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Note: ALL catering requests must be 
submitted a minimum of 10 business 
days prior to your event, any requests 
within 10 business days require a call 
to UVM Dining Services.

If you would like to add Catering 
Services to an existing reservation, 
start on the home page and click on 
“MY EVENTS” 

Then click on BOOKINGS. Select
your date from the calendar or select 
month to view that way. Click on the 
name of the event. This will open a 
second window, click on the name of 
the event again to add services. 

Click “Add Services”
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Under “Catering Menu”, fill in the following 
information:

START TIME & END TIME: these auto 
default to the time you entered on the 
reservation. These times can be modified if 
needed.

SERVICE TYPE:  select your choice of 
service.

ESTIMATED COUNT: this auto defaults to the 
number of expected attendees you entered 
on the reservation. This can be modified if 
needed.

ACCOUNT OPTIONS: select the correct 
option.

FUNCTION NOTES and INSTRUCTIONS: 
add any notes here that you would like UVM 
Dining to receive. DO NOT add them to 
General Notes.

Click on the carrot to view the menu options.

Click on the menu option to see the price and 
additional information.
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Once you have selected an item a summary 
of the services you have ordered will appear 
in the top right corner of the screen.

You can scroll down to the menu to continue 
to order items. 

You can click on the red circle to remove an 
item.

You can click on the pencil to modify an item. 

When you have finished ordering click on 
Next Step in the upper right corner.
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Select the booking(s) you want to 
add the services to

Then, select “Add Services” 

If you are successful a green box 
will appear at the top of the screen 
that says Services Added.
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Congratulations, you have added a 
request for Catering Services to 
your event!

To view or manage these services:

• go to “MY EVENTS” from the 
home page

• Select the reservation you want 
to see services for

• click “View Services” or “Manage 
Services”
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