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Filling Your Shopping Cart
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How to Purchase
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Documentation/ Practice Orders

| Add New Order

*Practice Orders

*Record without sending
an order to vendor.

Expected Date *

03/13/2025



Starting an Order

¢ Order Open Merchants (&)
= Order

Expected Date * Identifier *

05/13/2025 sys-9

Warehouse * Delivery Address * Reference Number

Enterprise High School Main

Item Quantity Unit Of Measure Cost Total

- Order Subtotal $0.00

Expected Date *

Reference Number

05/13/2025

Notes r Memo

Warehouse *

Enterprise High School




Order Dashboard

@ Dashboard Dashboard > Purchasing > Orders
@ Accounting Open and Requested D Add New Order
Items
Advanced b
Purchasing
Ordering Guide Identifier Expected Date Warehouse Vendor Status Total
Orders
& sys-9 May 13,2025 Enterprise High School Merchants (6) Requested $578.00
Reports >
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Order Dashboard

Dashboard > Purchasing > Orders

All Statuses Add New Order

Advanced »
|dentifier Expected Date Warehouse Vendor Status Total

4 sys-9 May 13,2025 Enterprise High School Merchants (6) Approved $578.00

4 sys-8 Mar 4, 2025 Holly Hill Elementary School Merchants (6) Approved $133.20
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Shopping Lists

Add New Order
Uses

e Reqularly Ordered Items
* Food Lists for Cycle Menus
* Food Lists for Special Menus

No Order

Warehouse *

Enterprise High school

Delivery Address )

Main

vendor

Benefits
e Saves Time/Quicker
* Improves Efficiency
* Product Consistency
* Assists with error prevention
* Reoccurring Orders

Merchants (6)

Shopping List

Wing Meal
Weekly Reorder
Weekly 1tems



Shopping Lists

{nr Dashboard Dashboard > Item > Shopping List

> Accounting 1 Include Inactive D Add New Shopping List 3
ltems ?
Advanced

ltem Adjustment

[tem Fulfillment Name Public
ltem Management & WingMeal v
Item Receipt ¢ Weekly Reorder

Physical Count S Weekly ltems v

Shopping List

Vendor Management

Warehouse Transfers 2
=1 Purchasing
Reports >
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Shopping Lists

Add New Shonn:
Give the Shopping List a unique name. OPPing List

Sort Order is just a weighted
preference for the order layout.




Shopping Lists

Dashboard > ltems > Shopping List Search > Shopping List

Name* SortOrder * Access *

Monthly Supply Order 10 Private ‘

* [nput Items
* Set Access Permissions
* |nactivate




Shopping Lists

Name* Sort Order * Access”
Monthly Supply Order 10 Public
Identifier Name
! 20517-1,5,6 Can Liners, to fit 55 gal can (ProPak) 1
(10000 Eadhes per Casa)
! 20003-1,5,6 Cleaner, Aerosol Oven, Non Toxic(Swisher) i
(600 Each (20 Oz)s per Case)
i} 20009-1,5,6 Liquid Hand Soap (Ecolab) 1

(.00 1250 Milliliters per Case)

iy 20012-1,5.6 Heavy Duty Broom (Next Step Commercial Products) 1
(1Each)

i 20522-1,5,6 Can Liners, to fit 16 gallon (Pitt) I
(100000 Eaches per Case)
i} 20006-1,5,6 Cleaner, All purpose, Liquid (Hi-Valu) 1
(400 Gallons par Casa)
v Active

Close Save



Shopping Lists

Dashboard = Item > ShoppingList

Include Inactive C] Add New Shopping List

Advanced »
Name Public Active
¢ WingMeal v v
& Weekly Reorder v
& Woeekly ltems v v
¢ Monthly Supply Order v v
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Add New Order ShOpping LiStS

MNo Order

I Warehouse * I

Enterprise High School

Using a Shopping List

Delivery Address™*

Main

Vendor*

Indicate the shopping list you
want to start with when you start

Monthly Supply Order discussed previously.

Expected Date *

Merchants (6)

05/13/2025 3

V—
i




Shopping Lists

€ Order Open Merchants (5)
= Order
Expected Date* Identifier *
5/13/2025 sys-10
Warehouse * Delivery Address* Reference Number
Enterprise High School Main
)
Q |dentifier Item Quantity Unit Of Measure Cost Total
i 20009-1,5,6 Liquid Hand Soap (Ecolab) 0 Case $62.5800 $0.00
/ (FR142) {400 1250 Milliliters per Case)
i 20003-1,5,6 Cleaner, Aerosol Oven, Non Toxic{Swisher) 0 Case $30.0600 $0.00
{DV468) (600 Each (200z)s per Case)
i 20006-1,5,6 Cleaner, All purpose, Liquid (Hi-Valu) 0 Case $28,6200 $0.00
(LvaA70) (400 Gallons par Casa)
fiiy 20517-1,5.6 Can Liners, to fit 55 gal can (ProPak) 0 Case $20.8100 $0.00
{DB250) (100,00 Eaches per Case)
i 20522-1,5,6 Can Liners, to fit 16 gallon (Pitt) 0 Case $39.8100 $0.00

s RCH Order Subtotal $0.00

Sales Tax $0.00

Order Total $0.00
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