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Agenda

FAQs

● Setup
● Menus and Inventory
● More!

Resources

● Self Help
● In-app Learning



Section Title
User Management



Why doesn’t this user see the same options I do?
● Some of the navigation tabs 

I see are not visible to 
another user

● Another user cannot select 
the same sites that I can

Answer:
● Program access is 

determined by a user’s 
security group assignment

● Site visibility is determined 
by a user’s site assignment

User A User B



How do I remove a user from my Mosaic database?
● I have a user who will be on 

leave and will not need to 
access Mosaic during that 
time

● I have a user who has left the 
district and needs to be 
removed from the database 
permanently

Answer:
● Users can be Deactivated to 

temporarily remove access to 
Mosaic

● Once deactivated a user can 
be deleted permanently from 
the Mosaic database 



Can the same user access both 
Mosaic FOH and BOH?
● I have a user who can log into 

Mosaic FOH but not Mosaic 
BOH 

Answer:
● Mosaic FOH and BOH are 

separate programs and will 
require separate user profiles to 
be set up

● You can link the same FOH and 
BOH user profile to just one 
MySchoolBucks account



Section Title
Ingredients & Recipes



How do I add an ingredient?
● I have new ingredients to add to the 

program
● This is my first time adding an ingredient 

OR I haven’t added an ingredient in a while
● Can you make sure I’m adding this 

correctly?

Answer:
● Ingredient nutrients should be added 

directly from the nutrient fact label. We 
can add measurements for different 
portion sizes

● Allergen hazards contained in the 
ingredient should be indicated

● Costing information can be added
● Bulk import option available



How do I add a recipe?
● I have new recipes to add to the 

program
● This is my first time adding an recipe 

OR I haven’t added an recipe in a while
● Can you make sure I’m adding this 

correctly?

Answer:
● Amount of ingredients should be 

enough to produce the number of 
portions indicated

● Food based component & subgroup 
contribution amounts should be 
indicated

● Use Quick Recipe to save time



Section TitleReimbursable Meals & Weekly 
Requirements



Why is my Weekly Requirements Report blank?
● I have built my menu days
● My recipes have been set 

up to contribute the 
proper food based 
components

Answer:
● Reimbursable Meal Groups 

need to be created to 
populate the Weekly            
Requirements 
Report



Why is my Reimbursable Meal Group not meeting 
requirements?

● I am in the process of 
adding a new 
reimbursable meal group

● The recipes I am selecting 
are not satisfying my daily 
food based component 
requirements



Why is my Reimbursable Meal Group not meeting 
requirements?

● I am in the process of 
adding a new 
reimbursable meal group

● The recipes I am selecting 
are not satisfying my daily 
food based component 
requirements

Answer:
● Recipe component 

crediting is missing
● The recipes you’ve 

selected are not 
contributing enough



Section Title
Menu Sharing



Can I display my Mosaic menus on my district’s 
website?

Answer:

● I have built a months worth of menus
● I want to show my students and their 

parents what will be offered
● Having my menu online would make it 

more accessible

● Yes! The Menu Plan Calendar report 
has a web export option which can 
include nutrient and allergen 
information

● MBOH can integrate with 
MealViewer



Can I share Recipes and Ingredients with other 
districts in Mosaic?
● I have recipes in my database that 

I’d like to share with another district
● Another district has offered to 

share their recipes with me

Answer:
● Yes! Share your recipes to the 

Community using the “share” 
button on the recipe page

● Download recipes that other 
districts have shared by searching 
the Community

● Search the Community by nutrient 
or component information, or by 
district



Section Title
Inventory Management



How can I get my new products and prices into 
Mosaic? 
● I have a lot of new inventory products 

to add to Mosaic
● I have received new bid prices from 

vendors, and I need to update those 
prices in Mosaic

Answer:
● Products and Price Lists can be 

added manually, or they can be 
imported via spreadsheet.

● Contact support for the appropriate 
spreadsheet, fill it out and return it, 
then we will import the information 
into Mosaic free of charge!



How do I fix a transaction with incorrect 
information?
● A user committed an inventory 

transaction with the wrong 
quantity

● A user committed a Physical 
Count with the wrong quantity

Answer:
● Once a transaction is committed 

we cannot edit it, but we can 
correct our inventory with an 
Adjustment

● Perform an Adjustment to add or 
remove stock to correct the 
On-Hand quantity



How should I handle a product we no longer use?
● I am no longer using a 

product, what is the proper 
way to deal with this?

● We are no longer ordering a 
product, but are still using 
it

Answer:
● A product that is still on 

hand, but is no longer being 
ordered can be 
discontinued

● A product that is no longer 
in use can be deactivated 
and zero’d out



Section Title
Physical Counts



Can I delete a Physical Inventory session?

● Two sessions were accidentally 
opened  for the same month

● An old session has a partial 
percentage complete

Answer:
● A Physical inventory session can 

be deleted as long is it is 0% 
complete – no quantities have 
been committed

● A Physical Inventory session 
cannot be deleted once any 
quantities have been committed, 
it will then need to be completed



Why can’t I save my physical count?
● I’m adding my site’s physical 

count but I can’t select the 
save button

Answer:
● As you input your product 

counts into the program, 
they are being saved 
automatically

● The only time you will see 
the save button selectable is 
if the auto-save is 
interrupted (e.g. poor or 
dropped internet 
connection)



Section Title
Reports & Production Records



My Report/Production Record does not show any 
quantities
● Running the Menu 

Spreadsheet for Nutrient 
Analysis – no quantities 
populate

● Production Record that 
should pull Planned 
production quantities is blank

Answer:
● Mosaic reports are able to 

pull numbers from multiple 
areas of the program – make 
sure the appropriate 
production quantities are 
filled in!



Can I Customize a Production Record?
● Can I decide what 

information is included in 
my production records?

● I have specific 
requirements I need to 
meet with my production 
records

Answer:
● Production Records can 

be customized with 
different formats

● Choose what information 
to include, and adjust the 
layout and column order 
to your needs



Can I Customize a Production Record?
● Can I decide what 

information is included in 
my production records?

● I have specific 
requirements I need to 
meet with my production 
records

Answer:
● Production Records can 

be customized with 
different formats

● Choose what information 
to include, and adjust the 
layout and column order 
to your needs



How can I streamline my day?
● Are there any tips for how 

I can streamline my day?
● What can Mosaic do to 

help use mine and my 
managers’ time more 
effectively?

Answer:
● Production Records can 

be scheduled to run 
automatically

● Set parameters and 
frequency to send regular 
Production Records right 
to your reports inbox



Section Title
Self-Help Resources



Self Help Resources



Section Title
What’s New for You



What’s New for You

● Access information on the 
latest version of Mosaic 
from the What’s New for 
You link in the 
Communication Banner on 
the home page



Section Title
Additional Resources



Additional Resources - Heartland Univ.

● Click Register here
● Code:  LEARNMOSAICBOH



Heartland University Registration

● Register
● Receive an Email Link
● Begin Online Courses



Additional Resources - User Guides



General Support - Knowledge Articles

Note: Checkbox next to Mosaic BOH



Section Title

Need Help?
Phone Support

1-800-724-9853, say “Mosaic 
Back of House”

Email Support
MosaicMPSupport@e-hps.com

Additional Resources 
help.heartlandschoolsolutions.com

Available in the Help Menu
HSS University Training Videos

User Guides
Knowledge Articles

mailto:MosaicMPSupport@e-hps.com



