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Dennis Paper & Food Service is excited to bring you the latest version of our 

online ordering system, 
 

Dennis Express 
 

This user manual will explain how to navigate our online ordering system.  Please read 
through the manual as you are learning the different features of the system.  This manual 
is a great tool for answering the typical questions associated with the ordering system. 
 
Dennis Express requires Internet Explorer 5.5, Firefox 3.5 or later.  To determine your 
Internet Explorer version, open Internet Explorer or Firefox, go to Help and choose 
About.  If you are not running version 5.5 or later, newer versions are available for free 
download from Microsoft. 
 
A minimum screen resolution of 1024x768 is also a requirement.  To change your screen 
resolution in Windows, go to Start, then Control Panel and choose Display.  Under the 
Settings tab, you can change your resolution. 
 
Additionally, please make sure that any pop-up blockers are disabled or set to allow pop-
ups from the Dennis Express website. 
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Dennis Express Login Page 
 

 
 
To access Dennis Express, go to www.DennisExpress.com and click on Order Online. 
 
Once you have accessed Dennis Express, you will need to enter your User ID and 
Password.  They are assigned to you by the Dennis Systems Administrator.  This 
information should be kept confidential and private.   
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Dennis Express Main Menu 

 

 
 
This is the Dennis Express Main Menu.  All of the services available to you are selected 
here.   
 
To place an order, select a customer from the drop down box and click the number 1 next 
to Order Entry.  If you do not have multiple accounts, you will only see one customer 
account in the drop down box.   
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Order Type Selection Screen 
 
 

 
 

To create a new order, select New Order and click Continue.  Editing existing orders will 
be covered later in the handbook.   
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Delivery Date Selection and PO Number Entry 
 

 
 

The information displayed in the order header information page will confirm when and 
where the order should be shipped.  Bill to and Ship to addresses as well as tax 
information and payment terms are displayed here.  
 
To proceed, click Submit. 
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Order Guide Selection 
 

 
 

At the order guide selection screen, you can either select a historical order guide or begin 
looking up items from the master catalog immediately.  The historical order guides are all 
sorted in a different way.  One of the easiest guides for a new user to navigate is the 
Description Sequence that alphabetizes items by their description. 
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Order Entry  
 

 
 
At the order entry screen, enter the quantities you need for each item.  Click on the item 
number for more detailed information.  To look up an item in the master product catalog, 
enter the number or some keywords in the lookup box and click Search.  When you are 
ready to submit your order, click Done to view the order summary screen. 
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Order Summary 
 

 
 

The order summary screen has two panes.  The top pane displays your PO number, order 
number, order status, your order total and your ship date. 
 
The lower pane displays each item you’ve ordered and the quantities.  You can select an 
item and edit the quantity by clicking the radio button next to it and then clicking Edit 
Item at the bottom.   
 
Once you are ready to submit your order, click Done. 
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Order Completed 
 

 
 
Once the order has been submitted, you will see a notification with an order number at 
the top of the screen.  Click Done to return to the main menu. 
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Display A/R Information  
 

 
 

To view your Accounts Receivable information from the main menu, select an account 
from the dropdown box and click the number 3.  This will open up a screen displaying 
your credit terms, your last payment date and your invoice and payment history.  To view 
the details of an invoice, just click on the invoice number. 
 
This information is real-time, so as soon as a payment is received by Dennis Paper & 
Food Service, it will appear here. 
 
Click Done at the bottom to return to the main menu screen. 
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Review Past Invoices 
 
 

 
 
To review past invoices from the main menu, select an account from the drop down box 
and select number 2 in the main menu.  This will open the invoice history selection 
screen.  Select the date range you wish to review and click Submit. 
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Past Invoices 
 
 

 
 
The invoice history screen displays all of your invoices for the date range you selected.  
Click the radio button next to the invoice you want to review and click Review Invoice.  
When you are finished, click Done to return to the main menu. 
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Modify an Existing Order  
 

 
 
To modify an existing order from the main menu, select an account from the drop down 
box and then click number 1.  Instead of selecting New Order as you did before, select 
Existing Order and click Continue. 
 
You can modify any order you have submitted as long as it is still open.  The order 
becomes closed at 4:45pm the afternoon before it is to be delivered and can no longer be 
modified.   
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Select an Order 
 
 

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

 
 
Selecting an order for review will bring you to the summary screen for that order.  From 
this screen you can add or delete items, change quantities or delete orders.  
 
Once you have completed your changes click Done. 
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Order List  
 
 

 
 
When you are done reviewing and editing orders, click Done 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 you for implementing our Dennis 
Express online ordering system.  It is our hope that this system will provide you with an 
easy, reliable and, most of all, convenient way for you to place your orders. 
 
As always, we are available for any questions or feedback you may have.  You can 
contact your sales representative or the customer service department at 800-439-2727 
from 8:00 am to 5:00 pm, Monday through Friday. 


