
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

COMPLETING THE PRODUCTION PLAN  
 

1. Click on “Production” tab.   

2. Click on “Plan and Record” folder.   

3. Click on “Plan” subfolder.   

4. Select a “Site” from “Site” drop down box. 

5. (Optional) Select a different month and year to view.  

6. Click on menu line link for desired date. 

7. Enter “Planned Count(s)” for each “Serving Group.” 

8. (Optional) Enter any “Plan Comments” in “Plan Comments” field. 

9. Enter planned counts for each menu item for each “Serving Group.” 

10. (Optional) Click on “Add Menu Item…” button and follow the prompts to add any desired menu items. 

11. Click on “Save Plan as Complete” button. 

CHEAT SHEET: PRODUCTION 

TYPES OF PRODUCTION REPORTS 

1.  “Technician’s Worksheet”: Users may use the “Technician’s 

Worksheet” to record important production data throughout the 

day.   

2. “Technician’s Worksheet in Spanish”: The “Technician’s 

Worksheet in Spanish” provides users with the “Technician’s 

Worksheet” translated to Spanish for Spanish speaking staff. 

3. “Production Form”:  The “Production Form” collects planned and 

end-of-day data.  

4. “Production Ticket”:  The “Production Ticket” allows users to 

generate recipes for selected menu item(s) that reflect the 

planned counts for the day.  Kitchen staff may use the 

“Production Ticket” recipes to prepare daily menu items. 

5. “Forecast Report”: The “Forecast Report” provides users with 

data about the number of menu item servings offered the last 

three dates the site offered each menu item.  The report also 

recommends the number of servings for each menu item based 

on the previous three serving dates. 

6. “Pre-Production Analysis”: The “Pre-Production Analysis” allows 

users to analyze menus for food component and nutrient 

requirements after the user has entered planned counts for the 

production plan, but before actual production of the menu. 

7.  “Production Record”: The “Production Record” report collects 

actual counts for “Serving Groups and “Menu Items” and 

compiles end-of-day-data.  Kitchen managers may use the 

“Technician’s Worksheet” to complete data entry for the final 

“Production Record.” 

8.  “Post Production Analysis”: The “Post Production Analysis” 

allows users to analyze menus for food component and nutrient 

requirements after the user has entered planned and actual 

counts for the production plan and record, after production of the 

menu. 

COMPLETING THE PRODUCTION RECORD 
 

1. Click on “Production” tab.   

2. Click on “Plan and Record” folder.   

3. Click on “Record” subfolder.   

4. Select correct site (site CN Director has authorized user to access) from “Site” drop down list. 

5. Click on desired menu line link from production calendar. 

6. Enter “Actual Count(s)” for each “Serving Group.” 

7. (Optional) Enter any “Record Comments” in “Record Comments” field. 

8. (Optional) Enter the pounds of wasted food in “Total Waste” field. 

9. Enter number of total “Menu Items” “Produced” for each menu item for each “Serving Group.” 

10. If applicable, enter number of “Carryover,” “Return to Stock,” or “Waste” menu items or enter “0.” 

11. If applicable, enter “Temperature” information for each menu item in “temperature” fields. 

12. (Optional) Enter any “Comments” for each menu item in menu item’s “Comments” field. 

13. For menu items that “Carryover,” select a desired carryover date, meal type and menu line for menu item. 

14. Click on “Save Record” button. 

 



 

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights 

regulations and policies, the USDA, its Agencies, offices, and employees, and institutions participating 

in or administering USDA programs are prohibited from discriminating based on race, color, national 

origin, sex, disability, age, or reprisal or retaliation for prior civil rights activity in any program or 

activity conducted or funded by USDA.   

Persons with disabilities who require alternative means of communication for program information 

(e.g. Braille, large print, audiotape, American Sign Language, etc.), should contact the Agency (State 

or local) where they applied for benefits.  Individuals who are deaf, hard of hearing or have speech 

disabilities may contact USDA through the Federal Relay Service at (800) 877-8339.  Additionally, 

program information may be made available in languages other than English. 

To file a program complaint of discrimination, complete the USDA Program Discrimination 

Complaint Form, (AD-3027) found online at: http://www.ascr.usda.gov/complaint_filing_cust.html, 

and at any USDA office, or write a letter addressed to USDA and provide in the letter all of the 

information requested in the form. To request a copy of the complaint form, call (866) 632-9992. 

Submit your completed form or letter to USDA by:  

(1) mail: U.S. Department of Agriculture  

Office of the Assistant Secretary for Civil Rights  

1400 Independence Avenue, SW  

Washington, D.C. 20250-9410;  

(2) fax: (202) 690-7442; or  

(3) email: program.intake@usda.gov. 

This institution is an equal opportunity provider. 

http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
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