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Glossary

Table 1 Glossar

CACFP Child and Adult Care Food Program

FBG Food Buying Guide

FNS Food and Nutrition Service

PFS Product Formulation Statement

RAW Recipe Analysis Workbook

SFP Supplemental Food Program

USDA U.S. Department of Agriculture
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1 Introduction

The Food and Nutrition Service (FNS), an agency of the U.S. Department of Agriculture
(USDA), has a responsibility to ensure that school nutrition professionals have the necessary
knowledge to plan, purchase, prepare, and serve nourishing meals that meet Federal meal pattern
requirements and meet the operational needs of school districts. The Web-based Food Buying
Guide (FBG) allows for easier searching, navigating, and displaying of key information for food
items.

The USDA FBG is an essential tool used to assist in:

1. purchasing the right amount of food and purchasing it most economically, and

2. determining the specific contribution each food makes toward the meal pattern
requirements to ensure that meals provide necessary nourishment and meet program
requirements for reimbursement.

In addition, with yield data for more than 2,200 food items, this guide can provide ideas for
adding new foods or new forms of familiar foods to the menus. The FBG is widely used by
school food service professionals participating in the National School Lunch Program and
School Breakfast Program. It is also appropriate for use in the Child and Adult Care Food
Program as well as the Summer Food Service Program.

1.1 Accessibility

All reports (e.g., Yield Data, Compare Food Items, Food Item Detail, Product Formulation
Statement, and Recipe Analysis Workbook) on the FBG tool can be printed (as PDF) or exported
and saved in the |-delimited formats that can then be imported into Microsoft Excel. If you have
trouble accessing, printing, and saving any of these reports, and would like to request them in
alternative formats, please send your assistance request to CNPNTAB@usda.gov and you will
receive a response within 48-business hours.

Please send any questions or report website accessibility problems to CNPNTAB@usda.gov via
email or using the Contact Us feature of the application (as described in section 2.4.6.3). In your
message, include the page address or URL and the specific problems you have encountered.

1.1.1 Keyboard Navigation

The FBG application can be navigated without a mouse using the keyboard only. Use the
following shortcuts to navigate FBG screens:

e Menus:
o Tab to move between items in the main menu
o Enter to open a menu
o Up and Down Arrows to move between sub-menus
o Enter to open a sub-menu

e Accordions:
o Up and Down Arrows to move between accordions
o Enter to open an accordion

Food Buying Guide (FBG) — User Guide December 11, 2020 Page 6
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o Enter to collapse an accordion
o Tab to move down within accordion body
o Shift + Tab to move up within accordion body
o Shift + Tab to move up from accordion body to the accordion header
e Text Fields:
o Tab into a text field, type in a value, then Tab to the next control
e Drop-downs:
o Tab into a drop-down and use Up and Down Arrows to select a value, then Tab
to the next control
e Radio Buttons:
o Tab into a radio button group and use Left and Right Arrows to select a value,
then Tab to the next control

e Buttons:

o Tab onto a button, then press Enter to activate it
e Links:

o Tab onto a link, then press Enter to activate it
e Tooltips:

(13%2]
1

o Tab onto a tooltip anchor (“i” in a circle) to bring up the tooltip bubble with text
o Tab off a tooltip anchor to close the tooltip bubble with text
e Pagination Controls:
o Tab between page number buttons
o Enter on page number button to display the corresponding page
o Enter on First, Last, Next, and Previous buttons to display the corresponding page
e Tools — PFS and RAW, Meal Component Tabs:
o Left and Right Arrows to move between tabs
Tab to go into meal component tab body
Tab to move between controls in the meal component tab body
Shift + Tab to move backwards between controls in the meal component tab body
Shift + Tab to move up from meal component tab body onto the meal component
tab header
e Video Player:
o Tab onto the video player, then

o O O O

o Tab onto the main Play button that overlays the video, then

o Tab to video player controls

o Tab to move between video player controls

o Shift + Tab to move backwards between video player controls

o Enter to press the Play buttons

o Tab onto the Progress Bar and use Left and Right Arrows to scroll, Tab off

o Tab onto the Caption Control and use Up and Down Arrows to choose None or a
Language, Tab off

o Tab onto the Full Screen Control and use Enter to activate full screen mode,

Escape to exit

Food Buying Guide (FBG) — User Guide December 11, 2020 Page 7
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1.2

1.2.1

Site URL: https://foodbuyinggquide.fns.usda.gov

Overview

Key Information

1.2.2

User Groups

FBG has three main user groups: Guest User, Registered User, and Administrator User. Each
user can belong to one Organization Type: FNS National Office, FNS Regional Office, Vendor,
State Agency, School, Child Care, and Other. Functionality available to each user depends on

his user group and Organization Type.

e Guest Users: Public users can access key components of the FBG through the Internet
without providing login credentials or creating a user account. Guest users can search and
view Food Items, create a Favorites list, and use FBG Calculator. However, the Favorites
list and FBG Calculator Shopping Lists will only remain active while the user is actively
using the FBG site. If the user closes the FBG site and returns to it, the Favorites list and
Shopping Lists will not be saved.

Table 1: Guest User Permissions per Organization Type

Text-

FBG

Exhibit

Organization only Search Fa\égrlt Calculator | A Grains | RAW | PFS F'Z‘gtrﬂ :28
screens Tool
FNS National
Office, FNS X X X* x* x*
Regional Office
Vendor X X X* X* xX*
State Agency,
School, Child X X X* X* xX*
Care, Other

* - Functionality is available but will only be persistent during user’s browser session.

e Registered Users: Registered users are logged in to the FBG site using their
eAuthentication credentials. Using the FBG site as a registered user gives the user extra

capabilities, such as:

o save the generated Favorites list and FBG Calculator Shopping Lists;

o analyze recipes (Recipe Analysis Workbook functionality) and save them;

o for manufacturers, ability to create and save Product Formulation Statements.

Food Buying Guide (FBG) — User Guide
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Table 2: Registered User Permissions per Organization Type

Text-

FBG

Exhibit

Organization only Search | Favorites | Calculator | A Grains | RAW | PFS S

Features
screens Tool

FNS National

Office, FNS X X X X X X X

Regional Office

Vendor X X X X X X

State Agency,

School, Child X X X X X X

Care, Other

e Administrator: Site Administrators have elevated privileges within the application, and
in addition to all functionality available to registered users, can add food items to the
database and perform minor user administration activities.

Table 3: Administrator User Permissions per Organization Type

Text- FBG Exhibit
Organization only Search | Favorites el G A. RAW | PFS Sl
rains Features
screens
Tool
FNS National x X X X X X X x
Office
Food Buying Guide (FBG) — User Guide December 11, 2020 Page 9
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2

Guest User

2.1 Logging In
When navigating to the FBG URL, a User will first see the following Login Screen:

An official website of the United States gmemmenl lere's

USDA Food Buying Guide for Child Nutrition Programs

_ U.S. DEPARTMENT OF AGRICULTURE

Food Buying Guide for Child Nutrition Programs Interactive Web-Based Tool

The interactive Food Buying Guide allows for easy searching. navigating, and displaying of content. In
addition, users can compare yieid information, create a favorite foods list. and access tools, such as.

* The FBG Calculator

= Exhibit A Grains Tool

= Download Food Buying Guide

« Recipe Analysis Workbook (RAW), and

= Product Formulation Statement (PFS) Workbook

Create a profile In order 1o save the following: food items in your Favorites list, shopping lists created
by the FBG Calculator, analyzed recipes using the RAW, and Product Formulation Statements.

PLEASE NOTE: An USDA eAuthentication account is needed fo access the tool. New and existing
users who have an USDA eAuthentication account can proceed to the Tool by clicking on the ‘Login or
Create a Profile’button

If you do not have an USDA eAuthentication Account, go to Create Account. You will immediately
receive an email with a link to activate your account with one simple click

Contact cnpntab@usda.gov for assistance in accessing the site.
Login or Create a Profile

OR

Continue as a Guest User

I Select Organization Type v I
[ |
Enter I

The contents of this guidance document do not have the force and
effect of law and are not meant to bind the public in any way. This
document is Intended only to provide clarity to the public regarding
existing requirements under the law or agency policies

FNS | CNPP | USDA | FOIA | USDAPolicies andLinks | Accessibility Statement | Privacy Policy | Information Quality | NoFearAct | Nondiscrimination Statement |

USAgov | Whitehouse. gov

Food Buying Guide (FBG) — User Guide December 11, 2020
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To continue as a Guest User, select an “Organization Type” from the dropdown menu and click
“Enter.” Different subsets of functionality will be available depending in the “Organization
Type” selected.

Continue as a Guest User

‘Select Organization Type v |

Select Organization Type
FNS National Office
FNS Regional Office
State Agency

| Vendor

5| School

Child Care

Other

Select Organization Type ‘

2.2 FBG Home Screen

From the main FBG Home Screen, the Guest Users can use the top navigation links and main
screen buttons to access information.

S} A0 T3 eSS Of e Unied Siies GOARTIMETT St s b 120 00

USDA Food Buying Guide for Child Nutrition Programs | ‘

— U.S. DEPARTMENT OF AGRICULTURE

MEAL COMPONENTS - . . - . ADMINISTRATOR - WELCOME TEST USER -

WELCOME TO THE FOOD BUYING GUIDE

The Interactive Food Buying Guide allows for easy display, search, and navigation ol food yleld information. In addition, users can compare yield information, create a faverite foods list, and
access tools, such as the Recipe Analysis Workbook (RAW) and the Product Fi

‘ Food Iltems Search I Food Item Favorites I Download Food Buying Guide

| Exhibit A Grains Tool I FBG Calculator I Product Formulstion Statement (PFS) 1 Recipe Analysis Workbook (RAW)

FRUITS MILK

w2k

VEGETABLES GRAINS OTHER FOODS

FNS | CNPP | USDA | FOW | USDAPolicles andLinks - | Accesslolify Statement | Priacy Pollcy normation Cually | NoFearAct | Nondiscrimingtion Statement | USAgos | Wamehousegov

Food Buying Guide (FBG) — User Guide December 11, 2020 Page 11
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The links found in the top navigation of the Home Screen stay consistent throughout the
application. Different subsets of functionality will be available depending in the Organization
Type selected. The functions associated with each top navigation option are further described in
section 2.4.

2.3 Home Screen Buttons

2.3.1 Food Items Search
Click the “Food Items Search” button:

[ Food ltems Search I Food Item Favorites I Download Food Buying Guide ]

l Exhibit A Grains Tool l FBG Calculator I Product Formulstion Statement (PFS) I Recipe Analysis Workbook (RAW) l

On the Search Food Items Screen, the users can search food items by using several search
criteria. To clear selected criteria, the users can click “Reset Search.”

Search Food Items Food Items Selected for Comparison Compars tems || Clear Al |
Keywords® Select up to 4 food items from search resutts to be compared
Servings
Food As Purchased, AP Purchase Unit Purz::ase Serving Size per Meal Contribution Action
Unit, EP

Weal Component:

No item for Comparison

All Meal Components ~
Category’
All Categories ~

Search Reset Search

Search Results

Servings
per Add to Add to
Meal Component Category / Subcategol Food As Purchased, AP Purchase Unit Serving Size per Meal Contribution
> LR L Purchase < = Compare | Favorites
Unit, EP

Mo records found

Food Buying Guide (FBG) — User Guide December 11, 2020 Page 12
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2.3.1.1 Search by Keyword

In the “Keyword” text box, type in a keyword and click the “Search” button.

Search Food Iltems

Keywords:

kale

Meal Component:

Category:

Search Reset Search

2.3.1.2 Search by Meal Component

Users can also search for food items using the “Meal Component” dropdown options. To initiate
a search using these search characteristics, the user fills in different fields on the same screen
previously described for the keyword search.

In the “Meal Component” dropdown menu, select a meal component and click the “Search”
button.

Search Food Iltems

Keywords:

Meal Component:

Vegetables v

Category:

Search Reset Search

2.3.1.3 Search by Category

Users can use the “Category” dropdown menu to further filter the component selected in the
“Meal Component” dropdown. To search by category, select a meal component from the
dropdown list, select a category from the dropdown list, and click the “Search” button.

Food Buying Guide (FBG) — User Guide December 11, 2020 Page 13
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2.3.1.4

Keywords:

Meal Component:

Vegetables

Category:

Dark Green Vegetables

Search

Search Food Iltems

Reset Search

Using the Search Results

Once the user clicks “Search,” the screen will display the search results according to the criteria

selected.

Servings
Meal Component Category | Subcategory Food As Purchased, AP Purchase Unit Pur‘:j‘;se Serving Size per Meal Contribution C‘:fn"p:‘re F;‘i"n::s
Unit, EP

Other Vegetables® Bean Sprouts, Fresh®

Vegetables Footnots Mung Pound 1460 114 cup parboiled, drained vegetable A A
BEAN SPROUTS Footnote
Other Vegetables® Bean Sprouts, Fresh®

Vegetables Footnote Soybean Pound 17.20 /4 cup parboiled, drained vegetable A A
BEAN SPROUTS Footnote
Other Vegetables®

Vegetables Footnote Bean Sprouts, Canned No. 10 Can (102 0z) 29.10 1/4 cup heated, drained vegetable A A
BEAN SPROUTS
Other Vegetables®

Vegetables Footnots Bean Sprouts, Canned No. 10 Can (102 0z) 4220 174 cup drained vegetable A A
BEAN SPROUTS
Other Vegetables®

Vegetables Footnote Bean Sprouts, Canned No. 300 Can (14 0z) 3.99 1/4 cup heated, drained vegetable A A
BEAN SPROUTS
Other Vegetables®

Vegetables Footnote Bean Sprouts, Canned Mo. 300 Can (14 0z) 534 1/4 cup drained vegetable A A
BEAN SPROUTS

Information displayed for each food item is:

Meal Component

Meal Category and Subcategory
Food As Purchased, AP
Purchase Unit
Servings per Purchase Unit, EP
Serving Size per Meal Contribution
Add to Compare link — allows to add up to four items to be compared
Add to Favorites link — adds the food item to Favorites

Food Buying Guide (FBG) — User Guide
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NOTE: Footnotes for Meal Component, Food Category, Subcategory and Food As Purchased,
AP will be shown in Search Results when available. Click on the corresponding Footnote link to
view footnote(s).

2.3.1.5 Search Results - View Food Item Details

To view information about a specific food item, click the blue link of the food item name in the
“Food As Purchased, AP’ column.

The following food item information will be displayed on Food Item Details Screen:

e Meal Component
e Meal Category
e Meal Subcategory
e Food As Purchased, AP
e Purchase Unit
e Servings per Purchase Unit, EP
e Serving Size per Meal Contribution
e Purchase Units for 100 Servings
e Footnotes
Food Item Details
Meal Component Vegetables
Meal Category Other Vegetables®
Meal Subcategory BEAN SPROUTS
Food As Purchased, AP EE:; Sprouts, Fresh®
Purchase Unit Pound
Servings per Purchase Unit, EP 1460
Serving Size per Meal Contribution 1/4 cup parboiled, drained vegetable
Purchase Units for 100 Servings 6.90
Additional Information 11b AP = 0.89 Ib parboiled bean sprouts

" For the purposes of the NSLP, the “Other Vegetables™ requirement may be met with any additional amounts from
the dark green, red/orange, and beans/peas (legumes) vegetable subgroups as defined in § 210.10(c)(2)(jii).
Additional documentation from the vendor would be necessary to determine crediting

Footnote 2 Due to the increasing number of illnesses associated with consumption of raw sprouts, the Food and Drug
Administration has advised all consumers — especially children, pregnant women, the elderly, and persons with
weakened immune systems — to not eat raw sprouts as a way to reduce the risk of foodborne illness. Therefore
raw sprout data served in the raw state has been intentionally omitted.

View PDF Export Add To Favorites Close

From this screen, the user has the following options:

e The “View PDF” button opens a PDF that contains all information on Food Item Details
screen. The PDF can then be saved or printed.

e The “Export” button opens a text file that contains all information on Food Item Details
screen except Footnotes. The text file is delimited by ““|”” character and can be imported
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into Microsoft Excel. The file can also be opened in Excel. See section 2.6 for more
information.

e The “Add to Favorites” / “Remove from Favorites” button adds (or removes) the selected
food item to the user’s Favorites list.

o NOTE: For Guest Users, this Favorites list will only be generated and remain

active while the user is actively using the FBG site. If the user closes the FBG site
and returns to it, the Favorites list will not be saved.

e The “Close” button takes the user back to the Search Food Items Screen.

2.3.1.6

Search Results - Add Food Item to Favorites

To add food items to Favorites, click on the “Add” link of the “Add to Favorites” column of the
Search Results table.

Servings |
; per - | Addto]| Addto
Meal Component |  Category / Subcategor Food As Purchased, AP Purchase Unit Serving Size per Meal Contribution :
o 9oty g0y, ? - Purchase g, Sixe el IDUBON | Compare | Favorites
Unit, EP |
Vegetables Bean Sprouts, Canned No. 10 Can (102 oz) 29.10 1/4 cup heated, drained vegetable d |
|
Vegetables Bean Sprouts, Canned No. 10 Can (102 oz) 220 174 cup drained vegetable <
Vegetables Footnote Bean Sprouts, Canned No. 200 Can (14 oz) 3.99 1/4 cup heated, drained vegetable |
BEAN SPROUTS
——

You can remove a food item from Favorites from the Favorites screen, or you can click on the
“Remove” link of the “Add to Favorites” column of the Search Results table. For more
information see section 2.3.2.

2.3.1.7

Search Results - Add Food Item to Compare Items

To compare food items, click on the “Add” link of the “Add to Compare” column of the Search
Results table.

Servings
per Add to Add to
Meal Component Category / Subcategol Food As Purchased, AP Purchase Unit Serving Size per Meal Contribution )
B L L Purchase = + Compare | | avorites
Unit, EP
Other Vegetables® Bean Sprouts, Fresh®
Vegetables Footnote ung Pound 14.60 144 cup parboiled, drained vegetable Remove
BEAN SPROUTS Footnote
Other Vegetables® Bean Sprouts, Fresh®
Vegetables Footnote Soybesn Pound 17.20 1/4 cup parboiled, drained vegetable A A
BEAN SPROUTS Footnote
Other Vegetables®
Vegetables Footnote Bean Sprouts, Canned No. 10 Can (102 0z) 10 144 cup heated, drained vegetable Remove
BEAN SPROUTS

The food item will then appear in the “Food Items Selected for Comparison” section of the
Search screen. The corresponding rows in the Search Results table will no longer have the “Add”
link in the “Add to Compare” column.
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Search Food Items

Food Items Selected for Comparison

Select up to 4 food tems from search results to be compared

Compare ltems Clear All

Keywords:
Servings
bean sprouts per
Food As Purchased, AP Purchase Unit Serving Size per Meal Contribution Action
Purchase
Unit, EP
Meal Component: N
Bean Sprouts, Fresh .
Vegetables ~ Mung Pound 1460 /4 cup parboiled, drained vegetable Remove
Bean Sprouts, Canned No.10 Can (102 0z) | 29.10 114 cup heated, drained vegetable Remove
Category:
Other Vegetables ~
Search Reset Search
Servings
per - n e Add to Add to
Meal Component Category / Subcategory Food As Purchased, AP Purchase Unit Purchase Serving Size per Meal Contribution Compars |[Favarites
Unit, EP
Other Vegetables® Bean Sprouts, Fresh*
Vegetables Footnote Mung Pound 14.60 1/4 cup parboiled, drained vegetable Remove
BEAN SPROUTS Footnote
Other Vegetables® Bean Sprouts, Fresh®
Vegetables Footnote Soybean Pound 17.20 114 cup parboiled, drained vegetable Add Add
BEAN SPROUTS Footnote
Other Vegetables®
Vegetables Footnote Bean Sprouts, Canned No. 10 Can (102 0z) 2910 1/4 cup heated, drained vegetable Remove
BEAN SPROUTS

You can add up to 4 food items to compare while navigating multiple pages of search results, or
after performing a different search. Food items can be removed from the “Compare” list using

the corresponding “Remove” links in the “Food Items Selected for Comparison” table. You can
also clear all Compare items using the “Clear All” button.

Food ltems Selected for Comparison

Select up to 4 food items from search rezults to be compared.

Compare ltems

Clear All

Servings
Food A= Purchased, AP Purchase Unit per Serving Size per Meal Contribution Action
Purchase
Unit, EP
Bean Sprouts, Fresh Pound 1480 1/4 cup parbeiled, drained vegetable Remove
Mung
Bean Sprouts, Canned No. 10 Can (102 oz} 2810 1/4 cup heated, drained vegetable ‘ Remove
« s . . . .
Press “Compare Items” button to view full detail for the food items being compared on
(13 2
Compare Items” screen.
Compare Items
By Remove
Meal Component Category | Subcategol Food As Purchased, AP Eschnss Bex Serving Size per Meal C Fom, |0
i gy : Unit Purchase i Favorites
Unit, EP Compare
Ot Bean S uts, F h? "
Vegetables Fo il e A Pound 14.60 1/4 cup parboiled, drained vegetable S‘F'z:\: =0.89.\parbolled hean Remove Add
a ’
1 No. 10 can = about 48.4 oz (7-1/4
Other Vegetables* % £ 5
Vegetables ;:;z—:ig P Bean Sprouts, Canned f:‘;z':j“ 29.10 1/4 cup hested, drained vegetable :‘:”“:2'::5“ ”f;:,b:_ s Remove Add
EEANSPROUIS ‘ cups) drained, unhested bean sprouts
View PDF Export Return to Search
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From this screen, the user has the following options:

e The “View PDF” button opens a PDF that contains all information on Compare Items
screen. The PDF can then be saved or printed.

e The “Export” button opens a text file that contains all information on Compare Items
screen except Footnotes. The text file is delimited by ““|”” character and can be imported
into Microsoft Excel. See section 2.6 for more information.

e The “Return to Search” button takes the user back to the Search Food Items screen.

2.3.2 Food Item Favorites
Click the “Food Item Favorites” button:

l Food ltems Search ] Food Item Favorites l Download Food Buying Guide I

[ Exhibit A Grains Tool I FBG Calculator I Product Formulation Statement {PFS) I Recipe Ansalysis Workbook (RAW) ]

On the Favorites List Screen, the users can view food items they marked as Favorites:

Favorites List

Servings

Remove
Meal Component Category / Subcategory Food As Purchased, AP Purchase Unit | r’:‘;se Serving Size per Meal Contributi iti i From
Unit, EP Favorites
Fruit and Fruit Juice Apples, fresh
Fruits Poun. 11.40 1/4 cup raw, cored, peeled fruit
W APPLES 125138 count Whole, includes USDA Foods | o0 SR Lo e o
MeatsiMeat Legumes, Dry Beans and Peas e
Alternates’ BEANS, BLACK (TURTLE Eiina EOh, (Rt dop ot How A Gen 18.50 2/8 cup hested, drained beans
4 Whole, includes USDA Foods (110 02)
Footnote BEANS)
drained, unheated beans
Meats/Meat
Beef and Beef Products Beef Liver, fresh or frozen & 4
Al tes* Pound 7.48 1-1/2 oz cocked le eat 11b AP = 0.70 Ib cocked liver
el BEEF LIVER, fresh or frozen | Trimmed . S e ° R

View PDF Export

From this screen, the user has the following options:

e The “View PDF” button opens a PDF that contains all information on Favorites List
screen. The PDF can then be saved or printed.

e The “Export” button opens a text file that contains all information on Favorites List
screen except Footnotes. The text file is delimited by “|” character and can be imported
into Microsoft Excel. See section 2.6 for more information.

b

To remove an item from the Favorites list, click “Remove” link in the “Remove from Favorites’
column of the Favorites list table.

NOTE: For Guest Users, the Favorites list is not retained once they navigate away from
the FBG Web site.
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2.3.3 Download Food Buying Guide

Click on the “Download Food Buying Guide” button to open the Download Food Buying Guide
screen:

[ Food Items Search I Food Item Favorites -I Download Food Buying Guide

[ Exhibit A Grains Tool l FBG Calculator [ Product Formulation Statement {FFS) I Recipe Analysis Workbook (RAW) ]

Download Food Buying Guide screen contains links to the Food Buying Guide Introduction, six
Meal Component sections with the corresponding Yield Tables, and Appendixes in PDF format.
Last updated date is listed for each Yield Table. Click on each link to open the corresponding
document.

Download Food Buying Guide

Food Buying Guide Introduction (last updated on 07/17/2020)

Section 1: Meats/Meat Alternates (last updated on 02/28/2020) and Yield Table (last updated on 8/12/2019)

Section 2: Vegetables (last updated on 02/28/2020) and Yield Table (last updated on 8/22/2019)

Section 3: Fruits (last updated on 02/28/2020) and Yield Table (last updated on 10/27/2019)

Section 4: Grains (last updated on 02/28/2020) and Yield Table (last updated on 8/12/2019)

Section 5: Milk (last updated on 02/28/2020) and Yield Table (last updated on 7/12/2016 )

Section 6: Other Foods (last updated on 02/28/2020) and Yield Table (last updated on 5/10/2019)

Appendix A Recipe Analysis Workbook (last updated on 02/28/2020)

Appendix B: Using “Additional Information” Column of the Food Buying Guide Yield Tables (last updated on 02/28/2020)
"‘ u Nutrition Appendix C: The USDA Child Nutrition (CN) Labeling Program (last updated on 02/28/2020) and Food ltems for Further

% Programs Processing Yield Table (last updated on 4/6/2018)

:\\\:\g\‘ - Appendix D: The Food Purchasing Process (last updated on 02/28/2020)

Appendix E: Grains/Breads Component: The Summer Food Service Program (SFSP) and National School Lunch

Program (NSLP) Afterschool Snack Service (last updated on 02/28/2020)

Appendix F: Resources (last updated on 02/28/2020)

Buying
Guide

2
N SR

Nl

2.3.4 Exhibit A Grains Tool

Exhibit A Grains Tool functionality is activated by the “Exhibit A Grains Tool” button. Please
see section 2.5.1, Exhibit A Grains Tool for more information.

[ Food Items Search ] Food Item Favorites l Download Food Buying Guide

== =

[ Exhibit A Grains Tool I FBG Calculator I Product Formulation Statement {PFS) T Recipe Analysis Workbook (RAW)

2.3.5 FBG Calculator

FBG Calculator functionality is activated by the “FBG Calculator” button. Please see section
2.5.2, FBG Calculator for more information.

[ Food Items Search ] Food Item Favorites I Download Food Buying Guide l
X

[ Exhibit A Grains Teol J FBG Caslculator l Product Formulation Statement {PFS) l Recipe Analysis Workbook (RAW) ‘
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2.3.6  Product Formulation Statement (PFS)

PFS functionality is activated by the “Product Formulation Statement (PFS)” button. Please see
section 3.2.2, Product Formulation Statement (PFS) for more information.

[ Food Items Search ] Food Item Favorites ] Download Food Buying Guide

[ Exhibit A Grains Tcol I FBG Calculator I Product Formulation Statement {PFS) ] Recipe Analysis Workbook (RAW)

NOTE: This functionality is not available to Guest Users, please create an account to
access it. This functionality is available to Authenticated Users with selected
Organization of “Vendor,” “FNS National Office,” or “FNS Regional Office”.

2.3.7 Recipe Analysis Workbook (RAW)

RAW functionality is activated by the “Recipe Analysis Workbook (RAW)” button. Please see
section 3.2.1, Recipe Analysis Workbook (RAW) for more information.

[ Food Items Search ] Food Item Favorites ] Downlogd Food Buying Guide I

[ Exhibit A Grains Tcol l FBG Caslculator I Product Formulation Statement {PFS) ] Recipe Analysis Workbook (RAW) |

NOTE: This functionality is not available to Guest Users, please create an account to
access it. This functionality is available to Authenticated Users with selected
Organization other than Vendor.

2.3.8 View Meal Component Information

To view information about Meal Components, click on the corresponding meal component
image on the Home screen:

FRUITS MILK

VEGETABLES GRAINS OTHER FOODS

The image button directs the user to an informational screen about that Meal Component.
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Meats/Meat Alternates

» Meats and Meat Alternates Component for the Child Nutrition Programs
» Optional Best Practices for All Child Nutrition Programs

+ Definitions

»  Yields

» Explanation of the Columns

Search Meats/Meat Alternates Food Items View Yield Table PDF Export Yield Table

To view information under the sub-headings on the screen, click on the grey heading bar (i.e.,
“Optional Best Practices for All Child Nutrition Programs” or “Definitions”) to expand the
section.

From this screen, the user has the following options:

e Search meal component food items — the “Search” button takes the user to the Search
Items screen with the “Meal Component” control pre-populated with the meal component
being viewed.

e The “View Yield Table PDF” button opens a PDF view of the selected meal component’s
yield tables. The PDF can then be saved or printed.

e The “Export Yield Table” button opens a text file that contains all information for meal
component’s yield table except Footnotes. The text file is delimited by ““|” character and
can be imported into Microsoft Excel. See section 2.6 for more information.

Users can use the steps outlined above to access information about each of the Meal
Components.

2.4 Top Navigation Menus

In addition to navigating through FBG from the main screen, users can use the Top Navigation
menus to access functionality within the site.

2.4.1 Home

MEAL COMPONENTS~ FOOD ITEMS ~ APPENDIXES~

Home Page

Whats Hew HE FOOD BUYING GUIDE

About the Food Buying Guide

I load Food Buying Guid side allows for easy display, search, and navigation of food yield information. In addition, users can compare yield information, create a favorite foods list, and access tools, such as the
owinioad Food Buying Buice V) and the Product Formulation Statement Workbook.

Resource Center
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2.4.1.1 Home Page

From the “Home” dropdown menu, users can view FBG Home Page screen (described in section
2.2 above) by selecting the “Home Page” menu item.

2.4.1.2 What's New

From the “Home” dropdown menu, users can view the list of announcements by the FNS staff by
selecting the “What’s New” menu item. This menu item opens What’s New screen that lists
announcements that are currently active, if any.

What's New

No new announcements are available

2.4.1.3 About the Food Buying Guide

From the “Home” dropdown menu, users can view the About the Food Buying Guide screen by
selecting the “About the Food Buying Guide” menu item.

About the Food Buying Guide

+ About the Food Buying Guide

»  What's Included in this Guide?

» Yields

+ In-House Yield Data

»  Meal Patterns

» Explanation of the Food Buying Guide

+  How Can You Use the Yield Data?

+  Working with the Food Buying Guide for Child Nutrition Programs
»  Methods Used to Determine Quantity

»  Method 1 — Using “Servings per Purchase Unit EP" column
»  Method 2 — Using “Purchase Units for 100 Servings” column
»  Method 3 — Using “Additional Information” column

» How to Make Cost Comparisons

2.4.1.4 Download Food Buying Guide

From the “Home” dropdown menu, users can view the Download Food Buying Guide screen by
selecting the “Download Food Buying Guide” menu item.

2.4.1.5 Resource Center

From the “Home” dropdown menu, users can view the About the Food Buying Guide screen by
selecting the “Resource Center” menu item. Resource Center screen provides the user with the
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Child Nutrition Programs Meal Pattern charts and reference tables and figures (i.e. Decimal
Weight Equivalent table) to support information found in the Food Buying Guide. By clicking on
the blue links, the users can access a PDF document of the information.

Resource Center

+  Meal Patterns

+ To Help You Use this Guide
+ Tables

+ Figures

+  Buy American Requirement

2.4.2 Meal Components

Meats/Mest Alternates

WELQ@  Yeoetables OD BUYING GUIDE

Fruits
The lnterd ows for easy display, search, and navigation of food yield information. In addition, users can compare yield information, create a favorite foods list, and
scoess too qeuns is Workbook (RAW) and the Product Formulation Statement Workbook.

Milk

Other Foods
Sz s e Rrky l Food Item Favorites l Download Food Buying Guide l

From the “Meal Components” dropdown menu, users can select an individual meal component
to view more information specific to that meal component.

The users can navigate through the information following the same process outlined in section
2.4.1.

2.4.3 Food Items

L |
MEAL COMPONENTS~ I FOOD ITEMS ~ APPENDIXES ~

Search

WELCOME TO THE FQQ@ Favortes IIDE

2.4.3.1 Search

From the “Food Items” dropdown menu, users can select “Search” menu item to reach the
Search Food Items screen and search through food items following the same process outlined in
section 2.3.1.

2.4.3.2 Favorites

From the “Food Items” dropdown menu, users can select “Favorites” menu item to reach the
Favorites List screen. See Section 2.3.2 for more information.
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2.4.4 Tools

My RAW Recipe List

WELCOME TO THE FOOD BUYING Creste RAW

Manage My RAW Folders
The Interactive Food Buying Guide sllows for easy display = n. users can compare yield information, create a favorite foods list, and
scoess tools, such as the Recipe Analysis Workbook (RAW) ] MY PFS List

Creste PFS for School Mesls

Create PFS for Other CN Programs

[ Food Items Search ARGE I Downlosd Food Buying Guide |
FBG Calculstor - My Shopping Lists

[ Exhibit A Grains Tool I FBG Calculstor - Create Shopping List Iation Statement (PFS) ] Recipe Analysis Workbook (RAW) I

Exhibit A Grains Tool - My Products

Exhibit A Grains Tool - Enter Product
Determining Creditable Grains/Breads

Does My Product Meet the Whole Grain-Rich Criteria?
—~

From the “Tools” dropdown menu, users can access the following:
The Tools top navigation menu provides the user with the following options:

My RAW Recipe List — list of user’s RAW (functionality is not available to guest users)

Create RAW — create RAW (functionality is not available to guest users)

My PFS List — list of user’s PFS (functionality is not available to guest users)

Create PFS for School Meals (functionality is not available to guest users)

Create PFS for Other CN Programs (functionality is not available to guest users)

FBG Calculator - My Shopping Lists — list of user’s Shopping Lists (Shopping Lists are

persistent only while user is active in the FBG application)

e FBG Calculator - Create Shopping List — create a Shopping Lists (Shopping Lists are
persistent only while user is active in the FBG application)

e Exhibit A Grains Tool - My Products — list of user’s Products (Products are persistent
only while user is active in the FBG application)

e Exhibit A Grains Tool - Enter Product — enter a Product (Products are persistent only
while user is active in the FBG application)

e Determining Creditable Grains/Breads — an interactive chart

e Does My Product Meet the Grain-Rich Criteria? — an interactive chart

2.4.5 Appendixes

A: Recipe Analysis Workbook

WELCOME TO THE FOOD BUY'NG GUIDE B: Using "Additional Information™ Column of the Food Buying Guide Yield Tables

C: The USDA Child Nutrition (CN) Labeling Program
The Intersctive Food Buying Guide allows for easy display, search, and na

3 R he Food P sing Process
acoess tools, such as the Recipe Analysis Workbook (RAW) and the Product D:The: st ychasing Prones

E: Grains/Breads Component for the Summer Food Service Program (SFSP) and NSLP Afterschool Snack Service

F: Resources
[ Food Items Search I ey r ——rem— W

From the “Appendixes” dropdown menu, users can access more information about specific items
related to the Food Buying Guide for Child Nutrition Programs.
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2.4.6 Help
MEAL COMPONENTS~ FOOD ITEMS ~ : APPENDE--
User Guide
WELCOME TO THE FOOD BUYING GUIDE Traming Video
Contact Us
The Interactive Food Buying Guide allows for easy display, search, and navigation of food yield information. In ads hation, create a favorite foods list, and access tools, such as the

Frequently Asked Questions

Recipe Analysis Workbook (RAW) and the Product Formulation Statement Workbook.

2.4.6.1 User Guide

From the “Help” dropdown menu, users can view access-level-appropriate User Guide in PDF
format by selecting the “User Guide” menu item.

Please contact FNS though the Contact Us menu item (described below) or by emailing to
CNPNTAB@usda.gov request the user guide in another format.

2.4.6.2 Training Video

The Training Video screen contains a video player that displays the FBG training video. The
first chapter of the training video is displayed in the video player automatically. Click on a link
for each chapter for it to appear in the video player. Click on the link for Training Video
Transcript to view the transcript of the video in PDF format.

Training Video

Chapter 1: Introduction (last updated on 5/16/2019)

Chapter 2: Navigating via H Page Buttons (last updated on 7/05/2019)
( t updated on 3/28/2019)

ol (last updated on 8/29/2019)

g g 0 gation Menu (last updated on 8/15/2019)

e0 Transcript (last updated on 8/29/2019)

Chapter 1: Introduction

Guest User Training

USDA
==
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2.4.6.3 Contact Us

From the “Help” dropdown menu, users can contact FNS team via email by selecting the
“Contact Us” menu item. This menu item opens the Contact Us screen with a form:

Contact Us

Asterisks (*) denote required information.

Title *

Message *

Your Name
Email *
Phone Number

Accessibility or Section 508- O
related Inquiry

Send Message Cancel

On the Contact Us screen, fill in the following fields:

Table 4: Contact Us form fields

Field Name Description

Title (required) Title for your email

Message (required) Body of your email

Your Name Enter your name, so FNS staff can contact you if needed
Email (required) Enter your email, so FNS staff can contact you if needed
Phone Number Enter your phone number, so FNS staff can contact you if needed

Accessibility or Check this checkbox if you are contacting FNS regarding the

Section 508-related
Inquiry

for faster processing.

application accessibility or a Section 508-related issue or inquiry.
Checking this checkbox will alert FNS staff of nature of your request
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From this screen, the user has the following options:

e Send the email message to CNPNTAB@usda.gov using “Send Message” button. If this
option is selected, the email is sent, and the user is shown a conformation message.

e (Cancel the action using the “Cancel” button.

2.4.6.4 Frequently Asked Questions

From the “Help” dropdown menu, users can view the application Frequently Asked Questions
screen by selecting the “Frequently Asked Questions” menu item.

2.4.7 Log Out

HOME = MEAL COMPONENTS ~ FOOD ITEMS ~ TOOLS~ APPENDIXES ~ HELP~ I LOG OUT
— —

By clicking “Log Out,” the Guest User’s session ends and any temporarily saved information
(Recipes, Favorites) is cleared.

2.5 Tools

2.5.1 Exhibit A Grains Tool
The Exhibit A Grains Tool determines:

1. the ounce equivalent (0z eq) grains or grains/breads serving(s) for your grain product,

2. amount of a grain product to serve in order to provide a specific ounce equivalent (0z eq)
grains or grains/breads serving(s), and

3. amount of a grain product to serve in order to meet Minimum Grains Requirement as
appropriate for the specific age group/grade group.

Click the “Exhibit A Grains Tool” button on FBG main screen to access Exhibit A Grains Tool
functionality.

l Food Items Search ] Food Item Favorites [ Download Food Buying Guide ]

[ Exhibit A Grains Tool I FBG Calculator I Product Formulation Statement {PFS) I Recipe Analysis Workbook (RAW) ]
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Users can also access the functionality by selecting the “Exhibit A Grains Tool — My Products”

and “Exhibit A Grains Tool — Enter Product” menu items under Tools from the top navigation
bar.

HOME - MEAL COMPONENTS - FOOD TEMS - TOOLS- APPENDIXES - HELP - LOG OUT

My RAW Recipe List

WELCOME TO THE FOOD BUYING Crest=RAW

Manage My RAW Folders
The Interactive Food Buying Guide allows for easy display My PFS Li n, users can compare yield information, create a faverite foods list, and
access tools, such as the Recipe Analysis Workbook (RAW) “" ist

Create PFS for School Mesls

Create PFS for Other CN Programs

Food Items Search RESy ] Download Food Buying Guide
FBG Calculator - My Shopping Lists

Exhibit A Grains Tool I FBG Calculstor - Creste Shopping List Istion Statement (PFS) I Recipe Analysis Workbook (RAW)

Exhibit A Grains Tool - My Products

Exhibit A Grains Tool - Enter Product
Determining Creditable Grains/Breads

Does My Product Meet the Whole Grain-Rich Criteria?
—1

e

NOTE: This functionality is available to Guest Users, but the Products will not be saved
and accessible once user’s session expires.

Selecting "Exhibit A Grains Tool - My Products" takes you to the Exhibit A Grains Tool — My
Products screen. Information about the tool can be accessed at the top of the screen by clicking
the gray heading bar to expand or collapse the text.

Exhibit A Grains Tool - My Products

Exhibit A Grains Tool

This online tool will determine:

1. the ounce equivalent (oz eq) grains or grains/bread servings for your grain product, and
2. amount of a grains product to serve in order to provide a specific ounce equivalent (0z eq) grains or grains/bread servings.
3. amount of a grains product to serve in order to meet Minimum Grains Requirement as appropriate for the specific age group/grade group.

Please note: Only Registered Users will be able to save and retrieve the calculated result of your grain product at any time.

If you are not a Registered User, download the PDF of the calculated result of your grain product before exiting the Exhibit A Grains Tool.

Enter Exhibit A Product

Click “Enter Exhibit A Product” button and the Exhibit A Grains Tool - Enter Product screen
will be displayed:

Exhibit A Grains Tool - Enter Product

¢ Instructions

Asterisks (%) cenoee regquired InDMatin
The numbers listed below correspond to the steps in the Instructions accordion above.

(@) ProductName* @ [ Date %:rum.oowva

@ Choose Method * ° @Ounce Equivslent {oz eq) Grains {SBP/NSLP/NSLP Afterschool Snack Service/CACFP/Preschool)

OGrsins‘Breads Serving(s) (CACFP/SFSP/NSLP Afterschool Snack Service/Preschool)

@ Item keywords: o ‘ Search Clear Searcn
Exhibit A Enter one or more keywords to perform search

‘You must save the Exhibit A Product prior to printing it. Use the "Back to List" button and select from the Exhibit A Products list. Click the PDF link to generate a copy to print or save.

Back to List
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Instructions about the tool can be accessed at the top of the screen by clicking the gray heading
bar to expand or collapse the text.

NOTE: The instruction steps correspond to the numbers listed next to the data entry
fields within the tool.

To save an Exhibit A Product, user must enter information in the Product Name header field, and
the Date field is optional. Press the Save button to save.

Exhibit A Grains Tool - Enter Product

¢ Instructions

Asterisks () oenoee required Iarmanon
The numbers listed below correspond to the steps in the Instructions accordion above.

@ Product Name * @ [ Date I:'% {(MM/DDIYYYY)

(@ choosetethod* @ @ 0unce Equivalent oz eq) Grains (SBPINSLPINSLP Afterschool Snack Service/CACFP/Preschool)

OGrsins Breads Serving(s) (CACFP/SFSP/NSLP Afterschocl Snack Service/Preschool)

@ Item keywords: o [ Searcn Ciear Search
Exhibit A Enter one or more keywords to perform search

You must save the Exhibit A Product prior to printing it. Use the "Back to List’ button and select from the Exhibit A Products list. Click the PDF link to generate a copy to print or save.

Save Back to List

Exhibit A Grains Tool can perform calculations to determine the grains contribution in ounce
equivalent (oz eq) for SBP/NSLP/NSLP Afterschool Snack Service/CACFP/Preschool, or in
grains/breads servings for CACFP/SFSP/NSLP Afterschool Snack Service/Preschool. User
should select the applicable method:

Exhibit A Grains Tool - Enter Product

¢ Instructions

Asteriss () oenote required Iformznon
The numbers listed below correspond to the steps in the Instructions accordion above.

() Productliame* @ | Date |:l%:mm DDIYYYY)

(@ choosemethod* @ @ 0unce Equivalent (oz eq) Grains (SBPINSLPINSLP Afterschool Snack Service/CACFP/Preschool)

OGvsins Breads Serving(s) (CACFP/SFSP/NSLP Afterschool Snack Service/Preschool)

@ Item keywords: o [ Search Clear Search
Exhibit A Enter one or more keywords to perform search

You must save the Exhibit A Product prior to printing it. Use the "Back to List" button and select from the Exhibit A Products list. Click the PDF link to generate a copy to print or save.

Save Back to List
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Only one food item from Exhibit A can be selected at a time. There is a search control that
allows the user to locate food items as listed in Exhibit A. Please refer to Exhibit A: Grain

Requirements For Child Nutrition Programs.

@ Choose Method * ° @Ounc& Equivslent (oz eq) Grains (SBP/NSLP/NSLP Afterschool Snack Service/CACFP/Preschool)

OGrsins‘Bvea:ls Serving(s) (CACFP/SFSP/NSLP Afterschool Snack Service/Preschool)

@ Item keywords: o ;bres«: Search
Exhibit A

Clear Search

Action tem Name Group

i Bread sticks (hard) Growp A 249 030z
ﬂ Bread typs coating Grom A 29 030z

n Braacs - 2 (for sxampis shoed, Franch, itakian) Grouwp B 28g 1oz

Gramspar1ozeq  Ounces periozeq

Grams par 1 Bread ~ Ouncas per 1 Bread ~
serving sarving

070z

a7z

LEL v

Users can search for food items (as listed in Exhibit A) by entering one or more keywords and
then pressing the Search button or hitting the Enter key. Once the food item has been located,
click the corresponding “Add” button to populate that food item into the Exhibit A Product.

The selected food item will appear in a table under the search results.

@ Choose Method * ° ©Ounce Equivalent {oz eq) Grains (SBP/NSLP/NSLP Afterschool Snack Service/CACFP/Preschool)

(OGrains/Breads Serving(s) (CACFP/SFSP/NSLP Afterschool Snack Service/Preschool)

@ Item keywords: ° |bread Search
Exhibit A

Ciear Search

Action itsm Nems Group Grams per10z6q = Ounces psr1ozeq

(R TS = et {E"Sern/E™| | EMiouTiTo SEfe HYRge"STouStad®SroUp

Serving Size (as provided on
Product Label) @
Decimal Equivalents of
Used Fi i Unit

® [l

Description of Food Item per Exhibit A C

Grains Contribution: of Bread stics (hard) provide 0.00 oz eq grains

NOTE:

« Refer to Exhibit A for ifi id. on

grain products in Child Nutrition Programs.
« Creditable grain items are made from whole or enriched grains.
+ Grain-based desserts are not creditable in CACFP or NSLP/SBP infant and preschool meals.

of the crust).

- Bread sticks (hard) GromA 29 030z 29

ﬂ Bread type coating Growp A 29 030z 249
m Braads - ail {for exampe siced, Franch, itasian) Growp & 28g 1ez 25g

Gramsper1Bread  OuncssperiBread A
sarving sarving

Grains Contribution

0.00 ozeqgrains

* Make sure the food you are entering is creditable for infants. For more information, see "Feeding Infants in the CACFP’'s Appendix F: Infant Foods List"
« For combination foods that credit toward more than one meal component, enter the weight of the grain portion only {e.g., for pizza, only enter the weight
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To remove a food item from Exhibit A Product, use the corresponding “X” button.

Serving Size (as provided on
Product Label) @
Decimal Equivalents of
Description of Food Item per Exhibit A Commonly Used Fractions Measurement Unit . Grains Contribution

Bread sticks (hard) @ [ I @ {Selr_.a v:,i 0.00 azeggrains

For each food item added, the user can perform one or more of the following calculations:

1. Grains Contribution — calculate the ounce equivalent (0z eq) grains or grains/breads
servings for your grain product, and/or

2. Amount to Serve — calculate amount of a grain product to serve in order to provide a
specific ounce equivalent (0z eq) grains or specific grains/breads servings, and/or

3. Amount to Serve by Age Group/Grade Group — calculate amount of a grain product to
serve in order to meet Minimum Grains Requirement as appropriate for the specific age
group/grade groups you are serving.

Grains Contribution Amount to Serve Amount to Serve by Age Group/Grade Group

Serving Size (as provided on
Product Label) @

Decimal Equivalents of
Description of Food Item per Exhibit A Commonly Used Fractions Measurement Unit . Grains Contribution

Bread sticks (hard) ® [» ® 1225 g griin

Grains Contribution: 30 grams of Bread sticks (hard) provide 1.25 oz eq grains

2.5.1.1 Grains Contribution

The Grains Contribution tab calculates the ounce equivalent (0z eq) grains or grains/breads
servings for your grain product.

2.5.1.1.1. GroupsA-G
For food items in Groups A-G, the user needs to enter a Serving Size (a positive number, for

example: 2, or 1.5) and select a Measurement Unit (grams or ounces), and then the Grains
Contribution is calculated. The Grains Contribution will be in ounce equivalent when Ounce
Equivalent (0z eq) Grains (SBP/NSLP/CACFP) Method is selected, and in grains/breads
servings when Grains/Breads Servings (CACFP/SFSP/NSLP Afterschool Snack Service)
Method is selected. You can change Method selection and Serving Size and Measurement Unit
values at any time, and the Grains Contribution will be recalculated accordingly.
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The Grains Contribution will also be listed in the crediting statement below the table.

Grains Contribution Amount to Serve Amount to Serve by Age Group/Grade Group

Serving Size (as provided on
Product Label) @

Decimal Equivalents of

Description of Food Item per Exhibit A Commonly Used Fractions Measurement Unit Grains Contribution

Bread sticks (hard) ® ® [oems v 1.25 azeggrans

Grains Contribution: 20 grams of Bread sticks (hard) provide 1.25 oz eq grains

2.5.1.1.2. Groups H and I - Ounce Equivalent Grains
For Ounce Equivalent Grains Method, when a food item in Group H or | is selected, the
Measurement Unit can be in cups in addition to grams and ounces. When “cup(s)” is selected,

the Weight or Cups of One Ounce Equivalent/Minimum Serving Size as Listed in Exhibit A
needs to be selected as well.

For food items in Group H, there is only one option currently available — “1/2 cup cooked”, so it
is pre-selected for the user.

Grains Contribution Amount to Serve Amount to Serve by Age Group/Grade Group

Serving Size (as
provided on Product
Label) @

Decimal Equivalents of " Weight or Cups of One Ounce
Measurement Unit
Commonly Used
Description of Food Item per Exhibit A Fractions °

Cerest Grain (briy. quinos, e o1 ,® @ 200 s

Grains Contributi
Equivalent/Minimum Serving Size . o e Ty

as Listed in Exhibit A

Grains Contribution: 1 cup(s) of Cereal Grains {barley, quincs, etc) provide 2.00 oz eq grsins

For food items in Group |, three options are available for Weight or Cups of One Ounce
Equivalent/Minimum Serving Size as Listed in Exhibit A, so the user needs to make a selection.

Grains Contribution Amount to Serve Amount to Serve by Age Group/Grade Group

Serving Size (as
provided on Product

Label) @
Decimal Equivalents of 9 Weight or Cups of One Ounce
e R Measurement Unit & S : :
Commonly Used Equivalent/Minimum Serving Size
Description of Food Item per Exhibit A Fractions o as Listed in Exhibit A ‘ Grains Contribution

Ready to eat breakfast cereal (cold, dry) @ 1 @ cupls) @ Sele

0.00 ozeqgrains

Grains Contribution: 1 cup(s) of Ready to eat breakfast cereal (cold] dry) provide 0.00 oz eq grains 1 cup flakes and rounds
1.25 cups puffed cereal

1/4 cup grancls
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The Grains Contribution will be listed in the crediting statement below the table.

Grains Contribution Amount to Serve Amount to Serve by Age Group/Grade Group

Serving Size (as
provided on Product

Label) @
Decimal Equivalents of B Weight or Cups of One Ounce
AR Measurement Unit 5 e Z &
Commonly Used Equivalent/Minimum Serving Size
Description of Food Item per Exhibit A Fractions o as Listed in Exhibit A Grains Contribution

Ready to eat breakfast cereal (cold, dry) o ® [@e <] @ 1,00 czeq rahs

Grains Contribution: 1 cup(s) of Ready to eat breskfast cereal (cold, dry) provide 1.00 oz eq grains

2.5.1.1.3. Groups H and I - Grains/Breads Serving(s)

For Grains/Breads Serving(s) Method, when a food item in Group H or | is selected, the
Measurement Unit can be in cups in addition to grams and ounces. When “cup(s)” is selected,
the Weight or Cups of One Ounce Equivalent/Minimum Serving Size as Listed in Exhibit A
needs to be selected as well.

For food items in Group H, there is only one option currently available — “1/2 cup cooked”, so it
is pre-selected for the user.

Grains Contribution Amount to Serve Amount to Serve by Age Group/Grade Group

Serving Size (as
provided on Product
Label) @

Decimal Equivalents of ’ Weight or Cups of One Ounce
Measurement Unit
Commonly Used

Description of Food Item per Exhibit A Fractions °

Grains Contribution
Equivalent/Minimum Serving Size .

as Listed in Exhibit A

Cereal Grains (barley, quinoa, etc) @ 1 @ cupls) @ 2.00 grainstresss seving(s)

Grains Contribution: 1 cup(s) of Cersal Grains (barley, quinos, etc) provide 2.00 grsins/bresds serving(s)

For food items in Group |, there is only one option currently available — “3/4 cup”, so it is pre-
selected for the user.

Grains Contribution Amount to Serve Amount to Serve by Age Group/Grade Group

Serving Size (as provided
on Product Label) @

Decimal Equivalents of . Weight or Cups of One Ounce
ST Measurement Unit 8 2 :
Commonly Used Equivalent/Minimum Serving Size
Description of Food Item per Exhibit A Fractions -] as Listed in Exhibit A . Grains Contribution
Ready to eat breakfast cereal (cold, dry) ®F ] ® e @ 08 Bt )

Grains Contribution: 1 cup(s) of Ready to eat breakfast cereal (cold, dry) provide 1.25 grains/breads serving(s)
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The Grains Contribution will be listed in the crediting statement below the table.

Grains Contribution Amount to Serve Amount to Serve by Age Group/Grade Group

Serving Size (as provided
on Product Label) @

Decimal Equivalents of . Weight or Cups of One Ounce
Measurement Unit X Z z
Commonly Used Equivalent/Minimum Serving Size
Description of Food Item per Exhibit A Fractions -] as Listed in Exhibit A . Grains Contribution
n Ready to eat breakfast cereal (cold, dry) ®F ] ® ey |@ 4.2 grassaesads scvings)

Grains Contribution: 1 cup(s) of Ready to eat breakfast cereal (cold, dry) provide 1.25 grains/breads serving(s)

2.5.1.2 Amount to Serve

Amount to Serve tab calculates amount of a grains product to serve in order to provide a specific
ounce equivalent (oz eq) grains or specific grains/breads servings.

2.5.1.2.1. GroupsA-G
For food items in Groups A-G, the user first needs to enter the Desired Grains Contribution (a

positive number, for example: 2, or 1.5). The Measurement Unit (ounce equivalent or
grains/breads servings) will be filled in automatically based in the Method selected. Then the
user needs to enter the Serving Size, as provided on Product Label (see more details below), and
the Amount to Serve is calculated. You can change the Method selection, the Desired Grains
Contribution and Serving Size values at any time, and the Amount to Serve will be recalculated
accordingly.

The Amount to Serve will also be listed in the Amount to Serve statement below the table.

Grains Contribution Amount to Serve Amount to Serve by Age Group/Grade Group
Serving Size {as provided on Product Label)

Description of Food Item per Exhibit A Desired Grains Contribution Decimal Equivalents of Commonly Used Fractions Amount to Serve

Bread sticks (hard) @ 1.40 azeqgrains @ Serving Size |5 weigh(s) oie-: grams 2.75 piece(s)slice(s)

Amount to Serve: To provide 1.4 oz eq grains of Bread sticks (hard) , serve 2.75 piece(s)/slice(s)

The Serving Size (as provided on Product Label) column consist of two groups:

1. Serving Size: enter the amount (as provided
on Product Label), and then select the
measurement unit. @ semaisial |

2. Weigh(s): enter the weight (positive number,  |eess sios pars)  senve
for example, 2 or 1.5), and then select the
measurement unit.

Serving Size (as provided on Product Label)
Decimal Equivalents of Commonly Used Fractions
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The selection the user makes in the Serving Size Measurement Unit drop-down will determine
how the Amount to Serve will be displayed:

Table 5: Serving Size and Amount to Serve Measurement Unit

Serving Size Measurement Unit Amount to Serve Measurement Unit Example
piece(s)/slice(s) 2.75 piece(s)/slice(s)
serving(s) 2.75 serving(s) (1.25 0z or 31.00g)
single serve package(s) 2.75 single serve package(s)

2.5.1.2.2. GroupsHandI
For food items in Group H and I, the user first needs to select a Food Item Type from the drop-

down. In some cases, Food Item Type selection is fixed based on Exhibit A, and then the drop-
down is not shown.

Then the user needs to enter the Desired Grains Contribution (a positive number, for example: 2,
or 1.5). The Measurement Unit (ounce equivalent or grains/breads servings) will be filled in
automatically based on the Method selected. The Amount to Serve is calculated automatically in
cups. You can change the Method selection and the Food Item Type and the Desired Grains
Contribution values at any time, and the Amount to Serve will be recalculated accordingly.

The Amount to Serve will also be listed in the Amount to Serve statement below the table.

Amount to Serve
Decimal Equivalents of
Description of Food Item per Exhibit A Food Item Type Desired Grains Contribution Commonly Used Fractions

@ E az g grains 1.875 cup(s)

Amount to Serve: To provide 1.8 oz eq grains of Ready to eat breakfast cereal {cold, dry) , serve 1.875 cup(s)

Ready to eat breakfast cereal (cold, dry) (&) [fiskes and rounds

2.5.1.3 Amount to Serve by Age Group/Grade Group

The Amount to Serve by Age Group/Grade Group tab calculates the amount of a grain product to
serve to meet the Minimum Grains Requirement for the specific age group/grade group you are
serving.

2.5.1.3.1. GroupsA-G
For food items in Groups A-G, the user first needs to enter the Serving Size, as provided on

Product Label (see more details below) and select the Program — Meal combination from the
drop-down menu.
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Grains Contribution

Amount to Serve Amount to Serve by Age Group/Grade Group

Serving Size (as provided on Product Label)
Decimal Equivalents of Commonly Used Fractions

@ Serving Sier] piece(s)/slice(s) weigh(s) @ grams @

Amount to Serve by Age Group/Grade Group to Meet Minimum Grains Requirement for
Decimsl Eguivalents of Commonly Used Fractions

Description of Food Item per Exhibit A

Bread sticks (hard)

Program - Meal

Age Group/Grade Group Amount to Serve to Meet Minimum Grains Requirement

NOTE:

* Refer to Exhibit A for specifi on le grain products in Child Nutrition Programs.

The Amount to Serve to Meet Minimum Grains Requirement is calculated for each age
group/grade group corresponding to the Program — Meal combination selected. You can change
the Method selection, Serving Size values and Program — Meal combination at any time, and the
Amount to Serve will be recalculated accordingly.

The Amount to Serve to Meet Minimum Grains Requirement will be listed in the Amount to
Serve table.

Grains Contribution

Amount to Serve Amount to Serve by Age Group/Grade Group

Serving Size (as provided on Product Label)

Description of Food Item per Exhibit A Decimal Equivalents of Commonly Used Fractions Program - Meal
Bread sticks (hard) @ Serving Size [Z] weigh(s) @ @ | S8F - Breskfast

Amount to Serve by Age Group/Grade Group to Meet Minimum Grains Requirement for SBP - Breakfast
Decimsl Eguivalents of Commonly Used Fractions

Age Group/Grade Group
Grades K-5
Grades 6-8

Grades 9-12

Amount to Serve to Meet Minimum Grains Requirement
2.00 piece(syslice(s)
2.00 piece(s¥slice(s)

2.00 piece(syslice(s)

Grains Requi
1.0 oz eq grains
1.0 oz eq grsins

1.0 oz eq grsins

The Serving Size (as provided on Product Label) column consist of two groups:

1. Serving Size: enter the amount (as provided
on Product Label), and then select the
measurement unit. © sring ez T 1
2. Weigh(s): enter the weight (positive nUMber,  fri serve o ase rouy oM o
for example, 2 or 1.5), and then select the m— )
measurement unit.

Serving Size (as provided on Product Label)
Decimal Equivalents of Commonly Used Fractions
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The selection the user makes in the Serving Size Measurement Unit drop-down will determine
how the Amount to Serve will be displayed:

Table 6: Serving Size and Amount to Serve Measurement Unit

Serving Size Measurement Unit

Amount to Serve Measurement Unit Example

piece(s)/slice(s)

2.75 piece(s)/slice(s)

serving(s)

2.75 serving(s) (1.25 0z or 31.00g)

single serve package(s)

2.75 single serve package(s)

2.5.1.3.2. GroupsHand I

For food items in Group H and I, the user first needs to select a Food Item Type from the drop-
down. In some cases, Food Item Type selection is fixed based on Exhibit A, and then the drop-

down is not shown.

Then the user needs to select the Program — Meal combination. The Amount to Serve is
calculated automatically in cups. You can change the Method selection, the Food Item Type and
the Program — Meal combination values at any time, and the Amount to Serve will be

recalculated accordingly.

The Amount to Serve will be listed in the Amount to Serve table.

Grains Contribution
Description of Food Item per Exhibit A

Ready to eat breakfast cereal (cold, dry)

Age Group/Grade Group
Ages 1-2

Ages 3-5

Amount to Serve by Age Group/Grade Group to Meet Minii
Decimal Equivalents of Commonly Used Fractions

0.50 cupfs)

0.50 cup(s)

Amount to Serve Amount to Serve by Age Group/Grade Group

Food Item Type

@ flakes and rounds

Program - Meal

@ [Preschool - Breakfast

Grains Requi for P hool - Breakfast

Amount to Serve to Meet Minii

Grains Requi Minimum Grains Requirement
0.5 oz eq grains

0.5 oz eq grains
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2.5.1.3.3. CACFP Infant Meal Pattern
Some Exhibit A food items are not creditable in the CACFP Infant meal pattern. For these non-

creditable food items, when “CACFP — Infant” is selected in the Program — Meal drop-down, the
following statement will be displayed instead of the calculation results: “This food is NOT
creditable for CACFP Infant meal pattern.”

Grains Contribution Amount to Serve Amount to Serve by Age Group/Grade Group

Serving Size (as provided on Product Label)
Description of Food Item per Exhibit A Decimal Equivalents of Commonly Used Fractions Program - Meal

Egg roll skins @ Serving Size |5.00|| piece{syslice(s)

| weighs) @ [23.0 (@) [CACFP-Infant v

Amount to Serve by Age Group/Grade Group to Meet Minimum Grains Requirement for CACFP - Infant
Decimal Equivalents of Commonly Used Fractions

This food is NOT creditable for CACFP Infant meal pattern.

2.5.1.4 My Products

The “Back to List” button on the bottom of the screen takes user to the Exhibit A Grains Tool —
My Products screen.

You must save the Exhibit A Product prior to printing it. Use the "Back to List" button and select from the Exhibit A Products list. Click the PDF link to generate a copy to print or save.

Back to List

NOTE: “Back to List” button does not save any information, so please be sure to save
any changes before pressing it.

Click on table headers to sort by that column’s value. Enter a search string into the Product
Name column’s search field to narrow selection of Exhibit A products displayed.

Exhibit A Grains Tool - My Products

» Exhibit A Grains Tool

Enter Exhibit A Product

The following are the Products you created. You can narrow the set of products displayed by entering one or more keywords for Product Name. You can re-sort the table entries by Product Name or Date/Time
Created by clicking on the corresponding table header.

Click the PDF link to generate a copy of the Product to print or save.

Product Name * Date ¢ Created On  # Updated On Actions

Bread Sticks Calculation 12/15/2019 22:30 02/25/2020 17:09 Edit | Copy | Delete | PDF | Text | Email
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Use the links in the Actions column for an existing Exhibit A Product:

2.5.2

Edit — to change or update information previously entered in an Exhibit A Product

Copy — to create a copy of an existing Exhibit A Product
Delete — to permanently remove an Exhibit A Product
PDF — to generate, view, and save a PDF of the Exhibit A Product

Text — to generate, view, and save Exhibit A Product as a text or Excel file
Email — to generate Exhibit A Product PDF and email it to one or more recipients.

FBG Calculator

The FBG Calculator is a tool that will create a shopping list to assist users in ordering food for
their programs based on food items needed and your current inventory. This tool contains series
of tabs with formulas for each food group.

Click the “FBG Calculator” button on FBG main screen to access FBG Calculator functionality.

l

Food Items Search ] Food ltem Favorites I Download Food Buying Guide J

[

Exhibit A Grains Tcol J FBG Calculator I Product Formulstion Statement (PFS) l

Recipe Analysis Workbook (RAW) I

Users can also access the functionality by selecting the “FBG Calculator — My Shopping Lists”

and “FBG Calculator — Create Shopping List* menu items under the Tools.

HOME -

The Interactive Food Buying Guide sllows for easy display
access tools, such as the Recipe Analysis Workbook (RAW)

MEAL COMPONENTS - FOOD ITEMS - TOOLS- APPENDIXES - HELP - LOG OUT

My RAW Recipe List

WELCOME TO THE FOOD BUYING St RAW

Manage My RAW Folders
My PFS List
Create PFS for School Mesls

|

n, users can compare yield information, create a favorite foods list, and

l

Create PFS for Other CN Programs
Food Items Search - — I Download Food Buying Guide ]
FBG Calculator - My Shopping Lists
Exhibit A Grains Tool I FBG Calculstor - Create Shopping List Istion Statement (PFS) I Recipe Analysis Workbook (RAW) ]
Exhibit A Grains Tool - My Products

3 Exhibit A Grains Tool - Enter Product
§ \
- > Determining Creditable Grains/Breads
- 4 Does My Product Meet the Whole Grain-Rich Criteria?
A > —1

NOTE: This functionality is available to Guest Users, but the Shopping Lists will

disappear once user’s session expires.

This takes you to the FBG Calculator — My Shopping Lists screen. Information about the tool
can be accessed at the top of the screen by clicking the gray FBG Calculator heading bar to
expand or collapse the text.
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FBG Calculator - My Shopping Lists

FBG Calculator

This online tool will create a shopping list to assist Child Nutrition Program Operators in ordering food for their programs.

Please note: Only Registered Users will be able to save and retrieve a shopping list
If you are not a Registered User, export or email your shopping list before exiting FBG Calculator.

Create Shopping List

Click “Create Shopping List” button and the FBG Calculator - Create Shopping List screen will
be displayed:

FBG Calculator - Create Shopping List

» Instructions

Asterisks (*) denote required information.
(3 shopping List Name * ] Date e B (MMDDIYYYY)
RTINS \egetables | Fruts | Grains | Mik || OtherFoods | Shopping List

User must enter information in the Shopping List Name header field, and the Date field is
optional.

FBG Calculator - Create Shopping List

* Instructions

Asterisks (*) denote required information
(D) § shopping Listtame* | Date OO B (MM/DDIYYYY)
Meats/Meat Alternates Vegetables Fruits Grains Milk Other Foods Shopping List

A Shopping List can include ingredient(s) for one or more meal components, and each meal
component has a separate tab in the Shopping List. Please note the Grains tab only reflects
search results for items listed in the Food Buying Guide yield table for Grains.

2.5.2.1 Adding Ingredients to a Shopping List

A Shopping List can include ingredient(s) for one or more meal components, and each meal
component has a separate tab in the Shopping List. Each tab has a search control that allows the
user to locate food items within that given meal component (ex. the Fruits tab’s search control
will locate only fruit items).
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Meats/Meat Alternates Vegetables Grains Milk Other Foods

r
(@)  ttem keywords: |apples

Action Food As Purchased, AP
m \pples, fresh, 125-138 count Whle, Includes USDA Foods

m Apples, fresh, 125-138 count Whole, Includes USDA Foods

m Apples, fresh, 125-138 count Whale, Includes USDA Foods

Shopping List

Purchase Unit

Pound

Search Clear Search Display Favorites
Sevinis Serving Size per Meal Contribution 2)
per Unit
148 1/4 cup raw, unpeeled fruit (sbout 1/4 spple)
1.00 baked apple (about 1/2 cup cooked fruit)
1.4 1/4 cup raw, cored, peeled fruit

Users can search for food item by entering one or more keywords. Once the food item has been
located, click the corresponding “Add” button to populate that food item into the Shopping List.

Users can also add ingredients to the Shopping List from their Favorites using the Display
Favorites button. Once Display Favorites button is pressed, the Search Results table is populated
with this user’s Favorite food items that are allowed to be used in a Shopping List for the Meal

Component selected.

Once a food item is selected, use the Add Serving Size button to add a row for one or more

serving sizes you need.

Meats/Meat Alternates Vegetables Fruits Grains Milk Other Foods
(@ ttemkeywords:  |apples
Action Food As Purchased, AP

- Apples, fresh, 125-138 count Whole, Includes USDA Foods

m Apples, fresh, 125-138 count Whale, Includes USDA Foods

m Apples, fresh, 125-138 count Whole, Includes USDA Foods

Food Item Description

Apples, fresh , 125-138 count Whole, Includes USDA Foods , raw, unpeeled
fruit (about 1/4 apple)

Shopping List

Purchase Unit

Pound

@ Number of @® Number Buy
Purchase of Exact Purchase
Purchase Unit Units on Hand Servings Quantity Units @ Action
Pound |0 = 1 ) 0.0000 0.00 Add Serving Size

Search Clear Search Display Favorites
Servings N ” N ~
Serving Size per Meal Contribution
per Unit 9 S
148 1/4 cup raw, unpeeled fruit (sbout 1/4 apple)
1.00 baked apple (about 1/2 cup cooked fruit)
1.4 1/4 cup raw, cored, peeled fruit
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The serving size rows will appear under the food item row.

Meats/Meat Alternates Vegetables Grains Milk Other Foods Shopping List
@ Item keywords: |apples Search Clear Search Display Favorites
Action Food As Purchased, AP Purchase Unit i’r":‘:: Serving Size per Meal Contribution 2
m Apples, fresh, 125-138 count Whole, Includes USDA Foods Pound 143 1/4 cup raw, unpseled fruit (sbout 1/4 apple)
m Apples, fresh, 125138 count Whole, Includes USDA Foods Pound 1.00 baked apple (about 1/2 cup cooked fruit)
m Apples, fresh, 125-138 count Whole, Includes USDA Foods Pound 14 1/4 cup raw, cored, peeled fruit 9
@ Number of [:} Number Buy
Purchase of Exact Purchase
Food Item Description Purchase Unit Units on Hand Servings Quantity Units @ Action
Wl Avples, fresh , 125-138 count Whole, includes USDA Foods , raw, unpesled Poond 3 a 120 12.8379 10.00 Add Serving Size
fruit (about 1/4 apple)
# @ Serving Size @ Number of Servings Action
Yecw R Remove Serving Size
2 1/2 cup o 70 = . B
v Remove Serving Size

Some of the food item information will be pre-populated from the Food Buying Guide. The user
needs to select one or more Serving Sizes and enter the Number of Servings for each serving
size. Exact Quantity and Need Purchase Units will calculate automatically. The total Servings
Count, Exact Quantity, and Buy Purchase Units for the food item will calculate automatically
and will be displayed in the food item row. The user can also enter Number of Purchase Units on

Hand in the food item row, it will be taken into account when the total Buy Purchase Units for a
food item is calculated.

@ Numberof @ Buy
Purchase Number of Exact Purchase
Food Item Description Purchase Unit Units on Hand Servings Quantity Units @ Action
Apples, fresh , 125-138 count Whole, Includes USDA Foods , raw, unpeeled frut  po. o 3 B 120 12.8379 10,00 Add Senving Size

(about 1/4 apple)
# @ Serving Size @ Number of Servings Action
1 Remove Serving Size
2 112 cup R Remove Serving Size

If a serving size is not needed the users can use the corresponding “Remove Serving Size” button
to remove the serving size from the food item’s list of serving sizes. If a food item is not needed
the users can use the corresponding “X” button to remove the food item from the Shopping List.

@ Number of () Buy
Purchase Number of Exact Purchase
Food Item Description Purchase Unit Units on Hand Servings Quantity Units @ Action
Apples, fresh , 125-138 count Whole, Includes USDA Foods , raw, unpeeled frut | poung 3 B 120 12.8379 10.00 Add Senving Size
(about 1/4 apple)
# @ Serving Size @ Number of Servings Action

1 Tdcup o 50 %

Remove Serving Size

Remove Serving Size
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2.5.2.2 Shopping List
The Shopping List tab contains a summary shopping list for the users’ food items based on the
information entered by the user.

FBG Calculator - Create Shopping List

» Instructions

Asterisks (*) denote required informstion

(D shopping ListName*  [Apples and Grapes Salad ‘ Date B (MWDDIYYYY)
Meats/Meat Alternates Vegetables Fruits Grains Milk Other Foods Shopping List

Shopping List

Buy Purchase Number of
Units Purchase Unit Food Item Description Servings Serving Size Exact Quantity
350 o Apples, fresh , 125-138 count Whole, Includes USDA Foods , raw, unpeeled fruit (sbout 1/4 5 114 cup 59704
apple)
9.50 Pound Apples, fresh , 125-138 count Whole, includes USDA Foods , raw, unpeeled fruit (sbout 1/4 70 112 cup 9.4595
apple)
10.00 Pound il 120 12.8379
10.50 Pound Grapes, fresh, Seedless, Whole, Without stem , whole fruit 120 — 10.2916
10.50 Pound yotal 120 10.2916

‘You must save the Shopping List prior to printing it. Use the "Back to List" button and select from the Shopping Lists list. Click the PDF link to generate a copy to print or save.

Back to List

Use “Save” button to save your Shopping List at any point. Use “Back to List” button to return
to the FBG Calculator — My Shopping Lists screen.

NOTE: “Back to List” button does not save any information, so please be sure to save
any changes before pressing it.

Click on table headers to sort by that column’s value. Enter a search string into the Shopping
List Name column’s search field to narrow selection of shopping lists displayed.

FBG Calculator - My Shopping Lists

» FBG Calculator

Create Shopping List

The following are the Shopping Lists you created. You can narrow the set of lists displayed by entering one or more keywords for Shopping List name. You can re-sort the table entries by Shopping List Name or
Date/Time Created by clicking on the corresponding table header.

Click the PDF link to generate a copy of the Shopping List to print or save

Shopping List Name * Date * Created On ¢ Updated On  # Actions

Apples and Grapes Salad 07/14/2020 01/30/2020 09:37 07/14/2020 08:42 Edit | Copy | Delete | PDF | Text | Email
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Use the links in the Actions column for an existing Shopping List:

e Edit - to change or update information previously entered in a Shopping List
e Copy —to create a copy of an existing Shopping List

e Delete — to permanently remove a Shopping List

e PDF —to generate, view, and save a PDF of the Shopping List

e Text—to generate, view, and save Shopping List as a text or Excel file

e Email - to generate Shopping List PDF and email it to one or more recipients.

2.5.3 Determining Creditable Grains/Breads

The Interactive Flow Chart for Determining Creditable Grains/Breads is a questionnaire that
opens in a pop-up window.

The user is asked to provide Yes or No responses to a series of questions. After each answer is
provided, the interactive chart either displays the next question, or arrives to the final answer.

Use Back button to go back one question. Use the Start Over button to start over. Use the Close
button to close the pop-up window.

Interactive Flow Chart for Determining Creditable Grains/Breads

[ A. Is the food product labeled as whole grain? No\f(. ]

[ B. Is the food product labeled as enriched? Yes (/. ]

The food product is CREDITABLE as a grains/breads component.
(o |

Close
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2.5.4 Does My Product Meet the Whole Grain-Rich Criteria

The Interactive Flow Chart to Determine If a Product Meets the Whole Grain-Rich Criteria is a
questionnaire that opens in a pop-up window.

The user is asked to provide Yes or No responses to a series of questions. After each answer is
provided, the interactive chart either displays the next question, or arrives to the final answer.

Use Back button to go back one question. Use the Start Over button to start over. Use the Close
button to close the pop-up window.

Interactive Flow Chart to Determine If a Product Meets the Whole Grain-Rich
Criteria

[ Does the product have a valid CN label crediting oz eq grains? No(R) ]

Is an FDA-approved whole grain label claim displayed on product Yes (/
packaging?*

* For the NSLP and SBP, any refined grains included in the product must
be enriched, in addition to having a FDA whole grain health claim. To
demonstrate compliance with the whole grain-rich criteria in the CACFP,
the FDA whole grain health claim is sufficient documentation.

This product MEETS the whole grain-rich criteria. Maintain accompanying documentation file to show that meal
patterns requirements are met.

Close

2.6 Exporting Data to Microsoft Excel

Throughout the FBG application, there are “Export” buttons that allow to export data displayed
on the screen as a text file delimited by “|” character, that can be imported into Microsoft Excel.
Follow the steps below to open the text file in Microsoft Excel.

2.6.1 For a Microsoft Windows Computer

1. Click on Export button and save the file to your computer, noting the file name and

directory (for example, Foodltem.txt in your Downloads directory)

Open Microsoft Excel

Go to “File” menu and click on the “Open” option

4. In the “Open” dialog, navigate to the directory where you downloaded the file and select
“All Files” in the drop-down — so the .txt file is displayed:

wmn
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| %3 Open X

v © | Search Downloads

« v 4 &5 ThisPC » Downleads
Organize = New folder
4 Downloads &
Documents *
2013 e
2018 f
docs old Foodltem.tat

glass
Microsoft Excel
&* Dropbox
@ OneDrive - Ambit Group

[ This PC
) 3D Objects
[ Desktop
Documents

=E- o @

r

Corel PaintShan Pro A
Emee v‘l Al Fies ) v||

Tools  + Open |+

Cancel

5. Click on the file and press the “Open” button

STANTI0TE 300 PR

6. Inthe “Text Import Wizard — Step 1 of 3” dialog, select the “Delimited” radio button,

then press the “Next” button:

Text Import Wizard - Step 1of 3

The Text Wizard has determined that your data is Fixed Width.
If this is correct, choose MNext, or choose the data type that best describes your data.

- Characters such as commas or tabs separate each field.
- Fields are aligned in columns with spaces between each field.

Start import at row: File origin: 65001 : Unicode (UTF-8}

|:| My data has headers.

Preview of file C\Users\ASharkova\Downloads\FoodItem.txt.

Fruits |Fruit and Fruit Juice|RPPLES|Apples,

& [IENSIE

1 Meal Component|Meal Category|Meal Subcategory|Food Rs Purchased, AP|Purch A
fresh 125-138 count Whole, I

v

Cancel || < Back || Next = ||

FEinish
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7. In the “Text Import Wizard — Step 2 of 3” dialog, in the “Delimiters” section, uncheck
the “Tab” option, check the “Other” option and enter the “|”” character into the text field
next to it, then press the “Next” button:

E r \ (n] | 1 r L v
Text Import Wizard - Step 2 of 3 ? X
This screen lets you set the delimiters your data contains. You can see how your text is affected in the
preview below.
Delimiters
[J1ab
|:| Semicalon :l Treat consecutive delimiters as one
[] comma -
Text gualifier: |~ ~
[ space
Q‘ther: |
Data preview
eal Component Meal Category eal Subcategory [Food As Purchased, ADA
ruits ruit and Fruit Juice RPELES pples, fresh 125-1338
W
£ >
Cancel < Back Finish

8. Optional: in the “Text Import Wizard — Step 3 of 3” dialog, click on each column in the
“Data preview” section and then select the “Text” option in the “Column data format”
section, changing the columns’ type to Text one by one.

9. In the “Text Import Wizard — Step 3 of 3” dialog, press the “Finish” button:

Text Import \Nﬁzard— Step 3 of . : . . . ? “

This screen lets you select each column and set the Data Format.

Column data format

‘General’ converts numeric values to numbers, date values to dates, and
©= all remaining values to text.

() pate: | MDY ~ Advanced...
O Do not import column (skip)

al

Data preview

SXL bper=l eneral

Meal Componenty s bal Subcategory [Food As Purchased, ADA

Fruits FEPLES Ppples, fresh 125-133
W

£ >

Cancel < Back Mext >

10. The file will open in Microsoft Excel
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2.6.2 For an Apple Mac Computer

1. Click on Export button and save the file to your computer, noting the file name and

directory (for example, Foodltem.txt in your Downloads directory)

Open Microsoft Excel

Go to “File” menu and click on the “Open” option

4. In the “Open” dialog, select the “Open” icon in the left sidebar, then select “On my

Mac”. An Open panel will now display. Navigate to the directory where you

downloaded the file so the .txt file is displayed

Click on the file and press the “Open” button

6. In the “Text Import Wizard — Step 1 of 3” dialog, select the “Delimited” radio button,
then press the “Next” button

7. In the “Text Import Wizard — Step 2 of 3” dialog, in the “Delimiters” section, uncheck
the “Tab” option, check the “Other” option and enter the “|” character into the text field
next to it, then press the “Next” button

8. Optional: in the “Text Import Wizard — Step 3 of 3” dialog, click on each column in the
“Data preview” section and then select the “Text” option in the “Column data format”
section, changing the columns’ type to Text one by one.

9. Inthe “Text Import Wizard — Step 3 of 3” dialog, press the “Finish” button

10. The file will open in Microsoft Excel

wmn

o
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3 Registered User

Registered Users can use all site functionality in the same manner as outlined for Guest Users in
section 2. Additional features for registered users include:

1. Items saved to Favorites will be retained for the Registered User.

2. FBG Calculator Shopping Lists will be retained for the Registered User.

3. Recipe Analysis Workbook is available to Registered Users with Organizations other
than Vendor.

4. Product Formulation Statement is available to Registered Users with Organization set to
FNS National Office, FNS Regional Office, and Vendor.

3.1 Logging In
When navigating to the FBG URL, a User will first see the following Login Screen:

BE An official website of the United States government Here
VD | B

USDA Food Buying Guide for Child Nutrition Programs | |

_ U.S. DEPARTMENT OF AGRICULTURE

Food Buying Guide for Child Nutrition Programs Interactive Web-Based Tool

The interactive Food Buying Guide allows for easy searching, navigating. and displaying of content. In
addition, users can compare yield information, create a favorite foods list, and access tools, such as:

= The FBG Calculator

= Exhibit A Grains Tool

= Download Food Buying Guide

= Recipe Analysis Workbook (RAW), and

= Product Formulation Statement (PFS) Workbook

Create a profile in order to save the following: food items in your Favorites list, shopping lists created
by the FBG Calculator, analyzed recipes using the RAW, and Product Formulation Statements

PLEASE NOTE: An USDA eAuthentication account is needed to access the tool. New and existing
users who have an USDA eAuthentication account can proceed to the Tool by clicking on the ‘Login or
Create a Profile’button

If you do not have an USDA eAuthentication Account, go to Create Account. You will immediately
receive an email with a link to activate your account with one simple click.

Contact cnpntab@usda.gov for assistance in accessing the site.
Login or Create a Profile

OR

Continue as a Guest User

Select Organization Type v

Enter

The contents of this guidance document do not have the force and
effect of law and are not meant to bind the public in any way. This
document is intended only to provide clarity to the public regarding
existing requirements under the law or agency policies.

FNS CNPP USDA | FOIA | USDA Policies and Links Accessibility Statement | Privacy Policy Information Quality | NoFearAct | Nondiscrimination Statement | USAgov | Whitehouse.gov
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3.1.1

Requirement - Level 1 USDA eAuthentication Account

A Level 1 USDA eAuthentication account is needed to access the tool as a registered user.

To create a new Level 1 USDA eAuthentication account, follow the instructions available inside
the box as shown on the screenshot below. The link provided on screen will take you directly to
register for a new Level 1 eAuthentication account.

3.1.2

PLEASE NOTE: An USDA eAuthentication account is needed to access the tool. New and existing users
who have an USDA eAuthentication account can proceed to the Tool by clicking on the ‘Login or Create a
Profile’ button.

If you do not have an USDA eAuthentication Account, go to, Create Account,;You will immediately receive
an email with a link to activate your account with one simple click.

Contact cnpntab@usda.gov for assistance in accessing the site.

Login or Create a Profile

Logging In with eAuth

When navigating to the FBG URL, a User will first see the login screen. Users who have a
Level 1 USDA eAuthentication account can proceed to the site by clicking on the “Login or
Create Profile” button.

The “Login or Create a Profile” button will direct the user to the eAuthentication login screen to
enter his/her eAuthentication credentials.

If the user has not used the Food Buying Guide application before, he will be prompted to create
a user profile as described in section 3.1.3.

PLEASE NOTE: An USDA eAuthentication account is needed to access the tool. New and existing users
who have an USDA eAuthentication account can proceed to the Tool by clicking on the ‘Login or Create a
Profile’ button.

If you do not have an USDA eAuthentication Account, go to Create Account. You will immediately receive
an email with a link to activate your account with one simple click.

Contact cnpntab@usda.gov for assistance in accessing the site.

Login or Create a Profile
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3.1.3 New FBG Users - Create a User Profile

The user will be prompted to create a user profile when first accessing the FBG tool as an
authenticated user. Name and email fields will be automatically pre-populated with information
tied to the user’s eAuthentication account, so these fields will be grayed out and will not be
editable.

The other required field is the Organization Type and the user will need to select one of the
following options: FNS National Office, FNS Regional Office, Vendor, State Agency, School,
Child Care, or Other. If Vendor or Other is selected, the user will be prompted to enter an
Organization Name. Vendors will also have the capability to include a company profile and upload
company letterhead to be used for the Product Formulation Statement.

Create User Profile

First Name First Last Name Last

Organization Type * Not Selected - Organization Name *

Title Email Address *

State | Territory Mot Selected -

Create

3.2 Tools

3.2.1 Recipe Analysis Workbook (RAW)

The Recipe Analysis Workbook, or RAW, is a tool available to Registered Users affiliated with
an Organization Type other than VVendor.

The Recipe Analysis Workbook (RAW) is a tool to help you determine your recipes' expected
meal pattern contributions. This tool contains series of tabs with formulas for each food group.
The RAW is not a tool to evaluate dietary specifications for calories, sodium, and saturated fat. It
also cannot determine whether the serving size information entered is correct for crediting.

Click the “Recipe Analysis Workbook (RAW)” button.

l Food Items Search ] Food ltem Favorites I Download Food Buying Guide ]

[ Exhibit A Grains Tcol 1 FBG Calculator I Product Formulation Statement {PFS) l Recipe Analysis Workbook (RAW) ‘

NOTE: This functionality is only available to Authenticated Users who have selected
Organization other than “Vendor.”
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Users can also access the functionality by selecting the “My RAW Recipe List” and “Create
RAW” menu items under the Tools menu. The “Manage My RAW Folders” menu allows the
users to manage a set of folders the RAW are assigned to — see section 3.2.1.1 for more
information.

HOME - MEAL COMPONENTS - FOOD ITEMS - TOOLS- APPENDIXES - HELP - LOG OuUT

My RAW Recipe List

Create RAW
WELCOME TO THE FOOD BUYING | este RAW
Manage My RAW Folders
The Interactive Food Buying Guide sllows for essy display == n, users can compare yield information, create s favorite foods list, snd
access tools, such as the Recipe Analysis Workbook (RAW)| 'Y PFS List
Creste PFS for School Mesls

Create PFS for Other CN Programs

[ Food Items Search I Download Food Buying Guide ]
FBG Calculator - My Shopping Lists

[ Exhibit A Grains Tool l FBG Calculator - Shopping List Iation Statement (PFS) l Recipe Analysis Workbook (RAW) ]

Exhibi

A Grains | - My Products

Exhibit A Grains Tool - Enter Product
Determining Creditable Grains/Breads

Does My Product Meet the Whole Grsin-Rich Criteria?

This takes you to the Recipe Analysis Workbook (RAW) screen. Information about the tool can
be accessed at the top of the screen by clicking the gray Recipe Analysis Workbook (RAW)
heading bar to expand or collapse the text.

Click on table headers to sort by that column’s value. Enter a search string into the Folder,
Recipe Name, and Recipe Number column’s search fields to narrow selection of RAW
displayed.

Use the links in the Actions column for an existing RAW:

Edit — to change or update information previously entered in RAW document
Copy — to create a copy of an existing RAW document

Delete — to permanently remove RAW document

PDF — to generate, view, and save a PDF of the RAW

Text — to generate, view, and save Meal Pattern Contribution of the RAW as a text or
Excel file

e Email — to generate RAW PDF and email it to one or more recipients.

Recipe Analysis Workbook (RAW)

» Recipe Analysis Workbook (RAW)

Cresate Recipe Analysis Workbook

The following is a list of Recipe Anslysis Workbooks you have crested. You can namow the set of entries displayed by entering one or more keywords for Recipe name or Recipe number. You can re-sort

the table entries by Recipe name, Recipe number or Dste/Time Created by clicking on the comesponding table header.

Folder ® Recipe Name ® Recipe Number ¢ CreatedOn ® Updated On ¢ Actions
i i
Lunch Menu Harvest Delight Vegetables |-29¢ 11/23/2020 09:53 11/23/2020 09:57 Edit | Copy | Delete | PDF | Text |
Email

Click “Create Recipe Analysis Workbook™ button and the Create Recipe Analysis Workbook
(RAW) screen will be displayed:
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Create Recipe Analysis Workbook (RAW)

» Instructions

Asterisks () oenote reguired DN

@ Recipe Name * | | Servings per Recipe * l ‘

Recipe Number | | Serving Size® | |

Folder Not Selected v Add Folder

EEELSeELTELIERDLIELIE | Recipe Notes | Vegetables | Fruits | Meats/MA | Grains - Method A | Grains - Method B || Grains - Method C | Meal Psttern Contribution

Information about the tool can be accessed at the top of the screen by clicking the gray
Instructions heading bar to expand or collapse the text.

User must enter information in all the required RAW header fields (Recipe Name, Recipe
Number, Servings per Recipe, and Serving Size for the RAW).

User can also select a Folder to place the RAW into, and create a new Folder using the Add
Folder button — see section 3.2.1.1 for more information.

Create Recipe Analysis Workbook (RAW)

» Instructions

Asterisks () note required information

(D Recipe Name* | | Servings per Recipe * | |
Recipe Number [ ‘ Serving Size * ] l
Folder Not Selected v Add Folder
EEEL S ELNELIERRLIELIES Recipe Notes | Vegetables | Fruits | Meats/MA | Grains - Method A | Grains - Method B | Grains - Method C || Meal Psttern Contribution

A RAW can include ingredient(s) for one or more meal components, and each meal component
has a separate tab in the RAW.

Please note there are three methods to calculate meal pattern contribution for grains:

e Method A — based on Exhibit A — Go to this tab to search and select ingredients from
Exhibit A

e Method B — based on Food Buying Guide — This tab will automatically populate if food
ingredients are selected from the search below.

e Method C — based on Grams of Creditable Grains — Go to this tab to manually enter grain
ingredients.
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3.2.1.1 Managing RAW Folders

To view existing RAW Folders on “Manage Folders” screen and edit information for a folder,
use the “Manage my RAW Folders” menu item under the Tools menu. To add a new food item,
press the “Create New Folder” button.

Manage Folders

Create New Folder

Folder Actions
Snack Edit | Delete
Lunch Menu Edit | Delete
Breakfast MEnu Edit | Delete

On the “Create Folder” screen, fill in the folder name in the Folder field and press the “Create
Folder” button to save. Press the “Cancel” button to cancel and return to the “Manage Folders”
screen.

Create Folder

Folder *

Create Folder Cancel

To edit the name of an existing folder, click on the “Edit” link in the Actions column. To delete
folder, click on the corresponding “Delete” link.

NOTE: Folders can be deleted only if there are no RAWSs assigned to them.

Manage Folders

Create New Folder

Folder Actions
Snack Edit | Delete
Lunch Menu Edit | Delete
Breakfast MEnu Edit | Delete

All user’s existing folders will be displayed in the Folder drop-down on Create and Edit RAW
pages. RAW Folders can also be created using the “Add Folder” button on Create and Edit RAW
pages.
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Create Recipe Analysis Workbook (RAW)

» Instructions

Asterisks () o200t required nformation

@ Recipe Name * [ ‘ Servings per Recipe * I [

Recipe Number [ l Serving Size * | [

Folder Not Selected N Add Folder

RO ELReELHELIERRLIELIEL IS Recipe Notes | Vegetables | Fruits | Mests/MA || Grains - Method A || Grains - Method B | Grains - Method C | Meal Pattern Contribution

The “Add Folder” button brings up the “Create New Folder” pop-up dialog.

Create New Folder

Folder *

Create Folder Cancel

Enter a unique folder name and press “Create Folder” button to save. Press “Cancel” button to
cancel.

3.2.1.2 Food Items in Vegetables, Fruits, Meats/MA, and Grains - Method B
The Select Creditable Ingredient tab has search controls that allow the user to locate food items
within Vegetables, Fruits, Meats/Meat Alternatives, and Grains (used for Method B crediting).

Search and select only the recipe food ingredients that contribute to the meal pattern. It is
important to select the correct form of the ingredient (fresh, frozen, etc.) from the Food Buying
Guide (FBG). If an exact match is not available, choose a food item in the FBG that closely
matches your recipe ingredient.
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Instructions’ section sbove)

@ Search Food Ingredients

Food Ingredients Selected for Recipe

ELEeEOCLIELEALGICG LI Recipe Notes | Vegetables | Fruits | Meats/MA | Grains - Method A | Grains - Method B |~ Grains - Method C | Meal Pattern Contribution

Use this tab to select ingredients from the FBG. Use Grains - Method A tab to select ingredients from Exhibit A and use Grains - Method C tab to input ingredients for Grains Based on Grams of Creditable Grains. (For further guidance see

Keywords: Servings per
Food As Purchased, AP Purchase Unit Purchase | Serving Size per Meal Contribution | Action
Unit, EP
Meal Component:
All Meal Components v
Category:
All Categories v
Search | Reset Display Favorites
Search Results
=
FATS i Q@) Add
Moal Component Category / Subcategor Food As Purchased, AP Purchase Unit gt Seuving Shoe pes Meal Additonal Information to
e = : Purchase Contribution
Unit, EP %

No records found

Users can search for food item by entering one or more keywords, and/or selecting a Meal
Component and/or Category. Search results are displayed in a table, paginated. Once the food
item has been located, click the corresponding “Add” button to populate that food item into the

RAW.

EEELOEELANLIEL TS Recipe Notes | Vegetables | Fruits || Meats/MA | Grains - Method A | Grains - Method B || Grains - Method C | Meal Pattern Contribution
Use this tab to select ingredients from the FBG. Use Grains - Method A tab to select ingredients from Exhibit A and use Grains - Method C tab to input ingredients for Grains Based on Grams of Creditable Grains. (For further guidance see
Instructions’ section above).
@ Search Food Ingredients Food Ingredients Selected for Recipe
Keywords: Servings per
Food As Purchased, AP Purchase Unit Purchase | Serving Size per Meal Contribution | Action
onions fresh Unit, EP
Vegetables ;
174 v, shi led etable with
Meal Component: Carrots, fresh Pound 8.10 £y, shredclad Vegetahis witl Remove
i dressing
Without tops
All Meal Components v
Vegetables
Sweet Potatoes, fresh Pound 9.10 1/4 cup cooked, sliced vegetable
Category: Whole, Includes USDA Foods
All Categories v Vegetables . 1/4 cup cooked, drained, pared, cubsd
Squash, Winter, fresh Pound 7.50 Remove
vegetable
Buttemut, Whole
Search = Reset Display Favorites
Search Results
Servi
o S @ Add
Meal C t c / Subca Food As Purchased, AP Purchase Unit P Servma St pee Ml Additonal Informati to
al Component -ategory tegory s Purs ; urchase Uni SR AT nal Information
Unit, EP o
Other Vegetables' : .
1/4 cu “ = -to-serve, " =3
iR il S/:m/ns, green, fresh s 566 t cup raw vegetable, with n': :\P 0.82 Ib ready-to-serve, raw onions | [N
ONIONS, GREEN o e oEY
Other Vegetables'
2 Onions, Mature, fresh ) 11b AP = 0.88 Ib ready-to-serve or -cook
Vegetables Footnote b e Pound 1420 1/4 cup raw, sliced vegetable Add
OIS MATURE sizes, Whole raw onion
Other Ve tables'
g Onions, Mature, fresh 1/4 cup cooked vegetable 11b AP = 0.78 Ib cooked onion; 1 Ib AP =
Vegetables Footnote Pound 7.80 2 Add
All sizes, Wrole pieces 0.88 Ib ready-to-serve or -cook raw onion
ONIONS, MATURE
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Users can also add ingredients to the RAW from their Favorites using the Display Favorites
button. Once Display Favorites button is pressed, the Search Results table is populated with this
user’s Favorite food items that can be used in a RAW.

Once a food item has been added, if it is no longer needed, the users can use the corresponding
“Remove” button to remove the food item from the list of ingredients.

Once the ingredients have been added, they can be viewed on the corresponding tabs of the
RAW. Some of the food item information will be pre-populated from the Food Buying Guide
(such as the Purchase Unit); some of the pre-populated information will be editable. The user
may edit certain fields if s necessary. The Calculated Quantity to Purchase will calculate
automatically for each food item once Quantity of Ingredient (required) and Preparation Yield
(optional) have been entered.

Enter quantity of ingredient in the same unit as the Purchase Unit. If the recipe lists the
ingredients in a different unit, you will need to convert the quantity to match the FBG. For
example, convert ingredients measured in ounces to their decimal equivalent of a pound. See
Table 5 Decimal Weight Equivalents.

Record the yield factor in “Preparation Yield factor found in the “Additional Information”
Column for any ingredients that need to be converted to match the form of the item as listed
under “Food as Purchased, AP” Column.

Select Creditable Ingredient | Recipe Notes ||WEREEWEEN Fruits | Meats/MA | Grains - Method A | Grains - Method B | Grains - Method C | Meal Pattern Contribution

Red/Orange Vegetables

(@ Quantityof | (B) Preparation
i Yield (I appli
Quantity to Purchase
° ° <

A e Purchase Unit | SSTVings per Purchase | Serving Size per Meal Additional Information | Inaredient | Yield (if applicable)| (&) Calculated
s Purchased, urchase Uni s el itional Information

Carrots, fresh
Without tops

11b AP =0.83 Ib (about 3-3/4
cups) rimmed, peeled, shredde

d  |[2.0000 | [[o:82 | |361aa

carot

11bAP=02801b

Sweet Potatoes, fresh

Whole, Includes USOA Foods 27 | [.0000 | |[oe | | 27500

Squash, Winter, fresh

[.0000 ] |[oe2 ] 35714

Other Vegetables

(@ quantityof | (3) Preparation

Servings per Purchase | Serving Size per Meal : : Yield (If appli ® calculated
Unit, EP Contribution ° ° Quantity to Purchase

Food As Purchased, AP Purchase Unit

Onions, Mature, fresh ong 1/4 cup raw, chopped 1 Ib AP = 0.88 Ib ready-to-serve or {oooo

[-0000 | |[o-0000

Al sizes, Whole i vegetable -cook raw onion

Total Vegetable Amount will be calculated as the ingredients’ data is entered and automatically
displayed on the bottom of Vegetables tab.

For Vegetables only, if there are "leftover” (under 1/8 cup) amounts in any of the vegetable
categories, the leftover amount is carried over to (included into) the Additional Vegetables
category total, then round down.

Food Buying Guide (FBG) — User Guide December 11, 2020 Page 57



USD.-I\ Urlie Siates Doparimgnl of Agricuiiong
Sl Food, Nutrition and Consumer Services FNS User Manual - FBG

Display of information on Vegetables, Fruits, Meats/Meat Alternates, and Grains — Method B
tabs is very similar with minor differences. Vegetables tab displays food items separated by
vegetable sub-group while on other tabs food items are displayed together; Grains — Method B
tab does not have the Preparation Yield controls.

3.2.1.3 Grains - Method A
Grains — Method A tab is based on food items found in Exhibit A. It has a search control that
allows the user to locate food items within Exhibit A.

Select Creditable Ingredient | Recipe Notes | Vegetables | Fruits | Meats/MA [REEMERIIEGILEM Grains - Method B | Grains - Method C | Meal Pattern Contribution

Method A - Grains Based on Exhibit A

@ Item keywords: bread Search Clear Search
Agtion Item Name Group Grams per 1 0z eq Ounces per 1 oz eq A
m Bread sticks (hard) Group A 229 080z
@ m Bread type coating Group A 22g 080z
Breads - all (for example sliced, French, ltalian) Group B 28g 10z
[ [P enin v

Grain Requirements for the National School Lunch Program and School Breakfast Program (PDF)
Grain Requirements in the Child and Adult Care Food Program (PDF)

Users can search for food item by entering one or more keywords. Once the food item has been
located, click the corresponding “Add” button to populate that food item into the RAW.

Only Product Description will be pre-populated from the Exhibit A, and the user will need to edit
the other fields.

For food items in Groups A-G, enter Quantity of Product and Weight of One Unit, and proceed
to select the appropriate Measurement Unit (oz. or gm) from the drop-down menu. The Quantity
of Product in Ounces and the Weight of One Ounce Equivalent as listed in Exhibit A will auto
calculate/populate.

Select Creditable Ingredient | Recipe Notes | Vegetables || Fruits || Meats/MA |REEERINEGLLEN Grains - Method B || Grains - Method C | Meal Pattern Contribution

Method A - Grains Based on Exhibit A

@ Item keywords: bread Search Clear Search

Action tem Name Group Grams per 1 0z eq Ounces per 1 oz eq A

m Bread sticks (hard) Group A 229 080z
® Bread type coating Group A 229 080z

m Breads - all (for example sliced, French, ltalian) Group B 289 10z

[ (PSR PP ain 120 )
Groups A-G

Quantity of Quantity of
Product Description per Exhibit A ® Pm“juc""' (@  Weight of One Unit Measurement Unit P(,?ducl i OH:'ces

Bread sticks (hard) [0:0000 ] [0.0000 | Seledt 0.0000 oz 080 o

Grain Requirements for the National School Lunch Program and School Breakfast Program (PDF)
Grain Requirements in the Child and Adult Care Food Program (PDF)
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For food items in Groups H-I, enter Quantity of Product, select the appropriate Measurement
Unit (oz., gm., or cup(s), and proceed to select the Weight or Cups of One Ounce Equivalent as
listed in Exhibit A from the drop-down menu.

Select Creditable Ingredient | Recipe Notes | Vegetables | Fruits | Meats/MA |REELERVEUGLEN Grains - Method B || Grains - Method C | Meal Pattern Contribution

Method A - Grains Based on Exhibit A

@ temkeywords: |cereal Search  Clear Search
~

@ Cereal bars, breakfast bars, granola bars (plain) Group D 559 2oz

m Cereal bars, breakfast bars, granola bars (with nuts, dried fruit, and/or chocolate pieces) Group E esg 240z

m Cereal Grains (barley, quinoa, etc.) Group H 28 1oz

Ready to eat breakfast cereal (cold, dry) Group | 289 1oz %
Groups H-l

Product Description per Exhibit A (&) Quantity of Product Measurement Unit Weight or Cups of one ounce equivalent as

listed in Exhibit A

Ready to eat breakfast cereal (cold, dry) 0.0000 | Select T

Grain Requirements for the National School Lunch Program and School Breakfast Program (PDF)
Grain Requirements in the Child and Adult Care Food Program (PDF)

Meal Pattern Contribution value will calculate automatically as all appropriate fields are filled in.

If a food item is not needed the users can use the corresponding “X” button to remove the food
item from the list of ingredients.

3.2.1.4 Grains - Method C

Grains — Method C tab is based on grains food items entered manually. You can add food items
using “Add New Ingredient” button.

Select Creditable Ingredient | Recipe Notes | Vegetables || Fruits | Meats/MA | Grains - Method A | Grains - Method B |[REIERERIVEGLIEel Keal Pattern Contribution

Method C - Grains Based on Grams of Creditable Grains (i}

tity of

(®) Description of Creditable Grain Ingredient ® Sy (@ Measurement Unit
Ingredient

[iwhote wheat fiour || [0.0000 | [Salext 3

@

Grain Requirements for e Nauonal Scnool Lunch Program and school Breakrast Frogram (PDF)
Grain Requirements in the Child and Adult Care Food Program (PDF)

Enter the description of creditable grain ingredient and quantity of ingredient, then select the
measurement unit. The Meal Pattern Contribution value will calculate automatically.

If a food item is not needed the users can use the corresponding “X” button to remove the food
item from the list of ingredients.
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3.2.1.5 Meal Pattern Contribution Statement

The Meal Pattern Contribution tab of the RAW contains a generated meal patterns contribution
statement for the product based on the information entered by the user.

NOTE: You must enter Serving Size per Recipe and Serving Size for your RAW for
Meal Pattern Contribution tab to populate correctly.

Select Creditable Ingredient | Recipe Notes || Vegetables | Fruits | Meats/MA = Grains - Method A | Grains - Method B | Grains - Method C | REEEIRENEGReIGLITT]

Vegetables Red/Orange Vegetables

3/g cup

Vegetables Other Vegetables 0 cup

1 cup provides /g cup total vegetable ( */g cup red/orange vegetable )

Please note that:

« For School Meals and CACFP: Raw |eafy green vegetables credit as half the volume served (For example: 1 cup raw spinach credits as 1/2 cup dark green vegetable)
« For School Meals and CACFP: Dried fruits credit as double the volume (For example, 1/2 cup raisins credits as 1 cup fruit).
« For School Meals Only: Any quantity remaining after the credit has been determined for each vegetable subgroup is combined to ensure the maximum credit for the vegetables. If this combined

quantity provides a minimum of 1/8 cup, itis credited towards the Additional Vegetables. Ifthe RAW contains no Starchy vegetables, then the program operator may instead choose to manually credit
the remaining Additional Vegetables towards the Other Vegetables subgroup

NOTE: Total creditable amount cannot exceed the serving size of the product.

3.2.1.6 Recipe Notes
Use the Recipe Notes tab of the RAW to enter notes.

Edit Recipe Analysis Workbook (RAW)

» Instructions

Asterisks () denote required information

@ Recipe Name * 1Hav'.'esl Delight | Servings per Recipe *

50 |

Recipe Number f/egasbles 291 I

Serving Size * I cup I

Folder Lunch Menus 02 Add Folder

Select Creditable Ingredient EEESLERIGESS Vegetables | Fruits | Meats/MA | Grains - Method A || Grains - Method B || Grains - Method C | Meal Pattern Contribution

Optionat: Enter notes regarding your recipe I this t20. Press Sve Dulion 10 s3ve e RAW. InCluding Notes.

You must save the RAW prior to printing it. Use the "Back to RAW List" button and select from the RAW list. Click the PDF link to generste a copy to print or save

sec ioraw L
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Use “Save” button at the bottom of the Create/Edit RAW screen to save your RAW at any point.
Use “Back to RAW List” button to return to the RAW List screen.

NOTE: “Back to RAW List” button does not save any information, so please be sure to
save any changes before pressing it.

3.2.2

The Product Formulation Statement, or PFS, is a tool available to Registered Users affiliated
with an Organization Type of Vendor, FNS National Office, and FNS Regional Office.

Product Formulation Statement (PFS)

Click the “Product Formulation Statement (PFS)” button on FBG main screen to access Product
Formulation Statement functionality.

[ Food Items Search I Food Item Favorites l Download Food Buying Guide ]

[ Exhibit A Grains Tool I FBG Calculator I Product Formulation Statement (PFS) I Recipe Analysis Workbook (RAW) ]

NOTE: This functionality is only available to Authenticated Users who have selected
Organization of “Vendor,” “FNS National Office,” or “FNS Regional Office.”

Users can also access the functionality by selecting the “My PFS List”, “Create PFS for School
Meals” and “Create PFS for Other CN Programs® menu items under the Tools.

HOME - MEAL COMPONENTS - FOOD ITEMS - TOOLS- APPENDIXES - HELP - LOG OuUT

My RAW Recipe List

Create RAW

WELCOME TO THE FOOD BUYING

The Interactive Food Buying Guide allows for easy display
scoess tools, such as the Recipe Analysis Workbook (RAW)

I Food Items Search

[ Exhibit A Grains Tool I

Mapage My RAW Folders

My PFS List

Create PFS for School Meals

Create PFS for Other CN Programs
FBG Calculator - My Shopping Lists
FBG Calculstor - Create Shopping List
Exhibit A Grains Tool - My Products
Exhibit A Grains Tool - Enter Product

Determining Creditable Grains/Breads

Does My Product Meet the Whole Grain-Rich Criteria?

Food Buying Guide (FBG) — User Guide
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Click “Create PFS for School Meals” or “Create PFS for Other CN Programs (CACFP, SFP)”
button to create the corresponding type of the PFS.

Product Formulation Statement (PFS)

» PFS Disclaimer

Create PFS for School Meals Create PFS for Other CN Programs (CACFP, SFP)

The following is a list of Product Formulation Statements you have created. You can narrow the set of entries displayed by entering one or more keywords for Product name, Product code or Select Specific CN
Program from the dropdown. You can re-sort the table entries by Product Name, Code Number, CN Program or Date/Time Created by clicking on the corresponding table header.

Click the PDF link to generate a copy of the PFS to print or save

Product Name * CN Program % Product Code ~ # CreatedOn  + Updated On % Actions
| Any type Nz
Blueberry Muffins School Meals 7410 12/12/2019 19:32 07/15/2020 09:17 Edit | Copy | Delete | Text | PDF |

Email

Click on table headers to sort by that column’s value. Enter a search string into the Product
Name, CN Program, and Product Code column’s search fields to narrow selection of PFS
displayed.

Use the links in the Actions column for an existing PFS:

Edit — to change or update information previously entered in PFS document
Copy — to create a copy of an existing PFS document
Delete — permanently remove PFS document

Text — to generate, view, and save Meal Pattern Contribution Statement of the PFS as a
text or Excel file

PDF — generate, view, and save a PDF of the PFS
e Email — email a PDF format of the PFS document to one or more email addresses

Click “Create PFS for School Meals” or “Create PFS for Other CN Programs (CACFP, SFP)”
button and Create School Meals PFS of Create PFS for Other CN Programs (CACFP, SFP)
screen will be displayed:

Create School Meals PFS

» Instructions

Asterists (*) denote required information

@ | Product Hame* | | ProductCode* |

Serving Size * ‘ ‘ Date * D R, (MW/DDAYYYY)

LEESIEERNCIGE Gl Vegetables | Fruits | Grains Based on Exhibit A | Grains Based on Grams of Creditable Grains | Meal Pattern Contribution Statement

User must enter information in all the required PFS header fields (Product Name, Product Code,
Serving Size, and Date for the PFS).
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3.2.2.1 Adding Ingredients to a PFS
A PFS can include ingredient(s) for one or more meal components, and each meal component
has a separate tab in the PFS. Each tab has a search control that allows the user to locate food

items within that given meal component (ex. the Fruit tab’s search control will locate only fruit
items).

NOTE: Food Items for Further Processing will appear in searches in Meats/Meat
Alternates and Vegetables tabs.

Meats/Meat Alternates | Vegetables [l Grains Based on ExhibitA | Grains Based on Grams of Creditable Grains | Meal Pattern Contribution Statement
@ Item keywords: apples Search  Clear Search Display Favorites
g . Servings o 2 (&
Action Food As Purchased, AP Purchase Unit per Unit Serving Size per Meal Contribution Additional Information
N p 4 iiShia ; . N 116 AP=0.911 5) ready-to-serve
Apples, fresh, 125-138 count Whole, Includes USDA Foods Pound 148 1/4 cup rav; unpeeled fruit (sbout 1/4 apple;
@ or -cock 18w, cor eeled apples
m Apples, fresh, 12 jes USDA Foods Pound 3 1.00 baked apple (sbout 1/2 cup cooked fruif
11b AP =0.78 Ib (sbout 2-3/4 cups) ready-
Apples, fresh, 125-138 count Whole, Includes USDA Foods Pound 1.4 1/4 cup raw, cored, peeled fruit sbou Copervency &
to-serve or -cook raw, cored, peeled apples

Users can search for food item by entering one or more keywords. Once the food item has been
located, click the corresponding “Add” button to populate that food item into the PFS.

Users can also add ingredients to the PFS from their Favorites using the Display Favorites
button. Once Display Favorites button is pressed, the Search Results table is populated with this
user’s Favorite food items that can be used in a PFS for the Meal Component selected.

Meats/Meat Alternates | Vegetables Grains Based on Exhibit A || Grains Based on Grams of Creditable Grains | Meal Pattern Contribution Statement

@ Item keywords:  |apples Search  ClearSearch  Display Favorites

Apples, fresh, 100 count Whole Pound 15.8 14

m Apples, canned, Slices, Solid pack, Inciud
B oo e

No. 10 Can /(100 2} 50.4 114
1 8 1
No. 10 Can / (100 oz) 475 14 Ho 10 o L8900z {1008 cup
drained appl
Aooles. canned. Slices. Solid pack. Includes USDA Foods Pound 5.08 1/4 cuo fruit and liauid Y

Creditable Amount
(@) ounce per Raw Portion of ® :

Description of Creditable Ingredients per FBG Creditable Ingredient FBG Yield @ Purchase Unit i ]
Apples, canned , Slices, Solid pack, Includes USDA Foods , fruit and liquid 0.00 J oz 50.40 100.00 oz 0.0000 174 cups

Some of the food item information will be pre-populated from the Food Buying Guide; some of
the pre-populated information (such as the Purchase Unit) will be editable. The user may edit
certain fields if s necessary. The Creditable Amount will calculate automatically.

If a food item is not needed the users can use the corresponding “X” button to remove the food
item from the list of ingredients.
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Description of Creditable Ingredients per FBG

Apples, canned , Slices, Solid pack, Includes USDA Foods , fruit and liquid

@ Ounce per Raw Portion of
Creditable Ingredient

50.40 iﬂl 00 | oz

@ Creditable Amount

FBG Yield (8 Purchase Unit e

1.0080 1/4 cups

Fruit, Mixed, canned , Fruit Cocktail (peaches, pears, pineapple, grapes, cherries), Includes 5.00
USDA Foods , drained fruit

oz 37.00 |106.00 | oz 17452 1/4 cups

@ TOTAL Creditable Amount: 5/8 cups e

Quarter Cup to Cup Conversions

Display of “Creditable Amount” differs per meal component tab as follows:

Meats/Meat Alternates tab contains three separate tables for Meats, Meat Alternates, and
Alternate Protein Product. Meats and Meat Alternates food should be located using
search, APP should be entered manually. Creditable Amount totals are displayed per food
item, per table, and grand total.

Vegetables tab — food items should be located using search. Creditable Amount totals are
displayed per food item; for School PFS — per vegetable sub-group; for Other PFS — the
grand total.

Fruits tab — food items should be located using search. Creditable Amount totals are
displayed per food item and grand total.

Grains Based on Exhibit A tab — food items should be located using search. Creditable
Amount totals are displayed per food item and grand total.

Grains Based on Grams of Creditable Grains tab — food ingredient must be entered
manually, and the user must select the appropriate group within Exhibit A that represents
the end product. For example, if the user is making whole wheat bread and enters whole
wheat flour as the food ingredient, then Exhibit A group B should be selected, since
whole wheat bread is the end product. A link to Exhibit A is available for reference to
assist in guiding you to select the appropriate group. Creditable Amount totals are
displayed per food item and grand total.

3.2.2.2

Meal Pattern Contribution Statement

The Meal Pattern Contribution Statement tab of the PFS contains a generated meal patterns
contribution statement for the manufacturer’s product based on the information entered by the

user.
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Meats/Meat Alternates | Vegetables | Fruits || Grains Based on ExhibitA | Grains Based on Grams of Creditable Grains |[RYEEIREE CIHRet il RS =L

School Food Authorities (SFAs) should include a copy of the label from the purchased product package in addition to the following information on letterhead signed by an official company representative.
Specific vegetable subgroups must be offered weekly and fruit must be served daily for the National School Lunch Program. For more detailed information on meal pattern requirements see the Nutrition
Standards for School Meals Website at http:/www.fns.usda.govicnd/Governance/Legislation/nutritionstandards.htm.

NQIE: Total creditable amount.cannat exgeed the serving, size of the nroduyct

| certify that the above information is true and correct and that a 3 0z ounce serving of the above product (ready for serving) provides 5/ cup(s) of fruit when prepared according to directions

DISCLAIMER: The Product Formulation Statement (PFS) Workbook can be used by manufacturers to develop certified PFS documents. However, documents developed and printed using the PFS Workbook
does not constitute approval by USDA. Please note, USDA DOES NOT approve manufacturers' PFS documents.

You must save the PFS prior to printing it. Use the "Back to PFS List" button and select from the PFS list. Click the PDF link to generate a copy to print or save.

Back to PFS List

Use “Save” button to save your PFS at any point. Use “Back to PFS List” button to return to the
PFS List screen.

NOTE: “Back to PFS List” button does not save any information, so please be sure to
save any changes before pressing it.

3.3 Top Navigation Menus

In addition to navigating through FBG from the main screen, users can use the Top Navigation
menus to access functionality within the site. Please refer to section 2.4 for more details on the
Navigation menus available to the user. In addition to the menus already discussed in section 2.4,
registered users will see the following:

3.3.1 User Greeting

User’s name, as entered for the user profile, will be displayed in the “Welcome” FBG menu.

ADMINISTRATOR - WELCOME TEST USER -

WELCOME TO THE FOOD BUYING GUIDE

3.3.2 My Profile

ADMINISTRATOR -

My Profile

WELCOME TO THE FOOD BUYING GUIDE 09 out

Use “My Profile” under “Welcome” menu to view and edit your profile information.
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3.3.2.1 Manage User Profile

View User Profile

Last Logi 117202020 11:0233 AM

First Name Test Last Name User
Organization Type FNS Nstional Office Organization Name PSI
Title 111 Email Address isa@clo.com
State / Territory Georgia Admin

Edit Close

On the View User Profile screen, you can view information that was previously entered or use
“Edit” button to edit information found in the profile. The users can make any desired changes
and then click on the “Save” button. The “Cancel” button returns the user to his/her profile.

Edit User Profile

Agterisks (%) denote reguired Information

First Name * Last Name *

Test User

Organization Type * ENS National Office G Organization Name PsI
Title 1111 Email Address * isa@olo.com
State / Territory Georgia > Admin *

Save Cancel

3.3.2.2 Manage Company Profile

Users with Vendor selected as the Organization type will be prompted to enter their company
information. Company Profile information will be displayed on View User Profile screen under
user profile information section. It can be edited along with user’s profile information as
described above.

Company Profile

Company Name company name Phone Number 111-222-3333
Address Line 1 addr 1 Address Line 2

City Bethesda State Maryland
Zip Code 20814

COMPANY NAME =

Company Letterhead
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3.3.3 LogOut

By clicking “Log Out,” the Authenticated User’s session ends. Any saved information (Recipes,
Favorites, PFS) is stored for later availability.

Food Buying Guide (FBG) — User Guide December 11, 2020 Page 67



	Structure Bookmarks
	United States Department of Agriculture 
	United States Department of Agriculture 
	Span
	 
	Food and Nutrition Service 
	 
	Figure
	 
	 
	 
	Administrator User Manual 
	for 
	Food Buying Guide (FBG) 
	 
	 
	 
	Version 1.6 
	 
	December 11, 2020
	Contents 
	Contents 
	GLOSSARY 
	GLOSSARY 
	GLOSSARY 

	................................................................................................................................
	......................... 5
	 

	1 INTRODUCTION 
	1 INTRODUCTION 
	1 INTRODUCTION 

	................................................................................................................................
	............ 6
	 

	1.1 ACCESSIBILITY 
	1.1 ACCESSIBILITY 
	1.1 ACCESSIBILITY 

	................................................................................................................................
	...................... 6
	 

	1.1.1 Keyboard Navigation 
	1.1.1 Keyboard Navigation 
	1.1.1 Keyboard Navigation 

	................................................................................................
	............................. 6
	 

	1.2 OVERVIEW 
	1.2 OVERVIEW 
	1.2 OVERVIEW 

	................................................................................................................................
	.......................... 8
	 

	1.2.1 Key Information 
	1.2.1 Key Information 
	1.2.1 Key Information 

	................................................................................................................................
	..... 8
	 

	1.2.2 User Groups 
	1.2.2 User Groups 
	1.2.2 User Groups 

	................................................................................................................................
	........... 8
	 

	2 GUEST USER ................................................................................................................................................ 10
	2 GUEST USER ................................................................................................................................................ 10
	2 GUEST USER ................................................................................................................................................ 10

	 

	2.1 LOGGING IN ...................................................................................................................................................... 10
	2.1 LOGGING IN ...................................................................................................................................................... 10
	2.1 LOGGING IN ...................................................................................................................................................... 10

	 

	2.2 FBG HOME SCREEN............................................................................................................................................ 11
	2.2 FBG HOME SCREEN............................................................................................................................................ 11
	2.2 FBG HOME SCREEN............................................................................................................................................ 11

	 

	2.3 HOME SCREEN BUTTONS ..................................................................................................................................... 12
	2.3 HOME SCREEN BUTTONS ..................................................................................................................................... 12
	2.3 HOME SCREEN BUTTONS ..................................................................................................................................... 12

	 

	2.3.1 Food Items Search ................................................................................................................................ 12
	2.3.1 Food Items Search ................................................................................................................................ 12
	2.3.1 Food Items Search ................................................................................................................................ 12

	 

	2.3.1.1 Search by Keyword..................................................................................................................................... 13
	2.3.1.1 Search by Keyword..................................................................................................................................... 13
	2.3.1.1 Search by Keyword..................................................................................................................................... 13

	 

	2.3.1.2 Search by Meal Component ....................................................................................................................... 13
	2.3.1.2 Search by Meal Component ....................................................................................................................... 13
	2.3.1.2 Search by Meal Component ....................................................................................................................... 13

	 

	2.3.1.3 Search by Category .................................................................................................................................... 13
	2.3.1.3 Search by Category .................................................................................................................................... 13
	2.3.1.3 Search by Category .................................................................................................................................... 13

	 

	2.3.1.4 Using the Search Results ............................................................................................................................ 14
	2.3.1.4 Using the Search Results ............................................................................................................................ 14
	2.3.1.4 Using the Search Results ............................................................................................................................ 14

	 

	2.3.1.5 Search Results – View Food Item Details ................................................................................................... 15
	2.3.1.5 Search Results – View Food Item Details ................................................................................................... 15
	2.3.1.5 Search Results – View Food Item Details ................................................................................................... 15

	 

	2.3.1.6 Search Results – Add Food Item to Favorites ............................................................................................. 16
	2.3.1.6 Search Results – Add Food Item to Favorites ............................................................................................. 16
	2.3.1.6 Search Results – Add Food Item to Favorites ............................................................................................. 16

	 

	2.3.1.7 Search Results – Add Food Item to Compare Items ................................................................................... 16
	2.3.1.7 Search Results – Add Food Item to Compare Items ................................................................................... 16
	2.3.1.7 Search Results – Add Food Item to Compare Items ................................................................................... 16

	 

	2.3.2 Food Item Favorites ............................................................................................................................. 18
	2.3.2 Food Item Favorites ............................................................................................................................. 18
	2.3.2 Food Item Favorites ............................................................................................................................. 18

	 

	2.3.3 Download Food Buying Guide .............................................................................................................. 19
	2.3.3 Download Food Buying Guide .............................................................................................................. 19
	2.3.3 Download Food Buying Guide .............................................................................................................. 19

	 

	2.3.4 Exhibit A Grains Tool ............................................................................................................................ 19
	2.3.4 Exhibit A Grains Tool ............................................................................................................................ 19
	2.3.4 Exhibit A Grains Tool ............................................................................................................................ 19

	 

	2.3.5 FBG Calculator ..................................................................................................................................... 19
	2.3.5 FBG Calculator ..................................................................................................................................... 19
	2.3.5 FBG Calculator ..................................................................................................................................... 19

	 

	2.3.6 Product Formulation Statement (PFS) ................................................................................................. 20
	2.3.6 Product Formulation Statement (PFS) ................................................................................................. 20
	2.3.6 Product Formulation Statement (PFS) ................................................................................................. 20

	 

	2.3.7 Recipe Analysis Workbook (RAW) ........................................................................................................ 20
	2.3.7 Recipe Analysis Workbook (RAW) ........................................................................................................ 20
	2.3.7 Recipe Analysis Workbook (RAW) ........................................................................................................ 20

	 

	2.3.8 View Meal Component Information..................................................................................................... 20
	2.3.8 View Meal Component Information..................................................................................................... 20
	2.3.8 View Meal Component Information..................................................................................................... 20

	 

	2.4 TOP NAVIGATION MENUS .................................................................................................................................... 21
	2.4 TOP NAVIGATION MENUS .................................................................................................................................... 21
	2.4 TOP NAVIGATION MENUS .................................................................................................................................... 21

	 

	2.4.1 Home .................................................................................................................................................... 21
	2.4.1 Home .................................................................................................................................................... 21
	2.4.1 Home .................................................................................................................................................... 21

	 

	2.4.1.1 Home Page ................................................................................................................................................. 22
	2.4.1.1 Home Page ................................................................................................................................................. 22
	2.4.1.1 Home Page ................................................................................................................................................. 22

	 

	2.4.1.2 What’s New................................................................................................................................................ 22
	2.4.1.2 What’s New................................................................................................................................................ 22
	2.4.1.2 What’s New................................................................................................................................................ 22

	 

	2.4.1.3 About the Food Buying Guide .................................................................................................................... 22
	2.4.1.3 About the Food Buying Guide .................................................................................................................... 22
	2.4.1.3 About the Food Buying Guide .................................................................................................................... 22

	 

	2.4.1.4 Download Food Buying Guide .................................................................................................................... 22
	2.4.1.4 Download Food Buying Guide .................................................................................................................... 22
	2.4.1.4 Download Food Buying Guide .................................................................................................................... 22

	 

	2.4.1.5 Resource Center ......................................................................................................................................... 22
	2.4.1.5 Resource Center ......................................................................................................................................... 22
	2.4.1.5 Resource Center ......................................................................................................................................... 22

	 

	2.4.2 Meal Components ................................................................................................................................ 23
	2.4.2 Meal Components ................................................................................................................................ 23
	2.4.2 Meal Components ................................................................................................................................ 23

	 

	2.4.3 Food Items ........................................................................................................................................... 23
	2.4.3 Food Items ........................................................................................................................................... 23
	2.4.3 Food Items ........................................................................................................................................... 23

	 

	2.4.3.1 Search ........................................................................................................................................................ 23
	2.4.3.1 Search ........................................................................................................................................................ 23
	2.4.3.1 Search ........................................................................................................................................................ 23

	 

	2.4.3.2 Favorites .................................................................................................................................................... 23
	2.4.3.2 Favorites .................................................................................................................................................... 23
	2.4.3.2 Favorites .................................................................................................................................................... 23

	 

	2.4.4 Tools ..................................................................................................................................................... 24
	2.4.4 Tools ..................................................................................................................................................... 24
	2.4.4 Tools ..................................................................................................................................................... 24

	 

	2.4.5 Appendixes ........................................................................................................................................... 24
	2.4.5 Appendixes ........................................................................................................................................... 24
	2.4.5 Appendixes ........................................................................................................................................... 24

	 

	2.4.6 Help ...................................................................................................................................................... 25
	2.4.6 Help ...................................................................................................................................................... 25
	2.4.6 Help ...................................................................................................................................................... 25

	 

	2.4.6.1 User Guide ................................................................................................................................................. 25
	2.4.6.1 User Guide ................................................................................................................................................. 25
	2.4.6.1 User Guide ................................................................................................................................................. 25

	 

	2.4.6.2 Training Video ............................................................................................................................................ 25
	2.4.6.2 Training Video ............................................................................................................................................ 25
	2.4.6.2 Training Video ............................................................................................................................................ 25

	 

	2.4.6.3 Contact Us .................................................................................................................................................. 26
	2.4.6.3 Contact Us .................................................................................................................................................. 26
	2.4.6.3 Contact Us .................................................................................................................................................. 26

	 

	2.4.6.4 Frequently Asked Questions ...................................................................................................................... 27
	2.4.6.4 Frequently Asked Questions ...................................................................................................................... 27
	2.4.6.4 Frequently Asked Questions ...................................................................................................................... 27

	 

	2.4.7 Log Out................................................................................................................................................. 27
	2.4.7 Log Out................................................................................................................................................. 27
	2.4.7 Log Out................................................................................................................................................. 27

	 

	2.5 TOOLS .............................................................................................................................................................. 27
	2.5 TOOLS .............................................................................................................................................................. 27
	2.5 TOOLS .............................................................................................................................................................. 27

	 

	2.5.1 Exhibit A Grains Tool ............................................................................................................................ 27
	2.5.1 Exhibit A Grains Tool ............................................................................................................................ 27
	2.5.1 Exhibit A Grains Tool ............................................................................................................................ 27

	 

	2.5.1.1 Grains Contribution.................................................................................................................................... 31
	2.5.1.1 Grains Contribution.................................................................................................................................... 31
	2.5.1.1 Grains Contribution.................................................................................................................................... 31

	 

	2.5.1.1.1. Groups A – G ......................................................................................................................................... 31
	2.5.1.1.1. Groups A – G ......................................................................................................................................... 31
	2.5.1.1.1. Groups A – G ......................................................................................................................................... 31

	 

	2.5.1.1.2. Groups H and I – Ounce Equivalent Grains ........................................................................................... 32
	2.5.1.1.2. Groups H and I – Ounce Equivalent Grains ........................................................................................... 32
	2.5.1.1.2. Groups H and I – Ounce Equivalent Grains ........................................................................................... 32

	 

	2.5.1.1.3. Groups H and I – Grains/Breads Serving(s) ........................................................................................... 33
	2.5.1.1.3. Groups H and I – Grains/Breads Serving(s) ........................................................................................... 33
	2.5.1.1.3. Groups H and I – Grains/Breads Serving(s) ........................................................................................... 33

	 

	2.5.1.2 Amount to Serve ........................................................................................................................................ 34
	2.5.1.2 Amount to Serve ........................................................................................................................................ 34
	2.5.1.2 Amount to Serve ........................................................................................................................................ 34

	 

	2.5.1.2.1. Groups A – G ......................................................................................................................................... 34
	2.5.1.2.1. Groups A – G ......................................................................................................................................... 34
	2.5.1.2.1. Groups A – G ......................................................................................................................................... 34

	 

	2.5.1.2.2. Groups H and I ...................................................................................................................................... 35
	2.5.1.2.2. Groups H and I ...................................................................................................................................... 35
	2.5.1.2.2. Groups H and I ...................................................................................................................................... 35

	 

	2.5.1.3 Amount to Serve by Age Group/Grade Group ........................................................................................... 35
	2.5.1.3 Amount to Serve by Age Group/Grade Group ........................................................................................... 35
	2.5.1.3 Amount to Serve by Age Group/Grade Group ........................................................................................... 35

	 

	2.5.1.3.1. Groups A – G ......................................................................................................................................... 35
	2.5.1.3.1. Groups A – G ......................................................................................................................................... 35
	2.5.1.3.1. Groups A – G ......................................................................................................................................... 35

	 

	2.5.1.3.2. Groups H and I ...................................................................................................................................... 37
	2.5.1.3.2. Groups H and I ...................................................................................................................................... 37
	2.5.1.3.2. Groups H and I ...................................................................................................................................... 37

	 

	2.5.1.3.3. CACFP Infant Meal Pattern ................................................................................................................... 38
	2.5.1.3.3. CACFP Infant Meal Pattern ................................................................................................................... 38
	2.5.1.3.3. CACFP Infant Meal Pattern ................................................................................................................... 38

	 

	2.5.1.4 My Products ............................................................................................................................................... 38
	2.5.1.4 My Products ............................................................................................................................................... 38
	2.5.1.4 My Products ............................................................................................................................................... 38

	 

	2.5.2 FBG Calculator ..................................................................................................................................... 39
	2.5.2 FBG Calculator ..................................................................................................................................... 39
	2.5.2 FBG Calculator ..................................................................................................................................... 39

	 

	2.5.2.1 Adding Ingredients to a Shopping List........................................................................................................ 40
	2.5.2.1 Adding Ingredients to a Shopping List........................................................................................................ 40
	2.5.2.1 Adding Ingredients to a Shopping List........................................................................................................ 40

	 

	2.5.2.2 Shopping List .............................................................................................................................................. 43
	2.5.2.2 Shopping List .............................................................................................................................................. 43
	2.5.2.2 Shopping List .............................................................................................................................................. 43

	 

	2.5.3 Determining Creditable Grains/Breads ................................................................................................ 44
	2.5.3 Determining Creditable Grains/Breads ................................................................................................ 44
	2.5.3 Determining Creditable Grains/Breads ................................................................................................ 44

	 

	2.5.4 Does My Product Meet the Whole Grain-Rich Criteria ........................................................................ 45
	2.5.4 Does My Product Meet the Whole Grain-Rich Criteria ........................................................................ 45
	2.5.4 Does My Product Meet the Whole Grain-Rich Criteria ........................................................................ 45

	 

	2.6 EXPORTING DATA TO MICROSOFT EXCEL ................................................................................................................. 45
	2.6 EXPORTING DATA TO MICROSOFT EXCEL ................................................................................................................. 45
	2.6 EXPORTING DATA TO MICROSOFT EXCEL ................................................................................................................. 45

	 

	2.6.1 For a Microsoft Windows Computer .................................................................................................... 45
	2.6.1 For a Microsoft Windows Computer .................................................................................................... 45
	2.6.1 For a Microsoft Windows Computer .................................................................................................... 45

	 

	2.6.2 For an Apple Mac Computer ................................................................................................................ 48
	2.6.2 For an Apple Mac Computer ................................................................................................................ 48
	2.6.2 For an Apple Mac Computer ................................................................................................................ 48

	 

	3 REGISTERED USER ....................................................................................................................................... 49
	3 REGISTERED USER ....................................................................................................................................... 49
	3 REGISTERED USER ....................................................................................................................................... 49

	 

	3.1 LOGGING IN ...................................................................................................................................................... 49
	3.1 LOGGING IN ...................................................................................................................................................... 49
	3.1 LOGGING IN ...................................................................................................................................................... 49

	 

	3.1.1 Requirement – Level 1 USDA eAuthentication Account ....................................................................... 50
	3.1.1 Requirement – Level 1 USDA eAuthentication Account ....................................................................... 50
	3.1.1 Requirement – Level 1 USDA eAuthentication Account ....................................................................... 50

	 

	3.1.2 Logging In with eAuth .......................................................................................................................... 50
	3.1.2 Logging In with eAuth .......................................................................................................................... 50
	3.1.2 Logging In with eAuth .......................................................................................................................... 50

	 

	3.1.3 New FBG Users – Create a User Profile ................................................................................................ 51
	3.1.3 New FBG Users – Create a User Profile ................................................................................................ 51
	3.1.3 New FBG Users – Create a User Profile ................................................................................................ 51

	 

	3.2 TOOLS .............................................................................................................................................................. 51
	3.2 TOOLS .............................................................................................................................................................. 51
	3.2 TOOLS .............................................................................................................................................................. 51

	 

	3.2.1 Recipe Analysis Workbook (RAW) ........................................................................................................ 51
	3.2.1 Recipe Analysis Workbook (RAW) ........................................................................................................ 51
	3.2.1 Recipe Analysis Workbook (RAW) ........................................................................................................ 51

	 

	3.2.1.1 Managing RAW Folders .............................................................................................................................. 54
	3.2.1.1 Managing RAW Folders .............................................................................................................................. 54
	3.2.1.1 Managing RAW Folders .............................................................................................................................. 54

	 

	3.2.1.2 Food Items in Vegetables, Fruits, Meats/MA, and Grains – Method B ...................................................... 55
	3.2.1.2 Food Items in Vegetables, Fruits, Meats/MA, and Grains – Method B ...................................................... 55
	3.2.1.2 Food Items in Vegetables, Fruits, Meats/MA, and Grains – Method B ...................................................... 55

	 

	3.2.1.3 Grains – Method A ..................................................................................................................................... 58
	3.2.1.3 Grains – Method A ..................................................................................................................................... 58
	3.2.1.3 Grains – Method A ..................................................................................................................................... 58

	 

	3.2.1.4 Grains – Method C ..................................................................................................................................... 59
	3.2.1.4 Grains – Method C ..................................................................................................................................... 59
	3.2.1.4 Grains – Method C ..................................................................................................................................... 59

	 

	3.2.1.5 Meal Pattern Contribution Statement ....................................................................................................... 60
	3.2.1.5 Meal Pattern Contribution Statement ....................................................................................................... 60
	3.2.1.5 Meal Pattern Contribution Statement ....................................................................................................... 60

	 

	3.2.1.6 Recipe Notes .............................................................................................................................................. 60
	3.2.1.6 Recipe Notes .............................................................................................................................................. 60
	3.2.1.6 Recipe Notes .............................................................................................................................................. 60

	 

	3.2.2 Product Formulation Statement (PFS) ................................................................................................. 61
	3.2.2 Product Formulation Statement (PFS) ................................................................................................. 61
	3.2.2 Product Formulation Statement (PFS) ................................................................................................. 61

	 

	3.2.2.1 Adding Ingredients to a PFS ....................................................................................................................... 63
	3.2.2.1 Adding Ingredients to a PFS ....................................................................................................................... 63
	3.2.2.1 Adding Ingredients to a PFS ....................................................................................................................... 63

	 

	3.2.2.2 Meal Pattern Contribution Statement ....................................................................................................... 64
	3.2.2.2 Meal Pattern Contribution Statement ....................................................................................................... 64
	3.2.2.2 Meal Pattern Contribution Statement ....................................................................................................... 64

	 

	3.3 TOP NAVIGATION MENUS .................................................................................................................................... 65
	3.3 TOP NAVIGATION MENUS .................................................................................................................................... 65
	3.3 TOP NAVIGATION MENUS .................................................................................................................................... 65

	 

	3.3.1 User Greeting ....................................................................................................................................... 65
	3.3.1 User Greeting ....................................................................................................................................... 65
	3.3.1 User Greeting ....................................................................................................................................... 65

	 

	3.3.2 My Profile ............................................................................................................................................. 65
	3.3.2 My Profile ............................................................................................................................................. 65
	3.3.2 My Profile ............................................................................................................................................. 65

	 

	3.3.2.1 Manage User Profile .................................................................................................................................. 66
	3.3.2.1 Manage User Profile .................................................................................................................................. 66
	3.3.2.1 Manage User Profile .................................................................................................................................. 66

	 

	3.3.2.2 Manage Company Profile ........................................................................................................................... 66
	3.3.2.2 Manage Company Profile ........................................................................................................................... 66
	3.3.2.2 Manage Company Profile ........................................................................................................................... 66

	 

	3.3.3 Log Out................................................................................................................................................. 67
	3.3.3 Log Out................................................................................................................................................. 67
	3.3.3 Log Out................................................................................................................................................. 67

	 

	4 ADMINISTRATOR ........................................................................................................................................ 68
	4 ADMINISTRATOR ........................................................................................................................................ 68
	4 ADMINISTRATOR ........................................................................................................................................ 68

	 

	4.1 ADMIN FLAG ..................................................................................................................................................... 68
	4.1 ADMIN FLAG ..................................................................................................................................................... 68
	4.1 ADMIN FLAG ..................................................................................................................................................... 68

	 

	4.2 TOP NAVIGATION MENUS .................................................................................................................................... 68
	4.2 TOP NAVIGATION MENUS .................................................................................................................................... 68
	4.2 TOP NAVIGATION MENUS .................................................................................................................................... 68

	 

	4.2.1 Food Items Search – Food Items for Further Processing ...................................................................... 68
	4.2.1 Food Items Search – Food Items for Further Processing ...................................................................... 68
	4.2.1 Food Items Search – Food Items for Further Processing ...................................................................... 68

	 

	4.2.2 Food Items Search – Active and Inactive Food Items ........................................................................... 69
	4.2.2 Food Items Search – Active and Inactive Food Items ........................................................................... 69
	4.2.2 Food Items Search – Active and Inactive Food Items ........................................................................... 69

	 

	4.2.3 Add New Food Item ............................................................................................................................. 69
	4.2.3 Add New Food Item ............................................................................................................................. 69
	4.2.3 Add New Food Item ............................................................................................................................. 69

	 

	4.2.3.1 Edit Existing Food Item .............................................................................................................................. 71
	4.2.3.1 Edit Existing Food Item .............................................................................................................................. 71
	4.2.3.1 Edit Existing Food Item .............................................................................................................................. 71

	 

	4.2.3.2 Add Footnotes to a Food Item ................................................................................................................... 71
	4.2.3.2 Add Footnotes to a Food Item ................................................................................................................... 71
	4.2.3.2 Add Footnotes to a Food Item ................................................................................................................... 71

	 

	4.2.4 Manage Users ...................................................................................................................................... 73
	4.2.4 Manage Users ...................................................................................................................................... 73
	4.2.4 Manage Users ...................................................................................................................................... 73

	 

	4.2.5 Manage Inactive Users ........................................................................................................................ 74
	4.2.5 Manage Inactive Users ........................................................................................................................ 74
	4.2.5 Manage Inactive Users ........................................................................................................................ 74

	 

	4.2.6 Manage Categories .............................................................................................................................. 74
	4.2.6 Manage Categories .............................................................................................................................. 74
	4.2.6 Manage Categories .............................................................................................................................. 74

	 

	4.2.6.1 Edit Existing Category ................................................................................................................................ 76
	4.2.6.1 Edit Existing Category ................................................................................................................................ 76
	4.2.6.1 Edit Existing Category ................................................................................................................................ 76

	 

	4.2.6.2 Delete Existing Category ............................................................................................................................ 76
	4.2.6.2 Delete Existing Category ............................................................................................................................ 76
	4.2.6.2 Delete Existing Category ............................................................................................................................ 76

	 

	4.2.7 Manage Subcategories ........................................................................................................................ 76
	4.2.7 Manage Subcategories ........................................................................................................................ 76
	4.2.7 Manage Subcategories ........................................................................................................................ 76

	 

	4.2.7.1 Edit Existing Subcategory ........................................................................................................................... 77
	4.2.7.1 Edit Existing Subcategory ........................................................................................................................... 77
	4.2.7.1 Edit Existing Subcategory ........................................................................................................................... 77

	 

	4.2.7.2 Delete Existing Subcategory ....................................................................................................................... 78
	4.2.7.2 Delete Existing Subcategory ....................................................................................................................... 78
	4.2.7.2 Delete Existing Subcategory ....................................................................................................................... 78

	 

	4.2.8 Manage Help Items .............................................................................................................................. 78
	4.2.8 Manage Help Items .............................................................................................................................. 78
	4.2.8 Manage Help Items .............................................................................................................................. 78

	 

	4.2.9 Manage Footnotes ............................................................................................................................... 78
	4.2.9 Manage Footnotes ............................................................................................................................... 78
	4.2.9 Manage Footnotes ............................................................................................................................... 78

	 

	4.2.9.1 Edit Existing Footnote ................................................................................................................................ 79
	4.2.9.1 Edit Existing Footnote ................................................................................................................................ 79
	4.2.9.1 Edit Existing Footnote ................................................................................................................................ 79

	 

	4.2.9.2 Delete Existing Footnote ............................................................................................................................ 80
	4.2.9.2 Delete Existing Footnote ............................................................................................................................ 80
	4.2.9.2 Delete Existing Footnote ............................................................................................................................ 80

	 

	4.2.10 Manage What’s New Items ............................................................................................................. 80
	4.2.10 Manage What’s New Items ............................................................................................................. 80
	4.2.10 Manage What’s New Items ............................................................................................................. 80

	 

	4.2.11 Guest User Report ........................................................................................................................... 81
	4.2.11 Guest User Report ........................................................................................................................... 81
	4.2.11 Guest User Report ........................................................................................................................... 81

	 

	4.2.12 Generate Yield Table PDFs .............................................................................................................. 82
	4.2.12 Generate Yield Table PDFs .............................................................................................................. 82
	4.2.12 Generate Yield Table PDFs .............................................................................................................. 82

	 

	4.2.13 Manage Yield Tables ....................................................................................................................... 82
	4.2.13 Manage Yield Tables ....................................................................................................................... 82
	4.2.13 Manage Yield Tables ....................................................................................................................... 82

	 

	4.3 CONTACT US ..................................................................................................................................................... 83
	4.3 CONTACT US ..................................................................................................................................................... 83
	4.3 CONTACT US ..................................................................................................................................................... 83

	 

	 

	  
	Glossary 
	   Table 1 Glossary 
	Acronym 
	Acronym 
	Acronym 
	Acronym 
	Acronym 

	Description 
	Description 



	CACFP 
	CACFP 
	CACFP 
	CACFP 

	Child and Adult Care Food Program 
	Child and Adult Care Food Program 


	FBG 
	FBG 
	FBG 

	Food Buying Guide 
	Food Buying Guide 


	FNS  
	FNS  
	FNS  

	Food and Nutrition Service 
	Food and Nutrition Service 


	PFS 
	PFS 
	PFS 

	Product Formulation Statement 
	Product Formulation Statement 


	RAW 
	RAW 
	RAW 

	Recipe Analysis Workbook 
	Recipe Analysis Workbook 


	SFP 
	SFP 
	SFP 

	Supplemental Food Program 
	Supplemental Food Program 


	USDA  
	USDA  
	USDA  

	U.S. Department of Agriculture 
	U.S. Department of Agriculture 




	 
	  
	1 Introduction 
	 
	The Food and Nutrition Service (FNS), an agency of the U.S. Department of Agriculture (USDA), has a responsibility to ensure that school nutrition professionals have the necessary knowledge to plan, purchase, prepare, and serve nourishing meals that meet Federal meal pattern requirements and meet the operational needs of school districts. The Web-based Food Buying Guide (FBG) allows for easier searching, navigating, and displaying of key information for food items.  
	The USDA FBG is an essential tool used to assist in:  
	1. purchasing the right amount of food and purchasing it most economically, and  
	1. purchasing the right amount of food and purchasing it most economically, and  
	1. purchasing the right amount of food and purchasing it most economically, and  

	2. determining the specific contribution each food makes toward the meal pattern requirements to ensure that meals provide necessary nourishment and meet program requirements for reimbursement.  
	2. determining the specific contribution each food makes toward the meal pattern requirements to ensure that meals provide necessary nourishment and meet program requirements for reimbursement.  


	In addition, with yield data for more than 2,200 food items, this guide can provide ideas for adding new foods or new forms of familiar foods to the menus. The FBG is widely used by school food service professionals participating in the National School Lunch Program and School Breakfast Program. It is also appropriate for use in the Child and Adult Care Food Program as well as the Summer Food Service Program. 
	 
	1.1 Accessibility 
	All reports (e.g., Yield Data, Compare Food Items, Food Item Detail, Product Formulation Statement, and Recipe Analysis Workbook) on the FBG tool can be printed (as PDF) or exported and saved in the |-delimited formats that can then be imported into Microsoft Excel. If you have trouble accessing, printing, and saving any of these reports, and would like to request them in alternative formats, please send your assistance request to 
	All reports (e.g., Yield Data, Compare Food Items, Food Item Detail, Product Formulation Statement, and Recipe Analysis Workbook) on the FBG tool can be printed (as PDF) or exported and saved in the |-delimited formats that can then be imported into Microsoft Excel. If you have trouble accessing, printing, and saving any of these reports, and would like to request them in alternative formats, please send your assistance request to 
	CNPNTAB@usda.gov
	CNPNTAB@usda.gov

	 and you will receive a response within 48-business hours. 

	Please send any questions or report website accessibility problems to 
	Please send any questions or report website accessibility problems to 
	CNPNTAB@usda.gov
	CNPNTAB@usda.gov

	 via email or using the Contact Us feature of the application (as described in section 2.4.6.3).  In your message, include the page address or URL and the specific problems you have encountered. 

	1.1.1 Keyboard Navigation 
	The FBG application can be navigated without a mouse using the keyboard only.  Use the following shortcuts to navigate FBG screens:  
	 
	• Menus: 
	• Menus: 
	• Menus: 
	• Menus: 
	o Tab to move between items in the main menu 
	o Tab to move between items in the main menu 
	o Tab to move between items in the main menu 

	o Enter to open a menu 
	o Enter to open a menu 

	o Up and Down Arrows to move between sub-menus 
	o Up and Down Arrows to move between sub-menus 

	o Enter to open a sub-menu 
	o Enter to open a sub-menu 




	• Accordions: 
	• Accordions: 
	• Accordions: 
	o Up and Down Arrows to move between accordions 
	o Up and Down Arrows to move between accordions 
	o Up and Down Arrows to move between accordions 

	o Enter to open an accordion 
	o Enter to open an accordion 

	o Enter to collapse an accordion 
	o Enter to collapse an accordion 

	o Tab to move down within accordion body 
	o Tab to move down within accordion body 

	o Shift + Tab to move up within accordion body  
	o Shift + Tab to move up within accordion body  

	o Shift + Tab to move up from accordion body to the accordion header 
	o Shift + Tab to move up from accordion body to the accordion header 

	o Tab into a text field, type in a value, then Tab to the next control 
	o Tab into a text field, type in a value, then Tab to the next control 

	o Tab into a drop-down and use Up and Down Arrows to select a value, then Tab to the next control 
	o Tab into a drop-down and use Up and Down Arrows to select a value, then Tab to the next control 

	o Tab into a radio button group and use Left and Right Arrows to select a value, then Tab to the next control 
	o Tab into a radio button group and use Left and Right Arrows to select a value, then Tab to the next control 

	o Tab onto a button, then press Enter to activate it 
	o Tab onto a button, then press Enter to activate it 

	o Tab onto a link, then press Enter to activate it  
	o Tab onto a link, then press Enter to activate it  

	o Tab onto a tooltip anchor (“i” in a circle) to bring up the tooltip bubble with text 
	o Tab onto a tooltip anchor (“i” in a circle) to bring up the tooltip bubble with text 

	o Tab off a tooltip anchor to close the tooltip bubble with text  
	o Tab off a tooltip anchor to close the tooltip bubble with text  

	o Tab between page number buttons 
	o Tab between page number buttons 

	o Enter on page number button to display the corresponding page 
	o Enter on page number button to display the corresponding page 

	o Enter on First, Last, Next, and Previous buttons to display the corresponding page 
	o Enter on First, Last, Next, and Previous buttons to display the corresponding page 

	o Left and Right Arrows to move between tabs 
	o Left and Right Arrows to move between tabs 

	o Tab to go into meal component tab body 
	o Tab to go into meal component tab body 

	o Tab to move between controls in the meal component tab body 
	o Tab to move between controls in the meal component tab body 

	o Shift + Tab to move backwards between controls in the meal component tab body  
	o Shift + Tab to move backwards between controls in the meal component tab body  

	o Shift + Tab to move up from meal component tab body onto the meal component tab header 
	o Shift + Tab to move up from meal component tab body onto the meal component tab header 

	o Tab onto the video player, then  
	o Tab onto the video player, then  

	o Tab onto the main Play button that overlays the video, then 
	o Tab onto the main Play button that overlays the video, then 

	o Tab to video player controls 
	o Tab to video player controls 

	o Tab to move between video player controls 
	o Tab to move between video player controls 

	o Shift + Tab to move backwards between video player controls 
	o Shift + Tab to move backwards between video player controls 

	o Enter to press the Play buttons 
	o Enter to press the Play buttons 

	o Tab onto the Progress Bar and use Left and Right Arrows to scroll, Tab off  
	o Tab onto the Progress Bar and use Left and Right Arrows to scroll, Tab off  

	o Tab onto the Caption Control and use Up and Down Arrows to choose None or a Language, Tab off 
	o Tab onto the Caption Control and use Up and Down Arrows to choose None or a Language, Tab off 

	o Tab onto the Full Screen Control and use Enter to activate full screen mode, Escape to exit  
	o Tab onto the Full Screen Control and use Enter to activate full screen mode, Escape to exit  





	• Text Fields:  
	• Text Fields:  
	• Text Fields:  

	• Drop-downs:  
	• Drop-downs:  

	• Radio Buttons:  
	• Radio Buttons:  

	• Buttons:  
	• Buttons:  

	• Links:  
	• Links:  

	• Tooltips:  
	• Tooltips:  

	• Pagination Controls:  
	• Pagination Controls:  

	• Tools – PFS and RAW, Meal Component Tabs: 
	• Tools – PFS and RAW, Meal Component Tabs: 

	• Video Player:  
	• Video Player:  


	 
	 
	 
	  
	1.2  Overview 
	1.2.1 Key Information 
	Site URL: 
	Site URL: 
	https://foodbuyingguide.fns.usda.gov
	https://foodbuyingguide.fns.usda.gov

	  

	 
	1.2.2 User Groups 
	FBG has three main user groups: Guest User, Registered User, and Administrator User.  Each user can belong to one Organization Type: FNS National Office, FNS Regional Office, Vendor, State Agency, School, Child Care, and Other.  Functionality available to each user depends on his user group and Organization Type. 
	• Guest Users: Public users can access key components of the FBG through the Internet without providing login credentials or creating a user account. Guest users can search and view Food Items, create a Favorites list, and use FBG Calculator. However, the Favorites list and FBG Calculator Shopping Lists will only remain active while the user is actively using the FBG site. If the user closes the FBG site and returns to it, the Favorites list and Shopping Lists will not be saved.  
	• Guest Users: Public users can access key components of the FBG through the Internet without providing login credentials or creating a user account. Guest users can search and view Food Items, create a Favorites list, and use FBG Calculator. However, the Favorites list and FBG Calculator Shopping Lists will only remain active while the user is actively using the FBG site. If the user closes the FBG site and returns to it, the Favorites list and Shopping Lists will not be saved.  
	• Guest Users: Public users can access key components of the FBG through the Internet without providing login credentials or creating a user account. Guest users can search and view Food Items, create a Favorites list, and use FBG Calculator. However, the Favorites list and FBG Calculator Shopping Lists will only remain active while the user is actively using the FBG site. If the user closes the FBG site and returns to it, the Favorites list and Shopping Lists will not be saved.  


	 
	Table 1: Guest User Permissions per Organization Type 
	Organization 
	Organization 
	Organization 
	Organization 
	Organization 

	Text-only screens 
	Text-only screens 

	Search 
	Search 

	Favorites 
	Favorites 

	FBG Calculator 
	FBG Calculator 

	Exhibit A Grains Tool 
	Exhibit A Grains Tool 

	RAW 
	RAW 

	PFS 
	PFS 

	Admin Features 
	Admin Features 



	FNS National Office, FNS Regional Office 
	FNS National Office, FNS Regional Office 
	FNS National Office, FNS Regional Office 
	FNS National Office, FNS Regional Office 

	x 
	x 

	x 
	x 

	x* 
	x* 

	x* 
	x* 

	x* 
	x* 

	 
	 

	  
	  

	  
	  


	Vendor 
	Vendor 
	Vendor 

	x 
	x 

	x 
	x 

	x* 
	x* 

	x* 
	x* 

	x* 
	x* 

	  
	  

	  
	  

	  
	  


	State Agency, School, Child Care, Other 
	State Agency, School, Child Care, Other 
	State Agency, School, Child Care, Other 

	x 
	x 

	x 
	x 

	x* 
	x* 

	x* 
	x* 

	x* 
	x* 

	 
	 

	  
	  

	  
	  




	* - Functionality is available but will only be persistent during user’s browser session. 
	 
	• Registered Users: Registered users are logged in to the FBG site using their eAuthentication credentials. Using the FBG site as a registered user gives the user extra capabilities, such as: 
	• Registered Users: Registered users are logged in to the FBG site using their eAuthentication credentials. Using the FBG site as a registered user gives the user extra capabilities, such as: 
	• Registered Users: Registered users are logged in to the FBG site using their eAuthentication credentials. Using the FBG site as a registered user gives the user extra capabilities, such as: 
	• Registered Users: Registered users are logged in to the FBG site using their eAuthentication credentials. Using the FBG site as a registered user gives the user extra capabilities, such as: 
	o save the generated Favorites list and FBG Calculator Shopping Lists; 
	o save the generated Favorites list and FBG Calculator Shopping Lists; 
	o save the generated Favorites list and FBG Calculator Shopping Lists; 

	o analyze recipes (Recipe Analysis Workbook functionality) and save them; 
	o analyze recipes (Recipe Analysis Workbook functionality) and save them; 

	o for manufacturers, ability to create and save Product Formulation Statements. 
	o for manufacturers, ability to create and save Product Formulation Statements. 





	 
	 
	Table 2: Registered User Permissions per Organization Type 
	Organization 
	Organization 
	Organization 
	Organization 
	Organization 

	Text-only screens 
	Text-only screens 

	Search 
	Search 

	Favorites 
	Favorites 

	FBG Calculator 
	FBG Calculator 

	Exhibit A Grains Tool 
	Exhibit A Grains Tool 

	RAW 
	RAW 

	PFS 
	PFS 

	Admin Features 
	Admin Features 



	FNS National Office, FNS Regional Office 
	FNS National Office, FNS Regional Office 
	FNS National Office, FNS Regional Office 
	FNS National Office, FNS Regional Office 

	x 
	x 

	x 
	x 

	x 
	x 

	x 
	x 

	x 
	x 

	x 
	x 

	x 
	x 

	  
	  


	Vendor 
	Vendor 
	Vendor 

	x 
	x 

	x 
	x 

	x 
	x 

	x 
	x 

	x 
	x 

	 
	 

	x 
	x 

	  
	  


	State Agency, School, Child Care, Other 
	State Agency, School, Child Care, Other 
	State Agency, School, Child Care, Other 

	x 
	x 

	x 
	x 

	x 
	x 

	x 
	x 

	x 
	x 

	x 
	x 

	 
	 

	  
	  




	 
	• Administrator: Site Administrators have elevated privileges within the application, and in addition to all functionality available to registered users, can add food items to the database and perform minor user administration activities. 
	• Administrator: Site Administrators have elevated privileges within the application, and in addition to all functionality available to registered users, can add food items to the database and perform minor user administration activities. 
	• Administrator: Site Administrators have elevated privileges within the application, and in addition to all functionality available to registered users, can add food items to the database and perform minor user administration activities. 


	 
	Table 3: Administrator User Permissions per Organization Type 
	Organization 
	Organization 
	Organization 
	Organization 
	Organization 

	Text-only screens 
	Text-only screens 

	Search 
	Search 

	Favorites 
	Favorites 

	FBG Calculator 
	FBG Calculator 

	Exhibit A Grains Tool 
	Exhibit A Grains Tool 

	RAW 
	RAW 

	PFS 
	PFS 

	Admin Features 
	Admin Features 



	FNS National Office 
	FNS National Office 
	FNS National Office 
	FNS National Office 

	x 
	x 

	x 
	x 

	x 
	x 

	x 
	x 

	x 
	x 

	x 
	x 

	x 
	x 

	x 
	x 




	  
	2 Guest User 
	2.1 Logging In 
	When navigating to the FBG URL, a User will first see the following Login Screen: 
	 
	Figure
	Figure
	 
	  
	To continue as a Guest User, select an “Organization Type” from the dropdown menu and click “Enter.”  Different subsets of functionality will be available depending in the “Organization Type” selected. 
	 
	Figure
	 
	2.2 FBG Home Screen 
	From the main FBG Home Screen, the Guest Users can use the top navigation links and main screen buttons to access information. 
	 
	Figure
	 
	The links found in the top navigation of the Home Screen stay consistent throughout the application. Different subsets of functionality will be available depending in the Organization Type selected. The functions associated with each top navigation option are further described in section 2.4. 
	 
	2.3 Home Screen Buttons 
	2.3.1 Food Items Search 
	Click the “Food Items Search” button: 
	 
	Figure
	Figure
	 
	On the Search Food Items Screen, the users can search food items by using several search criteria. To clear selected criteria, the users can click “Reset Search.” 
	 
	Figure
	 
	  
	2.3.1.1 Search by Keyword 
	In the “Keyword” text box, type in a keyword and click the “Search” button. 
	 
	Figure
	Figure
	Figure
	 
	2.3.1.2 Search by Meal Component 
	Users can also search for food items using the “Meal Component” dropdown options. To initiate a search using these search characteristics, the user fills in different fields on the same screen previously described for the keyword search.  
	In the “Meal Component” dropdown menu, select a meal component and click the “Search” button. 
	 
	Figure
	Figure
	Figure
	 
	2.3.1.3 Search by Category 
	Users can use the “Category” dropdown menu to further filter the component selected in the “Meal Component” dropdown. To search by category, select a meal component from the dropdown list, select a category from the dropdown list, and click the “Search” button.  
	 
	Figure
	Figure
	Figure
	Figure
	 
	2.3.1.4 Using the Search Results 
	Once the user clicks “Search,” the screen will display the search results according to the criteria selected. 
	 
	Figure
	 
	Information displayed for each food item is: 
	• Meal Component 
	• Meal Component 
	• Meal Component 

	• Meal Category and Subcategory 
	• Meal Category and Subcategory 

	• Food As Purchased, AP 
	• Food As Purchased, AP 

	• Purchase Unit 
	• Purchase Unit 

	• Servings per Purchase Unit, EP 
	• Servings per Purchase Unit, EP 

	• Serving Size per Meal Contribution 
	• Serving Size per Meal Contribution 

	• Add to Compare link – allows to add up to four items to be compared 
	• Add to Compare link – allows to add up to four items to be compared 

	• Add to Favorites link – adds the food item to Favorites 
	• Add to Favorites link – adds the food item to Favorites 


	 
	NOTE: Footnotes for Meal Component, Food Category, Subcategory and Food As Purchased, AP will be shown in Search Results when available.  Click on the corresponding Footnote link to view footnote(s). 
	 
	2.3.1.5 Search Results – View Food Item Details 
	To view information about a specific food item, click the blue link of the food item name in the “Food As Purchased, AP” column. 
	The following food item information will be displayed on Food Item Details Screen:  
	• Meal Component 
	• Meal Component 
	• Meal Component 

	• Meal Category  
	• Meal Category  

	• Meal Subcategory 
	• Meal Subcategory 

	• Food As Purchased, AP 
	• Food As Purchased, AP 

	• Purchase Unit 
	• Purchase Unit 

	• Servings per Purchase Unit, EP 
	• Servings per Purchase Unit, EP 

	• Serving Size per Meal Contribution 
	• Serving Size per Meal Contribution 

	• Purchase Units for 100 Servings 
	• Purchase Units for 100 Servings 

	• Footnotes 
	• Footnotes 


	 
	 
	Figure
	Figure
	 
	From this screen, the user has the following options: 
	• The “View PDF” button opens a PDF that contains all information on Food Item Details screen.  The PDF can then be saved or printed. 
	• The “View PDF” button opens a PDF that contains all information on Food Item Details screen.  The PDF can then be saved or printed. 
	• The “View PDF” button opens a PDF that contains all information on Food Item Details screen.  The PDF can then be saved or printed. 

	• The “Export” button opens a text file that contains all information on Food Item Details screen except Footnotes.  The text file is delimited by “|” character and can be imported 
	• The “Export” button opens a text file that contains all information on Food Item Details screen except Footnotes.  The text file is delimited by “|” character and can be imported 


	into Microsoft Excel.  The file can also be opened in Excel. See section 2.6 for more information. 
	into Microsoft Excel.  The file can also be opened in Excel. See section 2.6 for more information. 
	into Microsoft Excel.  The file can also be opened in Excel. See section 2.6 for more information. 

	• The “Add to Favorites” / “Remove from Favorites” button adds (or removes) the selected food item to the user’s Favorites list. 
	• The “Add to Favorites” / “Remove from Favorites” button adds (or removes) the selected food item to the user’s Favorites list. 
	• The “Add to Favorites” / “Remove from Favorites” button adds (or removes) the selected food item to the user’s Favorites list. 
	o NOTE: For Guest Users, this Favorites list will only be generated and remain active while the user is actively using the FBG site. If the user closes the FBG site and returns to it, the Favorites list will not be saved. 
	o NOTE: For Guest Users, this Favorites list will only be generated and remain active while the user is actively using the FBG site. If the user closes the FBG site and returns to it, the Favorites list will not be saved. 
	o NOTE: For Guest Users, this Favorites list will only be generated and remain active while the user is actively using the FBG site. If the user closes the FBG site and returns to it, the Favorites list will not be saved. 




	• The “Close” button takes the user back to the Search Food Items Screen. 
	• The “Close” button takes the user back to the Search Food Items Screen. 


	 
	2.3.1.6 Search Results – Add Food Item to Favorites 
	To add food items to Favorites, click on the “Add” link of the “Add to Favorites” column of the Search Results table. 
	 
	Figure
	Figure
	 
	You can remove a food item from Favorites from the Favorites screen, or you can click on the “Remove” link of the “Add to Favorites” column of the Search Results table.  For more information see section 2.3.2. 
	 
	2.3.1.7 Search Results – Add Food Item to Compare Items 
	To compare food items, click on the “Add” link of the “Add to Compare” column of the Search Results table. 
	 
	Figure
	Figure
	 
	The food item will then appear in the “Food Items Selected for Comparison” section of the Search screen. The corresponding rows in the Search Results table will no longer have the “Add” link in the “Add to Compare” column. 
	 
	Figure
	Figure
	Figure
	 
	You can add up to 4 food items to compare while navigating multiple pages of search results, or after performing a different search. Food items can be removed from the “Compare” list using the corresponding “Remove” links in the “Food Items Selected for Comparison” table.  You can also clear all Compare items using the “Clear All” button. 
	 
	Figure
	Figure
	Figure
	 
	 Press “Compare Items” button to view full detail for the food items being compared on “Compare Items” screen. 
	 
	Figure
	Figure
	 
	  
	From this screen, the user has the following options: 
	• The “View PDF” button opens a PDF that contains all information on Compare Items screen.  The PDF can then be saved or printed. 
	• The “View PDF” button opens a PDF that contains all information on Compare Items screen.  The PDF can then be saved or printed. 
	• The “View PDF” button opens a PDF that contains all information on Compare Items screen.  The PDF can then be saved or printed. 

	• The “Export” button opens a text file that contains all information on Compare Items screen except Footnotes.  The text file is delimited by “|” character and can be imported into Microsoft Excel.  See section 2.6 for more information. 
	• The “Export” button opens a text file that contains all information on Compare Items screen except Footnotes.  The text file is delimited by “|” character and can be imported into Microsoft Excel.  See section 2.6 for more information. 

	• The “Return to Search” button takes the user back to the Search Food Items screen. 
	• The “Return to Search” button takes the user back to the Search Food Items screen. 


	 
	2.3.2 Food Item Favorites 
	Click the “Food Item Favorites” button: 
	 
	Figure
	Figure
	 
	On the Favorites List Screen, the users can view food items they marked as Favorites: 
	 
	Figure
	Figure
	 
	From this screen, the user has the following options: 
	• The “View PDF” button opens a PDF that contains all information on Favorites List screen.  The PDF can then be saved or printed. 
	• The “View PDF” button opens a PDF that contains all information on Favorites List screen.  The PDF can then be saved or printed. 
	• The “View PDF” button opens a PDF that contains all information on Favorites List screen.  The PDF can then be saved or printed. 

	• The “Export” button opens a text file that contains all information on Favorites List screen except Footnotes.  The text file is delimited by “|” character and can be imported into Microsoft Excel.  See section 2.6 for more information. 
	• The “Export” button opens a text file that contains all information on Favorites List screen except Footnotes.  The text file is delimited by “|” character and can be imported into Microsoft Excel.  See section 2.6 for more information. 


	 
	To remove an item from the Favorites list, click “Remove” link in the “Remove from Favorites” column of the Favorites list table. 
	NOTE: For Guest Users, the Favorites list is not retained once they navigate away from the FBG Web site. 
	 
	2.3.3 Download Food Buying Guide 
	Click on the “Download Food Buying Guide” button to open the Download Food Buying Guide screen: 
	 
	Figure
	Figure
	 
	Download Food Buying Guide screen contains links to the Food Buying Guide Introduction, six Meal Component sections with the corresponding Yield Tables, and Appendixes in PDF format. Last updated date is listed for each Yield Table. Click on each link to open the corresponding document. 
	 
	Figure
	 
	2.3.4 Exhibit A Grains Tool 
	Exhibit A Grains Tool functionality is activated by the “Exhibit A Grains Tool” button. Please see section 2.5.1, Exhibit A Grains Tool for more information. 
	 
	Figure
	Figure
	 
	2.3.5 FBG Calculator 
	FBG Calculator functionality is activated by the “FBG Calculator” button. Please see section 2.5.2, FBG Calculator for more information. 
	 
	Figure
	Figure
	 
	2.3.6 Product Formulation Statement (PFS) 
	PFS functionality is activated by the “Product Formulation Statement (PFS)” button. Please see section 3.2.2, Product Formulation Statement (PFS) for more information. 
	 
	Figure
	Figure
	 
	NOTE: This functionality is not available to Guest Users, please create an account to access it.  This functionality is available to Authenticated Users with selected Organization of “Vendor,” “FNS National Office,” or “FNS Regional Office”. 
	 
	2.3.7 Recipe Analysis Workbook (RAW) 
	RAW functionality is activated by the “Recipe Analysis Workbook (RAW)” button. Please see section 3.2.1, Recipe Analysis Workbook (RAW) for more information. 
	 
	Figure
	Figure
	 
	NOTE: This functionality is not available to Guest Users, please create an account to access it.  This functionality is available to Authenticated Users with selected Organization other than Vendor. 
	 
	2.3.8 View Meal Component Information  
	To view information about Meal Components, click on the corresponding meal component image on the Home screen: 
	 
	Figure
	Figure
	 
	The image button directs the user to an informational screen about that Meal Component. 
	 
	Figure
	Figure
	 
	To view information under the sub-headings on the screen, click on the grey heading bar (i.e., “Optional Best Practices for All Child Nutrition Programs” or “Definitions”) to expand the section. 
	From this screen, the user has the following options: 
	• Search meal component food items – the “Search” button takes the user to the Search Items screen with the “Meal Component” control pre-populated with the meal component being viewed. 
	• Search meal component food items – the “Search” button takes the user to the Search Items screen with the “Meal Component” control pre-populated with the meal component being viewed. 
	• Search meal component food items – the “Search” button takes the user to the Search Items screen with the “Meal Component” control pre-populated with the meal component being viewed. 

	• The “View Yield Table PDF” button opens a PDF view of the selected meal component’s yield tables. The PDF can then be saved or printed. 
	• The “View Yield Table PDF” button opens a PDF view of the selected meal component’s yield tables. The PDF can then be saved or printed. 

	• The “Export Yield Table” button opens a text file that contains all information for meal component’s yield table except Footnotes.  The text file is delimited by “|” character and can be imported into Microsoft Excel.  See section 2.6 for more information. 
	• The “Export Yield Table” button opens a text file that contains all information for meal component’s yield table except Footnotes.  The text file is delimited by “|” character and can be imported into Microsoft Excel.  See section 2.6 for more information. 


	Users can use the steps outlined above to access information about each of the Meal Components. 
	 
	2.4 Top Navigation Menus 
	In addition to navigating through FBG from the main screen, users can use the Top Navigation menus to access functionality within the site. 
	 
	2.4.1 Home 
	 
	Figure
	Figure
	 
	2.4.1.1 Home Page  
	From the “Home” dropdown menu, users can view FBG Home Page screen (described in section 2.2 above) by selecting the “Home Page” menu item.   
	 
	2.4.1.2 What’s New  
	From the “Home” dropdown menu, users can view the list of announcements by the FNS staff by selecting the “What’s New” menu item.  This menu item opens What’s New screen that lists announcements that are currently active, if any. 
	 
	Figure
	 
	2.4.1.3 About the Food Buying Guide  
	From the “Home” dropdown menu, users can view the About the Food Buying Guide screen by selecting the “About the Food Buying Guide” menu item.   
	 
	Figure
	 
	2.4.1.4 Download Food Buying Guide  
	From the “Home” dropdown menu, users can view the Download Food Buying Guide screen by selecting the “Download Food Buying Guide” menu item.   
	 
	2.4.1.5 Resource Center  
	From the “Home” dropdown menu, users can view the About the Food Buying Guide screen by selecting the “Resource Center” menu item.  Resource Center screen provides the user with the 
	Child Nutrition Programs Meal Pattern charts and reference tables and figures (i.e. Decimal Weight Equivalent table) to support information found in the Food Buying Guide. By clicking on the blue links, the users can access a PDF document of the information. 
	 
	Figure
	 
	2.4.2  Meal Components 
	 
	Figure
	Figure
	 
	From the “Meal Components” dropdown menu, users can select an individual meal component to view more information specific to that meal component. 
	The users can navigate through the information following the same process outlined in section 2.4.1. 
	 
	2.4.3  Food Items  
	 
	Figure
	Figure
	 
	2.4.3.1  Search 
	From the “Food Items” dropdown menu, users can select “Search” menu item to reach the Search Food Items screen and search through food items following the same process outlined in section 2.3.1. 
	 
	2.4.3.2 Favorites 
	From the “Food Items” dropdown menu, users can select “Favorites” menu item to reach the Favorites List screen. See Section 2.3.2 for more information. 
	 
	2.4.4  Tools  
	 
	Figure
	Figure
	 
	From the “Tools” dropdown menu, users can access the following: 
	The Tools top navigation menu provides the user with the following options: 
	• My RAW Recipe List – list of user’s RAW (functionality is not available to guest users) 
	• My RAW Recipe List – list of user’s RAW (functionality is not available to guest users) 
	• My RAW Recipe List – list of user’s RAW (functionality is not available to guest users) 

	• Create RAW – create RAW (functionality is not available to guest users) 
	• Create RAW – create RAW (functionality is not available to guest users) 

	• My PFS List – list of user’s PFS (functionality is not available to guest users) 
	• My PFS List – list of user’s PFS (functionality is not available to guest users) 

	• Create PFS for School Meals (functionality is not available to guest users) 
	• Create PFS for School Meals (functionality is not available to guest users) 

	• Create PFS for Other CN Programs (functionality is not available to guest users) 
	• Create PFS for Other CN Programs (functionality is not available to guest users) 

	• FBG Calculator - My Shopping Lists – list of user’s Shopping Lists (Shopping Lists are persistent only while user is active in the FBG application) 
	• FBG Calculator - My Shopping Lists – list of user’s Shopping Lists (Shopping Lists are persistent only while user is active in the FBG application) 

	• FBG Calculator - Create Shopping List – create a Shopping Lists (Shopping Lists are persistent only while user is active in the FBG application)  
	• FBG Calculator - Create Shopping List – create a Shopping Lists (Shopping Lists are persistent only while user is active in the FBG application)  

	• Exhibit A Grains Tool - My Products – list of user’s Products (Products are persistent only while user is active in the FBG application) 
	• Exhibit A Grains Tool - My Products – list of user’s Products (Products are persistent only while user is active in the FBG application) 

	• Exhibit A Grains Tool - Enter Product – enter a Product (Products are persistent only while user is active in the FBG application)  
	• Exhibit A Grains Tool - Enter Product – enter a Product (Products are persistent only while user is active in the FBG application)  

	• Determining Creditable Grains/Breads – an interactive chart 
	• Determining Creditable Grains/Breads – an interactive chart 

	• Does My Product Meet the Grain-Rich Criteria? – an interactive chart 
	• Does My Product Meet the Grain-Rich Criteria? – an interactive chart 


	 
	2.4.5  Appendixes 
	 
	Figure
	Figure
	 
	From the “Appendixes” dropdown menu, users can access more information about specific items related to the Food Buying Guide for Child Nutrition Programs.  
	 
	2.4.6  Help 
	 
	Figure
	Figure
	 
	2.4.6.1 User Guide  
	From the “Help” dropdown menu, users can view access-level-appropriate User Guide in PDF format by selecting the “User Guide” menu item. 
	Please contact FNS though the Contact Us menu item (described below) or by emailing to 
	Please contact FNS though the Contact Us menu item (described below) or by emailing to 
	CNPNTAB@usda.gov
	CNPNTAB@usda.gov

	 request the user guide in another format. 

	 
	2.4.6.2 Training Video  
	The Training Video screen contains a video player that displays the FBG training video.  The first chapter of the training video is displayed in the video player automatically.  Click on a link for each chapter for it to appear in the video player.  Click on the link for Training Video Transcript to view the transcript of the video in PDF format. 
	 
	Figure
	 
	  
	2.4.6.3 Contact Us  
	From the “Help” dropdown menu, users can contact FNS team via email by selecting the “Contact Us” menu item.  This menu item opens the Contact Us screen with a form: 
	 
	Figure
	Figure
	  
	On the Contact Us screen, fill in the following fields: 
	 
	Table 4: Contact Us form fields 
	Field Name 
	Field Name 
	Field Name 
	Field Name 
	Field Name 

	Description 
	Description 



	Title (required) 
	Title (required) 
	Title (required) 
	Title (required) 

	Title for your email 
	Title for your email 


	Message (required) 
	Message (required) 
	Message (required) 

	Body of your email 
	Body of your email 


	Your Name 
	Your Name 
	Your Name 

	Enter your name, so FNS staff can contact you if needed 
	Enter your name, so FNS staff can contact you if needed 


	Email (required) 
	Email (required) 
	Email (required) 

	Enter your email, so FNS staff can contact you if needed 
	Enter your email, so FNS staff can contact you if needed 


	Phone Number 
	Phone Number 
	Phone Number 

	Enter your phone number, so FNS staff can contact you if needed 
	Enter your phone number, so FNS staff can contact you if needed 


	Accessibility or Section 508-related Inquiry 
	Accessibility or Section 508-related Inquiry 
	Accessibility or Section 508-related Inquiry 

	Check this checkbox if you are contacting FNS regarding the application accessibility or a Section 508-related issue or inquiry.  Checking this checkbox will alert FNS staff of nature of your request for faster processing. 
	Check this checkbox if you are contacting FNS regarding the application accessibility or a Section 508-related issue or inquiry.  Checking this checkbox will alert FNS staff of nature of your request for faster processing. 




	 
	  
	From this screen, the user has the following options: 
	• Send the email message to 
	• Send the email message to 
	• Send the email message to 
	• Send the email message to 
	CNPNTAB@usda.gov
	CNPNTAB@usda.gov

	 using “Send Message” button.  If this option is selected, the email is sent, and the user is shown a conformation message. 


	• Cancel the action using the “Cancel” button. 
	• Cancel the action using the “Cancel” button. 


	 
	2.4.6.4 Frequently Asked Questions  
	From the “Help” dropdown menu, users can view the application Frequently Asked Questions screen by selecting the “Frequently Asked Questions” menu item.   
	 
	2.4.7  Log Out 
	 
	Figure
	Figure
	 
	By clicking “Log Out,” the Guest User’s session ends and any temporarily saved information (Recipes, Favorites) is cleared. 
	 
	2.5 Tools 
	2.5.1 Exhibit A Grains Tool  
	The Exhibit A Grains Tool determines:  
	1. the ounce equivalent (oz eq) grains or grains/breads serving(s) for your grain product, 
	1. the ounce equivalent (oz eq) grains or grains/breads serving(s) for your grain product, 
	1. the ounce equivalent (oz eq) grains or grains/breads serving(s) for your grain product, 

	2. amount of a grain product to serve in order to provide a specific ounce equivalent (oz eq) grains or grains/breads serving(s), and 
	2. amount of a grain product to serve in order to provide a specific ounce equivalent (oz eq) grains or grains/breads serving(s), and 

	3. amount of a grain product to serve in order to meet Minimum Grains Requirement as appropriate for the specific age group/grade group.  
	3. amount of a grain product to serve in order to meet Minimum Grains Requirement as appropriate for the specific age group/grade group.  


	Click the “Exhibit A Grains Tool” button on FBG main screen to access Exhibit A Grains Tool functionality. 
	 
	Figure
	Figure
	 
	  
	Users can also access the functionality by selecting the “Exhibit A Grains Tool – My Products” and “Exhibit A Grains Tool – Enter Product” menu items under Tools from the top navigation bar. 
	 
	Figure
	Figure
	NOTE: This functionality is available to Guest Users, but the Products will not be saved and accessible once user’s session expires. 
	Selecting "Exhibit A Grains Tool - My Products" takes you to the Exhibit A Grains Tool – My Products screen. Information about the tool can be accessed at the top of the screen by clicking the gray heading bar to expand or collapse the text.  
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	Click “Enter Exhibit A Product” button and the Exhibit A Grains Tool - Enter Product screen will be displayed: 
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	Instructions about the tool can be accessed at the top of the screen by clicking the gray heading bar to expand or collapse the text. 
	NOTE: The instruction steps correspond to the numbers listed next to the data entry fields within the tool.  
	To save an Exhibit A Product, user must enter information in the Product Name header field, and the Date field is optional. Press the Save button to save. 
	 
	Figure
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	Exhibit A Grains Tool can perform calculations to determine the grains contribution in ounce equivalent (oz eq) for SBP/NSLP/NSLP Afterschool Snack Service/CACFP/Preschool, or in grains/breads servings for CACFP/SFSP/NSLP Afterschool Snack Service/Preschool. User should select the applicable method: 
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	Only one food item from Exhibit A can be selected at a time. There is a search control that allows the user to locate food items as listed in Exhibit A. Please refer to Exhibit A: Grain Requirements For Child Nutrition Programs. 
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	Users can search for food items (as listed in Exhibit A) by entering one or more keywords and then pressing the Search button or hitting the Enter key. Once the food item has been located, click the corresponding “Add” button to populate that food item into the Exhibit A Product. 
	The selected food item will appear in a table under the search results. 
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	Figure
	 
	  
	To remove a food item from Exhibit A Product, use the corresponding “X” button. 
	 
	Figure
	Figure
	 
	For each food item added, the user can perform one or more of the following calculations:  
	1. Grains Contribution – calculate the ounce equivalent (oz eq) grains or grains/breads servings for your grain product, and/or 
	1. Grains Contribution – calculate the ounce equivalent (oz eq) grains or grains/breads servings for your grain product, and/or 
	1. Grains Contribution – calculate the ounce equivalent (oz eq) grains or grains/breads servings for your grain product, and/or 

	2. Amount to Serve – calculate amount of a grain product to serve in order to provide a specific ounce equivalent (oz eq) grains or specific grains/breads servings, and/or  
	2. Amount to Serve – calculate amount of a grain product to serve in order to provide a specific ounce equivalent (oz eq) grains or specific grains/breads servings, and/or  

	3. Amount to Serve by Age Group/Grade Group – calculate amount of a grain product to serve in order to meet Minimum Grains Requirement as appropriate for the specific age group/grade groups you are serving.  
	3. Amount to Serve by Age Group/Grade Group – calculate amount of a grain product to serve in order to meet Minimum Grains Requirement as appropriate for the specific age group/grade groups you are serving.  
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	2.5.1.1 Grains Contribution 
	The Grains Contribution tab calculates the ounce equivalent (oz eq) grains or grains/breads servings for your grain product. 
	2.5.1.1.1. Groups A – G  
	For food items in Groups A-G, the user needs to enter a Serving Size (a positive number, for example: 2, or 1.5) and select a Measurement Unit (grams or ounces), and then the Grains Contribution is calculated. The Grains Contribution will be in ounce equivalent when Ounce Equivalent (oz eq) Grains (SBP/NSLP/CACFP) Method is selected, and in grains/breads servings when Grains/Breads Servings (CACFP/SFSP/NSLP Afterschool Snack Service) Method is selected. You can change Method selection and Serving Size and M
	  
	The Grains Contribution will also be listed in the crediting statement below the table. 
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	2.5.1.1.2. Groups H and I – Ounce Equivalent Grains 
	For Ounce Equivalent Grains Method, when a food item in Group H or I is selected, the Measurement Unit can be in cups in addition to grams and ounces. When “cup(s)” is selected, the Weight or Cups of One Ounce Equivalent/Minimum Serving Size as Listed in Exhibit A needs to be selected as well.  
	For food items in Group H, there is only one option currently available – “1/2 cup cooked”, so it is pre-selected for the user.  
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	Figure
	 
	For food items in Group I, three options are available for Weight or Cups of One Ounce Equivalent/Minimum Serving Size as Listed in Exhibit A, so the user needs to make a selection.  
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	The Grains Contribution will be listed in the crediting statement below the table. 
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	2.5.1.1.3. Groups H and I – Grains/Breads Serving(s) 
	For Grains/Breads Serving(s) Method, when a food item in Group H or I is selected, the Measurement Unit can be in cups in addition to grams and ounces. When “cup(s)” is selected, the Weight or Cups of One Ounce Equivalent/Minimum Serving Size as Listed in Exhibit A needs to be selected as well.  
	For food items in Group H, there is only one option currently available – “1/2 cup cooked”, so it is pre-selected for the user.  
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	For food items in Group I, there is only one option currently available – “3/4 cup”, so it is pre-selected for the user.  
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	The Grains Contribution will be listed in the crediting statement below the table. 
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	2.5.1.2 Amount to Serve 
	Amount to Serve tab calculates amount of a grains product to serve in order to provide a specific ounce equivalent (oz eq) grains or specific grains/breads servings. 
	2.5.1.2.1. Groups A – G  
	For food items in Groups A-G, the user first needs to enter the Desired Grains Contribution (a positive number, for example: 2, or 1.5). The Measurement Unit (ounce equivalent or grains/breads servings) will be filled in automatically based in the Method selected. Then the user needs to enter the Serving Size, as provided on Product Label (see more details below), and the Amount to Serve is calculated. You can change the Method selection, the Desired Grains Contribution and Serving Size values at any time, 
	The Amount to Serve will also be listed in the Amount to Serve statement below the table. 
	 
	 
	 
	Figure
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	The Serving Size (as provided on Product Label) column consist of two groups: 
	Figure
	1. Serving Size: enter the amount (as provided on Product Label), and then select the measurement unit. 
	1. Serving Size: enter the amount (as provided on Product Label), and then select the measurement unit. 
	1. Serving Size: enter the amount (as provided on Product Label), and then select the measurement unit. 

	2. Weigh(s): enter the weight (positive number, for example, 2 or 1.5), and then select the 
	2. Weigh(s): enter the weight (positive number, for example, 2 or 1.5), and then select the 

	measurement unit. 
	measurement unit. 


	The selection the user makes in the Serving Size Measurement Unit drop-down will determine how the Amount to Serve will be displayed: 
	Table 5: Serving Size and Amount to Serve Measurement Unit 
	Serving Size Measurement Unit 
	Serving Size Measurement Unit 
	Serving Size Measurement Unit 
	Serving Size Measurement Unit 
	Serving Size Measurement Unit 

	Amount to Serve Measurement Unit Example 
	Amount to Serve Measurement Unit Example 



	piece(s)/slice(s) 
	piece(s)/slice(s) 
	piece(s)/slice(s) 
	piece(s)/slice(s) 

	2.75 piece(s)/slice(s) 
	2.75 piece(s)/slice(s) 


	serving(s) 
	serving(s) 
	serving(s) 

	2.75 serving(s) ( 1.25 oz or 31.00 g ) 
	2.75 serving(s) ( 1.25 oz or 31.00 g ) 


	single serve package(s) 
	single serve package(s) 
	single serve package(s) 

	2.75 single serve package(s) 
	2.75 single serve package(s) 




	 
	2.5.1.2.2. Groups H and I 
	For food items in Group H and I, the user first needs to select a Food Item Type from the drop-down. In some cases, Food Item Type selection is fixed based on Exhibit A, and then the drop-down is not shown. 
	Then the user needs to enter the Desired Grains Contribution (a positive number, for example: 2, or 1.5). The Measurement Unit (ounce equivalent or grains/breads servings) will be filled in automatically based on the Method selected. The Amount to Serve is calculated automatically in cups. You can change the Method selection and the Food Item Type and the Desired Grains Contribution values at any time, and the Amount to Serve will be recalculated accordingly. 
	The Amount to Serve will also be listed in the Amount to Serve statement below the table. 
	 
	 
	 
	Figure
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	2.5.1.3 Amount to Serve by Age Group/Grade Group 
	The Amount to Serve by Age Group/Grade Group tab calculates the amount of a grain product to serve to meet the Minimum Grains Requirement for the specific age group/grade group you are serving.  
	2.5.1.3.1. Groups A – G  
	For food items in Groups A-G, the user first needs to enter the Serving Size, as provided on Product Label (see more details below) and select the Program – Meal combination from the drop-down menu. 
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	The Amount to Serve to Meet Minimum Grains Requirement is calculated for each age group/grade group corresponding to the Program – Meal combination selected. You can change the Method selection, Serving Size values and Program – Meal combination at any time, and the Amount to Serve will be recalculated accordingly. 
	The Amount to Serve to Meet Minimum Grains Requirement will be listed in the Amount to Serve table. 
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	The Serving Size (as provided on Product Label) column consist of two groups: 
	Figure
	1. Serving Size: enter the amount (as provided on Product Label), and then select the measurement unit. 
	1. Serving Size: enter the amount (as provided on Product Label), and then select the measurement unit. 
	1. Serving Size: enter the amount (as provided on Product Label), and then select the measurement unit. 

	2. Weigh(s): enter the weight (positive number, for example, 2 or 1.5), and then select the 
	2. Weigh(s): enter the weight (positive number, for example, 2 or 1.5), and then select the 

	measurement unit. 
	measurement unit. 


	  
	The selection the user makes in the Serving Size Measurement Unit drop-down will determine how the Amount to Serve will be displayed: 
	Table 6: Serving Size and Amount to Serve Measurement Unit 
	Serving Size Measurement Unit 
	Serving Size Measurement Unit 
	Serving Size Measurement Unit 
	Serving Size Measurement Unit 
	Serving Size Measurement Unit 

	Amount to Serve Measurement Unit Example 
	Amount to Serve Measurement Unit Example 



	piece(s)/slice(s) 
	piece(s)/slice(s) 
	piece(s)/slice(s) 
	piece(s)/slice(s) 

	2.75 piece(s)/slice(s) 
	2.75 piece(s)/slice(s) 


	serving(s) 
	serving(s) 
	serving(s) 

	2.75 serving(s) ( 1.25 oz or 31.00 g ) 
	2.75 serving(s) ( 1.25 oz or 31.00 g ) 


	single serve package(s) 
	single serve package(s) 
	single serve package(s) 

	2.75 single serve package(s) 
	2.75 single serve package(s) 




	 
	2.5.1.3.2. Groups H and I 
	For food items in Group H and I, the user first needs to select a Food Item Type from the drop-down. In some cases, Food Item Type selection is fixed based on Exhibit A, and then the drop-down is not shown. 
	Then the user needs to select the Program – Meal combination. The Amount to Serve is calculated automatically in cups. You can change the Method selection, the Food Item Type and the Program – Meal combination values at any time, and the Amount to Serve will be recalculated accordingly. 
	The Amount to Serve will be listed in the Amount to Serve table. 
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	2.5.1.3.3. CACFP Infant Meal Pattern  
	Some Exhibit A food items are not creditable in the CACFP Infant meal pattern. For these non-creditable food items, when “CACFP – Infant” is selected in the Program – Meal drop-down, the following statement will be displayed instead of the calculation results: “This food is NOT creditable for CACFP Infant meal pattern.”   
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	2.5.1.4 My Products 
	The “Back to List” button on the bottom of the screen takes user to the Exhibit A Grains Tool – My Products screen.  
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	Figure
	 
	NOTE: “Back to List” button does not save any information, so please be sure to save any changes before pressing it.  
	Click on table headers to sort by that column’s value.  Enter a search string into the Product Name column’s search field to narrow selection of Exhibit A products displayed. 
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	Figure
	 
	  
	Use the links in the Actions column for an existing Exhibit A Product: 
	• Edit – to change or update information previously entered in an Exhibit A Product 
	• Edit – to change or update information previously entered in an Exhibit A Product 
	• Edit – to change or update information previously entered in an Exhibit A Product 

	• Copy – to create a copy of an existing Exhibit A Product 
	• Copy – to create a copy of an existing Exhibit A Product 

	• Delete – to permanently remove an Exhibit A Product  
	• Delete – to permanently remove an Exhibit A Product  

	• PDF – to generate, view, and save a PDF of the Exhibit A Product  
	• PDF – to generate, view, and save a PDF of the Exhibit A Product  

	• Text – to generate, view, and save Exhibit A Product as a text or Excel file 
	• Text – to generate, view, and save Exhibit A Product as a text or Excel file 

	• Email – to generate Exhibit A Product PDF and email it to one or more recipients. 
	• Email – to generate Exhibit A Product PDF and email it to one or more recipients. 


	  
	2.5.2 FBG Calculator  
	The FBG Calculator is a tool that will create a shopping list to assist users in ordering food for their programs based on food items needed and your current inventory. This tool contains series of tabs with formulas for each food group.  
	Click the “FBG Calculator” button on FBG main screen to access FBG Calculator functionality. 
	 
	Figure
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	Users can also access the functionality by selecting the “FBG Calculator – My Shopping Lists” and “FBG Calculator – Create Shopping List“ menu items under the Tools. 
	 
	Figure
	Figure
	 
	NOTE: This functionality is available to Guest Users, but the Shopping Lists will disappear once user’s session expires. 
	This takes you to the FBG Calculator – My Shopping Lists screen. Information about the tool can be accessed at the top of the screen by clicking the gray FBG Calculator heading bar to expand or collapse the text.  
	 
	 
	Figure
	Figure
	Click “Create Shopping List” button and the FBG Calculator - Create Shopping List screen will be displayed: 
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	User must enter information in the Shopping List Name header field, and the Date field is optional.  
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	A Shopping List can include ingredient(s) for one or more meal components, and each meal component has a separate tab in the Shopping List.  Please note the Grains tab only reflects search results for items listed in the Food Buying Guide yield table for Grains. 
	 
	2.5.2.1 Adding Ingredients to a Shopping List 
	A Shopping List can include ingredient(s) for one or more meal components, and each meal component has a separate tab in the Shopping List. Each tab has a search control that allows the user to locate food items within that given meal component (ex. the Fruits tab’s search control will locate only fruit items). 
	 
	Figure
	Figure
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	Users can search for food item by entering one or more keywords. Once the food item has been located, click the corresponding “Add” button to populate that food item into the Shopping List. 
	Users can also add ingredients to the Shopping List from their Favorites using the Display Favorites button.  Once Display Favorites button is pressed, the Search Results table is populated with this user’s Favorite food items that are allowed to be used in a Shopping List for the Meal Component selected.  
	Once a food item is selected, use the Add Serving Size button to add a row for one or more serving sizes you need. 
	 
	Figure
	Figure
	 
	  
	The serving size rows will appear under the food item row. 
	 
	Figure
	Figure
	Some of the food item information will be pre-populated from the Food Buying Guide. The user needs to select one or more Serving Sizes and enter the Number of Servings for each serving size. Exact Quantity and Need Purchase Units will calculate automatically.  The total Servings Count, Exact Quantity, and Buy Purchase Units for the food item will calculate automatically and will be displayed in the food item row. The user can also enter Number of Purchase Units on Hand in the food item row, it will be taken
	 
	Shopping List - food item tota
	Shopping List - food item tota
	Figure

	Figure
	If a serving size is not needed the users can use the corresponding “Remove Serving Size” button to remove the serving size from the food item’s list of serving sizes.  If a food item is not needed the users can use the corresponding “X” button to remove the food item from the Shopping List. 
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	2.5.2.2 Shopping List 
	The Shopping List tab contains a summary shopping list for the users’ food items based on the information entered by the user.   
	 
	Figure
	Figure
	Use “Save” button to save your Shopping List at any point. Use “Back to List” button to return to the FBG Calculator – My Shopping Lists screen.  
	NOTE: “Back to List” button does not save any information, so please be sure to save any changes before pressing it.  
	Click on table headers to sort by that column’s value.  Enter a search string into the Shopping List Name column’s search field to narrow selection of shopping lists displayed. 
	 
	Figure
	Figure
	 
	  
	Use the links in the Actions column for an existing Shopping List: 
	• Edit – to change or update information previously entered in a Shopping List 
	• Edit – to change or update information previously entered in a Shopping List 
	• Edit – to change or update information previously entered in a Shopping List 

	• Copy – to create a copy of an existing Shopping List 
	• Copy – to create a copy of an existing Shopping List 

	• Delete – to permanently remove a Shopping List  
	• Delete – to permanently remove a Shopping List  

	• PDF – to generate, view, and save a PDF of the Shopping List  
	• PDF – to generate, view, and save a PDF of the Shopping List  

	• Text – to generate, view, and save Shopping List as a text or Excel file 
	• Text – to generate, view, and save Shopping List as a text or Excel file 

	• Email – to generate Shopping List PDF and email it to one or more recipients. 
	• Email – to generate Shopping List PDF and email it to one or more recipients. 


	  
	2.5.3 Determining Creditable Grains/Breads  
	The Interactive Flow Chart for Determining Creditable Grains/Breads is a questionnaire that opens in a pop-up window.  
	The user is asked to provide Yes or No responses to a series of questions. After each answer is provided, the interactive chart either displays the next question, or arrives to the final answer. 
	Use Back button to go back one question. Use the Start Over button to start over. Use the Close button to close the pop-up window.  
	 
	Figure
	 
	  
	2.5.4 Does My Product Meet the Whole Grain-Rich Criteria  
	The Interactive Flow Chart to Determine If a Product Meets the Whole Grain-Rich Criteria is a questionnaire that opens in a pop-up window.  
	The user is asked to provide Yes or No responses to a series of questions. After each answer is provided, the interactive chart either displays the next question, or arrives to the final answer. 
	Use Back button to go back one question. Use the Start Over button to start over. Use the Close button to close the pop-up window.  
	 
	Figure
	 
	 
	2.6 Exporting Data to Microsoft Excel 
	Throughout the FBG application, there are “Export” buttons that allow to export data displayed on the screen as a text file delimited by “|” character, that can be imported into Microsoft Excel.  Follow the steps below to open the text file in Microsoft Excel. 
	 
	2.6.1 For a Microsoft Windows Computer 
	1. Click on Export button and save the file to your computer, noting the file name and directory (for example, FoodItem.txt in your Downloads directory) 
	1. Click on Export button and save the file to your computer, noting the file name and directory (for example, FoodItem.txt in your Downloads directory) 
	1. Click on Export button and save the file to your computer, noting the file name and directory (for example, FoodItem.txt in your Downloads directory) 

	2. Open Microsoft Excel 
	2. Open Microsoft Excel 

	3. Go to “File” menu and click on the “Open” option 
	3. Go to “File” menu and click on the “Open” option 

	4. In the “Open” dialog, navigate to the directory where you downloaded the file and select “All Files” in the drop-down – so the .txt file is displayed: 
	4. In the “Open” dialog, navigate to the directory where you downloaded the file and select “All Files” in the drop-down – so the .txt file is displayed: 


	 
	Figure
	 
	5. Click on the file and press the “Open” button 
	5. Click on the file and press the “Open” button 
	5. Click on the file and press the “Open” button 

	6. In the “Text Import Wizard – Step 1 of 3” dialog, select the “Delimited” radio button, then press the “Next” button: 
	6. In the “Text Import Wizard – Step 1 of 3” dialog, select the “Delimited” radio button, then press the “Next” button: 


	 
	Figure
	 
	  
	7. In the “Text Import Wizard – Step 2 of 3” dialog, in the “Delimiters” section, uncheck the “Tab” option, check the “Other” option and enter the “|” character into the text field next to it, then press the “Next” button: 
	7. In the “Text Import Wizard – Step 2 of 3” dialog, in the “Delimiters” section, uncheck the “Tab” option, check the “Other” option and enter the “|” character into the text field next to it, then press the “Next” button: 
	7. In the “Text Import Wizard – Step 2 of 3” dialog, in the “Delimiters” section, uncheck the “Tab” option, check the “Other” option and enter the “|” character into the text field next to it, then press the “Next” button: 


	 
	Figure
	 
	8. Optional: in the “Text Import Wizard – Step 3 of 3” dialog, click on each column in the “Data preview” section and then select the “Text” option in the “Column data format” section, changing the columns’ type to Text one by one.   
	8. Optional: in the “Text Import Wizard – Step 3 of 3” dialog, click on each column in the “Data preview” section and then select the “Text” option in the “Column data format” section, changing the columns’ type to Text one by one.   
	8. Optional: in the “Text Import Wizard – Step 3 of 3” dialog, click on each column in the “Data preview” section and then select the “Text” option in the “Column data format” section, changing the columns’ type to Text one by one.   

	9. In the “Text Import Wizard – Step 3 of 3” dialog, press the “Finish” button:  
	9. In the “Text Import Wizard – Step 3 of 3” dialog, press the “Finish” button:  


	 
	 
	Figure
	 
	10. The file will open in Microsoft Excel 
	10. The file will open in Microsoft Excel 
	10. The file will open in Microsoft Excel 


	 
	2.6.2 For an Apple Mac Computer 
	1. Click on Export button and save the file to your computer, noting the file name and directory (for example, FoodItem.txt in your Downloads directory) 
	1. Click on Export button and save the file to your computer, noting the file name and directory (for example, FoodItem.txt in your Downloads directory) 
	1. Click on Export button and save the file to your computer, noting the file name and directory (for example, FoodItem.txt in your Downloads directory) 

	2. Open Microsoft Excel 
	2. Open Microsoft Excel 

	3. Go to “File” menu and click on the “Open” option 
	3. Go to “File” menu and click on the “Open” option 

	4. In the “Open” dialog, select the “Open” icon in the left sidebar, then select “On my Mac”.  An Open panel will now display.  Navigate to the directory where you downloaded the file so the .txt file is displayed 
	4. In the “Open” dialog, select the “Open” icon in the left sidebar, then select “On my Mac”.  An Open panel will now display.  Navigate to the directory where you downloaded the file so the .txt file is displayed 

	5. Click on the file and press the “Open” button 
	5. Click on the file and press the “Open” button 

	6. In the “Text Import Wizard – Step 1 of 3” dialog, select the “Delimited” radio button, then press the “Next” button 
	6. In the “Text Import Wizard – Step 1 of 3” dialog, select the “Delimited” radio button, then press the “Next” button 

	7. In the “Text Import Wizard – Step 2 of 3” dialog, in the “Delimiters” section, uncheck the “Tab” option, check the “Other” option and enter the “|” character into the text field next to it, then press the “Next” button 
	7. In the “Text Import Wizard – Step 2 of 3” dialog, in the “Delimiters” section, uncheck the “Tab” option, check the “Other” option and enter the “|” character into the text field next to it, then press the “Next” button 

	8. Optional: in the “Text Import Wizard – Step 3 of 3” dialog, click on each column in the “Data preview” section and then select the “Text” option in the “Column data format” section, changing the columns’ type to Text one by one.   
	8. Optional: in the “Text Import Wizard – Step 3 of 3” dialog, click on each column in the “Data preview” section and then select the “Text” option in the “Column data format” section, changing the columns’ type to Text one by one.   

	9. In the “Text Import Wizard – Step 3 of 3” dialog, press the “Finish” button 
	9. In the “Text Import Wizard – Step 3 of 3” dialog, press the “Finish” button 

	10. The file will open in Microsoft Excel 
	10. The file will open in Microsoft Excel 


	 
	  
	3 Registered User 
	 
	Registered Users can use all site functionality in the same manner as outlined for Guest Users in section 2. Additional features for registered users include:  
	 
	1. Items saved to Favorites will be retained for the Registered User.  
	1. Items saved to Favorites will be retained for the Registered User.  
	1. Items saved to Favorites will be retained for the Registered User.  

	2. FBG Calculator Shopping Lists will be retained for the Registered User.  
	2. FBG Calculator Shopping Lists will be retained for the Registered User.  

	3. Recipe Analysis Workbook is available to Registered Users with Organizations other than Vendor.  
	3. Recipe Analysis Workbook is available to Registered Users with Organizations other than Vendor.  

	4. Product Formulation Statement is available to Registered Users with Organization set to FNS National Office, FNS Regional Office, and Vendor. 
	4. Product Formulation Statement is available to Registered Users with Organization set to FNS National Office, FNS Regional Office, and Vendor. 


	 
	3.1 Logging In  
	When navigating to the FBG URL, a User will first see the following Login Screen: 
	 
	Figure
	 
	3.1.1 Requirement – Level 1 USDA eAuthentication Account 
	A Level 1 USDA eAuthentication account is needed to access the tool as a registered user. 
	To create a new Level 1 USDA eAuthentication account, follow the instructions available inside the box as shown on the screenshot below. The link provided on screen will take you directly to register for a new Level 1 eAuthentication account.  
	 
	Figure
	Figure
	 
	3.1.2 Logging In with eAuth 
	When navigating to the FBG URL, a User will first see the login screen.  Users who have a Level 1 USDA eAuthentication account can proceed to the site by clicking on the “Login or Create Profile” button. 
	The “Login or Create a Profile” button will direct the user to the eAuthentication login screen to enter his/her eAuthentication credentials. 
	If the user has not used the Food Buying Guide application before, he will be prompted to create a user profile as described in section 3.1.3.  
	 
	Figure
	Figure
	 
	3.1.3 New FBG Users – Create a User Profile 
	The user will be prompted to create a user profile when first accessing the FBG tool as an authenticated user. Name and email fields will be automatically pre-populated with information tied to the user’s eAuthentication account, so these fields will be grayed out and will not be editable.  
	The other required field is the Organization Type and the user will need to select one of the following options: FNS National Office, FNS Regional Office, Vendor, State Agency, School, Child Care, or Other. If Vendor or Other is selected, the user will be prompted to enter an Organization Name. Vendors will also have the capability to include a company profile and upload company letterhead to be used for the Product Formulation Statement.   
	 
	Figure
	 
	3.2 Tools 
	3.2.1 Recipe Analysis Workbook (RAW) 
	The Recipe Analysis Workbook, or RAW, is a tool available to Registered Users affiliated with an Organization Type other than Vendor. 
	The Recipe Analysis Workbook (RAW) is a tool to help you determine your recipes' expected meal pattern contributions. This tool contains series of tabs with formulas for each food group. The RAW is not a tool to evaluate dietary specifications for calories, sodium, and saturated fat. It also cannot determine whether the serving size information entered is correct for crediting. 
	Click the “Recipe Analysis Workbook (RAW)” button. 
	 
	Figure
	Figure
	 
	NOTE: This functionality is only available to Authenticated Users who have selected Organization other than “Vendor.” 
	  
	Users can also access the functionality by selecting the “My RAW Recipe List” and “Create RAW” menu items under the Tools menu. The “Manage My RAW Folders” menu allows the users to manage a set of folders the RAW are assigned to – see section 3.2.1.1 for more information. 
	 
	Figure
	Figure
	 
	This takes you to the Recipe Analysis Workbook (RAW) screen. Information about the tool can be accessed at the top of the screen by clicking the gray Recipe Analysis Workbook (RAW) heading bar to expand or collapse the text.   
	Click on table headers to sort by that column’s value.  Enter a search string into the Folder, Recipe Name, and Recipe Number column’s search fields to narrow selection of RAW displayed. 
	Use the links in the Actions column for an existing RAW: 
	• Edit – to change or update information previously entered in RAW document 
	• Edit – to change or update information previously entered in RAW document 
	• Edit – to change or update information previously entered in RAW document 

	• Copy – to create a copy of an existing RAW document 
	• Copy – to create a copy of an existing RAW document 

	• Delete – to permanently remove RAW document  
	• Delete – to permanently remove RAW document  

	• PDF – to generate, view, and save a PDF of the RAW  
	• PDF – to generate, view, and save a PDF of the RAW  

	• Text – to generate, view, and save Meal Pattern Contribution of the RAW as a text or Excel file  
	• Text – to generate, view, and save Meal Pattern Contribution of the RAW as a text or Excel file  

	• Email – to generate RAW PDF and email it to one or more recipients. 
	• Email – to generate RAW PDF and email it to one or more recipients. 


	 
	 
	Figure
	Figure
	Figure
	 
	Click “Create Recipe Analysis Workbook” button and the Create Recipe Analysis Workbook (RAW) screen will be displayed: 
	 
	Figure
	Figure
	Information about the tool can be accessed at the top of the screen by clicking the gray Instructions heading bar to expand or collapse the text.  
	 
	User must enter information in all the required RAW header fields (Recipe Name, Recipe Number, Servings per Recipe, and Serving Size for the RAW).  
	 
	User can also select a Folder to place the RAW into, and create a new Folder using the Add Folder button – see section 3.2.1.1 for more information.  
	 
	 
	Figure
	Figure
	 
	A RAW can include ingredient(s) for one or more meal components, and each meal component has a separate tab in the RAW.  
	Please note there are three methods to calculate meal pattern contribution for grains: 
	• Method A – based on Exhibit A – Go to this tab to search and select ingredients from Exhibit A 
	• Method A – based on Exhibit A – Go to this tab to search and select ingredients from Exhibit A 
	• Method A – based on Exhibit A – Go to this tab to search and select ingredients from Exhibit A 

	• Method B – based on Food Buying Guide – This tab will automatically populate if food ingredients are selected from the search below. 
	• Method B – based on Food Buying Guide – This tab will automatically populate if food ingredients are selected from the search below. 

	• Method C – based on Grams of Creditable Grains – Go to this tab to manually enter grain ingredients. 
	• Method C – based on Grams of Creditable Grains – Go to this tab to manually enter grain ingredients. 


	 
	3.2.1.1 Managing RAW Folders  
	To view existing RAW Folders on “Manage Folders” screen and edit information for a folder, use the “Manage my RAW Folders” menu item under the Tools menu. To add a new food item, press the “Create New Folder” button.  
	 
	Figure
	Figure
	 
	On the “Create Folder” screen, fill in the folder name in the Folder field and press the “Create Folder” button to save. Press the “Cancel” button to cancel and return to the “Manage Folders” screen. 
	 
	Figure
	 
	To edit the name of an existing folder, click on the “Edit” link in the Actions column. To delete folder, click on the corresponding “Delete” link. 
	NOTE: Folders can be deleted only if there are no RAWs assigned to them. 
	 
	Figure
	Figure
	 
	All user’s existing folders will be displayed in the Folder drop-down on Create and Edit RAW pages. RAW Folders can also be created using the “Add Folder” button on Create and Edit RAW pages. 
	 
	Figure
	Figure
	 
	The “Add Folder” button brings up the “Create New Folder” pop-up dialog. 
	 
	Figure
	Enter a unique folder name and press “Create Folder” button to save. Press “Cancel” button to cancel. 
	 
	3.2.1.2 Food Items in Vegetables, Fruits, Meats/MA, and Grains – Method B  
	The Select Creditable Ingredient tab has search controls that allow the user to locate food items within Vegetables, Fruits, Meats/Meat Alternatives, and Grains (used for Method B crediting). 
	Search and select only the recipe food ingredients that contribute to the meal pattern. It is important to select the correct form of the ingredient (fresh, frozen, etc.) from the Food Buying Guide (FBG). If an exact match is not available, choose a food item in the FBG that closely matches your recipe ingredient. 
	 
	Figure
	Figure
	 
	Users can search for food item by entering one or more keywords, and/or selecting a Meal Component and/or Category. Search results are displayed in a table, paginated. Once the food item has been located, click the corresponding “Add” button to populate that food item into the RAW. 
	 
	Figure
	Figure
	Figure
	 
	Users can also add ingredients to the RAW from their Favorites using the Display Favorites button.  Once Display Favorites button is pressed, the Search Results table is populated with this user’s Favorite food items that can be used in a RAW.  
	Once a food item has been added, if it is no longer needed, the users can use the corresponding “Remove” button to remove the food item from the list of ingredients. 
	Once the ingredients have been added, they can be viewed on the corresponding tabs of the RAW.  Some of the food item information will be pre-populated from the Food Buying Guide (such as the Purchase Unit); some of the pre-populated information will be editable. The user may edit certain fields if s necessary. The Calculated Quantity to Purchase will calculate automatically for each food item once Quantity of Ingredient (required) and Preparation Yield (optional) have been entered.  
	Enter quantity of ingredient in the same unit as the Purchase Unit.  If the recipe lists the ingredients in a different unit, you will need to convert the quantity to match the FBG. For example, convert ingredients measured in ounces to their decimal equivalent of a pound. See Table 5 Decimal Weight Equivalents.  
	 
	Record the yield factor in “Preparation Yield factor found in the “Additional Information” Column for any ingredients that need to be converted to match the form of the item as listed under “Food as Purchased, AP” Column. 
	 
	 
	Figure
	 
	Total Vegetable Amount will be calculated as the ingredients’ data is entered and automatically displayed on the bottom of Vegetables tab.  
	For Vegetables only, if there are "leftover" (under 1/8 cup) amounts in any of the vegetable categories, the leftover amount is carried over to (included into) the Additional Vegetables category total, then round down. 
	Display of information on Vegetables, Fruits, Meats/Meat Alternates, and Grains – Method B tabs is very similar with minor differences. Vegetables tab displays food items separated by vegetable sub-group while on other tabs food items are displayed together; Grains – Method B tab does not have the Preparation Yield controls.  
	 
	3.2.1.3 Grains – Method A 
	Grains – Method A tab is based on food items found in Exhibit A.  It has a search control that allows the user to locate food items within Exhibit A. 
	 
	Figure
	Figure
	Figure
	Users can search for food item by entering one or more keywords. Once the food item has been located, click the corresponding “Add” button to populate that food item into the RAW. 
	Only Product Description will be pre-populated from the Exhibit A, and the user will need to edit the other fields.  
	For food items in Groups A-G, enter Quantity of Product and Weight of One Unit, and proceed to select the appropriate Measurement Unit (oz. or gm) from the drop-down menu. The Quantity of Product in Ounces and the Weight of One Ounce Equivalent as listed in Exhibit A will auto calculate/populate. 
	 
	Figure
	Figure
	 
	For food items in Groups H-I, enter Quantity of Product, select the appropriate Measurement Unit (oz., gm., or cup(s), and proceed to select the Weight or Cups of One Ounce Equivalent as listed in Exhibit A from the drop-down menu.  
	 
	Figure
	Figure
	 
	Meal Pattern Contribution value will calculate automatically as all appropriate fields are filled in.  
	If a food item is not needed the users can use the corresponding “X” button to remove the food item from the list of ingredients. 
	 
	3.2.1.4 Grains – Method C 
	Grains – Method C tab is based on grains food items entered manually.  You can add food items using “Add New Ingredient” button. 
	 
	Figure
	Figure
	Enter the description of creditable grain ingredient and quantity of ingredient, then select the measurement unit. The Meal Pattern Contribution value will calculate automatically.  
	If a food item is not needed the users can use the corresponding “X” button to remove the food item from the list of ingredients. 
	 
	3.2.1.5 Meal Pattern Contribution Statement 
	The Meal Pattern Contribution tab of the RAW contains a generated meal patterns contribution statement for the product based on the information entered by the user.   
	NOTE: You must enter Serving Size per Recipe and Serving Size for your RAW for Meal Pattern Contribution tab to populate correctly.  
	 
	Figure
	 
	3.2.1.6 Recipe Notes 
	Use the Recipe Notes tab of the RAW to enter notes.   
	 
	Figure
	Figure
	Use “Save” button at the bottom of the Create/Edit RAW screen to save your RAW at any point. Use “Back to RAW List” button to return to the RAW List screen.  
	NOTE: “Back to RAW List” button does not save any information, so please be sure to save any changes before pressing it. 
	 
	3.2.2 Product Formulation Statement (PFS) 
	The Product Formulation Statement, or PFS, is a tool available to Registered Users affiliated with an Organization Type of Vendor, FNS National Office, and FNS Regional Office. 
	Click the “Product Formulation Statement (PFS)” button on FBG main screen to access Product Formulation Statement functionality. 
	 
	Figure
	Figure
	 
	NOTE: This functionality is only available to Authenticated Users who have selected Organization of “Vendor,” “FNS National Office,” or “FNS Regional Office.” 
	Users can also access the functionality by selecting the “My PFS List”, “Create PFS for School Meals” and “Create PFS for Other CN Programs“ menu items under the Tools. 
	 
	Figure
	Figure
	 
	  
	Click “Create PFS for School Meals” or “Create PFS for Other CN Programs (CACFP, SFP)” button to create the corresponding type of the PFS.    
	 
	Figure
	Figure
	Figure
	 
	Click on table headers to sort by that column’s value.  Enter a search string into the Product Name, CN Program, and Product Code column’s search fields to narrow selection of PFS displayed. 
	Use the links in the Actions column for an existing PFS: 
	• Edit – to change or update information previously entered in PFS document 
	• Edit – to change or update information previously entered in PFS document 
	• Edit – to change or update information previously entered in PFS document 

	• Copy – to create a copy of an existing PFS document 
	• Copy – to create a copy of an existing PFS document 

	• Delete – permanently remove PFS document  
	• Delete – permanently remove PFS document  

	• Text – to generate, view, and save Meal Pattern Contribution Statement of the PFS as a text or Excel file 
	• Text – to generate, view, and save Meal Pattern Contribution Statement of the PFS as a text or Excel file 

	• PDF – generate, view, and save a PDF of the PFS 
	• PDF – generate, view, and save a PDF of the PFS 

	• Email – email a PDF format of the PFS document to one or more email addresses   
	• Email – email a PDF format of the PFS document to one or more email addresses   

	•  
	•  


	Click “Create PFS for School Meals” or “Create PFS for Other CN Programs (CACFP, SFP)” button and Create School Meals PFS of Create PFS for Other CN Programs (CACFP, SFP) screen will be displayed: 
	 
	Figure
	Figure
	Figure
	User must enter information in all the required PFS header fields (Product Name, Product Code, Serving Size, and Date for the PFS).  
	 
	3.2.2.1 Adding Ingredients to a PFS 
	A PFS can include ingredient(s) for one or more meal components, and each meal component has a separate tab in the PFS. Each tab has a search control that allows the user to locate food items within that given meal component (ex. the Fruit tab’s search control will locate only fruit items). 
	NOTE: Food Items for Further Processing will appear in searches in Meats/Meat Alternates and Vegetables tabs. 
	 
	Figure
	Figure
	Figure
	 
	Users can search for food item by entering one or more keywords. Once the food item has been located, click the corresponding “Add” button to populate that food item into the PFS. 
	Users can also add ingredients to the PFS from their Favorites using the Display Favorites button.  Once Display Favorites button is pressed, the Search Results table is populated with this user’s Favorite food items that can be used in a PFS for the Meal Component selected.  
	 
	Figure
	Figure
	Some of the food item information will be pre-populated from the Food Buying Guide; some of the pre-populated information (such as the Purchase Unit) will be editable. The user may edit certain fields if s necessary. The Creditable Amount will calculate automatically.  
	If a food item is not needed the users can use the corresponding “X” button to remove the food item from the list of ingredients. 
	 
	Figure
	Figure
	Figure
	 
	Display of “Creditable Amount” differs per meal component tab as follows: 
	• Meats/Meat Alternates tab contains three separate tables for Meats, Meat Alternates, and Alternate Protein Product. Meats and Meat Alternates food should be located using search, APP should be entered manually. Creditable Amount totals are displayed per food item, per table, and grand total.  
	• Meats/Meat Alternates tab contains three separate tables for Meats, Meat Alternates, and Alternate Protein Product. Meats and Meat Alternates food should be located using search, APP should be entered manually. Creditable Amount totals are displayed per food item, per table, and grand total.  
	• Meats/Meat Alternates tab contains three separate tables for Meats, Meat Alternates, and Alternate Protein Product. Meats and Meat Alternates food should be located using search, APP should be entered manually. Creditable Amount totals are displayed per food item, per table, and grand total.  

	• Vegetables tab – food items should be located using search. Creditable Amount totals are displayed per food item; for School PFS – per vegetable sub-group; for Other PFS – the grand total.  
	• Vegetables tab – food items should be located using search. Creditable Amount totals are displayed per food item; for School PFS – per vegetable sub-group; for Other PFS – the grand total.  

	• Fruits tab – food items should be located using search. Creditable Amount totals are displayed per food item and grand total.  
	• Fruits tab – food items should be located using search. Creditable Amount totals are displayed per food item and grand total.  

	• Grains Based on Exhibit A tab – food items should be located using search. Creditable Amount totals are displayed per food item and grand total.  
	• Grains Based on Exhibit A tab – food items should be located using search. Creditable Amount totals are displayed per food item and grand total.  

	• Grains Based on Grams of Creditable Grains tab – food ingredient must be entered manually, and the user must select the appropriate group within Exhibit A that represents the end product.  For example, if the user is making whole wheat bread and enters whole wheat flour as the food ingredient, then Exhibit A group B should be selected, since whole wheat bread is the end product.  A link to Exhibit A is available for reference to assist in guiding you to select the appropriate group. Creditable Amount tota
	• Grains Based on Grams of Creditable Grains tab – food ingredient must be entered manually, and the user must select the appropriate group within Exhibit A that represents the end product.  For example, if the user is making whole wheat bread and enters whole wheat flour as the food ingredient, then Exhibit A group B should be selected, since whole wheat bread is the end product.  A link to Exhibit A is available for reference to assist in guiding you to select the appropriate group. Creditable Amount tota


	 
	3.2.2.2 Meal Pattern Contribution Statement 
	The Meal Pattern Contribution Statement tab of the PFS contains a generated meal patterns contribution statement for the manufacturer’s product based on the information entered by the user.   
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	Use “Save” button to save your PFS at any point. Use “Back to PFS List” button to return to the PFS List screen.  
	NOTE: “Back to PFS List” button does not save any information, so please be sure to save any changes before pressing it. 
	 
	3.3 Top Navigation Menus 
	In addition to navigating through FBG from the main screen, users can use the Top Navigation menus to access functionality within the site. Please refer to section 2.4 for more details on the Navigation menus available to the user. In addition to the menus already discussed in section 2.4, registered users will see the following: 
	 
	3.3.1 User Greeting 
	User’s name, as entered for the user profile, will be displayed in the “Welcome” FBG menu. 
	 
	Figure
	Figure
	 
	3.3.2 My Profile 
	 
	Figure
	Figure
	Use “My Profile” under “Welcome” menu to view and edit your profile information. 
	 
	3.3.2.1 Manage User Profile 
	 
	Figure
	Figure
	 
	On the View User Profile screen, you can view information that was previously entered or use “Edit” button to edit information found in the profile. The users can make any desired changes and then click on the “Save” button.  The “Cancel” button returns the user to his/her profile. 
	 
	Figure
	 
	3.3.2.2 Manage Company Profile 
	Users with Vendor selected as the Organization type will be prompted to enter their company information.  Company Profile information will be displayed on View User Profile screen under user profile information section.  It can be edited along with user’s profile information as described above. 
	 
	Figure
	 
	3.3.3 Log Out 
	By clicking “Log Out,” the Authenticated User’s session ends.  Any saved information (Recipes, Favorites, PFS) is stored for later availability. 
	  
	4 Administrator 
	4.1 Admin Flag 
	To access the FBG as an Administrator user, the user must have been identified as an Administrator in his/her user profile:  
	 
	Figure
	Figure
	This can be done only by a user who has already been designated as an Administrator. 
	 
	4.2 Top Navigation Menus 
	Administrators can use all site features and functionality described in section 2 and section 3 and perform some additional actions using the Administrator menu. 
	 
	Figure
	Figure
	 
	4.2.1 Food Items Search – Food Items for Further Processing 
	Food Item Search for Administrator users has the Food Items for Further Processing option in the Meal Component drop-down in addition to the six meal components. 
	Just like for other meal components, when Food Items for Further Processing is selected in the Meal Component drop-down, the search will be performed within Food Items for Further Processing food items only.  However, when All Meal Components is selected in the Meal Component drop-down, the search will be performed within all meal components except Food Items for Further Processing.  
	 
	4.2.2 Food Items Search – Active and Inactive Food Items 
	Food Item Search for Administrator users has an additional search parameter – the Status radio button group with the Active Items and Inactive Items options.  Selecting one of the radio buttons limits search to food items with the corresponding status.  The status of Active Items is selected by default. 
	 
	4.2.3 Add New Food Item 
	To add a new food item, select “Add New Food Item” from the Administrator menu. 
	On the Create New Food Item screen, fill in the following fields: 
	 
	Table 7: New Food Item form fields 
	Field Name 
	Field Name 
	Field Name 
	Field Name 
	Field Name 

	Description 
	Description 



	Food As Purchased, AP (required) 
	Food As Purchased, AP (required) 
	Food As Purchased, AP (required) 
	Food As Purchased, AP (required) 

	Provides the name of the food item and the form(s) in which it is purchased. 
	Provides the name of the food item and the form(s) in which it is purchased. 


	Item Notes 
	Item Notes 
	Item Notes 

	Includes details of the form in which items are purchased. For example, a listing for fresh beets reads: "Beets, fresh: Without tops". 
	Includes details of the form in which items are purchased. For example, a listing for fresh beets reads: "Beets, fresh: Without tops". 


	Meal Component (required) 
	Meal Component (required) 
	Meal Component (required) 

	Identifies the meal component the food item belongs in. Pay special attention to this information for foods that can be listed in two different components. 
	Identifies the meal component the food item belongs in. Pay special attention to this information for foods that can be listed in two different components. 


	Category (required) 
	Category (required) 
	Category (required) 

	Provides more detailed categorization to help you locate your food item. 
	Provides more detailed categorization to help you locate your food item. 


	Subcategory (required) 
	Subcategory (required) 
	Subcategory (required) 

	Provides more detailed categorization to help you locate your food item. 
	Provides more detailed categorization to help you locate your food item. 


	Purchase Unit (required) 
	Purchase Unit (required) 
	Purchase Unit (required) 

	Tells you the basic unit of purchase for the food. For most foods, the guide lists "Pound" as the purchase unit. For some processed foods, the guide lists an institutional pack and, in many cases, a smaller pack, along with the net weight of the pack’s contents. 
	Tells you the basic unit of purchase for the food. For most foods, the guide lists "Pound" as the purchase unit. For some processed foods, the guide lists an institutional pack and, in many cases, a smaller pack, along with the net weight of the pack’s contents. 


	Servings per Purchase Unit, EP (required) 
	Servings per Purchase Unit, EP (required) 
	Servings per Purchase Unit, EP (required) 

	Shows the number of servings of a given size from each purchase unit. It is based on average yields from good quality foods prepared in ways that result in a minimum of waste.  Where applicable, numbers have been carried to one decimal, because fractions become significant when figuring large numbers of servings. Numbers reported in this column have sometimes been rounded down in order to help ensure enough food for the desired number of servings. 
	Shows the number of servings of a given size from each purchase unit. It is based on average yields from good quality foods prepared in ways that result in a minimum of waste.  Where applicable, numbers have been carried to one decimal, because fractions become significant when figuring large numbers of servings. Numbers reported in this column have sometimes been rounded down in order to help ensure enough food for the desired number of servings. 


	Serving Size per Meal Contribution (required) 
	Serving Size per Meal Contribution (required) 
	Serving Size per Meal Contribution (required) 

	Describes a serving by weight, measure, or number of pieces or slices. Sometimes both volume and weight are given or weight and number of pieces or slices. Items such as a piece of cooked chicken are given an approximate serving size in measure, with weight in parentheses.  For foods specified in the meal patterns, the serving size given in this column can be credited toward meeting the meal pattern requirements. 
	Describes a serving by weight, measure, or number of pieces or slices. Sometimes both volume and weight are given or weight and number of pieces or slices. Items such as a piece of cooked chicken are given an approximate serving size in measure, with weight in parentheses.  For foods specified in the meal patterns, the serving size given in this column can be credited toward meeting the meal pattern requirements. 




	Field Name 
	Field Name 
	Field Name 
	Field Name 
	Field Name 

	Description 
	Description 



	Purchase Units for 100 Servings (required) 
	Purchase Units for 100 Servings (required) 
	Purchase Units for 100 Servings (required) 
	Purchase Units for 100 Servings (required) 

	Shows the number of purchase units you need for 100 servings. This number is calculated using the purchase unit listed in Purchase Unit and the serving size (by weight) listed in Serving Size per Meal Contribution.  Numbers have been rounded up to help ensure enough food is available for one hundred servings. 
	Shows the number of purchase units you need for 100 servings. This number is calculated using the purchase unit listed in Purchase Unit and the serving size (by weight) listed in Serving Size per Meal Contribution.  Numbers have been rounded up to help ensure enough food is available for one hundred servings. 


	Additional Information 
	Additional Information 
	Additional Information 

	Provides other information to help you calculate the amount of food you need to purchase and/or prepare. For many food items, this column shows the quantity of ready-to-cook or cooked food you will get from a pound of food as purchased. For many processed foods, this column also gives the weight or number of cups of drained vegetable or fruit from various can sizes. 
	Provides other information to help you calculate the amount of food you need to purchase and/or prepare. For many food items, this column shows the quantity of ready-to-cook or cooked food you will get from a pound of food as purchased. For many processed foods, this column also gives the weight or number of cups of drained vegetable or fruit from various can sizes. 


	Item Status (required) 
	Item Status (required) 
	Item Status (required) 

	Active or Inactive.  Inactive food items are not displayed in the FBG application other than in Food Item Search for Administrators when Status search control is set to Inactive Items. 
	Active or Inactive.  Inactive food items are not displayed in the FBG application other than in Food Item Search for Administrators when Status search control is set to Inactive Items. 


	Normalized Yield Value (required) 
	Normalized Yield Value (required) 
	Normalized Yield Value (required) 

	Used to determine the amount of food after the food item has been cooked, heated, thawed or drained. The normalized yield value is automatically populated in the Product Formulation Statement (PFS) Workbook. For example, the Additional Information for "Beef, Ground, fresh or frozen, no more than 30% fat" indicates "1 lb AP = 0.70 lb cooked lean meat"; therefore, the PFS Workbook will use 0.70 as the yield factor to calculate the creditable amount of meat. 
	Used to determine the amount of food after the food item has been cooked, heated, thawed or drained. The normalized yield value is automatically populated in the Product Formulation Statement (PFS) Workbook. For example, the Additional Information for "Beef, Ground, fresh or frozen, no more than 30% fat" indicates "1 lb AP = 0.70 lb cooked lean meat"; therefore, the PFS Workbook will use 0.70 as the yield factor to calculate the creditable amount of meat. 


	Creditable Amount Factor 
	Creditable Amount Factor 
	Creditable Amount Factor 

	Applied to calculations to adjust crediting amounts for dried fruits and raw leafy vegetables. The factor for dried fruits is "2" because dried fruits for credit double the amount served (i.e., 1/2 cup = 1 cup). The factor for raw leafy vegetable is "0.50" because raw leafy vegetables credit half the volume served (i.e., 1 cup =1/2 cup). 
	Applied to calculations to adjust crediting amounts for dried fruits and raw leafy vegetables. The factor for dried fruits is "2" because dried fruits for credit double the amount served (i.e., 1/2 cup = 1 cup). The factor for raw leafy vegetable is "0.50" because raw leafy vegetables credit half the volume served (i.e., 1 cup =1/2 cup). 


	Include in Search 
	Include in Search 
	Include in Search 

	Checked for food items that should appear in Food Item Search. 
	Checked for food items that should appear in Food Item Search. 
	NOTE: Food Items for Further Processing should have this flag set to false, so they do not appear in searches in All Meal Components. 
	NOTE: Setting Include in Search flag to false does not remove the item from the corresponding Meal Component Yield Table PDF.   


	Include in PFS 
	Include in PFS 
	Include in PFS 

	Checked for food items that are available in the electronic Product Formulation Statement Workbook. 
	Checked for food items that are available in the electronic Product Formulation Statement Workbook. 


	Include in RAW 
	Include in RAW 
	Include in RAW 

	Checked for food items that are available in the electronic Recipe Analysis Workbook. 
	Checked for food items that are available in the electronic Recipe Analysis Workbook. 


	Include in FBG Calculator 
	Include in FBG Calculator 
	Include in FBG Calculator 

	Checked for food items that are available in the FBG Calculator. 
	Checked for food items that are available in the FBG Calculator. 




	 
	Click the “Create Food Item” button to save the information and view details for the new food item.  
	 
	4.2.3.1 Edit Existing Food Item 
	To edit information for an existing food item: 
	• Search for it  
	• Search for it  
	• Search for it  

	• Click on link in the Food As Purchased, AP column of search results to view food item details 
	• Click on link in the Food As Purchased, AP column of search results to view food item details 

	• On Item Details screen, press “Edit Item” button on the bottom of the screen to open Edit Food Item screen 
	• On Item Details screen, press “Edit Item” button on the bottom of the screen to open Edit Food Item screen 

	• On Edit Food Item screen, fill out the fields as described in section 4.2.1 
	• On Edit Food Item screen, fill out the fields as described in section 4.2.1 

	• Press “Update Food Item” button to save or “Cancel” button to cancel and return to Item Details screen. 
	• Press “Update Food Item” button to save or “Cancel” button to cancel and return to Item Details screen. 


	NOTE: The changes made will appear in the FBG Web application immediately.  For the change to appear in Meal Component PDF reports, the reports will need to be regenerated.  The reports are automatically regenerated nightly. 
	 
	4.2.3.2 Add Footnotes to a Food Item 
	Footnotes can be added to an existing food item of white creating a new Food Item once the value for Meal Component is selected.  Footnotes can be added to the Food As Purchased, AP and Item Notes fields only. 
	Each Footnote has a code that needs to be looked up in order to add the footnote.  To look up the code, click on the “Display available footnotes” link below the Food As Purchased, AP field: 
	 
	Figure
	Figure
	 
	  
	Clicking on the “Display available footnotes” link will open a pop-up dialog listing all Footnotes available for the current Meal Component: 
	 
	Figure
	 
	Locate the footnote you need and make a note of the Footnote Code copying the tag, for example <FOOTNOTE3>, then close the dialog. 
	Paste the footnote code into Food As Purchased, AP and/or Item Notes field in the appropriate location.  You can add more than one footnote to each field.  If the footnote markers follow each other, use the <FNCOMMA> tag to insert a comma between them: 
	 
	Figure
	 
	Press Update Food Item button to save the food item.  The footnote indicator(s) and the corresponding footnote(s) will appear on Food Item Detail screen and throughout the FBG web application. 
	 
	Figure
	 
	To remove a footnote from the food item, edit the food item and remove the footnote code. 
	NOTE: The changes made will appear in the FBG Web application immediately.  For the change to appear in Meal Component PDF reports, the reports will need to be regenerated.  The reports are automatically regenerated nightly. 
	 
	4.2.4 Manage Users 
	To view existing active users on Manage Users screen and edit information for a user, use “Manage Users” menu item under the Administrator menu.   
	Click on table headers to sort by that column’s value.  Enter a search string into the column’s search field or select a value in a column header drop-down to narrow selection of users displayed. 
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	Click on user’s name link to view or edit his account details on View Profile screen, as described in section 3.3.2. For the Admin user, View User Profile page displays three additional buttons: 
	• Deactivate – deactivate an active user account, so user will not be able to log in to the FBG web tool or mobile application 
	• Deactivate – deactivate an active user account, so user will not be able to log in to the FBG web tool or mobile application 
	• Deactivate – deactivate an active user account, so user will not be able to log in to the FBG web tool or mobile application 

	• Activate – activate an inactive user account, so user will be able to log in again to the FBG web tool or mobile application 
	• Activate – activate an inactive user account, so user will be able to log in again to the FBG web tool or mobile application 

	• Delete – completely delete the user account. NOTE: the Delete button is available only for user profiles that do not have any created Favorites, RAW, PFS, Shopping Lists, or Exhibit A products.  
	• Delete – completely delete the user account. NOTE: the Delete button is available only for user profiles that do not have any created Favorites, RAW, PFS, Shopping Lists, or Exhibit A products.  


	 
	Figure
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	4.2.5 Manage Inactive Users 
	To view existing inactive users on Manage Inactive Users screen and edit information for a user, use “Manage Inactive Users” menu item under the Administrator menu.   
	Click on table headers to sort by that column’s value.  Enter a search string into the column’s search field or select a value in a column header drop-down to narrow selection of users displayed. 
	 
	Figure
	Figure
	Click on user’s name link to view or edit his/her account details on View Profile screen, as described in section 3.3.2.  
	 
	4.2.6 Manage Categories 
	To view existing categories on Manage Categories screen and maintain categories, use “Manage Categories” menu item under the Administrator menu.   
	Click on table headers to sort by that column’s value.  Select a meal component or enter a search string into the Category column’s search field to narrow selection of categories displayed. 
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	All existing categories are listed on “Manage Categories” screen.  Click on the corresponding Edit and Delete links to edit or delete an existing category.  
	New categories can be added using “Create New Category” button that opens Create Category screen: 
	 
	Figure
	 
	On the Create Category screen, fill in the following fields: 
	 
	Table 8: New Category form fields 
	Field Name 
	Field Name 
	Field Name 
	Field Name 
	Field Name 

	Description 
	Description 



	Meal Component (required) 
	Meal Component (required) 
	Meal Component (required) 
	Meal Component (required) 

	Identifies the meal component the category belongs in.  
	Identifies the meal component the category belongs in.  


	Category (required) 
	Category (required) 
	Category (required) 

	Category name. 
	Category name. 


	Display Order (required) 
	Display Order (required) 
	Display Order (required) 

	Display order to be used in Category drop-downs. 
	Display order to be used in Category drop-downs. 




	 
	Click the “Create Category” button to save the information and return to Manage Categories screen.  
	NOTE: New Vegetables categories will not work correctly in PFS for School Meals until necessary application code changes are made and FBG application is redeployed.   
	 
	4.2.6.1 Edit Existing Category 
	To edit information for an existing category: 
	• Click on the corresponding Edit link on Manage Categories screen 
	• Click on the corresponding Edit link on Manage Categories screen 
	• Click on the corresponding Edit link on Manage Categories screen 

	• On Edit Category screen, fill out the fields as described in section 4.2.5 
	• On Edit Category screen, fill out the fields as described in section 4.2.5 

	• Press “Update Category” button to save or “Cancel” button to cancel and return to Manage Categories screen. 
	• Press “Update Category” button to save or “Cancel” button to cancel and return to Manage Categories screen. 


	NOTE: The changes made will appear for all food items associated with the given category in the FBG Web application immediately.  For the change to appear in Meal Component PDF reports, the reports will need to be regenerated.  The reports are automatically regenerated nightly. 
	 
	4.2.6.2 Delete Existing Category 
	To delete an existing category, click on the corresponding Delete link on Manage Categories screen.  A category can be deleted only if it is not currently associated with any subcategories and food items, an information message will be displayed otherwise. 
	 
	4.2.7 Manage Subcategories 
	To view existing subcategories on Manage Subcategories screen and maintain subcategories, use “Manage Subcategories” menu item under the Administrator menu.   
	Click on table headers to sort by that column’s value.  Select a meal component, a category, or enter a search string into the Subcategory column’s search field to narrow selection of subcategories displayed. 
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	All existing subcategories are listed on “Manage Subcategories” screen.  Click on the corresponding Edit and Delete links to edit or delete an existing subcategory.  
	New subcategories can be added using “Create New Subcategory” button that opens Create Subcategory screen: 
	 
	Figure
	 
	On the Create Subcategory screen, fill in the following fields: 
	 
	Table 9: New Subcategory form fields 
	Field Name 
	Field Name 
	Field Name 
	Field Name 
	Field Name 

	Description 
	Description 



	Meal Component (required) 
	Meal Component (required) 
	Meal Component (required) 
	Meal Component (required) 

	Identifies the meal component the subcategory belongs in.  
	Identifies the meal component the subcategory belongs in.  


	Category (required) 
	Category (required) 
	Category (required) 

	Identifies the category the subcategory belongs in. 
	Identifies the category the subcategory belongs in. 


	Subcategory (required) 
	Subcategory (required) 
	Subcategory (required) 

	Subcategory name. 
	Subcategory name. 


	Display Order (required) 
	Display Order (required) 
	Display Order (required) 

	Display order to be used in Subcategory drop-downs. 
	Display order to be used in Subcategory drop-downs. 




	 
	Click the “Create Subcategory” button to save the information and return to Manage Subcategories screen.  
	 
	4.2.7.1 Edit Existing Subcategory 
	To edit information for an existing category: 
	• Click on the corresponding Edit link on Manage Subcategories screen. 
	• Click on the corresponding Edit link on Manage Subcategories screen. 
	• Click on the corresponding Edit link on Manage Subcategories screen. 

	• On Edit Subcategory screen, fill out the fields as described in section 4.2.6. 
	• On Edit Subcategory screen, fill out the fields as described in section 4.2.6. 

	• Press “Update Subcategory” button to save or “Cancel” button to cancel and return to Manage Subcategories screen. 
	• Press “Update Subcategory” button to save or “Cancel” button to cancel and return to Manage Subcategories screen. 


	NOTE: The changes made will appear for all food items associated with the given subcategory in the FBG Web application immediately.  For the change to appear in Meal Component PDF reports, the reports will need to be regenerated.  The reports are automatically regenerated nightly. 
	 
	4.2.7.2 Delete Existing Subcategory 
	To delete an existing subcategory, click on the corresponding Delete link on Manage Subcategories screen.  A subcategory can be deleted only if it is not currently associated with any food items, an information message will be displayed otherwise. 
	 
	4.2.8 Manage Help Items 
	Tooltips and some of the text in Product Formulation Worksheet screens are configurable through Help Management screen that can be accesses via “Manage Help Items” menu item under the Administrator menu.  
	Click on table headers to sort by that column’s value.   
	Click on “Edit” link for a help item to edit text. 
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	Figure
	 
	4.2.9 Manage Footnotes 
	Footnotes to be associated with food items can be managed through “Manage Footnotes” menu item under the Administrator menu.   
	Click on table headers to sort by that column’s value.  Select a meal component or enter a search string into the column’s search field to narrow selection of footnotes displayed. 
	 
	Figure
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	All existing footnotes are listed on “Manage Footnotes” screen.  Click on the corresponding Edit and Delete links to edit or delete an existing footnote.  
	New footnotes can be added using “Create New Footnote” button that opens Create Footnote screen: 
	 
	Figure
	 
	On the Create Footnote screen, fill in the following fields: 
	 
	Table 10: Create Footnote form fields 
	Field Name 
	Field Name 
	Field Name 
	Field Name 
	Field Name 

	Description 
	Description 



	Meal Component (required) 
	Meal Component (required) 
	Meal Component (required) 
	Meal Component (required) 

	Identifies the meal component the footnote belongs in. 
	Identifies the meal component the footnote belongs in. 


	Footnote Number (required) 
	Footnote Number (required) 
	Footnote Number (required) 

	Footnote number. 
	Footnote number. 


	Footnote Text (required) 
	Footnote Text (required) 
	Footnote Text (required) 

	Footnote text. 
	Footnote text. 




	 
	Click the “Create Footnote” button to save the information and view details for the new footnote.  
	NOTE: The footnote will need to be associated with appropriate food items through Edit Food Item screen.  For more details see section 4.2.1.2. 
	 
	4.2.9.1 Edit Existing Footnote 
	To edit information for an existing footnote: 
	• Click on the corresponding Edit link on Manage Footnotes screen. 
	• Click on the corresponding Edit link on Manage Footnotes screen. 
	• Click on the corresponding Edit link on Manage Footnotes screen. 

	• On Edit Footnote screen, fill out the fields as described in section 4.2.4. 
	• On Edit Footnote screen, fill out the fields as described in section 4.2.4. 


	• Press “Update Footnote” button to save or “Cancel” button to cancel and return to Manage Footnotes screen. 
	• Press “Update Footnote” button to save or “Cancel” button to cancel and return to Manage Footnotes screen. 
	• Press “Update Footnote” button to save or “Cancel” button to cancel and return to Manage Footnotes screen. 


	NOTE: The changes made will appear for all food items associated with the given footnote in the FBG Web application immediately.  For the change to appear in Meal Component PDF reports, the reports will need to be regenerated.  The reports are automatically regenerated nightly. 
	 
	4.2.9.2 Delete Existing Footnote 
	To delete an existing footnote, click on the corresponding Delete link on Manage Footnotes screen.  A footnote can be deleted only if it is not currently associated with any food items, an information message will be displayed otherwise. 
	 
	4.2.10 Manage What’s New Items 
	Informational messages to be shown to all users upon logging in can be managed through “Manage What’s New Items” menu item under the Administrator menu.   
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	All existing announcements are listed on “Manage What’s New Items” screen.  Click on the corresponding Edit and Delete links to edit or delete an existing announcement.  
	New announcements can be added using “Create New Announcement” button.  On the Create Announcement screen, fill in the following fields: 
	 
	Table 11: Announcement form fields 
	Field Name 
	Field Name 
	Field Name 
	Field Name 
	Field Name 

	Description 
	Description 


	Title (required) 
	Title (required) 
	Title (required) 

	Title, as it will be displayed as a bullet item on What’s New screen. 
	Title, as it will be displayed as a bullet item on What’s New screen. 



	Text (required) 
	Text (required) 
	Text (required) 
	Text (required) 

	Announcement text. Editor controls are available for text decoration, text size, bulleted and numbered lists, hyperlinks, etc. 
	Announcement text. Editor controls are available for text decoration, text size, bulleted and numbered lists, hyperlinks, etc. 


	Date From (required) 
	Date From (required) 
	Date From (required) 

	Date on which the announcement becomes active. 
	Date on which the announcement becomes active. 




	Field Name 
	Field Name 
	Field Name 
	Field Name 
	Field Name 

	Description 
	Description 


	Title (required) 
	Title (required) 
	Title (required) 

	Title, as it will be displayed as a bullet item on What’s New screen. 
	Title, as it will be displayed as a bullet item on What’s New screen. 



	Date To (required) 
	Date To (required) 
	Date To (required) 
	Date To (required) 

	Date on which the announcement becomes expired. 
	Date on which the announcement becomes expired. 


	Active 
	Active 
	Active 

	Active or Inactive. An announcement will be displayed if it is set to Active during the time period between From and To dates. 
	Active or Inactive. An announcement will be displayed if it is set to Active during the time period between From and To dates. 




	 
	4.2.11 Guest User Report 
	Guest User Report menu item under the Administrator menu is used to access the Guest User Report screen.  To run a report, select From and To Dates using the calendar controls, and press Generate Report button.   
	Click on table headers to sort by that column’s value.   
	 
	Figure
	 
	Guest User Report displays the daily counts of Guest users logged in for each organization type for the selected date range.   
	NOTE: No totals will be displayed for days that had no Guest user logins. 
	For organization types of Vendor and Other, the totals’ numbers are blue toggle links.  Clicking on a link displays the list of organization names entered.  Clicking on a link again hides the list of organization names. 
	Total Guest user logins per organization type are displayed in the Totals row on the bottom of the report. 
	 
	4.2.12 Generate Yield Table PDFs 
	Yield Table PDFs displayed on Meal Component screens and opened by View Yield Table PDF button, are automatically re-generated nightly.  If needed, the reports can be re-generated at any given point of time using Generate Yield Table PDFs menu item under the Administrator menu.  This menu item initiates the asynchronous process of PDF generation, which means that there is no need to wait for it to finish, and the Admin user can continue working in the application after initiating PDF generation.  The proces
	 
	4.2.13 Manage Yield Tables 
	Yield Tables that are referenced from Download FBG screen need to have their first page number be consecutive to the last page number of the text PDF file for the corresponding section.  For example, the last page of the Meats/Meat Alternates text PDF is 1-7, so the first page of the corresponding yield tables file has to be 1-7. These page numbers can be managed through “Manage Yield Tables” menu item under the Administrator menu.   
	Click on table headers to sort by that column’s value.   
	 
	Figure
	Figure
	Figure
	 
	Starting page configuration for the 6 meal components and Food Items for Further Processing PDFS are listed on “Manage Yield Tables” screen.   
	Press “Generate Yield Table PDFs” button to regenerate PDFs, as described in section 4.2.1.1 Generate Yield Table PDFs. 
	Click on the corresponding Edit links to edit the existing configuration.  
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	Click the “Save” button to save, Back to List button to return to Manage Yield Tables screen. 
	 
	4.3 Contact Us 
	The Contact Us feature of the application allows users to send an email to 
	The Contact Us feature of the application allows users to send an email to 
	CNPNTAB@usda.gov
	CNPNTAB@usda.gov

	.  The user has an ability to flag his/hers email as “Accessibility or Section 508-related Inquiry”.  These inquiries will be marked as such in the email title allowing administrators to easily locate them. 






