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1. Select the date/meal combination tab that you want to take an order for.  

2. By default, items from all menu categories are displayed. To display items from a specific 
category, tap the desired category. Note: Choice 1 items are displayed in bold text. 

3. If an Also Available menu is active in your facility, then you can display its items for a specific 
category by selecting the Include Also Available check box for the category. 

4. To add an item, tap its Add button. The added item appears on the right side of the screen. 
When an item has been added, its Add button changes to a green Added button, and the item 
text also changes to green.  

5. To decrease or increase the portion size of an added item, tap the - or + buttons respectively for 
the item. 

6. If required to remove an item from the order, tap its remove icon. 

7. From the Delivery Time field, select the delivery time for the order. Note that depending on your 
facility, there may only be a single delivery time.  

8. To leave a note for the order (e.g., "Dressing on the side"), tap the Server Note button, and the 
Add Note pop-up appears for you to enter your note.  

9. If the order needs to be prioritized by your production staff, select the Priority check box. On the 
production screen (i.e., KMS screen), a ticket that is marked as priority displays the 
text Priority in a flashing yellow banner at the top of the ticket. 

10. To submit the order, tap the Save and Next button.  
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