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Logging in

Enter https://suites.myvenue.com in a web browser to access the online ordering portal.

1.  You will need to enter the venue code the first time you log in. This is provided by someone 
in the suites department at the venue.

2.  Enter the username and password information provided to you. Your username may be your 
email address. If you have an account, but don’t remember your password, click “Can’t Log 
In?” at the bottom of the window to have a password reset link sent to you.

https://suites.myvenue.com/


3.  After you log in, a greeting page opens that explains details about the ordering process 
including payment, cancellations, and the alcohol policy. This page displays each time you 
log in. Click OK at the bottom of the window to close it and continue with your order.

The Homepage

The homepage includes
• The name of the suite customer who is logged on
• A calendar view of available upcoming events
• Current Orders and Past Orders
• Access to your customer profile and Logout option (Please see “Editing Your Profile”)



Placing an Order

Upcoming events are listed in Current Orders on the left side of the screen. 

Click the pencil on the right to open the food and beverage menu.

Food and Beverage Menu

Food and beverage categories are displayed in a row at the top left side of the screen. Click 
on one of the categories to display the products available to order.



Product Descriptions

Many products include detailed descriptions. To see the full description, hover your cursor

over the product description or click the to the right of the product’s name to open a 
separate window with this information.

Adding a Product to an Order

1.  To add a product to your order, click the “Order” button. The quantity is shown on the 
product when it is added to an order. The Summary on the right also displays the products 
and quantities. (Please see the section titled Order Summary for details).
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Ordering a Package

1.  If the product is a package, the detailed list of all products included in the package is 
displayed when you click the “Order” button. Click “Add” at the top of the list to add the 
package to your order, or “Cancel” to continue without adding it to the order.

Order Summary

1.  As products are added to the order they are displayed in the Summary on the right side. 
From the Summary, you can click the + or – to increase or decrease the quantity or click the 
X (by the price) to remove it from the order.
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Order Cut off time

2.  The time remaining to place an order for the selected event is displayed above the 
Summary.

||



Reviewing the Order

After all products are added to your order, click the Review Order button. You will still be able to 
return to the menu and continue shopping.

Order Details

1.  All products included in the order are listed on the left side. You can make changes to 
products ordered by clicking the + or – to increase or decrease the quantity or click the X 
(by the price) to remove it from the order.

|
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Question, Notes, and Totals

2. On the right side,
• You may have Questions that are required to answer before placing the order.
• A notes section is available to enter additional information about your order.
• Totals including the product subtotal, service charge, and taxes are displayed.

3.  You may either click the Continue Shopping button to return to the food and beverage 
menu or click Checkout to proceed to payment.

|



Checkout and Payment

1.  The Contact associated with the suite is listed on the left. If there is more than one, you can 
use the drop-down arrow to view and select a different contact.

Payment Methods

2. Below the Contact, available payment methods are shown.
3. In the Card section, you may use the drop-down arrow to view the credit cards you have on 

file, or click the Add Card button to add a new card to this order.



Adding Credit Card Information

4.  Complete all information in the Add Card window and click Save at the bottom. If you would 
like to add the card to your profile to use the next time you place an order, check the box for 
Add to Profile before saving.
Note: Your card is assigned to your order but is not charged for anything at this time.

5.  If you have added a credit card or selected a card from the list, the masked card details are 
displayed in the Card field. To complete your order, click Place Order, or you may elect to 
Continue Shopping.



Email confirmation

After you place your order,
• You are returned to the homepage
• An order confirmation will automatically be sent to your email. You will see the notification 

that this email was sent in the lower right corner of the screen.
• The order total is displayed in Current Orders so you can see at a glance if you have placed 

an order for an event.



Editing Your Profile

You can view and edit your profile information by clicking the “person” in the right corner of the 
header.

From here you can edit your profile, update your password, and log out.



Contacts

1. To edit information for an existing contact, click on the pencil in the column on the right.
2. To add a new Contact, click the + to the right of the search bar.

Enter the contact’s information in the window that opens. The Name and Email address of 
the new contact are required to save the contact to the profile.



Credit Cards

1. Credit cards saved to the profile are listed.
• Any card listed can be used when placing a new order.
• The complete card number for any saved credit cards cannot be viewed or edited. 

Only the name associated with previously saved cards can be edited by clicking the 
pencil in the column on the right.

• Cards may be deleted if you no longer want them to be available for future orders. 
Deleting a card does not remove it from an order that is already placed.

2. New cards can be added by clicking the + on the right side to open the Add Card window.

Fill out all the information and click Save to add the card to the profile.

A notification displays in the lower right portion of the screen to confirm the card is added.



Details

Address information can be updated from this tab by typing directly on the Address line. Be sure to 
click the Save button to keep the changes.

Updating your Password

Selecting the Update Password option opens a new window. You will need to enter your current 
password, and new password, then confirm your new password. Click Save at the bottom of the 
window to finish updating your password.



Viewing Past Orders

If you have previously placed orders, you can view, print, or email the details of those orders from 
the Past Orders tab.

1.  Click the “eye” icon above the order total to view the order summary

2.  From the Order Review, you can print or email the order. This will be in the same format as 
the order confirmation that was emailed when the order was placed.
Note: If you choose email, it will be sent to the Contact for the suite (The contact 
information is visible in the Profile)
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