[image: ]

How To Guide - Restricting Access to a Menu
[bookmark: _GoBack]A schedule is a set of menus and may contain one menu or more menus.  Each menu may a title and a set of menu items that can be ordered and typically a menu date (for hot lunches).
It is possible to limit a menu to a selected list of classes.
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: ]Click the "Edit" icon beside a menu date.
4. Scroll to the bottom the of the form and change the setting the "Classes" field to "Selected Classes" and then use the "CTRL" or "Command" key to click on the classes that will have access to this menu.  "Staff" will always have access to every menu.
5. Then click the "Update Menu" button.
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