
Module: # 15

Bishop’s online 

Ordering System

Category: Administrative systems

Estimated time: 15 minutes



This training might also be 

useful for the following 

leaders:

• Members of the Bishopric

• Elder’s quorum and Relief Society 

presidencies

• Assigned ministering brothers and 

sisters



In this training, you will learn to:

1. Ingresar al sistema de pedidos en línea

2. Realizar un pedido

3. Conocer los estándares de servicio y lo 

que las tiendan verificarán en los pedidos



1.
▪ What it is 

▪ Who has access 

▪ Confidentiality 

▪ Who approves

Bishop's Ordering System

– General guidelines



Bishop's Ordering System - General guidelines

Who has access

Confidentiality

Who approves

What it is
It is an online tool that will allow Church 

leaders to continue helping the neediest 

families with food and other essential 

items. 

It currently operates in the countries of 

Guatemala, El Salvador, Honduras, 

Nicaragua, and Costa Rica.



Bishop's Ordering System - General guidelines

Who has access

Confidentiality

Who approves

What it is
The Bishop, his counselors, the elder’s 

quorum presidency, and the Relief 

Society presidency can access it from 

Leader and Clerk Resources

Other adult members assigned by the 

bishop can access it from: 

welfareservices.churchofjesuschrist.o

rg



What it is

Bishop's Ordering System - General guidelines

Who has access

Confidentiality

Who approves

"The bishop and other ward leaders keep 

all information confidential about 

members who need the Church’s help. In 

this way, their privacy and dignity are 

protected (see 31.3). Members who 

receive assistance should recognize the 

sacred nature of fast offerings and 

bishop’s orders, as well as treat the 

assistance they receive with 

confidentiality and respect.” 

                          General Handbook 22.4.5



Bishop's Ordering System - General guidelines

Who has access

Confidentiality

Who approves

What it is
The bishop is responsible for approving 

orders in the system. In exceptional 

cases, the bishop may verbally authorize 

a counselor to approve.

Once the order is approved, the member 

will be able to go to the store with their 

printed order, choose their products, and 

the store will dispatch them. The member 

takes their products without making any 

payment to the store.



2.
Bishop's Ordering System 

– Placing an order



Bishop's Ordering System – Placing an order

Initial setup

Creating an order

Approval

System login
In Leader and Clerk Resources select

*Vista desde un celular



Bishop's Ordering System – Placing an order

Initial setup

Creating an order

Approval

System login
Add your preferred contact method, 

language, and the store you will use from 

the Settings tab

*Vista desde una computadora



Bishop's Ordering System – Placing an order

Approval

Click on the +Order button, fill in the 

member's information, and fill in the 

quantities

*Vista desde un celular

1 2 3

Initial setup

Creating an order

System login



Bishop's Ordering System – Placing an order

Initial setup

Creating an order

Approval

System login
The bishop will receive a notification via 

email or SMS text message, as indicated 

in the settings tab.

The email or SMS text will have a link 

that will take him to a screen where he 

can review the order and click on the 

approve button located at the bottom.



3. ▪ Service standards 

▪ What the store will verify

Bishop's Ordering System

– Important



Service standards 

1. Orders must be calculated for 15 days or less.

2. The order is valid for 30 calendar days.

3. The order must have a barcode, the bishop's signature, and his seal.

4. The person collecting the order must carry a copy of their identity card (cédula de 

identidad).

5. The person collecting the order is the only one who identifies themselves with their identity card.

6. Members choose their products and brands. The store does not do this, nor do the leaders.

7. It is possible to combine brands of the same product to get the desired amount.

8. If a product is out of stock, the member cannot add another; they must instead notify the preparer. 

Leaders may issue another order in a few days.

9. If the beneficiary is a minor and the only member of the Church, an adult family member can be 

added as the person collecting the order.

10. We should avoid, as much as possible, the Bishop preparing and collecting the orders.

11. The bishop cannot place an order for himself or his family members without the authorization of 

the stake president.

12. If the system alerts you about exceeding the quantity of products, reduce quantities and evaluate 

with the member in a few days to issue another order, if necessary.



What the store will verify

Cashier - what I need to know about church vouchers:

1. Request for the the personal identification document (identity card or foreign passport), and verify that it 

matches the one described on the voucher.

2. If it is not the same person described in section 1, the name must still be printed in section 2. If neither of the 

names described is present, it cannot be changed.

3. The voucher number must be printed (in this section), otherwise it will not be valid for exchange.

4. The voucher must specify the products and quantities to be delivered to the beneficiary without any brand 

restrictions.

5. The vouchers will be valid for 30 calendar days from the date of issue. If the voucher expires, it cannot be 

redeemed, and the church member must request a new one from their church.

6. Vouchers that have been altered with a pen (quantities of items, date, name) or that are physically 

incomplete will not be accepted.

7. It must bear the seal and signature of the church leader (applies to El Salvador, Honduras, Nicaragua, and 

Costa Rica), and it cannot be a copy; otherwise, it will not be accepted.

8. If the store does not have any of the requested products, they may be substituted with other products of the 

same or similar characteristics, at the beneficiary's discretion. (If the store does not have similar products to 

substitute, the beneficiary will redeem the available products and request another voucher from the church 

for the remaining items.)

9. Additional products cannot be delivered unless the recipient chooses to make the purchase using a different 

payment method than the voucher. If this occurs, the purchases will be invoiced separately.

10. The voucher must be used in its entirety. When invoicing, you must provide the tax identification number 

(NIT, CJ, RTN, RUC) of the Church (it is always located in that section). The invoice will only be issued in 

the name of the IJSUD (Iglesia de Jesucristo de los Santos de los Ultimos Dias). No other number can be 

used.

11. The recipient must sign the voucher to confirm receipt of the products (the signature must include their full 

name, identification number, and a phone number; signing the voucher eliminates the need to scan an 

additional document). A reprint of the receipt will be provided to the recipient only upon request.

12. The ticket, along with the redeemed voucher signed by the beneficiary, will serve as supporting documents. 

These documents must be kept by the cashier and handed over to the Cash Office manager.

NOTE: IF ANY OF THE REQUIREMENTS ARE NOT MET (CREDENTIALS PROVIDED, PRINTED BARCODE, 

STAMP AND SIGNATURE, ADDRESSED TO MY STORE, AND VALID DATE), WE KINDLY ASK THAT YOU 

CONTACT YOUR CHURCH LEADER TO OBTAIN THE MISSING REQUIREMENTS.



For more information

Please contact the stake welfare 

and self-reliance specialist.



Please rate your 

experience with this 

training module.

https://forms.office.com/r/ME9CFHG882


Congratulations! You have completed the module: 

Bishop’s online Ordering System
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