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How To Guide - Concession Orders
[bookmark: _GoBack]The "Concession" order is for the "extra" items that you wish to order for a given menu date.  These items may be given to children or sold at a concession.  Entering the "Concession" order is done from the schedule summary page.
The "Concession" order can be edited at any time.
1. Go to the "ORDERS" tab => hover over "Current Schedules" => select the schedule.
2. Click the "Concession Order" button at the top of the page.
3. Beside each menu item will be a number that indicates how many of this item have been ordered already.  This allows you to know which items are the most popular and to know how many you can order to make up full packages.
4. Enter the quantity of the items you want for "extras".
5. Click the "Place Order & Proceed" button.
The quantities ordered will be added to your "Supplier Order" but not to the "Delivery Report".  These items are part of your cost but not your profit as they have not been sold yet.
If you do manage a concession and sell the extra items, the revenue can be entered by going to the summary page and clicking the "Update Totals" button for the menu date.
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