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Agenda

Ordering Types

● Requisitions
● Vendor Orders
● Warehouse Orders

Online Ordering

● Definition
● Setup
● Export Process



Section Title
Requisitions



Tips and Tools: 
Requisitions

Order by Menu Plan

Item Management
● Product / Item 

Reports
● Shopping List
● Printing a Requisition 



Order by Menu Plan

● Entering 
Production 
Quantities is 
the final step in 
enabling the 
automatic 
calculation of 
inventory 
orders



Order by Menu Plan
● Users can view 

whether or not 
planned 
quantities 
have been 
entered, to 
ensure all 
needed items 
will be 
included in the 
order



Order by Menu Plan
● The requisition 

provides on hand 
and on order 
information for your 
convenience.

● Once approved, the 
program will 
automatically create 
your vendor, 
warehouse, or 
central kitchen 
orders for 
processing based on 
the primary source 
you have assigned.  



Item Management
● Manage 

products that 
come in 
different pack 
sizes by 
“adding an 
item” - same 
product 
number, 
different 
product 
setup



Item Management
● Manage which version of the product the requisition will import on the Purchase 

Info tab of the linked ingredient

When an ingredient is linked to a product, please be sure to 
verify the correct item is at the top of the list on the Purchase 
Info tab for proper cost analysis.



Reports - Shopping List

● Show quantities 
needed for multiple 
weeks using the 
Shopping List



Reports - Shopping List

● Use the Shopping List in conjunction with the Requisition to 
adjust quantities ordered if needed



Reports - Print Requisition
● Once a requisition has been saved it can be printed or exported to an excel 

document for reference



Section Title
Vendor Orders



Tips and Tools: 
Vendor Orders

Product Groups

Vendor Bulk Approval 

Price List Management
● Duplicating Price Lists
● Scheduling Price Lists 



Product Groups

● Create Product 
Groups as a 
time-saver to add 
frequently used 
products to an order 
all at once



Product Groups

● When adding products to an order, use a Product Group 
to add multiple products at once rather than individually



Let’s take a look at how to create and use a product 
group



Vendor Order Bulk Approval

● Approve multiple vendor orders at once with the 
● Bulk Approval process



Price List Management

● Manage your Price Lists to keep track of what products 
come from which vendors, and how much they cost



Price List Management
● Save time and 

stay on top of 
Price Lists using 
the copy 
function, and 
scheduling 
future Price Lists 
ahead of time



Price List Management
● Save time and 

stay on top of 
Price Lists using 
the copy 
function, and 
scheduling 
future Price Lists 
ahead of time



Add a New Product to Price List
● After 

creating a 
new product, 
quickly add it 
to a price list 
from within 
the product 
setup page



Add a New Product to Price List
● After 

creating a 
new product, 
quickly add it 
to a price list 
from within 
the product 
setup page



Section Title
Warehouse Orders



Tips and Tools: 
Warehouse

Bulk Approvals

Consolidated Warehouse 
Vendor Orders

Warehouse Item Availability 
Report



Warehouse Order Bulk Approval

● Similar to Vendor Orders, we can also approve multiple 
Warehouse Orders with the Bulk Approval process



Warehouse Order Bulk Approval

● Similar to Vendor Orders, we can also approve multiple 
Warehouse Orders with the Bulk Approval process



Consolidated Warehouse Vendor Orders

● Create Vendor Orders to be delivered to your Warehouse 
to fulfill the items requested by sites



Consolidated Warehouse Vendor Orders

● Set delivery dates and approve the the new vendor 
orders without having to access orders individually



Warehouse Item Availability Report

● Use the Warehouse Item Availability Report to keep track 
of stock and potential shortages at the Warehouse



Warehouse Item Availability Report

● Run the report 
to see stock 
reserved for 
transfers within 
a specific date 
range



Let’s take a look at these Warehouse tools: 



Section Title
Online Ordering



Tips and Tools: 
Online Ordering

Vendor Order Exports
● Definition
● Setup
● Export Process



Vendor Order Exports

● Vendor specific export 
templates are developed by 
Mosaic in collaboration with 
your vendor to provide a file 
format to use for online 
ordering

● Upload your orders online, or 
send them directly from 
Mosaic to the vendor 
depending on their 
capabilities



Vendor Order Exports - Setup

● In the Vendor 
Setup section 
select the 
appropriate 
template, enter 
site delivery 
information, and 
set up SFTP 
when applicable



Vendor Order Exports - Setup

● In the Vendor 
Setup section 
select the 
appropriate 
template, enter 
site delivery 
information, and 
set up SFTP 
when applicable



Vendor Order Exports - Setup

● In the Vendor 
Setup section 
select the 
appropriate 
template, enter 
site delivery 
information, and 
set up SFTP 
when applicable



Vendor Order Exports - Export Process

● When a Vendor has an export template selected you will see 
the option to “export” on an order

● If you set up SFTP for a Vendor you will see the option to 
“Send Via SFTP” on an order



Let’s take a look at a Vendor set up



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



