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Click Create New Order




Click on any group you would like to order from




Select view details of the item you woul
like to orde




Enter the quantity you would like to ordey.

Enter any specific instructions associatefd

with this menu item if necess:

Select the choices associated with the it
you are orderint

112




Continue to add items from the groups to yourdeftlick check out




1.Verify the item ordered or
2.Update quantity and click recalculate order g

3.Add more items or
4 .Click continue

hr




Select a date from
the calend:




If you choose a date with a red box you wil
need to call the Catering Office. You will
not be able to order online. The Catering
Office will have to place your order for you.




If you choose a date with a yellow box ,
you will be able to proceed with your
order. However you will need to call the
Catering Office to confirm your order.




If you choose a
date beyond a
two week
window you are
good to go.




1.Select method of
delivery(generally it will be
on campus delivery)

2.Choose your set up
time(usually 15 min prior
to your event start time),
event start time, and clean
up time(usually 15 min
after your event ends)

3.Enter your event details:
count, building, purpose,
room

4.Click on the copy
customer info box

5.Select whether you
ordered tables or not

6.Enter your confirmed
R25 confirmation # you
received from CMS.

7.Enter any specific
instructions that the

Catering Department would

need to know insetting you
event up.

8.Click continue.
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Enter a name for your event that is self identidyin




Select your method of payment. Generally it wdl®nline
Wallet(Peoplesoft Chartfield




Select your Chartfield #(you have to click on itldnghlight it)

Click on process this order.

Enter the email addresses of anyone you woulddilget a
copy of this order. le. C-chairperson, supervisor

Click the check box and enter your initials to feri
that you have read and understand the terms and
conditions.




You are all set. You can print form here, logautplace another order




This is the email you will receive from Dining Sex®s. You can
confirm this order, print it or request chan




This is the message you will receive when you eonfiour order.




This is the response you will get when you reqaedtange.

Enter your change request here.

Click send change/update
request buttc




