
Production Record – Prepared and Served 

After the meal service, take information from worksheets to enter in production record. 
This must be done on a regular basis.  Don’t leave it until the end of the week to enter all of them.   
 
1. Click on “Production” 
2. Click on “Plan and Record” 
3. Click on “Record” 
4. Enter in the “Actual Count” numbers for each “Serving Group” 

 
5. Enter any “Record Comments” ex: 4th grade gone on field trip 

 
6. Scroll down and enter number “Produced” (how many you 

actually put out on the serving line)  
NOTE: As of 10/1/2018 we are removing the temperature 
field of hot and cold items.  Temperatures must be recorded 
on the temperature log. 

 
7. Enter number for “Return to Stock” – this is where you will enter 

in the number of milk, cereal, etc.  If it’s an item that needs to be 
heated, only waste will be available.  “Return to Stock” quantity should equal the number of 
servings that you are returning to stock normally AND the quantity that are returning to stock from 
the “sharing table”. 

a. If you are returning items to stock that were left on the sharing table such as milk, put 
the item description, quantity from sharing table and “Sharing Table” in the “Comments” 
field.   

For example: If you had 10 1% milk leftover from serving and 5 cartons are being 
returned to stock from the sharing table, you would then enter 15 in the return to 
stock and make the note of “5 return to stock were from sharing table” in the 
comment box. 

 
8. Enter the number of “Waste” 
 
9. “Total Leftover” and “Total Served” will automatically be calculated based on the “Produced”, 

“Carryover”, “Return to Stock” and “Waste” information entered.  
 

10. Follow steps 6 – 8 for every item listed 
 
11. Click on “Save” may do this whenever especially if you leave your computer 
 

4 

6 

7 
8 

9 9 

12 

7a 



12. When all items are entered, click on “Save Record” (there shouldn’t be any red) 
 

13. If everything entered correctly, 
the status will change to Record 
Complete. 
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