CATEREASE QUICK GUIDE

GENERAL PROGRAM SETUP

Description

This guidebook teaches you how to set up various default tools in Caterease.

e Customizing Quickpick Lists e Setting up the Scratch Pad

e Renaming Fields e Limiting Daily Number of Events
e Establishing New-Booking Defaults e Establishing Security Settings

e Creating Required Fields e Setting up Default Timelines

e Creating and Displaying Custom Fields e Setting up Default Checklists

I. Customizing Quickpick Lists

Notes
Reports Display Administration Help ,O Type here to sean
QR & BE & =
Prints Settings Options Lists Reminders Database
Setup / B Quickpicks... S
=) Default Checklists...
ICITSIER RIS SR 7 Default Timeline Items... |
Quickpicks [ User Defined Fields...
[l Scheduled Event items...
© Setup Quickpick Lists X Notes
*3 =3 [+
v General "] [Prospectie |
Reference N [
Coorainator Definite
Contact Twe
Fax Subject

Email Sudject

Cancellagon Type

Business Type

Operation

Account Code
y - Account Manager
, - Event Manager Select quickpick category and
» - Contact Manager . ere . .
 Touch Management add/edit/reposition quickpicks.
y -Menu Rems
» -Recipes
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Il. Renaming Fields

File
o WE

General  Menus
v

Com Information...
New Booking

Required Fields...
Food/Service Item Types..
Tax/Service Charge Rates...

Base Price Markup Rates...

aults...

Notifications Setup...
Customize Names... N

E ‘°¢*n .leb

Home Select Reports

[

Venues Prints

v

Display

o

Settings

v

Setup

Help L0

Administration

Administration >
General > Customize

Names

© Customize Names

v General

Party Name

Coordinator
Reference
Loyalty #
Required ltems

Client/Organization

Sales Representative Sale$

X

" ResetNames

Type over existing

name, then click OK.

Coordinator
Reference

Loyalty #
Required

ltems

lll. Establishing New-Booking Defaults

File Home  Selet Reports  Display  Administration Help £
> A R & & n
General Venues  Prints  Settings  Option Lists = Reminder
v v v v v v v
1% Company Informati Setup
[ New Booking Defa
G Required Fields...

= Food/Service Item Types... Ad atio

% Tax/Service Charge Rates. .
o' Base Price Markup Rates...

pd Notifications Setup...

Customize Names...
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New Booking Defaults

Accounts
Contacts

Events

Reference

Select tab, edit the
fields and checkbox
options.
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Notes

Notes

Employees Category
Pay Method
SubEvents Business Type
Prospeds Operation Riverside Banguet Center
Default From Account Fields
QuickOrder |  Party Name From ClientO... V]
e Booking Contact (V]
IV. Creating Required fields
File Home  Select Reports  Display  Administration Help O
r-E AR s %
> -8 QA
General  Menus enues  Prints  Settings Reminders
v v v v ~
% Company Information... Setup
B New Booking Defaults...
% Required Fields.[\, e 2
H= Food/Service Item Types... ElienalEhediined
% Tax/Service Charge Rates... S
©" Base Price Markup Rates...
pd Notifications Setup...
Customize Names...
O Required Fields
Accounts o °
Prospects Required Fields
v n H . .
.........E...S....!..s....h ClICk deSIred tab' @nem'
Guestrooms Event Date
Party Name
Business Type = Wedding Theme
All Events Category
Booking Cont:
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Notes
+ N *Ilv X
iroup > Required Fields
v General
e = Delivery \ Event Date
ye = On-Premi arty Name []
ye = Wedding Optionally add a []
condition and click into D
checkboxes to establish
required fields. []
Accounts oo Notes
Prospects Conditional Group Required Fields
Events -
Condition Ensure that “All
Guestrooms | |Business Type Events” is at the
Business Type bottom of the list.
e
Category
Booking Conta:
Site Contact
v Miscellaneous
V. Creating Custom Fields
Reports  Display  Administration  Help O Type here to search... Notes
o3 = = =
R & B E & = w
s Prints  Settings tions Lists Reminders Database  Archive
v v v v v v v
Setup B Quickpicks... ‘%Slem
B Default Checklists...
T3 Default Timeline Items... |
25y User Defined
RGNS NI (7] Scheduled Event ftems...
> User Defined Fields &3 Unit Builder...
7 Scratch Pad...
El Vendor List...
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User-Defined Fields Notes
Accounts
Name Of Field
Contacts 1 |Parking Lo
{ \ 2 :
i Events € 5 Click desired tab.
SubEvents 4
Quick Orders 5 |NA
6 |NA
Menu ltems ; |NA
Notes
Name Of Field Type
1 |Parking Lot | |Text - x|
2 Contract Return Date | |Date - x|
3 [NA | [Tet A - x|
4 [NA | [ - x|
5 |[NA Text - x|
6 |NA er User-Defined Text - x|
7 INA FEEREEIEE R Text - x|
ald type
g [NA Text - x|
n INA | [Text - x|
VI. Displaying Custom Fields
[E] Event & SubEvent Notes

al: | Miscellaneous

v Quick Customizing

| salesi :
11| Theme (Ceremony Right-click ona tab >
Customize.
Category Social

Booking Contact |Rose, Maryann

~ | stecontact |Rose, Maryann
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3 Cumarmee x
LY B Pots Chat Mess s3es
Lavont Tree View Avatabe ey
00 x o0 aax : :
© inoice © Bourcsy Click on the new field
& Somer @ Concel Do
e e and drag into desired
A Omonal v @ Cueons q
@ nonce © Unan Cote location on screen.
=4 Sroranr @ Lok
@ rame @ Vemers
@ roxess @ Non Vemaers
@ o @ Pavarg L N
v A Mo Croup @ ror S Am3res Ceremory L]
© wrve © Mew e \Mnm -] ®
@ Pouta v @ Cancetatun Pormaton Fo— oy «| 8
v @ New Crp @ Cancei Nype "
@ tams @ Cancel Crampe Pl ‘u
: :;:'" Pernmg Covmy Rize Mamame W oe. A
1. e Conmy Rite Watam oae. 0
[ateed e Done i Q
Stgecaat inc N0 Cun VIR N Se POC
Megwwts IR0 or
|~ 3
— O X
I Layouts > [~ % &
Save Current Window Settings
E7
Click Save Current Window Yo
Settings to save individually or  [EON
for entire network. N
%
# Allergy

VII.

Setting up the Scratch Pad

elect Reports Display Administration Help JY Type here to search...
] = ) —
B Q « E & S B
fenues = Prints  Settings jons | Lists Reminders = Database  Archiv¢
v v v v v v v v
Setup B Quickpicks... System
[E Default Checklists...
L : : Default Timeline ltems...
Administration > Lists > 2 :
Saperilh (250 [B User Defined Fields...
[l Scheduled Event ltems...
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© Scratch Pad Setup

Categories Scratch Pad Comments
General (+) Enter in commonly used text to be pulled into an!
v Setup Notes - throughout the program.

Wedding

Sodal =
Delivery -3
Equipment 8
Common Food Allergies 3 : .
Wedding Noles Click the green plus sign
Account Notes to add a Category. Enter
Piating Insiructions text into Comments area.
Special Comments
Fallow | In

VIIl. Limiting Daily Numbers of Events

Help O Type hereto search...

o S

Display Administration

& IRE & =

Settings ' OptionsW\ Lists = Reminders = Database = Archive  Other  Securit
v N v v v v
» Fo Restrict | System S
[8] Deposit
- ®® Language Translations..
TT Sales Forecasting Schedule... Administration >
% Commission Sales Rates... Options > Restrict
"] Automatic Reminders Setup.. Events
& Guestroom Mgr Setup...
N Interface Setup Wizard...
Limit Events X
Limit Daily # o
\————— | [/] Limt Daily # Of Events LimitEvents By | Max#
Closed Dates

Delivery 2
Full Senvice

(®) Business Ty
(_) Operation

Click into Limit Daily # of
Events checkbox and enter
Limit By field and Max #, or

click Closed Dates tab to close

A zero value for the
on a date or date range.
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IX. Establishing Security Settings

iy  Administration  Help SO Type here to search... Notes

& E &% = E,§+$"c

S Options Lists Reminders Database Archive Other

System P Security

\ /

Administration >

Security

Groups & Users Notes
Groups *| User Name Is Sales Re | Sales Reg
Users | |Administrator [ |
Kathy Wilson Kathy Wilst
\\ John Smith John Smitr
0 Ann Mulnix Jo Ann Mul
Roxanne M
Users tab > double-
click on a user
O User Security Details: Administrator X Notes
General ' General Information
el | UserName 'Administrator
Security Password | Assigned A
"N\

Groups

Assign a password and

click the Security tab.

Cellular (239) 777-1954
Email (Greg@Caterease.com
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> User Security Details: Administrator

General v Gener
Full Read/Write Access

interfacing | enable General Access To...
Security Setup Group
- Reports
Queries
Credit Card Numbers

Click into checkboxes
to restrict or allow

access to features.

X. Setting up Default Timelines

3]

D OOE

X Q| X

(&

2 Select Reports Display Administration Help SO Type here to searc
PR R RE & =
IS Venues Prints  Settings Options Lists Reminders  Database
Setup / B Quickpicks... Sy
Default Checklists...
Ddault'l'lmdﬁnlhm&.
User Defined Fields...
Scheduled Event items...
Administration > Lists > Unit Builder...
Default Timeline Items Scratch Pad...
Vendor List...
0 Default Timeline ltems
{Off Site Prep ©® [Jiem :
Wedding Reception
e — » |Pull Dry Storage E
Ceremony Times a8 Load Equipment E
Add Timeline category E
with green plus sign. E
E
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X
&~
«| item Category | Time LO
» |Pull Dry Storage Back of House | 09:00 °
Load Equipment Back of House| 10:
Equipment Delivery R

Completion of Cook
Completion of Main
Check/inventory Tabls

Add Timeline Items
with green plus sign.

XI. Setting up Default Checklists

Help SO Type here to sea

3

Select Reports Display

I I

Venues Prints  Settings

v v

Administration

s B & =

Options Lists Reminders  Database
v v

v v

Quickpicks... ~

Default
Default Timeline tems...

User Defined Fields...
Scheduled Event items...

Administration > Lists >

Default Checklists Unit Builder...

Scratch Pad...
Vendor List...

o Default Checklists

Event Booking © | ttem
Banquet Setup ° - -
» |Get Signed Contract from Client
Banquet Breakdown = = -
Wedding Setup Zﬂ R‘ Get Initial Peposnt
Bar Setup 8 Caligets :
Bar Breakdown Add Checklist category
Ceremony Prep with green plus sign.

Caterease Software

General Program Setup

Notes

Notes

Notes




General Program Setup
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X
&~ Gd
m Category Assigned To /L] o
Signed Contractfrom Client [Sales / e
Initial Deposf S~ __bA
| For Final G -
ail Invoice : RS el
o]0 O e 0,
Jto Chef
de atting
¥firm Menu S -
Auto Checklist ltems For New Events
?
*| Rule / ©
» |Category = Social -~ =]
Optionally add “auto-

create” conditions,

and then click OK.

Notes

Auto Notes
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