Step 1: To request a change to your order, click the

Request Changes link found in your confirmation email.

You’ll then be redirected to your account.

Step 2: Fill in the appropriate fields with your changes
and then click on the Send Change/Update Request
button.

Step 3: After making the changes, you will be taken to
an updated view of the order. Your catering team will
review your change request to determine if it can be
accommodated.

Step 1:
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Dear Bob Smith)

Thank vou for booking your next important event with CaterTrax. We look forward to making your event a delicious
affair. Please do not reply to this email! *Important* If you need to make changes or updates to your event, please
use the "Request Changes” link. This is the most reliable way to ensure that we have all of the appropriate details for
your event. If you have any questions, please call the catering office.

We look forward 1o serving vour event! Thank vou.
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Flatbread and Panini Sandwiches

Grilled Vagetables with Low-Fat Swiss Cheese Flatbread, Smoked Turkey
with Honey Mustard and Cheddar Cheese Panini, Smoked Ham and Basil with
Tomato and Mozzarella Cheese Flatbread and Roast Top Round of Besf with
Brie Cheese Panini. Served with a Relish Platter, Mixed Garden Salad with
two Dnuhgs. Chef's Salad of the day, Homemade Potato Chips, Specialty
;oruadi and Rolls and Freshly Baked ies. Includes Full Cod Beverage
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ntity from 10 to 15
Sﬂngtvcunl Count from 10 to 15

Requesting Changes by Email

11 1726f2017 ;;J Contral  Order input by admin: Contrel

j

Step 2:
Change / Update Request Form \

arry gt Purgun or st
wad g

Plasns note thal your regut shoud ool be <o tered
Dwparion e

INVOICE # 33

vt Dada: 1/50/ 2007
Ordarad On: 1/28/2017
P confrmed

W i ik e b of s drw 1 ey
ey by e

You may request your changes on the form below:

| Special Instructions

Defivery |
*Method: | 100 Washington Delivery
vt Corace
*ContactPhone:
*Foor: (=
*Suite Number: filo
| Event Detads |

Additional senvice times miay be available by prior armangement. Please contact us
o discuss your neads.

*Food Delvery Time: [11:15am .|
*Event Oean-Up Time: (130 Pm v
“GuestCoure: (—
—{ Payment Type |
*Payment Mathod: | Imvaiee v
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© Copyright 2019 CaterTrax, Inc. All rights reserved. This document may not be copied
in part or full without express written permission from CaterTrax, Inc. All violations will
be prosecuted to the fullest extent of the law.

WELCOME TO ONLINE CATERING

CATE

RTRAX'

Place Your Order Anytime, Anywhere

Online ordering gives you more convenience and control
over the ordering process. Get started by creating an
account. With online ordering, you can:

« Include any special
instructions

« Track your order
 Request changes

« Repeat orders with the
click of a button

Getting Started Is Easy

Simply use your browser to navigate to your
unique CaterTrax website

Step 1: Click on Need an Account?
below the Customer Login section
on the home page.

Step 2: Fill out all of the required
information for new customers
(required information is denoted by
an * symbol). Then click Continue.

Step 3: Once you have successfully set
up your account, you’ll be taken to
the home page and greeted with a
welcome message.

Need an Account?
Click Here
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Creating a New Order

These easy-to-follow instructions are designed to guide you through
creating an order. Once you have created an account, log into your
account using your username and password. If you haven’t created
an account yet, take a minute and create one. Simply click on Need

an Account? below the Customer Login section. Once logged in,
enjoy choosing your favorite menu items.

Step 1: First select Create New Order.

Step 2: Choose the food category you wish to order from.

Step 3: When you find an item you like, click the View Details button.

Step 4: Make your selections within the product, and then click the Order button.

Step 1: Step 2:

/Categories \

Sandwiches

¥ Manage Orders The Salad Bowl

- Hot Buffets

Ei View My Catering Wellness Meeting
Revitalize

Break Time
Celebrations

Of the Season

K Additional Services /

E|  Create New Order

(I II\
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Step 3:
(Sandwlches \ Step 4:

Deli Buffet . 690 - 1,250 cal K \
smoked Turkey Breast, Smoked Ham, Roast Top Round of Beef, Tun and, Flatbread and Panini Sandwiches ,» 625 - 1,085 cal
Chicken Salad, imported and Domestic Cheeses. Vine Ripened Tomatoes, Grilled Vegetables with Low-Fat Swiss Cheese Flatbread, Smoked Turkey with Honey Mustard and
Lettuce, Red Onions, Fieksh Platter, Mixed Garden Salad with two Dressings, Cheddar Cheese Panini, Smoked Ham and Basil with Tomato and Mozzarella Cheese Fatbread and
Chef's Salad af the day, Homemade Potato Chips, Specialty Breads and Rells Roast Top Round of Beef with Bria Cheese Paninl. Servad with a Relish Piatter, Mixed Garden Salad with
and Freshly Baked Cookles. Includes Full Cold Beverage Service. two Dressings, Chef's Salad of the day, Homemade Potato Chips, Specialty Breads and Rolls and Freshly
%15.95 Per Person Baked Cookies. Includes Full Cold Beverage Service.

$14.99 Per Person
Flatbread and Panini Sandwiches . 625 - 1,095 cal Mumber of Guests &
Grilled Vegetables with Low-Fat Swiss Cheese Flathread, Smoked Turkey with m i oty B )
Honey Mustard and Cheddar Cheese Panini, Smoked Ham and Basil with
Tomato and Mozzareila Cheese Flatbread and Roast Top Round of Beef with Special Instructions _»

Brie Cheese Panini, Served with a Relish Platter, Mixed Garden Salad with two
Dressings, Chef's Salad of the day, Homemade Potato Chips, Specialty Breads
and Rolls and Freshiy Baked Cookies. Includes Full Cold Beverage Service.

$14.99 Per Person
Included - Full Cold Beverage Service ./
Build Your Own Sandwich Box ./ 590 - 920 cal
Chalce of Roast Beef with Frizzled Onions on Baguetts, Grifled Chicken with

Pesto Mayonnalse on an Odive Roll, Smoked Turkey and Brie Cheesa on

Kuabaﬂa, or Grifled Vegetables, Low-Fat Swiss Cheese on Flatbread, j

-

Clnwl!

Managing Orders & Request Changes

Step 1: Click My Account on the home page. Note: To manage your orders, you
must be logged in.

Step 2: Next, click on the Manager Orders button.

Step 3: Now you'll see an overview screen. This view will show you all of the orders
in your order history. From this screen, you can view previous orders, repeat an
order, or request changes. You can also search for your order by date.

Step 1: Step 3: Search for New Orders by Date
A

Account Information e e
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view |/ ID ©) Amount ) pate () NameofEvent () Paid () Pr

My Acct Log Off s/ B! $159.42 1/31/2017 Team Meeting [
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Order Totals
Sub Tol S145.90
Tax (6.35%) $8.52
Order Total 5155.42
nee D 5159.42




