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Browser Requirements 

Before logging into PERFORMANCENET, please ensure you meet the Browser minimum requirements: 

 Google Chrome 8.0 and higher 

 Firefox 4.0 and higher 

 Internet Explorer 8.0 and higher (but not version 10) 

 Apple Safari is not supported at this time. If you are using an Apple product, you will need to download Chrome to use 

as an alternate browser 

 iOS8 

 

Best Practices/Need to Know 

 There is a 15 minute inactivity timeout period 

 Save early and often 

 You can start and order then return to finish it later, just be sure to Save 
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Website Set Up 

The web address to login to PerformanceNet can be found 

on the Performance Foodservice website: 

Navigate to Performancefoodservice.com. 

From the list of locations on the right, select your state. Then 

from the results, click the Go To Location box for your loca-

tion.  

On the left side of the screen, click the Place Your Order 

link. A new tab opens with the PerformanceNet Sign In 

screen. Bookmark this website, as this is your online order 

site.  

 

 

Pop Up Blockers 

You may need to make a few changes to your browser Pop-

Up settings, to ensure you can sign in to  PerformanceNet. 

Use the steps below to configure your preferred browser to 

allow pop-ups. 

Google Chrome 8.0 and higher 

1. Click on the pop up icon then select the Perfor-

manceNet URL.  

2. Select Always show pop-ups from (site).  

 

Firefox 4.0 and higher 

1. At the top menu bar, click on Tools then select Options. 

2. Select Content. 

3. Ensure Block Pop Up Windows is not selected.  

 

Internet Explorer 8.0 and higher but not version 10 

1. At the top menu bar, click on Tools. 

2. Point to Pop-Up Blocker, then select Turn Off Pop-Up 

Blocker. 
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Sign In 

Using your preferred web browser, go to your online ordering site to open the PerformanceNet Customer Sign In page. 

Enter your supplied User ID and Password then click on Sign In.  

 

 

 

 

 

 

Your landing page is the Dashboard, this is your homepage and is made up with 3 panels: 

 The Orders Panel displays orders you have placed and orders in pending status 

 The Account Panel displays invoice statements 

 The Messages Panel displays messages sent from Performance Foodservice 

 

As you begin to navigate through the website, use the Home button any time to return back to the Dashboard. 
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Basic Navigation 

Click on a hyperlink to view 

more information  
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Basic Navigation 

General Screen Layout 

The PerformanceNet Dashboard is made up of the follow areas:  

 

 

 

 

Tool Bar - navigate to the different areas of the website 

Customer - your customer name and customer#, if you are responsible for multiple customers/locations, you may see ad-

ditional customers in this drop down 

User Settings - add an email address or update your password 

Sign Off -  sign out of PERFORMANCENET 

Create Order - create a new order  

Orders Panel - view 13 weeks of confirmed orders and orders in pending status 

Account Panel - view 13 weeks of invoice statements 

Messages Panel - view important messages from Performance Foodservice 

Orders Panel 

Account Panel Messages Panel 

Customer 

Place an Order 

User Settings Tool Bar Sign Off 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Tool Bar Overview 

The Tool Bar is used to navigate to the different areas of the website and is made up of the following items: 

Status - view and print orders you’ve placed or are in pending status, this is an extended view of the Orders Panel on your 

Dashboard 

Account - view and print invoices and credits, this is an extended view of the Account Panel on your Dashboard 

Reports - view and print item usage and item movement reports, as well view and print order guides 

Customer - if you are responsible for multiple customers/locations, you can use this button to change customers 

Admin - view, edit and/or create custom order guides, part lists and critical items list; as well, view messages 

Items - view and print new and discontinued items  

 

As you navigate to the different areas of the website, 

use the Home button to return to the Dashboard:  
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Overview 

In PerformanceNet, you have the following options available for placing orders using an Order Guide: 

Placing Orders/Order Guides - order guides show you item information such as Item#, Pack, Size, Description, Price, 

Extended Price  and Last Purchase Date. You can order items from the order guide, or you can search the entire Item 

Master (when applicable). 

There are three types of order guides in PerformanceNet: 

History Guide - items purchased in the last 13 weeks 

Standard Guides/Bids - bids that are maintained by Performance Foodservice 

Custom Guides - order guides created and maintained by the customer or the area manager 

 

 

 

 

 

As you begin placing your order, it is very important that you Save early often.  

PERFORMANCENET 

Placing Orders 

View Item Information View Product Card 

for Item  

Enter Quantity Search Items 

View Total 

Order 

Amount 

View Item  

Substitutes  

Save Early/Often 
Check Item Availability 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Order Guide Selection 

Select the Order Guide 

From the Dashboard, click on the green Create Order button. Then, from the dropdown, select the order guide you want to 

use (i.e. History, Standard Guide, Bid, Custom Guide). If selecting a Custom Guide, you will be presented with a pop-up to 

select the desired guide.  

Sort the Order Guide 

Order guide items appear and are listed by item number. To view items in alphabetical order, you can click on the  

Description heading.  
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Placing Orders 

Use arrows to navigate 

through the Order 

Guide 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Search Products within the Order Guide 

Within Order Form product entry there are many methods to search for items. The search field by default is a “Contains All’ 

search and you can search by item number or description.  

Type all or part of the item you are searching for then hit Enter.  

 

 

 

 

 

 

 

The search results yield items within the Order Guide (as indicated by the shopping cart icon). You can continue to filter 

down and narrow your search by typing the next search criteria.  

 

 

 

 

 

 

View Item Information 

You can click on an item description hyperlink to view more information such as manufacturer, inventory; serving infor-

mation; and substitute item information.  
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Placing Orders 

Click on the Summary or Details 

tab to view more information or to 

close out click on the X.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Item Nutrition Designations 

You may notice icons next to items: 

 

 

 

 

Heart = kosher designation. Hover over a heart to see the kosher designation.  

Smile = has child nutrition label. Hover over a smile to see it’s designation (BG = buyers guide, PFS = product formulation 

statement; USDA = USDA compliant). 

View Item Product Card 

Next to each item description is a  PDF icon you can click on to view the product card.  

 

 

 

The product card displays information such as nutrition, kosher information, school equivalent, serving size and product 

image.  

 

 

 

 

PERFORMANCENET 

Placing Orders 

Click Ctrl + P to print 

the Product Card  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Search Products within Item Master 

When searching items within the Order Guide, if you cannot find the item you want, you can search the Item Master to 

view all items.  

Type all or part of the item you are searching for then hit Enter.  

To search the Item Master, click on the All Items button.  

 

 

 

 

 

The search results yield all items within the Item Master. You can continue to filter down and narrow your search by typing 

the next search criteria.  

 

 

 

 

 

 

 

 

 

If desired, you can add quantity; or, if you do not see the item you want you can click the Clear button and search again. 

To get back to your entire Order Guide, click the Order Form button in the Tool Bar. 

 

 

 

 

 

PERFORMANCENET 

Placing Orders 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Search Products using Guided Search 

When searching items, if you cannot find the item you want, you can use the Guided Search panel to narrow your search.  

Type all or part of the item you are searching for then hit Enter. The Guided Search panel opens on the left: 

Click on a Class, Category or Brand to filter your search. Your search results display to the right. To filter again, click on 

another guided search criteria. To clear a filter, in the Your Selections area, click on the X.  

 

 

 

 

 

 

 

 

If desired, you can add quantity; or, if you do not see the item you want you can click the Clear button and search again. 

To get back to your entire Order Guide, click the Order Form button in the Tool Bar. 
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Enter Quantity 

Enter Quantity/View Out of Stock Items 

When you are ready to add an item to your order, click in the quantity field and type the quantity. You can use your Enter 

key to move to the next item, or click in the quantity cell for the next item you wish to order.  

After entering quantity for all items, you should click the Check Avail button to ensure no products are not out of stock. 

If a product is out of stock, meaning there is a zero in Qty Avail, click on the Substitute icon to view the sub-

stitute (when applicable).  

 

View your Shopping Cart 

As you order items, you can click on the Grocery Cart any time to see your order total amount, cube and weight.  
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The following are the basic steps in placing an order: 

1. Select the customer 

2. Select the order guide/method of order entry 

3. Search items and enter quantity 

4. Review order summary 

5. Review order header information (i.e. change delivery date/add special instructions) 

6. Submit the order 

7. View order confirmation 

The order appears on the Order Status page. 
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There are a few other ways you can create an order in PerformanceNet: 

Placing Orders/Quick Add - quickly order items by entering item number and quantity (you must know item# to use this 

method). To use this method, from the Dashboard, click the Create Order button and select Quick Add.  

Enter the Item number, then hit the Enter key. Enter quantity then hit Enter twice. Repeat this step for each item. When 

you are finished entering items, click the Check Items button to ensure you ordered the correct items.  

After reviewing, click the Save button, then click the Order Form button to get back to the Quick Add page.  

 

Placing Orders/Previous Order - quickly copy a previous order and make changes before submitting (orders are pulled 

up by Invoice#). To use this method, from the Dashboard, click the Create Order button and select Previous Order. From 

the pop-up window, click on the Invoice# hyperlink to use that order.  

 

 

 

 

 

From the Order Form from Previous Order page, if desired, search and enter quantity for more items. When you are fin-

ished entering items, click the Check Avail button to view any out of stock items.  After reviewing, click the Save button.  
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Review Order Summary 

View Order Summary/Critical Items 

Before submitting your order, you can use the Summary button to view your critical items list and your items ordered: 

 

 

 

 

 

 

 

By default, the Summary page displays items that are exceptions, this is also know as your Critical Items list. You can click 

on the drop down and select With Quantity to view total items ordered. 

 

 

 

 

 

Summary Filter Options: 

With Quantity = items ordered 

No Quantity = items not ordered within the chosen Order Guide 

Promos =  promotional item 

Review Exceptions = critical items (frequently ordered items not included in this order) 

 

At anytime, you can use the Order Form  button to return to the order. You should hit the Save button ear-

ly and often as you move through the different areas of the website. 
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Review Order Header Information 

When you are finished entering quantity, click the green Place Order button to view the Order Header Information. 

 

 

 

 

 

Critical Items List 

You may see a pop up of your frequently ordered and critical items list that displays items you did not order. Review the 

list, then click on the X in the top right corner to close the pop up. 

 

 

 

 

Order Header Information 

From the Place Order page, If desired, you can make changes to the order header such as change the delivery date or 

add special instructions. 

The Special Instructions and Purchase Order # fields are free form fields. This information typed here makes it way to 

FoodStar and will appear on the invoice. 

 

 

 

 

 

To merge invoices for multiple orders in the same day: 

The Special Instructions and/or Purchase Order # fields must be blank or display identical information. 

To separate invoices for multiple orders in the same day: 

The Special Instructions and/or Purchase Order# must display different information. 

PERFORMANCENET 

Placing Orders 

Free Form 

Fields 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Submit the Order 

After reviewing the order, click the Submit Order Button to place the order: 

 

 

 

 

You are directed back to the PerformanceNet Orders Status page. You order is listed, showing a Submitting status. Click-

ing the Refresh button should display a Confirmed status, letting you know the order is in our system.   
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View Order Confirmations 

There are two ways to confirm your order: 

 Confirm via the Orders Panel 

 Receive confirmation via Email 

To view your order confirmation via the Orders Panel: 

From the Dashboard, in the Orders panel, click on the Confirmed Order #.  

 

 

 

 

 

 

 

 

 

To receive your order confirmation via email, you must have your email address entered into the user settings. An email 

confirmation displays the same information as on the Orders Panel.  
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Order Confirmations 

Red indicates items 

out of stock 

See User Settings to add an email ad-

dress to receive email confirmations. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Orders Panel 

The Orders panel displays your PerformanceNet orders. You can click on a Order# hyperlink to view more information or 

you can use the Status button in the Tool Bar to view and search all orders. 

Order Status: 

Pending - an order that has been created and saved, but has not been submitted  

Confirmed - an order that has been received by Performance Foodservice 

In Use - an order that is currently being accessed by another user 

View All Orders 

From the Dashboard click on the Status button then click on Power Net Orders. Orders are loaded with the most recent 

order at the top. Click on a Order# hyperlink to view that order.  

 

 

 

 

 

Edit an Order with Pending Status 

Orders that you start, then save to continue later will have a Pending order status. At any time, you can click on that Or-

der# to go back into the order and continue.  

From the Order Form page, continue with the steps to place then submit the order. Or, to save and continue later, click 

Save. 
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Overview 

Within PerformanceNet you can view and print order guides created by your corporate office and/or Performance Foodser-

vice. You can also create your own custom order guides, in the sequence you want.  

View/Print an Order Guide  

From the Dashboard, click on the Reports button, hover over Guides then select the order guide you want to view and 

print. Items are sorted by Item Number.  

 

 

 

 

 

 

 

 

 

To Sort an order guide, click on the Advanced button then select Sort. Choose an alternate first sort option (such as Item 

Description) then select Sort. This step ensures every time you create an order using this order guide, it will always be 

sorted in the manner you choose.  

To print an order guide, click on the Print button and select Print. 
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Order Guides 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Custom Order Guides 

View Custom Order Guides 

From the Dashboard, click on the Admin button then click on Custom Guides. A list of your custom order guides appear. 

From this screen you can view or edit an existing guide, or you can create a new guide.  

Click on the Edit icon next to the custom guide to view and/or make changes. 

 

 

 

 

 

 

 

Create/Edit a Custom Order Guide 

From the Dashboard, click on the Admin button then click on Custom Guides. Click on the Create button to create a new 

custom guide. Enter a Name and Description. You can  create this order guide from scratch, or you can create it based on 

another order guide. Click on the Create button then click Edit. 
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Create/Edit a Custom Order Guide Cont’d 

To start, you will need to create at least one Category to place your items in. On the right side, click the Create button, 

from the pop up, type the first category then click Create (you can create as many categories as you would like). 

 

 

 

 

 

 

 

 

 

There are multiple methods you can use to add items. From the Tool Bar, you can use the following buttons: 

Add From - add items from an existing order guide. This method allows you to load or import an order guide, then search 

and select the items you want to add to the new custom guide. From the Tool Bar, click the Add From button then select 

the guide you want to load. 

Add - add by Item (search by keywords to find items); Class (view items by classes); Category (view items by category). 

From the Tool Bar, click the Add button and select Item.  

Quick Add - add items by entering item#. From the Tool Bar, click the Quick Add button.  

Once you select your desired method, in the Search field type your item description or number, then click Go. On the right, 

select the desired Category, then select the item(s) from the left that you want to add to the new guide. 

To move the item to the new guide, click the green up or down arrow. Make sure to Save your work.  
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At any time, you can use the Preview button to view your guide. Use the Back button to return to Edit mode. 

 

 

Sequence Items 

Once you finish adding items to your guide, you 

use the green arrows to put the items in the se-

quence that you want.  

Select the item you want to move, then click the green arrow pointing right between the 2 items where you want to place 

the item. Make sure to save your work.  

 

 

 

 

 

 

 

 

 

 

Once you’ve added items and sequenced, you are now ready to Save your work. Now when placing orders, you can select 

this order guide to order from.  

To order from this order guide, from the Dashboard, click the Create Order button then select Custom Guide. From the pop

-up, select the desired custom guide. 
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Order Guides 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Import an Order Guide 

When editing or creating a custom guide, you also have the ability to import an order guide. In order to use the import fea-

ture, the file must be comma delimitated and saved with a csv or .txt file extension. 

From the Dashboard, click on Admin then select Custom Guides. Click on the Create button to create a new custom guide. 

Enter a Name and Description. From the Create From field, select Import File. Click the Choose File button and navigate 

to  your order guide file. Click Create then click Edit. 

 

 

 

 

 

 

The items are imported into the guide. On the right side, make sure you have the correct Category selected, then from the 

left side, select the items you want to move into the guide. Use the green up or down arrow to move items over.  

 

 

 

 

 

 

 

 

Once you’ve finished moving items, be sure to Save your work. If desired, use the right pointing green arrows to sort the 

items in the sequence you want.  
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Inventory works similar to Custom Order Guides. You can create a new Inventory Template from scratch or base it off of 

an existing order guide.  

Create an Inventory Template using an Order Guide 

From the Dashboard, click the Admin button, hover over Inventory, then hover over Inventory Template then click on Cre-

ate.  

From the pop-up, type a Name (no spaces) and Description. Click on the Create from drop down and select the order 

guide for which you want to create the inventory. Click on Create then click on Edit.  

The order guide items load on the Inventory Template page. This screen works the same way as the Custom Order Guide 

options for adding items. 

On the right, select the desired Location, then select the item(s) from the left that you want to add to the Inventory tem-

plate. To move the item to the new template, click the green up or down arrow.  

 

 

 

 

 

 

 

To enter inventory values into your new template, from the Dashboard, click on the Admin button, hover over Valuation, 

hover over Inventory, then click on your Inventory Template. Your Inventory Template appears with your items. Enter the 

Cases and Each quantity on hand. Be sure to save your work early and often.  
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Inventory 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Par Lists display the item quantity you always need on hand; and, work in conjunction with your Inventory. You can create 

a new Par List based off of an inventory sheet or an order guide. 

From the Dashboard, click the Admin button and then select Par List. Click the Create button to create a new Par List. En-

ter a Name (no spaces) and Description. Click Create then click Edit. 

From the Par List page, click the Add From button and select the guide or inventory sheet from which you want to create 

your Par List based on: 

 

 

 

 

 

The items load, allowing you to enter the Par level in the Par column. Once you finish adding Par for each item, remember 

to Save your work. 

 

 

 

 

 

 

 

Now, when creating orders, you will have a new option - Par. Choosing this option will load your Par sheet and all you 

need to do is enter your current inventory on hand and based on the Par you entered, the order quantity is calculated for 

you. 
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Par Lists 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

PerformanceNet reports consist of Item Usage and Movement reports; as well, you can view your order guides. You can 

select a date range and various parameters; and, you can print or export any report. If you have access to multiple ac-

counts, you can choose to run individual or consolidated reports.  

Item Usage Report 

The Item Usage report shows items, description, quantity and sales. From the Dashboard, click the Reports button then 

select Item Usage. If you are running for multiple accounts, you may select Item Usage Consolidated.  

Enter a date range, then select the desired parameters in the fields below. Once finished, click the Generate button at the 

top.  

To export the report, click on the Advanced button then select Export with Headings. An export of comma or tab creates a 

text file, or you may select Excel. To print the report, click the Print button and select the printer.  
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Movement Report 

The Movement report displays item, description, and quantity for the date range you choose. Run the report to display your 

top sellers, or bottom dwellers.  

From the Dashboard, click the Reports button then select Movement. If you are running for multiple accounts, you may 

select Item Movement Consolidated.  

Enter a date range, then select the desired parameters in the fields below. Once finished, click the Generate button at the 

top.  

 

 

 

 

 

 

 

 

 

To export the report, click on the Advanced button then select Export. An export of comma or tab creates a text file, or you 

may select Excel. To print the report, click the Print button and select the printer.  
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Guides Report 

The Guides report allows you to view, print, or export your order guides.   

From the Dashboard, click the Reports button, hover over Guides then select the guide you want to view. From the Order 

Guide Report page, use the Advanced button to display prices or export the content. 

To export the guide, click on the Advanced button, Export, then select the desired export method.  

To print the order guide, click the Print button.  

 

 

 

 

 

 

If you would like your items to print in alphabetical order, see User Options to change the default sort.  
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Within the PerformanceNet Use Options, there are a few basic options for your to maintain system settings, such as add-

ing an email address, changing your password, or changing default view settings.  From the Dashboard, click on the User 

Options button.  

 

 

 

 

 

Add an Email Address to Receive Order Confirmations via Email 

Click on the Additional Emails tab then from the top right select the Add button. Type your Name and Email Address, then 

click the Save button (top right next to the Add button).  

 

 

 

 

 

Change the Default Lines Per Page View 

Click on the General tab, the default view is 34 lines per page. To change this view, enter a Lines Per Page number, it 

must be between 10—50, then click the Save button (top right next to the Add button).  
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From the Dashboard select the User Options button. 

Change your Default Order Guide Item Sort 

Items appear in the order guide sorted by Item#. To change your default sort, click on the Sort tab. Select the Sort Type 

dropdown and select the Order Guide. Select your desired First, Second, Third and Forth Sort. For example, you want or-

der guide items to appear in alphabetical order, you would select the guide, then select First Sort - Item Description. After 

making your selections, click the Save button (top right next to the Add button).  

 

 

 

 

 

 

Change your Password 

Click on the Change Password tab, type your Old Password. Type a New Password, then type to Confirm New Password. 

Click the Save button (top right next to the Add button).  
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Account Panel 

The Accounts panel displays invoice information. You can click on a Invoice# hyperlink to view more information or you 

can use the Account button in the Tool Bar to view all invoices. 

View Invoices 

From the Dashboard click on the Account button then click on Statement Status. Invoices are loaded with the most recent 

invoice at the top.   

Click on a Invoice# hyperlink to view that invoice.  

To export the invoice, click on the Advanced button, click Export then select the desired export method. Or, to print the 

invoice, click on the Print button. 

Use the Back button to get back to the Statement Status page, or click the Home button to return to the Dashboard.  
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Invoice Statements 




