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The BSA Catering option will be used when placing orders with the BNL Caterer “Rollin’ 
Ghost” for events onsite.  This guide includes step-by-step instructions with example 
screens on how to use the BSA Catering option in PeopleSoft Financials.  

Navigation   

Log onto PeopleSoft Financials > BSA Dept Admin Home Page > Select BSA Miscellaneous 
Payments    

 

Step 1-  Select Add a New Value Tab 

 

Step 2- Click the Add Button 
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At the top of the screen, Misc Payment No.:  “NEXT” -  (No. assigned when “Saved”), Status  
Open, Misc Total -  $0.00  Note:  Use Tab Key to advance to the next field(s). 

Step 3-  Select Dept Code and Misc. Type “BSA Catering” 

Step 4- Select Event Type 

Step 5- Enter Name of the Event   

Step 6- Business Purpose – Enter additional details about the event  

Step 7- Contact Person - Select Employee ID (Name, Bldg. No. and Extension displays)        

 

The Seller Line displays Rollin’ Ghost, Event Date, 48 hr. Date (event to be finalized by).  

Step 8- Select Delivery (Begin/End) time  

Step 8.1- Select Event (Start/End) time  

Step 9- Enter Location Bldg. No./Rm. No.  (i.e., Bldg. 488 Rm. B) 

Step 10- Click Item Lines button 
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Step 11- Enter Number of Attendees 

Step 12- Click Food Catalog Items button 

 

Catering selection screen displays 

 

 

The next set of examples will show how to enter an order for Beverages, Box Lunch,  and 
Assorted Fresh Cookie Tray. 
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Step 13- Select Catering Group - Beverages 

 

Step 13.1-  Select Catering Item  
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For Catering Item, Soda – Dozen was selected 

 

Step 13.2- Click Menu Choice button.  Screen below displays – One (1) dozen for Coke was 
entered shown below.  Additional Information box also displays about the item.   

Tip:  After entering amount, press the Tab Key, the Special Requests or Other Requests box 
will display if you need to enter any information about the request.  Use arrow to expand 
the box for data entry.   

 

Step 13.3- Click the Return button  

Step 13.4-  The quantity, amount, and selection is displayed as shown below 

Step 13.5-  Click the Return button again 



6 
 

This Misc. Payment example was previously saved, in either case, the next step would be 
Step 13.6.   

Step 13.6- Click the Distribution Lines button  

 

Step 13.7- Select Project and enter Amount.  Tip:   To enter amount quickly enter -1(Minus 
1) and press the Tab Key.  The amount will be displayed.  You will not be able to save until 
one line item and the Distribution Lines screen has been completed .  When saved, a Misc. 
Payment No. is assigned, and Printer button displays.  You can exit and go back to it later if 
needed.  Repeat navigation steps – Find an existing Value, enter criteria or click the Search 
button to locate your saved BSA Misc. Payment.  

 

Step 14- Adding another line for Beverages.  For example, there are 20 attendees, 8 more 
cans of soda were needed. 

Step 14.1- Click the Plus sign to add a new line 

Step 14.2- Select Catering Group - Beverages  

Step 14.3- Select Catering Item Soda - Cans 

 

Step 14.4- Click Menu Choice button 
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Step 14.5- Go to item and enter amount of individual cans needed  – 3 Diet Coke and 5 
Sprite were entered. 

 

Step 14.6- Click the Return button   

Line for Individual cans of soda and soda selection are displayed. 

 

Next example is for Box Lunches. 

Step 15- Click the Plus sign to add a new line 

Step 15.1- Box Lunch was selected from Catering Group 

Step 15.2- Gold Box Lunch was selected from Catering Item 
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Step 15.3- Click the Menu Choice button 

 

Screen displays for Gold Box Lunch Menu choices  
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Notice there are Choice Nos. 1 of 3.  Current Choice displays Gold Box Lunch, to view  
Gold Box Lunch Gluten Free choices, click on the Next Choice button and so on.  An 
additional charge is calculated on the gluten free options based on the number of the 
choice selected.     

Step 15.4- Select and enter amount.  10 box lunches were entered for the All American  

Step 15.5- Click the Tab Key.  Choice button displays 

 

Step 15.6- Click the Choice button 

Screen for Salad choices displays shown below 

Step 15.7- Enter the number of salad choices needed.  In this example, 5 coleslaw and 5 
potato salads were entered. 

Step 15.8- Click the Return button 
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The screen returns to the Gold Box Lunch selection page.  You will see what was entered.  
If you need to add a request, use the Other Request field. 

 

Next, Gold Box Lunch – Gluten Free lunches are needed. 

Step 15.9- Click the Next Choice button until Current Choice displays Gold Box Lunch – 
Gluten Free as shown below 
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Step 15.10- Enter the number of the choice needed.  In this example, 10 “The Bonanno” 
sandwiches was selected   

Step 15.11- Click the Tab Key, the Choice button displays 

Step 15.12- Click the Choice button 

 

Screen for Salad choices displays 

Step 15.13- Enter the number of salad choices needed.  In this example, 10 Coleslaw were 
entered.   

Step 15.14- Click the Return button 
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The screen returns to the Gold Box Lunch – Gluten Free selection page.  You will see what 
was entered.  Also, the Additional Charges will calculate the amount based on quantity.  
For this example, 10 sandwiches @ additional charge of $3 each for $30.   

Step 15.11- Click the Return button again 

 

Returns to the Line Items screen to view selections ordered. 

 

The Dessert entry example for Assorted Cookie Fresh Cookie Tray is shown on the next 
page. 
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Step 16-  Click the Plus sign to add another line for Dessert. 

Step 16.1- Select Dessert from the Catering Group  

Step 16.2- Select Assorted Fresh Cookie Tray 

 

When selected, the field to enter no. of trays opens. 

 

Step 16.3- Enter the no. of trays needed.  The example shows two (2) were needed.  You 
can expand the description field to view what is included. 

 

Note:  How to enter an item that is not on the menu. 

 If an Item is not one of the menu options, you will need to check with Guest Services to see 
if they can supply you with the requested item.  They will direct you as to how to handle the 
request.   
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When you have completed your order. 

Step 17- Click the Return button.  The screen below displays.  Review the order. 

 

 

Step 17.1- Click the Return button again.   
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The Miscellaneous Payment Entry screen displays  

Step 17.2- Click the Distribution Lines button 

 

Step 17.3- Select Project and enter amount.  As stated previously, you can enter -1 (minus 
1) in the field to display amount or type it in. 

 

Step 17.4 – Click the Return button and save. 

When ready, proceed with the approval process and placing the order with Guest Services.  
It is completed the same as done previously for the BSA Outside Food Misc. Payment type.      

 

Note:  When saved, the printer button will appear to print.  It will send a pdf via email.  If 
another Misc. payment is needed with the same information or maybe a few minor 
changes a Copy From field will display shown on the next page.  
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Copy From Field 

You can only use this feature when a Misc. Payment has been previously entered and 
saved.   

Add a new payment, enter Dept Code, Misc Type “BSA Catering”, press the Tab Key.  At the 
top of the screen, a Copy From field displays as shown in the example below.  Select the 
BSA Misc. Payment to copy from.  Information from the payment selected will prefill.  
Continue to add/edit information for the order where needed.   

 

 


