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eCommerce Contact Information:

For technical support, please contact our eCommerce department at
(800) 221-1457 X544 or email us at eService@guestsupply.com.



How Do | Place an Online Order?

1. From Birch Street, click on the Guest Supply link.
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2. Click on “Order Form”.
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3.

4.

You will now see a generated order form of products you have purchased over the last
10 months, sorted by category. Click on any description to view an image of the product, if
available. You will also be able to see any current item status written under the product
description if there is one.
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Enter a quantity for every item you would like to order in the box provided. Click the
“CALC" button to calculate the total price.
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Click on the “Proceed with Order” button when your order is complete. You will now see
a list of items you have ordered. At this point, you can select the “Back to Order” button

to make any changes, or you can select the “Submit Order” button to process. You may
also add additional items from the catalog, which will be explained later in this document.
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5. Once you have completed your order, click the “Submit Order” button to return back to
Birch Street to the PO tab and the newly created Purchase Order.
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IMPORTANT - Once the PO has been created in Birch Street, you must “Submit” the order
back to Guest Supply for the order to be processed by Guest Supply. The PO status will
change from “New” to “Submitted to Supplier” or “Submitted for Approval” (only for those
hotels using the electronic approval process).

Once Guest Supply has successfully received the submitted order from Birch Street,
the PO status will change from “Submitted” to “Accepted by Supplier”.
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How Do | Add Items to My Current Online Order?

6. From Birch Street, click on the Guest Supply link.

@

Hilton

Req

PO date delivery | PO Total

0172972009 0172972003 $259.30

0172772004 020252008 | $2,331.51

017272009 01730720039 $803.08

Wielcome 200- Guest Supply AS BUYER LI ™ Hide Menu ™ Hide Summary Hide Logo  Home Settings Help FAQO-Tips  Logout
Main Menu Search All Catalogs In Box Shopping Cart
My Menu [Products = | |mew:0  Totak:00 Lines:0  Total: 00

Procurement

Catalogs

Create non-catalog items

Catalog name

Clen guestsﬁpply. 0Im

7. Click on “Order Form”.
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9. Scroll down to the bottom of this page and click on “Add More Items From Catalog”

button.
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10. This will bring you to an “Item Search Help” screen where you will have several ways to

search for an item.




Please note, to avoid duplication, if an item already appears on the order form, it will
not appear in any of your search options.
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1. Search by Keyword - You can search for an item by entering an Item
Number, Catalog Number, or Product Description in the keyword
field. When searching, you do not need to enter the whole number or
description. You can enter the first few letters or digits to begin your
search. The search results will bring up every item containing those
characters that were typed in the keyword field.

2. Choose a Category from Below — You can use the drop down list to
select items from a specific
category, or all categories.

3. Show Only Logoed Items — You can use this option to search for all
items that are Logoed.

11. In the following example, option C was selected, Show Only Logoed Items.

12. Click on the box next to any of the items you would like to add to your current order, and
then click on the “Add Item(s) to the Current Order” button. Please note, you are not
ordering these items at this point; you are only adding them to your current order form.
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13. At this point, you may continue to add items, or “Return to the Current Order”.
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14. Once you return to your current order, you will see all the items you have added to your
form, highlighted, with the word “NEW” in the beginning of the item description.
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15. You may now create an order by entering quantities needed in the Qty field for all items
you would like to order. Click on the “Proceed with Order” button when you are done.
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16. At this point, you can go back to your order to change quantities, add more items from
Guest Supply’s catalog, or click on the “Submit Order” button when your order is final.
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17. Once you have completed your order, click the “Submit Order” button to return back to
Birch Street.

How Do | Add ltems to My Online Order Form?

18. From Birch Street, click on the Guest Supply link.
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19. Click on the “Order Form Maintenance” option and then “Add items to Order Form”.
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20. This will bring you to an “Item Search Help” screen where you will have several ways to
search for an item (See next page for description).
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Search by Keyword - You can search for an item by entering an Item
Number, Catalog Number, or Product Description in the keyword
field. When searching, you do not need to enter the whole number or
description. You can enter the first few letters or digits to begin your
search. The search results will bring up every item containing those
characters that were typed in the keyword field.




Choose a Category from Below — You can use the drop down list to
select items from a specific category, or all categories.

Show Only Logoed Items — You can use this option to search for all
items that are Logoed.

21. In the following example, option C was selected, Show Only Logoed Items.

22. Click on the box next to any of the items you would like to add to your current order, and
then click on the “Add Item(s) to the Current Order” button. Please note, you are not
ordering these items at this point; you are only adding them to your current order form.
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4 items have been added to the Order Form.



How Can | View My Online Order History?

23. From Birch Street, click on the Guest Supply link.
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24. Click on “Order History”, then “Current Month” or “Previous Month”.
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B Contact your Account Manager

25. You will then see a listing of all orders you have placed and the status of each
one. There is a status guide that shows you the ordering phases. Click on any order
from your list to view your order details.



Please note; if an order is not approved, it will not appear on your order history listing.

26. The following are the two order status descriptions you might see when viewing your
order history.
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27. To view your online reporting, select the Reporting button and then select By Item or By
Category.
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28. Printable forms gives you the ability to print a copy of your order form, to print an
inventory worksheet by category, and to print receiving reports if necessary.
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29. Contact information is available 24/7 for your convenience.
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