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How To Guide - Multi-Menu Delivery Report

Once ordering has completed you will need to generate the reports. In addition to the Daily reports it is
possible to produce a Delivery report for multiple days.

1. Gotothe "ORDERS" tab => "Current Schedules" => select the schedule to go to the schedule
summary page.

2. Scroll down to the bottom of the page and click the small button "Multi-Menu Delivery Report".

3. Select the menu dates that you want to include in the report and optionally select the classes and
the "Paper Size".

4. Click the "Generate Report" button to produce the PDF. The report columns will list the menu
date and each item for the selected menu dates.
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