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How to place an External Catering Request 
 
1. If you are a new external customer, please press the Sign-Up button to create a new account. 
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2. Complete the sign-up required fields including the Company Name you are ordering for.                                              

Your password must be at least: 12 characters, one uppercase letter and one number. 
 

 
 
 

3. Select the location you would like to order from. 
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4. Navigate across to Menu. This will display the menu for your chosen location. 
 

 
 

5. Select and add menu items to Your Cart. 

• You can browse menu items by category or dietary using the menus on the left-hand side. 

• For more information about a menu item, simply hover over the image and click View More. 
 

• To change the required quantity, use the – or + buttons or type over the number currently displayed. 

In this example, 6 is the minimum quantity required. 
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• To add the menu item to your request, select the blue Add to Cart button. Where you see Click to 

Order there will be choices attached. These may be dietary, flavour or a menu selection. 

o Where a selection is required, ensure you read the How to Order instructions within the 

product. 

 
 
 

6. After completing your menu selections, click View Cart on your final menu selection or click the trolley icon 
located at the top of the screen. 
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7. Confirm whether you would like your catering delivered or available for pick up from the kitchen on campus. 
 

 
 
 

8. Select your delivery or pick up date and add times for service. If multiple delivery times are required, you will 
need to select each service time - these will populate to the side as shown below. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

If your required service date is not selectable, it is likely you have missed the deadline for submitting a catering 
request or is outside standard business hours. Please contact Hospitality and Events to discuss – 5327 9480. 
 
If you have ordered a package and multiple service times are required, select the first service time against the 
package. Continue with the steps in this process until you reach the Package Service Times filed at Checkout. Here 
you can specify times for each service. Ie. Morning tea – 10am, Lunch – 12pm, Afternoon tea – 3pm. 
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9. Now select a service time against each menu item as highlighted below. 

 

 
 

10. Review your order and click Proceed to Checkout 
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11. Checkout. Complete the required fields. 

• Billing details will default from your profile. These can be updated if you click Change Address 
• Venue - select campus for delivery or pick up. Please ensure the venue selected at this stage aligns 

with the menu you have been operating on. For example, Ballarat Catering Service in top of the 
screen = Ballarat campus delivery location. 

• Room. Select the delivery location from the dropdown. If your desired space is not listed, please 
contact Hospitality and Events on 5327 9480. 

• First and Last Name of the person requesting the catering. 
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• Delivery Notes. Add any information you think may be helpful in relation to the service. 
• Purchase Order. Please include your purchase order number if required. 
• Event Name.  Enter the name of your function  
• Guest Numbers. Please indicate the number of guests attending. 
• Event Finish Time. Enter the time your event is scheduled to conclude. 
• Allergies. List any allergies delegates may have. It is also helpful to include their name if known. 
• Package Service Times: Indicate this to advise of service times for half day or all-day packages. 
• Clearing Time. Please indicate the time the catering can be cleared. 
• Delivery. A delivery fee will apply if ordering outside the Mount Helen, Berwick or Gippsland 

campuses. 
• Payment method. Select Account to receive an invoice and pay by bank transfer or select Credit or 

Debit Card to pay in full now.  
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12. Once you have completed the required fields, click Place Order. 

 

 
 

Your Catering Request has now been sent to the Hospitality and Events team for review. An email will be 
sent to you on confirmation. 

Where additional staffing or surcharges apply, the Hospitality and Events team will contact you to advise. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

If you wish to place another catering request, navigate to the menu along the top of the screen and click 
Select Location. This will take you back to the Home page. 

 
You can change, cancel or re-order this and other requests in Your Account. Refer to the Procedures tab for 
step-by-step instructions. 

 
 

Hospitality and Events 

Phone: 03 5327 9480 
Email: hospitalityandevents@federation.edu.au 
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