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SOP – Web Ordering 
Updated 5/1/19 

 

 

Purpose: 

 

Deliver comprehensive instructions for navigating, creating orders and viewing Customer History 

in the Republic National Distributing Co (RNDC) Web Ordering System. 

 

 

Creating Website Account: 

 

 From your web browser enter centralliquor.rndc-usa.com to access the Web Ordering 

website. 

 From the Login page click on the “Continue” button under the New Customer section to 

begin the registration process. 
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 The Customer Registration window will display. 

 

 
 

 Select a market from the dropdown list and complete each field on the form. 

 

Note: The Login ID and password should be at least six characters long and contain 

both characters and numbers.   
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 After completing the registration form check the box to accept the Terms and Condition. 

 
 

 Click on the “terms and conditions” link to open the Terms and Conditions window. 

 Once done reviewing the terms and conditions click on the “Close” button. 

 
 

 To complete the process and submit the request click on the “Submit My Web Account” 

button. 

 
 

Note: It is important that you remember your Login ID and password as you will be 

prompted for it whenever you use the system. 

 After clicking “Submit” a confirmation screen will appear. 

 An email will be sent to RNDC informing them of the request. 

 Once reviewed/approved you will receive an email stating the account is activated. 
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Logging In: 

 

 From your web browser enter centralliquor.rndc-usa.com to access the Web Ordering 

website. 

 In the “Returning Customer” section type the username and password created on the 

registration form. 

 Click on the “Login” button. 

 

 

Note:  If the password created is forgotten, click on the “Forgot Password” link to have it 

reset. 

 

 
 

 

 

Return to Table of Contents 
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 After clicking “Login” the RNDC Web Ordering screen will display. 

 The Red Header of the screen will display… 

 Customer name and number 

 Delivery Days 

 Link to update User Profile 

 A link to the RNDC website 

 A Documents link 

 A Logout link 

 

 

 Underneath the Red Header sections the following information will display… 

 Shopping Cart 

− Will display the number of items ordered as well as a total for the order. 

 Tabs for the different available screens  

 A Quick Search box 

− Enter a product description and press Enter or click the search icon.  The Search 

screen will display all items matching the search criteria. 

Note:  When entering search criteria the search results will be based on an 

“ANY” character match. 

 

 

 The function of each link and tab will be discussed in detail throughout this document. 

 

 

 

Return to Table of Contents 
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RNDC Link: 

 Clicking on the RNDC link will open the RNDC’s web page in another browser window. 

 

 

 

 

Update Profile: 

 To update/change account settings click on the “My Account” link in the Header of the 

page. 

 

 

 There are two options on the My Account screen… 

 Account Settings 

 Change Password 
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Account Settings Link 

 The Account Settings link can be used to update/change the… 

 First Name 

 Last Name 

 Email address 

 Phone Number. 

 
 

 Also on the screen is the option to view the account as one combined order or 

separate orders. 

− To view Separate orders place a check mark in the box. 

− For Combined orders remove the check mark from the box. 

 

Note: Changing how the orders are viewed will delete any items that have been added 

to the shopping cart. 
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 Once any changes are made click the “Save” button. 

 

 

Change Password Link 

 Click on the “Change Password” link to update the password for the account. 

 Enter the Current Password 

 Type the New Password 

 Retype the New Password 

 Click on the “Submit” button. 

 

 

 

Return to Table of Contents 
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Documents: 

 Click on the “Documents” link to open the documents screen. 

 

 

 A list of available documents will display. 

 Click on the document name to open the file. 

 
 

 

Logout: 

 Clicking on the “Logout” link will exit the ordering program and return to the Login 

screen. 

 

 

 

 

Return to Table of Contents 
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Creating Web Orders: 
 

 There are several options for adding items to an order using the various tabs on the 

screen. 

 Each option will be discussed in detail. 

 HOME 

 SEARCH 

 ORDER PAD 

 ORDER BY VARIETY 

 UPLOAD ORDERS 
 

 

 

Home Screen: 

 After clicking on the home tab the screen will display based on the selection made in the 

“My Account” screen 

Combined Order View 

 The Combined Order View will display… 

 An auto-generated “Order #” 

 The Delivery Date for the order 

 Function Buttons 

− And as items are added it will show Cases, Bottles and Estimated Total for the 

order 

 

 

Detailed Order View 

 The Detailed Order View will display the following order sections… 

 Spirits 
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 Wines 

 Beers 

 Market (Note: Market Orders are not available through website at this time.) 

 Each section will have its own auto-generated “Order #” for that section 

 Delivery Date for the order 

 Function buttons 

 And as items are added it will show Cases, Bottles and Estimated Total for the order type. 

 
 

 Whether viewing combined orders or separate orders the function keys work the same. 

 Search Products/Search Spirits Products/Search Wine Products/Search Beer 

Products:       

− After selecting one of the search options, the Search Product screen will appear 

listing the Product Search Filter options on the left side of the screen. 

− The scroll bar can be used to view all search option filters. 

− Use the Criteria fields to narrow the search for items. Working with this screen will 

be covered in detail in the “Search” section. 
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 After selecting the criteria press Enter or the “Apply Filters” button. 

 All items matching the criteria entered will be displayed on the Search screen. 

 The “Search” section will cover detailed instructions for working on this screen. 

 

 
 

 Previous Orders:   

− After clicking on the Previous Orders button, the “Previous Orders” screen will 

display past orders. 

− The screen will show… 

o Order No 

o Cases 

o Bottles 
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o Total 

o Delivery Date 

o The option to print the order or download it as a csv file is also available. 

− The scrollbar can be used to view additional orders. 

 
 

− Clicking on the arrow next to the order number will display the order detail. 

 
 

− Clicking on the Print Order button prints a copy of the order. 
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− Clicking on the Export as CSV downloads the order into a csv format. 

 
 

 Review Orders:       

− As items are added to the order a running total of Cases, Bottles and Estimated 

Total can be seen. 

− To view the order detail click on the “Review Order” button. 

− The Checkout-Review Orders screen will appear. 
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− Click on the “View Order Details” button. 

− Once done reviewing/editing the order click the “Close” button. 

Note: Detailed instructions for editing the order will be covered in the Editing 

Orders section. 

 
 

 Keg Returns:   

− After clicking on the Keg Returns button, the “Keg Returns” screen will display. 

− Enter the Keg quantity. 

− Click the “Return/Submit” button. 

− The credit request will be submitted immediately and a message will appear at the 

top of the screen stating the Keg deposit was processed. 
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− The order date used will be displayed at the bottom of the screen. 

− To change go to the Home page and change the Delivery Date for the Beer Order. 

 

Return to Table of Contents 

Search Screen: 

 The Search screen is used to display and order items from product search results. 

Note:  When entering search criteria the search results will be based on an “ANY” 

character match. 

 When using the “Quick Search” option at the top of the page, the Search screen will 

display the items matching the criteria entered. 

 A list of Search Filters can be found along the left side of the screen. 

− Use the scroll bar to move through the list, selecting each filter type needed. 

o Note:  The more filters selected the smaller the search results. 

 
 

 The available filter types are… 

− ITEM TYPE:  Place a check mark next to each type needed. 
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− Customer Preferences:  The search can be narrowed by placing a check mark to 

view only a certain item selection. 

 
 

− Item Name or Product Number:  Use this search option to type in a portion of a 

product name or a product number. 

 

 

− Price Range: Type a minimum and maximum amount for the price range to 

search.  

 
 

− Varieties: Click in the Varieties box to view a dropdown list. To navigate through 

the list either… 

o Scroll up and down through the list and click on the variety to add to the 

search, or 

o Begin typing the variety name to move to that section of the list and then click 

the variety to add to the list. 

o A maximum of 5 varieties can be selected. 

Note:  To remove a variety from the list click the “x” next to the name. 
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− Regions:  Click in the Regions box to view a dropdown list. To navigate through 

the list either… 

o Scroll up and down through the list and click on the Region to add to the 

search, or 

o Begin typing the region name to move to that section of the list and then click 

the Region to add to the list. 

o A maximum of 5 Regions can be selected. 

Note:  To remove a Region from the list click the “x” next to the name. 

   
 

− Sizes:  Click in the Sizes box to view a dropdown list. To navigate through the list 

either… 

o Scroll up and down through the list and click on the size to add to the search, 

or 

o Begin typing the size to move to that section of the list and then click the size 

to add to the list. 

o A maximum of 5 sizes can be selected. 

Note:  To remove a Size from the list click the “x” next to the size. 
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− Suppliers:  Click in the Suppliers box to view a dropdown list. To navigate 

through the list either… 

o Scroll up and down through the list and click on the Supplier to add to the 

search, or 

o Begin typing the Supplier name to move to that section of the list and then 

click the Supplier to add to the list. 

o A maximum of 5 Suppliers can be selected. 

Note:  To remove a Supplier from the list click the “x” next to the name. 

   
 

 After all filters have been entered either… 

− Click on the “Apply Filters” button to perform the search and display the results 

on the Search screen. 

− Click on the “Clear Filters” button to refresh the Product Search Filters screen 

without performing a search. 

 
 

Search Results/Ordering: 

 The Search screen will display listing the items that meet the criteria entered in the 

filters. Once the product search results are listed on the Search screen the items can 

be selected to order. 

− For each item needed enter the case and/or bottle quantity. 

o There are two options for adding the items to the shopping cart after entering 

the quantity, either… 

* Enter the quantity for each item needed then select the “Save All” button 

to add them to the shopping cart. 
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* After the quantity is entered click the green sign to add each item 

individually to the shopping cart. 

* The total for the ordered item will display, the  will turn to a red , and 

the shopping cart will be updated with the item. 

Note: If the item was selected in error or not needed clicking the red  

will clear the quantity fields and remove the item from the shopping cart. 

  
 

 
 

Note: Next to the green sign for the shopping cart is a heart.  Clicking on the heart 

will turn it red and add the item to the order pad.  Using the Order Pad will be 

discussed in detail in the Order Pad section. 
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− To perform a search for additional items click on the Search tab or use the Quick 

Search option. 

 

o Enter the filter criteria as discussed in the Search screen section. 

o When the results page displays enter the case/bottle quantities for the items 

needed. 

o Add the items individually to the shopping cart by pressing the  or enter all 

quantities for each item needed and press the “Save All” button.   

o Repeat this process until all items have been added to the shopping cart. 

Note:  When working on the Search screen there are two options for viewing the 

screen. 

 List View 
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  Detail View 

 

 

Return to Table of Contents 

Order Pad Screen: 

 Items can be saved to the Order Pad screen to allow them to be easily reordered 

without performing a search. 

Creating the Order Pad: 

 When viewing the results after performing a search the option to add items to an order 

pad is available. 

 From the results page scroll through the items and click on the heart for each item to 

be saved to the order pad.  The heart will turn red to indicate it’s a saved item. 

 
 

 After clicking each heart a message will appear stating the item has been added to 

the order pad. 
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Viewing/Ordering from the Order Pad: 

 To view items added to the order pad click on the Order Pad tab. 

 
 

 The Order Pad screen will open, displaying all items added. 

− The Items can be sorted by Product No or Product Name by clicking the title for 

the column. 

− To remove an item from the order pad, click on the red heart and the items will 

be deleted from the list. 

 
 

 Using the instructions discussed above in the Search Results/Ordering section, 

enter the case/bottle quantities for the item needed and then click the  to add 

items one at a time or if ordering several items enter the quantities then click “Save 

All”.   

 The shopping cart will then be updated with the items added from the order pad. 

Return to Table of Contents 

Order by Variety: 

 The Order by Variety tab is used to select an Item Type and view all items within the type. 

 Use the scroll bar to move up and down the list for each Item Type. 

 Click on the Item Type needed. 
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 The Search screen will display all items matching the selected type. 

 
 

 Using the instructions discussed above in the Search Results/Ordering section, 

enter the case/bottle quantities for the item needed and then click the  to add 

items one at a time or if ordering several items enter the quantities then click “Save 

All”.   

 The shopping cart will then be updated with the items selected. 

Return to Table of Contents 

Upload Orders: 
 

 To upload an order to the Ordering Website a comma delimited file must be created 

with the following fields. 

 Purchase Order  

− If a purchase order number is not needed enter NOPO in the field for each line 

item. 



SOP – Web Ordering 

26 
 

 Customer Number 

 Product Number 

 Cases 

 Bottles 

Example of the Comma Delimited file. 

    

 After creating the order file return to the ordering website and click the “Choose File” 

button from the Upload Orders tab. 

 

 Select the file to upload. 

 Click on Open. 

 

 Once the order file is shown in the Choose File box click on the “Upload” button. 
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 After clicking “Upload” the message “Processing, please wait” will appear. 

 

 When the upload process is complete the items will be added to the shopping cart and 

the Home screen will display. 

Note:  If an error occurs it will appear at the bottom of the Upload Screen. 

 

 

Return to the beginning of Create Web Orders section 

Return to Table of Contents 

 

Editing Orders: 

 

 To change quantities for an item or delete an item after it’s been added to the shopping 

cart either… 
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 Click on the “Review Order” button from the Home screen. 

 
 

 Click on the “Checkout” button from the shopping cart. 

 
− Both option will then open the “Checkout-Review Orders” screen. 

− Click on the “View Orders Details” button. 

 
 

− The Order Detail screen will display. 

Delete Item: 

o To delete an item click on the red  on the item line. 

o A message box will appear asking for confirmation to delete, click “OK”. 

o The item will be removed from the cart and a message will appear confirming 

the items was deleted. 
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Edit Item: 

o To edit an item click on the “Edit” button on the item line.   

o The “Case Qty” and “Btl Qty” fields will become active. 

o Change the case and/or bottle quantities for the item. 

o Click the “Update” button to save the changes.   

 
 

− Once all changes are made click the Close button. 

 
 

− The Checkout-Review Orders screen will be updated to reflect any changes 

made. 

− Continue shopping or Checkout. 

 
 

Return to Table of Contents 
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Shopping Cart/Check Out: 
 

 Once the order is completed click on the Shopping Cart to begin the checkout process. 

 The shopping cart will display total items and dollars, as well as a Sub-total and Total. 

 
 

 Click on the “Checkout” button to view the Checkout-Review Orders screen. 

 The screen will either view the order as one combined order or separate orders base on 

the “My Account” setting selected. 

 

 

 
 

 

 All orders will have the option to… 

 View Order Detail: 

− Clicking on the “View Order Detail” button will display the Order Detail screen. 
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− From this screen the items can be edited. 

o To delete an item from the shopping cart click on the red X. 

o Use the “Edit” button to edit the quantity.  

o Detailed instruction for editing the shopping cart can be found in the Editing 

Orders section. 

− Once done reviewing/editing the order click the “Close” button. 

 
 

 Continue Shopping; 

− Clicking on the “Continue Shopping” button will open the “Product Search Filters” 

screen. 

− Enter the filter criteria and add items to the order.  Items can be added using any 

method discussed in the Creating Web Orders sections. 

 Checkout: 

− After clicking on the “Checkout” button a message will appear asking to confirm 

checkout. 

o Click on “Cancel” to exit the message and continue editing the order. 

o Click on “OK” to submit the order. 

 
 

− Once the order has been submitted a confirmation screen will appear. 
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Return to Table of Contents 

Web Order History: 
 

 The ability to view invoice history and product history is available by clicking the 

corresponding tabs. 

 
 

 “Invoice History” will display each invoice showing the… 

− Invoice NO 

− Date 

− Total 

− Type 

 

 

− Clicking on the arrow next to the Invoice No will display the Invoice Detail. 

o Click on the arrow a second time to hide the invoice detail. 
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 “Product History” will display each product showing the… 

− Product No 

− Product Name 

− Size 

− Sales January through December  

− The option to save the item to the Order Pad 

 

 

 

 

 

Return to Table of Contents 


