
  

c u s t o m e r s e r v i c e @ m d l z s a l e s s o l u t i o n s . c o m

2018 v1.0 

USER GUIDE 

mdlzsalessolutions.com 

Mondelez International Foodservice 

customerservice@mdlzsalessolutions.com
mdlzsalessolutions.com


2 
 

Contents 
LOG-IN PAGE ..................................................................................................................... 3 

LANDING PAGE .................................................................................................................. 4 

Top Section .................................................................................................................... 5 

Middle Section ................................................................................................................ 6 

Bottom Section ............................................................................................................... 7 

SEARCH FEATURE .............................................................................................................. 8 

SHOPPING CART ................................................................................................................ 9 

PAST ORDERS ..................................................................................................................10 

USER PROFILE ..................................................................................................................11 

CATEGORY > Point of Sale ................................................................................................12 

Point of Sale > BROCHURES – General Information ..........................................................13 

Point of Sale > BROCHURES – Static ...............................................................................14 

Point of Sale > BROCHURES – Customizable ....................................................................15 

CATEGORY > Premiums ....................................................................................................17 

Premiums > Mondelez Premiums ....................................................................................18 

Premiums > Mondelez Premiums – Ordering ....................................................................19 

CATEGORY > Presentation Templates .................................................................................20 

CATEGORY > Image Library ..............................................................................................21 

Image Library – Downloading images ..............................................................................22 

CATEGORY > Racks ..........................................................................................................23 

Racks – Ordering ...........................................................................................................24 

CATEGORY > Custom Kits .................................................................................................25 

THE CHECKOUT PROCESS .................................................................................................26 

Shipping .......................................................................................................................27 

Address Book ................................................................................................................29 

Payment .......................................................................................................................31 

Review Order ................................................................................................................32 

 

  



3  
 

LOG-IN PAGE 

 

A. Key in User Name 

B. Key in Password 

C. Click on LOGIN button 

D. If you forgot your User Name or Password, use the Forgot Your Password feature. An 

email will be sent to your email on file that contains your username and a link to reset your 

password. 

 

E. Click on the support link at the bottom of the page to send an email for assistance. 
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LANDING PAGE 
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Top Section 

 

A. Use the SEARCH feature to find products on the website. 

B. Click on CART to display items in your shopping cart. 

C. Click on PAST ORDERS to display your previous orders and their status. 

D. Click on USER PROFILE to display your user profile. Change password, contact 

information, edit/add/change shipping addresses in your USER PROFILE. 

E. If you are an administrator, click on APPROVALS to display orders waiting for your 

approval. 

F. EXPLORE WHAT’S NEW section displays the two latest additions to the site. Click 

DETAILS to view the product. The left hand section will display the latest POS item that 

has been added to the site. The right hand section will display the latest PREMIUM item. 
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Middle Section 

 

A. Click SEE ALL to view Point of Sale material. 

B. Click SEE ALL to view Premium material. 

C. Click SEE ALL to view Presentation Templates. 

D. Click SEE ALL to view Image Library. 

E. Click SEE ALL to view Rack material. 

F. Click SEE ALL to view Custom Kits. 

  



7  
 

Bottom Section 

 

A. Click Privacy Policy link to open a new window and view the Privacy Policy. 

B. Click Visit Mondelez International Foodservice link to open a new window for 

Mondelez Foodservice website. 

C. Click customerservice@mdlzsalessolutions.com link to open Outlook and send email to 

the site’s customer service team. 

  

mailto:customerservice@mdlzsalessolutions.com


8 
 

SEARCH FEATURE 

 

The search feature enables you to find material within the site quickly. Search using any part of 

the product name, the product code, or terms that are related to the product. 

Examples 

 Searching for the term “OREO” will result in finding close to 50 different items that contain 

OREO in their product names, have OREO in their product codes, or have OREO assigned as 

a keyword within the items. Results include sell sheets, brochures, notebooks, stickers, 

cups, T-shirts, backpacks, cookie jars, etc. 

 Searching for product code “OREOBBALL” will result in finding the OREO Beach Balls since 

this is the product code assigned to this product. 

 Searching for the term “mug” will result in finding belVita, GOOD THiNS, HONEY MAID, and 

OREO cups, mugs, and tumblers. 

 Searching for the term “brochure” will result in finding multiple Brochures available. 
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SHOPPING CART 

 

A. These are the active items in your shopping cart that will be ordered when checking out. 

B. Product name of the item you are ordering. 

C. Date and time item was added to the shopping cart. 

D. Quantity of the item you are ordering. 

E. Various links to initiate action on items in your shopping cart. 

 Edit – click to edit this item 

 PDF Preview – click to view a PDF of the item in a new browser window 

 Duplicate – click to duplicate the item in your shopping cart 

 Delete – click to delete this item from your shopping cart 

 Hold – click to move the item from the active portion of the shopping cart to the HOLD 

FOR LATER portion 

 Email Proof – click to initiate an email that will contain a link to a PDF of the item 

F. HOLD FOR LATER – place items here from the active area of the shopping cart to access 

them at a later time. Items in this section will not be ordered when checking out. Click the 

Move to Cart link to place this item into the active section. 
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PAST ORDERS 

 

A. This is a list of your past orders with some details summarize and additional details available 

from the Details link. 
B. You can select which orders to view: 

 All Orders 
 Orders Pending Review 
 Orders in Process 
 Completed Orders 
 Orders with Declined Items 

C. Click the Details link to acquire additional details for an order and to place a re-order of 

some or all items in the previous order. 
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USER PROFILE 

After logging in for the first time, it is very important to review and, if necessary, to correct the 

information contained in the user’s profile. The user’s contact information contained here will be 

used in customizing material on the site. This includes the user’s physical address, email 

address, and phone number. Also, the default ship to address is generated from this 

information. The user can change their Password on this page and also add/modify his/her 

Address Book. Please note: Changing the address in your profile will not change your default 

address in your Address Book. You must make the changes there as well. 

 

A. Access the User Profile from anywhere on the site by clicking the Profile link. 

B. Click EDIT PROFILE to make changes to your profile information. 

C. Click CHANGE PASSWORD to change your password. 

D. Click ADDRESS BOOK to access your address book and make changes or additions. The 

original information contained in your profile becomes your default ship-to address. Making 

changes to your profile will not carry through to your default ship-to address. You must 

make those changes by accessing the Address Book. 
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CATEGORY > Point of Sale 

 

A. This is the shortcut Toolbar. Hover over any category to see additional sub-categories or 

click on any category to navigate to that category’s material. 

B. Click BROCHURES to view Product Guides and Brochures. 

C. Click CUSTOM SELL SHEETS to view Customizable Sell Sheets. 

D. Click FEATURE SHEETS to view product specific Feature Sheets. 

E. Click MERCHANDISING to view stickers, header cards, channel inserts, counter cards, 

wobblers, table tents, posters, and vending clings. 

F. Click REBATES to view Rebates. 

G. Click RECIPES to view Recipe Cards and Calendars. 

H. Click SELL SHEETS to view static and customizable Sell Sheets. 

I. Click WHITE PAPERS to view White Papers on topics of importance. 



13  
 

Point of Sale > BROCHURES – General Information 

After clicking on the POINT OF SALE>BROCHURES icon, you will land on the BROCHURES 

page. Below is a screen-shot showing three products. Click on the icon or product name to go 

to that item’s product page. 

 

The next page will show the product page for Cool School Qualifying Products Guide and 

describe the ordering process for this item. This product is pre-printed and stored in inventory. 

No customization is available. 
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Point of Sale > BROCHURES – Static 

 

A. Click PDF PREVIEW to view a PDF of the item in a new browser window. 

B. Description of the product, item number, page count, and dimensions. 

C. Enter an ORDER QUANTITY. Note the limitations on minimums and/or maximum 

quantities allowable. The order quantity cannot exceed min/max quantities or the Available 

Inventory. 

D. AVAILABLE INVENTORY is the amount of product available to be ordered. You cannot 

order more than this quantity. If you do, your order will be placed on hold in the shopping 

cart. 

E. Click ADD TO CART to place this item into your shopping cart. 

F. Click CANCEL to exit the product page and return to the catalog. 

G. This is a low resolution image of the product for your reference. 
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Point of Sale > BROCHURES – Customizable 

 

A. Click the UPDATE button to refresh the online proof that will show your latest updates. 
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B. Click PDF PREVIEW to view a PDF proof of the item in a new browser window. 

C. Description of the product, item number, page count, and dimensions. 

D. Select a Logo from the drop down list. If you like a new logo added, click the link to send 

an email to support with your request. 

E. Click the Contact Information tab to add contact information to the brochure. Enter all 

relevant information that you like to have included. 

F. Enter the QUANTITY you would like to order in multiples of 25. 

G. After reviewing an online proof, check the I agree box to indicate you have reviewed and 

approve the proof of your order. 

H. This is a second UPDATE button to refresh the online proof that will show your latest 

updates. 

I. This is a second PDF PREVIEW button opens a new browser window with a PDF proof of 

the item. 

J. Click ADD TO CART to place this item into your shopping cart. 

K. Click CANCEL to exit the product page and return to the catalog. 

L. This is a low resolution image of the product for your reference. 

  



17  
 

CATEGORY > Premiums 

 

Premiums are listed by Brand. Click on any icon to navigate to that brand’s premiums. 
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Premiums > Mondelez Premiums 

 

This is a sample of the items in the Premiums>Mondelez Category 
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Premiums > Mondelez Premiums – Ordering 

 

A. Description of the product, item number, page count, and dimensions. 

B. Enter an ORDER QUANTITY. Note the limitations on minimums and/or maximum 

quantities allowable. The order quantity cannot exceed min/max quantities or the Available 

Inventory. 

C. AVAILABLE INVENTORY is the amount of product available to be ordered. You cannot 

order more than this quantity. If you do, your order will be placed on hold in the shopping 

cart. 

D. Click ADD TO CART to place this item into your shopping cart. 

E. Click CANCEL to exit the product page and return to the catalog. 

F. This is a low resolution image of the product for your reference. 
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CATEGORY > Presentation Templates 

 

This category contains a selection of PowerPoint Templates that you can download and re-

purpose. 

A. Click on a Template you would like to download. 

B. In the pop-up window, click on the Download link to initiate a download to your computer. 

That’s it, you’re done. 
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CATEGORY > Image Library 

 

A. This is called a crumb-trail that you can use to quickly navigate this category. 

B. Search the Image Library using keywords such as brand names to quickly locate images 

available for download. 

C. Click to access Digital Signage.  

D. Click to access Logos.  

E. Click to access Packaging.  

F. Click to access Recipe Images.  
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Image Library – Downloading images 

 

A. Click on image you’d like to download. 

B. In the pop-up window, click on the Download link to download the image. 
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CATEGORY > Racks 
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Racks – Ordering 

 

A. Description of the product, item number, page count, and dimensions. 

B. Select an ORDER QUANTITY. The order quantity cannot exceed the Available Inventory. 

C. AVAILABLE INVENTORY is the amount of product available to be ordered. You cannot 

order more than this quantity. If you do, your order will be placed on hold in the shopping 

cart. 

D. Click ADD TO CART to place this item into your shopping cart. 

E. Click CANCEL to exit the product page and return to the catalog. 

F. This is a low resolution image of the product for your reference. 
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CATEGORY > Custom Kits 

 

A. EVENT KITS 

B. MEETING KITS 

C. RECIPE CONTEST PROMOTIONAL KITS 

Please note: Meeting Kits are best for smaller groups where you will be presenting to potential 

customers directly. Event Kits are best for large events - conventions, expositions, etc. - where 

you need a booth presence and marketing materials. 
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THE CHECKOUT PROCESS 

The checkout process involves ordering the items that are in the active section of your shopping 

cart, assigning a ship-to address, assigning a cost center, reviewing the order, and placing the 

order. 

A. Click on the Proceed to Checkout button to begin. 
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Shipping 

 

This is the first screen you see when you select Proceed to Checkout in your shopping cart. 

A. The default address populates the ship-to address. The default address is defined in your 

address book. To change the address book, click on the Address Book icon ( ). 
B. This is the price for this order, including tax (if applicable) and estimated shipping costs. 
C. Select Standard or Expedited shipping method. 
D. Explanation of Standard shipping schedule. Click on the link to view estimated shipping 

time to your destination. 
E. Explanation of Expedited shipping schedule. 
F. If you need special handling of your shipment, click on the link to initiate and email to 

support. 
G. Click the UPDATE SHIPPING CHARGES if you make changes to address or shipping 

method. 
H. Click the Payment button to move to the next step of the checkout process. 
I. Click the CANCEL CHECKOUT to cancel the checkout process and return to the shopping 

cart. 
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Address Book 

 

A. Your address book contains the addresses you’ve created. The default address is 

established from the information in your user profile when you were originally added to the 

system. Any address can be changed to the default address by editing it (see F). 

B. Click the BACK TO SHIPPING STEP to return to the shipping page. 

C. Download your addresses by clicking the DOWNLOAD ADDRESS LIST button and follow 

instructions on the pop-up window. 

           
D. Upload bulk lists of addresses by clicking the UPLOAD ADDRESS LIST button and 

following instructions on the pop-up window. 
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E. Add a new address by clicking the ADD NEW button. Make changes and click the ACCEPT 

button. 

 

F. Click the View/Edit button to select a different address to be used for this shipment or to 

edit an existing address and select it for this shipment. Make changes and click ACCEPT. 
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Payment 

 

A. Click Review Order to proceed to the next step in checking out. 

B. Your default Cost center is populated from your user profile. You can edit it here. 
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Review Order 

 

A. If everything is correct with your order, click the Place Order button to place your order. 

B. Review the details of your order. If any changes need to be made, click the CANCEL 

CHECKOUT button to return to the shopping cart. 

 


