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Creating Paper Goods Usage (Pick Break Spoil PBS)

The purpose of this document is to remove from inventory supplies that were used for meal service. NOTE: Similar
procedures can be used to create a document to remove from inventory items lost due to Freezer/Refrigerator
Outages, Damaged/Spoiled, and Recalls etc. See the end of the document for these alternate procedures.

1. From the Home screen click "Paper Goods Usage".
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2. To create a new document, click “New”.

f* Home >To Do Activities> Paper Goods Daily Usage
[BNew| @ Eat @ viow @ elte| @@ | 7 |

3. Type a name for the document in the name field, (example: Daily or Weekly Supplies)
4. Add a description, if desired.
5. Select "Supplies" as the Meal Type.

PickBreakSpoil / 102 E
Spoilage / Usage Input - Spoilage / Usage Input
General Details
Name Daly Suppes it Name I
ose s L e
Description ~
v
[@ Add Items
Food Loss
Items to Adjust
View | Item Name Item Code Used Qty uwPy Reason Usage Unit Qty. On-Hand Adj. Qty On-Hand Description

6. The system will automatically date the PBS document with the current date but can be changed if needed. The
calendar can be accessed by clicking the box in the date field. Choose the correct date if posting PBS to a prior
date. In most cases this step can be skipped as daily picks should be created for a current date. Note: Be
careful when back dating item activities that affect stock levels. System only allows 7 days for back
dating.
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General Details

Spoilage / Usage Input - Spoilage / Usage Input
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Click “Add Items” .

The list of inventory items will appear on the screen.
Items may be added by using the Filter By, Class, List or Location searches.
0. Click "Apply" once all items have been selected.
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Filter By [Item Name /] [Contains V] [tray | [Go] [ ¥ Fitter | ¥, |[ J® Class| O List| J” Location]
Q| |nnm Name ‘Item Code ||:|em1'pﬁnn
', g°§LidCIearinﬁtPohrTray 9559 gZSWCase
Tray 3-Comp Foam wiLid 9545 150/Case
Tray Boat ‘9528 §1um:t>ase
Tray Paly 1-Comp Black ‘9557 25m0ase
Tray Vending 19560 1n&m:ase
C >
4 Page: nt 1 TolalFound: 6 b
n| |Ilnm Name ‘Item Code Description
@ Tray Boat 9528 §1um:Case
Packet Napkin-Straw-Spork ‘2507 §1DCDIC359
Container Plastic 4 oz 9586 1D(I)lCase
Gloves Flastic Medium 9527 10 Box/Case
¥ © Tray Poly 3-Comp Black 9542 250/Case
<P ' >
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11. The UU/PU description defaults to the usage unit. When entering usage by the case, click the unit to select the
PU purchase unit description.
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General Details

Spoilage / Usage Input - Spoilage / Usage Input
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pae - e s v
Description ~
v
‘ [@ Add ltems
Items to Adjust
View |ltem Name Item Code Used Qty uw/Py Reason Usage Unit Qty. On-Hand Adj. Qty On-Hand Description
® | L) (@ . TrayBoat 9528 - Each Picked for Production or Sale Each 0.00 0.00 1000/Case
k) [@ - Packet Napkin-Straw-Spork 9507 —i Each Picked for Production or Sale Each 0.00 0.00 1000/Case
B . Container Plastic 4 oz 9586 4 _‘_Ei’ff;‘i'ﬂ‘f_“i%’ilxm for Production or Sale  Each 0.00 0.00 1000/Case
kil [E-- Gloves Plastic Medium 9527 — Box Picked for Production or Sale  Box 0.00 0.0 10 Box/Case
&l [8 - Tray Poly 3-Comp Black 9542 _ Each Picked for Production or Sale Each 0.00 0.00 250/Case
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13. Enter the quantity of the items used in the Used Qty column according to the UU/PU description that displays for
each item.

PickBreakSpoil / 102 x|

Spoilage / Usage Input - Spoilage / Usage Input

General Details

Name Daty Supples ite Name L e
oae CET saus T e
Description ‘
[@ Add ltems
Items to Adjust
View  ltem Name Item Code Used Qty uu/Pu Reason Usage Unit Qty. On-Hand Adj. Qty On-Hand Description
k&l [@.. TrayBoat 9528 300,00 Each Picked for Production or Sale  Each 3000 2700 1000/Case
k) [@ - Packet Napkin-Straw-Spork 9507 500,00 Each Picked for Production or Sale  Each 7000 6500 1000/Case
& [@ - container Plastic 4 0z 9586 175.00 Each Picked for Production or Sale  Each 6000 5825 1000/Case
&l @ cloves Plastic Medium 9527 1.00 Box Picked for Production or Sale  Box 10 9 10 Box/Case
® | ] [dl.. TrayPoly 3-Comp Black 9542 2,00 1EalEa-250EalCase  picked for Production or Sale ‘Each 1250 750 250/Case

Note: If the Qty. On-Hand minus Used Qty entered is less than zero, the message below will appear. Click OK
to continue. Follow business practices set up by District.

Message from webpage g

-""I\é Usage quantity is larger than the stock level !!!

14. The "Reason" for reducing inventory using a PBS defaults to "Picked for Production or Sale". No change to
this "Reason" is required for Supplies.

Items to Adjust

View | Item Name Item Code Used Qty uwPy Reason Usage Unit Qty. On-Hand Adj. Qty On-Hand Description
® | L] [@.. TrayBoat 8528 300.00 Each Picked for Production or Sale v Each - 0.00 -200 1000/Case

| | | | | [ —— Pl | | |
kil [@ - Packet Napkin-Straw-Spark 8507 500.00 Each 1 | Each _ 0.00 -500 1000/Case

i i i i i ked for Production ursﬁ il i i i
=] ... Container Plastic 4 oz 9586 175.00 Each ! Expired ! Each 0.00 -175 1000/Case
&l [E-- Gloves Plastic Medium 9527 1.00 Box | Breakage and Spoilage | Box i 0.00, -1 10 BoxjCase
k&l [@ - Tray Poly 3-Comp Black 9542 2,00 1Ea/Ea-250Ea/Case | Recalled | Each : 0.00 500 350/Case

i Used for Recipe Production -

i Returned to Vendor

15. Scroll to the right side of the screen to check the "Qty on Hand" and the "Adj Qty on Hand" to ensure that the
"Used Qty" you entered will reduce the stock level as you expect. These values are reflected in UU broken
unit quantities.

a. The "Qty on Hand" is the stock available in UU broken units at the exact moment the document was
created. If the document sits in draft status while other stock changing activities occur for the item,
this value will not update according to other activities. PBS documents should not stay in Draft status
very long.

b. The "Adj Qty on Hand" is a calculation based on "Qty on Hand" minus the "Used Qty" entered
reflected in UU broken units.
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Spoilage / Usage Input - Spoilage / Usage Input
General Details
] ste I o
o e R
Description ~
v
‘ [@ Add ltems
Items to Adjust
‘\ﬁm ‘Ilem Name Item Code Used Qty uuPy Reason Usage Unit Qty. On-Hand Adj. Gty On-Hand Description
@ TrayBoat 9528 300,00 Each Picked for Production or Sale Each 3000 2700 j1000/Case:
k& [d - Packet Napkin-Straw-Spork 9507 500.00 Each Picked for Production or Sale  Each 7000 6500 J1000/Case
B 3. Container Plastic 40z 9536 175.00 Each Picked for Production or Sale Each 6000 5825 Jl000/Case
=] Gloves Plastic Medium 8527 1.00 Box 'Picked for Production or Sale  Box 10 9 ho Box/Case
@3 @.. Traypoly 3-Comp Black 9542 } 200 1EalEa-250Ea/Case  picked for Productionor Sale  Each 1250 750 [psojcase

16. Click “Approve” to pull item(s) from inventory and close the document.
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Spoilage / Usage Input - Spoilage / Usage Input
General Details
Name Site Name L Jeo
o s L e
Description ~
v
‘ Add ltems
Items to Adjust
View |ltem Name Item Code Used Qty uuw/Pu Reason Usage Unit Qty. On-Hand Adj. Qty On-Hand Description
® |k [@.. TayBoat 9528 300.00 E2ch Picked for Production or Sale Each 0.00 -300' 1000/ Case
ki [3 - Ppacket Napkin-Straw-Spork 9507 500.00 Each Picked for Production or Sale Each 0.00 -500' 1000/Case
%] - Container Plastic 4 oz 9586 175.00 Each Picked for Production or Sale  Each 0.00 -175 1000/Case
K [@ . cloves Plastic Medium 9527 1.00 Box Picked for Production or Sale  Box 0.00 -1 10 Box/Case
& [3 .. Tray Poly 3-Comp Black 9542 2.00 1Ea/Ea-250Ea/Case picked for Production or Sale Each 0.00 -500'250/Case
< >
[ | <
| pprovel Jl [lsave | @ciose | @@print |
H n mn
17. Click "OK

Message from webpage

A Saved Successfully!

Or

18. The user may encounter two additional messages before the "Saved Successfully" message appears.

a. When there are negative values in the "Adj. Qty on Hand" column, the user will get the message
below. Click "OK" to finalize approval. Click "Cancel" to stop the approval and return to the
document.
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@ There is some negative leftover quantity

| ok || cancel

Note: At any time after the creation of the document, it can be saved and returned to for further editing. Click
"Save" in the bottom right corner of the document.

B Approve | [MSave{™ [IClose | MPrint || &

To open the document for continued editing, highlight to select the document then click "Edit".

ft Home >To Do Activities> Paper Goods Daily Usage
New\l"iew Delﬂe|@| |? '!|

Code Name Site Name Date Status Description

® |10z Daily Supplies Mouming Senior High Alonzo and Tracy 2018-02-28 B Draft

Freezer/Refrigerator Outage

1. Follow procedures 1-4 above to create a "New" document.
2. Select "Food Loss" as the Meal Type

PickBreakspoil (103

Spoilage / Usage Input - Spoilage / Usage Input
General Details
Name |Food Loss 2-28-13 | site Name | | code [103 \
Date [03m1r2018 |2 status | | Meal Type |
Breakfast
Description Freezer Outage due to storm 2-28-18 ~ Lunch
v Warehouse
Snack
Ala carte
Add Items Other
Suppes
Food tm
Items to Adjust
| |\riew ||tem Name ‘nem Code |Used Qty |llll.FPl.l |Reason

3. Follow the remaining procedures above to reduce inventory for Food Loss due to outage.



Recalls
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Follow the procedures outlined above for Recalls but leave the Meal Type blank and change the Reason for each item
to "Recalled"

General Details

Spoilage / Usage Input - Spoilage / Usage Input

Name [Pilgriny's Pride Call 11-2018 | Site Name | | code [103 |
Date 030172018 I status | | Meal Type | v|
Description Recall ~
e
Add ltems
Items to Adjust
View |ltem Name Item Code Used Qty Uu/PU Reason Usage Unit
® | L [3 .. Chicken 8Pc 128 Ct Skin on 1544 __1Ba/Bg-4Bg/Case picked for Production or Sale v Bag
= .. Chicken 8 Pc Breaded WG 1602 _ Pound - Pound
Picked for Production or Sale
Expired

Breakage and Spoilage

Recalled M

Used for Recipe IE’—rt:ndur.lior'|

Retumed to Vendor




