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Logging into My Food Program on the Web

1. On aweb browser or mobile browser (for example, Google Chrome, Firefox, Edge or Safari) go
to www.myfoodprogram.com.
2. Click on Web Login in the upper-right corner

% myfoodprogram.com

€ 3 ¢ a
HME (F) OG Q Product Details ~ Site Types  Training  Resources Contact SignUp  Blog  Mobildibgin  Web Login

The Most Customizable CACFP Software

Make It Yours!

3. Enter your username and password

MYy
Foo#~PROGRAM

Username

Password

Forgot Password
Espafiol English

e |Ifyou forgot your password, but remember your username, you can use the Forgot
Password function.

e |Ifyou've forgotten both your username and password, reach out to your sponsor or the My Food
Program support team for assistance.



http://www.myfoodprogram.com/
https://myfoodprogram.tawk.help/article/password-reset
https://myfoodprogram.tawk.help/article/password-reset
https://www.myfoodprogram.com/contact-us/
https://www.myfoodprogram.com/contact-us/

Status Icons

On your main dashboard you will notice six icons in a grey bar across the top. These are quick views to
show you the current status important recordkeeping and participation requirements. Items in green are
in good status, those in grey are not applicable, and those in red require your attention.

Income Forms Enroliment forms

OK O 7 Missing Missing 22 5
1 Expired Expired
Claim Status Days Missing Meal FB ciring this month Expiring this month Days Missing Staff Needing
Counts Training
0 Expiring next month Expiring next manth Menus

Claims Status

This icon show you whether your claim has been submitted or is overdue. If you click on thisicon, you
will be redirected to the Check for Errors or Submit to Sponsor page.

Days Missing Meal Counts

This icon shows you how many days are missing meal counts. If you click on thisicon, you will be
redirected to the Menu page.

Income Forms

This icon lists out the breakdown of participant income forms that are Missing, Expired, Expiring This
Month and Expiring Next Month. If you click on this icon, you will be directed to the Missing Forms
Report where you can get more specific details. This icon is hidden if you are not a child care center or
adult day care center.

Enrollment Forms

This icon lists out the breakdown of enrollment forms that are Missing, Expired, Expiring This Month and
Expiring Next Month. If you click on this icon, you will be directed to the Missing Forms Report where you
can get more specific details. If this button is greyed out that means that meals are not being disallowed
for missing or expired enrollment form. This icon is hidden if you are an emergency shelter, afterschool
program or summer food site.

Days Missing Menus

This icon shows you how many days are missing menus. If you click on this icon, you will be redirected
to the Menu page.

Staff Needing Training
This shows you how many staff have expired Annual CACFP & Civil Rights training.



Menus

Enroliment forms

OK O 3 Missing 26
7 Expired
Claim Status Days Missing Meal (VB :ciing this month Days Missing
Counts
0 Expiring next month Menus
1 — o@e
2 ——
T' 5 = '-‘
Menu Attendance & Meal Count Entry Participants & Rosters
Q - —
Field Trips, Closures or School — Check for Errors or Submit to
Release Dates Expenses Sponsor
[~ |
File Cabinet

Staff with expired
or missing training

Reports

a

Site Details

Visits




Understand the Status Icons on the Main Dashboard

The food database only includes creditable foods. If you would like a food added, please send a request
to info@myfoodprogram.com. When planning your menus, keep in mind that the software was designed
to prevent errors, so you will not be able to save a menu that doesn’t credit with the CACFP.

When viewing your menus, you will notice that there are a number of icons used. These are meant to be
avisual reference to note the status of your menus. Please see below for more detailed descriptions.

Breakfast

Lunch
=avsda
PM Snack
=ve

Supper *%

1. Numbered List: means that a meal count has been entered.

2. Fork & Knife: means that a menu has been planned. The name of the meal turns green once
both a menu and meal count have been entered.

3. Child: means that an infant menu has been planned.

4. Food Production Record: means that a food production record has been created for this meal.


mailto:info@myfoodprogram.com

10.

11.

CN Label: means a food was added requiring additional documentation in the form of a CN
Label or Product Formulation Statement.

Individual Infant Feeding Records: red means that an infant has been checked in for a meal.
Once each infant checked in for a meal has an individual infant feeding record, the icon will turn
green.

Site Closures: means that the site was recorded as closed or on a holiday that day.

Juice: means that juice was served that day. The software automatically prevents juice from
being served twice in one day.

Whole Grain Rich: green means you have served a food that is whole grain-rich. If you have not
served a food that is whole grain-rich, the iconis red.

Meat/Meat Alternate: means that a meat/meat alternate was served at breakfast instead of a
grain. The software automatically limits those substitutions to three times per week.

Bus or Bus with Slash: school bus means the child care facility is open and school is in session
(i.e. school-agers are not expected at morning snack or lunch); school bus with slash means the
child care facility is open but school is not in session (i.e. school-agers are expected at morning
snack or lunch)

10



Favorite Foods

As you are planning menus, you may find that you use the same foods over and over. It would take a
considerable amount of time to search for a food item each time you want to include itin a menu. That’s
where favorite foods comes in. If a food item is designated as a favorite, it will appear in the drop-down
menu when planning menus.

6 Years - 17 Year: 1Cun

Apple Juice, 100%
Apples
Applesauce

Apricots
Adiust f B Bananas, fresh, sliced
just from one Age-
1 and/or Beans, baked D

m Appropriate Portion Beans, garbanzo or chickpeas
Beans, Great Northern, canned

Beans, Lima

Beans, Red

Adjust from one Age- Beans, refried, canned .

Blueberries rtion SO

Appropriate Portion N
Broccoli

Carrots

Cherries

Corn

Corn, whole kernel, canned, drained

A few items are automatically set to be favorites. To add or remove items from your favorite foods list:

e Clickon “Menu” from the main dashboard.

e Click on “Favorite Foods” in the upper-left corner.

e This screenis splitinto two sections with the top list for “Foods for Participants Other than
Infants < 12 months” and the bottom list for “Foods for Infants < 12 months”.

e Checkthe box next to food items that you want as favorites.

e Uncheck the box next to any food items that you want to remove as favorites.

e Click “Save”.

Mark as Name

Favcrite

Amaranth, cooked

Angera, whole grain

Animal crackers

Animal Crackers, Stauffer's, 30g for 16 crackers
Anjera, enriched

Bagels, enriched

Bagels, whole grain

Bagels, Whole Wheat (in Ibs)

Banana Bread, enriched

Banana Bread, whole grain

Barley, pearl, cooked

Biscuit, Belvita, Whole Grain

Biscuits, enriched

Biscuits, enriched (in Ibs)

Biscuits, Grands, Southern Style, 2 oz. each

OOorOO0OrROROOR OO
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Enter Your Menus

e Clickon “Menu” on the main dashboard. This will take you to the menu calendar.

i1

Menu

e Onthe menu calendar, click on the date and meal type for which you want to enter a menu. This
will take you to the meal details screen.
e Onthe meal details screen, click on the blue “Edit Menu” button.

Meal Details

Maal P Snack

Moy SHewberies
Granala WG
Vogurt

Menu hates Strawberry Parfait

i

F Mo

1= Mgal Count

# Food Production

W Meal Orders

*Dwily Tty infarst svirne appase hara, Indvidusl infant renis (I used) are weailabde by efeking Edit Infant Mesd

Optional Entries
1. Enter a “Description for Print View”. The text typed into this box will appear when you print a
menu instead of the list of food items. Some sponsors have this option turned off. If you do not
see a Description for Print View box, then your sponsor has this option turned off.
2. Enter “Menu Notes”. The text typed into this box will appear when you print a menu in addition
to the list of food items.
3. Select asaved menu from the “Use Saved Menu” drop-down and the food items will populate.

12


https://myfoodprogram.tawk.help/article/description-for-print-view-and-menu-notes
https://myfoodprogram.tawk.help/article/description-for-print-view-and-menu-notes
https://myfoodprogram.tawk.help/article/create-new-saved-menu

Requiremenis

Category Portion Sizs Favorite Foads Search Food

T Flaid Milk Salect ~ Q

Required Entries

1.

Go through each of the required food groups and select the food item that you are using to
satisfy that meal pattern requirement. You must have a food item for each required meal
component in order to save the menu.

You may add food items two ways

o Usethe Favorite Foods dropdown.

o Searchour food database. If you use the search function, we recommend keeping your
search term broad as the system will not recognize mis-spelled words or partial
matches.

If you would like to see portion sizes or adjust the portion served, click the hyperlink that says
"Show portion sizes"

If you select a food item by mistake, simply click the red “Remove” button.

When you are done, click the green “Save” button to return to the Meal Details screen.

13


https://myfoodprogram.tawk.help/article/favorite-foods-site
https://myfoodprogram.tawk.help/article/searching-the-food-database

Date Lmﬂmﬁ 3
Meal  nch
© Descripzon For Print View

Y
©Merwu Notes

Use Saved Wenu Seect

<

Requirements

Oneof each of the following
One wholegrain rich food per day - mes

Category Portion Size Favorite Foods Search Food
T Flaid Milk Séect v Sewrch Q
1 R LIS B3
S parion s =
5 * — N e 56 resuhts found
Select v
m Show pertion tizes
1 Vegewbdle Select v Sesrch Q
3 | oked Beans, vegetarian (n #10 can) | » oirogUnsiadnied
1 rruit angjor Seecr v Sexch Q
Vegetable
e e > =
1 Graina Select v n Q 17 resuits found
Select v
| B, WOR Gm ms) | bt aiorriates
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Search the Food Database
While creating menus and adding food items, you can either choose from the list of Favorite Foods or
search our food database (this is an optional setting, and you may not see this if your sponsor has it

turned off).
e The food database only includes creditable foods.
[ ]
will not recognize mis-spelled words or partial matches.

[ ]
e Whenyou are done, click “Save”.

1 Fruit Select

1 Grains Select

When using the search function, we recommend keeping your search term broad as the system

If you select a food item by mistake, simply click the red “Remove” button.

15

apple

Search

10 results found

Apple Juice, 100% (in cups)
Apples, canned, sliced, drained (in #10 cans)
Apples, canned, sliced, with liguid (in #10 cans)
Apples, canned, sliced, with liquid (in Ibs)
Apples, dried (in cups)

Apples, fresh or canned (in cups)
Apples, fresh, 125-138 count (each)
Applesauce (in cups)

Pineapple Juice, 100% (in cups)
Pineapple, canned or fresh (in cups)



Identify Whole Grain Rich Items

While creating menus and adding foods, either through the Favorite Foods list or searching our
database, you will be able to easily identify which foods are classified as Whole Grain-Rich (WGR).
When you see a food item listed with the initials "WGR" that means that item qualifies as Whole Grain-
Rich. If the items says "Enriched" or has no other notation, it does not qualify as Whole Grain-Rich.

AuiiiTidl Crackers, Trriched (in 0z)
Bagels, WGR (in 0z)
1 Meat/Meat Alternate Baliaita Bread; Enfiched (in 0z)
Biscuits, Enriched (in 0z)
Breading, Enriched (in 0z)
Breading, WGR (in 0z)
Bun, Enriched (in 0z)
Bun, WGR (in 02)
1 Vegetable Cereal, Cheerios, plain WGR (in 0z)
Cereal, Corn Flakes (in cups)
Cereal, Honey Bunches of Oats Almond Crunch WGR (in cups)
Cereal, Honey Bunches of Oats Vanilla (in cups)
CeroalyHiuiiey Kix WoH (irroups)
Cereal, Rice Chex WGR (in cups) ults found
Ceredl, Wiveaties WSR (il Cups) st ~
Cornbread, Enriched (in 0z)
Crackers, Cheez-It (each)
Crackers, Club, enriched (in 0z)
Crackerse Goldfish WGR (in n7)

|
Select v Search. Q

1 Fruit

1 Grains

16



Create Saved Child Menus

e Clickon “Menu” from the main dashboard.

e Clickon “Saved Menus”.

e Click onthe blue “Add Menu” button on the upper-right corner.
e Complete the fields for:

o

Name: this is a required field and will be the name that will appear in the drop-down
when you plan your daily menus. You may name it with just an entrée, for example
“Baked Chicken Lunch”, or with a list of the food items, for example “Yogurt and
Crackers” or with the information from a cycle menu plan, for example “Monday
Breakfast Week 1”.

Description: the description is what will appear on the printed version of your menu. If
you do not enter any text in the “Description” box, then the names of the food items will
appear on the printed version of your menu. If you plan to print and post your menu, it
would be best to complete the description.

Meal Pattern: this is a required field. Select whether you are planning a breakfast, snack
or lunch/supper so that the correct meal pattern appears during menu planning.

Home Menu Saved Menus / Saved Menu

Saved Menu

Name Baked Chicken Lunch

Description Baked Chicken
Whole-Grain Bread

Meal Pattern New Lunch/Supper v

e Enterthe food items for your saved menu using favorite foods and/or the food search function.
e Click “Save”.
e Your new Saved Menu now appears as a choice when completing a daily menu.

Baked Chicken Lunch Baked Chicken Whole-Grain Bread Corn 1.00 Bread, whole wheat New Lunch/Supper

Watermelon Milk 1.00 Chicken, cooked
1.00 Corn
1.00 Watermelon
1.00 1% Milk for all participants 2 and older
1.00 Whole milk for ages 12-23 months

17



Print Child Menu

e Clickon “Menu” on the main dashboard. This will take you to the menu calendar page.

11

Menu

e Atthe top of the menu calendar page, click on the button that says “Print Menus”

Print Menus

o Whenyou load the page, the date range will default to the current month. Use the custom date
picker to adjust the dates that you want to print.

Home Menu  Print Menus
Child Menu Print-Ready
Infant Menu Print-Ready

Additional Menu Print Options:
Portioned Menu Print-Ready
Child Menu in Excel

Monthly Infant Menu in Excel

Child Meal Pattern Print-Ready

From 01/01/2023 To 01/31/2023
Sunday Monday Tucedav Wednesday Thusoday Friday Saturday
1 2 3 4 5 6 7
Breakfast: Breakfast: Bananas, Breakfast: Eggs, Breakfast: 1% Milk, Breakfast: Bell
Hashbrowns, 1% Milk, 1% Milk, unflavored (2 Whole Milk, unflavored (2 yrs+), Peppers, Tortillas
unflavored (2 yrs+), yrs+), Whole Milk, unflavored (1 yr), 1% Whole Milk, WGR, 1% Milk,
Whole Milk, unflavored unflavored (1 yr), Milk, unflavored (2 unflavored (1 yr), unflavored (2 yrs+),
(1 yr), Eggs Cheerios WGR yrs+), Hashbrowns, Eggs, Hashbrowns Whole Milk,
Lunch: Bread WGR, Lunch: Chicken, Pasta Bagels Lunch: Bread WGR, unflavored (1 yr)
Broccoli, Cheese, WGR, 1% Milk, Lunch: Whole Milk, 1% Milk, unflavored (2 Lunch: Black Beans,
Grapes, Tuna, 1% Milk, unflavored (2 yrs+), unflavored (1 yr), 1% yrs+), Whole Milk, Broccoli,
unflavored (2 yrs+), Whole Milk, unflavored Milk, unflavored (2 unflavored (1 yr), Applesauce, Corn
Whole Milk, unflavored (1 yr), Mandarin yrs+), Tuna, Grapes, Bananas, Carrots, Chex WGR, 1% Milk,

e Onceyou have entered your desired date range, click the hyperlink Select “Child Menu Print-
Ready”. This will automatically download a PDF version of your menu.

18



Monthly Child Menu

Site Name: Test Center 2 LLC Site Identification Number. 67584 December 2020
Sponsor Narme: Test Sponsor Sponsor Identification Number: 12345
Suncay onday Tuesday Vecnesday Thursday Friday Saturday |
27 28 29 30 31 1 2
Breakfast: Mik: Eggs: Breakfast: Milk Breakfast: Milk Breakfast: Mik Breakfast: Milk Breskiast:
Applesauce Fruit Coektail  Applesauce Applesauce Applesauce
Toast WGR Toast WGR Toast WGR Life Cereal WGR Lunch
Lunch : Wil
Tomato Meat Sauce Lunch: Milk; Ground Beef | AM Snack: 100% Juice AM Snack: Mik AN Snack: Mik PMSnack:
jhetti Baked Beans; Strawberries: |Animal Crackers Graham Crackers Graham Crackers
Peas Buns
Oranges Lunch: Mk Lunch: Milk Lunen: Mk
P Snack: Stiing Cheese & |Tomato Meat Sauce Tomato Meat Sauce Hamburger on Bun
P Snack. Mik Ritz Crackers Spaghett Spaghett Baked Beans
Graham Crackers Peas Peas Peaches
Oranges Oranges
P Snack: Mik
P Snack: Milk: P4 Snack: Mlk Graham Crackers
| Graham Crackers Graham Crackers.

1 yr olds receive unflavored whole milk, 2-5 yr olds receive urflavored skim or 1% milk, 6 yrs and older receive unflavored or flavored skim or 1% milk. Breastmilk may
substitute for cow's milk at any age. Fluid milk substitutes may be served with appropriate documentation. Juice is 100%. WGR indicates whole grain-rich

This institution is an equal opportunity provider.

May 09 2022 MyFoodProgram - wiww. myfoodprogram.com

Reminders about Printable Menu Text

Date 11/04/2020

Meal Lunch

@ Description For Print View

© Menu Notes Chicken Noodle Soup

Use Saved Menu Select e
Date 11/04/2020
Meal  Lunch

@ Description For Print View Milk, Chicken Neodle Soup, Mandarin Qranges

© Menu Notes

Use Saved Menu Select ~
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‘Wednesday

4

Breakfast:
(A8 Snack:

Lunch: Pasta;
Clementines/Mandarin
Cranges; Mixed Vegetables;
Chicken; Whole Milk,
unflavored (1 yr): 1% Milk,
urfigvored (2 yist)

Chicken Noodle Soup

PM Snack:

Wednesday

a4

Breakfast:
AM Snack:

Lunch: Milk, Chicken MNoodle
Soup, Mandarin Oranges

PM Snack:




Plan an Infant Menu

e Click on Menu from the main dashboard. This will take you to the menu calendar.
Menu

e From the menu calendar, select the date and meal type for which you want to plan an infant
menu. This will take you to the Meal Details screen.
e Onthe Meal Details screen, click on the blue “Edit Infant Menu” button.

Home Menu /. Meal Detalls

Meal Details
€ Previous Day Date 02/23/2023
Meal Lunch v
¥ Menu
Menu Notes
4
¥ Menu*
¥ Edit Infant Menu
I= Meal Count # Edit Meai Count

# Grocery Estimate

™ Meal Orders

*Only facility infant menus appear here. Individual infant menus (if used) are available by clicking Edit Infant Menu

Use Saved Menu
You have the option to use a saved menu if you have added those to My Food Program. Selecting a
saved menu will populate the food items. Learn more about saved menus for infants here.

Select Infant Age Range Oldest Infant in Care 6-11 Months New Bre: Vv

Use Saved Menu ‘ Select v }

Apricot with Mixed Fruit, Infant Cereal

Bananas, Infant Cereal

Peach infant food, yogurt

Pear Infant Food, Infant Cereal ‘
Pumpkin banana infant food, Infant Cereal
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https://myfoodprogram.tawk.help/article/create-new-saved-menu-for-infants

Select Infant Food Items

If you are not using a saved menu, you will need to select the food items that you are using to
satisfy the infant meal pattern requirements.
You may add food items two ways

o Usethe Favorite Foods dropdown.

o Searchourfood database. If you use the search function, we recommend keeping your
search term broad as the system will not recognize mis-spelled words. Some sponsors
limit the use of the search function. If you do not see a search box, then this feature was
turned off by your sponsor.

As you add food items, you can see portion size reminders that correspond with the minimum
amounts in the infant meal pattern.

Because this is a saved menu, you are not required to enter anything other than formula/breast
milk. However, if you use a saved menu with only formula or breast milk for a day on which you
have an infant that is developmentally ready for solid foods, then you will get an error when you
save prompting you to add solid foods to your menu. If the provider or center does not have any
infants that are developmentally ready for solid foods, then the menu will successfully save
without solid foods on the menu.

When you are done, click the green “Save” button to return to the Meal Details screen.

Category Favorite Foods Search Food
1 Selert - =1
AgeRanga Age-Appraprists Portion ==
0 Months - 5 Months 40z
& Months - 11 Manths 2oz
0- 1| andior Select - a
[ om are nequired 10 add solid foods 1o your menu because you have enoiled infants that ane d tally reacy. |
0-1 and/or Sekect - a
fummhlﬁﬂlmh o biressse e b srwolled infants el e dewslogresetally rady. |
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https://myfoodprogram.tawk.help/article/favorite-foods-site
https://myfoodprogram.tawk.help/article/searching-the-food-database

Create Saved Infant Menu
Saved menus reduce the amount of time it takes to plan and record the food items that you are going to
use to satisfy each meal pattern group. There are two ways to create a saved menu.

Method #1 to Create a New Saved Menu for Infants:

e Clickon “Menu” from the main dashboard.

e Clickon “Saved Menus”.

e Clickonthe blue “Add Infant Menu” button on the upper-right corner.
e Complete the fields for:

o Name: thisis arequired field and will be the name that will appear in the drop-down
when you plan your daily menus. You may name it with a list of the food items, for
example “Formula Peaches Infant Cereal” or with the information from a cycle menu
plan, for example “Monday Lunch Week 1”.

o Meal Pattern: this is a required field. Select whether you are planning a breakfast, snack
or lunch/supper.

e Enterthe food items for your saved menu using favorite foods and/or the food search function.
e Click “Save”.
* Your new Saved Menu now appears as a choice when completing a daily menu.

Home Menu / Saved Menus

Saved Menus

Name Name Food ltems Meal Pattern Copy Delete
Formula Peaches Infant Cereal 1.00 Infant Cereal, iron-fortified Oldest Infant in Care 6-11

1.00 Iron-fortified Infant Formula Months New Lunch/Supper
1.00 Infant Peach Food

Method #2 to Create a New Saved Menu for Infants:

e Clickon “Menu” from the main dashboard.

e Click on the date and meal type that you want to plan, for example, lunch on July 27.

e Click onthe blue “Edit Infant Menu” button.

e Complete the steps to plan a menu by adding required food items using favorite foods and/or
the food item search function.

e Click “Save” to return to the Meal Details screen.

e Clickthe blue “Create Saved Menu” button underneath the Menu.

+ Men Cereal, Cheerlos, plain, WGR (In cups)

Breast Milk/Iron-Fortified Formula

e Make any edits and click “Save”.
e Your new Saved Infant Menu now appears as a choice when completing a daily menu.
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Print Infant Menu

e Clickon “Menu” on the main dashboard.
e Click onthe “Print Menus” button at the top of the page.
e Usethe custom date picker, if needed, to print one week, two weeks or a full month.
e Select “Infant Menu Print-Ready”.
o Afteryou click “Infant Menu Print-Ready” a report will be generated and the page will
refresh. Click on “Download Print-Ready Menu” and save the PDF document in your
location of choice.

Monthly Infant Menu

Site Name: Test Center 2 LLC Site Identification Number: 67584 December 2020
Sponsor Name: Test Sponsor Sponsor Identification Number: 12345
Sunday Monday Tuesday Wednesday | Thursday Friday Saturday
27 28 29 30 31 1 2
Breakfast: Breast Mik/Iron- | Breakfast: Breast Mik/Iron- | Breakfast: Breast Mik/Iron- | Breakfast: Breast Mik/Iron- |Break : Breast Mik/I B
Fortified Infant Formula Fortified Infant Formula; Fortified Infant Formula; Fortified Infant Formula; Fortified Infant Formula;
Iron-Fortified Infant Cereal; | Iron-Fortified Infant Cereal; |Iron-Fortified Infant Cereal; |Iron-Fortified Infant Cereal: |Lunch:
Lunch: Breast Mik/ron- Applesauce Pears Pears Pears
Fortified Infant Formula; PM Snack:

Iron-Fortified Infant Cereal
Banana, Apples & Pears
Infant Food

PM Snack: Breast Milk/Iron-
Fortified Infant Formula;
Bananas; Cheez-It Crackers

Lunch: Breast Mik/ron-
Fortified Infant Formula;
Iron-Fortified Infant Cereal;
Apple & Sweet Potato Infant
Food

PM Snack: Breast Milk/Iron-
Fortified Infant Formula;
Iron-Fortified Infant Cereal;
Bananas

AM Snack: Breast Milk/ron-
Fortified Infant Formula;
Bananas; Cheez-It Crackers

Lunch: Breast Mik/lron-
Fortified Infant Formula:
Iron-Fortified Infant Cereal;
Banana, Apples & Pears
Infant Food

PM Snack: Breast Milk/iron-
Fortified Infant Formula:

AM Snack: Breast Milk/lron-
Fortified Infant Formula;
Bananas; Cheez-It Crackers

Lunch: Breast Mik/ron-
Fortified Infant Formula;
Iron-Fortified Infant Cereal;
Banana, Apples & Pears
Infant Food

PM Snack: Breast Milk/Iron-
Fortified Infant Formula;

Bananas; Cheez-It Crackers |Bananas; Cheez-It Crackers

AM Snack: Breast Milk/Iron-
Fortified Infant Formula;
Bananas; Cheez-It Crackers

Lunch: Breast Mik/ron-
Fortified Infant Formula;
Iron-Fortified Infant Cereal:
Banana, Apples & Pears
Infant Food

PM Snack: Breast Milk/Iron-
Fortified Infant Formula;
Bananas; Cheez-It Crackers

1 yr olds receive unflavored whole milk, 2-5 yr olds receive unflavored skim or 1% milk, 6 yrs and older receive unflavored or flavored skim or 1% milk. Breastmilk may
substitute for cow's milk at any age. Fluid milk substitutes may be served with appropriate documentation. Juice is 100%. WGR indicates whole grain-rich

This institution is an equal opportunity provider.

May 09, 2022

MyFoodProgram - www.myfoodprogram.com
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Attendance & Meal Count Entry

Enroliment forms

(0].4 0 3 BN 26 1
2 B
Claim Status Days Missing Meal VB c:ciring this month Days Missing Staff with expired
Counts or missing training
0 Expiring next month Menus

1} = 2% - )

Menu ARendance & Meal Count Entry Participants & Rosters Users Site Details

=

—

i I [

Ul I-ll 8 —

Field Trips, Closures or School — Check for Errors or Submit to B —
Release Dates Expenses Sponsor Reports Visits

File Cabinet
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Entering Attendance & Meal Counts

e Click on “Attendance & Meal Count Entry” from the main dashboard.

] o=
2 ==
X o

Attendance & Meal Count Entry

The screen will default to the current date, the first meal of the day and the first roster alphabetically.
You can change those selections using the dropdown menus.

e Click on “Daily Attendance” if the child was in attendance for the day. Clicking "Daily
Attendance" will change the meal count button from grey to white.

e Clickthe meal count button next to the name of each child that participated in the meal service.
Clicking the meal count button will change it from white to green.

e Click Save
!
SN
CACFP P
Participant not checked in for meal Participant checked in for meal after save

Depending on your site setup, you may see one or more of the following buttons:

Meal Count )
Explanation

Button

CACEP This is for sites that do not have to separate their preschool claim from their school
age claim

N/C Non-CACFP or Not Claiming. Used for participants who have declined the CACFP or

staff members that need to be counted for meals.
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ID Age Name Ate

S 1YOM  Sarah Hill ®Daily Attendance - m |

13 0Y7M  Roger Marshall [JDaily Attendance |

16 0Y 10M  Brian Rodriguez @Daily Attendance - @ |
Current Totals 2 ’ ‘ 2 ’

Notes:

e You cannot click the meal count button until you have clicked “Daily Attendance” - this
prevents a meal from being recorded without attendance.

e Achild only needs to be checked in as “Daily Attendance” once during the day. The “Daily
Attendance” button will already be checked if you navigate to meals later in the day.

e Ifyou remove the check from the “Daily Attendance” column, you are removing the attendance
and all meals for the day

Notes to Sponsor

At the top of the attendance page, you have the option to send a note to your sponsor. When you do this,
your sponsor will receive an email with your note if the sponsor has turned on email alerts. Otherwise,
they can run the Daily Notes Export file to read the daily notes.

Date

Roster Select v

Notes to Sponsor

Meals Outside Schedule
If your sponsor has this feature turned on, you may see a box that allows you to indicate that a
participantis eating a meal thatisn't on their typical schedule.

Some examples of when you would use this feature:
e itisaschoolrelease day and there is a school-age child present for a lunch when they normally
eat that meal at school
e achild normally attends Monday, Wednesday, Friday but attends on a Tuesday because of a
change in a parent's work schedule
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https://myfoodprogram.tawk.help/article/send-email-when-new-notes-to-sponsor-entered-on-a-site
https://myfoodprogram.tawk.help/article/daily-notes-export

To record a day when a child is eating meals outside of their normal schedule:
e Clickthe box in the column "Meal Outside of Normal Schedule"
e Provide areason

e Click"Save"
ID Name Ate
1 Ella Arries EDaily Attendance @ EMeal Outside of Normal Schedule |School Release Day
Meal Shifts

If your meal operates in shifts, you will see a column for each shift.

e Clickthe meal count button for each shift at which the participant was present.

ID Name Shift 1 Shift 2

1 Ella Arries EDaily Attendance m @
14 Suzy Cramer EDaily Attendance m ‘ CACFP ‘
10 Sandy Smith EDaily Attendance | CACFP ‘ m
23 Laura Walker ®Daily Attendance ‘ CACFP J ‘ CACFP ‘

6 Jacqueline Wright [CDaily Attendance CACFP CACFP

Menu Shortcuts

After saving a meal count, two buttons will now appear on the screen that say “Click here to enter
menu” and/or "Click here to enter infant menu" for easy navigation to the menu screen (1). From the
menu screen, you can click “Edit Meal Count” to get back to the meal count screen (2):

Side By Side Entry

EEEE

Meal Details

Heny  Svowberies
Grancia WGt
egurt

MenuNotes  Strawbery Farfait

Wt

1= hoal Count

# Food Praduction

W hes Orders.

ey Taciiy infast vt e oo, Wcchasd nfant e G sed) e vilabls by hcking EGit Infart M
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Participants & Rosters

oK 0
Claim Status Days Missing Meal
Counts
T' 1 —
2 —
E o
Menu Attendance & Meal Count Entry
1L
Field Trips, Closures or School —
Release Dates Expenses

[=J =T L R

Enroliment forms

Missing 26

Expired

Expiring this month Days Missing

Expiring next month Menus

oPe
‘a0

Participants & Rosters

—

Check for Errors or Submit to
Sponsor

File Cabinet

Users

1

Staff with expired
or missing training

|

Reports

A

Site Details

Visits
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Understanding Households and Participants

1. Every participant has a household, even if that household doesn't have any information entered,
such as parent name, address or phone number.

2. Income forms are associated with a household and apply to all members of that household.

3. Enrollment forms are associated with participants and apply only to an individual child or adult
daycare client.

Income Household
Forms

Enrollment Participant 1 Participant 2
Forms

29



Creating a New Household

When a new family enrolls in a site, a new household should be created. Remember that all children in a
household are linked to a parent/guardian and household address.

To add a new household:

e Click on “Participants & Rosters” on the main dashboard.

D ®
29

Participants & Rosters

Click on the blue “Add New Household” button.

Start working from top to bottom:

Step 1: Enter the household address.

Household Info

Address 1~

City*

State*

Guardians

Name Primary Phone Email Address Is Primary Guardian Action

Participants

Name Participant ID Roster Status Delete Move Merge

Step 2: Click the blue “Add Guardian” button.

e Complete the first name (required), last name (required), phone number and email for the
parent/guardian.

e The “Primary Guardian for Household” is checked by default. You can uncheck this box if this
guardian is not the primary guardian.
e Click “Save”.
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Guardian

First Mame *
Micdle Name
Last Mame *
Primary Phene *
Secendary Phane

Ernail Address

Step 3:

Prirrac Guardian for Heusabald

The household is now ready for participants to be added.
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https://myfoodprogram.tawk.help/article/add-a-participant

Adding a New Participant

e Click on “Participants & Rosters” on the main dashboard.

D 3
sB:

Participants & Rosters

e Click onthe Household you are adding a participant to
e Clickthe blue Add Participant button

Enter the Required Information from Top to Bottom

Participant Info Required? Notes
First Name* Yes
Middle Name No
Last Name* Yes
Birthdate* Yes

This checkbox should be used if you are adding a participant and
you have not verified their exact date of birth. Avoid this situation
whenever possible as incorrect birthdates can create problems
with claims processing.

Birthdate Estimated No

Include in School
Age Licensed No This willinclude the child in the school age licensed capacity
Capacity
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Participant Info

Gender

Allergies

Roster Assignment

Racial Identity

Ethnicity

Rate Type

Rate

School Day Rate

Provider's Child or
Residential Child

Receives
Subsidized Care

Foster Child

Special Needs -
allowed to claim
overage 13

Related, Non-
Residential

Exclude from
License Capacity
Checks

Required?

No

No

No

Yes

Yes

No

No

No

No

No

No

No

No

Notes

Text Box. This is linked to mobile app alerts about allergies.

The regular rate

The rate for a school release date

Can only be edited by sponsor users.

Can only be edited by sponsor users.

Only for family child care homes

Can only be edited by sponsor users
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Participant Info Required? Notes

Participant Notes No Text box

Group ID No

My Food Program will automatically assign a Participant ID if this

Participant ID No is left blank
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Participant Status

When you add a new participant, the status will be "Pending". The start date will default to the current
date. If the participant started before today, adjust the start date.

The following three participant statuses will include children or adult day care clients on attendance
and meal count lists.

1. Active
2. Pending
3. Inactive

The status of "inactive" means that the child or adult day care client is withdrawn. Participants that are
inactive are NOT listed on attendance and meal count screens.

Active Pending Inactive

Many sponsors use
“Pending” to mean that a
child has been added to My

Many sponsors use
“Active” to mean that
all the required

Food Program, but they The status of
CACFP paperwork has . « o
. have not received any Inactive” will
been turnedin. For .
paperwork. When a remove a child
example, an .
sponsor adds an from appearing
enrollment form, an
. . enrollment form, a on attendance
income form, an infant L. . .
. participant is automatically = and meal count
meal notification . .
moved from Pending to lists.

letter and special
dietary statement (if
applicable).

Active status as of the date
the enrollment form was
entered.

Managing the Dates for Participant Status
We have four rules about participant status:

Rule #1

Every participant has to have at least one status. If you try to save a participant without a status, you will
receive and error stating This is Required as seen below.

Participant Status*
Start Date End Date Status
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Rule #2

The last row on participant status needs to have an empty end date. This indicates that it is the "current"
participant status. If you try to fillin the last end date, you will get an error that says Last End Date must
be empty as seen below.

Participant Status*

Start Date End Date Status
06/01/2018 01/24/2022 Active v
01/25/2022 01/26/2022 Inactive &

Rule #3

There cannot be any gaps in the participant status. In other words, from the start date on, we need to
know the participant status for every day. If you try to leave a gap in the participant status, you will get
an error that says This Start must be 1 day after previous End as seen below.

Participant Status*

Start Date End Date Status
06/01/2018 01/15/2022 Active v m
01/25/2022 Inactive v m
‘This Start must be 1 day after previous End

Rule #4

You cannot set a participant to "inactive" if they were in attendance at the center or family day care
home during that date range. The participant status of "inactive" means that the child or adult day care
client was withdrawn from the facility. A participant cannot be both withdrawn and in attendance. If you
try to set the participant status to inactive for a date range where the child or adult day care client was in
attendance, you will get an error that says Daily Attendance exists for date range as seen below.

Participant Status*

Start Date End Date Status
06/01/2018 12/31/2021 Active v m
01/01/2022 Inactive v m
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Participant Programs

Children will be automatically enrolled in the CACFP Standard participant program. Children who
are in the CACFP Standard participant program will have a CACFP next to their name on the attendance

and meal count pages.

The Non-CACFP program type is used for participants that need to be recorded for attendance and meal
counts but not included in a claim. The most common scenarios we see for non-CACFP participants are
children who are providing their own meals but still need to be checked in for attendance and meal
counts in order to demonstrate compliance with licensed capacity

Any participants who need to be added to My Food Program but should NOT be included in the claim,
should have their Program Type changed from the default to "Non-CACFP"

To do that:

e Click on Participants & Rosters from the main dashboard
e Click on the Participants Name

e Scroll down to the Participant Programs section

e Clickthe orange "Add Program" Button

e Select Non-CACFP from the dropdown

e Save the participant

Participant Programs*

Program Start Date End Date

NonCACFP v 07/01/2020

Note: Meal counts for participants designated as Non-CACFP will trigger an error that says, "Meal
Claimed for Participant Who is a Non-CACFP Participant" as an extra reminder that those meals will not
be claimed. Participants who are designated as Non-CACFP will have an N/C next to their name on
attendance and meal counts screens.

N/C

Note: a participant cannot be both Non-CACFP and any other program type for the same date.
Participants are either eligible for a claim or not.
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Participant Schedule

Schedules are used to ensure that participants are only claimed for meals that are on their enrollment
form.

To Set a Participant Schedule

e Click on “Participants & Rosters” on the main dashboard to load a list of participants.

& B
29

Participants & Rosters

e Click on the name of the participant.
e Scroll down to the "Participant Schedule" section

e Clickthe "Edit Schedule" button to go to the screen to edit the participant schedule

This button is hidden if your sponsor is restricting meals to only those listed on an enrollment form and
an enrollment form is already on-file. If you need to edit a participant schedule and you do not see
the "Edit Schedule" button then you need to contact your sponsor.

Participant Schedule

Benjamin Lopez

Start Time End Time Days Of Week Meals Delete
00 am 08:00 om O All Days O All Meals
O Mon-Fri [ Early Snack
U sunday Breakfast
Monday O AM Snack
Tuesday Lunch
Wednesday PM Snack
Thursday O Supper
Friday O Evening Snack
O saturday

[

e Enterthe start and end time for when the participantisin care.
o Select the days of the week and typical meals eaten on a day when schoolis in session
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e If aparticipant leaves during the day and then returns (for example, is enrolled in before-school
care and after-school care) or their schedule varies according to the day of the week, click the
blue “Add” button to create another set of in/out times and meals.

e You also have the option to set the hours, days and meals to match those of the provider or
center. If you click the blue "Match facility schedule" button it will generate the participant
schedule to match.

e Click “Save”.

Entering Overnight Schedules

We do not allow an arrival time that is earlier than the departure time. Therefore, in order to enter an
overnight schedule, you have to add a departure time of 11:59 pm and then an arrival time with 12:00
am.

Below is an example of an overnight schedule with the child arriving at 7:00 pm and staying in care
overnight until 7:00 am the following day:

Start Time End Time Days Of Week Meals

0700 pm 11:59 pm O All Days LI All Meals
O Mon-Fri [ Early Snack
U Sunday [J Breakfast
Monday [J AM Snack
Tuesday O Lunch
Wednesday J PM Snack
Thursday Supper
Friday Evening Snack
L) Saturday

12:00 am 07:00 am [J All Days CJ All Meals
Mon-Fri O Early Snack
OJ Sunday Breakfast
Monday O AM Snack
Tuesday O Lunch
Wednesday J PM Snack
Thursday [J Supper
Friday OJ Evening Snack
L) Saturday
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Printing an Enrollment Form

My Food Program offers the option for sites to download a form that is pre-printed with participant and
household information, including the participant name, date of birth, typical hours and meals,
parent/guardian name, address, phone number and email address.

Before printing a form, providers or centers should:

1. Create a new household and enter the parent or guardian contact information
2. Create a new participant and enter the required information

To Download a Pre-Filled Form

e Click on Participants & Rosters from the main dashboard

& B
28

Participants & Rosters

e Click on the name of the parent or guardian or on the yellow hyperlink that says "Edit
Household" if you have not entered a parent or guardian name. This will take you to the
household page.

e Onthe household page, scroll to the bottom of the page and click on the blue "Create
Participant Registration Form" button and the report will automatically download as a PDF.
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Household Info

Address 1 333 Marshall St
Address 2
City Durham
State North Carolina v
Zip 12350
Guardians k] Basedien
Name Primary Phone Email Address Is Primary Guardian Action
Ryan Cunningham (123) 456-7895 Yes u
Participants i e el
Name Participant ID Roster Status Delete Move Merge
Bob Cunningham 7 School Age Active
Natalle Cunningham 6 Preschool Active

Household Income Statement

Nct Available

e Have the parent or guardian complete the forms, including their signature.

e Send the forms to your sponsor and they will process the paperwork

Only sponsors can add, delete or edit enrollment forms. If you are a site-level user, you can see
enrollment form dates added by your sponsor.
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Invoicing Households

My Food Program has the ability for providers or centers to track invoices sent to parent/guardians or
county agencies for subsidized child care and the payments made on those invoices. The system is for
tracking purposes only. There is no integrated system for sending or receiving payments.

To create an invoice:

Click on “Participants & Rosters” on the main dashboard.
Select the name of the Parent/Guardian you want to invoice.
Click on the orange “Invoice” button to the right of the name of the Parent/Guardian.
Complete the fields as follows:

o Invoice Date (required): this is the date of the invoice.

o Date From (required): this is the first date for the invoice.

o Date To (required): this is the last date for the invoice.
Click the blue “Calculate Child Care” and My Food Program will automatically calculate the
total fees due for child care based on the attendance recorded for the child and their individual
fee schedule.
Add additional fees or record discounts by selecting the appropriate choice from the dropdown
and a description. Note: if you are entering a discount, the “amount” item should be
entered as a negative number. For example -20 for a $20 discount.
Click the blue “Update Sub-Total” button.
If you are receiving immediate payment, you can record it at the time. If you are creating the
invoice to send click on “Generate Invoice”

Invoice #1000 Invoice Date: 08/16/2018

Child care
child Quantity Rate Rate Type Total

Sub-Total $150.00

Fees and Discounts

Type Description Amount

Invoice Sub-Total $130.00

Payments
Payment Type Notes Amount

Generate Invoice

Yourinvoice will now appear under the list of outstanding invoices.
If you would like to view the invoice in your web browser, click the “View” link next to the
invoice.
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Child Care Center

- / o Tax ID: null INVOICE #1000
HIMPROGRAM 123 Main Street Duluth G4 55109
Phone: (355) 555-5355 E-mail: infol@myfoodprogram.com Created: August 16, 2018

Bill To: John Doe

Invoice Number Date From Date To Date Printed

1000 08/06/2018 08/10/2018 08/16/2018
Child Quantity Rate Rate Type Sub-Totall
Susie Doe 1.00 $150.00 Week $150.00
Susie Doe 0.00 $0.00 Week (School Day Rate) $0.00
Sub-Total $150.00
Discount (Credit for sibling discount) -20.00
TOTAL $130.00

Payments Received

BALANCE DUE $130.00

e Ifyou are printing or emailing the invoice, click the “Download” link next to the invoice to
generate a print-friendly PDF.

Child Care Center _
FOO#PROGRAM TaxiD: Invoice #1000

123 Main Street, Duluth GA 55109

Phone: (555) 555-5555 Email: Created: 08/16/2018

Bill To: John Doe

Number Date From Date Printed

1000 08/06/2018 08/10/2018 08/16/2018
Child Name Quantity Rate Rate Type Sub-Total
Susie Doe 1.00 $150.00 Week $150.00
Susie Doe 0.00 $0.00 Week (School Day Rate) $0.00
Sub-Total: $150.00

Discount(Credit for

sibling discount) $-20.00
TOTAL: $130.00
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Recording a Payment on an Invoice

My Food Program has the ability for providers or centers to track invoices sent to parent/guardians or
county agencies for subsidized child care and the payments made on those invoices. The system is for
tracking purposes only. There is no integrated system for sending or receiving payments.

To record a payment on an invoice:

e Click on “Participants & Households” on the main dashboard.
e Select the name of the Parent/Guardian.
e Clickonthe blue “Add Payment” button to the right of the invoice.
e Scrollto the bottom of the page and complete the “Payment” fields as follows:
o Payment Method (required): select how payment was received.

Payment Date (required): the date the payment was received
Notes: for your recordkeeping.
Amount (required): the amount of the payment. The amount of the payment can be
either less than or more than the invoice. If the payment amount exceeds the invoiced
amount (i.e. if the parent over-pays), the invoice summary shows a negative balance
which can then be manually added as a discount on the next invoice to that parent.
e Clickthe green “Update” button.
e The paymentis now linked to the invoice. The invoice cannot be deleted after a payment has

been received.

o O O

Payments

Payment Type Payment Date Notes Amount

Select v
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Reset a Password
To reset your password, go to the login screen and click on Forgot Password

Welcome to Test Sponsor

MY
FOO{DR’DGIQQM

Username

Password

Hkkok ik

Forgot Password
Espafiol English

Next you need to enter your username and click Send Request.

MU
Foo# PROGRAM

Username

TestSponsorAdmin

Send Request

You will then be emailed a link to reset your password. Remember that passwords need to be 12
characters in length. There are no requirements for special characters, numbers or capital letters.

Don't know your username? Get in touch with our helpful customer service team and we can look up
your account.
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Add Electronic Signature
e Anelectronic signature can be stored in My Food Program
e Userswill be required to store an electronic signature and that signature will be applied to
select Attendance and Meal Count reports if the option in Sponsor Setup is checked to "Apply
electronic signature to meal count forms after claim is submitted" is checked
e Users with site Manager/Director-level permissions can create and edit their own signatures
and the signatures of other staff at the site using the web.

To add an electronic signature:

e Click on “Staff” or "Users" on the main dashboard.

e Thenclick on the name of the staff member/user OR click on the blue “Add” button in the
upper-right corner.

Scroll down to the "Sign Here" section.

Add signatures.

Click "Save".

Note: These signatures will populate on the Daily, Weekly and Monthly Meal Count with Attendance
Reports along with the date that the site submitted their claim to their sponsor.

Sign Here:

Clear Signature
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Add a Closure/Holiday/Field Trip

To record a closure, holiday or field trip:

Click on "Field Trips, Closure or School Release Days" on the main dashboard. This will take you to the

Closures page.

Field Trips, Closures or School

Release Dates

e Onthe Closures page, click the blue “Add Single Day” button in the upper-right corner.

The Reason Off Site is the first field. It is a dropdown menu and you can select from field trip, closure,
holiday or other/not claiming. A field trip is treated differently from a closure or holiday.
e Recording a Field Trip

o will not prevent you from entering meal counts,

o does not automatically disallow meals that we recorded before the field trip entry was
made,
does not add a red X to the menu calendar, and
alerts your sponsor that you will be away during meal service so that they do not
attempt to do a review visit.

e Recording a Closure or a Holiday or Other/Not Claiming*

o will prevent you from entering meal counts with the on-screen message "Site closure for
this day and meal",

o automatically disallows meals that are recorded before the closure or holiday entry was
made with the reason "Meals/Snacks claimed outside of the operating days",
adds ared X to the menu calendar, and
alerts your sponsor that you will be away during meal service so that they do not
attempt to do a review visit.

o *used for providers or centers who are not claiming the meal. For example, if a provider
or center is serving a non-creditable meal or does not have any children in attendance
for the meal service.
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Field Trip Closure or Holiday

Prevents you from % 4
entering meal counts

Disallows meals recorded
before the entry

Adds a Red “X" to
the Menu Calendar

%NS

Alerts your sponsor that you ‘/
will be away at meal service

Additional Fields

Complete the rest of the closure, holiday or field trip fields:
e Date Off Site (required)
e Meals not served at site (required)
e Upload Form (optional)
e Notes (optional)

When you have completed all the fields, click the green "Save" button. You will be alerted if you try to
enter a date that is already marked as a school release day.

After you click "Save", you will return to the Closures page. If you would like to see field trips, closures,
holiday, school release days or summer vacation days entered in the past, be sure to click the button
that says, "Show Prior Days' in the upper-left corner.

&R

Breakfast

PM Snack
%E “ T:f
Supper ¥

i 9
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Add an Expense

To Add a New Expense:

e Clickon “Expenses” on the main dashboard. This will take you to the expense list page.
111
Expenses

e Onthe expense list page, click the blue "Add Expense" button in the upper-right corner. You will
see the following fields:

Field Description

Date The date that the expense was incurred.

Expense Select the category from the dropdown. The categories that are available to be
Category selected are determined by your sponsor.

Enter the description for the expense. Many users will enter either the name of the
Description store at which the purchase was made or will enter more information about the
items purchased.

This is the amount of the expense for the associated expense category. If you have a
Amount receipt or invoice that covers multiple expense categories, you will be making
entries for each category.

This checkbox will distribute the expense between CACFP and non-CACFP
categories. For example, if you allocate rent expenses as 20% CACFP and 80% non-

Appl
Sp:ci/Time CACFP, then you would enter "20" as your Space/Time Percentage in Site Details.
PZrcenta o Then when you are entering the rent expense, you would check this box. You would
g leave this button unchecked for expenses that are not allocated (for example, a
purchase of meals which is 100% CACFP).
Receipt Total The amount on the receipt. The receipt total includes all expense categories.
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Expense

Date
Expense Category Select j
Description
Amount ($)
Apply Space/Time Percentage

Receipt Total

Upload Image Browse... No file selected.

Current Image (No Image)

h

If you are i ltiple expi and king them with a receipt total, you cannot edit the entries
after saving. If you made a mistake, you will have to delete all entries and start over.

e Ifyou have only one expense category, you are done and you can click the green "Save" button.
You will be returned to the expense list page.

When a Receipt Covers Expenses in Multiple Expense Categories

e Whenyou have areceipt that includes items across multiple expense categories, you should
click the blue "Add Expense" button.

e This provides you with a new set of fields for Expense Category, Description, Amount, and
Space/Time Percentage

Date

Expense Category Food Costs (Contracted and S v
Description WalMart
Amount ($) $125.58

() Apply Space/Time Percentage

Expense Category Select v
Description

Amount ($)

[ Apply Space/Time Percentage

e Whenyou are done entering the expenses, you have the option to click “Check Expenses
Against Receipt Total” to cross-check the sum of expenses to the receipt total. Your sponsor
might require you to enter the receipt total and cross-check this against the amounts in each
expense category.

e You also have the option to upload a PDF or photo of the receipt.
o Clickthe green “Save” button and you will be returned to the expense list screen.
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How to Check for Errors

The claims process has five steps:
1. The provider or center checks for errors.
The provider or center fixes any mistakes.
The provider or center clicks "Submit to Sponsor"
The sponsor corrects any errors and disallows any meals based on review visits.
The sponsor creates the claim.

aprpobd

Attendance and Meal Counts
are Entered by the Provider
or Center

Provider or Center Clicks
“Check for Errors”

f \ S - S
No | 1 Yes Provider or Center

Fixes Theoir Data

Provider or Center Clicks

“Submit to Sponsor”
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To check for errors:

e Click on “Check for Errors or Submit to Sponsor” on the main dashboard. Clicking this button
will open a calendar.
e Onthe calendar, select the month and year and click "Load"

=

Check for Errors or Submit to

Sponsor
You will see a screen with three sections:
Submitted to Claim Created Claim Sent to Payment
Sponsor State Expected
New Meal Attendance Entered Since Last Check for Errors o0s/13/2021 at03:31 pm September 2021 v
Date Meal Menu Entered Meal Count Food Production
09/22/2021 Breakfast false 3 false

Meal Errors

These meals were last checked for errors on 09/13/2021 at 03:31 PM, any data that has been changed since then is not reflected in the meal errors listed below, including the addition
of any enrollment forms or menu changes.

Error Description Error Count

No claim errors

Details on meal errors can be found on the Disallowed Meals Report

Checked Meal Attendance

Date Meal Menu Entered Meal Count Food Production

ARAM Allocation Remove ARAM Allocation Check for Errors Withdraw Meal Submission

Section #1: New Meal Attendance

The first section of the Check for Errors page is titled, "New Meal Attendance Entered Since Last Check
for Errors". It will have a date/time stamp of the last time you did a "check for errors" if you are entering
meal counts by name.
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The meals listed in this top section are those that have not been checked for errors. There might be
errors on these meals or there might not be, but they have not been run through the My Food Program
edit checks.

The columns on the new meal attendance are:

e Date

e Meal

e Menu Entered: this will display “true” if a menu has been entered and “false” if amenu is
missing.

e Meal Count: the total number of participants checked in for the meal across all rosters.

e Food Production: this will display “true” if a food production record has been entered and
“false” if there is no food production record. This column is not shown if you are a family child
care provider.

Section #2: Meal Errors

e The second section on this page is a list of Meal Errors.
o Complete details about meal errors can be found on the Disallowed Meals Report.
e For afulllist of potential meal errors, click here.

Important Note: the list of meal errors is updated only after you click "Check for Errors". If you

have updated any information and return to this screen, you need to click "Check for Errors" to
update the list of meal errors.

Section #3: Checked Meal Attendance

The meals listed here have been checked for errors.

Action Buttons

e Atthe bottom of the screen, you will see a button that says "Check for Errors”. Clicking this
button will begin the check for errors process.

e The system will run the meals through the My Food Program edit checks and display a progress
bar. This may take several minutes. You do not need to remain on this page for the meal
validation process to continue.

e Once the edit checks are complete, the meal errors list will be updated.
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Completed!

Submitted to Claim Created Claim Sent to Payment
Sponsor State Expected
New Meal Attendance Entered Since Last Check for Errors os/04/2021 at0s:47 am May 2021 j
Date Meal Menu Entered Meal Count Food Production

Meal Errors

These meals were last checked for errors on 05/04/2021 at 09:47 AM , any data that has been changed since then is not reflected in the meal errors listed below, including the addition
of any enrollment forms or menu changes.

Error Description Error Count

No claim errors

Details on meal errors can be found on the Disallowed Meals Report

Checked Meal Attendance

Date Meal Menu Entered Meal Count Food Production

Reminder: Providers or centers can check for errors as many times as they want! We strongly encourage
providers and centers to click "check for errors" at least once a week for a smooth claims processing
experience.
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Potential Claim Errors and How to Resolve Them

Meals/Snacks Claimed in Excess of the Approved Total License Capacity

How it Gets Triggered

Site Details are configured to “Disallow Overage" or "Disallow All Meals" for Licensing Age Range
Errors AND a meal or snack has more children checked in than is allowed by the total licensed capacity.

How to Get Details

The Disallowed Meals Report will list the participants with this error. For this error, we recommend that
you run the Detail version of the report.

What the Provider or Center Can Do
e Verify that all participant birth dates are correct.

o Verify that the correct participants were checked in for the meal or snack with a licensed
capacity violation.

Meals Served to Participant Outside of Participant Normal Schedule

How it Gets Triggered

The sponsor has set the policy that meals that are not listed on the enrollment form should be
disallowed and a participant has been checked in for a meal outside of their normal schedule without
the box "Meal Outside of Schedule" being checked and a reason provided.

How to Get Details

The Disallowed Meals Report will list the participants with this error. For this error, we recommend that
you run the Detailed version of the report.

What the Provider or Center Can Do

Ensure that any children eating a meal not listed on their enrollment form has the box checked for "Meal
Outside of Schedule" and you have provided a reason.

Meals for Which There are No Menus

How it Gets Triggered

Site Details are configured to enforce meal validation and a meal count has been entered for a meal or
snack and no menu was entered.

How to Get Details
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The Disallowed Meals Report will list the participants with this error. For this error, we recommend that
you run the Summary version of the report.

What the Provider or Center Can Do
e Enter any missing menus

e Ifyou do not want to claim this meal or snack, then set up a facility closure

Missing or Incomplete Infant Menus

How it Gets Triggered

Site Details are configured to Error for “Missing Infant Menu Errors” and an infant was checked in for a
meal and no infant menu was entered or an incomplete menu was entered.

How to Get Details

The Disallowed Meals Report will list the participants with this error. For this error, we recommend that
you run the Detailed version of the report.

You can also look at the menu calendar and make sure every day has a planned infant menu and/or an
infant feeding record.

What a Provider or Center Can Do

e Enteraninfant menu and ensure that solid foods were on the menu if any infants participated in
the meal service that were developmentally ready for solid foods.

e |fthe sponsor policy allows it, adjust the date on which an infant is developmentally ready for
solid foods.

Missing Infant Meal Notification

How it Gets Triggered

The sponsor has set the policy to disallow meals for participants under 12 months old who do not have
an infant meal notification letter entered.

How to Get Details

The Disallowed Meals Report will list the participants with this error. For this error, we recommend that
you run the Summary version of the report.

What the Provider or Center Can Do
e Ensure that participant birth dates are correct

e Ifthe sponsor policy allows it, add an infant meal notification

No Whole Grain-Rich Food Served on this Date
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How it Gets Triggered

Site Details are configured to validate menus and no whole grain-rich foods were included on the
menu. Note: does not apply to infant menus or summer food sites.

How to Get Details

The Disallowed Meals Report will list the participants with this error. For this error, we recommend that
you run the Summary version of the report.

What the Provider or Center Can Do

Correctly designate which grain item for the day was whole grain-rich. If no whole grain-rich food item
was offered during the day, your claim will be adjusted in a manner to maximize reimbursement:

o Firstwe will try to disallow a snack but we can only do that if a grain was offered at snack.
e If no snacks were offered that day or no snack had a grain item, we will try to disallow breakfast.

e If breakfastis not served or had no grain item, then we will disallow lunch or supper.

Meals Claimed for Children who have Expired Enrollments in the Program

How it Gets Triggered

Site Details are configured to “Error” for Enrollment Form Errors and the participant has an expired
enrollment form.

How to Get Details

The Disallowed Meals Report will list the participants with this error. For this error, we recommend that
you run the Summary version of the report.

The Missing Forms Report will show any missing or expired forms
What the Provider or Center Can Do

Providers and sponsored centers cannot enter their own enrollment forms. There is no action to take
other than to contact your sponsor and ensure they received any enrollment forms that were sentin.

Meals Claimed for Children Without a Valid Enrollment Form

How it Gets Triggered

Site Details are configured to “Error” for Enrollment Form Errors and a participant does not have an
enrollment form entered into My Food Program.

How to Get Details

The Disallowed Meals Report will list the participants with this error. For this error, we recommend that
you run the Summary version of the report.
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The Missing Forms Report will show any missing or expired forms
What the Provider or Center Can Do

Providers and sponsored centers cannot enter their own enrollment forms. There is no action to take
other than to contact your sponsor and ensure they received any enrollment forms that were sentin.

Meals Served to Children Over Age 13

How it Gets Triggered

A child is checked in at a family child care home or a child care center* for a meal and their birthdate
makes them 13 years or older.

*Qther site types have different age limits
How to Get Details

The Disallowed Meals Report will list the participants with this error. For this error, we recommend that
you run the Summary version of the report.

What the Provider or Center Can Do

Verify that birth dates are correct.

Meals/Snacks Claimed in Excess of the Approved Age Range License Capacity

How it Gets Triggered

Site Details are configured to “Error” for Licensing Age Range Errors AND a meal or snack has more
children checked in in a specific age range than is allowed by licensing.

How to Get Details

The Disallowed Meals Report will list the participants with this error. For this error, we recommend that
you run the Detailed version of the report.

What the Provider or Center Can Do
e Verify that all participant birth dates are correct.

e Verify that the correct participants were checked in for the meal or snack with a licensed
capacity violation.

No Licensing Age Range for Participant

How it Gets Triggered
This error gets triggered in two ways:

1. A participant was checked in and their age doesn't fall into any of the licensing age ranges.
Either they are too young or too old to be enrolled in the facility.

2. Achild with a birthdate of an infant was checked in for a meal and then the birthdate was
changed to be a non-infant.
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How to Get Details

The Disallowed Meals Report will list the participants with this error. For this error, we recommend that
you run the Summary version of the report.

What the Provider or Center Can Do
Ensure the child’s birthdate is correct
e Correctthe birth date and run another Check for Errors

e Ifthe error does not clear after correcting the birth date and running another check for errors,
you will need to contact your sponsor and ask them to withdraw your meal submission.

Parent/Guardian Supplying More Than One Component for an Infant

How it Gets Triggered

Aninfant who is 6-11 months old for whom the parents are providing both food and breastmilk/formula
is checked in for a meal.

How to Get Details

The Disallowed Meals Report will list the participants with this error. For this error, we recommend that
you run the Summary version of the report.

The Infant Meal Notification has information about who is supplying formula and who is supplying food.
What the Provider or Center Can Do

If the sponsor policy allows it, adjust the Infant Meal Notification to correctly indicate if the parentis
supplying formula and food or the provider or center is supplying those.

Meals Claimed for the Provider’s Children or Other Residential Children Who are Not
Income Eligible

How it Gets Triggered

There was a participant checked in for a meal that is marked as provider’s own/residential and there is
not a Tier | income form on-file for their household.

How to Get Details

The Disallowed Meals Report will list the participants with this error. For this error, we recommend that
you run the Summary version of the report.

What the Provider or Center Can Do
If you are not eligible to claim your own children, then this error should remain on your claim.

If you are eligible to claim your own children, then make sure that your sponsor has received your
income form.
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Meals Claimed for Provider’s Income Eligible Children When There are No Outside
Children Present

How it Gets Triggered

There was a participant checked in for a meal that is marked as provider’s own/residential and there is a
Tier | income form on-file for their household. However, there were no children marked in for the meal
who are not provider’s own/residential.

How to Get Details

The Disallowed Meals Report will list the participants with this error. For this error, we recommend that
you run the Summary version of the report.

What the Provider or Center Can Do

Ensure that all children were marked in for the meal. At least one child participating in the meal service
must not be the provider's child in order to claim that meal. If your children were the only ones
participating in a meal service, this meal should remain disallowed.

No Milk on Menu for Participant Age Range

How it Gets Triggered

Milk items in My Food Program are categorized as follows

Milk Type Valid Age Range Notes

Infant Formula Under 12 months

Whole Milk 12-23 Months

Skim Milk 2 years and older

1% Milk 2 years and older

2% Milk 2years and older Summer Food Only
Fluid Milk 1 year and older

Flavored Milk 6 years and older

This error gets triggered if the site does not have milk on the menu to cover all of the age ranges.
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For example, a child is checked in for amealwho is 1 yr old, but the only milk on the menu is 1% milk.
How to Get Details

The Disallowed Meals Report will list the participants with this error. For this error, we recommend that
you run the Summary version of the report.

What the Provider or Center Can Do
1. Add the missing milk item(s) to the menu.
2. Confirm that all participant birth dates are correct.

3.

Missing or Expired Facility License

How it Gets Triggered

In site details, the setting is to "error" for missing/expired facility license and the license has not been
entered yet or the license is expired.

How to Get Details

The Disallowed Meals Report will list the meals with this error. For this error, we recommend that you
run the Summary version of the report.

What the Provider or Center Can Do

Providers and centers cannot add their own facility license. Make sure you have sent your updated
license to your sponsor.

Food Item is not Creditable

How it Gets Triggered
The food items on the menu are either:

o No longer creditable because the CN label has expired -OR-

e The sponsor has added the food item to the Excluded Foods List
How to Get Details

The Disallowed Meals Report will list the participants with this error. For this error, we recommend that
you run the Summary version of the report.

What the Provider or Center Can Do

Refer back to the Disallowed Meals Report to find the date and meal type with a not creditable food
item.

e Clickon Menu from the main dashboard
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e Selectthe date and mealtype that is listed on the Disallowed Meals Report for having a Food
Iltem is Not Creditable

e Clickon "Edit Menu"

e Lookfor the red warning that says "Not Creditable"

Xrenoe
Age Range Age-Appropriate Portion
1 Year -2 Year 1/2 Each
3 Year - 5 Year 1/2 Each
6 Year - 12 Year 1 Each
13 Year - 17 Year 1 Each
18 Years 2 Each

¢ Remove the not creditable food item and replace it with a food item that is creditable

e Scrollto the bottom of the menu edit page and click save

Participant inactive on meal date

How it Gets Triggered

A participant has been checked in for attendance and/or meal attendance for a date in which they were
marked as inactive (withdrawn).

How to Get Details

The Disallowed Meals Report will list the participants with this error. For this error, we recommend that
you run the Detailed version of the report.

What the Provider or Center Can Do

Either change the participant status to anything other than "Inactive" for the meal date OR remove the
meal attendance and daily attendance for the dates with the errors.
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How to Submit Your Claim to Your Sponsor

The claims process has five steps:

1.

2
3
4.
5

The provider or center checks for errors.

The provider or center fixes any mistakes.

The provider or center clicks "Submit to Sponsor"

The sponsor corrects any errors and disallows any meals based on review visits.

The sponsor creates the claim.

This article is about Step 3. Clicking "Submit to Sponsor" will lock out a provider or center from making
any changes to menus or meal counts and alert the sponsor that they are finished with their claim for
reimbursement.

Attendance and Meal Counts

are Entered by the Provider
or Center

Provider or Center Clicks |
“Check for Errors”

No | Yes M Provider or Center
| Fixes Their Data
Provider or Center Clicks
*Submit to Sponsor™

To submit a claim to a sponsor:

Click on “Check for Errors or Submit to Sponsor” on the main dashboard. (Note: this button is

called "Check for Errors or Disallow Meals if you are a sponsor user.) Clicking this button will
open a calendar.
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On the calendar, select the month and year and click "Load". This will open the Check for Errors
page.

Scroll to the action buttons at the bottom of the Check for Errors page and find the one

labeled, “Submit to Sponsor”.

When you click "Submit to Sponsor" a pop-up message will appear reminding you that clicking
"Submit to Sponsor" will lock you out of making changes to meal counts or menus. Click “OK”
on the pop-up message to proceed.

prod.myfoodprogram.com says

This will finalize the meals for this month and you won't be able to

The system will now run through the validation process. Depending on the size of the site and
the way the Site Details are configured, this may take several minutes. A progress bar is
displayed on the screen and once the check of meals and attendance is complete, the page will
automatically refresh and the results will display on the screen.
When claim submission is complete, you will see several changes:

o The “Check for Errors or Submit to Sponsor” button disappears

o Theicon for "Submit to Sponsor" will now be GREEN and show the date.

o Theicon onthe main dashboard regarding Claim Status will now be GREEN.

o Adate/time stamp of site submission will populate on the View/Create Claims screen

at the sponsor level.

change it anymore, are you sure?

Submitted to Claim Created Claim Sent 1o Payment
Sponsor State Expected

12/10/2021

New Meal Attendance Entered Since Last Check for Errors 12/1012021 at01:31pm November 2021 v
Date Meal Menu Entered Meal Count Food Preduction
Meal Errors

These meals were last checked for errors on 12/10/2021 at 01:31 PM, any data that has been changed since then is not reflected in the meal errors listed below, including the addition
of any enrollment forms or menu changes.

Error Description Error Count

No claim errors

Details on meal errors can be found on the Disallowed Meals Report

Checked Meal Attendance

Date Meal Menu Entered Meal Count Food Production
ARAM Allocation Remove ARAM Allocation
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Menu

1=

Field Trips, Closures or School
Release Dates

Most recent message from sponsor:
10/11/2021: Testing message center.
View All Messages from Sponsor

Missing Missing 22 5
Expired Expred
Days Missing Staff Needing
i Training

Monthly Bulk Entry by Name

™

Milk Audit

A

Site Details

)
Participants & Rosters

Staff

m

Expenses Check for Errors or Submit to Sponsor
C, i=
- —
o —
Record Hours Visits
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Enroliment forms
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Release Dates Expenses Sponsor
-
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A
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Favorite Reports

My Food Program has over 70 reports at the site level and always growing! To help you find the ones that
you run all the time, you have the ability to mark a site-level report as a “favorite” report. On the reports

screens you will see:

1.

A little heart next the name of each report at the site level. To mark a report as a favorite, just
click the heart next to it. Clicking the heart will turn it red. Then click “Save Favorite Reports” in
the upper-right corner.

All favorite reports will jump to the top in each report category.

There is a dropdown choice in Reports that holds all your Favorite Reports across all of the
report categories.

Slect Repart Typs Amengance angd Meal Count Bapars -
Save Favosile Reports

aily Meal Count i Attencance Repoll
itendance snd maal count Informati for each participant for a period of up fa 5 days. This repert also shows
disallowed and payable meals

Dty Meal Gount and Atterdance Recondii1535-4

Aftercdance snd mesl court information for 8 Belasangeedfoupsd by the user wha enfered the attandance

aily Maal Count with i Dut »

Alberedance and meal count informiation with in/ou Times Tor 2ach participant Tor & meal date

Sekect Repor Type: Artangance and Meal Cout Rapors -
Save Fannride Aeports

siky bdeal Eout with in/fut Times %

ttercdance and meal count informiatian with infout tmes for each participant for ameal date
ity Wl Count With Attenda:

Atteradance and imesl cout information fof each participant for a peried of U % § days. This fepart a0 shows
disalowed o payable meals

iy Mgl Cour and A

Attercance and meal count information for a dane range, grouned by the user wha entered the attendance

Select Report Type: Faworie Reporis w

Save Favorme Reports.

VSummany Repat. W
Thia report daplays clsim summany nformation. Mesl counts by totals and rembursement rales

Out Times W

Adtendance and meal count information with inéout times fof each panicipant for 8 meal date

Migsing F saport ¥

Dicplays 2 ligt of participants missing incame elighlity of envaliment famne of Hags with Tefns tat are nearng
aipration
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Claims Reports

Claim Summary Report
This report will tell you how much reimbursement to expect. The report cannot be run until a claim has
been created by your sponsor.

Disallowed Meals Report

This report tells you any meals that were recorded but not claimed. Meals are disallowed if they have an
error and marked as “non-payable” if they are over the claim limit. Until you submit your claim to your
sponsor, your Disallowed Meals Report will change every time you check for errors.

Financial Reports

Expense Summary Report
If you are using My Food Program to track your business expenses, this is the report you will want to use
when preparing your income taxes.

Invoicing Summary Report
If you are tracking invoices and payments in My Food Program, this is the report you will want to use
when preparing your income taxes.

Reimbursements by Calendar Year

This report provides how much CACFP money you received on a cash-basis. NOTE: the CACFP and
SFSP work on a reimbursement basis. This means that the payments made during a calendar year do
not line up with the meals served that year. For example, meals served in December are paid in January.

W10 Form Report
You can use this reportif you are tracking invoices and payments in My Food Program and distribute
them to families for their use in preparing their taxes.

Standard Meal Allowance
This reportis meant to assist with computing the deductible cost of food provided to eligible children for
tax reporting purposes.

Food Service Operations Reports

Grocery List Report
Once you have planned your menus, you can use the Grocery List Report to get an estimate of how
much food you need to buy over the selected date range.

Special Diet Report
This report will provide you with information about which children enrolled in your care have
documented special dietary needs.

Recordkeeping Reports

Bulk Enrollment Form Report
If you want to renew all your enrollment forms at once, you can run this report instead of generating the
enrollment forms for each individual family.
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Missing Forms Report
This report lets you know if you have any children with missing or expired enrollment forms.

Paper Back-Up
This form can be used if you have inconsistent internet access and want a method for paper back-up.
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View a Visit

To view a visit:

e Click on “Visits” on the main dashboard.

e Clickthe blue hyperlink for the visit date.
There you can view the information and notes recorded by the site monitor
Site Visit

Manual / Electronic electronic hd
Visit Date 04/03/2024

Wisit Type Regular Monitoring - 2nd Tri v

Electronic Forms: New York Homes hd

Visit Announced
Meal Observed Breakfast b

[ Follow-up Reguired

O Mot Home
@ Meal Antendance Count v "
Comment(s)
e
Mext Visit Due 08/03/2024
Reminders for next visit
A

© Nor-Infant Menu Food Hems Does the meal ohserved serve these food items?
Mo Yes

MNan-infant Menu
« Whole Milk (1 yr) 1% Milk (2 yrs+), unflavered (in cups)
« Bluebemies, fresh, frozen or canned (in cups)
« Biscuits, WGR (in 0z)

@ Infant Menu Food ltems Does the meal observed serve these food items?
Mo Yes

Infant Menu

Start Date 30-06-2014
Licensing

License Number Effective Dates

License Type License Capacity
Group 12+4 - 2 Helpers -

Participants Observed
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Logging into My Food Program on a Mobile Device

Our mobile version of My Food Program is called MFP+. You can use it for your daily recordkeeping, but
you will need to access the full version to enroll a new child, submit your claim and run reports.

Full Version Web App* Mobile Version

https://prod.myfoodprogram.com/guss/login https://prod.myfoodprogram.com/mfp-plus/login

Attendance & Meal
Counts

Infant & Child
Menus

Enroll Participant

Submit Your Claim

Run Reports

*You can still access the Full Version on a mobile device. Just use a mobile browser like Safari or
Chrome and go to https://prod.myfoodprogram.com/guss/login.
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Installing MFP+ on an Android Device

Step 1: Open Google and go to https://prod.myfoodprogram.com/mfp-plus/login
Step 2: Click on "Add MFP to Home Screen".

LOG IN
Forgot Pat a

If you do not see the pop-up, click on the three dots in the upper-right corner of the screen and select
"Add to Home screen".

Step 3: Click "Install".

Install app

/‘ My Food Program PWA
f myfoodprogram.c



https://prod.myfoodprogram.com/mfp-plus/login

Step 4: Your app is ready to use!

Once you have installed MFP+ and you load it for the first time, you can use it offline (without an internet
connection) for up to 2 days.

While you are offline, the datais stored on the phone or tablet and automatically sync online once an
internet connection is restored.
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Installing MFP+ on an iPhone or iPad

Step 1: Open Safari and go to https://prod.myfoodprogram.com/mfp-plus/login

Step 2: Click on the up arrow.

My
Foo# PROGRAM

PREVIEW

AA & previews srogramcom  C
< 0] m ©

Step 3: Select Add to Home Screen.

9:18 AM

i My Food Program X
preview.myfoodprogra om Options >

AirDrop Messages Mail Slack Cl
Copy

Add to Reading List
Add Bookmark
Add to Favorites

Find on Page

@ /m % B 3 @

Add to Home Screen

Markup

Print

Save to Dropbox

& ¢« O o

Open in Chrome

Edit Actions...
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Step 4: Click "Add".

# B
Cancel Add to Home Screen L Add |
X s

—
https://preview.myfoodprogram.com/.

An icon will be added to your Home Screen so you can
quickly access this website

Step 5: The icon is now on your screen and ready to use.

Once you have installed MFP+ and you load it for the first time, you can use it offline (without an internet
connection) for up to 2 days.

While you are offline, the data is stored on the phone or tablet and automatically sync online once an
internet connection is restored.
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Add an Electronic Signature on My Food Program+

e Anelectronic signature can be stored in My Food Program

Users will be required to store an electronic signature and that signature will be applied to
select Attendance and Meal Count reports if the option in Sponsor Setup is checked to "Apply
electronic signature to meal count forms after claim is submitted" is checked

The ability to save an electronic signature is available for all users on My Food Program-+.

To create or manage a signature on My Food Program+:

e Tap orclick on Staff from the main My Food Program+ dashboard

2 STAFF

e Scrollto the section titled Manage My Signature
e Using your mouse, touchpad or touchscreen, draw your signature
e Whenyou are finished, click or tap the Save button

MANAGE MY SIGNATURE

CLEAR SIGNATURE
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Planning New Menus on My Food Program+

e Tap orclick on Menus from the main My Food Program+ dashboard

¥4 MENUS

e The date will populate to the current date and the meal to the first meal of the day. You can
change the meal date or meal type.

Menu By Date
02/26/2024

Meal Type

Breakfast -

Fluid Milk Q

Favorite Foods -

Fruit and/or Vegetable Q

EaaciaEacd

Optional Menu Entries
e Notes: the text typed into this box will appear when you print a menu in addition to the list of
food items.
e Description: the text typed into this box will appear when you print a menu instead of the list of
food items. Some sponsors have this option turned off. If you do not see a Description box, then
your sponsor has this option turned off.
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Fluid Milk Q

Favorite Foods

Skim Milk (in cups) DELETE

Show Portion Guides

Favorite Foods -
Fruit and/or Vegetable Q
Favorite Foods
Applesauce (in cups) DELETE
12 Year 0.25Cup 1317 Year 0.5 Cup
35 Year 0.5Cup 612 Year 0.5 Cup
18 Years 0.5 Cup
Favorite Foods -
Grains and/or Meat/Meat Alternate Q

Favorite Foods

Bagels, Enriched (in oz) DELETE

Required Menu Entries

Go through each of the required food groups and select the food item that you are using to
satisfy that meal pattern requirement.
You may add food items two ways

o Use the Favorite Foods dropdown.

o Search our food database. If you use the search function, we recommend keeping your
search term broad as the system will not recognize mis-spelled words or partial
matches. Some sponsors limit the use of the search function. If you do not see a search
box, then this feature was turned off by your sponsor.

If you would like to see portion guides, click the gray button that says "Show Portion Guides".
If you select a food item by mistake, simply click the red “DELETE” button.

If you are missing a required meal component, you will receive the message "Menu is missing
some required food components" and the items will be shown in red.

There is no save button in My Food Program+. The border around the box will change from yellow to
green to indicate that the data is synced. If it turns red, an error message will be displayed telling you
whatis wrong.
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Planning Infant Menus on My Food Program+

e Tap orclick on Infant Menus from the main My Food Program+ dashboard

T INFANT MENUS

e The date will populate to the current date and the meal to the first meal of the day. You can
change the meal date or meal type.

Breakfast -

SEARCH

SEARCH

and/or

F

SEARCH

o Select the item(s) on your menu using the dropdown menus. you may add more than one item
to satisfy afood component.

e The only component that you are required to offer is Fluid Milk in the form of iron-fortified infant
formula or breastmilk. The menu will save with only that component. However, if you have an
infant who is developmentally ready for solid foods that attends the meal and you do not
add solid foods to the menu, their meal will be disallowed for the reason "Missing or
Incomplete Infant Menu"

There is no save button in My Food Program+. The border around the box will change from yellow to
green to indicate that the data is synced. If it turns red, an error message will be displayed telling you
whatis wrong.
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Entering Daily Attendance on My Food Program+

e Taporclickon MEAL COUNT & ATTENDANCE from the main MFP+ dashboard

= MEAL COUNT & ATTENDANCE

e Select the date (defaults to the current date)
e Selecttheroster

Default Roster v

Meal Type

Breakfast, AM Snack, Lunch v

e Taporclickonthe box for Attendance

Age:3Y 11M ID: 19

Robert Barnes
[J Attendance

e Toremove attendance, simply uncheck the box
e Removing attendance will remove all meal counts for the day

Recording a Change from the Typical Schedule

e Ifyou need to record that a participant is attending at times that are different from their typical
schedule (i.e. a school age child eating lunch on a school day)
e Tap orclick the blue calendaricon to the right of the participant's name

Age: 3Y 11M ID: 19
Robert Barnes

Attendance

e |Inthe pop-up box, type the reason for the change in schedule in the box
e Taporclick"Done"

OUTSIDE OF TYPICAL SCHEDULE?

Snow Day

CANCEL DONE
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Taking Meal Counts Using My Food Program+

e Taporclickon MEAL COUNT & ATTENDANCE from the main MFP+ dashboard

= MEAL COUNT & ATTENDANCE

o Select the date (defaults to the current date)
e Selecttheroster
e Selectthe meal*

*By default, all the meal types are displayed. If you are locked into meal service times, then the only
buttons available to tap or click are those that are currently open. You cannot check a participantinto a
meal that hasn't started yet.

05/12/2023 |

Default Roster v

Breakfast, AM Snack, Lunch v

e Find the participant you would like to check in for the meal
e Tapthe meal count box and it will turn green unless there is a reason you cannot take a meal
count

AM SNACK

If meal count entry is disabled, you will get a message telling you why in the upper-right corner. Some
common reasons are

e Attendance has not been entered yet

e Menu entryisrequired before meal counts

e Food production records are required before meal counts

e Foodtemperatures are required before meal counts

e The mealtime hasn't started yet

e Thereis asite closure recorded for the day

Meal Shifts

e Ifyou have more than one shift for a meal, you will see the meal listed twice.
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e Tap orclickto check a participant in for each shift at which they were present.

Note: after you check a participant in for one shift, the button for the other shift will say "present"
instead of CACFP, AR, SA, PS or N/C. Thisis so that providers or centers know to check a participantin
at each shift at which they were present while only eating at one.

BREAKFAST-1

BREAKFAST-2
PRESENT
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Getting Help

Get Help from My Food Program in four ways:
1. Check out our complete Help Center

2. Chat with us! Go to www.myfoodprogram.com and click on the green bubble in the lower-right
corner. Chat is available Mon-Fri 8am-5pm Central

3. Sendusanemailat support@myfoodprogram.com

4. Give us acallat651-433-7345. Phone support available Mon-Fri 8am-5pm Central

All of our customer service representatives speak Spanish.
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