Lunch Managers’ Manual 

Nutritional Development Services – Archdiocese of Philadelphia


Online Ordering
All food orders are due Monday morning before 10am.  You can call your order in on Thursday or Friday of the previous week or you can email you order any day as long as it is received before 10 am that Monday.
To place your order online, please follow these instructions:

1. Go to the NDS web page at www.ndsarch.org
2. On the left hand column and click on the tab “Schools”

3. In the center of the page, find and click on the link for “School Manager’s Page”

4. Scroll down to the center of the page and you will find a link for the weeks you wish to place your order.
5. The order form is in Excel spreadsheet. Once it is opened, save the file and create a new name with your site number included.  For example, if you are site 222, the file should be saved as “#222 Order Weeks – Sept 5 to Sept 26.xls.”
After you have saved the spreadsheet, begin to enter your order. The order form layout is by day with Ala Carte milk in purple, School Breakfast in blue, and School Lunch in yellow.  

There are columns for “Serve Date,” “Meal Code,” Pcode,” (Product Code) and “Description.” These columns cannot be changed.  These columns list the actual menu items by day.

The next two columns are where you create your order. The first column is “Units.”  This is where you indicate how much of each food item you are ordering.  For your convenience and to decrease the number of errors, we have added a drop down box. The drops down choices are by case count so you do not mistakenly order 60 of an item that comes in a case count of 40. Remember: you do not order most items by the case. For example, you do not order 2 cases of broccoli, you order 80 broccoli. 
Some items are ordered by “exact count” so there is no drop down box. Simply enter the number you want, i.e. 42 yogurts. Bread items are ordered by the bag, i.e. 5 loaves of bread. All breakfast items are ordered by exact count. Because breakfast is “serve only” for all schools, you should order the same number of each of the breakfast items.
The last column is for “Comments.”  This is where you can record why you may not be ordering a certain item, if you are having half days, etc. Always use the comments section to let us if the warehouse can make a delivery on a day your school is closed.
Once you have completed your order, be sure to save it!  Email the order to NDS no later than 10 am on Monday according to the order schedule. Food orders should be emailed to schoolorders@ndsarch.org, rrivera@ndsarch.org, and qrichardson@ndsarch.org.

We think this new order form will be helpful to you. Please give us your feedback so we can improve it if needed.
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