[image: ]
How To Guide - Deleting and Generating Menus
[bookmark: _GoBack]A schedule is a set of menus and may contain one menu or more menus.
1. Go to "ORDERS" tab => view "Current Schedules" => select the schedule (takes you to the schedule summary page.)
2. Click the "Menus" or "Manage Form" button at the top of the page.
To delete a menu, click the "delete" icon beside the menu and confirm the delete.
3. Generating missing menu dates is done by clicking the "Generate Menu Entries" button at the bottom of the list of menus.  The system will generate menus based on the start schedule date, the end menu date and the selected "Menu Days".
4. New menu entries will appear at the bottom of the list of menu dates and can be sorted by clicking the "Sequence By Date" button at the bottom of the screen.
Once you have completed the menus the schedule is ready for parents to place orders.
	

www.hotlunches.net		sales@hotlunches.net
image1.jpg
BT ) . O
Sthware Making life easier, one application at a time




