
Ordering Field Trip 
Meals in Titan



Questions? Email your field coordinator and CC: info@mywaycafe.org
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Planning your production records before a meal

1. Log in to Titan: https://portal.titank12.com/

2. Navigate to Menu Planning > Production Records

3. Click the pencil to edit the lunch meal

  

4. Select the date that you need to plan your field trip meals for. 

a. Dates in green are already planned, dates in red have not yet been planned. 

b. Click the arrows or use the drop down menu to change months. 

Questions? Email your field coordinator and CC: info@mywaycafe.org
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5. In the search bar type in > Field Trip Meal and select. A field trip meal will be added to 
your production record. 

 6. Write the number of servings planned for the field trips in the Reimbursable Planned 

column. Non-Reimbursable Planned is only for adults who purchase meals. 

7. When you’re all done, scroll down and click Plan on the bottom-right corner. When 

the Production Record is planned: 

 8. To plan the Production Record for the next meal, click Production Records again. 

All Planned Production Records will show up green on the calendar. 

Questions? Email your field coordinator and CC: info@mywaycafe.org
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Once you are done planning your production record please create an order guide for a field 
trip meal delivery. Please following the “Ordering Guides and Warehouse Transfers” 
instruction. 

mailto:info@mywaycafe.org


Submitted your Ordering Guide but 

forgot to add an item?

1. Go to Items > Warehouse Transfers.

2.  Click the blue “Add New Transfer” button in the top right.

3. Receiving Warehouse, Delivery Address, and 

Fulfillment Warehouse should all already be filled out. 

If not, select the correct entries and the 

Fulfillment Warehouse is “Central Warehouse.”

4. Change the expected date to the delivery date of the 

order that you wish to add the item to by clicking on the 

Calendar icon and clicking the desired date.

Questions? Email your field coordinator and CC: info@mywaycafe.org
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5. Type the item that you need into the search and click the correct entry result. You can 

repeat this step to add any number of items as well.

6. Enter the desired amount(s) into the textbox that appears. Also, make sure the Unit Of 

Measure is correct.

7. Click the blue “Request Transfer” button on the bottom right of the page (you may have 

to scroll down)

8. Field Trip Meal Components (subject to change):

Questions? Email your field coordinator and CC: info@mywaycafe.org
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