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GETTING STARTED –  CUSTOMIZE YOUR COMMUNITY 

Getting started in Resident Menu Manager is easy and straightforward.  You begin by defining and 
Customizing your Community.  Identifying and labeling your facility’s basic dietary requirements 
can be done on this screen.  Meal names, food consistencies, and individual food group 
requirements are designated here.  

Start by naming your meals according to the community’s regional preference (i.e., dinner vs. 
supper, etc.) 

 

Resident Menu Manager also allows you to specify the particular dietary requirements of your 
Residents according to the most common needs.  You may also add a customized diet by clicking on 
the “Add Diet” button.

 

= C O P Y ,  = A C T I V E  D I E T ,  I N A C T I V E  = E D I T  T H E  D I E T ,  = D E L E T E  T H E  D I E T ,  I N C L U D E  D I E T  I N  
C E N S U S  C O U N T  O N  P R O D U C T I O N  S H E E T S  
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GETTING STARTED –  CUSTOMIZE YOUR COMMUNITY 

 

The final first step in getting started is to customize the basic nutritional requirements of your 
Resident Community.  The “Add” button allows you to customize for your Residents’ particular 
needs.  

 

 

Having completed defining your facility’s basic dietary needs, you are ready to address the “Menu” 
section. 

 

Note:  The following icons are used consistently throughout RMM:  

 Delete Item –This icon is used to denote a “delete” command. 

 Edit Item –This icon is used to denote an “edit” command. 

In the condiment/beverage 
section, the plus and minus sign 
allows users the ability to 
include the food item such as 
milk in the daily food group 
count.  Simply click on the 
minus sign to active for specific 
meals. 
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MENU CALENDAR 

Resident Menu Manger’s Menu Calendar allows you to specify Menu Cycles, Holidays, and Special 
Events.  

 

This section allows you to define your facility’s menu cycle.  This is fully customizable.  Note that 
menu cycles may be both imported and/or exported and also “saved as” with different names from 
this tab.  Start by defining your Menu Period: Menu cycles must be added [add to period button] to 
the menu calendar to be active. 

 

Clicking the “Add” button allows you to enter Name and Start Date information for your Menu 
Period: 

 

The date drives the period and the menu cycles will run until a new menu period is set; holiday or 
special menus will incorporate into the menu based on the date and extract out after.  To re-active 
the menu simply update the start date for the cycle. 
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MENU CALENDAR 

The “Add” button for Menu Cycle allows you to edit cycle length, and label appropriately: 

 

 

 

 

The Special Menus tool allows you to easily add Holidays and Special Events particular to your 
Residents’ needs (i.e., Ethnic holidays, Banquettes, etc.). 

 

   Export special menu 
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FOOD ITEMS 

Resident Menu Manager gives you the ability to quickly create, import, customize and edit your 
ingredients.  The built-in database covers most commonly used ingredients complete with 
nutritional analysis data for easy caloric tracking and delivery of special dietary needs.  Navigate 
the tool using the tabs:  

 

 

Filtering food items: You can filter food items that are active in the menu you are working on for 
auditing and editing.  This will allow for a targeted search on food items that are active.  

 

See example below- the filter reduced the pages from 125 to 6.  
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FOOD ITEMS 

 

This button will allow you to analyze the database for duplicates.  See page 31 for details.  

 

 

This button allows importing of other Resident Menu Manager Food item files and 
cookbooks. 

 

Note:  Using overlay will erase food items that are not in the cookbook since some items, 
such as pineapples, will not need a recipe.  Overlay should not be used unless necessary 
because it will erase single ingredient items if they are not in the cookbook. 

 

 

This button allows you to generate multiple copies of your Kitchen’s Food Items and 
distribute them across a network of facilities. 

 

 

This button allows you to add custom food items. 

 

 

This button completely clears the Food Items Database. 
NOTE: This feature is password protected and cannot be undone! 

 

 

This button is a search filter to quickly sort those items with no ingredients data attached. 
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FOOD ITEMS 

 

NOTE: YOU CAN EDIT DIET EXCEPTIONS IN THE FOOD ITEM TAB OR IN THE DIET 
EXCEPTION TAB.  The primary difference is that in the Diet exception tab, food items are 
shown or listed by the diet, while in the Food item tab, all food items are listed and not 
sorted by the diet.  

 

 

 

This button is a search filter to quickly sort those items with no food value data attached. 

 

 

This button is a search filter to quickly sort those items without appropriate diet data 
attached. 

 

All ingredients have 4 tools associated with them for quick access to commonly performed 
tasks.  They are: 
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FOOD ITEMS 

 Edit Food Item – This tool brings up the dialogue box allowing you to edit individual 
food items.   This icon is used throughout Resident Menu Manager to denote an “edit” tool: 
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FOOD ITEMS 

 Edit Ingredient – This tool brings up the dialogue box allowing you to edit individual 
ingredient items: 

 

 

 Edit Diet Exceptions – This tool brings up the dialogue box allowing you to edit 
individual Diet Exceptions: 

 

 This symbol means the food item is used in a menu; deleting it will create a missing item on 
the menu. 
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MENU 

The Menu tab gives you access to the Daily Menu.  The top tool is a Daily Menu view, with a month 
view navigation tool. 

 

 

The bottom tool is a Weekly view. 

 

Note that the menu day you are working on will always be in the middle.  Users can copy any of the 
menus meal into the center menu day.  This is a useful feature for creating menus and copying over.  

 

 This button is a quick add feature for food items not found in your list.  Note that 
depending on the food item, a recipe should be created although you can quickly add the core 
ingredients if it is a simple item such as canned pineapples. 
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MENU 

  

 

 

Note: When adding food items to the menu the program uses an alpha look up.  The more 
information or letters, the more narrow the search. 

 

It is recommended that you be consistent in adding items into your menu or creating them with 
regard to names. 
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MENU 

 

Access the Alternate menu via the Menu Tab: 

 

 

Access the Condiments & Beverages menu via the Menu Tab: 

 

Here, Condiment and Beverage items may be included in any of the 4 meals.  A simple “+” or “-“ 
toggle button adds/removes items from food group counting.  To delete, click on the x. 
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DIET EXCEPTIONS 

 

Access the Diet Exceptions Tool from the tab toolbar: 

 

A simple click on the  icon gives you the ability to modify/create/edit the parameters of the 
exception (i.e., approved, portion size, process, substitute, etc.): 
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REPORTS 

 

Resident Menu Manager gives you unprecedented power in producing reports to track and publish 
your Kitchen’s dietary services: 

 

 

This program gives you different options for printing.  You can print from the internet or by 
exporting the information into another software program.  Exporting allows you to edit and re-
format the way your menu or reports are presented.  You do have options when using the internet 
web-based form but it is suggested that you print preview and open page setup.  In page setup, you 
can remove headers and footer or re-align the page and reduce margins.  
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  REPORTS 

   

 Generate single day formatted menus: 8 x11 

 

  You have the option to send Daily menus, weekly menus, or selection 
sheets to Word.  The daily menu report option as imported adapts the reports to the Word 
layout depicted on the screen shot below.  

 
After exporting from web into Word, users need to switch to Print Layout (in red on the 
screen shot) to see how it will look out of the printer. By default, exported reports will be 
shown in web layout.  
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REPORTS 

 

1. Users can create Word documents with backgrounds they desire for the print out.  That 
background document can have additional borders or background pictures for example. 
You can create them in Word on local your PC: 
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REPORTS 

 

 The Alternate button generates an alternative menu: 

 

 

 Note:  You must check this box in order to have portions excluded from the 
report. 
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REPORTS 

 

 

  This report generates a standardized weekly view of menus: 
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REPORTS 

 

  This report generates an extension sheet for the meal service. 

 

 Note:  When you export to Excel, editing and formatting options are enabled 
according to the formatting ability of Excel. 

 

  Reports are date driven; simply select dates for start and for end. 

 

 

 



22 
 

REPORTS 

 

  This feature offers a larger extension sheet with only Lunch & Dinner without 
shading and larger in print. 

 

This feature generates Extension data for an Alternate Menu: 
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REPORTS 

 

 

 This feature generates a selection sheet for the day specified: 

 

 

Note options for when using selection sheets to include the portions or condiments.  
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REPORTS 

 

 

 

 This feature generates a report showing all your food modifications, as well as those 
that are not set: 

 

 

  NOT SET: Go to food items and set diet with the Diet 
exception icon. 
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REPORTS 

 This feature generates a “grocery list” for the week’s menu: 

 

Food items with out a recipe ingredient list are incldued at the end of the report.  Users have 
the option to create a recipe in Mastercook and import it or go to the Food items tab 

and add in ingredients. 

 

 

  You can further customize your ingredients that show up on the 
grocery list by going to the food item bar and selecting grocery list.  Here you can add items that 
show up on your grocery list (such as boiling water or salt) to this list and it will show on the list, 
you can add in par level items here too. 
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REPORTS 

 This feature generates a nutritional anaysis report: 

 

 This feature creates an alphabetical listing of all food items in database including the 
portion size, measurements [oz, ea], and the assigned food value.
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REPORTS 

 

 This feature includes any item that does not have a recipe or ingredient assigned.  
To edit you must go into the Food item tab or create a Recipe in your cookbook and 
export it as a text file and import into the RMM program. 
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REPORTS 

 

 

 This feature generates a Kitchen Production Sheet: 
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REPORTS 

If you want to add more detail to your Production Sheet, such as Freezer pulls and 
prep, and garnish, you must edit and mark accordingly the box to either edit in food 
item file or as you add food items. 

 

 

 

Select census and diet categories will appear as you have active in customize your community. 
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REPORTS 

 

 

Click on the paper and pencil icon and add in numbers.   **Be sure to click on disc to save.  These 
numbers will appear on production sheets as entered until adjusted but each production sheet will 
allow you to review numbers if needed. 
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REPORTS 

 

 

Adding in freezer pulls and pre–prep notes:  Freezer pulls appear on production sheets two days 
prior before on menu and Prep is one day prior. 
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REPORTS 

 

The production sheet can function very 
basic as is, or be more productive by 
adding detail to your food item, [garnish, 
freezer pull and pre-prep].  This allows 
more automation of the sheets as printed 
and the production staff can be armed 
with information to be consistent and 
cost effective. 

  
The Menu Change Audit form allows the user to track changes. 
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MASTER COOK RECIPE IMPORTING 

 

 

The menu manager program was designed to encourage the use of recipes.  The 
compatible program to create recipes in is Master Cook.  Recipes are created in the 
program in cook books and exported from the program as a text file then imported 
into RMM.  The program only obtains the ingredient and name.  For scaling recipes 
and instructions, simply use the master cook program to adjust quantities. 

Simply install your Master Cook program and open the cook book provided and 
begin searching and using the program.  The Master Cook program comes with a 
user guide and help book. 

Commands are common.  Go to file and open, then open the RMM cook book and 
allow it to import itself in the program.  Add or edit recipes in the cook book.  

 

 

Exporting process:  Click on book, select export and import function, export as text 
file, single and provide name, suggest date the cook book to avoid confusion, and 
export the file to a place where you can find for importing into RMM.  
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MASTER COOK RECIPE IMPORTING 
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MASTER COOK RECIPE IMPORTING 

 

 

 This confirms the text cook book export. 

 

 

 

 

 



36 
 

MASTER COOK RECIPE IMPORTING 

 

The Cook book is exported to desktop or folder allowing user the ability to locate it. 
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MASTER COOK RECIPE IMPORTING 

 

 

 

 

 

 

 

            

 

 

This is the best way to ensure recipes are being used and are available.  It will also allow you to 
create easy to use grocery lists with not only the menu item, but also ingredients needed.  
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ABOUT DUPLICATES 

 

 

 

This feature identifies duplicate items and allows the user the option to merge them together to 
clean up the database and ensure the right food item is used. 

 

 

 

 This means the item selected is the Food item that will become the single used one and all 
duplicates will be merged.  You should always use items used in the menu as the one that will be the 
acceptor of merges. 
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ABOUT DUPLICATES 

 

 

 

 

 

 

If you select Show duplicates and none are present, this is the message you will see. 

 

 

 

 

 

 

 

 

 

 


