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Manager's Daily Guide
TRAKIIE]

PCS
YOU CAN COUNT ON US!
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IRAKL'Jm Introduction

TRITION ON THE WEB!

This Manager's Daily Guide has been developed to help perform day - to - day Inventory and Production
functions using TrakNOW from PCS.

The Daily Routine will include:

Production Planning - This is where forecasting for accurate production begins.

Ordering - Creating Orders to fill the Menu requirements. TrakNOW offers several methods of creating orders.
The district will decide as to what is the best method.

Receiving - As items are delivered they must be received in order to maintain an accurate inventory.

Posting Daily Production - The Planned Production must be posted in order to provide a record of item usage.
Posting provides important Planned vs Actual information that is used in future planning.

Pick, Break and Spoil - Recording of items Picked for Production, Breakage, and Spoilage, will maintain an
accurate inventory that contributes to a profitable operation.

Physical Inventory - A periodic Physical count of Inventory will ensure the perpetual inventory is accurate.
TrakNOW provides tools to easily prepare for and report on a Physical Inventory.

Production
Planning

Physical
Inventory

Cafeteria
Manager
Posting ’
Daily Receiving

Production

Bick Break)
Spoil
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IRAKmmm Introduction

.
General Information

General Information

A red asterisk * next to a field name indicates a required field.

Clicking the Paper Icon “Apply”, 1 will open a window containing all records that begin with the letter
searched for.

Clicking the Magnified Glass Icon “Find”, = will open a window containing all records.

&

Clicking the Eraser Icon “Clear”, will delete a search value from a field.

The following main icons repeat throughout the system:

e4 Logout | #, | &% Refresh | [T Shortcuts R | @) Help H
Icon Description

_ Exit the System

eh3 Logout |

o Home Navigation

-~ Refresh Screen

i Refresh

o Navigate via Search

/) Sh Navigate via shortcut list to other windows in the system. The list appears

| Lanorcuis on the left side of the screen.
| About: Lists version of system in use
Hel

[ @‘J =L ! Help: TrakNOW Manual

i=| About

E Help

© 2010 PCS Revenue Control Systems, Inc. 4



Introduction

General Information

TRAK[EI

NUTRITION ON THE WEB!

The following icon bar repeats throughout the system:

@ Close New [# Edit [d View ki) Delete iy copy| & | @ |V L | &
Icon Description
4 Close Close Window and Back one Screen
' New Start New Entity (i.e. new site, new recipes, etc.)
2 Edit Edit Highlighted Document
View View Highlighted Document, data will not be editable
L] Delete Delete Highlighted Document
Copy Copy Highlighted Document
I."_;'] Print Screen
F Refresh Screen
—I; Filter the List
— Clear Filter
i Organize (Hide, Add or Move) List Columns
5 © 2010 PCS Revenue Control Systems, Inc.



IRAK Introduction

Logging In

Logging In

This screen is accessed by clicking on the TRAKNOW icon located on the desktop.

1. Click the “TrakNOW" icon to enter the software.

~ TRAKINIEII]

NUTRITION ON THE WEB!

— User Login

4

2. Enter the User Name and Password provided by the district system support personnel.

© 2010 PCS Revenue Control Systems, Inc. 6
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Logging In
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IRAK Production Planning

This section will demonstrate how to add a menu, edit a menu and forecast meals for daily production.

E < Logout | % | G Refresh | {7 Shortcuts | £ ) @en B TRAKLIE]

Home~ [

120 Organize Favorites... | 7 Load default favorites...

Daily Activities

Site Production Document Physical Inventory  Pick Break Spoil Stock Adjustment
Manager

.
p% Recipes & Items
B ¢ &

&
&
nd

Recipes ltems ltem Views
h% Reports
= = = =
o o o A
Inventory On-Hand Inventory Valuation Historical Production
Production Usage Records
Per ltem

1. Click on “Site Production” on the Home Page (the Home Page may look slightly different, as each district can
customize the Home Page favorites).

© 2010 PCS Revenue Control Systems, Inc. 8



Production Planning TRAKmmm

NUTRITION ON THE WEB!

r

#| Site Production Criteria -- Webpage Dialog ﬁ

Site Production Criteria

From Date 01/04/2010 E[=]
To Date  |03/01/2010 E[=]

% Apply || 9 Close

2. Enter the specified date range to plan for the upcoming production for the next cycle/ordering period.
3. Click “Apply” to enter the production menu.

Site Production ~ a
4= Close | [# Edit Criteria 4 Bulk Changes| [ Save Day | & Nutrition Report
& calendar
January/2010 “ Production Day
Sun [Mon [ Tue [Wed[ Thu| Fri [ Sat
Production Info For Day : 01/04/2010
Adults /
: 3 . ‘ : 2 Type Item Name Codesy Senving Serving Type g:::::; 2 laicarte ::)at::md
- A e CNCode Size L n Planned .
Servings E Servings
1 1l 1 13 14 15 1§ Servings -
v | ¥ v Breakfast / Second. Break. Wed Wk 2 / Grades 6-12 (Breakfast) /Serving location: Internal / 85 (# Of Servings) /Open
Es s L1 = A oo = [@ [# @ _Production Record
v
> = a— = PR @ Item  Brk Pizza - Sausage 8901142 1.00 Each (3 0z)(1.00-85.05g) 80 0 80
@ Item  Peaches, Diced, light syrup 442269 1:002500R#8 (Breakfast)(1.00- 20 0 20
;] 125.21g)
Pattern Juice, 4 oz J3 1.00 Each( 1.00-113.40g) 50 0 50
Pattern Bagels B1 1.00 Each( 1.00-113.40g) 35 0 35
February/2010
Sun [Mon| Tue |Wed| Thu| Fri | Sat Pattern Cereal, Assorted c3 1.00 Each( 1.00- 24.33g) 30 0 30
22 4 = ¢ @ Recipe Toast J-16 1.00 Slice(1.00-30.05g) 12 0 12
A BT Pattern Milk M1 1.00 Each( 1.00-226.80g) 86 0 86
Ul [SUAR BRI R I @ Item Cheese Cream Cups 10z 8701740 1.00 Each (1 0z)(1.00-28.35g) 35 0 35
41516 17 18 13 20 @ Item Jelly, Apple-Grape 4780576 1.00 Tablespoon(1.00-20.00g) 12 0 12
51 5 i 3 ¢ Lunch / HS Klein Line Wed Wk 2 / Grade 6-12 (lunch) /Serving location: Internal / 200 (# Of Servings) /Open
= [@ [# @& Production Record

4. Click on the planned production date. The box with the check mark will highlight in yellow and the menu(s) for
that day will appear on the right hand side of the screen.

9 © 2010 PCS Revenue Control Systems, Inc.



IRAKmmm Production Planning

Editing Menus for Production Planning

Editing Menus for Production Planning

4= Close | [/ Edit Criteria | [ Save Day | & Nutrition Report
4 calendar

January/2010 =

I Production Day
Sun Mon Tue Wed Thu = —

Production Info For Day : 01/06/2010 . S
| Student | Adults /|

= = | Total
= a3 Type |Item Name "VING| gerving Type Planned 212 €€ | pionned
i x|~ e | Servings Elanied Servings |
10 11 12 13 14 15 16 | || S | | I i - Serviays | =
v | = i Breakfast / Second. Break. Fri Wk 2 / Grades 6-12 (Breakfast) /Serving location: Internal / 80 (# Of Servings) /Open ‘_E
1819 20 =21 =2 =23 2 @ I@ Production Record ]
v ‘ i 5
. - &) Recipe Scrambled Eggs g 1.gg 58rving (4 x 5 cb)(1.00 20 0 20
24 25| 26| 27 28 29 30 = e - a

Menu - Webpage Dialog

e & http/fpcstraknow.com/Kleintesting/TerplatesServer/Sc reenEntity/ScreenEntityPage. aspaPET=RecipeMenu&TT=Single &0 =2 &L D =3488244:51d=1262795254787 &UITH=hlue hd

MNatme: Second. Break. Fri Wk 2

Menu Planning | Food Based |

General Details

7 5 e Metya Nome Second. Break. FriWk 3 - Wenu Code SEV/2DS . Meal Type Name Breakfast
14 15 16 17| 18 19 20 Planned # of Servings - Serving Location N -l:lr'jﬂ(‘% pilnlarnamntema\

Age Group Grades £-12 {Breakfast) e
2 22 23 24 25 26 27

Add Menu tem ttem - tem/Recipe/Pattern
2e Inactive [

1. Click on “Edit”, |¢_H to enter the Menu Planning section of the production record.

liame: Second. Break. Fri Whk 2 Code: SEW2D5

Menu Planning | Food Based

General Details -1

Menu Name Second. Break. Frivik 2 Menu Code SBYW2D5 Meal Type Name Breakfast
Pamedzorsevngs [0 | sevngLocaton Wl B[] ftemalrmtema

Age Group Grades 8-1 2‘ (Breakfast) -
Add Menu ftem ftem - tem/Recipe/Pattern
Inactive 3

m

- T —1c
Serving Size l:l Serving Type | ———--————mmmmm e = | = Planned Servings l:l | \__3 Add |

ttem =alr=alp Portion Serving Left Over i Al
R m—1 ] e E— Jemom [ [

& [ETEE TR ) 0T T — -

Menu ltems (** = A CN Database Serving Type}
I | ‘Name |Type |Cude hdenu ftem type |SErw o |Serving Type ‘Sluderrl P\...‘Adun fal.. |TDIa\ P\an...|LeﬂUvers Added ‘ i
ﬁ & Scrambled Egos Recipe J-1 1.00 Serving (4 x 5 cuty( 1.00- 52.55q} 20 i} 20 o
ﬁ J:, Sausage Patty ttem 8822447 1.00 . Each (1.025 oz)( 1.C0- 28.08q) 20 o] 20 o
ﬁ 3 Pears, Sliced, light syrup ftem 480038 1.00 Scoop#s (Breakfasti 1.00-121.5... o 0 o o
ﬁ Q, Pears. Diced. light syrup tem 480202 100 Scoop#d (Breakfast)l 1.00-127.8 20 o 20 o
ﬁ & Juice, 4 0z Pattern RE] 1.00 Each( 1.00-113.40q) 50 0 = o
{} Q, Cinnamen Rells, Hememade Recipe B-1b 1.00 each{ 1.00-114 33g) ar o 80 H
ﬁ & Cereal Assorted Pattern c3 400 Each(1.00- 24 330) 30 0 30 o
PO T S Do - 4 L o . 4 4
E UOM Converter E Hutrition Calculator [2] Pre-Cost Detail + Save || ] Close

2. The menu items will appear on the screen. Information such as recipe number, portion size, and projected
servings will be displayed.

3. Enter the number of projected servings for the meal in the “Planned # of Servings” box. The total should
include the Student Planned Servings of the entrées. Click “tab” on the keyboard.

Windows Internet Explorer

4. Click “OK” to recalculate the district planned numbers 'g’} Recalculate the number of Nut.Projected servings?
to change them to the number entered in the -
projected # of servings box.

[ oK J [ Cancel

© 2010 PCS Revenue Control Systems, Inc. 10



Production Planning TRAKmmm

Editing Menus for Production Planning

Mame: Second. Break. Fri Wk 2

Menu Planning | Food Based

General Details ]

Menu Name Second. Break. Frik 2 Menu Code SBW2DS Meal Type Hame: Breakfast
ety A serving Locaton e EA]

b | 5 Internal / Internal

Age Group Grades 6-12 (Breakfast) -
Add Menu ftem ftem iy tem/Recipe/Pattern
Inactive 3

m

ea N 'l:l -f} :‘\ﬁ. & Menu tem type oo -
Serving Size [ Serving Type [ —— )« P servings | |- Fae |

ttem l:lg} D Portion Serving Left Over T
e EN . Aw o ——— o [ [Bs

Menu items (** = A CN Database Serving Type}

| | |Name ‘Type |Cade Menu tem type ‘Serw - |Serwng Type |5‘tuderrt Pl. .|Adu|t lal.. |Tutal Plan ..|Leftovers Adcded |
ﬁ @ Scrambled Egos Recipe J-1 1.00 Serving (4 x 5 cut)( 1.00- 52.55q} 20 o 20 o
ﬁ Q, Sausage Patty ttem 8522447 1.00 ' Each {1.025 oz} 1.00- 28.08g) 20 [ 20 o
ﬁ G Pears, Sliced, light svrup ftem 480038 1.00 Scoop#s (Breakfasti( 1.00-121.5.. o o o o
ﬁ‘ {J, Pears. Diced. light syrup ttem 480202 1.00 Scoop#d (Breakfast)( 1.00-127.8.. 20 o 20 o
ﬁ @ Juice, 4 0z Pattern 43 1.00 Eachi 1.00-113.40q) 50 0 S0 o
ﬁ‘ J:I, Cinnamen Relis. Hememade Recipe B-1b 1.00 each( 1.00-114.33g) a0 H a0 H
ﬁ 3 Cereal, Assorted Pattern c3 1.00 Each( 1.00- 24 33q) 30 0 30 o
N BT, 4 Do i 14 4 limer 4 OO A 4 4

A vom converter [ nutrition Calculator | (=) Pre-Cost Detail -] save & close || E print |

5. Enter the number of planned student entrees, sides and condiments, etc in the Student Planned Servings
box.

6. Enter the number of planned adult and a la carte meals in the Adult/a la Carte box.

7. The total of the student planned serving entrées should match the projected # of servings.

1 © 2010 PCS Revenue Control Systems, Inc.



IRAKmmm Production Planning

Editing Menus for Production Planning

NOTE: Districts that designate entrees as a menu item type will automatically add up the Planned # of Servings.
Step 3 & 4 may be skipped.

hame: Second. Break. FriWk 2 Code; SEW2D5

Menu Planmning | Food Based

General Details 1

Menu Name Second. Break. FriWk 2 . Menu Code BV2DE Wi Type liane S

| || # | internal ¢ internal

Age Group Grades 8-12 (Breakfast) -
Add Menu tem ttem - tem/Recipe/Pattern
Inactive |

T

Menu tem type ———————— ¥

P\annadsarvingsl:l' [ D;Add ]

Serving Size l:l « Serving Type

ttem l:l = e | ] Partion . Senving Left Over < 1
Lefiover ' T 2Alle it 7 size l:l e e — A l:l | [ Add |

Menu tems (™ = A CN Database Serving Type)
I | ‘Name ‘Ty’pe ‘Code Menu tem type |Serv|.. |Sarvlng Type |Studem £ |Adu|t.'a b |Tcrta\ Plan .|Leftovers Added | i

‘nk Q, Scrambled Eqgs Recipe J-1 1.00 . Serving (4x S cut)( 1.00- 52.5%q 20 0 20
‘QA @ Sausage Patty ftem 8922447 1.00 Each (1.025 oz)( 1.00- 29.06q) 20 o 20
‘nk {} Pears, Sliced, light syrup tem 480038 1.00 Scoop#8 (Breakfast( 1.00-121.5. o o 0
‘QA @ Pears, Diced, light syrup ftem 480202 1.00 Scoop#8 (Breakfasti( 1.00-127.8. 20 o 20
4 & Juice.doz Pattern 13 1.00 Eachi 1.00-113.40g] 50 0 50
‘QA @ Cinnamon Rolls, Homemade Recipe B-1b 1.00 eachi( 1.00-114.33q a0 0 80
‘nk {} Cereal, Assorted Pattern c3 1.00° Eachi 1.00- 24.33q] 30 o 30
PR Y L 400 cueersoo onoc o

=

B UOM Converter B Hutrition Calculator [B] Pre-Cost Detail ' fe] Close |

8. Click “Save” to exit the menu planning section.

',.;J.Pnnl | -.-

Windows Internet Explorer

9. Click “OK”. I "_u. Saved Successfully!

© 2010 PCS Revenue Control Systems, Inc. 12
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e
Editing Patterns

Editing Patterns

The type of pattern is not displayed on the menu planning screen. The user must enter the edit section of the
pattern to see what type of pattern is being used. The Grouping Mode states the pattern type.

Combo Pattern

The combo pattern allows for an entrée to include a side to create a single entrée. The nutritional analysis will be
done on the two items as though it is a single entrée. The projected amounts will be the same for both items/
recipes.

Lunch § Middie/High Teesday - Lunch | Grades 7-12 {Lunch) fServing kcatlons Intemal / 100 (@ 0 Servings) /Open
3 B & db Bvoduction Record

Wk Fecpe fosdheth and Haat gy, 109 Cupl0.75-599.170) 0 T
| B Recon Beoccoh Salsd E-17 100 SeocedB(1.00-53.796) ] [ 160
- Itom  Banana, Raw eply 100 ﬂ;’fﬁ';&ﬁﬂ gl gng 3 0
- e e 100 OZ==(1.00-28.35g) W 8 100
W i @ Pattern Chiled Frut 1 190 Sooopel LOD-I25300) 9 0 100
B & Partemk ] 100 Cup §.00-240.00q] 10 o 100
T T -k - 100 Serving] LOC-141365) 0% 0 100

1. Edit the pattern to project the correct number of servings by clicking on “Edit” next to the pattern.

Purmem Copanon | Posd ased

o' o Dl

Fattenm Hame Fwoan repeti wetod = Patben Code e - Pubkc Hama
Grouping Mode Commati
¥ Add hesr
E;p:le B | i Poitien Supa = Gararvg TVps =| =F Add
| Typw Enaridient Marme: Cade O o Pornn _ Sener Tred Fropected 5... Mam Mgert Cree
W fem (wckiinn, Ehadasts FL Brd 4883 102912 ik Ganeed (f g ach ] 0054 0] 10000 ity & I
W Recoe | Whest Holls B-18c 100 Eachi L0 57,360} 100.00 ks & frvv

Total & Of Senngs 103

Csnanag Size = Soanang Typa = Sy Descnpbon Is Fooed Based [[] | =F &dd
| 'Eﬂui_! Senng Type Senving Draopion Is Food B
o 100 2sning =

2. The total # of servings for the combo will be updated from the menu planning screen automatically. The items
included in the combo will be updated with the new quantity.
3. Click “Save” to update projected quantities on the production record.

13 © 2010 PCS Revenue Control Systems, Inc.
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.
Editing Patterns

Batch Pattern

The batch pattern allows for multiple ingredients to be included in an entrée. The nutritional analysis will be done
on the weighted average of the included ingredients. The projected amounts can vary between ingredients.

Lunch f Middle/High Tuesday - Lesch § Gradies #-17 (Luach] [Serving lecation: Internal [ 100 (# OF Secvings) fOpen

3 W b @ & Produdtion Recoed
T Rscicrh &Tm"‘“ B-35a 100 Cupi T5-594.17) 108 '] 108
| | e Brecosh Suad E-17 150 SeeenaB{1.00-03 Tag) 168 ] 100
| S Eam  Bananas, Fxw ﬁg" 154 _':'I::;g:_lbglﬁﬁ'h“ﬂ 158 ] il
| i JNRNE, PR, 0L/ 150 0z=={8.00-20.350) 180 0 100
W id @ Patten Chiled Frt 1 190 SoocpwB{ 1LO0-12%.3090 190 ] 100
| T Pathern Ml k] 1 Cupd 1.00.249.00g) 100 o 100
B W@ ramemTiinmoees o 100 Servngl 100-145.36g) 100 & 100
| Pattern Buld yousr oW widp  wrap 18 Senangl 1.00.239.90g) 100 o 100

1. Edit the pattern to project the correct number of servings by clicking on “Edit” next to the pattern.

| bt S | o Bened

ol Dl

Fptzarn Hamg Engicl pou (W WERD = Parbeen Code wrap *  Pubbe Kame
Ceipang Mode Matet
F Add e
L“u:p'll LR APl Porkion Size = Sarang Tyoe = Progected Servngs = o A
W Rem Ipsuboes Aed pe s, Tew .. 11329 K52 b Qi leeedH100- 201,600y 000 Hakr b Iy ‘
W fem Cheess. Chedd B9 L1009 200 Qundel).00.28 350) 10000 bakr & e
W Fem Tahirs Ham D Mol Smoked... 5600 S600 203 Shea (175 o2, 00-45051) 100000 | Htr & Inv
W mem i Bl or Foy Bl 537 4, 183648 18364 00 poetls 127 (1.8 ope],00-5 1 0% 100000 hatr & Iy
W fem Lettuce, loabarg (brf Crisphar,, 11232 11352 02% fup choppad{].00-61 8804 S0 Hader & v -

Todain

Total & O Soanvngs 108

Sty Sing = Siving Typa = Sivvinig Descripbon 14 Food Baied [ | 28 Add
] 100 Serang =]

2. The total # of servings for the batch will be updated from the menu planning screen automatically. The items
included in the batch will not be updated with the new quantity.

3. Enter the projected number of servings next to each item included in the batch.

4. Click “Save” to update projected quantities on the production record.

© 2010 PCS Revenue Control Systems, Inc. 14



Production Planning \
TRAKLY

Printing Production Worksheet

Printing Production Worksheet

Site Production~ m]
4= Close | (4 Edit Criteria { Bulk Changes | sy Save Day | & Nutrition Report
& calendar
January/2010 “ Pr ion Day
Sun [Mon | Tue [Wed] Thu [ Fri | Sat
Production Info For Day : 01/04/2010
Adults /
. 3 . 1 . . Type Item Name Codea) Serving Serving Type §;::::; 2 laicaste :Tat::led
viv|¥|*® YP! CNCode Size g Typ SATVinGS Planned SERiRGE
10 12 13 14 15 1s 9 Servings 9
v v N Breakfast / Second. Break. Wed Wk 2 / Grades 6-12 (Breakfast) /Serving location: Internal / 85 (# Of Servings) /Open
17 18 19 20 21 22 23 = [@ [# @ Production Record
v
2 ’45 T T o @ Item  Brk Pizza - Sausage 8901142 1.00 Each (3 0z)(1.00-85.05g) 80 [} 80
B Item Peaches, Diced, light syrup 442269 100 SCO0PA8 (Breaktast)(1.00 20 0 20
i 125.21g)
Z Pattern Juice, 4 oz 13 1.00 Each( 1.00-113.40g) 50 0 50
& Pattern Bagels B1 1.00 Each( 1.00-113.40g) 35 [} 35
February/2010 >
Sun [Mon| Tue |Wed] Thu| Fri | Sat & Pattern Cereal, Assorted €3 1.00 Each( 1.00- 24.33g) 30 0 30
42 2 4 & 8 Recipe Toast J-16 1.00 Slice(1.00-30.05g) 12 0 12
4 T [#  Pattern Milk M1 1.00 Each( 1.00-226.80g) 86 0 86
(AN 00 (IR 0 L2 Item Cheese Cream Cups 1 oz 8701740 1.00 Each (1 0z)(1.00-28.35g) 35 [} 35
M 18 18 12 18 19 20 @ Item Jelly, Apple-Grape 4780576 1.00 Tablespoon(1.00-20.00g) 12 0 12
 INGE P Y BT T Lunch / HS Klein Line Wed Wk 2 / Grade 6-12 (lunch) /Serving location: Internal / 200 (# Of Servings) /Open
= [@ [4 @ Production Record

1. Click on “Production Record” from the Production Day Screen.

Food Based Production Record Menu

General
Meal Pattern School Patterns Menu Name Second. Break. Friwk2 FE Meal Type Breakfast
Planned # of Servings 20 FB Standard Type Enhanced Tot. Students Served
Tot. Adults Served Signature Offer vs. Serve 172
Remarks I | Status Open Meal Preparation Site N v = ‘\i\ & | kiein High Sehool 001
Food Based Product Record
Name 08 Group Code |Typa ‘Servlng Type Student Serving Size | Adult Serving Size |Student Planned Servings |Auur|s i@ la Carte Planned Serving
Scrambled Egos Grades 7-12 J-1 Recipe Serving (4 x5 cut) 1.00 1.00 20 0 -
Sausage Patty Grades 7-12 8922447 tem Each (1.025 oz) 1.00 1.00 20
Pears, Diced, light syrup Grades 7-12 480202 ftem Scoop#E (Breakfast)  1.00 1.00 20 (]
(P-Juice, 4 0z) Juice, Orange, 4 floz Grades 7-12 9005812 ftem Each (4 floz) 1.00 1.00 S0 0
Cinnamon Rolls, Homemade Grades 7-12 B-1b Recipe each 1.00 1.00 80 o
(P-Cereal, Assorted) Cereal, Tootie Fruities .75 0z Grades 7-12 9386120 tem Each (0.75 oz} 1.00 1.00 20 0
(P-Cereal, Assorted) Cereal, Honey Graham Squares Grades 7-12 9390726 tem Each (1 0z) 1.00 1.00 7 0
(P-Cereal, Assorted) Cereal, Raisin Bran Grades 7-12 9388749 tiem Each (1.25 oz} 1.00 1.00 3 0
Toast Grades 7-12 J-16 Recipe Slice 1.00 1.00 12 o
(P-Milk) Milk, Chocolate 1/2 Pt 1% Grades 7-12 23740 tem Carton 8 floz 1.00 1.00 45 0
(P-Milk) Milk, White, 1/2 Pt, 1% Grades 7-12 23738 ttem Carton & floz 1.00 1.00 21 0
(P-Milk) Wilk, Strawberry 1/2 Pt, 1% Grades 7-12 23101 tem Carton 8 floz 1.00 1.00 15 0
(P-Milkc) Milk, Skim White, 1/2 pint Grades 7-12 23731 tiem Carton & floz 1.00 1.00 5 o
Jelly, Apple-Grape Grades 7-12 4780576 ftem Tablespoon 1.00 1.00 12 0
Sauce, Picante, bulk Grades 7-12 3295516 ttem Ladle 1 Floz 1.00 1.00 20 0
Bacon, Turkey Grades 7-12 8538129 tem Slice (.580z) 1.00 1.00 100 0
Scrambled Eggs Grades 7-12 J-1 Recipe Serving (4x 5 cut) 1.00 1.00 20 0 e
4 »

"

B Finished Pick List 4 Transfer i Guide = save b ] Close

2. Click on the “Print” button to print a Production Usage Report. This report may be used in the production
kitchen to assist in preparing the daily menu.
3. Click on "Open"

15 © 2010 PCS Revenue Control Systems, Inc.



Ilﬂmmm Production Planning

Printing Production Worksheet

1 i it \ lJ m
- Lrusnios onane weo )
Meal Type: Lunch Offer Vs. Serve: No Signature:
Meal Preparation Stte: Menn Analysis Serving Location: Internal Remarks:
Catering: Special Diet: Reference Menu Name: ELLWID]
(Number of Servings by Groups Date: 03/03/08
[Planned # of Servings : 300 Tot. Students Served : Tot. Adults Served - Total # of Servings: 0
Nutrifion Production Usage
PLANNING SECTION - BASED ON SITE PRODUCTION FROM DOCUMENTATION SECTION - BASED ON ACTUAL SERVINGS RECORDED Temp
FORECAST
Trem / Recipe Code  (Menu Item Totl Serving Types. Servizg Descripron Amoust ar Left Acnzal Serving: | Lefr Over | Discard Acnzal Actzal | Comment 'ﬂ-:nl 'Ii-.luIT—pl'I Hzlding
Tipe Plazued Afeazure Over: | Portiom: | Lefr Over [ Srodent | Adul and Tomp | Barh |LsSasch| Tomp F*
Servizgs Invemteryor | Used | Prepared Serving: | ala Carte o e E
Recipe !
oo 1 | |
Rions: Boad Sandnicz Eimtoer [Ezmaa (100 1 Fach o0
am
[ Tus for Framch Dip =twju [Condimanr [100 Zozoap o
| Chicken Dramsticks Southern Elchidrs |Excrae 00 4 Drummiss = ] sacving 0
[Rhodss Rolls 0 1 Each 1 Rall 0
Small (6" ro 77 I g
1 Scacpdill #10 Scocp o 38 cup o
1 Surving(3 oz |1 sarving =3 cumces o
1.3 Oumca ‘Basad on: Swdard it of Liscmen o
measurs
1.5 Ouzca 1ez. aming o
| Castem (8 0z} 50 Comzimar 0
1Caztom (B oz) | Based on: Stamdard wmit of 54 3/ Containes §0
meanume
|(P-Milk Eleensusary) 100 1Cartom (B o2} |Based on: Stamdard it of i
[ Milk Chocolate. [ % e
Allergenz: Tree Nutz=N Pesuut: =P Dazry=D Soy =5 Egp:=E Feh=F Skellfizh = 5F

4. The Site Production Usage Report serves as a useful tool in the production kitchen. Employees may fill in the
appropriate amounts after preparation and serving. The manager will use this form to enter the information
after serving is complete.
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NUTRITION ON THE WEB!

This section will demonstrate how to place orders based on production (forecasted meal numbers), add items to
orders and utilize item lists and shopping lists.

: o Logout | %) | 2 Refresh | [T Shorteuts | £ | @ Help E TRAKLIe]

Reports ~ 1l

Home~ i

\& Organize Favorites. .| 7 Load default favorites .

’SJQ Daily Activities
B | & ) &

Site Production Document Physical Inventory  Pick Break Spoil Stock Adjustment
Manager

h‘/,oz Recipes & Items
m 8 2

Recipes ltems ltem Views

./B
h% Reports

-« -« -« -«
Inventory On-Hand Inventory Valuation Historical Production
Production Usage Records
Per ltem

1. Click on “Document Manager” on the Home Page (the Home Page may look slightly different, as each district
can customize the Home Page favorites).

Document Manager ¥ =
4a Close #Approve [¥] submit [7] Transfer ll (@ Select All ] Unselect Al # Bulk Change| (= | @ | T “E| 52
|-] Requisition ] Purchase Order || Transfer -] Receiving || Preorder || Supply Requisition
‘V\ew ‘De\ ‘Ed\t ‘DocumemTvpe ‘Suppher ‘Deatmat\on Site ‘Document Status Due Date Document Id Ref Orderld |Creation Date  |Invoice Number
[l @ o Purchase Order Labatt Food Service Klein High School ‘ﬂ, Manage By District 11/25/2009 190131 11/25/2009
[l Lj\ ook Supply R Commodit Klein High School On Order 12/18/2009 190146 11/25/2009
T @ - Transfer Warehouse Klein High School Wait2BReceived 01/01/2010 190154 * 11/30/2009
[T [ Purchase Order Blue Bell Creameries. LP. Klein High School Wait2BReceived 12/03/2009 190161 12/01/2009
I @ o Purchase Order Labatt Food Service Klein High School ‘E, Manage By District 01/01/2010 190167 12/01/2009
[ [ Transfer Warehouse Klein High School Wait2BReceived 12/05/2009 190174 = 12/03/2009
il @ o Transfer Warehouse Klein High School Wait2BReceived 12/03/2009 190181 * 12/03/2009
N @ . kjf— |#__ Supply Requisition Warehouse Klein High School (@ Rejected 12/06/2009 190184 12/04/2009
b EmEir Purchase Order Labatt Food Senvice Klein High School £, Manage By District 12/06/2009 190185 12/04/2009
[l ij ek Supply R: Commodifs Klein High School On Order 01/25/2010 190200 12/07/2009
i @ . Transfer Commodity Warehouse Klein High School Wait2BReceived 012972010 190204 = 12/07/2009

2. A preorder must be completed to order items for the school to be delivered from a vendor, warehouse, etc.
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3. Click on “Preorder” to enter the preorder screen.

Pre Order

Delivery Details

Order Id = Status Delivery Date [12/25/2009) :‘ El
Remarks = ] ....Calendar.... — Webp.. SEES
i [«] pec ~ 2009 - »
= = == = = 5 e sflSu M Tu W Th F Sa
[:¢ Add ltems \ %) Add PAR ltems &% Add Shopping List | 2 AddProductionltems || . Add Missing ltems

112|3[4]5

67|89 |10[11[12
Rounding - ¥ Percentage Seledl:t E’Calc | 1314151617 | 18] 19
20 |21|22|28]24 | 25| 26
27128|29|30(31

Requisition - ltems for Purchase
| ‘Select |\tem Code ‘\tem Narne |Ord Qty |Purchase Unit Description

Today : 23 Dec 2009

4. Click on calendar box next to the “Delivery Date” box. This will pull up a calendar. Click on the specific date
the delivery is to be scheduled for.

5. The items needed for production are now ready to be entered. There are several ways of adding items to the
order.

19 © 2010 PCS Revenue Control Systems, Inc.



IRAKm m m Ordering Procedures

NUTRITION ON THE WEB!

Add Items
Add Items
1. Click on “Add Items” to add individual items.
| |3 Add Items | f;« Add PAR Items .1. Add Shopping List % Add Production Items -f- Add Missing Items

2. The preorder item screen will appear.

@ PreOrderltem -- Webpage Dialog e G|
Filter By Item Name ~  Contains - I:l Go SFFilter || HOclass o List ||, Location

2= ‘Item Name ‘ ftern Code |Descrlpt\on

3 [ Bagel, blueberry, sliced 9230055 72/4 Oz Bakecrafters 649 -~
3 [ Bagel, cinnamon raisin, sliced 9230082 72/4 Oz Bakecrafters 648

4 |& Bagel honeywheat sliced 9230075 72/4 Oz Bakecrafters 658

3 a Bagel, wholegrain sliced 9230080 72/4 Oz Bakecrafters 664

3 Q Baking Powder Clabbr Girl 6397517 104 Clabber UPC355

4 |d) Baking Soda Hytop 6415681 12/1# Diamond Crys UPC58000 |:
a3 Q Ball, 1/2 ", Condiment Pump W15348 Each

3 il Bananas, Petite (approx 2.85 0z) 9812215 150 Ct

M |d BankBag, Large W14052 100/box -
< i} | »

@ Page: of: 18 Total Found: 869 [

67‘ ‘Item MName [tern Code Description

'ﬂ | Applesauce 9911276 6/#10 Blue Ribbon #85647

m | - Bagel, plain, sliced 9230033 72/4 Oz Bakecrafters 647

4| il [3

@ Page 1 OF 1 Total Found: 2 3
_’_} Apply | Close

€

3. ltems may be selected using the filter or by searching for them alphabetically.
4. To add items to the list, click on the blue down arrow to the left of the item. Once all items needed are shown
in the bottom drop box, click “Apply” to add the items to the preorder.

Add Par Iltems

I [-g Add Items | ‘ (', Add PAR Items | ,.1., Add Shopping List J-% Add Production items ;% Add Missing Items

1. Click on “Add PAR Items”
2. This button adds items that are preset to a minimum par level at the site.
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Add ltems

Add Item List

Item lists can be used to group items such as dairy, produce, ice cream, etc. without a specified quantity. This is
located within the "Add Items" link.

Pre Order & | PreOrderitem -- Webpage Dialog &J L
Delivery Details Filter By ItemName ~  Contains - I:l Go “FFilter 1 - Class ‘, Location |
Order Id 2 ﬁ[ m— ‘ ltern Name ‘ ltern Code | Description
Remarks 1 3 Q Adaptor Bars, 12" Steamtable Well W15237 Each -~
A Lj Adaptor Bars, 20" Steamtable Well W15238 Each =
13 @- Adaptor Plate, Sheet Pan W15100 Each I
[:¢ Add Items & [@ Adaptor, ST Inset WA15091 Each
& [d) Antioxidant 2121176 1/1# Royal OMF85
Rounding ——— ¥ Perc 2 Apple Filled Breadsticks (Bosco) 9385894 Apple Filled Breadstick 72/7" Bosco 2172
=l
21 Apple Sli 9911277 B6/#10 odity AO79
Requisition - tems for Purchase & [&; Apple Sices . Connadiy :
| ‘Se\ect |\tem T & | Apples, Golden Delicious 9800046 125-138 Ct L
3 l_j Apples, Granny Smith 9800558 138 Ct =
< | I | »
4a Page:[ 1 Jof 18 Total Found: 869 »
i‘ ‘ Itern Narne ‘ term Cade Description
#*| PreQOrder -- Webpage Dialog
Pre Crder 2| PreOrderltem -- Webpage Dialog | X |
Delivery Details FiterBy ftemName ~  Contains - [ ] |eo|| riter |[|E|| S¥Class s 'List ||, Location
Orderld = E'_-_-| | [tern Name | [tem Code | Description
Remarks RS I.j Adaptor Bars, 12", Steamtable Well W15237 Each -
B [3 Adaptor Bars, 20" Steamtable Wel W15238 Each |; ‘
1| & IQ Adaptor Plate, Sheet Pan W15100 Each i
[¢ Add items 1 Adaptor, ST Inset
— & I_ & | ItemlList -- Webpage Dialog ﬂ
& |3 Antioxidant
Rounding & |3 Avple Filled Brea “Prilter 4
@ le Slices = -
Requisition - Items for Purchase $ (@ App | ‘Code MName Site Name |
& Apples, Golden D
| ‘Se\ecr ‘Item Code § [@ Acpl p @ 36 Erniahie Klein1SD
B [dI Apples, Granny Sni = . =
: (& 64 Minor Equipment KleinISD
i 4 [@ 90 Produce List Klein High School
@ Page: °f3 18 @ o Dairy List Klein High School
i | |-\tem Name ] [@ 92 Snack List Klein High School
Page: of. 1 Total Found: 5
@ Pagee 0 OfF 0 - - =

1. Click on “Add Items” then "List" to add items from a specific list that has previously been created.
2. Highlight the list by clicking on it. Once highlighted, click “Apply” to add the list to the "Add Items" screen.
Click "Apply" again to add the list to the preorder.
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Add Items

) PreOrder -- Webpage Dialog

>

Pre Order

Delivery Details

Order id Status
Remarks
|9 Add Items (% Add PAR Items
Rounding -——-———eeeeeee.. ¥ Percentage Se}ectl:l j Calc

&% Add Shopping List

2. Add Production Items

Delivery Date

12/25/2009 =]

-

2 Add Missing ltems

Requisition - ltems for Purchase

| |Select ‘\tem Code Itern Name ‘Ord Qty |Purcha§e Unit Description
xj [ ] E15651 Encompass Heavy Duty Cleaner 000 1GI/GI-4GliCase 4/1/Gal
= Il E17111 Greasecutter Plus 0.00 1Gl/Cl-4GliCase 41 Gal
xj [] E11817 Jet Dry 000 1GI/GI-4Gl/Case 4/1 Gal/Case
B O E15362 Landry-Brite 000 1Cs/Cs-1Cs/Case Case
‘xj [ ] E12021 Lime-A-Way 000 1GI/GI-4Gl/Case 411 Gal
“j [ E11288 Pan Dandy 0.00 1PI/PI-1PI/Pail Pail
B O E15580 Sanigizer Plus 000 1Con/Con-9Con/Case 9/800 MUCase
B O E10215 Solid Insure 0.00 1Conf/Con-4Con/Case 4/Cont/Case
S O E18945 Surgi Bac 000 1GI/GI-4Gl/Case 4/1 Gal/Case test

EZ' Process PreOrder

L save &) Close Print

2]

3. The items from the highlighted list have now been added to the preorder.
4. Edit the amount needed by clicking in the quantity column (Ord Qty) for each item. If a particular item is not
needed, click on the delete icon next to the item to delete it or leave as zero (0) quantity and the item will not

be ordered.

© 2010 PCS Revenue Control Systems, Inc.
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Add ltems

Add Shopping List

| Add ltems (% Add PAR Items ‘ .1* Add Shopping List ‘ % Add Production ltems ;"’-3 Add Missing ltems

1. Click on “Add Shopping List” to add items for a specific shopping list that has previously been created.
Shopping lists can be used to group items such as dairy, produce, ice cream, etc. with a specified quantity.

#| ShoppingList -- Webpage Dialog e
YFilter 4
‘ | Code Narme Site Name |
poolal 711 Daily Milk Order Klein High Schaool
[ 713 Produce Klein High School
) 714 Ice Cream Klein High School

A Page:ﬂf: 1 Total Found: 3 e

B Apply w | Close

2. Highlight the Daily Milk Order by clicking on it. Once highlighted, click “Apply” to add the list to the preorder.

#) PreOrder -- Webpage Dialog =X
Pre Order
Delivery Details
Orderld & Status Delivery Date 12/30/2009 o
Remarks -
[:¢ Add Items @ Add PAR Items &% Add Shopping List 2, Add Production Items 2, Add Missing Items
Roundingfrmmreee s ~ Percentage Sereal:l 3 calc
Requisition - Items for Purchase
| ‘Se\ect ‘\tem Code tern Name. ‘Ord Qty ‘Purchase Unit Description
b k& [ 28740 Milk, Chocolate 12 Pt, 1% 6.00 1 Carton/Carton-50 Carton/Case 50Cs
B O 23 Milk, Skim White 1/2 pint 200 1 Carton/ Carton - 50 Carton/ Case 50Cs
B M 20 Milk, Strawberry 1/2 Pt, 1% 400 1 Carton/ Garton - 50 Carton/ Gase 50Cs
B [ 21 Milk, White, 172 Pt 1% 400 1 Carton/ Carton - 50 Carton/ Case 50Cs
. i v
[Z[ Process PreOrder +| Save ] Close 24 Print E

3. The dairy items have now been added to the preorder. Edit the amount needed by clicking in the quantity
column for each item. If a particular item is not needed, click on the delete icon next to the item to delete it or
leave as zero (0) quantity and the item will not be ordered
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Add Items

Add Production Iltems

Ordering from production allows an order to be placed based on the forecasted/projected servings in production
planning. Orders can be created by vendor and/or supplier for a specified date range.

(i@ Add items & Add PAR Items &% Add Shopping List ‘ %, Add Production Items | #% Add Missing Items

1. Click on “Add Production Items” to add specific supplier items based on menu dates.

Pre Order

Delivery Details

QOrder Id = Status Delivery Date 12/30/2009 S I |

Remarks
[:@ Add Items dh Add PAR Items &% Add Shopping List 2, Add Production ltems 2 Add Missing Items
Rounding -~ ¥ Percentage Select #| Order Criteria -- Webpage Dialog P
oE Preorder Criteria
Requisition - ltems for Purchase
| ‘Selecl ‘Item Code |\Iem MName General Details
&) Supplier -- Webpage Dialog &J
rilter N 4
‘ |Supp\|erName Supp\\ercbde Supplier Type
[@ KleinlSD 101915 Districts &
21 Klein Forest High Schoal 002 Sites ‘i‘
Labatt Food Service 0100 Vendors
i & Food Equipment Specialist 1000 Vendors
2 Custem Kitchen Equipment Co., Inc. 1001 Vendors
& Standard Restaurant Equipment 1004 Vendors
|l Server Products 1005 Vendors
Lj Strategic Equipment 1008 Vendors -
@ Page:of 2 Total Found: 62 [ |
% Apply k] Close
2. Click on the magnifying glass to select a specific supplier.
3. Highlight supplier name.
4. Click “Apply”.
#| Order Criteria -- Webpage Dialog M
Preorder Criteria
General Details
Supplier N - |Labatt Food Service & | Labatt Food Senvice /0100
From Date [12/28/2009 E=E
To Date |o1/042010 E=E
+ Apply ] Close
5. Enter the specific date range for the production items to be pulled into the preorder.
6. Click "Apply".
24
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Add Items
| PreQrder -- Webpage Dialog X
Pre Order
Delivery Details
Qrder Id Status Delivery Date [12/30/2009 =]
Remarks &
[:# Add ltems (% Add PAR Items &% Add Shopping List | =2, Add Production Items | 2. Add Missing Items
Rounding -~ Percentage Selectl:l 3 Calc
Requisition - ltems for Purchase ‘
| |Selecl ‘\tem Code |\Iem MName v‘Ord Qity ‘Purchaae Unit Description
el [T 9385894 Apple Filled Breadsticks (Bosco! 111 1Ea/Ea-72 Ea/Case
& [ 9800558 Apples, Granny Smith 064 1Ea/Ea-138 Ea/Case E
L [ 9800055 Apples, Red Delicious 404 1Ea/Ea-138Fa/Case
W [T 8938129 Bacon, Turkey 124 1PkiPk-12 Pk/Case(c)
k[ 9230055 Bagel, blueberry, sliced 038 1Ea/Ea-72Ea/Case
& [ 9230082 Bagel. cinnamon raisin, sliced 021 1Ea/Ea-72FEa/Case
Wl [T 9230075 Bagel, honeywheat sliced 038 1Ea/Ea-72FEa/Case
&l [ 9230033 Bagel, plain, sliced 046 1Ea/Ea-72Ea/Case
Ll [T 9230080 Bagel. wholegrain sliced 021 1Ea/Ea-72Ea/Case
B [ 9812215 Bananas, Petite (approx 2 85 o0z) 442 1Ea/Ea-150Ea/Case
B O 1447580 Beans, Green, Canned 251 1#10/#10-6#10/ Case
q [ 1549500 Beans, Pinto 120 1#10/#10-6#10/Case
w1 [ 8959033 Beef BBQ Chopped (4/5#) 099 1Con/Con-4Con/Case A
< | i 3
[Z Process PreOrder b4 save k) Close ? Print

7. The production items have now been added to the preorder. The amounts needed may be edited by clicking
in the quantity column for each item. If a particular item is not needed, click on the delete icon next to the
item to delete it. If "---" is displayed in the ordered quantity column, a single purchase unit will be ordered.
This is not to be mistaken as a zero.

8. Additional items may be added to the order by using any of the ordering features.

9. Click “Process PreOrder” to generate requisitions for items.

r
Message from webpage

! . Process Result:

Order Id 190319 Type Requisition Order Created
Order Id 190320 Type Purchase Order Created

[

4

10.The Process Result screen will appear and list all orders created. The orders are automatically grouped

according to vendor.

25
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Document Manager ~ [m]
4a Close | [/] Approve [] Submit [7] Transfer Al [@] Select All 2] Unselect All # Bulk Change| (=) | [@ | W |
|] Requisition ] Purchase Order | ] Transfer | -] Receiving || Preorder || Supply Requisition
‘V\ew ‘De\ ‘Ed\t ‘DocumemType Supplier ‘Desmauon Site ‘Documem Status Due Date Documentld  |Ref Orderld  |Creafion Date | nvoice Number
P | Purchase Order Labatt Food Senvice Klein High School ‘g Manage By District 01/01/2010 190167 12/01/2009 =
B [ Transfer Warehouse Klein High School Wait2BReceived 12/05/2009 190174 * 12/03/2009
B ] Transfer Warehouse Klein High School Wait2BReceived 12/03/2009 190181 ~ 12/03/2009
P Il ' Supply Requisition Warehouse Klein High School Q Rejected 12/06/2009 190184 12/04/2009
P ] Purchase Order Labatt Food Senvice Klein High School ‘g Manage By District 12/06/2009 190185 12/04/2009
B [ Supply Requisition Commodity Warehouse Klein High School On Order 012572010 190200 12/07/2009
B ] Transfer Commodity Warehouse Klein High School Wait2BReceived 01/29/2010 190204 * 12/07/2009
P Il Supply Requisition Commodity Warehouse Klein High School On Order 12/09/2009 190206 12/07/2009
I BE Purchase Order Blue Bell Creameries. LP Klein High School £ Manage By Distiict 12/11/2009 190248 12/11/2009
B [ Transfer Warehouse Klein High School Wait2BReceived 12/13/2009 190258 * 12/11/2009
B ] Transfer Warehouse Klein High School Wait2BReceived 12/13/2009 190262 * 12/11/2009 i
B Il Transfer Warehouse Klein High School Wait2BReceived 12/18/2009 190276 * 12/16/2009
I BE Reaquisition Klein High School £ Pending 12/23/2009 190302 12121/2009
B [ Transfer Klein High School Wunderlich Intermediate Wait2BReceived 12/28/2009 190303 12/21/2009 |=
B ] _()\ e Requisition Klein High School ‘ﬁf‘ Pending 12/25/2009 190314 12/23/2009
P i Requisition Klein High School ‘g‘ Pending 12/30/2009 190317 12/28/2009
I BE . Reaquisition Klein High School £ Pending 12/30/2009 190319 12128/2009
B [ ek xji IL.“f Purchase Order Schepps Dairy Klein High School Draft 12/30/2009 190320 12/28/2009 |

11.Upon returning to the Document Manager screen, all the orders submitted can be viewed.

@] PurchaseOrder - Webpage Dialog |

Order Lines

Delivery Details

Order Id 190320 Vendor Schepps Dairy / 0600 Delivery Date
Status [ Draft Expected Cost 1128.83
Remarks z

Destination Site Search

Destination Site Klein High School / 001
[:¢ Add Items Add PAR ltems i’i Add Shopping List
Purchase Order - ltems to Purchase ‘
| ‘\tem Code Supplier Code lrem Name ‘Ord ayy ‘Purchage Unit Tot UU Ord Pur Price $ UU Price $ |E><1(
| 22932 22932 Milk, 1 % Choc, Bottle 7.00 1Btl/Btl-208Bt/Case 140.00 1260 0.63000
)| 21317 21317 Milk, 2 % White, Bottle 500 1Btl/Btl-20Bt/Case 100.00 1260 0.63000
3 21289 21289 Milk, Buttermilk 10.00 1 Carton/ Carton - 1 Carton/ Carton 10.00 157 1.57000
23740 23740 Milk, Chacolate 1/2 Pt, 1% 52.00 1 Carton/ Carton - 50 Carton / Case 2600.00 11.00 022000
] 23731 23731 Milk, Skim White, 1/2 pint 7.00 1 Carton/ Carton - 50 Carton / Case 350.00 11.00 0.22000
] 23101 23101 Milk, Strawberry 1/2 Pt, 1% 11.00 1 Carton/ Carton - 50 Carton / Case 550.00 11.00 022000
23739 23739 Milk, White, 1/2 Pt, 1% 19.00 1 Carton/ Carton - 50 Carton / Case 950.00 11.00 022000
< " r
Approve [Zl Approve And Print L save Close El

12.Any order that has a document status “draft” may be edited. Additional items may be added or deleted.
Once order is ready, click “Approve” to process order.
13.0Once the order has been processed, the Document Status column will read “Wait2BReceived”.
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Receiving Procedures

This section will demonstrate how to receive orders that have been placed.

: o3 Logout | %3 | @ Refresh | [T Shortcuts || £ | @ Help ! TRAKIXI[®]
Home =) 4
Home~ [

. Organize Favorites i ;\5 Load default favorites.

S
v [B|]& » &

Site Production Document Physical Inventory  Pick Break Spoil Stock Adjustment
Manager

f}-/,cz Recipes & Items
m 8 2

Recipes ltems ltem Views
hg& Reports
= = (=] =
A A o -
Inventory On-Hand Inventory Valuation Historical Production
Production Usage Records
Per ltem

1. Click on “Document Manager” on the Home Page (the Home Page may look slightly different, as each district

can customize the Home Page favorites).

Document Manager ~ o
4a Close | [7] Approve [7] Submit [¥] Transfer All [ Select All [ Unselect All # Bulk Change| | @ |7 "L & |
[7] Requisition || Purchase Order ] Transfer |] Preorder | ] Supply Requisition
|\/\ew ‘De\ ‘Edlt |Documem Type |Suppher ‘Deatmat\on Site |Documem Status Due Date Documentld  [Ref Orderld  [CreationDate  |Invoice Number
' :\ o Transfer Warehouse Klein High School Wait2BReceived 12/13/2009 190262 * 12/11/2009 =
[ g ot Transfer Warehouse Klein High School Wait2BReceived 12/18/2009 190276 * 12/16/2009
] 191 = Requisition Klein High School ‘R‘ Pending 12/23/2009 190302 12/21/2009
i . Transfer Klein High School Wunderlich Intermediate =~ Wait2BReceived 12/28/2009 190303 12/21/2009
[T M. Requisition Klein High School 2, Pending 1212512009 190314 1212312009
I g » Requisition Klein High School ‘ﬂ‘ Pending 12/30/2009 190317 12/28/2009
TR = Requisition Klein High School & Pending 12/30/2009 190319 1212812009
[~ [@ . k. [#_. Purchase Order Schepps Dairy Klein High School Draft 12/30/2009 190320 12/28/2009 7l
o 1_4 o Supply Requisition Warehouse Klein High School On Order 12/30/2009 190321 12/28/2009 =
b |_ @ﬂ - Purchase Order Schepps Dairy Klein High School Wait2BReceived 01/04/2010 190323 12/29/2009 =

. Highlight the order to be received and click on “Receiving”.

[OSIN\V]

. An Order that is ready to be received will read “Wait2BReceived” in the Document Status column.

© 2010 PCS Revenue Control Systems, Inc.
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] ReceivingOrder -- Webpage Dialog X

Order Lines

General Details

Vendor Schepps Dairy / 0600 Received Date 01/04/2010 g nvoice Number |:| .

Order Id = Status % Draft Ordered Total Qty 16
Ordered Total Cost $ 176.0000 Received Total Qty 16 Received Total Cost $ 176.0000
[:@ Add Items
Received ltems - Received ltems ‘
|hem Code Supplier Code ltern Narme ‘Rcv Qty ‘Rcv UGoM Rev Prics § Rev Tot & Rict Qty Reason ‘R(
23740 23740 Milk, Chocolate 1/2 Pt, 1% 6.00 1 Carton/Carton - 50 Carton/ Case 11.0000 66.0000 -
23731 23731 Milk, Skim White, 1/2 pint 200 1 Carton/Carton - 50 Carton/Case 11.0000 220000
23101 23101 Milk, Strawberry 1/2 Pt, 1% 400 1 Carton/Carton - 50 Carton/Case 11.0000 44,0000 -
23739 23739 Milk, White, 1/2 Pt, 1% 400 1 Carton/Carton - 50 Carton/Case 11.0000 44.0000
< [m »
1 Approve L] save fc) Close &1 Print 2]

4. Enter the invoice number from the delivery ticket/shipping document.

5. Edit any item that either did not get shipped or the amount varies from the original order in the “Rcv Qty”
column. When the received quantity is changed, the Received Total Qty and Received Total Cost $ fields will
reflect this change.

[Received ltems - Received ltems
‘Rcv Qty ‘Rcv UoM ‘Rcv Price § Rev Tot $ |ch1 Qty ‘Reason Remarks ‘FM\/ $ ‘De\ Fee ProcFee$ |BrokFee$ w|StorFee$ Tot LU Rey ‘Ord Qty ‘Refereﬂce No
6.00 1 Carton/ Carton - 50 Carton / Case 11.0000 66.0000 - - - - - - 300.00 6.00 190323
200 1 Carton/Carton - 50 Carton/Case 11.0000 22.0000 - - - - - - 100.00 200 190323
4.00 1 Carton/ Carton - 50 Carton/ Case 11.0000 440000 - - - - - - 200.00 400 190323
4.00 1 Carton/Carton - 50 Carton / Case 11.0000 440000 - - - - - - 200.00 400 190323

6. Additional details regarding the delivery such as; remarks, FMV $, delivery fee, etc. may be entered.

7. Once all items ordered have been verified that they are received, click “Approve” to approve the delivery and
close the document.

8. The order received will now be removed from view in the Document Manager screen.
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Blank Receiving

Blank Receiving

Blank receiving is receiving products that do not have a prior order for them. For example, milk and pizza,
generally these vendors/suppliers drop off the product without an order being placed. Receiving these products
in will add them to the perpetual inventory; which will enable them to be used in production.

Document Manager~ a
4a Close | [¥] Approve [7] Submit [¥] Transfer All [&] Select All (@] Unselect All # Bulk Change| & @ | | &
|Z] Requisition ] Purchase Order =) Transfer || Preorder | Supply Requisition
|\/|evv ‘De\ ‘Ed\l ‘Document Type ‘Suppher ‘Degtmanon Site ‘Document Status Due Date Documentld  [Ref Orderid  [CreationDate  |Invo
i Transfer Warehouse Klein High School Wait?BReceived 01/01/2010 190154 = 11/30/2009 &
B (| Purchase Order Blue Bell Creameries. L P Klein High School Wait2BReceived 12/03/2009 190161 12/01/2009
B I Purchase Order Labatt Food Service Klein High School ‘ﬁ, Manage By District 01/01/2010 190167 12/01/2009
B [l Transfer Warehouse Klein High School Wait2BReceived 12/05/2009 190174 * 12/03/2009
B [ Transfer Warehouse Klein High School Wait2BReceived 12/03/2009 190181 * 12/03/2009
F [ .. Supply Requisition Warehouse Klein High School Q Rejected 12/06/2009 190184 12/04/2009 £
P I Purchase Order Labatt Food Service Klein High School ‘i, Manage By District 12/06/2009 190185 12/04/2009 _—
[l [l Supply Requisition Commodity Warehouse Klein High School On Order 01/25/2010 190200 12/07/2009
I BE [ Transfer Commadity Warehouse Klein High School Wait2BReceived 01/29/2010 190204 * 12/07/2009
E [ i [g Supply Requisition Commod\q Warehouse Qﬂn High Schosl On Order 12/09/2009 190206 12/07/2009 5

1. From the document manager screen, click on “Receiving”. Do not have any orders, requisitions, etc

highlighted.

r

| Order Criteria -- Webpage Dialog

Receiving Order Criteria

General Details

Supplier N » |Schepps Dairy
From Date [12/2012009 gl
To Date [12/2012009

& | Schepps Dairy / 0600

* Apply % Close

Cl

2. Enter supplier name and date of delivery.
3. Click “Apply”

Message from webpage lﬁl

! . No orders were found!

b ¥

4. Click “OK”. No orders will be found since there has not been a pre-order done for the specific supplier.
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Blank Receiving

NUTRITION ON THE WEB!

TRAK I

Order Lines

General Details

| Add Items

Vendor Schepps Dairy / 0600
Order Id =
Ordered Total Cost § 0.0000

Received Date
Status

Received Total Qty

Invoice Number

12/29/2009 R[=]

0 Received Total Cost $

Ordered Total Qty 0

I

0.0000

Received ltems - Received Items

|It9m Code ‘Suppher Code ltem Name ‘Rcv Qty ‘Rcv Uom Rev FPrice $ Rev Tot $ Rict Qty Reason
5. Enter the invoice number from the delivery ticket/shipping document.
H H H " n
6. Add items that are received. ltems may be added using the “Add Items” feature.
@] ReceivingOrder -- Webpage Dialog 3t
Order Lines
General Details
Vendor Schepps Dairy / 0600 Received Date </g|  Ivoice Number |:| .
Order Id = Status Ordered Total Qty 0
Ordered Total Cost $ 0.0000 Received Total Qty 0 Received Total Cost $ 0.0000
|:¢ Add Items
Received ltems - Received ltems
Itern Code Supplier Code ltern Marme ‘Rcv Qty |Rcv Lo Rev Price § RevTot $ Rict Qty ‘Reagon
23740 23740 Milk_Chocolate 1/2 Pt_1% 0.00 1 Carion/ Carton - 50 Carton/ Case 11.0000 0.0000 -
23731 23731 Milk, Skim White_1/2 pint 0.00 1 Carton/ Carton - 50 Carton/ Case 11.0000 0.0000
23101 23101 Milk, Strawberry 1/2 Pt 1% 0.00 1 Carton/ Carton - 50 Carton/ Case 11.0000 0.0000 —
23739 23739 Milk. White_ 1/2 Pt 1% 0.00 1 Carton/ Carton - 50 Carton/ Case 11.0000 0.0000
o I v
m Approve b save k] Close ?‘ Print
H H “ 21l
7. Enter the quantity in the “Rcv Qty” column.
Received ltems - Received ltems
‘Rcv Qty ‘Rcv Uom |Rcv Price § ‘Rcv Tot ‘RJCI Qty |Rea§oﬂ ‘Remarks ‘FM\/ $ ~w|DelFee$ |ProcFee$ |BrokFee$ |StorFee$ |TotUURcy ‘Ord Qty |Refereﬂce
000 1 Carton/ Carton - 50 Carton/ Case 11.0000 0.0000 - - - - - 0.00 0.00
0.00 1 Carton/ Carton - 50 Carfon/ Case 11.0000 0.0000 0.00 0.00
0.00 1 Carton/ Carton - 50 Carton/ Case 11.0000 0.0000 - - - 0.00 0.00
000 1 Carton/ Carton - 50 Carton/ Case 11.0000 0.0000 0.00 0.00

8. Additional details regarding the delivery such as; remarks, FMV $, delivery fee, etc. may be entered.
9. Once all items ordered have been verified that they are received, click “Approve” to approve the delivery and

close the document.

10.The order received will now be removed from view in the Document Manager screen.
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NUTRITION ON THE WEB!

This section will demonstrate how transfers are completed.

£ o Logout| ) | & Refresh | [T] Shortcuts | P | @ Hep

Home~ i

. Organize Favorites

¢ Load default favorites .

v [B|]& » &

Site Production Document Physical Inventory  Pick Break Spoil Stock Adjustment
Manager

2K e
“ ¢ 2B

Recipes ltems ltem Views
& Reports
= = (=] =
A -« -« A
Inventory On-Hand Inventory Valuation Historical Production
Production Usage Records
Per ltem

1. Click on “Document Manager” on the Home Page (the Home Page may look slightly different, as each district
can customize the Home Page favorites).
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Transfers from Warehouse

TRAK NI

NUTRITION ON THE '

Transfers from Warehouse

Document Manager~ m]
4a Close | [¥] Approve [¥] Submit [7] Transfer All | nselect All # Bulk Change| & | @ | T L | &
|"] Requisition ] Purchase Order [ Transfer [) Preorder || Supply Requisition
|\/|ew |De\ ‘Edn ‘DocumentType ‘Suppher ‘Desnnauon Site ‘Documem Status Due Date Documentld  |Ref. Orderld  |Creation Diate | Inve

B [ g Purchase Order Schepps Dairy Klein High School Wait2BReceived 11/27/2009 190125 11/25/2009 b
P [ Purchase Order Labatt Food Service Klein High School {,‘J“ Manage By District 11/25/2009 190131 11/25/2009
P [~ Supply Requisition Commodity Warehouse Klein High School On Order 12/18/2009 190146 11/25/2009

[ | Transfer Warehouse Klein High School Wait2BReceived 01/01/2010 190154 11/30/2009
F - Purchase Order Blue Bell Creameries, L P Klein High School Wait2BReceived 12/03/2009 190161 12/01/2009 =
P [ Purchase Order Labaft Food Service Klein High School hl‘ Manage By District 01/01/2010 190167 12/01/2009 E
[ Wl O ___ Supply Requisition Warehouse Klein High School @ Rejected 12/06/2009 190184 12/04/2009

[ Purchase Order Labatt Food Service Klein High School ‘h‘?‘ Manage By District 12/06/2009 190185 12/04/2009
B [~ Supply Requisition Commodity Warehouse Klein High School On Order 01/252010 190200 12/07/2009
B I Transfer Commodity Warehouse Klein High School Wait2BReceived 01/29/2010 190204 * 12/07/2009 =

1. Atransfer will display the warehouse as a supplier and the document status will display

2. Click on the transfer to highlight it.
3. Click on “Receiving” to open the receiving document

“Wait2BReceived”.

| ReceivingOrder -- Webpage Dialog ]
Order Lines
General Details
Vendor Warehouse / WH Received Date 01/01/2010 “J|  mvoice Number |:| -
Order Id = Status [ Draft Ordered Total Qty 3
Ordered Total Cost $ 94.6400 Received Total Qty 3 Received Total Cost $ 94.6400
[:8 Add ltems
Received ltems - Received ltems ‘
ftem Code Supplier Code Item Name ‘Rcv Qty ‘Rcv Uom Rev Price $ Rev Tot$ Rict Gty Reason ‘Rs
W15327 W15327 Pot Holder 100 1Ea/Ea-12Ea/Dozen 77 8400 77.8400 -
W15329 W15329 Towel Bar 200 1Ea/Ea-12Ea/Dozen 16.8000 16.8000 -
< [ »
[] Approve i save %] Close i Print 2]

5. Enter the invoice number or the date if the warehouse does not have invoice numbers.
6. Verify the received quantity. Make any changes needed.

7. Click "Approve"

-

Message from webpage

—x

Approved Successfully!

o)

8. Click “OK”.
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NUTRITION ON TH

Transfers

Transfers between Sites

Transfers between Sites

; &fjl Logout | & | 2 Refresh | [T Shorteuts | |

Home

TRAKL g

[ 4

Home~

[

¢ Load default favorites...

. Organize Favorites

h% Daily Activities

Y

C}@

Site Production

Y

Document
Manager

Physical Inventory  Pick Break Spoil Stock Adjustment

Recipes & Items

“ @ B

Recipes ltems ltem Views
Reports
= = (=] =
Inventory On-Hand Inventory Valuation Historical Production
Production Usage Records
Per ltem

1. Click on “Document Manager” on the Home Page (the Home Page may look slightly different, as each district

can customize the Home Page favorites).

Document Manager~ a
4a Close | [¥] Approve [7] Submit [#] Transfer All [&] Select All [@] Unselect All # Bulk Change| (| [@ | 7 L |5 |
|j Requisition ﬂ Purchase Order g Transfer ﬂ Receiving ﬂ Preorder ﬂ Supply Requisition
|V|ew ‘De\ ‘Ed\l ‘Document Type ‘Suppher ‘Deatmanon Site ‘Document Status Due Date Documentld  [Ref Orderld  [CreationDate  |Invo
I @ sl Q’Ji Purchase Order Schepps Dairy Klein High School Partially Received 11/20/2009 189662 11/12/2009 &
[ Transfer Klein Annex Klein High School Wait2BReceived 11/19/2009 189719 11/12/2009
B O @ . Purchase Order Blue Bell Creameries, L.P. Klein High School Wait2BReceived 11/16/2009 189793 11/12/2009
B [ ] @ = Purchase Order Sunny Sky Products Klein High School Wait2BReceived 11/18/2009 189795 11/12/2009 =
B I @ o Purchase Order Schepps Dairy Klein High School Wait2BReceived 12/15/2009 190088 11/24/2009 =
[l ] @ L Purchase Order Labatt Food Service Klein High School ‘E, Manage By District 12/15/2009 190090 11/24/2009
P O @ o Purchase Order Schepps Dairy Klein High School Wait2BReceived 11/26/2009 190124 11/25/2009 ]
B [ ] @ = Purchase Order Schepps Dairy Klein High School Wait2BReceived 11/27/2009 190125 11/25/2009
B 0. Purchase Order Labatt Food Service Klein High School &, Manage By District 11/25/2009 190131 11/25/2009
B [ Supply Requisition Commaodity Warehouse Klein High School On Order 12/18/2009 190146 11/25/2009
B O @ . Purchase Order Blue Bell Creameries, L.P. Klein High School Wait2BReceived 12/03/2009 190161 12/01/2009 =

© 2010 PCS Revenue Control Systems, Inc.
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Transfers between Sites

Send a Transfer

Document Manager~
4a Close Approve [V] Submit [] Transfer all [a] Select All [[a] Unselect All # Bulk Change| (= | @ | 7 | &
|] Requisition || Purchase Order || Receiving || Preorder || Supply Requisition

1. Click on “Transfer”.

| Order Criteria -- Webpage Dialog ﬁ

Transfer Order Criteria

General Details

Destination [N IR | || _J}||<3 & |
From Date (1272972009 EEE
To Date |o1/0572010 E[EE

% Apply | & Close | @ |

4

2. Select the destination site by clicking on the magnifying glass to pull up the list of sites.

[ @_‘\ InnerSite -- Webpage Dialog m
| Friter | L |
‘ ‘ Site Code ‘ Site Name Description |7
L—w 002 Klein Forest High School -~
[d) 003 Klein Qak High School
[d oo04 Klein Collins High School
[@ o3 Vistas High School il
[a) 038 Klein Annex
[G: 041 Klein Intermediate i
[a) 042 Hildebrandt Intermediate
[@ o043 Waunderlich Intermediate
[@ 044 Strack Intermediate
[@ o045 Kleb Intermediate
[G) 046 Doerre Infermediate
[q 047 Schindewolf Intermediate
pi[@ 101 Kohnville Elementary
I@- 102 Northampton Elementary
2! 103 Haude Ef =
42 Page: ofi 1 Total Found: 42 »
“ Apply | & Close

e

3. Highlight the destination site and click “Apply”.
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NUTRITION ON THE WEB!

Transfers

Transfers between Sites

-

2| Order Criteria -- Webpage Dialog

=5=)

Transfer Order Criteria

General Details

Destination

N~ [Kohile Elementary | 3[4 ||
From Date 010512010 2[5 -
To Date 0110512010 ol-

& || @ |Kohwville Elementary / 101

L

o | © e

4. Select the appropriate date for the transfer.
5. Click “Apply”.

-

Message from webpage

!'._:\ No orders were found!

LS

=

6. Click “OK”. No orders will be found since this is an open transfer.

Transfer

General Details

OrderIld

Status Due Date 01/05/2010] g
Destination Kohnville Elementary / 101 Expected Total Cost $ 0.00 Actual Total Cost $ 0.00
|3 Add Items
Transfer - tems to Ship to Sites
| ‘ ‘\Iem Code ltern Name ‘Sup Qty |Sup UoM Ref No Remarks Sup Tot § ord

7. Click “Add Items” to select the items to be transferred.
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Transfers between Sites

TRAK I

NUTRITION ON THE WEB!

£ | InnerSiteltemSupplier -- Webpage Dialog

=)

Fitter By ftemName ~  Contains - l:l Go PFilter T »- Class »- List o~ Location
z:—_ ‘ ltem MName ltem Code | Description .
& 7 Antioxidant 2121176 1/1# Royal OMF65 -
R 3 Apple Filled Breadsticks (Boscao) 9385894 Apple Filled Breadstick 72/7" Bosco 2172 E ‘
3 d Apples, Golden Delicious 9800046 125-138 Ct | |
R 3 I 1 Apples, Granny Smith 9800558 138 Ct
3 LE;I Apples, Red Delicious 9800055 138 Ct
LS Bacon, Turkey 8938129 12/50 slices Jennie 0 2711-06
& |d Bag, Brown 6# Duro 9689225 500ct Duro
3 | Bag, Bun Pan, 27 x 37 7720139 200 ct
3 d Bag, Flip Top Sandwich Handguards 7035215 2000/cs Food Handler =
< | i »
{a Page: of: 10 Total Found: 478 »
’a| ltem MName | ltem Code | Description
g 1.:3‘. Apple Slices 9911277 B6/#10 commaodity AO79
@ [ Applesauce 9911276 6/#10 Blue Ribbon #85647

@ Page: 1 OF 1

Total Found: 2

* Apply | Close

8. Select item(s) by clicking on the blue down arrow to add to the list on the bottom. Once all items have been

added, click "Apply".

#| Transfer order -- Webpage Dialog ||
Transfer
General Details
Orderid = Status Due Date 01/05/2010 (]
Destination Kohnville Elementary / 101 Expected Total Cost $ 0.00 Actual Total Cost $ 105.56
[:@ Add ltems
Transfer - Items to Ship to Sltes
[ [ [temcoce Itern Name [sup Gy JsupuoM Ref No Remarks Sup Tot $ [ord
5 9911277 Apple Slices 200 1#10/#10-6 #10/ Case(c] 37 6000
P> i 9911276 Applesauce 400 1#£10/#10-6#10/Case 67.9601
<« T »
] Approve (&) Print Pick List L] save & Close Print 2]

9. Enter the quantity sent in the “Sup Qty” column.

10.Click “Approve”.
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TRAK G

.
Transfers between Sites

Message from webpage ﬁ

Approved Successfully!

11.Click "OK".

Document Manager ~ [m]
@ Close | [¥] #pprove [7] Submit [7] Transfer All | Unselect Al # Bulk Change| (2| @ | T L |32
|] Requisition | ] Purchase Order || Transfer || Receiving || Preorder || Supply Requisition

‘V\ew ‘Del |Ed\1 ‘Documem Type ‘Suppher ‘Destmalioﬂ Site ‘Document Status Due Date Documentld  [Ref. Orderld  |Creation Date  [Inv

I Transfer Klein High School Wunderlich Intermediate Wait2BReceived 12/28/2009 190303 1212172009 W
[l ] Requisition Klein High School ‘E‘ Pending 12/25/2009 190314 12/23/2009
[l O Requisition Klein High Schoaol ‘f‘ Pending 12/30/2009 190317 12/28/2009
B I Requisition Klein High School & Pending 12/30/2009 190319 12/28/2009
Il O |#_.. Purchase Order Schepps Dairy Klein High School Draft 12/30/2009 190320 12/28/2009
i Supply Requisition Warehouse Klein High School On Order 12/30/2009 190321 12/28/2009

B | I Purchase Order Schepps Dairy Klein High School Wait2BReceived 01/04/2010 190323 12/29/2009 ‘;

T | (| . Transfer Klein High School Kohnville Elementary ‘Wait2BReceived 01/05/2010 190328 12/29/2009 =]

12.The created transfer will display the supplier as the sending site. The receiving site will be displayed in the
destination site column.

13.The transfer will display “Wait2BRecieved” until the destination site receives in the transfer order. It will then
be removed from the document manager screen.

Receive a Transfer

Document Manager~ [m]
48 Close | [¥] Approve [7] Submit [] Transfer Al | nselect All # Bulk Change| 2| 3 | T “E| &2
|) Requisition || Purchase Order || Transfer [] Preorder | ) Supply Requisition

‘\/\ew ‘De\ ‘Ed\t ‘Documem Type ‘Suppher ‘Desunauon Site ‘Documem Status Due Date Documentld  [Ref Orderld  |Creation Date  |Invoice Number

N D . Purchase Order Schepps Dairy Kohnville Elementary Wait2BReceived 11/17/2009 189559 11/11/2009 2
B [l " Purchase Order Schepps Dairy Kohnville Elementary Wait2BReceived 11/18/2009 189562 11/11/2009
B ] i Purchase Order Schepps Dairy Kohmille Elementary Wait2BReceived 1111912009 189564 11/11/2009
B O i Purchase Order Blue Bell Creameries, L P. Kohnville Elementary Wait2BReceived 11/16/2009 189638 11/11/2009
B ] ol Purchase Order Schepps Dairy Kohnville Elementary Wait2BReceived 11/20/2009 189764 11112/2009
B [l ol Transfer Krahn Elementary Kohille Elementary Wait2BReceived 11/2012009 190065 11113/2009 |
B N o Transfer Hassler Elementary Kohnville Elementary Wait2BReceived 11/20/2009 190076 11/13/2009 i
B O = Transfer Commodity Warehouse Kohnville Elementary Wait2BReceived 12/22/2009 190110 ~* 11/25/2009
: 1 Transfer Klein High School Kohnville Elementary Wait2BReceived 01/05/2010 190328 12/29/2009 =

1. A transfer will display the sending site as the supplier and the document status will display “Wait2BReceived”.
2. Click on the transfer to highlight it.
3. Click on “Receiving” to open the receiving document.
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TRAK I

Transfers between Sites
] ReceivingOrder -- Webpage Dialog ===
Order Lines

General Details

Vendor Kiein High School / 001 Received Date 01/05/2010 S| mvoice Number |:| .

Orderld = Status (¥ Draft Ordered Total Qty 0
Ordered Total Cost $ 0.0000 Received Total Qty 6 Received Total Cost § 105.5600
[-¢ Add ltems
Received ltems - Received ltems ‘
|hem Code Supplier Code Itern Name. |Rcv Qty ‘Rcv uom Rev Price $ Rev Tot § Rict Gty Reason ‘Rs
9911277 9911277 Apple Slices 200 1#10/#10-6#10/ Case(c] 188000 37.6000 -
9911276 090035 Applesauce 400 1#10/#10-6#10/Case 217300 67.9601 -

E Approve i save & Close ; Print @

4. Enter the invoice number or the date if invoice numbers are not used.
5. Verify the received quantity. Make any changes needed.
6. Click "Approve".

Message from webpage M

-

l Approved Successfully!

7. Click “OK”.
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IRAK Posting Production

E o Logout | % | @ Refiesn | [T Shortauts | Yy

Home

Home~ i

. Organize Favorites... | "7 Load default favorites .

Daily Activities

» | B & D &

Site Production Document Physical Inventory  Pick Break Spoil Stock Adjustment
Manager

- -
h% Recipes & Items
B o &

Recipes ltems ltem Views
h% Reports
= = = =
A A o A
Inventory On-Hand Inventory Valuation Historical Production
Production Usage Records
Per ltem

1. Click on “Site Production” on the Home Page (the Home Page may look slightly different, as each district can
customize the Home Page favorites).

Site Production Criteria

From Dgte 01/06/2010 E[=]

To Date  [03/07/2010 =]

‘ & Apply || 7 Close |

2. Enter the specified date range to post production for the current day.
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Posting Production

TRAK LG

NUTRITION ON THE WEB!

3. Click “Apply” to enter the production menu.

4. Select the appropriate date/day to begin entering actual production numbers by clicking on the date. The date
will highlight in yellow and the menu will appear on the right hand side of the screen.

4= Close | [/ Edit Criteria | [ Save Day | & Nutrition Report

4 calendar

/2010

- Sun Mon Tue Wed Thu Fri Sat

February/2010

(]

M
r

Sun Mon Tue Wed| Thu | Fri
1 2 3|

4

. Click on “Edit”, E_’l

Production Day

Production Info For Day : 01/06/2010

Adults / |
1 e Student Total
Type | Item Name Code \ itk Serving Type planned 2 la.Cate Planned
CNCode | Size : Planned .
Servings | goryings | Servings

Breakfast / Second. Break. Fri Wk 2 / Grades 6-12 (Breakfast) /Serving location: Internal / 80 (# Of Servings) /O

j@%@w

Recipe Scrambled Eggs

General Details
Menu Name
Planned # of Servings
Age Group
Add Menu ftem

Inactive

Menu Planning | Food Based

pen

I_DISENI (4 x 5 cut)(1.00-

20 20

Menu Code

Second. Break. Fri Wk 2] *
-

Grades £-12 (Breakfast)

Breakfast

EEEns - Meal Type Name
]
bt I:l!, 4 || & |internal / internal

Serving Location

e
ftem

r

=

tem/Recipe/Pattern

to enter the Menu Planning section of the production record.

4
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Adding Additional Item / Recipes / Patterns

Adding Additional Item / Recipes / Patterns

hame: Second. Break. Fri Wik 2

Menu Planning Food Based

General Details

Menu Name Second. Break. FriWk 2 + Menu Code SBW2DS + Meal Type Name Breakfast
5 4 5 e P ]
Planned # of Servings a0 + Serving Location N - |:|_j qm___._f_flnternalrlnternal

Age Group Graces.E--12(Breakfast} v .

Add Menu tem ftem - temRecipe/Pattern

Inactive 3

ftem M ' _i* \% & Menu ltem type ————-mm-ememmeee e -

Serving Size + Serving Type | —— + |+ Planned Servin x| add |
gsie[ ] servngTyp _ o[ ]|

7 tem =&
- Leftover o vl:l = h‘§:|

Menu tems {** = A CH Database Serving Ty

£ | httpi/fpostraknow. com/Kleintesting/Termplate sServer/ScreenEntity/ScreenEntityPage aspx?ET=Item&TT=Find&MM =1&51=277 &5id=126 ~

Fiter By [0S ~ Contains - l:l é.GOI I ﬁrl-:.iller i:_

| | |Name
4 L Scrambled Egos | |Item Name |Item Code |Descripti0n
4§ Sausage Patty [3 ' Cereal, Honey Graham Squares 9390726 96/1 oz Malt O Meal 04515
@ Pears, Sliced. light syrup @ Cereal, Raisin Bran 93BET49 96/1.25 oz Malt O Weal 00715
@. Pears. Diced. light syrup @ Cereal, Rice (Bulk) 5498018 4/32 0z Ralston 33051
@ Juice, 4 oz @ Cereal, Tootie Frutties 750z 9385120 $5/75 oz Malt O Meal 01315

@, Cinnamen Rellz, Homemade
J Cereal Assorted

§ Tosst

@ Milk 4 il ] 3
. delly, Apple-Grape 4a Page: m. 1 Total Found: 4 s

- Sauce. Picante. bulk - )

J Bacon, Turkey

e b

& apply | &1 close

1. Add additional menu items/recipes/patterns by clicking on the drop down arrow next to “Add Menu Item”.
Select the appropriate menu item.

r _.}

2. Enter the first few letters of the name in the Item, Recipe or Pattern box. Click the “Apply”, -_-—_: function.
3. Highlight the desired item and click “Apply”.

Mame: Second. Break. Fri Wk 2

Menu Planning | Food Based

General Details

Menu Name Second. Braak Friwk2 + Menu Code SBWZDS + Meal Type Name Breakfast
Age Group Grades 6-12 (Breakfast) R

Add Menu iem tem = temRecipe/Patiern

Inactive | B

tem N [Cereal Raisn Bran |[[F|[ @, ][] cereal Raisin Bra.. Menutemtype — =

Serving Size - Serving Type |- Panned servings ||+ | [ Aaa \

2){1.000-35.44g)

i E’gwar [ I I Course ~ Portion Size[ |- Serving Type, -LeftOveramount |- \ [ Add
Menu ltems {* = A CN Database Serving Type)
[ [veme [type Jrace Menu ttem type [Servi.. [Serving Type [Studtent Pt Jactut 15 1. [Totel Pan.. [Leftovers Added |
4 { Scrambied Eoos Recipe -1 1.00! Serving (4 5 cut)( 1.00- 52.58q) 20 0 20 0
4§ Saussoe Patty tem 8922447 100, Each (1,025 0z)( 1.00- 26.060) 20 0 20 0
4§ Pears. Siced light syrup tem 480038 100 Scoop#d (Breakfast)( 1.00-121 5 0 0 0 0

. Enter the serving size quantity.

. Select the appropriate serving from the drop down menu next to Serving Type.

. Enter the number of projected servings in the “Projected Servings” box and click “Add”.
. Continue until all menu items have been added.

. Click “Save” to exit the edit screen and return to the main site production screen.

. Click “OK”.

O©oo~NO U
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Adding Leftovers

Adding Leftovers

4= Close | [/ Edit Criteria | [/ Save Day | B Nutrition Report
4 calendar

/2010 =

January, Production Day
. Sun Meon Tue Wed Thu| Fri | Sat

Production Info For Day : 01/06/2010

Adults /
= = - Student Total
=- B it Type | Item Name Code \ Sefvig Serving Type planned |2 la Carte Planned
v oov v CNCode | Size Servi Planned .
ervings | oo o Servings
10 t1 32 13 14 15 18 ! )
o " i Breakfast / Second. Break. Fri Wk 2 / Grades 6-12 (Breakfast) /Serving location: Internal / 80 (# Of Servings) /Open B
18 19 =0 23] 23 23 [EE] % _production Record 0]
v i
(]

Recipe Scrambled Eggs - . 1_0_59"\’ (4 % 5 cut)(1.00-

Menu Planning | Food Based

General Details

! TNl = d = Jenu Name Second. Break. Fri Wk 3 - Menu Code SBW2DS . el Type Name Breakfast
14 15 18 i7] 18 19 20 Planned # of Servings. - Serving Location N |:|@‘ |13;| ”imm”mma,
Age Grou Grades £-12 (Breakfast) i
21 22| 23 24 25 26 27 s
Add Menu ttem ttem - tem/Recipe/Pattern
28 Inactive [

1. Click on “Edit”, @ to enter the Menu Planning section of the production record.

Fam 'y
me“hﬁ'l el Coawse -
Portion Sae = Sarving Type ® Left Over amount = | ok Add

Mo Db (== = A O Ditaburie Serviry Free]

| Fame Tipe  Hens Bem . Code MemMgTE t. N EDde  Serv.Sendng TYDE UL Pro. Adek f . Total 5.
1 £ & Check thpgety, LTS Dl Meat. .. Rem Erfre 5355 MaAr & b 3355 B03 Sareng {6 .. 10 o LoD
E 4 & BoBs daacd (b Katver) ftem e [T akk] sy & Brw [l =k ubd poll {3109 108 8 166
| 4 & PeaafolrdBssPkioiin,. Rem  Sise 11304 Mefr & b 11306 100 Cum .. 08 -] 100
| 4+ & Peach Cobider Recin e =-13 st & B 100 Sscanmal .. 08 -] 190

i+ & pik Paltern  Sisa 3 100 Cunl 1.00-., L] ] 100

2. Click on “Find”, Lr‘_... to open the list of available leftovers.

,'9 ItemLeftOver -- Webpage Dialog
pag 5

Filter By |[ERIRER v | | Contains v _ | |£—n | ?Fllter || $
| Item Name Item Cade Is Recipe "!SEWEHQ Type ESEwmg Size 'Quant'rtv
'd Cereal, Honey NUt C... 4696 No PACKAGE=® | 1 40 =]
\bd Syrup 4711 No Each 1 20

_! ke Yogurt, Fruit, LoFat, ... 4716 Mo Each (d4o0z) 1 20
bd Milk, Chocolate, Low... 4724 No cup== 1 45

_} ked Juice, Apple, 100%, ... 4801 No Container (6... 1 120
brd Juice, Orange, 100... 4802 No Container (6... 1 20

_! ked Juice, Grape, 100%, ... 4804 Mo Container {6... 1 30
bd Juice, Pineapple, 10... 4805 No Container 1 20

_} ked Milk, Strawberry Lo... 4815 No Cup 1 66

_ bd Apples, Raw, With 5... 9003 No small (2-1/2... 1 200

3. Click on the leftover item/recipe needed to highlight it.
4. Click “Apply” to add it to the menu.
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Adding Leftovers

Ram

R T ke Coawrse -

Portion Sae = Sereng Type * Laft Over amount = | ok o

M P {7 = 88 Bilaburie S viv Pz

Fears: Tipe Harsa Bem .. Code EemHpmt t. (M Cods Serve. Senving Type Kot Poo. Adek .. Total 5.

T & Check Shppoaty. LT & Dk Mgt Hem Erdres 5355 Fuar & B 5355 B02 Sersng {6 i =] 10D
4 & Boba sacd (ol Kaivec) mem S 153 MeAr b B 1E353 100 ol -1 106 -l 100
+ & PrasgonCndBesPhSoilio. Bem  Gise 1108 Mtr A B D906 | 100 Cun (dran. 100 o 10
+ & Peach Cobider ecipn e =13 Pty & e 108 Eecanal 1. 1068 & ]
T & MNE Paltern  Sisa 1 100 Cupl 1.00-.. 108 & 100

5. Select the “Course” from the drop down menu.

6. Enter the portion size in the “Portion Size” box.

7. Select the serving type from the “Serving Type” drop down menu.

8. Enter the quantity of leftovers in the “Leftover Amount” box.

9. Continue until all menu items have been added and click “Add”.

10.Click “Save” to exit the edit screen and return to the main site production screen.

Windows Internet Explorer |

L] "_n. Saved Successfully!
.

11.Click “OK".

Additional Information Concerning Leftovers:

e Selecting “Freeze” leftovers will hold in leftover selection area for a month.

¢ Selecting “Refrigerate” will hold for 3 days.

e Selecting “Serve next day” will automatically add to the next day’s production with the amount of leftovers
included if the item/recipe previously exists on the menu already.

e Selecting “Return to Stock” will place the items back in inventory to be used at a later date.
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Entering Prepared Amounts, Meals Served and Leftovers in Production B

Entering Prepared Amounts, Meals Served and Leftovers in Production

4= Close | [/1 Edit Criteria | [d Save Day [& Nutrition Report

< Calendar
January /2010 2

~ Production Day
_ Sun Mon Tue Wed Thu Fri  Sat

Production Info For Day : 01/06/2010

Code Serving

Type | Item Name CNCode Serving Type

v I | v Size
t v | o Breakfast / Second. Break. Fri Wk 2 / Grades 6-12 (Breakfast) /Serving location: Internal / 80 (# Of S
17] 18 15[ =20 231 23 23 = [@ [4 ¢% Production Record
v = E Serving (4 x 5 cut)(1.00-
= e} Recipe Scrambled Eggs 1-1 dpp 2Ehd '
24 25 26/ 27| 28 29 30 : = o 4g 52.59a)
Each (1.025 oz)(1.00-
=] Item Sausage Patty 8922447 1.00 ( X
29.06q)
- ; 5 = .00-
=] Item Pears, Sliced, light syrup 480038 1.00 Scoop#8 (Breakfast)(1.00
121.50q)
H w“ H ”
1. Click on “Production Record” to enter the data entry area.
Food Based Production Record Menu
General
Meal Pattern Scheol Patterns. Menu Name Secoend. Break. FriWwk 2 FB Meal Type Breakfast
Planned # of Servings 20 % FB Standard Type Enhanced Tot. Students Served |
Tot. Adults Served Signature Offer vs. Serve v
(%) B 3
Remarks Status pen Meal Preparation Site N w E{ILS & Klein High School / 601
Food Based Product Record
Hame Age Group Code |Typs |Serving Type Student Serving Size |Adult Serving Size (Student Planned Servings [Adults / a la Carte Planned Serving:
Scrambled Eggs Grades 7-12 J-1 Recipe Serving (4 x 5 cut) 1.00 1.00 20 [} -
Sausage Patty Grades 7-12 8922447 ttem Each (1.025 oz) 1.00 1.00 20 o
Pears, Diced, light syrup Grades 7-12 450202 tem Scoop#8 (Breakfast)  1.00 1.00 20 0
{P-Juice, 4 oz) Juice, Orange, 4 floz Grades 7-12 9005612 tem Each (4 floz) 1.00 1.00 50 1]
Cinnamon Rolls, Homemade Grades 7-12 B-1b Recipe each 1.00 1.00 a0 1]
(P-Cereal, Assorted) Cereal, Tootie Fruities .75 0z Grades 7-12 9386120 ttem Each (0.75 0z) 1.00 1.00 20 0
{P-Cereal, Assorted) Cereal, Honey Graham Squares Grades 7-12 9390726 ftem Each (1 oz} 1.00 1.00 T 0
(P-Cereal Assorted) Cereal Raisin Bran Grades 7-12 9388749 ttem Each (1.25 oz) 1.00 1.00 3 o
Toast Grades 7-12 J-16 Recipe Slice 1.00 1.00 12 0
(P-Milk} Wilk, Chocolate 1/2 Pt, 1% Grades 7-12 23740 ttem Carton & floz 1.00 1.00 45 0
{P-Milk) Milk, White, 1/2 Pt, 1% Grades 7-12 23739 ftem Carton 8 floz 1.00 1.00 21 0
(P-Milk}) Milk, Strawberry 12 Pt, 1% Grades 7-12 231 ttem Carton & floz 1.00 1.00 15 0
(P-Milk) Milk, Skim White, 1/2 pint Grades 7-12 23731 ttem Carton & floz 1.00 1.00 5 0
Jelly, Apple-Grape Grades 7-12 4730576 ttem Tablespoon 1.00 1.00 12 o
Sauce, Picante, bulk Grades 7-12 3295516 ftem Ladle 1 Floz 1.00 1.00 20 0
Bacon, Turkey Grades 7-12 8938129 tem Slice {.590z) 1.00 1.00 100 1]
Scrambled Eggs Grades 7-12 J-1 Recipe Serving (4 x 5 cut) 1.00 1.00 20 1] =
4 >
[ Finished A pick List [ Transfer [ Guide A save & Close ] Print

Criteria to Complete Production Record:

. Enter the total students served, total adults served and name at the top of the page.

. Enter any special remarks.

. Enter catering and special diet meal counts.

. Edit the “Prepared” amount for each item.

. Enter the quantity for any leftovers that are not discarded in Servings Leftover column.

. Enter the leftover use by clicking in the “Leftover Use” box for the appropriate item. A drop down menu will
appear, select the correct one.

7. Enter the “Student Usage” for each item.

8. Enter the “Adult Usage” for each item.

9. Enter the “a la Carte Usage” for each item.

10.Any variance in the total amount served and total prepared will be displayed in the variance column.

11.Enter any comments in the “Comment” column.

12.Enter the “Time First Batch Removed”.

13.Enter the “Temp First Batch Removed”.

OO WNPE
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Entering Prepared Amounts, Meals Served and Leftovers in Production

14.Enter the “Holding Temp”.
15.Upon finishing the production record click “Finished” to complete and close the record. Once closed it will not
be editable except by district personnel.

A ARMIMGH

' This function depletes inventory frarm stock, updates usage, leftovers,
participation, and closes this production record.
Click "OK" to close or "Cancel” to return to edit,
Once closed only the District Office can edit this record.

LDfOK | [ cancel |

16.Click “OK” to finalize the production record. No changes may be made to the production after this point.

Windows Internet Explorer

<P Missing Usage or Served will be saved as zeros,
“-n'(" Press Ok to continue

[ Ok, ] [ Cancel

17.Click “OK” to save any missing values as zeros if any boxes are left intentionally blank.

L& L&

= ol
Microsoft Internet Explorer E|

L] ':.: PickBreakspoil Id - 9
]

= ol
Microsoft Internet Explorer E|

L] ':.: Saved Successfully!
]

18.Click “OK” on the “Saved Successfully!” pop up screen and on the “PickBreakspoil’ or "Meal Created"
pop up screen.
19.The day’s production is now complete.
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IRAKmm Pick, Break and Spoil

NUTRITION ON THE WEB!

This section will demonstrate how to pull items from inventory that are not on the production record. Pick, break
and spoil may be used to pull items that need to be removed from stock due to spoilage, breakage, etc.

: e Logout | @ | & Refresh | 7] Shortcus | | £ | @ Help _ TRAKH]@H
B 1
Home~ [

¢ Organize Favorites.. {7 Load default favorites...

Daily Activities

*» B & D | &

Site Production Document Physical Inventory| Pick Break Spoil Stock Adjustment
Manager

Recipes & Items

B 8 B

Recipes ltems ltem Views
& Reports
(] = = =
Inventory On-Hand Inventory Valuation Historical Production
Production Usage Records
Per ltem

1. Click on “Pick Break Spoil” on the Home Page (the Home Page may look slightly different, as each district can
customize the Home Page favorites).
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Search for Closed Documents

Search for Closed Documents

Pick Break Spoil~ (]
4a Close | [E] New [# Edit [3] View k] Delete| & | @ | ¥ |
Code ‘Name ‘S Clear Filter Date |Status Description
72 SiteProductionJan 4 2007 9:41AM Klein High School 01/04/2007 ,ﬂ‘ Closed Recipe creation -
[ 82 SiteProductiondan 3 2007 12:00AM Klein High School 01/03/2007 ,ﬂ‘ Closed Meal creation ;
[ 83 SiteProductionJan 4 2007 11:03AM Klein High School 01/04/2007 ,Q‘ Closed Recipe creation i
ED SiteProductiondan 3 2007 12:00AM Klein High School 01/03/2007 & Closed Meal creation
[ |85 SiteProductionJan 4 2007 11.07AM Klein High School 01/04/2007 ,ﬂ‘ Closed Recipe creation
| | 86 SiteProductiondan 3 2007 12:00AM Klein High School 01/03/2007 ,ﬂ‘ Closed Meal creation
[ 87 SiteProductiondan 4 2007 11:11AM Klein High School 01/04/2007 ,g‘ Closed Recipe creation
I E& SiteProductiondan 3 2007 12:00AM Kiein High School 01/03/2007 ,g‘ Closed Meal creation
F E& SiteProductiondan 4 2007 11:12AM Klein High School 01/04/2007 ,ﬂ‘ Closed Recipe creation o

1. To view the created pick, break and spoil documents, click the “Clear Filter” icon. This will show the closed
documents on the screen.

2. The pick, break and spoil pulls items that have been served on a menu or used in a recipe from the perpetual
inventory.

3. Pick, break and spoil will be created for recipes and meals.

4. Select the document needed by highlighting the document and then clicking View

] PickBreakSpoil -- Webpage Dialog ==
Spoilage / Usage Input - Spoilage / Usage Input
General Details

Name SiteProductionJan 22 2007 7:21AM  Sijte Name Klein High School Code 1750

= 01/22/2007 Status & Closed

Description Recipe creation +

Items to Adjust

| ‘\/lew ‘\tem Name ltem Code Used Gty uuPU Reason Usage Unit Qty. On-Hand

Beef Crumbles 8931089 500 Bag Used for Recipe Production Bag -~
Onions, Yellow 9808098 200 Pound Used for Recipe Production Pound 1N
Qil, soybean 7996315 1.00 Pound Used for Recipe Production Pound
Spices, Garlic Powder 61684113 1.00 Container Used for Recipe Production Container
Tomatoes Crushed 2287506 1.00 Can#10 Used for Recipe Production Can#10 =
Tomato Paste 2337004 1.00 Can#10 Used for Recipe Production Can#10
Spices, Pepper, Black 6185086 200 Container Used for Recipe Production Container TIm
Spices, Salt, lodized 6313043 100 Pound Used for Recipe Production Pound
Sugar, Granulated 8520009 1.00 Pound Used for Recipe Production Pound
Spices, Basil, Sweet Leaf 6186217 1.00 Container Used for Recipe Production Container
Pasta, Spaghetti 4176982 400 Pound Used for Recipe Production Pound )

< " | »

Gl Close & Print 2]

5. The Recipe Creation shows all the items and the quantities that have been used in a recipe that have been
prepared and served.
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Pick, Break and Spoil

Search for Closed Documents

] PickBreakSpoil -- Webpage Dialog

=

Spoilage | Usage Input - Spoilage / Usage Input
General Details
Name SiteProductionJan 16 2007 12:00AM Site Name Klein High School Code 1625
Date 01/16/2007 Status 2 Closed
Description Meal creation +
Items to Adjust
| ‘\/\ew ‘\tem Name Item Code Used Qty uurPU Reason Usage Unit ‘Oty On-Hand
Mexican Gorn 1-12 116.00 Scoop#8 Used for Recipe Production Scoop#8 e
Nachos Grande D-2 200.00 Serving Used for Recipe Production Serving
Jalapeno Cheese Bread B-7 200.00 Serving Used for Recipe Production Sening | |
Lettuce & Tomato Salad E-4 210.00 Serving Used for Recipe Production Senving ‘
Cheesy Nachos D-2a 000 Senving Used for Recipe Production Senving ‘ 3
Pinto Beans 1-10a 2500 Scoop#8 Used for Recipe Production Scoop#8 L
Black-Eyed Peas 1-25 0.00 Senving Used for Recipe Production Senving
Green Beans, Frozen 1-29a 0.00 Sening Used for Recipe Production Senving
Corn, Frozen 1-30a 000 Senving Used for Recipe Production Senving
Green Peas. Frozen 1-32 0.00 Servina Used for Recipe Production Senvina i
< [ ] 3
& Close

6. The Meal Creation shows all the items and the quantities that have been used in a menu that have been

prepared and served.
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Creating Additional Pick, Break and Spoil

Creating Additional Pick, Break and Spoil

Pick Break Spoil ~ 0
@ Close [ Edit [@ View ki) Delete| S| @ | P |5 |
Code |Narﬂe |S|te Mame Date |Statu5 Description
72 SiteProductionJan 4 2007 9:41AM Klein High School 01/04/2007 ,ﬂ‘ Closed Recipe creation -
[ 82 SiteProductionJan 3 2007 12:00AM Klein High School 01/03/2007 ,ﬁ‘ Closed Meal creation ;|
| |83 SiteProductionJan 4 2007 11:03AM Klein High School 01/04/2007 ,ﬂ‘ Closed Recipe creation =i
| 84 SiteProductionJan 3 2007 12:00AM Klein High School 01/03/2007 ,ﬁ‘ Closed Meal creation
|| 85 SiteProductionJan 4 2007 11:07AM Klein High School 01/04/2007 ,ﬂ‘ Closed Recipe creation
| 86 SiteProductionJan 3 2007 12:00AM Klein High Schoal 01/03/2007 ,ﬂ‘ Closed Meal creation
[l 87 SiteProductionJan 4 2007 11:11AM Klein High School 01/04/2007 & Closed Recipe creation
| 88 SiteProductionJan 3 2007 12:00AM Klein High School 01/03/2007 ,ﬁ‘ Closed Meal creation
| 89 SiteProductionJan 4 2007 11:12AM Klein High School 01/04/2007 ,ﬂ‘ Closed Recipe creation -
| i ] g
4@ Page: -ofi 1 Total Found: 2 5]

1. To create a new pick, break and spoil, click “New”.

Spoilage / Usage Input - Spoilage / Usage Input

General Details

Date 1212972009 “[ol- Status

Description Non Food Ttems are depleted here when they are not part of the &

Production Record| -
| .3 Add Items

Items to Adjust
| ‘\/\ew ‘\tem Name ftem Code Used Qty uuPU Reason Usage Unit Qty. On-Hand

2. Click “Add Items” box.

@] Inventoryltem -- Webpage Dialog Lﬂ—hj
Fitter By ftemName ~  Contains - Go Yrilter b 4 - Class - List - Location

S:‘ ‘ Itern Mame | Item Code ‘ Description

& [d) Spatula, 16 1/2" Spoon Shaped W15289 Each =
k.3 7 Spatula, 9 1/2", Spoon Shaped W15193 Each

a3 @ Spoon, 13" Perf, Serving W15148 Each

a3 ‘@ Spoon, 13" Slot, Serving W15149 Each

B3 :,\ Spoon, 13" Solid, Serving W15032 Each il
3 L_ﬂ Spoon, Clear, HD, Dixie Catering 7772254 1000/Cs Dixie THO17 i
B 3 Liw Spoon, Plas Hvy Black Catering 7774946 1000 Ct Dixie 98135

a ‘@ Spoon, Soup White Jet 7815474 1000 Ctl Pack

B3 g\ Spoons, Measuring, Set W15070 Each =

1l | »

+ |

of: 18 Total Found: 871 »
& ‘ ‘ Itern MName Item Cocdle Description
H l_-ﬂ Napkin, Plain, Paper GP 6726000 12/500 Ct
@ [@ Tray, 3% Food 7740104 21250/Cs
a Lj\ Fork, Plastic, White 7815472 1000 CtlPack 00119
u g\ Spoon, Plastic, White, 7815473 1000 CtlPack
| 1l | ls
@ Page 1 OF 1 Total Found: 4 »

“ Apply . G| Close
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3. The list of inventory items will appear on the screen.
4. ltems may be added by using the Filter By, Class, List or Location searches.
5. Click “Apply” once all items have been added.

] PickBreakSpoil -- Webpage Dialog o]

Spoilage / Usage Input - Spoilage / Usage Input

General Details

Date 12/29/2009 2gl. staus
Description Non Food Items are depleted here when they are not part of the -
Production Record -
[:¢ Add Iitems

Items to Adjust

| ‘V\ew ‘\tem Name ltemn Code Used Qty UUPU ‘Reason ‘USage Unit Qty. On-Hand
b ) |G Napkin, Plain, Paper GP 6726000 -~ Each [Picked for Production or Sald] Each 60

Tray, 3%, Food 7740104 ~ Each _Clear - - Each
Fork, Plastic, White 7815472 - Each Picked for Production or Sale ‘ ‘ Each 8!

_ Spoon, Plastic, White, 7815473 ~ Each Expired i Each 9
Breakage and Spoilage B
Recalled
« I L v
Used for Recipe Production
£ Approve ] save &) Close & Print

6. Enter the quantity of the items used in the Used Qty column. Select either the usage unit or purchase unit
from the UU/PU Column.

7. Select the reason for pulling the product from inventory by clicking on the drop down box in the Reason
column.

8. Type a name for the PBS in the name field, (ex.Daily, Adjustment, etc.).

9. Click “Approve” to pull item(s) from inventory and close the document.

Message from webpage

l Approved Successfully!

%

10.Click "OK".
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This section will demonstrate how to perform a weekly or monthly inventory.

s Logout | £ | & Refresh | /T Storcuts || 5| @t | JGAINTON
Home ; - - M
Home~ [

¢ Organize Favorites... | "7 Load default favorites...

Daily Activities
Site Production Document Physical Inventory | Pick Break Spoil Stock Adjustment
Manager

Recipes & Items

B 8 2B

Recipes ltems ltem Views

(== = = =
S o ' o
Inventory On-Hand Inventory Valuation Historical Production
Production Usage Records
Per ltem

1. Click on “Physical Inventory” on the Home Page (the Home Page may look slightly different, as each district
can customize the Home Page favorites).
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Creating Inventory List

Creating Inventory List

Physical Inventory ~
4a Close [# Edit [@ view &) Delete i3 copy| & | @ | W E | & |

‘Site Mame Status Code Description

‘ Date |Name

1. Click “New" to begin a new inventory.

@] StockManagement — Webpage Dialog

Name: End of Month Inventory.

Physical Inventory - Stock Count

Physical Inventory Details

Name End of Month Inventory - Site Name Code 4090 .
Physical Inventory Date 12/30/2000 =) Status o2 Draft Blind Count =

% of Inventory - @] ....Calendar..... -- Webp...
[{] pec - 2009 ~ ||
[ Add Items il SRSl sy M Tu W Th F Sa

112(3]|4|5
Items to Count
6 (7|89 |10[11]12
|V\ew ‘De\ ‘ ‘\temName [}
13141516 |17 (18|19
20|21|22|23|24|25|26

27|28|29|30 31

Purchase Unit PU Count Usage Unit U Count Item Class

Today : 30 Dec 2009

‘ C&Cumplete H i save H i) Close ‘ z Print ‘

2. Enter the inventory Name and the Physical Inventory Date. A calendar may be utilized by clicking on the box
next to up/down arrows in the Physical Inventory Date section.

Physical Inventory - Stock Count

Physical Inventory Details

Site Name

x

Name ‘End of Month Inventory

= Status

Physical Inventory Date “l 2/30/2009 ‘ :EB

% of Inventory =

| [ Add Items | ? Quick List

3. Select "Quick List".
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Creating Inventory List

ﬂ_] QAQ Criteria -- Webpage Dialog lﬁ

Physical Inventory Criteria

Physical Inventory Criteria

Show Positive Quantity Count
Show Zero Quantity Count
Show Negative Quantity Count
Include Finished Goods

-
=
=
£

Include Inactive ltems

% of Inventory ‘

| 7 Claﬁg_ﬁi__l_t_er |
From Date El E|
ToDae [ s

% Apply | [ Close

4. Click on the box next to any of the inventory criteria listed. Refer to your district office to determine the correct
criteria.
5. Click "Apply".

Physical Inventory - Stock Count

Physical Inventory Details

Name ‘End of Month Inventory | . Site Name

Physical Inventory Date ‘ 12/30/2009 I_: ! O |- Status

% of Inventory =

& Add Items | 9 Quick List

6. To add items to the inventory list, click “Add Items”.
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NUTRITION ON THE WEB!

r

_\ Inventoryltem - Webpage Dialog

===

< | n
|

Filter By ItemName ~  Contains - ] eo FFilter L || 4 Class s 'List |, Location
z: | ltern Mame | ltem Code | Description
3 ;f;'n_ Bag, French Fry 7056262 2000ct =
a g Bag, Hot Dog Imprinted Foil Reynolds 7035561 2000 Ct Foodhandler UPC21133
3 3 Bag, Insulated, Large W15461 Insulated Bag for B.1.C. schools
3 I_G__',w Bag, Insulated, Small W15460 Insulated Bag for B.L.C. schools :
kL [ - Bag. Zip Lock, snack size 1129357 1000/ct 6x4 Boritex-A20604 | 2 ‘
& | Bagel, blueberry, sliced 9230055 72/4 Oz Bakecrafters 649 M
3 | Bagel, cinnamon raisin, sliced 9230082 72/4 Oz Bakecrafters 648
3 I_{;_'n Bagel, honeywheat sliced 9230075 72/4 Oz Bakecrafters 658
A ;(;'-w_ Bagel, wholegrain sliced 9230080 72/4 Oz Bakecrafters 664 o
< | n | 3

¢a Page | 1 [of 18 Total Found 871 »
i‘ | ltern Name | ltem Code Description
u .‘1_:” Applesauce 9911276 6/#10 Blue Ribbon #85647
¥ |2 Bagel plain, sliced 9230033 72/4 Oz Bakecrafters 647

4@ Page 1 Of 1

Total Found: 2

~ Apply | &

Close

7. ltems may be added to the list by clicking on the blue arrow next to each specific item or items can be added
by Class, List, or Location. Click “Apply” once all items have been selected.

2| StockManagement - Webpage Dialog

==

Physical Inventory - Stock Count

Physical Inventory Details

Name End of Month Inventory - Site Name s 4009 -
Physical Inventory Date 12/30/2009 Zim| - Status ﬁ Draft Blind Count ||
% of Inventory =
[:2 Add Items P Quick List
Items to Count
|\/\ew ‘De\ ‘ ‘ ‘\Iem Name Item Code Purchase Unit PU Count Usage Unit LU Count ftem Class Location
3 ‘7 ? ,E, Apples, Golden Delicious 9800046 1Ea/Fa-125Fa/Case - Each - Fresh Produce Caoler -
? ,{17 Apples, Granny Smith 9800558 1Ea/Ea-138 Ea/Case - Each - Fresh Produce Caoler =
? {. Apples, Red Delicious 9800055 1Ea/Ea-138Ea/Case - Each - Fresh Produce Cooler
ﬁ} @ Bananas, Petite (approx 285 0z) 9812215 1Ea/Fa-150FEa/Case - Each - Fresh Produce Cooler
i_& ,{7 Broccoli, Florets, Fresh 9812538 1Llb/lb-31b/Case - Pound - Fresh Produce Cooler
? ,(‘7 Cantaloupes, Fresh (12ct) 9858754 1Ea/Ea-12Ea/Box - Each - Fresh Produce Cooler
? ,C_ Carrots, Baby, Indiv. Bags (20z) 9832221 1Ea/Fa-50Ea/Case - Each - Fresh Produce Cooler
? @ Carrots, Fresh 9815083 1lb/lb-11b/Ba - Pound - Fresh Produce Caoler
ﬁh {7 Carrots, Sticks 9820036 1lb/lb-51b/Ba - Pound - Fresh Produce Caoler
- e 25 toin moin Fer (,,,LT,,‘ o S -
@ complete L] save ] Close

8. All items added using the Quick List and the Add Items button will appear. Click "Print".

57
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TRAK[

Creating Inventory List

Message from webpage ﬁ

[ OK ] l Cancel

9. Click "OK" to Save.
File Download ﬁ

Do you want to open or save this file?

IE?- Name: Physicallnventory.pdf
Type: Adobe Acrobat Document
From: 209.27.242.204

Open ‘ | Save J l Cancel

While files from the Internet can be useful, some files can potentially harm
your computer. fyou do nottrustthe source. do not open or save this file
What's the risk?

9

10. Click "Open".

Physicallnventory[2].pdf - Adobe Reader
%
= &l %ja’ﬁsé& ? ® 789% - k= 4 Find i
-
=
TRAK
-
Physical Inventory
Site: Klein High School
Date: 12/30/2009 Name: End of Month Inveatory Blind Count: Yes Status: Draft
Item Name Item Code | Purchase Unit PU Usage uu Item Class Location Variance | Perpetual
Count Unit Count
Apples, Golden Delicious 9800046 | 125 Ea/ Case Each Fresh Produce Caoler NiA NA
Apples, Granny Smith 9800558 | 138 Ea/ Case Each Fresh Produce Caooler NiA N/A
Apples, Red Delicious 9B00055 | 138 Ea/Case Each Fresh Produce Caaler NiA N/A
Bananas, Petite (approx 2.85 oz) 9812215 | 150 Ea/Case Each Fresh Produce Coaler N/A NA
Broceoli, Florets, Fresh 9812538 | 3Lb/ Case Pound Fresh Produce Caoler NiA N/A
Fresh {12ct) 9858754 | 12 Ea/Box Each Fresh Produce Cooler N/A N/A
Carrots, Baby, Indiv. Bags (20z) 9832221 | 50 Ea/Case Each Fresh Produce Cooler NiA N/A
Carrots, Fresh 9815093 | 1Lb/Bag Pound Fresh Produce Coaler N/A NA
Carrots, Sticks 9820036 | 51Lb/Bag Pound Fresh Produce Caaler NiA N/A
Celery, Fresh 6 bundles 9815226 | 6 Bnch/ Box Bunch Fresh Produce Cooler NiA NA
Celery, Sticks 9820051 |51b/Bag Pound Fresh Produce Caoler NiA N/A
Cucumbers, Whole 9815333 | 5Lb/Bag Pound Fresh Produce Cooler NIA NA
Grapes, Red Seedless 9811158 | I8 Lb/ Box Pound Fresh Produce Caoler NiA NiA
Honeydew, Fresh OB06100 | 8 Ea/ Box Each Fresh Produce Cooler NiA N/A
Juice.11.5 oz , Apple 8001003 | 24 Cn/ Case Can Beverages Caoler N/A
Juice.11.5 oz kiwi strawberry 9001002 |24 Cn/ Case Can Beverages Cooler NiA
Juice,11.5 oz, Orange 8001001 |24 Cn/Case Can Beverages Cooler NA
Juice,1 1.5 oz Frult Punch 9001004 | 24 Cn/Case Can Beverages Coaler NA
Lemons, Fancy 9804154 | 17 Ea/ Box Each Fresh Produce Caooler N/A
Lettuce, 4-Way (4/5# bags) 9855006 |4 Bg/Case Bag Fresh Produce Caoler N/A
Lettuce, Green Leaf (8lb/bag) 9805201 | 12 Bg/Case Bag Fresh Produce Cooler NA
Lettuce, Shredded (4/5# bags) G830084 | 4 Bgd/ Case Bag5Lb Fresh Produce Caoler NA
Klein 1SD Paga 2 of 31 123072008
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Creating Inventory List

NUTRITION ON THE WEB!

TRAK LG

11. A printable PDF will open in a different browser. Items will be grouped and printed by location.

| StockManagement -- Webpage Dialog E
0
Physical Inventory - Stock Count
Physical Inventory Details
Physical Inventory Date : of+ staws # Draft Blind Count v
9% of Inventory -
‘ [:3 Add ltems P Quick List ‘
Items to Count |
Iwew lDeI { { |l(em Name Utem Code quvchase Unit PU Count Usage Unit UU Count tern Class Location Ivanan
@ il ‘j - ? ,& Apples, Red Delicious 9800055 138 Ea/Case - Each - Fresh Produce Cooler =
[@. k). 4 { Bananas, Pelite (approx2.850z) 9812215 150 Ea/ Case ~ Each ~ Fresh Produce Cooler =
@ i ‘3 = ? & Broccoli, Florets, Fresh 9812538 31lb/Case - Pound — Fresh Produce Cooler
4 4 Cantaloupes, Fresh (12ct) 9858754 12 Ea/Box — Each - Fresh Produce Cooler
4 { Carrots, Baby, Indiv. Bags (202) 9832221 50EalCase ~ Each ~ Fresh Produce Cooler
? @ Carrots, Fresh 9815093 1lb/Bag - Pound — Fresh Produce Cooler
? & Carrots, Sticks 9820036 51b/Bag - Pound - Fresh Produce Cooler
? @ Celery, Fresh 6 bundles 9815226 Bnch/Bo - Bunch - Fresh Produce Cooler
? & Celery, Sticks 9820051 51b/Bag - Pound —  Fresh Produce Cooler
4 { Cucumbers, Whole 9815333 5Lb/Bag — Pound — Fresh Produce Cooler
? ,& Grapes, Red Seedless 9811159 181b/Box - Pound — Fresh Produce Cooler
) ? & Honeydew, Fresh 9806100 8Ea/Box - Each - Fresh Produce Cooler
? ,& Juice,11.5 0z, Apple 9001003 24Cn/Case - Can - Beverages Cooler
? @, Juice,11.5 oz kiwi strawberry 9001002 24Cn/Case ~ Can - Beverages Cooler
A N lice 11 K a7 Nranna ann1nnd 24 CnilCaca Can Rauaranae. Canlar v
7 " | 5
d@h complete ‘ L] save %] Close ‘ & Print
H n n
12. Click "Save".
- ; ~
Message from webpage ﬂ
Saved Successfully!
13. Click "OK"
Physical Inventory ~
x [N g - s | % | = | S 1
4a Close | [5) New [# Edit [d View ki) Delete i3 Copy| & | @ |V E| & |
‘Date |Name |S\te Name ‘StatUS Code Description
12/30/2009 End of Month Inventory Klein High School i_ﬂ_g Draft 4101

14. The Inventory document created will show as a "Draft" under the Status column.
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Entering Inventory Count

Physical Inventory ~
4a Close | 5] New [@ View & Delete i copy| 2| @ | T L |5

| Date |Name |S|te Name ‘Status Code Description

ﬂ 12/30/2009 End of Month Inventory Klein High School L: Draft 4101

1. To enter the physical count of the inventory, highlight the inventory and click "Edit".
2. The inventory list that was previously created will show as “Draft” until a physical count is entered.

# StockManagement -- Webpage Dialog =

Physical Inventory - Stock Count

Physical Inventory Details

Name End of Month Inventory . Site Name SleiBigise Dol Code 4101 .
Physical Inventory Date 1213072009 <. Status @ Draft Slind Count ves

% of Inventory

|3 Add items
Items to Count
‘ ‘\tem Name ltem Code Purchase Unit PU Caunt Usage Unit UU Count Item Class
. ‘a‘ ,C,, Apples, Granny Smith 9800558 138Ea/Case 2.00 Each —| Fresh Produce N
- @ J Aples, Red Delicious 9800055 138 Ea/ Case 100 Each | Fresh Produce =
~ 1} (} Bananas, Petite (approx 2.85 0z) 9812215 150 Ea / Case 0.50 Each —| Fresh Produce
‘D ,G Broccoli, Florets, Fresh 9812538 3lb/Case — Pound 1.00| Fresh Produce
_ ﬁ @ Cantaloupes, Fresh (12ct) 9858754 12 Ea/Box B Each --| Fresh Produce
ik ﬁ} ,G Carrots, Baby, Indiv. Bags (20z) 9832221 S0Ea/Case — Each —| Fresh Produce
JD ,[} Carrots, Fresh 9815093 1Llb/Bag — Pound —| Fresh Produce
‘l} ,G Carrots, Sticks 9820036 5lb/Bag —  Pound —| Fresh Produce
[j o ’j n ﬁ ‘& Celery, Fresh 6 bundles 9815226 6 Bnch/Box - Bunch —| Fresh Produce
[@. xj . ﬁ} @ Celery, Sticks 9820051 51b/Bag — Pound —| Fresh Produce
[@. k. ¢ {4 Cucumbers, Whole 9815333 5Lb/Bag —  Pound —| Fresh Produce
[E ‘j oy ‘l} ,G Grapes, Red Seedless 9811159 181b/Box - Pound —| Fresh Produce o
<] [ »

% Complete ] save ] Close & Print 2]

3. Enter the count of each item in the “PU Count” or "UU Count" columns.
4. Once all inventory counts have been entered, click "Complete".

Message from webpage lH_VJHJ

!'t_._i Completed Successfully!

T

5. Click "OK". The inventory will now be removed from the Physical Inventory screen and will be in a closed
status.
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