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AUTO ORDER MODULE 
Pre-Order Processing Ð Document Manager Ð Receiving 

Every type of Ordering is facilitated from one easy to use screen, the Document Manager.  
Via a simple, easy-to-use pre-order process, orders can automatically reflect forecast menu need s, par 
and re-order points, filtered by class, category, supplier or location. Or users can access simple lists 
and shopping lists with quantities already entered. Site managers can edit and round up or down to the 
nearest purchase or usage unit.  
Managers can create a pre -order that can be saved, edited and then processed once complete and 
accurate.  Processing the pre-order automati cally creates Requisitions for district a pproval, Supply 
Orders to the warehouse and Purchase Orders to outside vendors, all based on a pre-assigned setting in 
each item.  
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Document Manager 
Users can control and monitor all ordering and receiving activity in the Document Manager. View, 
delete, edit (if still in draft mode) and cancel or reverse. Suppliers and due dates are clea rly marked. 
Click the top of any column to sort by column heading.  
 

 
 

Receiving Screen 
Enter the invoice number, check the vendor item code, edit any amounts received that are different 
than the amount ordered, add last minute ordered items, reject broke n or spoiled items and record 
reason.  
 

 

Partially received orders 
automatically create back orders (if 
allowed by the district) or  can be 
closed by the user.  

Rejected items can be 
recorded and subtracted from 
the receiving screen along with 
documentation of reason.  


