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Online Tutorial: Printing Lunch Eligibility Letters

Step 1: On the start page, enter the appropriate 

search  term into the “Search Students” box:

Free: LunchStatus=F

Free and on welfare: LunchStatus=FDC 

Reduced: LunchStatus=R

Full Pay: LunchStatus=P

At the beginning of every school year – after entering lunch eligibility data – you’ll 

need to print lunch eligibility letters.

Step 2: At the bottom of the page, select         

“Select Students by Hand” in the drop-down menu.

Step 3: Holding down the “Ctrl” key, 

click on the students who you want to 

print letters for.

Step 4: Make sure “Keep selected 

students” is selected, and click on 

“Functions.”
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Step 7: Click the “Submit” button.

Step 5: In the middle of the screen, click “Print Reports.”

Step 6: In the drop-down menu next to “Which report 

would you like to print?”, select the appropriate lunch 

status report.

Step 8: Click the refresh button until your 

report is complete.

Step 9: Click “View” next to “Completed” to retrieve and print your report.

Step 10: Repeat steps 1-9 for the other lunch types (free, reduced, etc.)


