
 

 

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 ASCII format 

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

 

 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 

Items will import as Exact match, Match, New 

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



 

 

 

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 

question 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 

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) 

Create the 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 

 



 

 

 

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) 

 Submit your order and you are done with the USfoods website 

 

 

 

 

 



 

 
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 

 


