
Enter ing Bulk I tems for  Students 

�

�

1. At the Bulk Entry screen, choose ALA CARTE for the Keyboard selection 

�



 
 
2. Leave the default selections for Customer (Paid) and Grade Level (ALL) 
3. Pull down the Type field, choose ALA CARTE 

 
 



 
 

4. Enter Quantity sold and tab over to the next field 

5. Use the arrows  to scroll through the list of items and check/select the appropriate item 
sold (ex: 1.25 beverage, .75 beverage, etc), 

Note: be careful not to check more than one item 
 

 



 
 

6. After you choose the items sold, hit the tab key 
The total of items sold should match the dollar amount in the Total Amount Field 

7. Repeat for each item sold 
Note: if more items are sold than available fields, enter in as many items as possible, 
and then click Apply and OK.  This will record the sales and clear the fields so you 
can continue inputting items. 

8. When finished click Apply, OK, and Close 
 
 

 
 
 
 



Enter ing Bulk I tems for  Adults 
 
 
 

 
 
1. At the Bulk Entry screen, choose ALA CARTE for the Keyboard selection 

 



 
 

2. Change the default selection for Customer to Adult  



 
 
3. Once you’ve selected the adult for the customer field, the Grade Level will automatically 

change to AD  
4. Pull down the Type field, choose ALA CARTE 

 
 



 
 

5. Enter Quantity sold and tab over to the next field 

6. Use the arrows  to scroll through the list of items and check/select the appropriate item 
sold (ex: 1.25 beverage, .75 beverage, etc), 

Note: be careful not to check more than one item 
9. After you choose the items sold, hit the Tab key 

In the Total Amount Field, the dollar amount should reflect the total of items sold at the 
Adult price  

10. Repeat for each item sold 
Note: if more items are sold than available fields, enter in as many items as possible, 
and then click Apply and OK.  This will record the sales and clear the fields so you 
can continue inputting items. 

11. When finished click Apply, OK, and Close 
 



Enter ing Students without ID Numbers 
 
 

 
 

1. At the Bulk Entry screen, choose the meal session  Breakfast or  Lunch for the Keyboard 
selection 



 
 
2. For free students, pull down the Type field to FREE 



 
 

3. Leave the default selections for Grade Level (ALL) and Type (First Meal) 



 
 

7. Enter Number of FREE students and tab over to the next field 

8. Use the arrows  to scroll through the list of items and check/select the appropriate item 
sold (ex: LCMB $1.50) 

Note: be careful not to check more than one item 
9. After you choose the items sold, hit the Tab key 

In the Total Amount Field, the dollar amount should reflect the total of items sold at the 
free price, which should be $0.00  

 
 



 
 

4. For reduced students, pull down the Type field to REDUCED 
 



 
 

5. Leave the default selections for Grade Level (ALL) and Type (First Meal) 
6. Enter Number of REDUCED students and tab over to the next field 

7. Use the arrows  to scroll through the list of items and check/select the appropriate item 
sold (ex: LCMB $1.50) 

Note: be careful not to check more than one item 
8. After you choose the items sold, hit the Tab key 
9. In the Total Amount Field, the dollar amount should reflect the total of items sold at the 

reduced price. 
 

 



 
 
10. For paid students, pull down the Type field to PAID 
11. Leave the default selections for Grade Level (ALL) and Type (First Meal) 
12. Enter Number of PAID students and tab over to the next field 

13. Use the arrows  to scroll through the list of items and check/select the appropriate item 
sold (ex: LCMB $1.50) 

Note: be careful not to check more than one item 
14. After you choose the items sold, hit the Tab key 
15. In the Total Amount Field, the dollar amount should reflect the total of items sold at the full 

student price. 
16. After entering all the free, reduce, and paid students click on Apply, OK, and Close 
 

 


