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Step 1.  Go to the website hpsmenu.com 

Step 2.  Enter in your username:____________________________________________ 

Step 3.  Enter in your password:  ____________________________________________ 

Step 4.  Click the Sign in button 
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Step 5.  Click on Recipes 
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Step 6.  To add a new recipe, click Create New Recipe. 
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Step 7.  Click in the appropriate boxes to select Meal Type, Category, and Recipe HACCAP Process from the drop-down menus. 



HPS Menu Planner Guide:  Create New Recipe 

5 
Unofficial guide created by Kaylyn MacKillop, MS, RD, CD, SNS and Jennifer Herrold, SNS. January 2020. Not associated with HPS in any way. 

 

 

 Step 8.  Fill in the boxes for Total Servings, Serving Size, Serving UOM (unit of measure), Name, and Description. 

• Total Servings- This is the total number of servings your recipe makes. (Note that if you change the number of servings after you have 

added ingredients the program thinks you want to scale the recipe and will automatically update the ingredient amounts for you.) 

• Serving Size- This is the numeric part of the serving size. Enter any fractions as a decimal.  Examples of what you might enter here- 1, 0.5, 

0.75, 6. 

• Serving UOM (Unit of Measure)- This is the alphabetic part of the serving size.  Examples of what you might enter here- each, cup, 

disher, or fluid ounce. 

• Name- This is how you want the recipe to appear on your published menu. 

• Description- This is a description of the recipe that only you and your staff will see.  This will not appear on the published menu. 
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Step 9 (Optional).  Click in the Choose School box and select which school you would like to associate the recipe with. 
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Step 10.  To add an ingredients to your recipe search ingredients by typing in GFS order number or USDA commodity number in box 

below Item Add Section.  You can also do a general search such as “chicken,” but you will have an easier time choosing the correct 

ingredient if you have the order number. 

Helpful Hint:   If you click the button next to “Purchased,” the program will only search items found on your corporation’s GFS 

order guide. 

Step 11. Click on the desired ingredient when it appears.  Clicking on the ingredient will add it to your recipe.   
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Step 12. Once the ingredient appears in your recipe, enter the appropriate measure for the ingredient.    
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Step 13 *IMPORTANT*. Check to make sure that any unit conversions that appears after you entered the “measure” are correct. If it 

is not correct, adjust accordingly. If this isn’t correct, the nutrition information for your recipe will not be correct! 
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Step 14. If you would like to add specific prep instructions for your ingredient, enter those in the Prep Instructions box.  Sometimes 

this box will already include directions provided by the manufacturer.  You can delete the manufacturer directions, if desired. 

Step 15.  Repeat steps 10-14 until all your recipe ingredients have been added to the recipe. 

**Note**  If you choose an ingredient by accident you can click Delete button by ingredient to remove 
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Step 16. Scroll down to the Preparation Instructions box. Type in detailed instructions for preparing the recipe. 

Step 17 *IMPORTANT*.  Check meal components.  Menu Planner will calculate the meal components (school lunch equivalents) to 

the best of its ability, but it is still very important to double check this information on your own.  Menu Planner will also not round 

these components correctly. Fruits and vegetables should be rounded down to the nearest 0.125 (1/8) cup.  Meats and grains should be 

rounded down to the nearest quarter ounce (0.25, 0.50, 0.75, or 0.00).  Menu Planner’s calculations will appear to the left of the box 

where you can type. Enter your calculated component contributions for meat, grain, fruit, red veg, legumes, starch, other veg, and 

green veg, if applicable.  

Step 16- Type prep instructions here. 

Menu 

Planner’s 

calculation 

Type your calculation here.  In 

this case, you might just need 

to round down to 2.50. 
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Step 18. After entering all your information and entering correct meal components, click the blue Create Recipe.  That will save your 

recipe. 

 

 

 

 



HPS Menu Planner Guide:  Create New Recipe 

13 
Unofficial guide created by Kaylyn MacKillop, MS, RD, CD, SNS and Jennifer Herrold, SNS. January 2020. Not associated with HPS in any way. 

 

 

 

Step 19.  If this screen appears, go ahead and click Yes, this is OK.  It is just wanting you to double check your meal components if 

they are not matching what Menu Planner calculated. If it doesn’t appear, continue on to Step 20. 
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Step 20. After clicking, Create Recipe.  This is the screen that will appear.  To print the recipe, click Export PDF. 
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Step 21. You will have the option to choose what you would like to include on your printed recipe.  You will also have the option to 

scale the recipe before printing.  Then click, Export PDF.  Your recipe will then download so you can print it or save it to your 

computer. 
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Step 22.  To share your recipe with other HPS Menu Planner users, click Publish to Shared Recipes.  Your colleagues will thank you! 

 


