CATERTRAX

How to Place a Take-Out
Order Administratively

With CaterTrax online ordering, you can place a take-out order for a customer at any time,
on any device. Whether you are planning for a special event, team meeting, or your next
meal, we've got you covered.

Follow the steps below for a quick and easy way to manage your take-out
orders. With an administrative account, you gain access to place and modify
Take-Out orders on behalf of customers.

I

GET STARTED

To start, visit your CaterTrax website.
1. Click Admin Sign In in the bottom right corner of the homepage. (Figure 1)

2. Complete all required fields on the Administrative Sign In page and click Sign In.

Administrative Sign In

& First.LastName -}

#) Admin Sign In
FO rgot PaSSWO I’d? rosecuted to the fullest extent of the law.
Customer Home Page

View Platform Updates
Figure 1 - Sign into Admin Account

SYSTEM NOTIFICATIONS

£\ Server Maintenance Sunday, January 30 8:00 AM - 9:30 AM EDT

Our teams will be performing monthly maintenance tasks on our servers

View More
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LOCATE CUSTOMER ACCOUNT

Make sure you are logged into your account as an administrator.
1. Click New Order in the top left corner of the calendar landing page. (Figure 2)
2. Select Take-Out Ordering Option and locate or create your customer's profile. (Figure 3)

3. Click Create Order button. (Figure 4)

Ordering Option

E’l‘ Select v
Select C =
Mew Orde Full Service Catering . A% 4= search for a Customer
To Go
. . Floor Stock
Figure 2 - Admin New Order Meal Replacement Search: | [ search |
GEroceries
Limited Catering
Cafe Services &4‘ — Create a New Cust
Pantry / Snack Room 1 “_‘ reate a lNew Lustomer
Take Out
Figure 3 - Ordering Option & Please fill in the required fields
below
Search/Create Customer *First o]
Accounts
*Last Name: | |
Department: | |
*Email: | |
*Phone: | |
Cell Phone: | |
A
mailing List:
Send "Set
Password” ||
Email:
| Create Customer

Case, Justin [CID:295] . Orders: 5 | Last: 1/31/2022 | Total: $156.00
’ 2215 1/26/2022 $6.00 ~
Case, Justin ’ 2212 1/27/2022  $17.98
Ses-270-287¢ : ’ 2211 1/20/2022  52€.97
justincase274@hotmail.com f — 1/25/2022  $8.99
J 207 1/21/2022 LQR.NA

Customer Information - Create Reservation Create Order

Figure 4 - Create Order Button
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CREATE A NEW ORDER

Make sure you are logged into your account as an administrator.

1. Choose your Take-Out menu from the listed selections. (Figure 5)

2. Browse the menu and select the item(s) you want to order.

3. For each item, fill in item details and click Add to Cart.

CATERTRAX

4. Once all items have been added to your cart, click on Check Out in the cart. (Figure 6)

Figure 5 - Take-Out Menu

xct a Menu

Service Catering Limited Catering

lable 5 days a week, or by special Available Monday - Friday 10 a.m. to 3 p.m. for
ngement. Our Full Service Catering delivery. Perfect for smaller gatherings, our
ides traditional buffets, as well as plated boxed meals, and individually wrapped items
Is. provide the ultimate convenience.

1 Item(s) in

1 Item(s) in Cart

& Placing an Order?
Select your Date and Time

Justin C

— 10 <+ Build Your Own

¢ Total

Take Out

Cancel Order
Available Monday - Friday 10:

Cart

$60.00 W
$60.00

Apply Promo Code >

Check Out

pick-up at our cafe. No need to'léave your
desk or call. Place your order in advance and
save time.

Figure

6 - Check Out
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ORDER CHECK OUT

CATERTRAX'

Make sure you are logged into your account as an administrator.

5. Review the order on Step 1 and click Continue. (Figure 7)

6. Select a date and time for the order on Step 2, and complete the applicable Pickup or

Delivery information. (Figure 8)

Add Line Item
Remove Description

Figure 7 - Check Qut ~ 'msferjustinc

Quantity Unit Price Balance

Step 1 | S IETF

see0

Build Your Own
Select all of your faverites! Some selections are an additional cast.
= Honey Ham

- Ciabatta Roll
dd 50.50

« Spinach

= Pepper Jack Cheese
- Add §0.50
=_Pesto Soread

Kitchen Notes

e

Product Group

Apply Promo Code

B Order Information

Select a Date

Previous Week
Sunday Monday Tuesday Nedn=szar Trarscay Friday
237 24th 258 F.5d 2rih 28t

Select a Time Slot

Next Week

Saturday
Jgth

Take Ol ~

Recalculate Product Cost: $60.00

Promotional Code| | l Apply l

l Add More ltems H Cancel ]

6:00 AM Order by 430 SN Tomamei
7:00 AM Order by £:30 3N Tomamei [ ———
500 AM Order by £30 3N Tormareny
[ o0AM ] Ocerty 5030 Tomares 10:00 AM Your order will be ready at this ime.
9:00AM Order by T30 M Tomame
10:00 AM Order by £30 3N Tormzmen Change time

Figure 8 - CheCk Out Step 2 Spacial Instructions

Delivery / Pickup

*Method:
Copy Contact Information:

“Event Contact: |Justin Case

Contact Phone; |585-270-2879
Contact Information

Cell Phone: [585-615-0025

4

Return to Cart Cancel
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ORDER CHECK OUT

CATERTRAX

Make sure you are logged into your account as an administrator.

7. Review Order Summary on Step 3 and, if correct, click Continue. (Optional) Add a name

to your order using the Order Name field.(Figure 9)

ml  Order Summary

Order Name: [QT Meeting Lunch Order

Customer Information
First Name:
Last Name:
Email:
Phone:
Cell Phone:
Description

Items for Justin C

Build Your Own

Justin

Case
justincase274@hotmail.com
585-270-287%
585-615-0025

Select &l of your favoriles! Some seleclions are an additonal cost.

Heney Ham

Ciabatta Roll
- Add 50.50
Spinach

Pepper Jack Cheese
- Add $0.50
Pesto Spread

Delivery / Pickup Information

Ordering Option:
Method:

Event Contact:
Contact Phone:

Order Information

Pick-up/ Delivery Date:
Earliest Pick-Up Time:

Take Out
Pick-up

Justin Case
585-270-287%

Thursday, 1/27/2022
10:00 AM

Quantity Unit Price Balance

10 £6.00 $60.00

Product Cost:  $60.00
Dekvery Chargd 0.00

Servies Chargel 0,00

Late Fes 0,00

Discsuntl 0.00

Coupon Discount 0.00
Tax (0%:) 0,00
Balance: $60.00

Recalculate

Figure 9 - Check Out Step 3
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COMPLETE ORDER CHECK OUT

Make sure you are logged into your account as an administrator.
8. Step 4 will have you Select your payment method, complete the details, and click Place

Your Order. (Figure 10)

B Payment Method

*#Please Note: The final invoice may be re-calculated to satisfy special requests or additions to standard offer.
You MUST click the Process This Order button below to complete this order.
Enter Payment Information
Select a payment method
Any saved online wallet entries are now listed under the appropriate payment method
“payment Method:
O Do #OT Send Email ta Customer
" ure

Any saved online wallet entries are now listed under the appropriate payment method

*Payment Method: |Cost Center v
Online Wallets: | oy Wallet Entry v Return to Summary l [ Cancel ] Place Your Order

*Cost Center Number: |ADMIN789

Save Wallet Entry for Future Use: [

( Do NOT Send Email to Customer

40 5L Secure

Figure 10 - Check Out Step 4

Return to Summary Cancel ‘ Place Your Order

QUESTIONS?

C\@ To contact support with any questions, submit a support ticket via the Support tab.
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