Guide for Our Online Ordering System

Access and Registration
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Open the website: https://freiberg-catering.schulessen.de

Click on “New Customer / Registration” on the right-hand side.
Select your child’s institution.

o After registration, you can add more children to your customer account - including
from other institutions that we supply.

Complete the registration form and submit it.
You willimmediately receive an email with your login details.

o Please also check your spam folder if the email does not arrive within a few
minutes.
You can log in to the system using these access details.

Loading Credit

Before you can place any orders, you need to transfer money to the specified bank
account.

You will find the bank details and the payment reference in
the “Credit” section of your customer account.

Please transfer money separately for each child to ensure the payment is allocated
correctly.

o Ifyou make a combined transfer for multiple children, you can later split the
amount under “Meal Participants — Transfer Money to a Child’s Account” in your
customer account.

Please make sure to top up your account in advance. You can also set up a standing order
with your bank.

In some cases (e.g., weekends, public holidays, or bank processing times), it may take up
to 4 days for your transfer to appear in the system.

You will automatically receive an email when your child’s account balance falls below
€20. You can adjust this threshold yourself under “Minimum Credit” in your account.
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. Important: Transfers made with an incorrect payment reference may not be assigned
correctly. Such payments will be refunded to you after 10 days.

Note on billing:

Meals are always charged in advance from your available credit.

If you cancel a meal, the amount is immediately credited back to your account and can be
used for new orders.

Discount (Education and Participation — BuT)
o Please register yourself and your child in the ordering system as described above.

e Then send us your approval notice for the discount and the BuT card number by email to:
catering@freiberg-catering.de

e Once the discount has been entered, your child’s meal price will automatically be
adjusted.

¢ Please make sure to submit updated approval documents in time before the previous
ones expire.

Ordering and Cancelling Meals
e Orders can be placed until 12:00 noon on the day before delivery.

e Ifyour child is sick or cannot attend, you can cancel the meal by 7:00 a.m. on the delivery
day.

e Later cancellations are not possible.

e Allorders and cancellations must be made directly in the online system.

Standing Orders

¢ You can set up a standing order for your child so that they are automatically registered for
meals on the selected days.

¢ These orders will only be processed if there is sufficient credit in the account.
¢ You can change or pause standing orders at any time.

Recommendation:
The easiest way is to top up enough credit for about one month in advance. This ensures that
all meals are booked automatically and no orders are missed due to insufficient funds.
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Note on automatic booking:

If you create a new standing order and already have credit in your account, the system will
automatically book all available meals according to the weekly plan - starting with Mondays,
then Tuesdays, and so on.

After creating the standing order, please check your order overview.

Invoices
e Atthe end of each month, you will receive an electronic invoice (PDF file).

o It will be available for download in your customer account by the 10th of the following
month at the latest.

e Theinvoice lists all ordered meals.

¢ Since paymentis made in advance, the invoice serves as an overview of your orders and
deductions.

Personal Data and Meal Participants
e Under“My Data” you can view your personal information.

¢ Under “Meal Participants” you can manage your children’s details (e.g., add, edit, transfer
credit, change delivery locations).

¢ If youwould like to permanently cancel meal service for a child, please contact the
Catering Freiberg team by phone or email.

Forgot Your Password
e Click “Forgot Password?” on the homepage.

e Enter your email address and follow the link sent to you by email.

Data Protection
e Your data is used exclusively for managing orders and meal service.

o Data will only be shared with third parties when necessary for contract fulfillment or
billing purposes.

¢ Your data will not be used for advertising or market research.

¢ The full privacy policy can be found in the ordering system.
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Contact

Catering Freiberg OHG
Schoénhorster StraBe 16

24232 Schonkirchen

Phone: 04348 — 2109950

Email: catering@freiberg-catering.de

Additional Notes

e Allergies or Intolerances:
Please inform us in writing and provide a medical certificate.
You can request a parent form from us to document any allergies or intolerances.

e Discount Approvals (BuT): Please send by email to catering@freiberg-catering.de.

o Ifyou have any questions about the ordering system or meal service, please contact us by
phone or email.

Best regards,
Your Catering Freiberg Team
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