
   
 

   
 

CaterTrax User Guide 

1. Accessing CaterTrax 
• Log into CaterTrax. (First time users will need to create an account with your Etown 

credentials) 
o https://elizabethtowncollege.catertrax.com/ 

 

 
 

 

https://elizabethtowncollege.catertrax.com/


   
 

   
 

• Providing your Tax ID # upon creating an account will make sure it auto-fills in your 
future order. 

• You will be redirected to the homepage to Start Your Order.  

2. Placing an Order 
• Select the menu category that you are interested in. 
• Review menu descriptions and select your menu of choice. 
• Enter number of guests and any special instructions. 

o This is where you should be listing any dietary needs/allergies  
• Click Add to Cart 

 

 
• Select Order Details and enter event details including date, time, location. 

o 25Live reservation number is required 
o The tax-exempt number is pre-loaded for Etown Users 



   
 

   
 

 
• Click Continue. Review your order details and make adjustments as necessary.  
• Review the Order Summary. *Note, this is what the catering manager will see upon 

submission. This is your BEO.  

 
• Click Continue to be taken to Payment Method. 
• Enter your budget line number – note it must be the 00578 entertainment line per 

catering policy. 
• Click Place Your Order 
• Email will automatically be sent to the Catering Manager for review and approval. 



   
 

   
 

 

3. Reviewing Order Status 
• Select Account at the top of your page. 
• Select Manage and Repeat Orders. 
• The “view calendar” is another option to see your event orders from a different 

view.  

•  
• Monitor your events to track approval (pin changing from yellow to green), 

modifications, or messages from the catering team. 
• Respond promptly to requests for clarification to avoid delays. 

4. Making Changes to an Order 

• To make changes, click on the edit button that is highlighted under actions in the 
photo above.  



   
 

   
 

• Use the Change/Update Request form to adjust quantities, items, or event details. 
• Note that some changes may not be possible if the event date is near. 
• The catering team will confirm whether or not the changes are approved. 
• The message history/audit trail will also be visible on the bottom of this page. 

 

 

 

 

*For additional questions or clarification, please contact catering@etown.edu* 
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