
 
 

 

 

Hospitality Ordering System 
 

User Guide 

 

 

 

 

This user guide has been designed to assist you in using the Hospitality Ordering System. 

 

If you have any queries about using the system, then please contact: 

 

Roberto del Monte 

catering.hospitality@lse.ac.uk 

 or extension 3732 

 

 

 

 

How to log in to the hospitality ordering system 
 

• To log into the hospitality ordering system please follow the link on the catering 

website.  

 

 
 

 

mailto:catering.hospitality@lse.ac.uk
https://info.lse.ac.uk/staff/services/catering/order-catering
https://info.lse.ac.uk/staff/services/catering/order-catering


 

 

How to create a hospitality order 
 

• Click on “Create Order”.  

 

 
 

 

• Please enter the details requested in order. You must enter a building location first in 

order to access all other information. 

• Budget holders’ names must be in full, not shortened, e.g., Rebecca, not Becky. The 

system uses the LSE registered account name. 

• Please click on the “Budget holder approval” box, or you will not be able to move to 

the next page. 

• Please note: Meeting/Event Start Time means the time you want the catering 

delivered. 

• The Event/Booking Name should include a full description of the event, such as, 

Annual Conference – Day One – Registration Breakfast. This helps us and the user to 

review queries after the event. 

 

 

How to enter a payment method in the hospitality ordering system 
 

Users can pay by the following two ways: 

• Internal Cost Transfer (IDN) 

• Invoice for third party organisation 

 

Internal Cost Transfer (IDN) 

 

• To pay by Internal Cost Transfer (ID)N, enter the budget code to be debited and then 

select the authorising budget holder. 

• Tick the confirmation box ONLY if you have the approval of the budget holder. Users 

must have budget holder approval before placing an order. 

 



 
 

 

Invoice for third party organisation 

 

• To pay by Invoice for third party organisation, select this option and then complete 

the details as shown below. 

• Invoices can only be sent to approved debtor accounts which have already been setup 

in One Finance. Debtor accounts should have a full address. 

 

 
 

• Click on Continue to move to the next step. 

 

 

How to select your food and drink in the hospitality ordering system 
 

• From the list of menus, please select the correct category and a list of items with their 

prices will show. 

 



 
 

 

• When you click on the ADD tab you will be prompted with this box: 

 

 
 

 

• Please select the quantity required and the serving time.  

• When you have completed your selection, please click on CONFIRM ORDER and 

move to the final page, where you can review the order, total spend and add any 

relevant Instructions, dietary requirements we need to be aware of. This is important 

as the team always read these comments and will deliver accordingly. 

 



 
 

 

 

 
 

 

How to copy an order in the hospitality ordering system 

 

• If you need to copy your order, open the order you wish to duplicate and go to the 

bottom of the form where you will see a blue tag and click on the blue tab: 

 



 
 

The order will be replicated, and you can amend the date and/or the location, title, and 

the selection of food and drinks. 

• Please note that the info written in the Instruction, Dietary requirements, and 

Comments will not be copied. 

 

Order confirmation 
 

You will receive an automatic message by email confirming your order. Orders will be held 

in “To be approved” status for review, then assigned to the relevant kitchen team. Orders can 

be amended and cancelled up to 48 hours or 72 hrs depending on the items added.  

 

 

 


