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Ordering through the Chartwells Catalog in eCUBE 
(Updated January 2019) 

Orders for Chartwells will be placed through the Chartwell/Catertrax punch-out catalog effective July 1, 2016. If you 
need assistance, please contact Procurement Services at procure@ysu.edu. 

Requestors will punch-out through the Chartwell’s catalog by clicking on the Chartwell’s icon located in the “Catering 
Services for Campus Events” showcase. 

The Order menu is on the right-hand side of the screen. You can “Create New Order”, “Manage Orders” or “View My 
Catering”. 

1. Click “Create New Order” to create a new order. 
2. Click the category – In Any Event, Just the Basics, Meeting Well to choose your items from these categories. 
3. Click the specific food menu, which will appear down the right-hand side of the screen. 
4. Select the “view details” button on the type of food. 
5. Choose the quantity of items and/or selection of food that you wish – add any special instructions. 
6. Click the Order button to add the items to your Order. 
7. Confirm your selection and click the Continue at the button of the page. 
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8. Enter the Date of the Event (Must be approved at least 72 hours prior to the event). Select the Delivery/Pickup 
Method and enter the rest of the Event information and Detailsand any Special Instructions. 

9. Hit the “Continue” button at the bottom of the screen. 
10. Review the order and then click the “Proceed to Checkout” button at the bottom of the screen. 
11. Select a Payment Method – drop down the menu and choose “Purchase Order”. 
12. Click “Process This Order” at the bottom of the screen. This action will generate an email to you from 

Catertrax. 
13. Make sure to process the order to bring it back into eCUBE immediately, so as not to lose the order due to a 

time-out limitation within Catertrax. 
14. Also, only process one Catertrax order per requisition to avoid any invoicing issues. 
15. Process the requisition. For additional help on processing a requisition - see the eCUBE Quick Reference 

Guide. 
16. You must attach a completed BRE form to the requisition to document the legitimate business purpose and 

compliance with BRE Guidelines. The financial manager does not need to sign the BRE since they are 
electronically approving the invoice. Save the BRE form with the event date as part of the file name. 

17. If the order is over $5,000, the BRE form must be signed by the Area Division Officer prior to the event. 
18. The requisition will be approved by the financial manager and purchasing (if over $5,000) and the system will 

automatically send the approved PO to Chartwells for fulfillment. 
19. Please note – in the Chartwell’s system – when you process the order in the Chartwell’s catalog this will send 

your order to Chartwells in a “Pending PO” status. The order will not befulfilled until the financial manager 
approves the requisition and a purchase order is generated. The order’s status will then be updated to 
“Confirmed PO” and the order will be filled at that time. 

20. After you choose your items in Catertrax and bring your cart back into eCUBE if your requisition is rejected at 
any time prior to becoming a Purchase Order, you can copy your requisition to a new cart and process once 
the problem causing the rejection is rectified. Each order in the Chartwell’s catalog has a unique order number 
which comes into the Requisition under catalog number and is used to match the order in the catalog with the 
purchase order so do not use this feature in order to duplicate the order for another event.  See the 
instructions below to duplicate an order for a different event. 

21. After the event, Chartwell’s will send an invoice back through eCUBE. If the invoice and the PO match, the 
invoice will automatically be paid. If there is a difference, the invoice will route to the financial manager for 
approval. You will not need to enter a receipt for the order. 

22. Specialty Items – a new ordering button has been added to the catalog called Special orders. This button allows 
you to choose in increments of $100 to the closest dollar amount of your specialty order in order that the 
closest dollar estimate is approved by the financial manager and encumbered on the purchase order. Email 
Carissa Renninger at Carissa.Renninger@compass-usa.com with your specialty order and copy the financial 
manager. The final invoice will route to the financial manager for approval. 
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Duplicating an order for a different event 

1. To duplicate an order or create a similar order In Catertrax - punchout to the Catertrax catalog 

2. Click on Manage Orders – Your orders will appear. Click on the paper stack icon under “Repeat” for the order 
you wish to duplicate. 

3. Your new order will appear.  Make any necessary changes to quantities and remove/add any items. 
4. Click Update Order and then the Continue button at the bottom of the screen.  Select the date of the event. 
5. Refer to step 8 on page 1 and continue as normal. 

If you need to change your order or have questions about Chartwells/Catertrax catalog/menus 
or specialty items, email Carissa Renninger at Carissa.Renninger@compass-usa.com. Include the 
purchase order number in the e-mail and copy your financial manager, so they are aware of 
changes or specialty orders. 
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