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Loaf Online Ordering 

 

1  L O G I N  

To login go to www.order.loaf.co.nz  
 
If you are an existing customer you will be redirected to our new Global Bake ordering site. Your user 
name and password are the same as the previous on-line ordering site. 
 
If you are a new customer please contact our Customer Services team to set you up as a user. 
 

 

 

 

2  I N I T I A L  W E B  S C R E E N  

Once you log into the web you will see a logon screen similar to the one below with your customer 

name in the header.  

 

http://www.order.loaf.co.nz/
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3  P L A C I N G  A  N E W  O R D E R  

 

3.1  If you wish to place a new order select a date that allows an order to be created.     

       No customer input is needed for delivery or run. 

3.2  Select place a new order as below. 

 

At this time the order is presented on screen (but has NOT been created in GlobalBake). 
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3.3  Start typing in the field for a product or select from the list.  

3.4  Place the number of products you want to order in quantity field. 

3.5  Order number and comments can be added if required. 

3.6  Once the quantities are entered the Save Order button at the bottom can be clicked. 

 

 

 

3.7  Then the Create New Order message will pop up.  

 

3.8 Click Yes to create the order. 
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3.9  You will receive a confirmation email. 

3.10 Once the order is saved you will be able to see it in GlobalBake.  

 

4     U P D AT I N G  S T AN D A R D  O R D E R S  

If you have a standard order it will show under S/O column. 

4.1 To enter this order click set quantity. 

4.2 Your standard order will now show under quantity. 

4.3 If you want to add or remove anything else from this order you can then do so. 

4.4 Click save order. 
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5     U P D AT I N G  /  D E L E T I N G  E X I S T I N G  O R D E R S  

5.1  Existing orders can be amended if made prior to daily cut-off.  Select the order date and click on 

the order to have its details shown. 

5.2  Amend order as required. 

5.3 If you need to delete an order or part of an order change quantity to 0. 

5.4  Click update order. 

5.5  You will then receive an update with the success message.   
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6     R E V I E W I N G  O L D  O R D E R S  

Old orders can be reviewed but cannot be altered.  Select the order date and click on the order to have 

its details shown. 

 

 

 


