
         1 

 
Version 1.0 

 

TOOL USER GUIDE 

 

FORECAST MANAGER 
 

  



         2 

 
Version 1.0 

CONTENTS 

1. INITIAL SETUP ......................................................................................................................................................................... 3 

1.1. CREATING A FORECAST TEMPLATE ............................................................................................................................. 3 

2. SENDING FORECASTS ......................................................................................................................................................... 4 

2.1. ADDING PRODUCTS IN BULK/UPDATING FORCAST ............................................................................................... 4 

2.2. ADDING PRODUCTS FROM YEILD TREES ........................................................................................................................ 7 

2.3. ADDING SINGLE PRODUCTS ................................................................................................................................................... 8 

2.4. SHARING VIEW ONLY FORECASTS...................................................................................................................................... 9 

2.5. SHARING CONFIRMATION FORECASTS ........................................................................................................................ 10 

2.6. SHARING COLLABORATIVE FORECASTS........................................................................................................................ 11 

2.7. BULK REQUESTING COLLABRATIVE FORECASTS .................................................................................................... 12 

3. SHARED FORECASTS .......................................................................................................................................................... 13 

3.1. SHARED CONFIRMATION FORECASTS .................................................................................................................... 13 

3.1.1 RESPONDING TO A SHARED FORECAST ................................................................................................................. 13 

3.1.2. EXPORTING SHARED FORECASTS/IMPORTING ACHEIVABLE QUANTITIES ......................................... 14 

3.1.3. RESPONDING TO FURTHER INFO REQUESTED ................................................................................................... 15 

3.2. SHARED COLLABORATIVE FORECASTS ................................................................................................................... 16 

3.2.1. BULK UPDATING A SHARED COLLABORATIVE FORECAST ........................................................................... 16 

3.2.2. UPDATING SINGLE PRODUCTS IN A SHARED COLLABORATIVE FORECAST ....................................... 17 

3.3. VEIWING RECEIVED FORECAST.................................................................................................................................... 18 

4. REVIEWING SUBMITTED CONFIRMATION FORECASTS .................................................................................. 19 

4.1. REQUESTING FUTHER INFO .......................................................................................................................................... 19 

4.2. ACCEPTING A FORECAST ............................................................................................................................................... 20 

4.3. REJECTING A FORECAST .................................................................................................................................................. 21 

5. UPDATING SHARED CONFIRMATION FORECASTS ...........................................................................................22 

5.1. UPDATING A FORECAST/EXTENDING A FORECAST .........................................................................................22 

6. REVIEWING FORECASTS ................................................................................................................................................. 24 

6.1. VIEWING FORECASTS ............................................................................................................................................................... 24 

6.2. EXPORTING SNAPSHOTS ........................................................................................................................................................ 25 

6.3. EXPORTING FORECASTS ......................................................................................................................................................... 27 

7. SENDING VOLUMES TO NEGIOTATION TEMPLATES ....................................................................................... 27 



         3 

 
Version 1.0 

 

1. INITIAL SETUP  

These steps are required for the initial forecast template set up. They will not be required to be 

repeated. 

1.1. CREATING A FORECAST TEMPLATE 

Step 1: Sign into Foods Connected and select Trading & Planning then select Forecasts. 

 

 

Step 2: Generate a new forecast by selecting Add New.  

 

 

 

 

 

 

 

 

 

 

 



         4 

 
Version 1.0 

 

 

Step 3: Complete Forecast Template Details and select Save 

 
 

2. SENDING FORECASTS 

2.1. ADDING PRODUCTS IN BULK/UPDATING FORCAST 

Step 1: Sign into Foods Connected and select Trading & Planning then select Forecasts. 

Step 2: Update the Forecast by selecting View/Edit 
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Step 3: Adjust the Display From and Display To dates to the date range you wish to upload the 

forecast for. In the Display dropdown select the increments you would like to upload the forecast in, 

then select Update (The system will automatically translate the increments used to an average daily 

amount). 

 

 
 

 

Step 4: Download the blank import sheet by selecting Import Forecasts and Select From Import 

Sheet.  
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Step 5: In the exported spreadsheet input the article code in the first column, then on the date 

headed columns add in the forecasted kg. 

  

 
 

 Step 6: Once the forecast spreadsheet is complete, select import forecast the From Import Sheet. 

Select Choose File to select excel file and select Import. 
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2.2. ADDING PRODUCTS FROM YEILD TREES 

 

Step 1: Sign into Foods Connected and select Trading & Planning then select Forecasts. 

Step 2: Update the Forecast by selecting View/Edit 

Step 3: Select Add New then select Yield Tree(s). Select yield tree(s) required to be added and select 

Add Products. 

 

 

Step 4: To add volume for each product, click on the 0 for each item in the Required column. Enter 

the required volume and select Save 
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2.3. ADDING SINGLE PRODUCTS 

Step 1: Sign into Foods Connected and select Trading & Planning then select Forecasts. 

Step 2: Update the Forecast by selecting View/Edit 

Step 3: Select Add New then select Products. Select Products required to be added and select Add 

Selected Products (multiple products can be selected). 
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Step 4: To add volume for each product, click on the 0 for each item in the Required column. Enter 

the required volume and select Save 

 

2.4. SHARING VIEW ONLY FORECASTS 

View Only forecasts provide the supplier with visibility of shared forecasts but they do not have the 

ability to update or respond. 

Step 1: Sign into Foods Connected and select Trading & Planning then select Forecasts. 

Step 2: Share the Forecast by selecting Share. Select the Supplier and User. Select View Only for the 

share type and select Share 
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2.5. SHARING CONFIRMATION FORECASTS 

Confirmation forecasts provides the supplier with the ability to confirm/amend forecasted 

quantities. The submitted forecast data must be reviewed and accepted to update the 

shared forecast. 

 

Step 1: Sign into Foods Connected and select Trading & Planning then select Forecasts. 

Step 2: Share the Forecast by selecting Share. Select the Supplier and User then select Confirmation 

for the share type. Further options for sharing a forecast will appear. 

 

 

Step 3: Enter the Start Date and End Date (this should correspond with the select display range 

within the forecast). Select the date the supplier should respond by in the Respond By Date and 

select Share.  
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2.6. SHARING COLLABORATIVE FORECASTS 

Collaborative forecasts provide the supplier with the ability to update forecasts. The shared 

forecast will automatically update when supplier submits forecast data. 

 

Step 1: Sign into Foods Connected and select Trading & Planning then select Forecasts. 

Step 2: Share the Forecast by selecting Share. Select the Supplier and User then select Collaborative 

for the share type. Further options for sharing a forecast will appear. 

 

 

Step 3: Enter the Start Date and End Date (this should correspond with the select display range 

within the forecast) and select the date the 

supplier should respond by in the Respond By 

Date. If required to be shared on a reoccurring 

basis select the frequency in the Reoccurs 

dropdown then select Share.  
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2.7. BULK REQUESTING COLLABRATIVE FORECASTS 

 

Step 1: Sign into Foods Connected and select Trading & Planning then select Forecasts. 

Step 2: Select forecasts which you would like to export and select Update Dates. Enter the new Start 

Date and End Date and select Update Details. 

 

 

Step 3: Select forecasts which you would like to update and select Request Data. Enter the Start Date 

and End Date (this should correspond with the select display range within the forecast) and select the 

date the supplier should respond by in the Respond By Date. If required to be shared on a reoccurring 

basis select the frequency in the Reoccurs dropdown then select Share. 
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3. SHARED FORECASTS 

When a Forecast has been shared an email notification will be received. A task is created in the 

task bar when a response is required. 

3.1. SHARED CONFIRMATION FORECASTS 

3.1.1 RESPONDING TO A SHARED FORECAST 

 

Step 1: Sign into Foods Connected and select the task stating A forecast confirmation has been sent 

for completion 
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Step 2: Confirm forecasted volumes or enter Achievable Quantities for each date range and select 

Save & Submit Confirmation. Enter any comments if required and select Save & Submit Confirmation. 

 

 

3.1.2. EXPORTING SHARED FORECASTS/IMPORTING ACHEIVABLE 

QUANTITIES  

 

Step 1: Sign into Foods Connected and select the task stating A forecast confirmation has been sent 

for completion 

Step 2: Select Excel Export/Import then select Export to Excel. Enter Achievable quantities for each 

date range in the exported excel file. 



         15 

 
Version 1.0 

 

Step 3: Select Excel Export/Import then select Import from Excel. Select Choose File to select 

forecast and select Import. 

 

3.1.3. RESPONDING TO FURTHER INFO REQUESTED  

 

Step 1: Sign into Foods Connected and select the task stating More Information requested for a 

forecast. 
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Step 2: Review requested information in the activity overview and update as required. Once updated 

select Save & Submit Confirmation. Enter any comments if required and select Save & Submit 

Confirmation. 

 

3.2. Shared Collaborative Forecasts 

 

3.2.1. BULK UPDATING A SHARED COLLABORATIVE FORECAST 

 

Step 1: Sign into Foods Connected and select the task stating You have been asked to provide data for 

a forecast 
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Step 2: Download the blank import sheet by selecting Import Forecasts and Select From Import 

Sheet.  

 

 

Step 3: In the exported spreadsheet input the article code in the first column, then on the date 

headed columns add in the forecasted kg. 

  

 
 

 Step 4: Once the forecast spreadsheet is complete, select import forecast the From Import Sheet. 

Select Choose File to select excel file and select Import 

 

 

 

3.2.2. UPDATING SINGLE PRODUCTS IN A SHARED COLLABORATIVE 

FORECAST 

 

Step 1: Sign into Foods Connected and select the task stating You have been asked to provide data for 

a forecast 

 

Step 2: To add volume for each product, click on the 0 for each item in the Required column. Enter 

the required volume and select Add 
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3.3. Viewing Received Forecast 

 

Step 1: Sign into Foods Connected and select Trading & Planning then select Received Forecasts. 

 

Step 2: Select the Arrow icon beside the forecast and select View/Edit. 
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4. Reviewing Submitted Confirmation Forecasts 

When a Forecast has been shared an email notification will be received. The submitted 

confirmation forecast   must be reviewed and accepted for shared forecast to update. 

 

4.1. Requesting Further Info  

 

Step 1: Sign into Foods Connected and select the task stating A forecast confirmation has been 

submitted for review 

 

 

Step 2: Review the submitted forecast and select Request More Info. Enter any comments if required 

then select Request More Info. 
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4.2. Accepting A Forecast 

 

Step 1: Sign into Foods Connected and select the task stating A forecast confirmation has been 

submitted for review 

 

 

Step 2: Review the submitted forecast and select Accept & Import Quantities to Forecast. Enter any 

comments if required then select Accept & Import Quantities to Forecast. 



         21 

 
Version 1.0 

 

 

4.3. Rejecting A Forecast 

 

Step 1: Sign into Foods Connected and select the task stating A forecast confirmation has been sent 

for completion 

Step 2: Review the submitted forecast and select Reject Confirmation. The shared forecast will be 

removed. 
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5. Updating Shared Confirmation Forecasts 

5.1. Updating A Forecast/Extending A Forecast 

 

Step 1: Sign into Foods Connected and select Trading & Planning then select Forecasts. 

Step 2: Update the Forecast by selecting View/Edit 

 

 
 

 

Step 3: Adjust the Display From and Display To dates to the date range you wish to upload the 

forecast for. In the Display dropdown select the increments you would like to upload the forecast in, 

then select Update. 
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Step 4: Download the blank import sheet by selecting Import Forecasts and Select From Import 

Sheet.  

 
 

Step 5: In the exported spreadsheet input the article code in the first column, then on the date 

headed columns add in the forecasted kg. 
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 Step 6: Once the forecast spreadsheet is complete, select import forecast the From Import Sheet. 

Select Choose File to select excel file. Update Re-Open Forecast Confirmations toggle to Yes, this 

will notify suppliers that the forecast has been updated. For the Due Date select the date which 

suppliers are required to respond to the forecast by and select Import. 

 

 

 

6. Reviewing Forecasts 

6.1. Viewing Forecasts 

 

Step 1: Sign into Foods Connected and select Trading & Planning then select Forecasts. 

Step 2: Update the Forecast by selecting View/Edit 
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You will be redirected to forecast. 

 

Clicking on the assigned volume will show details in a pop out window of where the volume has been 

assigned. 

 

6.2. Exporting Snapshots 

This provides the ability track changes to forecasted volumes over a selected timeframe 
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Step 1: Sign in to Foods Connected and select Trading & Planning then select Forecasts. 

Step 2: Update the Forecast by selecting View/Edit 

 

 
 

Step 3: Select Export Forecast and Select Export Snapshot. Select Snapshot Date and the period 

which you would like to track changes and select Export. 
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6.3. Exporting Forecasts 

 

Step 1: Sign into Foods Connected and select Trading & Planning then select Forecasts. 

Step 2: Select forecasts which you would like to export and select Export Selected  

 

 

 

 

7. Sending Volumes To Negotiation Templates 

 

Step 1: Sign into Foods Connected and select Trading & Planning then select Forecasts. 

Step 2: Update the Forecast by selecting View/Edit 

 

 
 

Step 3: Select Volumes to Template 
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Step 4: Enter Negotiation template details and select Send 

 

 


