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GGeettttiinngg  SSttaarrtteedd  
In this chapter you will learn: 

 Basics about PrimeroEdge Production. 

 How to login and access the Production module 

 Access the PrimeroEdge Dashboard. 

 Navigate to the Production module. 

 How to use this manual. 
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Introduction 

Cybersoft Technologies created the innovative PrimeroEdge Cafeteria Solutions family of software products and 

services to solve the wants and needs expressed by school food services experts. PrimeroEdge Cafeteria solutions help 

you gain greater control of your operations by reducing expenses through productivity enhancements, ease of 

training and increased accuracy. 

At the core of PrimeroEdge Cafeteria Solutions is a flexible structure, designed to integrate into the current school 

environment by utilizing open standards including XML and Schools Interoperability Framework (SIF). This platform 

enables productivity boosts now, as well as positions schools to take advantage of future technology enhancements. 

PrimeroEdge Production is an integral part of the PrimeroEdge Cafeteria Solutions family. It interfaces with the 

PrimeroEdge Menu Planning and Inventory modules to provide a total solution for meeting School Meals Initiative 

requirements from the procurement stage to the final stage of inventory control. 

Key Features 

 Includes more than 15,000 food items for food and recipe management. 

 Recipes from the USDA as well as local recipes can be used.  

 Menu items can include raw food, prepared foods, and recipes. 

 Individual menus are built by day, school type and meal service. 

 Menus are analyzed against nutrient standards using simple or weighted analysis methods. 

 Combined breakfast and lunch nutrient analyses can be conducted.  

 Daily menus are used to create cycle menus. 

 School calendars are populated with single menus, cycle menus, or individual menu items. 

  



CChhaapptteerr  11::  GGeettttiinngg  SSttaarrtteedd  PPrroodduuccttiioonn  UUsseerr  MMaannuuaall  

PPaaggee  77  CCyybbeerrssoofftt  TTeecchhnnoollooggiieess  

Basics of Working with PrimeroEdge 

OOppeenn  PPrriimmeerrooEEddggee  

 

On your desktop: 

 Find the PrimeroEdge shortcut 

icon. 

 Double-click the icon. 

The login page appears. 

 

LLoogg  IInn  TToo  PPrriimmeerrooEEddggee  

 

On the Primero Login page: 

 In Username, enter your 

Username. 

 In Password, enter the 

password associated with your 

username. 

 Click  . 
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TToouurr  tthhee  PPrriimmeerrooEEddggee  DDaasshhbbooaarrdd  

The Dashboard page appears after a successful login. This page is accessed at any time by clicking Dashboard on the 

top navigation menu. 

 

 

 

 

 

 

 

 

 

 

Dashboard Groups 

The Dashboard offers two groups: 

 Announcements – general messages for all users of Primero 

 My Messages – specific messages to you about items in Primero 

Clicking a link in the Title column in either group displays the View Message popup. 

   

Announcements group My Messages group Dashboard selection 

Announcement link Message link 
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NNaavviiggaattee  ttoo  tthhee  PPrroodduuccttiioonn  MMoodduullee  

When you login to PrimeroEdge you see one or more food services modules from Cybersoft Technologies that your 

district has chosen to use and that your role has permission to access. You will see one tab for each module. 

 

To access the [Production] module 

 Click the Production tab. 

The Production home page is 

displayed. 

The Production module offers three (3) menus with multiple functions on each menu in the menu bar on the left. 

 Note 

Menus and menu functions to which you have access to are those appropriate for your role with PrimeroEdge. 

Therefore, when you log on to PrimeroEdge, you may see a subset of the menus shown above, or you may not see 

all of the functions that are reviewed in this manual. 
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LLoogg  OOuutt  ooff  PPrriimmeerrooEEddggee  

Logging out of PrimeroEdge can be performed from any page. 

 

To log out of PrimeroEdge 

 Click Logout. 

 

 

The PrimeroEdge Login page is 

displayed. 

A log out success message appears. 
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How to Use This Manual 

This manual uses style conventions to help you relate what you see in this book to what you see on the PrimeroEdge 

web site. 

TTeexxtt  ccoonnvveennttiioonnss  

Item Convention Example 

Button  Graphic as seen on screen 
Click . 

Clickable icon Icon name followed by graphic Click Delete ( ). 

Clickable link Blue, bold, italics, underlined Click the BatchNumber in the Batch # 

column. 

Field name Bold, underlined, capitalization as seen on page In Meal Type, select a type. 

Group name Bold, capitalization as seen on screen In the Production Status group… 

Key name Small caps TAB key 

ENTER key 

Menu name Bold, title caps The Plan and Record menu is… 

Menu selection Bold, capitalization as seen on screen Select Production Status on the… 

Message “Italics, enclosed in quotes, capitalization as seen 

on page” 

“This is a new unsaved order.” 

Module Name Bold, title caps, enclosed with square brackets [Production] 

Page name Italics, title caps On the Production Stats page… 

Selection 

sequence3 

Bold, capitalization as seen on the page, 

separated with “>” 

[Production] > Plan and Record > Plan 

Window name Italics, title caps In the Report Viewer window, click… 
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MMeennuu  aanndd  PPaaggee  CCoonnvveennttiioonnss  

 

Menus 

 

 

 

 

 

 

 

 

Pages 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Page Name 

Group Name 

Field 

Button 

Menu name 

Menu Selection 

Clickable icon 

List controls 
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IIccoonn  ccoonnvveennttiioonn  

Icon Name What it means 

 NOTE Additional information on the use or function of the command or topic. 

 CAUTION! Information that is critical to the use of the function. 

 
TIP Information that may help you use the function more effectively. 

SSppeecciiaall  FFuunnccttiioonnss  

When you see… You can… 

 
Place the cursor in a date section, such as Month, and click the     key to increase the 

number or click the      key to decrease the number. 
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SSoorrttiinngg  CCoolluummnn  DDaattaa  

 

Column data can be sorted if the 

pointing finger icon appears when 

the mouse cursor hovers over a 

column header. 

 Click once on the header to 

sort the column data in 

ascending order. 

 Click the header again to sort 

the column data in 

descending order. 

 

A small triangle next to the header 

indicates the sort order: 

  ascending 

  descending 

Hovering over the triangle next to 

the column name displays a prompt 

that tells the sort order. 
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UUssiinngg  LLiisstt  DDiissppllaayy  CCoonnttrroollss  

 

Several screens display listings on 

multiple pages. Display controls are 

provided below the listings to move 

between the pages. 

The total number of items (listings) 

and the total number of pages of 

listings is shown. 

To use the list display controls 

 To change the number of 

listings displayed on a page, 

select a number from the Page 

size: list. 

 To display the last screen of 

listings, click . 

 To display the next screen of 

listings, click . 

 To display a specific page of 

listings, click number button 

such as . 

 To display the previous screen 

of listings, click . 

 To display the first screen of 

listings, click . 
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WWoorrkkiinngg  wwiitthh  FFiilltteerrss  

 

In item lists, filters are provided to 

help you find data more quickly. 

 In the filter field, enter a text 

string. 

 Click Filter ( ). 

 

In the filter list: 

 Select the filter condition. 

 

The filtered data is shown in the 

list. 
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PPllaann  aanndd  RReeccoorrdd  
In this chapter you will learn how to: 

 Add meal counts to complete a production plan. 

 Add a menu item to a Complete production plan. 

 Print production plan recipes. 

 Record servings produced, carried over, returned to inventory or withdrawn from inventory as waste. 

 Print a production record. 

 Display a list of production records for a selected date range, site, meal type and status. 

 Create a withdrawal from a completed production record. 

 View and print a withdrawal. 

 Adjust a withdrawal. 

 Cancel a withdrawal. 
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Plan and Record at a Glance 

Menu Function Description 

Plan Add plan counts, print plan recipes and add, modify, remove individual menu items to a 

plan. 

Record Add servings produced, carried over, and returned to- and/or removed from inventory. 

Production Status Display lists of production records by site, meal type and status for a date range. 

 Note 

Menus and functions to which you have access are those appropriate for your role with PrimeroEdge. When you 

access the Plan and Record menu, you may see a subset of the functions listed above, or some of the functions 

described in this section may not be available. 
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Plan 

 

Completing a Production Plan is the first step in the Production 

management process. A Production Plan is automatically 

created for each menu assigned to a calendar date through the 

[Menu Planning] module. When the plan is created, it includes: 

 1) All menu items included on the assigned menu for 

each serving group, and  

 2) Projected meal counts. 

Plan allows you to: 

 Enter planned meal counts for each serving group for 

each menu item being served. 

 Add menu items to a Production Plan for situations that 

require substitutions or the late addition of a menu item. 

 Print recipes included in the Production Plan. 

 

 

The Plan page includes three tabs: 

 Select Serving Date—

displays monthly calendars 

with links on each day to a 

Production Plan for each 

assigned menu. 

 Production Plan—displays 

the Production Plan for an 

assigned menu; plan includes 

planned counts for each 

Serving Group, planned menu 

items and item counts. 

 Production Record—displays 

actual serving counts. 

On the Select Serving Date tab: 

 Site Code / Site is set to your 

site or the first site in the list 

of available sites if you have 

access to multiple sites. 

 A one-month calendar with 

the current month is 

displayed. 
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Calendar Legend 

Each menu assigned to a calendar date is shown on the Production page on the Select Serving Date tab. Each menu 

entry is color coded to indicate the status of the plan/record in the production cycle. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Plan Complete—projected meal counts 

for each menu item have been entered 

on the plan for each serving group. 

Record Complete— menu item 

counts served during a meal 

service are entered and saved. 

Withdrawal Complete—menu 

items/ingredients have been 

withdrawn from inventory. 

1 Plan Incomplete—a menu has been 

assigned but no planned meal counts have 

been entered. 

Holiday—holidays are shown in bright 

blue; no menus are typically assigned on 

these days but can be if needed. 

Current Day—the current day is 

shown in light green. 

Weekend—weekend days are shown in light 

gray; no menus are typically assigned on 

these days but can be if needed. 

3 

4 

2 



PPrroodduuccttiioonn  UUsseerr  MMaannuuaall    CChhaapptteerr  22::  PPllaann  aanndd  RReeccoorrdd  

PPaaggee  2211  CCyybbeerrssoofftt  TTeecchhnnoollooggiieess  

 

You may see two additional tabs: 

 Prep Site Distribution – 

available when your district 

includes sites that produce 

and/or distribute meals for 

other sites. 

 Production Withdrawal – 

available when your district 

uses the [Inventory] module 

to manage items for food 

production. 

 

 

 Note 

A tab that has a line drawn 

through the tab name indicates 

that: 

 The tab details cannot be 

accessed by clicking on the 

tab, or  

 Required information has not 

been completed for the tab to 

be accessible, such as when 

the Production Withdraw tab 

is not accessible until the 

Production Plan is complete. 
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CCoommpplleettiinngg  aa  PPrroodduuccttiioonn  PPllaann  

 

On the Select Serving Date tab: 

 Click a production plan link with a 

status of Plan Incomplete  

( ). 

 

On the Production Plan tab: 

 In Plan Comments, enter 

comments about the plan as 

needed. 

 Select Is Offer vs Serve if the 

meal service allows the 

student to decline items in a 

school breakfast or lunch. 

 In Planned Count, enter the 

number of planned meal 

counts for each Serving 

Group. 

 Note 

Enter “0” (zero) for a group’s 

Meal Count if you do not plan 

to produce food for the group. 
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In the Menu Items group, enter the 

projected serving amounts for each 

menu item. Use one of the following 

methods: 

 Use Auto Fill Date. 

Enter a date that includes a 

plan with completed counts. 

When a menu item and 

serving group match is found 

between the two plans, the 

count from the completed 

plan is automatically entered 

on the new plan. Any non-

matches are highlighted in red 

and left blank for you to 

complete. 

 Enter individual serving group 

counts. 

Enter counts for each menu 

item for each serving group 

using the TAB key to move 

between the serving group 

fields. 

 Note 

Enter “0” (zero) for a serving 

group’s projected serving 

amounts for items that you do 

not plan to serve. 
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At any time, you can click 

 to save the data that 

you have entered. 

A save success message appears. 

The Plan status remains Plan 

Incomplete ( ). 

 

 

 

When all items on the plan have 

been updated as needed and you 

feel that the plan is complete: 

 Click . 

A green, success message appears. 

The Plan status changes to Plan 

Complete ( ). 

 Note 

The  

button is no longer available. 

However, you can continue to 

update and save plan details by 

clicking . 
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AAddddiinngg  aa  MMeennuu  IItteemm  

Menu items can be added to a Production Plan to include substitutions when needed. 

 

On the Plan page: 

 Display a Production Plan on 

the Production Plan tab. 

On the Production Plan tab: 

 Click . 

 

In the Add Menu Item popup: 

 Use filters and/or list controls 

to display a set of menu items. 

 Click a menu item listing. 

 Serving Size is automatically 

populated based on your 

system configuration. 

However, you can change the 

serving size by selecting a 

different serving measurement 

from the drop-down list. 

 Click . 

 Note 

See pages 15 and 16 for more 

information on using list 

controls and filters. 
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The new menu item is added to the 

corresponding category. 

The new menu item can be removed 

by clicking Delete ( ). 

The “original” menu items cannot be 

removed in the same manner 

because they are included on a 

menu. 

 Click  to save 

the new menu item. 

PPrriinnttiinngg  aa  TTeecchhnniicciiaann’’ss  WWoorrkksshheeeett  

A printed Technician’s Worksheet is used after a meal service to write down the amount prepared and the number of 

Leftovers for each menu item. 

 

On the Plan page: 

 Display a Production Plan on 

the Production Plan tab. 

On the Production Plan tab: 

 Click . 
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On the Report Viewer window 

toolbar:  

 Click Print ( ). 

 Click Close (  ) to close the 

Report Viewer window.  

This report may have multiple 

pages. Check the page count on the 

Report Viewer window toolbar. 

Each menu item is listed with: 

 Planned number of servings 

 Serving size 

 Meal contributions (if included 

on the recipe’s Menu Item 

tab in the [Menu Planning] 

module, and  

To complete the worksheet: 

 In Meal Count, record the 

number of servings that were 

actually distributed for each 

serving group. 

 For each menu item, record 

 Amount/number of 

servings prepared, and 

 Quantities designated for 

type of leftover. 
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PPrriinnttiinngg  PPrroodduuccttiioonn  TTiicckkeettss  

 

On the Plan page: 

 Display a Production Plan on 

the Production Plan tab. 

On the Production Plan tab: 

 Click . 

 

 

One page is created for each menu 

item. 
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Record 

 

Record allows you to save serving details after a meal 

service, such as the number of servings produced, carry 

overs to another date, returns to inventory, or discards 

(waste). 

The Technician’s Worksheet can be printed before the meal 

service to manually record serving counts during the meal 

service. 

The Production Plan is printed after serving counts have 

been entered and saved. 

 

 

The Plan screen includes three tabs: 

 Select Serving Date – displays 

calendars for each meal service 

offered in the selected month. 

 Production Plan – displays 

planned counts for each RDA 

Group and each menu item. 

 Production Record – displays 

actual serving counts. 

Each date is assigned a status: 

 Plan Incomplete—a menu has 

been assigned but no meal 

counts have been set up. 

 Plan Complete—a menu is 

assigned and meal counts 

have been set up. 

 Record Complete—a menu is 

assigned, meal counts set up 

and actual servings have been 

recorded. 

 Withdrawal Complete—menu 

items/ingredients have been 

withdrawn from inventory. 

 Holiday—typically, no menus 

are assigned to these days, 

but can be if needed. 
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PPrriinnttiinngg  aa  TTeecchhnniicciiaann’’ss  WWoorrkksshheeeett  

 

On the Select Serving Date tab of 

the Record page: 

 Click a date with an assigned 

menu. 

 

In the Plan Details group on the 

Production Record tab: 

 Click . 
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CCoommpplleettiinngg  aa  PPrroodduuccttiioonn  RReeccoorrdd  

 

On the Select Serving Date tab of 

the Record screen: 

 Click a date with a status of 

Plan Complete ( ). 

 

In the Plan Details group of the 

Production Record tab: 

 In Actual Count in the RDA 

Group list, enter the number of 

meals served for each group. 

 In Record Comments, enter 

comment text, if needed. 

 In Is Offer vs. Serve, select if 

the meal service used the OVS 

(offer vs serve) system. 
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In the Menu Items group for each 

menu item: 

 

 In Servings Produced, enter 

the total number of meal 

servings that were prepared. 

 

 In Carry Over, enter the 

number of servings of the menu 

item to serve at another meal 

service. 

 

 Click the Carry Over calendar 

icon to display the Carry Over 

dialog. 

 

In the Carry Over dialog: 

 In Meal Type, select a meal 

service, if needed,  

 Click a date on which the carry 

over menu items will be served. 
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The selected date and meal service 

appears next to the Carry Over 

count. 

 In Return to Stock, enter the 

menu item count that is to be 

returned to inventory. 

 In Waste, enter the menu item 

count that is to be withdrawn 

and disposed. 

 Enter the servings counts for all 

remaining menu items. 
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When all counts for all menu items 

is complete: 

 Click . 
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A save success message appears. 

The record status changes to 

Record Complete ( ). 
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PPrriinnttiinngg  aa  PPrroodduuccttiioonn  RReeccoorrdd  

 

On the Record screen: 

 Click a date with a status of 

Record Complete (  ). 

 

In the Plan Details group on the 

Production Record tab: 

 Click . 



PPrroodduuccttiioonn  UUsseerr  MMaannuuaall    CChhaapptteerr  22::  PPllaann  aanndd  RReeccoorrdd  

PPaaggee  3377  CCyybbeerrssoofftt  TTeecchhnnoollooggiieess  
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WWiitthhddrraawwiinngg  IItteemmss  ffrroomm  IInnvveennttoorryy  

 

On the Select Serving Date tab of 

the Plan screen: 

 Click a calendar date with a 

status of “Record Complete”. 

 

On the Production Record tab: 

 Click . 
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In the Item List: 

 

 

 

 

 

 Change quantities in Whole 

Unit Qty and/or Broken Unit 

Qty, as needed by entering new 

amounts. 

 

 

 

 

 

 

 

 

 Add comments to an item by 

clicking Add Comment (  ) in 

an item listing. 
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In the Notes dialog: 

 Enter comment text. 

 Click . 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Delete an item by clicking 

Delete (  ) in an item listing. 
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The item is removed and a removal 

message appears. 

 

Add an item by: 

 In Item Category, choose a 

category. 

 In Item Description, choose an 

item. 

 In Whole Unit Qty, enter the 

number of whole units to 

withdraw. 

 In Broken Unit Qty, enter the 

number of broken units to 

withdraw. 

 In Comments, enter comment 

text to document the addition. 

 Click . 
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An add message appears. 

 In Reason, choose a reason 

for the withdrawal. 

 Click  

 

In the Withdraw Items dialog: 

 Review the items, quantities, and 

comments for each listed item. 

 Click  

to return to the editable 

Withdraw Items dialog and make 

changes. 

 Click  to 

complete the withdrawal. 
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A save success message appears. 

 

To print the withdrawal: 

 Click . 

 

On the Report Viewer window 

toolbar: 

 Click Print ( ). 

 Click Close (  ) to close the 

Report Viewer window. 

 

 This report may have 

multiple pages. Check the page 

count on the Report Viewer window 

toolbar. 
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A save success message appears. 

 Click Close (  ). 

 

The Production Record status 

changes to “  Withdrawal 

Complete”. 
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VViieewwiinngg  aa  WWiitthhddrraawwaall  

 

On the Select Serving Date tab of 

the Record screen: 

 Click a date with a status of “  

Withdrawal Complete”. 

 

On the Production Record tab: 

 Click . 
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AAddjjuussttiinngg  aa  WWiitthhddrraawwaall  

 

 

 Display a withdrawal from the 

Production Record tab of a 

date with a status of “  

Withdrawal Complete”. 

 Click . 
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In the Withdraw Items dialog: 

 Change quantities in New 

Whole Unit Qty  and New 

Broken Unit Qty as needed. 

 Add comments to withdrawal 

items, as needed. 

 Click . 

 

A save message appears. 

 

The Transaction History appears 

with a list of all transactions 

associated with the withdrawal. 

 

 Click Close (  ). 
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 Display a withdrawal from the 

Production Record tab of a 

date with a status of “  

Withdrawal Complete”. 

 Click . 

 

In the Notes dialog: 

 Enter comments to document 

the cancellation of the 

withdrawal. 

 Click . 
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A cancellation message appears. 

The Transaction History is updated 

to reflect the cancellation. 

 Click Close (  ). 
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Production Status 

 

Production Status displays a set of listings for a selected 

site, meal type, date range and status. 

 

 

By default, on the Production Status 

page: 

 Site Code, Site and Meal Type 

are set to “ALL”. 

 From and To are set to a date 

range from the current date and 

prior seven days. 

 Status is set to “Plan not 

Complete”. 

 

Page Functions 

Button Description 

 
Click to display all records that meet the selected search conditions. 

Listings:  Sessions 
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Header Name Description 

Date Calendar date in the selected date range. 

Meal Type Meal service. 

Site Site or location where meal was served. 

Status Selected production plan status 

Menu Line Individual menu line. 

Contact Person Name of person listed in Contact Person on the General tab of the Sites page in [System]. 

Contact Phone Phone number listed in Contact Phone on the General tab of the Sites page in [System]. 

DDiissppllaayyiinngg  SSeelleecctteedd  SSttaattuuss  LLiissttiinnggss  

 

On the Production Status page: 

 Select search conditions/criteria. 

 Click . 

 

 

All listings meeting the selected 

conditions are displayed in the 

Production Status list. 

 



 

 

CChhaapptteerr  44::      

OOrrddeerr  
In this chapter you will learn: 

 Generate a vendor order from a Production Record. 

 Change a vendor order. 

 Place a vendor order. 

 Cancel a vendor order 

 Print stock items from a Production Record. 
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Order at a Glance 

Menu Function Description 

Production Orders Display lists of production records by site, meal type and status for a date range. 

Note:  The menus and functions to which you have access are those appropriate for your role with PrimeroEdge. 

When you access the Order menu, you may see a subset of the functions listed above. 
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Production Orders 

 

Production Orders display a list of all generated orders for 

a selected location and date or date range. 

 

 

 

 

The system setting, “Production 

Order Dates Types”, specifies 

whether to display From / To 

selections for a custom date range 

(first image) or to display a list of 

week selections (second image) for 

the next eight weeks. 

By default, on the Production Orders 

page: 

 Area, Site Code and Site are 

set to the first selection in the 

list of selections. 

 From and To are set to a date 

range from the next day’s date 

forward seven days. 

 (Week Selections) is set to the 

next week. 

 One Order Per Vendor 

options is cleared/not selected 

(no check mark). 
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DDiissppllaayyiinngg  GGeenneerraatteedd  OOrrddeerrss  

 

On the Production Orders screen: 

 Select a site code/site. 

 Select a week or a date range. 

 Click . 

 

A message appears to let you know that 

orders for the selected vendor have 

been generated. 

All vendors from whom recipe 

ingredients will be ordered are shown in 

the Vendors list. 

Order Status displays “Orders 

Generated” when a vendor is selected in 

the Vendors list that has generated 

orders. A message appears to let you 

know that orders for the selected vendor 

have been generated. 

For vendors with generated orders, the 

order number(s) appear next to the 

vendor name. 

In the Placed Orders list: 

 Click the Order # in an order listing. 



CChhaapptteerr  33::  OOrrddeerr  PPrroodduuccttiioonn  UUsseerr  MMaannuuaall  

PPaaggee  5566  CCyybbeerrssoofftt  TTeecchhnnoollooggiieess  

 

A status message appears above the 

order.  

On this screen, the order can be 

cancelled, changed or saved as 

complete. 

CChhaannggiinngg  aann  OOrrddeerr  

 

On the Production Orders screen: 

 Select a site code/site. 

 Select a week or a date range. 

 Click . 
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In the Vendors list: 

 Select a vendor with “Orders 

Generated” in Order Status. 

In the Placed Orders list: 

 Click Order # in an order listing. 

 

In the View/Modify Orders dialog: 

 Verify that the order has a status 

of “Open”. 

 Click . 
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In the expanded View/Modify Orders 

dialog, do one or more of: 

 To add an item, enter an amount 

in Whole Units. 

 To remove an ordered item, clear 

the amount in Whole Units. 

 To change the quantity of an 

ordered item, change the amount 

in Whole Units. 

 Add comments, if needed, to 

document the changes. 

 Click . 

 

In the View/Modify Orders dialog: 

 Click . 
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A save message appears. 

PPllaacciinngg  aann  OOrrddeerr  

 

On the Production Orders screen: 

 Display a list of vendors/orders for 

a selected site and week/date 

range. 

 Select a vendor that does not 

have an Order Status of “Orders 

Generated”. 
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In Items Supplied by the Vendor: 

 Review the items and quantities 

for each delivery date. 

 Make changes as needed to the 

quantities in Whole Units. 
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To add a new item: 

 In Item#, enter an item number or 

select the item from the Item list. 

 In Whole Units, enter the quantity 

needed. 

 Click . 
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The new item appears in the list of 

items. 

 Add more items as needed. 

 Click . 
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The updated order is shown with the 

new item and order totals. 

To add a comment, click  

 

In the Notes dialog: 

 In Comments, enter text to 

document the changes made. 

 Click . 
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Notice that the Note icon changed to 

indicate that comments are attached. 

 

When you hover over the Comments 

icon, comment text is shown. 
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A save success message appears. 

The order is given a number. 

“Orders Generated” appears in Order 

Status in the vendor listing. 

CCaanncceelllliinngg  aann  OOrrddeerr  

 

On the Production Orders screen: 

 Display a list of placed orders for a 

selected site and vendor. 
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On the View/Modify Orders screen: 

 Click . 

 

In the confirmation dialog: 

 Click . 

 

A cancel message appears. 

The Order Status changes to 

“Cancelled”. 
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PPrriinnttiinngg  SSttoocckk  IItteemmss  

 

On the Production Orders screen: 

 Display a list of placed orders for a 

selected site and vendor. 

 

 In the drop-down list of vendors, 

select one vendor. 

 

 Click . 

 

On the Report Viewer window toolbar: 

 Click Print ( ). 

 Click Close (  ) to close the 

Report Viewer window. 

 

 Note 

This report may have multiple 

pages. Check the page count on 

the Report Viewer window 

toolbar. 
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CChhaapptteerr  44::      

RReeppoorrttss  
In this chapter you will learn: 

 Generate a vendor order from a Production Record. 

 Change a vendor order. 

 Place a vendor order. 

 Cancel a vendor order 

 Print stock items from a Production Record. 
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Reports at a Glance 

Menu Function Description 

Production Print Recipes Displays and prints  

Production Reports  

Note:  The menus and functions to which you have access are those appropriate for your role with PrimeroEdge. 

When you access the Order menu, you may see a subset of the functions listed above. 
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Production Print Recipes 

 

Production Print Recipes allows you to: 

 View or print a recipe; includes ingredients, preparation 

instructions and nutrient information per 100g and per 

serving. 

 View or print a scaled recipe; recipe can be scaled by the 

number of batches or by serving size. 

 

 

By default on the Production Print 

Recipes page: 

 Recipe Code is blank. 

 Recipe Name is blank. 

Page Functions 

Page Functions Description 

 
Click to find all recipes that include the entered Recipe Code or Recipe Name. 
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PPrriinnttiinngg  aa  RReecciippee  

Search for a Recipe 

 

 

On the Production Print Recipes 

page: 

 Do one of the following: 

 In Recipe Code enter a 

complete recipe code, or 

 In Recipe Name, enter a 

partial or complete recipe 

name. 

 Click . 

Choose a Recipe 

 

The first recipe that meets the 

search criteria is listed. 

 Click on the drop-down arrow 

in the list box to display all 

recipes that meet the search 

criteria. Click on a different 

recipe, if needed. 

  



CChhaapptteerr  33::  OOrrddeerr  PPrroodduuccttiioonn  UUsseerr  MMaannuuaall  

PPaaggee  7722  CCyybbeerrssoofftt  TTeecchhnnoollooggiieess  

Scale the Recipe 

By default, a recipe is scaled by a single batch. However, a recipe can be scaled by the number of servings/batches, or 

by the number of servings and/or serving size. 

 

To scale a recipe by batch, in the 

Scale Recipe By Batch group: 

 Select the desired number of 

batches. 

  

 

 Click . 
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To scale a recipe by servings/serving 

size, in the Custom Scale Recipe 

group: 

 In Standardize to:, enter the 

number of servings (default = 

“100”). 

 In servings of, enter the 

serving amount and select a 

serving unit. 

 Click . 

View/Print the Recipe 

The recipe appears in the print viewer window.  

 

To view the recipe: 

 Scroll through the displayed 

page using the scroll bars or 

 Use the page controls to move 

among the pages, if multiple 

pages are generated. 
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To print the recipe: 

 Click Print ( ) on the 

report viewer toolbar. 

 

 Note 

When the serving size is 

changed, the nutrient 

information per serving is 

updated to reflect the change. 
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Production Reports 

 

Production Reports allows you to view or print the following 

reports: 

  

 

 

By default on the Production Reports 

page: 

 Area is set to your area; if you 

have access to multiple areas, 

the first area in the list of 

available areas is listed. 

 Site Code/Site are set to your 

site; if you have access to 

multiple sites, the first site in 

the list of available sites is 

listed. 

 Site Group is set to “ALL”. 

 Meal Service is set to “ALL”. 

 From / To are set to the 

current date. 

 

Page Functions 

Page Functions Description 

 
 

 

Click to generate a list of all menu items added to a Production 

Record that were not included in the planned menu(s). 

 

Click to generate a list of menu items prepared in the selected 

date range that are being carried over to a future date. 
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Click to generate a list of menu items that were planned for 

production on a date/date range but were not produced. 
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GGeenneerraattiinngg  aa  PPrroodduuccttiioonn  RReeccoorrdd  RReeppoorrtt  

 

On the Production Reports page: 

 Select report criteria/ 

conditions, as needed. 

 Click 

 

Production Record reports can be generated for production records with a status of  Record Complete and/or 

Withdrawal Complete. Use the table below to read the Production Record report data. 

Report Field Description 

Column Headers 

Menu Item (Recipe #) Menu item name and recipe code assigned to the recipe when the recipe was 

created 

Meal Contributions Menu item contributions to a reimbursable meal 

K-8 

(Serving Group[s]) 

Projected servings for each Serving Group 

(Serving size and unit) 

Total Planned Planned production count of menu item 

(Serving size and unit) 

Servings Produced Total servings produced 

(Serving size and unit) 

Total Served Total served of produced menu item 

(Serving size and unit 

Qty Prepared  

Left Over Count of menu item remaining after meal service and how the left over is to be 

handled 

(serving size and unit) 

Comments Comment text recorded on the Production Plan, if any 
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GGeenneerraattiinngg  aann  AAddddeedd  IItteemmss  RReeppoorrtt  

 

On the Production Reports page: 

 Select report criteria/ 

conditions, as needed. 

 Click . 

Use the table below to read the Items Added to Production Records report data. 

Report Field Description 

Column Headers 

Category Category assigned to the menu item 

Menu Item Name of the menu item 

Serv. Size Menu item serving amount and unit 

Comment Additional information recorded for the menu item in the Production Record 

School Listing Header 

School Code District assigned site number 

School Name District assigned site name 

Date Date for which data is collected 

Meal Service Meal service name 

Site Group Site Group name 

Menu Line Menu Line name 
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GGeenneerraattiinngg  aa  CCaarrrryy  OOvveerrss  RReeppoorrtt  

 

On the Production Reports page: 

 Select report criteria/ 

conditions, as needed. 

 Click . 

 

Report Field Description 

Column Headers 

Category Category assigned to the menu item 

Menu Item Name of the menu item 

Serv. Size Menu item serving amount and unit 

Days Number of days that the menu item can be carried over to be used on a future date; carry 

over days are set on the Production Record 

On Menu Yes/No; indicates if the menu assigned to the “To Date” day includes the carried over menu 

item 

Comment Additional information recorded for the menu item in the Production Record 

School Listing Header 

School Code District assigned site number 

School Name District assigned site name 

Date Date for which data is collected 

Meal Service Meal service name 

Site Group Site Group name 

Menu Line Menu Line name 
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GGeenneerraattiinngg  aa  PPllaannnneedd  IItteemmss  NNoott  PPrroodduucceedd  RReeppoorrtt  

 

On the Production Reports page: 

 Select report criteria/ 

conditions, as needed. 

 Click  

 

Use the table below to read the Planned Items Not Produced report data. 

Report Field Description 

Column Headers 

Category Category assigned to the menu item 

Menu Item Name of the menu item 

Planned 

(Serv. Size) 

Planned production counts of the menu item (menu item serving amount and unit) 

Comment Additional information recorded for the menu item in the Production Record 

School Listing Header 

School Code District assigned site number 

School Name District assigned site name 

Date Date for which data is collected 

Meal Service Meal service name 

Site Group Site Group name 

Menu Line Menu Line name 
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GGeenneerraattiinngg  aa  NNoonn--RReeiimmbbuurrssaabbllee  IItteemmss  RReeppoorrtt  

 

On the Production Reports page: 

 Select report criteria/ 

conditions, as needed. 

 Click 

 

Use the table below to read the Planned Items Not Produced report data. 

Report Field Description 

Column Headers 

Recipe # Recipe code assigned to the recipe when the recipe was created 

Menu Item Name of the menu item 

Serv. Size Menu item serving amount and unit 

Quantity Sold Number of menu item sold on the selected date/date range 

Unit Cost Cost to produce an individual menu item; Unit Cost is calculated with cost data stored in the 

[Inventory] module. 

Purchase Cost Total of Quantity Sold x Unit Cost 
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