Using the Recipe Entry and Management System 

12/11/00

The Point of Choice Recipe Entry and Management System lets you add and edit recipes for your website.

This document provides instructions for adding and editing a recipe using the Point of Choice Recipe Entry and Management System. This document is a work in progress.

Table of Contents
Logging On
1
Adding a New Recipe
1
Editing Recipes
10
Adding New Ingredients
12
     Manually Entering Information for a New Ingredient
12
     Copying Information from an Existing Ingredient
15
Editing Ingredients
…………………………………………………………………..16



Logging On

To log onto the system:

1. Go to the URL assigned to you by Point of Choice.

[insert screen]

2. Type: (your user name and password)

3. Click Go.

The Recipe Entry and Management System screen appears:
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Adding a New Recipe

To add a new recipe, use the pull-down menu to indicate the units of measurement (the default is American) and click on Enter New Recipe.

The main Recipe Entry and Management System screen appears:
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To add a new recipe, enter information in the following fields:

Title

Type the name of the recipe. Capitalize words in the title except for articles. For example: Chicken Chunks in Pita Bread.

After you type the title, click on verify that title is unique. 

If the title is unique, a popup screen appears. For example:
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If the title is not unique, a popup screen appears. For example:
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Each recipe title in our system must be unique. If the recipe title already exists, you need to change the title.

Servings

Use the pull-down menu to select the recipe’s number of servings.

Scaling

Use the pull-down menu to indicate the scaling. 

Normal means that the recipes will scale (adjust for number of servings) for all number of servings. 

Whole means that the recipe is for a particular size pan and will adjust only in multiples of the indicated number of servings. Examples of whole recipes include pies, cakes, and pizza. A cake may serve 10 people. To serve 15, you need to bake another whole cake. Thus the recipe would double. Therefore you would use "whole" as the scaling.

Include “Recipe Adjusts in Multiples” Paragraph
If the recipe is a normal recipe, this box is not active. If the recipe is a whole recipe, the default is Yes (the box is checked). This means a paragraph will appear at the end of the recipe, such as:

“This recipe serves 8 people. Because this recipe is for a particular size pan, it adjusts the number of servings only in multiples of 8.”

Or: “This recipe serves 16 people. Because this recipe is for a particular size pan, it adjusts the number of servings only in multiples of 8.The instructions describe how to prepare the ingredients for one pan. There are enough ingredients to prepare 2 pans.”

In most cases, leave the box checked. If you do not want this paragraph to appear, uncheck the box.

Prep

Type the estimated number of minutes it takes to prepare the ingredients in the recipe. We recommend that the prep time is divisible by 5. 

Cook

Type the estimated total number of minutes it takes to cook the ingredients in the recipe. If the recipe calls for a series of cooking times, add the times and enter the total. We recommend that the cooking time is divisible by 5. 

Marinade

If applicable, type the estimated number of minutes, if any, it takes to marinade ingredients in the recipe. We recommend that this number is divisible by 5. 

Other Time

If the recipe calls for chilling, cooling, freezing, etc., select that term from the pull-down menu. For example, if the recipe calls for cooling for 10 minutes, select "cooling" from this menu. 

Note: If you select an “other time,” you MUST use the Bold command with the “other time” in the instructions. (See below.) Example: “{\Bold Cool} for 30 minutes.” This changes the cooking time to "X minutes" to "X minutes plus cooling time" in the recipe.

Enter Ingredients

The Enter Ingredients section contains numbered fields you need to enter for each ingredient. Add ingredients in the order as they are used in the recipe.

Amount and Measurement

Type the amount of ingredient in the first entry box (next to the ingredient number). Then use the pull-down menu to select the measurement (e.g., US Tsp., US Tbs., etc.).

Verify

The (verify) link below the Amount and Measurement boxes lets you verify that the measurement for the ingredient is legitimate. For example, if you select Gallons and Potatoes and click on (verify), a message appears indicating that this is not valid. 

Show Nutrition

The (show nutrition) link near the Amount and Measurement boxes lets you see the nutritional value for the item you are adding.

Name

Type the name of the ingredient (or part of the name). You do not need to capitalize the name. Type the singular form of the ingredient (“tomato” vs. “tomaotes”). 

Note: You MUST use the Lookup Ingredient function after entering the amount, measurement, and name.

Lookup Ingredient

After you enter the amount and measurement, and also type the name or partial name of the ingredient, you MUST click on lookup ingredient. 

An Ingredient Check popup box appears. For example:
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Click on the ingredient you want to select. Do not worry about singular vs. plural, The system automatically selects the correct version for the recipe. Also, the name of the ingredient you want to select may differ from how it appears in the list. For example, if you want to add “tomato,” you will not find “tomato” in the table, However, you will find “tomatoes\raw.”

Once you select an ingredient, the system automatically enters the ingredient for you in the Name field.

Note: Using the lookup function ensures the proper matching of the measurement with the ingredient as well as proper spelling and coding. 

Prefix

If needed, type the prefix to the ingredient. The prefix adds clarifying information about the ingredient (for example, to add the ingredient "small potatoes," enter “small” as the prefix and “potatoes” as the ingredient.) 

Examples of common prefixes include: small, large, medium, and ripe. A prefix can also specify a particular size ingredient (for example, "6 ounce" (do not use a dash) as in "three 6 ounce steaks" as opposed to saying "18 ounces steak").

Suffix

If needed, type the suffix to the ingredient. The suffix adds clarifying information about the ingredient that appears after the ingredient name. Examples include: grated, chopped, diced, finely chopped, scrubbed, peeled and deveined, cut in \Length{.25}{in} slices, minced, etc.

Important: When entering the suffix, the first character in the box will appear directly after the ingredient name. Therefore, be sure to type a comma or a space where needed. (Example: “, diced” or “ (about 2 pounds)”.  Note: As of 2/1/01, you cannot begin the suffix with an empty space. You must use a comma or dash.
Is Visible 

The Is Visible check box tells the system if the item will appear in the recipe’s list of ingredients. The default is Yes (checked). Almost all items are visible. There are exceptions: If the recipe calls for 3 tablespoons of oil, of which 2 is later discarded, you would make two entries. One would be for 3 tbs. oil that is visible but not nutritional. The other would be for 1 tbs. oil that is nutritional but not visible. The end result is that 3 tbs. oil would appear in the ingredients, but the nutritional value would be for just 1 tbs. oil.

Is Nutritional 

The Is Nutritional check box tells the system if the item has nutritional value. The default for this field is Yes (the box is checked). If the item does not have nutritional value, uncheck the box. Examples of non-nutritional items include skewers, aluminum foil, wax paper, oil that will be discarded, etc.

Is TextItem 

The Is TextItem check box tells the system if the ingredient is a nonfood item, such as skewers, aluminum foil, wax paper, etc. The default for this field is No (the box is empty). If the ingredient is a nonfood item, check this box.

Scaling

Use the pull-down menu (to the right of lookup) to indicate the scaling for this ingredient. 

If you selected Normal as the scaling for the entire recipe, the default is Normal. The options are Normal, Exact, or Precise.

If you selected Whole as the scaling for the entire recipe, the default is Whole. The options are Whole, Exact, or Precise.

Normal means that the ingredient scales mathematically according to the number of servings. Normal scaling rounds off various measures and fractions of measures. For most purposes, this is recommended.

Whole means that the ingredient scales according to multiples of the number of servings the user indicates. 

Exact means that the item does not scale; the item is included as is regardless of the number of servings. Examples may include: egg, bay leaf, etc.

Precise means that the ingredient scales according to the number of servings but rounds off using stricter rounding methods. If precise nutritional information is absolutely required for the recipe, select Precise.

Add New Ingredient

The Add New Ingredient button at the bottom of the Enter Ingredients section lets you add a new ingredient to the database. For details, see the documentation for Adding New Ingredients.

More Ingredients

The main Recipe Entry and Management System screen initially has room for up to five ingredients. To add up to five more, click on More Ingredients. 

The screen refreshes with room for an additional five ingredients. 

Click on More Ingredients as often as you need to.

Instructions
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Type the instructions for the recipe. This is a free-form field. However, there are special syntax you must follow for best results. The most important ones are listed to the right of the Instructions box.

1. Oven Temperatures: For oven temperatures, use \temperature{degrees}. (With lower-case “t,” no spaces. Note: At some point, capital T will be allowed.) 

Example: Preheat oven to \temperature{350} = Preheat oven to 350°

2. Meat Thermometers: For meat thermometers, use \TempProbe{{degrees}


Example: 

Roast until meat thermometer reads \TempProbe{160} = Roast until meat thermometer reads 160°
3. Lengths And Widths That Do Not Change: For lengths and widths that do not change regardless of number of servings, use \Length{amount}{measure} or \WidthLength{first amount}{second amount}{measure}


Examples:

\Length{1}{in} slices = 1 inch slices 

\Length{.5}{cm} = 1/2 cm


\WidthLength{8}{10}{in} = 8 x 10 inches (e.g., baking pan size)

4. Verbs: Verbs 10 minutes or more can be bolded. Place whatever you want to be bolded within brackets, preceded by the \Bold command. Only the verb should be bolded.

Examples:

{\Bold Simmer}15-20 minutes = Simmer 15-20 minutes

{\Bold Set aside} 30 minutes = Set aside 30 minutes

{\Bold Marinate} in refrigerator = Marinate in refrigerator
{\Bold Cook} 8-10 minutes longer = Cook 8-10 minutes longer

Note: If you selected an “other time” at the top of the screen, you MUST use the Bold command with the “other time” in the instructions. Example: “{\Bold Cool} for 30 minutes.” This changes the cooking time to "X minutes" to "X minutes plus cooling time" in the recipe.

5. Fractions: To write fractions, use \Number{numerator}{denominator}


Example: 

Set aside \Number{1}{4} of flour mixture = Set aside 1/4 of flour mixture.

6. Measures That Do Not Change: For measures in the instructions that do not change, use \ConstantMeasure{numerator}{denominator}{measure}{liquid volume}


Example:

Add \ConstantMeasure{1}{4}{cup}{liquid volume} of the batter, swirling

skillet to evenly cover the bottom =  Add 1/4 cup of the batter, swirling 

skillet to evenly cover the bottom

Note: {liquid volume} is a “place-holder.” It has no meaning in this context but must be included.
7. Items That Scale: For items in the instructions that scale, use \Scale{servings}{numerator}{denominator}{measure}{liquid volume}



Example:


Combine cornstarch with \Scale{2}{1}{4}{normal}{cup}{liquid 

volume} pineapple juice = Combine cornstarch with 1/4 cup pineapple juice

Note: {liquid volume} is a “place-holder.” It has no meaning in this context but must be included.
8. Accented Words: For words requiring accent or diacritical marks, use a backslash before the mark. Examples:

· Saut\’e = Sauté

· Pur\’ee = Purée

· Jalape\~no = Jalapeño

· Cr\^eme = Crême

· Proven\c{c}al = Provençal

Wine 1, Wine 2, Wine 3

Use the pull-down menus to select recommended wines for this recipe. These are optional fields.

Source

Type the source of the recipe.

Photo File Name

If you have submitted a photo to Point of Choice for this recipe, type the name of the file.

Cookbook/Publisher/Author/ISBN

If the recipe comes from a published source with the permission of an author, type the name of the cookbook, publisher, author, and ISBN. 

Ethnicity

Use the pull-down menu to select the ethnic character of the recipe, if any. This field is optional.

Color

Use the pull-down menu to select the primary color of the recipe. This field is optional.

Gadget

If the recipe is prepared with a specific kitchen appliance, use the pull-down menu to indicate the appliance.

Classification

Use the pull-down menu to select the major food classification for the recipe, if any.
Season

If the recipe is related to a specific season, use the pull-down menu to select the season. For example, for a Thanksgiving Turkey Recipe, select Fall. This field is optional.
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Introduction

Type the introduction to the recipe, if any. The introduction appears above the recipe on the site. 

Notes

Type any special note about this recipe. Notes are not visible to the public.

Rule ID

The Rule ID identifies the recipe as uniquely yours. The default is Not Approved. Using the pull-down menu, change this to either Approved For All or [Your Company] Only. 

Approved For All means that the recipe will be available on all Meals For You-affiliated sites. 

[Your Company] Only means that recipe will be available only on your site.

Submit Recipe

After you finish with entering the recipe, click on Submit Recipe.

When the recipe is accepted, a screen appears with a message to that effect.

If there are errors, messages appear directing you to the problem. Correct the errors and click on Submit Recipe again.

Editing Recipes 

You can edit information for existing recipes at any time. To do this:

1, Log onto the system as before.

The Recipe Entry and Management System screen appears:
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2. In the Recipe Title box, type the name or partial name of the recipe and click Lookup Recipe.

Note: If you know the Recipe ID number, type it in the Recipe ID box , click on Edit/Approve a Recipe, and skip to Step 5.

The Select a Recipe Title window appears:
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 3. Click on the recipe you want to edit. 

The Recipe Entry and Management System screen appears with the Recipe Title box containing the name you just selected.

4. Click  Edit/Approve a Recipe.

The main Recipe Entry and Management System screen appears with the recipe’s current information.

5. Edit the information and, when done, click on Submit Recipe. 

When the recipe is accepted, a screen appears with a message to that effect. If there are errors, messages appear directing you to the problem. Correct the errors and click on Submit Recipe again.

Adding New Ingredients

The Point of Choice system contains over 9,500 distinct ingredient entries. However, when you are adding or editing a recipe, you may need to add a new ingredient. 

On the main Recipes Entry and Management screen, when you click on Add New Ingredient, the Enter Information for New Ingredient screen appears in a new browser window:
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On this screen, you can create a new ingredient by:

1. Manually entering information; or

2. Copying information from a similar ingredient and then editing it. 

Manually Entering Information for a New Ingredient

To add a new ingredient, enter information in the following fields:

Measure

Use the pull-down menu to indicate if the measure of the ingredient is dry, each, liquid, or weight.

Dry measures include:

· Teaspoon

· Tablespoon

· Cup 

· Ounce

· Pound

· Ton

Each measures refer to a specific number of an ingredient, such as 4 bananas or 2 bay leaves.

Liquid measures include:

· Teaspoon

· Tablespoon

· Fluid Ounce

· Cup

· Pint

· Quart

· Gallon

Weight measures include:

· Ounce

· Pound

· Gram

Tell Weight

Use the pull-down menu to indicate if you want to display the weight of an ingredient in a recipe if it appears as an Each item. For example, if the ingredient is “1 small apple,” using TellWeight changes the item to “1 small apple (xx grams).”

Singular Description

Type the singular form of the ingredient in this field. Example: egg.

Plural Description

Type the plural form of the ingredient in this field. Example: eggs.

Legal Category

Use the pull-down menu to indicate the legal category the ingredient belongs to. The legal category links the ingredient to a specific aisle that appears on the user’s shopping list.

Ingredient Group

Use the pull-down menu to indicate the ingredient group the ingredient best belongs to. This information is used by Search functions within the system.

Nutrition Record

The Nutrition Record links the ingredient to information in a nutritional database. To identify the nutrition for the ingredient:

1. Type part of the ingredient name in the Nutrition Record box and click on Search Nutrition.

A Nutrition Search box with matches to your search criteria appears. For example:
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2. Click a nutrition record that is closest to the ingredient you are entering.

The Nutrition Search box is automatically filled in. 

Ad Category

Use the pull-down menu to select an advertising category that best fits the ingredient.

Is Brand Name Product

Check this box if the ingredient is a brand name product. For example: Kraft Cheese and Rhodes Frozen Dough are brand name products.

Please Check Categories That This Ingredient Belongs To

Check all the categories the ingredient belongs to. The Search function uses this information when users want to exclude specific food categories in a search.

Submit

When you are done adding an ingredient, click on Submit. If there are errors, a screen appears with instructions on what to fix. Go back and correct the errors and click Submit again.

If there are no errors, you are returned to the main Recipe Entry and Management screen to resume entering the recipe.

Copying Information from an Existing Ingredient 

When adding a new ingredient, to save time you can copy and then edit information from an existing ingredient:

1. Type the name or partial name of an ingredient in the Search Keywords box and click on Lookup Ingredient.

A list appears with entries that contain the name you entered. 

2. Click to highlight the ingredient whose information you wish to copy and click on Copy Ingredient.

The fields on the screen are automatically filled in with the exception of the Singular Description and Plural Description.

3. Type the Singular and Plural Descriptions.

4. Edit any other information that needs to be changed.

5. Check the categories the ingredient belongs to.

6. Click Submit.

Editing an Existing Ingredient 

NOT VALID FOR OUR CLIENTS
To edit information for an existing ingredient:

1, Log onto the system as before.

The Recipe Entry and Management System screen appears:
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2. In the Name box, type the name or partial name of the ingredient and click Lookup Ingredient.

Note: If you know the Ingredient ID number, type it in the Ingredient ID box , click on Edit an Ingredient, and skip to Step 5.

The Select an Ingredient window appears:
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 3. Click on the ingredient you want to edit. 

The Recipe Entry and Management System screen appears with the Ingredient ID and Name box filled out for the ingredient you just selected.

4. Click  Edit an Ingredient.

The Enter Information for New Ingredient screen appears:
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5. Edit the information and, when done, click Submit. 

When the recipe is accepted, a screen appears with a message to that effect. If there are errors, messages appear directing you to the problem. Correct the errors and click on Submit again.
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