
Operator Tips – Team & Order Guide Basics
A short reference for adding employees, managing your Order Guide, and editing item notes.

1. Add New Employees
• Tap the people icon at the top right of the app.
• Choose the add employees icon.
• Add the employee and assign admin access if needed.

Tip: Keep access current so the right people can place orders and receive updates.

2. Add or Remove Items From Your Order Guide
• Use your Order Guide for the items you buy most often.
• To add items, browse your guide or catalog and use the plus button to include them in your order.
• To manage the list itself, open Order Guide settings or Edit to organize or remove items you no
longer want in the guide.

Tip: A cleaner guide means faster ordering and fewer missed items.

3. Edit Line Item Notes
• Desktop: In View Cart, hover over the item and add your note.
• Mobile: In View Cart, swipe left on the item to edit the note and save it.
• Use notes for pack preferences, each vs. pound, jar size, or one-time instructions.

Tip: Notes are reviewed before fulfillment, so they are a great place for special handling details.

Need deeper help? Use the full user guide or message your R.E. Golden Produce sales representative through the app.


