
USING THE MENU CREATION TOOL

TO START

The South Dakota Adult Nutrition Program makes it easy for you to create a month-long menu 
using their provided recipes or your custom-made recipes. When you create a new menu, you’ll 
receive an email link to that menu. This menu link will never expire, so you will have access to that 
menu whenever you may need! Follow along with these instructions to get started using the 
menu creation tool. 

Setting up your menu is pretty self-explanatory. The first screen you will arrive at (see below) is to 
name, date, receive, and note your calendar menu. 

1. Name your menu
This will display at the top of your printable calendar along with the month and year, so we 
recommend using the name of your facility.

2. Submit your E-Mail address
This is the address your menu link will be sent to.

3. Select a weekly calendar layout
This dropdown will let you choose whether you want a 5-day week or a 7-day week. If you 
serve meals on weekends, choose 7-day!

4. Select a month and year 
This will display at the top of your printable calendar, so chose the month and year you are 
creating the menu for.

5. Leave yourself a note
If you want to add notes that apply to the entire menu, add them here. You will have the 
option to leave notes on specific days later on.



ADD TO CALENDAR
Navigating the Calendar to add menus to each day is quick and simple once you know where to 
find what you need. From this view you can add meals to each day, print your calendar or download 
it as a pdf, and edit the name and date of the Calendar. 

This button will take you back to the first page, where you 
can edit the name, date, or year on the menu. You can also 
go back to add notes to the calendar, which will appear at 
the bottom of this page.

This button will open a pdf which 
will allow you to print the menu or 
save it to your computer or device.

The Add Meal button will be found in the upper right corner 
of each calendar day. This button allows you to choose 
recipes, or place your own, onto the menu for that day. This 
is also where you can add notes that are specific to each 
day.



If you want to use a custom recipe that doesn’t exist, click the “Custom Recipe” button, and type 
whatever recipe name you want into the text input field.

ADDING A MEAL
Adding a meal is a simple process, but you can make your meal very custom and complex. To add a 
meal to a specific day, click the “Add Meal” link on the day you want to add your meal. 

Once you click the link, you will be taken to the form for adding meals, this is where you will enter 
the content of the meal. The form is split into 4 parts: Main Dishes, Sides, Desserts, and Notes. The 
Main Dishes, Sides, and Dessert sections is where you will enter the recipes/foods you want for your 
meal. Each section where you enter your recipe will function in the same way. 
First, you will decide if the recipe you want to add already exists, or if you want to add a custom 
recipe that doesn’t exist. If the recipe you want to add already exists, then start by choosing what 
category the recipe belongs to from the Category Selector dropdown.

Next, you will choose the specific recipe you want from the Recipe Selector dropdown.



ADDING A MEAL CONT.
The next step is to add the amount of whatever food/recipe you have chosen. Enter any amount or 
measure type you want into the Amount text input field. This amount should reflect with the kind 
of recipe/food you have added. Example: 2 cups, ½ serving, 5oz, 1 piece.

The next step is optional, which is adding carb servings to you recipe/food item. One serving of 
carbohydrate is measured as 15 grams. A food that contains 15 grams of carbohydrate is called “one 
carb serving”. For example, one slice of bread, a small piece of fruit, or an ear of corn each have 
around 15 grams of carb. Each of these equals one carb serving. Enter the amount of carb servings 
into the Carb Servings number input field.

The last step is also optional, which is adding a food item with your recipe. The purpose of this is if 
you have a recipe that needs an accompanying food item. Some examples of this include: Mashed 
Potatoes WITH Brown Gravy, Whole Wheat Biscuit WITH margarine or butter, or a bowl of Beef 
Stew WITH a package of saltine crackers. This adds additional possibilities for your meal. To add an 
accompanying food item, click the “With Food Item” button. The form will then change to display 
more inputs for you to enter the accompanying food item information.



ADDING A MEAL CONT.

MAIN DISHES

SIDE DISHES

Now that you know how to add a recipe or food item to your meal, it’s time to learn what each 
section of the form does differently.

Adding a main dish is required. You can also add the option of 2 main dishes if you want to give a 
different choice. To do this, click the “2 Main Dish Options” toggle button. Then the form will change 
and give you 2 separate input areas for entering your main dishes. 

Sides are optional in your meal and you can have a total of up to 5 of them. To add additional sides 
to your meal click the “Add Side” button. The form will then change and display another side input 
area.

Sides are optional in your meal and you can have a total of up to 5 of them. To add additional sides 
to your meal click the “Add Side” button. The form will then change and display another side input 
area.



ADDING A MEAL CONT.

DESSERT
Dessert is also optional. If you want to add a dessert, click the “Add a Dessert” toggle button.

NOTES
The last section of the meal input form is the notes section. If you have specific notes about the meal 
you are adding to your menu, this is where you will enter them. Examples: specific food handling / 
serving instructions, when to serve the meal, other miscellaneous info.

SAVING THE MEAL
Once you have entered all the content you want for your meal, click the “Add Meal” button at the 
bottom of the form. Your meal information will be saved, and you will be brought back to your 
custom menu. And that’s it!



EDIT A MEAL

Editing a meal is the same concept as adding a meal, except your previously entered content will 
be loaded into the input fields so you can change them, add more content, or remove unwanted 
content. To edit a meal, choose what day you want to change the meal content for, and click the 
“Edit Meal” link on that specific day.

EDITING
Once you click the link, you will be taken to the form for editing meals, with all the meal content 
loaded into the inputs. This is where you will be able to change the content of the meal. Once you are 
finished editing the content of your meal, click the “Edit Meal” button at the bottom of the form. Your 
meal information will be saved, and you will be brought back to your custom menu. And that’s it!

DELETING
If you want to start a meal over from scratch, or don’t want the meal at all, then you have the option 
of deleting the meal. Click the “Delete Meal” button at the bottom of the form and the delete meal 
confirmation box will pop up. If you are absolutely sure you want to delete the current meal, then 
click the second “Delete Meal” button. Once clicked, you will be redirected back to your custom 
menu, and the meal will be permanently deleted.


