How to Find a Shared Menu

In the Menu section - use the School View to select the school building you want to Import the Menu(s) to.

Choose Shared Menus from the drop down box
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A listing of all Shared Menus will show up. Use the Search box to input in the name of the Menu you are looking for.
Type in HPS to bring up the Back To School Menus.

Click on the blue Detail button to bring it into your Menus.
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If this is the menu you want - click on the Import button to bring it into "your menus"
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Make any desired changes to the Menu name and/or Menu color then click the blue Submit button.
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When you are the Menu's section, you will see the newly imported menu under My Menus .
You now have full controll of this menu and can edit it in any way you like.
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