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How to Add Catering to Your Existing 
Room Request

Select the name of 
the event 
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How to Add Catering to Your Existing  
Room Request 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select 
green tab 

Select 
Catering 
Requested 
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How to Add Catering to Your Existing  
Room Request 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Fill in the number 
of people 
attending and 
service type 

Select Menu 
Requested 

This is where you 
can fill in your 
catering items 

Make your 
selection 
here 

Complete type of 
service 

Select Save 
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How to Edit an Existing Catering Request 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Edit your existing request 
& 

Save 

Select the pencil 
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Adding an additional Break or Meal to an 

Existing Catering Request 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select 
Catering 
Requested 

Make your 
additional 
selection 
here & 
Save 
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How to Cancel an Existing Catering Request 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select the 
Red ‘X’ 

Select OK


