it falls on a holiday or an inventory day). 
 

•Ordering for a set delivery date implies consent to receive an order.  
The National Warehouse is not required to call for an appointment. 
 

•Thirty (30) business days before a delivery date,  it will become  
available for you to order against. 
 

•Orders must be entered by the SDA or RA before the 7 business day  
preceding the delivery date.  Holidays and weekends don’t count.   

•For example,  the last date to enter an order for 3/12/2015 would be 3/3/2015. (You 
don’t count the date of delivery  or the weekends when counting the 7 days.) 

 
•There should only be 1 multi-food order number per site per delivery. Each material should 
only be listed on the order once. 



NW Delivery Calendar Report 



NW Delivery Calendar Report 

Click “Export”, then “Export to Excel”. 
This will allow you to download the data  
and either save or print it for future use. 



Non-Delivery Dates 

If you know your site will be 
closed on a date that was 
entered as a delivery date, 

you can make it a Non-
Delivery Date. This will help 

to prevent an order from 
being placed on that date. 

 
Make sure to “SAVE 
CHANGES” before 
navigating away. 



Multi-Food Ordering 

Navigate to Operations>Order Processing> Order Management> Domestic Order Entry. 
Wait for all 3 sections of the page to load. Click “Continue” to order for your site. 



Making Space on your Screen 

To have more room on your page, you can click the  
sideways triangle to collapse the left navigation window. 



Selecting a Ship To Destination 
Use the drop down box to select your ship to. 

Click “Update. 



Selecting the Program Catalog 

Select the program you wish to order 
 for, then click “Multi-Food”. 



Ordering from the Catalog 

Select the materials you want by adding a 
check mark to the box, and entering the 

number of cases you want.  



Adding Items to the Cart 

Click “Move to Cart”. You will 
notice the header above change 
to reflect what you have added. 



Your Cart 

Here you can increase your quantity, or change your selected 
delivery date. Once you are sure the order is what you want, 

you should click “Update” then “Order”. 



Order Confirmation 

Here is your order receipt.  
Click “Close” to end ordering. 



Reviewing Order 

Click Execute. 

To see orders entered 
for a time period… 

Or to review the 
order you just 

entered or that you 
know the order 

number for. 



Multi-Food Requisition Report 

You can download by clicking “Export” 
and “Export to Excel”. Then you can 

share the order with your warehouse or 
use it to track inventory. 



Modify a Multi-Food Order 

If you know you entered the 
order and when you can 

select “By Myself” and the 
closest creation date 

window. 

If your unsure of who ordered or 
when, you can run it wide open 

for your organization. 



Select the Order to Modify 

Select the appropriate order 
number from the search 

results. 



Modifying an Order 

Click “Change”. 



Modifying an Order (cont.) 

Now you can modify the delivery date, the quantity (as it is available), cancel a line 
item, or  click  “Add more to order”. 



Adding More Materials 

To add more to your order, you will have to navigate back into the 
catalog, select the items and quantities you want and move them to 

your cart. Be careful to not add a material that is already in your cart. 
Click “Move to cart”.  



Saving & Closing 
Remember to “Update”, “Save” and “Close” your order when finished.  

When prompted, click “OK” to 
close the document. 
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Direct Shipments 

Navigate to: 
Operations > Order Management> Domestic Order Entry> Continue 



Direct Shipments (cont.) 

Select the desired ship to from the “Deliver To” drop down list. 
 

Click “Update”.  



Enter Catalog 
Select “CSFP” > “ Direct Delivery” 

Pick the material group that you want to order from. 



Chose Delivery Dates 

Enter the desired number of cases for each delivery period.  
Click “Move to Cart”. 



Submitting Order 

Confirm delivery locations.  
Enter Reference or Description Notes, if desired. 



Confirming Order Submission 

Click “OK”. 



Confirmation Page 

Click “Close”. 
Repeat steps for other ship to locations. 



Consolidate Requisitions 

Navigate to: 
Operations > Order Management> Consolidate Requisitions 

 
Select material you desire to work on from the drop down list and click “Submit”. 



Consolidation Workbench 

Orders available to consolidate into Sales Orders. 

Update “Group No” (also called “Correlation #” or “Allocation #”)  
on partial quantities and the enter key.   

You will see the orders regroup and the  
“For FTL” column will 0 out. 



Submitting Requisitions 

Select the rows you wish to submit. Click “Update Req”. 



Submitting Requisitions (cont.) 

Click “Yes” to submit. 



Cleared Workbench 

You will see the requisitions disappear from the workbench  
as they are consolidated into sales orders. 



Order Status Report 

Navigate to: Reports> Order Processing> Order Status Report 
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