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Finding an Account in Contact Manager

Unit 1: Finding an Account in Contact Manager

The Contact Manager is an add-in module to the Caterease application. Contact Manager enables you to
create reminders that will pop up on a designated date and prompt you (or others) to take a certain
action. You can also create automatic reminders that will allow you to set reminders based on important
company protocol. In addition, Contact Manager allows you to keep a detailed contact history of all con-
versations or tasks that have transpired, pertaining to a specific event or account. Reminders and history
notes can be added from anywhere in the program (if you own Contact Manager), or they can be easily
managed directly from Contact Manager.

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

e Find an account using the Incremental Search Tool.
e Find an account using the navigation bar.
e Find an account using the Account Finder Tool.

Using the Incremental Search Tool

It is easy to search for a customer in the Contact Manager. Whether you’d like to
scroll forward and backward from account to account, whether you’d like to search
by name, or whether you prefer to use a variety of search rules and criteria, the
Contact Manager Search Tools are fast and user-friendly.

1. Access Contact Manager by clicking the Contact Manager button from the
Main sidebar group on the left-hand side of your screen.

2. Start typing a client name into the Search For field, located at the top of the
screen, and the program will automatically scroll you to the matching
account for the text you type.
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Using the Navigation Bar

1.

Access Contact Manager by clicking the Contact Manager button from the
Main sidebar group on the left-hand side of your screen.

Click the Next arrow 4 , located in the Navigation area at the top of your
screen, to move forward to the next event.

Click the Prior arrow to move to the previous event.

Click the Next Page arrow » to move forward to the bottom of the Detail
Grid view.

Note: Click the Display Full Grid button | =™ | located on the upper right-
hand side of the window, to view the records in grid format. For more inform-
ation, see the topic below.

Click the Prior Page arrow « to move back to the previous page of the
Detail Grid view.
Click the Last arrow to move to the last customer in the Detail Grid
View.
Click the First arrow to move to the first customer in the Detail Grid
view.
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Searching Incrementally As You Type

L.

Click the Display Full Grid button | * |, located on the upper right-hand side
of your Contact Manager window.

Result: The Contact Manager switches to showing MANY contacts listed in a
grid.

Note: This button acts as a toggle,; you will click it again to switch back to



"form" mode in Step 4, below.

Click any column heading along the top of the grid to sort the list by that
detail, (City, Client, Status, etc.), in ascending order.
Note: Click on the column heading once more to sort in descending order.

Click into the Search For field in the Home ribbon tab at the top of Caterease
screen and begin typing.

Result: You are scrolled to a match in the grid as you type.

Note: You will be scrolling based on how you have sorted the list of events in
Step 2, above. When searching by phone or fax numbers, no dashes, par-
entheses, or spaces are necessary, only type the actual numbers themselves.

Search For I@’é
Navigation 4 <« 4 b ) p  Find

Mavigate
Once you have found the record you want, click the Display Full Grid but-

ton again to switch the Contact Manager display back to "form" mode.
Result: Your Contact Manager will display the contact you have found.

Using the Account Finder Tool

What if you are searching for a customer but only remember the name of the con-
tact person? Or what if you only remember the account begins with the letter A?
The Account Finder Tool will allow you to search for that account, using a variety
of search rules and criteria.

1.

From your main screen in Contact Manager, click the Find button (bin-
oculars), located on the Home ribbon tab.
Result: The Account Finder window opens.

In the Search By Fields area, type the text you would like to search for into
the fields provided.

Note: You may search by more than one field. Many fields have a cor-
responding drop-down list of quickpick options from which to choose.

3. Inthe Search Rules field, select the appropriate rule.

o Starts With — The field you chose in the Search By Fields area, above,
starts with the words or letter you typed.

o Exact Match — The field you chose in the Search By Fields area,
above, contains exactly the words you typed and nothing else.

o Anywhere in Field — The words or letters you typed appear anywhere in
the field you typed into the Search By Fields area, above.



Tip: Clickthe Clear Cri-
teria button (located at
the upper left-hand side
ofthe window), after
you have run a search,
to clear all results and
begin again.

o Sounds Like — The words or letters you typed match phonetically to the
words in the field you chose in the Search By Fields area, above.
Note: Confirm "Ignore Case" is selected if you want to forego cap-
italizing the first letter of the entry.

[Optional] Click the radio button next to And or Or, in the Multiple Field
Operator section, if you are searching by multiple search criteria.

[Optional] Click into the Include Prefixes checkbox, in the Search Prefixes
area, if you would like to include prefixes in your search. Type the prefixes
(such as a, an, or the) into the Prefix fields provided.

Click the Find Records button, located at the bottom left-hand side of the
window.

Click the Show Results/Hide Results button at the top of the Account
Finder tool to display a list of all records your search has found thus far.
Note: If you accidentally skip over the record you want (and you do not have

the Show Results screen open), click the Prior Match button < , on the
lower left-hand side of the window, to search backward through the records

you have found; click the Next Match button to move forward.
Once your record is located, click Close.
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Creating New Reminders and Contact History Notes

Unit 2: Creating New Reminders and Contact History Notes

The Reminders tab of Contact Manager lists all reminders for the current account. You can also create
a reminder that will automatically prompt a specific user to perform a particular task. Once the task has
been dealt with, the reminder can be temporarily dismissed or made inactive.

You can use Contact History Notes to keep track of conversations and tasks pertaining to clients or
events. When you take a phone call, edit an event, etc., you can quickly log that occurrence in a Contact
History Note, which will automatically be stamped with the current date and time. All notes can be man-
aged in Contact Manager and tracked via prints and reports.

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

o Add a new reminder in Contact Manager.

e Add a new contact history note in Contact Manager.

o Create a new automatic reminder from Contact Manager.
o Insert dynamic merge fields into an automatic reminder.
o Add a new reminder from Event Manager.

o Add a new contact history note from Event Manager.

o Create a new automatic reminder from Event Manager.

Creating a New Reminder from Contact Manager

Contact Manager lets you keep track of all contact you have had with your clients.
You can create reminders to yourself or others that will pop up on your screen and
remind you to complete a task. Contact Manager features are interwoven throughout
the entire Caterease program; however, the Contact Manager gives you a clean,
easy way to manage all of this data quickly.

Creating a New Reminder from Contact Manager

1. Access Contact Manager by clicking the Contact Manager button from the
Main sidebar group, located on the left-hand side of your screen.

2. Click the Reminders tab, located at the bottom of the screen.

3. Click the New Reminder button , located on the upper right-hand side
of the screen.
Result: The Reminder window opens.

4. Complete the following information in the Reminder fields:



Subject -- Type a Subject for this reminder, or click the down arrow to
the right of the field to select items from a drop-down quickpick list.
See Unit 5 for information about managing your quickpick lists.

Location -- Type a Location to associate with this reminder, or select
from the drop-down quickpick list.

Label -- Optionally assign a Label to the reminder (Business, Personal,
etc.), by selecting from the dropdown list of available options.

Start Date -- In the first field to the right of Start, click the down arrow
and select a start date from the drop-down calendar.
Note: The current date is entered by default.

Start Time/End Time -- [Optional] Enter start and end times by typing
directly into the fields or using the up-and-down arrows to select the
times.

Note: The current Start time is entered by default. This time will be dis-
played with the reminder, but will not control what time the reminder
appears; in other words, a reminder might state you need to do some-
thing at 12:00 p.m., but it will appear when you first open Caterease that
day.

All Day Event -- Click into this checkbox if the event is to last the entire
day. (Selecting this option will remove the Start and End times from the
window.)

End Date -- In the first field to the right of End, click the down arrow
and select an end date from the drop-down calendar.

Show Time As: Optionally select an option from the drop-down list
(Free; Tentative; Busy; Out of Office).

Reminder Active -- The check mark in the Reminder Active checkbox
designates the reminder as active; removing the check mark makes the
reminder inactive. The "Active" times may be adjusted by clicking the
down arrow to the right of the field and choosing from the drop-down list
of options.

Client -- This is the client/organization to which the reminder pertains.
You can accept the default or click the magnifying glass to the right of
the field to search for another client/organization.

Contact -- This is the contact person at the company to which this
reminder pertains. You can accept the default or click the down arrow to
the right of the field and choose another contact (or edit the existing one).



Tip: Set up your
Scratch Pad notes from

the Administration rib-

bontab > Lists >
Scratch Pad.

o Link -- This button will link the reminder to the event you are currently
on. You can click the magnifying class to the right of the field to link the
reminder to another event.

o Category -- Type directly into this field or click the down arrow at the
right of the field and choose from the corresponding quickpick list.

o User -- This is the person to be reminded. Accept the default name or
click the down arrow at the right of the field and choose from the drop-
down list of options.

Note: Select Everyone if you would like the reminder to be seen by all
users.

. Click into the Message text block and type in the action this reminder is

being used for.

[# .
Note: You may also access the Scratch Pad to insert pre-formatted text.

. When finished, click OK.

Result: The window closes and the reminder has been created.



@ Reminder: Abby Perkins... E3

Subject |Abby Perkins... W
Location Phone w | Label |:| None W
Start 4/19/2016 v | 03:20PM | § All day event

End 4/19/2016 v | 03:25PM | §

v Reminder Active |15 minutes w | Showtime as |l Busy (9]

Client  |Abby Perkins

Contact |Perkins, Abby v | Link
Category |Urgent W
User Default Administrator W

# Message
Call to confirm guest count. #

oK Cancel

Creating Automatic Reminders from Contact Manager

Imagine it is your company’s protocol to call a customer two days prior to their
event to confirm their guest count. You can create an automatic reminder in
Caterease so that whenever you book a new event, a reminder will automatically be
generated and will pop up on your screen two days prior to the event date of that
new party. What’s more, Caterease allows you to create merge fields to dynam-
ically merge specific details into your automatic reminder.

Automatic reminders can also be linked to booked dates or revised dates, and can
even be triggered by you or another user modifying an existing event, as opposed to
just adding a new one. Basically, if you have a few standard duties that you perform
routinely for every event, you can have Caterease automatically remind you.



Creating Automatic Reminders from Contact Manager

1.

Access Contact Manager by clicking the Contact Manager button from the
Main sidebar group on the left-hand side of your screen.

Click the Automatic Reminders button |~ |, located in the toolbar at the
bottom left-hand side of the screen.

Result: The Automatic Reminders window opens.

Note: You may also access this feature from Tools > Automatic Reminders
Setup.

Click the Add New Auto-Reminder button , located at the top right-
hand side of the window.
Result: The Set Auto Reminder window opens.

Set Auto Reminder n

Setup

Create a new reminder when the following event occurs

A Mew Event Is Booked v
Set the reminder date for ... 1 5| |Day(s) W
Before w| the EventDate W
Set the reminder for ... 15 minutes w
- prior to the time of 01:24 PM | 3

Reminder Detail

Subject: Auto Reminder w
Location: W
Label: D Mone w
Category w
Contact Booking Contact W
Options v Confirm when created
v Specific user Jo Ann Mulnox W
Message &
oK Cancel




4.

Click the down arrow at the right of the first field and select from the fol-
lowing options:

Create a new reminder when the following event occurs:

10.

o A New Event is Booked
o An Existing Event is Changed

o A Deposit is Scheduled

Click the days, weeks, or months drop-down list to determine the span of
time the program should use to set the automatic reminder (i.e., a certain
number of days, weeks, or months before or after the event date, booked
date, or revised date).

Enter a number of days, weeks, or months, and select a date to have the auto-
matic reminder linked to.

Click the down arrow to indicate whether the number of days you selected is
to occur before or after the reminder date and time.

Click the down arrow to indicate whether the reminder pertains to Event
Date, Booked Date, or Revised Date.

[Optional] Click the down arrow next to Set the reminder for, and select
the number of minutes or hours prior to the reminder time you would like the
reminder to display.

Note: This entry will not control what time you see this reminder; it will
merely display to inform you what time the reminder is due to be responded
to.

[Optional] Complete the following information in the Reminder Detail fields.

o Subject -- Type a Subject for this auto-reminder, or click the down
arrow to the right of the field to select items from a drop-down quickpick
list

o Location -- Type a Location to associate with this reminder, or select
from the drop-down quickpick list.

o Label -- Optionally assign a Label to the reminder by selecting the
desired label from the drop-down list of options.

o Category -- Type directly into this field or click the down arrow at the
right of the field and choose from the corresponding quickpick list. Cat-
egory examples might include "Urgent," "Follow-up," etc.

- 10 -



11.

12.

13.

14.

o Contact -- This is the contact person at the company to which this auto-
reminder pertains. You can accept the default or click the down arrow to
the right of the field and choose another contact (or edit the existing one).

[Optional] Click into the checkbox next to Confirm when created to enable
these settings.

Note: "Confirm when created"” sets the program to prompt you whenever this
automatic reminder is created for an event.

[Optional] Click into the checkbox next to Specific User and click the down
arrow to assign this automatic reminder to a particular user.

Note: If this option is not selected, the automatic reminder will be assigned
to whichever user triggers it (i.e., the user who adds or modifies then event
and causes the reminder to be created).

Type the text of your reminder into the Message box, or insert merge fields
to dynamically merge information into the reminder.

When finished, click OK.

Inserting Dynamic Merge Fields into an Auto-Reminder Message

You can create custom auto-reminders which dynamically merge information from
the event, such as the event number, revised date, etc.

Inserting Dynamic Merge Fields into an Auto-Reminder Message

1.

From the Set Auto Reminder window, click into the Message text block and
start typing the body of the message.

Click the Insert Merge Fields button | ™ |, located at the top right-hand side

of the Message text block.
Result: The Fields Explorer window opens.

11 -



[ x|
Setup Fields Explorer n

Create a new reminder when| ~ Select

A Mew Event Is Booked ¥ Account Fields
¥~ iEvent Fields
Set the reminder date for ... b Event Financial Fields
¥ Sub-Event Financial Fields
Before v| the 4 Deposit Fields
Due Date
Set the reminder for ...
Due Amount
o prior to the time of Comment

¥ Account User Defined Fields

Reminder Detail Event User Defined Fields

-

Subject: Auto Remninde| | * Special Fields

Location:

Label: [ Nene

Category

Contact Booking Conta

Options v Confirm whj LClose
Specific usel

Message

A deposit of [DepAmt] is due on [Dep.Due] for Event #
[Event.#]

0K Cancel

3. Click the expand button to the left of the group of merge fields you want to
access.
Result: The selected group expands, showing all related merge fields.

Note: As an option, click the Full Expand button to expand all cat-
egories of merge fields at once.

4. Select a field and insert it in one of the following ways:

o Double-click the selected field to drop it in the current cursor position
(where your cursor currently resides).

« Hold your left mouse button down on the desired field, drag it into any

-12-



5.

7.

position in Message block, and release.
o Click the Select button to drop the field into the current cursor position.

Continue typing text and inserting merge fields as desired.
Result: The selected field is inserted, inside brackets, into the Message text
block.

When finished, click Close.
Result: The Fields Explorer window closes and the Set Auto Reminder win-
dow remains open.

Click OK on the Set Auto Reminder window to close the window.

Creating a New Contact History Note from Contact Manager

You can use Contact History Notes to keep track of conversations and tasks per-
taining to clients or events. When you take a phone call, edit an event, etc., you can
quickly log that occurrence in a Contact History Note, which will automatically be
stamped with the current date and time.

Creating a New Contact History Note from Contact Manager

1.

Access Contact Manager by clicking the Contact Manager button from the
Main sidebar group, located on the left-hand side of your screen.

Search for and select the contact for whom you would like to add a contact
history note.

Click the Contact History tab, located at the bottom of the Contact Manager
screen.

Click the New Contact Item button , located on the right-hand side of
the screen.
Result: The Contact Item window opens.

Type a subject into the Subject field, or select a subject from the drop-down
quickpick list. (See Unit 5 for information about managing your quickpick
lists.)

Complete the Date field by clicking the down arrow to the right of the field
to access the calendar tool.
Note: The current date is populated, by default.

Complete the Time field by typing directly into the field or using the up-and-
down arrows to adjust the time.
Note: The current time is populated, by default.

Complete the following Contact History Information fields:

- 13-



o Category -- Type directly into this field or click the down arrow at the
right of the field and choose from the corresponding quickpick list.

o User -- This is the person who performed the task to which this contact
history note refers. Accept the default name or click the down arrow at
the right of the field and choose from drop-down list of options.

o Contact -- Click the down arrow to the right of the Contact field and
select an existing contact or add a new contact.

9. Type the Contact History action into the Comment text block.
[#
Note: You may also access the Scratch Pad to insert pre-formatted text.

10. When finished, click OK.

Tip: Set up your
Scratch Pad notes from

.. . , Contact Item: Crow Wedding Reception...
the Administration rib- © ' = ! EN
bon tab > Lists > -
Scratch Pad.
Subject  |Crow Wedding Reception.. ]
Date 4/15/2016 w | Time |01:10 PR 3
Category Phone - Incoming w
User Jo Ann Mulnix ]
Contact  |Crow, Michelle Y]
_I' Comment
[#

Michelle called to change the billing address.

0K Cancel

Creating a New Reminder from Event Manager

If you own the Caterease Contact Manager add-in, you can create reminders dir-
ectly from Event Manager; there is no need to open your Contact Manager.

-14-



Creating a New Reminder from Event Manager

1.

Access Event Manager by clicking the Event Manager button from the
Main sidebar group located on the left-hand side of your screen.

Click the New Reminder button , located at the bottom of the screen.
Result: The Reminder window opens.

. Complete the following information in the Reminder fields.

Subject -- Type a Subject for this reminder, or click the down arrow to
the right of the field to select items from a drop-down quickpick list.
(See Unit 5 for information about managing your quickpick lists.)

Location -- Type a Location to associate with this reminder, or select
from the drop-down quickpick list.

Label -- Optionally assign a Label to the reminder (Business, Personal,
etc.), by selecting from the drop-down list of options.

Start Date -- In the first field to the right of Start, click the down arrow
and select a start date from the drop-down calendar.
Note: The current date is entered by default.

Start Time/End Time -- [Optional] Enter start and end times by typing
directly into the fields or using the up-and-down arrows to select the
times.

Note: The current Start time is entered by default. This time will be dis-
played with the reminder, but will not control what time the reminder
appears; in other words, a reminder might state you need to do some-
thing at 12:00 p.m., but it will appear when you first open Caterease that
day.

All Day Event -- Click into this checkbox if the event is to last the entire
day. (Selecting this option will remove the Start and End times from the
window.)

End Date -- In the first field to the right of End, click the down arrow
and select an end date from the drop-down calendar.

Show Time As: Optionally select an option from the drop-down list
(Free; Tentative; Busy; Out of Office).

Reminder Active -- The check mark in the Reminder Active checkbox
designates the reminder as active; removing the check mark makes the
reminder inactive. The "Active" times may be adjusted by clicking the
down arrow to the right of the field and choosing from the drop-down list.

-15-



Client -- This is the client/organization to which the reminder pertains.
You can accept the default or click the magnifying glass to the right of
the field to search for another client/organization.

Contact -- This is the contact person at the company to which this
reminder pertains. You can accept the default or click the down arrow to
the right of the field and choose another contact (or edit the existing one).

Link -- This button will link the reminder to the event you are currently
on. You can click the magnifying class to the right of the field to link the
reminder to another event.

Category -- Type directly into this field or click the down arrow at the
right of the field and choose from the corresponding quickpick list.

User -- This is the person to be reminded. Accept the default name or
click the down arrow at the right of the field and choose from the drop-
down list of options.

Note: Select Everyone if you would like the reminder to be seen by all
users.

- 16 -



@ Reminder: Abby Perkins... E3

Subject |Abby Perkins... W
Location Phone w | Label |:| None W
Start 4/19/2016 v | 03:20PM | § All day event

End 4/19/2016 v | 03:25PM | §

v Reminder Active |15 minutes w | Showtime as |l Busy (9]

Client  |Abby Perkins

Contact |Perkins, Abby v | Link
Category |Urgent W
User Default Administrator W

# Message

Call to confirm guest count. #

oK Cancel

4. Click into the Message text block and type in the action this reminder is
being used for.

4
Note: You may also access the Scratch Pad to insert pre-formatted text.

5. When finished, click OK.

Tip: Set up your Result: The window closes and the reminder has been created.
Scratch Pad notes from

the Administration rib-

bon tab > Lists > . - .

Soraton Pocd. Creating Automatic Reminders from Event Manager

If you own the Contact Manager add-in, you can create automatic reminders that
will pop up on your screen in Event Manager on a certain date to remind you to com-
plete a task. These reminders can be linked to event dates, booked dates, or revised
dates.

-17-



Creating a New Automatic Reminder from Event Manager

1. Access Event Manager by clicking the Event Manager button from the
Main sidebar group located on the left-hand side of your screen.

2. Click the Administration ribbon tab at the top of the screen.

3. Click the Options button and select Automatic Reminders Setup.
Result: The Automatic Reminders window opens.

@ Automatic Reminders E3
#|Event « |Variance From What Contact
o
0of0
OK Cancel
4. Click the Add New Auto-Reminder button , located at the top right-

hand side of the window.
Result: The Set Auto Reminder window opens.

- 18 -



Set Auto Reminder E3

Setup

Create a new reminder when the following event occurs

A New Event Is Booked v
Set the reminder date for ... 1| 5| |Day(s) W
Before w | the |EventDate W
Set the reminder for ... 15 minutes Y]
... prior to the time of 0124 PM | &

Reminder Detail

Subject: Auto Reminder v
Location: v
Label: [ Mone e
Category v
Contact Booking Contact v
Options | Confirm when created
| Specific user Jo Ann Mulnix L2
Message
oK LCancel

5. Click the down arrow at the right of the first field on this screen and choose
an action to trigger the creation of the reminder.

Create a new reminder when the following event occurs:

o A New Event is Booked
o An Existing Event is Changed
o A Deposit is Scheduled

6. Click the days, weeks, or months drop-down list to determine the span of
time the program should use to set the automatic reminder (e.g., a certain
number of days, weeks, or months before or after the event date, booked
date, or revised date).

7. Enter a number of days, weeks, or months, and select a date to have the auto-
matic reminder linked to.

- 19 -



10.

I1.

12.

13.

14.

15.

Click the down arrow to indicate whether the number of days you selected is
to occur before or after the reminder date and time.

Click the down arrow to indicate whether the reminder pertains to Event
Date, Booked Date, or Revised Date.

[Optional] Click the down arrow next to Set the reminder for, and select
the number of minutes or hours prior to the reminder time you would like the
reminder to display.

Note: This entry will not control what time you see this reminder; it will
merely display to inform you what time the reminder is due to be responded
to.

[Optional] Complete the following information in the Reminder Detail fields.

o Subject -- Type a Subject for this auto-reminder, or click the down
arrow to the right of the field to select items from a drop-down quickpick
list. (See Unit 5 for information about managing your quickpick lists.)

o Location -- Type a Location to associate with this reminder, or select
from the drop-down quickpick list.

» Label -- Optionally assign a Label to the reminder (Business, Personal,
etc.), by selecting the desired label from the drop-down list of options.

o Category -- Type directly into this field or click the down arrow at the
right of the field and choose from the corresponding quickpick list. Cat-
egory examples might include "Urgent," "Follow-up," etc.

o Contact -- This is the contact person at the company to which this auto-
reminder pertains. You can accept the default or click the down arrow to
the right of the field and choose another contact (or edit the existing one).

[Optional] Click the into the checkbox next to Confirm when created to
enable these settings.

Note: "Confirm when created" sets the program to prompt you whenever this
automatic reminder is created for an event.

[Optional] Click into the checkbox next to Specific User and click the down
arrow to assign this automatic reminder to a particular user.

Note: If this option is not selected, the automatic reminder will be assigned
to whichever user triggers it; meaning the user who adds or modifies the
event and causes the reminder to be created.

Type the text of your reminder into the Message box, or insert merge fields
to dynamically merge information into the reminder. (See the section below.)

When finished, click OK.
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Inserting Dynamic Merge Fields into an Auto-Reminder Message

You can create custom auto-reminders which dynamically merge information from
the event, such as the event number, revised date, etc.

Inserting Dynamic Merge Fields into an Auto-Reminder Message

L.

From the Set Auto Reminder window, click into the Message text block and
start typing the body of the message.

Click the Insert Merge Fields button , located at the top right-hand side
of the Message text block.
Result: The Fields Explorer window opens.

Setup Fields Explorer n
Create a new reminder when| = Select
A Mew Event Is Booked ¥ Account Fields

¥ EE*.fent Fields
Set the reminder date for .. ¥ Event Financial Fields

¥ Sub-Event Financial Fields

Before v| the 4 Deposit Fields
Due Date
Set the reminder for .. )
Due Ameount

o prior to the time of Comment

b Account User Defined Fields
Reminder Detail b Event User Defined Fields
Subject: Auto Reminde| | " 3pecial Fields
Location:
Label: |:| MNone
Category
Contact Booking Conta
Options v Confirm whi Cloze

Specific usel
Message
A deposit of [Dep.Amt] is due on [Dep.Due] for Event #
[Event.#]
QK Cancel
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3. Click the expand button to the left of the group of merge fields you want to
access.
Result: The selected group expands, showing all related merge fields.

Note: As an option, click the Full Expand button to expand all cat-
egories of merge fields at once.

4. Select a field and insert it in one of the following ways:

o Double-click the selected field to drop it in the current cursor position
(where your cursor currently resides).

» Hold your left mouse button down on the desired field, drag it into any
position in Message block, and release.

o Click the Select button to drop the field into the current cursor position.

5. Continue typing text and inserting merge fields as desired.
Result: The selected field is inserted, inside brackets, into the Message text
block.

6. When finished, click Close.
Result: The Fields Explorer window closes and the Set Auto Reminder win-
dow remains open.

7. Click OK on the Set Auto Reminder window to close the window.

Creating a New Contact History Note from Event Manager

If you own the Contact Manager add-in, you can use Contact History Notes to keep
track of conversations and tasks pertaining to clients or events. When you take a
phone call, edit an event, etc., you can quickly log that occurrence in a Contact His-
tory Note, which will automatically be stamped with the current date and time, in
your Event Manager.

Adding a New Contact History Note In Event Manager

1. Access Event Manager by clicking the Event Manager button from the
Main sidebar group on the left-hand side of your screen.

2. Search for and select the account to which you would like to add a contact
history note.

3. Click the New Contact History Item button , located in the toolbar on
the bottom left-hand side of your screen (or access this tool from your Tools
menu, located in the main ribbon tab at the top of your screen, depending on
your personal configuration).

Result: The Contact Item window opens.
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@ Contact Item: Crow Wedding Reception... E3

Subject |Crow Wedding Reception... v
Date 4/15/2016 w | Time [01:10 PR 3
Category Phone - Incoming w
User Jo Ann Mulnix ']
Contact  |Crow, Michelle W
# Comment

[#

Michelle called to change the billing address.

oK Cancel

Type a subject into the Subject field, or select a subject from the drop-down
quickpick list. (See Unit 5 for information about managing your quickpick
lists.)

Complete the Date field by clicking the down arrow to the right of the field
to access the calendar tool.
Note: The current date is populated by default.

Complete the Time field by typing directly into the field or using the up-and-
down arrows to adjust the time.
Note: The current time is populated by default.

Complete the following Contact History Information fields:

o Category -- Type directly into this field or click the down arrow at the
right of the field and choose from the corresponding quickpick list.

o User -- This is the person who performed the task to which this contact
history note refers. Accept the default name or click the down arrow at
the right of the field and choose from the drop-down list of options.

-3 .



Tip: Setup your
Scratch Pad notes from
the Administration rib-
bontab > Lists >
Scratch Pad.

o Contact -- Click the down arrow to the right of the Contact field and
select an existing contact or add a new contact.

8. Type the Contact History action into the Comment text block.

Note: You may also access the Scratch Pad

9. When finished, click OK.

-4 -

to insert pre-formatted text.



Viewing Active Reminders

Unit 3: Managing Active Reminders and Contact History Notes

The Active Reminders tool shows all reminders you currently need to address. The view you see
depends on whether you have told Caterease to show you all reminders or just those for a specific user,
and also on how many days in advance and how many days back you have told the program to show
your reminders.

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

o View your active reminders using the Active Reminders Tool.
o Retrieve linked reminders into other Managers.

o Snooze and dismiss reminders.

o Make a reminder inactive.

o View reminders in the Scheduler.

o FExport and synchronize reminders in Outlook.

Using the Active Reminders Tool
1. Click the Tools sidebar item on the left-hand side of your screen.

2. Click the Active Reminders button.
Result: The Reminder window opens.
Note: If you are logged in as an Administrator, you can elect to see remind-
ers for all users of for individual users by clicking the down arrow to the
right of the User Name field.

3. Click on any reminder within the Reminders window.

4. [Optional] Click the Details button to view extended details about the

reminder.
‘4 2 Reminders - IEE3
Print ~ Select~ + Details
| Schad Associates... Details
Start time: Thursday, May 19, 2016 12:21 PM Subject Schad Associates...
Subject Duein Location
Date 5/19/2016 [12:06 pm)
EH Amateur Athletic Union... 1 day overdue User Administrator
4 schad Associates... 1 day overdue Category
Telephone 1612)944-2153
Contact Schad, Norma
Client Schad Associates
Review Menus.
Dismiss Al Dismiss
10 minutes v
User Name: All Users v
/| Automatically Show Reminders Linked to Event E00466
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5.

[Optional] Snooze or dismiss the reminder.
Note: You may also retrieve the reminder into a Manager. (See Retrieving
Linked Reminders Items into a Manager.")

Viewing and Editing Reminders in Contact Manager

Reminders can be viewed in Event Manager, but they must be edited in Contact
Manager.

Viewing and Editing Reminders

1.

Access Contact Manager by clicking the Contact Manager button from the
Main Caterease sidebar.

Click the Reminders tab, located at the bottom of the screen.

Click on the reminder, in the Reminders grid, you would like to view or edit.

Click the Reminder Details button , located on the right-hand side of
the screen.

Result: The Reminder window opens.

Note: You may also view a reminder by double-clicking the reminder in the
Reminder details grid.

Edit the reminder information as necessary.

Click OK to close the window, saving your changes.

[Optional] Click the Show Reminder Comment button to view the
comments related to the reminder.

Result: The comments that were entered into the Message area on the
Reminders screen will be displayed in a text block below the Date and Time
columns.

[Optional] Click the Quick Column Customizing button * , located to the
left of the Date column, to customize the categories you would like to dis-
play on-screen.

[Optional] Click the Save Current Window Settings button & if you

would like to keep the Show Reminder Comment button activated as
a default setting on the Contact Manager screen.
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Retrieving Linked Reminder Items into a Manager

You can view a reminder and then retrieve that reminder into a Manager, where
you can address the task the reminder has prompted you to complete.

Retrieving Linked Reminders into a Manager
1. Click the Tools sidebar group on the left-hand side of your screen.

2. Click the Active Reminders button.
Result: The Reminder window opens.
Note: If you are logged in as an Administrator, you can elect to see remind-
ers for all users of for individual users by clicking the down arrow to the
right of the User Name field.

3. Click the Select button at the top left-hand side of the window.

/4 2 Reminders - IE3
Print~ O Select~ = Details
73 Schad A into Contact Manager
Start tiy into Account Manager
Subject into Prospect Manager Duein
Eﬁﬁ\mateu 1 day overdue

into Event Manager L
ﬁSchad.ﬂ | 1 day overdue

Dismiss Al Dismiss
10 minutes ] Snooze
User Name: All Users v

| Automnatically Show Reminders

4. Choose which Manager you would like to associate with the reminder. Y our
list of options will depend upon which modules you own.
Note: You will be prompted to confirm your choice:

o Into Contact Manager -- This option will open Contact Manager, and
positions you on the account associated with this reminder.

o Into Account Manager -- This option will open Account Manager on
the account associated with this reminder.
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o Into Prospect Manager -- This option opens Prospect Manager, and pos-
itions you on the record associated with this reminder.

« Into Event Manager -- This option will open Event Manager on the
event that this reminder is linked to.
Note: If this option is not available when you click Select, this means
that the highlighted (selected) reminder is not linked to an event.

o Into Guestrooms Manager -- This option will open Guestrooms Man-
ager on the account that this reminder is linked to.
Note: If this option is not available when you click Select, this means
that the highlighted (selected) reminder is not linked to an existing
guestrooms booking.

5. Click OK at the confirmation prompt.
Result: The reminder is retrieved into the Manager you selected.

Snoozing and Dismissing a Reminder

You can set reminders and then determine how long before an action the reminder
message will appear. When, when the reminder pops up, you can choose to snooze
or dismiss the reminder. "Snoozing" a reminder closes the current reminder tem-
porarily; after a period of time (that you designate), the reminder opens again. "Dis-
missing" a reminder closes the reminder and ends all future reminders for the
selected item.

Snoozing a Reminder

1. Click the Active Reminders button from the Tools sidebar group, located on
the left-hand side of your screen.
Result: The Reminder window opens if you have any active reminders; if you
do not have any active reminders, you will receive an informational prompt

to that effect).
Note: If you are logged in as Administrator, you can opt to view reminders
for all users or for individual users.

2. Click on any reminder within the Reminders window to select it.

3. To snooze a reminder, click on one or more reminders and then click
Snooze.
Note: Indicate the amount of time you would like to snooze the reminder by
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clicking the down arrow to the left of the Snooze button.

4 2 Reminders = n
Print~ Select~ 4 Details
:ﬁ Schad Assodiates... Details
Start time: Thursday, May 19, 2016 12:21 PM Subject Schad Associates..,
Subject Duein Location
Date 5/19/2016 (12:06 pm)
£ Amateur Athlctic Unien... 1 day overdue User Administrator
i schad Associates... 1 day overdue Category
Telephone (612) 9442153
Contact Schad, Norma
Client Schad Assodiates
Review Menus.
Dismiss All Dismiss
Ominte Y o]
User Name: All Users w
| Automatically Show Reminders Linked to Event E00466

Dismissing a Reminder

1.
2.

Click the Tools sidebar item on the left-hand side of your screen.

Click the Active Reminders button.

Result: The Reminder window opens.

Note: If you are logged in as Administrator, you can decide to see reminders
for all users or for individual users.

Click on any reminder within the Reminders window to select it.

To dismiss a reminder, click on one or more reminders and then click Dis-
miss; to dismiss all reminders, click Dismiss All

Result: All current reminders are dismissed and removed from the Remind-
ers window.

Note: Click the Create Contact History Item on Dismiss button prior
to clicking Dismiss/Dismiss All if you want this action to automatically cre-

-29.



ate a contact history note.

4 2 Reminders - n

Print~ Ss\e:t'@ 4 Details

[ Amateur Athletic Union Creste Contact Histary Item On Dismiss Details

Start time: Thursday, May 19 zororz=remr Subject Amateur Athletic Union.

Location

Date 5/19/2016 (12:16 pm)
22 Amateur Athlctic Unien... 1 day overdue User John Smith

HH 5chad Associates... 1 day overdue Category

Subject Duein

Telephone (901) 454 5522
Contact Washington, Leora
Client Amateur Athletic Union

Confirm Menus.

Dismiss All Dismiss

User Name: All Users v

| Automatically Show Reminders

Viewing Contact History and Reminders in Event Manager

Caterease Contact Manager lets you keep track of all contact you have had with
your clients, including reminders and contact history notes. Contact Manager fea-
tures are interwoven throughout Caterease, meaning you are able to view your con-
tact history items directly from Event Manager or Account Manager, without having
to open Contact Manager.

Viewing Contact History from Event Manager

1.

Access Event Manager by clicking the Event Manager button from the
Main Caterease sidebar group, located on the left-hand side of your screen.

Search for and select an account.

Click the Reminders & Contact History button , located at the bottom
of the screen, to access the contact history information.

Result: The Contact History & Reminders window opens.

Note: You may also access this feature from the Tools button, located in the
Home ribbon tab at the top of your screen.

Click the Contact History tab.

Click on the contact history item you would like to view.
Note: Click into the Current Event Only checkbox at the top of the window
if you only want to see contact history related to the current event.

Click the View Comment button , located on the right-hand side of the
screen.
Result: The contact history note text will display below its date and time
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details.
Note: Click the View Contact History Comments button again and the note
will close.

[Optional] Click the Quick Column Customizing button *| at the top left
corner of the grid view and check off other columns of details to be displayed
in the grid.

Result: Any selected column is instantly displayed in the grid.

Viewing Reminders from Event Manager

L.

Access Event Manager by clicking the Event Manager button from the
Main Caterease sidebar group, located on the left-hand side of your screen.

Search for and select an account.

. Click the Reminders & Contact History button , located at the bottom

left-hand side of your screen, to access the reminder information.

Result: The Contact History & Reminders window opens.

Note: You may also access this feature from the Tools button, located in the
Home ribbon tab at the top of your screen.

Click the Reminders tab.

Click on the reminder you would like to view.
Note: Click into the Current Event Only checkbox at the top of the window
if you only want to see reminders related to the current event.

Click the View Reminder Action Items button , located on the right-
hand side of the screen.

Result: The reminder note text will display below its date and time details.
Note: Click the View Reminder Action Items button again and the note will
close.

[Optional] Click the Quick Column Customizing button *| at the top left
corner of the grid view and check off other columns of details to be displayed
in the grid.

Result: Any selected column is instantly displayed in the grid.

Viewing Sent Emails from Event Manager

L.

2.

Access Event Manager by clicking the Event Manager button from the
Main Caterease sidebar group, located on the left-hand side of your screen.

Search for and select an account.
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Click the Reminders & Contact History button , located at the bottom
left-hand side of your screen, to access the e-mail information.

Result: The Contact History & Reminders window opens.

Note: You may also access this feature from the Tools button, located in the
Home ribbon tab at the top of your screen.

Click the Emails Sent tab.

Click on the e-mail you would like to view/edit.
Note: Click into the Current Event Only checkbox at the top of the window
if you only want to see e-mails related to the current event.

Click the View Email button | =", located on the right-hand side of the win-
dow, to view the e-mail that was sent.

Result: The Email window opens.

Note: Use the zoom-in/zoom-out buttons to increase or decrease the size of
the e-mail, or click the down arrow to the right of the Percentage field to
select a zoom-in/zoom-out percentage.

Click the Preview Email Comments button , located on the right-hand
side of the screen.
Result: The e-mail note text will display below its date and time details.

Note: Click the Preview E-mail Comment button again and the note
will close.

[Optional] Click the Quick Column Customizing button | at the top left
corner of the grid view and check off other columns of details to be displayed
in the grid.

Result: Any selected column is instantly displayed in the grid. The available
fields are described below.

Field Description

Date The date the contact history item was performed.

Subject The subject of the contact history item.

Sent To The recipient's e-mail address.

CC The e-mail of The person who was carbon copied (Cc'd) in the e-mail.

Attachments | The attachment name and type of file.

User The person who sent the e-mail.

Category The category of the e-mail; examples might include follow-up, con-
firmation, etc.

Event # The event number the e-mail is linked to.
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Viewing Reminders in the Scheduler

You can see reminders in a day-at-a-glance, a week-at-a-glance, a custom work-

week-at-a-glance, or a month-at-a-glance display, just like you would in Microsoft
Outlook.

Viewing Reminders in the Scheduler

1. Click the Scheduler button from the Main sidebar group, located on the left-
hand side of your screen.

2. Click the Display button, located on the Home ribbon tab, and choose
Reminders.

3. [Optional] Click the down arrow next to Group By, at the top left of the win-
dow, and choose Status, User, Category, Location, or None.
Note: Administrators are able to view reminders for all users. If you are
logged in as a specific user, only your reminders will appear in the calendar

display.
@ ¥m T m - -
| = - F 4
= A Sl ®mE 4
,,,,, Window é
" hone | i
@ schedul o IEN ;

4. [Optional] Export or synchronize your reminders. See the topic below.

Exporting and Synchronizing Reminders in Outlook

If you use the calendar in Microsoft Outlook, you are able to sync your events and
reminders with your Caterease events and reminders.

Exporting/Synchronizing a Single Reminder in Outlook

1. Click the Scheduler button from the Main sidebar group, located on the left-
hand side of your screen.
Result: The Scheduler opens.

2. Click the Display button, located on the Home ribbon tab, and select
Reminders.
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From the Scheduler screen, right-click on the event you would like to export/-
synchronize to Outlook and select Export/Synchronize Reminder to
Outlook.

Result: A confirmation prompt appears.

N s A M AN o

R Caterease T @ - 0O
LAl Home | Select  Reports  Display  Administration  Help
=
@ ] ‘\ Reminder Options [=1=gii} i—a m
- O em
Prints  Email  Tools  Group By [None v Display . Settings  Close
. . 4 . 35 Windows + .
Clipboard Basic Ted Editing & Tools Scheduler Windows
Scheduler X
Main <
. @ Scheduler - o IEH
# Account Manager
B Event Manager GoTo~ | 7 Filters~ "
% Prospect Manager Day Week Month Year | Options *
[25 contact Manager Sunday Monday Tuesday Wednesday Thursday Friday Saturday ~la May, 2016 »
% Employee Manager May, 1 2|@ 3 4|3 5(0) 6 7 SMTWTFS
[ scheduler &H = DD ada| S - pucs , =
I m——_ 9111121314
e notifications (1) Select b 161718 19 20 21
<0 Exit Program L 23242526 27 28
= 5 Delete Reminder B o 031234
9 Export/Synchronize Reminder To Outlook Include In View
‘ ‘ Holidays
Notes
p- W L e > Y e 4 — we—
e LN & o P P R E Ly ¥ O

4. Click Yes to confirm.

Result: A second confirmation prompt appears.

5. Click OK.

Exporting/Synchronizing Multiple Reminders in Outlook

1.

From the Reminders display, right-click anywhere on the Scheduler screen
and select Export/Synchronize to Outlook.

Result: The Outlook Synchronization window opens.

Note: You also have the option of synchronizing from Outlook,; simply choose
Synchronize From Outlook. Outlook must be open in order to perform this
operation.

Choose to export within a specific date range or a relative date range.

Choose to export Active Reminders Only or New Reminders Only.
Note: Click into both checkboxes if you would like to export both active and
new reminders.

When finished making your selections, click OK.
Result: An informational prompt appears, indicating the reminders have
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been exported to Outlook.

Export/Synchronize Reminders To Outlook?

Options
(") Within Date Range 5:'121’21}1E~| thru 5;'18;’201E~|
® Rt Date Range

Active Rerminders Only
Mew Reminders Only

Outloak Synchronization E3

oK | | Cancel
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Printing from Contact Manager

Unit 4: Printing and Emailing from Contact Manager

If you own the Marketing Tools add-in to Caterease, you have the ability to create custom merge letters,
prints, and other documents that you can print for an account. In addition, you have the ability to modify
your letter or document on-the-fly and even send it out in an e-mail.

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

o Print a copy of a custom merge letter or print for a contact.

o FEdit the document on-the-fly.

e E-mail a copy of the document.

o Print reminder lists for one account or for a day or date range.

o Print contact history notes for one account or for a day or date range.

Printing a Letter or Document from Contact Manager

1. Access Contact Manager by clicking the Contact Manager button from the
Main Caterease sidebar.

2. Click the Merge Documents button , located at the bottom left-hand
side of your screen. (You may also select this option from your Tools menu,
located at the top of your screen.)
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Result: The Merge Documents window opens.

@ Merge Documents n

a-General Letters A Print
Stationery 1 4 Modify
Letterhead 1 _

- Ermail

Reminder
Thank-you
Survey

4 Event Prints
Proposal
Contract
Invoice
Timeline

4~ Emailed Letters
Confirm Details
Sending Contract

Sending Contracts

for Future Events

Sending Proposal

Staffing

Cenfirmation

Sending Group

Rooms Contract

End of Month

Reports Emnail

Netails for Kitchen ¥ | | ] Preview

3. Click on the name of the document you would like to print.

4. Click the Print button.
Result: The Print Preview screen opens.
Note: You may be prompted to save your changes.

5. Click the Print button, located on the top left-hand side of the Print Preview
screen.

Editing a Merge Letter or Document On-the-Fly
1. From Contact Manager, use the Search tools to find the contact for whom

you would like to print a letter or document.

2. Click the Merge Documents button , located at the bottom of your
Contact Manager screen.
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Result: The Merge Documents window opens.

@ Merge Documents n

a-General Letters A Print
Stationery 1 & Modify
Letterhead 1 _

- Ermail

Reminder
Thank-you
Survey

4 Event Prints
Proposal
Contract
Invoice
Timeline

4~ Emailed Letters
Confirm Details
Sending Contract

Sending Contracts

for Future Events

Sending Proposal

Staffing

Cenfirmation

Sending Group

Rooms Contract

End of Month

Reports Emnail

Netails for Kitchen ¥ | | ] Preview

In the pop-up window, select a custom merge letter or print.
Click the Modify button.

Edit the document as desired.
Note: This one-time modification applies to this document only, it will not
alter your original document.

Click the Prints button, located at the top of your screen.
Result: A Print Preview screen opens.
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7. Click the Print button, located on the main toolbar at the top of your screen.

@ Modify Document: Sending Contract

Previe. Contact History
Whe i
-E" Ta® [y M em Dmene O M T o &

print, JSetup  PDF Export  Email D MutiplePages Zoom Navigation ~ Thumbnail View  Settings

Print/Export Tools Zoom Navigation Preview Windows

aveurs

rCA'T ERING + EVENTS
Friday, May 20, 2016

Acoustics Assodiates
Attrc Susan Miller

Re: Countract for Your Suent

Dear Susan,

Attached is the contract for your Retirement Party you are holding in our Sun room on May 17,
2016. Please take a moment to review the details and then sign and return to me at your

earlfiest convenience.

Sincerely,

_/._J“.._‘,“'.—...J,.._).,.J«—-,.-,r' P e

;

a
b .
Rd‘\‘x\ e L T S

Printing Reminder Lists

There are two types of reminder prints you can generate from Contact Manager:
First, you can choose to print a list of all reminders for the account currently dis-
played. You can also generate a print to show all reminders for all accounts -- for
one user or all users -- based on a date range.

Printing Reminder Lists
1. Click the Tools sidebar area, located on the left-hand side of your screen.

2. Click the Active Reminders button.
Result: The Reminder window opens.
Note: If you are logged in as an Administrator, you can elect to see remind-
ers for all users of for individual users by clicking the down arrow to the
right of the User Name field.

-39.



3. Click the Print button, located on the upper left-hand side of the window,
and select Active Reminders.

/4 2 Reminders - IEES

1= Print ~ Select~ = Details

Active Reminders

Start time: Thursday, May 19, 2016 12:21 PM

Subject Duein
I@Amateur Athletic Union... 1 day overdue
5 Schad Associates... 1 day overdue

Dismiss Al Dismiss

User Mame: All Users W

v Automatically Show Reminders

4. From the Print Preview screen which displays, click the Print button, located
at the top left-hand side of the window.
Printing Reminders for One Account

1. From Contact Manager, search for and select the account for which you
would like to print a Reminders list.

2. Click the bottom portion of the Prints button, located in the Home ribbon tab
at the top of the screen.

3. Click Contact Manager and then choose Reminders.
Result: A Print Preview screen opens.

4. From the Print Preview screen, click the Print button, located on the upper
left-hand side of the screen.
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Tip: As an option, click
the checkbox labeled
Close After Printing
atthe bottom left of the
toolto have this window
close automatically as
soon as your report has
been printed.

=] Sending Contract s =] x’
Preview | Contact History -
Ly (L 5, p >> )

= Tye [y B e vy P E ®© Bs o
Print Setup  PDF EBxport  Email Navigation | Thumbnail Vi Settings -

Print/Export Tools Navigati Preview Window. ;
Reminders
(For Acoustics Associates) ’
Administrator ,
5/19/2016 - 12:02 pm Inactive
Acoustics Associates f
1661 Estero Blvd h
Ft. Myers, FL 33931
t (612) 544-8901 fi (612) 544-2028
Comment -
Confirm guest count. Y
5/19/2016 - 10:30 am Inactive ¢
Acoustics Associates )
1661 Estero Blvd 4
Ft. Myers, FL 33931
t (612) 544-8901 f() -
Comment
Call for final guest count
JMW\M"I‘&JM,.F“’ P

Printing All Reminders for a Day or Date Range

1.
2.

Click the Reports ribbon tab from the top of your Caterease screen.

Click Contactsand choose Total Reminders.
Result: The Reminders window opens, where you can set your parameters.

Set a Date Range for your report by choosing the option Less Than or Equal
To, Greater Than or Equal To, Within Date Range, or choose a Relative
Date Range for the report.

[Optional] Change the title of the report by highlighting the words "Remind-
ers" and typing directly into the Title field.

[Optional] Click the checkbox next to Specific User if you would like to gen-
erate a report for a specific user; otherwise, reminders for all users will be
displayed on the report.

Optionally Include Linked Event Information and Inactive Reminders.

[Optional] Click the down arrow under Group By and choose to group by a
particular detail.

Note: A second Group By field is available if you want to establish a second
group-by detail.

Click OK to generate the report.
Result: The Reminders report is generated, incorporating the parameters
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you set.

Reminders

Set Parameters

Date Range

Less Than Or Equal Te
Greater Than Or Equal To
Within Date Range

®) Relative Date Range

Title

Reminders

Options
Specific User

Include Linked Event Information

® Details

Summary

Group By

MNone W

MNone

Close After Printing

This month

5/1/2016 thru 5/31/2016

Include Inactive Reminders

Cancel

Printing Contact History Notes

There are two types of Contact History Notes you can generate from Contact Man-
ager: First, you can choose to print a list of contact history notes for the account cur-
rently displayed. You can also generate a print to show all contact history notes for

all accounts -- for one user of all users -- based on a date range.

Printing Contact History for One Account

1.

Access Contact Manager by clicking the Contact Manager button from the

Main Caterease sidebar.

Search for and select the account for which you would like to print Contact

History Notes.

Click the bottom portion of the Prints button at the top of the screen.

Click Contact Manager and then choose Contact History.
Result: The Contact History Print Preview Screen displays.
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5. Click the Print button, located on the upper left-hand side of the Print Pre-
view screen.

@ Sending Contract |52} xr
Preview Contact History *
L, L =) o] -
= B The [y B oem o | B e B
Print  Setup  PDF Export  Email Zoom Navigation ~ Thumbnail View  Settings ‘
- Em s - - - - -
Print/Export Tools Zoom Navigation Preview Windows {
Contact History M
(For Acoustics Associates) )
Administrator
5/3/2016 - 05:31 am
Acoustics Associates
1661 Estero Blvd
Ft. Myers, FL 33931
t (612) 544-8901 f: (612) 544-2028 (
Comment r
Talked to Rochelle today about a possible new party
Jo Ann Mul
5/3/201 am d
Acoustics Associates
1661 Estero Blvd
Ft. Myers, FL 33931 A
t: (612) 544-8901 f: (612) 544-2028 )
Comment
Susen called to change the biling address ¢
4/8/201
Acoustics
1661 Estero Blv
Ft. Myers, FL 33931 f
t: (612) 544-8901 f: (612) 544-2028 !
Roastbesf, and Chicken
-t _pr J...I"-‘._.—-—l“..;r—.‘.\._"rw_)-"\...,

Printing Contact History Notes for a Day or Date Range
1. Click the Reports ribbon tab from the top of your Caterease screen.

2. Click the Contacts button and choose Total Contacts Made.
Result: The Contacts Made window opens, where you can set your para-
meters.

3. Set a Date Range for your report by choosing the option Less Than or Equal
To, Greater Than or Equal To, Within Date Range, or choose a Relative
Date Range for the report.

4. [Optional] Change the title of the report by highlighting the words "Contacts
Made" and typing directly into the Title field.

5. [Optional] Click the checkbox next to Specific User if you would like to gen-
erate a report for a specific user; otherwise, contact history notes for all
users will be displayed on the report.

6. [Optional] Click into the checkbox next to Include Linked Information if you
would like the report to display information related to the event.

7. Indicate whether you would like the report to generate a detailed breakdown
or a condensed summary by clicking the Details or Summary radio buttons,
respectively.
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8. [Optional] Click the down arrow under Group By and choose to group by a
particular detail. (This option pertains to Summary view.)
Note: A second Group By field is available if you want to establish a second
group-by detail.

9. Click OK to generate the report.
Result: The Contacts Made report is generated, incorporating the para-
meters you set.

Contacts Made E3
Set Parameters
Date Range
Less Than Or Equal Te 6/1/2015 thru 6/30/2015

Greater Than Or Equal To
Within Date Range
®) Relative Date Range This month v

Title
Contacts Made
Options
Specific User
Include Linked Event Information

Details

® Summary

Group By

User v

Coegoy |8

Close After Printing oK Cancel

Tip: Click into the Close M anag i ng You r Em ai I
After Printing check-

box if you would like the ] . ] ] ) ) )
Contacts Made window One click opens a familiar e-mail window, allowing you to instantly send an e-mail

to close after your report message directly from Contact Manager. From the Emails Sent tab, you can view
hasbeengenerated. body of the e-mail and then re-send the e-mail, if necessary.

Sending an E-mail from Contact Manager

1. Access Contact Manager by clicking the Contact Manager button from the
Main Caterease sidebar group, located on the left-hand side of your screen.
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. Use the Search tools to find and retrieve the contact to whom you would like
to send an e-mail.

. Click the Email button, located at the top of the screen.

Result: The Email window opens.

Note: The Email button is also available from any Print Preview screen, and
will automatically attach whatever print you are previewing (Confirmation,
Invoice, etc.), to the outgoing e-mail.

. Inthe To... field, type any additional e-mail recipients (the primary contact
displays as a default) or click the To... button to access additional e-mail
addresses.

[Optional] In the Cc field, type the e-mail address of the carbon-copy recip-
ient here (separate multiple recipient addresses by semicolons).

[Optional] In the Bec field, type the e-mail address of the blind carbon-copy
recipient here (separate multiple recipient addresses by semicolons).

. In the Subject field, type a subject for your e-mail or click the down arrow to
the right of the field to access a custom quickpick list.

. Click into the large white text block in the window and type a message as the
body of your e-mail.

Note: If you own the Marketing Tools add-in, you can use one of your custom
merge letters as the body of the e-mail. These letters will automatically
merge in information from the current contact, including name, salutation,
current date, etc.

[Optional] Format the text using the Format toolbar at the top of your e-mail
window.
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10.

[Optional] Attach any desired prints or files.

] =] Thank You For Baoking Your Event With Us - Message m - O %
Message Contact History Templates
@ B o
) &g = il
Attach Merge Settings
- E - Doc -
Clipboard Basic Text Editing & Tools Windows ~

To.. ||BE info@acoustics.con

1 Ijl Ce...

Send | |Bec-
| Subject: | Thank You For Booking Your Event With Us v

aveours

|
rCAT ERING + EVENTS

[

i| Friday, May 20, 2016

Acoustics Associates
1661 Estero Bivd
! Ft. Myers, FL 33931

[Book.Contact]
[Book. Ttle]

Viewing Sent Emails from Contact Manager

1.
2.

From Contact Manager, search for and select an account.

Click the Emails Sent tab, located at the bottom of the screen, to access the
e-mail information.

Click on the e-mail you would like to view/edit.

Click the View Email button , located on the right-hand side of the win-
dow, to view the e-mail that was sent.

Result: The email window opens.

Note: Use the zoom-in/zoom-out buttons to increase or decrease the size of
the e-mail, or click the down arrow to the right of the Percentage field to
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5.

select a zoom-in/zoom-out percentage.

Email: Thank You For Booking Your Event With Us [ x | - o Ed

100% | v 5

Telephone 612
Cellular 612

5445301

)
) 544-2525

Fax (612) 5442028
Email info@acoustics.con
: Website
Sent To... User
ur Rgrover@aassociates.con | Administrator
ur info@acoustics.con Administrator
Friday, May 20, 2016 Us Rgrover@aassociates.con | Administrator
’ ' ch jacob@msn.com; mlang@coi| Administrator
ch Rgrover@aassociates.con | Administrator
Acoustics Associates =
1661 Estero Blvd i
Ft Myers, FL 33931
Rachelle Grover
Coordinator
Ref: Event Reminder
Dear Rachelle,
Thank you very much for thinking of Flavour's Catering for® -
‘4 [ »
Diebold Company
Ducks Unlimited
v|| I—oubeo0—7—=
B e N Reminders | Contact History | Emails Sent
Click the Preview Email Comment button , located on the right-hand

side of the screen.

Result: The e-mail note will display in blue text below its date and time
details.

Note: Click the Preview E-mail Comment button again and the note will

close, click the Save Current Window Settings button x| if you would like
the button to remain active.

[Optional] Click the Quick Column Customizing button "1 at the top left
corner of the grid view and check off other columns of details to be displayed
in the grid.

Result: Any selected column is instantly displayed in the grid.

Re-sending an Email from Contact Manager

1.

From Contact Manager, click the Emails Sent tab, located at the bottom of
the screen.

Click on the e-mail you would like to re-send.

Click the Resend Email button , located on the right-hand side of the
window.
Result: An informational prompt appears, indicating that attached files/prints
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are not available for re-sending.

@ Contact Manage

- oEm
o [d | B
' alelclolel ¢ Clentinformation
iy o Client Acoustics Assaciates Telephone  (612) 5448901 ¢
Custom: 5 Views~ | 7 Filters Address 1661 Estero Blvd Cellular (612} 544-2525 J
%[ Client NI Ft. Myers, FL33931 Fax 612) 544-2928 &
Abby Perkins Reference Referral Email info@acoustics.con
+ [Acoustics Asociates Description Website 3
Aid Association for Lutherans
A heimers fssoiat #|Date : = r - )
zheimer's Association ;
s/20/20¢ Information Bl isttor | —
Amateur Athletic Union . = ¥
50201 hdministrator
American Family Insurance /2072016 '0‘ Attached files and/or prints are NOT available for resending. | |4 o
Baplist Women's Hospital - L - “
»[5/3/2016 hdministrator
Bass Inc., -
5/3/2016 Administrator
Behavioral Services OF SW Florida H
Bonita Springs Arts Alliance =

CAM/USON Company
Cca West Collier Detention
Chamber of Commerce
Cole Chiropractic

Collier County Bank
Community Mortgage
Crow Wedding Reception
Cruises & Vacations, Inc.
David Ames & Associates
David Wittman--Estero Panthers
Diebold Co.

Diebold Company

Ducks Unlimited
v
5 Reminders | Contact History | Emails Sent

Mherak Rerentinn

—~— *\.\._‘.L-.

FM‘“M“J,.“’*"“’-‘-‘-“@'M
4. Click OK.
Result: The Email window opens.

5. Reattach any prints or files to the e-mail.
Note: Attached files appear in the small pane at the bottom of the E-mail win-
dow.

6. Click Send.
Result: The e-mail is re-sent, along with the attached prints or files.
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Customizing Your Contact Manager

Unit 5: Customizing Your Contact Manager

You can quickly and easily customize your Contact Manager by creating quickpick lists and cus-
tomizing the Contact Manager grid.

Objectives:

Upon completing this unit, you will be able to:

o Add quickpick list items to the Reminder fields.
o Add quickpick list items to the Contact History fields.
o Manipulate the Contact Manager grid to display desired information.

Adding Quickpick List Items to the Reminder Category Field

Throughout your Caterease program there are several drop-down menus, or quick-
pick lists, to assist you in data entry. These lists exist to save you the tedium of
double data entry, and allow you to keep your data consistent. These lists are com-
pletely under your control, and you can edit them at any time. In addition, you can
track the quickpicks in queries and reports.

Adding Quickpick List Items to the Reminder Category Field

1.

Tip: Quickpick items can

be rearranged by drag- 2.

ging and dropping into
the desired position.

Click the Setup sidebar item from your main Caterease screen.

Click the Quickpicks button.
Result: The Setup Quickpick Lists window opens.

From the Setup Quickpick Lists window, click the triangle, to the left of the
word Contact Manager, to display the sub-categories.
=

Note: You may also click the Full Expand button to expand all lists.

Click on Reminder Category to add a quickpick item.

Click the Add New Item button , located on the upper right-hand side
of the window.
Result: A blank field appears.

Type the name of your quickpick item into the field provided.

When finished adding your quickpick items, click Close.
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@ Setup Quickpick Lists E3

= =

|
lulul
0

i Business Type A | |Urgent |
. Operation Naot so Urgent
.. Account Code

> Account Manager
- Event Manager

> Menu Items
@Recipes

b Ingredients
@Required Ttems

> Modifiers

b - Vendors
'>-Pa)rments

- Site Locations
'>-Employee Manager
4. Contact Manager

- Histery Subject

- Histery Category
- Reminder Subject
. Reminder Location
Reminder Category
.s-Prospect Manager

- Scheduler
.>-In\rent0ry Manager

5 - Miscellanecus

» - Guestrooms Manager
> User Defined Fields

Close

Adding Quickpick Items to the History Category Field

1.

Click the Setup sidebar area and select Quickpicks.
Result: The Setup Quickpick Lists window opens.

Click the triangle, to the left of the Contact Manager category, to reveal the
sub-categories.

+=
Note: You may also click the Full Expand button | _— | to expand all lists.
Click History Category.
Click the Add New Item button

Result: A blank line is added to the bottom of the list.
Type the history category name into field.

When finished adding quickpicks to the History Category fields, click Close.
Note: Quickpicks for Reminder Subject, Reminder Location, and Reminder
Category are added in the same way as described here.
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@ Setup Quickpick Lists E3
= = e

- Coordinator # | |[Email - Incoming |

.. Contact Title Email - Qutgoing
- Fax Subject

Phone - Incoming
- Email Subject Phone - Outgoing
- Cancellation Type

- Status

- Business Type

- Operation

- Account Code

- Account Manager

- Event Manager
-Menu Items

-Recipes

> - Ingredients

- Required Items
- Medifiers
-Vendors

- Payments
- Site Locations

-Employee Manager

-

- Contact Manager

- Histery Subject

- History Category

- Reminder Subject
- Reminder Location

i i Reminder Category
> - Prospect Manager L4

Close

Deleting a Quickpick Item

1. Click on the quickpick item you would like to remove from any of your quick-
pick lists.

©

2. Click the Delete Current Item button
Setup Quickpick List form.

, located at the top right of the

3. When finished deleting your quickpick item, click Close.

Modifying Existing Quickpick Items
1. Click on the quickpick item you would like to modify.
2. Type over the existing text as desired.

3. When finished, click Close.

Rearranging Existing Quickpick Items

1. Click and hold the left mouse button on any quickpick item.
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Drag the quickpick item to a desired position. The position will be high-
lighted in gray.

Drop the quickpick item into position by releasing the left mouse button.

When finished, click Close.

Using the Contact Manager Grid

The left panel of Contact Manager can be stretched, shrunk, or collapsed com-
pletely, depending on your preference. You can determine which columns of inform-
ation appear in your grid, you can customize the grid to suit your needs.

Stretching the Grid Pane

1.

Access Contact Manager by clicking the Contact Manager button from the
Main Catercase sidebar.

Move your mouse pointer over the vertical frame between the grid along the
left-hand side of your screen and the form displayed on the rest of your
screen.

Result: Your mouse pointer turns into a double-headed arrow qb
Hold your left mouse button down.

Drag your mouse to the right.
Result: The grid pane stretches in the direction you are dragging.

Release your mouse button.

Result: Your grid pane has been re-sized.

Note: If you want your new look to be the default display for your Contact
Manager, don't forget to click the Save Current Window Settings button

B at the top of your screen to save your new changes.

Manipulating the Grid

1.

Click the Display Full Grid button , located at the top right-hand side of
the screen.

Result: Your entire Manager display becomes a grid, showing information in
columns across the screen.

Note: This button is a toggle; you can click it again to return to your original
split-screen layout. Be aware that, should you click on another account while
in full-grid mode, you will move to that record. Therefore, if you then toggle
back to your split-screen display, that account's reminders and contact
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history notes will be displayed.

2. Click the Quick Column Customizing button | to display a drop-down list
of available fields.

@ Contact Manager: Acoustics Associates # 1004 - o IEEH
-m |
als|c|o|e|Fle|ln|t|s|k||m|n|o|r|q|r|s|T|u|v|w]|xwz]|os
Custom: =% Views= | 7 Filters~
#| Client + |city St/Prov | Telephone Fax Category Reference Description *
WiClient 3 § Ft. Myers FL 6125448901 6125442928 Corporate Referral Association |
Address utherans Ft. Myers FL 6125357220 6125351722 Religious Yellow Pages | Asseciation |
Address (Othen | ance Ft. Myers L 6124209242 6124209252 Corporate Cold Contact | Association |
: ;:’;m Ft. Myers FL 6122720530 6122725500 Corporate Walk In Repeat Clien
Postal Iny Naples L 5122083060 5122080370 Corporate Vellow Pages  |VIP
Country rce Ft. Myers L 6125400234 6125400237 Corporate Mailing Associations
Account# Naples FL 2394448832 2304445757 Religious Yellow Pages  |Repeat Clien
AccountID ption Sanibel FL 2334720011 2394045678 Social Walk In vIP
] Telephone Inc. Ft. Myers FL 6128355575 6128357467 Corporate Referral Repeat Clien
Telephone (Other)|- =
o Fax iates Ft. Myers FL 6125958970 6125958892 Corporate Mailing Chamber Me
7| Category Ft. Myers L 6123784000 6123784040
/| Reference Ft. Myers FL 6123784000 6123784040 Corporate Yellow Pages | Chamber Me
/| Description Ft. Myers L 5126456446 5128985564 Corporate Cold Contact  Assaciation |
| Salesrep Naples FL 6124370783 6125478979 Social Yellow Pages Repeat Clien
z:::’t . Naples FL 2188632011 2188633030 School Repeat Client | VIP
sl Naples L 6127416658 6125478777 Social Mailing Repeat Clien
Website Ft. Myers FL 2395906653 2305903333 Education Referral VP
Cellular Naples FL 6125410444 6123478899 Social Repeat Client  |VIP
Group Ft. Myers L 5125581859 6125580720 Corporate Cold Contact | Assaciation |
Site Name g Reception  |Maples FL 6125780243 6125647412 Social Wedding Planner VIP
::: 'ézsress Naples L 5072531869 5074579988 Social Vellow Pages VI
Site St/Prov mpany Captiva FL 61254569508 6125410916 Corporate Cold Contact Chamber Me
Site Postal prices Naples FL 9412616617 9412634164 Corporate Mailing Chamber Me
T = i erernn e P — e e

3. In the drop-down list, click into a blank box to leave a check mark to display
that field information in the details grid.

4. Click the Quick Column Customizing button * again to close the drop-
down list.

5. Establish any desired Views and Filters. Refer to the Query Tools user guide
for more information

6. Manipulate the detail grid by adding, removing, or rearranging columns, or
sorting and grouping records.

7. When finished, click the Display Full Grid button . ' again.
Result: The Contact Manager screen returns to its original split-screen lay-
out.
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