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Reconcile Commissary Order 
Quick Start Guide 

Document Details 
Document #:  160_QS1000_230425 

Release Version:  10.00.00.00  

Version Release Date:  July 2022  

Overview 
Commissary Orders must be reconciled to complete the transaction and place the ordered product into 
inventory. This guide will show you how to complete the reconciliation process at both the receiving and 
supply locations.  

System Requirements 
• CES Version 10.00.00 or higher 

 

 
 

Be sure to grab the latest version of this document here: 

https://links.crunchtime.com/NCQS-ReconcileCommissaryOrder  

OR by scanning the QR code to the left. 

Related User Group Permissions 

% Screen Name Control Name Description  

20 NC-Other Store Tasks View/Edit Recent 
Commissary Order 

Enables the Recent Commissary Orders option on the Purchasing 
menu.   

[135][250] 

95 NC-Purchasing Reconcile Allows users to perform reconcile. (This enables users to 
reconcile both Commissary Orders and Vendor Orders) 

[145][11] 

27 NC-Customer Order Summary Enables the Recent Customer Orders option on the Sales menu. [180][385] 

26 NC-Customer Order Reconcile Enables the “Reconcile” link on the Recent Customer Orders 
screen. (This enables supply locations to complete Final 
Reconcile of Customer Orders) 

[180][11] 
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Complete Physical Reconcile 

Overview 

Companies may require Commissary Orders to be reconciled by the receiving location to validate the 
amount of each product received on the order. Once an order is reconciled, the products will be removed 
from the supply location’s inventory and placed into inventory at the receiving location. Before the order 
is reconciled, the products will be “In Transit” at the supply location.  

 

 

Tip:  If you are at a supply location and need to complete a Final Reconcile, skip to page 6.  

Getting Started 

 

1. From the Purchasing menu, select Recent Commissary Orders.  

2. Select Reconcile for the order you are receiving.   

 

 
Note:  Orders can only be reconciled after the supply location has invoiced the order. If the 
order’s status is not Invoiced when it is received, contact the supply location and request they 
complete the Invoice step in Net-Chef.  

 

 

 

(Continued) 

Net-Chef > Purchasing > Recent Commissary Orders 

http://www.crunchtime.com/
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Complete Physical Reconcile 
(Continued) 

Confirm Order Details 

 

3. If necessary, update the Physical Reconcile Date to the date you received the order.  

 

 
Tip:  Use the Group By menu to see the products grouped by Category (default), Subcategory, or 
Microcategory. You can also use this setting to view the order with no grouping. 

 

4. Confirm the Physical Quantity for each product is correct. Change the quantity if the amount 
received does not match the Invoice Quantity.  

5. Once all order information is accurate, select Reconcile.  

 

 
What Happens Next:  When the order is reconciled without discrepancy, or when Final Reconcile 
is not required by your corporate team, the products on the order will be placed into inventory.  

If there is a discrepancy between the Invoice Quantity and the Physical Quantity for any product 
contained within the order, the supply location may be prompted to perform a Final Reconcile. 
In this case, Crunchtime will not place the ordered products into inventory until Final Reconcile 
is complete. 

 

 

Net-Chef > Purchasing > Recent Commissary Orders > Reconcile 

http://www.crunchtime.com/
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Final Reconcile Customer Order 

Overview 

Supply locations may be prompted to complete a Final Reconcile for any order that has a discrepancy 
between the Invoice Quantity and the Physical Quantity counted by the receiving location.   

Getting Started 

 

1. From the Sales menu, select Recent Customer Orders.  

2. Optionally, choose the Ready for Final Reconcile status bin to see all orders with this status.  

 

 
Can’t find this status bin?  Click or tap on the Menu icon to adjust the visible status bins.  

 

3. Select Reconcile for the order you would like to review.  

 

 

 

(Continued) 

Net-Chef > Sales > Recent Customer Orders 

http://www.crunchtime.com/
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Final Reconcile Customer Order 
(Continued) 

Final Reconcile 

 

4. Review the Final Reconcile Quantity column for any discrepancies. Depending on your corporate 
settings, you may be able update these quantities as needed. If you are unable to make necessary 
changes, contact the receiving location and request they update the reconcile quantity. 

 

 
Tip:  Any products with a discrepancy between the Invoice Quantity and Physical Reconcile 
Quantity will be highlighted.    

 

5. Select Reconcile to finalize the transaction. At this time product will be placed into inventory at the 
receiving location.  

Net-Chef > Sales > Recent Customer Orders > Reconcile 

http://www.crunchtime.com/
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Commissary Order Settings 

Enterprise Manager Settings 

Corporate teams can configure which reconcile steps are require for Commissary/Customer Orders based on 
a selection of preferences in Enterprise Manager. These preferences are applied to all Locations.  

 

• These controls on the Customer tab will determine if Physical Reconcile and Final Reconcile are 
necessary, and if the locations are able to make quantity changes during the reconcile process.  

 
 

 
Super User Tip:  When the Physical Reconcile is Necessary preference is disabled, the commissary 
order will be reconciled automatically when the supply location completes the Invoice step.  

 
 
 

Enterprise Manager > Preferences > Customer tab 
 

http://www.crunchtime.com/

