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Spoonfed User Quick Guide

1. Find Spoonfed by logging into myhbs.edu, following the “Operations” link, “Services”,
and “Dining & Catering.” This will bring you to the HBS Spoonfed page. You can
bookmark this page for future access.
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Menus & Ordering

DELIVERY ORDER

Chao (THRIVE)
eal Ordering

g Orders for Campus Catering should be inputted at least 72 hours in advance of your
delivery, Orders for Event Catering should be inputted at least 1 week in advance of
your event. Please contact us at (617) 384-5822 or catering@hbs.edu for any last

minute requests, as we may be able to accommodate your request.

Choice of Programs
Campus Deliveries ¥
Executive Education (TEMP)
Special Events Catering
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2. Select your main catering details:
a. Type of catering — Campus ettt s e e
Deliveries or Special Event SR
Catering Cate
b. Date of Delivery :
c. Delivery Time —these are in
15 minute increments
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3. Build your order
a. Select menu items & quantities, specific choices or flavors, add notes

I e | R ©
House Made Kettle Chips $5.26 + - [—
= o =

The New England Break $7.25

5 person minimum

Mediterranean Board $10.70

10 person minimum
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4. Review your menu & place your order
a. Items are reviewed in the Order
Summary sidebar on the right
b. You can add items by returning to the
menu (click “Menu” on the top) or by
choosing any of the menu categories on
the left sidebar =
c. Click the red “Place your Order” button
on the bottom right sidebar when you
are ready
**You can also save your order as a
draft to be reviewed, edited, and
confirmed at a later time
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5. Complete Check Out delivery details: (1) guest count, (2) event
name [50 character max], (3) event start & end time, (4) whether
you need beer/wine/florals, (5) whether it is a morale event, (6)
type in whether there are any dietary restrictions or allergies, (7-8)
where your delivery is needed (building & room), (9) delivery
contact information, and any (10) additional delivery instructions

a. Event names should be descriptive but should not include
the type of event or date of event, for example “HBS
Operations, Summer Morale Party” not “HBS Ops Bag Lunch”

b. Delivery instruction examples: Set in back of classroom, set
beverages in front of black board

1. DELIVERY DETAILS
Number of Guests 1
Evont Name
Event Start Time
Event End Time 3
Do you need wine and beer service for your event?
B you need flowers for your event?
Is this a morale event?
Allergles
Building
Floor/Room
Delivery Contact
Diana Han 9
Delivery Telephone
6179436668 9
Delivery Mobile
6179430868 9
Delivery Instructions

6. Complete billing details: 33 Digit Billing Code, agree to Terms & Conditions, and choose
whether to receive email updates. Confirm & Pay.

2. BILLING DETAILS
On Account

33 Digit Code

556-55555-5555-555555-555555-5555-55555

| accept the Terms and Conditions.

Please send me emails with offers and information about your services.

€ Back

Confirm and pay

7. Your approver will be notified of your order and begin approval process.
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8. You will be directed to a confirmation screen and receive an email confirmation. This
will have your order confirmation number. Please reference this number when

contacting RA about your order.

Thank you for your order

$272.20

mpus Deliveries, Boston, 02163

ORDER CONFIRMATION

11:30 am cn Wednesday, 07 28 2021

NI PRICE NET Tax ToTAL

9. The Catering Department will detail your event to ensure proper staffing and food

levels, correct linen, and appropriate bar set ups. The estimate you see on Spoonfed and

your confirmation page may not reflect your event total as labor linen, alcohol, or
equipment may be added. We will contact your regarding any changes to your order.

If you’d like more detailed instructions on placing an order through Spoonfed, please refer to
the Spoonfed User Guide. < (insert link if it will be available online)

As always, Restaurant Associates is happy to assist you with your order or answer any questions

you may have. Feel free to “Request a Proposal” through the Spoonfed page or contact us at

catering@hbs.edu. Thank you!
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