How to log in:

1. Go to https://myorders.syracusebanana.com

<« C @m Myordars Syracusebanana.com
Login
Eman

Password

2. If you have forgotten your password, use the “Forgot your password?” link on the login page:

<« CcC @ miyorders.syracusebanana, com
Login
Eman
Passworg

e Enter your email address and click the “Submit” button, and we will send you a link that you can use to
re-set your password:

Forgot your password?

Enter your email, and we will send you a link that you can use to re-set your password.



https://myorders.syracusebanana.com/

How to place a new order:

1.

3.

4.

Click the “Place New Order” button

Recent Orders

Invoice &

Customer ID Invoice # |5 Date Status Last Updated

TEST nn 1722016 Complets 10192016 7 59 44 AM m

1V32016  Complate 100672016 3:20:27 PM

\
m
i

4

Your account may be linked to multiple Customers if, for instance, you enter the Orders for more than one store
or location. You can select from among those Customers in the Customer Code dropdown box:

Syracuse Banana
W

New Order

Customer Code Qrder Date FO#

ER v 10/10V2016 &

If the Order Date is not the date that you would like your Order to be delivered, you change it here:

Syracuse Banana

New Order

Customer Code PO#

TEST - TEST CUSTOMER v

If you need to associate a Purchase Order number with your Order, enter it in the PO # field:

Syracuse Banana

New Order

Customer Code Order Date PO W

TEST - TEST CUSTOMER * 1074




5. Click Next to continue:

Syracuse Banana

New Order

Customer Code Order Date PO#®

EST TOMER v 1V 3012016 b |

6. For each Item you would like to be delivered do the following:

e Select the “Pricing & Pack/Size” of the item:

Order Details

tais Oraet Guide

Price Sheet 4 @ Return 1o Orders List X Delele

Search For Sl i m

W Upaate Order & Check Out

Show:  Ar v enlres Srowing 110 109 of 108 entres 4 "
v
A a Selected
Lo} | Proguct Type | Pricing & Paci/Size Quantity item
ALFALS ALFALFA SPROUT Vegelaliles v
ANISEE ANISE Jetatie 4
ARLIGUL ARUGULA Vegelaties v
ASPARL ASPARAGLE 00 es 2

BEANSE BEAN SPROUTS

BNSGRN BEANS-{SNIPPED

BOKCHY BOK CHOY

RO ] ADCYrT Al IEMNDAMA Lot 2o



Enter the “Quantity” of the item. Note that “Selected Item” is checked for you:

Order Details

Catalls Craer Guige

Price Sheet LETIRE S O Undo Changes || @Retumto Ordersint | X

Search For Vegetabiles .

W Updale ©

er & Check Out

Show Al v entnes Showing 1 to 105 of 109 enlres

Ne
v

. 4 Selected
0 | Product Type | Pricing & Pack/Size Quantity ftam
ALFALD ALFALFA SPR0UT Vegetabies o .
ANISEE WHSE VeQelssies X .
ARG ARUGLLA VeQelahies § .
ASPARL ASPARAGUS VeQetabes . .
BEANSP BEAN SPROUTS Vegetabies HALF 2 LBS 35 4 X C/\

Repeat step 2 for each ltem you want delivered.

At any point, you can Save your Order by clicking the Save Changes button:

Order Details

Detats Order Guida

Price Shaet ,, 00 Changes D Retum %0 Oroers List % Detpts

W Updale Order & Check Out

Shon A v oenire Showing ! o 103 of 105 eniries " .
v

4 4 Selected
0 | Froduct Type | Pricing & PackiSize Quantity fem




If you have any notes, include them in the “additional items or notes” field located at the bottom of the list:

WCRESS VATER CRESS Vegetables ®
YAMSAA YAMS vegatables °
Show Al v enines Showing 1 0 109 of 109 entnos

Enter any additional items or notes here

1000 characters remaning

% Update Order & Check Out

Once all items (and any notes) have been added to the order, click “Update Order & Check Out” button located
at the top and bottom of the item list.

Order Details

Details Order Guice

Price Sheet nmw < Unsa Changes @ Returm o Orders List X Dl ihe

saarch For o :

Showmng 110 108 of 105 entnes

1 Nex
v

b 4 Selected
D 1 Proauct Type | Pricing & Pack/Size Quantity Item
ALFALY ALFALFA SPROUT vegstabies £ .
ANISEE ANISE vegetabias OsE 1 v '
ARUGUL ARGULA Vegetables X .
ASPARL) ASPARAGUS Vegetabing .
g AS ' '
BEANSP BEAN SPROUTS vegetabiss \ 4 X
BNSGRN BEANS (SN\PPED) vegelabies * -
BOKCHY BOK CHOY vegetabies e 4 ~ J




9. You will be re-directed to the “Order Confirmation” page where you can review all the items that you have
selected to be delivered, as well as get a total for the order.

Order Confirm

© Asa More lems @ Cance ' Check Out
Proguct Price  Unit Quantuity Total
ANESE 1 CT $250 LOOSE : 6 @ Upaate Oty m
ASPARAGUS 11 LBS S28.75 CASE P @ Upaate Ot $57 80 R
Total $140.10

Enter any additional items or notes here:

1000 characiers remanng

© Az More Nems Q@ car X v Check Out

10. If you want to add more items to the order, click the “Add More Items” button to be re-directed back to the
“Order Guide” page.

Order Confirm

Proguct Frnce Uni Quantity Total
ANISE 1.CT $250 LOOSE \ 00 O Upase Oty §7 &€
PARAGU 1 3 Q Update Oty &5
BEAN SPROUTS 2 LBS 8543 MALF ) <5
BEAN SPROUTS 2LBS $5.43 {AL 12 00 O Undate Oty 5

11. If you want to cancel Check Out, but still Complete the order later, click the “Cancel Order” button.

Please note: This will re-direct you back to the “Recent Orders” page, and the order will have a status of
“Incomplete”. Syracuse Banana will not process the order, leaving you the opportunity to go back into the order



at any time.

Order Confirm

°A1.] o e

Product Pnce  Unit Quantity

ANISE1CT $250 LODSE a O unaate Qb

ASFARAGUS 11 LBS §20 75 CASE 00 @ Undate O
pdate Qly

BEAN SPROUTS 2L8S $543 HALF PR O Unaats Ot

« Check Out

$65.10

i |

12. If you want to change the “Quantity” of an item, click the “Update Quantity” button for that item:

Order Confirm

© 404 more nems @ Cance)

Proguct Fnce Unn Quantity

ANISE 1 CT OSE
ANISE 1 CT $250 LOOSE ' 00 Q Upase Qty

ASPARAGUS 11 LBS $2875 CASE .

BEAN SPROUTS 2 LBS $543 MALF

Then enter the new Quantity and click the Save button:

AN . 3400 (S8

BEAN SPROUTS 2 LSS $543 HALF

(please note that if change the Quantity to zero, the item will be removed)

12.00 @ Updae Oty

¢ ] Jpdate Oty

ASPARAGUS 11 LBS €2875 CASE ® 8|u 3 Cancol

19 N0 B | Inrate

« Check Out

Total

§7 50

e m

865 10 F
FAE LIS

”
56! Ea——]

13. If you wish to remove an item, click the “Remove” button for that item. You will be prompted to confirm the

removal: click the OK button in the prompt to remove the item.

Order Confirm

°»’uJLI MOre {lems @ ince

Product Price Unn Quantity
ANISE 1 CY 5230 COOSE ' 00 O Upaate Oy
AQCRAQAGIIN 111 AR CATA ASE -~

« Check Out

Total

AR 05 [xgeman



14. Once you have reviewed your order, and made all changes or corrections, click either of the “Check out” buttons

to submit your order for processing.

Order Confirm

© A More izems

Product Price
ASSARAGUS 11 L8S $28 78
BEAN SPROUTS 2 LB a4

BOX CHOY 1 CT $250

Enter any additional tems or notes hare:

1000 chawraciens remaining

@ Cancal Orger
Unit Quantty
CASE ' OO
HALF 1200
LOOSE £00
Total

© 20d Mora tems || @ Cancel Org

O Ipdate Coy

@ uUpaase Qty

O Update Qry

< v Check Out I )

Total
$v0.00 & Ramove
$161.35

 Check Out

15. You will then be re-directed back to the “Recent Orders” page, where you can see that the new order has been

Submitted.

Recent Orders

= = Claar
Invoice #
© Fiace Now Ordar
Show 1 * ontries
Customer 1D Involce # |5 Date Status Last Updated
C m TEST 172 1002016 Submitted 10/92016 T 45:33 AM m_)
m TEST 171 10/7/2016  Complete 1092016 7 59:44 AM m
m TEST 170 12016 Complets 106/2016 12027 PM m
m £57 161 1012016 Complete 10/472016 1040 15 AM m

Showing 1 1o £ of 4 eptnes



How to edit an order:

**Please note, once an order has changed to In Process by Syracuse Banana, it can no longer be edited on the
website. Contact Syracuse Banana for further assistance at: 1-888-54Banana**

1. Click the “Change” button for the order that you wish to modify

Recent Orders

From Searct
= -
E m Clear
Invoice #
© Pace New Order
N0 ( » enires
Customer ID Invoice # |& Date Status Last Updateg
=
m TEST 172 101072016 Sutimitted 100922016 9 46 23 AM m
TEST " 10/7/2016  Complete 10/9/2016 7:59. 44 AM m
m TES "o 1032016 Complete 10672016 32027 PM m
m TEST 1161 1012016 Complets 10/4/2015 1040 33 AM m

Showing 1 10 4 of 4 entnes

2. A message box will alert you that editing a Submitted order will change its status. Click OK to continue to the

Order Guide.

3. If You wish to add another Item to the order:

e Select the “Pricing & Pack/Size” of the item

Order Details

ety Order Guide

Price Sheet

@ Return %0 Orgers List X Depete

— S -
W Update Order & Check Oul
Show v enines 03 entries Teviou 1 Nex
v
. Selected
D | Product Type | Pricing & Fack/Size Quantity Item
ALFALS ALFALFA SPROU Viegetables >
ANISEE ANISE vegetaties CASE 1 J# (37 89)
QOSE 1 C1 {$3.70)
ARLUIGLIL ARLIGLEA Vegetaties



e Enter the “Quantity” of the item. Note that “Selected Item” is checked for you:

v
Selected

D | PFroduct Type | Pricing & Pack/Size Quantity Itam
R —— V)

LEALFA SPROUT Vegstatiles

e Repeat step 4 for each Item you want to add.

e At any point, you can Save your Order by clicking the Save Changes button:

Order Details

Detats Crder Guide

Search For Poaxats v m

W Updaie Order & Check Out

v Eniries Showing ! to 103 of 103 eniries Previous
v
Selected
10 L Product Type | Pricing & Packisize Quantity Hem

4. If you wish to remove an item from the order:



e Uncheck the “Selected Item” column

Syracuse Banana

Order Details

UElas Order Gulde

Price Sheet [ ETORETS  C inao Cranges @ Return o Ovoees List X Dakie e

W Updite Ower & Check Oul

Shom . pnes Showrna 1 to 106 of 109 entnes
v
. . Selected
o | Proguct Type | Prcing A& Pack/Size Quantity tem
ALFALS ALFALFA SPROUT 1 vepelabies = :
ANISEE ANISE Veoslables v .
ARLGLE ARUGILLA veoslabies D .
ASPARL ASPARAGLIS 11 Vegetabies ‘eh 1 '
BEANSS BEAN SOROUTS 2 veQetabies v s .
BNSGRN BEANS.(SNIPPED) VeQalabies A -

e Repeat step 5 for each item you want removed

5. If you wish to change the “Quantity” of an item, just type the new value in the “Quantity” field.
% Update Order & Check Oul

Shiw Al v enlries Shaeang 1 10 1049 of 109 enine e 1 N

- ® Selected
] | Product Type | Pricing & Pack/Size Quantity Itom
ALFALS ALFALFA SPROUT 1 \egelanies AASE 1 BT (62 7 X
ANISE ANISE Veoatables 9
ARUGUL ARLGULA Vepstabies .
ASPARL ASPARAGLIS 11 Vepetables =
BEANSS BEAN SPROLUTS \epgetaties




or bottom of the item list

Order Details

QOrder Guide

Ontasis

Price Sheet

Search For
s v pntnes Shawing 1 &
.

10 | Product
ALFALS ALFALFA SPROUT 1
ANISEE ANISE
ARUGUL ARUGULA
ASPARLI ASPARAL 1"
BEANSP BEAN SPROUT
BNSGAN BEANS.|SNIPPED
BOKCMY SOK CHOY 1

You will be re-directed to the “Order Confirmation” page where you can review all the items that you have

M save Changes

109 of 109 entnes

.

Type |

Vegetables R

vegetables

Vegetables

Vegetables

Vegetables

vegetables

Vegetables

selected to be delivered, as well as get a total for the order.

C undo Changes

Pricing & Pack/Size

6. Once all changes to the order have been made, click the “Update Order & Check Out” button located at the top

@ Return o Orders Lis

Quantity

Sefected

Once you have reviewed your order, and made all changes or corrections, click the “Check Out” button to

submit your order for processing.

Order Confirm

© Aod iore tems

Product Price
ALFALFA SPR0UT 1 CT 270
ASPARAGUS 11 LBS $24.7

BOKCHOY 1CT $2 00

finter any additional tems of NOtes hers

© Aca hore tems

unit Quantity

Total

@ Lpadate Oy

0 Update (8

O Upaate O

$10.00

s17.70

| « Check Out



9. You will then be re-directed back to the “Recent Orders” page, which shows you that the order has been
Submitted.

Recent Orders

o *

B R Char
Invoice #
© Prace New Orter
Show 11! * enires
Customer ID invoice ¥ |5 Date Status Last Upcated
[ m m TEST 1172 10102016  Submited 10v2:2018 12.12:20 PM
ES 7 Q72016 Compiete 10/V2016 7 59.44 AM

‘
=)
[
1
~
[x

n TEST 170 102016 Complete 10062016 32027 P
u YES? 1151 10172086 Compiete 1OVA2015 1040 15 AM

Showing 110 4 of 4 entres oY evOuUs

EEE@/




How to re-order a previous order:

1. On the “Recent Orders” page click the “View” hyperlink for the order that you wish to re-order.

Recen! Orders

Invoice #

Customer 1D Invoice # |& Date Status Last Updated

m m TEST 172 1VIOV2016  Subenitted 102016 121220 PM

m
>

wing 110 4 of 4 entnes

2. This will re-direct you to the “Order Details”, click the “Reorder” button

Order Details

@ Roturn % Orders L
Cust ID# TEST Created 10722016 3:18.56 PM™
Company TEST CUSTOMER Created By testuser@tesimat com
Orger D 1170 Updated 10/2/2015 3:15:38 PM
Orcer Date 10/52016 Updated By sales@syracusebanana com
o Froduct Quantity Unit Unit Price Total
12 PTS CHOCORATE 1 CT 100 DOSE S0 25
)TCH COTTAGE CHEESE 1/5¢ 1.00 LOOSE §5.59 £5.59
Total 8 a8

3. You will then be prompted to confirm the duplication of this order, click the “Ok” button to continue.

4. You will now re-directed to the Order Details of the new Order. A message saying “Order Copied to a new
Order” will appear at the top of the page to notify you of the success.

5. Add/Remove products in the Order, or simply proceed using the “Update Order & Check Out” button to Confirm
and Check Out the new Order as you normally would.



How to delete an order

**Please note, once an order has been changed to In Process or Complete by Syracuse Banana it can no longer
be deleted from the website. Contact Syracuse Banana for further assistance at: 1-888-54Banana**

1. On the “Recent Orders” page, click the “Change” or “View” button of the order you want to delete. If you
want to delete a Submitted order, click the “Change” button and click OK in the message box. If you want to
delete an Order that is Not Submitted, click the “View” button.

Recent Orders

invoice #

Show 1 ' onUNE

Customer ID Invoice ¢ | Date Status Last Updated

Y
m m L e PR i TR RIS m

m TEST 1nn 10V72016  Complete 10/V2016 7.59.44 AM

2. Click “Delete this Order” hyperlink at the top of the item list.

J Ordder status changed 0 "'Net

_Sutymled

Order Details

Detats Qrder Guide

Price Sheet -4 @ Resumn o Oroers List

Saarch For v a

pdate Orger & Cneck Out

v
% Sefected
[+] | Product Type i Pricing & Pack/Sae Guantity fem

DCHOCCO 137 PTS CHOCOLATE 1 Doiry ’ " .
OOSE 1 OT ($0.39) . 1.0 J

3. You will then be prompted to confirm you want to delete this order, click “OK” to continue.

4. You will be re-directed back to “Recent Orders” page, to show you that your order has been deleted.



