
“How To Order”

1. Go to www.bidfood.com.au

2. Select Online Ordering

3. A new widow will appear: www.mybidfood.com.au

4. Enter your login details 

5. Select Stay Signed In to have the website remember your details forever

6. Click on Log In

http://www.bidfood.com.au/
http://www.mybidfood.com.au/


7. The dashboard page will display the main menu, My Shortcuts Menu, Search Bar, Cut Off Time and Auto 

Order Form menu and the order basket.

8. The Search bar located under the top main menu can be used to quickly search products either by product 

description, product category, product code, brand or product line and add them to the basket. As an 

example you can enter BBQ sauce, or butter in the search keyword field and select the search button to 

view results.



10.Categories Filter: This option will allow you to define the category you wish to search. Choose an option from the 

drop down list and only products from that category will be displayed. Options are listed alphabetically and include 

Chiller Goods, Dry Groceries and Other Frozen. 

11.On the search results page, against the product/unit of measure you wish to order enter the quantity in the QTY box 

and select ADD to add the product to basket. A success message is displayed once the product is added to the 

basket and the basket icon displays/updates number of products currently in the basket. Further products can be 

searched and added to the basket in the same way.

12. Basket can be accessed by clicking on Basket icons.



13. As per below, any items appearing in the basket in:

• Red – are out of stock at your branch

• Orange – have low stock at your branch

• These items will need to have the Qty’s altered or be deleted from the ‘Current Order Basket’ 

before finalising your order

14. Once items with alerts are modified in the basket, click on ‘Go to Checkout’



15. The Order Header Details Page will display

16. In the Your Order Reference box, enter in an order reference. E.g. Date, users name, or 

purchase order number

17. Select Continue to proceed to the final checkout screen



18. The Order Delivery Details page will display

19. You can review your order on this final screen 

20. Select the required date for delivery to your store from Delivery Date drop down field

21. Click on Submit, which will send the order to your local branch



22. After selecting the  ‘Submit’ button  the ‘Order Confirmation’ screen will be displayed with a 

summary of your order placed to Bidfood

23. You can ‘Print’ or ‘Email’ a copy of the order by selecting one of the buttons provided.



Reports and Accounts

The Reports and Accounts facilities on myBidfood allow customers to access their order, 

usage and invoicing history to inform purchasing decisions or access past documents to 

assist with book keeping.



Reports

• Bidfood provides Order Acknowledgement, Previous Purchases, Usage and Stocktake

Reports for customers to run at their convenience

• Customers can report on the last 24mths of history when accessing reports, all onscreen 

reports can be exported to MS excel for easy review

• Select the report you wish to run in the below example Previous Purchases > select the 

date range from the Search By area > click Search or Export

• Each report has unique column headers to assist in the interrogation you wish to achieve

• Reports can be automatically emailed to nominated email addresses using the Report 

Exports function, chat to your Bidfood Representative for more information on this. 



Accounts

• Bidfood provides access to customers Invoices, Credits, Orders, Statements information. 

Customers may also have access to Loyalty redemption and Online Payments and 

Payment History to run at their convenience.

• Customers can report on the last 24mths of Order/Invoice history when accessing 

Account information, all onscreen reports can be exported to MS excel for easy review.

• Select the Account option you wish to run in left hand menu. In the below example we use 

Invoices/Credits > select the date range from the Search By area alternatively input the 

document reference number you wish to find > click Search or Export.

• You can click on the Inv/CR number and view the individual document onscreen with the 

option to print

• Each report has unique column headers relevant to the documents you wish to view.



For all queries relating to 

myBidfood, please contact 

your Bidfood representative


