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INTRO:  

Home Screen - Dashboard  

Account Name & Number   

Account Name   

14 Day Summary of Orders 

14 Day Summary of Invoices 

& Credits 

Important information from 

Topicz 

New & Discontinued Items 

Sign Off 

User Options 

Help 
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Account Name & Number   

User Options: 

ability to 

customize 

PowerNet 

Host Orders: 

orders added 

by Topicz  

Items:  

• New – items added in a specified time frame 

• Discontinued – items that are no longer available 

to order 

• Reserve – items that are prebooked and will ship 

automatically 

• Search – another option to search for items 

• Price Change – items that have changed prices  
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Capability to change page layouts and view. 

Additional sort options.  

Other Misc. Tools 
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Account Name & Number   

Account Name   

Click “Create Order” 

to begin a new order Search an item to add 

to a “Pending Order” 

or if no “Pending 

Orders” a new order 

can be created.  

To add to orders with 

a status of “Pending” 

Click on the “Order #” 
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Orders/Ordering 



Account Name & Number   1. Select “From” option to begin:  

• Import Scanner – after scanning products import from the scanner 

• Quick Add – enter by item number and then input quantities 

Account Name & Number   Account Name & Number   

2. Note “Ship Date” 

and “Separate 

Invoice” 

3. Select Par List’s if 

created for ordering.  

4. Purchase Order 

number is added 

here.  

5. Click “Start 

order with above 

selections” to 

begin your new 

order, or you can 

finish a pending 

order by clicking 

“You have 1 

pending order”  

Ordering: 
Clicking on “Create 

Order” brings up the 

“Start a New Order” 

window 

6 



1. When creating an order from 

“Import Scanner”:  

Click “Read” and follow steps to 

Import.  
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Account Name & 

Number   

Search for a specific 

item or product to 

add to the order.  

0.00 

0.00 

0.00 

Item price/cost each 

 

* To view SRP: 

select Advanced and  

“Turn On SRPs” to see 

amount 

Add additional items 

by using these 

options.  

To view item details click on the blue 

description and the “Item Carousel” 

window will open.  
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 Use the Guided Search to narrow 

results by Classes, Categories, 

Families, Brands, etc.  

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

Account Name & Number   
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Add searched items directly 

to the order by entering the 

quantity desired.  



The cart shows total items 

ordered and hovering over it 

will show Total Order Amount. 

  * Click review order to 

continue  

$0.00 

0.00 

0.00 

0.00 

Account Name & Number   
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Delete Order before clicking 

Review Order to cancel. 



Account Name & Number   

 

• To make changes click 

“Order Form” to edit.  

 

• Click submit order to 

finalize.  

 

0.00 

0.00 
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Account Name 

 Address 

0.00 

0.00 

0.00 

• Submitting status will 

automatically change to 

“Confirmed” 

Click “Home” to go 

back to the 

“Dashboard”  
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Account Name & Number   

Enter Topicz item number and desired quantity; 

pack, size and description will automatically 

populate.  

Click “Check Items” to 

confirm all item numbers. 

Item number, UPC Case, or UPC Unit quantity 

can be selected and the corresponding number 

entered.  

Change “Entity” here for the 

entire order or below for a 

specific item.  

2. When creating an order using 

“Quick Add”:  

orders are created by entering item 

numbers or UPC. 
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NOTE: By pressing “ENTER” after putting the account 

number in and then again after putting the quantity in; 

items will be checked as they are entered instead of 

waiting to check after all items are entered.  



Account Name & 

Number   

Search for a specific 

item or product to 

add to the order.  

0.00 

0.00 

0.00 

Item price/cost each 

 

* To view SRP: 

select Advanced and  

“Turn On SRPs” to see 

amount 

Add additional items 

by using these 

options.  

To view item details click on the blue 

description and the “Item Carousel” 

window will open.  
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 Use the Guided Search to narrow 

results by Classes, Categories, 

Families, Brands, etc.  

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

0.00 

Account Name & Number   

15 

Add searched items directly 

to the order by entering the 

quantity desired.  



The cart shows items ordered 

and hovering over it will show 

Total Order Amount. 

  * Click review order to 

continue  

$0.00 

0.00 

0.00 

0.00 

Account Name & Number   

16 

Delete Order before clicking 

Review Order to cancel. 



Account Name & Number   

0.00 

0.00 

17 

 

• To make changes click 

“Order Form” to edit.  

 

• Click submit order to 

finalize.  

 



Account Name 

 Address 

0.00 

0.00 

0.00 

• Submitting status will 

automatically change to 

“Confirmed” 

Click “Home” to go 

back to the 

“Dashboard”  
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