@ catereqase

catfering + event planning solutfion

Training Guide

239.261.0067 PO Box 7459, Naples, FL 34101 www.caterease.com
oo 000000000 ccc000 00000000 000000000 cc000 000000
*0000° 200000 ceo0coOOOOO 00 - 0000° 200000 e00000OOOO @



Table of Contents

Caterease INfrodUCHION............cooii et 2
RIDIDON TADS .ttt ettt ettt et s e e neesane e 2
NAVIGAToN PANE (SIACIDAN) ... ettt e e earae e 3
Frequently USEd BUTONS ...ttt e e e e e e e etraneees 4
Event Manager: Using the EVENT DISPIAY ...ccceuviiiieieeeeeee ettt aee e 7
Event Manager: Using the SUb-Event DiSPIQY ... 8

Using the Event Wizard Accessing the Event Wizard ..................cooooiiiiiee e, 9
Adding a New AcCount/CoNntACT PEISON .....icciiieeiiieceeeee ettt e 10
ChoosiNng A WIZArd LOYOUT ..ottt e e e eaaae e e e e aaae e e e ennees 11
Completing the INformational FIEIAS.......ccuiieeiieeceeeeeeee et 12

Filling out GeNeral DEetQIlS........uuiiiieiieeeeeeee e e e e e e anes 12
FiliNg OUT ROOM D TQIIS...ccutiieeiieeciie ettt ettt e et eete e et e e e stae e e ta e e essaeessseeesnnnaeens 13
Filling out Off-Premise Site Location DetailS ........cocvviiieeiiiiieieeeeeee e 15
Entering Food/Service IFem DetailS.......ioiuiiieiieiciieeciee ettt e 16

Adding a Second SUD-EVENL ... e 18

Generating the Contract (or Other Print) ... 19
Prinfing the Contract (Or OTher PriNt) ..ot 19
E-mailing a Contract (Or OTher Print) oo 20

(oY (TaTe el o)V o 4 T=1 o1 Rt 21

Customizing QUICKPICK LISES..........cccoiiiiiiiiiiieiiececeeee e e s 22



Caterease Introduction

Ribbon Tabs Caterease is designed to look and act

like programs you use every day. In addition

Ribbon Tabs, located across the top of your screen, to common Windows standards, such as

offer important tools for use throughout your program:

right-click pop-up menus, drag-and-drop
features (and many other tools), Caterease
Home Ribbon Tab: Offers such tools as font uses familiar Ribbon Tabs and a Navigation

formatting, navigation, and a context-sensitive Pane to keep your learning curve small so
list of tools. you can get up and running quickly.

Select Ribbon Tab: Offers an additional way to

access various areas of the program.

Reports Ribbon Tab: Offers quick-access reports to track various information.
Display Ribbon Tab: Allows you to make certain changes to your Display, such as
switching program skins.

Administration Ribbon Tab: Offers access to program setup options.

Help Ribbon Tab: Offers access to the program's online Help menu, video tips, and
other assistance.
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Navigation Pane (Sidebar)

The Navigation Pane, or Sidebar, is a vertical bar that is displayed on the left-hand side of your
screen. This area contains "hot buttons" which provide easy access to frequently used tools.

¢ Main Sidebar: Offers access to the program's Managers (Account Manager, Event
Manager, etc.).

e Tools Sidebar: Offers the popular Event Wizard and other handy tools.

e Queries Sidebar: Allows you to build custom queries to track any information you would
like to see.

e Setup Sidebar: Offers access to various setup features in the program.

e System Sidebar: Allows you archive events, manage deleted events, and more.
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Frequently Used Buttons

Adding Records: Anytime you want to add anything new in the program, you will click a green

L

plus sign button . Located in numerous places throughout the program, the Add Record

L

button lets you add events, clients, custom menu items, and more.

Deleting Records: Anytime you want to delete anything in the program, you will click a red

minus sign button |E| The Delete Record button |E| is located throughout the program, and
allows you to delete events, clients, menu items, and more.

5 Administration  Help
= |E ' = e T
Segoe Ul Light 2 Search For
o |27 8= N 8E) < e
Paste . Prints  Email | Tools Find Settings | Close
. i z Navigation |{ 0 4 » B M B Windows -+ ting:

Clipbeard Basic Tedt Editing 5 Tools Navigate Data Windows &
Event Manager X B
Main <

@ Event Manager: Acoustics Associates - E00257 - o X

{# Account Manager
B Event Manager (O Recent~ g9 GoTo~ [10/11/2018 |~ By Layouts~ | B5/- [F | [
% Prospect Manager Events Event Details +

B. re
P G Custom: %3 Views~ | 7 Filters = =i Client/Organization  Acoustics Assotiates Q|| subtotal $1,183.75 Q
22 Employee Manager ¥ Client/Organization e - Address 1661 Estero Blvd Serv Chg 5186.20

Ft. Myers, FL 33931 Tax $82.86

Scheduler 16/ " 2
] Lutheran Marriage Encounter 9/16/2018 (Sun) T e Tota1 G 9
W notifications (34) Professional Development Institute | 9/20/2018 (Thu) Email info@acoustics.com Cost Per Guest sa9.5 ”

J et program Naples Dental Assoc 9/23/2018 (Sun) @
Wiggins, Goodlette & Davis P& |9/23/2018 (Sun) 7 Event || ERS Subvent Closed 3i¢ Allergy | | =
MSUS/PALS 9/24/2018 (Men) -
Cruises & Vacations, Inc 9/25/2018 (Tue) Description | Lunch Buffet [ ltern Name Price Qty Total
David Ames & Associates 9/25/2018 (Tue) Date. 10/10/2018 b [Supreme Buffet ]  s189s] 25 $473.75| M} [
Greg's Soccer Team 9/27/2018 (Thu) (Wed) = All Linen Napkins 55000 1 $50.00
Robert Hamitton Company 9/27/2018 (Thu) S LTHDEL] Flip Chart with Markers 52000 1 520,00 A& 5
Solid Rock Church - Womens Retrea 9/2/2018 (Fri) Eed (00BN 9 =
Armerican Family Insurance 9/29/2018 (Sat) Setup Style  Banquet =
Diebold Company 9/30/2018 (Sun) 25“““ sun =

com
Lutheran Msrriage Encounter 9/30/2018 (Sun) ? O
Polaris Indlustries 10/2/2018 (Tue) Description  Cockail . [
. Ducks Unlimited 10/4/2018 (Thu) Reception ! =
@ Main Goetz/Lyons Wedding Reception | 10/5/2018 (Fri) Date 10/10/2018 = Hl
Naples Dental Assac. 10/7/2018 (5um) ) =
= Gustave A. Larson Company 10/7/2018 (Sun) :“; E: EE m 8
= oo NACM 10/8/2018 (Mon) " Description
= SetupStyle  Reception
Microage 10/9/2016 (Tue) R —
Em § » [Acoustics Associates 10/10/2018 (Wed) Reom Terrace
Queries Label
H PSS 10/10/2012 (Wed) Label
Gustave A. Larson Company 10/10/2018 (Wed) Notes

p.D Setup Crow Wedding Reception 10/11/2018 (Thu) . P

X Naples Dental Assoc. 10/14/2012 (Sun)

Picture =
Entertedtosearch., ||| Find || Clear i
) System
R 2 ot 31 DS 102 B - | Food/Senvice Staffing Comments
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With Caterease, your learning curve is small, thanks to the consistent use of buttons throughout the
program. The two most common actions (adding and deleting records), can be done quickly, with two




s

Selection Tool: Click the Select button , located throughout the program, to select menu
items, employees, site locations, etc., from default lists.

o, H
Select Menu [tems For Current Event x + [ |
EEHDEa @ o  Search B | T Select | = | = - = L_;
Client/Organization = 8375 @
Address Brealfast #| ltem Mame Price | =] 36.20
Light Side L 3 |The Sk}rwa)r Buffet S13.95| 5 koo o6 9
Telephone Lunch Buffet Lite Start Buffet §15.95 —= ps2.31
! — 5 L
Email Sides || Wyles Breakfast Buffet §17.95 - p49.88 *
Midwesterner $18.95 | Hay @
Salads |
FH Event | B SubEve I Allergy
v Luncheon | Daybreaker §15.95 -
. Morning Delight §15.95 e
_— b Dinner - | N
Description  Lunc D Butrer Eye Opener £15.05 (5]
inner Bu = m
Bais ‘0”3 o e The Harbor Buffet sises MW B
rix Fixe Menus —
We Wyle's Special 1505 A
Start 11:00{| ¥~ Hors D'Oeuvres — r Q i
End 02:00 Desserts — =,
Setup Style  Bang Breaks
Banquet Sun Bar =
Reom
Beverage and Treats A
Description  Cockt Labor =
Recep Packages =
Date 10/10, -
(Wed Modifiers
y AV Equi
Start 06:00 _ .q p. M4 4 1of10 » B M
End 07:00
Setup Style  Recepl | All Menus Search - oK | | Cancel
Banquet e
Room Enas e choice of two (2) salads, deluxe vegetable and cheese tray, rolls and
== butter, deszert, coffes or tez
Motes
Medifications ;-'
Picture -
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_ [al

@With Caterease, you should never have to type the same thing more than once. You can
create default lists of information, such as default menus, default site locations, default tax rates,
default checklists and timelines, etc., and then select from those lists using the Select button.




Show Details Button (Magnifying Glass): Click the Show Details button

B

anywhere in

the program to view additional/extended details of a record in a separate pop-up window.

(@ Event Manager: Acoustics Associates - E00257

(© Recent~ | g8 GoTo~ 1071172018 |~

Events

Custor: 53 Views~ | 57 Filters~ [z
#| Client/Organization Event Date - |

Lutheran Marriage Encounter 9/16/2018 (Sun)

B Professional Development Institute |9/20/2018 (Thu)
|| Naples Dental Assoc. 9/23/2018 (Sun)
7W|gg|ns, Goodlette & Davis P.A 972372018 (Sun)
| [msus/pats 9/24/2018 (Mon)
B Cruises & Vacations, Inc. 9/25/2018 (Tue)
i David Ames & Associates 9/25/2018 (Tue)
B Greg's Soccer Team 9/27/2018 (Thu)
i Robert Hamilton Company 9/27/2018 (Thu)
B Solid Rock Church - Womens Retrea| 9/28/2018 (Fri)

| | American Family Insurance 9/29/2018 (Sat)
| | Diebold Company 9/30/2018 (Sun)
| |Lutheran Marriage Encounter 9/30/2018 (Sun)
_Polarislndustries 10/2/2018 (Tue)
_Duclcs Unlimited 10/4/2018 (Thu)
Il Goetz/Lyons Wedding Reception | 10/5/2018 (Fri)

i Naples Dental Assoc, 10/7/2018 (Sun)
B Gustave A, Larson Company 10/7/2018 (Sun)
| [nacm 10/8/2018 (Mon)
| |Micraage 10/9/2018 (Tue)
| Acoustics Assaciates 10/10/2018 (Wed)
| |pss 10/10/2018 (Wed)
i Gustave A. Larson Company 10/10/2018 (Wed)
B Crow Wedding Reception 10/11/2018 (Thu)
i Naples Dental Assoc. 10/14/2018 (Sun)

W 4 Tdof131

Enter text to search... -

LR

— m]
By Layouts~ | B~ [
Event Details
Client/Organization  Acoustics Associates @ Subtotal §1,183.7! |
Address 1661 Estero Bivd Serv Chg §186.20
Ft. Myers, FL 33931 Tax $82.86
Telephone (612) 544-8901 Total $1,452.31
Email info@acoustics.com Cost Per Guest 549.23
A Event | B SubEvent Closed 3 Allergy
Description  Lunch Buffet #|ltern Name Price | Oty ‘ Total | | -:*
Date 10/10/2018 S| |*iSupreme Buffet §18.95) 25 s4737s| W
(Wed) 1@ All Linen Napkins 5000 1 s50.00] £
Start 11:00 AM Flip Chart with Markers 52000 1 52000 £| @
End 02:00 PM ()] I -
Setup Style  Banquet
iz:h
Banquet 3 =
un
Room pr
o 0
Description  Cocktail i ﬁﬁ
Reception v -
Date 10/10/2018 - =
(Wed) z:]
Start D6:00 PM i
. WALOELL Description
Setup Style  Reception Supreme Buffet &
Banquet Instructions  includes: three (3) hot entreas, choice of potato, choice of vegatable,
Terrace . a2 - e
Room - choice of tweo (2) s2lzds, deluxe vagetzble and cheass tray, rolls and
= butter, deszert, coffes or tez
MNotes
Modifications J-'
Picture -
#
W4 10f2 e m S Food/Service Staffing Comments

x

@Another button consistently used throughout the program is the magnifying class button, or the
Show Details button, which allows you to view additional details of different records, such as sub-
events, contact people, etc.




Event Manager: Using the Event Display

The Event display in your Event Manager shows the general details of an event, including its
date, theme, reference, sales rep, guest count, and more. As with all areas in the program, this
screen can be customized to suit your business needs, in that fields can be added, removed,

renamed, or rearranged.

@ Event Manager: Acoustics Associates - E00257 (Filtered)

(D Recent~ (S GoTo- [10/10/2018 |~

10/10/2018 (Wed)
10/11/2018 (Thu)
10/14/2018 (Sun)

Gustave A. Larson Company
Crow Wedding Reception
Naples Dental Assoc.
Wiggins, Goodlette & Davis P.A 10/14/2018 (Sun)
FGCU 10/16/2018 (Tue)
10/18/2018 (Thu)
10/19/2018 (Fri)
10/19/2018 (Fri)
10/20/2018 (Sat)
10/20/2018 (Sat)
10/20/2018 (Sat)
10/22/2018 (Mon)
10/23/2018 (Tue)

Salassa/Lau Wedding Reception
Sunset Technologies

Dvorak Reception

American Family Insurance
CAM/USON Company

Aid Association for Lutherans
Greg's Soccer Team

East High School

X|[v] (Event Date is next 14 days) Customize...

Enter text to search... v Find Clear

Tof15 » B M *

Events Event Details
Custom: 53 Views~ 7 Filters~ SThd Client/Organization  Acoustics Assodates Q
| Client/Organization EventDate & 7 LGS I EREDE
N = TR Ft. Myers, FL 33931
coustics Associates (Wed) Telephan 612 544-8901
Pss 10/10/2018 (Wed) Email info@acoustics.com

H Event % SubEvent

General | Miscellaneous

Party Name Company Lunch Event #
Sales Rep Kathy Wilsen -| Date
Theme Banquet - Status
Category Social " Blanned
Booking Contact |Grover, Rochelle - Actual
Site Contact Grover, Rochelle -

#' Notes

Ezch table will have 2 white lilac flowsr zrrangament.
4

= m}
\/ Layouts~ | =g~ _E|
Subtotal $1,183.75 q
Serv Chg §186.20
Tax $82.36
Total §1,452.81
Cost Per Guest §49.38

Closed 3 Allergy

E00257

10/10/2018 - Wednesday
Closed -
25 Booked |8/7/2018 -
25 Revised 10/26/2018 (03:08 pm)

Guaranteed |22

X

=

=

 +

2
4

B 6

Event Manager is where you will manage your existing events, including editing details and
generating prints for existing parties. New events can be added here, as well, although most prefer to
use the quick, easy Event Wizard tool when booking a new event.




Event Manager: Using the Sub-Event Display

The Sub-Event display in Event Manager shows the specific meal information of an event (the
menu, venue — whether off-premise or on-premise — and times). Although this area can be
renamed, the concept of "sub-event" is meant to imply that you can break events down into
more than one meal (for example, a "Breakfast," a "Lunch," and a "Dinner"), each with its own
venue, menu, times, and even date.

@ Event Manager: Acoustics Associates - EG0257 (Filtered) — m] X
@ Recent~ g GoTo~ [10/10/2018 - By Layouts~ | B3~ Al
Events Event Details
Custorn: 23§ Views~ | °F Filters~ cihd Client/Organization  Acoustics Associates Q Subtotal §1,183.75 q
| Client/Organization EventDate ¥ Address 1661 Estero Blvd Serv Chg $186.20
N i 3 TSoTE " Ft. Myers, FL 33931 Tax 582.36
ifacoustics Associates L) Telephon (612) 544-8901 Total §1,452.81
Pss 10/10/2018 (Wed) Email info@acoustics.com Cost Per Guest 549,38 7
Gustave A, Larson Company 10/10/2018 (Wed) @
Crow Wedding Reception 10/11/2018 (Thu) Event B SubEvent Closed
0
Naples Dental Assoc. 10/14/2018 (Sun) e
Wiggins, Goodlette & Davis P.A | 10/14/2018 (Sun) Description  Lunch Buffet # Item Name Price Qty Total [y
FGCU 10/16/2018 (Tue) Date 10/10/2018 (-] + [Supreme Buffet 51895 25 sa73.75| M C
Salassa/Lau Wedding Reception 10/18/2018 (Thu) (Wed) - All Linen Napkins $50.00) 1 5$50.00| £
Sunset Technologies 10/19/2018 (Fri) Start 11:00 AM = Flip Chart with Markers 52000 1 520.00) £ 5
Dvorak Reception 10/19/2018 (Fri) End 02:00 PM
American Family Insurance 10/20/2018 (Sat) Setup Style  Banquet m
CAM/USOM Company 10/20/2018 (Sat) ga”q”a Sun El
oom
Aid Association for Lutherans 10/20/2018 (Sat) C}
Greg's Soccer Team 10/22/2018 (Mon) Description  Cocktail - £
East High Schoal 10/23/2018 (Tue) Reception » -
Date 10/10/2018 e B
(Wed) [==:)
Start 06:00 PM i
End 07:00 PM Descrintion
Setup Style  Reception
Instructi
EZ';?:Et Terrace nstructions
Label
Notes
x|[7 (Event Date is next 14 days) Customize... LT b 4
Picture —
Enter text to search... - Find Clear I
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Using the Event Wizard
Accessing the Event Wizard

1. Click the Event Wizard button, located from the Tools sidebar or from the Quick Access
Toolbar at the top left-hand side of your screen.
Note: The Event Wizard can be accessed from many areas within Caterease.

o) = ’(\ Search For

Paste E Prints | Email | Tools  Nayigation
Undo . -

Segoe Ul Light 2

Clipboard Basic Text Editing = Tools Navigate
No Windows

Tools <

Find

B4 Windows
Data

= B

Settings

Windows

Current Events

& Accounts Receivable
BB Active Reminders Search For
[8 Deposits Due
[¥] Client Contacts

Step 1: Select An Account & Contact Person

»

t ABCDEFGHIJKLMNOP

QRSTUVWXZO0-9

ol | 5

ED\M“ 1of1 *
Get More Hel
asyﬂm (2] ore Help

&) Contacts Made #|Client/Organization  [city [strprov [Telephone §
5 shift Manager Abby Perkins Naples P Oon4esss3 ((—
| | Acoustics Assaciates Ft Myers P (612548001 ((
| |Aid Association for Lutherans Ft. Myers FL 125357220 |
| | Amateur Athletic Union Ft. Myers FL (o0 4545522
|| American Family Insurance Ft. Myers FL (6124200242
| |Bass nc Ft. Myers FL|(612)272.05%0
|| CAM/USON Company Naples FL|(612) 208-3060
| |cBA Comp Naples FL|(512)676-7677
|| Chamber of Commerce Ft. Myers FL|(512) 5400034
|| Collier County Bank Naples FL|(239) 44a-8888
+ {Crow Wedding Reception Sanibel FL (@39 47200
Cruises & Vacations, Inc. Ft, Myers FL(512)835-5575
|| David Ames & Associates Ft. Myers FL|(512)595-8970
@ Main | | Diebold Company Ft. Myers FL|(612)378-2000
|| Ducks Unlimited Ft Myers FL|(612) 6456446
| |Dvorak Reception Naples B ((512)437-0783
fools
P Queries [f]test [First Title Telephone
3] » [crow Michelle Bride's Mother (612) 241-3400 XC,

O Inactive & Administrator

Event Manager

CAPS NUM SCRL

>

sstessaw (]

(See Event Wizard Step 1)



http://support.caterease.com/16/helpmenu/Event_Wizard/Step_1__Selecting_a_Client.htm

Adding a New Account/Contact Person

1. Click the Add New Account button I:I located at the top of the Event Wizard (Step 1)

window.

2. Click Yes at the confirmation prompt.

3. Fillin the Client/Company details by typing directly into the fields provided on the Account
Details window. (Press [Tab] or [Enter] to move from field to field.)
Note: Any fields with red font indicate required fields.

4. Click OKk.

Note: If you are adding information for an individual, skip step 3. Instead, click the Add a

New Contact button I:Ion the Account Details window, and then click Copy to Client on

the Contact: Un-Assigned window after you have filled in the individual’s contact

information.
Account Details x Contact: Un-Assigned >
<, Tools = v Credit Cards{l B, Copy To Client ~
G | General | Motes Picture
enere Client/Organization
Miscellaneous Address e
MNotes .
iy Naples Last Mame
Allergy St/Prov FL Postal .
First Name
Directions
Telephone () - Salutation
Picture Fax () - Title -
Cellular () -
Telephone () -
Email Fa () -
Cellular 1 -
# | Last First Title Telephone Q Email
Address 3
i) Address
] Address [Other)
City MNaples
St/Prov FL Postal
= Account Unlocked 0K Cancel oK LCancel

(See Event Wizard Step 1.)

(See Making Fields Required.)
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http://support.caterease.com/16/helpmenu/Event_Wizard/Step_1__Selecting_a_Client.htm
http://support.caterease.com/16/helpmenu/Caterease%20Help.htm#Setup/Making_Fields_Required.htm

Choosing a Wizard Layout

From Step 1 of the Event Wizard, click the Next button or choose from a custom Event Wizard
by clicking the down arrow to the right of the Next button.

) Step 1 Select An Account & Contact Person >
Search For | | o) !;-]:E' E
ABCDEFGHIJKELMNOPQRSTUV W XZ 09
#|Client/Organization & (City 5t/Prov |Telephone 14
Abby Perkins Maples FL (901) 489-1853 =
Acoustics Associates Ft. Myers FL (612) 544-8301 -
Aid Association for Lutherans Ft. Myers FL (612) 535-7220 i-_EI
Armateur Athletic Union Ft. Myers FL (9017) 454-5522 =
Arnerican Family Insurance Ft. Myers FL (612) 420-9242 =
Bazs Inc. Ft. Myers FL (612) 272-9530
CAM/USON Company Maples FL (612) 208-3060 =
CBA Corp Maples FL (312) 676-7677 '
Chamber of Commerce Ft. Myers FL (612) 540-0234
Collier County Bank Maples FL (239) 444-3338
¥ | Crow Wedding Reception Sanibel FL (239) 472-0011
Cruises & Vacations, Inc. Ft. Myers FL (612) 835-3575
David Ames & Associates Ft. Myers FL (612) 595-8970
Diebold Company Ft. Myers FL (612) 378-4000
Ducks Unlimited Ft. Myers FL (612) B45-6446
Dvorak Reception Maples FL (612) 437-0783
Contacts
#|Last First Title |Te|ephone 2y
k| Crow Michelle Bride's Mother (612) 241-3400 X: ’
MW 4 Tofl F B M * %

eGet More Help Mext B‘EI -
On Premise

Delivery

On/Off Premise

Tabbed Layout

(See Event Wizard Step 1.)
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http://support.caterease.com/16/helpmenu/Event_Wizard/Step_1__Selecting_a_Client.htm

Completing the Informational Fields

Filling out General Details

1. Enter details into simple text fields, such as the Party Name field, by simply typing into the

field. (Press [Tab] or [Enter] to move from field to field.)

Click the down arrow to the right of various fields to access a list of quickpicks.

3. Complete the guest count fields (Planned, Actual, Guaranteed) by typing directly into the
fields.

4. Enter an event date by typing into the Date field or by accessing the drop-down calendar.

5. Enter times for the new event by typing directly into the fields or by clicking the Time Wizard

.

n

button and dragging and dropping times into position.

Step 2: Select Event Fields b 4

Layouts - r
General |Venue Delivery Site MNotes

Event Information

Party Mame |Crow Wedding Reception

Status Tentative M

Sales Rep  |John Smith -

Theme Banquet -
Category Social -

Reference  |Repeat Client -

Guests Date & Tires ]
Planned Date - | NA

Actual

Start Serving

Guaranteed

Ak |4p

End Bar

SubEvent Information
Description -

Type On-Premize -

o Get More Help Previous OK Cancel

(See Event Wizard Step 1.)

(See Customizing Quickpicks)
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http://support.caterease.com/16/helpmenu/Event_Wizard/Step_1__Selecting_a_Client.htm
http://support.caterease.com/16/helpmenu/Caterease%20Help.htm#Setup/Customizing_Quickpick_Lists.htm

Filling out Room Details

1. Fill out guest, date, and time information as described in the previous step.
2. Click the down arrow to the right of the Setup Style field, then select a setup style from the
corresponding quickpick list.

3. Click the down arrow to the right of the Room field and select a room from the list.
4. [Optional] Click into the Room Charge field and enter a room charge (or accept the default).

5. [Optional] Click into the Setup or Tear Down fields and enter the amount of time needed to
set up or tear down the room.

@) Step 2: Select Event Fields x

Layouts ~ r i

Event Information

Party Mame |Sunset Technologies

Sales Rep  |John Smith - | Reference Mailing -
Status Tentative - | _ Business Type |On-Premise -
Theme Bar * .:E'.'EFEidEBthUEtCEntEI' A\
Category  |Sod Ballrooms
Ocean 210
Sand 70
Sub-Event Infori cun 20
Guests sea = )
Sand-5un 140
Planned e — v B Wednesday
Aetual Meeting N4 lsening [01:00PM | =

G teed S t R
uarantee unset Rooms Bar 12:30 PM

4k

Terrace 70
Sub-Event | |~ Roval Palm 180
Sea Dats 180

Description Setup 01:00 | =

Tear D 030 | o

Setup Style FarDown T
Room I:}
Room Chg -

9 Get More Help Previous 0K Cancel

(See Event Wizard Step 2.)
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http://support.caterease.com/16/helpmenu/Caterease%20Help.htm#Event_Wizard/Step_2__Entering_Event_Details.htm

Using the Room Selection Wizard

1. Fill out guest, date, time, and setup style information as described above.
2. Click the Room Selection Wizard button (ellipsis) at the right of the Room field.

[Optional] Click the View Conflicts button = to review specific room conflicts.

3.
4. Select another room if you do not want to accept the recommended room.
5. Click OK at the bottom of the Select Room window to accept the selected room.
Select Room For Wednesday, February 7, 2018 (11:00 am - 04:30 pm) pod
I3, View - @ﬁ?ﬂv & | g
| |Ru:u:um|‘u’iew Conflicts im Categu:urj| Max | Var | Motes
—
Projector and
4 Location: Ballrooms . .
- : : screen available in
Meeting Meeting MA MA rOOM.
- Setup Style Does Mot Apply To Room.
Ocean Ballroom 210 110
Sand Ballroom 70 -30

- Capacity Overload . The Sand room has a
rmaximum capacity of 70 for a Banquet setup style,

k Sand-5un Ballroom 140 40
Sea Ballroom I -25

- Capacity Overload « The Sea room has a maximurm
capacity of 73 for a Banquet setup style,

Sun Ballroom 0 -30

- Capacity Overload - The Sun room has a maximum
capacity of 70 for a Banquet setup style.

Sun-5ea Ballroom 140 40

4 Location: Sunset Rooms

Royal Palm Meeting 180 a0
- Booked .. # E00124, Royal Palm room, from 11:00
am to 11:00 pm
Sea Oats Meeting 180 a0
100 (Pin) ok || Cancel |

(See Event Wizard Step 2.)

Caterease automatically tracks room availability based on date, time, and guest count.
Therefore, that information should be entered prior to selecting a room. (Available with the
Banquet Rooms add-in module. If you do not own the Banquet Rooms add-in module, you
can add your rooms to quickpick lists, although you will not be notified of any room or
capacity conflict.)
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Filling out Off-Premise Site Location Details

1. In Step 2 of the Event Wizard, click the Site tab.
2. Click into the (Site) Name field and type a location as desired. Click the Save Site

L2
Locations button '3 to add the new site to your site locations database.
Note: You can also select commonly used site locations by clicking the Select Site

&
Location button @ , Or you can add the client’s address as the site location by
> =)

@) step 2: Select Event Fields e

clicking the Copy from Client button

Layouts =

Event Information

Party Mame |Sunset Technologies

Sales Rep  |John Smith ~| Reference Mailing -
Status Tentative + | _ Business Type |On-Premise -
Theme Banquet »|  Operation Riverside Banquet Center | =

Category  |Social -

Sub-Event Information | Site

Site Information % |E| 2+
Name |Cambier Park Delivery Time [11:00 AM | 2

Address [735 8th 5t S

City Maples St/Prov |FL Postal |34102

O Directions

Exit 16 off of route 75 - (right off ramp) A
Pine Ridge road for & miles -

South (left} on route 41 - stay on for 4.5 miles

Right on Banyon (west)

Right on Gulf Shore Bivd (1.1 miles)

Park's on the left side

e Get More Help Previous oK Cancel

(See Event Wizard Step 2.)
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Entering Food/Service Item Details

Retrieving Food/Service Items from Default Menus

1. From the menu selection window, click a menu title and select the items you would like to
add.
2. [Optional] Add a custom menu item to an event by clicking the Add A New Food/Service

Item button I:I , located on the right-hand side of the Food/Service window.
3. Enter the name, price, and quantity of the new menu item. (See the next topic for details.)

@ Event Manager: Acoustics
(D Recent~ gH GoTo- (1071172018 |~ bo layouts- | B~ [
Select Menu Items For Current Event x
Events Event Details
Search My | T Select = ]a 5 =
Custorn: 55 Views~ | 7 Filters - - C\\Enthrga. Rl | Searc 8 |7 Select | =4 ] B 51875 o
#|Client/Qrganization 4 |Event Date Address Breakfast #|ltem Name Price =] S;:Z;Z
; ; »| v [The Skyway Buffet §12.95] ’
¥ | Acoustics Associates 10/10/2018 (Wed) oA Light Side [The Skyway = e
Aid Association for Lutherans 10/20/2018 (Sat) Email Lunch Buffet Lite Start Buffet $1395 /e 549,35
Aid Association for Lutherans /8/2018 (Sat) Sides Wyles Brealdfast Buffet §17.95
American Family Insurance 10/20/2018 (Sat) FH Event | |Egy Salads Midwesterner §18.95 X psed 34 Allergy
American Family Insurance 7/28/2018 (Sat) b Luncheon Daybreaker §15.95
American Family Insurance 8/25/2018 (Sat) Description || & Dinner Morning Delight $1585 il
American Family Insurance 9/29/2018 (Sat) Date V- Dinner Buffet Eye Opener §1595 l473.75[ I
7123/ The Harbor Buffet §1595
Bass Inc. 7/22/2018 (Sun) Pri Fixe IMenus : ! $50.00
Bass Inc. 9/10/2018 (Man) Start [ Wyle's Special §15.95 520.00) A
CAM/USON Company 10/20/2018 (Sat) End =
; o Setup Style Desserts
CAM/USON Company 8/11/2018 (Sat) P
] Y Banquet Breaks =
CAM/USON Company 2/9/2019 (Sat) B 5
oom
CBA Corp 12/29/2018 (Sat) - u]
CBA Corp 2/22/2019 (Fr) Description Beverage and Treats 8
Chamber of Commerce 3/25/2019 (Mon) Labor —
Chamber of Commerce 6/24/2018 (Sun) Date Packages =i
Collier County Bank 6/7/2019 (Fri) Modifiers
Start ANV
2107 AfV Equi
Collier County Bank 7/20/2018 (Fri) o v q Pl o —
Crow Wedding Reception 10/11/2018 (Thu) Setun St
S E RS T 0/25/2018 (Tue) . . ;’[ [ AllMenus Search | = oK Gancel |1
angu e,
Cruises & Vacations, Inc. 6/26/2018 (Tue) Rooﬁn o Tuxe vegetable and tray, rolls and
Cruises & Vacations, Inc, 12/25/2018 (Tue) S ea
David Ames & Associates 9/25/2018 (Tue) Notes
David Ames & Associates 7/27/2018 (Fri) [Tl o
David Ames & Associates 11/25/2018 (Sun)
Picture -
Enter text to search.. ||| Find Clear H
Tof131 b wom % 10f2 » W 3 Food/Service Staffing Comments

%+

(See Event Wizard Step 3.)

(See Food/Service Item Types.)
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Adding a Custom Food/Service Item to an Event

1. Confirm the Food/Service tab is currently selected at the bottom of your Sub-Event display
in Event Manager.

Click the Add a New Food/Service Item button I:I located on the right-hand side of the
grid.

Click into the Item Name column and type a hame for the new menu item.

Press your [Tab] or [Enter] key to move to the next column.

Type a price for the item, into the Price column, then move to the next field.

Type a quantity into the Qty column.

Click into the column with the small image on the far right-hand side of the grid.

Click the down arrow to choose the appropriate Item Type for the new food/service item.
[Optional] Hold your left mouse button down on the new item you have added and drag it
up or down into a different position in the list.

Note: You cannot drag and drop an item if the Food/Service column has been sorted; you
will be prompted to clear column sorting.

10. [Optional] Create a detailed description for the new item by typing into the Description text
box.

N

© o NGO A®

#|ltem Mame Price Oty Total ':"k
Chilled Jumbeo Shrimp Cocktail 580.00( 2 $160.00| M
Filet with Balsamic Glaze §31.95 50 §1,597.50 M
Parsley Potatoes §4.95) 350 524750 M <
Green Beans Almondine §4.95 50 s247.50 M
I|Chocolate Cake $6.95 50 §347.50 E =
WP Beverage
¥ Liquor
A Equipment
& | abor
Description  Chocolate Cake #Room
2 Other

(See Event Wizard Step 3.)

(See Food/Service Item Types.)
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Adding a Second Sub-Event

PN B

Click the Sub-Event button in Event Manager.

Click the Add A New Sub-Event button I:I located on the Sub-Event pane.
Fill out the Sub-Event details, as described previously.
Optionally rearrange multiple sub-events by clicking on a sub-event, then dragging and
dropping into the desired position.

B Event Manager: Acoustics Associates - E00257 (Filtered) — O X
[©) Recent~ ¢S GoTo~ [10/10/2018 |~ By Layouts~ | B~ [ | B
Events Event Details +
Custom: =% Views~ <7 Filters~ =he Client/Organization  Acoustics Associates q Subtotal 5118375 g 4
| Client/Organization EUEnT e o Address 1661 Estero Bivd Serv Chg 5186.20
F - Ft. Myers, FL 33331 Tax 382.36
¥ :Acoustics Associates 10/10/2018 (Wed) Telephane (612} 544-5901 Total §1,452.81
Pss 10/10/2018 (Wed) Email info@acoustics.com Cost Per Guest 549,88 5
Gustave A. Larson Company 10/10/2018 (Wed) @
Crow Wedding Reception 10/11/2018 (Thu) FFA Event | B SubEvent Closed 3 Allergy o
Naples Dental Assoc. 10/14/2018 (Sun) .
Wiggins, Goodlette & Davis P.A 10/14/2018 (Sun) Description  Lunch Buffet #|ltem Name Price Oty Total s
FGCU 10/16/2018 (Tue) Date 10/10/2018 [~ = 5000 ¥ [
Salassa/Lau Wedding Reception 10/18/2018 (Thu) (Wed) __:Md A New Subvent | s §50.00, 3 s1s0.00 M
Sunset Technologies 10/19/2018 (Fri) Start 11:00 AM Egg Rolls 55000 3 s150,00 I 5
Dvarak Reception 10/19/2018 (Fri) (e (e @ Marinated Herring w/Crackers s4000 2 580,00 M | =
American Family Insurance 10/20/2018 (Sat) SEEES  Cr & Chilled Jumbo Shrimp Cocktail 3000 2 s160.00] I
CAM/USON Company 10/20/2018 (Sat) E“q”e‘ Sun =
oom Py
Aid Association for Lutherans 10/20/2018 (Sat) ? O
Greg's Soccer Team 10/22/2018 {(Mon) Description  Cocktail w é;é
East High School 10/23/2018 (Tue) Reception » —
Date 10/10/2018 s B
(Wed) ==:]
Start 06:00 PM B
End 07:00 PM Description
p P
Setup Style  Reception Cash Bar
Banquet Instructions ~ Full bar features top shelf liquor, premium beer and wine by the glass.
Room Terrace
Label
Notes
%] (7] (Event Date is next 14 days) Custormize... I ETEE &
Picture -
Enter tesxt to search.., - Find Clear 1
1of15 » B W % W 4 2of2 Food/Service | Staffing Comments
N

A sub-event in Caterease is essentially a meal: the menu, venue, and time of the party. The
term "sub-event" implies that you can have many of them, perhaps breaking a long party into a
"Breakfast," an "Afternoon Meeting," and a "Cocktail Reception," or perhaps including meals from
multiple days within one single event.

(See Creating a Sub-Event.)
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Generating the Contract (or Other Print)
Printing the Contract (or Other Print)

1.

From the open event in Event Manager, click the down arrow on the bottom portion of the
Prints button, located at the top of your screen.

Click Event Contracts and Invoices and choose Contract (or other desired print).
From the Print Preview screen, click the Print button, located on the upper left-hand side of
your screen.

Select

Reports

Administration  Help

Paste
Undo

Clipboard

Event Manager X

Main <

¥ Account Manager

B Event Manager

"% Prospect Manager
@ Contact Manager

2 Employee Manager
ﬁ Scheduler

[ niotifications (34)

{l Exit Program

| B Tools

Segoe Ul Light

Basic Text Editing

@ Event Manager: A¢ [

12 @ﬂ_'_

@ Ernail
= sl

|f\ Search For

Tools | NMavigation

v

Event Contracts/Invoices hd

[ Invoice

Cruises & Vacation

Professional Develg

Naples Dental Asso| L] BEO

Invoice Detailed

(D) Recent~ | 55 Go | [ Conteact
[ Proposal
Events
[] Chef's Copy
Custom: 5 Views] [ i chen Detail
#*
Clent{Broanizabu [[] Contract with Staffing
Lutheran Marriage
i [ Contract - (Narrative)

Wiggins, Goodlette [] Custom Print
MSUS/PALS [ Dual Column Contract

David Ames & Assg

Contrat en Francais

Offsite Contract

Greg's Soccer Team

Robert Hamilton C{ [ New Print
Solid Rock Church | Event Subprints
American Family In oo g0

Diebold Company

Lutheran Marriage Encounter
Polaris Industries

| |Ducks Unlimited

Goetz/Lyons Wedding Reception
Maples Dental Assoc,

Gustave A. Larson Company
NACK

v

v

e IUrevTe Ty

9/30/2018 (Sun)
10/2/2018 (Tue)
10/4/2018 (Thu)
10/5/2018 (Fri)
10/7/2018 (Sun}
10/7/2018 (Sun}
10/8/2018 (hinn)

5 R
Find oo SefmE Setti Cl
in ings ose
Had4rpH 05 Windows « |
Navigate Data Windows
Event Details
Client/Organization  Acoustics Associates qQ Subtotal
Address 1661 Estero Blvd Serv Chg
Ft. Myers, FL 33931 Tax
Telephone (612) 544-8901 Total
Email info@acoustics.com Cost Per Guest

EH Event | B SubEvent

Description  Lunch Buffet # Item Name
Date 10/10/2018 @ [»Supreme Buffet
(Wed) — All Linen Mapkins
Slart 11:00 AM Flip Chart with Markers
End 02:00 PM ® |
Setup Style  Banquet m
Banquet 3
Room un
B
;
Description  Cocletail v
Reception .
Date 10/10/2018 =
(Wed) =
Start 06:00 PM B
End 07:00 PM

Description

(See Printing Event Prints.)

19


http://support.caterease.com/16/helpmenu/Event_Manager/Printing_Event_Prints.htm

E-mailing a Contract (or Other Print)

1.
2.
semicolons.
Note: The To field auto-populates default e-mail addresses.
3.
the field.
4.
Merge Doc button (available with the Marketing Tools add-in module).
5. Optionally click the Attach button to attach additional prints/files.
Note: You can also create e-mail templates.
6. Click the Send button.

@

ISV Contact History

% % ﬁ@ [El [C Whole Page

B¥d | &:Find
+ 2] Page Width

Wl

(.

Print Setup | PDF [y Beport

Print/Export

Emaill p2 attach

Tools

[T] Multiple Pages
Multiple Pag:

Zoom

aom Navigation

Thumbnail  View

Preview

E © B

Settings

Windows

From the Print Preview screen, click the Email button, located at the top of your screen.
Note: The print will be attached as a PDF, although you can change the file type, if desired.
Enter additional e-mail addressed into the Cc and Bcc fields, separating each address by

Type a subject into the Subiject field or select an option from the quickpick list at the right of

Type the e-mail body into the text block or select a custom merge letter by clicking the

¢

i

Message

Paste

Contact History

Times New Roman

BI1U®A-

Untitled Message

Templates

Chent/Orag
Acousics
‘Acgress

1661 Esten
Pricing bal
quarante

Clipboard Basic Text Editing

To... | (%] [Rgrover@aassociates.com

aveurs

CATERING + EVENTS

[ Contract.pdf

% e

Settings

Windows

&

Pages

(See Emailing an Event Print.)

(See Creating Email Templates

)
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Posting a Payment

kW

In Event Manager, click the Payments Made button I:I located in the toolbar on the upper
right-hand side of your screen or from the Tools menu at the top of your screen.

Click the Add Payment button I:I located on the right-hand side of the Event Payments
window.

Note: The current date defaults as the new payment date, but this can easily be edited.
Enter a dollar amount into the Amount field.

Select a Pay Method from the drop-down quickpick list (or accept the default).

Optionally enter a Category or choose a category from the drop-down quickpick list.

Note: Examples of categories might include “Initial Deposit,” “Final Payment,” etc.

Enter a Comment, if desired.

[Optional] Enter credit card details (if posting a credit card payment).

[Optional] Enter additional information, including a Revenue Code or Account Code for the
payment, as well as Check # and Check Date.

Click Ok.
Print ~ BT -
Total 51,452.81
Paid §500.00
Ealance §952.81
#| Paid Armount Comment Pay Method
8/20/2018 5500.00 Initial Deposit Credit Card Q
#[10/10/2018 Payment Details x
Credit Card Information b
+
General General tHH
Credit Card || Date 10/10/2018 - =
Amount
Pay Method |Credit Card -
Category -
Comment -
Miscellaneous
Rev Code
WM 4 202 4 At Code -
protee——reereTT Check £
Check Date A
QK Cancel

(See Adding an Event Payment.)
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Customizing Quickpick Lists
Throughout Caterease the
majority of fields offer “quickpick

1. Click the Quickpicks button from the Setup sidebar. lists,” which are drop-down lists of
2. Click the expand button to the left of any quickpick choices you can select to keep your
category to view the corresponding lists. Optionally click data entry consistent.
+=
the Full Expand button L_—to view all categories.

3. Click the desired quickpick list category to select it.

4. Click the Add New Item button I:Iat the top right-hand side of the window to add a new
quickpick to the list.
Note: In certain lists, you can apply a color to the item. Click the down arrow to select a new
color; click the ellipsis button (...) to set a custom color.

5. [Optional] Hold your left mouse button down on any item in the list and drag it up or down to
reposition it.

Note: Delete an item from the list by clicking the Delete Current Item button |E|

Setup Quickpick Lists X
== e
w . General Delivery Bl -

- Reference Full Service
.. Coordinator Pickup

... Contact Title Drop-off
. Fax Subject

- Email Subject

.. Cancellation Type

.. Status

- Business Type

... Operation

.. Account Code
-Account Manager

. Event Manager

+ - Menu ltems

. -Recipes

' -Ingredients

' -Required ltemns

» - Modifiers

. Vendors

' - Payments

, . Site Locations

' - Employee Manager
. Contact Manager

. - Prospect Manager
+ - Scheduler

+ - Miscellaneous

» - Guestrooms Manager
. . User Defined Fields

Close

(See Customizing Quickpicks)
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NOTES

23



@ catereqse

catering + event planning solution

a product of
Horizon Business Services, Inc.
Naples, FL 34101
T: 239.261.6617
F: 239.261.0067
www.caterease.com
help@caterease.com



