
WWHHEENN  AANN  IITTEEMM  NNEEEEDDSS  TTOO  BBEE  AADDDDEEDD  TTOO  TTHHEE  PPRROODDUUCCTTIIOONN  RREECCOORRDD  PPLLEEAASSEE  

FFOOLLLLOOWW  TTHHEE  DDIIRREECCTTIIOONNSS  BBEELLOOWW..  

  

88..44  AADDDD  PPRROODDUUCCTTIIOONN  IITTEEMMSS  

 
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 leftovers, special menus, or any 
other items added during a serving period. This is also where condiments need to be added as Recipe 
Description or Number, (not Stock Items).  
 

1) Go to 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.  

 
 

 



 
3) The Add Item to Production screen appears. 

a. In the Search section, choose Recipe; please remember that you must add a 
recipe to production records. For a prep site you should add R number (R0001) 
and for NNC sites you should add RxxxN numbers (R0001N) 

b. Enter the Item ID or Description and  
c. Click Search.  
d. Select the correct item from the Search Results box.   
e. Enter the Serving Size Quantity. The Serving Size Quantity is always “1”. 

Select the Measure from the list. 
Enter the number of Servings to 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 this is the last item, click on Add Item 
and Return, which will save the item or recipe and return the Daily Production Screen. 
 

 


