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CATERTRAX"

How to: Create an Account CaterTrax Catering
Services

* On the Home page, locate
the Customer Login Box

Insert Logo Here

Customer Login Welcome to your online

Last Name: l:l -
oot [ catering management system.

> CIiCk on the Iink, next to Need an Account? Click Here

Need your password? Click Here Whether planning a simple breakfast or an upscale executive
" ? ” luncheon, you will find all of our most popular menu selections on
N ee d an AC cou nt H 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 ereated to make ordering your food and
beverage requirements as easy as possible. We want to ensure that
we are providing you 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: (585) 298-9574
— —————




CATERTRAX"

How to: Create an Account CaterTrax Catering
Services

* You will need to enter the Insert Logo Here

requested informationon = | RN e __r.ﬁ.!h.h_.!

o
. Customer Login Creating an account is free and easy. New Customers _
t h e ACCO u nt C reat I O n FO r m You will enjoy many benefits including a
tasthiame:[ | quick check out and exclusive offers. . _ ]
[I— d: I:l < Please fill in the following fields. Please Eequecrifickls
e note that fields preceded by * are *First Name: I:l
Need your password? Click Here required. *Last Name: l:l

« . . Sincerely, Department:| |
* When you are finished, click e ’ A

Mouse-over dates for details The Management Team *Phone: l:l

Hconti n u e” Our Fromis :a-.\'ill not sell or rent your email sddress or Please e"tfl;i?-assi::::ctt::;
oy pare

ny parzonally identifisble informstion to snyene.
EEEEEEE I e
*Re-enter Password: l:l

Join our mailing List: []

2 3 “+ 5 L] F &

* On future visits, you will log T

into your account from the .

home page using your last —
name and password. T——

150 Lucius Gordon Dr
W Henriettz, NY 14586
Ph: (800) 975 TRAX
Fax: (585) 298-9574

Tax Exempt: [ ]




CATERTRAX"

How to: Place an Order CaterTrax Catering
Services " Home My Account ContactUs.

Insert Logo Here

» After creating or logging

into your account, you will  [= T come test! —

TEST TEST

o
be brought to your “My P —

[=*
= + Create New Order

Account” page
- Manage Orders

Catering Availability
Mouse-over dates for details View My Catering

May 2010 >
EEEEEERE —
Information

First Name: test
2 = - 5 s x 8
Last Name: test

* To begin the ordering
process, click on “Create 5 e e e e oeparimant

5+ - 3 28 2 =22 Phone:
Join our

New Order - [t 33 ) ) ) S ol

Tax Exempt: False

CaterTrax Catering Services
150 Lucius Gordon Dr

W Henrietta, NY 14586 - A
Dh: (800) 575 TRAX Customer Comments - £dd Comment
Fax: (585) 298-9574 Use this comment box to add notes and preference about your account.
—




CATERTRAX"

How to: Place an Order CaterTrax Catering
Services " Home | My Account | Contact Us

Insert Logo Here

* You will immediately be
brought to the online menu.

Empty Order My Account Search Policies Tutorial

Account Information
TEST TEST

[ logort | myact
Breakfast
* To start your order, select a Coterrs Coterng services E

e Beverages
category. For example, &
“Breakfast” S
CATERTRAX Mets

@ Plated Meals
2
B Receptions

Breaks

Additional Services




CATERTRAX"

How to: Place an Order CaterTrax Catering
Services

Insert Logo Here

» After selecting a category,
all products in that category
will be displayed. 5 o

TEST TEST
I Log Off My Acct J Breakfast Buffet

S — e e—

Check Out My Account Search F;c;hcies Tutorial

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

[ ) W h h f d h Crispy bacon, breakfast sausage, pancakes and vaffles are all included.
e n yo u ave O u n t e 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” — s




CATERTRAX"

How to: Place an Order CaterTrax Catering
Services

* Now, you will need to enter

the number of guests. Insert Logo Here

-------------------------------------------- E;ﬁﬁﬂ;‘é;a-er Check Out M Account Serch Plicies Tutorial
Account Information
TEST TEST
aye . Breakfast Buffet
 In addition, you will need to ogofft | MyAct | _
select any feature options p— — Start the moring right vith our fresh  gpecial Instructions

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

Cat?rTrax Catering Services included. Served vith Orange Juice,
150 Lucius Gordon Dr Regular and Decaffeinated Coffee.

.
* If you have any special e
umber of Guests | |
instructions, enter them in e
: : CATERTRAX
the “Special Instructions” ORDER

box.
Breakfast

* When you are finished, click
on “Order”



CATERTRAX"

Step 1: Confirm Selection CaterTrax Catering
Services

e After placing items in your
cart, you will be brought to . _ kS
Step 1 of the check-out |- e e S P il

Breakfast
p ro C es S B If yo u a re fl n I S h e d CaterTrax Catering Services Eu-z"lsltnef?rrgan:r* Ravlesnktii!f:x:n :Sf*t-:-ed‘r)::l(

Insert Logo Here

- i

ji 110, make sure your |

order is correct and click on ;scw ej«vm
. 5 Breakfast Buffet 0 e

”CO n t I n U e >>” : Start the morning right vith our fresh Breakfast ] i

! Buffet! Homemade scrambled eggs made vith
g farm fresh eggs. Egg substitute available upon

request. Crispy bacon, breakfast sausage,
pancakes and waffles are all included. Served vith
Orange Juice, Regular and Decaffeinated Coffee.

Product Cost $99.90 .

* If you need to add more SRS W ) |
items to your cart, either << Add Hore Continue >>
click on “<<Add More” or
simply click on one of the
category buttons.




Step 2: Event Information

* |n 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

Empty Order Chec Out

Current Selections
[10] Breakfast Buffet _Step 1 _
£3.99 X 10 = $39.90 Confirm Selection

Subtotal: $99.90

CaterTrax Catering Services
150 Lucius Gordon Dr

W Henrietta, NY 14586 E Thu
Ph: (800) 575 TRAX !

Fax: (585) 298-9574

2 3 & 5 6 F &

P8 t8 2 19 4 15 |

CATERTRAX

o

Step 2 Step 3 Step 4
Event Information Review Selection Chedeout

- Date selection |-------------- .
May 2010 Ll

! i6 1F 18 19 28 2t 22 !

o [l )

CATERTRAX"

Home My Account Contact Us

My Account Search Policies Tutorial

10



CATERTRAX"

Step 2: Event Information

CaterTrax Catering
Services

Home My Account Contact Us

* 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.

Insert Logo Here

Current Selections
[10] Breakfast Buffet
$9.99 X 10 = $99.90

Subtotal: $99.90

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

CATERTRAX

Confirm Selection

________ st
Check Out

Step 1

Step 2
Ewvent Information Review Selection Chedkout

-~ Date Selection [----------------: :'"‘| Delivery / Pickup

Z

k4
T
23

i

H ot 2 5 W i5

R -

24] 23] 20] 7] 0] a0
1]

My Account Search Policies Tutorial

Step 3

*Delivery Phone:

| 72872010 e E—
s

*Room #:

l

: E [ copy contact Information

: ,———-| Event Details

Additional service times may be available by !
! | pror arrangement. Please contact us to discuss B
! ! yourneeds.

*Food Delivery Time:
*Event Start Time:

*Guest Count:

o
£[<

Tax Exempt: |:|




CATERTRAX"

Step 3: Review Selection

Insert Logo Here

* |n Step 3 of the check-out é;n'r;t;;c',;a;;"" o

Current Selections
Step 1

process, all you need to do s e

Subtotal: S99.90

' Order Name: |Update

| Customer Delivery / Pickup

review your cart to make CATERTRAX
sure everything is correct. o P

test
Email: support@catertras.com Contact:

Work Phone: 525-427-2190 D;:i:::'_’ [SE5) 427-5190

Building: test
Room #: test

Event Information

* If you need to make any —

Pick-up/ _ .
Delivery Date: ' 42y 5/28/2010

changes, click on the Food Beieey .00 A

shaded-out “Step 1” or _— S —
”Step 2” at the tOp Of the Breakfast Buffet :
T o)

* When you are ready to
proceed, click on

“Continue>>"
12



CATERTRAX"

Step 4: Checkout CaterTrax Catering
Services

* |n Step 4 of the checkout Insert Logo Here
process, you will need to &
Ern[:}t\cr Order Check Out My Account Search Policies Tutorial

enter payment information. L o s o
CATERTRAX e | (R

__________

*Please Note: The final invoice may be re-calculated to satisfy special
requests or additions to standard offer.

 After selecting a payment
g p y You MUST click the Process This Order button below to complete this order.
method, enter any | racial

. f . Please Select a Method for Payment
necessary In Ormat|0n. i *PaymentMethod:
i *Cost Center Number: l:l

CC Additional People {Optional):

Email Address(es)
Youmay CC others on this
order’s comespondence

* If required, please click on e e S e
the link to read and “Accept 1§ Ssecure]
the Terms and Conditions”. | /oo

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

13



Email Confirmation

e A copy of your invoice will
appear on the screen. You
will then have the option to
print it or sync it to your
Outlook.

* You will also receive a copy
of the invoice in your email.

CATERTRAX"

CaterTrax Catering Services

Insert Logo Here

*#* % Tf wou are placing another order, please click the My

Account button to begin the ordering process. DO NOT click on

the Back Arrow.***

*Please Mote: ¥ou will receive a confirmation
email reviewing the details of your event.

Ll L3
&P printeble Tnvaice S\fn:@ ‘j:" Outlook

Order Name: Test order

CATERTRAX Sattring i
TVICes s =rzesacuc

755 Lmx Garem o
/7 Confirmation Pending

e
(530] TS TRAX

Custormer Delivery f
Information Pickup

Firat Mame: t==t Informeation

Last Mame: t=st T

Ermnail: =upport@catertrax. com Delivery
Wark e 427-5150 Cantack:
Phone: Delivery | cpcy 427-8190

Fhone:
Building: t==t
Payment
Information Room #; t==t
Puayment
e Ewent
Informetion
Guest
Count:
Pick-up/
Delivery Friday, 5/28/2010
Date:

10

Food
Drelivery &:00 &M
Tirme:
Ewent Start

.I_"'E=3:DD AM

FOOD Quantity Prica Eut.

EBreakfast Buffet

Start the marning Hight with our fash Srasicast Suetl
Homamade SCrAMINed 8Q5 Mads with ST Tesn &305.

£33 SUBSTITULE avallamle Upan reguest. Crisay Sacan, = == =
STENCRIT SBUSSDE, DENCEKSS BC wETES &TE &1 Insiudsd.

Sarvmatn Orange Juice, Aaguiar and Decamsinazas

Zomea

Ordar Totals

Sub Total £93.50
‘Order Total 533.50
Balance Dus £959.50

14
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How to Confirm Your Order s
 fmoder ][ ensicge | B e

e After your order has been DT
H H Thank you for bookmg your next important event with CaterTrax Caterig Servicss. We look forward to making your event a delicious affar. Please do not reply to this email! *Important® Please review your order below aud dlick on the "Cor
placedl you WI” receive an ﬁkf&fp%iﬂyﬂ\gﬁﬁ;m;ﬂmﬂgﬂorupdatesgtuyoumﬂtpleaxeuaemeTRmuesf(yl;mmges";iukIhisisdiemnsrreliablewa;tzpa'u:ueﬁiarwehm‘eaﬂmeappmprmdmﬂy:uflmyumm'mtﬂyouhm‘eauyque:
email that contains your order e
details and instructions on i —————
how to confirm your order. CATERTRAX
CaterTram Catertng Serviess
liOngj;_quder:\‘u’HwimNYlmﬁ
» All you need to do is click on .
. [nvaiee #2
“Confirm Order” at the top of
the email. o) % i
Pickap Devey Dae 3282000
Food Delrvery Tme: §:00 AM
. Event Start Tz $00 AM
* There are also links to: beae
Food Clean-p Tme:
Order Total: $99.90
o Request Changes Gtand toel may be adjusted to accommodate any speeial requasts

Click hers to printor view a0 up to date version of this Favoice.

* Print your invoice

15



How to Request Changes
to Your Order

There are 2 ways to request
changes to your order:

Method 1:

® 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.

Insert Logo Here

CATERTRAX

CaterTrax Catering

CATERTRAX"

Change / Update Request Form

Uza this Farm £a list any updetes, changss ar nobas Ba yaur
‘swant. Yaur message will b Smalied ta the Sateting

INWVOICE = 2
Event Dats: 572872010
Dwrdered On: 5,247 2010

e Conmrmation Pending

Simaze check ts Do ITvou ars
Reoussting Chanass ta wour Swant.

You may request your changes on the form below:

! Item Dusntity
| Breakfast Buffet [10

“Method:| oo, v
“Delivery Contects(z=ez |
-Delivery Phones[sasszraisa |
SBuilding:[z==z ]

P Additional Servics times may be svailable by prior
| srrangement. Plesse contact us bo discuss your needs.

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

16



