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LOGGING IN 

  *Colors and fonts may be different than the live environment. 

 
Website:   https://centro.order.revfoods.com/ 

 
All users will receive a link to create a login and password. Please check your spam 
folder. Many organizations might also block the email all together.  
 
The link is only available for 24 hours. If you do not receive an email, you can go 
directly to the website and click “Forgot your password?” to register without the link. 
If the link is expired, an error message of ‘Invalid Token’ will populate.  

 

 

 

 

● Your login username will be your 
email.  

 

● The Password must be at least 6 
and at max 100 characters long. 
Passwords must have at least one 
non-alphanumeric character. 

 

 

 

  

https://centro.order.revfoods.com/


 

 

LOGIN LANDING PAGE AND DASHBOARD  

 

Once logged in you will go straight to the Centro Dashboard or if you place orders 
for more than one delivery site, you will first select the delivery site, then you will be 
taken to the Dashboard. For example: 

 

 

You can use the search bar to find the delivery 
site you are looking for or click on the “Order By” 
drop down for these options: 

       

The following information can be found on the Multiple Delivery Site Dashboard:  

 

1. Date of the last order that was placed for the site. 
2. Who last placed the order.  
3. The IP Address of the user who last placed the order. 
4. Next Order Missing Date  
5. Account Status  
6. Pending Days without Orders  



 

 

 

DELIVERY SITE ORDER PAGE DASHBOARD 

 

Once you have selected the delivery site, you will be taken to the Delivery Site Order 
Page Dashboard.  

 

 

 

 

From time to time, you may see a notification on the top of the dashboard with 
pertinent information about your orders and other customer information.   

 

 

  



 

 

CALENDAR OVERVIEW 

 

The Calendar Overview shows you a 
snapshot of the current month’s orders. 
Dates with a green dot have orders 
placed for all meal types, yellow dots 
show dates that only some of the meal 
types have orders, red dots are no 
orders have been placed. A grey circle 
over a date represents a holiday where 
no meals are being offered. 

 
 

 

EXPORT CALENDAR 

 

There are 3 options to export the monthly 
calendar. The month you are viewing will be 
the menus downloaded:  

1) Download ordered menu with orders  

a) Downloads your selected meals with 
order quantities  

2) Download ordered menu without orders 

a) Downloads your selected meals 
without order quantities 

3) Download full menu 

a) Downloads all meals offered during 
the selected month. 

 

  

 



 

 

PLACING ORDERS 

 

 

 

You can begin placing orders by selecting the Place Order button on the top right 
corner of the page.  

You can also click on the date you want to 
place an order in the Calendar Overview and 
select the meal type you would like to place 
orders. 

 

 

 

Once in the ordering screen, you can also choose desired meal type or Extras 
Section from the meal drop down or the desired date from a calendar view. 

 

 

 

 



 

 

MEAL PERCENTAGES / RATIOS 

 

*If your site is “Serve Only” this next section will be blocked and all values will be 
set at 100%.  

The Menu & Nutrition team set 
minimum and maximum percentages 
to help our school partners meet meal 
program compliance requirements.  

 

Setting meal percentages also allows 
for faster and easier ordering. 
Percentages are filled out for daily milk 
orders, fruit orders, and vegetable 
orders. Once you select the percentages by meal type, you just need to place 
orders for the desired entrées and the percentages will be distributed by category 
(milks, fruits, vegetables).  

 

Each new month you will see the red banner which means the meal percentages 
need to be placed for one or more menus. Meals cannot be placed until all 
percentages for the month are set up.  

 

  



 

 

DAILY MILK PERCENTAGES 

The percentages you are setting in this section are for the daily offerings of milk.  

Breakfast Milk  

For breakfast, two (2) milk types are available to 
order daily: fat-free white milk and 1% white milk. 
In the School Breakfast Program (SBP), you must 
offer students at least two different options of 
fluid milk during meal service. Thus, you must 
order both fat free white and 1% white milk to have 
both offerings available for students.  

 

The lowest allowable percentage is 5%. The maximum allowable percentage total is 
100%. You must put a value in both categories for breakfast. Once you’re done 
entering your percentages, click save. 

Lunch Milk 

For lunch, three (3) milk types are 
available to order: fat-free white milk, 
fat-free chocolate and 1% white milk. 
In the National School Lunch Program 
(NSLP), you must offer students at 
least two different options of fluid milk, 
including unflavored milk during meal 
service.  

 
 

The lowest allowable percentage is 5%. The maximum allowable percentage total is 
100%. You must put a value in both categories for lunch. You will always need to 
order the minimum of 5% of the 1% white milk. You have the choice to offer one or 
both of the fat-free milk types (white or chocolate).   

If you add a number less than the minimum quantity, you will get an error message. 
Simply click on the error message to clear it. Once you’re done entering your 
percentages, click save. If you add a total that is higher than 100%, you will get an 
error message.  



 

 

FRUIT PERCENTAGES   

 

Fruit must be offered during all meal services. All fruit portions offered on the 
breakfast, lunch, and supper menus are equivalent to ½ cup serving of fruit. For the 
snack program, ¾ cup equivalent fruit portions are offered.  

The percentages you are setting in this section are for all the fruits that appear on 
the menu throughout the month. Thus, each time the fruit appears on the menu, the 
elected percentage is used for the fruit distribution.  

Breakfast Fruit 

In the School Breakfast Program 
(SBP), you must offer students 1 cup 
of fruit daily. Our menus are designed 
to offer 2 fruits (each a ½ cup portion) 
daily. Each breakfast meal must 
include a ½ cup of fruit (1 portion) to 
be compliant.  

 

In the breakfast fruit percentages 
section, you will see all fruit that will 
be offered that month. You must 
enter a percentage between 5% to 
100% for each fruit. Setting these percentages helps prevent under-ordering of 
either fruit option. Once you’re done entering your percentages, click save. 

 



 

 

On occasion, there will be a breakfast 
entrée offering with the fruit included (i.e. 
yogurt parfait w/ berries). 

In these cases, any additional entrées 
offered on the same day will also have a 
fruit included in the meal. These fruits are 
not reducible. 

On these dates you will only see 1 fruit 
offered in the fruit section. 

 

 

Lunch Fruit 

For lunch, you must offer students ½ cup of 
fruit (1 portion) if they are in grades K-8 or 1 
cup (2 portions) if they are in grades 9-12. 
Unlike the breakfast program, for a 
compliant meal students can take 3 of the 
5 offered components, including ½ cup of 
fruit OR ½ cup of vegetable.  

You must enter a percentage between 5% 
to 100% for each fruit. Setting these 
percentages helps prevent under-ordering 
of the daily fruit option. Once you’re done 
entering your percentages, click save.  

 



 

 

VEGETABLE PERCENTAGES 

 

For lunch, you must offer students ¾ cup 
of vegetables if they are in grades K-8 or 
1 cup if they are in grades 9-12. Unlike the 
breakfast program, for a compliant meal 
students can take 3 of the 5 offered 
components, including ½ cup of fruit OR ½ 
of vegetable.  

 

You must enter a percentage between 
5% to 100% for each fruit. Setting these 
percentages helps prevent under-
ordering of the daily vegetable option. It 
also helps prevent food waste. 

 

 

Although setting percentages is a mandatory step every month, 
there is a button to use the “Same as Last Month Percentages” 
for an even faster ordering process.  

If there are new milk types, fruits or vegetables that were not 
offered in the previous month’s menu, those will still need to be 
set. This also applies if a new item is offered during the month.  

 

 

 

 

 

 

  



 

 

REDISTRIBUTE & SAVE 

 

If at any time during the month you decide to update your percentages, the new 
percentages WILL NOT automatically distribute to any orders already placed. The 
new percentages will only apply to NEW orders.  

If you would like to apply the new percentages to your existing orders, there is a 
button called “Redistribute & Save.” You can go to each day with placed orders and 
use this button to update the fruit, vegetables, and milk with the new percentages.  

 

 

  

 

 

 

 

 

 



 

 

ORDERING MEALS 

Once all percentages are set you can place meal orders.  

Select the meals you want to order. When you save the order, the percentages will 
distribute to the fruits, vegetables and milk. Note: You can still change the number of 
fruits, vegetables or milk but you will not be allowed to order less than the required 
minimum in accordance with the amount of entrées ordered.  

Once you have completed the selection for a given day, there are a few options to 
continue:  

1. Save – Saves your order for the day and keeps you in the same day.  
2. Save & Next Day – Takes you to the next order date for the same meal.  
3. Save & Next Meal – Takes you to the same order date for the next meal (i.e. if 

you are ordering breakfast, then it takes you to lunch for the same day).  
4. Same orders for a Date Range – This option allows you to order the same 

amount of meals for the selected date range. For example, if you ordered 100 
meals of the main entrée and 50 meals of the daily sandwich option, this 
option will order 100 of the main and 50 of the sandwich everyday for the 
selected range.   

 



 

 

ADJUSTING DAILY FRUIT, VEGETABLE AND MILK 

 

Once your meal order is placed and saved, the amount ordered will distribute to the 
fruit, vegetables and milk offered on that day. You can override these amounts after 
they have been distributed. 

  

 

SOLD OUT ITEMS 

To ensure that substitutions are kept to a minimum and our vendors have ample 
time to ship our orders, there are some meal entrées that will have a limited 
number of orders available.  

In these cases, you may see an item that shows “Sorry, this item is sold out.” The 
order area will be greyed out and you must choose another item.  

We encourage you to place your orders for the entire month as soon as menus are 
made available to avoid missing out on these items. 

 



 

 

EXTRAS 

 

All sites will have access to a section 
called Extras. The following items are 
under the Extras category:  

1. Ketchup  

2. Mustard  

3. Mayonnaise  

4. Hot Sauce  

5. Sporks  

6. Meal Service Trays 

7. Syrup 

 

 

These items can only be ordered by the case for delivery. These are provided at no 
additional charge. Deliveries are made on Tuesdays for Day-Ahead Delivery sites 
and Wednesday for Same-Day Delivery sites. 

There will be a maximum number of cases per item that can be ordered depending 
on the number of meals ordered weekly.  

Example: A case of ketchup has 500 packets, if you order an average of 2,000 
meals a week, you will be able to order a maximum of 4 cases.  

  

 

Extras  



 

 

SPECIAL REQUEST OPTIONS 

 

Special Requests are requests for meals that fall outside the normal day-to-day 
meal service.  

At the top of the Dashboard, next to the Place Orders button you will see the Special 
Request button.  

 

 

There are 3 Special Request categories:  

1. Meals  
2. Last Minute Requests  
3. Allergy Friendly Meals Enrollment  

 

  

 
 



 

 

SPECIAL REQUEST MEALS 

 

Under the Meals section, there are options for Field Trip Lunch Requests, Pizza 
Requests, and Grill Day Requests.  

 

 

 

 



 

 

SPECIAL REQUEST MEALS – FIELD TRIP LUNCH REQUESTS 

 

Sack lunches for field trips will not be 
available on your daily meal orders page. 
You must submit the Field Trip Request form 
to have these meals added to your menu.  

The request form must be filled out in its 
entirety before submitting. 

Fruits and vegetables will all be packaged 
together in the field trip meal and are not 
reducible.  

 

You may request allergy friendly meals 
(free of the top 9 allergens) to take on your 
field trip. Add in the notes how many of 
these meals you need. 

 

 

IMPORTANT! If you have already placed meal orders, it is the school’s 
responsibility to deduct meals from the regular lunch orders. Credits will not be 
applied for over-ordering of meals due to field trips. Once the request is approved 
or denied, you will receive an email. 

SPECIAL REQUEST MEALS – PARTY PIZZA DAY REQUESTS 

Party Pizza Day is when pizza is ordered directly from a 3rd party pizza vendor. 
Revolution Foods delivers fruit, vegetables, and milk; the main entrée is delivered 
directly by the pizza store location.  

Requests must be submitted with a minimum of 2 weeks’ notice but can be 
submitted as soon as the monthly menus are released. There is a maximum 



 

 

capacity of orders for each store, so it is recommended that you place your request 
as soon as possible.  
 

Things to consider when placing your requests:  
- The earliest delivery time will be 10:30AM 
- Sites must order by the pizza pie. One pie = 8 slices  
- Toppings available are cheese and pepperoni. 
- We can accommodate up to 2 individual deliveries of pizza. These 2 deliveries 

must be an hour apart. 
- We will need a 2-week lead time and can accommodate order adjustments 

with 1 week lead time. Adjustments must be processed by the Customer 
Experience team (customerservice@revolutionfoods.com) do not make 
changes directly in Centro.  

- Sites should not communicate with pizza stores for any purpose, all 
communication will be through Rev Foods.  

 

The pizza form will calculate the number of meals based on the pies ordered for 
each delivery. Then you must add the amount of fruit, vegetable of the day, and 
milk desired on the date of your request added. Select save to submit your form.  
 
Before submitting the form, you must agree to the terms and condition statement 
at the end of the request and the additional $0.56 per meal fee.  
 

 
 
Once the request is approved or denied, you will receive an email.  



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

SPECIAL REQUEST MEALS – Grill Day REQUESTS 

Grill Days events are an exciting 
reimbursable meal option. Our Grill team will 
grill on-site at your school. There are limited 
events available daily and dates are on a 
first come first serve basis. A minimum of 2 
weeks is required for requests.  

Offerings may vary by region. Grill Days are 
not available on Mondays. Check with your 
Customer Service Manager for details.  

To request a Grill Day, Select Book Now! 
Choose a date on the BBQ Calendar. Fill out 
the form.  

*Grill Day’s may be subject to a service fee.  

 

 



 

 

 

Meal orders should be placed monthly, but changes can be made to Centro directly 
before Monday at 5PM for the following week’s orders.  

Should an urgent matter arise, and you need to modify an order after the cut-off 
date, you may submit a Last Minute Request.  

  

First, select the desired date of the order you need to change.  

  

Once the date is selected, all available meal options and your current orders will 
appear.  

 

The first column that is greyed out is the current order placed in Centro, you will 
enter your new or updated request in the “Modify to” area. Select save to submit the 
request. You will receive an email once your request is approved or denied.  

You will be able to see the pending, approved, or denied requests on the Special 
Requests main page.  

SPECIAL REQUESTS – LAST MINUTE REQUESTS 



 

 

SPECIAL REQUESTS – ALLERGY FRIENDLY MEALS ENROLLMENT  

 

Our Allergy Friendly meal program is 
designed to provide meals for students who 
have an allergy to any of the top 9 major 
food allergens as defined by the FDA.  

1. Milk  

2. Eggs 

3. Fish  

4. Crustacean Shellfish  

5. Tree Nuts 

6. Peanuts 

7. Wheat  

8. Soybeans  

9. Sesame 

 

If a student has an allergy to any of the top 9 allergens their meal service can be 
accommodated within our program. For a full guide on Allergy Friendly Meal Policy 
please see the customer handbook.  

To create a new request for Allergy Friendly Meals, click on “+Create new request” 
within the Allergy Friendly Meals Enrollment section. 

  

The formal documentation must be managed by the school site. Revolution Foods 
does not require schools to submit specific student Medical Statements for privacy 
reasons.  

 



 

 

 

The Medical Statement Form must be uploaded, and all fields must be completed 
to submit a request. When the request is submitted, documents will be reviewed for 
approval or rejection. Once your enrollment is approved, the meals will be made 
available to order on your daily order screen. 

To view your enrolled students, select “View All”. In this section you will see the 
starting date, active meals, and status of enrolled students. If a student is no longer 
participating, you can request to unsubscribe students from this area.  

 

  



 

 

SUBMITTING DAYS OFF 

Submitting days off is an important step to ensure that you are placing orders 
successfully. A Day Off is any day that your site will not need to order meals. 

This is a crucial step because:  

1. Enables Rev to plan for overall meal demand. 

2. Prevents you from ordering meals when you 
do not need them.  

3. Opens more options for “out of the norm” 
delivery dates. 

4. Additional information provided enables a 
calculator to determine whether your delivery 
could be eligible for more meal options, rather 
than only shelf stable!  

To get started, click on Hamburger Icon at the top left corner of home page to select 
the Days Off option. In this area you can see the previously approved days off as 
well as submit new days off.  

To submit a new day off, click on actions and “Create New Day Off.” 

 

 

 

 

 

 

 

 

 

 



 

 

Choose Delivery Site, can choose multiple if same days off are needed 

 

 

 

 

 

 

 

 

To add a new day off, add the start date and end date. Select reason from drop-
down list. Click on submit 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

If a site has meals ordered online for a day off – the system will show the following 
message. 

 

 

 

 

 

 

 

 

 

Alternate Delivery Date is required, click on calendar and select appropriate date 

This is required for same date of delivery 

  

  

 



 

 

DAILY MENU PRODUCTION RECORDS 

 

Daily menu production records (MPR) are available to access from the main menu. 
Records up to 2 days in the future can be downloaded. It is recommended that you 
print your records daily and use them to record the number of meals received, 
overages, shortages and leftovers. Sites should also be recording the condiments 
used from their Extras “inventory” for the day’s meal service.  

Fill out desired range date, menu type and meal type. Select search records, you 
can download one at a time or choose to download all.  

 

 

DELIVERY SITE INVOICES 

 

Invoices can be downloaded directly from Centro for all your assigned delivery sites. 
Select Delivery Site Invoices from the main menu. You can see and download your 
invoices in various ways.  

You can select one Delivery Site, multiple or all. You can specify a date range to 
search for invoices. The default range is the last 2 months of invoices.  

NOTE: When selecting the date range, you must select the entire month to populate 
that month’s invoices. For example, January 1- 31, must be selected to populate the 
January invoices. Selecting only a partial month’s date range (i.e. January 2-10) will 
not return any results.  



 

 

Once your selection is done, press the red search button. You can download one 
invoice at a time by clicking the download button next to the invoice, or you can 
select the download all feature.  

 

Depending on the number of invoices you have, the Download All feature will take a 
few minutes to complete. Once completed, you will get a Zip file with all the invoices 
requested.  

 

 

 


