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Customizing the
Screen Display

Unit 1: Customizing the Event Manager Dis-
play

Objectives:
Upon completing this unit, you will be able to:

* Arrange and space fields on the Event Manager screen.

» Sretch and shrink fields on the Event Manager screen.

* Insert spacers, splitters, and separators onto the Event Manager screen.

» Create new groups for fields and organize existing fields on the Event Manager screen.
* Create new tabs.

» Modify and save your new screen layout.

Customizing the Event Manager Display

Concept:

You can customize the various windows throughout Caterease. Fields can be
added, removed, or rearranged, and entire layouts can be changed so that different
sections of information appear across the screen horizontally, vertically, or
grouped into separate tabs. You can even save multiple layouts and easily navigate
among them.

Because the variations on this subject are endless, this manual is written as a brief
tutorial, separated into four sections, to expose you to the many options that are
available to you. Please refer to the corresponding video when working through
the topics of thistutorial.

Arranging and Spacing Fields on the Screen

1. Open Event Manager.
Note: This topic assumes you are using the default layout of Event Manager.
2. Right-click anywhere beneath the Event/Sub-Event buttons on the screen.
Note: Do not right-click within fields or text boxes, but rather on areas of the
screen that do not allow data entry.
3. Choose Customize.
Result: The Customize window displays.
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Unit 1: Customizing the €vent Manager Display

Note: The left-hand pane of this window, Layout Tree View, listsfields and
other screen elements already displayed on the screen; the right-hand pane,
Available Items, lists other objects that can be placed on the screen.

Hold your left mouse button down on the Folio # field in the Available Items
pane on the right-hand side of the Customize window.

Drag thisfield onto the |eft-hand side of the General tab, but do not drop it
yet.

Note: Because objects on this screen exist in groups, it isimportant to care-
fully note where you are dropping things you drag in. Asyou move this Folio #
field over the General tab, note that you can place it above certain fields,
below them, to either side of them, as well as even using this new field to cre-
ate a whole new tab in addition to the existing General and Miscellaneous
tabs.

Carefully drop the Folio # field below the Party Name field.
Note: If you make a mistake, click the Undo button b , located at the top

left-hand side of the Customize window and try again.

7

8.

IHJ

General | Miscellaneous

Folio #|

. Hold your left mouse button down on the PO # field, also in the right-hand

pane of the Customize window.

Drag thisfield and drop it to the right of your new Folio # field.

Result: Both fields appear, but they are not evenly spaced on the screen.
Note: Please note in the Layout Tree View pane (left-hand side of the Custom-
ize window) that a Hidden Group has been automatically created to house
these two fields. Because fields are displayed vertically on the screen, by
default, when you deliberately make them horizontal, a new “ hidden group”
must be created. (These groups will be automatically deleted if you remove
horizontal fields.)(See image on next page.)

1.2



Unit 1: Customizing the €vent Manager Display

@ Customize i
oo E D
Layout Tree View
00 ¥
A--e Root
a8 Top
a8 General
4 -5 Hidden Group
@ Party Name
4 480 Hidden Group
. i@ Folio#
L@ PO#|

9. Click the caption (name) of the Falio # field, hold the [CtrI] key down on
your keyboard, and click the caption of the PO # field to select both simulta-
neously.

10. Right-click over the fields and choose Horizontal Alignment > Client to
spread the fields out evenly within their current group on the left-hand side of
the General tab.

Note: You are also welcome to stretch and shrink the height and width of the
Event Manager window.

General | Miscellaneous

Party Name Company Lunch

%:ulin# %D#

i . i

Sales Rep John Smith -
Theme Social

Category Business -
Booking Contact Grover, Rochelle -
Site Contact Grover, Rochelle -

11. When finished, click Close, located on the lower right-hand side of the win-
dow.
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Unit 1: Customizing the €vent Manager Display

Note: If you want this new layout to be the new ook for the program,

you must click the Save Window Settings button = at the top right-hand side of
the window.

Stretching and Shrinking Fields

1.

If the Customize window is not open, right-click on your Event Manager
screen anywhere beneath the Event/Sub-Event buttons and choose Custom-
ize.

Result: The Customize window opens.

Note: Remember, do not right-click within fields or text boxes.

On the right-hand side of the Customize window, hold your left mouse button
down on the Loyalty # field.

Drag the field onto your screen and drop it to the right of the Event # field, on
the right-hand side of the General tab.

Result: Thefield isdropped in place, but does not fit horizontally on the tab.
Note: Remember to pay careful attention to where you drop thefield. If you

make a mistake, click the Undo button A , at the top left of the Customize
window, and try again.
>
Event#  E00257 Enyalty . )
-

Date 6,/7/2012 - Thursday
Status Definite
Flanned 25 Booked 4,/4/2012
Actual 25 Revised 6/7/2012 (12:05 prn)

Guaranteed 22

4. Right-click the Loyalty # field on the screen and choose Horizontal Align-

ment > Right.

Result: Thefield is now aligned with the right edge of its group (the right-
hand side of the General tab), and can now be stretched or shrunk by drag-
ging the frame that surroundsit.

Grab the left edge of the frame surrounding the Loyalty # field and drag to the
right to shrink the width of the field to match the Day field underneath it.
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Unit 1: Customizing the €vent Manager Display

Result: The field shrinks, and the right edge of the General tab on the screen

comes back into view.

Guaranteed 22

=
Event#  E00257 q%mm, e
=
Date 6/7/2012 - Thursday
Status Definite -
Planned 25 Booked 4,/4/2012 -
Actual 25 Revised 6,/7/2012 (12:05 pm)

6. Click the Event # field and drag itsright edge to stretch it to the same width of
the Date field underneath it.

Lt

Guaranteed 54

%ﬁrent = EO0390 %}nyalty #

L3
Date 7/16/2012 - Menday
Status Tentative -
Planned a0 Booked 6/8/2012 -
Actual Revised 6,/7/2012 (11:45 arn)

7. When finished, click Close on the Customize window.

Inserting Spaces, Splitters, and Separators

1. If the Customize window is not open, right-click on your Event Manager
screen anywhere beneath the Event/Sub-Event buttons and choose Customize.
Result: The Customize window opens.

Note: Remember, do not right-click within fields or text boxes.
2. Onthetop right of the Customize window, click the Add Auxiliary Item but-

ton

Q .
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Unit 1: Customizing the €vent Manager Display

3.

Choose Add Empty Space Item.

Result: A new Empty Space Itemis added to the top of the Available Items
pane on the right-hand side of the Customize Window.

Hold your left mouse button down on the new item and drag it and drop it
below the Sales Rep field on the left-hand side of the Gener al tab on the Event
Manager screen.

Result: The item adds blank space below the field, and can be stretched and
shrunk to increase or decrease the space.

Note: Remember to pay careful attention to where you drop the item. If you

&

make a mistake, click the Undo button
window, and try again.

, at the top left of the Customize

General | Miscellaneous

Party Mame Office Party

Sales Rep Kathy Wilson -
Theme Social -
Category Business -

Booking Contact Grover, Rochelle -

Site Contact Grover, Rochelle -

Click the Add Auxiliary Item button % again (asin Step 2) and choose
Add Separator Item.

Result: A new Separator itemis added to the top of the Available Items pane
on the right-hand side of the Customize window.

Hold your left mouse button down on the new item and drag it and car efully
drop it below the Actual guest count field on the right-hand side of the Gen-
eral tab on the Event Manager screen.

Result: The item adds a separator line below the field.

Note: Notice, as you drag, that the size of the separator line adjusts automati-
cally, depending on the width of the fieldsit is separating, and even automati-
cally becomes a vertical line if placed beside a field rather than above or
below it.

Event £ ED0257 f

Date 7/13/2012 - Friday

Status Definite -
Planned 25 EBooked 5/10/2012 -
Actual 25 Revised 7,/13/2012 (05:01 pm)

B

A

Guaranteed 22
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Unit 1: Customizing the €vent Manager Display

7. Click the Add Auxiliary Item button L% again and choose Add Splitter

Item.

Result: A new Splitter itemis added to the top of the Available Items pane on
the right-hand side of the Customize window.

Hold your left mouse button down on the new item and drag it and car efully
drop it below the Booking Contact field on the left-hand side of the General
tab on the Event Manager screen.

Result: The item adds a splitter line below the field.

Note: Splitter lines are often used to separate entire groups of fields, and can
be placed horizontally or vertically on the screen.

G

Wy

eneral | Miscellaneous

Party Mame Office Party

Sales Rep Kathy Wilson -
Theme Social -
Category Business -
Booking Contact Grover, Rochelle -
B T

Site Contact Grover, Rochelle -

9. When finished, click Close on the Customize window.

Creating New Groups for Fields

1.

If the Customize window is not open, right-click on your Event Manager
screen anywhere beneath the Event/Sub-Event buttons and choose Cus-
tomize.

Result: The Customize window opens.

Note: Remember, do not right-click within fields or text boxes.

At the top right of the Customize window, click the Add Group button &
Result: Anitem named New Group is added to the Available Items pane of the
window.

Click the new item to edit its name, type | mportant Dates and press [Enter].
Note: If necessary, you can press your [F2] key to rename the item.

Click the Miscellaneous tab on your Event Manager screen.

Result: That tab and its contents are displayed.

Drag the new group item onto your Event Manager screen and place it on the
lower left-hand side of the Miscellaneous tab, below the Pay Method field.
Note: If the Miscellaneoustab is not currently displayed, drag the group item
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Unit 1: Customizing the €vent Manager Display

on top of the tab itself first to display that tab's contents, then drag into posi-
tion at the bottom left.

General | Miscellaneous é
Business Type Full Service -
Operation Riverside Banquet Center -
Reference Yellow Pages -
Pay Method  Credit Card -

Important Dates

6. Inthe Available Items pane of the Customize window, hold your left mouse
button down on the Contract field.

7. Drag the Contract field onto the screen and drop it inside your new Important
Dates group, being careful to place it within the group as shown below.

P
: General | Mizcellaneous ;

Tip: This group will
now move together
as one object, if you
drag it to another
position on the Reference Yellow Pages
screen or remove it
by dragging it back Pay Method  Credit Card -
to the Available
Fields pane of the
Customize window.

Business Type Full Service -

Operation Riverside Banquet Center -

Important Dates

%o ntract

8. Repeat Steps 6 and 7 to place the Definite and Closed fields within the
Important Dates group, as well.
9. When finished, click Close on the Customize window

Organizing Existing Fields into Groups

1. If the Customize window is not open, right-click on your Event Manager
screen anywhere beneath the Event/Sub-Event buttons and choose Customize.
Result: The Customize window opens.

Note: Remember, do not right-click within fields or text boxes.
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Unit 1: Customizing the €vent Manager Display

Click the General tab on the Event Manager screen, if it isnot already dis-
played.

Result: That tab and its contents are displayed on the screen.

In the General tab on the screen, click the Planned guest field to select it.
Hold your [Shift] key down and select the Actual and Guaranteed fields.
Right-click the fields and choose Group.

Result: The selected fields are placed in a group with the default title New
Group.

Event # E00111 }

Date  7/13/2012 - Friday
Status  Definite -
Mew Group Booked 7/13/2011 -
i Revised 7/12/2012 (04:22 pm)
lanned 200

ctual 202
&

uaranteed 180

Click the name New Group in the Layout Tree View pane of the Customize
window.

Click the name again, or pressthe [F2] key on your keyboard to rename.
Type the name Guest Counts and press your [Enter] key.

Result: The new group heading is updated on the screen, with your new name.
(See image on following page.)
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/= Separator
..... @ Booking Contact
----- @ Site Contact
..... A Splitter
a - Hidden Group

41 Hidden Group
..... @ Event®

4 0 Hidden Group
i i.i@ Date

1:—| Separator
4 0 Hidden Group

A Guests

: J-E Gﬁest"t-ounts-
Q Planned
@ Actual
i..@ Guaranteed

@ Customize
a ~ B D
Layout Tree View
@0 R
n--a Root
a5 Top
4 -89 General
a -3 Hidden Group
----- @ Party Mame
----- @ Sales Rep
----- @ Theme
..... G Categor}r

9. When finished, click Close on the Customize window.

Creating New Tabs

1. If the Customize window is not open, right-click on your Event Manager
screen anywhere beneath the Event/Sub-Event buttons and choose Custom-

ize.

Result: The Customize window opens.
Note: Remember, do not right-click within fields or text boxes.

2. Hold your left mouse button down on the Notes text box at the bottom of the
Event Manager screen and drag and drop it to the right of the Miscellaneous

tab, making it an additional tab.

Note: Remember to pay careful attention to where you drop the text box (see
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Unit 1: Customizing the €vent Manager Display

image below). If you make a mistake, click the Undo button
of the Customize window, and try again.

, at the top left

General | Miscellaneous L}) Motes

o o o
. * Notes ‘

3. Atthetop of the Layout Tree View pane on the Customize window, right-
click the Top group.

4. Choose Vertical Alignment > Client.
Result: The tabs stretch vertically to fill that area of the window.

5. At thetop right of the Customize window, click the Add Group button &%
Result: Anitemnamed New Group is added to the Available Items pane of the
window.

6. Click the new item to edit its name, type Lost Business, and press [Enter].
Note: If necessary, you can press your [F2] key to rename the item.

7. Drag the new group item onto your Event Manager screen, carefully placing it
to the right of the new Notes tab.

x - -
General | Miscellaneous |~ Motes || Lost Business

8. Inthe Available Items pane of the Customize window, hold your left mouse
button down on the group heading Cancellation I nfor mation.

9. Drag the heading and drop it (and its corresponding fields) inside your new
L ost Businesstab, being careful to place it within the tab, as shown on the fol-

lowing page.



Unit 1: Customizing the €vent Manager Display

- <
General | Miscellaneous | .~ Motes || Lost Business

h(anc&llatlcn Information &

Cancel Date
Cancel Type
Cancel Charge

10. When finished, click Close on the Customize window.

Changing Screen Layout

Tip: Fields can also
be rearranged by
dragging and drop-
ping them within the
Customize window
(either moving them
from the Available
Items to the Layout
Tree View pane or
repositioning them
in the Layout Tree
View pane itself).

1.

Open Event Manager in its default layout.

Note: If you have changed the default layout using earlier topicsin this tuto-
rial, you can close Event Manager without saving your window settings and
reopen it. You can also continue here with a layout other than the default;
however, images in this topic may look different than the images on your
screen.

Right-click on your Event Manager screen anywhere beneath the Event/Sub-
Event buttons and choose Customize.

Result: The Customize window opens.

Note: Remember, do not right-click within fields or text boxes.

Inthe Layout Tree View pane of the Customize window, right-click the Gen-
eral group.

Choose L ayout Direction > Vertical.

Result: Fields on the General tab of your Event Manager screen are now
arranged vertically, as opposed to in two groups horizontally asin the default
layout. (See image on following page.)



Unit 1:

Customizing the €vent Manager Display

G G Customize
w e~
Client/Organization Information Layout Tree View Available Ttems
Client/Organization Acoustics Associates B
Address 1661 Estero Blvd 00 R 00 &Q % iz
Ft. Myers, FL 33331 4 B Root - @ Adults
Telephone 239) 5448901 B Top H .- @ BEO
Fax 239) 544-2928 4B Gereral & Raoked By
A 4w Undo i
[ Event oy Sub-Event Redo
ct
General | Miscellaneous /@ Expand Al ct Return Date
- ) /@ Collapse Al e
Party Name Office Pa
"y oy o Delete
Sales Rep Kathy Wilson
Horizontal Alignment L4
Theme Social ‘IJ’ X . 2
4 Vertical Alignment 3
Category Business 4G nlot
: 4. Layout Direction Horizontal
:|| |Booking Contact Grover, Rochelle v Border Vv Vertical b
Site Contact Grover, Rochelle Expand Button Tabbed
Event # E00257 [ Group ncel Date
Date 7/13/2012 a7 Ungroup pectyee
hcel Charge
Status Definite 4. ¥ Caption
o 5 [ Caption Position 3
Caption Horizontal Alignment  »
Actual 25 5 z E
Caption Vertical Alignment »
i Guaranteed 22 Ei' e B2
= 4. Members
ag ol - @ Booked ¥
11 il 13
Each table will have a flower arrangement. 4l
HRLE R = 5% | Tabbed View Close

In the Layout Tree View pane of the Customize window, right-click the Mis-
cellaneous group and choose L ayout Direction > Vertical.

Result: Fields on the Miscellaneous tab are now arranged vertically, as well.
At the top of the Layout Tree View pane, right-click the Top group and
choose L ayout Direction > Horizontal.

Result: The General and Miscellaneous groups are no longer displayed as
separate tabs, but rather horizontally across the screen.

Inthe Layout Tree View pane, right-click the General group and choose Hor -
izontal Alignment > Client.

Inthe Layout Tree View pane, right-click the Miscellaneous group and choose
Horizontal Alignment > Client.

Result: The two groups are now evenly spaced across the screen. (See image
on following page.)
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G Event Manager: Acoustics Associates # ED0257 - 8 X
15| Layouts= : [y GoTo~ 7/13/2012 - ||f s Settings v | [gf |}
Client/Organization Information [ ~Financials #
Client/Organization Acoustics Assodiates Subtotal 577875
Address 1661 Estero Blvd Serv Chg 512460
Ft. Myers, FL33931 Tax 554,52
Telephone (239] 5443901 Total §957.87
Fax (239) 544-2925 Cost Per Guest §23.19
Event [ Sub-Event w Allergy
General | Miscellaneous
Party Mame Office Party Business Type Full Service -
Sales Rep Kathy Wilson Operation Riverside Banquet Center o
Theme Social Reference Yellow Pages -
Category Business Pay Method  Credit Card
g Booking Contact Grover, Rochelle !’ Optional Billing Information LE}
'l| site Contact Grover, Rochelle Mame Rechelle Grover, Coordinator
Event = ED0257 Address 1250 Zane Ave
Date 7/13/2012 Friday City Naples
Status Definite St/Prov FL Postal 34102
Planned 25 Booked 5/10/2012
Actual 25 Revised 7/13/2012 (05:01 pm)
Guaranteed 22
K. ® Notes
Each table will have a flower arrangement. e
. -
4N LE R i Rid @P0¢ sadd%vden HEgE e85 2,

9. Hold your left mouse button down on the Event Number field on the screen
and drag it and drop it into the Available Items pane on the Customize win-

dow.

Result: Thefield is removed from the screen.
Note: You can also drag fields from the Layout Tree View pane into the Avail-
able Fields pane to remove them
10. Repeat Step 9 to remove the Event Date, Day, and Status fields, as well.
11. Inthe Layout Tree View pane of the Customize window, click the Guaranteed

guest field.

12. Click the field again, or press [F2] on your keyboard to rename the field.
13. Enter seven (7) spaces after the word Guaranteed and press [Enter].
Result: The data-entry portion of the field has moved over to line up with
fields above it on the Event Manager screen. (See image on following page.)
14. When finished, click Close on the Customize window.
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D Event Manager: Acous ociates # E00257 - = x
i[5 Layouts~ : [y GoTo~ 7/13/2012 - |li Fi Settings~ | O i 14 =7 £
Client/Qrganization Information Financials {al
Client/Organization Acoustics Associates Subtotal §778.75
Address 1661 Estero Bivd Serv Chg $124.60
Ft. Myers, FL 33931 Tax §54.52
Telephone (239) 5445901 Total $957.87
Fax (239) 544-2928 Cost Per Guest §23.19
[E Event | g Sub-Event = Allergy
General Miscellaneous
Party Name Office Party Business Type Full Service -
Sales Rep Kathy Wilsan - || Operation  Riverside Banquet Center 5
| Theme Social < || Reference  Yellow Pages -
|| category Business || PayMethod |Credit Card -
|| Booking Contact Grover, Rochelle - #® Optional Billing Information By
| site Contact Grover, Rochelle - Name Rochelle Grover, Coordinator
Address 1250 Zane Ave
Flanned 25 Booked 5/10/2012 T
City Maples
Actual 25 Revised 7/13/2012 (05:01 pm)
St/Prov FL Postal 34102
Guaranteed 22
_‘ Motes
Each table will have a flower arrangement. |:'
E
|
— T - = e — = ) &
Oiwp nid e Fdxde =3 &8 a5 B,

Saving Custom Layouts

1. Customize the Event Manager screen based on the topics above.

2. Click the Layouts button at the top center of the Event Manager window and
choose Custom.
Result: The Custom Layouts window displays.

Custom Layouts x

F A CYR TR Apply

<MNao data to display>

J

[ Local |

| Shared
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Tip: Switch
between custom
layouts in Event
Manager by click-
ing the Layouts
button at the top of
the window and
selecting a layout
name (not available
in Express version).

oo

[Optional] Click the Shared button at the bottom left of the window if you
want your new layout to be available to all users on your Caterease network.
Note: Local layouts are only available to you as a user (from any computer).

Click the Add L ayout button

L

, a the top left of the window.

Result: A new line is added to the window with the default name of New Lay-

out.

Note: You can update an existing layout on the list to show your current
screen display by right-clicking the layout name and choosing Copy From

Current.

Type aname for new layout and click the Save Current Layout button

bl

Click the X at the top right of the Custom Layout window to closeit.
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Table 1.1: Event Manager Fields

Field Description

Party Name Used to identify an event; especially helpful when one client
has multiple events.

Sales Rep Shows the sales representative responsible for the event.

Theme Allows you to track events by theme.

Reference Lets you track your company’s various marketing strategies;
shows why the client booked this event (how they heard of
you).

Category Gives you an extra field for categorizing and tracking events;

can be renamed to suit your specific business needs.

Booking/Site

Identifies the contact people for the event; usually these

Contact names are directly associated with the client, and can be
selected instead of repetitively typed.

Event # Offers a unique identifier for the event; this number is auto-
matically assigned by the program.

Status Indicates the status of the event — Prospective, Definite, Ten-

tative, Cancelled, or Closed.

Cancel Type/
Date

Lets you track why and when you lost business; available as
sub-fields of the Status field.

Event Date

Indicates the date on which this event will or did take place.

Booked/Revised

Allows you to track the date on which this event was booked,

Date and when it was last revised; available as sub-fields of the
Event Date field.

Guests Does not allow data-entry; displays the Actual guest count, if
one exists, and the Planned or Guaranteed count if one does
not.

Planned Indicates the number of guests the customer is planning for
the event.

Actual Indicates the actual number of guests who attended (or will be
attending) the event.

Guaranteed Indicates the minimum number of guests the customer is

guaranteeing for the event; can be an automatic percentage
of the Planned guest count.

Business Type

Allows you to categorize events based on differing business
models or if your company does business as more than one
enterprise.

Operation Allows you to separate events based on DBA's, or different
businesses or locations you might be running.
Pay Method Identifies how the customer will pay (or paid) for the event.
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Table 1.1: Event Manager Fields

Field

Description

Cancel Charge

Indicates the amount the customer will be charged if the event
is cancelled.

Members/Non- Used by private clubs to distinguish between guest types; can
Members be renamed to suit your needs (e.g. “Adults,” “Children”).
PO Number Identifies a purchase order associated with the event.

Folio Number

Identifies a folio number associated with the event.

Closed

Lets you track a closed date for the event; optionally allows
you to lock users out of closed events.
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Unit 2: Customizing the Sub-Event Window

Upon completing this unit, you will be able to:

Create new tabs.

Arrange and space fields on the Sub-Event screen.

Sretch and shrink fields on the Sub-Event screen.

Insert spacers, splitters, and separators onto the Sub-Event screen.
Create new groups for fields and organize existing fields.

» Modify and save your new screen layout.

Arranging and Spacing Fields on the Screen

1.

In Event Manager, click the Sub-Event button, next to the Event button on
the left-hand side of the screen.
Result: The Event Manager switches to the Sub-Event Display.

Click the View/Edit Current Sub-Event button, ~ located on the right of
the Sub-Event pane.

Result: The Sub-Event window opens.

Note: Asan option, you can double-click on the field captions in the Sub-
Event pane of Event Manager .

Right-click anywhere on the Sub-Event window.

Note: Do not right-click within fields or text boxes, but rather on areas of the
screen that do not allow data-entry.

Choose Customize.

Result: The Customize window appears.

Note: The left pane of thiswindow, Layout Tree View, lists fields and other
screen elements already displayed on the Sub-Event window; the right pane,
Available Items, lists other objects that can be placed on the screen.

Hold your left mouse button down on the Membersfield in the Available
Items pane on the right-hand side of the Customize window.

Note: You may have previously renamed this field to Adults or some other
variation within Global Settings.

Drag thisfield onto the Sub-Event window, but do not drop it vet.

I mportant Note: Because objects on the screen exist in groups, it isimportant
to carefully note where you are dropping things you drag in. Asyou move this
Membersfield over the screen, note that you can place it above certain fields,
below them, to either side of them - aswell as even using this new field to cre-
ate a whole new tab in addition to the four existing tabs.
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7. Carefully drop the Membersfield below the Typefield.

Note: If you make a mistake, click the Undo button A

Customize window, and try again.

, at the top left of the

&)

|21 Layouts ¥ 2 Tools> | G o Settings -

=

General | Venue || Delivery || Site

E Times 0 I
Start 01:00 PM © Serving 02:00 PM
End 04:00 PM © Bar 01:30 PM
Delivery ki
|dembers| Arrival =
Departure =
_‘ MNotes
V| Included : oK - _. Cancel

8. Hold your left mouse button down on the Non-Members field, also in the
right-hand pane of the Customize window.

9. Dragthisfield and drop it to the right of your new Membersfield.
Result: Both fields appear, but they have stretched the left side of the Sub-
Event window.
I mportant Note: Please note in the Layout Tree View pane (left-hand side of
the Customize window), that a Hidden Group has been automatically created
to house these two fields. Because fields are displayed vertically on the screen
by default, when you deliberately make them horizontal a new hidden group
must be created. (These groups will be automatically deleted if you remove
horizontal fields.) (See image on following page.)
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@ Customize
N A H iy

Layout Tree View

©0 X

4 [53 Root
Jﬁ General
4 @0 Hidden Group
P a Sub-Event Information

| ¥

=] Separator
----- @ Description

4 58 Hidden Group
L@ Members

-ﬁ Mon-Members |
/=] Separator

10. Click the caption (name) of the Membersfield, hold the [Ctrl] key down on
your keyboard, and click the caption of the Non-Membersfield to select both
simultaneously.

11. Right-click over the fields and choose Horizontal Alignment > Client to
spread the fields out evenly on the screen and reduce the left sideto itsoriginal
width.

Note: You are also welcome to stretch and shrink the height and width of the
Sub-Event window. (See image on following page.)
12. When finished, click Close on the Customize window.
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@ Subevent: Lunch Buffet x

: 5] Layouts~ i gt Toolsy | G & 57 Settings~ | Lgd

General | Venue | Delivery | Site

Subevent Information Times ié!
Date 7/17/2012 - Start 01:00 PM 7 | Serving 02:00 PM
Description |Lunch Buffet = End 04:00 PM - Bar 01:30 PM
Type On-Premise = s S =

(=

lb\dembers 19 }\Ion-Members 6
¥

Arrival

==

4 B 4

Planned 25 Actual 25 Departure
Guaranteed |22
_‘ Motes
¥ Included o || e

Stretching and Shrinking Fields

1.

If the Customize window is not open, right-click anywhere on the Sub-Event
window and choose Customize.

Result: The Customize window opens.

Note: Remember, do not right-click within fields or text boxes.

Click the Venue tab on the Sub-Event window.

Result: That tab and its contents are displayed.

On the right-hand side of the Customize window, hold your left mouse button
down on the Wait Listed field.

I mportant Note: Thereisalso a group heading called Wit Listed. Be careful
to grab only the field.

Drag the field onto your screen and drop it to the right of the Setup Stylefield.
Result: Thefield isdropped in place, but it stretches the left side of the win-
dow.

Note: Remember to pay careful attention to where you drop thefield. If you

make a mistake, click the Undo button ® , at the top left of the Customize
window, and try again.(See image on following page.)
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@ Subevent Lunch Buffet 4
¢ [ layouts~ ! gtToolsr | §8 i 8 Settings- | g
General | Venue | Delivery | Site|
Yenue Information Mizcellaneous
Setup Style Banquet - E | Wait Listed E Raoom Chg 125,00
Banguet Room Sun - Setup 00:00
Room Category Ballroom - Tear Down 00:00
setup Person  John Kaufrmann -
[ Setup Motes
4 i | 3
¥ Included |

5. Right-click the Setup Style field on the screen and choose Horizontal Align-

ment > L eft.
Result: Thefield is now aligned with the left edge of its group, and can now be
stretched or shrunk by dragging the frame that surroundsit.

6. Grab the right-side edge of the frame surrounding the Setup Style field and
drag to the left to shrink the width of the field to roughly half of its current

width.
Result: The field shrinks, and the field beside it moves left as well.
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@ Subevent: Lunch Buffet
! [ Layouts -

| General I VEHUE;E Delivery S'Eteé

Venue Information

%etup Style Banguet v% Wait Listed
¥

Banguet Room 5un -

Room Category Ballroom -

lohn Kaufmann -

Setup Person

Right-click the Wait Listed field on the screen and choose Horizontal Align-
ment > Right.

Result: The field movesto the right edge of the group.

[Optional] Grab the left edge of the frame surrounding the Wait Listed field
and drag to the left to stretch it as desired.

When finished, click Close on the Customize window.

@ Subevent: Lunch Buffet

i 5 Layouts~

| General I VEHUEEE Dielivery S'Eteé

Yenue Information

setup Style Banquet - 5| Wait Eisted E
Banguet Room 5un -
Room Category Ballroom -
Setup Person  lohn Kaufmann -

Inserting Spacers, Splitters, and Separators

1.

If the Customize window is not open, right-click anywhere on the Sub-Event
window and choose Customize.
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Result: The Customize window opens.
Note: Remember, do not right-click within fields or text boxes.
2. Click the Site tab on the Sub-Event window.
Result: That tab and its contents are displayed.
3. Onthetop right of the Customize window, click the Add Auxiliary Item but-

ton G"’

4. Choose Add Empty Space Item.
Result: A new Empty Space Itemis added to the top of the Available Items
pane on the right-hand side of the Customize Window.

5. Hold your left mouse button down on the new item and drag it and drop it
below the Name field on the Site tab on the Sub-Event window.
Result: The item adds blank space below the field, and can be stretched and
shrunk to increase or decrease the space.
Note: Remember to pay careful attention to where you drop the item. If you

H

make a mistake, click the Undo button
window and try again.

at the top left of the Customize

@ Sub-Event: Lunch Buffet x
[5] Layouts~ i gt Toolsr | G 7 Settings~ | g

General | Venue | Delivery | 5ite

| Site Lecation Information BN

Mame Cambier Park
g

‘Address 775 8th Ave South

i

City Maples St/Prov FL Postal 34102
Category Outdoor = | Website www.cambier.com
Telephone (239) 595-0550 Fax {239) 595-0551

Directions

Exit 16 off of route 75 - (right off ramp)

Pine Ridge road for 5 miles -

South (left) on route 41 - stay on for 4.5 miles
Right on Banyon (west)

Right on Gulf Shore Blvd (1.1 miles)

Park's on the left side

¥ Included | QK : i Cancel

6. Click the Add Auxiliary Item button - again (asin Step 3) and choose
Add Separator Item.
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Result: A new Separator itemis added to the top of the Available Items pane
on the right-hand side of the Customize Window.

7. Hold your left mouse button down on the new item and drag it and car efully
drop it below the Category field on the Site tab.
Result: The item adds a separator line below the field.
Note: Notice as you drag that the size of the separator line adjusts automati-
cally depending on the width of the fields it is separating, and even automati-
cally becomes a vertical lineif placed beside a field rather than above or
below it.

@ Sub-Event: Lunch Buffet

: 5] Layouts -

General | Venue | Delivery | Site

Site Location Information f

Mame Cambier Park

Address 775 8th Ave South

City Maples St/Pr
Categary |Cutdoar r | Website wy
H =
i iax (2

Telephone (239] 585-0550

8. Click the Add Auxiliary Item button % again and choose Add Splitter
Item.
Result: A new Splitter itemis added to the top of the Available Items pane on
the right-hand side of the Customize Window.

9. Hold your left mouse button down on the new item and drag it and car efully
drop it above the caption Directions on the screen.
Result: The item adds a splitter line above the text box.
Note: Splitter lines are often used to separate entire groups of fields, and can
be placed horizontally or vertically on the screen.

10. When finished, click Close on the Customize window. (See image on follow-

ing page.)
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@ Sub-Event: Lunch Buffet x

General | Venue | Delivery | 5ite

¥ Included | QK 1 i Cancel

[5] Layouts~ i gt Toolsr | G 7 Settings~ | g

Site Lecation Information BN

Mame Camnbier Park

Address 775 8th Ave South
City Maples St/Prov FL Postal 34102

Category Outdoor = | Website www.cambier.com

Telephone (239) 595-0550 o e s e

F

Directions

Exit 16 off of route 75 - (right off ramp)
Pine Ridge road for 5 miles -

South (left) on route 41 - stay on for 4.5 miles
Right on Banyon (west)

Right on Gulf Shore Blvd (1.1 miles)

Park's on the left side

Creating New Groups for Fields

1.

If the Customize window is not open, right-click anywhere on the Sub-Event
window and choose Customize.

Result: The Customize window opens.

Note: Remember, do not right-click within fields or text boxes.

On the General tab of the Sub-Event window, hold your left mouse button
down on the Déelivery time field and drag it and drop it into the Available
Items pane (right-hand side) of the Customize window.

Result: Thefield is removed from the screen.

Repeat Step 2 to remove the Serving time from the screen, as well.

At the top right of the Customize window, click the Add Group button C .
Result: Anitemnamed New Group is added to the Available Items pane of the
window.

Click the new item to edit its name, type Event Times and press [Enter].
Note: If necessary, you can press your [F2] key to rename the item.

Click the Delivery tab on your Sub-Event window.

Result: That tab and its contents are displayed.

Drag the new group item from the Customize window to your Sub-Event win-
dow and place it below the Delivery Charge field.

Note: Remember to pay careful attention to where you drop thefield. If you
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A2

make a mistake, click the Undo button , at the top left of the Customize

window, and try again.

@ Sub-Event: Lunch Buffet x

: |5l Layouts~ i JtToolsr | 8% i Fms Settings~ | g

General | Venue | Delivery || Site

Delivery Information

Delivery Category -

Delivery Person -

Delivery Charge

O |

Event Times

[ —

O

lgkg Delivery Notes

¥ Included | oK || Cancel |

8. Inthe Available Items pane of the Customize window, hold your left mouse
button down on the Delivery field.

9. Dragthe Delivery field onto the screen and drop it inside your new Event
Times group, being careful to placeit within the group as shown on the fol-
lowing page.

10. Repeat Steps 8 and 9 to place the Serving field within the Event Times group,
aswell.

11. When finished, click Close on the Customize window. (See image on follow-

ing page.)
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@ Sub-Event: Lunch Buffet 4

¢ [ layouts~ & Tools~ ) ’ Settings = -;i

General | Venue | DE“UEI'}': Site

Delivery Informaticn

Delivery Category -

Delivery Person

Delivery Charge

Event Times

E:)EF'WEIT 2

L3
==

Organizing Existing Fields Into Groups

1.

If the Customize window is not open, right-click anywhere on the Sub-Event
window and choose Customize.

Result: The Customize window opens.

Note: Remember, do not right-click within fields or text boxes.

Click the Delivery tab on the Sub-Event window.

Result: That tab and its contents are displayed.

Click the Delivery Category field to select it.

Hold your [Shift] key down and select the Delivery Person and Delivery
Chargefields.

Right-click the fields and choose Group.

Result: The selected fields are placed in a group with the default title New
Group. (See image on following page.)
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@ Sub-Event: Lunch Buffet 4

i 5] Layouts~ , Tools~ | &5 § % Settings - —;I

| General ' Venue Delivery | S'Eteé

Delivery Informaticn

Mew Group

elivery Category -

elivery Person -

elivery Charge - i

Event Times

Delivery

4 K 4

Serving 02:00 PM

lgk Delivery Motes

¥ Included | QK || Cancel |

6. Click the name New Group in the Layout Tree View pane of the Customize
window.

Click the name again, or pressthe [F2] key on your keyboard to rename.
Type the name General Details and press your [Enter] key.

Result: The new group heading is updated on the screen with your new name.
9. When finished, click Close on the Customize window. (See image on follow-

ing page.)

© N
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@ Customize
o ED
Layout Tree View
@0 ®
..... 4iﬂr Splitter i
4§ Miscellaneous
@ Room Chg
5 Separator
i@ Setup
‘. d@ Tear Down
[ Empty Space Item
..... @ Setup Motes

A--a Delivery

s a Delivery Information
: ..la General Details
. ...@ Delivery Category
--@ Delivery Person
i@ Delivery Charge

Creating New Tabs

1. If the Customize window is not open, right-click anywhere on the Sub-Event

window and choose Customize.
Result: The Customize window opens.
Note: Remember, do not right-click within fields or text boxes.

2. Click the Venue tab on the Sub-Event window.

Result: That tab and its contents are displayed.

3. Hold your left mouse button down on the Setup Notes text box at the bottom
of the Venuetab and drag and drop it to the right of the Venue tab, making it
an additional tab between Venue and Délivery.

Note: Remember to pay careful attention to where you drop the text box (see

image below). If you make a mistake, click the Undo button 5 , at the top
left of the Customize window, and try again.

@ Sub-Event: Lunch Buffet x

:;__! ! LEY':'UH'_ 2 Tools~ | & '_ Settings ~ _d

General [ Venue | [ Setup Notes | Delivery | Site |

I Setup MNotes
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4. Atthetop right of the Customize window, click the Add Group button &
Result: Anitem named New Group is added to the Available Items pane of the
window.

5. Click the new item to edit its name, type Meal Times, and press [Enter].
Note: If necessary, you can press your [F2] key to rename the item.

6. Drag the new group item onto your Sub-Event screen, carefully placing it
between the Gener al tab and the Venue tab.

Q Sub-Event: Lunch Buffet x
|| Layouts~ i St Toolsy | G 7 Settings | gy
General | Meal Tirnes | Venue | [ Setup Motes | Delivery | Site

Ck

u

7. Click the General tab on the Sub-Event window.
Result: That tab and its contents are displayed.

8. Hold your left mouse button down on the group heading Times (on the Gen-
eral tab) and drag it (WITHOUT DROPPING IT) on top of your new Meal
Times tab.

Result: The Meal Timestab is displayed.

9. Dragthe Times group and drop it (and its corresponding fields) inside your
new Meal Timestab, being careful to place it within the tab as shown on the
following page.

10. When finished, click Close on the Customize window. (See image on follow-

ing page.)
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@ Sub-Event: Lunch Buffet x
|-] Layouts~ i gt Toolsr | G 7 Settings~ | g
General | Meal Times | Venue | o Setup Motes | Delivery | Site

l:}Timrzz
Start 0100 PM 7 Bar 01:30 PM
End 04:00 PM
Arrival
Departure
¥ Included :- QK .Igl Cancel I

Changing Screen Layout

1.

Open Sub-Event window in Event Manager in its default layout.

Note: If you have changed the default layout using earlier topicsin this tuto-
rial, you can close the Sub-Event window without saving your window settings
and reopen it. You can also continue here with a layout other than the default;
however, images in this topic may look different than your screen.
Right-click anywhere on the Sub-Event window.

Note: Do not right-click within fields or text boxes, but rather on areas of the
screen that do not allow data-entry.

Hold your left mouse button down on the Site tab on the screen, and drag and
drop that tab into the Available Items pane of the Customize window.

Result: That tab is removed from the Sub-Event window.

Repeat Step 4 to remove the Delivery and Venue tabs as well - leaving only
the General tab remaining.

2.15



Unit 2: Customizing the Sub-€vent Window

@ Sub-Event: Lunch Buffet x
|-] Layouts~ i gt Toolsr | G 7 Settings~ | g
General
| Sub-EventInformation I | Times g)
Date 771772012 - Start 01:00 PM I Serving 02:00 PM 2
Description |Lunch Buffet . : End 04:00 PM . Bar 01:30 PM
Type On-Premize - | Prbcxr
Planned 25 Actual |25 i X
Guaranteed 22 Dt i
_‘ MNotes
¥ Included :- QK .Igl Cancel I

5.

In the Layout Tree View pane of the customize window, take note of the cur-
rent position of the Notes text block - located at the very bottom of the list of
fields. (You will be removing and replacing this item in the following steps.)
In the Layout Tree View pane, hold your left mouse button down on the Notes
text block and drag and drop it into the Available Items pane of the Customize
window.

Result: The text box is removed from the screen.

Locate the Setup Notestext box in the Available Items pane of the Customize
window, and drag it and drop it on top of thelast item in the Layout Tree View
pane (the empty space item).

Result: The Setup Notes text box appears at the bottom of your Sub-Event win-
dow.

Note: You will only be able to drop the Setup Notes item if your mouse cursor
ison top of the last itemin the list, as shown on the following page. You can
also drag and drop it into position on the Sub-Event window, but you must be
careful not to inadvertently place it within one of the groups of fields.
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10.

11.

12.

13.

L@ Arrival

R @ Departure
4 - Hidden Group

Inthe Layout Tree View pane, right-click the Root group and choose L ayout
Direction > Vertical.

Result: The General group isno longer a tab on your Sub-Event screen, but
rather a group of fields listed vertically.

Inthe Layout Tree View pane, right-click the General group heading and
choose Ungroup.

Result: The group heading General is removed, and the fields remain dis-
played on your Sub-Event window.

Hold your left mouse button down on the Delivery time field and drag it and
drop it into the Available Items pane of the Customize window.

Result: Thefield is removed from your screen.

Repeat Step 10 to remove the Separator item (small line) above Arrival time,
and remove the Arrival and Departure times, as well.

Right-click the group heading Times and choose Vertical Alignment > Top.
Result: The height of the group is adjusted to encompass only the time fields.
Locate the Setup Style field in the Available Items pane of the customize win-
dow, and drag it and drop it carefully below the Time group, as shown below.

Q@

i [ Layouts+ ! gtToolsr | §8 i Fm Settings- | g

T [aetup Style]
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\\I/

Tip: For off-prem-
ise events, you will
likely want to
remove the ban-
quet room details
and replace them
with site informa-
tion. You can resize
the window to fit
additional informa-
tion or choose to
display information
on additional tabs.

14.

15.
16.

17.

18.

19.
20.

Repeat Step 13 to drag and drop the Banguet Room field beneath the Setup
Stylefield.

In the Sub-Event window, click the Setup Style field to select it.

Hold your [Ctrl] key down and select the Banguet Room field to select both
fields simultaneously.

Right-click over the selected fields and choose Group.

Result: The selected fields are placed in a group with the default title New
Group.

Click the name New Group in the Layout Tree View pane of the customize
window.

Click the name again, or press the [F2] key on your keyboard to rename.
Type the name Room Details and press your [Enter] key.

Result: The new group heading is updated on the screen with your new name.

21.

When finished, click Close on the Customize window.

Saving Custom Layouts

1.
2.

Customize the Sub-Event window based on the topics above.

Click the Layouts button at the top left of the Sub-Event window and choose
Custom.

Result: The Custom Layouts window appears.(See image on following page.)
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Custom Layouts x

dil = b M

< Mo data to display>

[&J Local| [[] Shared

3

5
6

Choosing Fields
1

2.

. [Optional] Click the Shared button at the bottom left of the window if you
want your new layout to be available to all users on your Caterease network.
Note: Local layouts are only available to you as a user (from any computer).

qn

Click the Add Layout button , & the top left of the window.

Result: A new line is added to the window, with the default name of New Lay-
out.

Note: You can update an existing layout on the list to show your current
screen display by right-clicking the layout name and choosing Copy From
Current.

%

. Type aname for new layout and click the Save Current Layout button
. Click the X, at the top right of the Custom Layout window, to close it.

on the Sub-Event Display

. On theleft-hand side of the Sub-Event display in Event Manager, click your
right mouse button over the captions of the fields.

Result: A popup menu appears.

Click Field Chooser.

Result: The Customization window appears, listing all fields available for dis-
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play on this screen.

Note: Fieldsin thiswindow are listed alphabetically.

In the Customization window, hold your left mouse button down on the Actual
field, and drag it and drop it onto the Sub-Event display beneath Description.
Result: Thefield is added to your display.

Q@

Client/Organization Information

Client/Organization Acoustics Associates

Address 1661 Estera Blvd
Ft. Myers, FL 33931

Telephone (612} 544 3901

Fax 1612) 544-2923

[ Event | gt Subevent

Description Lunch Buffet
Actual

Vtat [y ov00pm
End 04:00 PM
Setup Style Banquet
Banguet Room Sun

Rows

Arrival

Bar

Delivery
Delivery Person
Departure
Guaranteed
Guests

Header
Members

MA

MA
Mon-Members
Planned X

Customization x

Actual [

[5] Layouts= i [

L]
#|Itern Name
*|5upreme Buffet
8] All Linen Napkins
Flip Chart with Markers
o
i
L3
L3
=]

BE, | Food/Service | Staffing | Comments |

On the Sub-Event display, hold your left mouse button down on the Setup
Stylefield and drag it and drop it in the Customization window.

Result: That field is removed from the display.

When finished, click the X at the top right of the window.
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Table 2.1: Sub-Event Fields

Field Description

Date Indicates the date of the sub-event; defaults to the Event Date,
but can be unique.

Description Describes the sub-event; often used for meal names (“Breakfast
Buffet,” “Lunch Served”), also for more general descriptions such
as “Meeting.”

Type Offers a means of categorizing or tracking the sub-event.

Start Indicates the time the sub-event will begin.

Serving Indicates the time the meal for the sub-event is scheduled to be
served; can be renamed.

Delivery Indicates the time all deliverable menu items are to be delivered
for the sub-event.

Arrival Indicates the time the guests for the sub-event are scheduled to
arrive.

Bar Indicates the time the bar will open for the sub-event.

End Indicates the time the sub-event will end.

Planned Indicates the time all deliverable menu items are to be delivered
for the sub-event.

Actual Indicates the time the meal for the sub-event is scheduled to be
served; can be renamed.

Planned Indicates the number of guests the customer is planning for an
event.

Actual Indicates the actual number of guests who attended (or will be
attending) the event.

Guaranteed Indicates the minimum number of guests the customer is guar-

anteeing for the event; can be an automatic percentage of the
Planned guest count.

General Notes

Large text block at the bottom of the tab to enter any general
notes pertinent to the sub-event; on-screen reference that does
not print anywhere.

Delivery Large text block at the bottom of the tab to enter any general
notes pertinent to the sub-event; on-screen reference that
doesn’t print anywhere

Setup Style Indicates how the venue for the sub-event will be set up.

Room Identifies the banquet room for the sub-event.

Room Charge

Allows you to enter a charge associated with the banquet room.

Wait List

Lets you put the client on a wait list if their preferred room is not
available.
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Table 2.1: Sub-Event Fields

Field Description

Wait Listed Identifies the date the sub-event was wait listed, so you can pri-
oritize availability; date is entered automatically by the program.

Setup/Tear Indicates the amount of hours and/or minutes required to set up

Down or clean the room for the sub-event, and displays the time room
should be accessible or available; can be set to default.

Room Cate- Allows you to categorize the banquet room for tracking pur-

gory poses; examples might include “Ballroom,” “Meeting Room,” etc.

Setup Person

Allows you to identify a specific person responsible for setting up
the banquet room.

Setup Notes

Large text block at the bottom of the tab to enter any setup notes
pertinent to the sub-event; can optionally be included in your var-
ious event prints.

Name Indicates the name of the off-premise location.
Address Indicates the address of the off-premise location.
City Indicates the city where the off-premise site is located.

State/Province

Indicates the state or province of the location.

Postal Indicates the site location’s postal or ZIP code.

Category Allows you to categorize and track your various off-premise loca-
tions.

Website Identifies the site location’s website address; can be used as a
link to visit that website.

Telephone Indicates the site location’s phone number.

Fax Indicates the site location’s fax number.

Directions Large text block at the bottom of the tab to enter detailed driving

directions to the location; can be optionally printed on your vari-
ous event prints.

User Defined
Fields

Allows you to create any additional fields you want, to suit the
specific needs of your company.

Delivery Per-
son

Identifies the person responsible for making the delivery for the
sub-event.

Category Allows you to categorize and track various types of deliveries.
Delivery Allows you to enter a charge associated with the delivery.
Charge

Delivery Notes

Large text block at the bottom of the tab to enter any notes perti-
nent to the delivery; can be printed on your Event Deliveries
print.
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Customizing the
Screen Display

Unit 3: Customizing the Event Wizard Dis-

play

Upon completing this unit, you will be able to:

Create new tabs.

Arrange and space fields on the Event Wizard.

Sretch and shrink fields on the Event Wizard.

Insert spacers, splitters, and separators onto the Event Wizard.
Create new groups for fields and organize existing fields.

* Modify and save your new screen layout.

Arranging and Spacing Fields on the Screen

1.

Click the Tools sidebar group and click the Event Wizard button.

Result: The Event Wizard opens on Sep 1, the account selection window.
Note: This topic assumes you are using the default layout of Event Wizard.
Click the Next button at the bottom right of the Event Wizard.

Result: The Event Wizard moves to Step 2, and displays various event infor-
mation.

Right-click anywhere on the Event Wizard screen.

Note: Do not right-click within fields or text boxes, but rather on areas of the
screen that do not allow data-entry.

Choose Customize.

Result: The Customize window appears.

Note: The left-hand pane of this window, Layout Tree View, lists fields and
other screen elements already displayed on the Event Wizard screen; theright
pane, Available Items, lists other objects that can be placed on the screen.
Hold your left mouse button down on the Operation field in the Available
Items pane on the right-hand side of the Customize window.

Drag thisfield onto the Event Wizard screen, but do not drop it yet.

I mportant Note: Because objects on the screen exist in groups, it isimportant
to carefully note where you are dropping things you drag in. As you move this
Operation field over the screen, note that you can place it above certain fields,
below them, to either side of them - aswell as even using this new field to cre-
ate a whole new tab in addition to the five existing tabs.
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Unit 3: Customizing the €vent Wizard Display

7. Carefully drop the Operation field below the Reference field.
A2

Note: If you make a mistake, click the Undo button
Customize window, and try again.

, at the top left of the

@ 3

i [ Layouts+ o SettingsT | g

General | Wenue | Delivery | Site | Notes

L}peratio_n:

Guests Date & Times @
Planned Date - NA
Actual : . =

e Start . Seming %
Guaranteed End = | -
Sub-Event Information
Description =
Type On-Premize

@ Get Maore Help | Previous | | oK | | Cancel |

8. Hold your left mouse button down on the Business Type field, also in the
right-hand pane of the Customize window.

9. Dragthisfield and drop it to the right of your new Operation field.
Result: Both fields appear, but are not evenly spaced on the screen (Business
Typeisbarely visible).
Important Note: Please note in the Layout Tree View pane (left-hand side of
the Customize window), that a Hidden Group has been automatically created
to house these two fields. Because fields are displayed vertically on the screen,
by default, when you deliberately make them horizontal a new hidden group
must be created. (These groups will be automatically deleted if you remove
horizontal fields.) (See image on following page.)

3.2



Unit 3: Customizing the €vent Wizard Display

@ Customize :
o B D Q
Layout Tree View
@0 K
4 [53 Root
Jﬁ General
a a Event Information
----- @ Party Name
/=] Separator
----- @ Status
----- @ Salez Rep
/=] Separator
..... @ Theme
..... @ Category
----- & Reference
4 G0 Hidden Group 8
----- & Operation 3
@ Business Type
el

10. Click the caption (name) of the Operation field, hold the [CtrI] key down on
your keyboard, and click the caption of the Business Type field to select both
simultaneously.

11. Right-click over the fields and choose Horizontal Alignment > Client to
spread the fields out evenly on the screen.

Note: You are also welcome to stretch and shrink the height and width of the
Wizard screen.
12. When finished, click Close on the Customize window. (See image on follow-

ing page.)
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o

@ Step 2 Select Event Fields

¢ [ layouts~ 7 Settings ~

| gl

General | Venue | Delivery | Site| Notes

Event Information

Party Mame Acoustics Associates

Status Tentative -

Sales Rep  John Smith -

Theme Social -
Category Special Event -

Reference  Repeat Client -

%peratiun Riverside Banquet Cen - %usiness Type On-Premise - E
r

Guests | Date & Times (@)

Planned Date - NA

Actual : - ;
e Start . Serving

Guaranteed -
End

4 k4P

Bar

Sub-Event Information

Description -

Type On-Premize -

(3 Get More Help Previous | | OK | | Cancel

Stretching and Shrinking Fields

1. If the Customize window is not open, right-click anywhere on Step 2 of the
Event Wizard screen and choose Customize.
Result: The Customize window opens.
Note: Remember, do not right-click within fields or text boxes.

2. Click the Delivery tab on the Event Wizard screen.
Result: That tab and its contents are displayed.

3. Ontheright side of the Customize window, hold your left mouse button down
on the Arrival field.

4. Dragthefield onto your screen and drop it to the right of the Delivery Time
field.
Result: Thefield is dropped in place, but does not fit horizontally on the tab.
Note: Remember to pay careful attention to where you drop thefield. If you

H

make a mistake, click the Undo button
window, and try again.

, at the top left of the Customize
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@ Step 2¢ Select Event Fields % Z’

! [F Layouts - i == Settings -

| General | Venue | Delivery | Site ' Motes |

Delivery Infarmation

Delivery Category

Delivery Person

Delivery Charge 0.00

Delivery Time 2 E

5. Right-click the Delivery Time field on the screen and choose Horizontal
Alignment > L eft.

Result: Thefield is now aligned with the left edge of its group (the left-hand
side of the Delivery tab), and can now be stretched or shrunk by dragging the
frame that surroundsit.

6. Grab the right-side edge of the frame surrounding the Delivery Timefield and
drag to the left to shrink the width of the field to roughly half of its current
width.

Result: Thefield shrinks, and the Arrival field beside it comesinto view on the
tab.

@ Step 2: Select Event Fields

! 5 Layouts+ i == Settings -

| General | Venue || Delivery | Site I Motes |

Delivery Information

Delivery Category -
Drelivery Person -
Delivery Charge  0.00 -

E)el'wery Time %ri\ral =
. q

7. Right-click the Arrival field on the screen and choose Horizontal Alignment
> Right.
Result: The Arrival field moves to the right edge of the Delivery tab.
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8.

Grab the left edge of the frame surrounding the Arrival field and drag to the
left to stretch it as desired.

9. When finished, click Close on the Customize window.

@ Step 2¢ Select Event Fields

i[5l layouts~ i s Settings -

General | Venue | Delivery | Site | Motes

Delivery Infarmation

Delivery Category b4
Delivery Person -
Delivery Charge 0,00 -

Delivery Time

4
ﬁ i
=
=
a

|
4k

LIy Y

Inserting Spacers, Splitters, and Separators

1.

If the Customize window is not open, right-click anywhere on Step 2 of the
Wizard screen and choose Customize.

Result: The Customize window opens.

Note: Remember, do not right-click within fields or text boxes.

Click the Venue tab on the Wizard screen.

Result: That tab and its contents are displayed.

On the top right of the Customize window, click the Add Auxiliary Item but-

ton CE’

Choose Add Empty Space Item.

Result: A new Empty Space Itemis added to the top of the Available Items
pane on the right-hand side of the Customize window.

Hold your left mouse button down on the new item and drag it and drop it
below the Setup Person field on the |eft side of the Venue tab on the Event
Wizard screen.

Result: The item adds blank space below the field, and can be stretched and
shrunk to increase or decrease the space.

Note: Remember to pay careful attention to where you drop the item. If you

A2

make a mistake, click the Undo button
window, and try again.

, at the top left of the Customize
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@ step 2 Select Event Fields X

¢ [ Layouts = i B Settings~ | (g

| General | VEHUE§; Delivery | Site ' Motes |

Wenue Information

Setup Style - Setup 0100 o
Setup Person = | Tear Down 00:30
Room ATt

Room Category -

Room Chg 0.00 -

6. Click the Add Auxiliary Item button % again (asin Step 3) and choose
Add Separator Item.
Result: A new Separator itemis added to the top of the Available Items pane
on the right-hand side of the Customize Window.

7. Hold your left mouse button down on the new item and drag it and car efully
drop it below the Room Category field on the Venue tab.
Result: The item adds a separator line below the field.
Note: Notice as you drag that the size of the separator line adjusts automati-
cally, depending on the width of the fields it is separating, and even automati-
cally becomes a vertical lineif placed beside a field rather than above or
below it.

@ Step 2: Select Event Fields )&

i 5] Layouts~ i =7 Settings -

| General | VEHLIE;; Delivery | Site I Motes |

Venue Information

Setup 0100 °

4

Setup Style
Setup Persan Tear Down 00:30

4

Foom L ARRTE

Room Category -

H

uin]
{u ma]

Room Chg 0.00 -
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8. Click the Add Auxiliary Item button 4 again and choose Add Splitter
Item.
Result: A new Splitter itemis added to the top of the Available Items pane on
the right-hand side of the Customize Window.

9. Hold your left mouse button down on the new item and drag it and car efully
drop it above the caption Setup Notes on the screen.
Result: The item adds a splitter line above the text box.
Note: Splitter lines are often used to separate entire groups of fields, and can
be placed horizontally or vertically on the screen.

10. When finished, click Close on the Customize window.

@ Step 2¢ Select Event Fields X

: |5l Layouts~ £ Settings v 1=_i

General | Venue | Delivery | Site | Notes

Venue Information

Setup Style - Setup 0100 2
Setup Persan - | TearDown 00:30
Room e
Room Category -

Room Chg 0.00 -

s
fmia]

I Setup Motes

@ Get Maore Help Previous | | oK | | Cancel

Creating New Groups for Fields

1. If the Customize window is not open, right-click anywhere on Step 2 of the
Event Wizard screen and choose Customize.
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Result: The Customize window opens.

Note: Remember, do not right-click within fields or text boxes.
Click the Venue tab on the Event Wizard screen.

Result: That tab and its contents are displayed.

At the top right of the Customize window, click the Add Group button &
Result: Anitem named New Group is added to the Available Items pane of the
window.

Click the new item to edit its name, type Other Times and press [Enter].
Note: If necessary, you can press your [F2] key to rename the item.

Drag the new group item onto your Event Wizard screen and place it below
the Tear Down field.

Note: Remember to pay careful attention to where you drop thefield. If you

A2

make a mistake, click the Undo button
window and try again.

at the top left of the Customize

@ Step 2: Select Event Fields

[5] Layouts~ ! 7 Settings - Ei

6.

7.

General | Venue | Delivery | Site | Motes

Venue Information

Setup Style -~ Setup 0100
Setup Persan = | | Tear Down 00:30

o n’ 'u|
Room LT Other Times
Room Category - L[

[ H
Room Chg 0.00 A

In the Available Items pane of the Customize window, hold your left mouse
button down on the Arrival field.
Drag the Arrival field onto the screen and drop it inside your new Other Times

group, being careful to place it within the group as shown on the following
page.
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@ Step 2¢ Select Event Fields

i[5l Layouts~ i s Settings -

8.

9.

General | Venue | Delivery || Site | Motes

Venue Information

Setup Style =~ | Setup 01:00 a

Setup Persan = | Tear Down 00:30 i

Room * Other Times

Room Category - o =
rrival o

Room Chg 0,00 - o =

Repeat Steps 6 and 7 to place the Departure field within the Other Times
group, aswell.

Note: The new group stretches as you add these fieldsto it. You can right-click
the group itself and choose Horizontal Alignment > Right, and then shrink
the group if you want - or you can stretch or shrink the size of the Event Wiz-
ard window.

When finished, click Close on the Customize window.

Organizing Existing Fields Into Groups

1.

If the Customize window is not open, right-click anywhere (on Step 2 of
the Event Wizard screen) and choose Customize.

Result: The Customize window opens.

Note: Remember, do not right-click within fields or text boxes.

Click the Site tab on the Event Wizard screen.

Result: That tab and its contents are displayed.

Click the Category field to select it.

Hold your [Shift] key down and select the Website, Telephone, and Fax fields.
Right-click the fields and choose Group.

Result: The selected fields are placed in a group with the default title New
Group. Seeimage on following page.
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@ Step 2 Select Event Fields X

i 5] Layouts~ i Settings~ | L

| Generali: Venue Delivery | Site Notes |

Site Information |E|;|E|

MName

Address

City St/Prov Postal

MNew Group

tegory . 4

ebsite

Telephone [ ] -

ax CojE

$ Directions

@GetMoreHeIp | Previous || oK || Cancel |

6. Click the name New Group in the Layout Tree View pane of the Customize
window.

Click the name again, or press the [F2] key on your keyboard to rename.
Type the name Other Details and press your [Enter] key.

Result: The new group heading is updated on the screen with your new name
(See image on following page.)

9. When finished, click Close on the Customize window.
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@Cuﬂumi;c—
e EBHD

Layout Tree View Available f

90 X © 0
----- @ Delivery Category <+ | | .. @
@ DeliveryPersen | || - @

----- @ Delivery Charge | || | i =
L@ Delivery Time | || | & (]
2] Empty Spacetem | || i (]

----- @ Delivery Motes @
A--E - O | @
- ﬁ Site Information | || | e (]

----- @ MName @ P

..... g bAddress g

{EI Separator | || | B =
450 Hidden Group

/=] Separator
4 a Other Details
..... @ Category
----- @ Website

Creating New Tabs

1. If the Customize window is not open, right-click anywhere on Step 2 of the

Event Wizard screen and choose Customize.
Result: The Customize window opens.
Note: Remember, do not right-click within fields or text boxes.

2. Click the Venue tab on the Event Wizard screen.

Result: That tab and its contents are displayed.

3. Hold your left mouse button down on the Setup Notes text box at the bottom
of the Venue tab and drag and drop it to the right of the Venue tab, making it
an additional tab between Venue and Delivery.

Note: Remember to pay careful attention to where you drop the text box (see
image on the following page). If you make a mistake, click the Undo button

+

, at the top left of the Customize window, and try again.
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@ Step 2¢ Select Event Fields

i [ Layouts - i == Settin

General | Venue | [ Setup Notes | Delivery | Site || Notes

s Setup Motes

4. Atthetop right of the Customize window, click the Add Group button &
Result: Anitem named New Group is added to the Available Items pane of the
window.

5. Click the new item to edit its name, type Adults/Children and press [Enter].
Note: If necessary, you can press your [F2] key to rename the item.

6. Drag the new group item onto your Event Wizard screen, carefully placing it
to the right of the General tab.

@ Step 2: Select Event Fields

: |5 Layouts - : - Settings -

General | Members/Non-Members | Venue | b Setup Notes || Delivery | Site | Motes

7. Inthe Available Items pane of the Customize window, hold your left mouse
button down on the field Members.

8. Dragthefield and drop it inside your new M ember YNon-M ember s tab,
being careful to place it within the tab, as shown below.

Q

i[5 Layouts - : b2 Settings~ | [

General | Members/MNon-Members | Venue || [+ Setup Motes || Delivery || Site | Motes|

éembers
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9. Repeat Steps 7-8 to drag the Non-Members field onto the new tab, as well.
10. When finished, click Close on the Customize window.

Changing Screen Layout

1. Open Event Wizard in its default layout.

Note: If you have changed the default layout using earlier topicsin thistutorial,
you can close Event Wizard without saving your window settings and reopen it.
You can also continue here with a layout other than the default; however, images
in this topic may look different than those on your screen

Click the Next button at the bottom right of the Event Wizard to move to Step 2.
Right-click anywhere on the Event Wizard screen.

Note: Do not right-click within fields or text boxes, but rather on areas of
the screen that do not allow data-entry.

4. Hold your left mouse button down on the Notes tab on the Event Wizard screen,
and drag and drop that tab into the Available Items pane of the Customize win-
dow.

Result: That tab is removed from the Event Wizard screen.

Repeat Step 4 to remove the Site, Delivery, and Venuetabs, aswell, leaving only
the General tab remaining.

W

o

@ Step 2: Select Event Fields x

i |5l Layouts~ I Settings - ri

General

Event Information i

Party Mame Acoustics Associates

Status Tentative -

sales Rep  John Smith -

Theme Social -
Category Special Event

Reference  Repeat Client

Guests Date & Times @

Planned Date - NA

Aetiiad ‘| start 2 |sening :

G teed 7 7
uarantee v ~ | Bar -

Subevent Information

Description -

Type On-Premize

@GetMoreHeIp | Previous || oK || Cancel |
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6. IntheLayout Tree View pane of the Customize window, right-click the Gen-
eral group heading and choose Ungroup.
Result: The contents of the General tab are now displayed as three separate
tabs on the Event Wizard screen.
7. Inthe Layout Tree View pane of the Customize window, right click the Root
group heading and choose L ayout Direction > Vertical.
Result: The separate tabs on the Event Wizard screen are now displayed verti-
cally down the screen.
@ Step 2 Select Event Fields X
i [5] Layouts+ i Settings~ | g
Event Information

Party Mame Acoustics Associates

Status Tentative

Theme Social

Sales Rep  John Smith

Category Special Event

Reference  Repeat Client -

Guests Date & Times (@]
Planned Date - NA
Actual : - ; -
o Start . | Semving &
G teed - -
uarantee S ~ Bar -

Subevent Information

Type On-Premise

Description

(3 Get More Help | Previous || OK || Cancel |

8. Hold your left mouse button down on the Category field on the Event Wizard

screen and drag it and drop it in the Available Items pane of the Customize

window.

Result: Thefield is removed from the Event Wizard screen.

Hold your left mouse button down on the Theme field on the Event Wizard

screen and car efully drop it to the right of the Status field.

Result: Thefield is moved, but does not fit horizontally on the Event Wizard
screen.

Note: Remember to pay careful attention to where you drop the field. If you
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A2

make a mistake, click the Undo button
window, and try again.

, at the top left of the Customize

@ Step 2: Select Event Fields X

i [ Layouts~ I o7 Seftings~

Event Information

Party Mame Acoustics Associates

Status Tentative - tiheme |

[

10. Repeat Step 9 to move the Reference field to theright of the Sales Rep field on

the screen.

11. Hold your [Ctrl] key down and select the Status, Theme, Sales Rep and Refer-

ence fields smultaneoudly.

12. Click your right mouse button over the fields and choose Horizontal Align-

ment > Client.

Result: The fields are now evenly spaced across the screen.

Note: Thefieldswill likely not line up perfectly with one another, but each can
be adjusted.

@ Step 2 Select Event Fields

! [ Layouts~ ! =% Settings~

Event Information

13.

14.

15.

16.

Etﬁtus Tentative - %heme Social -

Party Mame Acoustics Associates

ales Rep  John Smith b %eference Repeat Client -
i L

In the Available Items pane of the Customize window, locate the Setup Style
and drag it and drop it onto the bottom of Event Wizard screen, car efully plac-
ing it below the Typefield.

Repeat Step 13 to place the Banquet Room field below the Setup Style field on
the screen.

Find the Setup field in the Available Items pane of the Customize window and
drag it and drop it to the right of the Description field on the screen.

Repeat Step 15 to place the Tear Down field to the right of the Type field.
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Subevent Information

Description - | Setu
Type On-Premise - ETear
Setup Style

Eanquet Room

17. Hold the [CtrI] key down on your keyboard and select the Description, Type,
Setup Style, and Bangquet Room fields simultaneously.

18. Click your right mouse button over the fields and choose Horizontal Align-
ment > L eft.
Result: The fields are now aligned with the | eft edge of their group, and can
now be stretched or shrunk by dragging the frames that surround them.

19. Hold your left mouse button down on the right-side edge of the frame sur-
rounding the Description field and drag to the | eft to shrink the field to about
two-thirds the width of the Event Wizard screen.

Subevent Information

E)escription v<%}tup 01:00

Type COn-Premise - Tear

Setup Style

Bangquet Room

'-W

20. Click the Type, Setup Style, and Banquet Room fields individually and repeat
Step 19 to shrink each of them to the same width as the Description field.

21. Hold your [Ctrl] key down and click the Setup and Tear Down fieldsto select
both simultaneously.

22. Click your right mouse button over the fields and choose Horizontal Align-
ment > Right.
Result: Thefields are now aligned with the right-side edge of their group, and
can now be stretched or shrunk by dragging the frames that surround them.
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Subevent Information

23.
24,
25.

26.

27.

28.

29.

Description - etup 01:.00
Type COn-Premise - ETearDcuwn 00:30 2

Setup Style -

Bangquet Room A

In the Layout Tree View pane of the Customize window, click the Setup field.
Click thefield again, or press[F2] on your keyboard to rename the field.
Enter eight (8) spaces after the word Setup and press [Enter].

Result: The label of the field has moved over to line up with Tear Down field
below it.

Hold your left mouse button down on the Separator item (horizontal line)
below the Sales Rep and Reference fields and drag it and drop it beneath the
Banquet Rooms field at the bottom of the screen.

Find the Setup Notesfield in the Available Items pane of the Customize win-
dow and drag it and drop it below the separator item (below Banquet Room)
on the screen.

Result: A text box is added to the Event Wizard screen, with the label Setup
Notesto its | eft.

Right-click the Setup Notes text box and choose Caption Position > Top.
Result: The caption for is moved above the text box.

When finished, click Close on the Customize window. (See image on follow-

ing page.)
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@ Step 2¢ Select Event Fields x
i 1 Layouts~ i B settings~ | O
Event Information
Party Mame Acoustics Associates
Status Tentative ~ Theme Social -
Sales Rep lohn Smith - Reference Repeat Client -
Guests Date & Times |§|
Planned Date - | MNA
Actual a . -
Ha Start . Serving 3
Guaranteed End : Bar :
Subevent Information
Description - Setup 0100 2
Type On-Premise - Tear Down 00:30 2
Setup Style -
Banquet Room i
e Setup Motes
@ Get More Help Previous | | QK | | Cancel

Saving Custom Layouts

1. Customize the Event Wizard screen based on the topics above.

2. Click the Layouts button at the top left of the Event Wizard window and
choose Custom.
Result: The Custom Layouts window appear s.(See image on following page.)
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Custom Layouts x

- b M

< Mo data to display>

[&J Local| [[] Shared

[Optional] Click the Shared button at the bottom left of the window if you
want your new layout to be available to all users on your Caterease network.
Note: Local layouts are only available to you as a user (from any computer).

L

Click the Add Layout button at the top left of the window.

Result: A new lineis added to the window, with the default name of New Lay-
out.

Note: You can update an existing layout on the list to show your current
screen display by right-clicking the layout name and choosing Copy From
Current.

b

Type aname for new layout and click the Save Current Layout button :
Note: If you create wizards with the same names as your event Categories or
Business Types, these wizards will automatically honor any required fields
you have established for events with those conditions.

Click the X at the top right of the Custom Layout window to close it.
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Creating Custom
€vent Prints

Unit 4. Customizing the Account Manager

Display

Objectives:

Upon completing this unit, you will be able to:

* Arrange and space fields on the Account Manager screen.

» Sretch and shrink fields on the Account Manager screen.

* Insert spacers, splitters, and separators onto the Account Manager screen.
» Create new groups for fields and organize existing fields.

e Create new tabs.

» Modify and save your new screen layout.

Arranging and Spacing Fields on the Screen

1.

Open Account Manager.

Note: This topic assumes you are using the default layout of Account Man-
ager.

Right-click anywhere in the top half of the screen.

Note: Do not right-click within fields or text boxes (or in the grid to the left),
but rather on areas of the screen that do not allow data-entry.

Choose Customize.

Result: The Customize window appears.

Note: The left pane of thiswindow, Layout Tree View, lists fields and other
screen elements already displayed on the screen; the right pane, Available
Items, lists other objects that can be placed on the screen.

Hold your left mouse button down on the Loyalty # field in the Available
Items pane on the right-hand side of the Customize window.

Drag thisfield onto the General tab, but do not drop it yet.

I mportant Note: Because objects on the screen exist in groups, it isimportant
to carefully note where you are dropping things you drag in. Asyou move this
Loyalty # field over the General tab, note that you can place it above certain
fields, below them, to either side of them - as well as even using this new field
to create a whole new tab in addition to the existing General and Miscella-
neous tabs.

Carefully drop the Loyalty # field below the Email field, at the bottom of the
General tab.
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A2

Note: If you make a mistake, click the Undo button
Customize window, and try again.

, at the top left of the

General | Miscellaneous

7. Hold your left mouse button down on the ID field, also in the right-hand pane
of the Customize window.

8. Dragthisfield and drop it to the right of your new Loyalty # field.
Result: Both fields appear, but have stretched the General tab on the screen.
Important Note: Please note in the Layout Tree View pane (left-hand side of
the Customize window), that a Hidden Group has been automatically created
to house these two fields. Because fields are displayed vertically on the screen
(by default), when you deliberately make them horizontal a new hidden group
must be created. (These groups will be automatically deleted if you remove
horizontal fields.) (See image on following page.)
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@ Customize
N H iy

Layout Tree View

99 R
4 @8 Root
4[5 Left
1& General
..... @ Client/Organization
..... @ Address

4 580 Hidden Group
- @ St/Prov

=] Separator
----- @ Telephone

----- @ Cellular

=] Separator
----- & Email
4 50 Hidden Group

1@ ID

9. Click the caption (name) of the Loyalty # field, hold the [Ctrl] key down on
your keyboard, and click the caption of the ID field to select both simultane-
ously.

10. Right-click over the fields and choose Horizontal Alignment > Client to
spread the fields out evenly within their current group on the left-hand side of
the General tab.

Note: You are also welcome to stretch and shrink the height and width of the
Account Manager window.
11. When finished, click Close on the Customize window. (See image on follow-

ing page.)

4.3



Unit 4: Customizing the Account Manager Display

General | Miscellaneous

Client/Organization Acoustics Associates

Address 1661 Estero Bhvd

City Ft. Myers

St/Prov FL Postal 33931
Telephone (239) 544-5901

Fax (239) 544-2928

Cellular (239) 402-5445

Email info@acoustics.com

Stretching and Shrinking Fields

1.

If the Customize window is not open, right-click on your Account Manager
screen and choose Customize.

Result: The Customize window opens.

Note: Remember, do not right-click within fields or text boxes or within the
grid

Click the Miscellaneous tab on the Account Manager screen, or in the Layout
Tree View pane on the left of the Customize window.

Result: That tab and its contents are displayed on the screen.

On the right-hand side of the Customize window, hold your left mouse button
down on the Tax Name field.

Drag thefield onto your screen and drop it to the right of the Category field, at
the top of the Miscellaneous tab.

Result: Thefield isdropped in place, but does not fit horizontally on the tab.
Note: Remember to pay careful attention to where you drop thefield. If you

A2

make a mistake, click the Undo button
window, and try again.

, at the top left of the Customize
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General | Miscellaneous

Category  Corporate - ETax MName Eﬂﬁ;
Reference  Referal . <l
Description Association Member -
Sales Rep  Jane Becker -

Tax Exemnpt ®

Tax Exemnpt
Exempt #
Expires -

5. Right-click the Tax Name field on the screen and choose Horizontal Align-
ment > Right.

Result: Thefield is now aligned with the right edge of its group (the right-
hand side of the Miscellaneous tab), and can now be stretched or shrunk by
dragging the frame that surroundsit.

6. Grabtheleft edge of the frame surrounding the Tax Name field and drag to the
right to shrink the width of the field to roughly half of its current width.
Result: The field shrinks, and the right edge of the Miscellaneous tab moves
left on the screen.

v

General | Miscellaneous

Category Corporate (%}xhlame EﬁEE
i

Reference  Referal -

Description Association Member -

sales Rep  Jane Becker -

Tax Exempt #

Tax Exempt
Exempt #

Expires -

4.5



Unit 4: Customizing the Account Manager Display

7. Click the Category field and drag its right edge to shrink it to roughly half its
current width.
8. When finished, click Close on the Customize window.

General | Miscellaneous

%ateg ory Corporate wg%")ax Mame (*R=]

L
Reference Feferal -

Description Association Member -

Sales Rep  lane Becker -

Tax Exempt

Tax Exempt
Exempt =

Expires

Pt R

Inserting Spacers, Splitters, and Separators

1. If the Customize window is not open, right-click on your Account Manager
screen and choose Customize.
Result: The Customize window opens.
Note: Remember, do not right-click within fields or text boxes or within the
grid.

2. Click the Miscellaneous tab on the Account Manager screen, if it is not
aready displayed.
Result: That tab and its contents are displayed on the screen.

3. Onthetop right of the Customize window, click the Add Auxiliary Item but-

ton CE’

4. Choose Add Empty Space Item.
Result: A new Empty Space Itemis added to the top of the Available Items
pane on the right-hand side of the Customize Window.

5. Hold your left mouse button down on the new item and drag it and drop it
below the Sales Rep field on the Miscellaneous tab.
Result: The item adds blank space below the field, and can be stretched and
shrunk to increase or decrease the space.
Note: Remember to pay careful attention to where you drop the item. If you

A2

make a mistake, click the Undo button at the top left of the Customize

window and try again.
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General | Miscellaneous

Category Corporate -  Tax Mame =
Reference  Referal -
Description |Association Member -
Sales Rep  lane Becker -
.
Tax Exempt e
Tax Exempt
Exempt #
Expires -

Click the Add Auxiliary Item button % again (asin Step 3) and choose
Add Separator Item.

Result: A new Separator itemis added to the top of the Available Items pane
on the right side of the Customize Window

Hold your left mouse button down on the new item and drag it and carefully
drop it beneath the Description field on the Miscellaneous tab.

Result: The item adds a separator line below the field.

Note: Notice as you drag that the size of the separator line adjusts automati-
cally, depending on the width of the fieldsit is separating, and even automati-
cally becomes a vertical line if placed beside a field rather than above or
below it.
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General | Miscellaneous
Category Corporate -~ Tax Name [*]=]
Reference  Referal -
Description Association Member -
Sales Rep  Jane Becker -
Tax Exemnpt =
Tax Exempt
Exempt £
Expires -

8. Click the Add Auxiliary Item button 4 again and choose Add Splitter
Item.
Result: A new Splitter itemis added to the top of the Available Items pane on
the right-hand side of the Customize Window.

9. Hold your left mouse button down on the new item and drag it and car efully
drop it below the Reference field on the Miscellaneous tab.
Result: The item adds a splitter line below the field.
Note: Splitter lines are often used to separate entire groups of fields, and can
be placed horizontally or vertically on the screen.

10. When finished, click Close on the Customize window.

General | Mizcellaneous
Category Corporate - | Tax Mame [+ ] =]
Reference |Referal -
Description Association Member -
Sales Rep  lane Becker -
Tax Exernpt A
Tax Exempt
Exempt #
Expires -
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Creating New Groups for Fields

1. If the Customize window is not open, right-click on your Account Manager

screen and choose Customize.

Result: The Customize window opens.

Note: Remember, do not right-click within fields or text boxes or within the
grid.

2. Atthetop right of the Customize window, click the Add Group button &
Result: Anitemnamed New Group is added to the Available Items pane of the
window.

3. Click the new item to edit its name, type Related Groups/Accounts and press
[Enter].

Note: If necessary, you can press your [F2] key to rename the item.
@ Customize
o H
Layout Tree View Available Items
©0 % ©0 aaq x &
a@Root ] e @ Account#
a@er ] e @ Address (Other)
- a General | e @ Base Price Markup
----- @ Client/Organization @@ Contact Time Preference
----- @ Address @@ Contact Type Preference
..... @ City @ Country
4 @0 Hidden Grovp | ||| - @ County
------ @ St/Prov @ Group
------ 0 Postal @ Hold Type
-] Separator ||| - @D
----- @ Telephone @ Loyalty £
..... @ Fax @ Master Account
----- @ Cellular @ Pay Method
-] Separator ||| .- @ TaxMName
..... @ Email @ Website
FE 8 Miscellaneous e Related Groups/Accounts
... @ Category a-8 OnHold

= :

4. Click the Miscellaneous tab on the Account Manager screen, if it is not
already displayed.

Result: That tab and its contents are displayed on the screen.

5. Inthe Miscellaneous tab on the screen, hold your left mouse button down on
the group heading Tax Exempt.

6. Drag that group and drop it into the Available Items pane of the customize

window.

Result: That group and its related fields are removed from the screen.

Note: Because the bottom half of this screen cannot be customized, thisstep is
just to make room on the Miscellaneous tab. If you wanted more fields to be
displayed, you could stretch the top half of the Account Manager screen so it
offers more room.
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7. Drag your new Related Groups/Accounts group item onto your the Miscella-

neous tab, below the Sales Rep field.
Note: Be careful to drop the group BELOW the Sales Rep field. If you make a

A2

mistake, click the Undo button
and try again.

, at the top left of the Customize window,

General | Miscellanecus
Category  Corporate -
Reference  Referal -
Description Association Member -
Sales Rep  lane Becker -

Related Groups/Accounts |

o T

DERERSPETR—.

8.

In the Available Items pane of the Customize window, hold your left mouse
button down on the Group field.

Drag the Group field onto the screen and drop it inside your new Related
Groups/Accounts group, being careful to place it within the group as shown
on the following page.
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General | Miscellaneous

Category  Corporate -
Reference  Referal -
Description |Association Member -
Sales Rep  lane Becker -

Related Groups/Accounts

S — :

10. Repeat Steps 8 and 9 to place the Master Account field within the Related

Groups/Accounts group, as well.

11. When finished, click Close on the Customize window.

Organizing Existing Fields Into Groups

1.

If the Customize window is not open, right-click on your Account Manager
screen and choose Customize.

Result: The Customize window opens.

Note: Remember, do not right-click within fields or text boxes or within the
grid.

Click the General tab on the Account Manager screen, if it isnot already dis-
played.

Result: That tab and its contents are displayed on the screen.

In the General tab on the screen, click the Telephone field to select it.

Hold your [Shift] key down and select the Fax and Cellular fields.
Right-click the fields and choose Group.

Result: The selected fields are placed in a group with the default title New
Group. Seeimage on following page.
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General | Miscellanecus |

Client/Organization Acoustics Associates

Address 1661 Estero Bhvd

City Ft. Myers

St/Prov FL Postal 33931
Mew Group

Telephone (239 544-8901

e
ax (239) 544-2928

&
ellular  (239) 402-5445

6. Click the name New Group in the Layout Tree View pane of the customize
window.
7. Click the name again, or pressthe [F2] key on your keyboard to rename.
8. Type the name Contact Numbers and press your [Enter] key.
Result: The new group heading is updated on the screen with your new name.
9. When finished, click Close on the Customize window.
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@ Customize
N A H )

Layout Tree View

99 R
4 @8 Root
a3 Left
4 ﬁ General
..... @ Client/Organization
..... @ Address

4 -5 Hidden Group
..... G 5t/Prov
----- & Postal

=] Separator
A--a Cnntar_:th_.lumbers

----- @ Telephone

Creating New Tabs

1. If the Customize window is not open, right-click on your Account Manager
screen and choose Customize.
Result: The Customize window opens.
Note: Remember, do not right-click within fields or text boxes or within the
grid.

2. Hold your left mouse button down on the Aller gy tab at the top right of the
Account Manager screen.

3. Dragthe Allergy tab and drop it to the right of the Miscellaneoustab at the
top left.
Note: Remember to pay careful attention to where you drop the tab (seeimage

A2

on the following page). If you make a mistake, click the Undo button at
the top left of the Customize window and try again.
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General | Miscellaneous | Allergy

Ct T} 1
Customer has shellfish allergy

4. Atthetop right of the Customize window, click the Add Group button &
Result: Anitem named New Group is added to the Available Items pane of the
window.

5. Click the new item to edit its name, type Other Info and press [Enter].

Note: If necessary, you can press your [F2] key to rename the item.

6. Dragthe new group item onto your Account Manager screen, carefully placing

it to the right of the Aller gy tab you moved in Step 2, above.

General | Miscellaneous | Allergy | Other Info

7. Inthe Available Items pane of the Customize window, hold your left mouse
button down on the group heading On Hold.

8. Drag the heading and drop it (and its corresponding fields) inside your new
Other Info tab, being careful to place it within the tab as shown in the image
on the following page.

9. When finished, click Close on the Customize window.
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General | Miscellaneous | Allergy | Other Info

L}Dn Hold #

On Hold
Haold Date

Changing Screen Layout

1.

Open Account Manager in its default layout.

Note: If you have changed the default layout using earlier topicsin this tuto-
rial, you can close Account Manager without saving your window settings and
reopen it. You can also continue here with a layout other than the default;
however, images in this topic may look different from those your screen.
Right-click on the Account Manager screen and choose Customize.

Result: The Customize window opens.

Note: Remember, do not right-click within fields or text boxes.

Inthe Layout Tree View pane of the Customize window, hold your left mouse
button down on the group heading Right.

Drag the heading (its associated fields will move with it) into the Available
Items pane of the Customize window and drop it.

Result: The four tabs at the top right of your Account Manager screen - Notes,
Directions, Allergy and Picture - are removed from your screen, and the
remaining tabs stretch the entire width of the screen.

Note: You may not be able to see these changes behind the Customize window.
You can close it and reopen it if you wish.
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0 Account Manager Acoustics Associates ¥ 1004 ==
: [H Layouts~ !z Settings+ | Og (Ul 55 &1
Custom: Views= | Filters~ Miscellaneous
Client/Organization |l: ]
s [Acoustics Ascociates || Client/Organization Acoustics Associates
| |Aid Assaciation for Lutherans || Address 1661 Estero Bhed
| American Family Insurance | City Ft. Myers
i E== 10 ! St/ FL Postal 33931
| | CAM/USON Company I P i
| Chamber of Commerce 1| | Telephone (239) 544-8901
Collier C Bank 1=
iy SOBEE BN, Fax (229) 544-2028
| Crow Wedding Reception
| |Cruises & Vacations, Inc, | ekt RS
i Dl Amee B Assgiciatis ! Email info@acoustics.com
_ | Diebold Company |
|| Ducks Unlimited ||
i T I e T T

5. At the bottom of the Layout Tree View pane on the Customize window, drag
the Splitter item and drop it in the Available Items pane to remove it from the
screen.

In the Layout Tree View pane, right-click the Root group.

Choose L ayout Direction > Horizontal.

Result: The General and Miscellaneous groups are no longer displayed as
separate tabs, but rather are shown beside each other on the screen (although
at this point they are not fitting cleanly).

Note: Again, these changes might be blocked by your Customize window.

No

0 Account Manager Acoustics Associates ¥ 1004 == 3%
: [H Layouts~ ! CmSettings+ | Og (Ul 5 &1
Custorn: |0/ Views~ S Filters ~ General Miscellaneous
#| Client/Organization |I o P
> & §i Client/Organization Acoustics Associates Category  Corporate
Acoustics Associates ||
Aid Association for Lutherans: || Address 1661 Estero Blvd Reference  Referal
" American Family Insurance | City Ft. Myers Description Aszociation Member
&= Bass Inc. ! St/Prov FL Postal 33931 Sales Rep  Jane Becker
CAM/USON Company | 7
Chamber of Commerce [ Telephane (239) 544-8901 Tax Exempt "‘
|| Collier County Bank 15 oy (239) 544-2928 Tax Exempt
Crow Wedding Recepti
el e Cellular (239) 402-5445 Exempt #
Cruises & Vacations, Inc. [
= z . Expires
" David Ames 8 Associates | Email info@acoustics.com
Diebold Company |
gl o

8. IntheLayout Tree View pane, right-click the General group and choose Hor -
izontal Alignment > Client.

9. IntheLayout Tree View pane, right-click the Miscellaneous group and
choose Horizontal Alignment > Client.
Result: The two groups are now evenly spaced across the screen.
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@ Account Manager: Acoustics Associates #1004

i [ Leyouts» i Pl Settings~ | Og i HH 55 ﬁ_‘]

Custor: [= Views= % Filters~ General Miscellaneous
#| Client/Organization ||: e e b v & o 5
| Gricties A aciates || ient/Organization Acoustics Associates ategory orporate I
Aid Association for Lutherans || Address 1661 Estero Blvd Reference  Referal - |
» American Family Insurance | City Ft. Myers Description Association Member
BassInc. ! St/Prov FL Postal 33931 Saies Rep | |lane Becker
| CAM/USON Company | 7
| Chamber of Commerce | Telephone (239) 544-8901 Tax Exempt £
| Collier County Bank 15 o (239) 544-2928 Tax Exempt
Crow Wedding Recepti 4
e i Cellular (239) 402-5445 Exempt &
Cruises & Vacations, Inc. [
| = Expires -
| David Ames & Associates | Email info@acoustics.com
| Diebold Company |
Ducks Unlimited [ e
T—, g -—-w

10. Hold your left mouse button down on the Tax Exempt group on the screen
and drag it and drop it into the Available Items pane on the Customize win-

dow.

Result: The group (and its related fields) are removed from the screen.
Note: You can also drag groups or fields fromthe Layout Tree View pane into

the Available Fields pane to remove them.

11. Inthe Available Items pane, hold your left mouse button down on the Allergy
text box and drag it onto the screen and drop it below the Sales Rep field

(where the Tax Exempt group had been).

Note: Remember to pay careful attention to where you drop the item. If you

make a mistake, click the Undo button
window and try again.

[ Layouts+ © =i Settings~ | O i UH =5 &2

Miscellaneous

Category  Corporate -
Reference Feferal -
Description Association Member -
Sales Rep  Jane Becker -
Lk Lk |

Customer has shellfish allergy
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12. Right-click the Allergy text box (either on the screen or in the Layout Tree
View pane) and click Caption.
Result: The caption Allergy appearsto the left of the text box.

13. Right-click the text box again and click Caption Position > Top.

14. In the Available Items pane of the Customize window, drag the Splitter item
and drop it below the Sales Rep field (directly above the Allergy caption).

15. When finished, click Close on the Customize window.

Miscellaneous

Category  Corporate -
Reference Referal -
Description Association Member -
Sales Rep  lane Becker -
Allergy

Customer has shellfish allergy

Saving Custom Layouts

=

Customize the Account Manager screen based on the topics above.

2. Click the L ayouts button at the top right of the Account Manager window and
choose Custom.

Result: The Custom Layouts window appears. (See image on following page.)
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Custom Layouts x

qhl b R

< Mo data to display>

%Lucal [ Shared

[Optional] Click the Shared button at the bottom left of the window if you
want your new layout to be available to all users on your Caterease network.
Note: Local layouts are only available to you as a user (from any computer).

Click the Add L ayout button L= | at the top left of the window.

Result: A new lineis added to the window, with the default name of New Lay-
out.

Note: You can update an existing layout on the list to show your current
screen display by right-clicking the layout name and choosing Copy From
Current.

b

Type aname for new layout and click the Save Current Layout button
Click the X at the top right of the Custom Layout window to close it.

S2L
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Table of Things | Want to Remember

This table has been provided as a quick reference of things you' ve learned in this book. You can write
notes to yourself, and include the corresponding page in the book that discusses that topic. That way, rather
than skimming through this entire book to find important information you need, you can simply refer to
this table, and then turn to the appropriate page when necessary.
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