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How To Guide - Entering Paper Orders
Entering paper orders is done from the schedule summary page.

1. [bookmark: _GoBack]Go to the "ORDERS" tab => hover over "Current Schedules" => select the schedule.
2. Click the "Paper Order" button at the top of the page.
3. Enter the child's name and if the child appears in the box below the entry field select them by clicking on the entry, otherwise enter the child's name in full.
4. If the child does not appear in the drop-down box, select their class and enter the parent's information.  If the parent appears in the drop-down box select them by clicking the entry, otherwise enter their name in full and their contact information.
5. Place the order for the child by selecting items in the order form.
6. Click the "Place Order & Proceed" button.
7. [image: C:\Users\Mark Fester\Documents\websites\hotlunches.net\admin\images\icons\money.png]On the next screen click the "$" icon to post a payment to the parent's account or 
click the "Paper Order" button to enter another order.
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