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OTHER RESOURCES 

In addition to the User’s Guide: Production, users may use the following resources to learn 

more about “Production” in MENU Module.  

 

PRIMERO EDGE VIDEO TRAINING LIBRARY 

• 1 - Assign Menu Cycles to the Production Calendar 

• 2 - Complete Production Plans 

• 3 - Add Menu Items to Production Plans 

• 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 “Production” Module, users need to set “System Settings” that meet their 

individual needs.  This allows users to customize the “Production” section of 

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

settings will likely encounter problems with the “Production” Module.   

 

1. Click on the “System” tab. 

 

 
 

2. Click on the “Management” folder. 

 

 
 

3. Click on the “System Settings” subfolder. 

 

 
 

4. Click on the “Production” tab in the “System Settings” section. 

 

 
 

5. Change the “System Settings,” as applicable.  

 

 
 

6. Click on the “Save Settings” button. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: Pages 5-12 address each of the individual “System Settings” for 

“Production.”   
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“System Settings” for “Production”:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: In order for users to activate changes made in the “Production” “System 

Settings,” users may need to re-save “Production Record(s)” and/or “Production 

Plan(s).”  

 

 

Note: The following pages explain the “System Settings” for “Production” 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 “Quantity Prepared” section of the 

production plan and record. 

 

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

may find that selecting “Fraction Minor Unit” makes the production plan 

and record easier to read. 

 

Whole Minor Unit: 

 

 

 

 

 

 

 

 

 

 

Fraction Minor Unit:  
 

 

 

 

 

 

 

 

 

 

Decimal Minor Unit 

 

 

 

 

 

 

 

 

 

 

  



 

Texas Department of Agriculture | Revised 11/16/2017 7 

 

User’s Guide Production 

 

 
 

Explanation: When users select “Yes,” 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 “365” 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 

“100” for this setting. 

 

 

 

 
 

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

serving groups referred to as “auxiliary serving groups” (i.e. “Program Adults,” 

“Second Meals,” “Drop Trays,” and “Sample Trays”) on the production 

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

“planned counts” 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 

“Serving Group(s)” and “Menu Items” (which impacts the “Food Required”), TDA 

does not recommend selecting “Yes” for this setting except for specific situations 

for individual users. 
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Example: “Enable Meal Counts for Auxiliary Serving Groups”: “Yes” selected 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

Example: “Enable Meal Counts for Auxiliary Serving Groups”: “No” 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 “Non-

reimbursable Servings Column.”  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 

“Auxiliary 

Serving 

Groups.” 

The system does not populate 

columns for users to record 

planned counts for “menu items” 

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 “Non-reimbursable 

Servings Column” on the production record for users that selected “Yes” on the 

“Plan/Record: Enable Non-reimbursable Servings Column Header” setting.  Users 

who choose not to enable a “Non-reimbursable Servings Column” may enter 

“N/A” in the field. 
 

 For example, a user may title the “Non-reimbursable Servings Column” “A 

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

 

TDA Recommended Setting: TDA does not recommend enabling a “Non-

reimbursable Servings Column.”  Users who enable a “Non-reimbursable Servings 

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

items that do not fall into the “Carryover,” “Return to Stock,” and “Waste” 

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

for documenting “Carryover,” “Return to Stock,” and “Waste.”     

 

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

enabled the “Non-reimbursable Servings Column” and assigned the “Column 

Header” as “A la carte.” 

 

 

 

 

 

 

 

 

 

 
 

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

enabled the “Non-reimbursable Servings Column” and assigned the “Column 

Header” as “A la carte.” 
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Explanation: This setting allows users to control the number of menu items that 

display on the “Plan/Record Page.”   

 

 

 

 
 

Explanation: This setting allows users to enable a “Temperature” column for 

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

system will only enable a “Temperature” column for menu items built with recipes 

where the user designated “Specify CCPs for the entire recipe,” selected a 

“HACCP Process,” and selected one or more individual “CCP(s)” 

 

Example of a production plan where the user has enabled the “Temperature” 

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 “Food Required”/”Qty. Prepared” section.  

 

 

 

 

 

 

 

 

 

 

 
 

Explanation: This setting allows users to select the default 

method that MENU Module uses to “Auto Fill” the production 

plan when users select the “Auto Fill Method.”  However, 

users may manually select a different “Auto Fill Method” from 

the “Default Auto Fill Method.”   

 

 Selecting “Previous Plan” allows users to “Auto Fill” the production plan 

using a previous plan containing the “Same Menu,” “Copy of Menu,” or 

“Other Menu.”  

 Selecting “Menu Planning Counts” allows users to “Auto Fill” the 

production plan using the “Menu Planning Counts” entered for that menu. 

 Selecting “Forecast Counts” allows users to “Auto Fill” the production plan 

using the “Forecast Report” 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 “Standard” or the 

“Virginia” production record template.  The “Virginia” “Production 

Record Template” includes a “Portioning Tool” column for each menu 

item but functions the same as the “Standard” template in every other 

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

“Recipe Signage Report.”  The system pulls images from user uploaded images in 

the “Menu Items” tab of each recipe. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

User selects “Yes.” 

User selects “No.” 
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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 “Production” tab. 

 

 
 

2. Click on the “Plan and Record” folder. 

 

 
 

3. Click on the “Plan” subfolder.  

 

 
 

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

Notice that the “Site Code” automatically updates to match the site selected 

from the “Site” drop down box. 
 

Notice that the system has automatically taken you to the “Select Serving 

Date” 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 “Plan Incomplete.” 

 A yellow menu line link indicates “Plan Complete.” 

 A green menu line link indicates “Record Incomplete.” 

 A blue-filled date indicates a “Holiday.” 

 

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

“Withdrawal Complete,” which only corresponds to users with Primero Edge’s 

“Inventory Module.” 

 

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 “Production Plan” tab. 

 

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

 

 

Note: Do not leave any of the fields in the “Planned Count” column blank.  Enter 

zero or another number for each “Serving Group.”  

 

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

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

the “Offer vs. Serve” checkbox.  Users can designate or undesignate a site as 

“Offer vs. Serve” in the “Menu Planning” tab, “Configuration” folder, and “Site 

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

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

corresponds to the assigned menu.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

  

 



 

Texas Department of Agriculture | Revised 11/16/2017 18 

 

User’s Guide Production 

 

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 “Save Plan as 

Complete” button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

FAQ 

What is the difference between the “Save Plan” button and the “Save Plan as 

Complete” buttons? 

In MENU Module, “Save Plan,” allows users to enter and save data.  Users can “Save 

(the) Plan” multiple times, even after the plan is complete.  The “Save Plan as 

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

the “Planned Count” for each “Serving Group” and planned counts for each “Menu 

Item” columns that the user leaves blank so that the system recognizes the plan as 

complete.  The system only allows users to “Save (a) Plan as Complete” once. 
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Notice that the system hides the “Save Plan as Complete” button once users 

click on the “Save Plan as Complete” button.  Users may continue to use the 

“Save Plan” button to save any changes to the plan. 
 

Notice that the system changes the status of the plan to “Plan Complete” 

(yellow). 
 

Notice that the system generates the quantity of “Food Required” to prepare 

the servings of each menu item in the “Food Required” column. 
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COMPLETING THE PRODUCTION PLAN: ADDING A MENU ITEM 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

1. From the “Production Plan,” click on the “Add Menu Item…” button. 

Notice that the system generates an “Add Menu Item” window, which allows 

users to search for and select the desired menu item by “Menu Item” name, 

“Recipe Code,” and/or “Category.” 

 

 

 

 

  

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: 

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

the lunch menu. 

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

mistakes. 

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

 The district uses a generic term, such as “Manager’s Choice,” to allow kitchen 

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

vegetable item. 
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2. Enter search terms to find the desired menu item. 

 

 
 

3. Select the link for the desired menu item. 

Notice that the system generates a new section for the menu item with a 

“Menu Item Name,” “Category,” and “Serving Size” drop down box after a user 

selects a menu item.  

 

4. (Optional) Select a different menu item “Category” from the drop down list. 

The menu item “Categor(ies) displayed reflect the configured “Menu Item 

Categories”(covered in Module 2: Configuration). 

 
 

5. (Optional) Select a different menu item “Serving Size” from the drop down list. 

The listed “Serving Size(s)” reflect the “Serving Size(s)” the user added when 

creating the menu item. 

 

6. Click on the “Add Menu Item” button. 
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Notice that the system adds the selected menu item to the production plan.   

 

Notice the trashcan icon in the “Delete” column.  Users may click on the 

trashcan icon to delete any added menu item from the planned menu. 

 

 

 

 

 

 

 

 

 

 

7. Enter planned counts for the new menu item. 

 

 

 

 

8. Click on the “Save Plan” button. 
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COMPLETING THE PRODUCTION PLAN: USING AUTO FILL 

 

 

 

 

 

 

 

 
 

Follow steps 1-6 on pg. 14-15 to navigate to the desired meal type and menu 

line link. 
 

1. After clicking on the desired meal type and menu line link from the production 

calendar, scroll down to the “Menu Items” table and click on the “Auto Fill…” 

button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

FAQ 

What purpose does “Auto Fill” serve in filling out production records? 

Users may use the “Auto Fill” feature to quickly fill out “Planned Counts” for 

“Serving Group(s)” and planned counts for “Menu Items.”  “Auto Fill” allows users 

to copy selected data, stored in the system to complete a production plan quickly. 
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Notice that the system generates an “Auto Fill Plan” pop-up window. 

 

2. Click on the arrow to the right of the field in the top, left corner of the window. 

Notice that the system allows users to override the default auto fill method 

selected by the user in the “Production” tab of “System Settings” (instructions 

on pg. 11). 

 

Note: Read the information on pg. 11 for a detailed description of each auto-fill 

method. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3. Select an auto-fill method from the drop down box. 

 

 
 

4. Select the specific parameters for the auto-fill method selected. 

 

For users who select “Previous Plan” as the “Auto-Fill Method”: 

 

Notice the color-coding used by the system to denote the same or similar 

menus to the selected menu. 
 

 “Same Menu” (green): Used for dates with the same menu. 

 “Copy of Menu” (yellow): Used for dates with a copy of the menu. 

 “Other Menu” (blue): Used for dates with other menus with completed 

production plans. 
 

a. (Optional) Use the arrows to the left and right of the month name to toggle 

between months. 

 

b. Click on the date that contains the menu to copy. 

Notice that the system updates the “Selected Date” to contain the date the 

user clicked. 
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Tip: Users may select a “Plan Incomplete” (red) or a “Plan Complete” (yellow) to 

use the “Auto Fill” feature.  Using “Auto Fill” or a “Plan Complete” (yellow) cause 

the system to override the completed plan with the selected plan.  

 

c. Click on the “Auto Fill” button.  

Notice that the system takes the user back to the menu. 

Notice that the system has updated the “Planned Counts” for “Serving 

Group(s)” and planned counts for “Menu Items” to match that of the menu 

selected to copy.  (Shown on page 27.) 

 

Note: Users may still update any desired planned counts after using the “Auto 

Fill” feature.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For users who select “Menu Planning Counts” as the “Auto-Fill Method”: 

 

a. Select one option “Copy Meal and Item Counts from Menu” or “Adjust Item 

Counts to Meal Counts for this Site.” 

Notice that the system lists the “Menu Name” from which to pull the “Menu 

Planning Counts.  Notice that the system lists the “Meal Counts” selected for 

this menu in the menu plan. 

 

 “Copy Meal and Item Counts from Menu” allows users to use the same 

meal counts selected when the menu planner created the menu.  

Users may select this option when the meal counts selected by the 

menu planner do no need to be adjusted for production. 

 

 “Adjust Item Counts to Meal Counts for this Site” allows users to 

change the meal counts selected by the menu planner when creating 

the menu to meal counts that better reflect production. 
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b. Select the “Replace Existing Planned Counts” check box, if the user has 

already entered planned counts for the production plan and wishes to 

replace the planned counts with the “Menu Planning Counts.”  

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

c. Click on the “Auto Fill” button.  

Notice that the system takes the user back to the menu. 

Notice that the system has updated the “Planned Counts” for “Serving 

Group(s)” and planned counts for “Menu Items” to match that of the “Menu 

Planning Counts.” 

 

For users who select “Forecast Counts” as the “Auto-Fill Method”: 

 

a. Enter planned counts in the “Planned Count” column. 

 

 

b. Click on the “Auto Fill” button. 
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The system updates the 

“Planned Counts” for “Serving 

Group(s)” and planned counts 

for “Menu Items” based on the 

auto-fill method selected.   
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PRODUCTION PLAN REPORTS 

Follow steps 1-6 on pg. 14-15 to navigate to the desired menu line link. 
 

1. After clicking on the desired menu line link from the production calendar, click 

on the desired report button to generate a report (reports pictured on pg. 29-

33). 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 “Technician’s Worksheet”: Users may print the “Technician’s Worksheet” 

to record important production data throughout the day.  The 

“Technician’s Worksheet” provides space to records “Actual Count(s),” 

servings “Produced,” “Temperatures,” “A la carte” items, and leftovers 

information.  The worksheet also provides users with important 

information such as the menu items offered, the serving sizes, and the 

“Food Required” to prepare each menu item. 
 

 “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. 
 

 “Production Form”:  The “Production Form” collects planned counts, end 

of day data (once entered), and similar information to the “Technician’s 

Worksheet.”   
 

 “Production Ticket”:  When users click on the “Production Ticket” button, 

the system generates a window that allows users to select menu items.  

The system generates recipes for the selected menu item(s) that reflect 

the day’s planned counts.  Kitchen staff, that prepare the menu items, 

may use the “Production Ticket” recipes to prepare daily menu items. 
 

 “Forecast Report”: The “Forecast Report” provides users a report of the 

last three dates the site offered each menu item and the number of 

servings offered for each menu item for each date.  The report also 

generates a recommended number of servings for each menu item based 

on the previous three serving dates. 
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TECHNICIAN’S WORKSHEET (SAMPLE) 
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PRODUCTION FORM (SAMPLE) 

 

This example demonstrates the “Production Form” report prior to meal service.  

After a user enters actual counts, the system populates end-of-day data to the 

“Production Form” report. 
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PRODUCTION TICKET (SAMPLE) 

 

When users click on the “Production Ticket” button, the system generates a 

window that allows users to select menu items to generate recipes for.   

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Users must click on the “Generate Report” button to generate recipes for the 

selected menu items. 
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PRODUCTION TICKET (SAMPLE) 

The system generates recipes for the selected menu items. 
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FORECAST REPORT (SAMPLE) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: Users must enter “Planned Counts” in the “Production Plan” tab for that 

menu for each serving group for the menu for the system to generate “Suggested 

Counts” in the “Forecast Report.” 
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PRE-PRODUCTION ANALYSIS REPORT 

“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.  
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COMPLETING THE PRODUCTION RECORD 

After meal service, users will add information to the production record to 

reflect actual counts for serving groups and menu items.  Users may refer to 

the “Technician’s Worksheet” to complete the final “Production Record” in 

MENU Module. 

 

1. Click on the “Production” tab. 

 

 
 

2. Click on the “Plan and Record” folder. 

 

 
 

3. Click on the “Record” subfolder. 

Notice that the system navigates to the production calendar. 

 
 

4. Select the correct site (the site the CN Director has authorized the user to 

access) from the “Site” drop down list. 

 
 

5. Click on the desired meal type and menu line link from the production 

calendar. 

Notice that the system navigates to the “Production Record” tab of the menu 

(shown on the next page).  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Tip: Users may also navigate to the “Production Record” from the “Production 

Plan” of the desired menu by clicking on the “Production Record” tab. 
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Notice that the system navigates users to the “Production Record” tab. 

 

Notice that the system populates “Plan Comments” from the “Production 

Plan” tab to the “Plan Comments” field in the “Production Record tab. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

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

 

 
 

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

 
 

 

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

 

 

 

 

 

 

 

 

 

 

 
 

9. Enter the number of “Menu Items” “Produced” for each menu item for each 

“Serving Group.” 

 

 

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

menu items or enter “0.” 

 
 

Note: Refer to pg. 38 for specific instructions on “Carryover” menu items. 
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Notice that the system enables (white, non-editable field) or disables (grey, 

editable field) the “Carryover,” “Return to Stock,” or “Waste” fields based on 

options users selected when creating the menu item.  Users may update 

these options by navigating to the specific menu item and changing the 

selections in the “Menu Item” tab. 

 

Notice that the system automatically updates “Total Leftover(s)” and “Total 

Served” for each menu item based on the information entered in step 9 and 

10. 

 

Notice the “Add Menu Item” button, which allows users to add menu items to 

the menu in the “Production Record” tab. 

 

11.  If applicable, enter “Temperature” information for the menu item in the 

“Temperature” fields. 

Notice that the system provides “Temperature” fields” based on the “Critical 

Control Points (CCPs) selected for each recipe corresponding to each menu 

item. 

 

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

“Comments” field. 

 

 

 

Note: Repeat steps 9-13 for every menu item. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Auto-populates 



 

Texas Department of Agriculture | Revised 11/16/2017 38 

 

User’s Guide Production 

Notice that, for “Carryover” menu items, the system prompts users to select a 

carryover date.   
 

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

and menu line for the menu item. 

 

a. Select the calendar icon next to the “Carryover Field.” 
 

Notice that the system generates a “Carryover” window.   
 

Notice that the window lists the name of the “Menu Item,” specifies 

the date that the carryover menu item came from (in the “Carryover 

from” field), and lists the “Max Carryover Days” for the menu item. 
 

b. Select the desired carryover “Meal Type” for the menu item from the 

drop down box. 
 

c. Select the desired carryover “Menu Line” for the menu item from the 

drop down box. 
 

d. Select a desired carryover date by clicking on a colored-block from the 

calendar. 

Notice the color-coding used to distinguish the options for carrying over the 

menu item. 
 

Note: All blocks of color on the calendar indicate that the site may offer the menu 

item on that date based on the “Max Carryover Days.” 
 

 A red block of color on the calendar indicates that the site plans to offer 

some “Leftovers” on that date. 

 A green block of color on the calendar indicates that the site plans to offer 

the menu item selected for carryover, as indicated by “Menu Item 

Planned” on that date. 

 A yellow block of color on the calendar indicates that the site does not 

plan to offer “Leftovers” or the carryover menu item on that date. 
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Note: The Default Carryover Date” calendar icon at the top of the “Menu Items” 

section allows users to select a desired default carryover “Meal Type,” “Menu 

Line,” and “Date” for all carryover menu items for that menu.  When users enter 

“Carryover” amounts for each menu item the system will show “Set to default” for 

each menu item.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

14. After entering the end-of-day information for all menu items, click on the 

“Save Record” button.  

Notice that the system updates the “Qty Prepared” field to include the amount 

of food needed to prepare the actual number of each menu item prepared. 
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Notice that the system updates the “Production Record” as “Complete” 

(green). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Best Practice: Districts who use simpler breakfast menus than lunch menus may 

begin using MENU Module to train on breakfast production.  Once staff feel 

comfortable using MENU Module for breakfast, sites can use MENU Module for 

lunch. 
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GENERATING PRODUCTION RECORD REPORTS 

 

Once a user has entered and saved end-of-day data for a produced menu, 

users may click on one of the additional report buttons made available after 

saving the “Production Record.” 
 

Follow steps 1-5 on pg. 35 to navigate to the “Production Record” for the desired 

date and menu line. 
 

1. Click on the “Production Record” or “Recipe Costing” button to generate the 

desired report. 
 

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.” 
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The “Recipe Costing” report summarizes cost information for the selected menu 

after production.  The report provides a “Unit Cost” (cost to produce each serving 

of a menu item), a “Purchase Cost” (price to produce all servings of a menu item), 

and a “Food Cost/Meal” (price for each serving of a menu item adjusted for OVS) 

for each menu item. 
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“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.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

Texas Department of Agriculture | Revised 11/16/2017 44 

 

User’s Guide Production 

 
 

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
http://www.ocio.usda.gov/sites/default/files/docs/2012/Complain_combined_6_8_12.pdf
http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov

