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CaterTrax New Site Information Form


Site Information
	Account Name:
	

	Street Address 1:
	

	Street Address 2:
	

	City:
	

	State/Province:
	

	Zip Code/Postal Code:
	

	Catering Contact Phone Number:
	

	Site Email Address(For Catering Orders):
	

	Desired Site URL: (Must end in .catertrax.com)
	




USER INFORMATION
Please provide names of anyone who should have an administrative user account along with their desired passwords and access level.  
· User name will be First Name.Last Name.  
· Passwords 
· Are case sensitive and must contain at least six characters.  
· Each user must have their own unique password and passwords should not be overly generic, such as "catering", password, etc.  
· Please inform your team members what their user name and case sensitive password will be.  
· Administrative accounts can be created with two different access levels.  
· Full Access:
· Have the ability to edit orders, edit pricing, apply discounts and fees, run reports, and make other site changes.  In general, full access accounts will be useful for your primary catering team members.
· We will also need to know the email address, job title, and primary phone number.


· Restricted Access:
· Basically equivalent to read-only access, and may be useful for kitchen managers, bookkeepers, or anyone who might need to know order status and information without the ability to make any changes to orders or site settings.


Primary Contact:
	Job Title:
	

	Name:
	

	Phone Number:
	

	Email Address:
	

	User Name (First Name.Last Name is our standard):
	

	Desired Password (see rules above) :
	

	User access level – Full or Restricted:
	



ADDITIONAL SITE ADMINISTRATORS
Administrator #1
	Job Title:
	

	Name:
	

	Phone Number:
	

	Email Address:
	

	User Name (First Name.Last Name is our standard):
	

	Desired Password (see rules above) :
	

	User access level – Full or Restricted:
	



Administrator #2
	Job Title:
	

	Name:
	

	Phone Number:
	

	Email Address:
	

	User Name (First Name.Last Name is our standard):
	

	Desired Password (see rules above) :
	

	User access level – Full or Restricted:
	




Administrator #3
	Job Title:
	

	Name:
	

	Phone Number:
	

	Email Address:
	

	User Name (First Name.Last Name is our standard):
	

	Desired Password (see rules above) :
	

	User access level – Full or Restricted:
	



Administrator #4
	Job Title:
	

	Name:
	

	Phone Number:
	

	Email Address:
	

	User Name (First Name.Last Name is our standard):
	

	Desired Password (see rules above) :
	

	User access level – Full or Restricted:
	



Administrator #5
	Job Title:
	

	Name:
	

	Phone Number:
	

	Email Address:
	

	User Name (First Name.Last Name is our standard):
	

	Desired Password (see rules above) :
	

	User access level – Full or Restricted:
	












Administrator #6
	Job Title:
	

	Name:
	

	Phone Number:
	

	Email Address:
	

	User Name (First Name.Last Name is our standard):
	

	Desired Password (see rules above) :
	

	User access level – Full or Restricted:
	



Administrator #7
	Job Title:
	

	Name:
	

	Phone Number:
	

	Email Address:
	

	User Name (First Name.Last Name is our standard):
	

	Desired Password (see rules above) :
	

	User access level – Full or Restricted:
	



Upon completion, please e-mail to site.launch@catertrax.com or fax to (866) 332-1084.
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