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Glossary of Terms

Scroll Bar:
Since you are limited to the amount of information you can view
at one time, the scroll bar is used to view additional information.
A scroll bar will appear on the bottom or right of the screen if
there is additional information to view.

T~

—_—

Window:

A window is a viewing area. With NUTRIKIDS for Windows you
can open more than one viewing area at a time. If you open
more than 1 window at a time they will be placed on top of each
other.

Close Window:
Clicking on the X located in the upper right corner of a window
will close it.

Reduce and Enlarge:

Click on the little square box located in the upper right corner of
the window to reduce or enlarge the size of the window. Click it
once to reduce the size of the window and click it again to
enlarge the size of the window.

Minimize and Restore:

Minimize lets you "hide" a window so you can view another
window or software program. To minimize the window, click on
the horizontal line located in the upper right corner of the
window. A minimized window will appear as a small button
located at the bottom left corner of your screen. To restore it
click on the double box.

I i— Minimize
|

Tool Bar:
A tool bar contains buttons to open the "window" for a specific
function . To open a window in NUTRIKIDS for Windows you

3 NUTRIKIDS Inventory - Version: 3.01

Vendor Items Transactions Physical Inventory Reports Bidding Purchasing Warehouse Misc Tools Help

can either use the toolbar located at the top of the main menu or
select from the Main Menu.

- . —
Main Menu: sl =iy
This screen is the Main Menu of NUTRIKIDS. To open a window e N
in NUTRIKIDS for Windows you can either use the toolbar | e &
located at the top of the main menu or select from the Main = E
Menu. oi ED-

LunchByte Systems, Inc. Glossary of Terms
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NUTRIKIDS Perpetual Inventory provides you with a fast & efficient way to keep

a running account of your inventory. This guide will assist you in everything you
need to get started with Perpetual Inventory.

Welcome to PERPETUAL INVENTORY!

System Requirements

1.2GHz processor

512MB RAM

CD-ROM Drive

SVGA Monitor

100-250MB hard-disk space*

10/100 Mbps Ethernet Network Adapter**
Microsoft Windows XP

AN N N N N NN

*Minimum space required after installation
**Required for networked version

Installation Instructions for CD

Please follow the installation instructions which have been included with your
installation CD. Also included are start-up instructions designed to guide you
through the initial start-up and installation of the Perpetual Inventory program.

Should you need assistance at any time during installation, set-up or daily use
of the Perpetual Inventory program, please contact a LunchByte Systems
Support Representative at 1.800.724.9853.

LunchByte Systems, Inc. Installation Instructions 1.800.724.9853



rview of Perpetual Inventor

Section

VENDORS

Vendors—“Vendor” is ONLY accessible through the top “Toolbar” in NUTRIKIDS Perpetual
Inventory. This is where you will enter and maintain all Vendor information for each Distributor
currently supplying your organization.

vendor Items Transacktions  Phwsical Inventory  Reports  Bidding  Purchasing  Warehouse  Misc Tools  Help
Add

ModiFy/Feview

Activate/Deackivate

ListiPrink

Tranzactions

Phyzical
Iventany

Reports

Bidding

Add

Modify /Review
Activate /Deactivate
List/Print

Item Designation by Site
Lists/Print Site
Inventory Site Control

Warehouse Routes

Inventory
Inquiry

Purchaszing

Warehouse

31 Add Vendor
Close [ Save

Wendar Name [YZ Distributing Co.

General Information |

Motes/Special Instuctions |

YWendar Code <72

Customer Information |

Addrezs 1 |550 Latona Road

Contact 1 |Kathy Fredericks

Address 2 |

City |Hochester

State MY Zip Code |14B26

Phone |[585) 2276740 Ext |

Fax |(525) 227-3554

Contact 2 |
Contact 3 |
E-Mail | Send E-Mail
i | G0 |

[ Administrator Only

Mirimum Delivery
Arnaunt $

Drelivery
Lead Time

Delivery Daps

7 days Sun Mon  Tue  Wed Thr Fri Sat
O O o O O O

LunchByte Systems, Inc.

Page 1
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ITEMS

Items — All Inventory Items are entered here. Examples include food items, paper
goods, cleaning products, etc. Sites and Warehouse Routes are also established here.

Add Inventory

Transactions Modify/Review Inquiry
Activate/Deactivate
Iﬁrng:il List/Print
Item Designation by Site
e List/Print Items by Site
Inventory Site Control

Biddir
g Warehouse Routes

Purchazing

Warehouse

3 Add Inventory
Close [ Save :ﬁ: Caonversions

Inventary Mumber 00000053

Desciiptions | Com, Canned Catego [VEGETABLES v +
General | BidSpec | Yendw1 | Wendor2 | Wendor3d | Einished Prd | [tem History
I rik Description Lty per Purchase Cost |10.25
FPurchaze Casze [6/410 Cazn) 1.000 Ch
Stack Can [#10] g.oog) -"M9e ltem Priciity |Med
Furchase Uit Weight | 39.?5| b | | oz,

150A Commuodity (Mo -
Ii

Dizcantinue tem [

Can [#10] » &= Caze [6/410 Cazn)

Exclude from Shopping List [

“wWeekly Price Update [
Subsztitute [kemm | Search

LunchByte Systems, Inc. Page 2 1.800.724.9853



TRANSACTIONS

Transactions—This feature gives each building a complete record of every Order (Purchase
Order) received. Schools may track inventory as it is Transferred from one site to another. Any
Inventory used throughout the day can be quickly entered and automatically removed from
existing Inventory counts through Withdrawals. Adjustments may be recorded to identify items
discarded for various reasons (i.e.: “Freezer burned items discarded”).

Posted Transactions become permanent records.

Transactions

Phzical
Inventary

Reparts

Bidding

Purchaszing

W arehouse

Modify Unposted Transaction Inventory
Receiving Inquiry
Withdrawals (Usage)

Transfers

Adjustments

Finished Products

List/Print Posted Transactions

Recurring Transactions

Ltem Availability

LunchByte Systems, Inc.

Page 3
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PHYSICAL INVENTORY

Physical Inventory— Use this feature when a “hands-on” inventory is required. No
receipts, transfers, withdrawals or adjustments may be entered in Transactions during the
Physical Inventory of any selected building.

Ir(f'_
[tems é
Physical Count Worksheets Inventory )
Transactions Physical Inventory Control Inquiry —
S Enter Physical Count
.Eﬁﬁf,'f;:, Physical Count Edit List —
Inventory Variance/Usage Report -
Reports Adjustments —
Post Physical Inventory _
Bidding Phvsi . —_—
ysical Inventory History
FPurchasing E:‘='=
Warehouse m =
S

LunchByte Systems, Inc. Page 4 1.800.724.9853



REPORTS

Reports — Various reports are generated here including shortage reports, usage reports,
inventory value reports , vendor analysis reports, and withdrawal category reports.

Tranzactions

Phyzical
[Fevenbany

Reports

Bidding

Purchazing

“Warehouze

Usage Reports Inventory
Shortage Reports Inquiry

Invento ry Value Re ports

Vendor Analysis
Withdrawal Category Report

LunchByte Systems, Inc.

Page 5
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BIDDING

Bidding — All aspects of the bidding process may be accomplished here. From creating
or modifying a Bid Document, to the Ranking of Items, and finally Awarding the Bid.

| =
[termns
Add Bidding Document Inventory i
Transactions Modify/Review Bidding Document Inquiry —
e List/Print Bidding Document
ﬁ:ﬁﬁfj}, Receive/Modify Vendor Bid —
P Bidding Worksheet -
Reports Bid Ranking —
— Bid Ranking Lists & .
Bidding Bid Award Notifications Lists —
Bid Award -
Furchazing E_:'=
Warehouze m -
h;

LunchByte Systems, Inc. Page 6 1.800.724.9853



PURCHASING

Purchasing — From start to finish, the complete Purchase Order process is
accomplished here.

Weekly Price Updates Inventory

Trarrsactions Inventory Requisition Inquiry
Add/Review Orders
ﬁrﬁﬁ,ﬂ List/Print Orders
Post Orders
Search for Item in Orders

Reports

Recurring Orders

Add/Modify Order Worksheets
Print Order Worksheets

Purchaszing

Non-Inventory Orders
W arehouze

Bidding

LunchByte Systems, Inc. Page 7
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WAREHOUSE

Warehouse— A useful tool when a central warehouse is utilized. Maintains the
inventory within a warehouse. Creates the hard copies needed and tracks all activity.

Tranzactions

Phyzizal
[rventary

Reparts

Bidding

Purchasing

Wwarehouse

Add/Review Transfers Inventory
List/Print Transfers Inquiry
Commit Transfers

Create Purchase Order

Print Delivery Route Sheets

Post Transfers

Recurring Transfers & Worksheets

Print Recurring Transfers & Worksheets

Warehouse Committed Report

Search for Item in Transfers m

LunchByte Systems, Inc.

Page 8
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Section 2: Working with the VENDOR Option

Adding Vendors

(This option is ONLY available through the Top Tool
Bar)
Step1 Adding Vendors

Click VENDOR

Click ADD, the first screen that appears is the
“General Information” tab

The required fields are Vendor Name and

Vendor Code. (Vendor Code is a 3-5 character

“code” assigned to that Vendor either
Alphabetical or Numeric)

Complete the other general information as
needed.

Step 2 Minimum Delivery Amount

Physical Inventory Reports Biddng Purchasing Warshouse Misc Taols Help

Add

Modify/Review
Activate/Deactivate
List/Print

TItem Designation by Site
List/Print Items by Site
Inventory Site Control

Inventory
Inquiry

Warchouse Routes

If the Vendor has placed a dollar value restriction to deliveries, place that value in this box. If

not, leave this box blank. This information is not
Step 3 Delivery Lead Time
Enter the number of days the vendor requires the
This information is not printed on any report.

Step 4 Delivery Days

printed on any report.

order to be submitted to them before delivery.

Identify by placing a check in the box that identifies the delivery arrival day(s). This

information is not printed on any report.

31 Add|Vendor,

LCloze n Save

‘Wendaor Name |><YZ Distributing Co.

‘endar Cade [#YZ

General Information | Motes/Special Instructions

Address 1 |55U Latona Road

| Customer Information |

Contact 1 |Kathy Fredericks

Address 2 | Contact 2 |
If checked, only City [Frachester Contact 3 |
Administrators will Stae[NY Zip Code [14626 Ehdsil| Send E-Mai
be able to see and Phone |[585) 2276740 Ext Wi | GO
use this Vendor Fa [[585) 2278594 T e T

Delivery Days
Minimum Deli Dl -
Vhmoars | LesdTme |7 dws | O flm e MR wo FESa
LunchByte Systems, Inc. Page 9 1.800.724.9853



Section 2: Working with the VENDOR Option

Step 5 Notes/Special Instructions Tab
Click on the “Notes/Special Instructions” tab to insert any memos, notes or special instructions
regarding that Vendor. Anything entered in the memo section will print out on a vendor Detailed
List. Anything entered in the “Special Instructions to the Vendor” section will be printed on a
Purchase Order.

3L Add Vendor
Close [ Save

Yendor Mame |><YZ iz

Yendor Cade [#YZ

Customer [nformation |

g Lo

General Information Motes/S pecial Instructions

Mema Special Instructions for Yendor
Call Tory on cell 555-555-5555 if truck, iz later than Al deliveries must unload at receiving dock. Mo
1:00 p.m. deliveries will be accepted through the school office.

Step 6 Customer Information Tab
Primary Customer # is the number assigned to you by the Vendor. Individual sites within your
organization may also be assigned their own numbers. This information will only appear after
sites have been assigned.

3 Add Vendor
Close Bl Save

Wendor Name [vZ Distributing Co. endas Code [¥0Z
General Information | Motes/Special Instructions - {C - Customer Information |
Primary Customer # [WP3344
Site Custamer #
001 - T. Jefferson Elementary WPa3ds
002 - George W ashington High School WhPa34E
003 - District W arehouse WPE347
004 - Roosevelt Elementary WwPE348

005 - Adams Elementary

00E - k.L. King Jr High Schaal

007 - J.F. Kennedy Elementary
- Central Kitchen

Step 7 Click SAVE.
The software will prompt you to add another vendor. If you want to add another, click YES
until all vendors have been added.

NUTRIKIDS Inventory x|

Do you want to add another vendor?

Yes Mo |

LunchByte Systems, Inc. Page 10 1.800.724.9853



Section 2: Working with the VENDOR Option

Following the steps on the previous page , enter all of your Vendors.

In addition to all of your own Vendors, enter a Vendor called “Open Vendor”.

9

e The only required information for “Open Vendor” is Vendor name, which will be “Open Vendor’
and a vendor code, use “OPEN”

< ,&, “Open Vendor” will be mandatory when we begin to enter your OPENING
Q\k_ ‘ INVENTORY. This is how your current inventory on-hand is accounted for.

34 Add Vendor
Cloze [l Save

Wendor Mame |I:I|:|en Wendar Wendor Code W
General Information | M ates/Special Instructions | Customer [nformation |
Address 1 | Contact 1 |
Address 2 | Contact 2 |
City | Contact 3 |
State|  ZipCode E-Mail| Send E-Mai
Phone | Eut | LY | ﬂ

Fax | [ Adminigtrator Only

Delivery Days
Sun Mon Tue  ‘wWed Thr Fri Sat
O O O o o O 0O

Minimum Delivery Delivery
Amount & Lead Time days

LunchByte Systems, Inc. Page 11 1.800.724.9853



Section 2: Working with the VENDOR Option

Modify/Review Vendors

Step 1 Modifying Vendor Information
e Click VENDOR
e Click MODIFY/REVIEW
o Highlight the Vendor to modify or review and double click or Click Open
o Edit each box as needed (Vendor Name and Vendor code are required)

Step 2 When done, click SAVE & CLOSE

3 Modify/Review Vendor

Cloze [ Open

ABC ABC Distributing Cormpary [BO0) 724-9853

224 Camps Distribution Co

FRO M anzfield Produce Company

kIR Murray Distributing Compary [B5R] 2221111

MLE MLE Foods D aniel [688) 227-6740

SEL Skeldon's Foods Larmy Skeldon [BE5) 227-6740
Witz Diztibutors

123
e # ISTRIEUTIMG COMPANY Mr. Grocer [G85] 555-5655

3 Modify/Review Vendor

Close [l Save EIF. Search

Wendor Name [YZ DISTRIEUTING COMPANY Vendor Code [<Z
[eneral [nfarmatian | Mates/Special Instructions | Custarmer Infarmatiomn |
Address 1 |'IEIEI Truckline Road Contact 1 |Mr. Grocer
Address 2 | Contact 2 |
City |-"-"-n_'r' Tawn Contact 3 |
State [NY  Zip Code 14583 E-Mail [Rich.Marks<vZ @nevworld et Send E-Mail
Phone |[555] EB5-E555 Ext | LI TENY |>¢f2@newwu:urld.net ﬂ
Fax I[EEE]EW [ Adminigtrator Only
Delivern D aps
e Oeen [ O o gy [Sn W T Vel T RS

LunchByte Systems, Inc. Page 12 1.800.724.9853



Section 2: Working with the VENDOR Option

Activate/Deactivate Vendors

Vendors may be deactivated at any time. They will remain within the program, but are “asleep” and you
will not see them. You may return to Activate/Deactivate at any time to “awaken” or reactivate them.

Step 1 Activate/Deactivate Vendors > Activate/Deactivate Vendors
« Click VENDOR ==
e Click ACTIVATE/DEACTIVATE Campe Distbuton Ezmpany E
o Highlight the Vendor and click unay Distibuting Company O
ACTIVATE/DEACT box. Once there |z ,

is a checkmark placed in the box under | 2FEn VERDOR
Deactivate, that Vendor will be put to  |jwrits Distibutors
“sleep” In this example, since there Hi= P TIBL T OMERAL
should only be one OPEN VENDOR,

we should deactivate the other

Oood®

Step 2 When done, click CLOSE

Search For Search | [ Containing Text  Activate/Deact Cloze

List/Print Vendors

Step 1 List/Print Vendors
e Click VENDOR
e Click LIST/PRINT
e Choose SUMMARY or
DETAIL
e Choose by VENDOR
CODE or VENDOR

NAME
e Click PREVIEW

e Click PRINT, Export to
PDF, or Click CLOSE if you do not want to print

A\
actions  Phys) \ \y Reports Bidding Purchasing Warehouse Misc Tooks Help
Pa 06‘%\ 1of3 L - Zoom: |100% - Expart to PDF
nutrikids

Page 1 Vendor List Oct 28, 2009
Vendor Code: [ABC
Vendor Name: | ABC Distributing Company
Contact 1: Minimurm Delivery Amt: |$D oo | MEMO
Contact 2 Delivery Lead Time: [7 |
Contact 3: Delivery Days:
add X 550 Latona Rd

ress: Rachester, NY 14526 Man | Tue | Wed | Thr | Fri | Sat | Sun

Phone: (800 724-9853 i |
Fax (585) 227-5594 Special Instructions:
| Email
WA
Vendor Code: 234
Vendor Name: | Camps Distribution Co
Contact 1: MWlinimum Delivery Amt: [$0.00 [WMEMO
Contact 2: Delivery Lead Time: [0 |
Contact 3: Delivery Days:

LunchByte Systems, Inc. Page 13 1.800.724.9853



NUTRIKIDS may be able to import your inventory file from a current inventory Excel file. Below is an
example showing the Excel template that we work with. To keep manual entry to a minimum, these are
the fields needed to begin building the inventory items file in NUTRIKIDS.

A B G D | E | F | 1 | L k3
(1 Mem#  Hem Descrigtion Puthase Ut Stock Unit Desc Stock Unit Per Purchase Cost Vandor andor tem # Vendor tem Cost— Categary
(2| 5676 Beef, Ground Patty 2.4 0z Case 300ct Patty 240z am 118 Bysco 98T 118 Frozen
(3| 44D Beef, Ground Bulk Cased0LB Rl 10 LB 4 B8 Sseo 245 Frozen
(4 112202 Juice, Apple Bulk Caze /1al 1l 4 B.75 Syaco 12012 Frut
(B 112204 uice, Apple Indy Case T2M oz Cartond oz 7 988 5ysco 12 Frut
16| 8424 Anplesauce, canned | Case /810 Can#10 b .02 Sysc0 B Canned Goods
1| 240 Ciengman, Groond—— Jar 1 az Jar 1 578 5yseo Ll Spice
(B | V16758 Cereal, Chesriog, Indv  Case E0fbowl pack  bowl pack B 175 Syse0 115798 Breakfast
(9| VIB7E0 Cereal, Cheerios Bulk  Cased51BBay & LB Bay 4 1h02 Syseo 118790 Breakfst
0] V175 Cereal, Tix, Buk Casedf[BBay A LBEag 4 148 50 118791 Ereakfast
11

In order to import the file, some editing may be necessary before sending the Excel file to NUTRIKIDS.
For example, the Purchase Unit Description (column C) really needs to start with a word, rather than a
number so if your excel file reads, 4/1gal Case, you will need to edit that description to say Case 4/1 gal.
This is because when descriptions start with numbers sometimes it is difficult to interpret reports with
quantity and case side-by side. Notice on the line below, how much easier it is to read the second
description. The first one looks like it might be 14 @ 1 gal.

1 4/1 gal case or 1 case 4/1 gal

Column A This can be the item number assigned by the vendor. This number can become your
NUTRIKIDS inventory item number if you want it to. Otherwise, NUTRIKIDS will assign a
number by default.

Column B The item description should start with a broad description and then become more specific.

The more descriptive you are on this line, the clearer the picture for everyone using the

program.

Column C This is a description of the purchase unit. It is important to be descriptive here. Describe

what that case consists of when it came off the truck. Instead of saying only the word “case”

or “4/1 gal”, type “Case 4/1 gal”. By being descriptive at this stage of setup, your entire
inventory program will be able to print reports that are easier to interpret.
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Excel Template Columns Continued

Column D The stock unit description describes how that case will be counted or how it will be stocked.
When a case is opened, what is remaining in inventory? For example, if a Case 6/10 (green
beans) is opened and 2 #10 cans are used, [ am putting 4 remaining #10 cans back in
inventory, therefore, I want to describe a “Can #10” or “#10 Can”.

Column E Next we need to know how many stock units are in the purchase unit. In a Case 6/10, there
are 6 #10 cans. When we read it backwards, it should describe the case. “6 #10 cans make a
Case.

Column F The cost of the Case goes here.

Column G The vendor Name goes here. The software does not contain a list of vendors.

Column H Vendor Item #. This might be the same as the item number or it could be completely
different. This number will import into the Vendor 1 tab, is optional and will be helpful to

those who use the Bidding and/or Purchasing modules.

Column I Vendor Item Cost. This will populate the cost field on the Vendor 1 tab and will be helpful to
those who use the Bidding and/or Purchasing Modules.

Column J This is the Food category. Several description options can be seen in the example on the
previous page. The software does not contain a list of categories.
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Section 3: Developing the Items (Inventory) File Manuall

In most cases it will be necessary to add additional inventory items after your initial import. Or maybe
you are starting from scratch and building your own items file. In this section a step-by-step procedure
will assist in quickly creating additions to your inventory items.

Add Items

Step1 Add Inventory Items
e Click ITEMS
e Click ADD
e The inventory item number is automatically supplied or you may assign a different number
e On the General Tab, type a description of the inventory item, press ENTER

Step 2 Define the Category
e Use the down arrow and highlight the category for this item. At start-up, you will need to
add your categories

Adding/Modifying an Existing Category (designate NON-FOOD Categories)

e Click the PLUS SIGN to add and/or modify existing categories

e Use the scroll bar and locate the category to be modified

o Ifassigning a category to NON-FOOD, double click the Category in the NON-FOOD
Column

e To Rename, Delete or Add New— select the appropriate button and click. Make necessary
changes and click SAVE.

¢  When finished, click DONE

11 Add Inventory g]
Cloze [ Save Eﬁz Canversions
Ireventary Mumber 00000024

iptions  [BEEF GROUND.PATTIES 3 oz Categary [BEEF FRODUCTS ~| +|
BidSpec | Mendorl | Wendor2 | Mendor3 | Einished Prd | Item History

Lrit Description [ty per Purchase Cost |19.0000
Purchase Caze [160ct) 1.000

Change - -
Stock Patty [3 oz] 160.000 ‘ Item Pricrity |Med -

Furchase Uit 'eight | 3E|| Ib. | | 0z. ) - ltems Category @|

USDA Commodity Mo 4

Patty [ 02] » 160 = Cass [160:t] ’— Category | Categomy Description Mon-Food |

) i BAKE BAKERY PRODUCTS
sl B BEEF  |BEEF PRODUCTS

Ezclude from Shopping List || | BRKFS  Breakfast

g BRKRC Breakfast recipes

Weekly Price Update |

Substitute ltem S— T TR N lcer ceREAL

COMD COMDIMEMTS

DAIRY  DAIRY PRODUCTS

DRIME.  FLAMORED DRIMES

EMTRE Main dizh recipes

FATS MARGARIMEADILASHORT ASAL

EIDEIEIEIDDEIHEI

£

Add New| Rename | Delete | Dore
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Section 3: Developing the Items (Inventory) File Manuall

Add Items Continued

Step 3 Enter the Purchase Unit
Add the Purchase Unit Description (How is the item delivered to you; i.e., the case description)

® Do not use colons and semi-colons in these description fields. Also avoid placing numbers
\Ao)d) in front of the Purchase Unit Description. For example, instead of “6/#10 Case”, use
“Case 6/#10” instead. This makes your reports throughout the program easier to read.

i Add Inventory
Close [ Save :ﬂ: Conversions
Inventory Mumber (00000024

Descriptions  |BEEF GROUND PATTIES.3 oz Category |BEEF PRODUCTS = | j
General | BidSpec | Mendor1 | WendorZ | Wendor3 | Finished Prd | Ikem History
Urit Description Dty per Purchase Caost |13.0000
Purchaze Caze [160ct] 1.000 Ch
Stock Patty [3 oz) 160.000 EEE [tern Pricrity -
Furchaze Lnit Weight 0] k. oz,

| | | | JSDA Commadity | Mo -

Patty [3 0z] = 160 =Case [160ct)

—

Dizcontinue ltem [~

Exclude fram Shopping List [

Weekly Price Update [
Substitute [term Search

Step 4 Enter the Stock Unit Description (If a partial case is left over, describe how is it counted
during a physical inventory or how is it withdrawn for usage) For example, maybe the stock unit
is a #10 can or a Gallon, a LB or a Patty.

When you click into the stock unit field, the purchase unit will be the default. To change the
description, just start typing and your new text will become the new stock unit description.
Examples of Purchase and Stock Units can be found below and on the next pages.

Stock Units Per Purchase Units - Canned Green Peas

Ex: Green Peas— comes in a Case, containing 6/#10 Cans

Case Purchase Unit Description
Can #10 Stock Unit Description
6 Stock Units Per Purchase Units

Read the example backwards: There are 6, #10 Cans in a Case
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the Iltems

Section 3: Developin

Inventor

File Manuall

Purchase Unit/Stock Unit Example:
A case of ham that weighs 10 pounds

Case/10#  Purchase Unit Description
LB  Stock Unit Description '
10  Stock Units Per Purchase Units

Read the example backwards:
There are 10 Lbs. in a Case

b Modify/Review Inventory

Cloze [ Save B, Search
Inventory Humber (00000003  Chanhos

Descriptions |HAM,WATEH PACKED

Eg Duplicate ':E! Conversions

Category |PORK PRODUCTS - ﬂ

General | BidSpec | Yendor1 | Mendor2 | Mendor3 | Finished Prd | Item History
Lnit Description Gty per Purchase Cost | 11,5000
Purchase Caze/104 1.000 oh
Stock LB 10.000] -""ee Item Prioity | Med ¥
Furchaze Unit weight 10| Ib. 0z.
| | | | USDA Commodity |Mo -
LB = 10 = Case/10# ’—

Discontinue ltem [

Exclude from Shopping List [

Substitute ltem

If the weight of the ham varies, another way
to enter this item 1s

LB  Purchase Unit Description
LB Stock Unit Description
1 Stock Units Per Purchase

For this example you would then enter the
cost of 1 pound of ham.

Read the example backwards:
There is I Lb. per Lb.

CT-T T T 171

“weekly Price pdate [
Search

T T Tl T Tl 1

3 Mo dify/Review Inventory

Close [l Save @ Search EEZ Carersions
Inventory Number |00000004 Duplicated lrventorn
Diescriptions |H.&M,WATEH PACKEDLE Category |PORK PRODUCTS - ﬂ
General | BidSpec | Mendar1 | Wendor2 | Wendor3 | EinishedPrd | Jtem History
Lnit Description Gty per Purchase Cost [1.1500
Purchaze LB 1.000 oh
Stack LE 1000 ~"e9® Item Prioity [Med +
Furchaze Unit Weight 1| |b. oz,
| | | B 1| B US04 Commadity [Mao -
% 1= ,—

Digcantinue ltem [~

Exclude from Shopping List [

weekly Price Update [
Search

Substitute Item

Typically, Purchase Unit and Stock Unit are
NOT the same. However, you may find that
in some cases you might consider them the
same. This might be where the inventory item

is considered used in its entirety when it is i

opened.

Example: Flour, All Purpose '
Bag 50# Purchase Unit Description
Bag 50# Stock Unit Description

1 Stock Units per Purchase Units

When counting inventory, if the Purchase Unit

and Stock Unit are the same, you MUST enter

3 Mo dify/Review Inventory

Close [ Save [, Search
Inventory Number 00020081 Change

Descriptions |FLDL|F!ALL FURFOSE

Eg Duplicate EEE Conversions

Category |FLOUR/GRAINS M, » ﬂ

General | BidSpec | Wendor1 | “endor2 | Yendor3 | EinishedPrd | [tem History
Unit D escription Gty per Purchase Cost [5.8200
Purchaze Blag 50# 1.000 oh
Stock Baag (50#) 1.000] ~"eE Item Pricrity [High =
Furchase Unit wWeight A Ib. 0z,

| E|| | | USDA Commodity |Ya: =

Bag (50#] « 1=Bag 50#
Commodity Cast [5.8200

Digcontinue ltem [

E xclude from Shopping List [

“weekly Price Update [
Search

Substitute [tem

as .5 case, .33 Case, .5 LB., etc.

(

Our recommendation is to break this down into the smaller stock unit for withdrawals,
and transfers rather than counting the entire stock unit as the purchase unit.
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Section 3: Developing the Items (Inventory) File Manuall

Step S Entering the Purchase Unit Weight
In order for Perpetual Inventory and Menu Planning to integrate, both programs must understand
the weight of the Purchase Unit. The weight is entered in pounds and/or ounces. Click in the
Purchase Unit Weight “lb” and/or “oz” fields and type the correct net weight of the purchase unit.
For example, 3 oz (weight of the patty) times 160 (number in the case) equals 480 ounces or 30
pounds.

30 Add Inventory E

Close B Save 5= Conwersions
Inventary Number | 00000024
Descriptions |BEEF GROUMD.PATTIES.S 0z Category (BEEF PRODUCTS - ﬂ

| Wendor2 | Wendor3 | Einished Prd | Item History

Uit Description [ty per Purchaze Cost |19.0000
Purchasze Cage [160cH 1.000
|_toeet | Patiy[3 oz TR [tem Pricrity [Med
FPurchase Unit Weight 30| b 0z,
< | | | | USD& Commodity |Mao -
\ Patty [3 0z] ® 160 = Caze [160c Ii

Dizcontinue ltem [~

Exclude from Shopping List [

Weekly Price Update [
Substitute Item Search

Step 6 Purchase Cost Enter the Purchase Cost. If you entered the Purchase Unit Description as LB,
put in the cost of a pound. Ifthe Purchase Unit Description is Case, Box, etc., enter the cost of
entire case or box. This is a required field whether the item is a purchased item or a commodity
item.

Step7 Item Priority What is the priority ordering level of this item? Use the drop down arrow to select
High, Medium or Low.

Step 8 USDA Commodity Is this item an actual USDA commodity item? Select with the down arrow
Yes or No.

Step 9 Commodity Cost If this item is a commodity item enter the Purchase Cost AND the
Commodity Cost (you must first click on the USDA Commodity box and select YES)

Step 10 Discontinue Item If you no longer purchase this item but still want to use up what you have on
hand place a check in the Discontinue Item Box. This will leave the item on the inventory
worksheet but not allow it to be ordered.

Step 11 Exclude from Shopping List Checking this box will exclude this item from the shopping list
when integrating with Menu Planning.

Step 12 Weekly Price Update If the item is subject to a weekly price update, i.e., produce, etc., check
the weekly price update box.
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Section 3: Developing the Items

Inventor

File

Add Items— Using The Bid Spec Tab

This information is specific to the Bidding module to allow Bid Specs to be added to the Bid Document.

Step 1 Enter Bid Spec Info
e Click on the Bid Spec tab
e Brand/Product #- use this box to enter Manufacturer information. This information will be
used when entering Bid Documents in the “Bidding” module.
Step 2 Enter Purchase unit (use the down arrow to select a size that may have been previously entered).
Purchase unit and Purchase Unit description are often the same
Step 3 The Stock Unit is defaulted as entered into the General Tab and can not be changed on this tab
Step 4 Enter Quantity of Stock Units to make up the Purchase unit
Step 5 Enter any Product Spec information.

¥ Add Inventory

Close [ Save = Conversions
Irventary Mumber  |00000024

Descriptions |EEEF GROUMD PATTIES.S oz

General |

| “endor2

Category |BEEF PRODUCTS | j
| “endawr3 | Einished Prd | Item History

Brand/Product # |111788

Purchase Unit |Case [160at)

Stock Unit |Patty [3 oz)

Stock Unit per Purchase Uit |1 B0.000

[

better,

/

Praduct Spec | 100% Ground Beef Patties, with Grill Marks,
Indiwidually Frozen, no VPP, Gold Packer Label or

Enter Product Specifications if the Bidding
Module is being used.
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Inventory) File

Section 3: Developing the Items

Add Items— Using the Vendor Tabs

Step 1 Editing the Vendor Tabs
Use the down arrow to highlight and select the vendor that supplies this item
Step 2 Vendor Item # identifies the item code number used by that vendor
Step 3 The Brand Product number identifies the code # or UPC # used by the manufacturer (optional)
Step 4 Select the Purchase Unit used by this vendor for the inventory item. The stock unit is defaulted
based on the General Tab and cannot be changed on this screen
Step 5 Enter Quantity of Stock Units that make up the Purchase Unit
Step 6 Enter the Vendor’s Bid Price for the Purchase Unit of this item
Step 7 Enter a processing fee where needed for commodity items. The cost and processing fee will be
added together for receiving.
& % Steps 8 through 10 are automatically supplied if the items have gone through the bid
‘;0)9 process at the time of the award. If you are not using the Bidding module, you can leave these

fields blank.
Step 8 Vendor Lead Time— indicate the # of days between ordering and the delivery date
Step 9 The Bid period start date and end date can be inserted using the down arrows

Step 10 Minimum Order Qty— is there a minimum quantity of this item that must be maintained in stock?
If yes, enter the number in this field

Step 11 Quantity Bid this Period— this number indicates the total quantity requested at the time of the bid
and is automatically inserted if you are using the bidding module.

1 Add Inventory @

Cloze | Save :g: Cohversions
Irventory Mumber | 00000024

Descriptions  |[EEEF GROUNDPATTIES 3 oz
BidSpec |

General |

Wendor |><YZ Digtributing Co. ﬂ

Yid [tem 3 |111788

Vendor 2 |

Category |BEEF PRODUCTS | ﬂ
Wendor 3 | Einished Prd | [tem Histary

Cozt per Pound

Yendor Lead Time days

Brand/Product # |EF 4824

Bid Start | 7 /23/201C =

Purchase Unit |Caze [160cH)

| BidEnd | 7 /31/2011 v

Stock Unit |Patty 3 oz)

inirmurn Qrder ity

Stock Unit per Purch. Unit |1ED.DDD

Price |19.0000 Processing Fee

(uantity Bid thiz Period

LunchByte Systems, Inc.
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Section 3: D loping the Items (Inventory) File

Items— Modify/Review

Add Inventory

Tranzactions Modifw’kevie . I"qUi ry
Activate/ Deachsate

Phyzical . .
Irteatbary List/Print

Item Designation by Site
e Lists/Print Site

Inventory Site Control
T Warehouse Routes

Purchasing

Warehouse m

Step 1 Selecting an Inventory Item
e Click ITEMS
e Click MODIFY/REVIEW
e Type alphabetically or numerically in the Search Code box and press ENTER

Step 2 Highlight and double click the item to

reViewed or modlﬁed A Modify/Review Inventory
Lloze n Save @ Search B5 Duplicate EES Conversions
Step 3 Make all changes to each tab as Inventoy Numbor [D5c000T _Chare |
Descriptions  [& ] Category [PAPER GOODS | |
necessary General | BidSpec | Wendw1 | Yendw2 | Vendor3 | Eirished Prd | Item History
. Unit Description Gy per Funeliess el ’W
Purchase Case Slslesves 1.000
Step 4  Click SAVE B SLEEVE 50.000 Ehange‘ ltem Priority [High =
Purchasze Linit ‘W eight SJEEVE |Enlb |E — ‘| 0z LSDA Commodiy m
Step 5 Click CLOSE T

Discontinue ltem |~

E xclude fram Shopping List [

‘weekly Price Update [
Substitute tem | Search

3 Mo dify/Review Inventory

LCloze H Save @ Search Bg Duplicate EE: Conversions
Inventory Mumber |00300007 Change
Descriptions |EUF’S,STYHDFDAM [160z) Category |F'AF'EH G00DS j j
General | BidSpec | Wendorl | Wendw2 | Wendw3 | Finizhed Prd | ltem History
Uit Description ty per Purchase Cost |20.1000
Purcha: ase Blsleeves 1.0 o
Slock epalEEE /50416 OF A OO0 Item Priority | High -
Furchase Unit Weight Ib. 0z.
| | | | USDA Commadity Mo -

SLEEVE/S0/1E OZ & 50 = Case B0sleeves

R

Discontinue ltem [~

Weekly Price Update [~
Substitute [tem | Search

Because you may be affecting
X%  current inventory, when changes
o are made to the purchase unit or

stock unit descriptions, the j) Item Stock Unit has changed!! _ _ _ _
. . . . You may need to update vendor purchase units and possibly make an inventory adjustment.
following warning will display.

@

NUTRIKIDS Inventory
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Section 3: Developing the Items (Inventory) File

Activate/Deactivate Items

Deactivating an item will eliminate an item from the inventory list without deleting the item itself. Once
deactivated any current inventory is removed from the program. The Discontinue feature will allow the
current inventory for this item to be tracked until it is depleted. You may also Discontinue on the general tab
of each item.

Step 1 Activate/Deactivate

&

X
o
o

Click ITEMS

Click ACTIVATE/DEACTIVATE

At “Search For” Enter the first few letters of the item, press ENTER

Select each item using the scroll bar or by typing an alphabetical search code. Highlight the
inventory item and click in the appropriate box for deactivating or discontinuing.

Discontinue the item first before deactivating. This will leave the item on inventory worksheets
while the inventory is being depleted. Once the item has been used in its entirety, it can be
deactivated.

Click CLOSE

- Activate/Deactivate ltems

M um D ezcription Categony Deactivate Dizcontinue
Q000200 ALLSPICE, GROUWD SPICE O ]
I Q0930462 Alurninurn Foil |
Qos00007  ALUMIMURM FOIL FAPER O O
Qooo09400  APPLE JUICE.CHMDJUNSWT FRUIT O O
Qoo03411 APPLE JUICE FREM UM SWT FRUIT O
00030074 ¢ APPLES CMDWATER PE'D FRUIT O
Q0009003 = APPLES FRESH FRUIT O
00330413 APPLES FRESH.W/SKIM FRUIT O O
00009020 = APPLESALICE CND FRUIT O O
Q000940 = APPLESAIICE CMD +C FRUIT O
00300099 AUMT JEMIMA ORIGINAL PANCAKES BREFS O

Search Far Search | [ Containing Text  Activate/Deact Cloze
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Section 3: Developing the Items (Inventory) File

List/Print Items

This list may be printed as a Master Inventory List with or
without a list of Bid Costs. The purchase measures, stock
measures and priorities of each item will be listed on the
Master Inventory List. The Inventory Bid List includes
Purchase Units, Vendor Item #’s as well as costs. Each list may
be printed specific to purchases or commodity inventories.

List/Print Master Inventory List

Step 1 Print the Master Inventory List or Inventory Bid

List

e Click ITEMS

e Click LIST/PRINT

e Select to sort: By Category (Group), Alphabetical,
Numerical, Deactivated Items Only, Discontinued
Items Only, Individual Selection or By Vendor

e Click NEXT

Step 2 If choosing by Category, click each category or Check
All If Alpha or Numeric you may leave the boxes blank
to select all or fill in the boxes appropriately (A-Z or
1-856). Deactivated or Discontinued will list those items
only. Individual allows you to select specific items, or
By Vendor

Step 3 Choose Format Type: Master Item List, Inventory Bid
List, Vendors or Export to CSV File

Step 4 Choose the Options of Items to Print: ALL, Commodity
Only or Purchased Items Only

Step 5 Click PREVIEW. To print the list, click PRINT

Y1 Master Item List/Print

» By Category
" Alphabetical
" Murmerical

" Deactivated

" Discontinue

" Individual Selection

" ByWendor

Items

Ibems

LCancel |

3 Master Item List/Print E]
[ bev beverages A
[ brke breakfast
[ cat catering
[ clean clearers
[ cond condiments
[ dairy dairy
[ dess dessert
[ dress dressings
[ fat fatz/oilz ~

™ Check Al
LCancel < Back | Mext > |

31 Master Item List/Print

Formnat

¢ Master [tem List
i Inventany Bid List
O with Vendors

" Export to CSY File

Commodity O ptions
(+ ALL
" Commodity Only

i~ Purchazed ltemz Onlyp

Lancel

< Back |
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Section 3: Developing the Items

Inventor

File

Item Designation by Site
This feature allows for customization of inventory by Site/Bldg. Set minimum and/or maximum
inventory levels as well as designate items found in specific locations throughout the district.

Step 1

Step 2

Step 3

Step 4

Step 5

Customizing Inventory by Site/Bldg

e Click ITEMS

e Click ITEM DESIGNATION by SITE
o Highlight and double click the site

Edit the Inventory List

The default is for every inventory item to be
available for each site. To remove an item from
that site, highlight the item and double-click the
checkmark to remove it, if it is NOT available at
that site

Edit Minimum and Maximum Quantities

(optional)

e To edit inventory quantities, highlight and
double click the item

¢ Enter the Minimum level to be maintained and
press ENTER

¢ Enter the Maximum level

e Click SAVE

The maximum levels are not currently used on

ﬂ Site Inwventory Designation

ol ® s

001 - T. Jefferson Elementary

Item # Desciiption Active | ‘Warehouze | bin | Max Purch U/ -
00001352 Alfalfa Sprouts 5 2Llb
00000856 Apple Juice. canned qts 0 0OCase/Bqts
00000251 Apple Schoal113 ct 1 1 Caze 113ct
0o0o1 203 Apple Tumover-Cutie Pie, Whale Grair 0 0 Case/80ct
00001333 Apples, Cnd, Sliced, "/ ater Pkd 0 0 Case/E/H10

ce T I T ) [ 0
00001380 . canned 0
00000034 Bacon Bit Imitation 0 0 Case/204
00000828 Bag. Clear Cookie 0 0 Case/1000 each
00000536 Bag. Sandwich 6.5:7 0 0 Case/10/200
0001176 Bagsl, Blusbemy-Lender 0 0 Case72ct
00000951 Eagel. Cinnamon 0 0 Case/76/2.50z
AAAAANOR Dannd Disie al =] N N Canat7C 49 Fon

Close i

Item # or Search

Search DOpen

ﬁ Site Inventory Designation

= & )
Commadity | Mo
iew tem

¥ Recsive item from 'Warehouse:
|DDB - Distiict Warehouse

Site/Building ‘001 - T. Jefferson Elementary
Itern # 00000253 Description lADpIEsauce

v Active

Inventory Levels:

Minimum Qity 0 [Case/6/#10
Ideal Oty 0 |Case/6/410
M zximum Oty 0 [Case/6/#10

Storage Ares 1 [N | Sequence

Storage Area #2 ‘ j Sequence |

El

Save ‘ Cloze

any reports. The Shortage Report can be used as a reminder of minimum inventory levels.

When all entries have been completed, click CLOSE

To copy Site information from one site to additional

sites:

e Click ITEMS

e Click ITEM DESIGNATION BY SITE

o Highlight the Site you are copying FROM
e Click COPY

e Place a checkmark(s) next to the Site(s) you are

copying INTO, click COPY
o Transfer is completed, click CLOSE

{5 Site Inventory Designation

= o ]

Site # | Site/Buildings
001 T. Jefferson Elementary

002 George Washington High School
003 Distict Warehouse

004 Foosevel Elementary

005 Adams Elementary

006 ML KingJr High School

007 JF. Kennedy Elementary

008 Central Kitchen

Copy Designations Select Close

Y Site Inventory Designation

[E=8Bch |

Copy the minimum and maximum inventory level and active status from

Site/Building |ﬁ T, Jefferson Elementary

to the selected site(s)

Site #
o0z
o0z
o4
005

Site/Buildings
Gieorge Washington High School
Distrct Warshouse

Flaasevel Elementary

Adams Elementary

M.L. King.Jr High School

JF. Kennedy Elementary

Central Kitchen

copyto

®OOO

o7
ong

oo
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Inventory Site Control
This option identifies every Inventory Site within the : :
District. Modifications may be made to buildings 2 e Information sl

through thlS Option as Well LClose Save ADD New & Piint (& Open

# Sites/Buij#nos Description M anager Name rf:n?ugzr LoTc;tEn
1 T. Jeffersop Zlementary David Sharpe _ Building/ Site
Add a New Inventory Slte 002 George WYWazhington High School Debbie Kelly Building/Site
003 Distriplw arehouze Paul Davis W arehouse
. 004  Fghzevelt Elementarn John Smith Buiilding/Site
Step 1 Add S]te 005/~ dams Elementany Suszan Mayfield Building/Site
. J#t M.L. KingJrHigh School Sharon Hayes Buiilding/Site
d Cth ITEMS Y/ 007 J.F. Kennedy Elementany Barbara Jones Building/Site
° Cth INVENTORY SITE CONTROL / 008 Central Kitchen Building/Site
o Select the ADD NEW icon

Step 2 Entering the Site Information
. Enter pertinent information in each field
. When completed, click SAVE

Optional: To print only information for one site/bldg,
click the PRINT icon located within the
Tool Bar.

ﬁ Site Inforrmation \ @
Close [ Save ADD Mew™ & Print

Open

< .. The 3 digit Site Number can only be
changed when adding a new site.

Site Murnber (007 Sitez/Buildings |J.F. F.ennedy Elermentary

Site Information | Storage Information |

Site Abbreviation

b anager Marnne |Barbara Jones

Azst. Manager Mame |Debbie Thomas

Phone |[556] 227-2255
Fax |

E-Mail | Send E-Mail

Location Type | wWarshouse f Building/Site

Prirnary “Wwarehouze |48

[ Default Mew ltems to Warehouze

Modify an Existing Site

Step 1 Modify Site/Bldg
e Click ITEMS
e Click INVENTORY SITE CONTROL
e Double click the site to be modified, make your
changes
e Click SAVE, Click CLOSE
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Section 4: Entering Your Opening Inventory

Entering your “Opening Inventory” is critical to the initial set-up of Perpetual Inventory! Follow these
steps completely and accurately! Should you have any questions at all while following these instructions,
contact a LunchByte Systems, Inc. Customer Service Representative immediately before proceeding any
further. IF the inventory you are starting with is minimal (under 30 items or so) you may want to check
out the alternate method for entering your opening inventory on page 32. This method does not require
looking through your entire item list.

Before beginning this process, print a list of items with Vendor. For more detailed instructions see page
24 of this manual. If we helped you bring in an Excel file of your inventory items, it may have also
brought in the vendor names as well. If not, the Vendor 1 Tab will need to be filled in for each item. See
page 21 for instructions for filling in the Vendor 1 Tab

Step 1

e Click ITEMS

e Click LIST/PRINT

e Select how you would like the list sorted

o At format, select “With Vendors™”

e At the “Commodity Option”, SELECT ALL
e Click PREVIEW, click PRINT

Review your list and verify that there is a cost entered for that item for Vendor 1. If there is no cost
associated with an item, return to “Items”, “Modify/Review”, “Vendor 1” tab and enter the cost.
For more detailed instructions see page 22 of this manual.

Make sure that all
items have a cost
in this column! In

this example, we
have more work to
do because we
have missing cost
values.

VENDOR
Before you can begin entering your opening inventory, you must first add a Vendor called “OPEN VENDOR”. For
more detailed instructions see page 9-10 of this manual.

RECEIVING
Entering your “Opening Inventory” for the items you Modify Unposted Transaction Inventory
currently have on hand is done through the Transactions G Receiving Inquiry
tab and then “Receiving”. This will give you a — :::j::f[s Rers
complete and accurate record of your current e Adjustments
existing inventory for each site. == Finished Products
List/Print Posted Transactions
Step 1 Fideng Recurring Transactions
e Click TRANSACTIONS Fuchsig GRSl
o Click RECEIVING m
Warehouse

LunchByte Systems, Inc. Page 27 1.800.724.9853



Section 4: Entering Your Opening Inventory

Step 2

e Select a Site using the drop-down arrow

e Select “Open Vendor” at Vendor, using the drop-down arrow

e You may leave the Invoice # and PO # blank

e Click “Recurring Items”

o Highlight “Opening Inventory”, click select

e Begin entering your quantities for each item at the selected Site

SSIEd

A Receiving

Close [ Save & Frint Recuring ltems  [Z] Outstanding Orders

TR # aoooio Date | 742372010 = Subtatal

) Chiri
Invoice ¥ [15567 PO # [005678 ipping
Tax

Siter |EIEIS - Diistrict W archouse j

Invoice Total

Vendor Lk 3-{ Recurring Transactions ltems
Sort by: . . ..
_ _ | Recuring Tranzactions [tems for Beceiving
Inventory #| ¥nd ltem # Drescription Quantity | Lnit Lrit =
Opening lnventany
ABC Diztributing O rder
burray Diztrib Order

0|00 |~ | O O e | R =

(=1

S Elect | _. ..... I:ar":e'._

A Receiving

Cloze [ Save & Frint Fiecuring Items  [Z] Outstanding Orders
TR B ooonTa Date | 772372010 Subtatal
Ivoice # 15557 PO & [005678 oz
Tax
Site |DE|3 - District W arshouse ﬂ
- |D|:len Vendor ﬂ Irweoice Total $0.00
Sart by: | Refrezh Sart
Irventory # ) Wind Item # Description Quantity | Unit Unit Cozt|  Total Cost) A
7 | 000008308 Bread, Sandwich ‘White 9 Loaf/240z 1.3500 1215
8 | 00000008 CANDIES SEMISWEET CHOC 4 BagBoz 1.5000 E.00
3 | 00000104 Canrats, fresh 8 Casze 104 15.0000 120,00
10 00007 345 Cheeze Bland american 7 Caze/d4/58 ¥2.8000 A09.60
11 | 00000018 Cheese, Mild Cheddar Loviat 4 Caze/4/ 108 72.8000 291.20
12 00000484 Cheeze, Pameszan/Romana Gi 5 Pound 26700 17.85
13 | 00000508 Cinnarmon 1 Containers |b 37000 370
14 | 00000007 Cookie, Chocolate Chip 3 caze 100/ 202 25.0000 7h.00
15 | 00000623 Cornstarch | Caze/ 25 15.2000
16 | 00000154 Egq. Frezh Caze/15doz 18.4700 »

If you need to close the program, but are not done entering your Opening Inventory, go to Step 3.
If you have completed your opening inventory go to Step S.
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Section 4: Entering Your Opening Inventory

Step 3

e Click SAVE

e A message box will appear, write down the dollar value

e Click OK, the message box will disappear

o Enter that dollar amount in “subtotal”

e Click Save again

o At the message box, “Do you want to post this transaction?” Click NO

NUTRIKIDS Inventory

@ Invoice Sub-total is not equal bo the Total of all Invaoice Ikems 2212.06

= Receivi ]

Close [ Save & Frint Recuring ltems  [Z] Outstanding Orders
TRoc # T Date | 7/23/2010 - Subtotal 2212.06
Invoice # [15587 PO # [005678 Sty
Tax
Site: |EII33-Distlic:t W arehouse ﬂ
Yendar |Dpen Yendar j Invoice Tatal $2212.06
Sort by: j Refrezh Sart
Imventory #| Wnd ltem # Dezcription Cluantity| Unit Unit Cogt Total Cost
7 | 00000206 Bread, Sandwich Wwhite 9 Loaf/240z 1.3500 1215
2 | 00000006 CAMDIES SEMISWEET CHOC 4 Bag Boz 1.5000 E.00
9 | 00000104 Carrats, frezh 8 Caze 104 15.0000 120.00
10 | 00007 345 Cheese Blend american 7 Caze/4/5H# 72,8000 509,60
11 | 00000018 Cheese, Mild Cheddar Lawfat 4 Case/4/108 72.8000 291.20
12 | 00000484 Cheese, Parmezan/Romano Gi A Pound 35700 17.85
13 | 00000508 Cinnamon 1 Container/1 |b 37000 370
14 | Q0000007 Cookie, Chocolate Chip 3 caze 100/ 20z 25,0000 TR.00
15 | 00000E29 Comgtarch E Caze/20H# 16,2000 91.20
16 | 000007154 Ega. Fresh Case/15doz 18.4700 b

3 PostTransactions Pz|

Do you want to post this transactions?

To resume entering your inventory, go to Step 4
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Section 4: Entering Y Opening Inventory

Step 4

e Click TRANSACTIONS

e Click MODIFY/DELETE UNPOSTED TRANSACTION

e Select your opening inventory transaction
(You can verify it is the correct one by the date and | e

the “TRX Type” should be “Receiving”) p————<_Modify Unposted Transoction—>  Inventory
. Transactions Receiving Inquiry
® Cth OPEN P Withdrawals (Usage)
o Continue entering your quantities ) Transfers
— Adjustments
e Finished Products
— List/Print Posted Transactions
EIEE Recurring Transactions
Item Availability
Puichasing

—
‘Warehouse m

i Modify/Delete Transaction

Close [ Open

Sart by | Tr« # - Refresh

TRx Type | TRX# |Site Invaice # Date Yendor | Heason Created By
Receiving 000001 007 - LF. Kennedy Elemen Jul 21,2010 ov Craig
Transfer 0000071 003 - District Warehouse May 21,2010 FOR
Tranzfer 000002 003 - District ' arshouse May 24,2010 FDR

Receiving 000006 003 - District Warehouse Jul 20,2010 Craig
R i Jul 2 10 Craig

Close [ Save |é Pirt Recuring Items  [Z] Outstanding Orders
TRo # oo Date I 742342010 vl Subtatal I 221208
Invoice # [15687 PO # 005678 Stigping |
Tax I
Site IDEIS - Diistrict ‘' arehouse LI
\erdor I Open Wendar LI Invoice Tatal $2212.06
Sort by: I vl Refresh Sart |
Inventory ti| Whd ltem # | | Description | Quantit_l,ll Unit | Unit Eostl Total Eost| »
| 7 | 00000205 Bread, Sandwich “white 9 Loaf/240z 1.3500 1215
| & | 00000006 CAMDIES. SEMISWEET CHOC 4 Bag oz 1.5000 .00
| 9 /000007104 Caratg, fresh 8 Caze 108 15.0000 120,00 —
| 10 | 000071 345 Cheese Blend american 7 Case/d4/58 72.8000 509.60
| 11 | 00000078 Cheesze, Mild Cheddar, Lowfat 4 Casze/4/108 72.8000 291.20
| 12 | 00000424 Cheese, Parmesan/Romano Gi 5 Pound 36700 17.85
| 13 | 00000503 Cinnamaon 1 Cortainer/1 |b 3.7000 370
| 14 | 0000Q007 Cookie, Chocolate Chip 3 caze 100/20z 25.0000 75.00
| 15 | D00O0E23 Cornstarch E Caze/258 15.2000 91.20
| 16 | 00000154 Egg, Fresh Caze/15doz 18.4700 A

Once ALL of your quantities for the site location have been entered go to Step 5
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Section 4: Entering Your Opening Inventory

Step 5

e Click SAVE

o A message box will appear, write down
the dollar value

e Click OK, the message box will disappear

° Enter that dollar amount in “subtotal” @ Imvoice Sub-tatal is not equal ko the Total of all Invoice kems 3169.24

e Click SAVE again

e At the message box, “Do you want to post
this transaction?” Click YES

NUTRIKIDS Inventory

3 Receiving :”:IE|
Close [ Save [E] Delete S Print Recuring lters  [Z] Outstanding Orders
TRod # Toooqn | Date | 7/2asamin - Subtotal #169.24
Invaice # 15887 PO # [005678 Skepres o
Tax 0.00
Site | |

YYendar |I:Ipen endar ﬂ Invoice Total S

Sort by j Refresh Sort

Inventory # ) Vnd ltem # Drescription Cuantity | Uit Urit Cast|  Tatal Cast|»

16 | 00000154 020207 Ega. Fresh 4 Case/15doz 18,4700 14776
17 | 00000486 23200 Flavr, ‘white 5 501k 14.8000 74.00
18 | 00000008 098797 Garlic. Granulated G 40 oz 10.0000 &0.00
19 | 00000744 6555 Lermaon Juice 4 Cortainer/32oz 2.2000 8.80
20 | 00000375 197626 Macaroni Elbow G Case 108 7.5000 45.00
21 | 000004537 100005 M argarine 3 Case/30/18 20.0400 160.32
22| 00000015 67363 MARJORAM DRIED 7 1 LB container 20000 14.00
23 | 00000907 224421 Milk. Dy Mion-Fat 5 Case/254 53,4600 417.30
24 | 00000010 9876 MILE.CHOC.FLUID, COMM LO® 2 case 25 each 10.0000 20.00

25 | 00000011 9631 MILE LOWFAT FLUID. T3 MILI 1 case 25ct 10.0000 1000 »

3 PostTransactions g|
Do you want to post this transactions?
& . . . .
IMPORTANT: You will need to go to Transactions/Receiving and follow the steps on

6(,?»

\B

pages 27-31 for the “Opening Inventory” for each of your sites.
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Section 4: Entering Your Opening Inventory: Alternate Method

For smaller opening inventories where you may have only 30 items or so, follow these steps.

Before beginning this process, print a list of items with Vendor. For more detailed instructions see page
24 of this manual. If we helped you bring in an Excel file of your inventory items, it may have also
brought in the vendor names as well. If not, the Vendor 1 Tab will need to be filled in for each item. See
page 21 for instructions for filling in the Vendor 1 Tab.

Step 1

e Click ITEMS

e Click LIST/PRINT

e Select how you would like the list sorted

o At format, select “With Vendors™”

e At the “Commodity Option”, SELECT ALL
e Click PREVIEW, click PRINT

Review your list and verify that there is a cost entered for that item for Vendor 1. If there is no cost
associated with an item, return to “Items”, “Modify/Review”, “Vendor 1” tab and enter the cost.
For more detailed instructions see page 22 of this manual.

Make sure that all items have a cost in
this column! In this example, we have
more work to do because we have

/ missing cost values.

N4

VENDOR
Before you can begin entering your opening inventory, you must first add a Vendor called “OPEN VENDOR”. For
more detailed instructions see page 9-10 of this manual.

RECEIVING
Entering your “Opening Inventory” for the items you
currently have on hand is done through the Transactions ) i

o e e hi i1l o Medify Unpested Transaction Inventory
tab and then “Receiving”. This will give you a ‘ Tvaneactions Receiving e
complete and accurate record of your current Withdrawals (Usage)
existing inventory for each site. Inventory Transfers

Adjustments
Step 2 Remwis Ilj.inijl;ec.i Pr‘:duc‘i:T .
e Click TRANSACTIONS ist/Print Tosted Transactions
R Recurring Transactions

[ Cth RECEIVING Ltem Availability

Purchasing

Warehouse m
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Section 4: Entering Your Opening Inventory: Alternate Method

Step 3 Select your Inventory Items
e  Select a Site using the drop-down arrow
e Select “Open Vendor” at Vendor, using the drop-down arrow
e You may leave the Invoice # and PO # blank
e Click on line 1 in the Description field and begin typing the first few letters of an item on-hand
e Press the ENTER key

. . . 31 Receivin
e  Highlight the item =
Close [l Save & Print Recuring lterns  [Z] Outstanding Orders
o  Press ENTER
TRee # aoam Date | 7/23/2010 Subtotal
Invoice # | PO | Shipping
Tax li
Site |DDS-Distric:t Warehouse j

Vendor |Dpen Vendor j Invoice Tatal $0.00
Sort by: | Description w| FRefresh Sort
Inventory #| Yind ltem $# Description Quantity Lnit Unit Cost|  Total Cost| &

1 | 00000253 Applesauce, canned 4 Caze [B/AH10) BE.EE00 2BE6.64

2 | 00000024 BEEF GROUMD PATTIES 3 o: 6 Case [160ct) 13.0000 114.00

3 | 00000436 Flour, ‘white 550k 14.8000 7.40

4 | 00000026 TOMATO PRODUCTS.CHND.PI 5 caze GH#10 20.0000 100.00

5 | 000007104 Carrots, fresh 2 Caze 108 15.0000 30.00

6 | 00001345 Cheese Blend american .5 Case/4/58 F2.8000 36.40

7 | 00000508 Cinnaman 1 Container/1 |b 3.7000 370

8 | 00000629 Cornstarch 1 Casze/25H 16.2000 16.20

9 | 00000154 Equ. Fresh 5 Case/15doz 18.4700 92.35
10 | 00000008 Garlic, Granulated 1 400z 10.0000 10,00 »

Step 4 Enter the Quantity On-Hand
e Click in the QUANTITY FIELD > Receiving

° Type the number Of units On'hand Close [ Save & Print Recuring ltems  [Z] Outstanding Orders
: . . - b £80.03
e Click on the next line and continue to | s [ owory D= [7723200 < e
: 4 ; Shippir
add your items and quantities Invoics # [ POt | PP
Tax
On‘hand Site |DDB-District ‘W arehouse j
e Click SAVE Vendar | Open Vendar | Inwaice Total $680.09
Sottby: [Descripton | Fefresh Sort
diventon 8 Vnd ltem # Dezcription Quantity| Unit Unit Cagt|  Tatal Cost| &
NUTRIKIDS Inventory (000253 Applesauce, canned 4 Casze [6/4#10] BE.6600 26664
f0o00z4 BEEF GROUMD PATTIES.3 o: E Case [160ct) 19.0000 114.00
0004385 Flaur, Ywhite .5 501b 14.8000 7.40
@ Invoice Sub-total is not equal ko the Total of all Invoice Items 630,09 DO0002E TOMATO PRODUCTS.CHDPI 5 caze GH10 20.0000 100.00
inoon 04 Carrats, fresh 2 Casze 108 15.0000 30.00
001 345 Cheese Blend american .5 Caze/4/58 F2.8000 36.40
[000s0a Cinnamon 1 Cortainer/1 |b 3.7000 370
000629 Carnstarch 1 Case/25H 15.2000 18.20
TTn000154 Egg. Fresh 5 Caze/15doz 18.4700 92.35
10 | 00000008 Garlic, Granulated 1 400z 10.0000 1000 »

e Click OK
e Type the sub-total in the correct field at the top right
corner

e Click SAVE again
e Click POST
¢ Click CLOSE to return to the Main Menu

Your opening inventory is now ready to be used.

LunchByte Systems, Inc. Page 33 1.800.724.9853



There are four (4) kinds of Transactions:
1. Orders that are RECEIVED
2. TRANSFERS from one site to another, or from a warehouse to a site
3. WITHDRAWALS that indicate daily usage of inventory
4. ADJUSTMENTS that will plus or minus a site’s existing inventory

In this section we will cover each of the above transaction types and see how quickly NUTRIKIDS
Perpetual Inventory can process these daily routines.

An optional feature allows you to generate Recurring Transactions. Recurring Transactions
may be used with Receiving, Withdrawals and Transfers and are huge time-savers!

&

X
a
el After creating Recurring Transactions, they may be accessed within each Transaction
option: Receiving, Withdrawals or Transfers by clicking on the Recurring Transaction Icon
located within the selected option.

Modify Unposted Transaction Inventory
Transactions Receiving Inquiry
Withdrawals (Usage)
Fie e
Adjustments
Reparts Finished Products

List/Print Posted Transactions

Bidding

Recurring Transactions
Item Availability

Warshause m

Purchazing
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Section 5: Working with Transactions

Processing a RECEIVING TRANSACTION

Receiving Transactions are to record receipt of an order

3 Receivi ng

Step 1 SeleCtlng the RecelVlng TransaCtlon Close Bl Save & Frint Recuring ltems  [Z] Outstanding Orders
* Cth TRANSACTIONS Date | 7/23/2010 = Subtatal
o Click RECEIVING g [———
Ivoice # [5 6731109 P # [SFS 00079 M
Site | 003 - District Warehouse e
Yendor |><YZ Diistributing Co. j Invoice Total $0.00
Sort by: | Description - M
Step 2 ASSign the Invoice & PO #’S Inventory #| Vnd ltem # Description Quantity| Unit Unit Cost|  Total Cost|
. Type the number indicated on the 1 /00000024 111788 BEEF GROUMND PATTIES.3 c: 3 Case [160ct) 19.0000 57.00
2 | 00000253 Applezauce, canned 5 Casze [6/H10] BE.6R00 33330
: : : : 3 | 00000104 Canats, fresh 3 Case 108 15.0000 4500
dehvery Invoice m the INVOICE # 4 | 00000154 Eoq, Fresh 5 Case/15doz 18.4700 9235
5 | 00000010 MILK.CHOC.FLUID COMM LOY 5 case 25 each 10.0000 50.00
bOX and enter the PO# £ | 00000011 MILK LOWFAT FLUID 1% MILI 5 case 25ct 10.0000 50.00
7
. g
Step 3 Select the Site and Vendor 3 R
e Using the drop-down arrows, select

the Site and Vendor

Step 4 Create the Receiving Order
o Click the next available line and type an inventory # in the first column or an alphabetical
search for the item under the description column.
o Highlight and press ENTER to select.
o Enter the quantity.

Oxdb A special feature will automatically show the current inventory on hand of each item selected.

Requisitions can be created in the Purchasing Tab and then an order can be created. Skip
C\‘\/\' to page 65 to see how to create a requisition or order. This allows the site manager to
receive in an outstanding order without all the typing in the steps above!

Step 5 Saving the Receiving Transaction
e Click SAVE
o A message box will display the sub-total.
Write down the sub-total. NUTRIKIDS Inventory
e Click OK at the message. Enter that dollar
amount in the sub-total field. @ Invoice Sub-total is nok equal ko the Tokal of all Invoice Ttems 627,65

 Ifyou are finished, click SAVE and then POST to post. If [FSsuiusims
you need to complete this transaction at another time, click
NO. When you are ready to complete it, you will go to Do you want to post this transactions?
Modify Unposted Transaction, complete your entries, then
SAVE and POST.
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Processing a WITHDRAWAL

Withdrawals are used to record usage of items

Step 1 Creating a Withdrawal Transaction

Click TRANSACTIONS

Click WITHDRAWALS (USAGE)
Click the down arrow to highlight
and click the Site

Select the Category by clicking the
down arrow and highlighting the
Withdrawal Category.

3 Withdrawals (Usage)

Close B Save & Print Recuring [tems

TRX # 000007

Site | 008 - Cenbial Kitchen =

Categary |Dai|y Usage j j

Date | 272222010 =

Meal Count

e

Reason

Menu for 2/22/410

1
2
3

Inventory #| Vind ltem # Drescription

Step 2 Enter a Reason for the withdrawal (Optional)

Type into the Reason box information to indicate the type of withdrawal. Examples may
include Lunch 2/12/10, Special Luncheon, Sandwich

Line, etc.

OPTION: Adding a New Category
To add a new Category for Withdrawals,

&

Click the PLUS SIGN next to the Category box
Click ADD NEW.
Enter a new Category Name & Category Description.
Click SAVE.
Click DONE to return to the Withdrawal Transaction

Quantity| Unit

I Withdrawals Category @

DALy
LUMEH

Categary

Category | Category Dezcription
Breakfast Usage
Catering Uzage
Daily Usage
Lunch Usage
Mizcelaneous

Category Description

|
LCancel

‘_\0‘& In order to take advantage of integration, create Breakfast & Lunch separately.

Step 3 Enter Meal Count (Optional)
This is an optional feature that will calculate average meal cost of withdrawals.

Step 4 Enter Inventory Items and Quantities Used

Click the next available line and type an inventory # in the first column or an alphabetical

search for the item under the description column.

Highlight and press ENTER to select.
Enter the quantities used of each inventory item using the purchase unit description, or click

the down arrow to choose the stock unit description.

Step S Save the Withdrawal (Usage)

o When all items have been selected and quantities have been entered for the withdrawal, click

e You will be prompted to POST the Transaction. If clicking POST to confirm, the inventory
will be automatically subtracted from the existing inventory levels. If no, the withdrawal will

SAVE

be held under MODIFY UNPOSTED TRANSACTION.

Save
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Section 5: Working with Transactions

Processing a TRANSFER

Transfers are used to record items going from one location to another. It also removes the inventory from
the Transfer Out of Site and adds it to the inventory of the Receive Into Site.

Step 1 Creating a Transfer Transaction
e Click TRANSACTIONS
e Click TRANSFERS
e Click the down arrow to highlight and click the Site to be transferred FROM
e Use the down arrow to highlight and click the Site to be transferred INTO

Step 2 Enter a Reason (this may also indicate a reason for the transfer-optional)
o Type into the Reason box any information indicating the type of transfer or reason for the
transfer.

Step 3 Enter items to be transferred
e Click the next available line and type an inventory # in the first column or an alphabetical
search for the item under the description column.
o Highlight the items and press ENTER to select.

Step 4 Save the Transfer
e When all items have been selected and quantities have been entered for the transfer, click
SAVE
e You will be prompted to POST the transaction by clicking POST or NO. If POST, the
inventory will be automatically subtracted and added accordingly. If NO, the transfer will be
held under MODIFY UNPOSTED TRANSACTION.

I Transfer

Close [ Save & Print Fiecurring ltems

TR= # 0oao14
Transfer out of Site # |UU3 - District W arehouse j Fieason
L . tdargaret will pay me back. after the truck.
Receive into Site # |DD'I - T. Jefferson Elementary j arrives.

Date | 7 /23/20010  ~
Sork by: w | Refresh Sort

Inwentory #|Wnd lkem Description Cuantity| Unit ~
1 00000024 111788 BEEF GROUMND PATTIES.3 o2 I e (160ch) =
e X

On Hand 17 [Caze [160ct])
Yalue $323.00

[T R = Ry RS TR R AN

i Post Transmﬁ _

—
=

Avg Cost $19.00
Last Cost $19.00
On Order O

Do you want to post this transactions?
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Processing an ADJUSTMENT

Adjustments are used to record any corrections needed to maintain accurate inventory amounts

Step 1 Creating an Adjustment Transaction
e Click TRANSACTIONS
e Click ADJUSTMENTS
e Click the down arrow to highlight and click the Site

Step 2 Enter a REASON for the Adjustment (Optional)
e Type into the Reason box any information to indicate why the adjustment is needed.
Examples may include; items discarded, incorrect entries, etc.

Step 3 Enter Inventory Items
e Click the next available line and type an inventory # in the first column or an alphabetical
search for the item under the description column.
o Highlight and press ENTER to select.

o Adjustments

Close B Save & Frint Recuring ltems

TR & 0000 4 Feaszon
Date 7 /732070 - Item iz spoiled - discarded
Siter |DD3- Digtrict W arehouse j
/w.; +| Refresh Sart
Inventom | Yind lem # Drescription Cuantity| Uit Unit Cogt|  Total Cost|
00000005 8888588 BEEF.GROUMD B5% LN MEA -2 Gftrall 9.0000 -18.00

On Hand 5 [4/9% roll)

00| == | 00| O | e P =

VYalue $180.00
Avg Cost $36.00
1 Last Cost $36.00

Step 4 Enter Quantities to be Adjusted
o Ifthese inventory items are to be subtracted from the inventory, place a MINUS SIGN in
front of the quantity. If the item is to be added to the existing inventory levels, just enter the
quantity needed.

Step S Save the Adjustment
o When all items have been selected and quantities and costs have been entered for the
Adjustment, click SAVE
e You will be prompted to POST the transaction by clicking POST or NO. Click POST and the
inventory will be automatically be added or subtracted from the existing inventory levels. If
NO, the adjustment will be held under MODIFY UNPOSTED TRANSACTION.
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Section 5: Working with Transactions

Modify Unposted Transactions

Any transaction that was not posted at the time the transaction was saved is held in a list of Unposted
Transactions. Unposted transactions can be modified, reviewed or deleted. At the time the transactions are
saved (in Modify/Delete Unposted Transactions), you will once again be prompted to POST.

oie

adjusted.

Inventory
Inquiry

Modify Unposted Transaction

Transactions RErT 5=

Withdrawals (Usage)
Transfers

Adjustments

Finished Products

List/Print Posted Transactions
Recurring Transactions

Item Availability

Phwsical
Inventany

Feports

Bidding

Purchasing

‘warehouse

Step 1 Accessing Unposted Transactions
e Click TRANSACTIONS

g Modify/Delete Transaction

Close (& Open

Remember, until a transaction has been posted, the items and amounts are not being

Sort by | T # -

Invoice i
hoal

000006 003 - Alternative Jr High Sc
000007 003 - Alternative Jr High Sc

Withdra
Withdrawal

e Click MODIFY UNPOSTED TRANSACTION

Step 2 Selecting the Unposted Transaction
o Highlight the transaction and double click
e Make any modifications or delete using the
same steps as defined in each transaction
type on pages 35-38.
e Click SAVE when done and when
prompted to POST, click POST

Step 3 Print Single Transaction
o When editing a transaction, you may also
print that transaction by clicking the
PRINT icon. The preview will appear.

£ Withdrawals Usage)
W Ciose B Save [E] Delete & Fiint Fiecuring [tems

Vendor | Reason

Nowe 4,2003
Mo 4,2009

TR # 000007

IU
Site: [003 - Aemative Ji High School =]
Reason
Category |Lunch Usage j j Lunch 2/22/10
Date | 2 /22/2010 =
Inventory H‘Vnd Item # ‘ ‘ Description | Buanl\ly| Urit | A~

Meal Count

00018360
00000711
00011252
00011523
00003200
00011178

08876
11166E o
2222
2221
8309
112233

TACO SHELLS

BEEF GROUND 80720
LETTUCE |CEBERG.FRESH
TOMATOES FRESH
ORANGES FRESH

c CORNFRZN

=

Click PRINT once again to send the Preview to the printer.

1 Bow [240ct]
5 Case (36H)
1 Bag 5H#

&

30 PostTransactions

Do you want to post this transactions?

1
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Section 5: Working with Transactions: List/Print Posted Transactions

List/Print Posted Transactions

This option allows you to print a specific type of Transaction . This list is available by site or all sites
during a specified Posted dates.

ﬁ List Transactions @
Priri
Step 1 Accessing Posted Transactions tp Fecsiving fiom Yendors]
e Click TRANSACTIONS "
« Click LIST/PRINT POSTED [ Fiscsivng o Transter)
TRANSACTIONS [ 'Withdrawals
o Select the transaction type to print and the [ Transter OUT
appropriate vendor(s) where applicable. [~ Adiustments
e Click NEXT [ Tranzactions Mumber
Cancel et ‘

${ List Transactions

Step 2 Select the Sites to be printed
o Click each site to be included in the Printouts
e Or, Click CHECK ALL
e Click NEXT

Select Site
001 T. Jefferzon Elementary

002 George “Washington High 5chool
003 District W arehouse

004 Roosevel Elementa . .
005 Adams Elementay | COOSE One site, multiple

008 M.L KingJr Hioh Sef sites, or Check All to include

007 J.F. Kennedy Eleme -t
008 CertralKitchen | CVETY SITC.

Oooooooono

[ Check Al

3 List Transactions E]

LCancel |

Start TR+ Date

|M0n Feb 1. 2010 j

Step 3 Select the Start and End Post Dates to View/Print

End TR Date

5 e Click the down arrow and select the month and date
for the Start box. (Click the left or right arrows to
change the month.)

o Select the End Post Date by clicking the down

| arrow and selecting the end month and date.

e Click NEXT

|M0n Mar 12010

LCancel |

-1 List Transactions .
Step 4 Select the Format— By Category, s : X
Summary or Details. You can also choose to print
only one transaction per page. ¢~ By Catogon

™ Summary Format

Step 5 Click PREVIEW

+ Details Format

[~ One Transaction per Page

Step 6 To print, click the PRINT button

Lancel | PBreview |
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Section 5: Working with Transactions: Recurring Transactions

HUGE
TIME
SAVER!

Recurring Transactions—This option allows entry of transactions that occur on a regular basis.
For example: Bread Order, Milk Order, Breakfast items, Lunch Usage, etc. Setting up recurring
transactions may take a little bit of time on the front-end, but will be a huge time saver from now on.
Setting up these transactions keeps the site from having to manually enter each item for every

transaction.

Adding/Modifying Recurring Transactions

Step 1 Adding a Recurring Transaction
e Click TRANSACTIONS
e Click RECURRING TRANSACTIONS
e Select TYPE of TRANSACTION
e Click ADD button

Step 2 Transaction Description and Vendor Name
o Enter a Transaction Description
(i.e.: ABC-Bread Order)
o Select the Vendor using the down arrow
and highlighting the Vendor Name.

= Recurring Transactions ltems

Description
ABC Distrib

uting Orcler Receiving

Cleaning Products Withdrawl

DonutiCere
Murran Dist

al Withclrawal
rib Order Receiving

Yiew By
o Al

™ Receiving
" Transfer

" Withdrawal
" Adjuztments

Step 3 Entering the Recurring Transfer Items
e Type an alphabetical search for each item

to be used in the transaction
o Highlight the item and press ENTER
e When completed, click SAVE

i Recurring Transactions ltems

Modifying a Recurring Transaction
o Highlight any recurring transaction that
has been previously created.

Descr

ipticn |Snack Program Usage

Yendor |Skeldon'$ Foods

Tranzaction Type: |Withdrawal

: Inventary # Description e
o Click MODIFY 00000011 Apple Bites, 1.5 oz Indiv PC
e Make any necessary Changes and click 00300156 Bread, Wheat Hamburger Buns S ara Les#2004
SAVE 00000008 Candy Bar, Twix
. oooooo12 Candy, MEMs Mini's,. 25 0z Bag
oooooo10 Carrots/Dip Indive. Pack
. 00000002 Cookie 0 atmeal A aizin Bite Indi.
Grab Items (Optmna]) 00000007 Cookieanila Waffer Indiv Pack
. . . 0000001 4 Crackers Fizh, Indiv. .5 oz Bag
The GRAB ITEMS button will bring in 00000013 Pineapple Sticks, Indiv 10z bags v
EVERY item assigned to that vendor where Deite
the vendor is the primary vendor. —
< Save b Claze |
V.4
—~——
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Section 5: Working with Transactions: Iltem Availabilit

Item Availability—This option will be a MUST for controlling inventory as the year draws to a
close. Over-ordering will be a thing of the past. This feature shows inventory levels of any item by site
throughout the District. This option defaults to show the Purchase Unit of each item.

Step 1 Viewing Item Availability
e Click TRANSACTIONS
e Click ITEM AVAILABILITY
e Type an alpha or numeric search of the item(s) you wish to view
e Click on the item The available quantities and their locations will appear in the window
on the right.
e Click PRINT if you would like the list printed
e Click CLOSE when finished

< *ﬁ, School Sites that do not have current inventory on this item will not show up on the list.

AT Inventory Availability

Inwentory ltem Ao ailability

Mumber Dezcription Site # | Description Cluantity
E CHICKEN BREAST. PRECED (i Middle & High School

00005083 o CHICKEM DRUMSTICE, PRECKD ooz Best High School

00005355 CHICKEN MUGGETS no3 Diztrict W arshousze 4

00000005 CHICKEM PATTIES 3 02, 50 PER CASE no4 Leader Elementary

0000004 CHICKEW STOCE, 1113 Shart Stop Elementary

000053260 CHICKEN DICED CED 00g Central Ave. High Schor

oy Hill Top Elementary

Qo3 Alternative Jr High Scho

0o E ast Walley Elementary

01 Wwest Side Elermentany 5

o — — L oo —

00005060 - CHICKEW BREAST, PRECKD

Caze 104 Print
Search by Code or # Search [ Containing Text Cloze
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Section 6: Physical Inventory

When using this option, the District moves into a “hands-on” inventory count of a Site/Bldg. During the
Physical Count, new Transactions may not be generated for the site being counted. The Physical Count
will generate reports detailing any discrepancies between the computerized quantities and the “hands-on”
quantities. This report (Variance Report) will identify the amount and the dollar value of the inventory not
accounted for. When completed and posted the Physical Count can either be reset based on the “Hand
Count” or can maintain quantities, showing a variance of only changed items.

Tranzachons

Phyzical
Inventory

Reports

Bidding

Purchazing

W arehouze

Physical Count Worksheets

Physical Inventory Control

Enter Physical Count

Physical Count Edit List
Inventory Variance/Usage Report

Adjustments

Post Physical Inventory

Physical Inventory History

Inventory
Inquiry

Conducting the following steps in the order shown will ensure the accuracy of your Physical Inventory.

You can choose your Physical Inventory option by clicking
Tools from the top toolbar and selecting:

OPTIONS and then GENERAL SETTINGS
Click on the Green question mark for explanations. If you need

. further explanation please call a NUTRIKIDS Inventory cus-
tomer representative for assistance.

ﬁ Options @
FEocus Control | Besst TopGun
T General Settings | WeeklyVendaors |
v Automatically update item price with last received price.
[~ Use Parenthesis for Quantites on Hand Format

¥ Integrate with NUTRIKIDS Menu Planning

[ Physical Irventary Count Method 0

Current Inventory Costing Methad is

FIFO Change

Calculator Path

0K Cancel
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Section 6: Physical Inventory

Generating Physical Count Worksheets

Print a list of all inventory available within a designated Site to be used for the “Hand Count” of the
inventory in the Building. You may use the Bar Code option and sort the inventory numerically or
alphabetically by Category. The worksheets are manually hand-filled by the manager at each site.

&

X

oV

Step 1 Creating a Physical Count Worksheet
e Click PHYSICAL INVENTORY
e Click PHYSICAL COUNT WORKSHEETS
e Click the down arrow and select the site for the work
sheet to print.
e Click NEXT

Step 2  Select the format to be used
o The worksheet prints either by item number, or item
description
o Additional print options include: Print each category on a
New Page, or include a bar code for scanning using a
Scan Pen
e Click NEXT, click PRINT

If you are maintaining quantities you may choose to print out the Inventory Value Report instead.

o Physical Count Worksheet EJ

Inventary Type Priority

v Commodites v High
v Purchased [v Medium
v Low

i Physical Count Worksheet @

Order by
* |tern Description
" ltem Number
Iv Group by Category
Option
[~ MewPage
[ Include Bar Code
[~ Export to CSW File

Lancel < Back
LunchByte Systems
Page 1 Inventory - Physical Count Waorksheet Apr13, 2010
001 -T. Jefferson Elementary
USDA Commodity Inventory
Physical Purchaze Physzical Stock

No. Description Count Unit Count Unit
BEEF PRODUCTS
00000711 BEEF GROUND 80420 M Case (358#) Chub (5%)
00013317 BEEF GROUND PATTIES M Case (480ct) Case (450}
CHICKEN & TURKEY
00005060 CHICKEN BREAST, PRECKD ] Caze 10# LB, raw wagt, wibn
00005065 CHICKEN DRUMSTICK, PRECKD ] Caze 10# LB, raw wagt, wibn
00005355 CHICKEN NUGGETS ] Caze 20#) Caze (20#)
00005380 CHICKEN,DICED,CKD H Case (10bags) Bag (2#)
DAIRY PRODUCTS
00001001 BUTTER M Box (38} LB
00001042 CHEESE AMERICAN H Caze [BISH#) Loaf (5#)
00001168 CHEESE ,CHEDDAR, LOFAT H Box 10# LB
00001028 CHEESE MOZZARE LLA H Block (5#) LB
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Section 6: Physical Inventory

Physical Inventory Control

As the physical count begins, this option lets you select the sites where the inventory will be counted.
You may also decide what parts of the inventory will be counted during the physical count (Commodity,
Purchased or All). The default is to count all levels of priority of the inventory. However, you may also
decide to only count certain priority levels of inventory. Once the Status is OPEN, the process begins.

Step 1 Opening the Physical Count Process
e Click PHYSICAL INVENTORY
e Click PHYSICAL INVENTORY CONTROL
o Highlight and double click each site or High-
light and click SELECT

] Physical Inventory Control

Statuz Comm  Purch | High |Med | Lo

z

001 - T. Jefferson Elementary
& "W azhington High S chaool
- Diistrict W arehouse
- Roozevelt Elementary
005 - Adarns Elementary
006 - M.L. King Jr High School
007 - J.F. Kennedy Elementary
003 - Central Kitchen

Oooooooopl

Step 2 Customize the focus of the Physical Count

e Click OPEN within the Status box

o Inventory Type and Priority is defaulted to
show all levels of inventory, click to remove
any checkmarks that will not be utilized within
the count.

e Click SAVE

o Repeat these steps for each Site to be counted

Select Done

While a site is “open”, you will be unable to do any transactions for that site.

i Physical Inventory Control

Status Comrm | Purch

Site oo

€|

- T. Jefferzon Elementarny
- George W azhington High Schoal

Fhwysical lrventom [ate

Fricirity

- Dristrict ‘W arehouse
- Roozevelt Elementary
- Adamnz Elementary

" Cloge

[v Commodites

|mventon Type

v Purchased

- M.L. King Jr High 5 chool

(* I:Ipen [v High -.J.F. Kennedy Elementary
_ - Central Kitchen
v Medium
v Low

‘ Cancel ‘

ooooooo

Select Daone

If you wish to count by Priority Level, or Purchased/
Commodities separately, be sure that you are using the
correct Physical Inventory Count Method. This can be
found under Tools>Options>General Settings>Physical
Inventory Count Method. If the check box is un-
checked then you can count your inventory in separate
batches. Ifiit is checked then all uncounted items will
be set to Zero. For more information about this selec-
tion please call a NUTRIKIDS Inventory support rep.

ﬁ‘ Options

Focus Cantrol I

=X

HReset
wieekly Wendors I '

TopGun

¥ Automatically update item price with last received price.
[ Use Parenthesis for Quantites on Hand Format

Earate with NUTRIKIDS MertrP

[~ Physical Inventory Count Methad 9
arent Inventory Costing Methed 5.
—‘ Change |

FIFD

Calculator Path

oK | Cancel |
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Section 6: Physical Inventory

ENTERING the PHYSICAL COUNT

Step 1 Enter Physical Count
e Click PHYSICAL INVENTORY
« Click ENTER PHYSICAL COUNT Sela e
e Use the down arrow to select a site
o Ifyou wish to see one item at a time, place a check ™ Individual ltem
mark in the Individual Item box
e Click NEXT

e You may select a Category, search by individual item . o | e |
or commodity - -

o Enter all quantities as designated on the Inventory

on Elementary

Worksheet. Ifthe stock unit and purchase unit are - P | P | P |2
the same, enter only the purchase unit M M e ot e et Consd
« When done, click FINISH e S
00000806 M Bread, Sandwich 'whie Loal/240z Loaf
00000008 M CaMDIES, SEMISWEET CHOC Bag Boz Bag Boz
. . . . . . 00000104 M Carrots. fresh Case 104 Pounds
Optional: Print the Physical Count Edit List— this worksheet [/ oeetonmes | i o
will now print with all of the Edited Inventory o W Chmn el e
quantities that were assigned through Enter Physical | “* o T ‘ USDA Cermedies
tem Number SeachFor|  Seach
Count. —

If the purchase unit and stock unit are the same, enter only the purchase unit.
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Section 6: Physical Inventory

USING the VARIANCE/USAGE REPORT
The Usage Report gives an overall cost of items used, from the last physical count to the current physical
inventory.

ﬂ Inventory Variance/Usage Report @
Site Order by

Step 1 Using the Usage Report
e Click PHYSICAL INVENTORY & ltem Description
e Click INVENTORY VARIANCE/USAGE | |00 TJeffesonElemertary <[}

REPORT Option Farmat
o Select the Site by CliCking the down arrow ™ New Pags " Variance Format

and hlghhghtlng the Slte [~ Exclude Itemsz with Mo Activity " Summary Variance Fomat
o Select Usage Format r

™ Ewport to C5Y File

o Select the Option(s), and Order By: Either

description or number Preview | Cancel

e Click PREVIEW, click PRINT

LunchByte Systems, Inc.
Page 4 Inventory Usage Report Jan 28, 2003
Inventory Date 1/27/2003
001 - T. Jefferson Elementary
MARGARINE/OIL/ISHORT/SAL.DRESS
Item # Description Unit Desc Ending Qty Ending Value | Count | Usage Qty Usage Value
Dollar Value Subtotal 0.00 $0.00 | 0.00 | 0.00 $0.00
MISCELLANEOUS
Item # Description Unit Desc Ending Qty = Ending Value Count Usage Qty Usage Value
00005298 HOTDOG,TURKEY Box 80ct 0 $34.95 0.00 3.00 $34.95
Dollar Value Subtotal 3.00 $34.95 0.00 3.00 $34.95
PAPER GOODS
Item # Description Unit Desc Ending Qty = Ending Value Count Usage Qty Usage Value
00900006  ALUMINUM FOIL CASE 0.00 $0.00 233 -2.33 $0.00
00800001 CUPS.STYROFOAM (1602) Case 50sleev 5.00 $100.50 0.00 5.00 $100.50
00900003 | FOOD TRAY (#40) Case (24/50ct 4.00 $44.00 0.00 4.00 $44.00
Dollar Value Subtotal 9.00 $144.50 2.33 6.67 $144.50
SNACKS/MISC
Item # Description Unit Desc Ending Qty Ending Value Count Usage Qty Usage Value
00019141 CANDIES,"M&M'S"PLN Case 100ct 4.00 $61.92 0.00 4.00 $61.92
00019140 | CANDIES,"M&M'S"PNUT Case 100¢ct 4.00 $64.40 0.00 4.00 $64.40
00019150 | CANDIES,PNUT BUTTER CUPS Case 100ct 3.00 $48.00 0.00 3.00 $48.00
00019165 | COCOA DRY Bag 5# 1.00 $4.32 0.00 1.00 $4.32
00018172 GELATIN.DRY MIX Case (12 Bag 1.00 $13.00 0.00 1.00 $13.00
00019334  SUGAR,BROWN Bag 25# 2.00 $14.00 0.00 2,00 $14.00
00019335 SUGAR,GRANULATED Bag (50%#) 4.00 $51.00 0.00 4.00 $51.00
00019338 SUGAR,POWDERED Bag 25# 1.00 $7.25 0.00 1.00 $7.25
Dollar Value Subtotal 20.00 $263.89 0.00 20.00 $263.89
SOUP & GRAVY
Item # Description Unit Desc Ending Qty | Ending Value | Count | usage Qty Usage Value
Dollar Value Subtotal 0.00 $0.00 | 0.00 | 0.00 $0.00
SPICES
Item # Description Unit Desc Ending Qty Ending Value Count Usage Qty Usage Value
00002001 | ALLSPICE, GROUND Jar 52.00 $109.20 3.00 49.00 $102.90
00018369 | BAKING POWDER 5# Can 2.00 $13.82 0.00 2.00 $13.82
00018372 | BAKING SODA Case 12boxes 2.00 $19.60 0.00 2.00 $19.60
00002003 | BASIL,GROUND Bottle 1# 1.00 $2.68 0.00 1.00 $2.68
00000089  CELERY SALT Jar (1#) 1.00 $2.75 0.00 1.00 $2.75
00002008 ' CHILI POWDER Jar (5#) 1.00 $12.70 0.00 1.00 $12.70
00002010  CINNAMON,GROUND Jar (1#) 1.00 $2.60 0.00 1.00 $2.60
00002020  GARLIC POWDER Can (6#) 1.00 $15.25 0.00 1.00 $15.25
00090017 GARLIC GRANULATED Jar (5#) 1.00 $6.75 0.00 1.00 $6.75
00018375  YEAST BAKER'S ACTIVE DRY Case 24ct 2.00 $42.00 0.00 2.00 $42.00
Dollar Value Subtotal 64.00 $227.35 3.00 61.00 $221.05
VEGETABLES
Item # Description Unit Desc Ending Qty Ending Value Count Usage Qty Usage Value
00016043 BEANS.PINTO,DRY Box 20# 3.00 $23.25 0.00 3.00 $23.25
00011124  CARROTS,FRESH Bag 1# 8.00 $6.24 0.00 8.00 $6.24
00011143  CELERY,FRESH Case 2.00 $54.00 0.00 2.00 $54.00
00011252 LETTUCE,ICEBERG,FRESH Bag 5# 12.00 $37.80 0.00 12.00 $37.80
00011282  ONIONS FRESH LB 9.00 $7.02 0.00 9.00 $7.02
00011529 TOMATOES FRESH LB 16.00 $10.72 0.00 16.00 §10.72
Dollar Value Subtotal 50.00 $139.03 0.00 50.00 $139.03
Item # Description Unit Desc Ending Qty Ending Value | Count | Usage Qty Usage Value
Dollar Value Grand Total 535.50 $4742.82 | 17.25 | 518.25 $4638.61
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Section 6: Physical Inventory

USING the VARIANCE/USAGE REPORT
The Variance Report identifies any overages or shortages of inventory levels. The dollar values of those
discrepancies are printed and the percentage of changes to the overall inventory.

Step 1 Using the Variance Report
e Click PHYSICAL INVENTORY
e Click INVENTORY VARIANCE/USAGE REPORT
o Select the Site by clicking the down arrow and highlighting the Site
e Select Variance Format
o Select the Option(s), and Order By: Either description or number
e Click PREVIEW, click PRINT
g d Inventory Yariance/Usage Report @
NOTE: Each inventory item will be previewed with Site Dirclet by
i i  |tem Descripti
the specific differences, each category has a [P e Desciption
sub-total value and the last page of the £ Item Number
printout will total all categories as well as Optian Fomat
the total inventory percentages of [ NewPage Chlaiaceliond
. . ; ) . " Summary Yariance Format
differences discovered. WV Excliide lteis i o At
" |Uzage Farmat
[v Exclude ltems with Mo Yariance .
" Ewport ta C5V File
Prewview Cancel
LunchByte Systems, Inc.
Page 15 Inventory Variance Report Jan 28, 2003
Inventory Date 1/27/2003
001 - T. Jefferson Elementary
VEGETABLES (continued)
Beginning | + Purchase = + Trans In | - Trans Out | - Withdrawal | +/- Adjust = Ending Physical Count Variance
00011282 LB 0.00 9.00 0.00 0.00 ‘ 0.00 0.00 9.00 0.00 9.00 100.00%
ONIONS,FRESH $0.00 $7.02 $0.00 $0.00 $0.00 $0.00 $7.02 $0.00 $7.02
00011529 LB 0.00 16.00 ‘ 0.00 0.00 0.00 0.00 16.00 0.00 16.00 100.00%
TOMATOES,FRESH $0.00 $10.72 $0.00 $0.00 $0.00 $0.00 $10.72 $0.00 $10.72
Dollar Value Subtotal $0.00 $139.03 $0.00 $0.00 $0.00 $0.00 $139.03 $0.00 $139.03 0.00%
Beginning | + Purchase = + Trans In | - Trans Out | - Withdrawal | +/- Adjust = Ending I Physical Count Variance
Dollar Value Grand Total $0.00 $4733.64 $29.23 -$25.05 $0.00 $5.00 $4742.82 | $104.21 I $4638.61 97.80%
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Section 6: Physical Inventory

CLOSING the PHYSICAL COUNT
When Closing the Physical Count, all of the edited “hands-on” inventory quantities will be assigned to
the current inventory levels of each inventory item. Make sure you review your Variance Report for

accuracy before you Post Physical Inventory.

Step 1 Closing the Physical Count Process
e Click PHYSICAL INVENTORY
e Click POST PHYSICAL INVENTORY
e Click the down arrow and highlight the site to be closed
e Click GO

31 Post Physical Inventory

NUTRIKIDS Inventory ]

Post Pheysical Inventory will adjust all iters Quantities on Hand and Current Yalues to
the new physical count walues, Prior to this Post option, you should review the Yariance
Repart ko assure that all entries are correct? Da you wish bo continue and Posk the
current enkries?

LunchByte Systems, Inc. Page 49 1.800.724.9853



Section 6: Physical Inventory

PHYSICAL INVENTORY HISTORY
Step 1 Physical Inventory History

e Click PHYSICAL INVENTORY HISTORY

o Select a site by double-clicking the site name, or highlight and click OPEN

o Select the Inventory Variance you would like to PRINT/PREVIEW

o Select the “Options” and “Order By”

e Click PREVIEW

e Click PRINT

pd Physical Inventory History.

Close (B Open

Site #
om
002
003
004
005

Site/Buildings
T. Jefferson Elementary

Gearge Washington High Schadl
Distict Warshouse
Floasevek Elementary
Adams Elementary

M.L King Jr High Schosl
JF. Kennedy Elementary
Certral Kitchen

B Physical Inventory History

Close & Print

Date Posted Fosted by
!

paul

-
i~ Inventory Variance/Usage Report

| [

I™ Exclude [tems with Mo Activity

[ Exclude ltems with No Variance

Order by

" Item Mumber
Option Format
& ar
™ MNew Page Yariance Format

& |tem Description

" Summary Yariance Format
" Usage Format
™ Ewport to C5Y File

Prewview Cancel

LunchByte Systems, Inc.
Page 9 Inventory Variance Report Mar 31, 2004
Inventory Date 3/31/2004
001 - T. Jefferson Elementary
CEREAL (continued)
o Beginning | + Purchase | + Trans In | - Trans Out | - Withdrawal | +/- Adjust = Ending Physical Count Variance
00008030 Case 96ct 0.00 7.00 0.00 0.00 0.00 0.00 7.00 0.00 7.00[  100.00%
CEREAL,FROOT LOOPS $0.00 $89.46 $0.00 $0.00 $0.00 $0.00 $89.46 $0.00 $89.46
00008069 Case 96ct 0.00 4.00 0.00 0.00 0.00 0.00 4.00 0.00 400 100.00%
CEREAL,FRSTD FLAKES $0.00 $51.80 $0.00 $0.00 $0.00 $0.00 $51.80 $0.00 s51t60) ||
00008071 Case 96ct 0.00 4.00 0.00 0.00 0.00 0.00 4.00 0.00 4.00| 100.00%
CEREAL,SMACKS $000|  $47.00 $0.00 $000|  $000|  $000|  $47.00] $0.00 $47.00 ]
00008065 Case 960t 000 [0 0.00 0.00 0.00 0.00 2.00 0.00 200 100.00%
CEREALS RICE KRISPIES $0.00 $23.00 $0.00 $0.00 $0.00 $0.00 $23.00 $0.00 $23.00 :
Dollar Value Subtotal $0.00|  $207.78 $0.00 $0.00 $0.00 $0.00 $207.78 $0.00 $297.78|  100.00%
CHICKEN & TURKEY
Beginning | + Purchase | + Trans in7 - Trans Out | - Withdrawal | +/- Adjust = Ending Physic;I Count Variance
| 00900000 Case (48ct) 000 900 0.00 2.00 2.00 0.00 5.00 0.00 500 100.00%
CORN DOG, Turkey Jumbo State Fair $0.00|  $12591 $0.00|  -$27.98 -$27.98 $0.00 $69.95 $0.00 $69.95
Dollar Value Subtotal $0.00|  $125.91 $0.00 |  -$27.98 -$27.98 $0.00 $69.95 $0.00 $69.95| 100.00%
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Section 7: Generating Reports

Usage Reports Inventory
Tranzactions Shor'fage Repor“l‘s Iani ry

Inventory Value Reports

Physical .
ot Vendor Analysis

Withdrawal Category Report
‘ Reports

Bidding

Purchasing

*warehouze m

REPORTS- Usage Reports

Step 1 Generating the Usage Report

e Click REPORTS

e Click USAGE REPORTS

e Select to print By Category, Alphabetically or Numerically

e Click NEXT

o Ifthe “By Category” option was selected, click each Category to be included or click
Check All
=-0r-
If the “Alphabetical” or “Numerical” option was selected, enter the From and Thru ranges
and click NEXT

o Select a site(s), or click CHECK ALL

o Select the Items to Include and the date range

e Click PREVIEW, click PRINT

¢ Usage Report

¢ Usage Report

[ bew heverages -~
] bkt breakfast
f+ By Category [ eat catering
( Alphabetical [l clean clean.ars
[ cond condiments
" Murerical ] dairy dairy
[ dess dessert
O dess dressings
[E fats/ails w
I Check All
Lancel | | Lancel | < Back |

Items to Include Date Range

oo T. Jefterson Elementary & ALL
002  George'washington High School From |Jul | 20010 w
003 District Warehouzse " Commadity Ibems Only
004  Roosevel Elementary { Puichased ltems Orly To |Jul ~| 2010 -
005  Adams Elementary
006 M.L. KingJr High School
007 JLF. Kennedy Elementary
008 Central Kitchen

Eance' | c BaCk | NEK[ s | | Eancel <Eack | Eleview |
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Section 7: Generating Reports

REPORTS- Shortage Reports

This report will list every inventory item that had been preset with a Minimum Inventory Level that is
currently below that preset level. This printout will indicate the number short and dollar value of this
shortage.

Step 1 Generating the Shortage Report
e Click REPORTS
e Click SHORTAGE REPORTS
o Select the Site (s) to be printed or Click CHECK ALL
o Select to sort by “Vendor One” or by Category
e Click PREVIEW, click PRINT

A Shortage Reports

Select Site

001 T. Jefferson Elementary A
002 Best High School

003 District Warehouse

004 Leader Elementary

005 Short Stop Elementary

00E  Central Ave. High School

007 Hill Top Elementary

008 Harilton Elemettary

009 Alemative Jr High Schoal e

KEREEERE EE

Sort by

" Vendor One (% Category

lgnare Mirimum lrventany Lesel, Check [ —— ‘ o — ‘

| r for Megative Quantity On Hand,

LunchByte Systems, Inc.

Page 1 Shortage Report Jan 29, 2003
FRUIT & FRUIT JUICE
it Vendor : Qty on Min Stock ) :

Item# | Description ] Code Production # Hand Level | Order Qty Purchase Unit ‘ Price , Total
00009411 | APPLE JUICE,FRZN,UNSWT  ABC 665544 2 5| 3  Case 72ct | 9.800 29.400
00009400 | APPLE JUICE,CND,UNSWT ABC | 13456 | 2| 5| 3 | Case 72ct 9.750 29.250
00002001 | ALLSPICE, GROUND ABC 12345 0 2 2| Jar 2.100 4.200
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REPORTS- Inventory Value Report

This report will list every inventory item and quantity on-hand in a specified format; By category,
Alphabetical or Numerical for a specific Site or a Consolidated look at the District. This report may be
sorted by Commodity, Purchased or All in a Detailed or Summary Format with or without Quantities
listed. The values will be in Sub Categories of Food, Non-Food and Commodities.

Step 1 Generating the Inventory Value Report
e Click REPORTS
e Click INVENTORY VALUE REPORT
o Select print By Category, Alphabetically or Numerically
e Click NEXT
o Ifthe “By Category” option was selected, click each Category to be included or click Check
All
_Or_
If the “Alphabetical” or “Numerical” option was selected, enter the From and Thru ranges and
click NEXT
Step 2 Select the Site (s) or choose to print a CONSOLIDATED (District Report)
e Click each Site to be included within the Report or click Check All
Optional: You may choose to click the CONSOLIDATED box to combine all information
from each Site.
e Click NEXT
Step 3 Choose what part of the Inventory to Print by selecting ALL, COMMODITY ITEMS ONLY or
PURCHASED ITEMS ONLY

Step 4 Choose the Format Option— Detailed or Summary

Step 5 Click PREVIEW, Click PRINT

LunchByte Systems

Page 1 Inventory Value Report Apr 13, 2010
001 - T. Jefferson Elementary
FRUIT & FRUIT JUICE
Item # D e=cription Qtv | Purchase Unit Oty | Stock Unit Current Value
00005400 APPLE JUICE,CND UNSWT 5| Case7i2d Carton 2
00005020 | e | APPLESAUCE,CND 2| Case §/#10 78 | Case 68410 25.50
00008131 GRAPES.FRE SH 5| Case 10# LB. alp 43.50
00005235 PEACHES FRESH 10 | Case 120ct medium 4/1b 110.00
[ Total FRUIT & FRUIT JUICE | 5227.75 | ]
PAPER GOODS
ltem # Dhescription Qty | Purchase Unit Qty | Stock Unit Current Value

00500001

CUPSSTYROFOAM (180z)

7

Case Slslesves

SLEEVE/SONMS
0z

140.70

| Total PAPER GOODS | 5140.70 | |
SPICES
ltem # Description Qtv | Purchase Unit Qty | Stock Unit Current Value
00002001 ALLSPICE, GROUND 22 | Jar Jar (10oz) 45.20
00002005 CHILIPOWDER 1| .Jar (5%} Jar (5#) 12.70
C Total SPICES | 55200 | |
[ Total Inventory Value | $427.35 |
Commodity Subtotal 52550
Food Subtotal 5261.15
Non Food Subtotal $140.70
Total Value 242735
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REPORTS- Vendor Analysis

T Vendor Analysis @

. .
Step 1 Generating the Vendor Analysis .
+ Summary Vendar Analysis by Imvoice
) Clle REPORTS  Detailed Vendar Analysis by Item
. " Vendor Analysis by Reason
e Select the summary, detailed or by reason VENDOR
o Select the Vendor(s), or CHECK ALL
o Select the Site (s) to be printed or Click CHECK ALL Corcel_| | new> | \
o Select a date range
o Clle PREVIE VV ’ Clle PRINT T Vendor Analysis
ABC Distribuling Company ABC ~
Camps Distribution Co 234
Craig's Shipping Craig
Mansfield Produce Company FRO
Munray Distributing Compary MUR
MNLE Foods NLE
OFEN VENDOR OFEM
Skeldon's Foods SKL
LunchByte Systems wihits Distibutors 123 v
Page 1 Surmmary Vendor Analysis by Invoice Apr 13,2010
11/1/2009 thru 4/13/2010 Cancel ‘ < Back | Mest > | ‘
ABC Distribufing Company ABC
Date PO # Invoice # Site SubTotal Ship Tax Total ‘endor Analysis E]
11/3/2009 000004 004 LeaderE lementary 428.68 0.00 0.00 428.68
11/4/2009 FS2009- ABC-087145 | 009 Alternative JrHigh School 1025.38 0.00 0.00 1025.38
00014 001 T Jeffersen Elementary ~
11/9/2009 000009 001 T. Jeflerson Elementary 12,60 0.00 0.00 12.60 02 Best High School
11/9/2009 000010 006 Central Ave. High School 11.70 0.00 0.00 1170 003 Distict Warehouss
11/2/2009 SFS 00079 | A-578-1108 | 008 Hamitton Elementary 67.14 0.00 0.00 67.14 004 Leader Elementay
11/10/2008 011 West Side Elementary S ch 37.00 0.00 0.00 87.00 005 Shert Step Elementary
11/11/2008 000011 005 Short Stop E lementary 70.60 0.00 0.00 70.60 005 Central Ave. High School
11/11/2008 000014 005 Short Stop E lementary 207.00 0.00 0.00 207.00 007 Hill Top Elementary
11/11/2008 000017 005 Short Stop E lementary 184.82 0.00 0.00 184.32 008 Hamiken Elementary
11/12/2009 000019 005 Short Stop E lementary 329.00 0.00 0.00 328.00 003 Altemative Jt High School v
11/17/2009 000023 005 Short Stop E lementary 1275 0.00 0.00 1275 I
82008 000030 05 Short Stop E lementary 14.05 00 00 1405 e Theck Al
118/2008 000033 05 Short Stop E lementary 37.80 .00 00 37.80
FB/2008 000013, 05 Shott Stop E lementary B5.00 00 00 85.00 Exved \ < Back \ Mext > \ \
11/18/2008 000018 005 Short Stop E lementary 40290 0.00 0.00 402.90
2/26/2010 000050 1105 001 T. Jeflerson Elementary 70.70 0.00 0.00 70.70
3412010 45 003 District Warehouse: 322.25 0.00 0.00 322.25
Subtotal $3,369.37 1 Vendor Analysis E]
Mansfield Produce Company  PRO
Date PO# Inveice # Site SubTotal Ship Tax Total From
11/9/2009 SFS 00091 | Man09-6755 | 008 Hamitton Elementary 10.40 0.00 0.00 10.40 T
11/12/2008 000022 005 Short Stop E lementary 21.98 0.00 0.00 21.89 un Hev 1 T
11/12/2009 000020 007 Hill Top Elem entary 132.90 0.00 0.00 132.90 To
11/17/2008 000024 005 Short Stop E lementary 12.10 0.00 .00 210 [T sp iz o]
11/18/2009 000034 005 Short Stop E lementary 10.38 0.00 .00 0.36 o
S ubtotal $187.75
Murray Distributing Company MUR
Date PO# Invaice # Site SubTotal Ship Tax Total
11/11/2008 000015 005 Short Stop E lementary 10.32 0.00 0.00 1032
11/11/2008 000012 005 Short Stop E lementary 30.00 0.00 0.00 30.00 o b
31412010 003 District Warehouse 143.00 0.00 0.00 143.00 i EBIED
Subtotal 5183.32
HLB Foods HNLB
Date PO# [ Invoice# [Site [ SubTotal] Ship | Tax Total
1111/2008 000016 | [ 005 Shot Stop E lementary [ 30.04] 000 000 30.04
Subtotal $30.04
Skeldon's Foods  SKL
Date PO # Invoice # Site SubTotal Ship Tax Total
11/12/2008 000026 005 Short Stop E lementary 164.90 0.00 0.00 164.80
11/12/2008 000021 007 Hill Top Elementary 562.85 0.00 0.00 56285
11/18/2008 000031 005 Short Stop E lementary 280.00 0.00 0.00 280.00
Subtotal 51,007.75
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Section 7: Generating Reports

REPORTS- Withdrawal Category Report

Step 1 Generating the Withdrawal Category Report
e Click REPORTS
e Select WITHDRAWAL CATEGORY REPORT
e Select a Site (s), or CHECK ALL
o Select the report format to be printed
o Select a date range
e Click PREVIEW, click PRINT

ﬂ Withdrawal Category Report

[ o
[ ooz
[ ooz
[ o004
[ oos
[ ooe
[ o7
]

Roosevel It Elementary
Adams Elementary

M.L. King Jr High Schoal
JF. Kennedy Elementary
Central Ritchen

[~ Check &l

Cancel

‘ S I ‘

& Withdrawal Category Report:

Farmat

+ Detailed

" Summary

Date Range:

SratDate | 492001 | Endnae | 44972007 -

LCancel

| Preview |
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Section 8: Inventory Inguiry

Using the Inventory Inquiry

This feature may be accessed from the main menu anywhere in the program. At a glance, the District
may view a single Sites’ Total Inventory Value. By double clicking a specific site, each inventory item
may be accessed to see a complete accounting of quantities available and what transactions occurred to
create the inventory supply. View a month by month history of each inventory item. Use this feature as
an effective tool for specific inventory tracking.

i Inquiry

Step 1 Accessing the Inventory Inquiry Option Bl Core B Opn G Pie g s 0B
o Clle INVENTORY INQUIRY T Jetierson Elementary
Item # Description Quantities on Hand Cunent ¥lue | Oty on Order| Oty Committed |~
00002001 ALLSPICE, GROUND 22 [ar) :
N 00300007 ALUMINUM FOIL $0.00
Step 2 Select an Inventory Slte 00000011 Apple Bites. .5 oz Indiv PC 5000
. . . . 00003400 APPLE JUICE,CND UNSWT 6 [Case 72ct] $4875
o Highlight and double click the site WD ¢ PPLEGHULLEND 2 CesOH G I Csesn 2550
00000 & o APPLESAUCE CHD test $0.00
00000020 ¢ APPLESAUCE.CND test $0.00
00000019 ¢ &PPLESALICE CND test 2 000
Step 3 View a specific Inventory Item o s 00
° Type an alphabetlcal Search Ofthe ltem’ or Egglé?gi :Ei:ZEEEHEESRD ;Eizmg} i;:gg v
use the down arrow to scroll and locate the I — et i |
inventory item to view
o Highlight and double click the item or
highlight and click open L Inauicy
Close [T Cument Status - =] Monthlp History &S Print 2 Wiew ltem
. . . . Site/Buiding | L‘:b;"
Step 4 View the available information e O Reops  ~ Adutrents
e View cach field of information (quantity on ity D““E"d: e
. Cunent Yalue Gty on Order
hand, Current tOtal Value and eaCh aVallable TRA & | Trs Type TixDate | Source/Description Oty Unit UnitCost|  Total$
transaction type that has occurred) T Peee VD Aoty 100 Casom0  Sm 5w
. . . . . 000027 Tlans.fe.l out 11/30/06 To Leade.rE\:amenlary -10.00 Case B/#10 2.00 -90.00
* View specific transaction types by clicking L -
T 000001 Receiving  4/15/02  ABC Distributing Company 3.00 Cass 6/H10 9.00 27.00
the LIST BY options
3 Current Status E]
Step S View the CURRENT STATUS of the selected Cass B0 =
inveqtory item X Quantites £ W alue
e Click the CURRENT STATUS icon Beginning 0000 0.00
Purchaze 78.000 117.00
Tranz In 0.000 0.0a
Step 6 View the MONTHLY HISTORY icon Trans Out -51.000 9150
e Click the MONTHLY HISTORY icon to view dates and safithdrawal 0.000 0.00
transaction quantities including Variances found during Physical T — 0.000 0.00
Counts. On Hand 17000 42550
o Display DOLLAR VALUES by clicking the Dollar Values button

31 Month ly History

i Monthly History

Casze 6410 Case B#10
- Transfers Transfers | Withdrawals e : - Transfers Transfers | Withdrawalz +- .
Receiving In Ot Uszage Adjustments Variance ek In Ot Uszage Adjustments L=t
4/2002 72.000 0.000 0.000 0.000 0.000 0.000 4/2002 $108.00 0.00 0.00 0.00 0.0 0.00

0.000
£.000

0.000
0.000

-60.000
-1.000

0.000

0.000 1142006

0.000

$0.00
$3.00

0.o0
0.00

o.oo
0.0

0.o0
0.00

-50.00
-1.50

0.o0
0.00
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Section 9: Working with Tools

S NUTRIKIDS Inventory - Version: 3.01
Vendor Items Transactions Physical Inventory Reports Bidding Purchasing Warehouse [4s

Network Users Access Rights
Register

Add Inventory
Modify/Review Inquiry
Activate/Deactivate

List/Print

Item Designation by Site

List/Print Items by Site

Inventory Site Control

Warehouse Routes

Backup/Restore Data

Step 1 Backup the Data
e Click TOOLS from the Tool Bar
e Click BACKUP/RESTORE DATA
o Select BACKUP the DATA, click NEXT
e Browse for the Drive or Folder to store the Backup, Click SAVE
e Click BACKUP
e When completed, you will be prompted to test the Backup, click YES

Step 2 Restore the Data
e Click TOOLS from the Tool Bar
e Click BACKUP/RESTORE DATA
o Select RESTORE the DATA, click NEXT
e Browse for the location of the Backup File
e Click RESTORE
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Section 9: Working with Tools

11 Replace Quantity Description

Purchaze Unit Description S List by
f* Purchaze Unit Description

11 oz

12434 (" Stock Unit Description
130z

204 Replace

2414

204 |‘I LB container

2892 0z

441 qal

4/94 rall |1 LE cortainer

40 0z

S Replace

a0 b 4
G|

2t
Bag 10# w Cloze

Replace Quantity Description—This tool will replace EVERY item using that description with
the new description entered. We strongly recommend doing a backup of your data prior to using this

feature. Instructions for doing a backup are located on page 56.

Step 1 Replacing Quantity Descriptions

e Click TOOLS from the Tool Bar
Click REPLACE QUANTITY DESCRIPTION
Highlight the Item
Edit the Purchase Unit or Stock Unit Description
Click REPLACE, Click CLOSE

LunchByte Systems, Inc. Page 58

1.800.724.9853



Section 9: Tools: Network User Access Ri

Purchasing

This module allows creation of orders to vendors that are delivered to schools. This feature also
maintains all inventory costs to quickly compare vendor invoices with generated orders. Consistent
orders may be generated through Recurring Orders to lessen the time needed to create weekly orders for
specific vendors.

The Network User Access Rights within the program will determine which of the following screens will
appear: Program Administrator or Site Manager For a complete list of User Rights, see the next page.

Weekly Price Updates Inventory
Transactions Inventory Requisition Inquiry

Add/Review Orders
|E:§rs1ltc.;.?l. List/Print Orders Purchasing Screen for
Post Orders Program Administrator

Reports Search for Item in Orders

Reeurring Orders

Add/Modify Order Worksheets
Print Order Worksheets

Purchasing

Mon-Inventory Orders
wiareholze

Bidding

Inventory Requisition Inventory
Tranzactions Add/Review Orders Ianir‘Y
List /Print Orders
Phuzical

e Search for Item in Orders

Purchasing Screen for -
Site Manager who has Recurring Orders

no posting rights, no Feports Print Order Worksheets
rights to create order Non-Inventory Orders
worksheets ,or modify Purchasing

weekly price updates

W arehouse

Page 62 begins with the Program Administrator followed by the Site Manager on page 80.
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Section 9: Tools: User Ri

User rights determine the permission given to each staff member of your program, whether
Administrators, Supervisors, Manager’s, Assistants or any other level of service. To apply user rights,

you must be an Administrator.
13 Purchasing ‘Warehouse Misc I!! Help

Backup/Restore Data
Caloulakar
Replace Quantity Description

Step 1 Apply Rights

e Click TOOLS

e Click NETWORK USER ACCESS RIGHTS

e Choose each User one at a time by double clicking on
the name

e Apply the appropriate Rights by clicking the box under

Options
Diakab

Reqister

1 : A1 Network Users Access Righ ]
the Rights column and choosing “Granted” or “Access [l X
Denled” UserNamel\arﬂ\E PasswordlmygirlZﬂU I~ Administiator
Aecess Rights Sites
Description Access Rights | 4| | Mum | Site Description Access | Transfer| &
Pemetual Inventorv Network User Access Rights -Bidding Tab Access Denied 001 | Middle & High 5 chacl O
Purchasing (02| Best High School
1 1 1 1 1 -Puichasing Tab Granted 003 District Warehouse
Description of permissions for P.I. user rights Py freted o Vo 7
Order Entry Granted 005, Short Stop Elementary ]
VENDORS -Order Posting Aecess Del (08| Central Ave. High S chool O
—_— -Create Drder Worksheets (07| Hil Top Elementary O
1 1 “wheekly Price Update Access Denied D08 Certral Kitchen ]
AllOWS user tO access Vendor tab (Add’ MOdlfy/ReVIeW) -Hecunswjng Dlderz Granted (03| Alternative.Jr High School
Norelnventory Orders Granted 00| East Yalley Elementary ]
ITEMS Warehouse Granted 01| West Side Elementary Sch I N
ﬁ It “wharehouss Tab Granted v | 012|Warehouse 1 O )
nventory 1tems I~ Check 4l
Allows user all rights to Items tab (Add, Modify/Review) S = e Dore

Inventory Sites
Allows user all rights to Sites (Add, Modify/Review)

ITEM SITE DESIGNATION
Site Activate/Deactivate — Allows selecting of items used/not used at user Site Prevents items not used at
user site from printing on the Phys. Count Worksheet

Site Storage Areas — Ability to set up Storage Locations for site - usually used in Warehouse setting
Site Min/Max Quantity - Allows ability to set Minimum/Maximum quantities for each item

TRANSACTIONS
Receiving
Allows user to Receive orders under Transactions Receiving

Withdrawals
User has rights to enter Withdrawals for their site(s)

Transfers
Allows user rights to Transfer from their Site to another Site(s)

Adjustments
Allows user to make adjustments to items, plus or minus

Finished Products

Used mainly in Central Kitchens, this allows the user to create Finished Products (under Items) for products
using multiple items such as Chili, Lasagna, Hamburgers. Using Finished Products subtracts all items in the
product from the inventory.

Recurring Transactions
Allows user to create specific repeating transactions for Receiving, Transfers, Withdrawals and Adjustments
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Section 9: Tools: User Rights Definitions cont.

PHYSICAL INVENTORY
Physical Inventory Tab
Allows access to Physical Inventory tab on main screen

Open Physical Inventory
Allows user to “open” their site for a physical inventory locking out of transactions until the physical
inventory is closed again

Post Physical Inventory
Allows user to post their physical inventory after entering physical count

Variance Report
Allows the user to view the Variance Report

Add Physical Inventory Adjustments
Allows the user to make adjustments to the physical inventory

REPORTS

Inventory Value Report

Allows user the ability to print an Inventory Value Report that shows what they have on hand and what its
worth

BIDDING
Access to Bidding portion of program - usually an Administrative Feature

PURCHASING
Purchasing
Give ability to access Purchasing Tab features. If not granted, the Tab will not even be visible

Create Requisitions
Allows user to create a Non-Vendor specific requisition

Create Orders from Requisitions
Allows the user to create orders from inventory requisitions

Order Entry
Allows user to create a Vendor-specific order

Order Posting
Allows user to Post the Vendor-specific order, thereby allowing receipt of an order without Administrative
approval

Create Order Worksheets
Allows user to print out a worksheet of items active for their site. This is a manual option for ordering if the
software is not installed at the site.

Weekly Price Updates
Allows user to mark items with a variable price (ex: Produce, Milk) whether on the Items Tab or the MISC
tab.

Recurring Orders
Allows user to create order “templates” that contain items that will be ordered repeatedly

Non-Inventory Orders
Allows user to create an order for items that will not be tracked in the program, such as large equipment.
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Section 9: Tools: User Rights Definitions cont.

WAREHOUSE
Warehouse
Gives user access to Warehouse Tab features. If not granted, the tab will not be visible

Transfer Entry
Allows user the ability to request a transfer of goods from the Warehouse to their site.

Transfer Commit
Usually an Administrative function, this allows user to “Commit” items from site (Warehouse) to be transferred.

Edit Committed Transfer
Gives user the ability to edit a committed transfer

Transfer Posting
Usually an Administrative function, posting a transfer subtracts items from Warehouse (or storage site) and adds
product to the site it is transferred into

Create Consolidated PO
Allows ability to create a Consolidated Purchase Order based on Warehouse Transfers, Vendor-specific

Create Recurring Transfers & Worksheets
Allows creation of hand-filled transfer worksheets for sites that do not have the software at a site level and also
allows you to add items for recurring transfers

Ability for Negative Qty on Hand
Allows you to restrict a user from transferring more than what is on hand.

MISC
Cost Update
Allows user to make cost changes for inventory items from the MISC Tab

Inquiry Database Refresh
Allows user to see the Refresh DB button on the Inventory Inquiry screen.

Cost Override
Allows user to make cost changes for inventory items when receiving them into the program
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Section 10: Pur

ram Administrator) Weekl

Price Updates

Weekly Price Updates— This feature is usually
used for perishables (produce, etc.) where there is a

Iterns

price fluctuation

Tranzactions

Woeekly Price Updates

Inventory Requisition

Inventory

Inquiry

Before using the Weekly Price Updates feature,

Add/Review Orders

you must have 2 other settings set correctly.

1. Items—Weekly Price Update within the item

must be selected (see #1 below)

\E\Tﬁéﬂ List/Print Orders
Post Orders
et Search for Item in Orders
Recurring Orders
Fiding Add/Modify Order Worksheets
Print Order Worksheets
Purchasing

Non-Inventory Orders

2. Vendors— must be selected within the
Physical Inventory options (see #2 below)

warehols

) m

3 Mo dify/Review Inventory

1. Items Close [ Save [, Search Eg Duplicate  55= Conversions
[ Click ITEMS Inventory Number |00003003  Change
e Click MODIFY/REVIEW Desciptions ~ [4FPLES FRESH Category [FRUIT & FRUITJUN v|  +
° Search for an ltem General | BidSpec | Wendorl | Wendw2 | Wendor3 | FinishedPrd | ltem History
o Verify that the Weekly Price Updates box e Descrplon I Purchase Cost [10.3500
A urchase ase 1280 .
has been checked within the General Tab Stock medium, 3/ Tz8.000] Chanoe ltem Frioits [Med =
\\wase Unit W/eight IS 2 )
USDA Commodity [Yes -
. R medium, 34b. = 128 = Case 128ct )
NOTE: Only Items which have this box Commodiy Cost [10.0000
checked will be included when doing Weekly piecontiuelten T
. eip e . Exclude from Shopping List T
Price Updates from within the Purchasing IR
Wweekly Price Update v
tab. Substitute [tem Search

2. Vendors

e From the top tool bar select TOOLS

e Select OPTIONS

e Select the Weekly Vendors Tab

o Select the Vendors for the Weekly Price Update

NOTE: Vendors must be selected here when doing
Weekly Price Updates from within the Purchasing
Tab.

I!! Help

Backup/Restare Data
Calculakor
Replace Quantity Description

Options )
Atabase

Metwork Lsers Access Rights

Reqgisker

i Options

BReset
wieekly Wendors | '

Focus Contral | TopGun

General Settings |

wieekly Price Update Yendors

Wendor 1 |Mansfield Fraduce Compary

YWendor 2 |

(ABLC Digtnbuting Company
Camps Distribution Ca
Craig'z Shipping

I anzfield Produce Company
Murray Distributing Company
MLE Foods

OPEMN WEMDOR

endor 3

oKk Cancel
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Section 10: Pur

ram Administrator

Price Updates

Weekly Price Updates

Step 1 Weekly Price Updates
e Click WEEKLY PRICE UPDATES

o All items where Weekly Price Update has
been checked, as explained on the previous

page, will appear on the list

e The Vendors listed are those chosen within

the Physical Inventory tab in Tools,
Options

Weekly Price Updates

Step 2 Weekly Price Updates
e Make any necessary changes to the

prices for the vendors
e Click DONE

o A list of all changes can be viewed
and printed.

e Click CLOSE to return to the Main
Menu if you do not want to print

This information will be sent back to that Item
and placed in the appropriate Vendor Tab

‘warehouse

H Weekly Price Updates

&
Items
P Weekly Price Updates Inventory
Transactions Inventory Requisition Inquiry
— Add/Review Orders
|2C§§|§L List/Print Orders
p— Post Orders
e Search for Item in Orders
— Recurring Orders
LI Add/Medify Order Worksheets
) Print Order Worksheets
Furchasing Non-Inventory Orders
e

Item # Description
00009003 APPLES FRESH

00003040 BAMAMAS

00011124 CARROTS FRESH
000031 31 GRAPES FRESH

00011282 ONIONS FRESH
00003200 OR&NGES FRESH
00005236 PEACHES FRESH
00003252 PEARSFRESH

00930413 APPLES FRESH W/SKIN

00011112 CABBAGE,REDFRESH

00011252 LETTICE JCEBERG FRESH

00011333 PEPPERS.SWT.GREEN R LB
00011523 TOMATOES FRESH LB

Purchase Size ABC SKL
Case 128ct 10.350
138 ent u0a
Case J68 12100
Cage 24ct 18.500
Bag1# 0.780
Cage 108 7.250
Bag 58 3150
LB 0.660
Case 138ct 10.360
Case 120ct 11.000
Case 100ct 8,600
1.650
0.670

Frint Dane

3= Modify/Review Inventory

Close | Save &, Search
Inventory Humber (00003003  Change

Eg Duplicate EEZ Carwersions

Descriptions  |APPLES FRESH
BidSpec |

General |

Wendar |Mansfield Produce D:unj

Ynd ltem # 1212

Wendor 2|

Categon |FRUIT & FRUIT JUII = j

Wendor 3 | Finished Prd | Jtem History

Cost per Pound 0.000

YYendor Lead Time |0 davs

Brand/Product # |

Bid Start | §/13/2001 =

Purchaze Unit |Ease 128ct

=l BidEnd | 5 /31/200C =

Stock Unit |medium, b,

Minimum Order Oty |0

Stock Unit per P nit
Price | 10,3500  Prafessing Fee

Quantity Bid this Period

D 0oa

Changing the price on the Vendor 1 Tab
DOES NOT update the General Tab. If
you want the General Tab to reflect this
change, you must do this manually. To
change the price both places use the Misc
Tab on the tool bar. However, using this
option will not allow you to compare the
prices of your 3 weekly price vendors.
Instructions for this option are on the
next page.
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Section 10: Purchasin ram Administrator) Weekly Price Updates

There is another option for entering weekly price updates that will update both the General Tab and the
Vendor 1 Tab. This option gives you several ways to enter your cost update including by item
description, by Vendor item or code, or numerically. However, this option doesn’t allow you to compare
the prices of all 3 weekly price vendors you may have set up. In cost update, if you choose to view by
vendor, description, or vendor code you will be viewing only the information for your Vendor 1 for each
item but you will be updating both the Vendor 1 Tab and the General Tab at the same time.

)

Weekly Prlce Updates wy Reparts Bidding  Purchasing?” Warehouse BIES Tools  Help
AddfModify Withdrawal Workshests
Print ‘Withdrawal Workshests

Step 1 Weekly Price Updates Upcate Recpe & Her Costs
e Click MISC on the top tool bar
e Click COST UPDATE
e Choose VENDOR DESC (description)
or VENDOR NUMBER
e Click the VENDOR ARROW to the
right and pick the appropriate weekly

price vendor
Weekly Price Updates Inventory

Transactions Inventory Requisition Inquiry

A Inventory Cost Update (Purchase Cost and ¥endor Cost Update)

Close  [E] Import New Cost File €— A Import New Cost File is used
Verdo Cost v Q‘k with Sysco and US Foods only.
11.0000 N For more information call us at
20.0000
121000 800-724-9853.
18,5000
0.7600
27.0000
7.2500
31500
0.6600
10,3600
11.0000
8.6000 W
15500
51000 v
Search for Search D:'Eerbe 7 \endor Num \-fendor.
[~ USDA Commodiies | Contairing Text ¢ Ddsc & vendor Dese |Mansheld Froduce Coz]

When all prices have been updated,
e Click CLOSE again to return to the main menu
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Inventory Requisition—Offers the ability to quickly create an order for a site without being Vendor
specific

Step 1 Adding Inventory Requisition
e Click INVENTORY REQUISITION

Weekly Price Updates Inventory
e Click ADD NEW Transactions Inventory Requisition Inquiry

+ Selecta Sitc el

* Request By is optional e Post Orders
(l'e': Managers’ Name) et Search for Ttem in Orders

o Enter the items and quantities Recurring Orders

e Click CREATE ORDER Bidding Add/Modify Order Worksheets

o Ifthe requisition is not complete, Purchasing Print Order Worksheets
click SAVE. This will allow you to s m
come back to the requisition to make || waenoue

any necessary modifications
This is a quick way to create an order, the program will separate items by Vendor.

R Inventory Requisition

Close (& Open (=] Add New

g Drate Drelivery
Req# Site Submitted Request by Date

¥ Inventory Requisition E”§|E|

Close [ Save & Fiint Create Order Recurring Orders

Requizsition # Q000 Delivery Date | [ /14/2010 «
Site|DEI1 - T. Jefferzon Elementej Fequest by |Mary Date Submitted:
Item Description Wendor Huantity| Lnit ~
1 | 00001001 BUTTER ABC 2 Bow [I6ct]
2 | 00001123 EGGS.FRESH ABC & Dozen
3
F]
5
E
7
g
|
10
11
12
13
14 w

&

1 \[v‘c You may also use the Recurring Orders Feature to enter the order.
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Inventory Requisition L nventory Reguistion
Close [E Open Add New

Date Delivery
Subrnitted ety Date

4413/2010 44372010

Req #t Site

Step 1 Modify Inventory Requisition

e Click INVENTORY REQUISITION

e Select a Requisition by highlighting it
and double-clicking, or highlight and
click OPEN

e Modify the Requisition

e Click SAVE

e Click CREATE ORDER if the
requisition is complete

3L Inventory Requisition

Cloze [ Save & Print Create Order Recuring Orders
Requizition # 000007 Delivery Date | 4 A3/2010 -
SilelDD'l - T. Jefferson Elementaj Fequest by |Mar_l.J Date Submitted:
|tem Description Wendor Quantity| Unit -
1 | 00001001 BUTTER ARC 2 Box [36ct] —
2 | 00001123 EGGS.FRESH ARC £ Dozen
3 | 00018036 BREAD.MxD-GRAIN ABC I s
4
]
B
7
B Added Bread to the order
E|
10
11
12
13
14 he

Creating this type of requisition at the administrator’s level is also an easy
; 'S' way to accommodate those last minute orders that come in after everything
i\k has already been posted!
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Adding a Purchase Order

Add/Review Orders

Step1 Adding an Order
e Click PURCHASING
e Click ADD/REVIEW ORDERS
e Click ADD NEW

¥ Add/Review Purchase Orders

Items
S
Tranzactions

O ——

Physical
Inwentary

—
Reports
—
Bidding
P
Purchasing
—

wharshause

Inventory

Weekly Price Updates
bt Inquiry

Add/Review Orders
List /Prim

Post Orders
Search for Item in Orders

rders

Recurring Orders

Add/Modify Order Worksheets
Print Order Worksheets
Non-Inventory Orders

Close (B Open Add Mew

Select Site [ALL  ~——————" v| SelectWendor [ALL

| Senby |Delivery Date = Refresh

Order # Yendor Site
000027 ABC Distributing 005 Short Stop Elementary
000028 Mansfield Produce 005 Short Stop Elementarny
000025 MLE Foods 005 Short Stop Elementarny
000044 Mansfield Produce 003 District Warehouse
000045 Skeldon's Foods 003 District Warehouse
000046 ABC Distributing 005 Short Stop Elementary

Delivery Date | Tatal Order

11,/17/2009 31.300
11,/17/2009 25.600
11,/18/2009 15.020
12/04/2009 26.920
12/04/2009 131.640

12/30/2009 3.000

Orders completed by
a site and submitted
for approval

Add/Review Orders
Step 2 Adding an Order
o Select the DELIVERY
DATE

e Select the SITE

e Select the VENDOR

o Enter the items and
quantities

e When complete click SAVE

e Click PRINT to print the
Order

/

Grab Items will import ALL
inventory items associated
with the selected Vendor.

7

o

W AddReview Purchase Orders

Cose [ Save &) Print [Z] Recuring Orders  [3] Expot

Date Submitted

Submitted | By Sl
11418/03  brenda briitted for Approval
1118/03  bren Submitted for Approval

Mat Completed
MNat Completed
MNat Completed
Mot Completed

Orders still in
progress at school
sites or warehouse

Order 4 Site Notes
| (00047 |005 - Shot Stop Elementary j eekly Order; week of 2/23410
Deliven Date Yendar

|2/23/2010 | |ABC Disibuting Compay

ltem Ynd ltem # | Description leUnit Unit Costs Total Costs| A
100300000 6783 CORM DOGFrkey Jumba St 1 Case [48ct) 139900 1399
2 | 00300436 0, FRIES, CRINKLE C1 2 CASE 15.2000 3040
3 | 00390250 BREAKFAST BURRITD 1 CASE 240000 2400
Cereal , Cheriog Bulk 1 Case(4/5LB Bag 150200 15.02
| Custless PR % Grape Jely an v [N Coce 30000
£
7
8
§
10
11 v
Sub-Tatd 2
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Step 3 Reviewing/ Modifying an Order

e Click ADD/REVIEW ORDERS

e You may review ALL orders, orders specifically by site and/or vendor, or use the Sort By
feature

e You may open an order to modify it by double-clicking on the order, or by highlighting the
order and clicking on OPEN. This may only be done prior to posting!

e Remember to click SAVE after making your changes and/or additions

¥ Add/Review Purchase Orders

Close (B Open Add Mew
Select Site |ALL j Select Vendor |ALL j Sartby |Delivery Date = Refresh
. ) Date Submitted

Order # Yendar Site Delivery Date | Total Order Submitted By Status
000027 ABC Digtributing 005 Short Stop Elementary 11/17,/2009 31.300 11A18/09  brenda  Submitted for Approveal
000028 Mansfield Produce 005 Shart Stop Elementary 11.A7/2009 25600 11418/09  brenda  Submitted for Approval
000035 MLE Foods 005 Short Stop Elemantany 1118/2009 15.020 liza Mat Completed
000044 kansfield Produce 003 District W arshouse 12/04/2009 26.920 liza Mot Completed
000045 Skeldon's Foods 003 District W arshouse 124042009 131,640 liza Mot Completed
000046 ABC Distributing (005 Short Stop Elementary 12/30/2009 9,000 liza Mot Completed

3-{ AddiReview Purchase Orders

Close [ Save & Print Recuring Orders  [3] Expart
Order # Site Maotes
Q0oo47 |DDE - Short Stop Elementary j Wweekly Order week, of 2/23/10
Delivery Date Wendor
| 272322010 = |4BC Distributing Company | Grab
[tem Yhd ltem # | Description Guantity | Uit nit Costz Total Costs .o_\
1 /00900000 EBE7E9 CORM DOG, Turkey Jumbao St 1 Caze [48ct] 13,9300 1399 —
2 | 00900436 FPOTATO, FRIES, CRIMKLE CL 2 CASE 15.2000 3040
3 100930250 BREAKFAST EURRITO 1 CASE 24.0000 24.00
4 00330464 Cereal . Cherrios Bulk, 1 Caze [4/5LE Bac 15,0200 168.02
5 006018323 Crustless PB & Grape Jelly on w CASE 36,0000
£ 00020321 541 SPAGHETTLENRICHED 2 Box 204 7.2500 14.50
700009240 41112 FPEACHES CHD 2 Caze BA10 153.0000 3800
g 00000013 Pineapple Sticks, Indiv 1oz bac 2 Caze/150/1 0z B 17.4000 34.80
9 00011687 055E7 POTATO WEDGES FRZ 3 Casze B bags 101500 3045
10 | 00018360 08876 TACD SHELLS 2 Bow [240ct] £.5000 13.00
11 | 00000009 Trail Mis, Indiv 10z Bag I Caoe1501 02 B 19.2400 v
Sub-Tatal 21416
-l PostTransactions

e Click whether to Save & Don’t submit yet, Save & Sub-
mit for approval, or Save& Post Order to lock the order
in. Once the order is Posted, it will be ready to be re-
ceived.

e Click CLOSE to return to the Main Menu

Save & Don't submit pet

Save & Submit for approval

Save &k Post Order
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Step 4 Export an Order (FOR ON-LINE ORDERING)
e Click ADD/REVIEW ORDERS
Select the order

e Click EXPORT
o Select the location where you would like to save the file
e Click SAVE

L AddfReview Purchase Orders = = %1 AddiReview Purchase Orders
Close (@ Open (5] Add New Close [ Save S Pint (5] Delete [E] Recuringiders [3 Export
Seleet Site [ALL | select vendar [ALL | Soby [Oderk x| Refiash ‘U'de'“ — T'D‘EW ey W
-T_Jefferson Elementary
Date | Submited
Order # Wandor Site: Delivery Date | Tatal Order Status Delivery Date Vendor
SLbrted]|BHY [7/z12m0 ~|  [USFood | Gt

o000 US Food 001 T Jefferson Elementary 072172010 42340 Craig Mot Completed

000004 Hiland Diaity Company 001 T. Jefferson Elementay 07/21/2010 60,000 Craig Mot Completed Item Vind ltem # | Description _ Quantity| Unit Urit Costs; Total Costs| &
1 | 0000DB05 0476 Bread, Sandwich White 4 Loal/Zdoz 1.3500 540 —
2 0000M54 080207 Ego.Fresh 2 Case/15doz 18.4700 3694
3
4
5
3
7
8
3
10
11 v

Sub-Total hz34

il

~| @Bk E

Save I
Cancel |

File name: {Foooooos

Lef Lo

Save az bype: IText [Tab delirited] (=t

Text [Tab delimited] [# tat]
572 USFood [Fixed Width] [*.5T2] [% Y

A text file is created for importing into a vendor’s on-line ordering system. If you have questions,
please call us at 800-724-9853.

& N
y\ﬂﬁ& Remember to also POST the Order so that you will be able to receive it in!
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List/Print Orders

Step 1 List/Print Orders

e Click LIST/PRINT ORDERS

Step 2  List/Print Orders

Itemns
Transactions

P—

Physical
Inventary

e
Feports
—
Bidding
e
Purchasing
—

‘wharehouse

Weekly Price Updates
Inventory Requisition

List /Print Orders

Add/Re Orders

Post Orders

Search for Item in Orders

Recurring Orders
Add/Modify Order Worksheets
Print Order Worksheets

Non-Inventory Orders

o Select a format, either SUMMARY, DETAIL, or PURCHASE ORDERS

e Click NEXT

e Select specific Site(s) or CHECK ALL, click NEXT
e Select specific Vendor(s) or CHECK ALL, click NEXT (if sending orders to a vendor,

choose only that vendor)

Inventory
Inquiry

o Select how to sort, either by Site, Vendor or Delivery Date, and whether you want to view
Unposted orders, posted, or both

e Click NEXT
e Click PREVIEW

0 List/Print Orders

Format
* Surmmary
" Detail

" Purchase Orders
[7 Conzolidated

31 List/Print Orders

OoooorROoOOoOo

LCancel

om
ooz
003
004
005
006
i
0og
003
010

Middle & High Schoal
Best High School

District ‘W arehouse
Leader Elementary

Shart Stop Elementary
Central Ave. High Schoal
Hill Top Elementary
Central Kitchen
Altemative Jr High Schoal
EastValley Elementary

W

[ Check al

1 List/Print Orders

LCancel

< Back Mext »

ABC Distributing Company ABC
Carmps Distribution Co 234
Mansfield Produce Comparg FRO
urray Digtributing Compary MUR
MLE Foods MLE
[ OPENWENDOR OPE
Skeldon's Foods SKL
whitz Distibutors 123
272 DISTRIBUTING COMPANY =vZ

1 List/Print Orders

Sort By

" Site
@ “andor

" Delivery Date

< Back Mext »

LCancel

Delivery Date Range

From:
1./19/2010 -
To

3/2/2m0 -

Order Status
" Unposted
™ Posted

* Both

Cancel

Mest > |

IEZEN|
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3 List/Print Orders

Step 2 List/Print Orders (cont’d.)

. . Delivery Tatal Date Submitted
° Select'a spec1ﬁc Order Order #| Wenduor Site Date Oder | Gubmitted By Status
choosing one vendor at a 000047 ABC 005 Shert Stop Elementay 2/2340 21416 isa Posted
time.

e Click PREVIEW
e Click PRINT to print

the report
I Check Al
Cancel 4 Back Presiew
o ——!

Detail View 1s shown below

LunchByte Systems, Inc. Page 72 1.800.724.9853



Section 10: Pur

ram Administrator) Email Orders to Vendor

List/Print Orders: Emailing to the vendor

{# List/Print Orders

Format
" Summary

" Detail

™ Consolidated

T~

To consolidate multiple site
orders for this vendor check
the Consolidated checkbox

LCancel

¥ List/Print Orders

oot
002
003
004
005
006
007
oo2
003
mo

T. Jefferson Elementary
Best High School

District W arehouse
Leader Elementary

Short Stop Elementary
Central &ve. High School
Hill Top Elementary
Central Kitchen
Alternative Jr High School
East Valley Elementary

m

Ooooooooood

[ Check Al

< Back

LCancel

Step 1  Click List/Print Orders
o Click Purchase Orders, then Next
e Select your Site, then Next
o Select the Vendor, then Next
e Select your search criteria and date and
click Next
e Select the Order(s) for the vendor
e Click PREVIEW
e Click EXPORT TO PDF
¢ You may now choose to E-Mail or Save a
Copy
o Ifyou select EMAIL, enter the
recipients e-mail address and click SEND.
If your e-mail program is “Groupwise”,
place a checkmark in the box
o Ifyouselect SAVE A COPY, click
BROWSE and select the location to save
the file in
e Click EXPORT
&4 List/Print Orders
[[] ABC Distrbuting Compary ABC
[ Camps Distribution Co 234
[0 Mansfield Produce Company FRO
[0 Murray Distributing Compary MUR
[ MLE Foods MLE
[[] OPEN VEMDOR OPE
[ Skeldon's Foods SEL
[ wihits Distibutors 123
[ #vZ DISTRIBUTING COMPANY *YZ

I” Check &l

LCancel

st/Print Orders

Order # Yendor Site DSL‘;:"" grudtzl[ Su[;;tiﬁed SUbén:tEd Status
[] 000048 ABC 005 Shart Stop Elementary 2/3/10 340 lisa Posted
000047 ABC 005 Shart Stop Elementary 2/23/10 21416 lisa Posted
[ 000043 MUR 005 Shart Stop Elementary 2/3/10 4890 liza Pasted
[ 000050 KL 005 Shart Stop Elementary 2/3/10 0.00 liza Pasted

[ Check &l

00 RC15 - [Preview]

Lancel < Back Preview

ventory  Reports  Bidding  Purchasing  Warehousg isc Tools  Help

J 1af1 Zoom: | 100% € Export to FDF )

Y'ou can zend thiz report via email or save a copy ta your hard drive
and attach the POF fils to your email

Send Tao
IzandersonB8@gotowordnet. com|

¢ Emal 1 SaveaCopy

[~ Groupwise

3 Export ‘Mutrikids Inventory Purchase Order' to ... E|

Y'ou can zend thiz report via email or save a copy to wour hard drive
atd attach the PDF file to wour email

File: Mame:
|E: “Program Filez\Mutrikids InventorysMEInePO. pdf

" Emal ™ SavealCopy

[T Group'fize

Cancel
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Post Orders

This option allows you to post multiple orders at the same time instead of opening one at a time. HUGE
TIME
Step 1 Post Orders SAVER!

e Click POST ORDERS

e Select a Site(s), or CHECK ALL

e Select a Vendor(s), or CHECK ALL

o Select how to sort, either by Site, Vendor or Delivery Date, click NEXT. When selecting
Delivery Date set a specified date range

o Select the Order(s) to Post

e Click POST

IMPORTANT! Posting will remove lems
7 the ability to modify this order under — p——— Weckly Price Updates Inventory
\\x' Purchasin g. Transactions Inventory Requisition Inquiry
‘ —_— Add/Review Orders
: i List/Print Orders
. . Irventory 4
To modlf)'; after Posfzyg, return to . — RSN
Transactions, Receiving, Outstanding Repots Soarch For Ttem in Orders
Orders. I Recurring Orders
— Add/Modify Order Worksheets
) Print Order Worksheets
Furchasing Non-Inventory Orders
—
‘warehouse m

%7 Post Orders @ 34 Post Orders E

ABC Distributing Company ABC
Camps Digtibution Co 234

M ansfield Praduce Company PRO
Murray Distributing Company MUR

a0l Middle & High School -~
002  BestHigh School

003 District Warehouse

004 Leader Elementary

Shart Stap Elementary MLE Foods MLB
Q006  Central Ave. High School (OPEN YENDOR OPE
Q07 Hill Top Elementary Skeldon's Foods SkL
008  Central Kitchen ‘whits Distibutors 123

|

008 Alkernative Jr High School A2 DISTRIBUTING COMPANY XYZ

00 EastValley Elementary ~

ooooorROoOOg
=
b

[ Check Al [™ Check &l

LCancel Next > | LCancel ‘ < Back Mext >

3L Post Orders | I Post Orders §|
. Delivery Total Date Subritted
Sorl By By DR Order # Yendor Site Date Order | Submitted By Status
000048 ABC (05 Shart Stop Elementary 2/9/10 340 liza Mot Complete
 Sita From: 000043 MUR (05 Shart Stop Elementary 249410 48.90 liza Mot Complete

E” 2200 (00050 SKL (05 Shart Stop Elementary 2/9/10 0.o0 liza Mot Complete
-

& endor

To
" Delivery Date
3f2/2m -

Lancel < Back

Cancel ¢ Back Mewt >
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Search for Item in Orders o
— Weekly Price Updates Inventory
. . Transactions Inventory Requisition Inquiry
Step 1 Seargh for item in Orders A T
e Click SEARCH FOR ITEM IN ORDERS Physica List/Pri
; ) ) [fichema) ist/Print Orders
e Type in the item to search for in the yellow p——— P
field it < Search for Item in Orders >
e Click SEARCH - Recurring Orders
Fiddng Add/Modify Order Worksheets
o ) Print Order Worksheets
i Search for Item in Orders Purchasing

Non-Inventory Orders
—
Warehouse

Placing a checkmark

in “Containing Text”
will bring up any item
containing the word
“apples”

[ Containing Text appled Search

N -
i-l' Search for Item in Orders
Search LCancel
00009003 ¢ APPLES.FRESH FRUIT
10930413 APPLES FRESH Wi /SKIN FRUIT

APPLESAUCE, FRUIT
Step 2 Search for item in Orders
o Highlight the item to Search For
e Click SEARCH
e The “Item in PO” report will appear and
may be printed, click PRINT

™ Containing Test Search

|5ealch for 00009020 APPLESAUCE ,.CND

Search ‘ Cancel ‘

—

Nutrikids
Page 1 [temn in PO Feb g, 2010

Item Searched: 00009020 APPLESAUCE CHD

[PO [%endor  [Site [Delivery Dat [ Status |
| 000046 [ABC | 005 Short Stop Elementary [ 12502009 | Mot Completed |
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Add/Modify Recurring Orders—For repeating e
orders placed on a regular basis m— Weekly Price Updates Tnventory
Transastions Inventory Requisition Inquiry
Step 1 Add a Recurring Order sl Sdf//:e_vrg Odrdm
« Click RECURRING ORDERS L I
» Click ADD iezais Search for Ttem in Orders
o Enter the Purchase Description (ex. Produce " CRecurring Orders
Order) S Add/Medify Order Worksheets
o Select the Vendor " Print Order Worksheets
o Grab Items will insert ALL items for that pchesns Non-Inventary Orders
Vendor, or you may select individual items o m
e Click SAVE

31 Recurring Orders | 3 Recurring Orders

Purchaze Description |F'r0duce Order

Wendar |><YZ Diztributing Co. ﬂ Grab ltems

Description
Wk

Add

Irventory # Description ~
00000104 Carmats, fresh —

t odify 0000 4 ORIOMS R

il

Bemaove

| £

Delete
Close Save | Cloze |

Creating Recurring Orders makes it super fast and super easy for site managers to enter
4 'X’ their orders by eliminating the typing of each item every time they order. Recurring orders
Q‘\, may have some items on the list that are not needed each week, but that is no problem! Site
Managers simply ignore those items and may add any additional items that may not show
up on a recurring order.

Recurring Orders can be seen by all. Careful thought given to a detailed description of
each order will help eliminate confusion over what is on the order. See the window above
that uses the name of the vendor in the description.

Site Managers should use the same detail when naming their own Recurring Orders. For
Example, they should add their site name to the recurring order description to differentiate
their recurring orders from another site’s.
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Add/Modify Recurring Orders 7 Recurring Orders
Sometimes Recurring Orders need to be modified; new S—

. . . . ptlon
items might need to be added while obsolete items Produce Order

might need to be taken off. To modify a recurring Wk 1. Cycle 1
order:

dd

.
et |
feoe |

Modify

Step 1 Modify a Recurring Order
e Click RECURRING ORDERS
e Select an existing Recurring Order
e Click MODIFY
o Modify the order
e Click SAVE

Remove

Cloze

i Recurring Orders

Purchaze Description |F'n:u:|uce Order
Vendor [<YZ Distributing Co. ~|  Grabltems

|rventory # Dezcription -
Q0000104 Carots, fresh —
00000t 4 OMIONS R

| &

Delete

Save | Cloze |
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Add/Modify Order Worksheets—Used for school

sites without the Perpetual Inventory program to s _
h d d . Weekly Price Updates Inventory
and-enter orders Transaclions Inventory Requisition Inquiry
—_— Add/Review Orders
S 1 Add Order Worksh mﬁiﬁ‘, List/Print Orders
tep an Order Worksheet oo oo
. t
 Click ADD/MODIFY ORDER oot e
F Search for Item in Orders
WORKSHEETS — Recurring Ordg
o Clle ADD et Add/Modify Order Worksheets
p— - -
e Name the worksheet (ex. Produce Order- Puchasing o s
XYZ DlSt) Non-Inventory Orders m
o Enter the items Washouss
o Click SAVE
1 Order Worksheets (%] ¥ Order Worksheets E|
‘workshest Murm (00007
00001 Produce C Jist. Order Worksheets |F'r0duce Order-=<YZ Dist,
Ireeentory # Description -~
00000104 Carots, frash -
Wodty D000ODT4  ONIONS Réw
= 00000026 TOMATO PRODUCTS.CHND PUREE W0 /54LT
0000001 e OREGAMO LEAYES DRIED
Remove 00000480 Peaches, canned
At
Delete
Cloge Save Cloze

Add/Modify Order Worksheets

Step 2 Modify an Order Worksheet

e Click ADD/MODIFY ORDER
WORKSHEETS

o Select the worksheet to Modify

e Click MODIFY

e Make the changes to the worksheet

e Click SAVE

e Click CLOSE

e Click CLOSE again
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Print Order Worksheets

Items

 S— Weekly Price Updates Inventory
Step 1 Print an Order Worksheet Transactions Inventory Requisition Inquiry
¢ Click PRINT ORDER WORKSHEETS m Add/Review od"def's
1 f ot Irwentony List/Print Orders
e Select the order, either by description, o

number, vendor or category. You may also Repors Search for Ttem in Orders
include to print the barcodes. p— Recurring Orders

e Selecta Site(S), or CHECK ALL iy Add/Modify Order Worksheets
¢ Cth NEXT Purchasing
Select the worksheet(s), or CHECK ALL R

° Clle NEXT ‘warshouse m

e Click PREVIEW
e Click PRINT to print the worksheet

2, Print Order Worksheets (%) |l ¥-{ Print Order Worksheets 3 Print Order Worksheets
Ordler b Select Sites Select Orders Warkshests
13 Generic Lo I I - All ltemz
= |tem Description T. Jefferson Elementary [ 00001 Produce Order- Mansfield Produce Co.

Best High Schoal
District W arehouse
Leader Elementary

[] 00007 Short Stop Elementary Order Sheet

" tem Mumber

" Wendar
Short Stop Elementary

" By Category Central Ave. High Schoal
Hill Top Elementary
Hamilton Elementary v

[~ Include Bar Code ™ Check Al ™ Check Al
Cancel | | Qance\ | < Back | Mest > | | Cancel | < Back | | Preview |
\

\

Selecting the site name will print all items designated to that site. These can be set under Item Designation
by Site on the Items tab.

LunchByte Systems
Page 1 USDA Commaodity - Order Worksheets Apr 13, 2010

001 T. Jefferson Elementary

Date

BEEF PRODUCTS "Ce;'g;r Quantity Requested
00000711 BEEF GROUND 80420 ABC  |Case (35%) Chub (%)
00013317 BEEF GROUND PATTIES ABC  |Case (480ct) Case (430ct)
Breakfast recipes \.Fceglalgr Quantity Requested
00990250 BREAKFAST BURRITO NO VEND |CASE EACH
CHICKEN & TURKEY Vce;';‘gf Quantity Requested
00005060 CHICKEN BREAST, PRE CKD ABC  |Cass 10% LB, raws wgt, vebn
00005069 CHICKEN DRUMSTICK, PRECKD ABC  |Cass 10% LB, raws wgt, vebn
00005355 CHICKEN NUGGETS ABC  |Cass (20%) Case (20%)
00005360 CHICKEN DICED,CKD ABC  |Cass (10bags) Bag (2%)
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Non-Inventory Orders

This feature is for items not entered/tracked through Perpetual Inventory but require a Purchase Order.

Step 1 Create a Non-Inventory order s
+ Click PURCHASING = e
+ Click NON-INVENTORY ORDERS AT
¢ Click ADD NEW lieed List/Print Qreers
e Select a Site and a Vendor " Post Ordars
« Enter a description of the item, the quantity, | :““h.f“o”:'“ in Orders
the purchase unit cost and the unit cost. St A fyr oo Workehoots
Verify that the sub-total is correct. — Print Osden-Weskehagts
« Click SAVE
o Highlight the order and click OPEN or Watchouse m

double-click on the order to re-open it
¢ You may now print, delete or post

T Non-Inventory Orders |:||:,b__<\
Close (& Open Add Hew
Select Site |ALL ﬂ Select Yendor [ALL j Sort by |De\ivary Dalej Refresh

. . Drate Submitted
Order # “Wendaor Site Delivery Date | Total Order Submitted By

Status

3~ Mon-Invento ry Orders |Z| |:,rg|

Cloze B Save S Print
Order # Site Mates
| 300000 |FD5 - Short Stop Elementary j

Delivery Date “fendor

[2/as200 -] ['wihits Distibutors ~]
Description Quantity | Unit Unit Costs T otal Costs| #
1 | Combi-oven 1 oven 1599.0000 159900 B
2
3
[ Lists Posted Mon-lnventary Orders ;
E
7
] Non-Inventory Orders |._||_,r>__<|
Close (& Open Add Mew -
Select Site |ALL j Select Vendor |aLL j Sort by |Delivery Datej Refresh SubTatal| 1599.00
. . Date Submitted
Order # Wendor Site Delivery Date | Total Order Submitted By Status

______ { 3 ao top Elementary 1] 1539.000 liza Mot Completed

¢ Non-Inventory Orders |Z||:, [Xl

Close B Save & Print
Order # Site Motes
| 300000 |FEI5 - Shart Stop Elemertary j
Delivery Date W endor
|2/902000 ~| |saihiits Distibutars |
Diescription Quantity| Unit Unit Costs Total Costs|
1 | Combi-oven 1 oven 1599.0000 1599.00 B
2
3
4
[~ Lists Posted Non-lnventory Orders :
7
2
a
10
1Al bl
Sub-Total | 1599.00

LunchByte Systems, Inc. Page 80 1.800.724.9853



Section 11: Purchasin

Main Menu

Site Manager

The Site Manager’s screen reflects the user rights assigned to the manager for Purchasing. The
Purchasing Tab view will change accordingly. For example, the view for a Site Manager who has
Posting rights will look different from the view for the Manager who can not Post orders.

The screen below is what the Administrator will see on the Purchasing Tab:

Items
P Weekly Price Updates
Transactions Inventory Requisition
| Add/Review Orders
ﬁ?ﬁﬁ'&,ﬂ List/Print Orders
fF— Post Orders
jeeats Search for Item in Orders
[ Recurring Orders
sty Add/Modify Order Worksheets
.__ Print Order Worksheets
Purchasing Meon-Inventory Orders
b
‘Warehouse

Inventory
Inquiry

This screen reflects a Site Manager who does not
have posting rights or the ability to make weekly
price updates. Also, adding order worksheets has
not been granted. Notice the option to “Post
Orders”, “Weekly Price Updates” and “Add/
Modity Order Worksheet” options are missing
from this view. l

v
Ikers
| — Inventory Requisition Inventory
Transactions Add/Review Orders Inquiry
r— List/Print Orders
ﬁbﬁﬂ, Search for Item in Orders
r— Recurring Orders
ezt Print Order Worksheets
r— Non-Inventory Orders
Purchasing
.—
Warehouse

In this example, the Site Manager is allowed to
post, enter weekly price update and work with
Order Worksheets, therefore the view includes all
options.

[kems:
— Weekly Price Updates Inventory
Transactions Inventory Requisition Inquiry
—_— Add/Review Orders
ﬁvhiﬁ‘.i?j List/Print Orders
— Post Orders
Fiegtt Search for Item in Orders
— Recurring Orders
Hike Add/Modify Order Worksheets
’__ Print Order Worksheets
Fuichasing Non-Inventory Orders
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Site Manager

Section 11: Purchasin

Add Inventor

Requisitions

Purchasing/Inventory Requisitions—Sites
enter orders here for submission to Administrator

Step1 Add a Requisition
e Click INVENTORY REQUISITION
e Click ADD NEW

Step 2 Add a Requisition

o Select a Delivery Date

o Select a Site

o Enter the items and quantities

o If you are not ready to Create the
Order, Click SAVE

e Requisitions can continue to be
modified as needed.

e When ready, OPEN the

3 Inventor= Paayisition

Requizsition # 000001

SCIED0S - Short SFap Elementary

Iterns
Wee

ventory Requisition
Add/Review Orders

Inventory
Inquiry

sactions

'Jﬁi';?;, List/Print Orders

e Post Orders

Eecl Search for Item in Orders
= Recurring Orders

e Add/Modify Order Worksheets
—— Print Order Worksheets

chasing

Non-Inventory Orders

ehouge

E Frint Create Order Recuring Orders

Date |11/18/2003 =

| Request by |Iisa

requisition again under
INVENTORY REQUISITION
e Double Click an order to open it
e Make any additional changes
e Click SAVE
e Ifyou are ready to Create the
Order, Click CREATE ORDER
on the top tool bar (manager will
need order entry rights to do this)

Once a requisition becomes an order, it can
now be located under ADD/REVIEW
ORDERS. It must still be submitted to the
Administrator for approval and posting. (see

Item
1 | 00009400

Despfption Wendor Quantity| Unit #
LE JUICECND UNSWwT &BC 4 Case 72t =
2 | 00003085/CEREALS RICE KRISPIES 4BC 4 Case 96ct
3-I' Post Transactions
Do you want to create order{s)?
W

W AddiReview Purchase Orders

instructions on next page
pag ) Bl Cose @ Open & Add Mew
Once it is submitted. the Administrator can Select Site [ALL * | SelectVendar [ALL j St by |De|iveryDale j Refiesh
9
now review the Order’ edit It, then SAVE and Drcter # Vendar Site Delivery Date| Tatal Ohoer Su[;rantized Subén;llled Status
POST it to IOCk 1t 1n. 000023 ABC Distributing 005 Short Stap Elementany 114712009 12750 1118/03  bienda  Submitted for Approval
000024 Marsfield Produce 009 Short Stap Elementary NA72009 12100 1118103 brends  Submitied for dpproval
: : 000025 Munay Disibuting -~ 005 Short Stap Elementany 114712009 11300 1118/03  bienda  Submitted for Approval
AS the site manager’ y'OU. Wlll be able to WatCh 000027 ABC Distributing 005 Shart Stap Elementany 11A7/2009 3300 1118/03  bienda  Submitted for Approval
this order’s progress under ADD/REVIEW Q00028 lansikd Produce 005 Short Stap Elemertay AT %5600 biends Nt Complted
RD : : : 000029 Munay Distibuting 005 Short Stap Elementary 11A7/2009 £0.000 bienda Mot Completed
O ERS Ifyour Order 1s not on thlS ‘Screen, it 000032 ABC Distributing 005 Short Stap Elementary 11A18/2009 85.000 bienda Mot Completed
has already been posted by the Administrator 0003 NLE Foods 005 Shot Stop Elemerlay 11182009 1500 brends ol Conpeted

and can be viewed under Transactions/
Receiving/Outstanding Orders
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Section 11: Purchasing (Site Manager) Submit Inventory Orders

Purchasing/Inventory Requisitions

Step 1 Submitting the Order for Approval
e Click ADD/REVIEW ORDERS
e Click on an order that has a status of “not
complete”
e Click OPEN or just double click on the order

T Add/Review Purchase Orders |z||: [g|
Close & Open Add Hew
Select Site |.QLL ﬂ Select Vendor |ALL *| Sortby |Delivery Date = Refresh
. . Date Submitted
Order # Wendor Site Delivery Date | Total Order Submitted By Status
000025 Murray Distributing 005 Shart Stop Elementany 11417/2009 11.200 11/18/09  brenda  Submitted for Approval

000027 ABC Distributing 005 Shart Stop Elementany 11417/2009 brenda  Submitted for Approval
0 d Produce ementary 11 19 0o brenda Mot Completed

Murray Distributing 005 Shart Stop Elementarny 11A17/2009 X brenda Mot Completed

ABC Digtributing 005 Shart Stop Elementarny 11/18/2009 X brenda Mot Completed

MLE Foods 005 Shart Stop Elementarny 11/18/2009 X brenda Mot Completed

Make any additional changes
Click SAVE

Choose to Save

Click Save & Submit for Approval

3L Add/Review Purchase Orders - _|®

Close || Save & Fint [S] Delete [S] Recuring

Order # Site 3 Post Transactions
| 000028 | 005 - Shert St
Delivery Date YWendaor

Save & Don't submit yet
[1117/2009 »|  |Mansfield Prod

Item Wnd Item # | Description Total Costs ~
1 |0o011282 2222 LETTUCE. 18.90 —
2 |00m1529 2221 TOMATOE .70
3
4
5
5
7
a

Once it is submitted, the Administrator can now review the order, edit it, then SAVE and POST it to lock
it in.

As the site manager, you will be able to watch this order’s progress under ADD/REVIEW ORDERS. If
your order is not on this screen, it has already been posted by the Administrator.
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Section 11: Purchasin ' List/Print Orders

PURCHASING: List/Print ORDERS
All requisitions and orders can be found under LIST/PRINT Orders

Step 1 List/Print a Requisition/Order
e Click LIST/PRINT ORDERS

o Select a Format, either Summary, Detail or — i’;‘f;;';r? Reg"idsi“m Ir}vneqn;try
whether you want to print the Purchase i
Order |EC§;1°;,‘, Search for Item in Orders

o Click NEXT Recurring Orders

o Select a Site(s), or CHECK ALL Repors Print Order Worksheets

e Click NEXT Pushasing Mon-Inventory Orders

e Select a Vendor(s), or CHECK ALL

o Click NEXT Warehouss

o Select to sort the Requisitions by Site,
Vendor or Delivery Date, (If selecting
Delivery Dates, you need to set a date
range) Also choose whether you want to see Unposted Orders, Posted Orders or Both.

e Click NEXT

30 List/Print Orders a
00 Midde & High Schaal A

002 Best High Schoal Format
003 District Warehouse
004 Leader Elementary I Bummary
005 Shart Stop Elementany
006 Certral Ave. High School
007 Hill Top Elementary

008 Cenbal Kitchen " Purchage Orders
003 Alemative Jr High Schoal [~ Consolidated
010 EastValley Elementary v

OooooxROoOOono

[ Check &l

Cancel < Back Nest > LCancel Mest >

Y0 List/Print Orders

ABC Distributing Compary ABC Sort By Delivery D ate Fange Order Status

Camps Distribution Co 234
Marzfield Produce Company FRO " Site From: g UnPDSTEd
Munay Distributing Company MUR 1042242009 -

NLE Foods MLE f+ “endor " Posted
OPEM WVEMDER 0PE Ta

Skeldon's Foods SKL £ Delivery Date IW‘ " Both

Wihits Distibutors 123 '

272 DISTRIBUTING COMPANY Y2

Cancel < Back Mewt » |
Cancel < Back Mest » ‘ I
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Section 11: Purchasing (Site Manager) List/Print Orders Cont.

3 List/Print Orders

Purchasing: List/Print Orders

rder #| Vend S Delivery Tatal Date | ubmitte #
. . o ey fcer Enar e Date Order Submitted | By
Step 2 List/Print a Requisition/Order

“qu 000023 ABC 005 Short Stop Elementary 111709 1275 brenda
o Select Requisition/Order(s) or

000022 PRO 005 Shaort Stop Elernentary 11/12/03 21.99 lisa

CHECK ALL Qo024 PRO 005 Short Stop Elementary 11/17403 1210 brenda
. 0oan12 wMUR 005 Shart Stop Elementary 11./11./09 3000 brenda
o Click PREVIEW 000015 MUR 005 Short Stop Elementary 11/11.409 10.32 brenda
e Click PRINT to print 000025 MUR 005 Short Stap Elementary 11/17/09 11.30 brenda
Q00016 MLE 005 Short Stop Elementary 11/11,/09 30.04 brenda

w
[ Check Al

LCancel < Back ‘ Preview

Page 1 Unposted Orders

Order #: 000023
Delivery D ate: November 17,2009
Site: 005 Short Stop Elementary

Qrder Status : Not Complete
Submitted By : brenda

[ # “hd ltem £ | Description Cluantity | Unit Idnit Cogt | Total Cost
00018035 4454 BREAD MxD-GRAIM 15 Loaf 0.8500 1275
Sub-Total 12.75

Order #: 000022
Delivery Drate: November 12,2009
Site: 005 Short Stop Elementary

ik . mpany

rder Status : Not Completed
Submitted By : lisa

[ # Yo ltem £ | Description Cluantity | Unit Idnit Cogt | Total Cost
00990413 APPLES FRESH, WSKIM 1 Casze 138 ot 218900 21.99
Sub-Total 21.99

Note that in this example, the orders are unposted orders and the order status is
< \\& “not complete”. They are in essence still requisitions. Other printouts could

say, “posted orders” with its appropriate status or even “all orders” with the
status.
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Section 11: Purchasing (Site Manager) Search for ltems on Orders

Search for Item in Orders

Inventory Requisition Inventory
Step 1 Search for item in Orders Transactions Add/Review (jr'der's Inquiry
. List/Print O
e Click SEARCH FOR ITEM IN ORDERS — tet /Pt Ovders
. . . Inventory Search for Item in Orders
e Type in the item to search for in the Foo g Ordors
yellOW field Reports Print Order Worksheets
e Click SEARCH Non-Inventory Orders

Purchasing

Warehouse

0 Search for Item in Orders

APPLES FRESH.W/SKIN
© APPLESAUCE,CND
Placing a checkmark
in “Containing Text”
will bring up any item
containing the word
“apples”

[ Containing Text [ Containing Text Search
T — | Search for 00009020 APPLESAUCE .CHD |
Search ‘ Cancel ‘ Garcm Cancel ‘
— =

Step 2 Search for item in Orders
o Highlight the item to Search For
e Click SEARCH (below the white search field)
e The “Item in PO” report will appear and may be printed
e Click PRINT

Nutrikids
Fage 1 lterm in PO Mow 12, 2009

ltern Searched: 00009020 APPLESAUCE, CND

PO Yendor Site Delivery Dat | Status
oooo1e |ABC 005 Short Stop Elementary | 11422009 | Qutstanding Orders
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HUGE
TIME
SAVER!

Section 11: Purchasing (Site Manager) Recurring Orders

Creating Recurring Orders makes it super fast and super easy for site managers to enter their orders by
eliminating the typing of each item every time they order. Recurring orders may have some items on the
list that are not needed each week, but that is no problem. Simply ignore those items and add any
additional items that may not show up on a recurring order.

Recurring orders can be seen by all sites! Careful thought given to a detailed description of each order
will help eliminate confusion over what is on the order.
Ex. See the window below that uses the name of the
vendor in the description.

Inventory Requisition Inventory
Transactions Add/Review Orders IanirY
Site Managers should use the same detail when naming LG sty Sl

Physical _

. . . : nventor) d
their own Recurring Orders and possibly even include imertoy oot Srs
. . . X Recurring Orders

the site name for easy identification! Repats Print Order Workeheets

Nen-Inventory Orders
Purchasing

Warchouse

Add/Modify Recurring Orders—For orders
placed on a regular basis
Step1 Add a Recurring Order

e Click RECURRING ORDERS

e Click ADD

o Enter the Purchase Description

o Select the Vendor

e Grab Items will insert ALL items for

i Recurring Orders

FPurchaze Description |Sh0rt Stop Elem Snack Line

“Wendar | Skeldon's Foods

Irmventory # D escription -~
1 1 00000 Apple Bites,1.5 oz Indiv PC
‘Fhat Vendor, or you may select individual oo Bl 1.5
1tems anooaon2 Candy, MEs Mini's..25 oz Bag
ooooooa Carrotz/Dip Indiv. Pack.
00000008 Cookie,0atmeal B aisin Bite,Indiv.
0oooooo? Cookie ) anilla W affer Indiv Pack
000000 4 Crackers.Figh, Indiv. .5 0z Bag
00000 3 Fineapple Sticks, Indiv 1oz bags
00000003 Trail Mix, Indiv Toz Bag w

Delete

Save | Close |

The Grab items button will pull all items associated with this Vendor. This makes it
, W@&X even faster to set up recurring orders if you can use this button.

31 Recurring Orders

Diescription
d =F: 1- 4 0.
Basic Grocery Order-hMurray Dist.

e Click SAVE i Ereakfast Usage
° Clle CLOSE I Short Stop Elem Snack Line

dd

Modify

s

Hemaove

Cloze
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Section 11: Purchasing (Site Manager) Non-lnventory Orders

Non-Inventory Orders

This feature is for items not entered/tracked through Perpetual Inventory but require a Purchase Order.

Step 1 Create a Non-Inventory order
e Click PURCHASING

Inventory Requisition Inventory
° Clle NON'INVENTORY ORDERS Transactions Add/Review Or'der's IanirY
e Click ADD NEW : List/Print Orders
e Select a Site and a Vendor ﬁ:ﬁﬂ. Search for Item in Orders
.o . Reeurring Orders
o Enter a description of the item, the Resars P
quantity, the purchase unit cost and the
. . . Purchasin
unit cost. Verify that the sub-total is :

correct.
e Click SAVE
e Click PRINT to print the order

Warehouse

A Non-Inventory Orders

Close | Save & Piint
Order Site Motes
| 500000 | 005 - Short Stop Elementary |
Delivery D ate Wendor
1NA22009 - OPEM YENDER
Description Quantity| Unit Uit Casts Total Costs| A
1
3 ¥ Non-Inventory Orders
4 Close [ Save & Print
5 Order & Site Motes
[ 300000 005 - Short Stop Elementary v
; Delivery Date ‘endor
; [nnz20m - [oPENVENDER |
10 Descrintion Quantity| Unit Urit Costs Total Costs| A
1 1 | combi-gven 1 aven 1593.0000 1553.00
2
3
4
&
E
7
8
9
10
1 v
Sub-Total | 1593.00
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Section 12: Warehouse (Administrator) Main Menu

WAREHOUSE MODULE

The warehouse module can track transfers from a Warehouse to other sites, and create purchase orders,
print Pull Sheets and Delivery Route Sheets.

The Main Menu layout will change for Site Managers depending on the access rights granted to them.

Add/Review Transfers Inventory
Transactions List/Print Transfers Inquiry

Commit Transfers

This is an example of what a
Warehouse Administrator’s

screen looks like. Physical
Irwentary Create Purchase Order

Print Delivery Route Sheets

el Post Transfers

Recurring Transfers & Worksheets
S Print Recurring Transfers & Worksheets

Warehouse Committed Report

Purchasing

Search for Item in Transfers
Warehouse m

Add/Review Transfers Inventory
Transactions List/Print Transfers Inquiry
This view reflects what a Site Print Delivery Route Sheets
Manager’s Warehouse Main e Post Transfers
Menu view might look like Print Recurring Transfers & Worksheets

depending on the manager’s Reparts Warehouse Committed Report
user rights.

Search for Item in Transfers

Purchaszing

Warehouse
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Section 12: Warehouse (Administrator) Add a Transfer

Add A Transfer

You may add a transfer from the warehouse to another site, or review warehouse transfers entered at a
manager’s site. You may also set-up the Recurring Items feature to save time in creating transfers. See
page 102 for instructions on setting up Recurring Items.

Step 1 Add A Transfer

e Click WAREHOUSE

e Click ADD/REVIEW TRANSFER

e Click ADD NEW

o Select the Site you are transferring INTO using the down arrow

e Select the Site you are transferring OUT OF using the down arrow

e Select the Date of transfer

e Optional: “Description” Enter any notes you want for tracking purposes, etc.

o Enter the items you would like to transfer by Item number, Vendor number, or description

o Enter the Quantity you are transferring (a pop-up screen will appear to show what is on hand,
committed to other sites, available, and on order — this will assist you when transferring items)

e The unit size will default to the Purchase Unit Description — you can use the down arrow to select the
Stock Unit if you are transferring less

e Continue entering all items to be transferred

Click SAVE

On Hand: 70 LOAF
31 Add/Review Warehouse Transfers Committed: 0.00 LOAF

Cloze [ Save [E] Delete Recuring ltems Available: 70 LODAF
TR # Dooo 2 On Order: 0.00 LOAF
Receive into Site # |EIEIE - Short Stop Elementary j Drezcription
Tranzsfer out of Site # |EIE|3 - Dristrict W arehouse ﬂ delivern 12.5.03
Transfer Date |[11/30/2002 -
Irventom # Wnd [kem B Drezcription Cluantity | L nit e
1 ooa0015e HE 1223 Eread. “heat Hamburger Buns Sara Leef3004 24 Bag [30 ct]
2 | 00018036 4454 EREAD M<D-GRAIN Loaf
3 00aooa s Danut, Super Proball Indiv “rap 2 oz 1 Caze/250/2 oz
4 | 00018259 FFFFED EMGLISH MUJFFIMS 1 Case [Epka]
5 | 00018350 E578 HAMBURGER BUMS 0 Pkg [30ct)
E | 00000701 87T HOTDOG BUMS 0 Plg [12ct)
7
2
9
10 e
= Thiz Transfer was submitted for approval on 11/30/2009 by brenda.

e Choose whether to Save & Don’t submit yet, Save & Submit for approval, or Save & Commit Transfer

i Warehouse Transfers

Save & Don’t submit yet allows you to save it for your own use and can
not be seen by anyone but you.

Save & Submit for approval sends it up to the admin level where they can
review the transfer.

Save & Commit Transfer commits the item(s) in the Warehouse inventory
Save & Commit Transfer and allows other sites to see what is really available for transferring.

Save & Don't submit yet

Save & Submit for approval
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Section 12: Warehouse

Administrator) Review/Commit a Transfer

Warehouse Administrators can review transfer requests before committing the items from the warehouse
inventory or edit committed transfers if the managers were granted Transfer Commit rights. After
reviewing and/or editing, they will then save the transfer and commit the inventory. No math is being
done when committing the inventory. This simply allows for better planning and ordering on the part of
both the warehouse and the Site Manager’s by allowing them to see what has been committed based on all

requests.

Step1 Review/Commit a Transfer
e Click ADD/REVIEW
TRANSFER
o Highlight a transfer and click
OPEN or DOUBLE CLICK
the transfer

Step 2 Review/Modify the Transfer
e Click into the quantity field
to modify it or
o Highlight a Description and
click Delete to remove it
from the transfer

As with other ordering screens, the
current quantities on hand, committed and
available will display for each item.

o When ready, Click SAVE
e Choose to SAVE & Commit
Transfer

A new message is displayed with the
current status. This is viewable by all
Site Manager’s. Clicking the REFRESH
Button allows the Manager’s to leave this
screen up and “watch” the status of their
request.

' AddIReview Warehouse Transfers

Close (& Open [ AddNew

Listby  Transfer out of Site © Recaiveinto Site Site |ALL j Sort by ‘Tmﬂ j Refresh
THx & Transter out of Site Receive into Site Description SuBrg::ed SUbgl‘lttEd Status
(00002 003 - District W arehouse (105 - Short Stop Elementary — order week of 11 lisa Mot Completed
(100004 003 - District W arehouse (105 - Short Stop Elementary — emergency need liza Transgfer in Progress

(00005 003 - District ' arehause
(100008 003 - District Wi arehouse

(105 - Short Stop Elementary
(107 - Hil Top Elementary

week beginning ™ 11/19/03 1 brenda
biead order 1127 11/159/081 jamie

Submitted for Approval
Submitted for Approval

On Hand: 50 [Loaf]
Committed: 45 [Loaf]
Available: 5 [Loaf]

 Add/Review Warehouse Transfers

Cloze [ Save [S] Delete Recuring |terns

TR # 000012 On Order: 0.00 [Loaf)
Receive into Site # |005 - Shart Stop Elementary j Deseription
Transfer out of Site |003 - District Warehouze j defivery 12.5.09

Transfer Date |11/30/200¢ «

Irwenton #| Wind ltem # Description Guantity| Unit "
1 008056 HE 1223 Eread, Wheat Hamburger Buns Sara Leett3004 24 Bag (30t =
2 | 00018036 4454 BREAD MxD-GRAIN Loaf
3 00000015 Donut, Super Proball Indiv Wrap 2 oz 1 Cawe/250/2 oz
4 00018255 777760 EMGLISH MUFFINS 1 Case (Bpkg)
5 | 00018350 6578 HAMBURGER BUNS 0 Phkg [30ct)
£ | 00000701 8777 HOTDOG BUNS kg
7 3-[ Warehouse Transfers
8
9
10 Save & Don't submit yet

= This Transfer was submitted for approval on 11/30/2009 by

Save & Submit for approval
Save & Commit Transfer

1 Add/Review Warehouse Transfers

Close (& Open Add New

List by & Trangfer out of Site © Receive into Site Site | ALL ﬂ Sort by |Trkﬁ j Refresh
TR< # Transfer out of Site Feceive inta Site Description SuEn;tIEEd SUbéTlttEd \Hm/
(000002 003 - District W arehouse 005 - Short Stop Elementary  order week of 11 liza Mot Completed

005 - Short Stap Elementary Transfer in P

0 Stap Elementary
007 - Hill Top Elementary

Subrmitted for Approval
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Section 12: Warehouse: (Administrator) List/Print Transfer

List/Print Transfer

Review or print a transfer request for your records. This option brings up all Transfers, Committed, Still
in Progress and Not Complete.

Step 1 Review and/or Print the Transfer

e Select LIST/PRINT TRANSFER

e Double click the box next to the transfer(s) you want to view/print, or click in CHECK ALL

e You can also choose whether to print by category, and whether or not to include zero quantities
e Click PRINT button

e Click on PRINT again to print the report

RCA40 - [Preview]

ntory  Reports  Bidding Purchasing ‘Warehouse Misc Tools Help

34 List/Print Transfer @

Warehouze Transfer

Trx Site Out of Site Inta Trs Date | Printed
00004 003 District Wareho 005 Short Stop Elen 11419408 11419409

il [ Checkal

[ Order by Categony

[ Include Zera Quantities S ‘ Cancel ‘

Tafl Zoom: |100% = E=port to PDF

Page 1

TRX #4

TR¥ Date: Movember 19, 2009
Transfer Out: 003-District Warehouse

Nutrikids
Inventory Pull Sheet

emergency need for cereal

Trangfer In: __ 005-Short Stop Elementary
< Status: Transfer in Progress
f I & Prod # Description Cty Unit
/DDDDBDEE S657E0 CEREALS RICE KRISFIES 1| Cased6ct

e |/

Q‘(&. The status is printed right on the report!
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Section 12: Warehouse (Administrator) Commit Transfer

There is a second option for committing the inventory on a request. This option is under “Commit
Transfer” from the Main Menu. You will not be able to edit the request under “Commit Transfer”,
therefore you may want to view the requests under ADD/REVIEW TRANSFER, edit and commit the
items on the request(s) from that screen. See the instructions on page 90.

Step1 Commit a Transfer (from the Main Menu)
e Click COMMIT TRANSFER Add/Review Transfer Inventory
e Double Click a Transfer Transactions List/Print Transfer Inquiry

. Commit Transfer
e Click COMMIT -
oty Create Purchase Order

Print Delivery Route Sheets
e Post Transfers
Add/Medify Transfer Worksheets
Print Transfer Worksheets

Recurring Warehouse Transfer

Bidding

Purchasing

Search for Item in Warehouse Transfer
Woarehouse Committed Reports m
‘Warehouse

34 Commit Transfer

“Warehouse Transfer

Trx Site Out of Site Into Trx Date | Printed | Status
[ 00002 003 District Wareho 005 Short Stop Elen 11418208 Mot Prinke Mot Completed
00007 003 District W areho 005 Short Stop Elen 11/23/0% Mot Printe Submitted for Approval

[ Check all
Commit Cancel |

N .4
—_—
&
0% -
. 3 Add/Review Warehouse Transfers
. Close Bl Save [E] Delete Recurring ltems
TRX # 00oms
Once a warehouse transfer has been Receive ks Ste # |005 - Shot Stop Elementary =1 Bssrista
. . f 2nd grade cookout
COmMIfted, future transfer requests Wlll Transter aut of Site # |DDB—D|smctWarehnuse j g
Transter Date |12/ 2 /2005 =
be able to see how many cases are
r Iventory # Vind lkem # Description Guantity Linit -

Commltted and hOW many are aCfually 1 0001331-"'7 111788 [ EEEFHI]UF'-IDF.&TT\E'EI 1i Case [480ct] =
available. 2

4

5

E

7

g

190 On Hand: 257 [Case [480ct)) 5

- B Committed: 21 [Case [480ct]]
Available: 236 [Case [480ct])
0On Order: 0.00 [Casze [480ct))
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Section 12: Warehouse (Administrator) Create Purchase Order

Transfer requests can be consolidated into one purchase order. For example, the Warehouse receives the
weekly bread order from all of the Sites and wants to have these orders all on one order form. The
Warehouse Administrator will Create a Purchase Order which will consolidate the requests and, in turn,
push the request to the Purchasing Tab, Add/Review Orders. Normal Purchasing Tab procedure would
then be followed.

Step 1 Create A Purchase Order Add/Review Transfer Inventory
« Click CREATE PURCHASE ORDER e List/Print Tronsfer Tnquiry
Commit Transf
o Use the DROP DOWN to choose the Fhyeica ommit Trenster
Irwventory Create Purchase Order
Warehouse Print Delivery Route Sheets
e Choose the Delivery Date Range needed Azeis Post Transfers
for the Purchase Order w Add/Medify Transfer Worksheets
idding

e Click NEXT Print Transfer Worksheets

Recurring Warehouse Transfer

Purchasing

Search for ITtem in Warchouse Transfer
Warehouse Committed Reports m
Warehouse

31 Create Purchase Order rg|

Create PO for:

- District 'Warehouse

Delivery Date Range:

Fram: |Mon Nov, 30,2003 -

@ Fri Dec, 18,2009 -
LCancel Hext >

Step 2 Choose Transfer to Include 3 Create Purchase Order
e Double Click each transfer to Select warehouse Transfer to include in Purchase Order
include on the Purchase order or Tre | Site Out of Site Inta Tre Date | Printed | Status
. 0002 003 Digtrict wareho 005 Short Stop Elen 11730405 Mot Printe Transfer in Progress
Cth CHECK ALL 00003 003 District Wareho 005 Short Stop Elen 11430405 Mot Printe Transfer in Progress

00013 003 Digtrict Wareho 007 Hill Top Elemer 11730405 Mot Printe Transfer in Progress

o Click CREATE

Create Canicel ‘

4

e

<*’S,. Only “Transfers in Progress” (committed transfers) will show up on this screen
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Section 12: Warehouse (Administrator) Create Purchase Order cont.

Step 3 Locate Warehouse Purchase Order
Once a Purchase Order has been created by the Warehouse, the order can be found under the
Purchasing Tab, Add/Review Orders or List/Print Orders.

For Printing the Purchase order or exportingto a | e

PDF fil: = SUEEE FE
e Click PURCHASING — Add /B evicuOude

« Click LIST/PRINT ORDERS e Qi o

e Choose PURCHASE ORDERS Repos Search for Ttem in Orders

e Click NEXT ? Recurring Orders

« Choose DISTRICT WAREHOUSE b e o ko et

o Click NEXT Purchasing Non-Tnventory Orders

e Choose the VENDOR or CHECK ALL Warchouse m

e Choose the SORT BY, DELIVERY DATE
AND ORDER STATUS DESIRED
e Click NEXT

¥ List/Print Orders

Format 3 List/Print Orders
™ Surmrmary
" Detail Sort By Delivery D ate Range Order Status
" Site From: " Unposted
1 11/8/2009 &
: f« “endor " Posted
o . To:
" Delivery Date f« Both
1242172009 -
N\ }
Cancel ( Mest = D 1
\
SN——"
| Cancel < Back
3

1 List/Print Orders

. . Delivery Total Date Submitted
e Choose the ORDERS to view or Order #t| Vendor Site Date Order | Submitted By Status
000053 ABC 012 'warehouse 1 3540 406.20 liza Mot Complete
CHECK ALL 000054 MUR 012 'warehouse 1 3540 21964 liza Mot Complete
e The order can now be PRINTED 000055 SKL 012 Warehouse 1 3/5410 91.80 lisa Not Complete
or EXPORTED to PDF

LCancel Preview

=
'\l\[vo' ¢ Don’t forget! If the orders are ready to go to the Vendor, they should be POSTED
,gj)N“ so that they can no longer be edited. This is done on the PURCHASING TAB under
POST ORDERS.
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Section 12: Warehouse (Administrator) Print Delivery Route Sheets

Print Delivery Route Sheets

Print Delivery Route Sheets for warehouse personnel in a variety of different formats, including by site,
consolidated, or side by side comparisons with the quantities needed.

Step 1 Print Delivery Route Sheets L Ly o (58
e Click WAREHOUSE ID | Route Name Report Formats
e Click DELIVERY ROUTE SHEETS g o E'Z.?T Doe

[ 002 Secondary Foute [~ Consolidated Route Sheets
[~ Conzolidated Site Side by Side Sheet
[~ Conzolidated Route Side by Side Sheets

Set up Delivery Routes under

]tems, Warehouse Routes. Select Unit for Side by Side Feport

& Purchaze Unit

Q\k&. . " Stack Unit
W Delivery Route Sheets can
only be printed for committed Order By~
transfers. Delivery Date From | 4/9/2011 ~  Nlem Descrition
= ltem Wumber
Te ’W‘ " Storage Location
W Include Signature Lines
Print ‘ Close ‘
e Double Click the Route Name(s) to be included in the printouts
e Using the DROP DOWN ARROW, choose the beginning and ending delivery dates
e Ifyouneed a Driver and Manager’s Signature Line added, click the box
o Select any/all formats desired
e Select whether to print purchase units or stock units
e Select to Order by Item Description, Item Number, or Storage Location
ﬁ Delivery Route @
D | Route Mame Report Formats
S 003 High Route v Individual Site Sheets
[] 002 Secondary Route v Conzolidated Route Sheets

v Consolidated Site Side by Side Sheet
v Consolidated Route Side by Side Sheets

e Click PRINT T
« Click PRINT or EXPORT TO PDF Sefeel ik foro.de by Side fepat
« Click CLOSE

" Stack Unit
Order By
(* [tem Description
Delivery Date From | 4 /9201 -

" Itenn Mumber

To | 4/9/2011 -

¥ Include Signature Lines

(" Storage Location

Frint ‘ Cloze |
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Administrator) Delivery Route Sheet ex

Example of individual Site Delivery Sheets for multiple locations. These delivery sheets can also be
exported to PDF and emailed.

Nutrikids
Page 1 Individual Site Sheets

Delivery Date from Moy 15,2009 to Nov 26, 2009

TR #4 - Moy 19, 2009 Foute Mame: Elementary Route
Transfer Out: 003- District YWarehouse
Transfer n: 005- Short Stop Elermentary Diescription: emergency need for cereal
I # Prod # Description Qty Unit
00003065 | 565760 CEREALS RICE KRISPIES 1| Case I6ct
Driver Signature Manager Signature
Nutrikids
Page 2 Individual Site Sheets
Delivery Date from Moy 19,2009 to Nov 26, 2009
TR¥ #5- MNov 23, 2009 Route Mame: Elementary Route
Trangfer Qut: 003 - District Warehouse
Transfer In: 005 - Short Stop Elermentary Description: week beginning 11.23.09
Inv # Prod # Description City Unit
00018036 | 4454 BREAD M D-GRAIN 10| Loaf
00018259 | 777760 ENGLISH MUFFINS 20| Case (Bpkg)
00018350 k578 HAMBURGER BUNS 15 | Pky (30ct)
00000701 | 6777 HOTDOG BUNS 20 | Py (12ct)
Driver Sighature Manager Signature
Nutrikids
Page 3 Individual Site Sheets
Delivery Date from Nov 19, 2002t0 Moy 25, 2009
TRX #6- Mov 26, 2009 Route Name: Elementary Route
Transfer Out: 003 - District Warehouse
Transfer In: - 007 - Hill Top Elermentary Drescription: bread order 11.23.09
Ir # Prod # Description Qty Uit
00018036 | 4454 BREAD MXD-GRAIN 4| Loaf
00018259 777760 EMGLISH MUFFINS 2| Case (Bpkg)
00018350 (6578 HAMBURGER BUNS 10 | Pkg (30ct)
ooooovonl (87vy HOTDOG BUNS B | Pky (12ct)
Driver Signature Manager Signature
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Section 12: Wa Administrator) Delivery Route Sheet exam

This is what the report would look like consolidated for the individual sites pictured on the previous page.

Nutrikids
Page 4 Consolidated Route Sheets

Delivery Date from Mov 19,2009 to Nov 26, 2009
Route Name: Elementary Route

I # Prod # Oty Unit
00018038 | 4454 BREAD MXD-GRAIN 14 | Loaf
Q0003065 | 5B57E0 CEREALS RICE KRISPIES 1| Case 96ct
anofaz2es | 777 7e0 ENGLISH MUFFINS 22 | Case (Bpko)
00018350 |BSVE HAMBURGER BUNS 25 | Pkyg (30ct)
Oooooyar | &8v iy HOTDOG BUNS 26 | Pkg (12ct)

Driver Signature Manager Signature

A side by side comparison by site is pictured below.

Nutrikids
Page 1 Consolidated Site Side by Side Sheet

Delivery Date from Mow 19, 2009 to Mow 26, 2003
Route Name: Elementary Route
007 - Hill Top Elermentary
005 - Short Stop Elementary

I # Description Furch Linit Total Oty oov oas
00018036 | BREAD MY D-GRAIN Loaf 14 4 10
00008065 | CEREALS RICE KRISPIES Casze 96ct 1 1
000158258 | ENGLISH MUFFIMNS Case (Bpky) 22 2 20
0oo18350 | HAMBURGER BUNS Plky (30ct) 25 10 15
00000701 |HOTDOG BUMS Plg (12ct) 26 B 20

007 - Hill Top Elementary - Manager Signature
005 - Short Stop Elermentary - Manager Signature

{*ﬁf A side by side comparison of delivery routes is also an available printout
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Section 12: Warehouse

Administrator) Edit Committed T

From time to time transfers that have already been committed might need to be edited. Discrepancies
between what the Warehouse shows it sent and what a site says it received might need to be reconciled.
Since POSTING the transfers does the math in the software, it is important that any discrepancies be
edited BEFORE POSTING, otherwise an adjustment will be necessary.

Step 1 Find the Transfer

e Click WAREHOUSE

e Click ADD/REVIEW TRANSFER

o Highlight the specific Transfer in
Progress that needs to be edited

e Click OPEN (or just double-click the
transfer)

Step 2 Edit the Transfer

e Click EDIT TRANSFER
e Click in the QUANTITY FIELD to edit

3 Add/Review Warehouse Transfers

X

00o01e M2 -

"W arehouse 1

TRx #

000017

Close (& Open AddMew

List by % Transfer out of Site © Receive into Site Site ‘ALL j Sort by ‘Trxﬁ j Refresh

TR 4 Transfer out of Site Receive into Site Tr[?nlséer Description Sugrg:;ted SUbg;JHEd Shatus
000002 003 - District \Warehouse 005 - Short Stop Elementary — 11/18/09  order week of lisa Mat Completed
000006 003 - District \Warehouse 007 - Hill Top Elementary 11/26/09  bread order 11 11/19/09  jamie Transfer in Progress
000007 003 - District Warshouse 005 - Shart Stop Elementary — 11/23/09  Produce Orde 11119/09  brenda Submitted for Appray
000008 003 - District \Warshouse 005 - Short Stop Elementary 11430409 2nd grade coc lisa Transfer in Progress
000003 003 - District \Warshouse: 005 - Short Stop Elementary 11430403 2nd grade coc lisa Transfer in Progress
000010 003 - District \Warshouse 005 - Short Stop Elementary 11430409 2nd grade coc lisa Not Completed
000011 003 - District \Warehouse 004 - Leadsr Elementary 11430409 12509 delive 11/30/03  jamie Transfer in Progress
000012 003 - District \Warehouse 005 - Short Stop Elementary 11730409 delivery 125.0 11/30/09  brenda  Submitted for Approv
000013 003 - District Warshouse 007 - Hill Top Elementary 11430409 lisa Transfer in Progress
000014 003 - District Warshouse 005 - Short Stop Elementary  12/09/09  Produce Oide 12/02/09  jamie Transfer in Progress
000015 003 - District Warshouse 005 - Short Stop Elementary — 12/02/09  test 12002009 jamie Submitted for Approv
000016 012 - Warehouse 1 Biest High School 030810 Breakfast Lun 03/05/10  jamie Submitted for &

op Elementary

- Leader Elementary 030510 Breakfast Lun

0 brenda

e Type the new number
e Click SAVE

Step 3 Save Options

e Click SAVE & HOLD TRANSFER
(this will change the status to waiting
for approval

. -OR-

e Click SAVE & COMMIT TRANSFER
(this transfer will still need to be
POSTED)

Receive into Site # | Description
Transter out of Site # | J
Transter Date
Inventory 3| nd ltem 8 | | Description Quantity| Unit IS
1 |00300156 HE 1223 Eread, Wheat Hamburger Buns Sara Leet3004 9 Bag[30ct)
2 |00000701  8FFT HOTDOG BUMS 30 Pkg(12e)
3 |000M8036 4454 BREAD MXD-GRAIN Laaf
4 | 00018360 08976 TACO SHELLS 1 Box (240ct)
&
E —
7 1l Warehouse Transfers
8
k]
10 v

 AddReview Warehouse Transfers

Save & Hold Transfer
Save & Commit Transfer

&

Close (& Open Add Hew

Listby @ Transher out of Site © Recaive inta Gite Site |ALL

[

j Sart by ‘Tmﬁ

Refresh

A new message is displayed with the
current status. This is viewable by all
site Manager’s. Clicking the
REFRESH button allows the
Managers to leave this screen up and
“watch” the status of their request.

TR+ #

(00002 003 - District Warehouse
(00010 003 - District Warehause
ooan
(000
(000

Transfer out of Site

201 ]
3 M2-Warehouze 1
4 012 -Warehause 1

1 005

(105 - Shiart Stop Elementany

]
(105 - Shart Stop Elementan
(105 - Shiart Stop Elementany

L Trarsf .| Subited
Receive into Site rEjagtseer Description an;:Ee
(105 - Shart Stop Elementay 171803 order week of liza

11430009 2nd grade coc

04 ) 0
(4/08/10 04/08/
(441310 04/0810

liza
Stop Elementary

Submit@\m/
'3

larmy
larmy

By
ot Completed
Mat Complete

Submitted for Approv
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Section 12: Warehouse (Administrator) Post Transfers

Post Transfer

After everything has been delivered to the school sites and confirmed by the signature of the manager as
having been received, the last step is to POST the transfers. POSTING the transfer does the math. The
inventory will be withdrawn from the Warehouse and added to the appropriate individual sites. The sites
do not have to do anything in their software to receive the inventory in. It is ALL done from the
Warehouse Administrator.

Wait until all deliveries have been made and hard copies of the deliveries have been returned,
before POSTING. Discrepancies should be attended to BEFORE POSTING (see the
previous page for instructions). Since POSTING does the math, any changes that happened
between the warehouse loading dock and site delivery that have not been edited before
POSTING will need to be treated as an adjustment after POSTING.

e Click POST TRANSFER =
e Place a check mark in front the transfer(s) to H LEEREDSEY X

POSt, or CHECK ALL Warehouse Transfer
e Click POST Trx Site Outof

Site Into Tr= Date | Printed

00004 003 District Warsho 005 Short Stop Elen 11193408 1119403
00005 003 District Wareho 005 Short Stop Elen 11723702 11419403
00006 003 Digtrict W areho 007 Hill Top Elemer 11/26/08 11/19/03

Pzt | Cancel ‘

11 Add/Review Warehouse Transfers

POST Transfer is also available under Add/

. Closd " Post Transfer O Cancel Transfer f’EditTlansfa
Review Transfer.

TRE 000005
. Chck W HOUSE TAB THecfeive i?l: zltez : j Description
e Click ADD/REVIEW TRANSFER reavas [T ]

e Double Click on a transaction with a
status Of“TranSfer in Progress” Irventory | Vnd lkem # | | Description Quartity, Urit A
. (o HE 1223 Bread, Wheat Hamburger Buns Sara Leett 3004 () Bag[30at) -

e Click POST TRANSFER

4454 BREAD MAD-GRAIN 10 Loaf

Donut Super Probal Indiv ‘Wrap 2 oz 0 Case/250/2 0z
£578 HAMBURGER BUNS 15 Pha [30ct)
87T HOTDOG BUNS 20 Pha12ct)
00018253 777760 ENGLISH MUFFINS 20 Case [Bpkg)

oo | o s | —

=
<
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Section 12: Warehouse (Administrator) Modify Transfer Worksheets

Add/Modify Transfer Worksheets

Transfer Worksheets can be created per site, with the ability to modify the worksheet and add or remove
item(s). These worksheets are used for sites that do not have NUTRIKIDS Perpetual Inventory and are
to be manually filled out.

e Click on RECURRING TRANSFERS & WORKSHEETS

e Click on ADD

o Enter the Description of Transfer Worksheet (ex: Short Stop Elementary Bread Order)
e Add the items that you would like on the worksheet

e Click SAVE

e Click CLOSE

ﬁ‘ Recurring Transfers & Warksheets @

“Warkshest Mum  |00001

‘Warksheet Description |tleaning Stuff/Paper

IFventorny # Dezcription -
aooonat2 b awimum Laundiy Soap

00001 0&7 Yinegar, \White Distilled

Q0000787 Mapkin 15.17 2ply

Delete

o To Modify a worksheet, Select the worksheet you want to edit
e Click on MODIFY

e Make necessary changes

e Click SAVE

e Click CLOSE
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Section 12: Warehouse (Administrator) Print Transfer Worksheets

Print Transfer Worksheets

You may print out Transfer Worksheets to give to school sites without the Perpetual Inventory program.
The worksheets can be manually filled out, and sent to the warehouse to be entered.

e Click on PRINT RECURRING TRANSFERS & WORKSHEETS

3 Print Transfer Worksheets

e Choose the Order of your printout whether by Item Order by
Description, Item Number or by Vendor

¢ To include a Bar Code, check the box

e Click NEXT

e Choose the school site(s) or click CHECK ALL

e Click NEXT

e DOUBLE CLICK the desired worksheet or click
CHECK ALL [~ Include Bar Code

e Click PREVIEW

fs |tem Description
" Item Mumnber
" Wendor

Cancel

3~ Print Transfer Worksheets

Select Orders \Work zheets

[ Al lverns
00004 Short Stop Elernentany Bread Order

[ Check &l

Cancel < Back Preview
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HUGE
Section 12: Warehouse (Administrator) Recurring Warehouse Transfer TIME
SAVER!

Recurring Warehouse Transfer

Establishing recurring transfers from the Warehouse can T ———

prove to be very time saving for Site Managers. It keeps

them from having to manually enter items every time they | 27 - a__r_ e

order. They may be general or site specific for daily, 00005 PRODUCE ORDER: All Sites
Weekly, or other scheduled transfers. 00002 Weekly Grocery Order.Short Stap Elem

Madifty

Hemove

e Click on RECURRING TRANSFERS & WORK-
SHEETS

!

e Click ADD
o Enter a description for transfer (i.e.: Daily Breakfast
Transfer)
o Select the item(s) for the transfer
e Click SAVE Close

e Click CLOSE

e To modify a recurring transfer, click on RECURRING
TRANSFERS & WORKSHEETS

e Highlight the transfer you want to edit

e (Click on MODIFY

e Make the necessary changes

e Click SAVE

e Click CLOSE

Sites would then go to:
e ADD/REVIEW TRANSFER

e Click ADD NEW and then RECURRING ITEMS. They would choose the transaction they want
rather than typing in each item on that order.

Close  [gd Save Recurring Items
TR= & nooot &

Receive into Site # |DDS - Short Stop Elementary LI Description
Transfer out of Site # | 003 - District Warshouss RS S EXe T Ty o =1y T Te Tl L e 1 § |
Transfer Date |12/ 8 2005 - Recurring "+ arehouse Transfer

Inventory #| Yhnd lkem # D escription Snack Program: &)l Sites

Weekly Groceny Order Short Stop Elem y

Select Cancel

W00 |~ T O e |

g
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Section 12: Warehouse (Administrator) Search for Item in Warehouse Transfer

For quick visibility of specific items that have been

requested to be transferred or that are already in the Add/Review Transfers Tnventory

process of being transferred from the Warehouse, use tierestars List/Print Tronsfers Inquiry
. c itT fi

“Search for Item in Warehouse Transfer”. Py e

[l Create Purchase Order

Print Delivery Route Sheets

Izt Post Transfers

Step 1 Find the Transfer Recurring Transfers & Worksheets

Bidding

Print Recurring Transfers & Worksheets

« Click the WAREHOUSE TAB Pty | e ST et
e Click SEARCH FOR ITEM IN WAREHOUSE | ——

TRANSFER

¢ Search for Item in Warehouse Transfers (=3

Step 2 Select a Site and a Date

Warehouse Transfemred From:

e Select the location you are transferring out of
and then select a date range you would like to
search in.

Tranzfer Date Range:

Stat Date: | /372010 ~| Epgpate | 4/3/2011 -

Step 3 Find the Item

LCancel Mest » |

o Type the first few letters of the item you want to

. . $# Search forltem in Warehouse Transf
find or the item number in the Yellow field ¥ Search forttem n Warehouse Tronsfers B
i Apple Juice, canned gtz &
° Cl_ICk _SEARCH or PRESS ENTER . 00000251 Apple Schook113 ot FRUIT
o Highlight the correct item from the list 00001203 Apple Tumover-Cutie Fie, Whole Grain brk
. 00001333 Apples, Chd, Sliced, ' ater Pkd fruit
e Click Search at the bottom or Press ENTER 00000253 Applesauce it

Step 4 View or Print

e A report showing the item, site receiving the item,  Cortaining Test SeachbyCodeor® | Search
the amount being transferred and the status is

available for viewing or printing. Cancel <Back | Seach |
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Section 12: Warehouse

Administrator) Warehouse Committed Re

Items that the Warehouse has committed to transfer are also available on a report

Step 1 Choose the order of the report

Click WAREHOUSE TAB

Click WAREHOUSE COMMITTED

REPORTS

Choose whether to print the report by category,
alphabetical or numerical

Click NEXT

Type in the appropriate ranges for the order of the
report you wanted. (i.e., alpha range, numeric
range, categories to include)

Click NEXT

Itemns

Add/Review Transfers
List/Print Transfers
Commit Transfers

Create Purchase Order
Print Delivery Route Sheets

|

Inventory
Inquiry

Transactions

|

Physical
Inventary

|

FREERID Post Transfers

|

Recurring Transfers & Worksheets
Pri i Worksheets

Warchouse Committed Report

Bidding

Purchasing

|

‘Warehouse

M M M m M M M

@' Warehowse Committed Repaorts

Items Comnmitted From:

|EIDS - Diistrict Warehouse j

Transfer Date Range:

Start Date: | B/1/2011
ErdDate: | 47322011«

Order By:
{+ Item Description

" Item Mumber

" Item Categary

Items to Include
v ALL

™ Commodity ltems Only
™ Purchazed ltems Only

™ Shortages Only

Include Transfers Submitted for
Approval but Mot Yet Approved

Lancel

Preview

Step 2 Choose the contents of the Report

Choose whether to include ALL items, Commodity Only, or Purchased Only. Choose the site the

items have been committed FROM.
Click PREVIEW

Step 3 View or Print the Report
A report showing the Quantity on Hand, Qty on Order, Qty Committed and Qty Available can be

viewed or printed.
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Section 13: Warehouse (Site Manager) Add/Request a Transfer

Add Transfer

3 Add/Review Wcehouse Tran-fers

Enters the items you want transferred from the [ G & 0oX EltdiNes

Warehouse to your site Listhy  Trarsfer aut of Ste O Receive inta Ste Sie |ALL j Sort by ‘Tlxﬂ j Fefresh
: TRx 4 Transfer out of Site Receive inta Site Desciiption Sdilie | SuiTile Statug
e Click on ADD/REVIEW TRANSFER Dae | By

. (00004 003 - District Warshause (05 - Short Stop Elementary — emergency need lisa Transfer in Progress
® Cth ADD NEW 000005 003 - Distict Warehouss 005 - Short Stop Elementary — week beginning ™ 11/19/097 brenda Transfer in Progress

e Select the site to transfer INTO (your site) DOOO0 003 - Digtict Warehowse 007 -Hil TopElementay bread onder 112 1119091 jeamiz Transferin Progiess
e Select the Warehouse to transfer OUT of
o Select the transfer date

e Add Description (i.e.: Weekly Transfer)
o Enter the items by inventory item number or entering the first 3 or 4 letters of item
o Press ENTER to select each item

31 Add/Review Warehouse Transfers

Close B Save Recuring ltems
TR # 00001 &
Receive into Site # |DDE - Shart Stop Elementary j D escription
Transter out of Site # |DDB - Dhistrict ‘W arehouse j
Transfer Date |12/8 /2005 =
Inventory #| YWind Item # Dezcription Quantity | Uik ~
1 | 00930413 APPLES FRESH W ASEIN 138 ot
Z | 00009040 09098 BaAMAMAS Case 364
3 | 00011124 5ESE CARROTS.FRESH Bag 14
4 00011143 EBE?F? CELERY.FRESH Caze
5 | 00009131 GE554 GR&APES FRESH Caze 108
E | 0oo0fi12sz 2222 LETTUCE.ICEBRERG.FRESH Bag 54
7o |ooofizez 22223 OMIOMS FRESH LE
2 | 00005200 8903 OR&MGES FRESH Cagze 138ct
9 | 00008238 22215 PEACHES.FRESH Cage 120ct
10 | 00009252 8324 PEARS.FRESH Caze 100ct ~

Q\kﬁ’ If Recurring Warehouse Transfers have been set up, click Recurring Items to save time
’ with data-entry!

o Enter the quantity for each item needed

e The program will default to the Purchase Unit description. If you want to transfer stock units, click the
line and use the down arrow after purchase unit, select the stock unit description.

e When all items are entered, click on SAVE

¢ Choose whether to SAVE & DON’T SUBMIT YET or SAVE &
SUBMIT FOR APPROVAL

This Warehouse Transfer request will now be listed under — FEATEHATHER FUSAS
b4 'S/ WAREHOUSE TAB, Add/Review Transfer with the current

Q\k status. To see an update on the status, click the REFRESH
button

LunchByte Systems, Inc. Page 106 1.800.724.9853



Section 13: Warehouse (Site Manager) List/Print a Transfer

List/Print Transfer Requests

Transfers can be printed for hard-copy reference.

Step 1 List/Print Transfer

e Click List/Print Transfer

e Check Transfer(s) you want to print or
Check All

e Check box if you want the transfer by
Category or to Include Zero Quantities

e C(Click Print

Add/Review Transfer
List/Print Transfer

3 List/Print Transfer

Inventory
Inquiry

Tranzactions

Physical
Inventary

‘Warehouse Transfer

Trs Site Out of Site Into Tri Date | Printed | Status

Feports 00017 003 Distict Warsho 001 Middle & High £ 12/3/03 Mot Printe Mot Completed

Purchazing

Warehouse

[ Check Al

[~ Order by Categaory

[ Include Zero Quantities IR Caireed

entory  Reporks  Bidding  Purchasing  Warehouse Misc  Tools  Help

J 2of 2 Zoom: |100% - Export to POF

Page 2 Inventory Pull Sheet

TR #5 week beginning 11.23.039
TR¥ Date: Movember 23,2009

Transfer Out: 003-District Warehouse

Transfer [n:  005-Short Stop Blernentary

otatus: Transfer in Progress

Inw # Frod # De scription ity Unit
00018036 | 4454 EREAD M= D-GRAIN 10| Loaf
00018259 777760 EMGLISH MUFFINS 20 [Case (Bpka)
00018350 |B578 HAMBURGER BUNS 15 | Pky (30ct)
oooooyat |&8777 HOTDOG BUNS 20 [Pkyg (12ct)
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Section 13: Warehouse (Site Manager) Print Transfer Worksheets

Print Transfer Worksheets

o Transfer worksheets can be printed to hand-fill and then send to the warehouse. Enter the requested
items into the system under RECURRING TRANSFERS & WORKSHEETS

e Select PRINT RECURRING TRANSFERS & WORKSHEETS

e Click an “order by” option

e Click NEXT

e Double Click a School Site or CHECK ALL

e Click NEXT

e Double Click a Worksheet (worksheets are entered at the Administrator level)
e Click PREVIEW

30 Print Transfer Worksheets

Fder by Select Sites
----- Generic 1 Print Transfer Worksheets
001 Middle & High Schoal
002  BestHigh School Select Orders Workshests

003 District \Warehouse g - Alltemns

004  Leader Elementary 00004 Short Stop Elementary Bread Order
Short Stop Elementary
006 Central dwe. High School
007 Hill Top Elementarny

008 Central Kitchen

{* tem Description

" Item Murmber

" Wendar

[ Include Bar Code

oOooEOOOOo0O

LCancel

[ Check &l

LCancel < Back ]

Lancel < Back | | Preview
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Section 13: Warehouse (Site Manager) Recurring Warehouse Transfers

Recurring Warehouse Transfer e e
Add/Review Transfers Inventory
. . . . . . Tranzactions List/Print Transfers IanirY
Add in any recurring list of items to transfer. This will save . Print Delivery Route Sheats €
valuable time in ordering because it keeps you from having 24w, Post Transfers =
to manually type the list of transfer items each time you Print Recurring Transfers & Worksheets
. gt Warehouse Committed Report =
need something from the warehouse.  — Search for Ttem in Transfers i
Purchasing
CAUTION: This list will be visible by all users, S0 be Very waenouse &
descriptive in your naming convention. For example, if the m :

transfer is specific to just your school site, use your school
name in the description so that others don’t get confused. |G ———_"—=—=—-——"

Description

e Click on RECURRING TRANSFERS & WORK-

00003 Bre Irder: All Eler ols
SHEETS 00005 PRODUCE ORDER: All Sites
. 00002 Weekly Grocery OrderShort Stop Elem
e Click ADD =4 i 3

o Enter a description for transfer (ex: Daily Breakfast
Transfer: ABC School)

e Select the item(s) for the recurring transfer (even if the
item isn’t ordered every time.)

e Click SAVE

e Click CLOSE

< Add

Bemaove

Clase

Modifying a Recurring Transfer Format
e To modify a recurring transfer format, highlight the for-

¥ Recurring Warehouse Transfer

mat you want to edit wiorkshest Num 00005
o Cth on MODIFY Warehouse Transfer |Snack Program: All Sitez
o Make the necessary changes
. Irventomy # Description Ky
 Click SAVE 00000011 Apple Bites.1.5 oz Indiv PC -
e Click CLOSE 00000013 Pineapple Sticks, Indiv 1oz bags

Qo00o0os Trail Mix, Indiv 1oz Bag
Q0000014 Crackers,Fish, Indiv. .50z Bag
Q000000s Cookie, 0 atmeal Raisin Bite,|ndiv.

Create a Transfer using Recurring Transfer: 00000007 || Oookie Vel w/afe nd Pack
¢ Click ADD/REVIEW TRANSFER 00005200 ORANGES.FRESH
. Clle ADD NEW Q0003040 BakANAS ht
« Click RECURRING ITEMS =
o Select the Transfer Option by highlighting it Save Close
+ Click on SELECT
o Enter the quantities for each item B tow [ S [ Pessiglens
¢ You may modify the Transfer by adding or s
removing items and changing quantities Recee o e 101 M figh St . Desipn

L] Cllck SAVE Transter outaf Site # | 003 - District Warehouse v
Transfer Date | 12/8/200¢ =

The amount already
committed by the
warehouse is viewable
as well as the amount
available.

Irwertory & Vndltem | Description Quantiy Unit A
00000711 111666 ¢ BEEF GROUND 80/20 4 Case [364)

(oooom1 - 8324 Apple Bites,1.5 oz Indiv PC 2 CasefA0/1.5 0z Pack

(000om3 - 54864 Pineapple Sticks, Indiv 10z bags 1 Casef150A1 ozBag

(0000008 Oatmeal Bt Cackie,Datmeal Raisin Bite, Ind. 2 Case/250A 0zFC

00003200 8509 (RANGES FRESH 1 Case 130t

On Hand: 257 [Case [480ct]]
> Committed: 21 [Caze [480ct]]
Available: 236 [Case [480ct]]

On Order: 0.00 [Casze [480ct])
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Section 13: Warehouse (Site Manager) Search for Item in Warehouse Transfer

For quick visibility of specific items that have been

Items

requested to be transferred or that are already in the p——— Add/Review Transfers Inventory
: ranzactionz i i I i
process of being transferred from the Warehouse, use | ™= BT VO nauiry
“S h f It . W h T for” D— Print Delivery Route Sheets
earch for Item in Warehouse Transfer”. Py S
—

Print Recurring Transfers & Worksheets

Reparts -
Step 1 Find the Transfer < Search for Item in Transfers >

Purchasing

o Click the WAREHOUSE TAB o
e Click SEARCH FOR ITEM IN WAREHOUSE m
TRANSFER
8 Search for Item in Warehouse Transfers (5]

Step 2 Select a Site and a Date

W arehouse Transfemred From:

e Select the location you are transferring out of
and then select a date range you would like to
search in.

Transfer Date Range:

Start Date; | 4/342010 =|  Erdpate; | 4/372011 =

Step 3 Find the Item

LCancel Mext » |

o Type the first few letters of the item you want to

. . ﬁ‘ Search faor Iern in Warehouse Transfers @
find or the item number in the Yellow field
. Apple Juice, canned gts EY
e Click SEARCH or PRESS ENTER 00000251 Apple School113 ct FRUIT
3 3 3 3 00001203 Apple Turnover-Cutie Pie, Whale Grain brkf
° nghhght the correct item fr0m the hSt 00001333 Apples, Cnd, Sliced, 'water Pkd fruit
e Click Search at the bottom or Press ENTER 00000253 Applesauice fuit

Step 4 View or Print

e A report showing the item, site receiving the item, [ Cantairing Test Search by Code or # Search
the amount being transferred and the status is
available for viewing or printing. Cancel cBack | semch |
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Section 13: Warehouse (Site Manager) Warehouse Committed Re

Items that the Warehouse has committed to transfer are also available on a report

Step 1 Choose the order of the report

|

alphabetical or numerical

e Click NEXT

o Type in the appropriate ranges for the order of the it
report you wanted. (i.e., alpha range, numeric
range, categories to include)

e Click NEXT

Purchasing

|

Items E
— Add/Review Transfers Inventory
° Chck WAREHOUSE TAB Transactions List/Print Transfers Inquiry =
« Click WAREHOUSE COMMITTED Togen | ot Dellvery Raute Shect -
Inventory ost Transfers
REPORTS . | Print Re ng Transfers & Worksheets

e Choose whether to print the report by category, Repons Warchouse Committed Report =]
&

&

@' Warehowse Committed Repaorts

Items Comnmitted From: Items to Include

v ALL
|EIDS - Diistrict Warehouse j
™ Commodity ltems Only

Tramzfer Date Range: = Purchased Items Only

Stat Date: [E/ 172011 " Shortages Only
EndDate: | 4/3/2011  «
Drder By: L Include Transfers Submitted for
{+ ltem Description Approval but Not et Approved
" Item Mumber

" Item Categary

Lancel Preview

Step 2 Choose the contents of the Report

e Choose whether to include ALL items, Commodity Only, or Purchased Only. Choose the site the
items have been committed FROM.
e Click PREVIEW
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Section 14: Bidding

Add Bidding Document Inventory

Tranzactions Modify/Review Bidding Document Inquiry
List/Print Bidding Document
ﬁ:ﬁi‘fﬂ Receive/Modify Vendor Bid

Bidding Worksheet
Reports Bid Ranking
Bid Ranking Lists
Bid Award Notifications Lists
Bid Award
Purchazing

Warehouss m

Bidding

BIDDING

Before adding a bidding document to the Perpetual Inventory program, information MUST be
entered under Bid Spec tab ( Items, Modify/Review, select item, click on Bid Spec tab) . Fill
in any Product Specification, Purchase unit, etc.
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Section 14: Bidding

Add Bidding Document

When adding in a bid document, it is NOT vendor specific — the document will be created and then sent to
each vendor you want to bid on the items.

e Description — name the bid document (ex:Paper Bid Sept 2010-July 2010)

e Bid Date — enter beginning and ending dates for the document. These dates reflect the first day the cost
will go into effect (after bid award) and the last day awarded bids are good

e Items — select the item(s) to be included in the document by double-clicking on them. A checkmark will
appear in front of the item. If all items will be included in this document, click CHECK ALL. After
selecting an item, make sure the purchase unit is there, and enter the estimated quantity in the last column

e When completed click SAVE

e Click CLOSE

I Mo dify/Review Bidding Document
Cloze E Save [Fg Duplicate . Delete

Do Hum ||:||:||:|'| BeginDate | £ /172010

Desc |F'aperBi|:| End Date | 7 /3142011 =

[terns

[tern 8 [tern Descriptian Cateqany Purchaze Unit | Estimate QTY |~
O kel Apples, Cnd, Sliced, Wwater Pled JiE Caze/B/4810 1]
] Q0000253 Applesauce, canned fruit Caze/B/4810 1]
O 00000008 Baking soda misc 2418 0
O 00oooon4 BEEF.GROUMD B0% LM MEAT MEATS Caze 50,/ 30z ]
O 000ooo0s BEEF.GROUMD B85% LM MEAT MEATS 494 rall ]
O 000003068 Bread, Sandwich white qrain Loaf/24nz ]
U 00000008 CAMDIES SEMISWEET CHOC  dess Bag Boz 1]
[l 00000104 Carrots, fresh WED Caze 4/548 ]
[l 00001345 Cheese Blend american dairy Caze/4/108 0 =

Order by Search for

B Lz i " ltem$ ¢ Deszcrption ¢ Categaory Search |
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Section 14: Bidding

Modify/Review Bidding Document

Use the Modify/Review Bidding Document feature to view or modify each bid document created

e Click MODIFY/REVIEW BIDDING DOCUMENT

e Select the Bidding Document by clicking on it, and click OPEN

e Preview the document by Item #, Description, or Category, make any necessary modifications
e Click SAVE

e Click CLOSE

= Modify/Review Bidding Document
Close (& Open

Doz Mur Description Beqin Date End D ate

0ot Dairy Bid 2006-2007 3/19/2005 8/13/2006

3 Modify/Review Bidding Document

Close [ Save Bg Duplicate X Delete

| Doc Mum IUUU2 Begin Date I 4741 /20C v|
Cesc IPapeannds 2010-2011 End Date I 7/A31201 vl

A - ltems
| Item # | Item Description | Categary | Purchase Unit | Estimate QTY |~
[ 00000043 CUPSSTYROFOAM [160z] PAFER Case Blsleeves o
o [ 00000050 CUPS.STYROFOAM [16az] PAPER Caze Blsleeves 1]
[ 000000Z1 CUPS.STYROFOAM [160z] FAPER Case Slsleeves 1]
[] 00000052 CUPS.STYROFOAM [160z] FAFER Case Glsleeves ]
f [] 00000053 CUPS.STYROFOAM [160z] FAFER Case Glsleeves ]
[0 DOO0o0SS CUPS,STYROFOAM [160z] PAPER Caze Blsleeves o
00900001 CUPS STYROFOAM [160z] FAPER Caze Blsleeves 1200.0
4 00900004 SARSM WRAP FAFER ROLL St 280.0
00900007 ALUMINUM FOIL FAFER CASE (B ROLLS. 288.0 »
Order by Search for
I | il AL " ltem# " Descrption f* Category || Search |
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Section 14: Bidding

There are 2 options for sending a bid document to a vendor — print out the document(s) and mail or fax
to each vendor, or create an electronic file to e-mail to each vendor. We will provide a program to the
vendor free of charge allowing them to download and enter information for each item they would like
to bid on.

Option 1

List/Print Bidding Document
You may print the Bid Document to mail or fax to a vendor, or to keep a hard copy for your records.

e Click LIST/PRINT BIDDING DOCUMENT

e Select the Bidding Document you would like to print

e Click NEXT

e Select how you would like the bid document sorted Alphabetically, Numerically or by Category
e Click PREVIEW

e Click PRINT

The document can also be emailed or saved via the “Export to PDF” option at the top of the page.

}.f Blddll'lg Document Print I-I Bidding Document Print

Select the bidding document Sort by

Doc Mum | Description
nooz Paper G 0-2011
nom Dairy Bid 2006-2007

i« Alphabetical
" Mumerical

" Category [

Inchude Wendor Number
O

[~ Esport Electronic Bid Files

|~ Larger Product Spec Column

Cancel | Mext > | | LCancel < Back | | Breview
LunchByte Systems
Document 0002
Page 1 Paper Goods 2010-2011 Apr 13,2010
4/1/2010 thru 7/31/2011

Cat. Item D escription Estimate Quote Per
ltem # Brand/Product # Product Spec Purchaze Unit Qty Purchase Unit Total Changes/Notes
PAPER CASE (B

ALUMINUKN FOIL Heavy Duty, wiserrated edge ROLLS, 500 288
00200007 )

1

PAPER CUPS,STYROFOAM (180z) 4mm styro 100 cups per Case 1200
00900001 | 3221 slesve S0slesves
PAPER . Heavy Duty, Anti-Cling, c . .
00900004 SARAN WRAP sermated edge ROLL 501 280 Purchase Unit has changed!
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Section 14: Bidding

Option I (cont’d.)

Receive/Modify Vendor Bid
When you receive bid information from a vendor(s), enter the information for the bid .

e Click RECEIVE/MODIFY VENDOR BID

e Select the Bid Document using the down arrow

o Select the Vendor using the down arrow

e Click ENTER BID

o For each item this vendor has bid on, double click on that item and enter the information

e Click SAVE

e Repeat for each item this vendor has bid on

e When finished with the entry for this vendor click CLOSE or PRINT

o Follow the steps above for the same Bid Document selecting the next Vendor that has sent you a bid

3 Receive Bidding Document

Cancel

Document Mumber |DDDE - Paper Good: 201 Eﬂ 4

Enter Bid

Wendor |55

uting Cormpanid

1 Receive Bidding Document
Close & Print & Import Bid &) Clear

Document Number: 0002 - Paper Goods 2010-2011
Vendor: ABC Distributing Company

Item # Item Description Cat: Total

Estimate | Quote per
egory | Purchase Unit arY | Purch Urit

A FOIL 6 AOLLE 835680
00300001 ROFCAM [160z] GOsleeves 2900 10880.000
00300004 SARAN WRAP PAPER  ROLL 501t 0.800 224,000

1 Receive Bid Document Print

[ Itemz with no bid only

Sort by

(s Alphabetical

Orderby  © ltem#  © Description ¢ Category  Search for Search

" Mumerical Preview

" Category

LCancel

LunchByte Systems

Receive Bid Document: 0002
Page 1 Paper Goods 2010-2011 Apr 13, 2010
Vendor: ABC Distributing Company

E stimate Quote Per

Cat. ltem # Vend # Item Dezcription (Brand/P roduct #) Purchaze Unit Qty Purch Unit Total Changes/ Notes Product Spec
CASE (6 Heavy Duty,
PAPER | 00500007 ALUMINUKN FOIL ROLLS, 500 288 3.1100 89568 wizemated
FT} edge
3z
PAPER | 00800001 | css 100 | GUPSSTYROFOAM (180z) Case 1200 £.9000 10680.00 4mm styro
(3221) S0zlecves 100 cups per
sleeve
A Heavy Duty,
\
PAPER | 00500004 SW 50 (Séc\:r':nw,.;.‘::'{@ ROLL 501 280 0.2000 224.00 Anti-Cling,
wmEp) semated edge
‘ 11799.63‘ | ‘
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Section 14: Bidding

Option 2: Using the Vendor Bid Program

You MUST have the information entered in the Bid Spec tab of each item you are including in the bid
document. You can verify this by going to ltems, Modify/Review, open the item and review the Bid Spec
tab for purchase unit, production specifications, etc. Refer to page 20.

List/Print Bidding Document
This feature provides the ability to print out the bid document and/or create a file to be e-mailed to each
vendor

e Click LIST/PRINT BIDDING DOCUMENT

e Select the Bid Document

e Click NEXT

e Select how you would like the Bid Document sorted Alphabetically, Numerically or by Category
o Select Export Electronic Bid Files

e Click PREVIEW

e Document files will automatically save to C:\Program Files\NUTRIKIDS Inventory

e A file is created for EACH vendor using an abbreviated vendor name

o Attach these files to the corresponding vendors e-mail

Please have the vendor call 800-724-9853 for assistance downloading the program from our web site
and bringing the file into the program

34 Bidding Document Print i Bidding Document Print
Select the bidding document Sort by
Doc Mum | Description = Alphabetical
ooz Paper Goods 2010-2011 ;
0001 Dairy Bid 2006-2007 " Mumerical

" Category [

Include Wendor Murnber

| =l
[~ Ewpart Electronic Bid Files
[~ Larger Product Spec Column
Cancel LCancel Preview |
& Nutrikids Inventory O] x|
File Edit View **| <=Back = = - | ‘Qisearch [YFolders o4 | s 2 K ) | Ex~ ﬁ
Address | C\Program Files\MNutrikids Inventory j 6o
1 | a | pame ¢ | size | Type | Modified -
I-D I—i Dockum 0001 &BC bid lisks,.nbd 7OKE MED File 5/10/2004 2:47 PM
e - Dockurm 0001 MUR bid lists.nbd 7OKE MED File 5/10/2004 Z:47 PM
NutriKids Inventory Dochum 0001 PRO bid lists.nbd FOKE MED File 5/10/2004 2:47 PM _
DR i
|32 object(s) + 24 .8 MB W My Computer v
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Section 14: Bidding

Option 2 (cont’d.)

Receive/Modify Vendor Bid (using Vendor Bid Program)

You should have a file from each vendor that is bidding on this document received either by e-mail or

on disk.

e Click RECEIVE/MODIFY VENDOR BID
e Select the Bid Document

e Select the Vendor

¢ Click ENTER BID

¢ Click IMPORT BID

e At “Look In”, click on the down arrow and select the location of the file ( D: drive, desktop,etc.)
Follow the steps above to bring in each vendor bid for this document
e When complete, continue with the instructions for Bidding Worksheet on the following page to

complete the bid process and award the bid.

I Receive Bidding Document

/_V_I)Cﬂﬁ"

21

Iy

File name: J4BC rkd

KINEN

Files of type: I tikd files

I Dpen as read-only

Open I
Cancel |

2

#1 Receive Bidding Documant

Close & Print

Document Number: 0002 - Paper Goods 2010-2011
Vendor: ABC Distributing Company

.a Clear

Total

Item & Item Description EE"?atE Quote per

Categary | Purchase Unit Purch. Uni

ROLL| 250 310

NUM FOIL

00300001 CUPSSTYROFOAM [1Bozl  PAPER  Case S0sleeves 1200 8300
00300004 SARAN WRAP

10820.000
FAPER  ROLL S0ft 280 0.800 224.000

Oriderby € ltem# @ Descrption  Category  Search far Seaich

Close & Print 25 Import Bid ] Clear

Document Number: 0002 - Paper Goods 2010-2011
Yendor: ABC Distributing Company

Estimate | Quote per
Category | Puichase Unit QT Putch, Unit Total

F ROLLe 288 3110
PAPER Case SDsleeves 1200 5900 10680.000
PAPER  ROLL 50R 280 0600 224000

ltem # |tem Description

00300004 SARAN WRAP

Orderby € ltem# @& Description  Category  Search for Search

LunchByte Systems, Inc.

Page 118

1.800.724.9853



Section 14: Bidding

Bidding Worksheet

You may Preview or Print Bidding Worksheets alphabetically, numerically or by category. This
worksheet shows Vendor, Item Description, Purchase unit, Bid Cost by Purchase Unit and Stock Unit for
each vendor that has bid on item in the Bid Document

e Click BIDDING WORKSHEET

e Select the Bid Document worksheet using the down arrow
e Click PREVIEW

e Click PRINT

14 Bidding Worksheet X

Document Murmber

o Alphabetical

" Mumerical .
Preview

" Cateqgary 4

LCancel

LunchByte Systems
Bidding Worksheet 0002

Page 1 Paper Goods 2010-2011 Apr 13, 2010
ltem # D escription Brand / Product Reguested
Vendor Vend ltem# Vendor Bid Purchase Unit Bid S/ Price Changes/Notes
00900007 | ALURMINUM FOIL Heavy Duty, wiserrated edge
ABC CASE (8

ROLLS, 500 31 0.518

FT})
00300001 | CUPS,STYROFOAM (160z) 3221 4mm styro 100 cups per sleeve
ABC C53100 32 Casze 8.90 0178

Shslesves . :
00900004 | SARAN WRAP Heavy Duty, Anti-Cling, sermated

edge

ABC SW 50 Saran Wrap ROLL 50f 0.80 0.800
*- Ranked by auto rank.

LunchByte Systems, Inc. Page 119 1.800.724.9853



Section 14: Bidding

Bid Ranking

Bid ranking allows for the choice of how to rank the bids received by vendor. Bid Ranking includes an
Autorank feature as well as Line by Line ranking.

Autorank — After receiving in all vendor bids for the document, you can “autorank” them. This feature
will award the bid to lowest cost vendor and they will become Vendor #1 for that item. The next lowest
cost will become Vendor 2, etc.

e Select BID RANKING

e Select the Bid Document to rank

e Click OPEN

e Select Autorank in upper right hand corner
e Click CLOSE

Doc Mum 0002 Desc |Paper Goods 200 0-2011 Auto Rank |

Itern # Itermn Drescription Cateqgory Purchase Unit

CAS ILLS
CUPS . STYROFOAM [160z) Case Sl:leeves

00300004 SARAN WRAP ROLL 501t

E stimate: Gty

Orderby ¢ llem# (& Desciption " Category Seamhlnrl Seach

Open

Cloze |

Line by Line Ranking — Offers the ability to compare the vendor bids for each item and rank them
individually. By 1st, 2nd, 3rd, etc.

e Select BID RANKING

e Select the Bid Document to rank

e Click OPEN

e Double-click on each item to open it and enter the appropriate number 1, 2 or 3 in the rank
column with 1 being the lowest cost vendor, or the vendor you want to make Vendor 1 for that
item

e Click SAVE for each item

L Bid Ranking SN[SI[ES 3 Bid Ranking
000z Faper Goods 2010-2011 Motes
pectim R _tuoRark | DosNum [1002 Deso [Paper Geeds 20102011
Itern Description
ALUMINUM FOIL 3 Item |UUBDUUDW Desc |EUP5,5WHDFDAM [16az)
CUPS STYROFOAM [16az] .
00900004 SARAN WRAP Stock Unit |SLEEVE/SDAE D2
[Wendor |Wendar Bid | Stock per P.U.| Purchase Unit | BidPrice|  Unit Price| Rank |

ABC 3221 50 Case Alsleeves 8.900 01781

Oiderby ¢ ltem# ¢ Description (" Categoy Searchfnrl Search
oo | T
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Section 14: Bidding

Bid Ranking List

Print list of items on document with vendor information, showing rank of each vendors bid

e Click BID RANKING LIST

e Select the Bid Document by using the down arrow

e Select how you want to sort the document Alphabetically, Numerically or Categorically
e You may also select the rank, or select ALL

e Click PREVIEW

e Click PRINT

31 Bid Ranking Lists

Docurment Mumber

o Alphabetical

" Murnerical
(" Categony
Rank .
Preview
Include Rank | ALL -
Cancel
||
LunchByte Systems
Bid Ranking Lists 0002

Page 1 Paper Goods 2010-2011 Apr 13, 2010
ltem # D escription Brand / Product Requested
Vendor Wend ltem# Vendor Bid Purchaze Unit Bid S/ Price ChangesiMotes
00900007 [ALUNMINUM FOIL Heavy Duty, wiserrated edge:
ABC CASE (8

ROLLS, 500 N 0518 1

FT})
0000001 | CUPS,STYROFOAM (160z) 3221 4mm styro 100 cups per sleeve
ABC CS5100 3221 Case 390 0178 | 1

Shsleeves i i
00900004 | SARAN WRAP Heavy Duty, Anti-Cling, semated

edge

ARC SW 50 Saran Wrap ROLL 50f 0.80 0.800
* - Ranked by auto rank.
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Section 14: Bidding

Bid Award

Awarding the bid will save all ranked item information to that item in the corresponding Vendor tab

Select BID AWARD

Select the Bid Document by using the down arrow
Click AWARD

A list will appear showing each item awarded (on this bid document) with vendor information
Click on PRINT

-l Bid Award

Search for the two loweszt bidders and save the
yendor information into the inventory items.

= s = 002 - Faper Goods 201 0-207 1

Buward Cancel
LunchByte Systems
Page 1 Award Apr 13, 2010
0002 - Paper Goods 2010-2011
“endor One “endor Two “endor Three
tem Mum Descrption Vendor Produd Wum  Vendor  ProductMum  Vendor  Product Num
[ oosoooo?  JALUWINUW FOIL [ ABC ] | | | | |
[ o0%00001  [CUPS,STYROFOQAM (160z) [ ABC ] css100] [ [ [ |
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Section 14: Bidding

Bid Award Notification List

Print out a list of items awarded to each vendor for your records or to send to the vendor(s) to reflect
the items awarded to them

e Click on BID AWARD NOTIFICATION LIST
e Select the Bid Document
e Click PREVIEW

e Click PRINT
3 Bid Award Notifications Lists
Select the bidding dacument
anoz Paper
Sort by
o+ Alphabetical
 Numerical
Preview
" Categomy
LCancel
LunchByte Systems
Page 1 Award List Apr 13, 2010

ABC - ABC Distributing Company
0002-Paper Goods 2010-2011 4110 thru 7/31/11

E=tim ate
ltem # Description Wendor Bid Purchase Unit Oty Bid S/U Price Total
00500007 | ALUMINUM FOIL CASE (8 ROLLS, 288 3 0518 895.68
500 FT)
00500001 | CUPS STYROFOAM (1802} CSS 100 3221 Caze Shsleeves 1200 2.90 0178 10880.00
Grand Total 11575.68

LunchByte Systems, Inc. Page 123 1.800.724.9853




Section 15: Year End

PERPETUAL INVENTORY YEAR END PROCEDURE

¥ About NUTRIKIDS Inventory ]|

You must be on Version 2.1.7 or higher! NUTRKDS kertory

e In the top tool bar click HELP :

e Click ABOUT NUTRIKIDS INVENTORY

e Verify that your version number is 2.1.7 or ABOVE , if it is not,
contact LunchByte Systems at 1.800.724.9853 to update

iade by
d you

unchByte Systems. Inc. with ts principal offices local

This Agreem
New York 1462

he

ts contained in this par e
and pemitted copies thereof. This license covers

rogram Produ
& PROTECTION OF PROGRAM PRODUCTS: T
ignated 25 the Custamer's shinping address.
i hine-readable for

. pracess al or
+in any machine == man any single computer system [ Systemt). A separate |
-

>

1851 010 Lt S
After updating print out any report(s) needed for each |
site
You must make a backup of your data!
e In the top tool bar click TOOLS
e Click BACKUP/RESTORE DATA —
e Click NEXT FocueCanral [ 1 o
e Select BACKUP THE DATA Rlesst Nul | Resel FifaInventary |
e Browse to the location you would like save the backup file to yrcherize 08
e Click BACKUP et |
e Click YES to test the Backu |
e At “Backup Successful” click OK |
Perform the Year End function o | oo
e In the top tool bar click TOOLS
e Click OPTIONS 3 Year End

e Select the RESET tab
e Click YEAR END

Click on “ear End' to start the process.

v Save Unposted Transactions
v Save Unposted PO

[v Save Unposted WT Cancel

This will save a backup file of Perpetual Inventory history and date it for the day you created it.
The Year End process will remove the history of each item (transfers, receipts, withdrawals, etc) —
and start the new school year with the current quantity on hand and the value.

Year End process will make a backup of the cument 0k,
data and label it "Wy vear End 07_21_2010.dat' and -
purge all history. Y'our current quantity on hand and

: : ; Cancel
current value will be your new starting point.

If you are abzolutely sure that you do not need to print
any reports o keep histony of cument inventony itemsz,
pleaze type the words ear End' then click on "0k to
start the Year End process.
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