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Panera Bread Catering: Using a P-Card with MyPanera Account

UNC Purchasing enables campus users to add a P-Card to a MyPanera Account to order catering for campus and departmental events.
This allows you to review previous orders and to earn rewards on each purchase.

Note: All coupons and rewards must be used for UNC-CH purchases only and not for personal use. It is recommended that
departments set up a MyPanera Account for their orders.

Creating a MyPanera Account and Adding a P-Card

1. Open aninternet browser and navigate to
https://catering.panerabread.com

2. Click Register. If your department already has a MyPanera
Account, click Sign In. (Image 1)

3. Enter your email, password, name and address for your
departmental MyPanera Account

Image 1 Panera Catering Home

4. Click Create Account
5. On the welcome page, click My Account (/mage 2)
6. Click My Account Info (Image 2)

7. Upload the UNC-CH Tax Exempt Letter to your account at the
bottom of the My Account Info page (Image 3)

8. Click My ks Image 2 Panera Catering Welcome Page

9. Verify your addresses are correct Upload Tax Exempt Document

10. Click My Payment Methods

* Select or Drop File

11. Click Add Credit Cards (Image 4)

12. Enter the P-Card number and expiration date

*Select State

13. Enter a Card Nickname to identify your P-Card

Select State v

14. Click Save

15. Select your default credit card (Image 4)

Your Tax Exempt Documents

16. Click the Panera Bread icon in the upper left to return to the # State File Name Action
welcome page

Image 3 My Account Info Tax Exempt

Tips for MyPanera Accounts

Keep a physical record of your username (email) and password
securely in your desk.

When leaving for a new position, transfer the MyPanera Account
to a new user within the department by clicking My Account

then My Account Info. Replace your name and email with the
new user’s information. Image 4 My Payment Methods
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https://catering.panerabread.com/

Placing a New Catering Order

1. Open aninternet browser and navigate to
https://catering.panerabread.com

2. Click SignIn

3. Sign in with your department email and password
4. Click From Our Menu

5. Select Delivery or Pickup

Note: There is no delivery charge for pickup orders

6. For Pickup, select the closest Panera Bread Café and
pickup time

7. For Delivery, select your delivery address and delivery
time including any necessary instructions for the driver

8. Select your desired menu items from the Panera
Catering menu for the cheapest price

9. Customize your order as desired.
10. Click Add Item

11. Review Items in your cart to the right and click Check
Out

12. Check Tax Exempt below the Order Summary

Note: On orders of $150 or more enter UNCCH10
under Special Codes to save $10

13. Select or enter your P-Card information.
14. Review items and delivery address and click Place Order

15. Sign out after confirmation your order is placed.

Welcome Alex
Start a new order

O e

From Past Orders

(@)

From Our Menu From Popular Bundles »

o Select Order Type & Location e Select Order Time
Delivery Address:
SCE Sanviss Center
400 Robevson Strest

Caayoro, NC 27510
L 919962 3352 O] ®

How many diners will we be serving?

Cafe Address Ursine catering ordes's are typically ber upy ic 108 pesnle ['ne langer orders, (lease cal 919
213 W Frankiin st 3209189

Chapel HEl. NC 27516

919929 9183

When would you like your food delivered?

A6 Tuesdsy
ANT Wednesday
4/22 Monasy

3:30PM—3:45PM

3:45 PM —4:00PM
5:00 PM —5:15 PM

Prvios Syl

Paniera Bread  Orderivig Help  Reward Dolars $0.00 sy Account Sign Oul

Dulivery inks

409 Robereon 50¢4 li-__
Tarvbora, NC 27510 = {Imskondd
$55.02

Defivery Instructions Subtotsl 3182.69
Tax $0.00

Diefivary Fea $18.27

Specid Instnations Tonsl $200,96
I ~Tax Exempt

Using a Departmental MyPanera Account Discounts

MyPanera Rewards

Panera Bread will provide a $20 coupon for every $500
dollars spent by the department. These coupons are for
UNC-CH business purchases only and are not to be used for
personal meals.

Panera Bread will provide frequent user coupons. These
coupons are for UNC-CH business purchases only and are
not to be used for personal meals.

Your Reward Dollars
$0.00

My Panera # 620558993940

EARN A S20 REWARD
for every $500 you spend on catering orders

$0.00 spent $500.00 to go

My Panera | FAQs

Special Codes

Panera offers $10 off of orders greater than $150 dollars
for UNC employees. To use this discount enter UNCCH10
(case sensitive) in the Special Codes box below special
instructions.

Click Apply

Note: Only one discount code may be applied to an order.

Special Instructions

Inchuded In Your Ovder Napkirs. utensils, plates andfor bowls, etc. fer 2 people
1 Go Green! | wilt use my ewn reusable Iterms.

My Panera Card Numbeq:
620558993940

Special Code_
|UNCCH10

Please note, our spectat
codes are case sensitive.
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