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  Creating an Account 

REGISTER FOR AN ACCOUNT 

 

Go to HPSmenu.com and click on Create Account – a Registration for HPS Members box will 
populate 

 

Create a Username and Password 
 

 
 

Use the drop down box to select Member, this will prompt you to Search for your distrct.  Type in the district 
name (remember, less is more) and select when it comes up.  If your district does not come up – check the 
Did not find District box. 



  Creating an Account 

 

 

 

Review the Terms and Conditions and check the I agree box to accept. 

Check the I’m not a robot box – to avoid an error message, let the program finish ‘thinking’ before 
clicking Register. 
 

 

 

 

 

You will receive two emails – 

1 – Please wait while the admin is reviewing your registration 

2 – You received this message because your account has been approved by the admin. 

 

After the second email, log on the Menu Planner and type in the user name and password you 
created. 

The Edit Enrollment Wizard will pop-up.  The Menu Planner program needs at least one building 
(school) to run past the Recipe step.  This is also how schools are searched on the Menus for 
Schools app. 

 

 



  Creating an Account 

EDIT ENROLLMENT 

Adding a school/building 

 

Fill in the required information for each school building. 

Select a school grade – the Menu Planner program uses this information to keep your recipes and 
menus compliant with USDA standard 

Select Distribution Center – this ensures that the Menu Planner program is selecting the correct mix 
of products available to your district – products can vary from DC to DC. 

Select current year – the Menu Planner program needs two full years entered.  We suggest entering 
July 1 – June 30 time periods. 

Select next year – enter the next school years’ dates 

+ADD – click to add another building or, scroll to the bottom of the page and click on CONFIRM to 
save school data 



  Creating an Account 

 

Scroll to the bottom of the page and click on CONFIRM to save school data 

Adding a user 

 

You can add users to the account. This step is optional, users can create their own account as well. 

District – users have access to all building in the district 

School – users only have access to the building assigned to them 

+ADD – click to add another user or, scroll to the bottom of the page and click on CONFIRM to save 
user data 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  Creating an Account 

 

HOME PAGE 

Welcome Tab 

 

Contact HPS – use this email address to send any questions to the HPS Menu Planner team. 

IT Calendar Publishing Guide – click on to download a PDF of Guideline for publishing menus.  This 
How To guide is designed to provide instruction on how to publish menus from the HPS Menu 
Planner application and make the URL available to the district IT department for accessing publicly. 

Edit Enrollment – click to add building or users (same as the Quick Start Wizard). 

Import Allergen List – click to bring in all known allergens 

 

Allergen information is fed directly to the Menu Planner program from One World Sync, GDSN and 
Gordon Food Service. 

Click Confirm to accept the data.  The Menu Planner program will automatically update your 
districts information as new data comes through.  Note that this step only needs to be done at the 
onset of the program.  Any allergen info that may be entered manually by the user past this point 
will be wiped out if this is clicked again. 



  Creating an Account 

 

Changes Tab 

This is run by the Menu Planner programmers, all system improvements, enhancement and issues 
can be seen here. 

 

 

 

 

 

 

  
 

The Quick Start Guide offers a summary of each step in the Menu Planner process as well as a short 
video.  Just click on the step you would like more information on. 

 



  Creating an Account 

 

The PDF Guides offers downloads created by a FSD to help explain different steps in the menu 
planning process 

 

 

 

Production and Item Reports can be found here 

 



INGREDIENTS 

In·gre·di·ent 
Any foods or substances that are combined to make a particular dish

Ingredients can be searched different ways: 

• 6-digit GFS item code
• Manufacturer or Distributor name or item #
• Description – keep in mind that less is more, chicken could be spelled Chix, Chick, Chik
• Category – Dairy, Produce, Poultry, Meat, Frozen, etc.

You can specify the ‘list’ of items you want to work with 

• Purchased Items – the program defaults to this list, these are items that your district has
purchased from GFS.

• All Items – This is all of the items available at your GFS distribution center and all ingredients
added by other users, including products from other distributors

• My Items – You may create a customized list of your ingredients here, some districts like to
put their milk & bread here, catering items or items that other departments may purchase.

• Items in Use – These are the items that you have either used in recipes or put on a menu

Icons – Some ingredients have an icon in the left column.  The purpose of the icon is to make you 
aware of a potential issue with the ingredient 

• Yellow Triangle – Meal Component Information is missing.  More than likely, this is a
commercially labeled product and does not have the CN information attached.  This can be
fixed be doing a simple edit.

• Question Mark – another user has made some type of an edit to the ingredient.  Verify that
the information is correct.

• Black Flag – USA product
• Piece of Paper – Item Nutrition Facts PDF (seen at the Item Detail level)

To look at an ingredient click on the blue Detail button on the right 



  INGREDIENTS 

 

Item Usage – will show where this ingredient has been used 

 
 

Child Nutrition Database – General nutritional information about a product – not specific to any 
manufacturer. 

 
 

Calculate My Price – Case price information pulls directly from GFS.  Pricing information on 
commodity items and products from other distributors can be added manually. 
 

 

Export – Creates a PDF with Product Information, Meal Components, Nutritional and Nutrition Facts 

Edit – Click to make edits or add product information 



  INGREDIENTS 

EDIT 

 

 

Description - Comes from the manufacturer -this is what you will see while working in the program. 

My Description - this is what will be seen on the published menu.   

To change the description, click on Edit – if the box is white you can type in your own name 

 
 

 

 

Preparation Instructions come from the manufacturer. 
 

 



  INGREDIENTS 

If the product has a CN label, the Meal Components will be complete.  Information can be added by 
clicking on the Edit button. 

 

Nutritional data comes from the manufacturer.   

 

Since elementary students and high schools are served different portions, there will be items that 
you will need to adjust the Serving Size and Servings per Purchase Unit. 

 
 

 

Product labels come from the manufacturer.  If you make an adjustment to the serving size and 
purchase unit, you will also need to make that change on the label. 



  INGREDIENTS 

Ingredients that come in a variety pack like muffins will have a drop-down box in the Nutrition 
Selector.  You can view nutritional info individually by the sum, the average or flavor. 

 

 

 

The Menu Planner displays the top 10 allergens.  To include other allergens, click on Edit.  Use the 
drop-down boxes to make selections, then click Add Allergen and Save. 

 

 
 

List of ingredients comes directly from the manufacturer. 

 



  INGREDIENTS 

 

 

Upload a saved jpeg image to your ingredient if you would like it to be seen on the published menu. 

 

INGREDIENTS OVERVIEW 

Good ingredient data will help to create a strong foundation moving forward.  This step may seem 
tedious, but when done correctly it will make each step going forward easier and your published 
menus will look great! 

 

• Look at your menus before starting  
• Find GFS item codes for all ingredients 
• Find any simple ingredients that are going right on the menu like a bread stick or chicken 

nuggets.  Change the My Description to reflect what you want to be seen on the published 
menu 

• Verify all nutritional and meal component information 
• Edit serving size if different from packaging (elementary vs high school) 
• Edit allergen information if necessary 
• Upload a photo for simple ingredients that will go on the menu (vs in a recipe) 

 

**Once you make a change to an ingredient, you will not need to do it again. 

 

 



  RECIPES 

 

rec·i·pe 
A set of instruction for preparing a particular dish, including a list of the ingredients required 

The Menu Planner program gives you three recipe options: 

1. Create a new recipe   
2. Copy a shared recipe  
3. Import a recipe from the USDA or GFS, 
 

 
 

 
 

 
SEARCH 

 

 
 

• My Recipes – These are the recipes that have been created by your district 
o Export – Creates a book of all district recipes (available only at the My Recipe level)  

• Shared Recipes – All recipes that have been shared by all Menu Planner users 
• Deactivated Recipes – Allows you top see any recipes that have been deactivated 

If you find a recipe that you are interested in, click on the blue Detail button to see the full recipe. 
 

Recipe Importer – USDA and GFS’s Making the Grade Recipes (MTG) 
 

Create New Recipe – Create a recipe from scratch, or add prep instructions to a single ingredient  



  RECIPES 

 

 

 

 

 

 

 

 

 

 



  RECIPES 

1. CREATING A NEW RECIPE  
 

Let’s create a new burger recipe.  (the options we will be using have been underlined) 

 
 

Meal Type – Choose breakfast or lunch 

Category - Choose entrée, vegetable, fruit, grain, milk, condiments or other 

Recipe HACCP Process – Choose No cook, Same day service, Complex food prep 

Total Servings – How many students does this recipe make (not how many being served) 1 

Serving Size – How much is a serving, for example 1, 6, ¼      

Serving UOM – What is the unit of measure used, for example serving, cup, sandwich 

 

Name – What will be seen on the public facing menu (Cheese Burger) 

Description – What will be seen while working in the Menu Planner (Cheese Burger) 

School - Recipes will be saved as at the district level, but you can assign a recipe to a building using 
the drop- down box 
 

 

Adding Ingredients 

 

Start adding the components to your recipe by typing in the search bar (item code, description, etc.) 

 

 



  RECIPES 

For our recipe, we will be using the ingredients below 

100650 – beef patty 

517810 – whole wheat bun 

189071 – American cheese slice  

 

 

Do you want to enter the Yield – defaults to No 

Measure – How much product is need for the amount of servings in the recipe 

Portion – Recipe portion  

Unit Conversion – Only populates when the desired amount does not have the same value unit as 
the ingredient portion unit 

Add Prep Instructions – Add for the particular item, some items will populate with instructions 

Delete – Removes the item from the recipe 

_________________________________________________________________________________ 

 

Prep Instructions – Add recipe steps.  Shared or Imported recipes may already have recipe 
preparation instructions added, these can be altered to meet your specs. 

 

 

_______________________________________________________________________________ 

 

 



  RECIPES 

 

 

Nutritional Information & Meal Components - Verify that the calculations are correct 

 

 

ADD AN IMAGE 
 

  

 

 

 

 



  RECIPES 

2. SHARED RECIPES 

Use the drop-down box to select Shared Recipes, then click on the Detail button of a recipe 

 

 

 

 

 

Review and make any necessary adjustments by clicking Edit – when finished click Save Recipe at 
the bottom of the page 

 

 

NOTE – should you have any questions regarding the recipe, the Menu Planner program gives you the ability 
to contact the recipe creator for more information (this information is not available on all shared recipes) 

 

 

The recipe can now be seen under the My Recipe section 

 

 



  RECIPES 

3. RECIPE IMPORTER 

Click on Recipe Importer, in the search bar type in USDA or MTG, then choose a recipe 

 

 

Look the recipe over, if interested in importing it into your recipes - click on Next   

 

 

 

On the left side are the suggested items, you will need to add your ingredients on the right using 
items codes or a description.  Use the red X to remove any unwanted items. 

 

Click Next, follow Creating a New Recipe steps (#1) 

 

 

 

 

 

 



  MENUS 

 
men·u 

The food available or to be served at a meal  

 

You will need to be in a school/building at this point.  Use the drop-down box at the top of  

the page to make a choice. 
 

 

 
 

 

 
+ 

Use the drop-down box to see Menu list options 

 
 

My Menus – These are the menus that have been created at this selected school’s level 

Shared Menus – Menu shared by other Menu Planner users 

Deactivated Menus – Menus that have been deactivated from your school view 

 

If you see a menu you would like to use, click on the Detail button 

 



  MENUS 

 

 

 

 
 

IMPORT A SHARED MENU  

 

Anyone can opt to make their menus available to all HPS Menu Planner users by sharing them.   If 
you want to learn more about the menu click on the Detail button.  To bring the menu into your 
districts list of menus click on the Import button 

 

 

 



  MENUS 

CREATE A NEW MENU 

 

Before you start building your menus, we suggest previewing your current menu to determine any 
items that are served on a daily basis such as your milk, breakfast items, juice … 

Use these items to create the EVERYDAY MENU.  This is a base menu that can be copied and added 
to. 

  

 
 

 
 

Menu Name – Type in the name of your menu 

Menu Color – Assign a color to your menus by clicking on the drop-down box, click on a color and 
then click on Submit.  (optional) 

             
 

Creation Date – The date the menu was created, this is done automatically by the program 
 

Last Edit – The date of the last edit to the menu, this is done automatically by the program 
 

Breakfast and Lunch Serving Count – How many students do you plan to serve (optional) 



  MENUS 

 

 

Item Search – Enter Items/Recipes to be added to the menu, drag and drop to the correct menu 
area 

MENU TABS: 

Breakfast and Lunch - tabs are the same, these is no limit on the number of entrees that can be 
added, Vegetable and Fruits will be included in both the Meal Lunch Components and Nutritional 
data 

Fruit/Veg Bar – These are items that are offered vs. served; data will only show up on nutritional 
information 

 

Milk – Both Breakfast and Lunch serving will go onto this tab 

 

Click on  Submit, at the bottom of the page, to save your menu 



  MENUS 

EVERYDAY MENU Example: 
 

 

 

 

 

When finished adding the everyday breakfast items, move on to the other tabs.  Keep in mind that 
the Fruit/Veg Bar is seen as offered vs. served. 

 

 

Click Submit to save your menu 



  MENUS 

BUILDING A MENU DAY Example: 
 

If you have created an Everyday Menu, find it with your saved menus in the Menu tab – Menu 
Table.  Click on the Detail button to bring up the menu of your choosing  

 

 

As items are added, enter the estimated amount of servings into the Servings Planned box, this tells 
the program the nutritional ratio on items/recipes compared to the total servings.  If left blank, the 
program will assume every entrée is served equally. 

 



  MENUS 

The Menu Planner program factors items in the Fruit/Veg bar as offered vs. served 

 

 

NOTE - always check and verify the accuracy of the components for your menu. 

 

Click Submit to save the Menu. 

 

 

MENU STATIONS Example: 

 

 

 



  Menu Cycles 

 

 

Menu Cycle 
a series of menus that repeats or is repeated 
 

 

 

 

 

 

 

 
 

 

 

 
 

Add New – Create a new cycle 

 

Detail – View information about the cycle including Week Detail and Weekly Requirements 

Once clicking you will have the options to do any of the following. 

 

 



  Menu Cycles 

CREATE A NEW CYCLE 

Click on Add New 
 

 

Cycle Name – name your cycle 

Number of Weeks – how many weeks will your cycle be 

Cycle Color – choose a color (optional) 
 

 

 Drag and drop Daily Menus onto the Cycle Week days.  The Weekly Requirements will fill in as the 
menu days are added. 

 

 

 



  Menu Cycles 

EXISTING CYCLES 

Click on the Detail button of the cycle you want to work with    

 

 

 

 

 

                    
 

 

               
 

 

 



  Menu Schedule 

 

Menu Schedule                               
a printable calendar with all daily menus 
 

 

 

ADD MENU DAYS 

Fill the monthly calendar by dragging and dropping individual Daily Menus or Menu Cycles.   

 

The program allows you to overlay a Holiday Icon onto any day to indicate a non-Lunch Day, this 
makes the calculations to the Production Record and the 6 Cent form and makes the parents and 
students aware that there is no lunch that day.  You can choose from the pre-populated holidays or 
create your own title.  This does not delete that day’s menu from the Menu Cycles (it is only hidden 
from view).  This same over-ride process can also be done with any idividual Daily Men 

 



  Menu Schedule 

REMOVE A MENU DAY 

If you need to delete a menu from the calendar, click on the Trash Can icon.    

         

The program will prompt one of the messages below, click Submit to delete. 

 

      

REPEAT A CYCLE      

               

The Menu Planner program allows a cycle to repeat itself as needed.  As an example, if you put a 
one-week cycle on the first week of a calendar and opt to have it repeat 3 times, the month would 
be filled out.  

 

 

 

 

 

 



  Menu Schedule 

TEMPLATES 

This is where you start to personalize and publish your menus. 

 

 

 

 

     

 



  Menu Schedule 

ADD A LOGO 

If you would like to incorporate your school logo onto your menu - save a copy of the logo image as 
a jpeg in your files. 
 

 

Click Upload 

Find the file with your image and then click the Open button 
 

 

 

 

 



  Menu Schedule 

HOT SPOT 

This is a blank space to add any information that you did not want noted on a daily basis.  For 
example, types of milk served.  You could also use this space to inform students and parents of 
upcoming event like Special Tray Day or meal prices. 

 

To add information just click any where inside the Hot Spot. 

 

 

Type in your message and click SAVE when done 

 

Your message will not be seen until the menu has been previewed or published. 

Not all templates offer a Hot Spot. 

 

 

 

 

 



  Menu Schedule 

TEMPLATE BUILDER 

This feature lets you customize your template layouts. 

 

 

 

 

On the left-hand side of the screen you will see the different customization options.  Each one has a 
drop-down box with selections to choose from.  You can customize as few or many options as 
desired. 

 

 

 



  Menu Schedule 

 

 

 

 

 



  Menu Schedule 

 

 

 

 

 

 

 

 

 



  Menu Schedule 

 

Save Layout – click to save your customized layout 

Load Layout – click to upload a saved version of your layout 

 
 

Load Content - click to bring up and use a previously saved layout 

 

Back – returns you to the original Menu Schedule templates page 

 

 

STATION TEMPLATE BUILDER 

 

This uses the same selections at the traditional menu template, but the look is different. 

 

 

Once selections are made – click SAVE. The template can also be loaded onto another menu. 



  Menu Schedule 

PUBLISHING YOUR MENU 
 

 

Preview – click to see how the finished menu will appear to parents/students. The menu program 
will create a new URL – you will need switch back to the Publish tab. 

  

 

 

Publish – when you are finished building your menu click here to make it public.  Forward the URL 
to your IT department to put on your school’s website.  The last two digits of the URL correspond to 
the menu’s month. 

 



  Reports 

Production Record 
 

 

 
 

The calendar is a snapshot of the entire month, squares change colors as they are updated. 

Orange/Brown = not opened  Blue = opened and saved Green = completed and signed 

A blank day = a ‘Holiday’ 
 

Click on a day to get started 
 

 

 

 



  Reports 

 

Menu Planner gives the user the option to display all or only certain fields.  Use the Hide Columns 
list to hide any unwanted headers from view. 

 
 

Add Items, leftovers or substitutions to your production record by clicking the Add Item box. 

 
Fill in the components then drag and drop to the applicable menu category. 

 
 

Export  

 
 

 



  Reports 

 
Save – click to save any unfinished work, calendar square will change to blue 

Complete – click when everything has been completed, and sign digitally, calendar square will 
change to green 

 
Delete –to make a change to any completed record, click Delete then choose on the record you 
would like to update.  Deleting will not remove all information, it only reverts back to the original 
 

 
 

Items to Order 

 
 

 

 
 



  Reports 

re·ports 
accounts given of a particular matter, in the form of a document 

 

PRODUCTION RECORD REPORTS – found on the HOME page 

These reports give you the ability to look at your calendars in different ways to see what you served 
and the recipe for each menu and also to see your serving cost. 

 

Week’s Production – Export a specific weeks Production Records  

 
 

Recipe Cook Book – Export recipes by a date range or select all recipes.  To be more printer friendly, 
you have the option to Include or Don’t Include data. 

  



  Reports 

6 Cent Worksheet Export – This is the same 6 cent report from the USDA.  The Simplified Nutrient 
Assessment is the last step on the instruction sheet, this does need to be filled out manually by the 
user 

 
 

Entrée Only Report – Select entrees only from Menu Schedule for a school. 

 

 

Recipe Name List – Export a list of all recipes 

 

 



  Reports 

Menu Engineering – Usage and cost information from Production records for selected dates. 

 

 

 

 

ITEM REPORTS – found on the HOME page 

My Items List – Use the drop-down box to see items that have been purchased within the previous 
12 months. The list can be sorted by Purchased Items, All Items, My Items, and Items in Use 

  

 

Item Detail Report – Type in a description or distribution item code to generate a report showing all 
details of an ingredient.  This is the same report that can be exported at the Ingredient level. 

 

 

Item Production History Report – This report uses information from the Production Report to show 
how often an ingredient or recipe has been used within a selected date range. 



  Reports 

 

 

Label Report - generates a list of all label images 

 




