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How To Guide - Inserting Menu Headings 

A menu is a set of one or more menu items.  Menu headings are used to break a large menu into 

segments such as "Entrees", "Drinks" and "Snacks" for example. 

1. Go to "ORDERS" tab => "Current Schedules" => select the schedule to go to the schedule 

summary page. 

2. Click the "Menus" or "Manage Form" button at the top of the page. 

3. Click the third icon beside the menu title to "Manage Menu Items".  

4. Click the "Insert Heading" button to add a new menu item to this menu. 

5. Enter the Heading title and click the "Insert "New" button at the bottom. 

6. The new Heading can now be dragged up to the location you want by clicking and dragging the 

row. 

7. Click the "Save Row Sort" button when you are done to save the changes. 

  

 


