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Instructions for ordering conference catering with BankettProfi and EBISS

1. Registration and dashboard

Open Edge or Firefox (Chrome does not work!) and enter the address

https://v01vm-bankett.desy.de/online-portal/client.html

1.1. .

1.2. You will be logged in automatically and will see your dashboard as the first view.

1.3. There you can search for orders you have created by narrowing down the time period or searching 
for keywords (name of the event).
Please note: The booking will not be visible immediately after you place your order, but only once it 
has been reviewed by Alsterfood. This may take some time.

1.4. You can cancel orders on the dashboard by clicking the button marked in the following 
graphic.

1.5. A pop-up window will open, in which you must confirm the cancellation again.

Events can be cancelled up to 48 hours before the start of the event.

https://v01vm-bankett.desy.de/online-portal/client.html
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2. New booking

2.1. To place a new order, select the "New booking" button at the top of the page.

2.2. A new tab will open, guiding you step by step through the order process.
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2.3. 1. Tab = Addresses

You are already preselected as the contact person here. If you would like to specify a different
contact person other than yourself, click on the "New contact person" button (1) and fill in the fields 
that appear (2).

2.4. 2. Tab = Product selection

There are several tabs here with different categories such as cakes & pastries, sandwiches/wraps, 
drinks, etc.

You can view the respective allergens and additives by clicking on the blue "i" in front of the items.

Above each category, you will find the minimum lead time required for that category. Alsterfood 
needs this time to prepare the ordered goods and staff. It is also important to ensure that the EBISS 
order has been received by Alsterfood by the event date, otherwise it cannot be fulfilled.

For menus and buffets, the minimum lead time is five days; this means that if your event is 
scheduled for a Monday, you must place your order by the previous Monday at the latest.

For all other categories, the lead time is three days; for an event on Monday, you must therefore 
place your order by Wednesday at the latest.
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Please note that weekends and public holidays are considered days off and are therefore not 
counted.
You will be shown the earliest date on which items in this category can be delivered.

Enter the desired number/order quantity for each item in the "Quantity" field.

Please note the minimum order quantities, if specified in the item description. If nothing is specified 
in the description, you can order any quantity.

If you try to enter a lower order quantity, a pop-up will appear with a warning that the quantity of 
your order has been increased to the minimum order value.

2.5. A subtotal will appear at the bottom of the respective category tab. PLEASE NOTE: the 
subtotal is displayed per tab; it is NOT the total amount of your order!

2.6. Once you have selected all the items you wish to order, click on "Continue". You can switch 
between the tabs for the individual order categories as you wish.
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2.7. 3rd tab = Basic information

Here you will be asked for the date, start and end times of the event, number of people and occasion.

There is also a free text field for special requests (e.g. if you would like a component to be replaced in 
a buffet) and you can select the delivery and collection times and the event location.

All underlined fields are mandatory.

Under "Delivery option", you can also specify whether you would like to collect the order yourself or 
have it delivered. Delivery costs are calculated automatically. If the value of the goods ordered 
exceeds £70, the delivery costs are automatically shown as £0.

If you would like "Delivery and setting" (tableware is provided stacked) or "Delivery and individual 
setting" (each place is set), you can click here. The price for this will be automatically added to the 
order.

You can also see this if you go back to the "Item selection" tab and click on the "Additional" 
category. The corresponding entry will automatically appear in the upper fields, which cannot be 
edited.
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In the lower fields, you can "order" additional service staff who will remain on site during the event or 
a chef. Please discuss this with Alsterfood before placing your order!

After filling in all fields, click on "Continue".

2.8. 4. Tab = Submit order

Here you will see an overview of the goods you have ordered, the basic details and the total amount 
of your order.
After checking the details, do not click on "Continue", but on "Submit order".
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You can switch back to the "Basic details" tab at any time by clicking on the "Addresses", "Item 
selection" and "Basic details" tabs.
"Basic data" at any time.

If you have not met the minimum lead time, a pop-up window will open at this point with a note 
indicating which items do not meet the requirements and that you must change the event date or, if 
necessary, select other items with a shorter lead time.

3. After placing your order

3.1. An order confirmation will open. You will also receive this as a PDF attachment by email a few 
moments after submitting your order.
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The PDF document contains the event number required for the EBISS order.
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3.2. If desired, the next order can be created directly in the browser via "New entry"; otherwise, the tab 
can be closed.

3.3. The corresponding order must then be created in EBISS for Alsterfood, quoting the transaction 
number from the email attachment, to which the PDF document is attached. The event number 
must be included in the order text. This should be a catalogue order and not a free text order. A 
detailed description can be found in point 4.

3.4. The order is submitted for approval as usual and forwarded to Alsterfood once it has been 
approved. Only now, after the EBISS order has been received, does Alsterfood have a legally 
valid order.
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4. After you have generated the order, you will receive a confirmation email from 
Alsterfood. The order must then be created in parallel in e.biss (Ariba) for cost 
approval.

Open the Alsterfood catalogue in e.biss (Ariba).

The Alsterfood catalogue contains only one item. Enter the amount of your BankettProfi order 
here (1) and add the item to your shopping cart (2).
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Continue by clicking on "Submit order".

First, please give the purchase requisition a name, otherwise the order cannot be completed (1). 
Click on the link (2). The form for the event information will open automatically.

Enter all the necessary information:
(1) Fill in the fields. In particular, the BankettProfi event number. Any additional 

comments in the "Other comments" field.
(2) Confirm the recommended supplier. Otherwise, the order cannot be 

completed.
(3) Add the event information form to your shopping cart.
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Submit your order (catering items + event information).

Add the offer from AlsterFood and confirm the message that your offer has been added (1). Now 
submit the purchase requisition (2).
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If you have any further questions or require assistance, please contact the following points of 
contact depending on the nature of your query:

• BankettProfi Tool:sandra.goebel@desy.de , Sandra Göbel, Tel. 5377 (V1)

• AlsterFood:desy.hamburg@alsterfood.de , Tel: 1613 / 1614

• e.biss Team: Email:ebiss@desy.de , Tel: 5050 (V4)
5.
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