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How to: Create an Account CaterTrax Catering
Services

* On the Home page, locate
the Customer Login Box

Insert Logo Here

|\ ‘h &

Customer Login Welcome toyour online

Last Name: l:l -
ot [ catering management sysiem.

C Click On the Iink’ next to Need an Account? Click Here

Need your password? Click Here Whether planning a simple breakfast or an upscale executive

“ N d A ? ” lpncheon, vou will find all of our most popular menu Iselectiorlls on
ee an ccou nt . line. We can also custom design a menu for any special occasion. We

pride ourselves on our ability to meet any need with style and

creativity, assuring the success of your event.

This system has been created to make ordering your food and
beverage requirements as easy as possible. We want to ensure that
we are providing yvou with the very best options for you to select
from, so please let us know if there is something you do not see in
our order guide. We will be happy to assist you at any time with
placing your food and beverage orders. Simply call the catering
sales office and an event planner will walk you through the on-line
process.

We want to make every event, a special event!

CaterTrax Catering Services
150 Lucius Gordon Dr
W Henrietta, NY 14586
Ph: (800) 975 TRAX
Fax: (3835) 298-9574
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How to: Create an Account

* You will need to enter the
requested information on
the Account Creation Form

* When you are finished, click
“Continue”

e On future visits, you will log
into your account from the
home page using your last
name and password.

CATERTRAX"

CaterTrax Catering
Services

Insert Logo Here

Creating an account is free and easy.
You will enjoy many benefits including a
quick check out and exclusive offers.
Please fill in the following fields. Please
note that fields preceded by * are
required.

Customer Login
passorts [ ]
Neaed an Account? Click Here

Need your password? Click Here
— e

Sincerely,

Catering Availability

Mouse-over dates for details The Management Team

Our Promis

May 2010

2 3 “+ 5 L] F =4

ny personally identifiable information to anyone

- EEEEE
0] ]

I — e ee—

CaterTrax Catering Services
150 Lucius Gordon Dr
W Henrietta, NY ].4586
Ph: (800) 975 TRAX
Fax: (383) 298-3574

ia will not sell or rent your email address or

Home My Account Contact Us

New Customers

*Required fields

*First Name: l:l
*Last Name: l:l
Department:| |

Y —

Please enter password twice
(Min 6 characters)

*Re-enter Password: l:l

Join our mailing List: []
Tax Exempt: [ |
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How to: Place an Order CaterTrax Catering
Services

Insert Logo Herea

e After creating or logging

into your account, you will = . wacometest -

TEST TEST

o
be brought to your “My Loy il —

— e [=*
= + Create New Order

Account” page
~~ Manage Orders

Catering Availability
Mouse-over dates for details View My Catering

May 2010 >
EEEEEERE e
Information

bt TO begln the Orde”ng First Name: test
process, click on “Create T oemarment:

”
New Order - EEEEE e e

Tax Exempt: False

CaterTrax Catering Services
150 Lucius Gordon Dr
7 [FI=mts, G T Customer Comments - Add Comment

Ph: (B00) 975 TRAX .
Fax: (S85) 298-9574 Use this comment box to add notes and preference about your account.
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How to: Place an Order

* You will immediately be

brought to the online menu.

* To start your order, select a
category. For example,
“Breakfast”

CaterTrax Catering
Services

Insert Logo Here

Empty Order

Account Information
TEST TEST

off ﬁxu,\.'/ﬁ&@

CaterTrax Catering Services
150 Lucius Gordon Dr
W Henrietta, NY 14586
ph: (800) 975 TRAX
Fax: (585) 298-3574
—— ———————

CATERTRAX

My Account Search Policies Tutorial

& Breakfast

Beverages
<

Sandwich
@ Collections
a e

-

@ Plated Meals
—
B Receptions

Breaks

Additional Services
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How to: Place an Order CaterTrax Catering
Services

Insert Logo Here

* After selecting a category,
all products in that category ’
Wi | | be d iS p I aye d ) e i BreE;[I:(tyf;):Er Check Out My Account Search Policies Tutorial

TEST TEST
a0t J Breakfast Buffet

Start the morning right vith our fresh Breakfast Buffet! Homemade scrambled
eggs made vith farm fresh eggs. Egg substitute available upon request.

® W h e n yo u h ave fo u n d th e Crispy bacon, breakfast sausage, pancakes and vaffles are all included.
Breakfast Served vith Orange Juice, Regular and Decaffeinated Coffee.
CaterTrax Catering Services

p rOd U Ct yo u Wa nt to O rd e r 150 Lucius Gordon Dr $9.99 Per Person
’ W Henrietta, NY 14586
Ph: (800) 975 TRAX
Fax: (585) 298-9574 View Details

click on “View Details” — 4
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How to: Place an Order CaterTrax Catering
Services

* Now, you will need to enter

the number of guests. Insert Logo Here

¢ . St >y o
Empty Order Check Out My Account Search Policies Tutorial

Account Information

TEST TEST
* In addition, you will need to T

Select any featu re Options (—— — Start the morning right vith our fresh

Breakfast Buffet! Homemade
scrambled eggs made vith farm fresh
th at a p p Iy, eggs. Egg substitute available upon
Breakfast request. Crispy bacon, breakfast
sausage, pancakes and vaffles are all

included. Served vith Orange Juice,
Regular and Decaffeinated Coffee.

Special Instructions

CaterTrax Catering Services
150 Lucius Gordon Dr
W Henrietta, NY 14586
Ph: (800) 975 TRAX

Fﬁa}:A(SSS} 293-3514___ $9.99 Per Person
* If you have any special o
umber of Guests | |
instructions, enter them in s e BT
: : CATERTRAX
the “Special Instructions” ORDER
box.
Breakfast

* When you are finished, click
on “Order”
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Step 1: Confirm Selection

e After placing items in your
cart, you will be brought to
Step 1 of the check-out
process. If you are finished
ordering, make sure your
order is correct and click on
“Continue>>"

* If you need to add more
items to your cart, either
click on “<<Add More” or
simply click on one of the
category buttons.

CaterTrax Catering
Services

Insert Logo Here

CaterTrax Catering Services
150 Lucius Gordon Dr
W Henrietta, NY 14586
Ph: (800) 975 TRAX
Fax: (585) 298-9574
I—— e —

CATERTRAX

Empty Order Check Out My Accoun! Search Policie Tutorial

Step 1 Step 2 Step 3 Step 4
Confirm Selection Event Information Review Selection Chedrout

7==1 Your Selection [~--==========mmm oo e e e e o %
| H

Quantity Unit Price Balance |

’E $9.99 $99.50 E

E Remove Description

x Breakfast Buffet

Start the morning right vith our fresh Breakfast
Buffet! Homemade scrambled eggs made vith
farm fresh eggs. Egg substitute available upon
request. Crispy bacon, breakfast sausage,
pancakes and vaffles are all included. Served vith
Orange Juice, Regular and Decaffeinated Coffee.

Product Cost $99.90

<< Add More Continue >>




Step 2: Event Information

* In Step 2 of the check-out
process, you will need to first
select the date for your event.

e Any dates highlighted in red
indicate the date is
unavailable and you are
unable to complete your

order
online for those dates.

e Any dates highlighted in
yellow indicate you will need
to contact the Catering
Department to confirm your
order; but you will be able to
place your order online.

CaterTrax Catering
Services

Insert Logo Here

Subtotal: $09.90

CaterTrax Catering Services
150 Lucius Gordon Dr

W Henrietta, NY 14586
Ph: (800) 975 TRAX :

Fax: (585) 298-9574

0

I-

U R s

-------------------------------------------- EmptyOrder T Check out My Account Search Policies Tutorial
Current Selections
[10] Breakfast Buffet Step 1 Step 2 Step 3 Step 4
£9.99 X 10 = $99.90 Confirm Selection Event Information Review Selection Chedout

(Dt stecon] - .
: May 2010 >
EEERER

+ H

NN N ]

16t 12 13 4 15

CATERTRAX | v v oo o |
-

June 2010 =

CATERTRAX"

Home My Account Contact Us
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Step 2: Event Information

* Once an available date has
been selected, you will need
to enter your delivery/pick-
up and event information.

* When you have finished,
click on “Continue>>" at the
bottom of the screen.

CaterTrax Catering
Services

Insert Logo Here

Current Selections
[10] Breakfast Buffet
£5.99 X 10 = £33.90

Subtotal: $99.90

CaterTrax Catering Services
150 Lucius Gordon Dr
W Henrietta, NY 14586
Ph: (800) 975 TRAX
Fax: (585) 298-3574

CATERTRAX

\

________ ol
Check Out

Step 1

Confirm Selection

My Account Search

Step 2 Step 3
Ewvent Information Review Selection

CATERTRAX"

Policies Tutorial

,———-| Date Selection

5/28/2010

Good To Go!

H 2 3 i 15

2
3
iﬁﬁﬂﬁeﬁﬁﬁii
o=,

] ] o) ][]
)

: .'"‘| Delivery / Pickup
: : *Method:
Do *Delivery Contact:
*Delivery Phone:
#*Building:

*Room #:

! [Jcopy tontact Information

|

test test

l

! ,“-‘| Event Details

! | yourneeds.
| *Food Delivery Time:
*Event Start Time:
*Guest Count:

Tax Exempt:

Additional service imes !
prior arrangement. Please contact us to discuss B

may be available by

B
L%

O
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Step 3: Review Selection

Insert Logo Here

S In Step 3 Of the CheCk'Out __________________________ é,?n'p't;,'c',}aé,f"".

Current Selections

process, all you need to do B s como G

Subtotal: $99.90

review your cart to make CATERTRAX | DrderName: i
sure everything is correct. “'":,: o -
e Sean [oom s770100

Building: test
Room #: test

Event Information

* If you need to make any o o

Delivery Date: 142y, 3/28/2010

changes, click on the Food Delieers 5,55

shaded-out “Step 1” or J— e
”Step 2[) at the top Of the 5 Breakfast Buffet :

screen. e

=< Add Ancther Order Cancel Continue = >

* When you are ready to
proceed, click on

“Continue>>"
12
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Step 4: Checkout CaterTrax Catering
Services

* In Step 4 of the checkout TR TN :
process, you will needto | &
enter payment information.

_______________

Empty Order Check Out My Account Search Policies Tutorial

—l—-— Step 1 Step 2 Step 3 Step 4
C.lﬂ-. :RTW C:r‘fi":ipslsai:r Ev'srtltrif"rsti:r Rsv'ia'.\t-ii\scti:r

. *Please Mote: The final invoice may be re-calculated to satisfy special
° Afte r se I eCtI N g a p ay me nt requests or additions to standard offer.

You MUST click the Process This Order button below to complete this order.

method, enter any (e

. . Please Select a Method for Payment
necessary information. | *paymont Hethod: [Cotcorer
E *Cost Center Number: l:l
CC Additional People {Optional):
B Email Address(es)
: : | e respartenee
* If required, please click on ] e
the link to read and “Accept £ SLocue

the Terms and Conditions”.

* When you are finished, click
on “Process This Order”.

13
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Email Confirmation

Insert Logo Here

e A copy Of your involice WI” """ e ¥¥5If you are placing another order, please click the My
i e Account button to begin the ordering process. DO NOT click on
et =75 AR the Back Arrow.***

appear On the Screen. You o . *Please Note: ¥ou will receive a confirmation

email reviewing the details of your event.

will then have the option to
p & printabie Invoice 5‘"‘“’-@ =13 Qutiook

print it or sync it to your T e
Outlook. CATERTRAX gns’ INVQICE £2

= Sz on W
o # Confirmation Pending
T

Cusbomer Delivery S
Informeation Pickup

First Marme: t=st Information
Last Marme: te=t Method: Deinverny

* You will also receive a copy S Conta ==
Phane: ~o - 05T D::ﬁ';ﬁ:" (585) 427-5150

Building: t==t

of the invoice in your email. payment Bttt

p‘“!'._:‘::t_ (Cost Center —
Information
Guest
Count:
Pick-up/
Delivery Friday, 5/28/2010
Date:
Food
Delivery 5:00 &M
Tirme:
Ewvent Start
Time

10

BDDAM

FOOD Quantity Prica Ext.

Breakfast Buffet

‘Start tha MArning right wIth Sur frech Sraskiest Sumer|
Ham:=mads sCramiksd Sggs mace with tanm fresh Sggs.

Sga substituts avallable upon request. Crisgy bacan, = = EESHEE
Dreskiast sausage, pancakes and watfes are all InCluded.

Served with Orangs Juwics, Saguiar and Decatminates

(==

‘Order Totals

Sub Total §93.90
‘Drdar Total §99.90
Balance Dus S55.90

14



How to Confirm Your Order

e After your order has been
placed, you will receive an
email that contains your order
details and instructions on
how to confirm your order.

e All you need to do is click on
“Confirm Order” at the top of
the email.

* There are also links to:

* Request changes
* Print your invoice

Subject: Hew Catering Request Order Number 2

CATERTRAX"

oo [ Reouetchonges | Pk Invoice

Dear Tast

Thank you for bookag your nest mpottantevnt with CaterTrex Catermg Serviees. We look forward to makmg your event 2 deicious affar Flease do not reply to this email! *Tmportant® Flease review your order below and click on the "Cor
ink abovto confirm your event If you need to meke changes or updates to your event, plesse use the "Request Changes” ek, This s the mosteekisble way to ensure that we hiave ol of the appropriate defals for your event.If you bave mmy que:

call e estermg office

Welook forward to serving your event! Thank you

CATERTRAX

CaterTrax Cateting Serviess
130 Lyggus Gordon D, W Henriete NY 14386
(300973 TRAX

Tnvaice#
[y e
"'"‘@L  Outlook

Piek-up Delivery Date: 3282010
Food Delivery Time: $:00 AM
Event Start Tme: :00 AM
Event End Time:

Food Cleav-up Tme:

Order Total: $99.90

Grand tote may be adjusted to accommodate any speci] equests
Clck hers to prntor vies an up to date version of fis Fvoie.

|

15
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CaterTrax Catering

How to Request Changes
to Your Order

Insert Logo Here

There are 2 ways to request i <=
changes to your order: e

INvoIcE =2,
Method 1: A e

Fimace check iz Bo I you v
Raguesting Snanges To your mommE.

® The “Request Changes” link in
your email

Method 2:

e Log into CATERTRAX

e Click on “Manage Orders”
e Click on “Track Order”

Both will bring you to the

Change/Update Request Form. After

completing the necessary
information, click on “Send
Change/Update Request”. The
Catering Department will contact
you via email when the changes
have been made.

¥ou may request your changes on the form below:

E Item Quantity
| Breakfast Buffet [1o
: rung = =

“Method:| sama P
TDelivery Contactsftass ]
*Delivery Phone:[sasszraisa ]
SBuilding:z==z ]

! Additionsl Service times may be svailable by prior
| srrangement. Plesse contact us to discuss your nesds.,

*Food Delivery Time:| 5:00 &M |

16




