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How To Guide - Copying Suppliers and Products 

In order to produce supplier orders all menu items must be linked to supplier products. Once suppliers 

are entered it is possible to generate or build menus from the supplier product data. There is also the 

option of copying suppliers that have already been entered in the system. 

In order to copy a supplier the "Can Supplier be Copied" field in the supplier record must be set to 

'Yes'. 

1. Go to the "ORDERS" tab => click "Copy Suppliers". 

2. Select the supplier in the drop-down list. 

3. Now click the "Copy Supplier" button.  

 

You can now edit the supplier and products to make any changes. 

This will copy the selected supplier and all their products to your current site.  The copy can be executed 

as often as you wish if the source supplier information or products are updated you can copy the supplier 

again to update your school data. 

If you copy a supplier again any changes you have made will be overwritten by the copied data. 


