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How To Guide - Entering Extra Revenue and Expenses
On a lunch day you may have extra expenses for napkins, utensils, condiments, etc. or you may have extra revenue if you sold some of the "extra" items ordered.  These expenses and revenue need to be tracked and can be entered into the system from the Schedule Summary page.

1. Go to "ORDERS" => "Current Schedules" and then to the Schedule Summary page for the schedule.
2. Scroll down to the "Order Details for Selected Menu" section, select the menu date and click on the "Update Totals" button.
3. Scroll down and enter a "Description" for the transaction, typically the items purchased or perhaps "Revenue from Concession Sales".
4. Indicate it the entry is an "Expense" or "Revenue".
5. Enter the "Amount" for each "Description" entry line.
6. Click the "Update Totals" button to save these additional entries.

These amounts will now be included in the "Menu Totals" report and the "Schedule Summary" report.
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