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Introduction 

Welcome to the eDiningExpress Menus User Guide. eDiningExpress is used to create menus 

for a variety of restaurants to give them not only a web presence, but to help increase their 

businesses with online ordering services. This guide will help you: 

¶ create menus from scratch 

¶ make changes to an existing customerôs menu 

¶ update/modify restaurant settings 

Each section includes a general description of the features, screen shot, and step-by-step 

instructions to perform the tasks.
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Login 

eDiningExpress is password-protected. To use this system, youôll need a username, password, 

and the name of the restaurant youôll be working on. 

Enter your Email address: ____________________ 

Then Password: _______________________ 

Hit Log In 
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Making Modifications 

One of the most actively used functions in the ediningExpress software is the modify button. 

This button is shown as a small pencil. For future reference, anytime you are asked to click the 

Modify Button, this is what you should look for. 

Ex.  
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Control Panel 

The Control Panel is your starting point and this is the page youôll refer back to often when 

setting up various sections of the menu.  

 

 

Table 1 provides an overview of the control panelôs icons that you will use in creating menus for 

restaurants.
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Table 1 Standard Control Panel Icons 

Icon Icon Name Function 

 
 

Menus & Selections 

Create New Menus 

Create Sections and Subsections 

 
 

Items 

Add items that are standard with a particular menu 

item 

Also, here you will enter the number of Free 

choices and maximum amount of choices 

 
 

Menu Sizes Create different sizes for menu items 

 

Available Options List 

Create a list of options allowing the customer to 

choose what they want 

 
Availability 

Select this option if any items are only available 

during certain days of the week or certain times 

 
Discounts Create coupons and special offers 

 
Upselling 

Create suggestions for additional items during the 

ordering process 

 Order History 

Shows orderôs over time, processing records and 

allows for refunds if needed 

 
Preferences Input/Update restaurant settings 
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Create New Menu 

This is the first step in the process where youôll be creating one or more menus for the 

restaurant youôre working on. To begin: 

1. Click Menu and Selections icon. 

2. Enter the menu name. 

3. Click Create New Menu. 
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Create Menu Sizes 

Next youôll create the different sizes for each menu. This could be small/large, specific sizes like 

12ò or 14ò, or 8 oz and 16 oz. 

1. Click Menu Sizes. 

2. Click Create New Size List. 

3. Enter the name of the size list. 

 

4. Scroll down to find the new size list you just created, and then enter the name of the size 

for that list. Each name should begin with a capital letter. 
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5. Click Create New Size. 

6. Repeat steps 1 through 2 through 5 to add any additional sizes and size lists for this 

menu. 

7. Click Back to Control Panel. 

Hint: If you misspell any of the names, click into the box of the wrong name, highlight the 

name with your mouse, and now retype the correct spelling. Once youôve made the 

change, click Rename Size List or Rename Size. Repeat step #7. 
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Create Available Options 

This is the list of possible choices that are available with each menu selection. 

1. Click Available Options or Options List. 

2. Click Create New Option List. (below where it says option list) 
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3. Enter the name of the list for option items to select. For example: ñPizza Toppingsò, this 

option list would give a variety of toppings that can be ordered on a pizza. This name 

should start with the first letter capitalized.  

4. Click Create New Option List. This will bring you back to Available Options page. 

5. To add sizes to each option you have to highlight the Option List and click the Edit 

button below the list. Use the dropdown to choose which sizes youôd like to apply to the 

section. 
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The new list will now be available for you to add the options. 

6. Enter the names of the options one at a time. For example: continuing with the example 

above of ñPizza Toppingsò, here you would enter things like: pepperoni, extra cheese, 

sausage. 

7. You can also import existing items from the menu by using the Existing Options 

Button. This generates a list of the existing options and allows you to highlight the 

one(s) you want to import and then add them without having to reenter the information. 

8. Click Save and Add to Option List. 

9. After the option is created and the sizes are available, you can add a price and sort them 

by alphabetical order or individually. 
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10. Enter the price for each item. Go back and enter the prices for these options if they are 

an additional cost. For example: pepperoni may be an additional $2.00 on some pizzas. 

11. Repeat steps 3 through 5 for each option and option list. 

12. Click Save Option List. 

13. Click Back to Control Panel. 
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Create Availability 

If any items on the menu are only available during certain days or times, this is where youôll set 

them. 

1. Click Availability. 

2. Click Create Availability. 

3. Enter the name of the Availability Time Range. For example: if your restaurant offers 

specials every Wednesday afternoon during its slow period, you may want to use the 

name Wednesday. 

4. Select the days and times a particular menu item(s) will be available. 

5. Click Create availability. 

6. Repeat steps 2 through 5 for each Availability name. 

7. Click Back to Control Panel. 
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Modify or Change a Current Availability 

 

1. Click Availability in the Control Panel 

2. Click Modify next to the name you want to change. 

3. Make changes to any of the fields necessary. 

4. Click Save Availability. 

5. Click Back to Control Panel. 
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Create Sections and Subsections 

Every menu has a section and subsection also known as headings and subheadings. These are 

also the links on the menu pages for the web. 

1. Click Menu and Sections. 

2. Scroll down to the menu you want, if more than one. 

3. Click Create New Section 

4. Enter the Section Name using ALL capital letters. 

5. Click Add Section to Menu. 

6. Enter the Subsection Name using ALL capital letters. 

7. Click Add Subsection to (section name). 

8. Select the new Section (or Subsection). 

9. Click Modify. 
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Modify Section 

In this section youôll be adding all the pertinent information about a specific menu item or 

subsection. 

1. Add description to explain section name. Use normal capitalization and punctuation. 

2. Add a photo to Category image, if needed/available. Click on Choose File. This will 

bring up a list to choose from on your computer. Once youôve selected the correct photo 

in either .jpg, .png, .gif, or .bmp format, click open.  

 


