CATEREASE QUICK GUIDE

EVENT MANAGEMENT TOOLS

Description

This guidebook teaches you how to use common event-management tools. Topics covered include:

e Searching for an Event e Managing Tax/Service Charge Rates
e Customizing Tools Menu e Scheduling Future Deposits Due

e Creating an Event Timeline e Evaluating Cost/Profit

e Creating an Event Checklist e Applying Discounts

e Copying Events e Attaching Files

I. Searching for an Event
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Il. Customizing Tools Menu
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lll. Creating an Event Timeline
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IV. Creating an Event Checklist
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V. Copying Events
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Specific Dates = Optional Parameters | Within Range
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VI. Managing Tax/Service Charge Rates
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ivent Tax Rates: Academy of the Arts (E00467)
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VIl. Scheduling Future Deposits Due
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eposits: Academy of the Arts (E00467) 5% Notes
E-E =
' » [ Total $220385 |
$0.00 - .
tposit L . o S :|
= > | Balance s1.20385 [~ |
ate Due Amt Comment Paic | Pay Date Pay Amt [+)
lﬁ[— in [ (-}
Monday, March 15, 2021 3:
m
March 2021 »
Won Tue Wed Thu Fri Sat :
1 2 3 4 5 6 Click the green plus
8 9 10 1 12 13 : .
)16 17 18 19 20 sign to add a deposit.
2 23 24 25 26 27
20 M 24 1 2 2
i - X Notes
@E-E R
[ Totwl $2,203.85 q
Pau $0.00 otal
| Balnce s22038s [v] ™
Somment Paic | Pay Date Pay Amt l
| | | .

4]
©
s
N

Make scheduled

ake Scheduled Deposits l

deposits. 67

21
nite

VIIl. Evaluating Cost/Profit
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X Notes
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IX. Applying Discounts

Event Management Tools
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X. Attaching Files
i i= Prints Email | Tools Navigation |4 4 4 » | Notes
g Tools Merge Documents...
Scratch Pad...
B, Copy Event...
ent Manager: Academy of the A % TaxRates..
Costing Summary...
Event Manager > Default Discounts...
Tools > Related Files Related Files...
New Reminder...
New Contact Item...
Related Files: E00467 X Notes
d F l File Name ‘ Comment l Shared 0
1212:10:50 PM  Invoice.pdf ‘Original Ivoice 0 [
121 1:03:26 PM | Proposal.pdf Original Proposal [ ]
P-‘
EY
Click green plus sign -
to add Related Files. =
a

Caterease Software




