


Plant Search Page
At the top of the page there are several fields that need to be filled before you can begin searching for 
plants. Your search Reference Number is also listed in this section.

Job Name
This is just a helpful description of the job so that you will be able to identify and tell the difference between 
different jobs. All your jobs should have different names so you can tell them apart. On the Searches page, 
you can search your jobs by name using the box at the top of the page.

Reference Number
This number appears right under the job name. This is unique to each plant search. If you have any difficul-
ties with this search, this is the number you would refer to when speaking with our support staff.

Job Date
This is the date that the job begins or that you need the plants picked up or delivered by.

Job Zip Code
This is the zip code of the job site or your company. This is the zip code that will be used to calculate ship-
ping costs so if you are having material shipped directly to the job site, use that zip code, or if you are hav-
ing the material shipped directly to you, use your zip code.

Max Nursery Count
When you conduct your plant search, this is the maximum amount of nurseries that you are willing to buy 
from. The default is 10, but you can set this to whatever you wish. 

Notes
This is an optional field. You can use this to make any notes you wish. Like your Job name, your Notes are 
searchable from the main Searches page.



Preferences

Favorite Nurseries
Add or delete your favorite nurseries here. When you begin typing the name of the nursery, a list will ap-
pear in a dropdown box. Select the nursery from the dropdown. If the name of the nursery you are looking 
for is not listed, then that nursery does not list their plants with Plantbid. Results from these nurseries will 
show up in under the Favorites column on the search results page. These favorites only apply to this plant 
search. If you wish to permanently add a nursery to your favorites, you will need to edit the Favorite Nurs-
eries section on your Account page.

Blocked Nurseries
Add or delete nurseries that you do not wish to do business with. When you begin typing the name of the 
nursery, a list will appear in a dropdown box. Select the nursery from the dropdown. Results from these 
nurseries will not appear in your search results. These blocked nurseries only apply to this plant search. If 
you wish to permanently block a nursery from your results, you will need to edit the Blocked Nurseries 
section on your Account page.
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Search Items
This is the section where you’ll search for plants. To get started click on “Click here to add your first item.” 
You can also click “Add another item”. Either will bring up the Item Details window where you enter the 
info for the plant you are searching for.



Item Details
At the top of the page, you’ll see a row of colored buttons but we’ll get to that later. You’ll need to fill out the 
fields below in order to conduct your search. The fields are:

Quantity
This is the number of a particular plant that you need. This is a required field.

Plant
This is where you type the name of the plant you are looking for. Once you have typed at least 5 characters, 
a dropdown box will appear with all the plants that match. This may take a few seconds. You must select 
from the dropdown box in order to search for the plant.  You can even perform a broad search of a genus 
by typing “(any)” after the genus name. Ex. Loropetalum (any). This is a required field.

Search Guide
This is where you input the size of the plant you are looking for. Enter the number into the first box, then 
select the unit from the dropdown box. The options are gal. (gallons), inch (pot or box inches), caliper, 
height (in inches or feet), clear trunk, or total wood. This is not a required field, but it is highly recommended.
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Once you’re done entering the plant info, go to the top and click “New” to enter the next plant on your list. 
After you enter all the plants you wish to source, click “Close” and it will bring you back to your Search 
homepage.

Save Draft
Once you have entered all plants you wish to search for, and have returned to the Plant Search page, click 
“Save draft” to save your work.

Copy
Click this button if you wish to copy this search. It will bring you to a new Plant Search page. You can use 
this to recreate an order that is similar to a previous order so that you won’t have to fill out the search from 
scratch.

Delete
Click this button if you wish to delete the search entirely. It will ask you if you are sure. If you click yes it 
will return you to the Plant Searches page.

Search
Once you have found all the items you are looking for, you are now ready to click the Search button. Based 
on your job site location, Plantbid digs through the nursery data and matches your unique plant list with 
multiple practical and efficient purchasing options. 



Result Name
These are the 3 types of results you will receive (or 2 if you have not added any Favorite Nurseries):
Basic Search - The best results you can achieve on Plantbid using all of your search criteria.
Favorites - The best results only from your list of Favorite Nurseries.
Unrestricted, Pick Up Only - These results show what the lowest possible cost of the plant material using 
all nurseries in the Plantbid network, but ignore all your search criteria and any freight costs. You cannot 
submit these results. They are listed so you can compare it with the other results. This is also the amount 
that determines how much Plantbid will charge buyers without a subscription or debit from buyers with a 
subscription.

Has All Items
A green check shows that a search result has all items. Red numbers indicate that not all of the material was 
able to be found based on the data you entered, but will show how many items that search was able to find.

Material Est.
This is the estimated cost of the plant material in your search based on our current availability information 
from the nurseries in your search results.

Freight Est.
This is the estimated cost of delivery and/or pick-up (including independent haulers) for each search result.
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Nurseries
This is the number of nurseries providing plants in a given search. If you click or scroll over the hint icon, a 
list of the nurseries will appear.

Transport
This is the delivery method that the search used to estimate freight costs.

Customized
This indicates whether you have edited the search results.

View
In order to customize or submit a plant order, you must click View under the Result that you wish to use.



Result Page
This will bring you to the result page for that Result Name (Basic, Favorites, etc.).
This page will list all the plants you have searched for, and which nursery Plantbid has determined will give 
you the best deal. Below the list of plants there are boxes that contain the freight estimate and the total cost. 
You may click on the Nursery box, however, to see a dropdown of all the other possible nurseries that have 
your item, along with the specs and cost of that item at that nursery. If you wish to change which nursery 
you are ordering an item from, just click on that item in the dropdown. Then click the Save button beneath 
the box for total cost, and it will update the new price and freight information.

Item Detail
Next to the Nursery listed for each plant on your list, there is a camera icon. If you click on this, it will 
bring up the Item Detail screen, which lists all the information about the plant. Under “Last updated” you 
will see:
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Request Image
If the nursery does not have an image for your item in their gallery, you can request an image by clicking 
the Request Image button at the bottom of the screen. 

Flag Item
Once you have submitted your search, click this button if the nursery does not have the item in stock. This 
will notify Plantbid that this nursery’s inventory is out of date, and we will contact them to correct this.

Close
Click this to return to the Result page.

Nursery Contact Information & Map
Since nursery availabilities are subject to change, before you submit an order, you should contact the nurs-
eries to ensure that they still have the plants that you are looking for. Beneath the Save button is a list of 
Nursery Contact Information. It lists all the nurseries providing plants to your order. To see that nursery’s 
contact information, just click on the nursery’s name. To the right of the contact information is a map that 
shows your location and each nursery’s location. 

Delete
If you are not satisfied with this Result page, and wish to delete this result from the other results, click the 
Delete button above the map. This will return you to the Plant Search page and you will see that under 
Search Results, the Result Name of the result you deleted will no longer be listed. 9

Nursery Updates Images
This indicates whether a nursery responds to image requests (see page 9). A green check means that the 
nursery usually responds quickly to image requests. A red X means the nursery does not usually respond to 
image requests.

View Nursery Image Gallery
There is a link to “View nursery image gallery” near the bottom of the screen. This will show you the image 
gallery for that nursery so you can see a picture of the plant you wish to order. 



Account Page
You can use this page to set your contact information, change your password, email settings, billing info, 
favorite and blocked growers, and grower discounts. 

Account Details
This section contains the contact information for your company. You can also change your password with 
the link on the left.

Preferences & Settings
This section controls which emails you receive and lets you set up your pick-up costs. 

Enable plant request emails
Check this box to receive an email from Plantbid that documents each plant request you submit to growers. 
This box is checked by default. It should always be checked.

Enable image request emails
Check this box to receive an email from Plantbid that documents each image request you submit to grow-
ers. This box is checked by default. This should always be checked unless you plan on never making any 
image requests.
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Submit
Once you are completely satisfied with all your search results, and you wish to purchase the plants in your 
order, hit the Submit button above the map. This will send an email to each of the nurseries that you have 
requested one or more of their items. At this point you will need to contact the nursery yourself (using the 
Nursery Contact Information section) to ensure that they received your order, and to arrange payment and 
delivery. If a nursery does not have an item that appears in your search results, please access the Item Detail 
for that item and click Flag Item.



Billing Info
This section shows your current billing plan. You can also add or change your credit card information or 
review your bill history.

Favorite Nurseries
In this section, you can add or delete growers that you would prefer to do business with. When you per-
form a plant search on Plantbid, results from these growers will show up in the column Favorites on the 
search results page. To add a nursery, begin typing the name of the nursery. A dropdown box with the 
nursery’s name should appear. If there is no dropdown box, the nursery is not currently part of the Plantbid 
network. To delete a nursery, just click on the trashcan next to its name.

Blocked Nurseries
In this section, you can add or delete growers that you refuse to do business with. When you perform a 
plant search on Plantbid, results from these growers will not show up in any of your search results. To add 
a nursery, begin typing the name of the nursery. A dropdown box with the nursery’s name should appear. 
If there is no dropdown box, the nursery is not currently part of the Plantbid network. To delete a nursery, 
just click on the trashcan next to its name.
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Nursery Discounts
If a grower gives your business a discount, you add or delete that information in this section so that Plant-
bid will include your discounts in your search results. The grower will reserve the right to approve or deny 
the discount upon your submission. The discount will not be applied until the grower grants their approval.

Save
If you have made any changes to your account information, make sure you click Save before navigating 
away from the page.
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