How to do a Chartwells
Request Form
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Once you click on the Chartwells icon,
the Campus Dining Payment Request
Form will appear.

& Accounts
Payable

Campus Dining Payment Request Form
‘We‘ Supples This formis used for direct payments to Chartwell's, SUNY Old Westhury's campus dining services provider for campus catering. Request for catering must initially be placed in Cater Trax htips://sunyoldwestbury.catertrax.com/# to be
processed. Once an invoice has been issued, this form should be completed within five (5) days to make payment on the invoice.

& souring Al purchases of food must include the following documentation:
+ Documentation of business purpose (e g. agenda, itinerary, invitation, flyer)

+ Alist of attendees and/or sign in shest
+ Anitemized invoice

Fill out all the sections with the Star
asterisk next to them.

Departments are reminded that the use of funds must be in the best interest of the state, actual, reasonable and necessary. The use of state funds to pay for meals for facuty and staff will be subject to greater scrutiny to ensure that
there is a clear benefit to the campus and the use of food was critical and necessary. No Alcohol is permitted with state funds.

Section | - Invoice Details @ Section Il - Event Details 0
Don’t forget, at the bottom of the form, s o sty
er Supplier
attach all necessary documents. . — ot e
COMPASS GROUP USA INC mm/dd/yyyy
DBA CHARTWELLS BANK OF AMERICA LOCK BOX SERVICES Eyent Time &
. . . DORCHESTER, Massachusetts 02125 United States .
Once all is filled out, click on the - petun
Complete and Go To Cart located on the S . suncs o
top right corner (the blue box) /
1000 cheractes femaining expand | clear
Section [ll - Charges 0]
Food Charges

Food and Beverage Charges #

Delivery Charge (If applicable)

Total 0.00USD
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Review Information

When you are ready to purchase,
you can go ahead and click on
Proceed to Checkout

R
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1item

: Chartwells - 11tem - 150.00USD
\g‘\ Sourcing

Line Item

Campus Dining Saerfnt Request - Old Westbury

A ITEMDETALS
Business Purpose MEETING
Event Date 4/23/2026
Event Description BAF Meeting
Event Location H3N
Event Time 130

1 Food and Beverage Charges

A [TEMDETAILS

Commody Code

Default

Q Menu Search

SUPPLERDETALS 4 & (G S001MANEPAYACH : COMPASS GROUP USA NG,

CataogNo.

o

Size/Packaging

Unit Price

150.00

we osmmg Qo wus W O 0)

B o spcat Proceed To Checkout

Kelly Martinez

SelectAll v

iame

0 20260420 OLDMARTINEZK 01

Total (150,00 USD)

Quanity Ext Price Totak:

Q164 15000

150.00
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Now you will checkout your cart.
Click under general and edit some
information. You will enter the
name of the person you are
creating the requisition for. Click
“Update”.

Edit General

Cart Name ¥

Description

Priority

Prepared by

Owner Phone
Campus &

Department

* Required fields

2026-02-02 OLD-EAVILA1 02

Normal v

Evelyn Avila

Foster, Suzettd

0ld Westbury (28200)

Business and Finance




Click on accounting codes and this

should pop up. Now, you will enter
the expense category code(specific
number).

Edit Accounting Codes

Accounting Codes
Account Source # Fiscal YR-SUNY # =

2025 - Fiscal Year 20252026 v

SUNY Object

UNSPSC/Commodity

Search

% Required fields

Account-SUNY # ==

90059000-28200

© Required

Full/Partial-SUNY

Partial

Project-RF # -5:

N/A - RF Only

Project End Date-§:

N/A




Click “Place Order” and you

are all set!

SUNY OLD WESTBURY

Requisition * 211748927

sSummary

General

Cart Name

Description

Priority

Prepared by

Prepared
for

Owner
Phone

Campus

Department

PO Preview

2026-02-02 OLD-EA

no value
Normal
Evelyn Avila

Suzette Foster

0ld Westbury (28200)

Business and Finance

Comments/Business Purpose

Attachments

Shipping

Ship To

Attn: Suzette

SUNY Old Westbury

PO Box 210

223 Store Hill Road

0Old Westbury, NY 11568

United States

Delivery Options

Ship Via Best Carrier-Best Way
Requested  no value

Delivery

Date

F.0.B. DESTINATION

Freight Freight charges NOT
Terms allowed

Al ~ Search (Alt+Q)
@
History
Billing &S
Bill To

SUNY College at Old Westbury
Accounts Payable

516-876-3371
accountspayable@oldwestbury.edu
223 Store Hill Road

Old Westbury, NY 11568

United States

Credit Card Info

No credit card has been assigned.

Billing Options

Accounting no value
Date

=

@

Q

0.00USD W QD |m Oy
Summary -
Total (0.00 USD) v
Subtotal 0.00
0.00
What's next for my order? v
Next State Account Owner

Step Approval

Approver Burmeister, Justin

Workflow

Draft
Active

Evelyn Avila
On behalf of: Suzette Foster
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