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How To Guide - Sorting Menu Items
[bookmark: _GoBack]A menu is a set of one or more menu items.  It is possible to edit individual menu items and to arrange the sequence of the items on a menu.
1. Go to the "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. [image: C:\Users\Mark Fester\Documents\websites\hotlunches.net\admin\images\icons\menu.png]Click the third icon beside the menu title to "Manage Menu Items". 
4. The displayed menu items can be moved by moving the mouse over a menu item and clicking and holding the menu item row while moving the mouse to drag the row up or down in the list.
5. When all the menu items have been dragged to the correct location you are done.  The row sorting is saved automatically.
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