
ONLINE FORM: Order for Food and Supplies 
A QUICKSTART GUIDE FOR ORDER PREPARERS

Note: The terms stake and ward refer also to districts and branches. The terms stake president and bishop (and references to 
their counselors) refer also to district presidents, branch presidents, and their counselors. 

Welcome to the online system for orders from the bishops’ storehouse. If you have been asked to help prepare an Order for 
Food and Supplies, you can do so on this website.

Before you can access the online system, you must first:

•  Have an LDS Account. This is the same account you use to access LDS.org, FamilySearch.org, and other Church websites. Your 
LDS Account must be associated with your membership number. If you need an LDS Account or if you need to associate 
your account with your membership number, go to ldsaccount.lds.org. For help, go to ldsaccount.lds.org/help.

•  Be designated as an authorized unit leader (bishop, branch president, Relief Society president, or bishop’s or branch 
president’s counselor) in your ward or branch MLS system. Or you must be designated as an order preparer by your bishop or 
branch president.

Accessing the System
As an order preparer, you can access the system in three ways: 

1. You may have received an invitation email or text message from the system that includes a link to the website.

2.  If you are also an authorized unit leader, you can access the system by following the links on the Leader and Clerk 
Resources web page.

3. You can access the web page directly by going to WelfareServices.lds.org.

Orders Assigned to You
When you sign in to the system as an order preparer, you will see 
a screen similar to the one at the right, with a  list of orders that 
have been assigned to you. (Ward or branch leaders will see a 
different screen.) To begin working on an order, just click it.

Notification Preferences
Be sure to set your  notification preferences. When a leader 
assigns an order to you, the system will text or email you according 
to the contact information you provide. Click the Save Settings 
button when you make changes to these fields.



Preparing a Food Order
For help in filling out the individual fields in the 
Food Order Setup section, click the help icons. 
To set up an order, you must specify information 
about the recipient and the order preparer. 
You may also select a pickup location if your 
storehouse provides bulk order deliveries in 
your area. You can pass comments to the 
preparer and approver or to the storehouse 
and recipient.

You may print a copy of the order at any time 
after the recipient and the number in household 
have been entered.

During a family-needs visit, evaluate the family’s 
resources and select the items to be included 
in the order. If you do not have a mobile device 
to take with you, you can use a printed copy 
of the form as a worksheet and then enter the 
form information online later. (For instructions 
regarding the family-needs visit, see Handbook 2: 
Administering the Church [2010], 9.6.1.)

After the order is complete and ready for the  
bishop’s review, click the Submit for 
approval button. The bishop will receive a 
notification, based on his settings, to review the 
order. For leaders, the order will now be visible 
in the Orders in Process queue under the Orders tab.

Getting Help
Some fields have a pop-up help link that shows field-specific information. 
This is indicated by the icon. Click the icon to see the information.

More general website help is available through the Help link in the gray 
menu bar at the top of each page. Clicking this link will display a list of 
help topic sections in the Help Center.

If you require further assistance, please email us at 
WelfareServicesSupport@ldschurch.org or call the Welfare Help  
Line at 1-855-LDS-HELP (1-855-537-4357).
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