
​FACTS CAFETERIA​
​Order Lunch Quick Guide​

​1.​ ​Login into your Family Portal​

​2.​ ​Click on​​Student​

​3.​ ​Then select​​Lunch​

​4.​ ​On the right side, you will see a calendar showing the meals for the following week(s).​
​You can choose your preferred view of the calendar. In this example, the calendar is a​
​“month” view, items highlighted in blue indicate meals that have already been ordered.​

​5.​ ​To place an order please click on​​+CREATE WEB ORDER​​.​​Note: You will notice that the​
​system will display the meals that are available for ordering only.​
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​6.​ ​Parents can select​​Classic​​or​​Collapsible​​display​​types.​

​7.​ ​The​​Lunch Ordering Window​​will show you the meals​​available for each child. Simply​
​scroll down to see the available lunches for each one.​
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​8.​ ​Type the number of items to order for each student in the​​Quantity​​column. The​​Total​
​column displays the cost.​

​9.​ ​Repeat for all dates and all students. The​​Grand Total​​is listed at the bottom.​

​10.​​Click​​Order Items​​.​

​11.​​Your​​Grand Total​​will​​be added to your​​Financial​​FACTS account.​​These​​incidentals​
​will be charged weekly.​
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