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1. Logging In 
Thank you for choosing EZ-ORDER!! When products are uploaded you will receive an 
email.  

Look for noreply@mysecureorder.cloud or make sure it is not in your spam folder.  This 
email contains a link to your online guide, your account code, and your password. The 
header of your email should look like the image below. 
 

 

 

 

In your email message, click on the link next to Login: 



Note that your username is your email and a password is preset. You can change your 
password if you like in your customer User Information. 

This will take you to a Customer Portal Login screen: 

 

 

 
After you click on [Login To Your Account] button, you are directed to the welcome page. 
Click on the Green [View Your Products] 

 



 

 

Here you will see your account info in the Header. If you choose to change your password, 
you would do that here. Click on the blue “[my account]” and follow the prompts. 

2. Click on the green “View Your Products” tab to see your product guide: 



 

 

You should now see a header page that looks like this, with your items displayed below: 

 

3. Quick Add is an entry page for quick entry of products without scrolling or searching. 

 



 

With quick add you can type in our product ID number found on your printed Order Pad 
guide or begin typing and products within the range will display. 

 

 

4. If an item is splitable (purchase less that a full case) there will be two lines for that item; 
one to enter full case qty, the other to enter each quantity: 

 

 

5. All catch weight items have the following characters at the end of their description 
line:  *CW 

Catch weight items display the price based on average case weight.  Final pricing will be 
determined by actual product weight. 

 



6. You will need to click the “Add to Cart” button on the bottom of each of the order 
pages in your guide as you go. 

 

 

Once your shopping is complete you will begin the check out. Please note that you must 
add products by page using the [Add to Cart] button or the [Enter] key or by each item to the 
shopping cart.  NOTE: Your shopping cart expires after four hours so if you start and 
don’t finish within four hours, it will erase your previously selected items. 
 

From here you can scroll through page by page entering items as you go- if you choose this 
method be sure to hit the “Add to Cart" button before you move to a new page. 

 

 

7. The search functions at the top are very robust. 



 

• Click on the Department tab and hit the space bar to display a scrollable 
department list.  Select a department and click the search tab. 

• You can also search for a department by entering text into the Department field  I.E. 
“vegetable” or “beef”  All departments with those terms in the tile will be displayed 
in a scrollable list. 

• You can select the department field,  enter nothing, then hit the search 
button.  System will take you back to the top of the entire order guide.  

• If you know the item number you are looking for you can enter that directly into 
Product ID  and click the search tab. 

• You can type a general description into the Description field- I.E.  “lettuce” then 
click the search tab. All items with lettuce in the description will be displayed.   

 

 

8. Exports to EXCEL 

 

If you find it helpful to have a printout of the entire guide for inventory and order planning 
purposes, scroll to the bottom of any page that has product displayed. 

 



 

 

Click on the “Export All Products" button.    

 

You should see a download notice from Windows.   Open the file, and you will have an excel 
file you can save or print to use as your needs require.  Once you have your complete excel 
file, you can easily use the “Quick Add” screen to add items by item#. 

 

 

Check Out. 

NOTE: Your shopping cart expires after four hours so if you start and don’t finish within 
four hours, it will erase your previously selected items.  Each time you hit the “Add to 
Order” button on each page, you will be taken to your shopping cart and can review the 
items added to that point.  If you need to add additional items, tap the “Continue 
Shopping” tab at the top of the page.  You will be returned to the last order page you were 
viewing, from there you can use the search function to find and add  additional items. 



 

When you are finished shopping, hit “Check Out” button at the bottom of the shopping cart 
page.  You can also Manually Add items to your cart that you were unable to location in the 
guide from this shopping cart page.  

 

9. Check out Process 

Here you will go through a series of informational screens: 

 



 

You will most likely need to add your info here the first time. 

 



 

10. Verify shipping information. 

11. Ship to information 



 

On the next page there is a box provided for special instructions.  You can leave a message 
here if this is a normal order for the next scheduled truck, or a pick up order.   

 

 

 

 

 



12. Ordering Items not on your current guide: 

On the bottom of your shopping cart page, you can find a “Manually Add Items” button.  
With this button, You can request any item not listed in the order guide.   (Use this area in 
the same way that you used the blank lines at the bottom of the old excel guide). 

 

 



 

 

 

13. From this page, you can review the entire order and then Submit.  You can also 
Delete the order.  In addition, you can use the Edit Cart feature to add /edit items. 

 



 

When you hit “Submit”, you will see the page above.   Click on Download Your Receipt for 
a printable and savable copy of your order.   

 

If finished, simply close your browser window.   You can also continue shopping to submit 
another order, or you can return to the home page from here 

 

 

 

 

 

 

 

 



Saving a Portal Link to the Desktop 

 

From the Customer Portal Login Screen (first screen you saw when you clicked the link in 
the email) 

 

You can either Click/Drag /Drop on the icon of the lock highlighted in yellow to any blank 
space on your desktop, Or highlight the entire string beginning with HTTPS then copy and 
paste to your desktop.  Either method should past a direct browser link to your Portal Log in 
Page onto your desktop.  

 



.   

Your icon may appear different depending on what browser you are using. 

 


