
How to… AMEND your catering requirements. 
 

 
 
 

 
 

1. Click on My Meetings 

2. Select the meeting you wish to amend  

3. Click  



 
 
 
 

 
 

4. Click Facilities to access Setup, 

Catering Audio Visual etc. 

5. Select Catering 



 
 
 
 

 
 

6. Select your item e.g. Salad Plate in this case 

7. Amend the section below (Change the Quantity or Time 

of Delivery or add a note) if necessary and click Save. It 

is important to Click Save at this point otherwise your 

changes will not be recorded.  



 
 

8. Click Close to Finish 

Your item is added to your 

list of requirements 



How to amend the numbers attending your meeting. 
 

 
 

 
 

1. Click on My Meetings 

2. Select the meeting you wish to amend  

3. Click  



 
 
 

 
 

4. Click on Reschedule/Modify 

5. Select Change no. 

people for selected 

functions? 

6. Enter the amended number 

and click the Apply button. 



 
 
Having clicked on Apply above, how to move your meeting to another room.  

 

 
 

7. The number is amended. 

If you wish to make 

amendments such as 

changing dates or times or 

moving rooms click the 

Apply button and select 

your option, otherwise click 

Close 

1. Select Move Room 

2. Click on the ‘down arrow’ and 

select your new room. If there is 

no room listed click on the 

Additional Criteria button to 

change the search criteria 



 
 
 

 
 

3. Your new room is 

displayed. Click on Apply 

or Close to finish.  

(Both buttons are visible when 

you scroll down) 

4. You will note that your meeting in 

is now in Room 14 and there are 6 

people attending. Click Close to 

Finish. 


