
  

Staying On Track  
Recording menus, meal counts, and attendance daily is an important part of successful food program 

participation. Not only is it a requirement stated in the CACFP agreement, but it also helps ensure you 

receive the maximum reimbursement you are entitled to.  
 
It only takes 5-10 minutes each day to enter your food program records in KidKare. If you record the 

information on paper and wait until the end of the week, you need 25-50 minutes of entry time, and 

you are doing double the work. Also, the chances of entry errors increase as the entry time increases, 

and entry errors cause claim deductions. Daily entry maximizes your time, keeps you in compliance 

with food program regulations, and helps prevent entry errors.  
 

Stay On Track 

• Keep your computer, tablet, or smartphone in an 
accessible location in your home.  
 
Keep your KidKare entry device on the same level as 

your childcare business. This will make daily 

recording easier. KidKare is a website so you can 

access it with most browsers using a computer, 

tablet or smart phone.  Even better, you can switch 

between them. You can enter breakfast on a cell 

phone and lunch on a laptop.  
 

• Record your meal and meal counts after the meal 

or snack is served.  

      Completing your menus and meal counts after each meal or snack is served will help with     

     accuracy and keep you in the habit of doing Food Program records daily.  
 

• Use E-Z Menus. EZ menus are preplanned menus created monthly by ACA.  You can print the 

month’s menus and a shopping list from the Member’s Only >> EZ Menu section of ACA’s 

website https://www.acainc.org/ez-menus.html   You can find the  E-Z Menus in KidKare  

under Meals >> Enter Meals. 
 
1. Be sure the items at the top of the screen are complete: date, non-infants, meal type and 

time. 

2. Click the blue EZ button on the top left of the menu screen.  

3. The menu will appear on the meal entry page. 

https://www.acainc.org/ez-menus.html


4. If you are making changes to the menu, be sure to click on the dropdown arrow next to the 

meal component you are replacing and select the food you are serving. For example, the 

menu shows pineapple, but you are serving apples.  

5. If the grain served is whole grain-rich, slide the whole grain-rich slider to “Yes”. 

6. Enter the children participating in the meal/snack and click the “Save” button. 
 

• Create preplanned, reuseable “MyMenu”. 

1. You can create a reusable, preplanned menu under Meals >> Add/Edit Menus.  

2. Click the + Add Menu button on the right of the screen.  

3. At the top of the screen, indicate the meal type for the new menu.  

4. Give your menu a name.  

5. Select the different food items and save them once you've finished.  

6. Scroll down to view your menu or go to the top of your page to change the filter settings.  
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https://theicn.org/cnrb/recipes-cacfp-homes/


•   Use Menu Templates.  

      1. You can select a pre-planned menu by going to Meals >> Enter Meal.   

      2. Be sure the items at the top of the screen are complete: date, infants or non-infants, meal  

       type, and time.  

3. Click the Menus button.  

      4. A list of your pre-planned menus (My Menus), and ACA provided menus (Master) will     

       appear.  

      5. Select the menu you want.  

      6. Save and you're done!        

        

 

 

   

 

  

 

 

 

 

 

 

•   Schedule meals using the Meal Planner.  KidKare allows you to plan your menus ahead of       

   time, even several weeks in advance and   print a weekly schedule to post in your childcare or    

   use as a guide when grocery shopping.  
 
     1. Go to KidKare>> Calendar 

      2. Select the “Schedule Meals Calendar”  

 



     3. Select infant or non-infant  

     4. In the calendar, click on the day you are scheduling meals and snacks, 

     5. Select infant or non-infant  

     6. A screen pops up where you can pre-record menus for the day. You may schedule “EZ”     

      menus, “MyMenus”, or enter new menus in the screen provided.  

     7. Save. 
 
     On the date selected, the schedules meals will automatically appear in the “Enter Menus”     

    screen.  

 

• Print Scheduled Menus 

1. Go to KidKare>>Reports>>Menu Planning>>Scheduled Menus 

2. Enter the date range (today, current week, current month, etc.) 

3. Click the green”RUN” button. Your scheduled menus will appear on the screen. 

4. Click “Print” if you want to print them. 
 
   •   Emergency Backup Records. At times, it may be impossible for you to enter the day’s menus,  

     meal counts, and attendance before midnight. For example, your internet may be down, or   

     your computer may be broken. In these situations, you need to keep Emergency Backup      

     Records  on paper. These records must contain the same information as if you entered them in 

     KidKare. 
 
      Fortunately, KidKare has a helpful worksheet you can use. Print a few of these to  have on     

     hand. The Daily Meals Worksheet is found in the Reports section of  KidKare              

     (reports>>worksheets>>daily meal worksheet). This worksheet is populated with the names  

     of all active children in your care. It includes a section to record  your menus by meal        

     component. It also includes boxes to check for daily attendance and meal counts. Once you   

     are able, you can transfer the information from the Emergency Records into KidKare. Be sure  

     to  keep the paper records. You may be asked for them during a home visit.  

 

      KidKare also has another worksheet which may be helpful. It is the Weekly Attendance      

     Worksheet (reports>>worksheet>>weekly attendance worksheet).  This worksheet also lists  

     the name of all  active children in your care. It allows you to record attendance and meal     

     counts for a  week. Menus need to be recorded separately.  

 

 

 

 

 

 

 

 



Did You Know? 

  If you are not home when your program advisor arrives for a visit, they will conduct the visit 

with your substitute. Be sure your substitute knows where you keep your food program 

records (enrollments, enrollment renewals, special diet statement, childcare license, license  

      variance, etc.) 
 

       Time in and time out sheets showing a child’s daily attendance are not an acceptable as meal 

      counts on the CACFP.  Meal counts must be recorded for each meal or snack. 
 
       Emergency backup records must be kept on site.  Records not available at the time of a home 

      visit will be disallowed.  

 

Remember 
 
      CACFP recordkeeping takes minutes each day. Find a method that works for you and make it   
     a habit. You will find this simple step eliminates many food program errors and helps you     
     receive all the reimbursement you are entitled to.  If you have any questions, please contact   
     ACA. 

       

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

This institution is an equal opportunity provider. 


