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Create New Food Categories

Adding a New Food Category
1. From the menu to the left, click Foods.

2. Click Food Categories.

3. Click Add Category. A pop-up opens.

4. Click the Name box and enter a name for this category.

5. Click the Spanish Name box and enter a Spanish name for this category (optional).

6. Click Save.

Editing Food Categories
1. From the menu to the left, click Foods.

2. Click Food Categories.

3. Locate the category to edit. You can click the Name box or the Spanish Name box and begin typing a food

category to filter the list.

4. Click the category to edit.

5. Update the name and/or Spanish name, as needed.

6. Click Save.

Deleting Food Categories
Before you can delete a food category, you must move all foods assigned to that category to a different
category.  To do so:

1. From the menu to the left, click Foods.

2. Click Food List.

3. Click the Category drop-down menu and select the category you are removing. The foods assigned to that

category display.

4. Click the first food in the list.  The Edit Food page opens.

5. Click the Category drop-down menu and select a new category for this food.

6. Click Save.

7. Click  at the top of the page to move to the next food.

8. Repeat Steps 7-9 until all foods have been removed from the category you are deleting.

https://dyzz9obi78pm5.cloudfront.net/app/image/id/5c630cb38e121c8c1377842a/n/add-foot-cat.png
https://dyzz9obi78pm5.cloudfront.net/app/image/id/5c6310576e121ca57f15e0e5/n/month-fwd.png


Now, you can delete the category.

1. Click Foods.

2. Click Food Categories.

3. Select the category to remove.  A pop-up opens.

4. Click Delete.

5. At the Are You Sure prompt, click Delete.


