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Standing Orders 

Standing Orders are a way to organize the items you order from vendors into a standard “template” 
format to use over and over in the Orders screen itself.  They can be sorted in any way that works for 
your business (typically by Location/Position), and since that sort maintains on both the Ordering 
Worksheet and the Orders screen itself, it makes for smoother PO entry. 

To utilize Standing Orders, you first must create the template itself under  

TransactionsStanding Orders: 

 

This screen is used to customize the list of items as well as the sort order those items maintain going 
forward.  Use the drop downs to look up a vendor by Vendor Code or Vendor Name; add any comments 
you would like the vendor to see on every PO they receive; and add a description for the order template 
you are creating: 
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Use the column headers to sort the screen by that column.  If you wanted to adhere to the sort order of 
the inventory counts, first click the Location header, hold down the Shift key on your keyboard, and click 
the Position header, this will do a “first sort by Location then sort by Position within those locations”: 

 

 

Typically it is not recommended that you add numbers to the “Qty” column, since this is a template and 
not an order itself.  The quantities you add here will flow through to the order screen and can only 
create confusion and ordering errors. 

Once you have the screen in the order you prefer, you can save the template with the blue disk at the 
top of the screen.  You will now be able to use this template throughout the software. 

The next step in the process is to obtain a physical sheet to walk around the restaurant and determine 
what you would like to order from the vendor.  There are two ways to get an ordering worksheet for 
use. 

1. You can use the Ordering Worksheet native to Compeat.   

Navigate to Inventory  Inventory Counts  Ordering Worksheet: 
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Once on this screen select the dropdown for Standing Order # and choose the Standing Order you 
would like to use for your current order: 

 

 

Select Print, the sheet will look similar to the following: 
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You can use this sheet to write the quantity needed for each item in the far right column.  This sheet 
also shows the price per purchase unit as well as the theoretical quantity on hand.  Both of numbers can 
be useful when physically looking at your inventory on hand to place an order. 

2. The other way to generate an Ordering Worksheet, is to export the template to Excel straight from 
the Standing Order screen: 

 

This will generate an excel worksheet that can then be manipulated into any format you choose, while 
maintaining the sort order you previously established on the screen: 

 

*(for training purposes, I had an example from a past guide in Excel already established, items may not 
be in the exact order as previous screenshot in this Guide, the order will maintain to Excel when you 
follow these steps). 

Once you have the order guide format you prefer, use that guide to walk around your restaurant and 
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write down how many of each item you need to order by purchase unit.  Once you are satisfied with 
your amounts to orders, navigate to Orders in Compeat:  

 

 

TransactionsOrders: 

 

(Click New Record if applicable). 

At the top of the Orders screen, click the “Use Standing Order” button: 
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Choose the Standing Order at hand and the screen will prefill with all items that are associated with the 
Standing Order template itself: 
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The template has been imported, and now you can transfer what you have written down on your hand-
written order guide straight to the screen.  Since both the paper guide and the screen itself are in the 
same order, now it becomes a matter of how fast you can 10-Key in the numbers. 

Once you have finished with quantity entry, save the order and then send to your vendor with you 
preferred method: print/fax; email; or transmit directly.   


