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Today’s Topics
● Ordering

● Transactions

● Reports

● Physical Counts



Section Title
Ordering



Requisitions
● Have Mosaic calculate the Products you’ll need based on your Menu 

data

● Create orders for all the items you need, without having to specify 

who you’re buying from

● Once approved, Mosaic will create Orders for each vendor found in 

the Requisition



Requisitions
● Approving a requisition creates a separate vendor order for each of the 

vendors found in the requisition

Note: Each Vendor Order can still be edited to 
modify the delivery date & amounts



Let’s add a Requisition in Mosaic

    Ordering > Requisitions > Add



Adding a Vendor Order

● Ordering > Vendor Orders > Add

● Unlike a requisition, an Order has to be entered with a 
particular Vendor in mind

● Once complete, either Submit the order for approval, or if 
you have the permission to Approve, the order will be waiting 
for you when the items are delivered



Section Title
Transactions



Receiving Orders

● Our delivery has arrived. Now it’s time to Receive it and enter the invoice into 
Mosaic

● The order was placed in Mosaic, so we can pick back up where we started by going 
to Inventory > Receiving



Receiving Orders
● Use the search filters to locate an outstanding order, then click on the blue 

Receiving # shown below
● Once opened you’ll just need to confirm the quantities received 
● Provide exceptions if you receive a different amount than was ordered
● Once committed, the products will be added to the site’s inventory



Let’s Receive our order in Mosaic



Instant Receiving Transactions

● When no vendor order exist in the program you can add a transaction 
by going to Inventory > Receiving > Add

● Select a Site and Vendor, then key in the products  and quantities 
that were delivered (you can use Product Groups to streamline this 
process)

● This is useful for Vendors that you are not using MBOH to order from, 
commonly Dairy, Produce, and Bakery vendors



Product Availability

● Check current district inventory levels for any product by going to Products > 
Maintenance

● From the Availability tab, see if another site has enough product to transfer to you



Site-to-Site Transfer

● The products are now in the High School’s inventory, but the Elementary 
School is going to need to borrow some product!

● By going to Inventory > Transfers > Add, you can tell Mosaic the original site, 
the destination site, and how many were transferred

● The manager at the sending site will always initiate the transfer

Elementary School InventorySite-to-Site TransferHigh School Inventory



Let’s make the Transfer in Mosaic



Adjustments

Oh no! One of our cases of Yogurt has passed it’s expiration date. It needs to be discarded 
and removed from the school’s inventory.

● Inventory Adjustments are used to 
correct product on hand to maintain 
accurate inventory counts

● Items can be added or removed from a 
site by going to Inventory > Adjustments 
> Add

● Categorize each adjustment with a 
Reason and obtain reports



Let’s enter an Adjustment in Mosaic



Inventory Usage
● Our taco supplies have reached the end of their journey

● The items have been cooked, served, and need to be withdrawn from inventory



Inventory Usage
There are two 
ways to enter 
Inventory Usage:
● Automatically 

for menu 
items

● Manually for 
non-menu 
items

Use the Update Inventory feature to withdraw menu items or 
you can access the Inventory section to add a new Usage 
transaction for non-menu items such as paper and supplies.



Let’s enter our Usage into Mosaic



Section Title
Physical Counts



Physical Counts
● Prepare for the count by going to Inventory > Physical Counts > Add
● Customize the worksheet to sort & group the items how you want
● Print a list of all inventory available for a particular site to use while 

hand-counting the inventory items



Enter Physical Count
● After counting your products enter your open your Inventory session to enter in your 

Physical Counts



Entering Physical Counts



Section Title
Reports



Report Favorites
● Organize the reports you use most often in your Favorites section



Report Parameters & Filters
● Click in the empty area of the fields to customize what’s being printed



Inventory on Hand Report
● Lists each of the sites’ Products in the desired format
● Can sort by Commodity, Purchased, or All
● Detailed, Summary, or Summary w/ Category Breakdown



Inventory Transactions Report
● Lists every time inventory counts were modified for each Product
● Use the search filters to refine which transactions to print



Inventory Usage Report
● Summarizes site withdrawals with amounts and dollar value
● Calculates Average Cost Per Meal based on Meal Counts



Inventory Transfers Report
● Summarizes site-to-site transfers with amounts and dollar value



Gain Knowledge Using the Help Tab

● Access the support section for program walkthroughs, view the guides, and more! 



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



