
PRE-ORDER GUIDE – LEAD GUEST SUBMITS PRE-ORDER FOR ALL GUESTS 

 

1. Click ‘Manage your order’ within the email you received; then select ‘PRE-ORDER ITEMS NOW’.  

 

 

 

 

 

 

 

 

 

 

2. Tick ‘I am ordering for multiple people’ in the top right of the screen. 

 

 

3. Enter the name of the first guest and click ‘ADD’.  

 



4. You will now see the name of the guest you are ordering for on the right of the screen.  Select the 

menu choices for that guest by clicking the + symbol next to each item they want; the items will 

appear under the guest’s name on the right of the screen. 

 

5. Once the first guest’s menu choices have been entered, go back to the top of the page and enter 

the name of the nest person and select ‘ADD’. 

 

6. Enter any dietary requirements and allergies using the ‘ADD DIETARY REQUIREMENTS’ button; 

select the name of the guest, tick all relevant diet types and/or allergies for them; select the next 

guest and do the same.  You can also add a note about anything at the top of this pop-up.  Once 

requirements are added for all relevant guests, click ‘DONE’.   

 



7. If you need to make changes, you can click the name of the guest on the ‘YOUR ORDER’ summary 

on the right and add any items; you can also remove any items you have selected by clicking the  

symbol next to the item.  If you want to delete all items for someone you click the  icon next 

to their name.  You can also amend the name of the guest by clicking the  icon next to their 

name, editing this and clicking the ✓ icon. 

 

 

 

8. Once all menu choices are complete, click ‘PLACE ORDER’. 

 

 

 

 

9. You will then see a final summary page before you submit your pre-orders.  To edit anything, click 

‘BACK’ at the bottom of the screen.  You can edit or add any notes here.  You then need to enter 

your name and email address before clicking ‘CONFIRM ORDER’.  You will receive an email 

confirmation of the choices you have submitted. 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. You will see a message confirming that orders have been submitted.  If your pre-order is finalised 

and you are ready to submit this, click ‘MANAGE YOUR ORDER’.  If you don’t do this now, you will 

still be able to go back in and make changes to your pre-order before the deadline date.   

 



 

11. If you are ready to submit the pre-order, click ‘MANAGE YOUR ODER’ either on the previous 

screen or within the original pre-order you received.  You will see a summary of your pre-order.  

You may be able to add items by clicking ‘PRE-ORDER ITEMS NOW’ or you can click ‘COMPLETE 

PRE-ORDER’.  This will mark your pre-order as finished and the venue will receive a notification of 

this.  You will NOT be able to make amendments to the pre-order without speaking to your venue 

once you have clicked this. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

12. You have now submitted your pre-order and will receive an email confirmation of this.  If you 

need to make any changes, please contact your venue to discuss. 

 

 


