
Spoonfed User Guide
Fall 2021

8/17/21



Table of Contents

Benefits of Spoonfed 3

Getting to Spoonfed   4

Starting Your Order   7

Types of Catering   8

Choosing Your Items  9

Building Your Order   12

Bars & Florals   17-18

Billing  22

Order Confirmations  24

Order Detailing   26

Additional Spoonfed Features  27
• Changing Date/Time
• Time Slots
• Draft Orders
• Special Requests
• Group Orders
• Your Dashboard
• Timeline of Event Planning 

FAQs   38 2



Benefits of Spoonfed

• User-friendly! Clean & modern look, easy to navigate

• Photos next to menu items throughout website 

• Save orders as a draft if not ready to complete order process 

• Information icons with dietary data

• Combine all day events into one event order and  invoice

• Easy to read cart sidebar of selected items visible throughout 
entire ordering process

• Ability to duplicate previous event orders

• Indicate your own flowers, beer & wine, and kosher meals

• Ability to edit your own orders up to 5 days leading up to your 
order

• Easy access Approver Dashboard

• Copy someone else on order
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Getting to Spoonfed

1. Log into myhbs.edu 

2. Click the “Operations” link

3. Click “Services”

4. Select “Dining & Catering”
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Getting to Spoonfed (cont’d)

Click on Services 

Click on Operations 
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Getting to Spoonfed (cont’d)

Click on Dept. Catering & Event

You will be directed to the HBS Spoonfed page 
and automatically logged in. We recommend 
bookmarking the Spoonfed site for easy access.
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Starting Your Order

On the Delivery Order screen:
1. Select “Campus  Deliveries” or 

“Special Events Catering”

2. Choose the desired date of your 
delivery

3. Choose the time you’d like your 
delivery to arrive by (these will 
be in 15 minute increments)
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Types of Catering

Campus Delivery
Room temperature deliveries with 
fewer than 100 guests dropped off 
by a steward.
Examples: continental breakfast, bag 
lunch for 75, sandwich buffet for 45, 
room temperature buffet for less 
than 25.
Campus Deliveries can be entered 
into Spoonfed 5 business days out.  
For events less than 5 days out, 
please call the catering office.

Special Events 
Any order over 100 guests or an 
event that includes alcohol or labor. 
Examples of Special Event Catering: 
hot buffets, set ups outside 
classrooms, receptions or section 
lunches 
Special Events Catering should be 
ordered 3 weeks out. For events less 
than 3 weeks out, please call the 
catering office.

To place or change an order 4 business days or fewer out, please call the catering office at 617-384-5822. 
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Choosing Your Items

Upon choosing the time and date for 
your order, you will enter the site and 
begin choosing your menu items. 

Items are categorized by meal period, 
type of food/item:

• Bowls, Bentos, Bags, & Buffets

• Sweet & Savory Breaks, Packaged Snacks

• Beverages, Florals
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Choosing Your Items – Campus Deliveries

• Breakfast – continental, conference, better for you 
breakfast buffets

• Breakfast A La Carte – whole fruit & fruit cups, 
yogurt & parfaits, cereal & milk, coffee cake, hard 
boiled eggs, mini  stuffed bagels, frittatas & 
quiche, breakfast pastry platters, breakfast salads

• Sandwich and Salad Bags

• Bento Boxes – portable take on traditional meals

• Bowl Inc. – contemporary combos in a bowl

• Buffets – sandwich, salad, pizza, room temp 
buffets

• Break Platters – sliced fruit, morning pastries, 
granola & bars, cookies, cheese, crudité, hummus, 
tortilla, mini quiche, sushi, pretzel, charcuterie, 
mini sliders

• Break Stations – kettle chips, New England break, 
Mediterranean board, green monster snacks

• Packaged Snacks – individual snack boxes, mason 
jars, packaged snacks a la carte

• Beverages – coffee & tea, hot chocolate, soda, 
water, sparkling water, juice, water pitchers, 
lemonade & iced tea, apple cider, smoothies, 
aqua fresca

• Flowers
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Choosing Your Items – Special Events

The following items are specific to Special 
Event Catering. These events require labor 
to attend to and service the events. 

• Lounge Service

• Reception Stations

• Passed Hors d’Oeuvres 

• Buffet Dinners

• Plated Dinners

Additionally, any drop off or room 
temperature event with a guest count of 
100 or greater is categorized as a Special 
Event. 
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Building Your Order

• Select a menu category for your 
upcoming event

• Select a menu item within that 
category by clicking the red plus sign
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• Choose the quantity for the 
item you are ordering by typing 
a number in the box or by 
using the red plus and minus 
signs                      (minimums 
apply for some items)

• Select any options (flavors, 
dips, etc.) and 

• add any necessary notes by 
clicking on “Add Note”

Building Your Order (cont’d) 

Once you pick your choices, the other 
options will become greyed out. 
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Note any minimums for the item, they 
will be listed below the item name



Building Your Order (cont’d)

Once you pick a quantity for an item, you will 
have the choice to add a note.

Notes can include such information as:
• No bagels on breakfast platters

• No hot water and tea bags with coffee service

• No onions in vegetable quiche
• This is a food preference not an allergy

• No mustard on charcuterie board

(Notes should not include allergy information)

Allergies will be added later during check out 
process
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Some items will have pop up windows for 
choosing your options and adding notes

Building Your Order (cont’d)

You can add multiple menu items within one 
category and click “Add to Order” to add all 
the items at once

For example: a Cheese & Fruit Platter, Crudités Platter, 
and Pita Chips & Hummus Platter together then click 
“Add to Order” 15



Menu items that fall within a certain 
dietary restriction will have  a red Icon 
button next to it, as well as the icons.

By clicking on the red         you can find 
more information regarding what the 
icons stand for and what dietary needs 
this item meets. 

Building Your Order (cont’d)

Dietary Restriction 
Icons
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Adding a Bar (Special Events)

We offer different tiers of wine service: 

• House 

• Select

• Premium

• Platinum

You can select the option that best suits your 
event’s needs.

Click 1 next to the bar options you would like 
served at your event.

A catering manager will detail your order to 
ensure your bar is well stocked for your event.
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Adding Florals - Special Events

Spoonfed allows you to choose the 
style of florals you’d like at your 
event in the menu selection process.

• Select Flowers in the Menu Page
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• Chose a floral option. These prices do 
not include a $25 delivery fee.

• Use the note section to discuss color 
schemes you may be incorporating. 



Reviewing Your Menu

You can review your Order Summary 
on the right sidebar of the screen 
(circled in blue).

Items to Review:
• Delivery Date & Time
• Menu Items & Serving Sizes
• Menu Notes

If you’d like to add more menu items 
you can click on the categories listed 
on the left sidebar (circled in green).

Once your order is complete, you can 
“Place your order.”
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Checking Out
Enter Order Details: 

1. Guests 

2. Choose Yes/No for beer & wine and flowers 

3. Choose Yes/No for morale event

4. What is Morale Event? This is explained in 
the drop down menu when you click on 3. 

5. Type in any allergies for your guests in this 
box

6. Event Name (100 character max)
Event names should be descriptive but should not 
include the type or date of event, for example “HBS 
Operations, Summer Morale Party” not “HBS Ops 
Bag Lunch”

7. Start Time

8. End Time  
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Checking Out (cont’d)
Enter Order Details: 

8. Type your Building  

9. Type your Floor

10. Type your Delivery Contact, their 
telephone and delivery mobile. This 
will automatically fill in with the 
information from your profile, but you 
can edit it per order

11. Delivery Instructions – write in 
information that RA needs to know.
For example: Set up food in back of classroom 
or set up food in front of black board 
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Billing

You will input Billing Details – usually your 
33 digit code.

You will then choose your Approver from 
a drop down menu. Then click “Submit 
for Approval.”

The first time you use the system, you will 
accept the Terms & Conditions and 
choose whether to receive emails from us 
with updates.
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After you’ve submitted your order 
for Approval, you can find it under 
Previous Orders on your account. 

Here you can check the Approval 
status of your order to see if it is 
still pending, or whether it is 
approved or rejected. 

You will also get a confirmation 
email once the Approver has 
confirmed or rejected order.  

Billing (cont’d)



Order Confirmation

After you have placed your 
order, you will see your order 
confirmation with details and 
your order number. 

Please reference your order 
number in any correspondence 
regarding your order.
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Order Confirmation (cont’d)

You will also receive an email 

with your order confirmation.

This email will come from 
customer.mail@spoonfed.com
and the subject will be 
“Your Order from Restaurant 
Associates”. 
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Catering Department Event Detailing

A Catering Manager will detail your event to 
ensure proper staffing levels, correct linen, 
appropriate bar set up. 

Please feel free to contact us if you have any 
questions regarding your event, we are here to 
help you. 

Your final event total may not reflect the actual 
event estimate, as labor, linen, and alcohol or 
equipment may be added. 

We will be in contact with you regarding any 
changes to your event. 
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Additional Spoonfed Features

1. Editing date & time while ordering

2. Time Slots: 
Multiple Orders, Same Group & Day

3. Saving a draft

4. Editing & finalizing a draft

5. Special Requests

6. Group Orders

7. What is in my dashboard 

8. Event order timeline 
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Changing Time/Date Once You Start an Order

If you select a time/date and realize you 
would like to change this information, you 
can click on the pencil icon        on the right 
side bar under “Order Summary.”

For example: You start an order for 8am, but 
need to change the time to 11:30am.

This will take you back to the main delivery 
order details page.
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Time Slots – Multiple Orders, Same Group & Day

Time Slots are a NEW FEATURE on 
Spoonfed.

You can add multiple orders to 1 
master event for the same group on 
the same day, even if they are in at 
different times & in different locations

You are able to add as many time slots 
to an order for the same day as you 
like/need

All time slots should be ordered under 
Special Events Catering to ensure the 
entire menu is available to you.

29



Adding a Time Slot (cont’d)

1. Click the crimson text that says 
“Add Time Slot”

2. Select the time for your next delivery 
and click “Add”

3. Add order items as you usually 
would, you’ll see the new delivery 
time listed on the top. 

4. During check out, you can fill out 
separate room and end time info

30



Saving A Draft

Edit or Delete your draft

User Icon

If you are not ready to place your final 
order, you can click on “Save as Draft 
Order.” Spoonfed will email you to 
remind you that you have a draft saved.

These will show up on your profile under 
“Draft Orders,” which you can locate by 
clicking on your User icon and clicking 
“Draft Orders”  
• To edit your draft, click the pencil

• To delete your draft, click the trash bin

You can see your menu items by clicking 
on “View order item details”

31



Reopening & Finalizing a Draft

When you are ready to reopen and 
finalize your draft, Spoonfed will take you 
back to the main ordering page. 

You can add new items to your order 
(check the Time Slot you are on). 

Once you are ready to place your order, 
scroll to bottom of the page and click 
“Place your order”
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Special Requests

33

We have added a menu item called 
“Special Requests” for when you want 
something that is just not listed on our 
menu. 

You provide the initial information of your 
event: guest count, price range, and a 
quick description.

Someone from our team will reach out to 
work with you to set up your event and 
work out the details. 
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Approval For Events  

Approvers will have an Authorizations 
tab under their profile

This tab will show any orders that are 
pending approval in a vertical list. 

Approvers can see at a glance: who 
submitted the order, the total value 
and the Event name.
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Approval For Events (cont’d)  

Approvers are able to see the full 
details of the order by click on the 
View Order Summary

They can expand the details and 
see everything on their screen 

This includes the building/room 
details, items ordered, guest 
count, staffing details, pricing, etc. 



Approval For Events (cont’d)  
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Simplifying Approvals: 

Click on Order Details box to check all orders 
that need approval 

Click on Approve button

Approvers can mark all their orders 
approved in two simple click 

Rejecting Orders: 
Rejecting orders can be done by click on 

Reject and proving a reason for the 
rejection. 

This rejection and note is immediately 
communicated back to the order originator 
via email and order screen under their 
profile. The order originator can edit their 
order under their profile 



My Dashboard

Your dashboard allows you to navigate your:

• Previous orders – completed orders, can be edited & cancelled up to 5 days 
prior to order date or reordered anytime (duplicated)

• Group orders – orders of less than 10 with different meals per person

• Draft orders – incomplete orders to be edited or finalized 

• Profile – check & edit your contact information and account details and 
change your Spoonfed password
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FAQs

• What should I do if I need to change a catering order?
Spoonfed allows you to make changes to your own order within the system up to 5 business days before your event. For 
changes less than 5 business days before your event, please email at catering@hbs.edu or call the catering office at 617-384-
5822 .

• When should I contact Catering about a change I’ve made to my order?
Please contact Catering 5 days prior to your event for both Special Event and Campus Deliveries for: menu changes, room 
changes, guest count changes greater than 20 guests, or if you’d like to add/remove specialty items (bar, linen, staff).

• Why does the event name need to be descriptive?
This allows the customer, RA, and Finance to quickly understand the nature of the event and reference it at a later time. This 
also allows us to efficiently see who is in attendance and understand any unique needs. RA averages about 90 events per day, 
so a descriptive name allows us to keep track of each event easily. Example: HBS Operations, Summer Morale Party

• Where can I find a final invoice that includes all charges after the event occurs?
Customers and approvers can view the invoice on their Spoonfed account. Within 48 business hours of an event occurring, RA 
will make any necessary updates on event orders based on labor and food/beverages changes. RA will only resend an invoice if 
updated charges exceed pre-determined charge thresholds. No action is required upon receipt of this email, it is for record 
purposes. 

• How do I split costs on a single order across more than one billing code?
Unfortunately, we are no longer able to split orders between multiple billing codes. 
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FAQs
• What should I do if I need to dispute a charge?

Please contact Restaurant Associates at catering@hbs.edu before 12pm on the Friday following your event. 

• How does the process for flowers, wine, and beer service work?
Flowers, wine, and beer are all part of our regular menu. If you choose these items, RA will then make a separate order with 
these items on them so they can be charged to the separated 33 digit billing code, as explained in the next question below.

• Why are flowers, alcohol, and bartenders on a separate order?
Flowers, alcohol, and bartenders are billed on a separate 33 digit code. This is in compliance with proper accounting rules for 
Harvard University for the payment of these items and services. 

• Can I have multiple approvers or a backup approver on an order?
When placing an order  you may only set one approver. If you have chosen the wrong approver, please contact the catering 
office and they can make the change.

• What happens if my approvers does not approve my order?
Your approver can write in a note regarding the reason they did not approve your order. You can then go in and edit your order 
and re-submit for approval.

• How has the billing process improved?
The pre-approval process has become even more seamless within Spoonfed. Communication regarding approval occurs within 
the system and edits can be made quickly so events are planned and finalized as easily as possible. 
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FAQs

• What if I don’t know my 33 digit financial code?
33 Digit Codes are required when placing an order. Please click here to review coding guidelines or contact your approver. 

• How do I save my 33 digit code to my account?
We are looking to add this option but currently it is not an option.

• Is there still special coding or approval considerations for morale events?
Yes, morale events are billed to a separate 33 digit code (budget) and must be approved by your business manager. 

• How is a morale event defined?
The purpose of the morale fund is to support team building & spirit within the administrative departments. These funds should 
encourage groups to spend time together celebrating achievements & important events.

• What if my approver loses the approval request email?
Please reach out to RA and the approval request email will be resent.

• What is the re-approval process?
If changes are made to an existing order and they surpass the set threshold, you will see an additional approval request 
for that order. The re-approval email looks exactly the same as the initial approval request and you will follow the same 
steps. The thresholds are set to $500 for Campus Deliveries, $1000 for Special Event Catering, and $250 for Catering to 
Go. 40
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FAQs

• What is the process for rejected orders?
When an order is rejected, the approver can write a reason in the text box. This response will be sent to the user to make 
adjustments and send back for re approval. 

The approver can also make changes to the 33 digit code if the wrong code was sent to approver. 

• What if I have a preference or a budget for enhancements including flowers and alcohol?
If you are working with a budget or specific preferences, please include that in the “Notes” section under the menu item.

• Why is it important to add the “Business Purpose” for events?
The Business Purpose defines the who and the why for an event. It allows the HBS Financial Office to ensure the order falls 
within the HBS Guidelines and is billed to the correct financial accounting code.
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