e MONTCLAIR STATE

Montclair Campus Catering Punch-Out Job Aid  \rkday. ! UNIVERSITY

Catering Services with the University’s Dining Services Provider —
Gourmet Dining (UNC #1539 — Expires 06/30/2030)

Please visit the Catering Services page and the Dining Services Forms, Policies, and
Guidelines page for detailed information available to members of the campus community related
to food services and catering. Catering Services can be contacted at 973-655-6914 or
msucatering@montclair.edu.
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Montclair Campus Catering Punch-Out information
e A Workday Punch-Out requisition must now be submitted, approved and converted to
Purchase Order (PO) for all Montclair campus Gourmet Dining catering orders.

e No Montclair campus Gourmet Dining catering orders will be delivered/fulfilled unless a
Workday generated PO is issued to Gourmet Dining prior to the event date.

e This Punch-Out process is for the Montclair campus only.

e The role that can initiate the process in this job aid in Workday is Cost Center Requisitioner.

e Please make every effort to submit your catering Punch-Out requisitions in Workday at least
7 days in advance of the event.

e If you need to place an order within 72 hours of your event date, contact Catering Services
by email to msucatering@montclair.edu or phone to 973-655-6914.
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e After your event has taken place and catering services have been provided, requisitioners
must Create Receipt for the PO in Workday as immediately as possible to ensure prompt
payment to Gourmet Dining.

e DO NOT email Gourmet Dining invoices anywhere. (Punch-Outs have e-invoicing and
invoices are transmitted electronically directly into Workday.)

IMPORTANT! Before you begin this process

v Gather your event details, e.g., event date, building/room #, time start and end, host
name(s), cost center, guest count, food allergies, etc.

v Review your budget by running the R002 or R134 report to ensure that you have
enough funds available for the requisition to pass budget check. For regular cost centers,
catering budget is pulled from Budget Pool - General Operating 60510: Catering
Services and Fees. If you are using a Grant Worktag, please refer to your budget
narrative. If your requisition fails budget check it will not get submitted, no PO will be
generated and catering services will NOT be provided.

Requisitions (past 6 Months) Awaiting Your Action

Open (3) Completed (2)
Check Budget (Financial) for Requisition

B2 My Tasks- 9 minute(s) ago
RQ-00060644 *** Budget Check Failed (D) DUE 02/27/2025
Total Amount: $45.93 Created on 02/26/2025

3items & Goto My Tasks (1)

v If you would like to order a special menu or need assistance from Catering in planning
your event, contact catering via msucatering@montclair.edu or 973-655-6914.

INSTRUCTIONS

I. Create a Catering Punch-Out Requisition

1) In the Workday search bar, type Create Requisition, and select the same from the list
of results displayed.

(Q create requisition| ®>

Create Requisition
Task

The Requisitions dashboard screen displays.
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2) On the dashboard, locate the Requisition Details section.

Click the Edit Details button to edit your requisition details as follows:

The Requisition Type should be Punch-Out Catalog.

Confirm the Cost Center, Division, and Additional Work Tags are correct, or change as
needed.

The Deliver To address in the Requisition Details should be changed to your Event
building and Event room number (the same as what will be on your E-Cater order).

Click the Save Changes button. You will be returned to the Requisitions dashboard.
DO NOT CLICK Start Requisition.

Requisition Details

Edit Requisition Details X
Requesting for
Susan Brunda Requesting for* | % Susan Brunda = |
Company Requesting Entity | = |
Montclair State University
currency Company* | > Moniclair State University = |
USD (S)

Currency * | x USD EE|
Requisition Type
Punch-Out Catalog I Requisition Type I | x Punch-Out Catalog ;;|
Deliver-To I Deliver-To I % Montclair Campus > University Hall > Room = ‘
Room 1050 o

i Ship-To* 1 Normal Avenue, Montclair, NJ 07043, United =

Sh|P'T0 e * States of America ‘
1 Normal Avenue...

Cost Center X Cost Center: CC10311 IT Service Desk =
Worktags <@ | = |
| Cost Center: CC10311 IT Service Desk | Division | % Division: D70 Information Technology = |
|. Division: D70 Information Technology ‘

Additional Worktags X Fund: F10 Unrestricted Operating Fund =
2 more worktags ~ view all worktags % Program: N13 Academic Support

i ( cancel ) ( Reset to Default )
Sta :Re “vig ion Edit Details
—
3) Scroll down to the Ordering Methods section.
March 2025
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4) Select Connect to Supplier Website Punch-Out Catalogs.

Ordering Methods =

j Request Non-Catalog ltems

Special Request...

Connect to Supplier Website ‘

Punch-Out Catalogs...

@ Add from Templates and Requisitions

Select from Requisition templates and
past Requisitions

ST Select from My Procurement Favorites
L

Select from my Favorite items

The Connect to Supplier Website table will appear with a list of available Punch-Out
catalogs.

5) Locate the line for Gourmet Dining Services (Punch-Out) and click Connect.

%
Connect to Supplier Website 2 N
o
Von

Requester Cumency  Requisition
‘Susen Bru UsD Punc

MET DINING SERVIGES (PUNGH DUT) Gaurmet Diring

‘ GQURMET I

You will see this message while the Punch-Out is loading.

Please wait until page is loaded.

&
L]

Cancel
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II. Create New Order within Gourmet Dining Services E-Cater

You are now working within the Gourmet Dining Services E-Cater Punch-Out Catalog.
If you have questions about how to navigate within the E-Cater Punch-Out beyond what is in this
job aid, please contact Catering Services at 973-655-6914.

The Punch-Out opens and you are on the My Orders page.

1) To begin creating a NEW order/event, click Create New Order.

MONTCLAIR

STATE UNIVERSITY
GOURMET DINING

= T TS ) s & A

My Orders
Create New Order View Requested For Orders

Show |10 v |entries

copy || esv || eut || por || pom s ]
Order 2 Status Date Start Time Amount Event Name Guest Count
v 40624 s 04/07/2025 12:00 PM 220.78 Spring breakfast 30 E=
~ 40745 s 03/19/2025 09:00 AM 759.60 Spring 2025 Grad Award Breakfast 40 2

2) You are now on the Event Information page.

Page 5

= ey

T
~
e cantars
mmmmm ~
antii
1
mmmmmmmmmmmmmmmmm —
Requestea Far
Event Information
nnnnnn ~
ausey ~
seam
e ot 2raaran:
Fraqusncy Onetime v
cesaryime 500 AM
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Scroll down to the Billing Information section and complete the following fields:

Method of Payment — select Quote

Cost Center # — REQUIRED! enter the CC# that catering funds will be paid from
Attendee VIP? — select an option from the drop-down menu

Event Name — type a brief but descriptive event name

Event Host — if you are not the event host, please enter the host full name
Requested For — if you are entering an order on behalf of another user (who has the
requisitioner role in Workday), please enter their Montclair email address

Scroll down to the Event Information section and complete the following fields:

Campus — select Montclair Campus.

Building — REQUIRED! select the building name where the event will take place
Room — REQUIRED! enter the room number where the event will take place
Date of Function — select the event date from the calendar

Frequency — select an option from the drop-down menu

Delivery Time — select a catering DELIVERY time from the drop-down menu
Event Start Time — select the EVENT START TIME from the drop-down menu
Event End Time — select the EVENT END TIME from the drop-down menu
Number of guests (guaranteed) — REQUIRED! enter the # of guests
Known Allergies — As the event host, it is incumbent on you to ask about,
learn of and indicate all of your guests’ dietary restrictions in this part of your
order. If you don’t have this information at the time of your initial order, please
be sure to go back and enter this information once you receive RSVPs from your
guests.

e Additional Comments — enter if applicable

3) When you are finished entering the Billing and Event information, click Save Event

Information.
Save Event Information

Notice that the Menu tab is now red, indicating it is the active tab you are working in.
There will be an order # at the top of the page. Write down your order # for future
reference.

Page 6 March 2025



4) Adding menu items to your order:

a. From the available options, read the menu descriptions and click the appropriate red
View Menu button.

brundas@mail montclairedu Wy Account | Logout

MONTCLAIR

STATE UNIVERSITY
GQURMET DINING

I T T I T N
#40745

Gourmet Dining Catering @ MSU
We are proud to announce our NEW Catering Menu specifically tailored for the Montclair Community. Utilizing only fresh, seasonal ingredients our
expert culinarians have created a bold. hand crafted menu. From continental breakfast to hot buffets, the Gourmet Dining Catering Guide has

options for every event

Conference Center GDS Catering @ MSU

The Conference Center GDS Catering menu for internal departments of Montclair University & third-party (non-University) renters of the Conference
Center, offers an elevated array of curated menus fit for the most discerning of tastes. Premium Choice menu pricing includes china, silverware,
buffet linen tablecloths, and service staff. Floral and other acs are available within the menu

Gourmet Dining Student Catering @ MSU

PICK UP ONLY - Budget-friendly options for student-centered events hosted by internal University and student or ions (85% or
more of participants must be currently enrolled Montclair State University students). Items on this menu are available for pick up service only.

b. You will see a group of sub-menus. Click a sub-menu, e.g. Beverages, Hot Buffets,

etc. to view choices available within each category and begin adding items to your
cart.

brundas@m

My Account | Logout

I T e T T
Quote #40745

Search Menu ltems

Beverages Hand - Spun NY Style Pizza Breakfast Delights Deli Delights

Hot Buffets Snacks and Sweets Dessert Stations Local Favorites

Grazing Tables and Reception A A 2 2
Stations Appetizer Bars Action Stations Reception Plated Meals

Linens, China, Florals and more Alcohol Service
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¢. Scroll through the menu offerings, selecting the menu items that you wish to

order.

MONTCLAIR

STATE UNIVERSITY
GQURMET DINING

Order #40745

Breakfast Delights

Gluten Friendly Bun

Breakfast Combos
All combos require a minimum of 12 guests per order

Continental Breakfast:

Qur continental breakfast includes a light and tasty moming spread featuring:
Freshly Baked Pastries

Seasonal Fresh Fruit Display (400-880 cal )

Includes Coffee, Decaffeinated Coffee, Hot Water & Tea Service,

Orange Juice and iced Water.

Continental Breakfast Add On: Vanills Oat Milk Chia Pudding

Continental Breakfast Add On: Honey Cinnamon overnight oats parfait

[ e B [ e o]~ [ en I <

$1.50
per per

$1050
per perso

d. Scroll to the bottom of the page. You will see three buttons. PLEASE READ the

two bullet points below before clicking!

Save & Checkout | Save & Continue Shopping | Cancel Order

If you click:

e Save & Continue Shopping, this means that you can continue adding
items to your order. The page will refresh and you will be brought back up
to the top of the page. Click Menu in the top navigation bar and follow

instructions from step 4) a. above to continue adding menu items.

OR...

If you click:

e Save & Checkout, this means that you are finished making all menu
selections for this order. You will now see a detailed summary of your

Quote#/order as shown in the image on the next page. Notice the icon to
print your order. Print your Quote#/order summary for future reference.

Please double check your order to make sure nothing was missed or

entered incorrectly. Proceed to step 5) on the next page.
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MONTCLAIR

STATE UNIVERSITY
GQURMET DINING

I T T N T R

Quote # 40745 =8
Last Updated 02/23/2025 10:04 pm Event Date : 03/19/2025 (Wednesday)
Building - Susan A Cole Hall
Susan Brunda Room : Atrium
brundas@mail. mentelairedu Number of guests : 40
P) Time event must be set up by : 08:45 AM
(0] Start Time : 09:00 AM
Order Status End Time:: 10:30 Al
Payment Method : Quote Date Created : Feb/22/2025
Cost Center: CC10019 Allergies: Peanuts

PO # N/A Attendee VIP : N/A
Approver : msucatering@cpaple. onmicrosoft com

Event Name : Spring 2025 Grad Award Breakfast

Event Host : Jacques Pépin

Requested For : brundas@monclair edu

Breakfast Delights
[ Continental Breakfast: $10.50x 40 r.g $420.00 -]
Our continental breakfast includes a light and tasty meming spread featuring; e
Freshly Baked Pastries
Seasonal Fresh Fruit Display (400-580 cal.)
Includes Coffee, Decaffeinated Coffee, Hot Water & Tea Service,

Orange Juice and Iced Water

‘Sub Total $420.00

Additional Comments Extra Splenda instead of sugar
Approver Comments

Order Total : $420.00

5) Scroll to the bottom of your quote summary.

Page 9

Notice there are two RED buttons. PLEASE READ the two bullet points below
before clicking!

Add Comments Submit Quote to Workday

If you click:

e Save Quote, your catering order is saved within the E-Cater system and
can now be viewed by catering staff. Your Punch-Out requisition is NOT
finalized. A purchase order will NOT be issued and catering services will
NOT be provided. You are brought back to the My Orders page within the
E-Cater system. From there you can continue creating additional events,
editing orders, etc. OR, if you are finished working in E-Cater, you can close
the window. Note that closing the window will also close your
Workday session.

To access a saved quote at a later time to complete the Punch-Out
requisition process, follow steps in Section I of this job aid for Create a
Catering Punch-Out Requisition.

OR...
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If you click:

e Submit Quote to Workday, this means that you are finalizing your
catering order and will be brought back into Workday to complete the
Punch-Out requisition process. If you are within 10 days of your
event you should be selecting Submit Quote to Workday. Proceed
to section III of this job aid to review and submit your Punch-Out
Requisition in Workday.

III. View Cart in Workday and Checkout to Submit Requisition

You have clicked either Submit Quote to Workday or Export to Workday from within the E-Cater
Gourmet Dining Punch-Out. You are now back in Workday.

The red banner across the top of the page will say View Cart. *Notice that your
E-Cater order number is included at the end of each catering item description.*

1) Review your cart. The lines in your cart should match the lines on your E-Cater Quote
summary.

= mew  MONTCLAIR & seacn

I e _
Total Amaunt | Currency
§420.00 UsD

Company _ Requester Reauistlon Type
Flanizlalr Stste Univars Suan Brunds PunchOut Catelo

mmmmm

D v

OPTIONAL: If at this time you determine you need to change your order and DO NOT
want to CHECKOUT to complete your requisition, go to Section IV of this job aid.

2) When you are ready to submit your requisition, click Checkout.

The Checkout screen will display.
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s
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Subenittod By Sisan Brunda

Fraight Amouet 000
Other Charges ame

I

‘Comgamy Requesier Regustion  Smhm  TotalAmoont
pres - - o s200USD

Mo to Sepelliss ‘
g
re— ‘ ‘
P
« Goods
L Furstama tam P Taseiztin “Szan Crtngary ety
ey
e
Esch
4
Services

m [ sawetoriater Y {7 cominugncooing | D!

3) Refer to page 26 of the Procurement Lifecycle Job Aid for further instructions on

Page 11

how to complete the Checkout Process for a Requisition.
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IV. Cancel out of View Cart BEFORE Checking Out

When you are on the View Cart page in Workday, if you determine you are NOT ready to
Checkout but instead need to make additional changes to your catering quote/order
follow the below steps.

1) EMPTY your cart by clicking the gray trash can on each line.

= wew | MONTCIAR a

Search O 4o 8 a

(t4]

Edit

||||||

@ i Do a2

2) When your cart is empty (the total amount is $0.00), you can close out of
Workday, OR click the Montclair logo at the top of the page to return to your
Workday homepage to do other Workday processes.

3) You must now contact catering via msucatering@montclair.edu or 973-655-6914
to request that your E-Cater order number # be changed back to “"NS” status
so that you can make changes to it.

4) After Catering changes the status of your E-Cater order back to “"NS”, to access
this E-Cater order again, follow steps in Section V. Exporting Saved E-Cater
Quotes to Workday to Submit a Requisition.
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V. Exporting Saved E-Cater Quotes to Workday to Submit a
Requisition

Follow steps in this section to access a saved quote in E-Cater to Export it into Workday
to complete the Catering Punch-Out requisition process.

1) Review your budget by running the R002 or R134 report to ensure that you have
enough funds available for the requisition to pass budget check. You must have funds in
Budget Pool - General Operating 60510: Catering Services and Fees. If your requisition
fails budget check it will not get submitted, no PO will be generated and catering services
will NOT be provided.

2) Follow steps starting from Section I for Create a Catering Punch-Out Requisition.

3) When the Gourmet Dining E-Cater Punch-Out launches, you will be at the My Orders
screen.

Optional: To make changes to your E-Cater order, click the drop down arrow next to the
order# in "NS” status and click View.
a) to ADD menu items, click the Menu link. Follow steps in Section II step 4).
b) to DELETE menu items, click the red minus symbol "-” on the line for the item you
wish to delete. Follow steps in Section II step 5).

1 Assorted Canned Soda $285x1 rg $2.85 2
¥ 40979 NS

1202z canned soda
Includes Coke, Diet Coke, Coke Zero, Sprite

_ (T Bottled Tropicana Juices | $249x1 = $2.49 =
el

100z

Export to Workday @ Assorted Bottled Juices | $29.95x1 =z 82995 2

4) To export your order to Workday to Checkout and complete your requisition, click the
arrow for the drop-down menu next to your order and select Export to Workday.

v | 40979 NS

Update 40799 s

View
Cancel 40745 s

Print

Export to Workday - 40785 s

5) Follow instructions in Section III of this job aid to View Cart and Checkout to
Submit Requisition.

Page 13 March 2025



VI. Requested For Orders

A Requested For Order is a catering order that was placed directly in E-Cater (not via the

Workday Punch-Out) by someone who does NOT have the requisitioner role assigned to
their Workday profile. In order for a requisitioner to access a Requested For Order, the
person who entered the E-Cater order must have entered the requisitioner’s Montclair
email address into the “"Requested For” field on the Event Information page of the order.

To access a Requested For Order:

1) Follow steps in Section I for Create a Catering Punch-Out Requisition.

2) When the Gourmet Dining E-Cater Punch-Out launches, you will be at the My

Orders screen.

***You are now working within the Gourmet Dining E-Cater Punch-Out
Catalog. If you have questions about a Requested For Order, please contact Catering

Services at 973-655-6914.***

3) Click View Requested For Orders.

MONTCLAIR

STATE UNIVERSITY
GQURMET DINING

My Orders

ent ID#

To
Create New Order View Requested For Orders

Show |10 |entries

My Account | Logout

I I T O N =

Copy €SV || Excel | PDF | Print Search: |:|

Order # Status Date Start Time Amount Event Name Guest Count

,,,,,,, e nan3nnaE 10N oL nnn 7o R Mok an

MONTCLAIR

STATE UNIVERSITY
GQURMET DINING

Requested For Orders

the checkout page to initiate the PO process.

Show[10 v |enuries

Order # Status Date Amount Created By

NN M| o NN e e ST Y N N MO i B

Belows is a list of orders that have been created on your behalf. Please review and make changes as needed, When the order is finalized, choose the “Submit Quote to Workday” option on

Copy csv Excel PDF Print Search: [:]

v 40745 NS 03/19/2026 759.60 brundas@mail montclair edu

Update 40745 NS 03/11/2025 190.24 jeffersonc@montclair.edu
_ Export to Workday

Cancel
Print

Reorder

Next
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4) Click the drop-down arrow next to the desired order number and make a selection.

If you select:

e View, you can make changes to the order using instructions in Section II,
step 4) a. of this job aid.

OR...

If you select:

e Export to Workday, you are proceeding with View Cart and Checkout to
Submit Requisition. Refer to instructions in Section III in this job aid for
View Cart in Workday and Checkout to Submit Requisition.

VII. Change or Cancel a Catering Order after Requisition was
Submitted

A. If you need to: CANCEL a catering order for a requisition that is in process
(submitted but NOT approved) and NO Purchase Order (PO) was issued:

1) Contact Catering Services by phone to 973-655-6914 or by email to
msucatering@montclair.edu to cancel the E-Cater order #.

2) If your Requisition is NOT YET approved by the cost center manager, cancel
the requisition in Workday via the My Requisitions screen.

B. If you need to: CANCEL a catering order for a requisition that was
submitted/approved, and a Purchase Order (PO) has been issued:

1) Contact Catering Services by phone to 973-655-6914 or by email to
msucatering@montclair.edu.

2) After Catering confirms cancellation of the E-Cater order and the PO, you can
close the PO in Workday to release the funds back into your budget.

NOTE: Cancelling a catering order within three business days of the
contracted event date will result in a cancellation fee of 20%.
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C. If you need to: ADD menu items, guest count or requested services for a
requisition that was submitted/approved, and a Purchase Order (PO) has been
issued:

1) Contact Catering Services by phone to 973-655-6914 or by email to
msucatering@montclair.edu. Catering Services will create an additional E-Cater
quote.

2) Use instructions in Section I for Create a Catering Punch-Out
Requisition for the additional E-Cater quote.

IMPORTANT: When creating the additional requisition/catering order, in the
Event Information “Additional Comments” field please add: 1) the original
E-Cater quote number, 2) the original Workday issued PO number, and 3) a
note that instructs catering as to what event the additional items are for.

NOTE: The new/additional requisition must be submitted, approved and
converted to a purchase order PRIOR to your event.

D. If you need to: REDUCE menu items or guest count on a catering order that is
more than 5 days in advance of the event and the requisition was
submitted/approved, and a Purchase Order (PO) has been issued:

1) Contact Catering Services by phone to 973-655-6914 or by email to
msucatering@montclair.edu. Catering Services will adjust the E-Cater quote
and issue a credit memo that will get applied to the PO.

Note to requisitioners: as always, no change orders are allowed on
Punch-Outs.

VIII. Create Receipt on Purchase Orders for Completed Events

After your event has taken place and catering services have been provided, requisitioners
must Create Receipt on the PO in Workday as immediately as possible to ensure prompt
payment to Gourmet Dining. You should NOT Create Receipt before the event occurs.

Refer to page 55 of the Procurement Lifecycle Job Aid for instructions on how
to Create Receipt on a PO.

IX. Catering Invoices

DO NOT email Gourmet Dining invoices anywhere. (Punch-Outs have e-invoicing and
invoices are transmitted electronically directly into Workday.)
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ADDITIONAL SUPPORT

If you have questions or need assistance with the Gourmet Dining E-Cater website
or regarding catering menus, orders, services, quotes or invoices, contact
Catering Services by phone to 973-655-6914 or msucatering@montclair.edu

Please visit the Catering Services page and the Dining Services Forms, Policies,
and Guidelines page for detailed information available to members of the campus
community related to food services and catering.

Questions about the Workday processes described in this job aid can be sent to
WCCsupport@montclair.edu or call 973-655-5000, Option 1.
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