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LSE Online Hospitality Ordering User Guide 

 

Introduction 

This guide aims to help you place your hospitality orders to your meeting venue.  It will guide you on: 

1. How to create a new order 

2. Select menu items 

3. How to place an order 

4. How to change the delivery time within an order 

5. How to amend an order 

 

Let’s get started. 

 

Login with Username & Password 

https://auth.lse.ac.uk/auth/login?service=https://lse.indicater.com/aspcas/default.asp 
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To Create a New Order 

Click Create New Order tab 

 

Have the information regarding the room booking available (building, room number). 

- Remember to tick the Room booked with Conference Office Box 
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Payment for Order 

 

Select payment option 

- Internal transfer 

- Third Party Invoicing 

- Ensure that you have the budget holder approval before placing an order. 

- Select Cost Centre 

You must have the budget holder's approval and tick the box to indicate that this is the case. 
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Delivery date 

 

Select the delivery date and time and Event name then press ‘CONTINUE’ 
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Menu Selection 

 

 

The menu selection list will appear with items which are available at the building where you meeting 

will be held. 
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The categories tab provides a quick link to what is available. 

  



7 

 

How to Order 

 

 

- To ORDER press the ADD tab. 

- Press quantity required. 

- Enter the delivery time. 
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Adding items to your Order 

 

- The item will be added to your shopping basket. 

- Continue to select other items 
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Example of how to order complex items 

 

 

To select a particular food item, check the box, then press the ‘ADD’ tab. 

For example: 

To order D57 click on choice of: 

- Chicken Salad 

- Fish Salad 

- Vegetarian Salad 

Press the ‘ADD’ tab, then ‘OK’. 
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Once you have completed your order click on ‘Basket’ to review your order. 
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Review your current Order 

 

A pop up window with appear with your selected items. 
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To amend time of delivery 

 

 

- To change the delivery time of your item, click on the time and make your amendment.  

- Then click on save to save your changes 

- Click on the new time slot then press ‘SAVE’ to update 
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To Place Order 

Press the ‘Place Order Now’ Tab 

 

 

- Fill in any additional comments and delivery instructions. 

- Remember to fill in the number of guests. 

- Then press place order. 
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Confirmation will be sent via email 
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How to check Order Details 

- To check your order details press the 4-digit ticket/order number 
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Order Details  
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How to Amend an Order 

 

 

To AMEND order 

Click on the amend tab. 

 

 

 

 

 

 



20 

 

 

If you simply wish to order additional items, press the ‘ADD’ tab, enter quantity and delivery time 

when prompted. 

When you have entered all addition items click on ‘Place Order Now’.   

Ensure that you scroll down to the bottom of the next page and click on ‘Place Order’ to submit 

changes.  

 

 

If you wish to delete, add or change the number of items you have two options. 

Option1  

Click on your ‘Basket’ at the top of the page. 
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When this pop up appears click on the red ‘Remove’ option to delete items. 

You can also change the delivery time on this pop up by clicking on the time showing in red 

 When all changes are complete close the pop up and click on ‘Place Order Now’. 

Ensure that you scroll down to the bottom of the next page and click on ‘Place Order’ to submit 

changes.  

 

Option 2 

Once you have clicked ‘Amend Order’, click on ‘Place Order Now’ to proceed to the next page. 
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Once on this page you can add items by selecting ‘Add Item’. 

Delete items by clicking on the cross beside the relevant item. 

To amend the number of items and/or the time of delivery, click on the relevant item highlighted in 

red. 
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Change the quantity and delivery time accordingly and click ‘Update Order’. 
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- Ensure you press the ‘Amend Order’ tab. 

- Your order will be updated. 
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Frequently Asked Questions 

 

 

For more information, please contact Angelique Charalambous: 

Telephone: 020 7852 3732; or email: A.Charalambous@lse.ac.uk  
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