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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 Ingredients.  (Note: You generally don’t need to do anything in the ingredient tab unless you need to update 

ingredient information, look for PFS, upload picture for website, or rename item for published menu. If you are wanting to start 

making menus, start with Recipes.) 
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Step 6.  Use left and right arrow buttons to move to month that you are wanting to work with. 

Step 7.  Use left hand side scroll bar to find the Daily Menus or Menu Cycle that you are wanting to add to your calendar 

 

 

 

 

 

 

 

 

 

 

 

 

Step 6. Search for item in the search bar.  Typically, you will search with the GFS or USDA commodity number.  You could also do a 

general search “chicken” or search by manufacturer “Tyson.”  Click Reset Search to search for item another item or to re-start search. 
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**Note** If you search for an item and get the message “No matching records found,” click on Purchased Items and then choose All 

Items from the drop-down list.  (Purchased items is the default and will only search items the corporation has previously purchased 

from GFS.) 
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Step 7.  Once you have found the item you are looking for, click the blue Detail.  
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Step 8. Scroll down to see more information about ingredient. 
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After scrolling down, click 

here to upload picture of 

your item to appear on 

website. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After scrolling down, click here to 

download product formulation statement.  

(This option is not available for all 

ingredients.) 
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Step 9. To rename or edit any ingredient information click the blue Edit.  
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Step 10. To change how the ingredient appears on your published menu, edit the My Description field.   

● In this example, you would probably want to change the My Description field to say, “Chicken Patty” or “Breaded Chicken” 

instead of “CHIX BRST PTY BRD WGRAIN 2-6.76.” 
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Step 11.  When you have all the desired changes made, scroll to the bottom and click the blue Submit to save changes. 


