
 CREATE NEW SHOPPING LIST 

To create a New Shopping list follow the instructions below. 
 
Go to Back of the House > Procurement > Shopping List > Enter Shopping List 
(120100). 

1) Click the NEW button. 
*Note: you do not have to put in a date range on this screen—only click New. 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 

 



The Enter Shopping List popup appears.  
a. Click on the drop down arrow next to Vendor. 
b. Select the name of the vendor for the shopping list. 
c. Click OK. 

 
 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

2) The Enter Shopping List screen appears. 
a. Select the Delivery Date of when you normally receive a delivery from that vendor 

from the drop-down calendar. 
b. In the text box for Stock Number, enter the stock number: 

 
 

 
 

Using the Tab key, navigate down to Order Quantity and Enter the quantity needed. 
Hit the Tab key once more and click the OK button. 
Check the Order Complete box. 
Click the Save button. 
Lastly click the Close button to close out of the Shopping List window. 
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