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Note: This sort will temporarily change
the view on the order guide that are
currently working in. To perm itly
change all views, use the To Chan he
Default Sort option.

While in an Order Guide, choose
Advanced on the upper right corner of
the page

e Choose the Sort option from the drop-
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Note: This sort will permanently change
the default sort and is applied to all
displays. To temporarily change the sort

et for the current view, use the To
i Change the View Sort option.
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Choose Admin from the Main Menu Bar
Choose User Options from the drop-
down

Choose Change Default Sort
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Choose Sort View
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10855 4 25CT  APPETIZERS,AND ~ HORS MINTC™ e o ‘
12790 20 60Z  OCEANSIDEKNISH KNISH BROCCOLI CHEDDAR BAKED 60Z |
BREAD PRODUCTS (FRZ) (0870)
11975 42 60Z WENNERBREAD CO BREAD SUB 8" PAR BAKED ‘
17m 12 10 ALADDINBAKERY  PITAHANDMADE 7" |
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Save Reset Close
First Sort Category Description ~| @ Ascending ) Descending
. None
Second Sort Brand (® Ascending O Descending
Third Sort Category Description
Category Number @ ascending  Descending
Fourth Sort: Class Description @ Ascending ) Descending
Class Number

4/12/2008

From the drop-down, choose a First Sort option.
Choose a Second Sort option from the drop-
down.

The Second, Third and Fourth Sort are not
necessary and are optional.

Click Sort or Save to apply the changes

Sort Suggestions-

® First sort: Category Description,
second sort: Item Description

® By Item Description

®First sort: Class Description, second sort: Item
Description




