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PDL ONLINE ORDER 

USER GUIDE 

HOW TO PLACE AN ONLINE ORDER 

➢ Login onto our Pdl Online Website at www.pdl.ky click on “SHOP NOW” on the

top right corner.

http://www.pdl.ky/
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➢ Once you login with your email and password you will see the below screen.
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➢ To change to a Sub-Account (If you have more than one account for your login).

Click on the drop-down option listing the accounts and “VIEW ALL” to see all

your accounts listed.

➢ To select the customer, click on the dot in the far right-hand column and

press select. The customer is now selected.
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➢ To start the order process, click on “SHOP”.

➢ Now you can select the “DEPARTMENT” you wish to order from, or you may also

shop by “BRAND” name.

For example, you can search “WHOLESALE FOODSERVICE > PROTIEN”, or you

can search by DEPARTMENT “BRAND” in the filter below such as “BEST

DRESSED CHICKEN”
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➢ You can also search the item on the “SEARCH TOOL” located in the top left

corner by entering the “ITEM CODE” or “ITEM DESCRIPTION”. For example,

“BEST DRESSED CHICKEN”

➢ Select the item you are interested enter the quantity and click “ADD TO CART”
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➢ Keep adding the items to the cart as needed. Click on the   product

to see more details, images, and additional features of the

product.

➢ Once the items are added to the cart proceed to check out by selecting your

“CART” in the top right corner of the screen.
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➢ Click “CHECKOUT” and proceed.

➢ The below “CHECKOUT” screen will show up once you click on checkout.
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➢ Select your required delivery method from the drop-down feature and then

click on “CONTINUE TO DELIVERY”.

➢ Select and change the date from the “SHIPPING DATE CALENDAR” and select

your desired delivery date, then click on “CONTINUE TO REVIEW”



Page | 9 

Sales Department 

➢ Review your “ORDER SUMMARY” and “SHIPPING INFORMATION” and Click

on “PLACE ORDER” to continue

➢ The order is now confirmed and submitted.
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➢ You will receive the following order confirmation sent to your email

login email address detail you order has been “SUBMITTED” and

pending.
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➢ Once the status of your order has changed from “PENDING” and

begins “PROCESSING” you will be notified.

You will also be able to “VIEW DETAILS” of your order should you

need.
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PLACING AN ORDER USING YOUR ONLINE ORDER GUIDE

➢ Once you have logged in go to “MY ORDER GUIDE” on your homepage dashboard.

➢ Click on “VIEW DETAILS” on the right of the screen.

➢ This will open with all the items on your “ORDER GUIDE”
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➢ Enter the quantity for the item you need to order to the “QUANTITY COLUMN”.

Keep entering for all the items that you need to order.

➢ To add a note to your order item, for example if it is a “MEAT” item and you will

need to indicate the cut size or any other note for that item click on the “PLUS”

under Notes Column for that Item.

➢ Once you click on the “PLUS” the below screen would appear. Add the details

and notes needed for that Item and then click on “SAVE”. The Note is now

added for that item.
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➢ When you have completed entering the “QUANTITY” you will click “ADD TO

CART” in the “ORDER SUMMARY”
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ADDITIONAL FEATURES ON YOUR ORDER GUIDE 

“NOTES” 

➢ Add additional comments or “NOTES” for the Order. For example, you can enter

your PO Number or any delivery location details or timing of deliveries etc.

➢ To enter a “NOTE” click on the “PEN SIGN” on the “NOTE”.

➢ Add your comments and click on “SAVE”.
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“LOAD RECENT PRODUCTS” 

➢ This feature is used to reset your order guide.

➢ Your order history can be representative of up to maximum 6 months

(recommended to use 6 months).

➢ If select this and update you would only see items purchased by you in the past

six months or the month you have selected, and all the other items will be

deleted from your order guide.

➢ To reset click on “LOAD RECENT ORDERS” and select the “MONTH” and Click On

“CONTINUE”.

“ADD PRODUCT” 

➢ The feature allows you add an item here if the item does not exist on the order

guide.

➢ To add an item, click on “ADD PRODUCTS”
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➢ Enter the item code number and click on “ADD”. Note: The item can be added

only using an item code number.

➢ The Item is now added to your Order Guide.

“EXPORT” 

➢ The Order guide can be exported to Excel.

➢ To Export the Order Guide, click on “EXPORT” select the Location for the file and

“SAVE”.
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“DELETE ORDER” 

➢ This Feature Deletes the Order Guide.

➢ Note: Please DO NOT use this feature unless you are sure to delete your whole

order guide items. Once you delete there would then be no order guide and you

will have to place the order through regular search option from your home

screen by searching for the item one by one.

➢ Click On “DELETE ORDER”.

Now Click “DELETE” 
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NOTE: WHEN PLACING A FRESH MEAT ORDER 

➢ Click on ‘ADD NOTES’ link as highlighted below for each fresh meat item. Note:

this can only be selected for Fresh Meat not Frozen.

Add your Notes and click the “SAVE” button. The comment or instruction is now 

saved and will be viewed by the PDL Meat Shop to make adjustment per your 

specifications. Continue shopping or to check out.




