WHEN AN ITEM NEEDS TO BE ADDED TO THE PRODUCTION RECORD PLEASE
FOLLOW THE DIRECTIONS BELOW.,

8.4

ADD PRODUCTION ITEMS

An item needs to be added to the Production Record when it is not on the Scheduled Menu or in
the event substitutions must be made. These added items include |eftovers, special menus, or any
other items added during a serving period. Thisis also where condiments need to be added as Recipe
Description or Number, (not Stock [tems).

1) Goto Back of the House > Production > Daily Production (140002).

1) Search for and double click to select the correct day’s Production Record.
2) Click the Add Item button.
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3) The Add Item to Production screen appears.

a. Inthe Search section, choose Recipe; please remember that you must add a
recipeto production records. For aprep site you should add R humber (R0001)
and for NNC sites you should add RxxxN numbers (ROO01N)

Enter the Item 1D or Description and
Click Search.
Select the correct item from the Sear ch Results box.
e. Enter the Serving Size Quantity. The Serving Size Quantity isaways“1”".
Select the M easur e from the list.
Enter the number of Servingsto Add.
Using the drop-down menu, enter whether the item is Food/Non-Food/Ala Carte.
To add an additional item, click on Save Add Another Item. If thisisthe last item, click on Add Item
and Return, which will save the item or recipe and return the Daily Production Screen.
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