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SECTION 1: NAVIGATING ONESOURCE 
 

1.1 LOGGING ONTO ONESOURCE 
1) Double click on the OneSource icon on the desktop. The OneSource will open according 

to your SSO access.  
 

 

 

1.2 HOMEPAGE 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*Note: If Communications NOT connected, displays in red at the top of the Homepage screen, 
Monitor through the day, make sure computer returns to Communications Connected. 
(Remember, communication come on and off all day) if you notice that communications have 
not been changed to Communications Connected.   Input a Remedy Ticket  

 

* 
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SECTION 2: TOOLBARS 

 
2.1 MAIN TOOLBAR 
 

 

• Home—select to return to the Homepage. 
• Front of the House—select to display the Front of the House menu. 
• Back of the House—select to display the Back of the House menu. 
• System Management—select to display the System Management menu. 
• Reports—select to display the Reports menu. 
• Online Help—select to display the Online Help relevant to what screen you are on. 

 
 

 

2.2 LOCATION CONTROL (BREADCRUMBS) 
 

The Breadcrumb control is located above the Main toolbar. It identifies the path of the 
currently displayed menu screen. You can quickly return to a previously viewed menu by 
selecting one of the Menu Links in the path.  
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SECTION 3: TIMELINE FOR FOOD SERVICE DIVISION  
3.1 CMS Finish Line 

DAILY  
1. Receive Daily Ordered Goods- (Receiving Tickets)  

Back of the House → Inventory Management → Receiving & Stock Transfers 
2. Print Receiving Ticket for Milk- (for next day, any adjustments MUST be faxed by 9:00 am) 

Reports → Inventory → Receiving Tickets 
3.   Enter Daily Entry for Snacks, Supper and Offsite (previous day) 

Front of the House → Accountability → Daily Entry → New 
4.   Edit & Complete Milk Order (for 2 days out) 

Back of the House → Procurement → Shopping List → Enter Shopping List → Enter Date 
5.   Manually Complete Daily Production Worksheet 
6.  Complete Production Record Update 

Back of the House → Production → Daily Production (Find Date and Meal Service) 
7.   Complete Bank Deposit 

Front of the House → Day End Processing → Bank Deposit → Click on Date 
8.   Complete & Review All in One Reports: Reports → All in One Report 

• Bank Deposit to Review: Reports → Point of Service → Bank Deposit → Enter Date 
• Till Report: Reports → Point of Service → Till Report → Enter Date 
• Meal Count Report: Reports → Point of Service → Meal Count Report → Enter Date 
• Production Report: Reports → Point of Service → Production Report → Enter Date 
 

WEEKLY 
MONDAY- Review Previous week’s reports 

• Profit & Loss Report- Reports → Production → Profit & Loss Report 
• Edit Check Report- Reports → Point of Service → Edit Check 
• Print Receiving Tickets- For upcoming week, any adjustments needed must be sent to vendors by: 

CK sites by 12:00pm   Prep Sites by 3:00pm 
WEDNESDAY – Complete EZ-Steps for Projected Menu Plan Quantities (Refer to CMS Calendar)  

• Edit & Review Shopping List (Refer to CMS Calendar) Do not complete Shopping List 
THURSDAY – Create Production Records (For upcoming week) 

• Edit Projected Production Numbers (For upcoming week) 
• Print Recipes (Only if recipe(s) were updated) (For upcoming week) 
• Print Production Worksheet (For upcoming week) 

 
MONTHLY 

1. Conduct Physical On-Site Inventory (Last working day of the month) 
2. Enter Physical Inventory Count 
3. Review Physical Inventory Value Report 
4. Complete Inventory 

IF NEEDED: Stock Transfers Inventory Adjustments 
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SECTION 4: STOCK NUMBERS AND RECIPES 

Vendor ID + Line Number = Stock Number  

Example: 1 + 221 = 1221  

Vendor ID  
Stock  

Number  
Category  

1  1221 Groceries  
2  2057 Meat  
3  3098 Produce  
4  4403 Supplies  
5  5100 Chemicals  
6   Goldstar  
7   Driftwood  

 

4.1 Recipes and Newman Nutrition Items 
Recipes include the following: 

 
• An “R” before a number indicates that the number is a Recipe and that it is 

composed of multiple inventory items that are assembles at a school site: 
   EX: R1015- Oven Baked Cheese Pizza 
 

• An “HP” after a number indicates that an item is a “Hot Pack” recipe only from the 
Central Kitchen (CK) and that it composed of items that are assembled at the CK: 

   EX: R1015HP- Oven Baked Cheese Pizza 
 

• A “CP” after a number indicates that an items is a “Cold Pack” recipe only from the 
Central Kitchen (CK) and that is composed of items that are assembled at the CK: 

   EX: R1211CP- Garden Salad w/ Egg & Saltines 
 

• An “N” in a recipe also indicates that it is an item prepared by CK: 
   EX: R1211N- Garden Salad w/Egg & Saltines 
 

• An “NPREP” in a recipe also indicates that is an item prepared by CK: 
   EX: R0381NPREP- Mexicali BBQ Chicken Salad 
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SECTION 5: PLACING AN ORDER (EZ-STEPS)  
  

DOCUMENTS NEEDED TO COMPLETE EZ-STEPS 

• Order Calendar -Print from Food Service Website (FSW) 
• Monthly Menu- Print from FSW 
• Shopping List Worksheet (See Instruction in Section 5.10) 

 
 
The Ordering Process in CMS consist of three (3) major functions: 
 

1. Projecting Menu Plan Quantities (two weeks out) 
         Projected Quantities are entered for each menu item. 

 
2. Forecast (two weeks out) 

The system will take the entered numbers and calculate (Forecast) the projected amount of 
ingredients needed. System will populate a Shopping List based on the forecast divided by 
specific vendor and delivery date. The delivery dates are determined based on the school 
site’s specific vendor delivery schedule. 

 
3. Review & Editing Shopping List (one week out) 

Once the orders have been created, review the orders. Make adjustments by reducing or 
adding quantities of an item. You may also add any item not on shopping list or remove any 
item. This will be performed for every Shopping List per vendor. A Shopping List is simply 
a list of items that are ordered for a specific delivery date. Once finished,  
DO NOT COMPLETE SHOPPING LIST. 

 

 

 

 

 

 

 

 

MENU PLAN QUANTITIES        FORECAST               SHOPPING LIST 
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5.1 Edit Projected Menu Plan Quantities 
- Go to Back of the House > Procurement > Menu Plan Ordering > EZ-Steps for Projected 
MP Quantities 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
STEP 1- Select the site you would like to complete Menu Plan Quantities for using the drop      

down menu (Select one site at a time). 
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STEP 2- Select the Date Range (for two weeks out) and click on the Select button.  

* Select for 2 weeks out (Refer to your CMS ordering calendar). 
 

 
 
 
 
 
 
 
 
 
 
 
STEP 3- Click the “OK” button 
 
 
 
 
 
 
 
 
 
 
 
 
The Review Menu Plans List screen will appear. It will list the Menu Plan for all sites, select 
the serving line and serving period to begin adjustments.  
 
 
 
 
 
 
 
 
 
 
 

SEE NEXT PAGE FOR INSTRUCTION ON HOW TO SORT MENU PLANS 
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To sort menus by Serving Period, click on the “Serving Period” column title. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To sort menus by Site, click on the “Site Description” column title.  
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5.2 ADJUST STUDENT PARTICIPATION FEEDING FIGURE  
The Feeding Figure is the expected number of items that are served on a specific date and 
serving period. This must be changed (adjusted) for how many students are expected to be 
served during that meal.  
 

1. Click once on the Select button next to the correct Serving Date and Serving Period to 
review the menu. 

 
 
 
 
 

 
2. The Review Menu Plans screen will be on display. 
3. Click the Adjusted Feeding Figure box and enter the expected number of student to be 

fed on that specific serving period. Press the Enter key on the keyboard to re-populate 
the Adjusted MP Qty. To adjust the quantity of any item, double click on the number in 
the Adjusted MP Qty column (To remove an item from the Menu Plan, enter “0”). 

a. Enter the expected number of students to be fed on that specific serving period 
b. Change the quantity for each item to accommodate the site needs 
c. Check the Editing of Menu Plan Completed to mark complete 
d. Click the Done button, this will return you to previous screen.  

 
* To Add items continue to next page and skip steps c & d. If not follow steps listed. 
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5.3 ADD ITEMS TO SCHEDULED MENU PLAN 
If a scheduled Menu Plan is changed, an item must be added to the Projected Menu Plan 
Quantities within the Review Menu Plans screen. In order to add an item follow these steps: 
 

1. Double click the date of the Menu you would like to adjust. The Review Menu Plans 
screen will appear with the Projected Menu Plan Quantities. 

2. Click the Add Item button. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. The Add Item to Projected Menu Plan Quantities screen displays. 
a. Choose Recipe by selecting it at the top of the screen under Search Criteria. 
b. Type in the Recipe Number or the Recipe Description. 
c. Click on the Search button 
d. Click on the Recipe Number from the box on the right, this will select the recipe. 
e. In the Serving Size section, enter the Quantity (quantity per student). 
f. Choose correct Serving Size Measurement under the Measure drop down menu. 
g. Enter the number of Servings to Add to the item that will be added to the 

scheduled menu in the text box. (Use best judgement to determine quantity). 
h. Select whether the item is Food/Non-Food/A la Carte from the drop-down list. 
i. Click Save and Add Another Item button if more items need to be added to 

menu. Click Add Item and Return to add current item and return back to the 
Projected Menu Plan Quantities screen.  

 
SEE NEXT PAGE FOR EXAMPLE 
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* Note: if you are adding multiple items, the last item you enter will appear in the text box 
labeled “Last Item Added” in grey. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. After returning to the Review Menu Plans screen, check the Editing of Menu Plan 
Completed box. Only check this box once completely finished with editing the Menu 
Plan Quantities for that serving period. 

5. Click Done button. 
6. Complete all other Menu Plans for that Date Range specified, repeat steps 2 through 6. 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
7. After all the Menu Plans are completed, the screen will be blank, then Click Done.  

 

    
  

  

  

  
  

  
  

  
  



CAFETERIA MANAGEMENT SYSTEM TRAINING 
  

15 
 

5.4 CREATE AN ORDER FORECAST 
STEP 1- Click the Yes button if you have completed EZ- Steps and Meal Plan Quantities for 
Main site or Central Kitchen offsite. CLICK NO FOR PREP SITES & CSPP. 
 
 
 
 
 
 
 
 
 
 
STEP 2- Click the NO button 
 
 
 
 
 
 
 
 
 
 
 
STEP 3- Click OK * Soon after, an error message will appear, click OK.  
 
 
 
 
 
 
 
 
 
 
 
 
STEP 4- The Create Forecast screen will display, then click Done.  

  

  

  

  

CLICK YES 
FOR MAIN 
SITE OR 
CENTRAL 
KITCHEN 
OFFSITE  

CLICK NO 
FOR PREP 
SITE & 
CSPP  

      
  

  



CAFETERIA MANAGEMENT SYSTEM TRAINING 
  

16 
 

* When arriving to this screen, only action required is to click Done. 
 
 
 
 
 
 
 
 
 
 
 
 
 
STEP 5- Print pull ticket, click NO.  STEP 6- Complete Shopping List, click NO 
 
 
 
 
 
 
 
 
 
 
 
 
STEP 7- Ready to process forecast, YES STEP 8- View Shopping List, click YES. 
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5.5 REVIEW A SHOPPING LIST 
1. The Enter Shopping List screen will display. 

a. Enter the delivery Date Range using the drop-down calendar. The Date Range is the 
following Monday through Friday (Refer to the CMS Order Calendar).  

b. Click the Search button. 
c. The relevant shopping lists appear. Select and open the Shopping List to edit Order 

Quantities for that specific vendor and delivery date by double clicking on it. 
 
 
 
 
 
 
 
 
 
 
 
2. Select the Shopping List Entry tab. This displays every item you could possibly order. 

a. Uncheck the Display Item Details box. 
b. Under the Sort By drop-down menu, choose Alphabetical. 
c. Click to check Order Only. 
d. Click Apply Filters 
e. Use scroll bar at right to locate item. Under Order Quantity, verify amount needed for 

that delivery date. Repeat steps a-e until finished reviewing and editing Shopping List. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

c 

b 

a   
  

  

  

  

c d 

e   

a   

b 
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5.6 ADD AN ITEM TO THE SHOPPING LIST ORDER 
All supplies, seasonings and condiments need to be added to the Grocery/Staples/Supplies 
Shopping List- the system never orders these items for you. There are two methods to add 
items to the Shopping List- Quick Entry & Shopping List Entry Method. 
 
QUICK ENTRY METHOD 
This method is a much faster way of entering data. In the Shopping List Entry screen, the 
Quick Entry tab is selected. 

a. Click inside Stock Number box and type inventory number item to add 
*TIP-use tab key on keyboard to navigate to next box 

b. Order Quantity: Enter the number of cases to be ordered 
c. Click OK to enter the data- if using the Tab key, once hitting Enter when OK is 

highlighted, this is will return you to the Stick Number text box for next entry. 
d. Your entry will be displayed in the grey box labeled Last Entry 
e. If you would like to continue to add items, repeat process a-c until complete. 
f. Once finished adding items, click Save. 

 
After saving, return back to Review Shopping List (see section 5.5) and complete. 
* If you enter an incorrect Order Quantity, re-enter the stock number and the corrected Order 
Quantity and click OK- this replaces the incorrect quantity with the correct quantity.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

a   

c   

b 

d   

e 
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SHOPPING LIST ENTRY METHOD 
This method is best used when you do not have the item Stock Number available to input in 
the Quick Entry tab. The Shopping List Entry tab allows you to search for the item by its 
description.  
 

1. Select the Shopping List Entry tab. This displays every item you could possibly order. 
(To see all inventory, make sure the Ordered Only box is not checked) 

a. Uncheck the Display Item Details box 
b. Under the Sort By drop-down menu, choose Alphabetical 
c. Using the scroll bar on the right, scroll down and select the item you need 
d. Type in the Order Quantity for how many cases you would like ordered for that 

Delivery Date. 
Repeat steps a-d until you are finished adding to your shopping list.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. If you would like to reduce the items are searching for, click the Vendor or Category 
drop-down menu and select the relevant option. Click Apply Filters. Repeat steps a-d to 
add or amend the Order Quantities.  

3. To view ALL items that you have ordered, first make sure the Category and Vendor 
drop-down menus are blank. Check the Ordered Only box. Click Apply Filters button. 
Once finished entering Order Quantities, click Save button at top of page.  

 
 

  

a   

b   

c   
d   
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5.7 COMPLETE A SHOPPING LIST 

1. From either the Quick Entry OR the Shopping List Entry screen, review the Shopping 
List order after you add all your items (see section 5.5). 
 
2. Once you have reviewed the Shopping List Order and everything is correct and 
COMPLETELY DONE, checkmark the Order Complete box at the top right of the screen. 
 
Quick Entry Tab         Shopping List Entry Tab 
 
 
 
 
 
 
 
 
 
 
 
 
3. Click Save  
 
 
 
 
 
 
4. Close the Enter Shopping List window. This returns you to Shopping List. 
5. Repeat the process of checking each Shopping List by reviewing it and adding the 
appropriate items (see section 5.5 and 5.6) until all lists are completed. 
6. Close the Shopping List window.  
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5.8 ACCESS SHOPPING LIST AFTER EZ-STEPS 
To access and complete a Shopping List, follow these steps: 
 
1. Go to Back of the House > Procurement > Shopping List > Enter shopping List  
2. The Enter Shopping List window will appear. 

a. Use drop-down Date Range box to enter dates (M-F). 
b. Click Search 
c. Double click on the line of Delivery Date and Vendor that has not been completed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. The Enter Shopping List details screen appears. 

a. Make any last minute changes to your order (see section 5.6). 
b. Check the Order Complete box 

4. Click Save 
5. Click Close on Shopping List details screen. 
6. Repeat steps 2 through 5 to complete all Shopping Lists for the Shopping Lists Date Range 
7. Close all the Shopping List windows by clicking the Close Button. 
8. Click the Home button to return to Homepage.  
 
 

  

c 

a   b 
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5.9 NO ORDER NEEDED (EXISTING SHOPPING LIST)  
If your site does not require a delivery for the scheduled delivery day, you must check the 
NO ORDER box. 
 
1. Go to Back of the House > Procurement > Shopping List > Enter Shopping List 
 
2. Enter the Delivery Date range using the drop-down calendar 
 
3. Click Search. The relevant shopping lists appear. Select and open the Shopping List  

a. Check the No Order box for that specific vendor and delivery date 
b. Click Save 
c. Click Close 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

a 

b c 
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5.10 CREATE NEW & PRINT SHOPPING LIST WORKSHEET 
To create a New Shopping List follow these steps: 

1. Go to Back of the House > Procurement > Shopping List > Enter Shopping List 
2. The Enter Shopping List window will appear 

a. Click the New button 
b. Enter Site Name 
c. Enter Vendor Name 
d. Click the OK button 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Once on the Enter Shopping List window, change the Delivery Date using the drop-

down calendar to the date that vendor delivers on (see Cafeteria Information Sheet). IF 
the delivery date is not changed to the correct date that Vendor delivers, order will not 
arrive. 

4. Click Save & Close. You should now see it on your Shopping List for that week.  
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5.10 PRINT SHOPPING LIST WORKSHEET 
The Shopping List Worksheet is a list of the stock items and the stock numbers. Use this 
worksheet to add what you need to your Shopping List before it is marked Complete.  

1. Go to Reports > Procurement > Shopping List Worksheet 
2. Click Go 
3. The Report Criteria for the Shopping List Worksheet window appears. 

a. Under Site Selection, select All Sites 
b. Using the Sort By drop-down menu, select Stock Description 
c. Under Vendor Selection, select All Vendors 
d. Under Category Selection, select All Categories 

4. Click Preview 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
5. Once Sheet appears, Click Print 
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5.11 SHOPPING LIST REMINDERS 
Items that must be Manually Added to the Shopping List 
These items will be added to your Grocery/Staples order. They will not automatically populate 
on your order, therefore make sure to add:  
 

• Condiments (ketchup, mustard, sugar packets, etc.) 
• Seasonings (garlic powder, pepper, cinnamon, etc.) 
• Paper Products (lunch trays, containers, cups, etc.) 

 
Create New Shopping List for: 
 

• Chemicals (Dish Detergent, Timsen Sanitizer, Bleach) 
• Equipment (Coffee Maker) 
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SECTION 6: RECEIVING  
 
Receiving Tickets are created when central office receives and consolidates the sites orders. 
CMS then creates a Receiving Ticket at central office which is communicated to the site to print 
and use to account for delivery.  
 
Receiving Goods are items that are delivered to the site and received into CMS. Receiving the 
items will close the open orders and update the on-hand inventory at the site.  
 
 
 
 
 
 
 
 
 
 
 
1. Print Receiving Tickets (every Monday) 
 
2. Review Receiving Tickets for Accuracy 
 
3. Follow Up on any Adjustments Needed* 
 
4. Receive Orders in CMS on Delivery Date 
 
5. Print Delivery Receipt and File 
 
 
*If the Receiving Ticket is incorrect, send email that you need adjustment to 
foodorder@lausd.net no later than 12noon on Tuesday.  
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6.1 PRINT RECEIVING TICKET 
1. Go to Reports > Inventory > Receiving Ticket 
2. Click Go 
3. Report Criteria for Receiving Ticket displays 

a. Enter the Date Range of the Delivery Date using the drop down calendar for the 
following week. (Do not change any other setting on this page.) 

b. Click on the Preview button to view your Receiving Ticket 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Click Print 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

a   

b 
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6.2 RECEIVING ORDERED GOODS 
1. Go to Back of the House > Inventory Management > Receiving and Stock Transfers 

a. Choose Ordered Goods Receiving from the Transaction Type drop-down menu. 
Select the date you are receiving the order in the Date-Range drop-down calendar. 
*Both calendar date ranges should be the same date* 

2. Click Search 
3. Double click on the correct Transaction Date (Order Date) and Vendor 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. The Receiving and Stock Transfers details screen displays 

a. Enter the Invoice Number in text field 
b. Use the drop-down calendar to enter the Invoice Date 
c. Choose the name of the person receiving order in Received By drop-down menu 
d. Enter the date you received order in Date Received field 
e. If needed, type any comments about goods being received in Comments field 
f. Select the Receive All Items button to update the amounts in the Case Quantity 

Ordered column to match the ordered amount 
g. IF the quantity of an item received is different that the amount ordered, adjust this 

amount up or down in the Case Quantity Received column.  
 
SEE EXAMPLE ON NEXT PAGE 
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5. Click Save when you are completely finished with entering and adding the goods 
received. If you have any additions, see section 6.3 BEFORE saving. 
*If you zero “0” the quantity of an item, you will get a warning message when you try to 
save- click Yes to warning message.  
 

 
 
 
 
 

6. Print Delivery Ticket and file with invoice 
7. The completed Delivery Ticket will display. 
 
 
 
 
 
 
 
 

  
  

a   b   

e   

f   d   
c   

g   
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6.3 ADD AN ITEM DURING ORDERED GOODS RECEIVING 
Adding an item occurs when items are delivered to the school site but are NOT listed on the 
Receiving Ticket. You have not ordered this item, and therefore have to add it to your 
Receiving Ticket to reflect what was delivered to you. 
 

1. Go to Back of the House > Inventory Management > Receiving and Stock Transfers  
a. Choose the Ordered Goods Receiving form the Transaction Type drop-down list 
b. Select the date that you are receiving order in Date Range drop-down calendar.  

*Both calendars should reflect the same date range* 
c. Click Search 
d. Double click the correct Transaction Date (Order Date) and Vendor 

2. The Receiving and Stock Transfers details screen displays. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. Click the Add Item button 
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4. The Add Item to Receiving screen displays. 
a. Enter the Stock Number or Description of the item to be added 
b. Click Search 
c. Select the item from the box on the right 
d. Enter the number of cases to be added in the Case Quantity field. 
e. To add additional items, click on Save and Add Another Item button. 
f. If this is the last item to add, click the Add Item and Return button. This will save 

the item and return to the Receiving and Stock Transfers window. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Click Save. The Print Delivery Ticket message displays- click Yes. 
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6.4 RETURN ORDERED GOODS 
Returning Ordered Goods is used for tracking items that are returned to the vendor. An item 
must first be received into the system before being returned. 
 

1. Go to Back of the House > Inventory Management > Receiving and Stock Transfers  
a. Choose Ordered Goods Return from the Transaction Type drop-down menu 

 
 
 
 
 
 
 
 
 
 

b. Enter the Date Range using the drop-down calendar when that delivery occurred. 
c. Click the Search button 
d. Double click on the correct Ordered Goods Delivery and Transaction Date.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

  

d   

c   b   

a   
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2. The Receiving and Stock Transfers details screen appears. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Enter the amount of cases to be returned in the Case Qty Returned column. 
4. Enter any relevant information in the Comments text field. 
5. Click Save. The Print Delivery Ticket message Displays, click Yes. 

 
 
 
 
 
 
 

6. When the completed Delivery Ticket window displays, Print the ticket and file with 
invoice. 

7. To close out of the screen, click the red X at top right of screen.  
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SECTION 7 MANUAL RECEIVING 
 
Items or products received by the cafeteria that were NOT ordered through CMS are Manually 
Received into the system. 
 
7.1 MANUAL RECEVING  
 

1. Go to Back of the House > Inventory Management > Receiving and Stock Transfer 
2. Select Manual Receiving from the Transaction Type drop-down menu 
3. Click New 
4. The Receiving and Stock Transfers details screen displays 

a. Input the name of the person receiving the order in the Received By drop-down list 
b. Enter the date in Date Received field 
c. Enter the Invoice Number found on the receipt the item came on 
d. Enter the Invoice Date using drop-down calendar (also found on receipt) 
e. In the Comments section, enter any relevant information  
f. Click on the Add Item button 
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The Add Item to Receiving window will appear.  

g. Enter the Stock Number or Description of the item being added 
h. Click Search 
i. Select the correct item from the box on the right 
j. Enter the number of cases being received in Case Quantity field 
k. To add more items click Save and Add Another Item. If this is the last item to add, 

click Add Item and Return button and Close. This will save the item. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Once you have returned to the Receiving and Stock Transfer screen, click Save. When 
Print Delivery Ticket message displays, click Yes. 
 

 
 
 
 
 

6. The completed Delivery Ticket displays 
7. Click the Print button. File with Invoices. 
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SECTION 8 PRODUCTION 

Production Records are created based on the schedule menus in the system. 
 
 
 
 
 
 
 
 
 
 
 
 
 

1. Create Production Records 
2. Edit Projected Servings 
3. Print Production Worksheet 
4. At end of serving day, update information in CMS 
5. File Production Worksheet 
6. Create Saturday Program Production Records 

 
The Production Process in CMS consists of 3 major functions: 
 

1. Create Production 
The system will create production record using numbers entered in the Menu Plan 
Quantities during the EZ-Step process (see section 5.1) 

 
2. Daily Production 

Production Records will be stored in Daily Production until updated and completed 
 

3. Re-Open Production  
Production will be stored after completion available to re-edit. 
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8.1 CREATE PRODUCTION RECORDS 

Create Production Records one fill week in advance of the date of producing meals. 
 

1. Go to Back of the House > Production > Create Production 
a. Select All in the Select Serving Periods section 
b. Select Individual in the Select Site section. Select the sites that you need production. 
c. Select the Date Range (M-F) 
d. Click Create Production- this step may take a minute or two, do not press anything 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. A message box displays, click OK. If an error message appears, click OK 
3. Click the red X button at top right of page to exit 
 
*If no changes to menu plans have occurred since EZ-Steps where created, Print Prodcution 
Records Worksheet (see section 8.5) 
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8.2 PROJECTED PRODUCTION 
The Projected Production is where items can be added and your forecasted quantities can be 
adjusted. This should be completed BEFORE Printing Production Worksheets. The purpose 
of the Projected Production is to make necessary changes to Production Records before 
printing Production Record Worksheet.  
 

1. Go to Back of the House > Production > Daily Production  
2. The Daily Production query screen displays- if applicable to your site 
3. Click Search 
4. Double click on the Production Date and Serving Period you would like to view 
 
 
 
 
 
 
 

 
5. The Daily Production details screen will be displayed 
6. In the Projected column, enter any changes to Projected production numbers 
7. Click Save 
8. Click Close  
9. Repeat steps 4-8 to complete the records for the week. 
10. Click Close on complete with weeks Daily Production 
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8.3 REMOVE PRODUCTION ITEMS 
1. Go to Back of the House > Production > Daily Production 
2. Search for and double click on the Production Record you need to edit 

a. Click the Item Counts tab, and select an item to remove 
b. Click the Remove Item button 
c. A message box appears asking if you want to remove item, click Yes. 
d. Click Save 

3. Click the Close button 
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8.4 ADD PRODUCTION ITEMS  
An item needs to be added to the Production Record when it is not on the Scheduled 
Menu or in the event substitutions must be made. These added items include leftovers, 
special menus, or any other items added during a serving period. This is also where 
condiments need to be added as Recipe Description or Number (not Stock Items). 
 
1. Go to Back of the House > Production > Daily Production  
2. Search for and double click to select the correct day’s Production Record 
3. Click the Add Item button 
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4. In the Add Item screen:  
a. In the Search section, choose Recipe  
b. Enter the Item ID or Description  
c. Click Search 
d. Select the correct item from the Search Results box 
e. Enter the Serving Size Quantity (it will always be ‘1’) 
f. Select the Measure from the list 
g. Enter the number of Servings to Add 
h. Using drop-down menu, select if item is Food/Non Food/A la Carte 
i. If more items need to be added, click the Save and Add Another Item button. If 

all done adding items, select Add Item and Return to Production.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Once you have returned to the Daily Production screen, click Save. 
6. Click Close 
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8.5 PRODUCTION WORKSHEET REPORT 
The Production Worksheet is used for recording the actual serving counts prior to preparing 
food. The numbers are manually recorded on the worksheet, and then entered into CMS. After 
filling it out and inputting the data into the system, staple and file it along with your completed 
Production Record (section 8.12). *Refer to the training video on the Food Services website 
for the correct way to fill out the worksheet 

1. Go to Reports > Production > Production Worksheet 
2. Click Go! 
3. On the Report Criteria screen for Production Worksheet Report, select the Date 

Range for the worksheets you would like to print out. 
* DO NOT change any other settings in the Report Criteria screen* 
 
 
 
 
 
 
 

 
 
 
 

4. Click the Preview button 
5. Click the Print button. 
6. Close out of the Production Worksheet by clicking the red X button. 
7. Close the Print Report window. 
8. Click on Home to return to the Homepage. 

 
 
 
 
 
 
 
 
 
 
 
 

      . 
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8.6 PRINT AN IDIVIDUAL RECIPE 
1. Go to Reports > Menu Planner > Recipe Production 
2. Click Go! 
3. The Report Criteria for Recipe Production screen displays 
4. Uncheck ALL options EXCEPT: 

a. Check Print Recipe Ingredient Information and check Print Recipe Instructions 
b. Under the Recipes Selection area, choose Individual Selection and click on browse 

button to the right […]  
5. A Recipe Selection window will pop up 
6. Alphabetize by clicking on the word  

Description at top of window 
7. Select the Recipe to print out by checking 

The box next to it 
8. Click the Preview button.  
9. Click OK 
10.  The Recipe Production Report appears,  

Click the Print button 
11. Close the page by clicking the red X. 
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8.7 END OF DAY PRODUCTION UPDATE 
During the End of Day Production Update, the manager will enter the actual amounts 
prepared, used, and leftover for each item into CMS at the end of each day. The information is 
pulled from the Production Worksheet Report that was filled out (section 8.5). The system 
uses this information to generate a finalized Production Record and deducts these entered 
amounts from the on-hand inventory quantities. This Daily Production is also where you will 
add the condiments you used. (To add these items, see section 8.4)  

1. Go to Back of the House > Production > Daily Production 
2. Double click on the correct Production Date and Serving Period you would like to amend  
3. The Daily Production detail screen will appear 

 
 
 
 
 

 
4. Click on the Items Count tab (video posted on FSD website detailing instructions) 
5. Enter the following information for each item moving left to right using Tab key: 

a. Prepared column: Enter the amount of that meal item created during production. 
b. Added column: Enter any amount of items added during meal service. 
c. Leftover column: Enter the number of servings leftover (if any)  
d. Served column: Amounts are automatically calculated for each item. 
e. Non-Reimbursable—Enter number of A la Carte, dropped trays, and/or burnt food. 
f. Adults—Enter total number of adult meals sold, including employees. 
g. Leftover Code- All leftovers need a code, use drop-down list to select correct code. 

6. Repeat steps a-g for every item on the Production Worksheet until complete 
 

 
 
 
 
 
 
 
 
 
 
 
 

a   
b 

c   
d   

e   
f   g   
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8.8 ENTER MEALS/REVENUE 
The Enter Meals/Revenue tab pertains to the number of meals served based upon the counting 
and claiming method of the site. The number of meals recorded in the Meal Count Report and 
Edit Check Report will be recorded in this section. This must be done for ALL Production 
Records, including snacks, supper and offsites.   
 

1. Click on the Meals/Revenue tab. Under Meals Served, enter following information: 
a. All- Enter the total number of reimbursable meals (use Meal Count Report) 
b. Other- Enter the number of A la Carte Items in column on Production Worksheet 

*Any dropped trays or burnt food need to ne noted in the Comments section* 
c. Adults- Enter number of Meals served to Faculty (not employees) 
d. Employees- Enter number of meals served to Employees 
e. Total Meals- This will automatically calculate 
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8.9 ENTER MENU COMMENTS 
Menu Comments are used to enter anything that applies to the day’s production. The comments are printed 
out on the Daily Production Record.   
 

1. Click on the Daily Comment/ Menu tab 
a. Menu Week- Enter the Menu Cycle week (either 1 or 2). 
b. Menu Day- Enter the Menu Cycle day (M=1, T=2, W=3, TH=4, F=5, S=6) 
c. Comment Field- Enter any comments about the selected production record, 

including explanation for any dropped trays. 
d. Calendar Field- Edit the calendar descriptions in the Calendar field, including any 

added items, etc. 
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8.10 UPDATE INVENTORY AND COMPLETE PRODUCTION 
The following process closes the Daily Production so that it no longer shows in any of the 
search screens. This should only be done once a Production Record has been COMPLETELY 
updated. Once these steps are complete, the Production Record can no longer be opened or 
updated. 
 

1. Check the Update Inventory box 
2. Check the Complete Production box 
3. Click Save 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. When the Message Box appears, click Yes 
5. Close both Daily Production screens by clicking the red X 
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8.11 SATURDAY PROGRAM PRODUCTION RECORDS 

1. Go to Back of the House > Production > Daily Production 
a. Select New- a new production record screen will open 

 
 
 
 
 
 
 
 

2. Complete screen headers 
a. Enter Site Name (use Main Site) 
b. Enter Date (Use Saturdays Date) 
c. Enter Serving Period (Use Supper) 
d. Click on Update from Scheduled Menu 
 

 
 
 
 
 
 

 
3. A message will appear: “Would you like to edit number of meals projected to be served 

in menu planner before creating production?” Click NO. 
 
 
 
 
 
 

4. A second message will appear: “1 error(s) have occurred in the process of creating 
production. Would you like to view the error report?” click NO.  

 
 

 
 

000000000 

 
  

a 

 

c d b 
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5. Click Add Item at bottom of screen 
 
 
 
 

 
 
 

6. The Add Item to Production window will open, follow these steps: 
a. Select Recipe 
b. Enter Item ID of menu item being added OR type name in Description of item 
c. Click Search 
d. Item(s) will appear in Search Results section, select the correct item 
e. Enter Serving Size Quantity (this number will always be ‘1’, milk will be 8oz) 
f. Enter Servings to Add for the amount projected 
g. Select Food from the drop-down menu in this section 
h. To add an additional item, click Save and Add Another Item. If this is the last item, 

click on Add Item and Return, this will save the item and return to the Daily 
Production screen.  

7. Once back on Daily Production page, click Save and Close 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

  

  

 

 

 
 

 

  

  

  

a 

b 

c 

d 

e e 

g 

h

f
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8.12 PRINT COMPLETED PRODUCTION RECORDS 
This will print the final copy of the Daily Production Record with all of the updates you have 
made for that day. Wait until both breakfast and lunch Production Records are completed for 
all of your sites before you print this report. After printing, you must sign it, staple it to your 
Production Worksheet, and file it 
 

1. Go to Reports > Production > Production Records 
2. Click Go! 
3. The Report Criteria for Production Records screen will appear 

a. Choose the Production Date range (M-F) using drop-down calendar 
b. Choose All Sites under Site Selection 
c. Select All Serving Periods under Serving Period Selection 
d. Under Report Type, select Summary 
e. Under Report Format, select CA from drop-down list. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Click the Preview button at top-left of screen 
5. The Menu Production Record will appear 
6. Click the Print button 
7. Close the Report by clicking the red X at top-right of window 
8. Return back to homepage by clicking Close on the Report Criteria window. 

 
 

    

a   

b 

c   

d   

e   
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SECTION 9 TAKING A PHYSICAL INVENTORY  
 
At the end of each month, there is a count of the inventory items at your site. This count is 
entered into CMS. This Physical Inventory count updates the on-hand inventory values. 
 
 
 
 
 
 
 
 
 
 
 
 
 

PHYSICAL INVENTORY PROCESS 
 

1. Print a Physical Inventory Worksheet to count and manually record all items in the 
inventory 
- Go to Reports > Inventory > Physical Inventory Worksheet 

 
2. Enter the Physical Inventory counts into CMS. For broken units, look at the worksheet 

for unit description. If the description is CASE, you will enter the percentage of the case 
that is on hand (EX: ½ would equal .5). IF the description is EACH, you will enter the 
actual amount of item (EX: 5 cases of Peaches- 5). 

 
3. Review the Physical Inventory Value Report to verify that the Physical Inventory is 

entered into CMS correctly. 
 

4. Update the Physical Inventory count in CMS (if needed). 
 

5. The Physical Inventory is marked “Completed,” when all items are entered correctly. 
 
 
*Once the Physical Inventory has been marked “Completed,” it is sent to the Central Office. 
Central Office will review, approve, and complete all physical inventories. When this occurs, 
the on-hand quantities of the items at the site are updated to new quantities.* 
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9.1 PRINT THE PHYSICAL INVENTORY WORKSHEET 
The Physical Inventory Worksheet is a printed list of all the inventory items in a school site. 
This list is used to record the actual physical counts when the inventory is being taken.   
 

1. Go to Reports > Inventory > Physical Inventory Worksheet 
2. Click Go! 
3. The Report Criteria for the Physical Inventory Worksheet screen appears. 

a. Under Site Selection, select Individual Site. Find site by clicking button […] 
b. Under Sort by, select Stock Number form the drop-down menu 
c. Select All Categories 
d. Select All Locations 

4. Click on the Preview button. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

5. The Physical Inventory Worksheet appears 
6. Click Print and Close by pressing the red X at top right of window. 
7. Click Close to exit the Report Criteria screen. 

 
 
 
 
 
 
 
 
 

  

  

b 

d 

c a   
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9.2 ENTER PHYSICAL INVENTORY COUNTS 
The Inventory counts recorded on the Physical Inventory Worksheet are also entered into 
CMS system. 
 

1. Go to Back of the House > Inventory Management > Physical Inventory > Physical 
Inventory Counts  

2. They Physical Inventory Counts screen displays 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Click New 
a. Select the Physical Inventory Date by using the drop-down calendar list 
b. Click OK 

4. The Physical Inventory Entry screen will display. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

b   

a   
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There are 2 methods for entering inventory items into the system:  

- Quick Entry Method 
- Physical Inventory List Method 

 
QUICK ENTRY METHOD 
 
The Quick Entry method allows you to enter each Stock Number and the amounts instead of 
finding each item on a list. The Quick Entry tab is the preferred method. 

1. In the Physical Inventory screen, the Quick Entry tab is selected. 
a. Click inside the Stock Number text box to enter the item number to add 
b. In Case Qty text box, enter the number of cases to add 
c. If item has open case or broken amount, enter amount in the Broken Qty  
d. Click OK 
e. Your entry will be displayed in the grey box labeled Last Entry 

2. Return to the Stock Number field and enter the next stock number you would like to 
add to your Physical Inventory list by repeating steps a-d, until complete. 

3. Click Save- you may be able to save inventory entries multiple times during process. 
4. Click Close to close the Physical Inventory screen 
5. Close the Physical Inventory Counts screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
*IF you enter an incorrect Case or Broken Unit Quantity, re-enter the stock number and the 
correct quantity and click OK- this REPLACES the incorrect quantity with the correct one. 

  

d   

c   

b   

a   
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PHYSICAL INVENTORY LIST METHOD 
 
The Physical Inventory List screen gives a list of all of the inventory items that are on the 
Physical Inventory Worksheet. This allows the user to scroll through the list of inventory 
items on the screen and enter the on-hand value for each item.   
 

1. Click the Physical Inventory List tab. This displays every item you could possibly 
record in the Physical Inventory 

a. In the Sort By drop-down menu, select Stock Number 
*By choosing Stock Number, items are sorted in the same order as the Inventory 
Worksheet* 

b. Using the scroll bar on the right, scroll down, find an item and select it 
c. Enter the number of cases in the Case Qty column. 
d. If applicable enter the Broken Qty amount in the Broken Description 

2. Repeat steps b through d until complete  
3. Click Save- you may save multiple times during process 
4. Click Close to close the Physical Inventory screen 
5. Close the Physical Inventory Counts screen 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
   

c   
b   
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9.3 PHYSICAL INVENTORY VALUE REPORT 
The Physical Inventory Value Report displays a list of inventory item amounts entered into 
CMS and the monetary value listed for each. It also displays a dollar amount for your entire 
inventory as a whole. Use this report as a tool to verify that the inventory items are correctly 
entered into the system.  
 

1. Go to Reports > Inventory > Physical Inventory Value 
2. Click Go! 
3. The Report Criteria for the Physical Inventory Value screen displays 

a. Under Criteria, check the Consolidated box 
b. Select the correct Physical Inventory Date from the drop-down menu 
c. Select All for the Inventory Type Selection 
d. Check the Use Current Cost 
e. Select All Sites under Site Selection 

4. Click Preview 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Once you have reviewed the Physical Inventory Value Report, and made note of any 
edits that need to be made, close by pressing red X 

6. Close the Report Criteria screen. 

  

e   
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9.4 EDIT PHYSICAL INVENTORY COUNTS 
After running the Physical Inventory Value Report and checking for mistakes, you need to go 
back into the Edit Physical Inventory screen and make any necessary changes. After you have 
made the necessary changes, you may mark your Physical Inventory as “Complete.”  
 

1. Go to Back of the House > Inventory Management > Physical Inventory > Physical 
Inventory Counts 

2. The Physical Inventory counts screen displays 
a. Double click on the correct inventory date 

3. The Physical Inventory details screen appears. 
 
 
 
 
 
 
 
 
 
 
 
 

4. If you would like to add an item that you have NOT YET entered into your Physical 
Inventory for that date, follow the instructions in section 9.2 for the Quick Entry 
Method (steps 1- a through d on page 54). This adds the item to your inventory list.  

5. If you have already entered this inventory item into the system and you just need to 
amend it, select the Physical Inventory List tab.  

a. Check the Entered Only box in the Filtered By area.  
b. Click the Apply Filters button.  

*By doing steps a-b, you are able to view ONLY the items you have entered in 
your inventory for that date.  

6. Using the scroll bar on the right, find the item you would like to amend and select it.  
7. Make the required edits by typing directly into the Case Quantity or Bkn Quantity 

columns. *Note: if you are ready to complete your Physical Inventory at this time, see 
the next section. If not, continue with instructions 8 through 10.  

 
 
SEE EXAMPLE ON NEXT PAGE 
 

  

a 
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8. Click Save—if a message appears and asks you if you would like to complete the 
inventory, click No.  

9. Click Close to close the Physical Inventory details screen.  
10. Close the Physical Inventory Counts query screen.  
11. Click the Home button to return to the Homepage.  

 
 
 
 
 
 
 
 
 
 
 
 

  

b   
a   
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9.5 COMPLETE PHYSICAL INVENTORY AT SITE LEVEL 
After all the inventory counts are entered and verified in CMS, the final step is to “Complete” 
the Physical Inventory in CMS. This will close out the Physical Inventory and send it to the 
Central Office for processing.   
*Once the Physical Inventory is marked “Completed,” there can be no further edits to the 
Physical Inventory Counts. Thoroughly check the Inventory figures before completing this step 
 

1. Go to Back of the House > Inventory Management > Physical Inventory > Physical 
Inventory Counts 

2. The Physical Inventory Counts screen displays 
a. Double click on the correct inventory date to be completed 

* Inventory has not been completed yet if there is no check mark in the Site Complete box* 
 
 
 
 
 
 
 
 
 
 

3. Check the Completed box 
 
 
 
 
 
 
 
 
4. A warning message will automatically appear, Click Yes 
5. Click Save and Close. 

 
 
 
 
 
 

  

a 
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SECTION 10 INVENTORY ADJUSTMENTS 
 
Adjusting your inventory in CMS is the way to adjust items that are not handled in the standard 
functions of Production, Physical Inventory, and Receiving. Inventory Adjustments are 
used to update on-hand inventory value on an as-needed, day to day basis.  
 
10.1 INVENTORY ADJUSTMENTS 

1. Go to Back of the House > Inventory Management > Adjustments 
2. The Adjustments screen will appear 
3. Click New 
4. All of the necessary text boxes turn from grey to white 

a. Enter the Adjustment Date (today’s date) using the drop-down menu 
b. Enter the Adjustment Date (today’s date) using the drop-down menu 
c. Choose a Reason for the Adjustment. EX: Food preparation, Breakage/Spoilage, 

Stock Transfer Sent, Stock Transfer Receiving, Discard, Catering, Vending, etc. 
d. IF applicable, chose either Addition or Subtraction from drop-down list 
e. Enter number of adjusted cases into Cases field 
f. Enter number of adjusted number of broken units in Broken Units field 
g. Enter and explanation in the Comments section explaining reason for Adjustment 

5. Click Save & Close 
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SECTION 11 STOCK TRANSFERS 
 
A Stock Transfer allows the system to account for inventory transfers from one site location to 
another.  A Sending Ticket is created for the site that is sending the stock transfer, and a 
Receiving Ticket is created for the site receiving the stock transfer.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

STOCK TRANSFERS 
 

1. Issue a Stock Transfer (Sending Site issues) 
 

2. Print out a Sending Ticket 
 

3. Transfer item from one site to another 
 

4. Receive Stock Transfer (Receiving Site) 
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11.1 SEND A STOCK TRANSFER 
In order for the receiving site to receive the transfer into CMS, the sending site must issue or a 
Stock Transfer. The sending site has to initiate this process.   
 

1. Go to Back of the House > Inventory Management > Receiving and Stock Transfers 
a. In the Transaction Type section, use drop-down to select Stock Transfer Sent 
b. Click New 

 
 
 
 
 
 
 
 
 
 

2. The Receiving and Stock Transfer screen appears 
3. Select the site receiving the transfer by clicking the Search for Site button 

a. A Site Search window will appear 
b. Type in the name of the site receiving the transfer in the Site Description section 
c. Click Search 

 
 
 
 
 
 
 
 
 
 

4. Select the school site after pressing Search and click OK 
5. Once returning to the Receiving and Stock Transfer screen click Add Item 

 
 
 
SEE NEXT PAGE FOR CONTIUED INSTRUCTIONS 
 

  

b   
a   
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6. The Add Item to Stock Transfer screen will appear 
a. Enter the Stock Number or Description 
b. Click Search 
c. In the Search Results section, click on correct item being transferred 
d. Enter the Case Quantity 
e. Enter Broken Unit Quantity if any 
f. To add more items, click Save and Add Another Item 
g. If this is the last item, click Add Item and Return. This will save item  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

7. After returning to the Receiving and Stock Transfer screen, check the Issued box when 
are you are completely finished adding items to transfer  

 
 
 

8. Click Save 
9. When Message Box appears, click Yes 

 
 
 
 
 
 

10. The Sending Ticket appears, click Print. 
11. Close out of the Stock Transfer Sent screen by pressing the red X at top-right of screen 
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11.2 RECEIVE A STOCK TRANSFER 
Once the sending site has issued the Stock Transfer, the receiving site is able to receive the 
item when they arrive into CMS. 
 

1. Go to Back of the House > Inventory Management > Receiving and Stock Transfers 
2. In the Transaction Type, select Stock Transfer Receiving using drop-down list. 
3. Select the Date-Range of when the stock was transferred using drop-down calendar 
4. Click Search 
5. Double Click the correct transfer record you would like to receive. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. The Receiving and Stock Transfers screen appears 
a. Using the Received By drop down list, select name of person receiving stock 
b. In Date Received drop-down calendar, select the date the transfer was sent 
c. Click the Default to Sent Quantities if you received all the items exactly as you 

expected, if not, see step d 
d. If there was a discrepancy between what you received and what is listed on CMS, 

manually enter the number of cases received in the Case Received column. 
e. Click Save 

 
 
 
 
SEE NEXT PAGE FOR EXAMPLE 
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7. After clicking Save, a Message Box will appear, select Yes. 
8. Another message box will appear asking to Print the Delivery Ticket, click Yes 

*File All Stock Transfers with other invoices* 
9. The Stock Transfer Delivery Receipt will appear 

 
 
 
 
 
 
 
 
 
 
 

10. Click Print 
11. Close out the Delivery Receipt screen by clicking red X at top-right of screen. 
12. Close out of the Receiving and Stock Transfers screen by clicking Close. 
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SECTION 12 APPENDICES 
 
12.1 QUERY AND DETAIL SCREEN TOOLBARS 
The following table displays the Query and Details Screen Toolbar functions used in CMS. 
 

QUERY SCREN TOOLBAR 
 
 

DETIALS SCREEN TOOLBAR 
 
 
 

BUTTONS AND FUNCTIONS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SEE NEXT PAGE FOR CONTINUED BUTTONS AND FUNTIONS  
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BUTTONS AND FUNCTIONS CONT.  

 
 
 
 
 

12.2 REPORT CRITERIA TOOLBAR 
 
The Report Criteria Toolbar has the following function keys. Review the following 
components to become familiar with the related links.  
 

GRAPHIC    LABEL   DESCRIPTION   SHORTCUT   
  

  

 
Preview   

Select to preview a report from the Report Center.   
Alt + V   

  

  

 
Print   

Select to print a report related to the process you are on.   
Alt + P   

  

  
Select Printer   

Select to select a specific printer to print the report related to the 
process you are on.   

  
  
  

  

 

Export   

Select to create an export template, select an export template or 
a format for exporting the report.   
  

• PDF: Exports a formatted file to .PDF format.  
• Excel: Exports a formatted file to .XLS format.   
• HTML: Exports a formatted file to .HTM format.  
• Word: Exports a formatted file to .DOC format.   
• Rich Text Format: Exports a formatted file to .RTF format.   
• Text Format: Exports a formatted file to .TXT format.   

Alt + X   
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Cancel   

Select to clear any criteria changes and set it back to the selected 
criteria set values.   Alt + C   

  

  

 
Help   

Select to display the online help system for the section of the 
program you are working in.   

F1 or Alt + 
H   

  

  

 
Close   

Select to close the screen.   
Alt + F4 or 

Alt + L   

  

Criteria Set 

Choose from a list of existing criteria sets and default criteria 
set from the drop-down list. Each criteria set is on a per user 
per report basis. The system include the following basic criteria 
sets:  

• Last Run: The last used criteria settings are 
automatically saved to this set. When you open the 
Report Criteria screen, the Criteria selection list is 
always set to Last Run by default. The last custom saved 
set and the Last Run set always has the same settings.  
  

• Default: This set consists of the default criteria 
selections and any appropriate data. For example, if a 
date is included and using the current date is 
appropriate, the Date check box is marked and the range 
is set to “Today.” The date field shows the current date  
  

All In One: This is the criteria set specific to each report 
included with an All In One report type. You cannot see or edit 
this information using the Report Criteria screen. All changes 
must be made using System Management > Report Types 

 

  

New 

Select to create a new criteria set name to save the current 
criteria settings to  

  
1. Set the criteria on the screen.  
2. Select New.  
3. Enter name of criteria set.  
Select OK. 

ALT+N 

  Delete Select to delete a criteria set. ALT+D 

  Save  Select to save the criteria selections on the screen to a criteria set ALT+S 

  Copy Select to copy criteria setting from an existing or new criterion 
set name.    
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12.3 REPORT VIEWER TOOLBAR 
The Report Viewer Toolbar contains several options that allow you to navigate through the 
report while viewing it. It also has options to export and print the reports. Review the following 
components to become familiar with related tasks. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

GRAPHIC  LABEL  DESCRIPTION  

  

Export Report  Select to output the report in a file format.   

  

Print Report  Select to select the destination printer.   

  

Toggle Group Tree  Select to display or hide the Group Tree section.   

  

Go to First Page  Select to display the first page of the report.   

  

Go to Previous 
Page  

Select to display the previous to the current page 
of the report.   

  

Go to Next Page  Select to display the next consecutive page of the 
report.   

  

Go to Last Page  Select to display the last page of the report.   

  

Go to Page  Select to display the Go To Page screen that 
allows you to navigate to a specific page number.   

  

Find Text  Select to search the report for specified text.  

  

Zoom  Select to adjust the display magnification of the 
report.  
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12.4 EXPORTING A REPORT (SAVING)  
Exporting a Report means to take the reports off of the CMS and put them into a readable and 
accessible version that can be saved on your computer. This can cut down a lot of printing from 
CMS that is not considered “mandatory” by saving it in soft copy (computer) folders instead.  

1. At this point, you are already in the Reports section, displaying the report you would like 
to Export (save). 

2. Click the Export button in the furthest top-left corner of the screen 
 
 
 
 
 
 
 
 
 

3. Export Window will pop-up 
a. Choose location to Save in- its recommended you create a designated folder 
b. Under Save As Type drop-down menu, select Adobe Acrobat (*.pdf) 
c. Fill in name for saved document in File Name 

*Name should start with date and reflect the description of report (EX: 10-1-20-Shopping List) 
d. Click Save 

4. When message Box appears, Click OK 
 

  

a   

b   

d   
c   

  


