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OTHER RESOURCES 

In addition to the Userõs Guide: Production, users may use the following resources to learn 

more about òProductionó in MENU Module.  

 

PRIMERO EDGE VIDEO TRAINING LIBRARY 

Å 1 - Assign Menu Cycles to the Production Calendar 

Å 2 - Complete Production Plans 

Å 3 - Add Menu Items to Production Plans 

Å 4 - Auto Fill Production Plans 

Note: Users may find links to these videos on the MENU Module webpage found 

on SquareMeals.org webpage.  Users who encounter issues accessing these 

videos should contact their internal IT department for possible access issues. 
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CONFIGURING SYSTEM SETTINGS FOR PRODUCTION   

For the òProductionó Module, users need to set òSystem Settingsó that meet their 

individual needs.  This allows users to customize the òProductionó section of 

MENU Module to meet their needs.  Users who do not customize production 

settings will likely encounter problems with the òProductionó Module.   

 

1. Click on the òSystemó tab. 

 

 
 

2. Click on the òManagementó folder. 

 

 
 

3. Click on the òSystem Settingsó subfolder. 

 

 
 

4. Click on the òProductionó tab in the òSystem Settingsó section. 

 

 
 

5. Change the òSystem Settings,ó as applicable.  

 

 
 

6. Click on the òSave Settingsó button. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: Pages 5-12 address each of the individual òSystem Settingsó for 

òProduction.ó   
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òSystem Settingsó for òProductionó:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: In order for users to activate changes made in the òProductionó òSystem 

Settings,ó users may need to re-save òProduction Record(s)ó and/or òProduction 

Plan(s).ó  

 

 

Note: The following pages explain the òSystem Settingsó for òProductionó in more 

detail. 

 
 

Category: Order 

 

 

 

 
 

Explanation: This setting does not apply to MENU Module.  Users do not need to 

update this setting.  
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Category: Plan and Record 

 

 

 
 

Explanation: This setting allows users to select the way the system 

rounds the numbers in the òQuantity Preparedó section of the 

production plan and record. 

 

TDA Recommended Setting: While a matter of personal preference, users 

may find that selecting òFraction Minor Unitó makes the production plan 

and record easier to read. 

 

Whole Minor Unit: 

 

 

 

 

 

 

 

 

 

 

Fraction Minor Unit:  
 

 

 

 

 

 

 

 

 

 

Decimal Minor Unit 
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Explanation: When users select òYes,ó this setting allows kitchen managers to 

add menu items to menus assigned to the menu calendar. 

 

 

 

 
 

Explanation: This setting allows users to select the number of days in the future a 

user may make changes to the production plan. 

 

¶ For example, a user may update and make changes to production plans 

one year into the future if the user enters ò365ó for this setting. 

 

 

 

 
 

Explanation: This setting allows users to limit the number of days a user may 

update or make changes to a production plan or record after the production of 

the menu. 

 

¶ For example, a user may update and make changes to production plans 

and records 100 days after producing the actual menu if the user enters 

ò100ó for this setting. 

 

 

 

 
 

Explanation: This setting allows users to enter planned counts for additional 

serving groups referred to as òauxiliary serving groupsó (i.e. òProgram Adults,ó 

òSecond Meals,ó òDrop Trays,ó and òSample Traysó) on the production 

plan/ record.  When a user enables auxiliary serving groups, users may enter 

òplanned countsó for these additional serving groups.  However, the system does 

not enable a column for recording planned counts of menu items for auxiliary 

serving groups. 

 

Note: The system will not change whether auxiliary servings display on the 

production plan/records that have already been assigned to the calendar.  After 

changing this setting, users must assign new menus to the calendar to view (or 

not view) auxiliary servings display on the production plan/records. 

 

TDA Recommended Setting: Since users cannot record planned counts for 

òServing Group(s)ó and òMenu Itemsó (which impacts the òFood Requiredó), TDA 

does not recommend selecting òYesó for this setting except for specific situations 

for individual users. 
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Example: òEnable Meal Counts for Auxiliary Serving Groupsó: òYesó selected 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Example: òEnable Meal Counts for Auxiliary Serving Groupsó: òNoó selected 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Explanation: This setting allows users to enable an extra column on the 

production record/plan  to record non-reimbursable servings for each menu item. 

 

TDA Recommended Setting: TDA does not recommend enabling a òNon-

reimbursable Servings Column.ó  Enabling this column will create a space for 

users to track the exact number of non-reimbursable servings for each produced 

menu item.  For example, users would need to track exactly how many 

hamburgers they sold as adult meals, program adult meals, and a la carte sales.    

Users may 

enter 

planned 

counts for 

άAuxiliary 

Serving 

GroupsΦέ 

The system does not populate 

columns for users to record 

ǇƭŀƴƴŜŘ Ŏƻǳƴǘǎ ŦƻǊ άƳŜƴǳ ƛǘŜƳǎέ 

for auxiliary groups. 

Reflects 

serving 

groups 

selected 

for the 

menu. 

Reflects serving groups 

selected for the menu. 
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Explanation: This setting allows users to assign a title to the òNon-reimbursable 

Servings Columnó on the production record for users that selected òYesó on the 

òPlan/Record: Enable Non-reimbursable Servings Column Headeró setting.  Users 

who choose not to enable a òNon-reimbursable Servings Columnó may enter 

òN/Aó in the field. 
 

¶ For example, a user may title the òNon-reimbursable Servings Columnó òA 

la carteó to record all adult meals, a la carte purchases, etc. 

 

TDA Recommended Setting: TDA does not recommend enabling a òNon-

reimbursable Servings Column.ó  Users who enable a òNon-reimbursable Servings 

Columnó should keep in mind that they must lump all non-reimbursable menu 

items that do not fall into the òCarryover,ó òReturn to Stock,ó and òWasteó 

columns together.  The production record and plans contain a separate column 

for documenting òCarryover,ó òReturn to Stock,ó and òWaste.ó     

 

Example of a production plan, as displayed in the system, where the user has 

enabled the òNon-reimbursable Servings Columnó and assigned the òColumn 

Headeró as òA la carte.ó 

 

 

 

 

 

 

 

 

 

 
 

Example of a production record, as displayed on this report, where the user has 

enabled the òNon-reimbursable Servings Columnó and assigned the òColumn 

Headeró as òA la carte.ó 
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Explanation: This setting allows users to control the number of menu items that 

display on the òPlan/Record Page.ó   

 

 

 

 
 

Explanation: This setting allows users to enable a òTemperatureó column for 

recording temperatures for menu items on the food production record.  The 

system will only enable a òTemperatureó column for menu items built with recipes 

where the user designated òSpecify CCPs for the entire recipe,ó selected a 

òHACCP Process,ó and selected one or more individual òCCP(s)ó 

 

Example of a production plan where the user has enabled the òTemperatureó 

column. 
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Explanation: These settings do not apply to MENU Module.  Users do not need to 

update this setting. 

 

 

 

 
 

Explanation: This setting allows users to enable the pack size of stock items in 

the òFood Requiredó/óQty. Preparedó section.  

 

 

 

 

 

 

 

 

 

 

 
 

Explanation: This setting allows users to select the default 

method that MENU Module uses to òAuto Filló the production 

plan when users select the òAuto Fill Method.ó  However, 

users may manually select a different òAuto Fill Methodó from 

the òDefault Auto Fill Method.ó   

 

¶ Selecting òPrevious Planó allows users to òAuto Filló the production plan 

using a previous plan containing the òSame Menu,ó òCopy of Menu,ó or 

òOther Menu.ó  

¶ Selecting òMenu Planning Countsó allows users to òAuto Filló the 

production plan using the òMenu Planning Countsó entered for that menu. 

¶ Selecting òForecast Countsó allows users to òAuto Filló the production plan 

using the òForecast Reportó generated by the system. 

 

 

 

 

Explanation: This setting allows users to set the percentage leftover for each 

menu item category in the forecast report.   

Stock item pack size 
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Category: Reports 

 

 

 
 

This setting allows users to select between the òStandardó or the 

òVirginiaó production record template.  The òVirginiaó òProduction 

Record Templateó includes a òPortioning Tooló column for each menu 

item but functions the same as the òStandardó template in every other 

way. 

 

 

  



 

Texas Department of Agriculture | Revised 11/16/2017 13 

 

Userõs Guide Production 

 

 

 
 

Explanation: This setting allows users to include images of the menu items in the 

òRecipe Signage Report.ó  The system pulls images from user uploaded images in 

the òMenu Itemsó tab of each recipe. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

User selects òYes.ó 

User selects òNo.ó 
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COMPLETING THE PRODUCTION PLAN 

Once users assign menus or menu cycles to the calendar, site staff can see and 

use the menus or menu cycles for breakfast or lunch production. 

 

1. Click on the òProductionó tab. 

 

 
 

2. Click on the òPlan and Recordó folder. 

 

 
 

3. Click on the òPlanó subfolder.  

 

 
 

4. Select a òSiteó from the òSiteó drop down box. 

Notice that the òSite Codeó automatically updates to match the site selected 

from the òSiteó drop down box. 
 

Notice that the system has automatically taken you to the òSelect Serving 

Dateó tab. 
 

Notice that the system displays a calendar associated with the selected site. 
 

5. (Optional) Use the arrows to the left and right of the month and year to view 

other months OR click on the calendar icon to the right of the month and year 

to select other months and years.  
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Notice the colored squares at the top of the page.  The system color-codes the 

menu line listed on the calendar to help users easily identify the menu 

plan/record status for that menu line.  As users make changes to menu 

plans/records on the calendar, the system updates the color of the menu line 

link to reflect the status.  

 

 

 

 

 

 

            

 

 

 

 

 
 

 

¶ A red menu line link indicates òPlan Incomplete.ó 

¶ A yellow menu line link indicates òPlan Complete.ó 

¶ A green menu line link indicates òRecord Incomplete.ó 

¶ A blue-filled date indicates a òHoliday.ó 

 

Note: MENU Module users will not encounter a grey menu line link, for 

òWithdrawal Complete,ó which only corresponds to users with Primero Edgeõs 

òInventory Module.ó 

 

6. Click on the menu line link for the desired date to access the plan. 

Notice that the system takes users to the production plan for the menu 

assigned to the selected meal type, menu line, and date. 
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Notice that the system takes users to the òProduction Planó tab. 

 

7. Enter òPlanned Count(s)ó for each òServing Group.ó 

 

 

Note: Do not leave any of the fields in the òPlanned Countó column blank.  Enter 

zero or another number for each òServing Group.ó  

 

 

8. (Optional) Enter any òPlan Commentsó in the òPlan Commentsó field.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Notice in the screen shot (above), that the system has automatically checked 

the òOffer vs. Serveó checkbox.  Users can designate or undesignate a site as 

òOffer vs. Serveó in the òMenu Planningó tab, òConfigurationó folder, and òSite 

Configurationó subfolder. 
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9. Enter planned counts for each menu item for each òServing Group.ó 

Notice that the system generates a column for each serving group that 

corresponds to the assigned menu.  
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10. If the user does not wish to make any other changes to the menu, and desires 

to make the plan available for production purposes, click on the òSave Plan as 

Completeó button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

FAQ 

What is the difference between the òSave Planó button and the òSave Plan as 

Completeó buttons? 

In MENU Module, òSave Plan,ó allows users to enter and save data.  Users can òSave 

(the) Planó multiple times, even after the plan is complete.  The òSave Plan as 

Completeó button allows users to enter and save data, but also generates a zero in 

the òPlanned Countó for each òServing Groupó and planned counts for each òMenu 

Itemó columns that the user leaves blank so that the system recognizes the plan as 

complete.  The system only allows users to òSave (a) Plan as Completeó once. 
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Notice that the system hides the òSave Plan as Completeó button once users 

click on the òSave Plan as Completeó button.  Users may continue to use the 

òSave Planó button to save any changes to the plan. 
 

Notice that the system changes the status of the plan to òPlan Completeó 

(yellow). 
 

Notice that the system generates the quantity of òFood Requiredó to prepare 

the servings of each menu item in the òFood Requiredó column. 
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COMPLETING THE PRODUCTION PLAN: ADDING A MENU ITEM 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

1. From the òProduction Plan,ó click on the òAdd Menu Iteméó button. 

Notice that the system generates an òAdd Menu Itemó window, which allows 

users to search for and select the desired menu item by òMenu Itemó name, 

òRecipe Code,ó and/or òCategory.ó 

 

 

 

 

  

FAQ 

Why would a kitchen manager need to add a menu item to the production plan? 

The production plan will reflect the menu plan entered by the menu planner.  

However, on occasion, a kitchen manager may need to add a menu item to the 

production plan.  The following scenarios may require a kitchen manager to add a 

menu item: 

Ã The kitchen manager wants to add leftover fruit menu items from breakfast to 

the lunch menu. 

Ã The kitchen manager needs to substitute a menu item due to delivery 

mistakes. 

Ã The kitchen manager needs to offer leftover menu items, from previous days. 

Ã The district uses a generic term, such as òManagerõs Choice,ó to allow kitchen 

managers to choose a menu item to add to the menu, most often a fruit or 

vegetable item. 


