PAPER & FOOD SERVICE

Dennis Paper & Food Service is excited to bring mulatest version of our
online ordering system,

Dennis Express

This user manual will explain how to navigate outiree ordering system. Please read
through the manual as you are learning the diftefleatures of the system. This manual
is a great tool for answering the typical questiassociated with the ordering system.

Dennis Express requires Internet Explorer 5.5,f6x&.5 or later. To determine your
Internet Explorer version, open Internet ExplorerFirefox, go to Help and choose
About. If you are not running version 5.5 or lateewer versions are available for free
download from Microsoft.

A minimum screen resolution of 1024x768 is alse@uirement. To change your screen
resolution in Windows, go to Start, then Controh&aand choose Display. Under the
Settings tab, you can change your resolution.

Additionally, please make sure that any pop-up k#og are disabled or set to allow pop-
ups from the Dennis Express website.



Dennis Express Login Page

Diﬁn iS)
PAPER
& FOOD SERVICE

Q) Mhiee”  Online Order Entry

Login

Online Order Cut Off Time for Next Day Delivery is:
4:45 PM

[ Submit ] [ Reset ]

Powered by TargetNet 2.0

@ TARGET

DATA SYSTEMS,INC.
Pelivering the Perfect Order

To access Dennis Express, go to www.DennisExpr@ssand click on Order Online.

Once you have accessed Dennis Express, you willl meeenter your User ID and
Password. They are assigned to you by the Denystei®s Administrator. This
information should be kept confidential and private



Dennis Express Main Menu

Main Menu

[ Click Here to View Weekly Specials

Select a customer and feature.

LUCKY LOBSTER +

Place Orders Invoice Order History

Customer A/R Detail Customer Custom Order Guides
Customer Item Detail History [ 6 | Search foran Item

Newly added Items luckylobster's Preferences

[ 9 ] IFDA ltem DataBase Log Off to Home Page

Ewaail Administrator

This is the Dennis Express Main Menu. All of tle#vsces available to you are selected
here.

To place an order, select a customer from the down box and click the number 1 next
to Order Entry. If you do not have multiple acctryou will only see one customer
account in the drop down box.



Order Type Selection Screen

PAPER
APER & FOOD SERVICE

>

Order Entry > Add Items

LUCKY LOBSTER

Select the type of order to process & New Order © Existing Order

[ Continue ][ Cancel J

To create a new order, select New Order and climhkti@ue. Editing existing orders will
be covered later in the handbook.



Delivery Date Selection and PO Number Entry

Order Entry > Order Header

MNew Order

Enter arder header infarmation.

Customer
Mame
Address
Address
Attention
City

State

Zip
Telephone
Cust. PO

Terms
Ship Via

Tax Jur.
Ship Date

BILL TO
56789
LUCKY LOBSTER
101 MECAW ROAD
DO NOT SHIP ME
DO NOT SHIP ME
BANGOR
ME
04401
(207) 947-5555

MET 7 DAYS

WILL CALL ORDER
ME - 0.00%

Mar 12, 2010 (Fri)

Customer
Mame
Address
Address
Attention
City

State

Zip

SHIP TO

Tom's Desk
Upstairs

Hampden
ME

Shipping Instruction

[ Submit ” Reset ” Cancel ” Delete Order ]

The information displayed in the order header imfation page will confirm when and

where the order should be shipped.

information and payment terms are displayed here.

To proceed, click Submit.

Bill to andpStioi addresses as well as tax



Order Guide Selection

Dennis) b

PAPER
APER & FOOD SERVICE

Order Entry > Add Items

Order 195191-00.

To add items select an order guide | Description Sequence (History)  v|| Go

ar

Enter item code or keywords for item lookup.
i' |

[ Submit ][ Reset H Cancel ]

At the order guide selection screen, you can esb&act a historical order guide or begin
looking up items from the master catalog immedjatdlhe historical order guides are all
sorted in a different way. One of the easiest gglitbr a new user to navigate is the
Description Sequence that alphabetizes items hydkscription.



Order Entry

Order Entry > Add ltems

Order Guide for LUCKY LOBSTER
Order 195191-00. Enter quantity amount for item.

Select an item button for item detail information.

DESCRIPTION SORTHISTORY (56 items) Page 2 of 2
Brand Pack | Cat

Knorr 4/8LB 0517

=
3

Unit| Price |Allow |Avail
CS |66.3390| 0.00 0

Description

SOUP VEGETABLE BEEF “SPO

STRAWBERRIES FRESH Fresh g/1LB |0903 CS5 (31.0635| 0.00 3

TOMATO SAUCE Hunts 610 0327 CS (28.1232| 0.00 62

TOPPING WHIP NON DAIRY 9 Rich's 12/32 0Z|0225 CS |51.3420| 0.00 7

WHOOPIE PIE PUMPKIM WV SPO Apple Tree |12/5.50Z|0511 CS 14.0270( 0.00 0

e

zlzlilzllgllzlsls
SIEIESENEENE
(]| @2 C"!‘--.ILI:'3

WRAP EGG AND CHEESE BREAKFAST CS |76.4920( 0.00 2

SUBMIT to Save & Next Page Submit RESET to Clear Items from DONE to Save &

SunnyFresh |75/3.10Z|0507

Enter item code or keywaords for item lookup.

| | ’ Search ]

At the order entry screen, enter the quantitiesry@ed for each item. Click on the item
number for more detailed information. To look upi®m in the master product catalog,
enter the number or some keywords in the lookup dux click Search. When you are
ready to submit your order, click Done to view thhder summary screen.



Order Summary

Order Entry > Order Summary

195191-00 LUCKY LOBSTER
Cust PO | Status Ship Via Merch| Frt [Tax| Total |Lines|Order Date | Ship Date Oper
Open |WILL CALL ORDER|138.65|0.00/0.00|138.65 3 031110 | 031210 |Net:luckylobster

[ Edit Order Header ” Delete Order H Detail Order Information H Done ]

Select a line item to edit, delete or display detail information.

Line| ltem Description Brand| Pack |Qty Order|Qty Ship|Unit|Price |Tax|ALlow |Extend
(0 1|26137 |STRAVWBERRIES FRESH  |Fresh [8/1LB 1 11 C5 (31.06( no | 0.00 31.086
(0 2|63616 [TOMATO SAUCE Hunts (6/#10 2 2| C5 2612 no | 0.00 56.25
(0 3[139  [TOPPING WHIP MOM DAIRY |Rich's [12/32 07 1 11 C5 (5134 no | 0.00 5134
[ Edit ltem ” Delete ltem H Detail Information H Add ltem H Done ]

The order summary screen has two panes. The twdiaplays your PO number, order
number, order status, your order total and yoys date.

The lower pane displays each item you've orderetitha quantities. You can select an
item and edit the quantity by clicking the radiatban next to it and then clicking Edit
Item at the bottom.

Once you are ready to submit your order, click Done



Order Completed

Dennis)

¥ » H
PAPER & FOOD SERVICE

Order Entry > Order Placed Confirmation

Order: 195191-00 LUCKY LOBSTER

Your Order is now CONFIRMED

Click Done to return to the main menu

Once the order has been submitted, you will seetification with an order number at
the top of the screen. Click Done to return tortre@n menu.



Display A/R Information

Main Menu > Customer AR

LUCKY LOBSTER
Chain nia Telephone | (207) 947-5555 Added | 01/01/06
Terms | NET 7 DAYS Limit 0 | Last Payment | 12/01/08

Salesrep | John Harrison

Select an invoice button to display information.

# | Check#PO Invoice Invoice Date | Type Days | Discount | Amount | Balance
1 000062-00 | 08/12/08 Invoice g 0.00 26.22 0.00
2 | CHK #5555 | 000062-00 08/16/08 Fayment ] 0.00 26.22- 0.00
3 00011300 08/12/08 Invoice 9 0.00 26.22 0.00
4 | CHK #5555 | 000113-00 08/16/08 Fayment 9 0.00 26.22- 0.00
5 000116-00 08/12/08 Invoice g 0.00 | 22589 0.00
6 | CHK #5555 | 000116-00 08/16/08 Fayment ] 0.00 | 22589- 0.00
g 000148-00 08/12/08 Invoice 9 0.00 25.08 0.00
8 | CHK #6555 | 000148-00 08/16/08 Fayrment 9 0.00 26.08- 0.00

To view your Accounts Receivable information frohe tmain menu, select an account
from the dropdown box and click the number 3. Thik open up a screen displaying

your credit terms, your last payment date and yowice and payment history. To view

the details of an invoice, just click on the in@mumber.

This information is real-time, so as soon as a paynis received by Dennis Paper &
Food Service, it will appear here.

Click Done at the bottom to return to the main msoneen.
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Review Past Invoices

vennis)

"APER
PAPER & FOOD SERVICE

Main Menu > Customer ltem History

LUCKY LOBSTER

Select starting and ending ship dates for invoices.

Start Date | [Var ¥ [11 %] (2009 ¥]

End Date | | Mar v |11 % 2010 v |

[ Submit H Cancel ]

To review past invoices from the main menu, sed@chccount from the drop down box
and select number 2 in the main menu. This widlrothe invoice history selection
screen. Select the date range you wish to revichck Submit.
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Past Invoices

Re -T:;mehv o
ER & FOOD SERVICE el e

PAP

Order Any Time 24/7

5
Select an invoice and function for LUCKY LOBSTER

Invoice Customer PO | Status Ship Via Merch | Total |Lines |Order Date | Ship Date | Oper
QC 13478004 Updated c 52.36- |52 36- 2| 09110/0% | 09M10/09 |pbrassbr
O 13478000 Updated | TRUCK ORDER 52 36| 52 36 2| 09/10/09 | 0910409 |dmcnaugh
O taz4s804 Updated c 89.71-159.71- 2| 09/03/09 | 09/03/09 |pbrassbr
O 122458.00 Updated [WILL CALL ORDER| 59.71| 59.71 2| 09/03/09 | 09/03/09 |lap:S99%
O 13223700 Updated | TRUCK ORDER 0.00| 0.00 1| 09/03/09 | 09/04/09 |bpoitraw
O 12680108 Updated c 73.32-173.32- 1| 08M19/09 | 08/19/09 |tgagne
) qz8s01-00 |NOI-Deal_Fixed |Updated | TRUCK ORDER 7332|7332 1] 08/19/09 | 08/19/09 |jhellum

[ Review Invoice ” Done l

The invoice history screen displays all of yourdioes for the date range you selected.
Click the radio button next to the invoice you wamtreview and click Review Invoice.
When you are finished, click Done to return to ii&n menu.

12



Modify an Existing Order

Dennis

'APER
e &FGUD SERVICE

Order Entry > Add Items

LUCKY LOBSTER

Select the type of order to process © New Order @ Existing Order

[ Continue H Cancel ]

To modify an existing order from the main menugstbln account from the drop down
box and then click number 1. Instead of selechiegv Order as you did before, select
Existing Order and click Continue.

You can modify any order you have submitted as laagt is still open. The order
becomes closed at 4:45pm the afternoon beforetat e delivered and can no longer be
modified.
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Select an Order

o

PAPER & FOOD SERVICE i

Order Any Time 24/7/36
Order Entry > Customer Invoice List
Select an order and function for LUCKY LOBSTER.
Order Customer PO | Status Ship Via Merch | Total |Lines|Order Date | Ship Date Oper
O 19519100 Open |WILL CALL ORDER |138.65|138 65 3| 03/11/10 | 03/12/10 |Net-luckylobster
O 19518700 | Test Open |WILL CALL ORDER| 19.26| 2022 1| 03/11/10 | 03/19/10 |Net:luckylobster

[ Review Order ][ Delete Order ][ Create New Order ” Done ]

Select an order to review and then click RevieweaDat the bottom of the page.
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Review Order Summary

PAP

pennis

R
ER & FOOD SERVICE

Order Entry > Order Summary

F

195191-00

LUCKY LOBSTER

Cust PO

Status Ship Via Merch| Frt

Tax| Total |Lines|COrder Date

Ship Date

Oper

Open |WILL CALL ORDER|138.65)|0.00

0.00({138.65| 3

031110 | 0312110

Met:luckylobster

l Edit Order Header ” Delete Order J[ Detail Order Information H Done ]

Select a line item to edit, delete or display detail information.

Line| Item Description Brand| Pack |Qty Order|Qty Ship|Unit|Price|Tax|ALlow|Extend
(0 1|26137|STRAWBERRIES FRESH  |Fresh |8/1 LB 1 11 C5 (31.06| no | 0.00 | 31.06
(0 2|83616|TOMATO SAUCE Hunts |6/#10 2 2| CS|25812| no | 0.00 B6.25
(31139 |TOPPING WHIP NON DAIRY |Rich's |12/32 OZ 1 11 CS |51.34 | no | 0.00 51.34

’ Edit ltem ” Delete ltem H Detail Information ” Add ltemn ” Daone ]

Selecting an order for review will bring you to te@mmary screen for that order. From
this screen you can add or delete items, chang&itjga or delete orders.

Once you have completed your changes click Done.
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Order List

When you are done reviewing and editing orderskdlone at the bottom of the page to
return to the main menu.
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We at Dennis Paper & Food Service would to thank f@y implementing our Dennis
Express online ordering system. It is our hope tihia system will provide you with an
easy, reliable and, most of all, convenient wayyfmu to place your orders.

As always, we are available for any questions edli@ck you may have. You can

contact your sales representative or the custommetce department at 800-439-2727
from 8:00 am to 5:00 pm, Monday through Friday.
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