
 

 

Placing an Order 
Access the CaterTrax website by either putting in the URL directly OR by our Catering portion of 

the Dining website: 

https://wiucatering.catertrax.com/ 

https://www.wiu.edu/student_success/dining/catering.php 

You will want to make sure you are signed in to your account before placing an order. 

1. Click ACCOUNT in the top right corner and select SINGLE SERVICE TIME or MULTIPLE 

SERVICE TIMES under CREATE NEW ORDER – or you can click the ORDER NOW button on 

the Home page: 

 

 

https://wiucatering.catertrax.com/
https://www.wiu.edu/student_success/dining/catering.php


2. View the Menu Options and select what best fits your needs. When you click the image, 

you will be able to view more options. Once you have an item in mind, click DETAILS. 

3. Fill out the form as needed and use the SPECIAL INSTRUCTIONS box to detail specific 

requests for this dish such as allergies). Please note that this is a request and is not 

guaranteed until confirmed by the Catering team. 

4. Add the item(s) to your cart and click CHECK OUT when finished ordering. 

5. A calendar will appear. You’ll want to select the date(s) of your event. 

 
6. Finish filling out the event details and review the Order Summary to ensure accuracy. 

7. Select the appropriate Payment Method and click PLACE YOUR ORDER when finished. 

8. The Catering Team will then review your order and they will change the status from 

PENDING to CONFIRMED. You can also add documents to your order if needed. 


