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This guide is intended for users of MENU2U in relation to the Procurement Partners system. To properly
place an order with this vendor, please follow the directions below:

1. Logintothe MENU2U application and take your inventory as normal

2. When you have completed your inventory on the MENU2U system, click the Send button
Note: If the Send button is greyed out you need to click the Save button first

T e v | bon DTy Oved T 8P Osar =) ) (=)
Delivery Date: Production Dates: | 71a2020 v/ - | 7r24zsan || zoro My Ineniory
Astorage Location tem Item No, Pack-Size
Case Qty On Hand Amount needed Cases to Order Extonded §
Iﬁmmrm| =JUICE BASE APPLE BIB 100% 91308 1/3 GAL
On Hand: B Meed: 1CA Order: [3 ca  x354.08 $5408
BeveRace coFFEETE: | 2JUICE LIME o138 4/1 GAL
On Hand: o] Need: 1/4CA Order: (1] ca  x$44.58 sadse
>JUICE LEMON PLAS RTU wrsioz 411 GAL
On Hand: B Need: 1/4CA Order: D ca  x53812 §3812
BEVERAGE.COFFEETE | >WINE COOKING WHT sa18518 4/1 GAL
On Hand: o] Need: 1/4CA Order: (1] ca  x$34.93 sum
*TEA ICED BREW BLK FP 10Z a0zzss 96/1 0Z
©On Hand: B Meed: 1CA Order: D ca  x$18.52 $1852
BEVERAGE COFFEETE | *COFFEE GRND BLEND MED XYLD  seszesn 96/1.5 0Z
Osdam [ e an 87
(Order Total: 192 ploces ai $24587 41 |

3. After clicking Send you will receive a screen that states your order has been moved to
Procurement Partners; be careful not to click the Send button more than once, as this will create
a “double cart” — sending twice the items to the Procurement Partners system in error (see
Troubleshooting / Errors on Pg. 4)

NOTE: If you do not complete the following steps, your shopping cart WILL NOT
be received by the vendor. Please ensure you complete ALL steps listed here.
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Please click Procurement Partners to submit your order. The order has not been sent to the distributor and
needs to be submitted through Procurement partners.
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Order Sent

PO: 427_20200724
Provider Customer: TCAS
1
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4. Log into Procurement Partners by clickingon |
Procurement Partners on the Menu2U screen @ Home ¥ & Order ¥ @ Transaction
(as in screenshot above) or by navigating to ’
https://buyer.procurementpartners.com/ | Shepping Carts _ Order
Order Entry
. -> i ; . v
5. Select Order -> Shopping Carts ocation Quick search
. . . Advanced Search
6. Select your shopping cart in the list of Using Vendor e
available carts; the cart will be listed with the
user “PCUINV”, and you will be able to see updating mesSRZ LIS
and submit this cart if you have access to your
associated location
Shopping Carts Recurring Orders Y-.‘ Order Entry Y'.‘ Quick Search \(‘-. Advanced Search SE-.A Browse Y-.A Vendor Direct “\
4 Shopping Cart Search Criteria
Locations: RED CLIFFS REHAB & NURSING o O My Shopping Carts
Vendors: All Vendars | Search H Reset |
| [#) Export to Excel || [A Export to PDF
q 4 1 > M 10 ¥ items per page 1-2of2items )
User Location Vendor Last change Total
o« 1 | 10 ¥ | items per page 1-20f2items )
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7. If necessary, adjust the GL code or quantity for any items in the GL Code and Qty columns; click

the |-Upd—ate-| button to save any changes

8. Clickthe CN=ekeut ' itton to proceed with your order

Reference No.1: Reference No.2: | |

Adjust Qty

(/ ‘ E] '* Location: Atlanta Nursing & Rehab Center Vendor: Maintenance S AdJUSt GL | Cost $14.00
Codes here

M« o M |10 ¥ |items per page Tofditems ()

‘ Actions ‘ Notes ‘ Attr, | Item Num | Item | MFG/Brand | Category GL Code Price/Unit Qly Total ‘ Budget
L
> Q/ SR ) Paint & Sundiries
. 1 15 OZ SAFETY ELUE - N N
3 .§ & 098002 SPRAY PAINT Spray Paint 400-400-0000 - Maintenance Supplies $1.00/EA 4 84,00
LI Electrical - Smoke
BATTERY IONLZ.
- Q’ . }e | Alarms & Fire i
> m 126505 SMOKE ALARM "PKG 007-000-0000 - Marketing $1.00 / PK 2 §2.00
'{’ OF 6 Safety
; & 15' ASH FLAT BLACK Electrical -
> L] 302850 TELEPHONE 2ASE POINT Telephone & 400-300-0000 - Maintenance Minor Equipment $L00/EA 3 5200
3 CORD PRODUCTS | Video Repair
L™ o
- (I o \}e X-LOMNG NITRILE Healthcare -
> @ 676220 EXAM GLOVES "BX Patient Care 400-200-0000 - Supplies Billable $1.00 /EA 5 §5.00
£ OF 50" MD
M o L] |10 ¥ | items per page 1-4cfditems &

| Update || Checkout || Delete | Save As || GLSum |

9. The Order Finalization screen will inform you of any order verifications or order approvals
necessary; if any red messages display under the Order Verification section, take the corrective
action necessary or check the box to the left of the message; until these items are corrected, the

Place Order button will be greyed out

10. Click the  Place Order | button to finalize and submit your order; you will receive a PO number and
confirmation email — your order is now complete
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Troubleshooting / Errors:

“There is a mismatch in the price total of my unsubmitted/unedited cart and the total listed on the Sent
page and/or in Procurement Partners.”

This can occur if you pressed the Send button more than once, or if there was an error in data transfer

from Menu2U to Procurement Partners. If this happens, you will want to = “==% | the shopping cart in

Procurement Partners and resubmit it from Menu2U. Trying to update all the duplicate quantities will
take longer than simply deleting the cart and starting over.

“I received an error message: There was an error. Please try again or go directly to Procurement Partners
to place your order manually. You should print this page since it has your product codes and quantities.”

This is an uncommon error that can occur if there’s an issue with communication between Menu2U and
Procurement Partners. If this occurs, try sending your order again; if it occurs again, you will want to
manually submit your order using the Procurement Partners system. Instructions for how to do that are
located on our Training and Documentation Hub, or you can contact our help desk for assistance.

“My food vendor says they haven’t received my order.”

Make sure to follow ALL steps in this guide thoroughly. Many times this will happen when a user completes
only half the process but doesn’t complete submitting their Shopping Cartin Procurement Partners. If you
have completed your submission and received an email confirmation from Procurement Partners with a
PO number, but the vendor still claims they have not received your order, contact our help desk.

If you require any additional assistance, please contact the Procurement Partners support team at
helpdesk@procurementpartners.com



http://www.procurementpartners.com/training
mailto:helpdesk@procurementpartners.com

