CATEREASE QUICK GUIDE

BOOKING A NEW EVENT

Description

This guidebook teaches you how to book a new event using the handy Event Wizard tool. Topics

covered include:

e Introducing Event Manager
e Accessing the Event Wizard
e Adding a New Client

e Adding Contact People

e Entering Basic Event Details

I. Introducing Event Manager

, v ——— ——— T g

Boston , MA 33931
Telephone (612) S44-8901
Email info@drift.com

Event «& SubEvent

General | Miscellaneous
( ) ' Event Manager >

Party Name 'Hyper Growth 2( Event Display
Sales Rep 'Kathy Wilson
Theme 'Convention
Boston , MA 33931
Telephone (612) 544-8901
Email info@drift.com

[7] Event &5 SubEvent

Description  Lunch Buffe Event Manager >
Date ?é1a:t’.)/2021 Subevent Display
Start 11:00 AM
End 02:00 PM

Banquet B

Setup Style

| Caterease Software

Retrieving Menu Items

Entering General Event Comments
Adding a Second Sub-Event
Generating/E-mailing a Print
Posting a Payment

Notes

Notes




Booking a New Event

Il. Accessing the Event Wizard

Notes
What would you like 1
Book a New Event RECENT EVENT
Drake
Review an Event (
Startup Wizard >
Booking a New Event
Run a Report
Tony Drake
Edit Your Default Menus
Tonv Drake
P Notifications (1) Notes
"\ Tools
R Eventyizard { Tools Sidebar > Event
ED Current Events itz
& Active Reminders
{8 Accounts Receivable
B Deposits Due
® Touches Made
© Step 1: Select An Account & Contact Person x Notes
Search For o @B |

Enter text to search ™~

5 I+

+| Client'Organization =
» Amazon -
Apple Search for or add
Aquaman client. (612) 559-1859
Boston Red Sox (239) 930-4278 -
Breaking Bad (612) 486-9636 »
Carrie Bradshaw (612) 208-3060
Casey Neistat New York NY (612) 741-6658
Caterease Naples FL (239) 444-8888
Coachella Indio CA (612) 540-0234
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Adding a New Client

© Account Details X
4 Tools~ [ @~ G
General Clent/Organization |
Miscellaneous | Address ]
Notes ]
RN faddngnewcient, [ —
Allergy ente o o
Directions Geld %
Picture Celular () - ]
Email ]
» Last ‘ First Title Phone °
e
12
If adding new client, ;:
add Contact =
Person/People.
Dwayne The Rock’ Johnson Maul HI (612) 332-7277
aElon DeGeneres Beverly Hills CA (612) 944-2153
.Fabmm El Segundo CA (612) 595-8970
|Forrest & Jenny's Wedding Greenbow AL (612)541-0444 |
L 10052 » » i @ e | . .L:
Contacts
* Contact Title Phone l '?.'
» [Rose, Maryann Event Coordinator (239) 261-5828
1 - |
@ Get More Nedt |- | Cancel
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IV. Entering Event Details

& [ Layouts~ [~ |
Event Information
’ Enter general event
Party Name Academy of the Arts information.

Sales Rep ~Kalllelson
Status  Tentative r £ on-rTenmee -]
Theme  [Banquet | IOpem'on Riverside Banquet Center  ~ |
Category  [Social |

SubEvent Information | Site

Notes
- |5er\ring |
-~ |Bar |
Enter guest counts,
times, and room on
the SubEvent tab.
Setup Style | | Tear Down
SubEvent Information | Site Notes
A
Site Information IEIE
(e | | ‘ Delivery Time -
Address |
|5UP|'°\' | |Postal |
€ e locatio -
*d  details on the Site tab
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V.

[ L 1 5tart| - |Serving | . |
s ‘ o S
-Event Information
cription | - | Setup
S | - | Tear Down
iquet Room | - |
ym Charge
QK || Cancel
Building an Event’s Menu
ﬂ Telgphone
Email Click Yes to select
food/service items.
Confirm >7¢

@ Would you now like to select menu items for this event? [~

Setup Style  Banquet
1 Banquet

3

NAarnia DlaslL

O Select Menu ltems

@ o Search| | 86| % select | % | i
Breakfast *| Iltem Name
Light Side »| |vincentVan Doughnut
Lunch Buffet Lite Start Buffet

ags-Travagant Breakfast Buffet
Texan
breaker

e You A Latte

ew'd Awakening Breakfast

Tha Harhar Ruffat

Choose items from
menus and drag/drop
or double-click.

Prix Fixe Menus
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Notes
Price | Qty | Total i | 3
Add custom items with 3
green plus sign or click menu
selection tool. $0.00 11 v
$0.00 Y “‘
H.
1 $25.00 & | |
| B
| ]
VI. Entering General Comments
T Notes
Gift Table
1-81.
Guest Book & PenRestration Table
Registration table in front of room.
Click the Comments
tab at the bottom of
the Sub-Event display.
Food/Service | Staffing | Comments
Notes

al $3,180.00 Q

cratch Pad I

Optionally click the Scratch

Pad button to copy
commonly used text.

B¢ Q2 & »2K
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VII.

Adding a Second Sub-Event

Event ) SubEvent

Description  Dinner Served o *| ltem Name
Date ?ég)l2021 ° [ | Dynamite Shrimp
Start 04:00 PM \ MaF and Cheejse Bites
End 09:00 PM hicken Be
Setup Style  Banquet Click the green plus sign to
Banquet N R Pd add additional sub-events.
Room
~ bd Swe
ﬂ Paanint Qacaamea Nandlea

Generating and Emailing a Print

Home  Select Reports  Display  Administration  Help O Typehe

v/ - -
. Roboto Medium 14 A A @ a ‘\
B | J

U e B =E = E = Email Tools
U sl 5 ‘
board Basic Text Editing % General

lanager x Event Contracts/Invoices

Click the Prints button D Invoice

from the Home ribbon ntManag ) Invoice Detailed
Contract
Proposal

[ Kitchen Detail
) ChefsCopy

1Management  Templates

Jl Light -Iko - A & BE ﬁ

If emailing, optionally

use custom template or
custom merge letter.

|[Evant Prannaal far Aradamu af the Arte an Qatirdav March 27 2021
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VIIL.

© Select Document NG L

ILight | Quick Ogder Prints "% Select
Quick\Order Receipt /
v ‘j Kitcher\Ticket

m.rosef Select your custom
merge letter.

Event P} Event Order ,’W
Sharing the Event Through the Portal

| Revised 3/1
-anteed Right click to load an

image.

[&3] Picture

Stretch Picture
v Original Picture gize
> Delete

Load Frlt\u'?l File...
Load From File (Crop)...

@ a ‘\ Search Fg

Prints =~ Email Tou? Navigatig
N

v

Tools | g3 Merge Docu
Scratch Pad.

i

ger: Academy of the A % Allergyinformation...
Related Files...
€ GoTo~ |3/14/20 % sages

Default Discounts...

®d Required ltems...

Caterease Software

Booking a New Event _

Notes
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IX.
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Notes

Notes

Notes

| [#]
Send Portal Link and
: 2. OpenPortal A
review/answer chats. >
& CopyLink
»
= Sendﬁgrtall.lnk...
: fa Portal Chat..
@ [ | Revised 130 '@ POMAICN
[&3] Picture
Posting a Payment
JLBL.TU ~~
$4,888.90 V)
Guest $38.19 )
%
- Pavme t=
— ae o O - N iiiv
= - = (1] Payments Mad
— ayments Made
$4000 5 $200.00 1 | @ =
$40.00 5 $200.00 | .
= »
G- @[ =-
Total 4,888.90
Paid 0.00
Balance 4,888.90
t Pay Method ’%
Click the green plus . Add Payment
sign to add a =5
payment. @
|mmm
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Notes

0 Payment Details X

General General

Credit Card

Date 1311312021 -
} Amount  [$1,000.00 \
. Fill out payment redit Card -

details and click OK.
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