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How To Guide - Complimentary Orders
[bookmark: _GoBack]
Complimentary orders are those that are being paid by the lunch program for families in need.  This is a courtesy to support those families who otherwise would not be able to participate in the school lunch program.
The order must already be entered into the system:
1. Go to the "ORDERS" tab => hover over "Current Schedules" => select the schedule you are working with ( this will take you to the schedule summary page)
2. Click the "View Orders" button at the top of the page
3. Click the "Unpaid" button in the second row at the top of the page and you will see a list of the unpaid orders in the selected schedule
4. [image: C:\Users\Mark Fester\Documents\websites\hotlunches.net\admin\images\icons\complimentary.png]The last icon at the end of the row will allow you to change the status of the order to "Complimentary" and will post a credit to the parent's account to offset the total owing for 
the order

The main advantage of this is that should the order be edited for any reason the amount of the credit is adjusted according to the change in the order total.
You will also be able to determine the total of all the credits by running a "User Account Transactions" report.
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