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To initiate an eQuest for SAS

• Log into MyCSU
• Click on eQuest 

Here

eQuest Questionnaires and Categories are being updated regularly to improve service delivery



Shared Admin Services (SAS)

NEW



The Catering Questionnaire will look and 
work like other purchasing request you 

have submitted in the past

The questionnaire will request needed details 
•Event / Date / Time

•Funding Source

•Maximum Budget Spend

•Operational Budget Approver(s)

•Type of Function

•Other Justification Information

A SAS Specialist will be assigned your eQuest
• Assist you from start to finish

• Help to obtain pre-approval for event

• Provide “Special Name” for CaterTrax order

• Ensure proper documentation attached

• Follow up after event to process invoice payment



Type of Function
• Click on event type being hosted

• If choose “Other” a new box will pop up requesting details  

Funding Source
• Click on type of funds to be used



Maximum Budget Spend
• Calculate estimated amount needed for your catering event

 Alcohol needs to be on a separate eQuest

 Alcohol will have a separate budget and approval 

 Alcohol must be Invoiced by itself separately

• If at any time changes are requested that would EXCEED the approved budget, the requester needs to notify SAS via the 

original eQuest or by sending an updated quote to shared_services@columbusstate.edu requesting a budget increase 

approval and the amount needed

 SAS will request the budget increase approval and notify the requester via eQuest approved / not approved

 SAS will notify Aramark via email - budget increase was approved / not approved

• If per diem rates are necessary, SAS will verify State Guidelines are being followed and obtain required signatures



Provide Event Justification
• Information will be used to obtain event approval from the Department and Dean / VP

 SAS will also obtain ELT Approval for Events with a budget over $5K

• If planning an event outside of Aramark requiring Reimbursement, document that information here 

 Reimbursement must be from a Foundation Fund

 Specify “requesting budget approval for reimbursement” 

 After the event is over, you must submit all receipts to receive your reimbursement

• If using more than one funding source - document the information in this space 

 Include each funding source and the specific amount to charge each one



Payment Information
• Dean / VP – the person who authorizes overall expenses for your department / unit

• Operational Budget Approver for department or unit – the person who can the verify budget to 

cover expenses and provide the funding source for your event

• Requester – the person submitting the eQuest and who will be responsible for providing 

required information and updates regarding event



In Kind 
Must Include Taxes & No Alcohol can be charged

*Only Choose In Kind if you have been given authorization to use*   

Foundation
Food - Include Taxes 
Alcohol - Separate eQuest & Invoice (must NOT include Tax)

State
Tax Free & No Alcohol can be charged

In Kind (Authorized Use Only)
Taxable (Foundation Charge - Fac/Staff/Cmty)
Non-Taxable (Foundation - Alcohol) with separate Invoice
Tax Free (State Fund Only)

Non-Taxable (Foundation - Alcohol) with separate Invoice

For Alcohol Select This Option and “Yes” below under Alcohol Question 

Payment Types

In Kind (Authorized Use Only)



• Always charged to a Foundation Account

• Always charged as only item on an Invoice 

• Taxes calculated in overall cost, do not include on Invoice

• Requires USS approval

• Requires CSU Police Office on site

• Allowed at specific CSU locations

• Must hire approved CSU Bartender(s) 

Alcohol Purchases

You must submit a separate Alcohol Approval eQuest via University Support Services (USS) to serve alcohol at any CSU event.

You must ensure a CSU Officer is requested and present for all events serving alcohol via the eQuest to USS.

Only specific CSU locations are allowed, by permit, to have alcohol on premises.

Non-Taxable (Foundation - Alcohol) with separate Invoice

Alcohol



If No - Links to Cougar Scheduler

Cougar Scheduler

Have you requested approval for the location of your event? *

Have you requested approval for the location of your event? *



• Options: Yes, No, Maybe

• USS eQuest for additional needs

• Provide any attachments necessary

Click Ok to Submit

Your eQuest will be assigned to a SAS Specialist who will begin the approval process



SAS Specialist will respond to Requester via eQuest with the “Special Name” 
to use for creating the CaterTrax Order

CaterTrax Order

Sign In or Register if 1st Time User 

• Some people may have 
accounts that were 
created for them if they 
have ever previously 
called to place an order. 



It will look like the below order with the order name at the top in blue

Send to SAS for Final Review & Approval
• Ready to print copy 
• After emailed from Aramark

• This step is Aramark's approval to proceed with your event

• Aramark can not officially host your event until this step is complete

• SAS validates all state and budget policies have been followed and 

notifies Aramark the quote is approved



Adding Attachments to an eQuest

1. Print the quote as a PDF and attach it to the original eQuest.

2. Open eQuest and Locate your eQuest number 

3. Add the quote in the "Attachments" box.

DO NOT COMPLETE A SEPARATE eQUEST FOR AN INVOICE

Here

Step 1

Step 2

Step 3

1st

2nd

Choose a PDF Option and Print / Save

4th

3rd



Aramark Invoice

• Friday after event invoice sent out

• Customer and SAS receive copy

• Order Name on both match

• Total does not exceed budget

• SAS verifies and pays invoice



CaterTrax
• Create a Catering Order 

https://columbusstateuniversity.catertrax.com/shopportal.asp?pageref=Create%20a%20Catering%20Order&intOrderID=&intCustomerID=


CaterTrax

• Catering Menu’s

https://columbusstateuniversity.catertrax.com/shopportal.asp?pageref=LTOPageContainer&intOrderID=%28%7C%2E%7F%CA&intCustomerID=


Catering an Event: Check List
 Research cost of meal options in CaterTrax without creating an order, by just 

clicking through menu tabs

 Ask Dept Chair (or whoever authorizes your funding) for Budget Limit

 Submit eQuest for funding approval to SAS 
(Food & Alcohol must have Separate eQuest, Budgets, and Invoices)

 Reserve event space via Ad Astra or Room Request

 Receive funding authorization from SAS with assigned  “Special Name" to 

submit CaterTrax order

 Sign in to CaterTrax: columbusstateuniversity.catertrax.com and create your 

order

 Enter the “Special Name” that was provided to you in the “Order Name” 

space

 Receive event confirmation (refer to slide #14)

Continued

 Review order for accuracy. If changes are required, exchange details with 

Aramark until quote meets event requirements

 Print the quote as a PDF and attach it to the original eQuest (refer to slide #15)

 If order changes exceed budget limit, you must request a budget increase via 

the same eQuest, and Aramark must receive approval before proceeding (SAS 

will process budget increase request and notify Aramark and Customer if 

approved / denied)

 Hold Event

 Receive Invoice from Aramark (usually on the Friday after an event is held)

 Verify accuracy of final order information and Invoice 
(If paying for food using Foundation Funds – taxes must be included)

 Attach correct invoice to original eQuest in SAS



Any Final
Q & A

Contact Information
Shared Administrative Services

706-565-1270
shared_services@columbusstate.edu

Contact Information
Classic Fare Catering 

706-507-8372
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