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://Ise.indicater.com/aspcas/default.asp
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LSE Hospitality
Login using your LSE username and password:
T —

Eorgot username or password | Login Help | Cookies?

LSE Central Authentication Service

For security reasons, please LOG OUT and CLOSE ALL browser windows when
you are finished accessing services.
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To Create a New Order

Click Create New Order tab
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POLITICAL SCIENCE M . ot N
- =T
(our Orders
Your current status
Terms & Conditions
= CURRENT ORDERS
Ref: Delivery Date: Order Date: Current Status:

5 WATYEE TO is current
% logged in (User). [Leg U;f]
REJECTED ORDERS (Past 30 Days)

Ref: Delivery Date: Order Date: Status:

PAST ORDERS

View Past Orders

Y Q) [ el ) 1305

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

-  Remember to tick the Room booked with Conference Office Box



Payment for Order

B € || & Indicater Hospitality Orderi... *
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Building Name: 0ld Building

e@ 2 nhitps//Ise indicater.com/HM-LSE/Customers-OrderNow-MeetingRoomCanfigasp O ~ @

e LONDON SCHOOL ‘} %
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5=

Qur Menus

Terms & Conditions

Help and FAQs

*Changing the building name will remove all items in your basket.

#7 WAL YEE TO is currently
b legzedin (Use) [ 981y eting Room: 5.11 - [Licensed]
Hospitality: Delivery| v

Room booked with Conference Office [¥]

Payment Option: Internal Transfer

*N.B. Internal transfers (IDN) vill be generated on completion of order. 3rd Party Invoice vill incur
VAT and may require payment prior to event taking place.

Budget Holder: Please select budget holder [ |

Cost Centre: /Al

You must have the budget holder's approval and tick the box to indicate that this is the case [ |

Delivery Date: 16/02/2016 [T
Meeting Start Time: o07:00[%]
Anticipated End Time: 07:00] %]

~Thasa times ar to halp us knov when we can sat up and ramave used dishas- you will be 2bla to spacify
callection/dslivary times on the naxt page

Event Name: [

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.



Delivery date

e {—’)‘r @ nttps://lse.indicater.com/HI-LSE/Customers-Crderhow-

THE LONDON SCHOOL
of ECONOMICS anp
POLITICAL SCIENCE ®

Qur Menus

Terms & Conditions

Building Name: Old Building
Help and FAQs

=Changing the building name will ramove all items in your basket.

#7751 WAL YEE TO is currently
) logged in (User). [Log O]

Meeting Room: .11 - [Licensed]

ll
<l

Hospitality: Delivery | v

Roam booked with Conference Office [¥]

Payment Option: [intemal Transfer

*N.B. Internal transfers (TDN) vill be generated an completion of arder. 3rd Party Invoice will incur
VAT and may require payment priar to event taking place.

Budget Holder: Jacqui Beazley
Cost Centres 1-CNT-0400-43001 [

You must have the budget holder's approval and tick the box to indicate that this is the case [¥]

Delivery Date: 25/02/2016 i)
Meeting Start Time:

Anticipated End Time:

*These times are to help us know when we can set up and remove used dishes- you will be able to specify
collection/delivery times an the next page

Event Name:

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



Menu Selection

| 2 hitps://Iseindicater.com/HM-LSE/Menus.asp

THE LONDON SCHOOL
or ECONOMICS anp
POLITICAL SCIENCE ®

Terms & Conditions “Please note that this order is for delivery.
Event Name: Lunch Meeting

Delivery Date: 25/02/2016

Cost Centre: 1-CNT-0400-49001

"= WAIYEE TO is currently  Building Name: Old Building

logged in {User). [Log OF] Room Name Number: 5.11 - [Licensed]

Help and FAQs

Totak: £0.00

Caneel Current Ordar

Beverages
~
Beverages
Self service lunches Baverages bt
extra - Staff Dininy
iy o Fairtrade coffes XN /oD
Breakfasts
Lunches - Sandwich & ] el
Finger Foods
Lunches - Fork Buffets Fairtrade biscuit o5
Lunches - Formal Dining
Lunches - Seif Service Biscuit sslection EEAN /o0
Receptions
Suppers - Fork Buffet Gluten fres biscuits £130
Alcoholic & Functions
Beverages Croissanis 1.0
Mini Danish Pastries neo (D
Beverages heaithier option
Fresh juices & smoothiss 258
Nuts & dried fruis £2.10
Orange juice (1 litrs) se (@
Cranberry juice (1 fitra} .60
Agple juica (1 litra) EE /o0
Hinaral wrster - stil (500rm1) FEAN /oo
Mineral water - sparkling (1 itre) £2.95
v
e eAa_n rons  MINTR

Q & wttps://Ise indicater.com/HIVI-LSE/Menuz.asp ] %

THe LONDON SCHOOL
of ECONOMICS anp.
POLITICAL SCIENCE B

Create Order

Terms & Conditions *“Please note that this order is for delivery.
Event Name: Lunch Meeting

etRiChags Delivery Date: 25/02/2016 Baske

Cost Centre: 1-CNT-0400-39001 (Clck on total to view)

"\ WAI YEE TO is currently  Building Name: Old Building Ttems: 0 Total: £0.00

logaed in (User). [Log O] Room Name Number: 5.11 - [Licansed]

Cancel Current Order
Assortad sanduich platter n
Sconas with strawberry presarva and clotted craam

Selaction of min cakes

Selection of teas

Beverages
Self service lunches
axtra - SEaff Dining
Room

Breakfasts Self service lunches extra - Staff Dining Room
Lunches - Sandwich &
Finger Foods

Self service lunches extra - Staff Dining Room
Lunches - Fork Buffets "

Lunches - Formal Dining ineral vater - 320m! £1.30

Lunches - Self Service

oS esires

Suppers — Fork Buffet

Alcohalic & Functions Soba/Dik Com B /00

Beverages
-
R
Jahnsen's Frash Juices - 250m N \00
I
Becks Beer ERO /00
Tiger ez £a05
Bottle Beers - Budvar/Budeiser/Peroni 230
Magnars Cider 270
el <

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



° @ 2 hitps://ls=.indicater.com/HM-LSE/Menus.asp#CT 11
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Our Menus

0O~ @ B € || & ndicater Hospitality Orderi...

Create Order

Terms & Conditions *Please note that this order is for delivery.
= e Event Nama: Lunch Mesting
e ICRAG Delivery Data: 25/02/2016
Cost Centre: 1-CNT-0400-49001
WAI YEE TO is currently  Building Name: Old Building Items: 0
4 | logoed in (User). [Log OF] Room Name Number: 5.11 - [Licensed]

Cancel Current Order
Suppers — Fork Buffet

Beverages
Self service lunches Supper - hot menus
extra - Staff Dinin
Room 9 Supper BS54 E25.60 ADD
Breakfasts Penndipomoders Wit Shaved parmicssn and frsh basl (V)
Lunches - Sandwich & Chicken tikks masala with steamed rics
Finger Foods Mived leaf salad (v}
Lunches - Fork Buffats Speciality breads
5 Dassert and frash fruits
Lunches - Formal Dining S ot
Lunches - Seif Service
Receptions
Suppers - Fork Buffet Supper BS50 5 —
Alcoholic & Functions
Beverages Supper BS51 £27.20 ADD

Catalonia chicken and pravin paclla with artichokes and chorizo
Gnocchi with tomato, rosemary and wild mushroom ragu (v)
Mixed leaf salad (v)

Speciality breads.

Dessert and fresh fruits

Coffee and tea

Supper BS52 £27.20

Smoked haddack and saimon kedgerse

Farfalle, rocket, baby tomatass and auberging with chilll and coriander sesds
Mixad leaf salad (v}

Speciality braads

Dessert and frash fruits

Coffes and tea

Supper BS53 £28.50 ADD

Sicilian slow cacked lamb with anchovy, lemon and aubergine

Buttarnut squash and saga risctto with crispy leaves and roasted ricatta (¥)
Mixed leaf salad (v)

Soeciality breads

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



How to Order

L-aBc || & Indicater Hospitality Orderi...

ADD ITEM TO ORDER

**please note that the minimum order value for this item is £30.

Minimum values are charged per service and NOT per order (i.e.
it can be cheaper for items to be delivered at the same time than
at different times).

If your total arder does not reach this value, you will
avtomatically be charged the minimum order value.**

Quantity:

Serving Time:

ADD ITEM CANCEL

- To ORDER press the ADD tab.

- Press quantity required.
- Enter the delivery time.




Adding items to your Order

= b3

)| © hitps:/se indicater.com/Hi-LSE/Menus.sp#CT_3 £~ @& B 0| @ indicater Hospitalty Ordieri., ‘ ‘ AR
He LONDON SCHOOL . F‘
oF ECONOMICS anp
POLITICAL SCIENCE M

Your Orders Oul' Menus

Create Order

for delivery.

Terms & Conditions. *+Plaase note that this order
Event Name: Lunch Meeting
Delivery Date: 25/02/2016
Cost Centre: 1-CNT-0400-49001
Building Name: Old B

Help and FAQs

WAT YEE TO is currantly
logged in (User). [log O] Room Name Number: 5.1 - [Licensed]

e e O Lunches — Sandwich & Finger Foods

~
Beverages
Self service lunches Sandwich Lunches For All Buildings
extra - Staff Dining oy
Room D48 - Classic Sandwiches. £3.85
Breakfasts Aesartad sanduich (3 piacas)
Lunches ~ Sandwich &
Finger Foods D42 - Classic Sanf Message from webpa... £3.85 ADD
Lunches ~ Fork Buffets
Assorted vageld
Lunches ~ Formal Dining
Lunches - Self Service D50 - The plenti ftems Added £a30 ADD
Receptions 5
Assortad zang
Suppers — Fork Buffet
Alcoholic & Functions DS1 - The Plentil ZEINN A0
Beverages
=
D33 - Comba option O A00
Assorted s2ndwiches
Assorted tortilla wraps.
Assorted mini rolls
D57 - The Salad Optisn 1 a0 QG
Individual boxed salads - cheice of:
Chicken
Fish
vagatarian
Vagan
@ Chicken Salad
=1
[
@\mgmmn salad
v
D53 - Classic Lunch on the Go E4.75 ADD

- The item will be added to your shopping basket.
- Continue to select other items



Example of how to order complex items

Qo

(& hitps:(/ls= indicater.com/ HM-LSE/Menus asp=MIAD

THE LONDON SCHOOL
oF ECONOMICS anp

POLITICAL SCIENCE

s

Our Menus

rms & Conditions *Please note that this order is for delivery.
Event Name: Lunch Meeting
Delivery Date: 25/02/2016 Basket
Cost Centre: 1-CNT-0400-39001 [Cliek o0 bkl bo view)

#=1 WAL YEE TO i currently  Building Name: Old Building Items: 6 Total: £30.00

8= logacd in (User). [Log O] Room Name Number: 5.11 - [Licensed]

ariel s D53 - Combo option £6.90 ADD
~
Beverages Assorted sandwiches
Self service lunchas Assorted tortilla vraps
extra - Staff Dining Assorted mini rolls
Room
Breakfasts
D57 - The Salad Option = £5.80 ADD
Lunches — Sandwich &
Finger Foods Individual boxed salads - chaice oft
Lunches - Fork Buffets Chicken
Lunches - Formal Dining e
Vagsta
Lunches - Self Service o sn
. Vagan
Receptions
Suppers - Fork Buffet
i ; Bl chicken salad
Alcoholic & Functions
Beverages @ Fish Salad
@Vegetariam Salad
D59 - Claszic Lunch on tha Go £4.75 ADD
Packaged Sandwich (Choics of Meat, Fish or Vagatarian
Apple or Banana
Bottle of still mineral water
D58 -Plentiful Lunch on the Ga £6.65 ADD
Packaged Sandwich (Choice of Meat, Fish or Vegatarian)
Crisps
Apple
Kitkat
Bottle of still mineral water
Sandwich and finger food lunches
D36 - Sandvich & Fingar food lunch E10.55 ADD
Assorted sandwiches and wraps
L

‘Bweet chilli chicken
Cod goujons with lemon mayannaise (gf)

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’.



e@| (2 hittps://Isindicater.com/ HIV-LSE/V=nus aspShil 40
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of ECONOMICS anp
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Our Menus
L
*Please note that this order is for delivery.

Event Name: Lunch Masting

Help and FAQs Delivery Date: 25/02/2016 Basket
Cost Centre: 1-CNT-0400-49001 {Click on kotal to view)

=L WAL YEE TO is currently  Building Name: Old Building Items: & Total: £30.00

logged in (User). [Log OF] Room Name Number: 5.11 - [Licensed]

el e e D53 - Combo option £6.90 ADD
~
Beverages Assorted sanduiches
Self service lunches Assortad tortilla wraps
extra - Staff Dining Assorted mini rolls
Room
Brcaklasts D57 - The Salad Option £5.30 ADD
Lunches - Sandwich &
Finger Foods Individual
Lunches - Fork Buffets Chicken
Lunches - Formal Dining Fish
Vegeta
Lunches - Self Service getanan
. Vagan
Receptions
Suppers - Fork Buffet
i : (&2 i
Alcohalic & Functions
Beverages @ Fish §
[l
D33 - Classic Lunch on tha Go £4.75 ADD
Packaged Sandwich (Choice of Meat, Fish or Vagstarian
Apple or Banana
Bottle of still minaral water
D58 -Plentiful Lunch on the Go £6.65 ADD
Packaged Sandwich (Chaice of Meat, Fish or Vagatarian)
Crizps
Apple
Kitkat
Bottle of still mineral water
Sandwich and finger food lunches
D56 - Sandwich & Finger food lunch £10.55 ADD

Assorted sandwiches and wraps
Swaet chilli chicken W
Cod goujons with lemon mayonnaise (gf)

Once you have completed your order click on ‘Basket’ to review your order.

10



Review your current Order

7 LONDON SCHOOL
oF ECONOMICS ano
POLITICAL SCIENCE

Current Order Detai

Item Total

Fresh juices & smoathies (12:15) £10.22 Remaove

Fairtrade coffes (12:15) £2.40 £4.80 £0.00 £4.80  Remave

Fairtrade tea (12:15) £2.40 £3,60 £0.00 £3.60 Remove

D55 - The haatthier optian (12:15) £18.50 Remove

Filled wraps
Bite sized sushi

Chickpea falafel with yaghurt and mint dip {v) (af)
Cherry tomatoes, baby mazzarella and basil brochstte
()

Vegetable sticks and pitta bread platter with hummus

D48 - Classic Sandwiches (12115) 6 £3.85  £23.10 £0.00  £23.10 Remove

Assorted vegetarian sandwich (4 pieces)

D59 - Classic Lunch on the Go [12:15) £4.75

Packaged Sandwich (Cheica of Meat, Fish or Vegetarian
Apple or Banana
EBottie of still mineral water

Total Ttems P

E7137 E71.37

Frash Orange Juice (Jug)

Bottled Coke/Diet Coke (500ml}

Afterncon tea
Aftzmoan tez

Assorted sandwich platter
Scones with strawberry preserve and clotted cream
Selection of mini cakes

Selection of teas

Self service lunches extra - Staff Dining Raom

A pop up window with appear with your selected items.

E2.356

£2.10

£3.60

£3.60

£1.35

E2.35

£1.36

E2.35

£6.10

E1.63

£9.10

Total: £71.37

ADD

D

ADD

ADD

>

» > > >
o B <] o ©
(5} o © =]

>
o Qo
(<]

>
o
(]

>
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To amend time of delivery

[« [B)F

P B ey € e e .
§ g A
e LONDON ScHO0L . 5 == > ﬁ
ar ECONOMICS avo i 1
POLITICAL SCIENCE @
Current Order Detail
Item Basket
{Click on total ko iew)
Fresh Juices & smoothies [EESRE] Remave Ttems: 19 Total: £71.37
Remave
Remave
ramave e "
Filled wraps —
Bite sized sushi
Chickpea falafel with yoghurt and mint dip {v) (af)
Cherry tomatoes, baby mozzarella and basil brochette £3.60
)
Vegetable sticks and pitta bread platter with hummus PR
D45 - Classic Sandwiches {12:15)
£3.60 ADD
Assorted vegetarian sandwich (4 pieces)
D59 - Classic Lunch on the Go (12:15) £1.95 ADD
Packaged Sandwich {Choice of Meat, Fish or Vegetarian
Apple or Bapana E2.95 ADD
Bottle of still mineral water
£1.96 ADD
Total Ttems Price: £1.70
£2.95 ADD
£5.10 ADD
Fresh Orange Juice {Jug) £8.30
Bottled Cake/Dist Coke (300ml} £1.63
Afterncon tea
Afternoon tez E9.10 ADD
Assorted sanduwich platter
Sconas with strawberry preserve and clotted cream
Selection of mini cakes
Selection of teas
Self service lunches extra - Staff Dining Roam v

- 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

12



L J L POLITICAL STENCE @

Current Order Detai

Item

Fairtrade coffee (12:15)

Fairtrade tea {12:15)

D55 - The healthier option {12:15)

Filled wraps

Bit= sized sushi

Chickpea falafal with yaghurt and mint dip {v] (af)
Cherry tomatoas, baby mozzarella and basil brochatte

)
Vegetable sticks and pitta bread platter with hummus

D43 - Classic Sandwiches (12:15)

Assorted vegetarian sandwich (4 pieces)
D58 - Classic Lunch on the Ga [12:15)
Packaged Sandwich (Choice of Meat, Fish or Vegatarian

Apple or Banana
Bottle of still mineral water

Frash juices & smoothies (12:00)

Remove
Remove

Remove

£23.10 £0.00 £23.10  Remove

£0.00 £4.75  Remove

£1.70 £10.22 Remove

Total Items Price: E71.37 £1.70

#*Ta change the delivery time of your item, click on the time and make your amendment. Then click on save

to save your changes™*

Fresh juices & smoothies

Nuts & dried fruits

Orange juice (1 litre)

Cranberry juice (1 litrs)

Apple juice (1 litre)

Mineral vater - still {500ml)

Mineral water - sparkling (1 litre}

Ak

Basket
[Click on total b0 witw]
Total: £71.37

Ttems: 19

£1,95

13



To Place Order

Press the ‘Place Order Now’ Tab

https://Ise.indicater.com/HM-LSE/Customers-Orderhow,zsp x

THe LONDON SCHOOL
oF ECONOMICS anp

POLITICAL SCIENCE W

O - @ B ¢ || & Indicater Hospitality Order

Order Now

Create Order

Terms & Conditions Please complete the following form to place your new order:

Help and FAQs USER DETAILS

&L WAI YEE TO is currently Name: WAL YEE TO Telephone: 020 7955 7220
8= tocced in (User). [Log OF1

Company: LSE

Email: a.tol @lse.ac.uk
Cost Centre: 1-CNT-0400-45001
Event Name: Lunch Mesting
Delivery Dates 25/02/2016

CURRENT ORDER

Delivery Per :
E Ref: Qy: o Prices VAT:  Totah

Item:
o Time:

Fairtrade coffes (12:15nfa) Azl 2 £2,40 £4.80 E£0.00 £4.80
Fairtrade tea (12:15n/a) A2z 4 £2.40 £9.60 £0.00 E9.60

D55 - The healthier option (12115 n/a) D55 =z £9.45 E18.30 £0.00 £18.30
Filled wraps

Bite sizad sushi

Chickpea falafel with
yoghurt and mint dip (v}
{gf)

Cherry tomatozs, baby
mazzarella and basil
brochstte (v)

Vegatable sticks and pitta
bread platter with
hummus

©00C

D49 - Classic Sandwiches  {12:15 n/a) D49 [ £3.85 E23.10 E0.00 £2310 @
Assarted vegatarian
sandwich (4 pieces)

D359 - Classic Lunch on the (12:15 nfa) D59 1 £4.75 £4.75 £0.00 E475

Go

Packaged Sandwich
{Choice of Meat, Fish or
Wegetarian

Apple or Banana

Bottle of still mineral
water

Fresh juices & smoothies  (13:00 nfa) A26 4 £2.56 €852 E170 E£10.22 )

ADD ITEM Total Items Price: £71.37 £1.70 £71.37

- Fill in any additional comments and delivery instructions.
- Remember to fill in the number of guests.
- Then press place order.

14
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(2 nitps:/Ise indicater.com/ HM-LSE/Customers-Ordarhlow,asp

O~ @ E ¢ || @ indicater Hospitality Orderi.. * |

\egetable sticks and pitta
bread platter with
hummus

D43 - Classic Sandwichas  (12:15 nfa) D43 [ E3.85 £23.10 £0.00 £23.10
Assorted vagatarian

sanduiich {4 pieces)

058 - Classic Lunch on the (12:15 nfa) 053 1 £4.75  £475 £0.00  £475
Go

Packaged Sandwich

{Choice of Meat, Fish ar

Vegatarian

Apple or Banana

Bottie of still minaral

watar

Fresh juices & smoothi=s  (13:00 n/a) A25 4 £2.56  £8.52 £1.70 £10.22
ADD £71.37 £L70 E71.37

COMPLETE ORDER

Once you have selected all your order and extra service items, please complete the boxes below with your
delivery requirements and any purchase order references or special delivery instructions.

Cost Cantre: 1-CNT-0400-49001
Delivery Date: 25/02/2016 B
Maating Start Tima:

Anticipated End Time:

These times ara to help us know when we can set up and remove used dishes- you will be able to specify
callection/delivary times on the next page

Event Name: [Lunch Meeting

Number of Guasts: CT—

Delivery Instructions:

Please deliver Fresh Juice & smoothies at 13.00
A
v
[2 and Dietary i
~
v

PLACE ORDER AND REPEAT

15



Confirmation will be sent via email

ation

-.gm-r; e

Message |

B — . . . — a .
Byrgnore x ‘:7a ‘7& I‘ii 2L Meeting I@ Archive (3 To Manager % S Rules ﬁﬁ] Y aﬁ _ﬂ& Find q
@IM 2 (3 Team E-mail « Done @ OneNote i % Related ~
+ Delete  Reply Reply Forward Move ssign  Mark Categorize Follow | Translate Zoom
& Junk oY B &) Mare + | | Reply & Delete "7 Create New o B Actions = | ponoeummeaa 9 Up~ - g select v
Delete ‘ Respond ‘ Quick Steps I Mave Tags ) Editing Zoom ‘
From: isreports@indicater.com: Sent: Tue 16/02/2016 13:37
To: ToLA
ce
Subject: Matification of Hospitality Catering Order
f
Hello, [
Order no 7498 has been created and submitted to catering for approval.
You can view this order and its status by clicking on the link below and logging into the system. Then select vour orders.
http:/Ise indicater com/aspeas/default asp
This is an auto generated mail. please do not reply.
Thank vou.
Catering
e
|
Click an @ phote te sce social network updates and email messages from this persen. Pl
Connect to social networks to show profile photos and activity updates of your colleagues in Outlook. Click here to add networks, x

£y

isreports@indicater.com

Tol A

16



How to check Order Details

- To check your order details press the 4-digit ticket/order number

o =))| & hitps://lse.indicater.com/HM-LSE/Customers.asp

P - @ B ¢ || @ ndicater Hospitality Orderi...

THe LONDON SCHOOL
o ECONOMICS anp

POLITICAL SCIENCE W

Help and FAQs

WAI YEE TO is currently
logged in (User). [Log O]

=

Your current status

CURRENT ORDERS
Ref: Delivery Date:
7438 25/02/2016

Lunch Mesting

REJECTED ORDERS (Past 30 Days)
Ref: Delivery Date:
PAST ORDERS

View Past Orders

Order Date:  Current Status:
16/02/2016  Provisional - Awaiting Approval

Order Date: Status:

17



Order Details

D~ @ B & || @ mdicater Hospitality Orderi.

()| 2 hitpsy/ez indicater.comH-LSE/OrderDetalls 2op

x

~

THe LONDON SCHOOL

or ECONOMICS anp

POLITICAL SCIENCE

onoenoevas
Help and FAQs Order Type: Delivery
Order Ref: 7458
WALYEE 10 E cinastfy Cost Centre: 1-CNT-0400-28001
loggad in (User). [Log OFF]
Current Status: Provisional - Avrsiting Appraval
Event Name: Lunch Mesting
Delivery Date: 25/02/2016
Building Name: old Building
Meeting Room Number: 5.1 - [Licensed]
ORDER HISTORY
Order Placement: Successful WAL YEE TO 16/02/2016 12:26:48
Client Approval: nia
Kitchen Approval: Required
Order Despatchad: s
Feedback Provided: nfa
CUSTOMER INFORMATION
Residential & Catering Services
Department: Telephane: 020 7955 7220
Division

Name: WAL YEE TO
Company: LsE
Email: a.tol@lse.ac.uk
ORDERED ITEMS
Item: Ref: Qty: Per Unit: VAT: Total
Fairtrads coffes (12:15)  A2L 2 £2.40 £0.00 £2.80
Fairtrade tea (12:15) A2z 4 £2.40 £0.00 £3.50
D55 - The healthier D55 z £5.45  £18.30 £0.00  £18.30
option (12:15)
Filled wraps
Bite sized sushi
Chickpes falafel with
yoghurt and mint dip (v)
(af)
Charry tomatoes, baby v

18



How to Amend an Order

e (2 hitps //lsz indicater.com H-LSE/ OrderDetallzazp O~ @ B || @ mdicater Hospitality Orderi... = |

D55 - The healthier D55 2 £9.45 £18.90 £0.00 £18.50
eption (12:15)

Filled wraps
Bite sized sushi

Chickpea Falafel with
yaghurt and mint dip {v)
{of}

Cherry tamatoes, baby
mozzarella and basil
brochatts (v]

Vegatable sticks and pitta
bread platter with
hummus

D49 - Classic D43 & £3.85 £23.10 £0.00 £23.10
Sandwiches (12:15)

Assorted vegstarian

sandwich (4 pisces)

D59 - Classic Lunchon D59 1 £4.75 £4.75 £0.00 £4.75
the Go (12:15)

Packaged Sandwich
{Chaice of Meat, Fish ar
Vegetarian

Apple or Banana

Bottie of still mineral
water

Fresh juices & Az 4 £2.56 £8.52 £1.70 £10.22
smoothies (13:00)

Total Items Price: £71.37 EL.T0 £71.37

DELIVERY REQUIREMENT

Date: 25/02/2016 12:15:00
Event Name: Lunch Mesting

Total Guests: £l

DELIVERY INSTRUCTIONS, COMMENTS AND ATTENDEES

Please deliver Fresh Juice & smoothies at 13.00

AMEND ORDER

To amend your order, please select whether you wish ta re-place the erder with adjustments er cancel the
crder complataly.

®) Amend Order () Cancel Order

AMEND ORDER

To AMEND order

Click on the amend tab.
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[ Indicater Hospitality Orde x W

« C | @ https:/Ise.indicater.com/HM-LSE/Menus.asp
i apps B SuggestedSites [ Free Hotmail [ Imported FromIE [ 1775 [ MewTab [l Patagonia Posters|.. [ Indicater Hospitality.. (@ () Pat

THe LONDON SCHOOL i\
or ECONOMICS anp o
POLITICAL SCIENCE B -

(S

Our Menus
“+Please note that this order is for delivery.
o e =

ry CH /11/2016 Basket

Cost Centre: 1-CNT-0400-49004 T el i

= Buildir N 1 Old Buildi
- A Shi i 9 Items: 60 Totalk £208.50
& currantly logged in [User). Room Name Number: 3.28 - [Licensed]
[Leg OFF] Order Number: 7662-7855

PLACE ORDER NOW
Cancel Current Order

Beverages =
Beverages U
Breakfasts Beverages hot
Lunches — Sandwich & Fairtrade coffes £2.40
Finger Foods
Receptions
P ) Fairtrade tea £2.40
Alcoholic & Functions
Beverages
Fairtrade biscuit £0.55
Biscuit sslaction £0.65
Sluten free biscuits 130
Crolssants £1.80
Wini Danish Pastries £1.80

Baverages healthier option

Fresh juices & smocthiss. £2.56 LD

>
o

.a

Nuts & dried fruits £2.10 D

Orange juice (1 litre) RN ADD
Cranberry juice (1 [itrs) £3.60
Apple juice (1 litra) fxR- N ADD
Mineral water - still (500ml) SR ADD
Mineral water - sparkling (1 litre) 295 (G ~

mﬂ a2 B ol e IEJ 5 { 5 41 © [ 13:15

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.
Optionl

Click on your ‘Basket’ at the top of the page.
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g 2 Indicater Hospitality Menu Ordering System - Windows Internet Explorer

@ https//lze.indicater.cam/HM-LSE/Menus-CurrentOrderDetailz.asp

Price VAT Total
£4.80 £0.00 £4.80
E9.60 £0.00 £3.60

£18.50 £0.00 £18.90
£22.10 £0.00 £23.40
£4.75 £0.00 £4.75
£1.34 £0.37 £2.21
£8.52 EL.70 E10.22
£73.58 £2.07  £73.58

Remova

Remova

Remave

Remove

Remove

Remove

Remove

Beveragas healthier option

Fresh juices & smoothies

Nuts & dried fruits

Orange juice (1 litr)

Cranbarry juice (1 litrs)

Apple juice (1 litre)

Minaral water - still (S00mi)

Mineral water - sparkling (1 litre)

coneldinn fRAAmI

POLMICAL SCENCE B
Current Order Details:
Ttem Qty  Per unit
Fairtrade coffee {12:15) 2 £2.40
Fairtrade tes (12:115) 4 £2.40
D55 - The healthier option (12:15) 2 £9.45
Filled wraps
Bite sized sushi
Chickpea falafel with yoghurt and mint dip (v} (gf)
Cherry tomatoes, baby mozzarella and basil brochette
]
Vegetable sticks and pitta bread platter with hummus
D45 - Classic Sandwiches (12:15) 3 =F:L]
Assortad vegetarian sandwich (4 piecas)
D58 - Classic Lunch an the Go (12:15) 1 £4.75
Packaged Sandwich (Choice of Meat, Fish or Vegstarian
Apple or Banana
Bottle of still mineral water
Mineral water - 330mi (12:15) 2 E110
Fresh juices & smoothies (12:00) 4 £2.56
Total Items Price:

##To change the delivery time of your item, click on the time and make your amandment. Then click on save
to save your changes®*

_ = —

tality Orderi... » ‘ |

EE e

1
.

o

i)
™ : W A
i oy 1&
Basket
e
Items: 21 Total: £73.58
PLACE ORDER NOW
~
£2.40 ADD
£2.40 ADD
£1.80 ADD
£2.10 ADD
£3.60 ADD
v
c1oc AR
v

SIS

When this pop up appears click on the red ‘Remove’ option to delete items.

8 W] [ G

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.

1243
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[ Indicater Hospitality Orde %

€ - C | https://Ise.indicater.com/HM-LSE/Customers-OrderNow.asp =
i Apps B Suggested Sites [ Free Hotmail (7] Imported FromIE [ 1775 [ New Tab [fll Patagonia Posters | .. [ 7 Indicater Hospitality... (@ (2) Patagonia, FitzR... [Bj :: Anderson Design .

THe LONDON 5CHOOL
ofF ECONOMICS anp
POLITICAL SCIENCE ®

Ql‘d‘e]_“"NDW

Ceaeorder - T
Yerms & Conditions P A U Pt P o s i

Help and FAQS USER DETALLS

JANICE MCINTOSH is Name: JANICE MCINTOSH Telephone: 020 7955 7222
currently logged in (User). Comai i
[Log Off]
Email: j-mcintosh1@lse.ac.uk
A S e Cost Centre: 1-CNT-0400-43004
Event Name: Catering
Delivery Data: 11/11/2016

CURRENT ORDER

Item: ?:::“" Ref: Qty: u:;r Price: VAT: Totak

Gluten fras biscuits (08:30 nfa) A20 10 EL30  E13.00 £0.00 £13.00 @
Fairtrada caffee (13:00 nfa) A21 20 240 F48.00 £0.00 £48.00 (D)
Fairtrade biscuit (13:00 nfa) A25 10 £0.95  £9.50 £0.00 £9.50 @
D52 - Comba option (13:00nfa) Ds2 20 fes0 E1B00 £0.00 E136.00 Q)

Assorted sandwiches
Assorted tortills wiraps
Assorted mini rolls

ADD ITEM Totaltems Price: £208.50 £0.00 £208.50

COMPLETE ORDER

Once you have salectad all your order and extra service items, please complate the boxes balow with your
delivery requirements and any purchase order references or special delivary instructions.

Dalivary Date: sz |ER
Meeting Start Time: [13:00 v
Anticipatad End Time: [2z:00 ]|

These times are to help us know when we can set up and remove used dishes- you will be able to specify
collection/delivery times on the next page

KBl = 8ol o

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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[ Indicater Hospitality Orde x Y % Sl e

€& - C | @ https://lIse.indicater.com/HM-LSE/Customers-OrderNow-Updateltem.asp 92 =
i Apps B SuggestedSites [ Free Hotmail (] Imported FromIE [ 1775 [ NewTab [l Patagonia Posters | .. [ Indicater Hospitality... @ (2) Patagenia, FitzR... [ ¢ : Anderson Design ...

e LONDON SCHOOL
oF ECONOMICS anp
POLITICAL SCIENCE =

Order Now
S
T —

Item: Fairtrade biscuit
Sy loggein i, References nes
[Log OFf] Price: £0.95
Quantity: 0 v
Delivery Time: [13:00 ¥

o [ [ 1319

Change the quantity and delivery time accordingly and click ‘Update Order’.
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o 2 nttps://Ise.indicater.com/HM-LSE/Customers-OrderNow.asp

O~ @ B € || & mndicater Hospitality Orderi..

httpss//Ise.indicater.com/HM-LSE/Customers-Ordeshow-Process.asp

ol]] @ [y ]

Bite sized sushi
Chickpea falafel with ~
yoghurt and mint dip (v}
{af)
Cherry tomatoes, baby
mozzarells and basil
brochette [v)
Viegetable sticks and pitta
bread platter vith
hummus
D43 - Classic Sandwiches  (12:15n/a) D43 13 £3.85 £23.10 £0.00 £23.10 o
Assorted vegetarian
sanduich (4 piacas)
Mineral water - 330ml (12:15 n/a) z £1.10 £1.84 £0.37 £221 O
Fresh juices & smoothiss  (13:00 n/a) A28 4 £2.56  £8.52 £1.70 £10.22
£68.83 £2.07 £68.83
COMPLETE ORDER
Gnce you have selected all your order and extra service items, please complete the baxes belov with your
delivery requirements and any purchass order references or special delivery instructions.
Cost Cantre: 1-CNT-0400-49001
Delivery Date: 25/02/2016 = |
Maating Start Time:
Anticipated End Time:
These times are to halp us know when we can sst up and remove used dishes- you will be abla to spacify
collection/delivary times on the next page
Event Name: [Lunch Mesting
Number of Guests: O
Delivery Instructions:
Flease deliver Fresh Juice & smoothies at 13.00

A

v
[ and Dietary i

~

v

V]

Ensure you press the ‘Amend Order’ tab.
Your order will be updated.
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Frequently Asked Questions

e ) @ rittpsjise indicater.com/HM-LSE Heipasp

THE LONDON SCHOOL
of ECONOMICS anp
POLITICAL SCIENCE ®

Here to help!

Terms & Conditions HEER

Help and FAQs EAQs
#151, WAL YEE TO is currently + How can I get the best deal?

f | Icgp=d in (user). [Log O] Vo can thack piir el pages: o Tind Sams BECtvallE G

+ Ihave met the minimum but am still being charged a minimum order adjustment - why?
We charge a minimum amount for some items to be able to provide them at the price vie do. This
minimum charge s per time slat rather than per order. This might be why it is being charged.

Whenever you 2dd an item to the basket that has a minimum you'll see a message giving the full
details.

+ Wha can T contact for help?
If you nieed sny help using the system you can contact the Catering Office on 020 7852 3732

+ Why am I not listed as a budget holder?
The only budget codes used in the hospitality ordering system are the School’s hospitality budgst
codes. If Finance do nat have yeu listed as the budget holder for ane or mare of these you will not
appear as one in the system. You can contact Liz Bunting at &.bunting@lse.ac.uk in order to check
if you are  budget holder for a given account code and who it is that can grant you authority.

If you are listed as a budgat holder in Finance's records but not in the hospitality ordering system
‘you should contact the Catering Office on 020 7852 2732- there may be a technical issue that
means old racords are being displayed in the system.

+ Why doesn't the budget code I want to use appear?
If your budget code is not listed it is sither not a hespitality code or it is an old one. If there is no
hespitality code (i.2. 2 code ending 43001 or 48004) for your area please contact Liz Bunting at
e.bunting@lse.ac.uk.

‘Why isn't the item I would like listed?
This could be for one of two reasons. Firstly, it may not be on our menu! You can check our menu
online.

Secondly, the itam may not be available at the time or in the place that you would like it- you can
«check this by getting in touch with the Catering Office (see Help, above).

Lastly, sometimes it can be hard to find an item in the list (or it takes a long time to scroll). If you
press ctrl + F you can search for an item by name.

For more information, please contact Angelique Charalambous:
Telephone: 020 7852 3732; or email: A.Charalambous@lse.ac.uk

User Guide Prepared by Alice To

15" February 2016
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