
Entering Bulk Items for Students 
 

 
Double Click on the Websmart Quick Launch from the Desktop (Red Apple) 



 
Click on the POS Icon (green arrow) on the Quick Launch Bar 



 
Click on Start 
Verify that date is correct. 
Select Meal session 



 
Click on Bulk Entry Box  
To sign on, enter 4-digit code and click OK 

 



 
Click on Keyboard type, select Breakfast or Lunch 
Pull down the Customer field to FREE 

 



 
Leave Grade set to “All” and Type set to “First Meals” 
Enter Quantity sold 
Select menu Item and hit the “TAB” key 

 
 



 
Pull down the Customer field to REDUCED,  

 
 



 
Leave Grade set to “All” and Type set to “First Meals” 
Enter Quantity sold 
Select menu Item and hit the “TAB” key 

 



 
Pull down the Customer field to PAID 

 



 
Leave Grade set to “All” and Type set to “First Meals” 
Enter Quantity sold 
Select menu Item and hit the “TAB” key 
 



 
After entering all the free, reduce, and paid students click on Apply, items will show at bottom of 
screen 

 



 
  Click “Close” 



 
  Click “Yes” to Close 




