@ Compeat
US Foods Ordering

You will need to have your vendor verify that the items on your electronic order guide are setup
accurately and represent the products you receive.

Order Guide Import
Log onto the USfoods website
Under the “Tools” option select ‘export price file’ and use the ASCIl format

We recommend saving this file to the same location and over-writing the previous version

Download Pricing File Close [X]

To export a pricing file selectthe desired export format from the
selections provided below, enter a unique export format name, and click
the BEGIM EXPORT button to begin the export process.

ExportFormat | [Comma Delimited (ASCI) [+] |

File Name RF_0G_01/07 |

Begin Export

Import order guide into compeat: Inventory>import order guides
Select the US foods vendor and navigate to the new order guide file you just downloaded
ltems will import as Exact match, Match, New

Double click on ‘match’ and ‘new’ items to link them to the correct item in compeat



@
@ Compeat
Restaurant Management Systems

Import Order Guides
Save Changes | @ http://www.usfood.com ﬂ‘ETImpDrt &Reprocess View Log
Vendor
Vendor: US FOODSERVICE. INC |z|
File Name: C:\Users\jimmy\Desktop\RF_0G_01-07 (1).txt L
Vendor ltems

@ Accept All Exact Matches | Accept [# Process Vendorltems % Find Match 3§ Delete 3 Delete All (@) Ignore @, Find ltem

Status
Exact Match
Exact Match
Exact Match
Exact Match
Exact Match
Exact Match
Exact Match
Exact Match
Exact Match
Match
Match

New

New

New

New

Item Code Item Description Product Label Pack/Size Price UOM Met Wweight Customer ID ¥ Variable Weight Split Case Effective Date
3992500 EREAD. WHOLE GRAIN 20 SLICED.. UDI'S 62302 $44.60

4061966 SAUCE, HOT ORIGINAL BOTTLE 5. ' CHOLULA 12502 52311

4329769 KETCHUP, TOMATO SS FOIL PAC.. - MONARCH 200/3GR 5838

5336219 HAM, BONELESS PIT WATER-ADD. PATUXENT 2113-16 LBA $281 LB v
5709084 WATER, LIME SPARKLING MINER.. TOPO CHICO 241202 51565

6003743 VINEGAR, WHITE PLASTIC HEINZ 61 GA 522.64

7327081 TUNA, 6 OZ STEAK RAW FROZEM.. - HBD/HBRP 10LE $63.95

7557630 TURKEY, BREAST SMOKED UNSLL. PATUXENT 2/2-10 LEA £322 LB i
9261832 TOMATILLO, CRUSHED GREEN C..  DEL SOL BE10CN $29.99

1608207 CUP, RPET PLASTIC 16 0Z COLD C ~ ECO-PRDCTS 20/50 EA $99.98

1609403 CUP. RPET PLASTIC200Z COLDC ~ ECO-PRDCTS 2050 EA 5117.62

0433052 HAM, SLICED 67 OZ WATER-ADD.. HILLSHIRE 62LB $49.17

£328082 SAUSAGE, ITALIAN MILD LINK 4:1 ROSELI 4n40Z $26.87

720117 SAUSAGE, MILD GROUND 3 LB PO.. JONES DARY E3LE $47.99

5823038 TOFU, FIRM ORGANIC WATER PA. PACKER 611607 $12.23

If the item is variable weight from US foods then ‘catch weight’ will need to be selected on master
inventory level —if the item is “split quantity” in the restaurant inventory setup it needs to be marked
that way from US foods as well. You might need to un-check that option on the purchase unit in
guestion at the restaurant level.

Once all

items have been made an exact match, deleted from the import screen or “ignored” then select

the option to “accept all exact matches” and then “process vendor items” (this updates the vendor tab
with the new prices and vendor item numbers)

Create a new PO (purchase order)

Recommend using standing orders for this

Createt

Transactions>Standing orders: create vendor specific order lists (give them an easily
recommended name)

Arrange the standing orders by inventory location by sorting using that column (hold down the
shift key and sort by position as well if you have assigned positions)

You can organize the order in a custom sequence by using the up/down arrows in the options
You can delete items from the list if they are products you don’t want on this standing order

Export the standing order to Excel and format your excel sheet for easy counting (you will save
this on your computer and print off as needed)

he order by selecting the “orders” button from the left hot buttons screen
Select the “Use standing order” option (this is where those order descriptions come into play)

Enter in the quantities of all the items you want (you can even add items to the order at the
bottom if needed) — all items must have a vendor item code in order to export.

Select the “save” feature and then hit the “transmit” option
Allow the system to create the USFOODS folder and a folder for your store number

Login to US foods — Orders — Load order from file
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n Home Lists Re pOI"tS Tools Invoices Menus
New Order Import Order
st [Order Guide (# 126219) [=] [ ST2 (Fixed Width) [+] View Orders

Select file to import

Group:
P |A” El Choose File | No file chosen

Lastfile imported:
) From Catalog Search USFOODS_101_00002.tx

» Go » Validate File
elf
» Begin Your Order .

Format ST2 (fixed width) — and select the file compeat created (always the same file
name) — Validate to make sure that no vendor item codes have changed (shouldn’t be a
problem if you are performing regular order guide updates)

@ From List

Submit your order and you are done with the USfoods website

Found 1 Orders, 0 Invalid Orders, § Total ltems, 0 Invalid ltems

L S | wessage | vawamo peivery Dote | Customer -Deparmen

- Order Vaid 66 101-00002 Next Avaiabls AUSTIN JAVA #1 PARKWAY (63804932)

Show allitems: 6, Show only valid tems: § Show only invalid kems: 0

[siws —message ——SC [Descrpwon | rowucrsumber | run | rart_[ et |

Valid Product BARLEY, PEARL DRY (3263142) 263142

I

Walid Product BEAMN, BLACK TURTLE DRIED WASHED (4332326} 332326

H

BAG, FOOD STORAGE €.5X7.5 UTLMY FLIP TOP CLEAR PLASTIC

[
[
- Valid Product SANDWICH (4342523}
O gigkgﬁ% ﬂfﬁ(ﬁﬁ i?ﬁ UTILITY FLIPTOP CLEAR PLASTIC SADDLE
- Valid Product BASE, CHICKEN PASTE NO MSG TFF REF SDUP (2385457)

» Cancel » Re-Validate m
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Convert PO’s to invoices
Enter the AP invoice module and either enter an existing batch or create a new one.
Select the “convert order” option and select the PO that you created the previous day

Fill in the apply date (date the products arrived), invoice number, invoice date (printed on the
invoice)

Make adjustments to the invoice if items did not arrive or if prices changed since your order
guide import

Save/Complete/Post the invoice as you would with a manually created invoice



