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ONLINE DELIVERED CATERING
HELP GUIDE
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Register P2
Make a booking P3-6
Order multiple deliveries P7-9
Edit booking details P10-11
Cancel a booking P12
Save time…repeat a booking P13-14

How do I…..
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REGISTER
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Registration is as easy as 1-2-3
Go to the Online Catering 

booking homepage and 
click Register

Enter your University 
email address

Complete the remaining fields and click 
Next. You will then receive an automatic 

email with a password to login
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MAKE A BOOKING
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Select your date and 
delivery slot

Complete the remaining 
fields and click Next
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MAKE A BOOKING
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You can browse the menu tabs to view 
the catering items

You can also click View 
Description to find out 

more information about 
the item

Select the quantity you 
require for each item and 

click add to basket



LIMITLESS POTENTIAL | LIMITLESS OPPORTUNITIES | LIMITLESS IMPACT

MAKE A BOOKING
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You can review your order 
before completing

Enter your internal charge 
codes here

If you would like to add any extra notes 
to the booking, click the Notes drop 
down error, enter into the free text 

boxes and click Add/Update booking 
notes
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MAKE A BOOKING
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Your order is now complete and you will 
receive an automatic email confirmation with 

the details
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ADD MULTIPLE DELIVERIES TO YOUR ORDER FOR THE SAME DAY
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If you would like to add another 
delivery to your order for the same 
order, you can click ‘Add delivery to 

your order’

This box will appear, select your 
requirements and click Save
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ADD MULTIPLE DELIVERIES TO YOUR ORDER FOR THE SAME DAY
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Choose your catering items for this 
delivery, add them to your basket and 

click Continue
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ADD MULTIPLE DELIVERIES TO YOUR ORDER FOR THE SAME DAY
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On the screen below you can use the drop down list to 
review all the deliveries that you have added to this 
order, if you are happy enter your charge codes to 

complete the order
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EDIT A BOOKING
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Bookings can be edited up to 48 hours before the 
delivery (excluding weekends). Under Current 

Bookings click Edit

On this page you can amend any notes or the charge 
details, then click Complete Order

If you would like to change quantities, delivery 
location or timings, click Edit
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EDIT A BOOKING
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To change the date, time, location, 
click Edit Order Details

Or you can add new catering items or 
change items already in your basket
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CANCEL A BOOKING
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On the Current Bookings tab, click 
the Cancel button

Once you have cancelled your 
booking, you will receive an 

automatic email confirming this



LIMITLESS POTENTIAL | LIMITLESS OPPORTUNITIES | LIMITLESS IMPACT

REPEAT A BOOKING
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If you make regular bookings with
similar items, the Repeat button can 

save you time.

Under Current Bookings click Repeat

On the next screen you can choose 
the new delivery date and time, then 

click continue
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REPEAT A BOOKING
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If you are happy with the order 
details then you click Complete 

Order

If you need to amend things such as 
the catering items or location, click 

Edit


