Quick Start Guide for My Evolve Hub:

Primary Meals

Registering

To register for online meal ordering go to:

www.myevolvehub.com

e Using a Laptop or PC click on Create Account in the bottom left of the screen.
e Using a Phone or Tablet, touch the 3 black lines in the top left to open the menu and choose
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e Fill out all the fields and

Create new account
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click on Create.

Note: Your password must be at least 8 characters and contain at least one uppercase (A-Z), one
lower case (a-z), and one number (0-9)


http://www.myevolvehub.com/

e A confirmation email will be sent to your email address. You must click on the link in the
email to activate your online account.

e Once you click on the link you will be automatically redirected to www.myevolvehub.com,
and logged in.

Set Up
Adding your child/ children

e To add your child/ children to the account you will need to have the activation letter
provided by your school to hand.

e Once you have logged in you need to select Permissions on the left hand side of the screen:
(If using a Phone or Tablet click on the 3 black lines in the top left to open your menu options
up)

lucy & '4 W

Accounts Services Basket

LogOut (&

pote Welcome to My Evolve Hub

Settings

Permissions %EVO LVE

Home

Primary Meals

e The Permissions section allows you to see who you are currently authorised to manage, and
add new accounts:
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You can enter an auth code you have been given here
Managed Users

‘You are authorised to manage Yourself

Edit

e To add your child click on the Enter button next to Auth Code
e Enter the code that is on your activation letter and click on Authorise.



e A message will appear on screen that says: The auth code was applied successfully.
e In Managed Users you will now see the child’s name.

Reviewing Allergies and Dietary Preferences

o The letter that you received from the school will tell you if there are any food allergies or
dietary preferences recorded against your child.

o If these are wrong or incomplete you need to change these in the system so that your child
only sees meals that are applicable to them.

e To change these you will need to click on Accounts in the top right of your screen and
choose your child’s name.
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e You will notice once you have chosen a different Account name the name shown in the top
left of the screen will change also.

e Now go to Settings on the menu on the right hand side of your screen. (If using a Phone or
Tablet click on the 3 black lines in the top left to open your menu options up)
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e To change any of these Settings click on Edit.



Please note that under Allergies only the 14 legally required allergens are listed, if you need to be

more specific please speak to your school.

e You can change these allergens and Dietary Preferences at any time if needed.

Ordering meals

To order meals for your
click on Services in the
and from the drop
Primary meals:

e If you are not already in your child’s account the screen will ask Who's Eating, allowing you
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PC/ Laptop View — with the days of the week down the right hand side of the screen
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Phone and Tablet View: You can see the meals selected on the course headers.
These headers also open and close up when you press on the arrows.

Note: All meals have allergen and dietary information next to their picture, to see what the icons
stand for just click/ press on them.

e Once all meals have been chosen click/ press on Add to Basket

The number nextto t

he basket tells you how many meals you have added.
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e Once you have added to Accounts  Services  Basket the basket all your meal choices
will be highlighted in yellow. This is to show they
have been selected but not yet processed.
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e Now click on the basket to make any payments and process your meal selections:

i Basket

Items Price

Your shopping basket contains 5 items

Card Transaction 5
= Southern Style chicken fillet served with Lemon & Courgette Cupcakes as dessert for keira £0.00
08-05-2018 [ cano]
Portion: Child .
— Save b
— Pasta Bolognaise served with Fruit and lce Cream as dessert for Keira £0.00
- 07-05-2018 [ cano]
Portion: Child ..
Chicken Tikka with Rice served with Fresh Sponge Iced as dessert for Keira £0.00

10-05-2018 [ cano]

Portion: Child

Save e

Crispy Chicken Fillet in a Wrap* served with Fruit in Jelly as dessert for Keira £0.00

11-05-2018 [ cano]

Portion: Child
Save ..,

Roast Gammeon joint served with Ginger Biscuits & Pears as dessertfor Keira £0.00

09-05-2018 [ cano]
Portion: Child .
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Administration Fee £0.00
Total Card Payment £0.00
Card efund Items for the original charge. Cash

porarily sed.

Refreshing the basket will restore any saved items.

Process

Before you click on Process you can Remove any items that you no longer want, or Save an item that
you do not want to process yet.



e Once you are ready to order click on Process, if you do not pay for your school meals or you
pay by cash at the school for them, then you will immediately receive the following message:

oy Ordered

Thank you!

Your basket has been processed

e If you do pay for school meals you will be taken to the payment page.
After entering your card details you can choose for your card to be remembered. If you
choose this option you will be asked to enter your phone number for security details.
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Meal History

Viewing orders made

To view the meal orders that you have made go to Primary Meals. The main screen will show you
the last 5 orders that have been made, and you also have a Manage Orders button

MANAGE ORDERS

Last 5 Orders Summary
Date Meal Taker Meal Status Cost
28-05-2018 Johnny Jacket Potato with Fresh Tuna served with Fruit and Ice Cream as dessert Created Paid £0.00

View

11-05-2018 Keira Crispy Chicken Filletin a Wrap™ served with Fruit in Jelly as dessert Created Paid £0.00

View

10-05-2018 Keira Chicken Tikka with Rice served with Fresh Sponge Iced as dessert Created Paid £0.00

View

09-05-2018 Keira Roast Gammon joint served with Ginger Biscuits & Pears as dessert Created Paid £0.00

View
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8 Keira Southern Style chicken fillet served with Lemon & Courgette Cupcakes as dessert Created Paid £0.00

View
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ast 5 Orders Summary

e Tosee your orders in more detail click on Manage orders either through this screen or from
your menu on the left hand side:
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The Manage Orders screen allows you to view your orders in more detail, and also look at specific
types, such as all orders that have been cancelled, or taken.
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e Clicking on the View button allows you to see the order in more detail.

Fulfilled Paid: This means that the meal
order has been served.

Preparing Paid: The meal is now in the
window of being prepared and can no
longer be cancelled

Created paid: the meal is outside of the
school cut off time, so you can cancel the
meal and get a refund (if applicable)

Order Status
Viewon menu

Order Placed: 24-04-2018

Cheese Wrap with Vegetable Sticks flapjack
Chaess Wiapwith Vegetable Sticks
Item Totsl:£0.00

Serving Date: 02-05-2018

Order Items

Azpfack

Item Total: €0

Order Status

Viewon menu
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Order Placed: 24-04-2018

jﬂﬁk!‘ potato with beans

Serving Date: 03-05-2018

Order Items

Fresh Fruit
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Order Placed: 24042018

Jacket potato with beans

Order Status
Viewonmens

* *

Serving Date: 04.05:2018

Order Items

Fruit, Jelly & Ice cream*
Frult, Jelly & lce cream*

Ttem Totak:£0




Frequently Asked Questions

| have forgotten my password. What can | do?

If you have forgotten your password click/ press on the Forgot a0
. . . T

Password on the main login screen. You will then see the Forgot =
EVOLVE

Password screen, where you will need to enter your email address (the
one you registered with, and log in with).

You will then be emailed a link to reset your password. This link is only e
valid for 1 hour. If it is not clicked within this time you will need to use

the forgotten password option again.

Create Acoount Signin

Forgot password

Can I have a single account/ login for all of my children?

Yes you can have all of your children on the one single account, even if the children attend different
schools (the schools must use the myevolvehub online system though). Just request an auth code
from the schools offices for them all.

Can another payer, such as partner, ex-partner, grandparent, order and pay for meals for my
child?

Yes you can have additional payers with their own accounts linked to your child’s meal orders.
Please contact the school to arrange for another auth code for them.

There are items in my basket with a line through saying invalid, what does this mean?

i Basket
If an item is saying that it’s invalid it Items Price
iS Usua”y because you have missed Your shopping basket contains 1 item
. . . Invalldllemsm
the cut off time for ordering this N —
meal Please CheCk Wlth yOUI’ SChOOl Tuna Wrap with-Vegetable sticks served with-flapjack-as dessert for Katherine £0.00
. ? ;\ o205 2016 o

what the cut off times are for Portom et
ordering meals.

Inwalld items will be remaved after pressing Update. Removing an item will permantly remave the item. Saving an item will tempararily stop an ftem being

processed. Refreshing the basket will restore any saved items.

Update

| want to cancel a meal but | cannot see the cancel button.



If the cancel button is not visible then you have missed the cut off time for cancelling the meal.
Please check with your school what the cut off times are for cancelling meals.

& Permissions

It says my Auth code is not valid. Why?
The most likely reason is that your code has expired.

Check the expiration on your auth letter, if it has gone past this date you will
need to request a new code from your school office. Auth Code

You can enter an auth code you
have been given here

Managed Users




