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First step on TheFork



Welcome to TheFork 

In the following presentation, you will learn how to add photos 
and special promotions, update your restaurant profile and 

respond to feedback from your users on our website.
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Step 1:
Enter « login.theforkmanager.com »

Step 2:
Click on "Forgot password?"

FIRST STEP – RESET YOUR ACCESS

https://login.theforkmanager.com/login
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Step 2:

In the next step, type the email you currently use to 
access our current Dashboard, and you will receive an 
email, in this email box, that will allow you to set a 
password.

Attention 
•in case you don't see the email, check your Spam 
folder.

•subject of this email "Password TheForkManager“.

FIRST STEP – RESET YOUR ACCESS
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1. Enter « login.theforkmanager.com »
2. Enter the email you use in our current 

Dashboard as a user.
3. Enter the password you have chosen and click 

“Confirm" to enter the system.

STEP TWO - ACCESS THE SYSTEM

https://login.theforkmanager.com/login


All customer feedback
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In the "All comments" option:

1.You can see the comments that users have written after eating at your restaurant
2.You can reply to those comments in the "Action" section



Manage your profile
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To update or change the information displayed in TheFork, 
click on “TheFork restaurant page".
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Once you have clicked on "TheFork 
restaurant page", you will be able to see the 

different categories available.
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In "Restaurant Presentation" you can:
1.Access your Page on TheFork's website
2.Write your chef's name
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You can also help your 
customer by providing 
useful information such 
as:

1.Public transport  
2.Parking nearby
3.Specific directions
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You can complete or 
update service hours 

and holidays.
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Add or change the services offered in your restaurant.
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Accepted methods of payment 
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If you accommodate special dietary requirements.
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If you click on “contact 
information" on the left, you 
can change:

1.The name of the restaurant
2.Contact email
3.Phone
4.Fax
5.Website
6.Address

You must click “confirm" for 
these changes to be 
updated. 
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In photos you can:
1.Upload photos of your restaurant or dishes
2.Delete old photos you no longer have on your menu

You must click “confirm" for these changes to be updated. 
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In "A la carte menu" you can:
1.Change your average price (This helps users when searching by average price on our website).
2.Write your menu and the different dishes for each section.
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You can have several different sections and dishes in each section. 
Write down as much as you can as it helps users book at your restaurant.

You must click “confirm" for these changes to be updated. 
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If you click on "Drinks", you can 
add or update the price. 

Remember to click on “Confirm” 
to save the information.



Create Special Offers

2
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Click on "Offers" on the left, and then on "Create a promotion" (the green button).
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1. Click on the percentage discount you want to apply.
2. You can set the discount to be "Always", specify the duration of the discount or 

exclude specific dates such as Christmas (for example).
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1. By clicking on specific dates, you can define the period in which you want to apply the 
discount to your restaurant.

2. When you click on "from" a calendar will open that will allow you to configure the start. 
3. "to" will display a calendar that will allow you to set the end. 
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1. By clicking on "manage exclusions for specific dates", you will be able to define the 
period in which you do not want to apply the discount to your restaurant. 

2. Click on "Start Date", and you will see a calendar where you can set the start date.
3. Click "End Date" to mark the end date. Then "OK" to save the changes.
4. If you click on "Add new date", you will be shown to add another exception.
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By swiping on the name of the 
service, you will be able to:

1.Define services.
2.Days.
3.Number of people on which the 

discount will be applied.

If you click on "Customised time 
slots", you will be able to define 
more precisely when the discount 
will be applied.
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1. By default, the discount applies to the entire service.
2. Clicking on the green bar allows you to change the number of people.
3. You can also remove the discount on a specific day.
4. Add another green rectangle.
5. If you click on a rectangle and hold down the button, you can drag and drop it 

horizontally.
6. By clicking and holding the mouse button you can extend or reduce the period 

time.  
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Once you have finished setting up, click "Save".
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1. Swipe down to define the number of people per booking that 
you allow to book with that discount.

2. Click "publish" to validate the promotion.
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Your promotion was successfully saved. If you 
click on the three dots, you can:

1.Modify the promotion
2.Duplicate the promotion
3.Unpublish the promotion
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Enjoy the experience with TheFork

If you have any problems, do not hesitate to contact our local support team:

  support@thefork.com.au


