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Agresso Quick Guide

Catering Requisitions Screen

There is now a dedicated screen in Agresso for entering Internal Orders to Catering & Hospitality
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Both screens look identical apart from the fact that the ®elfi& screen marks with a red asterisk all mandatory

fields.

There isnow only one tab in which to enter information unlike the standard requisition screen which has a header

tab and then detail on the second tab.
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Explanation of Fields

Delivery Dae
This will default in a date two days from today since users are asked to give Hospitality & Catering at least 48
hours notice of their needs. You can key in the date or select it from a calendar.
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Cancel
Delivery attention Service Level - Deliver/Setup/Serve/Counter

Cost Centre
Leave this blank and it will default ineglcost centre from the project

Project Code
Put here the project to which the cost should be charged

No of Attendees
Indicate here the no of people attending so that the right no of plates/cups etc can be provided

Service Level
Click on the blue box (df9 F7 smart client) to see the service levels available

Delivery Time
In the format HH:MM

Event Title
Description of the event (Include details of VIPs here)

Product
Put here the product you want to order; if you click on the help facility (blue EalirService and F9/F7 for
Smart Client) you get a list of just currently available Catering products

GL analysis
You should not need to open this section; the Split Row function is still not available for Internal Orders.

Product Text
Specify here angpecial requirements against a particular line. If you have more general special requirements use
the event title field.

Once you have completed the requisition save it and it will go for workflow approval.
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Oncean order under £100 has been seffraped the order will be forwarded to the Hospitality team for
processing. PLEASE NOTE for ordersover £100the hospitality team do not see your ordstil they have
beenAPPROVEDt hat it is 24 hours after t hreofrequigtigret hol d
therefore it may be worth checking with the budget holder first before you contact the Hospitality team.

If you do not receive the confirmation, please call extensgstbor 5051betweerfam to 5pm.

Once the delivery is completedeth Hos pi t al ity team will generate a
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When you double click the line with the purchase order you want to accept, details of how many products we
have despatcheahd the value that you will be charged with will be shown.

Pl ease confirm the units you have received under
figure under the column ‘Despatched’ Then c¢click
Whenyou ‘ Save’ the transaction a despatch number wi

now complete.

Details of the Food Direct Terms and conditions can be found on our website:
http://www.haatbath.co.uk/fooddirect/terms.html

Alternatively please ask a member of the Hospitality team to for a copy.
We are looking forward to receiving your Food Direct order.

Please call extensidB450r 5051if you need further assistam with ordering or to discuss any other Food
Direct queries.


http://www.haatbath.co.uk/fooddirect/terms.html

