s Syracuse University

Manage Existing Orders in
CaterTrax

Campus Catering & Dome Suites

Purpose:

This document will provide guidance on how to maintain an existing order in CaterTrax,
including:

e Viewing an invoice

e Submitting a change request / canceling an order

e Repeating an order

Instructions:

Screenshot

1. Navigate to the CaterTrax webpage. You
can enter the URL directly or navigate
via the Campus Catering website.

Catering

Home / Catering

https://syracuse.catertrax.com/

https://campusdining.syr.edu/catering/ (S:afr:pus Catering Has Launched New Ordering
oftware

Campus Catering is now utilizing a new online ordering system, known as
CaterTrax. All Campus Catering and J]MA Dome suites customers should place
their catering orders via CaterTrax.

Place Catering orders online here.

2. In the top right corner, click the

Account Sign In/Register button. Q -3 Account w Cart
SIGM IMN / REGISTER T %000
3. Log in to your account by entering Last |  campuscatering  Domesuites  contactus Q& Aot o Cart
Name, Email, and Password. Then
click the Sign In button. Lsame .
Email Password

Om

Need an Account? Need your password?
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https://syracuse.catertrax.com/
https://campusdining.syr.edu/catering/

Step

4. If you just logged in, you will
automatically be navigated to your
account page. If you were already
signed in, you can access your account
page by clicking the Account button in
the top right corner and selecting View
All Account Options.

Screenshot

Cart
* 3000

Account
Hi, Victoria Bu

Q a

B Contact Us

Manage Online Wallet
Update Account Information
View All Account Options

=] Sign Out

5. Click the Manage and Repeat Orders
button.

Order History

Manage and Repeat Orders
Calendar View

6. This page provides a comprehensive list
of all your current and past orders in
CaterTrax.

You can search for a specific event in
the first row, or you can view your
orders in a calendar view if you are a
more visual person.

Manage Orders
Selec

Rese Fillers | View Calendar

EventDate  Name Total  Action

J J

260 21272025 Training Team Lunch

sso0 CEF

56 117302024 Cor 510800 C

31 1262024 Dinner for Training ssis00 C

View

Invoice

7. To view the detailed invoice for a
specific order, click the Invoice ID
number for the correct event.

0 Draft Orders | 1 Upcoming Invoice

Invoice ID Event Date  Name

) ( ) (

260 2/2/2025

Training Team Lunch

56 11/30/2024  Congratulations Lunch

8. The invoice will contain all order details
including a detailed Order Tracking
section at the top of the page which
will document all changes made to the
order, when the change was made, and
who it was made by.

From this page, you can also: attach
documents, add the event to your
calendar, print the invoice, request a
change, and repeat the order.

The next steps will show how to
request changes and repeat an order
from the Manage Orders page.

31 11/26/2024  Dinner for Training
26 11/25/2024  Ops Team Lunch
39 11/23/2024
8 8 ) c

(e,
D DATE ™E

COMMENT

126PM

Request a Change
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Step Screenshot
9. On the Manage Orders screen, you Reset Filters | View Calendar
may see a pencil icon to the right side
of the order. This button is used to Paid Processed Total  Action
initiate the change request. Click the
pencil button. [A" ~ ] [A" ~ ]
Note: Changes are accepted up to ten $35000 C &
days prior to the event. Once ’Fh_at $1,00800 C
deadline has passed, the pencil icon
will automatically disappear. s815.00 C
10.The Special Instructions field should | ™™™ ™™ " ections
be used for requests such as:
e Canceling the order completely
e Adding menu items to the order
11.You can change the Quantity of Order Details
existing order items. ST Ea—

Your Choice of One Soup, Three Sandwiches, One Salad,
One Accompaniment and One Dessert. Includes Bottled
Water.

12. Order logistical information can also be
edited (i.e., event location, time, guest
count, and payment method).

Delivery / Pickup

Delivery and Set Up.

Victoria Budnik

3156807707

111 Waverly

1

12

~Event Type: Lunch

If Other, Enter Event Type Here:

“Serviceware: Basic Compostable

Sales Rep - INTERNAL USE ONLY:

Event Details

12:00 M

130 PM

2

Payment Type

[Griine Wallet

Select Wallet Entry
CHART STRIN
h:

“Online wallet: G
| chart string [ 11-11111-11111-111111

13.0nce you have made all necessary
changes, click the Send
Change/Update Request button.

Send Change / Update Request

14. All changes that were requested will
now be documented in the Order
Tracking section of the invoice.

The order status will automatically
change to Change Requested. Once
the Catering team has reviewed and
approved the request, they will change
the status to Confirmed.

D

2213

1911
1848

a-
DATE TIME  NAME COMMENT
Customer requeste

1/8/2025 10:34 AM Victoria Budnik

Q
1/6/20253:21 PM ToriBudnik  Or

@1/6120251:26 PM New I

Event Name:Training Team Lunch

Syracuse University Campus Catering INVOICE #260
e 284
25

Sund

Customer Information

Delivery / Pickup Information

Repeat an Order
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Step Screenshot |
15- If YOU ever need tO naVIgate baCk tO Campus Catering Dome Suites Contact Us Q 2 :c\(;\(;l;:isu
the Manage Orders page quickly, you
can click your Account button in the ]
. Create New Order: Manage Online Wallet
top right corner of your screen. Then Single Service Time
select Manage and Repeat Orders. Multiple service Times Update Accaunt Information
Manage And Repeat Orders View All Account Options
=] Sign Out
16.0n the Manage Orders screen, you Reset Filters | View Calendar
will see a curved arrow button to the
right side of the order. This button is Paid  Processed Total  Action
used to repeat a past order. Click the
curved arrow button. [A" v ] [A" v ]
$350.00 C'&
$1,09800 C
81500 C

17. All menu items that were included in
the original order will automatically be
added to your cart. From here, you can
change the quantity of existing items,
but not specific detailed selections (i.e.,

sandwich choice).

You can also click the Add More
Items button to review the menu to
include more items in this order.

18. Once you have all required items in the

cart, click the Continue button.

19. From there, the rest of the steps are
the same as if you were placing a new
order. You will select the event date,
enter logistical information, and select

your payment method.

Date Selection

February 2025 v

S Mon  Tue  Wed  Thu

=
||
||

=1
=1
||
[=]

EEEE

Order Summary

20. Note: Through a customer account, an
order can only be repeated one
occurrence at a time. If you have an
order that needs to repeat several
times, you can reach out to the
catering team who has the capability to
repeat an order as many times as

needed.
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