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Administrator Management — Administrator Management is a listing of the administrators created
for your district. You can add new administrators for your district here. ......ccccccvevvvieiiiiciiicccee e, 6

Order Review — Order Review allows the admin to see a listing of all orders for a particular school,
user, student or grade for a selected date raNGe. .......cc.veeeieiiiie i e 7

Send Subscription Email — Use this feature to send an email to all registered users in MyMealOrder
Lo Lo YU T e 1] d o ot FA PRSP 7

Subscription History — Subscription History shows you the history of the subscription emails sent out.

.................................................................................................................................................................. 7
Send Negative Balance Email — This is a great feature to use at the end of the school year to help
collect payments for any negative balances that remain.........ccccceeeeeieeeiiiiiiiee e 7
Send Open Orders Email — This allows you to send emails to users that have items in their cart but
have not completed the transaction for the date range selected........ccccoevvcieiiirciiiiinciie e 7

Send No Orders Email — This allows you to send emails to users that have not placed a single order for
the date range SEIECLEM. ......oe i e e et e e e e be e e e et e e e s e ateeeeenbeeeeenreeeeennranas 8

School Announcements — This allows you to setup school announcements, with a start and end date,
that will pop up for users to see and ackNOWIEAEE. ......ccccuvveiieiiiiiiiie e 8

Bulk Manual Transactions — The Bulk Manual Transactions feature allows you to zero out the balance

for all selected accounts iN MYMEAIOIAEN...........ueieeiiiiie e e e e e e e e e sabae e e e earee e s enreeas 8
SOHOOLS: ettt s s s AR ARt n ettt 8
School Management — School Management lists all of the schools in your district.........cccccceecvieeenneen. 8

School Group Management — School Groups allow you to create and schedule the exact same menus
for multiple schools at once, assuming they offer the same menus. .........cccceccee e, 11

Teacher Management — Teacher Management lists all of the teachers that are setup in MyMealOrder.

................................................................................................................................................................ 12

Student Management — Student Management is a listing of all students in MyMealOrder for your

Lo 11 4 Tt AR ST PRSPPI 12

Holiday Management — Holiday Management lists all of the holidays that have been entered. ......... 14

Upload Documents — This feature allows you to upload any type of document and it will show on the

parent site, where the user will have the ability to download............cceeeeiiiiicii s 14
T OO D, ittt ettt ettt ettt e et e e et e e ——e e e ——e e ——e e e —eea——e e tee ettt anteeabeeeantee e teeabeeeateeeteeearteeareeennees 14

Food Item Management — Food Item Management lists all of the individual food items for your
Lo 1S g ot SR OO O T TP PP PPRUPPRTOUPRRUPONS 14

Meal Designer — Meal Designer is where the menus are built using the food items from Food Item
Y T T Y= 0= T 0 g 1= o | S PP PPPPPPTPPRPPPPORt 15

Meal Scheduler — Meal Scheduler is used to schedule the menus that you have built in Meal Designer
so that parents can order thesSe MEAIS. .......cocciiiii et e e e e eabee e e e nreeas 18
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Month Range — Month Range is used to set an ordering deadline for individual monthes. ................... 20

Block Meals — The Block Meal feature allows you to block a parent from ordering for a day when a
specific grade or teacher’s class will not be served a meal. .........cooeiiieiiiiiiii e 20

Order Meals for Free Students — This feature will allow you to order the first meal scheduled for the
date range for the selected Free STUAENTS. ........ooi it e e e 20

Point of Sale — This feature will allow you to place an order for students as they come through the line

or place an order for students that didn’t order prior to the deadline. ........ccooeveieeiieeiccee e, 20
TFEES AND AT IV LT L Sttt ett ettt ettt sb e sh et st st e e bt e s b e e sbeesaeesatesmb e et e e bt e beenneesneesaeeenneas 20
Categories — You can enter as many different categories for the various fees and activities your school
Lo i =T S TP U ST P PO PRUPOPRTOURURRNS 20
Fees and Activities — This link will show you a list of all of the fees and activities that are active........ 20

Collecting Additional Information for a Fee/Activity — Use the Collect Information to build questions
to collect additional information for a fee/actiVity. .......coeeeiuieeiiiiceeecee e 24

Ordering Fees and Activities for a student — This link will allow you to purchase a fee/activity for any

student. Click the link and select a student from the drop down list........ccccccveieiiiiiiiiiiciee e, 26
TFEES AND ACT IV I T TES REPORT S oottt ettt steesstte st e s tee e ste e s te e s saae e ssteesseesssseessaesnseessnseaesnnes 27
Activity Listing Report — This report shows a listing of all activities for the date range selected. ........ 27

Activity Detail Report — This report lists the Student Name, Teacher, Grade, Quantity and Amount
o= | Lo RS UR SRRt 27

Activity Detail Report by Date — This report lists the Student Name, Teacher, Grade, Quantity and
Amount Paid.The report is per activity and lists each individual student that paid for each activity....27

Activity Orders Report — This report lists each activity, the quantity of each activity purchased and the
total revenue for @ach ACLIVILY. .....coiciii i e s 27

Activity Revenue Report — This report lists the Student Name, Teacher, Grade, Activity and Amount
o 1o PSPPSR 27

Activity Daily Revenue Report — This report lists daily totals of all fees and activities purchased based
Lo a1 d = [0 1Y Lot a oY o I F=1 o TSRS 27

Activity Reconciliation Report — This report shows all transactions for purchased fees and activities
for the date range selected. It's only displaying CC and ACH payments. .......cccccceeeecieeeeeccieeeeeniiee e, 27

Cancelled Orders Report — This report shows a listing of all cancelled purchases for the date range
=] 1ot (=Y o PSSP 27

UnPaid Activity Detail Report — This report lists the Student Name, Teacher, and Grade. All activities
will be displayed in the drop dOWN. .......ooiiii i ebee e s e ebae e e e eaneeas 27

Paid/UnPaid Activity Report — This report lists all students for the selected activity and shows if they
have a status of paid for the activity or unpaid for the activity. ......cccocovieiiiiiiiiie e, 27

Activity Collected Information Report — Lists the activity, student and answers to requested
INFOrmMatioNTOr The ACHIVITY......eiiieeee e et e e et e e et a e e e e ata e e e e abaee e e aneeeaeas 28
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Admin Activity Orders Placed Report — Lists the orders placed by admins for students for fees and
Lot V7L [T TR 28

Student Activity Transfers Report — Lists the Students that have purchased activities for the selected

Lo Ll - =T RPN 28
Student Listing Report — Lists all students for the selected school. ..........ccoooeiiiiiiieiiccce e, 28
User Listing Report — Gives a listing of all user accounts at the selected school...........cccoovvveeierennnnns 28

Student Positive Balance Report — Gives a listing of students and their positive balances that are not

S0.00. <ottt ettt te e et et et et et et eaeeheeteeheehe et e b et e st enteateaeeheebeebebeebesentenseneereeteereatentens 28
ACH Rejects Report — This report shows all ACH payments that were rejected for the date range
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Activity Monthly Fee Report — This report will show total payments made for selected fee(s) by
[3270] 1 VORI 29
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Cafeteria Order - Lists out each individual item that was ordered for the date range and gives a
quantity for each individual item ordered as well as totals. ......ccccceeeeeiciiiieeie e 29
Teacher Order - Lists out each student and puts an X for each date the student has an order............. 29
Lunch Delivery By School - Lists each student and the items ordered. .......ccccceeecvieeeeiieeecccieee e, 29
Lunch Delivery By Teacher - This report is for all teachers or an individual teacher...........ccccccceeununnee 29
Lunch Delivery By Vendor - This report SNOWS ........ccoccuiiiiiiiiiiiciice ettt e e s e saaee e 29
Classroom Delivery Report - This report is for all teachers or an individual teacher. It lists each
student and the ItEMS OFAEIEA. .........uei i e e e e et e e e e abe e e s enbeee e ennreeas 29
Label Report - Lists out the student name, teacher and grade as well as the item(s) ordered............. 29

Orders Placed Report - This report lists orders for students based on the date range selected. Includes
date scheduled and date ordered, meal name and items ordered..........cccoeeeveeiiiiieeeeeeeeeeeeeeeeeeeeeee, 29

Vendor Delivery - If a Brand is listed in Food Item Management, this report will list out the items and
quantity ordered and it is broken out per vendor (Brand). ........cccceeecieeiiieiieeecee e 29

Milk Counts Report - Lists out milk counts purchased in various categories. .........cccoecvveeeeeiieeeeccinnenn. 29

F&R Counts Report - Lists the number of Free, Reduced and Full Pay meals purchased for each day for
Breakfast and TUNCR. ...ttt e st e sbe e e sabe e sbeeesateesabaeeaes 29

Free Students Purchase Report - Lists each free student and the number of lunches purchased for the
date range PEI STUAENT. cooie e e e e e e et e e e e e e e e e s n bt aeeeeeeesesnnreaaeeeaeeannns 30

Users of Free Student Report - This report shows a listing of users that have a free student(s)
associated With The USEr @CCOUNT. ...cocuiiiiiii ittt st e st e e st e e sbe e sbaeesabaeenes 30

Open Orders Report - This report will list all users that have items in their cart for the date range
] F=Y o =T RSP SPP PR 30

No Orders Report - This report will list all students that do not have a meal/item ordered for the date
(= 0= LI =] 1=l o =T PSRN 30
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Meal Items Ordered Report - This report allows you to get a list of students that have ordered a

specific meal or a specific food item for a specified date range. .......cccovvveeeiriiee i, 30
Admin Orders Placed Report - Lists out orders placed by Admin.......cccoecveviiiieiiiniiee e, 30
Student Listing Report - Lists the Students in selected district or individual school. ............cc.ccc......... 30
User Listing Report - This report gives you a listing of the active users in the district showing

username, email address and other user iNfOrMation. ........ccccuvvereiiiiiiiiiii e 30
Revenue Report - Lists each student individually and the total dollar amount for their order............. 30
Revenue By Month Report - Lists a summary of the total dollar amount for each month................... 30

Revenue Grade Report - Lists each grade and the total dollar amount for the orders for that grade.. 30
Order Revenue Report - Lists each student individually and the total dollar amount for their order. .30
Daily Revenue Report - Lists daily totals of all meal sales based on transaction date, not meal date..31
Daily Sales Report - Lists daily totals of all meal sales based on meal date, not transaction date........ 31

Sales by School Report - This report lists the meal sales based on meal date for each school selected,
for the date range SEIECLEM.........oei i et e et e e e et e e e e eabae e e e nbeeeeenreeas 31

Sales Item Report - List items ordered 0N date........cceeiieiiiiiiciiie e 31
Meal Sales Report - Lists meals and ala carte items sold on date range with prices and price totals...31

Customer Balance Report - The Customer Balance report shows the Users positive or negative
balance as of today as well as the value of Purchased Meals for the date range selected. .................. 31

Refund Report - This report shows a listing of all cancelled meals for the date range selected............ 31

Student Positive Balance Report - Gives a listing of students and their positive balances that are not
S0.00. 1ottt sttt et et et n e h e Rt eh e he et et et e n e en e e Rt e Re e Rt e b e ete b e te s en e e st eneenenbesrenaentens 31

Student Negative Balance Report - Lists out all students with a negative balance and their current
DAIANCE. ..ttt et e e s be e e h b e e s te e s bt e e sabeesbeeeateesbaeeaees 31

Manual Transaction Report - This report shows a listing of manual transactions for the date range
£ =Tt =T PSRRI 31

ACH Reject Report - This report shows all ACH payments that were rejected for the date range
=] 1= o =T PR 31
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Fees And Activities

Categories
Fees And Activities
Qrder Activities for Students
Reports

Activity Listing Report

Detail Report

Admin Activity O

Student Activity Transf
Student Positive Balance Report
Negative Balance Payment Report
ACH Rejects Report
Activity Monthly Fee Repart

Reports
Order Reports
Cafeteria Order
Teacher Order

Lunch Delivery By School

Lunch Delivery By Vendor

Classroom Delivery Report

vendor Delivery

Milk Counts Report

F&R Counts Report

Users of Free Student Report
Open Orders Report
No Orders Report
Mesl items Ordered Report
Admin Orders Placed Report
Student Listing Report
User Listing Report
Student Barcode Report

Revenue Reports
Revenue Report
Revenue by Month Report

Revenue Grade Report

venue Report
Dally Revenue Report

Revenue Reconciliation Report

Administrator Management — Administrator Management is a listing of the administrators created for
your district. You can add new administrators for your district here.

User Management — User Management is a listing of all parent user accounts that parents have created
for your district.

User Name First Name Last Name User ID Balance Email Actions

RobbinsTest Robbins Test 6911 (532,500  robbinstest@test.com

- If you Edit a user account, by clicking on the pencil icon, you can view their account
information.

- You can also reset their password for them from this screen. Type in the new password in
the Password and Confirm Password fields and Save.

- You can apply a manual credit to the user account by clicking the * icon from the listing of
users. You can apply a manual Payment, Charge, Account Credit or Credit Card Refund. (A
Credit Card Refund does not actually refund directly to the credit card, it only creates a
credit in MyMealOrder). These manual transactions will create a credit or debit
automatically in MMO and email the user with the details.

- From the User Listing, you can click the calendar icon to get a listing of transaction history
for the user.
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Order Review — Order Review allows the admin to see a listing of all orders for a particular school, user,
student or grade for a selected date range.

- Thereis a tab for Meal Orders and a tab for Activity Orders.

- If you want to cancel an individual student’s meal, select the student or user from the drop
downs and enter the date range, select Purchased from the Status drop down and click
Review Orders. This will show you a list of purchased meals for this user/student. To cancel
an individual meal, click the Transaction button next to the meal you want to cancel. You
will get another listing of meals, find the meal you want to cancel and click the Cancel
button. You can enter a reason for the cancellation. This will remove the meal, apply a
credit to the user account and email the parent.

- If you want to cancel all meals for a specific day or days, don’t select a user or student, just
select your date(s) and select Purchased from the Status drop down. This will show a listing
of all meals purchased for this date range. Scroll to the bottom and click the Cancel button.
You can enter a reason for the cancellation. This will cancel all meals, apply a credit to each
user account and email each user.

- To cancel an activity, select the activity you want to cancel by clicking the check box next to
that activity and click the Cancel button at the bottom.

Send Subscription Email — Use this feature to send an email to all registered users in MyMealOrder for
your district. You can select an individual school, multiple schools or all schools. This feature has a full
text editor and allows for you to include attachments in your email. Any user that has opted out of this
email will not receive them.

Subscription History — Subscription History shows you the history of the subscription emails sent out.
- Click Message to see the message, which schools it was sent to and any attachments that
were sent out.

- Click Detail to see a listing of all users that the email was sent to, which users it was
delivered to and which users the message failed to reach.

Send Negative Balance Email — This is a great feature to use at the end of the school year to help collect
payments for any negative balances that remain. You can select an individual school, multiple schools or
all schools to send this email to. Any user account with a negative balance will receive the email letting
them know they have a negative balance. Users can logon to MyMealOrder.com and pay for a negative
balance at any time, even without ordering a meal.

Send Open Orders Email — This allows you to send emails to users that have items in their cart but have
not completed the transaction for the date range selected.

Page 7 of 31



-3MyMealOrder

Send No Orders Email — This allows you to send emails to users that have not placed a single order for
the date range selected.

School Announcements — This allows you to setup school announcements, with a start and end date,
that will pop up for users to see and acknowledge.

Bulk Manual Transactions — The Bulk Manual Transactions feature allows you to zero out the balance
for all selected accounts in MyMealOrder. This is typically used for users that no longer have students at
your school and have already been refunded their balance.

School Management — School Management lists all of the schools in your district.

Name District city

Adams Middle School USA District Athens

Franklin High School USA District Athens

Kennedy High School USA District Athens

Clicking the Edit icon (the pencil) will allow you to edit several settings for each school.
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School Order Timeframe
Contact Details n
<|;:ecy High ;chool USA District v CampusCode
Addrass 1 Address 2
z:c-ergia v .i.tl."ens e
:ﬁlécato@r-ltech.con“ Email 2
Phone 1 Phone 2
dedContent/1/Images/kennedy0253430749.png
Choose File Nao file chosen
School Groups Meal Period / Grade
All Elementary Schools 9
All High Schools Schools jIEI} -
All Middle Schools 12 “
Message v

- The top section has information related to the school, i.e. address, email address, phone
number, etc.

- You can enter a Disclaimer for each school that will be displayed on the parent side at the
bottom of the ordering screen.

- If you want an announcement displayed each time a parent logs in to MyMealOrder, enter
your message in the Announcement section. If no text is entered, no message will be
displayed to the parents. Click the “Enable Announcement” box to enable this feature.

- In MyMealOrder, you can block an individual user from ordering meals. If you want to
display a message for a user that has been blocked, enter your message in the Block Meal
Sale Message section.

- If your District is using the Manual Checkout Payment Option, you can enter the message in
the Manual Checkout Payment Message section that will be displayed at the final checkout
screens for parents that select this option.
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School Order Timeframe

Earliest Order Date v

300
The user can only order up to specified day(s) in advance.

n addition to the above order timeframe, the user should not be able to place any orders before and including

Select Date

(Leave this blank to disable the feature)

Meal Time Order Deadline

Use Rolling Days Deadline Use Weekly Deadline
Set the number of days and time required as the lead time for ordering. For example, 3 days by 23:592 (11:5% pm) would require a user to
arder on Monday by 11:59 pm for a Thursday meal. An order for Friday would need to be ordered by Tuesday by 11:59 pm, etc.

2 9:00

Reports will be available at 9:15.

Allow Deadline Override

- Enter the number of days that users can order in the future in the Earliest Order Date field.

- Inthe Order Deadline section, you have two options. You can set the number of days and
time required for ordering lead time or you can set the deadline day and time.
If you set the number of days required, the system will use this as the required lead time.
For example, 3 days by 23:59 (11:59 pm) would require a user to order on Monday by 11:59
pm for a Thursday meal.
If you set the deadline day and deadline time, that will be used for the ordering deadline.
This setting overrides the number of days setting. The deadline day and time sets the
deadline for ordering for the following week. For example, Wednesday at 23:59 (11:59 pm)
would be the deadline for ordering for the following week.

- You can also lock out ordering before a chosen date. Select a date if you want to lock out
ordering prior to and including the selected date. Leave this field blank if you don’t want to
use this feature. This is helpful if you don’t want users to order at the beginning of the
school year until a certain date.
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- Check the box “Allow Favorites” if you want to allow favorites, which is a feature where
users can select items as Favorites and then order those Favorites with one click.

- If you want to inactivate a school, uncheck the “Active” box.

- If you want the users to see the Menu Title, which is recommended, check the box “Show
Menu Title”. When enabled, parents will see the name of the menus you have setup instead
of a listing of the individual food items in the menu on the calendar view.

- Select which School Groups this school belongs to. School Groups allow you to create and
schedule the exact same menus for multiple schools at once, assuming they offer the same
menus. This makes it quicker and easier to manage the menus.

- Enter the Grades for the school in the Meal Period / Grade box. These grades are used for
students in Student Management and when sorting and selecting specific grades on reports.

Name District city

Adams Middle School USA District Athens

a

Franklin High School USA District Athens

@

Kennedy High School USA District Athens

@

Clicking the Meal Options icon (the asterisk *) will allow you to edit several settings for each school.

Meal Type Rules

School Options Per Meal Options

Override Default ~ Max Scheduled Meals Max Student Orders Meals Required for Iltem Menu

Default Rule 10 10 0
Breakfast 10 10 0
Lunch 10 10 0
snack 10 10 0
Dinner 10 10 0

- From this screen, you can override the default settings. You can change the number of
allow meals allowed to be scheduled, the maximum number of student orders per day and
the meals required to order before ordering from the ala carte menu.

School Group Management — School Groups allow you to create and schedule the exact same menus
for multiple schools at once, assuming they offer the same menus. This makes it quicker and easier to
manage the menus. You can create a group or groups and assign the schools to each group from School
Management.
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Group Name District Name School Count
All Elementary Schools School USA District 2
All High Schools Schools School USA District 3
All Middle Schools School USA District 2

Teacher Management — Teacher Management lists all of the teachers that are setup in MyMealOrder.
This list is used to assign to students in Student Management and for reports. This is not where you
setup teachers that want to use the system for ordering. Teachers that want to order, should be setup
in Student Management, just like a student. They need a unique student ID, they need to create a user
account and add themselves to their account in mymealorder.com.

Search Teacher Adams Middle hd Include Inactive
Name School Email
Karen Smith Adams Middle karen.smith@schoolusa.com
Mary Watkins Adams Middle marywatkins@schoolusa.com
Bonnie Henderson Adams Middle bonnie.hendersen@schoelusa.com
John Banks Adams Middle Jjehn.banks@schoolusa.com

Student Management — Student Management is a listing of all students in MyMealOrder for your
district.

Search Student Franklin High ~
nclude Students with no Account

Name Student ID nclude Inactive Students tudent Balance School Teacher Grade
Katie Jackson 12 $0.00 Franklin High 9
Lisa Jones 123 $0.00 Franklin High 10
Gina Smith 127 $0.00 Franklin High 9
NDSion Student 134 $0.00 Franklin High 9
Donna Wilson 124 $0.00 Franklin High "

To manually add a new student, click the Add New button, enter the required information and the
student will be added to the system. Once added, the student is now available to be attached to a
parent user account.

Clicking the Edit (pencil) icon will open the details of an individual student. The student ID, name,
birthdate, teacher, grade and pricing level are set here. You can also select which allergens a student
has, which will show on the Label Report. The user account that the student is attached to is also listed.
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Add/Edit Student

Contact Details 4

Student 1D First Mame

101 Heather Middle Name

Lazt Mlame Schoo
Raobbins pos Adams Middle h

Teacher rade Eligib

Karen Smith Full Pay Price

PIN
1512
Active

Associated User Accounts

Accounts

robhins { Robbins Family ) T

Student Alert L
Student Alert Meszsge

Extreme Peanut Allergy

Allergens B
Select Additional Allergens

Beef Carrots Corn

Dairy Egg Fish

Gluten
Sensitive

Milk

Other Peanuts Pescatarian

Pork Sesame Shellfish
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Holiday Management — Holiday Management lists all of the holidays that have been entered. Holidays
are displayed on the parent site as well as on the meal scheduler. This let’s parents know when there is
a holiday and why a meal is not scheduled and also lets the admin know to not schedule a menu for that
day, as it is a holiday. Holidays should be entered at the beginning of each school year, prior to
scheduling menus.

Holida: 2022-2023 A

Holiday Name School Start Date End Date Action

Thanksgiving Break Adams Middle 11-21-2022 11-25-2022
Thanksgiving Break Washington Elementary 11-21-2022 11-25-2022
Winter Break Washington Elementary 12-23-2022 01-03-2023

To enter a new Holiday, click Add New. Enter the Holiday Name, select all schools or an individual
school, select a start and end date and save.

Upload Documents — This feature allows you to upload any type of document and it will show on the
parent site, where the user will have the ability to download.

Search School USA District v

Title Description File Size (KB)

MMO Help Guide MMO Help Guide 587

To upload a new document, click the Add New button. Enter a document Title, enter a description, then
click Attach to search for a document on your computer. Select which school(s) you want the document
to be attached to and Save.

Add/Edit Document

Title File Name
MMO Help Guide MMO_Help_2017.pdf

MMO Help Guide

Choose File No file chosen

Select Schools

B school USA District

Food Item Management — Food Item Management lists all of the individual food items for your district.
The individual food items are used to build menus in Meal Designer.
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Food Item Include Inactive

Item Name Brand Name Price Reduced Staff Action

Baked Chips $1.00
BBQ Chicken Tenders, Mashed Potatoes $0.00
BBQ Sandwich Shanes §2.25
BBQ Sauce $0.00

Click the Add New button to enter a new food item.

General

Item Details

tem Name

Full Pay Price
0.00

Stock Numiber

Settings

Description

General
Shellfish
Wheat
Egg

Treenuts

Nutrition Facts Allergens History
N
Brand Name Cost
Reduced Price Staff Price
e v External Id
Entree -
N
-
Enable Free/Reduced Pricing Pizza Slice Active
Nutrition Facts Allergens History
Fish Pork
Dairy Beef
Other Carrots
Vegetarian Sl
sensitive
Vegan Milk

Peanuts
Soybeans

Corn

Pescatarian Sesame

Required fields are Item Name, Price and Item Type, every other field is optional.

The Brand allows you to assign a vendor admin to this brand so that the vendor can login and
run reports on what to produce.

The price is only used if the item is sold in an ala carte item, not in a non ala carte meal. You can
set the ala carte price for a regular priced student, a reduced priced student and staff. If you
want the ala carte pricing to apply to free, reduced and full pay students, check the box “Enable
Free/Reduced Pricing.

You can assign a graphic to each food item, this is optional.
Nutrition information and allergens can be entered for each item, but is optional. If there is

data and the option is enabled, the nutritional information will show to the end user when they
click the details of an item in the menu.

Meal Designer — Meal Designer is where the menus are built using the food items from Food Item

Management.
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Meal Name

All Elementary Sck v Any v nclude Inactive

Meal Name

Bagel, Cinnamon/Raisin

Breakfast Quesadilla w/Fruit Juice

Burger

Chick-Fil-A

Chicken and Waffles

Chicken Biscuit

Chicken Nuggets

Inactivate Meal

Regular Price

Reduced Price

3MyMealOrder

staff Price

- You can add a new meal, edit a current meal (pencil icon) or copy a current meal (paper icon)
and modify it. Once a meal is ordered, the items in that meal are locked and the menu can’t be
changed. Use the copy feature to copy a meal that is locked and edit the copy with the updated

items
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Meal Details B
Mezl Name
Price Reduced Price Staff Price
0.00 0.00 0.00
Suggested Meal Type School/Group M hiv D i
Any ¥ ANl Middle Schools ~ onehly Uiscount Frice

Is Monthly Discount Meal

Description and Options .
Font - sze - B I U @Qby s =E AD
Fl
Enable A la carte Auto Drink Menu Daily Ala Carte Drink Menu
Yearly Drink Menu Is Second Meal Enable Addons

Enable Grade Pricing Per Meal
Specific Grade
Is Side Meal

Specific PIN Custom Value o

@D Active

Image URI (Recommended size is 200px X 128px)
Choose File No file chosen

Browse Image Library

Meal Items 4

Search ltems... Include Inactive

Current Items

@ BBQ sandwich shanes 2.25
@ BBQ Sauce 0.00 @ BBQ Chicken Tenders, Mashed Potatoes
() Black Beans 1.50
@ Bottled Spring Water 0.00
) Breakfast Quesadilla 1.00
@ CandyBar Quiz Bowl 1.00
) Carrots and Celery 0.00
D Celery sticks 0.25
@ Cheeseburger 2.50

Page 17 of 31



3MyMealOrder

- To add a new meal in Menu Designer, enter the Meal Name. This is what the parent will see on
the menu when ordering.

- The price of the meal can be set for a Regular Priced meal (Price), a Reduced Price meal and
Staff Price. This price is used when a parent purchases the meal, as long as “Enable A la Carte” is
not checked. If Enable A la Carte is checked, the price set in Food Iltem Management will be
used for each item.

- The Meal Description is seen by the parent on the menu when ordering. This is a good place to
enter more details about the meal and the items in the meal.

- Enable A la Carte should be checked if the items in the meal can be ordered individually, using
the price in Food Item Management, as ala carte items.

- The Auto Drink Menu should be checked if you want to build this meal with drink items that a
parent can select and will be added, at no charge, to each meal that the parent orders.

- The Daily Ala Carte Drink Menu should be checked if you want to build this meal with drink
items that will allow parents to order the selected drink on the selected days to their cart for the
week or for the month, depending on which view they are using.

- The Yearly Drink Menu should be checked if you want to build this meal with drink items that
will allow parents to order the selected drink for the remaining school days of the year.

- If you want to build a menu for a specific grade only, select the checkbox “Specific Grade”, then
check the box(es) next to the grade(s) that you want the meal to apply to. Parents will only be
allowed to order this meal for students attached to their account that are set in the grade(s)
selected.

- Enable Add-Ons allows you to setup items that require a selection from the parent. You can
setup sides, fruits, vegetables, bread, meat, cheese, condiments, dressings, sauces and drinks.
On the Item Type tab, you set the minimums and maximums for each category and the system
will force the parent to pick the minimums for each category that is added.

- To add items to your menu, click the green + button in the listing of food items (from Food Item
Management). To remove items from your menu, click the red —in the listing of items on the
right that are already in the menu. *Note: Once a meal is ordered, the items in that meal are
locked and the menu can’t be changed. You will not see the green + or red — options.

Meal Scheduler — Meal Scheduler is used to schedule the menus that you have built in Meal Designer so
that parents can order these meals.
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Adams Middle

Mon, Apr 29

Mon, May 6

BEQ Sandwich
Chicken Sandwich

Ala Carte Menu

Mon, May 13

BBQ Chicken Tenders, Mashed
Potzoes

Main Line

v Lunch

Tue, Apr 30

Tue, May 7

a [ Macaroni & Cheese
. T | Sub Sandwich
& T Ala Carte Menu

Tue, May 14

Chicken and Waffles

&

a
Spaghetti

Ala Carte Menu

aw
aw
- W

al
Al
Al

Month of May, 2024

Wed, May 1

5 Chicken Nuggetts
Chicken and Veggies
Ala Carte Menu

Wed, May 8

Chicken Nuggets
Sliced Turkey

Alz Carte Menu

Wed, May 15

Chicken Sandwich
Hot Dog

Ala Carte Menu

Thu, May 2

& [ Pizza Bread
@ (i ChefSalad
@ (] Ala Carte Menu

Thu, May 9
& [ | ChefSalad

# [ Spaghew

i [ Ala Carte Menu
Thu, May 16
a [ Ham and Cheese Sandwich

da [ Chicken Nuggets

i [ Ala Carte Menu
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Fri, May 3

Fri, May 10

# 1 | BBQ Pork Flate
a
-

Turkey & Cheese

Fri, May 17

an [ | Sliced Turkey
i [ Mocaroni & Cheese
a1

all
P )
al

a i
a

a

al
al

Show All

Meal

5 Chicken Nuggetts
Auto Drink Menu

Auto Drink Menu

BBQ Chicken Tenders.

Mashed Potatoes
BBQ Pork Plate

BBQ Sandwich
Cheeseburger

Chef Salad

Chicken Alfredo Pasta

Chicken and Veggies

& &

-
Ala Carte Menu - Chicken and Waffles

- Click on any day on the calendar and the available menus will show on the right. Click the Add
button next to the menu you want to add on that calendar day. Multiple meals can be
scheduled per day. Clicking the +icon out to the right of the meal will allow you to schedule
that meal for a selected date range.

- Uncheck the “Show All” box to hide the Ala Carte meals at the bottom of the list of meals.

- If you have multiple schools that are in a meal group and have the same menus, you can
schedule and/or publish meals for all of them at once. If you only want to schedule and/or
publish for an individual school, select that school from the drop down.

- Toremove a meal from the calendar, click the X next to the meal. If you are looking at a meal
group, the meal will be removed from all schools in that meal group.

- When meals are added to the calendar, they will appear in Green. Meals in Green have not
been published so parents can’t see them and can’t order them yet. When you are ready to
make the menus available for order, click the Publish button. This will turn the menus Blue.
Blue menus have been published. You can publish for the selected month or publish for a
selected date range.

- Click the UnPublish button if you need to make the meals unavailable to parents. The meals will
stay on the calendar menu but parents will not see them and will not be able to order them.

- To order for a student, click the icon next to the meal that you want to order. You can order by
Parent or by Student. This icon is only displayed when looking at an individual school, it’s not
shown when looking at a meal group. By default, the Parent is selected. Click the parent
username you want to order for. Students associated with that parent will display out on the
right. Click the student you want to order for and then click the Order button at the bottom. If
you want to order by student, click the radio button on Students and click on the student you
want to order for. The associated parent account(s) will show on the right. Click the parent
account you want the charge to apply to, then click the Order button at the bottom.
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Month Range — Month Range is used to set an ordering deadline for individual months. You can set a
date range in one month to allow orders to be placed for the upcoming month. For example, you can
allow orders for September during a 10 day period in August. If there is a month range set, it will
override any other ordering deadlines.

Block Meals — The Block Meal feature allows you to block a parent from ordering for a day when a
specific grade or teacher’s class will not be served a meal. This feature is used for field trips, for
example. If the 5" grade is going on a field trip, you enter the dates and the grade and the reason for
the block meal entry. Parents that have a 5™ grade student will not be able to order for that date range
and will see the reason on the menu. If the parent has students in other grades, they will be able to
order for those students.

Order Meals for Free Students — This feature will allow you to order the first meal scheduled for the
date range for the selected Free Students. Enter your date range and select the students you want to
order for. Only free students will be listed. If there are multiple meals scheduled, the first meal
scheduled on each day will be ordered for each student.

Point of Sale — This feature will allow you to place an order for students as they come through the line
or place an order for students that didn’t order prior to the deadline. Students can be selected from the
drop down, their name or student number can be typed into the search bar or a Pin Pad can be used for
students to enter their student number. When a pin pad is used, once a student number is entered, the
Get Student button will turn green, click that button to pull up that student. The system will buffer and
store multiple student numbers as they are entered.

Categories — You can enter as many different categories for the various fees and activities your school
offers. Just click Add New and enter the category.

Fees and Activities — This link will show you a list of all of the fees and activities that are active. As an
admin, you can add and edit your activities here. Click Add New to add an activity or click the edit
(pencil icon) to edit a current activity.
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Activity Collect Information Student Add-Ons/Exclusions
Activity Details .
Activity Mame Price Reduced Price Free Price
Enable Quantity € Required @ Recurring € Enable Free And Reduced @
o [1) Category
Start Date for Fee to be Purchased End Date for Fee to be Purchased ) ~
adams sch admin 1
ST EE A e e e Signup Deadline date
s
Teacher
~ ™ -- Select Teacher - e
Grade(s)
A
Student(s)
.
-
Specify Price
Import Students o
Choose File Mo file chosen
Description, Resources and Images, Color and Size .
Styles - Format - Font - Size -
BIU @ Qt; E @
s EE=2E WA =00 A B Bsouss
rl
Contact Information
y
Resource URI
Choose File No file chosen
Resource Description
y
Image URI
Choose File Mo file chosen
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Browse Image Library

- 0 Size 0
Colar
“ #~
Discounts =
Discount Start Date Discount End Date Discount Date Yage
Discount Code Discount Code Yage
Notice .

Enraliment

Motify via Email

Ema

Active

- Enter a name for the activity. This is the name parents will see in OnlineSchoolFees.

- Priceis the full pay price that users will pay for this activity.

- If you want to enable free and reduced pricing for this particular activity, check the box “Enable
Free and Reduced”. This will allow a student marked as a free or reduced student to purchase
the activity at the reduced price or the free price set. Enter the reduced and free price in the

associated fields.

- Check the Enable Quantity box if you would like for the parent to be able to purchase this
activity and enter a quantity for the number they would like to purchase.

- Check the Required box if this activity is a required activity to purchase.
- Check the Recurring box if this activity is allowed to be purchased again as needed. For
example, weekly after school care would be marked as recurring so parents can purchase it each

week. If it's not marked recurring, once an activity is purchased, it can’t be purchased again.

- The Active Start and End Dates are the dates that the activity will be available for a parent to
purchase. After the Active End Date, the activity will not show in the parent’s list of activities.
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- Select the category that you want this activity to be listed under.

- Select the school(s) that you want this activity to show for. Only parents with students in the
assigned schools will be able to see this activity.

- If you want to offer this activity only for specific grades and/or specific students, select the
grade(s) and/or the student(s). If these options are left blank, it will be available to all students
in the selected school(s). Select “S” if you want to assign the fee/activity to staff.

- Fees and Activities can also be assigned by courses at selected school(s). Select a course or
courses that you want to assign the fee or activity. Next, select the Section or Sections based on
the course(s) selected. Only students enrolled in the selected course(s) will be able to pay for
this fee or activity.

- The Description will be displayed to parents in the details of the activity when that activity is
clicked on.

- The Activity start and end date is the date range that the activity will take place.

- The Signup Deadline Date is the deadline to purchase this activity. After this date, parents will
not be able to purchase this activity nor will they see this activity in their list.

- The Contact Information will be displayed to parents in the details of the activity when clicked
on. This gives the parent information on who to contact with questions about this particular
activity.

- The Resource URI allows you to link to a document or a website. When an activity is clicked on,
the Resource URI will be displayed to parents.

- The Resource Description allows you to enter more information about the document or website
link setup in the Resource URI. When an activity is clicked on, the Resource Description will be
displayed to parents.

- The Image URI is the image that is displayed to parents for the activity. You can click Choose File
and upload a file from your computer or you can click Browse Library to select an image from
our pre-loaded image library. The library of images is always being added to.

- You can offer a discount for this activity. Enter the date range that the discount will be offered.
You can enter a percentage that will be discounted during this date range. If you want to
provide a discount code, enter the code and the percentage that will be discounted. If the code
is entered by the parent, that discount amount will be applied when added to the cart.

- If the fee or activity has color and size options, enter the color choices in the color box. Type in
the first color, hit enter, type in the next color, etc. Do the same thing for sizes in the Size box.
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This will show in a drop down to parents.

- The Active button determines if the activity is active for parents to order and admins to see. If
you inactivate an activity, by default it will not be shown in your list of activities. You can always
pull it back up by selecting “Include Inactive” on the Manage Activities page.

Collecting Additional Information for a Fee/Activity — Use the Collect Information to build questions to
collect additional information for a fee/activity. You can add as many questions as needed to collect
information. Click the “Add New” button to add a question. Enter the question in the Question box at
the top. Select the Input Type you would like for this question. Your options are Textbox, Checkbox,
Drop Down, Memo and Radio Button.

- Text would be used when you want the user to manually enter text, like an electronic signature.

- Checkbox is used when you want to allow the user to select multiple answers.

- Drop Down is used when you want a drop down list of options and the user is allowed to select
one answer.

- Memo is used when you want to simply display information to the user, like a disclaimer.

- Radio Button is used when you want to display multiple options for the user but only one
answer can be selected.

- Enter your answer choices in the Answers section by entering the first answer, hit the enter key,
enter the next answer, etc.

- If you require that this particular question be answered by the user, click the “required”
checkbox.

- Click Add New to add the next question. Do this for each question you want to ask for this
fee/activity. Once complete, click the Save button.
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Input Type
Checkbox

JQuestion/Details

Answers

®  Required

What type of snack would you like Pretzels
Chips
Popcorn
Ea E
Input Type
Dropdown ~
Question/Details Answers -
What time will you pick up your student? 2:00 I
2:30
3:00 ~
£ 330 “
Input Type
Radie Button v
JQuestion/Details Answers
Where will you pick up your student? Bus Lane

Car Rider Lane

Walker Lane

e

Input Type
Texthox

Question/Details

Electronic Signature

@) Required
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This is what the questions looks like to a user after they add a fee/activity to their cart:

Information

1. What type of snack would you like

(} Pratzels

Chips

Popcorn

2. What time will you pick up your student?

— Select - W

3. Where will you pick up your student?

Bus Lane Car Rider Lane Walker Lane

4. Electronic Signature

Y

o

Be aware that if you edit an existing Activity to change what audience it is available to (i.e. to reach
people that are still unpaid once a required field trip or payment deadline has come and gone), it is
advised that you run reports first to capture the payment/sign-up information for that Activity before
making any edits to it. This is because once you make these edits, although they may be relevant to who
needs to pay the fee at that time, it will override the original reporting (payment/sign-up) that you had
for that Activity. To preserve that information, run reports & save them first.

Ordering Fees and Activities for a student — This link will allow you to purchase a fee/activity for any
student. Click the link and select a student from the drop down list. All available activities will be
displayed, you will see what a parent would see from their view. Any activity that a parent already paid
for will show “Purchased” under the activity. If a parent has an activity in their cart, it will show “Added
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to Cart — Parents Username” under the activity. If the activity is put in the cart by the parent, the admin
will have the ability to remove that item from the cart or order that item that is in the cart.

Click the fee/activity that you want to purchase and click the green Add to Cart button. Once you’ve
added all fees and activities to the cart, click the Order Activities in Cart button. Click the pencil to
change the price of a fee/activity. Click the red — button to remove an item from the cart. Select the
method of payment, either Cash or Check. Cash or Paper Check will show on the Activity Revenue
report in a separate section.

Activity Listing Report — This report shows a listing of all activities for the date range selected.

Activity Detail Report — This report lists the Student Name, Teacher, Grade, Quantity and
Amount Paid.The report is per activity and lists each individual student that paid for each
activity.

Activity Detail Report by Date — This report lists the Student Name, Teacher, Grade, Quantity and
Amount Paid.The report is per activity and lists each individual student that paid for each activity.

Activity Orders Report — This report lists each activity, the quantity of each activity purchased and the
total revenue for each activity.

Activity Revenue Report — This report lists the Student Name, Teacher, Grade, Activity and AmountPaid.

Activity Daily Revenue Report — This report lists daily totals of all fees and activities purchased based on
transaction date.

Activity Reconciliation Report — This report shows all transactions for purchased fees and activities for
the date range selected. It's only displaying CC and ACH payments.

Cancelled Orders Report — This report shows a listing of all cancelled purchases for the date range
selected.

UnPaid Activity Detail Report — This report lists the Student Name, Teacher, and Grade. All activitieswill
be displayed in the drop down.

Paid/UnPaid Activity Report — This report lists all students for the selected activity and shows if
they have a status of paid for the activity or unpaid for the activity. All activities will be
displayed in the dropdown.

The email address field will be blank if there is no user/parent account associated with that
student.
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The following fields will be blank on the report for unpaid payments but will fill in
with information forpaid payments.

o Amount Paid, Fee Amount (which represents the 3.5% processing for
Debit/Credit cardpayments or 0% for ACH/electronic check payments),
Payment Type

o Budget Code, Account Code, Project Code, Project Account

The Teacher name field represents the elementary student’s homeroom teacher as
reflected in eschool.The teacher’s first name and last name will appear in separate
columns enabling the elementary campusto sort and give out information to classroom
teachers as needed.

Activity Teacher Name — this is for secondary campuses only and is tied to the
course and section selected during the set-up of the Activity. Secondary campuses
will not see information in the regularTeacher Name field since homeroom teachers
are not actively assigned to secondary students in eschool.

Activity Collected Information Report — Lists the activity, student and answers to requested information
for the activity.

Admin Activity Orders Placed Report — Lists the orders placed by admins for students for fees and
activities.

Student Activity Transfers Report — Lists the Students that have purchased activities for the selected
date range.

It shows the students previous school, the student’s new school, the student name, Activity, Date
Purchased and Amount Paid. Report is grouped by the school the student has transferred to.

Student Listing Report — Lists all students for the selected school.

User Listing Report — Gives a listing of all user accounts at the selected school.

Student Positive Balance Report — Gives a listing of students and their positive balances that are not
$0.00.

Negative Balance Payment Report — This report shows a listing of negative balances paid off for the
date range selected.

ACH Rejects Report — This report shows all ACH payments that were rejected for the date range
selected.
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Activity Monthly Fee Report — This report will show total payments made for selected fee(s) by month.

Cafeteria Order - Lists out each individual item that was ordered for the date range and gives a quantity
for each individual item ordered as well as totals.

Teacher Order - Lists out each student and puts an X for each date the student has an order. This is for
an individual teacher at an individual school.

Lunch Delivery By School - Lists each student and the items ordered. Teacher, grade and quantity are
also displayed. The last page shows the daily item counts. For each day, each item and the total quantity
ordered is listed. This page is a good “pull ticket” report.

Lunch Delivery By Teacher - This report is for all teachers or an individual teacher. It lists each student
and the items ordered. Teacher and quantity are also displayed. The last page shows the daily item
counts. For each day, each item and the total quantity ordered is listed. This page is a good “pull ticket”
report.

Lunch Delivery By Vendor - This report shows the total quantity for each item needed to produce all
orders for the date range, each page is broken out per vendor. If a vendor has an admin account setup
with a role of vendor, they can run this report themselves and only see the data for their brand.

Classroom Delivery Report - This report is for all teachers or an individual teacher. It lists each student
and the items ordered. Teacher and quantity are also displayed. Has the ability to summarize the
guantities per class. The last page shows the daily item counts. For each day, each item and the total
guantity ordered is listed. This page is a good “pull ticket” report.

Label Report - Lists out the student name, teacher and grade as well as the item(s) ordered. This report
fits Avery 5160 labels.

Orders Placed Report - This report lists orders for students based on the date range selected. Includes
date scheduled and date ordered, meal name and items ordered.

Vendor Delivery - If a Brand is listed in Food Item Management, this report will list out the items and
quantity ordered and it is broken out per vendor (brand). Each vendor will have their own page with the
items and quantity ordered.

Milk Counts Report - Lists out milk counts purchased in various categories.

F&R Counts Report - Lists the number of Free, Reduced and Full Pay meals purchased for each day for
breakfast and lunch.
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Free Students Purchase Report - Lists each free student and the number of lunches purchased for the
date range per student.

Users of Free Student Report - This report shows a listing of users that have a free student(s) associated
with the user account.

Open Orders Report - This report will list all users that have items in their cart for the date range
selected.

No Orders Report - This report will list all students that do not have a meal/item ordered for the date
range selected.

Meal Items Ordered Report - This report allows you to get a list of students that have ordered a specific
meal or a specific food item for a specified date range.

Admin Orders Placed Report - Lists out orders placed by Admin.
Student Listing Report - Lists the Students in selected district or individual school.

User Listing Report - This report gives you a listing of the active users in the district showing username,
email address and other user information.

Revenue Report - Lists each student individually and the total dollar amount for their order. Default
report is based on Meal Scheduled Date. This option does not include the credits used. If “Use
Transaction Date instead of Meal Scheduled Date” is checked, the report lists out each individual
student and the dollar amount for their order(s). This option shows orders purchased on these dates for
that day and future dates. If you choose Transaction Date, it does include the convenience fee. If you
choose Meal Date, it does not include the convenience fee.

Revenue By Month Report - Lists a summary of the total dollar amount for each month. Default report
is based on Meal Scheduled Date. This option does not include the credits used. If “Use Transaction Date
instead of Meal Scheduled Date” is checked, the report lists out a summary of the dollar amount for all
orders for the month. This option shows orders purchased on these dates for that day and future dates.
If you choose Transaction Date, it does include the convenience fee. If you choose Meal Date, it does not
include the convenience fee.

Revenue Grade Report - Lists each grade and the total dollar amount for the orders for that grade. This
report is based on Meal Scheduled Date. It does not include the convenience fee.

Order Revenue Report - Lists each student individually and the total dollar amount for their order.
Default report is based on Meal Scheduled Date. This option does not include the credits used. If “Use
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Transaction Date instead of Meal Scheduled Date” is checked, the report lists out each individual
student and the dollar amount for their order(s). This option shows orders purchased on these dates for
that day and future dates. Revenue report does not include the convenience fee.

Daily Revenue Report - Lists daily totals of all meal sales based on transaction date, not meal date. Daily
Revenue Report includes the convenience fee.

Daily Sales Report - Lists daily totals of all meal sales based on meal date, not transaction date. Credits
used are also displayed and totaled.

Sales by School Report - This report lists the meal sales based on meal date for each school selected, for
the date range selected.

Sales Item Report - List items ordered on date.
Meal Sales Report - Lists meals and ala carte items sold on date range with prices and price totals.

Customer Balance Report - The Customer Balance report shows the Users positive or negative balance
as of today as well as the value of Purchased Meals for the date range selected.

Refund Report - This report shows a listing of all cancelled meals for the date range selected.

Student Positive Balance Report - Gives a listing of students and their positive balances that are not
$0.00.

Student Negative Balance Report - Lists out all students with a negative balance and their current
balance.

Manual Transaction Report - This report shows a listing of manual transactions for the date range
selected.

ACH Reject Report - This report shows all ACH payments that were rejected for the date range selected.
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