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 1A:  Participants – Enroll or Withdraw Participants (View Active/Pending/Withdrawn Participants) 

 2A:  Forms – Selection of Blank Forms and completed forms; H1535, H1654, and other featured forms and informational   

         material). 

 3A:  Daily Entry – Allows the ability to complete Meal Counts and Attendance and Meal Production Records, such as, H1530,  

         H1654, H1535 etc. 

 4A:  Monthly Submission – Allows Site to submit monthly claim for reimbursement by selecting the 1) Month, 2) Typing full  

         name of person submitting, 3) Signature of person submitting, 4) Submit button, 5) Resetting Signature in the signature is not  

         legible. 

 5A:  Completion Status – Report allows to view online claim status of Meal Counts & Attendance & Meal Production Records. 

 6A:  Remote Support – Allows Sponsor to train site staff via remote support. 

 7A:  Settings – Allows Site to change password. 

 8A:  Logout – Allows Site to exit My Simple Menu. 
 
 1B:  Expiring Participants – Features expiration of Enrollment and Meal Benefit Income Eligibility Forms for the current        

         month. 

 2B:  Pending Participants – Features pending completion/submittal of Enrollment, Meal Benefit Income Eligibility Forms etc. 

 3B:  Missing IFP – Infant Feeding Preference Form. 

 4B:  Unread Messages – Allows to view Inbox messages from Sponsor, Sent messages by Site, and also to Compose messages. 
 
 1C:  Participants – See 1A: 

 2C:  H1535 – Allows access to complete Daily Meal Count and Attendance Form H1535.  

 3C:  H1530/H1654 – Allows access to complete Daily Meal Production Record Form H1530/H1654 (ADC). 

 4C:  H1530A – Allows access to complete Daily Meal Production Record for Infants Form H1530A. 

 5C:  H1535At-Risk – Allows access to complete Daily Meal Count and Attendance Form H1535At-Risk. 

 6C:  H1530At-Risk – Allows access to complete Daily Meal Production Record Form H1530At-Risk. 

 7C:  Forms – See 2A: 

 8C:  Completion Status – Allows same as 5A:  

 9C:  (New) Menu Template – Allows completion of Cycle Menus–Must be completed initially prior to H1530/H1530A/H1654. 

10C: Monthly Submission – See 4A: 
 
 1D:  View Claims – Allows viewing the Processed Monthly Claims for Reimbursement. 

 2D:  Monitor Reviews – Allows viewing the Monitor Reviews conducted by Sponsor. 

 3D:  Newsletter – Allows viewing the monthly newsletters. 

 4D:  Settings – See 7A: 

 

 

 

 

  

MY SIMPLE MENU SITE INSTRUCTION MANUAL 

8A 1A 2A 3A 4A 5A 6A 7A 

1B 2B 4B 
3B 

9C 

 10C 
1D 

3C 1C 2C 7C 8C 6C 5C 4C 

3D 2D 4D 

Info about the Site. 

See pages 39 & 40 

for instructions. 
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1A or 1C: Participants: 

 

 

 
 

 
  

Allows viewing the participant’s status by clicking the options 

Select to View Names 

Click to Enroll a participant and complete 

the General Information section above. 

See Figure # 1 See Figure # 2 

Allows withdrawing a participant Make sure to click Save 

when completed. 

Figure #1 – Parent/Guardian Info.:  Enter Parent/Guardian Information with multiple siblings.  

If parent/guardian has already been entered on previous sibling, make sure to click “Copy Guardian Info." 

May be 

required 

to com- 

plete all 

Parent/ 

Guar-

dian 

info. 
 

Make sure to click Save 

when completed. 

General Info. 
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  Figure #2 – Financial Info.: View parent’s income or other categorical eligibility, as applicable, to 

determine participant’s categorical status, ie; free/reduced or paid. 

Make sure to click Save when completed.      



4 

 

2A. or 7C. Forms  

View or print Blank/Blank Scannable Forms 

for manual documentation. 

Option for viewing or printing completed forms or 

other material. 

View in one sheet completion status of Form H1535, H1530, 

H1530A, H1654 (ADC) If applicable. See Section 5A: 

View list of participants enrolled, 

including additional pertinent information. 

These two 

Features 

may be 

used to 

create a 

grocery 

list. 

View daily 

totals of  

milk used. 

Cycle Menus & Infant Cycle Menus (for Posting) are 

derived from Menu Template initially created by Site.  

View attendance by age group when completing  Form 

H1535electronically.  May also be used as a guide to create 

grocery list. 

Sponsor will make available additional forms. 

View 

expenses 

incurred 
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3A: or 2C:, 3C:, 4C:, 5C, or 6C: Daily Entry-For Daily Completion of Month Claim for Reimbursement  

 

 

  

Option to select forms for daily documentation. 

(see figures #3, 4, 5, 6, 7, 8, 9).  

 

Instructions for Form H1535 AT-Risk and Form 

H1530 AT-Risk are the same as illustrations on 

figures #3, 4, 5, 6, 7, 8, 9). 
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Figure #4 – Form H1535 – Attendance  – To Record Participants’ attendance 

 

 

 

 

Figure #3 – Form H1535 - Daily Meal Count And Attendance Form – Complete at point of 

service 

 
 

  

Age Filter is the default option but you may 

select Class if you want your Form H1535 to 

show participants by classroom.  

1. Select attendance to record attendance for each 

participant who did not participate on a meal 

(optional)  2. Select the meal where you will record 

attendance and the meal served 

 

Don’t forget to Save once all 

participants present have been selected 

Don’t forget to Save Changes 

Participants will be filtered based 

on the classroom/Age  selected Select Box for each 

Participant Present 

Figure #5 – Form H1530/At and H1654(ADC) – Daily Meal Production Record – Complete 

prior to meal service. 

View completed report 

Select the meal service 

you want to record on. 

Important Note:  Before completing Daily Meal Production Record Form H1530 (as illustrated 

on Figure #5 below), it is recommended that a (Menu Template - Cycle Menu) is completed in 

order to avoid repetitive selection on the Menu items and Food Items Used columns of the Form 

H1530.  See Figure # 9C  for illustration and instructions for “Menu Template”. 



7 

 

 

  

Select food items for each component on menu 

column and food items used as purchased by 

clicking on the dropdown arrows 

The number of Actual Participants 

will be populated to this section 

from Form H1535 once you record 

attendance of meals electronically. 

Enter the number of planned 

participants according to the age group. 

Figure #6 – Form H1530/At, H1654 (ADC) Daily Meal Production Record – Ready to enter data 

prior to meal service. 

Remember to Save 

Enter actual Quantity Used.  Amount needed 

will show how much of the food item is 

needed, however it is best to prepare more. 

This selection will transfer the menu and food 

items selected to your cycle menu (Menu 

Template) 

1. Planned participation #’s is needed    

    to enable Amount Needed and to   

    complete Quantity Used.  

3.  Amount Needed is an estimation  

     of how much is needed, thus, Quantity     

     Used is entered by user.  Red indicates   

     less quantity than the amount needed     

     was entered on Quantity used 

     has been ent 

Figure #7 – Form H1530/At, H1654(ADC) Daily Meal Production Record – Illustration of selected   

1. Planned Participation, 2. Menu items and Food Items Used, 3. Amount Needed and Quantity Used. 

4. Camera Icon for viewing/printing CN Label, Product Analysis/Formulation Statement. 

2. Illustration of selected  

    food items. 

  

Remember to Save 

4. Click on the  camera icon to view CN 

Label/Product Formulation Statement.  

To Print, right click and select print. 
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Figure #8 – Form H1530-A  Infant Daily Meal Production Record – Illustration of selected 1. Planned 

Participation,  2. Menu items and Food Items Used, 3. Amount Needed and Quantity Used. 

Figure #9 – Form H1530-A Infant Daily Meal Production Record – Illustration of selected  1. Planned 

Participation, 2. Menu items and Food Items Used, 3. Amount Needed and Quantity Used. 

View completed report 

Select the Age Group and then select the Meal to be 

recorded.  Recording of Form H1530-A must be done 

prior to serving the meal 

3.  Amount Needed is an estimation of how much 

is needed, thus, Quantity Used is entered by user.  

Red indicates less quantity than the amount needed 

was entered on Quantity used 
 

2.  Select food items for each component on 

menu column by clicking on the dropdown 

arrows. 
 1.  Enter the total of planned 

participation of infants 6-11 months 

or other age group when selected. 

Do not forget to click on Save. 
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Step 1. 
 

 9C:  (NEW) MENU TEMPLATES (Follow Steps 1, 2, and 3 below) Adult Day Care Centers are exempt  

         From completing Menu Template.          

 

 

 

 
  

Click on the drop down arrow on each component of 

the Menu and the Food Item Used and select the 

food that will be served. 
 

Do not forget to 

click on Save. 
 

Select an + to begin selection of menu and Food Items 

Used.  This selection will prompt you to Step 2 below 
 

Select a meal to start the menu 

template.  See Step 3 below. 
 

Click to go back to the Menu Template 

Overview (New).  See Step 1 

Step 3. 
 

Step 2. 
 

Select Infant Menu to create menu 

for infants 0 thru 11 months. 
 

Select Menu to create Menu for 

participants over 1 year of age. 
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  Cycle Menus – Forms (2A:)  Cycle Menus are available to print once Menu Template is completed. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Select the month to view menu 

Select the week to view menu 

for selected week. 

Select View to access the cycle        

menu from Menu Template. 

See Cycle Menu below. 

CYCLE MENUS Download 

Print 
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4A: or 10C: Monthly Claim Submission 
  

Print full name of person 

submitting claim. 

Signature of person submitting claim 

Click Reset Signature to undo Click Submit once full name has been 

entered and signature is complete 

5A: or 8C: Completion Status – Status of Attendance of Meals and Recording of Meals              

Completion Status Form will show with a check mark that meals claimed 

have been recorded on Form H1535 and that Form H1530/H1530A and 

Form H1654 (ADC) (if applicable) has been completed electronically.  
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6. A:  Remote Support 

 

 

Example of Chrome Teamviewer 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

Example of Edge Teamviewer  

Click on Run and TeamViewer will operate 

just as illustrated on the icon on #3, #4 above. 

Follow 

and click 

based on 

the four 

steps.  

arrows 

Note:  Edge does not afford feature to 

print forms on demand.  Use Chrome 

and Fire Fox Teamviewers if Possible.  
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Fire Fox Team Viewer 

 
 

 
 

 

 

 

 

 

 

 

 

  

1.  Click Save 

2. Click on arrow to 

download files 

2. Click to run TeamViewer 
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7A: and 4D: Settings 
 

 

 

 
 

 

 

 

8A Logout 

 

 

 

 

 

 

 

  

Settings: Will allow option to 

Change Password. 

Logout: Logging out will 

prompt the Login option. 
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1 B:  Expiring Participants 

 

 

 

 

 

2B:  Pending Participants 

 

 

 

 

 

3B:  Missing IFP(Infant Feeding Preference Form) 

 

 

 

 

 

Please Note:  Print option is located on the upper right hand side as you enter to view the above reports. 

 

 

 

4B:  Unread Messages 

 

 

Allows viewing of participants whose eligibility 

forms have or will expire and must update. 

Allows viewing of messages sent to site by 

Sponsor.  Select preferred date to view. 

Allows viewing of participants whose eligibility 

forms have not been completed or have not been 

submitted to sponsor 

Allows viewing of participants whose Infant Feeding Preference Form has 

not be completed or has not been submitted to sponsor. 

Print option 

on all reports 

Located here 
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     1D: View Claims 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  

Select the month and year, and 

Original or Amended Claim 

View Claim Report option 

will prompt the Form H4502 

Claim for Reimbursement 

Worksheet shown below. Load Claim Data will 

show the data shown 

on this window. 
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2D:  Monitor Reviews 
 

 

 
 

 

 

 

3 D:  Newsletters 

 

 
 

  

Select Newsletter by month 

Select by date the Monitor Review to be 

viewed or printed. 
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 CHROME EXAMPLE: 
 

 

 

 

 FIREFOX EXAMPLE: 

 

 

 

 

 

 

 

 

 

 

PRINT ON DEMAND INSTRUCTIONS                          

EXAMPLES BASED ON CHROME AND FIREFOX. 

EDGE DOES NOT SUPPORT PRING ON DEMAND 

PRINT 

PRINT 

DOWNLOAD 

DOWNLOAD 
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Attendance By Age Group: Form will display attendance of participants by age group throughout the 

month.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

FORMS 

Blank Form - Dash (-) indicates no attendance and a number 

on each age group indicates number of attendance of each of 

the age groups.  See completed form below this form. 
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Example of completed form  
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Blank and Online Form H1530/H1530At – Both are identical: 
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23 

 

Blank and Online Form H1530-A Infants – Both are identical: 
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Blank and Online Form H1654 (ADC) – Both are identical: 
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Blank Scannable and Online Form H1535 – Both are identical: 
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Blank Scannable and Online Form H1535-At Risk – Both are identical: 
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Completion Status: Blank Form 
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Completion Status:  Example Form: 
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Completion Status At-Risk: 
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Cycle Menu: 
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Infant Cycle Menu: 
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Expenditure: 

 

 

 

 

 

 

 

 

 

 

 

 

1. Click on the year window 

2. Select the month to view 
3. Click on Done 

4. Click on View to view, download 

or print the expenditure below 

  Expenditure Report 
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Grocery List: May use “Attendance By Age Group Report” to help you plan 

 

 

 

Select the menu week Days are auto selected as 

approved by TDA. 

Select the month and year. 

Enter the planned 

number of participants. 
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GROCERY LIST: May Attach Receipts 
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                              Milk Totals:  Total gallons of milk used throughout the month. 
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                                                                            Roster 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Blank category indicates that Site has not 

submitted eligibility forms to sponsor and or that 

eligibility forms have not been completed. 

Eligibility forms will have 

to be renewed before or by 

the expiration date. 

Eligibility forms are good 

until the end of the 

expiration month. 
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     Sponsor may include additional forms at their discretion, such as; 
 

     1.  Building For The Future,   

     2.  Civil Rights - Complaint Procedures for Parent/Guardian and Potential Participants and Site Staff, 

     3.  Blank Compensation Policy for Staff assuming CACFP duties, 

     4.  Blank Infant Feeding Preference Form and, 

     5.  Etc. 

 

 

 

  

Sponsor Forms 



39 

 

  

 
 

 

See the 

Three   

Illustrations 

Below 

Center Details – Allows to enter Site’s General Information, License Information and 

Meal Information. Enter the Site’s Information as applicable.  Make sure to also use 

Site’s Operation Details Report from DFPS Licensing other Licensing Source. 
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