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Campus Kitchen Online - Placing an order

1. Follow this link or click the “Campus Kitchen Online” logo on the front page of SUSSED
2. Click “Catering requests”

®  Delivered Catering

Catering Reguests

Orders for delivery

3. Select which campus you require the delivery to be sent to

L3 My Catering Delivery Requests

Description Delivery date time Reqguestor Status

No resuits faund

Book Avenue Catering Book WSA Catering Book NOCS Catering Book Highfield Catering
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4. Complete the information required. NOTE: a minimum of two working days’ notice is required

H General information © Time and Delivery
I Note, itwill not be possible to book catering less than two working days in advance.
Description Catering Delivery Highfield
Booked by 2808161, Jezard, Hannah Louise
® Booked for 2808161, Hannah Louise, Jezard L}

® Contact number In case of queries relating to your delivery

® Customer Sub-Project Code (]

5. Select the date and timings for your delivery. NOTE: this is a 30 minute slot. If you require
catering for 10am, select a 9:30am slot.

Press “Search”

H General infprmation © Time apd Delivery

4

@ Deliver From (Pifk date & time. Then Click Search) [l 31/08/2021 09:30

S

® Deliver by Tuesday, 31 August 2021 10:00

B After dicking Search. Please select a delivery slot from the list beiow,
Then flick contnue.

Note] it will not be possible to book catering less than two working days n advance.

v
=

Available delivery slots

DS, Highfield Delivery |
DS2. Highfield Delivery
Ds3. Hignfield Delivery A\ J

)

D54, Highfield Delivery

Select an available delivery slot. Press “Continue” at the bottom right of the page.

6. Your booking time slot is now confirmed. Now, add products.

H General information © Time and Delivery 2 Catering @& Overview

e D52, Highfield Delivery booked on Tuesday, 31 August 2021 from 09:30 to 10:00,

H Note, is not possible to edit an order approved order

Reference Description Start date End date Status

Na results found

Highfield orders & Add Catering Products
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7. On this page, use the “Menu Section” drop down box to navigate through the menu sections,

or use the “Description” box if you’d like to search for a specific item. First, select a delivery &
service option

bl
2 Catering
B DL gt Dewary cted ca Toaious 3t A
B seiect tre secoon of e Menu, then search.
Menu Secoon
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Scroll to the bottom of the page and click “Add products to my order”
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8. Input delivery information to include the building, room details and any other information
which you think our delivery team would find useful to ensure a smooth service.

& Catering

B D52 Highied Deiheery cockoed on Tuestay, 31 fuguess 2027 froos 0530 0 10000

Dessir gt

Requesior

Dalivery Incatkan

® Bulding 23 Sreff Sochal Derre L
Fioor
® Houm 26, |on Robe= Snam [
CuEnamer tommenes Piziane ghe (TS CF ATY SORITC Mlarpes
B Pl rrobd e o LTS e b skt Qg
[esrrptian Minrgec Cuaniity Fortad conts jncl, VAT
IE = Cudrar pwnth st i (U spovatinz. ol i zrrmaraedd o Langs Aboes g, 1 oo Bul s Sl s B g Luim

Tatal kncl, WAT: a0

Add mare produds m Canic

At this point, you can also change the quantity of the items shown whi
cost.

will change the total

Once you’re happy with the delivery information and quantity of the item, click “Add more
products”.

9. Continue to add more products by using the drop down and clicking “Search”. Select the
required products and click “Add products to my order” as youdid previously.

@ D52, Highfield Delivery booked on Tuesday, 31 August 2021 from 09:30 to 10:00.

H Select the section of the menu, then search.
select the products you wish to order {Hold down C
Quantities are selected at the next step

key to select more than one).

Menu Section Hot Breakfast

Description

Search
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10. On this page you can edit the quantities as you did before and go backwards and forwards
adding as much as you’d like by clicking the “Add more products” button. Once you've
finished adding items to your order, click “Submit”.

H D52 Highfield Delivery booked on Tuesday, 31 August 2021 from £9:30 to 10:00.

Description Highfield orders
Requestor Hannah Louise jezard

Delivery location

® Building | setecra buiding ]

Floor | 2 \ |

* Room 216, john Roberts Room \ ]
Customer comments Please givé details of any specific allergies

4

B Piease note there is 3 £15 min order charge

Description Allergens Quantity Total costs incl. VAT
Delivery with set up (dispasables only) Recommended for: Large Meetihgs, Premium Buffets, Students Events 1 £15.00
Bacon, egg, cheese muffin Contains: Egz, Soya, Gluten, Sesaine, Milk | 10 | £3500
Hash brown, mushroom, vegan cheese muffin Contains: Egg, Gluten, Sesame, Mi [ ] £10.00
Total incl. VAT: £50.00

11. Once you’ve clicked “Submit” this will then take you through to your confirmation page
where you will see your most recent order. Now, click “Done, go to overview”.

B General information O Time and Dellvery & Catering @ | Overview

B 052 Hgfels Deirvery Doebicea on Tuesday, 31 August 2001 fram 09230 to 10:00.

B nese i ot possie to 0% N 7T apRr0VEd Order

Reference Descrigrion SEART e End ame

123508201 Highheid eruieny TN 0530 3021 1000
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12. This is now your complete confirmation page, any errors or amendments you need to make
can be made here at this stage.

=
B General nformation 0 Time and Delivery 2 Catering e Dverdew
aeneral infarmation
Seferenoe R
Descrptizn Tanaring Dl hoay HighTierd
Sanked far

lenma= Lo

usbummar Sub Propss Code

Diefvery shot

Fetmnen

And

Chanpe el sl ation m
Cabering

Propesty Spane Deadboery By Drder BN SUMmary

D036, 55T 5o Cenme 215, [0 Rocers Roo ILTATTT W0 Defaery Wi 520D (RS pasabies iyt 4« Has™ DIoem, MASTITAm, RN Ieess main, 105 EBcor, ege. chesse muffin

Cancal tnis dedleary sok and cabering arder

Here, you can also cancel the delivery slot if required or book a repeat reservation. If you’re happy,
simply click “OK, close wizard”.
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13. Your booking will now appear in your Catering Delivery Requests homepage and you’ll receive
a confirmation email to your work email. Once your catering has been approved (two working
days before the booked slot), the status of your booking in your Catering Delivery Requests
homepage will change from “Booked” to “Approved” or, very rarely, “Cancelled” in which
case a member of the Catering Team would be in touch personally.

& My Catering Delivery Requests x
Description Dietwery date cme Requestor Status
Tmerdng Delbvey Highfle'd INTEE0R 1 €530 e Louse jemrd Bozled

Boaic Ascriuc Cakering Book ¥ Catering Ecni WIS Cabering Book Hphficld Catoring

14. If you need to make any changes at a later date, simply log back into the system using the link
on page 1 of this guide or click the Campus Kitchen Online icon on the SUSSED page and
select the booking you wish to amend from your “My Catering Delivery Requests” page
(shown on point 13 above).



