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FAQs

e Setup
e Menus and Inventory
e More!
Resources
o Self Help

\ e |n-app Learning







Why doesn’t this user see the same options | do?

Answer:

Some of the navigation tabs

| see are not visible to Heartland.

another user \A/OSA|C
BACK OF THE HOUSE

Another user cannot select

the same sites that | can

Program access is User A
determined by a user’s

security group assignment

Site visibility is determined

by a user’s site assignment

Heartland.

VM{OSAIC

BACK OF THE HOUSE

User B




How do | remove a user from my Mosaic database?

e | have a user who will be on
leave and will not need to
access Mosaic during that

User Information

ti m e Username: pohnG@kdschools.com
e |have auser who has leftthe
district and needs to be

Email:

removed from the database
permanently

Answer:

e Users can be Deactivated to
temporarily remove access to
Mosaic

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

JohnG@kdschools.com

Site Manager

Individual Sites: Frederick Douglass Elementary X




Can the same user access both MY

/i
\ 4
v

MA
Mosaic FOH and BOH? SCHOOL

o IB PTad’4
e | have a user who can log into -’ H\
Mosaic FOH but not Mosaic
BOH

| &
| 4 /'v K v

W
& (_A.:, 3 )
N g

Answer: Heartland. \

e Mosaic FOH and BOH are \A/OSAIC \A/ OSAIC
separate programs and will POINT OF SALE BACK OF THE HOUSE
require separate user profiles to
be set up /

e You can link the same FOH and
BOH user profile to just one /’

MySchoolBucks account






How do | add an ingredient?

e | have new ingredients to add to the
program

e This is my first time adding an ingredient
OR | haven't added an ingredient in a while

e Can you make sure I'm adding this
correctly?

Answer:

e Ingredient nutrients should be added
directly from the nutrient fact label. We
can add measurements for different
portion sizes

e Allergen hazards contained in the
ingredient should be indicated

e Costing information can be added

e Bulk import option available

Nutrition Facts
Serving Size 3 0z. (85g)

Serving Per Container 2

Amount Per Serving

Calories 200 Calories from Fat 120

% Daily Value*

Total Fat 15g 20%
Saturated Fat 59 28%
Trans Fat 3g

Cholesterol 30mg 10 %
Sodium 650mg 28 %)

Total Carbohydrate 30g 10 %
Dietary Fiber Og 0 %)
Sugars 5g

Protein 5

A \IOSAIC

BACK OF THE HOUSE




How do | add a recipe?

e | have new recipes to add to the
program Heartland.

e This is my first time adding an recipe \A/OSAIC
OR | haven't added an recipe in a while ' ALK SN THE HOMSE
e Can you make sure I'm adding this
correctly?
RECIPE
Answer: =/
Sy |/ 4

e Amount of ingredients should be
enough to produce the number of
portions indicated

e Food based component & subgroup
contribution amounts should be
indicated

e Use Quick Recipe to save time




Reimbursable Meals & Weekly /
Requirements




Why is my Weekly Requirements Report blank?

| have built my menu days
Heartland School Solutions PY My reCIpeS have been Set

Weekly Certification Worksheet

Elementary Brkfst-Traditional Breakfast K-5 (age 5-10) Week of 2/7/2022 u p t O C O n t ri b u t e t h e

Total | % of Total

Weekly | Weekly Fruit | Total Weekly
5 Day Week | o2z | ozioarz | ozoarzz | oziorez | oziiree Mot | Remt’ | Ramt | duiceLimt f weeky SRV | SREELY, | Romi
ot | Chocln | | D | R | oo proper food based
Vegetables: Minimum (cups) 0 N/A N/A
_Dark Green 0 NiA NA jeatt) ot com p onen t S
s e .
-Red/Orange o NA NA (nomore than| Veg. Veg. lh:ﬁs Check n s W e r °
_Beans & Peas (Legumes) 0 N/A NA "“'(,‘f;_f"’ UCH [
iy T e Reimbursable Meal Groups
-Other 0 NiA NA 0 0 0% Yes
Meat/Meat Alt: Minimum (oz eq) 0 N/A N/A need to be Created to
Meat/Meat Alt: Maximum (oz eq) 0 N/A N/A
Grain: Minimum (oz eq) 0 7 -
— populate the Weekly
0

No more

than2oz | YeS ReqUirementS

Grain Based Dessert Total for all weekly meals

" Weekly % of
eekly Whole
Whole Grain Rich Weekly Amount | Grains [ Grain 0 Grain 0% 503:,:‘ h,CI: R t
Gran iai “R“':’ epor
Total
Weekly
Wed u Weekly Weekly Ramt.

02/07/22 | 02/08/22 | 02/09/22 | 02/10/22 | 02/11/22 Total Rgmt. Check
Milk: Minimum (cups) 0 5
Vanety Skim/Fat-free
flavored, Skim/fat-free
llavomd Low-fat(1% or less)
unflavored, Low-fat(1% or less),
ﬁavomd

Reduced fat(2%) or whole,
unflavored and flay

§
=
§
El
m

‘i




Why is my Reimbursable Meal Group not meeting

Requirement Check

requirements?

| am in the process of
adding a new
reimbursable meal group
The recipes | am selecting
are not satisfying my daily
food based component
requirements

Component

Meat/Meat Alt

Grain

Fruit

Vegetables

Milk

Subgroup

M/MA 0z eq

Grain 0z eq

Whole Grain Rich oz eq
Grain Based Dessert 0z eq
Fruit cups

Fruit Juice cups

Vegetable cups

Vegetable Juice cups

Milk cups

Required
Minimum

1.000 oz eq

1.000 oz eqg

0.500 cup

0.750 cup

1.000 cup

Daily
Check

2.000 @&
1.500 @

1.500

0.000

0.000 @

0.000

1.000 @

0.000

1.000 &

/




Why is my Reimbursable Meal Group not meeting
requirements?

| am in the process of
adding a new
reimbursable meal group
The recipes | 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

i

Home > Recipes > Recipe Search > Edit :990349 - Banana & Strawberry Cup

Subgroups

Subgroup Contribution Amt Veg Type







an | display my Mosaic menus on my district’s

website? =g F
e | have built a months worth of menus | A § '°‘ : ! )
A S i, g

e | want to show my students and their T (G I (T s

CHICKEN PATTY ON BUN LASAGNA WITH GROUND BEEF Corn Dog

parents what will be offered i -

AR
DIRTY POTATOES
Buterad Broczoli (1 Cup) e isias Applesauce (1 Cup)

EAGLE PIZZA
1AN) Chicken Patty Sandwich
BANANAS

PICKLES DILL SPEAR

resh Apple Cobbier (
RICE KRISPY TREATS View Aune Choice of Milk (172 Py Choice of Milk (112 Pt)

e Having my menu online would make it o e

View Allergens

.
(7 (B (1] (0] =)
EAGLE FIZZA CHICKEN PATTY ON BUN Lasagna BBQ BEEF ON A WHEAT ROLL Hamburger on Whole Wheat
ROLLS Lettuce &Tomato Topping Corn Dog

Chicken Patty Sandwich Lasagna

BANANAS GREEN BEANS CHICKEN PATTY ON BUN BAKED SEANS BAKED BEANS (VEGETARIAN)

BABY CARROTS OLLS BAKED BEANS (VEGETARIAN) APPLES Fresh
Choice of Milk (1/2 Pt) Buttered Broceoli (1 Cup) BROCCOLI: fresh, boiled APPLE CRU

BROCCOL!: fresh, boiled APPLES Fresh CELERY STICKS Choice of Milk (172 Pt) Applesauce (1 Cup)

[ J ROLLS (YEAST) RICE KRISPY TREATS APPLES Fresh View Nutrients Choice of Milk (112 PY)
View Nutrients Choice of Milk (112 Pt) RICE KRISPY TREATS i MUSTARD: individual PG
® View Atiergens View Nutrients Choice of Mik el e View Nutrients
View Nutrients

View Allergens View Allergens
View Allergens

' Com Dog Hamburger on Wale Whest STIR FRY FAJITA CHICKEN LASAGNA WITH GROUND BEEF EAGLE PIZZA
[ ] e S e e n u a n a e n a r r e O r BAKED BEANS (VEGETARIAN) SEEF BURRITO BROCCOLI: fresh, boiled HAM & CHEESE SANDWICH Chicken Patty Sandwich
. DIRTY POTATOES BAKED BEAN( Of E GELATIN CORN BANANAS
PICKLES DILL SPEAR Butered Broccoli (1 Cup) S F Applesauce BABY CARROTS

PEACHE!
BABY CARROTS Chaice of Milk (172 Pt Choice of Milk (172 Py BROCCOLI: fresh, boded

Applesauce (1
Appiz Cotbler Appiesauce (1 Cup) View Nutrients View Nutrients
P

has a web export option which can e | T by

View Allergens oy Panter View Allergens

View Allergens

include nutrient and allergen e, W wm  wm

Chicken Patty Sandwich Lasagna ROLLS
. . BANANAS GREEN BEANS CHICKEN PATTY ON BUN BAKED BEANS (VEGETARIAN)
BABY CARROTS ROLLS BAKED BEANS (VEGETARIAN) BROCCOLL fresh, boied
I n fo r m a t I o n Choice of ik (112 Pt) Butterad Broccoli (1 Cup) BROCCOL: fresh, boiled BABY CARROTS
BROCCOL: fresh, boiled AP € Choice of Mik (122 F) Applesauce (1 Cup)
ROLLS (YEAST) s e Choice of Milk (172 PY)
e bk sants Choice of Mik (112 Pt) MUSTARD: individual PC

View Allergens

Choice of Milk

View Nutrients

View Nutrients

e MBOH can integrate with — f s
H (2]
MealViewer - e

PICKLES, DILL SPEAR

Applesauce (1 Cy

Cobbler

Choice of Mikk (172 Pt)
View Nutrients

View Allergens




Can | share Recipes and Ingredients with other
districts in Mosaic?

e | have recipes in my database that
I'd like to share with another district

e Another district has offered to
share their recipes with me

Answer:

e Yes! Share your recipes to the
Community using the “share”
button on the recipe page

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

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

Import this Recipe







How can | get my new products and prices into
Mosaic?

e | have alot of new inventory products
to add to Mosaic |

e | have received new bid prices from e T R
vendors, and | need to update those
prices in Mosaic

Answer:

e Products and Price Lists can be
added manually, or they can be
imported via spreadsheet.

e Contact support for the appropriate
spreadsheet, fill it out and return it,
then we will import the information r

into Mosaic free of charge!

—]




How do | fix a transaction with incorrect
information?

A user committed an inventory
transaction with the wrong
quantity

e A user committed a Physical

Count with the wrong quantity
Answer:

e Once a transaction is committed
we cannot edit it, but we can
correct our inventory with an
Adjustment

e Perform an Adjustment to add or

remove stock to correct the
On-Hand quantity

Adjustment #171 - 10000-001 : Beans, Green, Cut #

Site:

Quantity on Hand:

Adjustment Type:

Purchase Unit Adjustment Amount:
Stock Unit Adjustment Amount:
Adjustment Reason:

Comment:

George Washington Elementary

3 Case (6/#10), 0 #10 Can

-
—

Subtract (-)

Case (6/#10)

1

0 #10 Can

Count Correction

Entered incorrect quantity for Physical Inventory on 2/28[

Y

—

/



How should | handle a product we no longer use?

e |am nolonger using a
product, what is the proper
way to deal with this?

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

Status: Discontinued

Commodity: Available

Answer:

e A product that is still on
hand, but is no longer being

ordered can be y

discontinued

e A product that is no longer /-’
in use can be deactivated

and zero'd out







Can | delete a Physical Inventory session?

e Two sessions were accidentally
opened for the same month

. . Inventory
e An old session has a partial Status Completed
percentage complete Biered 0% Siup B
° Opened 19% Setup
Answer:
. . . Opened 99% Setup
e A Physical inventory session can

Opened 17% Setup

be deleted as long is itis 0%
complete — no quantities have
been committed

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




Why can’t | save my physical count?

I'm adding my site's physical
count but | 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)

o wuy \&vTry way
CLR Case (4/5# Bag... Bag 5#

Case (4/10#) Loaf (10#)
--l
STKRM 1 Case (6/#10) #10 Can

T mas
S

/_’/







My Report/Production Record does not show any

e, ®
q u a n t I t I e s Planned Offered Served

. Reim- AlLa Reim- AlLa Reim- Ala Short

[ ] R unnin g t h e M enu Recipe Name Portion burse Carte burse Carte burse Carte Leftover
. o D ) - - - - -

Spreadsheet for Nutrient VEGAFRUIT SEF GERVENCS. | PO bistory | Servings ; 5 ; 5 5 5
. sl ROLLS, DINNER,WHOLE WHEAT... | PQ History ~Each 1 oz 8s 0 0 0 0 0 0
Ana |yS IS — NO q ua nt I t €S TOASTED CHEESE SANDWICH:... = PQ History =SERVINGS 100 0 0 0 0 0 0
po p u I ate BROCCOLI: fresh, boiled PQ History | CUP 75 0 0 0 0 0 0
PEARS, cnd, Lt Syrup PQ History = CUP 125 0 0 0 0 0 0
L Production Record that ORANGES pQ History | EACH 100 0 0 0 0 0 0
CHOCOLATE CHIP COOKIES PQ History = EACH 225 0 0 0 0 0 0
ShOU|d pu” Planned MILK,1% LOWFAT PQ History | HALF PINT 150 0 0 0 0 0 0
pI’OdUCtIOI’] quantltles |S blank MILK,NONFAT CHOCOLATE PQ History = Half Pint 80 0 0 0 0 0 0
MILK, Skim PQ History | HALF PINT 20 0 0 0 0 0 0

Answer:

e Mosaic reports are able to
pull numbers from multiple
areas of the program — make
sure the appropriate
production quantities are
filled in!

\

\



Can | Customize a Production Record?

e Can | decide what
Hformation s included in
my production records? Generel  [EPopE e

Y I have SpeCiﬁC Format Name:
requirements | need to

Lunch Production Record Format

Report Heading: Heartland Lunch

meet with my production #  Column Type Column Header
1 Recipe Number Recipe
records
2 | Recipe Name Recipe Descriptions
A n Swe r: 3 | Portion Size Portion Size
4  Planned Qty - Reimbursable Planned Reimb- ursable
® PrOdUCtlon Records Can 5  Offered Qty - Reimbursable Offered Reimb- ursable
be Customized With 6 | Served Qty - Reimbursable Served Reimb- ursable
. 7 | Total Food Cost Total Food Cost
different formats
8 | Waste Waste
(] Choose What iﬂformation 9 | Blank Column (hand filled) Comments

to include, and adjust the
layout and column order
to your needs




Can | Customize a Production Record?

[ ]
A n S W e r [ 990035 |[ROLLS (YEAST) EACH 130 125 116 $5.115

Can | decide what

i i isi ; Heartland School Soluti
information is included in DA
my production records? .

| have specific

Mon - 12/5/2022 Sites: 20-GES Menu Name: Elementary Lunch-Traditional

Planned |Offered |Served

M 5 5 2
re q u I re m e n t S | n e e d to Recipe |Recipe Descriptions Portion Size 5;!:;!; 5;‘2;)?{; E;Q)II: E?:‘satl i aste |C

990071 |EAGLE PIZZA EACH 145 155 150 $23.331

m eet Wit h my p ro d u Ct | OIN  [00114 [Chicken Patty, BRD Sandwiches 105|115 [105  [s46.664

900014 |BANANAS EACH 130 110 107 $10.712

257 BROCCOLLI: fresh, boiled CcupP 70 90 87 $14.364

228 MILK, Non Fat Chocolate HALF PINT 200 210 209 $44.720

Production Records can | G—tass Tt

W.
0
0
[
re C O rd S 146 CARROTS, BABY, RAW Bag (1/2c) 150 125 113 $16.261 0
0
0
0
0
0

27 $5.805

b e custom i Ze d w i t h 300005 |MILK Skim HALF PINT % |

different formats
Choose what information _—

to include, and adjust the
layout and column order
to your needs




How can | streamline my day?

e Are there any tips for how
| can streamline my day?

e What can Mosaic do to
help use mine and my
managers’ time more
effectively?

Answer:

e Production Records can
be scheduled to run
automatically

e Set parameters and

frequency to send regular
Production Records right
to your reports inbox

Schedule Report

Start Time: EHOFAY (©)

O Every 1 day(s)

Start:

3/16/2024

(® No End Date

‘,:‘ End after: occurrences
@)= EVE 6/30/2024

o







Self Help Resources

Heartland

MIOSAIC

¢ Self-Help Resources *

Search

Create an Adjustment

Click Ingredients.

Copy an Ingredient
Create an Ingredient
Create a New Recipe
Create a Menu

Copy a Recipe Announcements

® An update to the USDA Child Nutrition T

See details







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

RELEASE NOTES

Mosaic BOH - Release Notes
Here's what you need to know about the latest Mosaic BOH Release.

Heartland.

WEOSAIC

3.12 Release Notes

Heartland

MIOSAIC







Additional Resources - Heartland Univ.

Click Register here
Code: LEARNMOSAICBOH

¢ Additional Resources

X

Heartland University

Register for a free online
elearning account to
training content
Register here >

Already have an account?
Login >

More Help Resources

User Guides >

Knowledge Articles »

Heartland - ciosu rayments coroan

nd University

NIOSAIC

BACK OF THE HOUSE

Access Self-Paced Online Training
Heartland University is your key to becoming a Mosaic BOH expert!

You and your staff can access training videos for managers, directors and staff.

If you are a new Heartland University user: If you already have a Heartland University account:

« Click here to sign up and use code LEARNMOSAICBOH
« Once you receive the confirmation email, click on the link to
complete registration. You're all set!

« Click here to login
« Click on Content Library in the top menu and select “Mosaic
Back of House Learning Path”




Heartland University Registration

[ ) R e g i St e r Heartland Mosaic - Back of House Learning Path
. R e C e i Ve a n E m a i I L i n k Home Content Library Achievements Live Sessions
e Begin Online Courses

Content Library / Mosaic - Back of House Learning Path

\}/

Online Courses Self Sign Up e O DR

Mosaic - Back of House Learning Path

ses by entering the code provided to you

v Administrators

First Name:
v Mosaic - Back of House - Welcome to Menu Planning
Last Name
@ Mosaic - Back of House - Welcome to Menu Planning
Email
v Mosaic - Menu Planning - Functions - Introduction
We will send account login information to this address
@ Avout this Learning Path
Confirm Email
Language
English v
Code:




Additional Resources - User Guides

© Mosaic MvDemo

Home 3 Help

X
< Ad d |t|0na| Resources Mosaic Back of the House Documentation

User Guide

T

Login > User Guide - Mosaic BOH Companion App

Using the Yield Factor Method

3
(¢ ]+ ]

More Help Resourfes

User Guides > HSS Online Learning

Login to HSS University B

Knowledge Articl

Conversion Calculator

Support

Phone: 800.256.8224

Hours: Mon-Fri 7am-7pm ET

MosaicMPSupport@e-hps.com
Remote: WebEx

Conversion Calculator

Support

Phone: 800.256.8224

Hours of Operation: Fri 7am -7pm ET

Email:

Remote:




General Support - Knowledge Articles

¢« Additional Resources
Filters p Knowledge Base @ ) vom

T

Login > S
ogin ¥ ARTICLETYPE
KNOW/LEDGE ARTICLE
Knowledge Article . . .
Mosaic BOH - Error Occurs When Deleting a Recipe from a Menu
More Help Resources ek Lestu w0
Perform the following steps if an error occurs when deleting 2 recipe from a menu
User Guides > Ry MozsicBOH
= PRODUCT
Knowledge Articles >
Heartland Media Player KNOWLEDGE ARTICLE
Biue Bear Mosaic Back of House - Unable to Add Attachments (Ingredient, Recipe, or Product)
CaféEnterprise Lastiy
Support Perform the following steps if you receive an error or are unable to add attachments in Mosaic Back of House
Lunchbox
Phone: 800.256.8224 = it
Hours: Mon-Fri 7am-7pm ET
Meal Orders

MosaicMPSupport@e-hps.com
Remote: WebEx

RELEASENOTES
4] MealViewer

© % MossicBOH Mosaic BOH - Release Notes

Last updated a monthago

Mossic POS

Here's what you need to know about the latest Mosaic BOH Release.

© || MySchoolApps Mosaic BOH

Note: Checkbox next to Mosaic BOH



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




