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[bookmark: OLE_LINK1][bookmark: OLE_LINK2][bookmark: OLE_LINK3]USER INFORMATION FOR:     TAG ORDERING PORTAL
SITE: KinaneCo Mondelez Order Portal

Thank you for ordering with us!

Login is required. At this time

Header on all pages:
	HOME/ORDER
· Brings you back to the Home page which lists all Managers. This is where you can begin ordering
VIEW ALL ACCOUNTS
· [bookmark: OLE_LINK4][bookmark: OLE_LINK5]View All – View all DSS (Shows Territory ID and allows for View, Edit or Delete
· View by DM
· Create New – Allows to create a new accounts
· When creating a new sales rep, make sure that you list their associated District manager’s name in the “lastname, firstname” format.
· Edit and Delete keeps you on the same page – from there choose “Edit” or “Delete”
CODES
· View by Distributor – Displays the page listing all distributors. 
· Select – Displays page with all products available and associated codes.
· Edit tab – allows user to add/update the Code (or Price for the retail listing for a distributor). The word “updated” will then appear next to the code. This is an indicator that the code has been altered and KinaneCo will make/edit templates to reflect this update. When the word “updated” disappears, this indicates that the product code has been add/updated on it’s associated label sheet.
TEMPLATES (label sheet)
· View products for each template
· This displays the available label sheet (often as bundles). When selecting a template, an image will display with the individual products list on that template.
· View by Templates
· This will display all the templates available. This is only a method to see what will be listed on that distributor’s label sheet. This is helpful when know if a distributor will be listing a certain product since not all distributors carry  all products.
· IMPORTANT: this area is for DISPLAY only. It takes time to create / update all label sheets. Therefore, if one comes up as an error, this only means that the “viewable” pdf has not been generated. Anyone can order any template at any time and be sure to receive the most current data with their order
FAQ
· This page is to answer your questions – or to submit a question! 
· Side panel tells you a bit about FLP – the providers of this online ordering site
· Where you can download this form
CONTACT
· Our production contact information and location.
· Contact form for questions or other customer service requests
· Where you can download this form

 YOUR CART
· From thT home page, you can view your full cart of products. We will download orders on weekly. Therefore if your cart is empty, this indicates that we have started to process your order. Only orders that have not been pulled appear in your cart.
· When placing an order, the last step will show that specific order in your cart. To view entire cart, you will need to start from the home page.
· Once we pull your order, you will receive an email outlining the status of our order, what was ordered and for whom. A second email will be sent to you when the order has shipped to your reps.
LOGOUT
· Top right under header tags
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Experts, all things print!




