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Menu Entry Basics
Create the menu:
· Select the Menu Compliance tab and click “Add New Menu”
· Create New Menu:
· Name your Menu
· Name should reflect Age/Grade Group and Cycle
· Select the appropriate School Year 
· Select the Meal Session
· Breakfast or Lunch
· Select the Week of service
· Select Grade Range

HELPFUL TIP: There are K-8 and K-12 Overlap Grade Ranges for Breakfast and K-8 Overlap Grade Range for Lunch. Only use these overlaps if:
1. You have facilities that have an appropriate grade range overlap.
2. You feed the children the same portion sizes regardless of which age/grade group they belong to within those facilities. 


· OPTIONAL: Select the School Building where the menu will be used
· Used for Administrative Review Purposes
· Select “I will create the menu in DST”
· Click Create! 


HELPFUL TIP: Make sure the date range, meal service and grade ranges are correct.  These cannot be edited later.


· Enter a Total Feeding Figure
· This is a small hyperlink under the daily tabs
· The total feeding figure is the number of reimbursable meals you plan to serve.

HELPFUL TIP: Your Total Feeding Figure will equal the sum of your Recipe – Entrées. 
QUESTION?!?
How do I know if my food should be entered as a “Recipe Entrée”, a “Recipe” 
or as a “Single Component”?
To answer this question, ask yourself the following things:

1. Is the food item made up of more than one creditable food component?
Yes – Go to Question 2

No – Your food item is a “Single Component Food”. See instructions below on Adding Single Creditable Component Side Items.

2. Is the food item available to all students?
Yes, my item is a side item – Your food item is part of a “Recipe” and will need a Recipe header. See instructions below on Adding Multiple Creditable Component Side Items.

Yes, this is my only entree – Your food item is part of a “Recipe – Entrée” and will need a Recipe - Entree header. See instructions below on Adding an Entrée.

No, children have to choose between this entrée and another entrée – Your food item is part of a “Recipe – Entrée” and will need a Recipe - Entree header. See instructions below on Adding an Entrée.


Adding Food Items:
Single Creditable Component Side Item:
· Click the “Add New Item” and choose the appropriate creditable component from the dropdown menu. 
· Since the item has only one component, leave the “Recipe name or Combo Name” column blank
· Complete the remaining columns based on supporting documents 


HELPFUL TIP: Supporting documents are needed to complete a menu in inTEAM. Collecting the following supporting documents before you begin to enter your menus will assist in ease of data entry:

· Production Records  – Use completed production records for planned number forecasting;
· Nutrition Labels – Use the nutrition fact panel to enter the actual size of your products, the dietary specifications for your product, and for grain products, to check that they are whole grain rich and determine how the product credits;
·  CN labels and Manufacturers Specification Sheets – Use to determine how a product credits 

Multiple Creditable Component Side Item:
· Click the “Add New Item” and choose “Recipe" from the dropdown menu. 
· This does not count as a component in the menu item, it is just a header
· Since the item  only multiple component, name the side item in the “Recipe name or Combo Name” column 
· Complete the remaining columns based on supporting documents 
· Include ALL nutritional information on this header line
· Add calories, saturated fat and sodium from all parts of the side item together and enter it in the gold line
· After making the Recipe Entrée header line, for each creditable component, “Add New Item”, select the appropriate component and complete the remaining columns.  
· Link the components to the entrée by naming them identical to the “Recipe Name or Combo Name” in the recipe header line.
· You do not need to enter dietary specifications for the individual components as you have already entered this in your “Recipe” header
· When linked correctly, component lines will turn green.

HELPFUL TIP: No side item should have a planned number > (greater than) the total feeding figure

Adding an Entrée:
· Click the “Add New Item” and choose “Recipe – Entrée" from the dropdown menu. 
· This does not count as a component in the menu item, it is just a header
· Since the item has multiple component, name the item in the “Recipe name or Combo Name” column 
· Complete the remaining columns based on supporting documents 
· Include ALL nutritional information on this header line
· Add calories, saturated fat and sodium from all parts of the  item together and enter it in the gold line
· After making the Recipe Entrée header line, for each creditable component, “Add New Item”, select the appropriate component and complete the remaining columns.  
· Link the components to the entrée by naming them identically to the “Recipe Name or Combo Name” in the recipe header line.
· You do not need to enter dietary specifications for the individual components as you have already entered this in your “Recipe” header
· When linked correctly, component lines will turn pink
. 
HELPFUL TIP: The total number of all entrees should be equal to the total feeding .

Condiments and Plain Desserts:
· Add a condiment or plain dessert just as you would any other food item.
· The calories, saturated fat and sodium for all condiments and plain desserts must be reported.
· This includes salt and pepper packets, salt shakers, etc.
· The creditable portion size is always 0.
Calculating Yellow Minimum and Maximum Boxes

Fruits and Vegetables

[image: ]
The information in these boxes is what is used to determine the “Daily Minimum for Meal Component/Daily Nutrient Statistics” for fruits and vegetables. Please watch the following video on how to complete these boxes:
http://youtu.be/vgAV0LZiLYY
Below are further clarifications to help you complete these boxes.
Vegetable Incl. Juice Minimum Offered:  
· This box is the minimum vegetables a student is offered and is able to take. If offered, this will include vegetable juice. 
· Keep in mind that you may have a variety of vegetables offered; however, if you limit the number of servings of vegetables, the number of servings a child can take will determine your minimum.  For example, you offer 3 different vegetables and the child can take up to 2 choices. If the portion sizes of the different vegetable choices differ, use the smallest portion sizes to determine the minimum. 
· If there is an entrée that does not offer vegetables, what side vegetables are selectable to the student who takes that entrée? Your minimum vegetable will be the sum of the number of vegetable side items a student can take. 
· If all entrées contain a vegetable, look for the entrée that offers the smallest amount of vegetable. Your minimum vegetable will be the sum of the number of vegetable side items a student can take PLUS the amount of vegetables in the entrée chosen above.  

HELPFUL TIP: The minimum vegetables offered must be equal to or more than the required minimum for the age-grade group being served. 

Vegetable Incl. Juice Maximum Offered:  
· This box is the maximum vegetables a student is offered and is able to take. 
· If offered, this will include vegetable juice.
· Keep in mind that you may have a variety of vegetables offered; however, if you limit the number of servings of vegetables, the number of servings a child can take will determine your maximum.  For example, you offer 3 different vegetables and the child can take up to 2 choices. If the portion sizes of the different vegetable choices differ, use the largest portion sizes to determine the maximum. 
· If none of the entrées include vegetables, what side vegetables are selectable to the students? Your maximum vegetable will be the sum of the number of vegetable side items a student can take. 
· If some or all entrées contain a vegetable, look for the entrée that offers the largest amount of vegetable. Your maximum vegetable will be the sum of the number of vegetable side items a student can take PLUS the amount of vegetables in the entrée chosen above.  

HELPFUL TIP: There are multiple examples in which the minimum and maximum vegetables offered may be the same number.  Do not stress if this is the case!

Vegetable Juice Maximum Offered:
· If no vegetable juice is offered, this can be left blank
· If vegetable juice is offered, how much is the student permitted to take? Enter that value in cups.

Fruit Incl. Juice Minimum Offered:
· Determine the least amount of fruit and/or juice that a student is offered and allowed to take.
· Ex. ½ c oranges and ½ c grapes are offered, but the student can only choose 1 fruit.  The minimum offered is .5c.  
· If fruit juice is also offered, be sure to include that in this total.
· If ½ c oranges, ½ c grapes and 4oz apple juice are offered and the child can take 1 whole fruit and 1 juice, the minimum would be 1c.  
Fruit Incl. Juice Maximum Offered:
· Determine the greatest amount of fruit and/or juice that a student is offered and allowed to take.
· Ex. ½ c oranges and ½ c grapes are offered, but the student can only choose 1 fruit.  The maximum offered is .5c.  
· If fruit juice is also offered, be sure to include that in this total.
· If ½ c oranges, ½ c grapes , 4oz apple juice, 4oz grape juice and 4oz orange juice are offered and the child can take 2 whole fruit and 1 juice, the maximum would be 1.5c.  
Fruit Juice Maximum Offered: 
· If no fruit juice is offered, this field may be left blank.
· If fruit juice is offered, how much juice is the student permitted to take?
· Ex. Apple juice, grape juice and orange juice are offered in 4oz portions.  If the student may choose any 1 type of juice, then the maximum is .5c.  If the student is permitted to take all 3 juices, the maximum offered is 1.5c


Meat/Meat Alternate – Grains (Breakfast Only)
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· Identify all breakfast entrees served on a given day that include meat/ meat alternates as grain (M/MA-Grain). Disregard any entrees that do not have any M/MA- grains. 
For example, you have three entrees, a breakfast pizza, a chicken biscuit and cold cereal:
· You identify your breakfast pizza, as you are counting the sausage and cheese as a 1oz eq. M/MA-Grain.
· You identify your chicken biscuit, as you are counting the chicken patty as a 2oz eq. M/MA-Grain.
· You disregard cereal and toast combo, as it does not have any M/MA-Grains (only actual grains).  

· Using only the identified entrees, decide which entrée is offering the least M/MA-Grain.
For example:
· Your breakfast pizza has 1oz eq. M/MA-Grain
· Your chicken biscuit has 2oz eq. M/MA-Grain
Therefore your breakfast pizza has the least or minimum M/MA-Grain.
· Enter the number of ounce equivalence associated with the entrée that has the least/ minimum M/MA-Grain in the yellow box titled “Meat/Meat Alternate – Grains” at the bottom of your menu.




Duplicating Menus

· Click Menu Compliance Tab
· Select “Add New Menu” 
· Name new menu (CNIPS, Grade Range)
· Select School Year (Ex: 2012-2013)
· Select Week from Drop Down Menu (Ex: 10/28/2012 – 11/03/2012)
· Select Meal Session (Ex: Lunch)
· Select Grade Range  (Ex: K-5)
· Click on CREATE
· Once the menu worksheet is created, click DUPLICATE EXISTING MENU
· To Duplicate from menu from one day to other days in current menu
· Select days
· Click DUPLICATE MENU
· To Duplicate from (Option 2 in drop down menu) Menu from days in another menu into current menu
· Select School Year (Ex: 2012-2013)
· Select Week of from Drop Down Menu (Ex: 11/25/2012 – 12/01/2012) This is the week you want to copy from
· Select Meal Session (Ex: Lunch)
· Select Grade Range of the menu you want to copy from (Ex: 6-8)
· Under Copy Menu from – Select Menu Name 
· Select days from menu you want duplicated
· Click DUPLICATE MENU

HELPFUL TIP: A great time saver is to create “Starter” menus for breakfast and lunch. Your “Starter” menu will include all the food items that you serve every day.
For Example: At Breakfast,  Demo District offers the following foods daily – Strawberry WG Pop-Tarts, Cheerios cereal bowls, WG toast, orange juice, FF chocolate milk, and  1% white milk. These foods are all part of the Demo District Breakfast Starter Menu. 
Every time you create a new menu, instead of entering these items each day, before entering any other food items, duplicate your “Starter” menu in to the new menu and those daily items will be entered for you!  
Remember: Duplicating menus overwrites any work you have done in your menu. Only ever duplicate into blank menus so not to lose your work.
Menu Pre-Costing
Accessing Menu Costing Tool:
· Select the Menu Compliance tab 
· Identify the menu for which you wish to calculate the Projected Average Cost per Meal. 
· Click “Edit” to access non approved menus
· Click “View” to access  approved menus 
· Click “View Cost Data” button to access the menu costs for the specific days menu 

HELPFUL TIP: Use the tabs to move across the days of the week to complete pre-costing for the entire week. 

Entering Cost Data
· For each food, determine if you will set the food to  “Enter”/ “Calculate” / “N/A” in the “Enter or Calculate Cost per Serving” column 
(see directions below)
· For each food, record the cost of the amount served to a child in the “Cost per Serving” column 

HELPFUL TIP: Dollar signs ($) and leading zeroes (0.52) are not needed when entering your cost per serving into the menu costing tool. 

· After completing the cost data entry for the first day of the week, tab through to consequent days and complete data entry for remaining days of the week. 
Determining Associated Cost Type:
· If your food is a premade item, such as pizza, enter the cost of the food item in the Recipe Entrée line.
· Indicate N/A for all supporting meal components
[image: C:\Users\epace\Desktop\Capture.JPG]
· If your food is a made up of multiple foods that are purchased separately,  such as a chicken dinner, enter the cost of each supporting meal component 
· Indicate N/A for the Recipe Entrée or Recipe line

[image: ]

· If you are using the Inventory Unit feature for Production Records, utilize “Calculate” anywhere you would have used “Enter” 

HELPFUL TIP: For commodity foods, use the cost your have assigned to the commodity that is comparable to retail price.

Calculating Projected Average Cost per Meal
· Once data is entered for the full week of service, click “Save and Recalculate” to determine the Projected Average Cost per Meal for the complete menu.
· When cost data entry is completed, click on the “View Nutrient Data” button to return back to the  menu 
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