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Online Ordering Quick Setup Guide  

Online Ordering  

Setup Guide  

This guide provides quick setup instructions for businesses such as restaurants and pick-up and drop-off caterers that 

want to give their customers the ability to order food real-time.  For example, a customer can go to your CaterShark 

web portal directly or even click a web link to be directed there from within an existing web site that you may already 

have.  The customer can then select the menu items that you have setup in the system and proceed through the 

checkout process at which time they can then pay you with a Credit Card or a PayPal account.  You can then receive 

email alerts or even SMS Text messages to one or more cell phones as these orders come in so that you can have the 

food prepared and ready for pickup in a timely manner. 

 
Typical Flow: 

1. Your Website - customer clicks on a hyperlink to Order 

Food 

2. Your CaterShark Portal - customer adds food to their 

shopping cart and schedules pickup or delivery of the 

food 

3. Checkout - customer pays with Credit Card or PayPal and 

money is automatically sent to your linked PayPal 

account 

4. Notifications sent to your business - SMS Text and/or 

Email Alerts are sent to you so you know that a food 

order has been placed and can view the details. You can 

also login to your CaterShark Portal at any time to view all 

your food orders, run reports, view Contact information, 

ŜǘŎΧΦ 

5. Customer either picks up or has their food delivered 

(configurable options by you) 

6. Money $$$ - you make money!  Login to PayPal account 

at any time to request direct deposit or a check be mailed 

ǘƻ ȅƻǳǊ ōǳǎƛƴŜǎǎΣ Ǌǳƴ tŀȅtŀƭ ǊŜǇƻǊǘǎΣ ǾƛŜǿ ŘŜǘŀƛƭǎΣ ŜǘŎΧ 

Complete the following tasks to quickly get up and running with the 

CaterShark online ordering module. 

 

 

Create Your Private Catering Portal  

 

 

Customize Online Ordering Functionality  

 

 

Enable Automatic Online Payments   

 

 

Configure Pick -up & Delivery Options   

 

 

Add Menu Options to System   

 

 

Demo the Ordering Process  
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Sign up Conclusion 
Your very own CaterShark portal would be created with the web address:  

www.advancedchef.com/CateringSupreme 

 

This is the URL where you will go to login to your administrative portal and  

your customers should then be sent to this URL to access your online order  

system for your CateringSupreme portal: 

www.advancedchef.com/CateringSupreme/order.aspx 
(Notice the order.aspx on the end) 

 

Sign up Process 
1. Open your web browser and navigate to 

https://www.advancedchef.com/signup.aspx. 

Select a CaterShark plan and complete the  

one-page sign up process. 

2. Click the ά{ƛƎƴ ¦Ǉέ button and your CaterShark 

portal automatically generated. 

3. This will take a minute or 2 to generate your 

private site. Once generated you will be redirected 

to your login page and an email will be sent to you 

containing a reminder of how to login to your 

portal.  

4. Your CaterShark portal will get created according 

to the Business Name you enter on the signup 

page.  For example, if you own a catering business 

ŎŀƭƭŜŘ ά/ŀǘŜǊƛƴƎ {ǳǇǊŜƳŜέΣ ǘƘŜƴ ȅƻǳ ǿƻǳƭŘ ŜƴǘŜǊ 

CateringSupreme (all one word) on the 

signup page.   

Create Your Private Catering Portal  
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http://www.advancedchef.com/CateringSupreme
http://www.advancedchef.com/CateringSupreme/order.aspx
https://www.advancedchef.com/signup.aspx
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Online Ordering Conclusion 
Your basic set up for online ordering is now complete.  

You can ŦǳǊǘƘŜǊ ŎǳǎǘƻƳƛȊŜ ōȅΧ 

¶Adding additional sites 

¶Configuring the remaining email notifications 

¶Setting up Credit Card payments thru PayPal 

¶Customizing your PDF Header & Footer Information 

 

Set up Online Ordering 

1. Login as an administrator and navigate to  

Site Set up > Online Ordering Setup. 

2. Your Default site will be pre-selected. CaterShark allows 

ŦƻǊ ǘƘŜ ŦƭŜȄƛōƛƭƛǘȅ ƻŦ ǎŜǘǘƛƴƎ ǳǇ ƳǳƭǘƛǇƭŜ άǎƛǘŜǎέ ǿƛǘƘƛƴ 

the system. Great for larger caterer who have multiple 

locations with different menu options. 

3. Click the checkbox ǘƻ ά!ƭƭƻǿ CƻƻŘ hǊŘŜǊǎ ǘƻ ōŜ 

{ǳōƳƛǘǘŜŘέ and enter any cell phone numbers that 

ȅƻǳΩŘ ƭƛƪŜ ǘƻ ǊŜŎŜƛǾŜ {a{ ¢ŜȄǘ ŀƭŜǊǘǎ ŀǎ ƻǊŘŜǊǎ ŎƻƳŜ ƛƴΦ   

4. Set your Site Hours of Operation. This is very important 

as your Online Ordering form will only work between 

those hours of operation. 

5. Then, ά{Ŝǘ {ƛǘŜ hƴƭƛƴŜ hǊŘŜǊƛƴƎ ¢ƛƳŜ [ƛƳƛǘέ (Red Zone 

Time limit) (in minutes) that will prevent the customer 

from ordering food within X number of minutes from 

when they want the food ready by.  For example, if you 

enter 30 into this field, then the system will prevent a 

customer from scheduling a Noon pickup on an order 

that is placed after 11:30 AM because you need at least 

30 minutes to prepare the food and have it ready. 

6. Click the ά9Ƴŀƛƭ hǇǘƛƻƴǎέ tab. Expand the ά¦Ǉƻƴ 9ǾŜƴǘ 

Booked (on-ŘŜƳŀƴŘ ŦƻƻŘ ƻǊŘŜǊǎύ {ŜƴŘ 9Ƴŀƛƭ ǘƻέ 

section.  From here, you can click Local Admin and/or 

Customer to receive email notifications.  This will send 

out an email with an attached PDF of the food order. You 

must provide a Subject for the email and can include any 

additional information in the Body of the email such as 

something that you want to tell the customer such as a 

ǇƘƻƴŜ ƴǳƳōŜǊ ǘƻ ŎƻƴǘŀŎǘ ȅƻǳ ōȅΣ ŜǘŎΧ   

7. Make sure to click the ά{ŀǾŜέ button after you make 

your site changes. 

Customize Online Ordering Functionality  
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Important Note! 
The On-demand Ordering form is only  

functional on the default site location.  

All menu items for on-demand ordering  

must be associated with your default site. 
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Online Payments Conclusion 
You definitely need a business PayPal account to allow online ordering.  

Set up is easy thru PayPal and we provide you with instructions on how  

to get started. 

 

1.A New Free PayPal business account takes about 3-5 minutes  

to set up. 

2.To Create a new PayPal account navigate to: 

https://www.paypal.com/webapps/mpp/merchant  
3.Create your new free business account. 

4.Confirm your email address with PayPal 

5. Then get started configuring your PayPal account to interact with  

your new CaterShark Catering portal. 

6. After your PayPal business account is set up Check out our further  

instructions page at:  

http://www.advancedchef.com/PayPalSetup.aspx 

 

 

Set up Online Payments 

The next thing to do on the site setup page is to 

Enable Payments.  Doing this will essentially be linking 

the Default site to your PayPal email account wherein 

ȅƻǳǊ ƳƻƴŜȅ ǿƛƭƭ ōŜ ǎŜƴǘ ǿƘŜƴ ŎǳǎǘƻƳŜǊΩǎ /ƘŜŎƪƻǳǘ 

and pay for their food items. 

 

1. Login as an administrator and navigate to  

Site Set up > Online Ordering Setup  

Click on the Enable Payments tab. 

2. Click the Enable PayPal Payments checkbox and 

enter your business PayPal account email account.  

LŦ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ŀ ōǳǎƛƴŜǎǎ tŀȅtŀƭ ŀŎŎƻǳƴǘΣ ȅƻǳ 

must follow the instructions on our PayPal setup 

page to sign up for a free Business PayPal Account 

and then there are a few steps that you must 

complete in order to properly authorize 

AdvancedChef.com to push payments on your 

behalf. 

3. After you have enabled payments and entered 

your PayPal Account Email Address, click the Save 

button at the bottom of the page to finish the site 

setup for online ordering. 

Enable Automatic Online Payments  
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https://www.paypal.com/webapps/mpp/merchant
http://www.advancedchef.com/PayPalSetup.aspx

