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Only recipes can be added to a menu.  If a nutrition item, such as milk needs to be on a menu, save the item as 
a recipe first.  To save the item as a recipe, go to Functions->Nutrition->Advanced Find Nutrition Items and 
use this search tool to find the item.  When you locate the item, click  Save As->Save As A Recipe.  You can 
also save an inventory item as a recipe. 

 

Illustration 1 This is a sample menu.  Servings for the 3 milk recipe entries: 300 Servings, Milk, Low Fat 2 %, 
100 Servings, Milk, Whole, and 100 Servings, Milk, skim, total the Feeding Figure of 500. 

Menus 
Practice planning a menu. Go to Menus ->Add a New Menu 

� Enter a Name 

� Enter a Location 

� Enter a Sub location if needed 

� Todays date will be entered as the date the menu is being created but this date can be changed. 

� On each line enter:  
Feeding Figure – this is the total number expected for the meal 
Select a date on the Calendar and double-click the Date Served field to enter. You can have a menu for one 
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day or a menu that spans several weeks.   
Select meal from the drop down list. 
Select a Cookbook or Cookbooks and a Category or Categories –Select Recipe Name above with cursor in 
Recipe Name field below 
Change servings number – servings number may be different than the feeding figure 

� View Scaled Recipes and nutritional labels 

Illustration 2 Below is the landscape report of the Salisbury Steak recipe scaled to 300 for the menu.  The 
number of servings in the original recipe was 100.  To view the original recipe, double-click the Recipe Name 
that has been entered on the bottom half of the menu. 

To view your scaled recipe reports, go to Scaled Recipes and then to Preview. 

 

Illustration 3 A nutritional label is available for each recipe assigned to a menu.  Go to Scaled Recipes-
>Preview->Nutritional Label. 
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� Recycle menu 
Illustration 4 Below is the form you see when you click Recycle Menu.  You can save the current menu as 
an identical menu, starting on a different date, or you can create a new menu using only one day from the 
current menu. 

 

 

� Reports 

Make a selection under Reports to view the reports for your menu. 
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Illustration 5 Below is the Calendar Menu Report.   

 

Illustration 6 Below is a Production Record for food prepared at one location and transferred to another. 

 

 

Illustration 7 Below is the USDA required nutritional report for the menu.  This is the first day of the menu and 
the full report features each day with a summary at the end.  This is a weighted average report. 

To view this report, go to Menus->Nutrition Menu Report, fill in the range of dates needed, select the menu, 
and select the RDA set appropriate for the group being served the menu. 
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Illustration 8 Below is the summary of all days for the menu and below that is the comparison of the menu to 
the RDA set selected. 

 

Users who are setting up inventory and linking ingredients to inventory will be able to view the cost of a menu 
and create a requisition.  This will be covered under inventory training. 
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