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Adding a New Event
Print in Print Designer

Unit 1: Adding a New Event Print in Print Designer

How many different event prints do you need? Of course you need a contract for your customers, but is
one enough? Perhaps you also need a unique contract for off-premise parties, or perhaps certain parties,
such as wedding receptions, require their own special terms and conditions and should therefore have
their own special contracts? Additionally, you must need an invoice for billing purposes, true? And what
prints do you require to satisfy your back-of-house needs?

In Caterease, you have a Print Designer that allows you to create as many prints as you want, to serve
any purpose you need. The Print Designer offers a template-based approach to modify the various event
prints (contracts, invoices, proposals, back-of-house prints) you generate from the program.

There are seven attractive layouts/templates to choose from (including one dedicated invoice layout).
You can give these prints their own custom titles, and you can format them to suit your individual pref-
erences. The information that appears on each print is entirely up to you.

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

o Access the Print Designer.

o Add a new event print.

o Choose a print layout (template).

o Create sub-menus.

o Change a print title.

o Hide a print within the print selection menu.

e Add a new Prospect Manager proposal and a new Guestrooms Manager contract.

Accessing the Print Designer
1. Click the Setup sidebar group on the left-hand side of your Caterease screen.

2. Click the Print Designer button.
Result: The Print Designer window opens.
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Tip: You can drag and
drop titles into different
positions on the list, as
well. This will affect their
positions on your Prints
menu.
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Adding a New Print

1. Click the Add Print button
Print Designer window.
Result: A confirmation message appears.

, located at the top left-hand side of the

Click Yes to confirm your choice.

Result: The Add New (Print Layout) window opens.

Click on a Layout on the left-hand side of the window to select it.

Click into the Add A New Print checkbox (if it is not already selected).

Note: You can also create a sub-menu. See "Selecting a Print Layout."

Click OK.

Result: A new print is added, and “New Print" is highlighted for you to type
in a new print title.

Type a title for your new print.

Press [Enter] to save your changes.

Note: This is the title that will appear in your Prints drop-down menu. In
other words, this is the title you will select to generate this print.
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Selecting a Print Layout

In all Print Layouts (except Invoice), you can do the following:

« Customize the header, footer, and top and bottom notes sections, includ-
ing logo, title, dynamic merge fields, etc.

« Move or remove specific details within the confines of the print layout,
e.g., move “Sales Rep” to another spot, remove pricing information from
the menu section, etc.

 Include or suppress details, such as allergy information; site location
information; room and time information; menu information; ingredients
(not available in Layout 1); staffing; sub-event comments; event notes;
timeline; financial totals; payment details; future deposit schedule; and
custom notes, to act as terms and conditions.

« Filter the menu section, allowing you to create a print that only displays
food, for example, or that separates appetizers from entrees, etc.

Note: See Appendix A to view samples of the available layouts.

Layout Description Table

Layout 1

Layout 2

Layout 3

Layout 4

Layout 5

Layout 6

Invoice
Layout 1

Shows the details of each sub-event of a party (times, venue, menu,
comments/requests, staffing) in separate boxes in the middle of the
print. All other layouts group all venues/times together, all menu items
together, all staffing together, etc. (Also, this layout does not allow
inclusion of ingredients.)

Shows general event information in two columns at the top of the print,
as opposed to in rows of boxes (as in all other layouts).

Separates menu items for all sub-events into two sides of the print:
half on the left and half on the right. Filters can be established to
determine which items appear on which side of the print.

Does not display details on the left and right sides of the print sep-
arately.

Separates menu items on the left and right sides of the print, as in Lay-
out 3, above. Also, shows sub-event venues/times on the right and
sub-event comments on the left.

Separates menu items on the left and right sides of the print, as in Lay-
out 3, above. Also, shows sub-event venues/times on the right, sub-
event comments on the left, bottom notes (terms and conditions) on
the bottom left, and financial details on the bottom right.

Designed in an “invoice” format rather than in a detailed “contract”
format. Lets you show menu item details in a centered list or include a
breakdown of general finances (food totals, beverage totals, etc.), or
both. Also, lets you decide whether or not to include items without val-
ues from the event.
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Tip: Drag and drop
your headers or prints,
creating menus or sub-
menus as desired.

Creating Sub-Menus in Print Designer and Miscellaneous Print Designer

Click the Add Print button , located on the top left-hand side of the
Print Designer/Miscellaneous Print Designer window.
Result: A confirmation prompt appears.

Click Yes to confirm.
Result: The Add New window opens.

Click into the Add a New Print Header checkbox
Type the Header Caption into the field provided.
Click OK.

& add Mew “
v Add A New Primt Header
H r Caption
IMVOICEY

Add A New Print

QK Cancel

Changing a Print Title

L.

Right-click on the print title you would like to change.
Result: A pop-up window opens.

Choose Rename Print/Heading.

. Type a title for your new print into the highlighted field.

Press [Enter] to save your changes.
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Hiding Prints from the Selection Menu

1. In Print Designer or Miscellaneous Print Designer, click on the name of the
print you would like to hide.

2. Right-click and choose Hide Print in Menu.

Tip: The Miscellaneous Result: A confirmation prompt appears.
Print Designer is dis-
cussed in detail in Unit 6. 3. Click OK.

Result: On-screen, hidden prints will appear grayed out and with a strike-
through line. Additionally, prints that are hidden will not be available for
selection from the selection window.
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Adding a New Prospect Manager Proposal

If you own the Prospect Manager add-in module, you are able to create and edit
prints in your Print Designer.

Adding a New Prospect Manager Proposal
1. Click the Setup sidebar on the left-hand side of the screen.

2. Click the Print Designer button.
Result: The Print Designer window opens.

3. Click the Print Type button, located at the top of the window.

4. Choose Prospect Manager > Proposal.
Result: The list of titles in the left-hand pane of the window updates to show
all current prints of this type.
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5. Click the Add Print button , located on the toolbar at the upper left-
hand side of the window.
Result: A confirmation message appears.

6. Click Yes to confirm your choice.
Result: A new print title is added to the list in the left-hand pane of the win-
dow, with your cursor ready to type a name for the print.

7. Type a name for your new print.
8. Press the [Enter] key.

9. Edit the body of the text (including choosing which fields appear where, and
editing header, footer, and notes) as described in subsequent sections of this
guide.

10. When finished, click the Save Changes button , located on the upper
left-hand side of the window.

Adding a New Guestrooms Manager Print

If you own the Guestrooms Manager add-in module, you are able to create and edit
prints in your Print Designer.

Adding a New Guestrooms Manager Print
1. Click the Setup sidebar on the left-hand side of the screen.

2. Click the Print Designer button.
Result: The Print Designer window opens.

- 10 -



Unit 1: Adding a New Event Print in Print Designer

3. Click the Print Type button, located at the top of the window.

@ Print Designer
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4. Choose Guestrooms Manager.
Result: The list of titles in the lefi-hand pane of the window updates to show
all current prints of this type.

5. Click the Add Print button , located on the toolbar at the upper left-
hand side of the window.
Result: A confirmation message appears.

6. Click Yes to confirm your choice.
Result: A new print title is added to the list in the left-hand pane of the win-
dow, with your cursor ready to type a name for the print.

7. Type a name for your new print.
8. Press the [Enter] key.

9. Edit the body of the text, including choosing which fields appear where, and
editing header, footer, and notes as described in subsequent sections of this
guide.

10. When finished, click the Save Changes button , located on the upper
left-hand side of the window.

11 -
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Unit 2: Customizing Event Prints in Print Designer

The Print Designer offers a wizard-like tool that allows you to take templates of event prints (contacts,
proposals, invoices, back-of-house prints) and edit them, adding details, removing details, rearranging
details - even translating every label used on the print into a foreign language (or alternative English
words).

Important Note: It is recommended you have Event Manager open behind Print Designer as you edit
your prints, so you can click the Preview button to quickly review changes as you make them.

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

o Add a title and logo to a print.

o FEdit and format headers and footers.
o Insert merge fields into your prints.

o Select fields on the print.

o Suppress certain sections of the print.
o Show an event timeline on a print.

o Change print fonts.

Editing the Header or Footer of a Print

Tip: You can copyan 1. In Print Designer, click the Edit Header (top right) or Edit Footer (bottom
entire header or even left) button.
individual sectionsto all Result: The Header or Footer window opens, with three panes to optionally

your other Print separate information
Designer prints by click- P :

ing the down arrow to

the right of the Edit Header x
Hgaderbytton onthe B e[S V2

Print Designer screen

and selecting the spe- A\ ool - | et 1O
cific part (Entire Header, Clipheard
Left, Center, or Right) N
you want to copy. Also, I: a v - ) U r5
besuretousethem CATERING + EVENTS
Type field at the bottom
right of Print Designer to
identify this print as a
"Contract,""Invoice," or
"BEO." This way,
Caterease can auto-

matically keep track of 2. |Optional] Stretch or shrink any pane by holding your left mouse button down

the date you generate on the inside frame and dragging left or right.
each print.

Segoe Script viE v A A ==
BIUS A -==sFE&E& XX

Format Tools

Sales /Catering Condract

Hyperlink:  http://www.flavours.c

Close
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Note: You can also set all three panes to equal widths by clicking the Tools
button at the top of the Header/Footer window and choosing Set Equal
Widths.

. Click into any pane and type as desired, using the toolbar at the top of the

window to format text, center, or right-justify, etc.

[Optional] Insert images (logos, pictures, etc.), by clicking the Insert button
at the top of the window and choosing Image, then browsing to the image
you want to insert.

Note: Images can be placed into any pane in the Header/Footer, and can be
Jjustified (left, center, right) just like text. Previously placed images can be
saved to your hard drive by right-clicking and choosing Save to File.

[Optional] Insert merge fields (to dynamically merge information from the
event, such as the event number, revised date, etc.), by clicking the Fields

button , located at the top of the window, expanding a category of fields,
then double-clicking a specific field.

[Optional] Click in the Hyperlink field at the bottom of the Header/Footer
window and enter a URL (web address) to attach to this areas of the print.
Note: When you e-mail this print, the recipient can click any part of this
header or footer and be sent to the designated web address.

[Optional] Adjust the desired height for your Footer by clicking the up-and-
down arrows to increase or decrease the height, respectively.

Note: Footer heights can range from .5" through 3" (or 1 cm through 8 cm if
Metric has been enabled in your Global Settings).

Adding an Image/Logo to the Header

A logo is the identifying element for the brand of a company, and is designed to cre-
ate immediate recognition. Adding your company logo to a print could not be easier.

L.

From a print in Print Designer or Miscellaneous Print Designer, click the
Edit Header button.

Click on the pane within the header where you would like your logo/image to
appear.

Click the Insert button, located at the top of the Header window, and select
Image.
Note: Alternatively, you may right-click inside the pane and choose Insert >

- 13-
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Image.

Clipboard

Header X
"]
A S =¥ & Fields.. E [
= XX % Tools - |Inset Scratch
: - Pad
[ Image.
Sal /Ca@ Current Date & Time  Shift=Ctrl+D
B pecusign 3

Browse to the image you want to insert.

Double-click the image to insert it into the pane.

Note: Images can be justified (left, right) or centered, just like text.

Click the Close button to close the window.

Inserting Merge Fields into the Header

Merge fields are dynamic fields that automatically merge specific information from
a particular customer or event. For example, you could type the words “Last
Revised On:” followed by a merge field that pulls an event’s revision date. Then,
when you generate that print from any event, the merge field will automatically
insert the specific revision date of that particular party. It’s a great way to make
your various prints look custom-created each time you generate them.

1.

In Print Designer, click the Edit Header button.
Result: The Header window opens.

Click on the pane within the header where you would like your merge fields
to appear.

Type any text you want to precede your merge field.
Note: You may want to identify the merge field for the person reading the

print, for example, "Revised Date," "Party Name," etc.

Click the Fields button | ™ |, located towards the top right-hand side of the
text window.

-14-
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Result: The Fields Explorer window opens.

Fields Explorer n

= Select

k- Account Fields

¥ Event Fields

ko Sub-Event Fields

¥ Staffing Fields

k- Event Financial Fields

¥ Sub-Event Financial Fields

k- Employee Fields

¥ Account User Defined Fields
b Event User Defined Fields

¥ Sub-Event User Defined Fields
b Site User Defined Fields

¥ Special Fields

5. Click the expand button (triangle) 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 , located at the top of
the Fields Explorer window, to expand all categories of merge fields at once.

6. Select the field you want to insert, and either double-click it or drag and drop
it into the text window.
Result: Double-clicking a merge field inserts it where the cursor currently
resides, whereas dragging and dropping a field allows you to place it any-
where.

7. Continue this process until you have entered all of your desired merge fields.

-.
8. Close the window, and then click the Save Changes icon = on the sub-

sequent screen.

Selecting Fields on the Print

1. Click the down arrow at the right of a particular field (all fields located

-15-
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throughout the print within the Print Designer window).
Result: A drop-down list of options displays.

2. Select a different field from the drop-down list of options.
Note: Different sections of the various prints offer different field options. For
example, each layout has a specific section where sub-event fields (time
fields, room or site location preference, etc.), are available.
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Customizing and Suppressing General Information

Tip: Bo sure to use the 1. .In the Print Designer Window, click the down arrow to the right of any field
Print Type field at the in a print to choose a different detail to appear there.
bottom right of Print Note: General event details, site location information, venue and time

Desi to identify thi . . .
esignerto laentilytis details, etc., can be removed or rearranged in this way.
printasa "Con-

tract,""Invoice," or
"BEO." This way,
Caterease can auto-
matically keep track of
the date you generate
each print. For more
information, see "ldenti-
fying the Print Type for
the Program," in Unit 5.
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2. Choose to suppress various sections of the print by clicking the corresponding

checkbox, most of which are located along the right-hand side of the Print
Designer window, next to a specific section of a print.

Note: Float your mouse pointer over any checkbox for a tool tip identifying
its corresponding section; in most cases, a check in a box causes a section to
be suppressed on the print.

[Optional] Click into the gray "heading" box of any section and type a dif-
ferent heading, if desired.

Editing Top and Bottom Notes Sections

1.

In Print Designer, click the Edit Top Notes (top left) or Edit Bottom Notes
(bottom left) button.

Result: The text block for the selected section appears, with two panes to
optionally separate information.

-17-
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Bottom Notes x
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Clipboard Format Tools
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Close

2. [Optional] Stretch or shrink either pane by holding your left mouse button
down on the inside frame and dragging left or right.
Note: You can drag this frame all the way to one side if you only want one
pane of information. You can also set the panes to equal widths by clicking
the Tools button at the top of the window and choosing Set Equal Widths.

3. Click into either pane and type as desired, using the toolbar at the top of the
window to format text, center or right-justify, etc.

4. [Optional] Insert images (logos, etc.) by clicking the Insert button at the top
of the window and choosing Image, then browsing to the image you want to
insert.

Note: Images can be placed into either pane, and can be justified (left, cen-
ter, right) just like text. Previously placed images can be saved to your hard
drive by right-clicking and choosing Save to File.

5. [Optional] Insert merge fields (to dynamically merge information from the
event, such as the event number, revised date, etc.), by clicking the Fields

button at the top of the window, expanding a category of fields and then
double-clicking a specific field.

Showing an Event Timeline on an Event Print

1. From a Contract layout in the Print Designer, locate the Event Timeline sec-
tion towards the bottom of the print.

- 18 -
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2. To display the timeline on the print, ensure the Event Timeline has not been
suppressed; i.e., ensure that the checkboxes next to the timeline and timeline
notes do not contain check marks.

Result: The timeline and any timeline notes will display on the print.
Note: A timeline must exist in Event Manager for this event in order for the
timeline and associated notes to display on the print.

Fowd/Servitt [fang

& On-Site Chef Required

- 19 -

Food/Service kems Price Aty Total

Wedding Package 17.95 200 3,590.00

Dinner In Ballroom 15.20 200 3,040.00

Punch with Fountain during Social 0.50 200 100.00

Champagne for Head Table 025 200 50.00

Wine on Guests Tables 200 200 400.00

Mirrors and Candles on Tables 025 200 50.00

Cake Cutting and Serving 050 200 100.00

12 x 12 Dance Floor 150.00 1 150.00

Room Charge 300.00 1 300.00

Customer will provide entertainment. Band to arrive at 2PM {
Notes:

Set tables five feet apart with 8 chairs at each table. One head table at the front of the room.

Event Timeline

Time Timeline Item Category

Thursday, May 07, 2015

5:00 pm Bar Opens Front of House

5:00 pm Guests Arrive Customer

6:00 pm Best Man Toast Customer

6:30 pm First Dance Customer

6:45 pm Father/Daughter Dance Customer

7:30 pm Cake Cutting Customer

6/30/2015 - 5:04:58 PM Page 10f2




Unit 2: Customizing Event Prints in Print Designer

3. If you do not want to display the timeline notes, click the checkbox to the left
of Suppress Event Timeline Notes.

Result: Any timeline notes that have been entered into the event within Event
Manager will not display on the print.

4. If you do not want to display the timeline, click the checkbox on the far right-
hand side of the screen, next to Suppress Event Timeline.
Result: Neither the timeline nor the timeline notes entered into the event
within Event Manager will display on the print.

Changing Print Fonts

1. Click the Tools button at the top of the Print Designer window and choose
Print Fonts.

Result: The Fonts window opens.

Fonts n
Font Marme Size

Section Captions: Seqoe Script ~ 'LE] 10 | w Reset

Field Captions: Segoe Ul v B[ v

Field Values: Segoe Ul v uj 10 | w

Financial Fields (Smaller): | Segoe Ul W 'LE] 9 |w

Font Preview

Section Caption
Food/Serviee Items

Field Caption & Field Values Financial Field Values (Smaller)
Client

Subtotal 100.00
Crow Wedding Reception

Gratuity 15.00
Service Charge 10,00
Tax 7.00
Total 13200

oK Cancel

2. Choose a different font style and/or size for various areas of the print.
Note: The Font Preview section at the bottom of the window will update to
reflect your changes.

3. When finished, click OK.
Result: The Font window changes, but the preview in Print Designer will
NOT reflect your new font selections.
Note: To review your new fonts, save the print and click the Preview button
at the top of the Print Designer window. (Remember, you must have an event
open in Event Manager in order to preview a print.)
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Unit 3: Customizing Sub-Event Details on a Print

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

e Include or remove off-premise information, including directions, on an event print.
o Customize sub-event information on prints, including times, setup style, room, etc.
o Choose the appropriate format for your menu items on your various event prints.

e Include or exclude appropriate menu item fields on your prints.

Effectively hide certain menu items on selected event prints.

Showing/Suppressing Off-Premise Information on a Print

If you do off-premise events, meaning you cater to locations outside of your facility,
you can include information about those locations on your various event prints. This
information can be as general as the name of the location or as specific as the
address, phone number, website, and driving instructions.

Of course, if you do not do off-premise events, this information can (and should) be
suppressed from your prints.

1. [Optional] Click into the section heading labeled “Site Location” on the
print, and type a heading as desired.
Note: This section heading is not available in Layout 1.

2. Verify whether or not the Suppress Site Location checkbox, located to the
right of the Site Location section of the print in Print Designer, is checked.
Note: When these checkboxes contain checks, the corresponding sections of
the print will be suppressed (the section will not appear).

3. [Optional] Verify whether or not the Suppress Directions checkbox (dir-
ectly below the Suppress Site Locations checkbox) is checked.

4. Click the down arrow to the right of the fields under the Site Location sec-
tion of the print, and either select a field to appear, or select None.
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Unit 3: Customizing Sub-Event Details on a Print

5. Repeat the steps above for other fields in the section.

@ Print Designer E3
@ = Print Type~ | *, Tools - Preview
nvelce | > Sales /Catering
Tnvoice Detailed a v 3 U r5
Contract with Images r v c
CATERING + EVENTS

{Contract !

Kitchen Detail
Suppress Header Edit Header
Contract with Staffing Client EventDate | [Telephone Fax Event#
Contract - (Narrative) Address Booking Contact |Site Contact Guests
BEO
Dual Column Cantract Party Name Sales Rep Theme Category v
Custom Print | EditTop Notes | =] [ Suppress [ Show Allergy Alests ||
Contrat en Francais Site Locations N
Offsite Contract - -
Site Name Site Address None Suppress Site Locations)
= =
Description | Type Start End Seving  |Nome  |Room Setup Style
Food/Service ltems 7 &
Format [Ttem Name Mone None Price Qty Total

Group By |None
Ingredients
Staffing Requirements
Comments

Notes

L T WY PRI N o W T

Event Timeline Suppress Event Timeline Notes

Billing Information

I & L o et

!

Customizing Sub-Event Information

In addition to off-premise details, other specific sub-event information can be
included on your event prints, such as the Description of the sub-event (“Break-
fast,” “Cocktail Reception,” “Dinner Buffet”); times; Setup Style; Banquet Room;
etc. These details are obviously important, regardless of whether this print is for an
off-premise party or an on-premise party.

1. [Optional] Click into the section heading labeled Venue on the print and
type a heading as desired.
Note: This section heading is not available in Layout 1.

2. Verify the Suppress Banquet Rooms checkbox, located to the right of the
Venue section of the print, is not checked.
Note: When these checkboxes contain checks, the corresponding sections of
the print will be suppressed (will not appear).

3. [Optional] Verify the Suppress Setup Notes checkbox (directly below the
Suppress Banquet Rooms checkbox) is not checked.

4. Click the down arrow to the right of the first field under the Venue section of
the print, and either select a field to appear, or select None.

5. Repeat for other fields in the section.
Note: See the table below for a description of the available fields.

-2



Unit 3: Customizing Sub-Event Details on a Print

Available Sub-Event Fields

Field Description

Description Prints the Description of each sub-event for the party; e.g., “Din-
ner Buffet,” “Breakfast,” “Meeting,” etc.

Type Prints the Type of each sub-event, which is a custom quickpick
list you may be using for tracking purposes.

Setup Person Prints the name of the person responsible for setting up each
sub-event.

Delivery Person Prints the name of the person responsible for delivering items to
each sub-event.

Room Prints the banquet room for each sub-event in the party.

Setup Style Prints the style each banquet room will be setup in; e.g.,
“Classroom,” “Theater,” etc.

Room Category Prints the category of each banquet room. This is a quickpick list

that is under your control, and might include such categories as
“Ballroom,” “Meeting Room,” etc.

Room Charge Prints the charge for each banquet room.

Delivery Charge Prints the delivery charge for each sub-event.

Date Prints the date of each sub-event. Remember, the date of a sub-
event might be different from the general “Event Date.”

Guest Count Prints the guest count for each specific sub-event, which might

be different from the guest count of the overall event. Note: This
field will default to the Actual guest count, if one exists. If no
Actual guest count exists, it will default to the Planned guest
count. There is an optional setting in your program’s Global Set-
tings which will cause it to default to the Guaranteed guest count
if that number is higher than the Actual number.

Adults/Children Prints Adults/Children guest totals for each sub-event, which may
be different than those from the overall event. Note: You can
rename these fields. Common examples include “Members/Non-
Members or “Vegetarian/Non-Vegetarian.”

Sub-Event # Prints the unique identifying number for each sub-event. Note:
These numbers are automatically assigned by the program.
Time Fields Prints a particular time from each sub-event (e.g., “Start,” “End,”

“Serving,” “Bar,” "Arrival," Departure," etc.). Note: You can
rename many of these times.

None This option leaves a particular area of the print blank. Choose this
option if you do not want anything to appear on that area of the
print.

Formatting the Menu Item Details

One of the most significant ways you can customize an event print is by formatting
its menu item details. Consider this: Every menu item in your program has not only
a name, but likely also has a more detailed description of the item. For example, a
breakfast item might have the name “Harbor Buffet,” and also a description that
explains the item in more detail: “Includes fluffy scrambled eggs; French toast;
bacon and sausage; hashbrown potatoes; fresh fruit; English muffins; assorted
pastries; chilled fruit juice; coffee, tea, or milk.” You may want to design some
prints to include this detailed description of each event’s menu items, while other
prints only show the names.
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In addition, there are other menu item fields you may want to have appear on your
various prints. A customer’s contract, for example, will typically include prices and
totals for each menu item, while a back-of-house (or kitchen) print might only
include quantities. These choices are all entirely up to you, and can be made and
revised quite easily in your Print Designer.

Customizing the Menu Selection

1. Locate the Menu section, towards the middle of the print.
Note: In Layouts 1, 2, and 4, this section is titled "Food/Service Items," by
default. In Layouts 3, 5, and 6, it is called "Food and Beverage" on the left
and "Equipment and Miscellaneous" on the right.

2. Click the down arrow next to Format in the Food/Service Items section on
the left-hand side of your Print Designer screen.
Result: A drop-down list of options appears.

3. Choose to include the name and description of menu items on the print, just
the name or just the description, a picture of the item, or any modifications
made to the item.

Note: You may also elect to display the quantity of each food/service item by
clicking the QTY checkbox.

4. Click the down arrow to the right of the next field.

5. Choose to include any of the optional information from the drop-down list, or
choose None if you do not want to have anything appear in this column on
the print. (See "Available Menu Item Fields," below.

6. Repeat Steps 3 and 4 for the rest of the fields in the Food/Service Items sec-
tion.

Using the Food/Service Filter

This option is generally used to have items with a Type of “Food” or “Beverage”
appear on the left-hand side of the print, with other items appearing on the right-
hand side of the print. You can use this to design prints that only show certain
items, such as “Appetizers,” Desserts,” or even menu items prepared in a certain
area.

1. Click the Food/Service Filter button | ¥ , located to the right of the Menu
selection, and choose which specific items should appear on this print, using
the options outlined below.
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Unit 3: Customizing Sub-Event Details on a Print

Food/Service Filter n
Filter Options

Exclude Iterns Without Quantities

Type

equals w || All selected W
Category

equals w || All selected W
Prep Area

equals w || All selected W

Cancel

+ Exclude Items Without Quantities: This checkbox at the top of the win-
dow causes this print to ignore any menu items in an event that do not
have quantities associated with them.

o Type: Choose (optionally) to include items with a certain Type or Types
(Food, Beverage, Liquor, etc.), or only items that do not have a certain
Type or Types (Using the Not Equals comparison).

« Category: Choose (optionally) to only include items with a certain Cat-
egory or Categories, or only items that do not have a certain Category or
Categories.

Note: This custom quickpick list can be used to separate Appetizers from
Entrees or Desserts or separate Beer and Wine from Liquor, etc.

o Prep Area: Choose (optionally) to only include items with a certain Prep
Area or Prep Areas, or only items that do not have a certain Prep Area
or Prep Areas.

Note: This is also a custom quickpick list and is used to identify the per-
son or persons responsible for preparing the item.

See the table below for a description of the available fields within the Menu Details
area.

Available Menu Item Fields

Field ____Descripton

Item Name Prints the name of each item, in 10-point Times New Roman font.

Description |This item, if checked, prints the Description of each menu item as you have
chosen to format it. The first words of the description are usually the name
of the item, formatted as desired (bold font, colored text, etc.). Note: This is
the standard preference for customer prints.
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Field Description

Notes This item, if checked, prints any detailed notes you might have associated
with each menu item. These notes can be used for front-of-house or back-
of-house purposes.

Modifications | This item, if checked, allows you to print any on-the fly item changes you
have noted in the event using the item’s Modifications tab.

Picture This item, if checked, lets you attach a digital image to any of your menu
items so you can show your customers your meal presentations. These
images can be displayed on the screen and can also be included in your vari-
ous event prints.

Bar Code You can include a bar code as part of any contract. This item, if checked,
allows you to print a bar code for any menu/food-service item.

Type Shows whether each menu item is a Food, Beverage, Liquor, Equipment,
Labor, Room or Other item. Note: Tax and service charge rates for each
Type may be different.

Time Shows an optional time you may have associated with each menu item.

Unit Prints the unit of purchase for the menu item; e.g., "By Case,” “Box,” etc.

Prep Area Indicates the area or personnel responsible for preparing the menu item;
e.g., “Kitchen,” Bar,” Cold Prep.”

Comment Prints the Comments you have added pertaining to the food/service item.
Note: Comments can be added as quickpick items which you can customize.

Category Prints the Category you have chosen to group each item into, based on a

quickpick list that you can customize; e.g., “"AV Equipment,” “Linen,”
“Beer,” “Wine,"” etc.

Acct Code Prints a unique identifying number or account code you might have made up
for each item. This code is typically used in interfaces with third-party soft-
ware applications but can be used for in-house tracking as well.

Item ID Prints a unique identifying number or code (similar to the Account Code,
above).

Price Prints the price your customer will pay for each menu item.

Cost Prints the cost (to you) for each menu item. Note: Obviously, you would not
want this detail to appear on customer prints.

Qty Prints the quantity of each menu item ordered for the event.

Total Prints the total price for each item, i.e., the price of the item multiplied by
the quantity.

None Leaves a particular column on the print blank. Choose this option anywhere

you do not want a specific detail to appear.

Using Item Hiding

Menu item hiding is basically a technique for you to pass notes to your kitchen or
other back-of-house staff. For example, imagine a customer requests “no garlic” on
a particular menu item. In addition to removing garlic from that item’s Description
or Ingredients List, you may want to make an obvious note that the chef is sure to
see. However, that type of note would probably look tacky on a customer’s con-
tract. So, you can create the note as you want — perhaps big, bold letters that read
NO GARLIC — and then hide it on one print and include it on the other.

Setting Up a Print to Hide Items

1. On any print in your Print Designer, click into the checkbox labeled Allow
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Tip: You can establish
menu items to be hidden
as adefault. For
example, you can create
amenu called
"Modifiers" and pop-
ulate it with such instruc-
tionsas "No

Onions," "Extra
gravy,"etc., each of
which is hidden auto-
matically when you pull it
into an event.

2.

Food/Service Item Hiding, located midway down the print, on the right.
Result: Any menu item designated as “hidden” in an event will not appear on
this print.

Note: To see the label of a checkbox, float your mouse pointer over it
without clicking.

@ Print Designer .
o< e Types | & T | B e -
i
Invoice | 7 s p : -
Invoice Detailed a V \ U (5 ales /Cotering
Contract with Images r - Confract
1 CATERING + EVENTS

{Contract

Suppress Header Edit Header |~ 3

Client EventDate | [Telephone Fax Event
Contract - (Narrative) Address Booking Contact |Site Contact Guests
8E0
- - Party Name Sales Rep Theme Category v
Dual Column Contract
Custom Print EditTopHotes |~ | [] Suppress Show Allergy Alerts
Contrat en Francais Site Locations L
Offsite Contract Site Name Site Address None
Venue
Description | Type | Start End Serving  [Nome  |Roem Setup Style
Food/Service ltems 57 @
Format [ftem Name None None  |Price  |aty Total ) .
Group By None Allow Food/Senvice Item Hiding
Ingredients v
v
Staffing Requirements
Comments
Notes v
Event Timeline Suppress Event Timeline Notes

T N s W P

Remove the check from the checkbox to have hidden items appear on the
print.

Establishing an Item as Hidden in an Event

1.
2.

Open an event in Event Manager.
Click the Sub-Event button to view the Sub-Event display.

Right-click the item on the Food/Service tab that you want to hide.
Result: A pop-up menu appears.

Select Special Editing > Hide/Unhide Item(s) in Prints.
Result: The item becomes italicized to indicate that it will be hidden on any
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prints that allow item hiding (see "Setting Up a Print to Hide Items," above).

@ Event Manager: Crow Wedding Reception # E00111 - o IEl
by Layouts - g GoTo- [5/3/2016  |v | HE- [F M- 6§
~Client Information ~Financial
Client Crow Wedding Reception Q Subtotal 511,47000 Q
Address 6460 Sanibel Captiva Rd Serv Chg $1,787.20
Sanibel, FL 33957 Tax 5781.90
Telephone (239) 4720011 Total $14,039.10
Fax (239) 404-5678 Cost Per Guest $44.77
i Event | E% Sub-Event Closed
Description  Dinner Served +Item Name price | Qty | Toal | [*
Date 57472016 (Wed) || @ Wedding Package 51795 200 s3,500.00 M
Start 05:00 PM = Dinner In Ballroom 1520 200 s3,00000 M e
End 09:00 PM - » {Served on Center Buff soo0 M
Setup Style  Rounds © Punch with Fountain cut R 050 200 si0000 X| | =
Room Sand-Sun :22 Champagne for Head Copy Crl+C $0.25 200 $5000| X =
P Wine on Guests Table Paste ChrlaV S200 200 s40000 ¥
N Mirrors and Candles g 025 200 sso00 £
= Undo ciez il ¥ |
P — fizi)
Description | Serv| =1 page Break (on prints) B
Instructi
netructions Clear Column Sorting
Lebel -
| Special Editing b | ¥ Copy (Alltems)
Motes .
E—— Spelling Tools + | (¥ Copy Selected ltems
Modifications o B
[ O New Food/Service Window.. Paste (All Copied Items)
Picture
Copy To Menu Manager...
+  Hide/Unhide ltem(s) In Prints
B 1 i1 B Food/Service | Staffing | Comments | ' Default Description Fram Name
. & Link/Unlink Qty To Guest Count
A EREERLE W 9rEm b B 0 Rl
3 Batch Processing... |
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Unit 4: Customizing Financial Information

You will probably elect to show financial information on some of your customized event prints, but what
specific information do you want to see? Just like other areas of the print, you can choose which fin-
ancial details appear on your various prints — or whether that information appears at all!

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

o Modify financial details on a print.

o Show the financial breakdown on a print by menu item type (Food, Beverage, Equipment, etc.).
o Suppress all financial information.

o Show tax and service charge percentages on a print.

o Suppress miscellaneous event charges and discounts.

o Show (or suppress) payment and deposits-due information.

Modifying Financial Information on Prints
1. Open the print you want to modify in Print Designer.

2. Click the down arrow to the right of any field in the Billing Information sec-
tion (bottom of the print).
Note: In all layouts except Layout 6, the boxes on the right-hand side of this
section let you include information about a credit card on file for an event.

3. [Optional] Click into one or more of the following checkboxes to the right of
the Billing Information section to suppress certain financial details on the
print, or choose None to leave that field on the print blank.

o Suppress Billing Information: Suppresses the entire Billing Inform-
ation section of the print, shown to the left of this checkbox, so it will not
appear.

o Suppress Financial Breakdown: Suppresses a section that shows fin-
ancial information for the event, broken down into totals based on menu
item type (“Food,” “Beverage,” “Liquor,” etc.).

Note: This section is not displayed on the Print Preview screen in Print
Designer.

o Show Tax and Service Charge Percentages: With this box checked,
the specific tax, service charge, and gratuity rates will appear next to the
appropriate label (“Tax,” etc.), on the print, along with the total amount.
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« Suppress Miscellaneous Charges/Discounts: Suppresses any money
entered into Room Charge or Delivery Charge fields of an event from
appearing on the print, as well as any discounts that might be applied to

an event.

Note: If this box is not checked, these totals will appear in a special box
on the print (not shown on the Print Preview screen in Print Designer).

o Suppress Deposit Due Schedule: Suppresses the list of future deposits
due for an event.
Note: If not checked, the due date and amount of each deposit, along with
any associated comment, will be listed (not shown on the Preview screen
in Print Designer).

4. [Optional] Click into the checkbox to the right of the Payments Made sec-
tion at the bottom of Print Designer to suppress this information from appear-

ing on the print.

Note: You can change the heading of this section, and you can click the down

arrow next to each field to determine which specific details appear.

@ Print Designer

° et
Invoice

Invoice Detailed

s
\K\tchen Detail

Chef's Copy

Contract with Staffing
Contract - (Narrative)
BEO

Dual Column Contract
Custom Print

Contrat en Francais
Offsite Contract
Contract

Contract 4

Contract with Images

Ex
Print Type~ | %, Tools~ Preview r i
Address Booking Contact |Site Contact Guests o
Party Name Sales Rep Theme Category v
Edit Top Mates | = Suppress Show Allergy Alerts
Site Locations
Site Name Site Address None
Venue b
Description | Type Start End Serving  |None Room Setup Style
Food/Service tems F
Format |Item Mame None MNone Price Qty Total
Group By |Mone
Ingredients v
Staffing Requirements
Comments

Event Timeline

Motes

[ ] Suppress Event Timeline Notes

m

(ﬁin Information
Subtotal Paid Pay Method Card Number (Hidden)
Tax Balance Card Type Expires
Service Charge None Card Holder None
Total Value None Signature None
Payments Made
Cayment Pt Date Pmt Methed |None None None MNene
Edit Battom Mates |~ | [ Suppress Print Type | MNone
Edit Footer - Suppress || Time & Page Counts Translate Te | Nene

Available Financial Fields

Fied _________ Description

Prints the subtotal of the event, before tax and service charge has

Subtotal
Tax

Gratuity
Service Charge

been added.

Prints the total tax of the event, and optionally prints the specific
tax percentage (see “Showing Tax/Service Charge Percentage”).
Prints the total gratuity (tip) of an event.
Prints the total service charge of the event and, as an option, prints
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Field Description

the specific service charge percentage (see “Showing Tax/Service
Charge Percentage”).

Total Value Prints the total amount the customer pays, including tax and ser-
vice charge.

Paid Prints the total amount paid for the event, and includes all pay-
ments received.

Balance Prints the remaining balance of the event.

Total Cost Prints the event'’s total cost to your company (as opposed to the
total value the customer pays).

Per Guest Prints the price per guest for the customer (divides either the sub-

total or total by either the Planned, Guaranteed or Actual guest
count, depending on your Global Settings).

Per Guest (Subtotal) Prints the cost per guest automatically calculated by dividing the
SUBTOTAL by the guest count.

Next Deposit Prints the amount of the next deposit that is due for the event.

Due Date Prints the date on which the next deposit is due.

Pay Method Prints the method of payment for the event. This detail is entered
on the Miscellaneous tab of the Event Manager’s General display.

Card Type Prints the credit card type on file for the event. Note: This is
entered in the Credit Card Information tool at the bottom of the
Event Manager.

Card Holder Prints the name of the credit card holder on file for the event. Note:

This is entered in the Credit Card Information tool at the bottom of
the Event Manager.

Card Number/Card Prints the last four digits of the credit card number on file for the

Number (Hidden) event. Note: This is entered in the Credit Card Information tool at
the bottom of the Event Manager.
Expires Prints the expiration date of the credit card number on file for the

event. Note: This is entered in the Credit Card Information tool at
the bottom of the Event Manager.

Signature Offers a blank space for a signature of the credit card holder.

None This option leaves a particular area of the print blank. Choose this
option if you do not want anything to appear on that area of the
print.

Suppressing Billing Information

If you do not want any billing information at all to appear on your print (if, for
example, you are creating a back-of-house print for your kitchen or setup staff), you
can suppress this entire area.

1. On any print in your Print Designer, click into the checkbox labeled Sup-
press Billing Information, located to the right of the Billing Information
section.

Note: To identify a checkbox, float your mouse pointer over it prior to click-
ing.
Result: With the checkbox checked, this area of the print will be suppressed.

2. Click into the checkboxes labeled Suppress Financial Breakdown, Sup-
press Miscellaneous Charges/Discounts, and Suppress Deposit Due
Schedule.

-31 -



Unit 4: Customizing Financial Information

Result: The Billing Information section will not print.

Totes

Event Timeline Suppress Event Timeline Notes

Billing Information

Subtotal Paid Pay Method Card Number (Hidden)
Tax Balance Card Type Expires

Service Charge MNeone Card Holder None
Total Value MNeone Signature None
Payments Made
Payment Pmt Date Pmt Method |[MNone MNeone MNeone None
Edit Bottorn Motes |+ Suppress Print Type MNone
Edit Footer > Suppress Time & Page Counts Translate Tg  Nope
P

Showing the Financial Breakdown

Each of your event prints can optionally show a breakdown of a party’s finances —
separating money based on the type of items ordered. Categories in this breakdown
include Food, Beverage, Liquor, Equipment, Labor, Room, and Other fees. Sub-
totals, taxes, service charges, and totals will be printed for each category, as well
as grand totals for the whole event.

1. On any print in your Print Designer, verify there is no check in the checkbox
labeled Suppress Financial Breakdown, located beneath the Suppress
Billing Information checkbox.

Note: To identify a checkbox, float your mouse pointer over it.

Food Beverage Liqguor  Equipment Labor Room Other Total

Subtotal £2,895.00 §585.00 50,00 §241.00 50.00 §250.00 80.00 §3,971.00
Service Charge §463.20 £93.60 50,00 50.00 50.00 £40.00 80.00 $596.80
Taxes §202.65 £40.95 50,00 §16.87 §0.00 §17.50 80.00 §277.97
Total §3,560 85 §718.55 8000 §257.87 §0.00 §307.50 8000 8484577
Paid $500.00

Balance §4 34577

2. Click into the checkbox to add or remove a check mark.
Result: If the box is checked, the Financial Breakdown section will not

print, if there is no check mark, the Financial Breakdown section will
appear on the print.

Showing Tax/Service Charge Percentages

If you're showing billing information on a print, you are likely including totals for
the tax and service charge of an event. Perhaps, in addition to these totals, you want
to specify what the tax and service charge percentages are.
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L.

On any print in your Print Designer, click into the checkbox labeled

Show Tax & Service Charge Percentages, located beneath the Suppress
Financial Breakdown checkbox.

Note: To identify a checkbox, float your mouse pointer over it prior to click-

ing.
Click into the checkbox to add or remove a check mark.

Result: With the checkbox checked, this area of the print will be shown on
the print; if there is no check mark, this section will not display on the print.

Subtotal §3,971.00 Paid §500.00 (Pay Methed  Credit Card Card Number
Tax 5277.97 Balance 54,345.77 | Card Type Expires
Service Charge 5596.80 Card Holder

Total Value 54,845.77 Signature

Showing/Suppressing Miscellaneous Charges and Discounts

While most of the time an item needs to appear on the Food/Service tab in Event
Manager to affect an event financially, there are a couple of exceptions to this rule,
such as the Room Charge and Delivery Charge fields. If you have entered charges
into either of these fields, they will affect the total charges of the event and will
appear on your print in a special area for miscellaneous charges. Additionally, if
you use the Event Discounts tool in Event Manager to discount an event, that inform-
ation will appear in the same special print area. This area, as with most areas in
your event prints, can optionally be suppressed. This option is not available on Print
Layout 6, and is not available at all in the Express version of the program.

1.

On any print in your Print Designer, click into the checkbox labeled Sup-
press Miscellaneous Charges/Discounts, located beneath the Show Tax &
Service Charge Percentages checkbox.

Note: To identify a checkbox, float your mouse pointer over it prior to click-

ing.
Click into the checkbox to add or remove a check mark.

Result: With the checkbox checked, this area of the print will be suppressed
(hidden); if there is no check mark, this section will appear on the print.

CDiscountperdp DD

troombhg 2R
Food Beverage Liquer  Equipment Labor Reom Other Total
Subtotal 52,605.50 §585.00 50.00 5241.00 50.00 §250.00 50.00 53,681 .50
Service Charge 5416.88 593.60 50.00 50.00 50.00 540.00 50.00 5550.48
Taxes §182.39 £40.95 §0.00 516.87 50.00 £17.50 §0.00 §257.71
Total 53,204 77 §719.55 50.00 525787 50.00 §307.50 50.00 54,480 B9
Paid §500.00
Balance $3,989 69
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Showing Deposits Due

In addition to general financial information about an event, you may want the sched-
ule of future deposits due for a party to display on your print. This section will list
all deposits that have not yet been paid, i.e., those deposits that are due at some
point in the future.

1. On any print in your Print Designer, verify the Suppress Deposit Due Sched-
ule checkbox, located beneath the Suppress Miscellaneous Charges/Dis-
counts checkbox.

Note: To identify a checkbox, float your mouse pointer over it prior to click-

ing.

2. Click into the checkbox to add or remove a check mark.
Result: With the checkbox unchecked, this section will appear on the print.

Depaosit Schedule

Due Amount Comment

12/24/2015 $1,922.88 100% of Remaining Balance
1/14/2016 $2,422.89 50% of Total Balance

Showing Payment Information

Like the Deposits Due section, mentioned above, you may want to include inform-
ation on your print about payments you have already received. Payments differ from
deposits in one important way: Payments represent money you have received,
whereas deposits are money that will be due at some point in the future.

1. On any print in your Print Designer, click into the section heading labeled
Payments Made and optionally type a heading as desired.

2. Verify the Suppress Payments checkbox, located to the right of the Pay-
ments Made section, is not checked.

3. Click the down arrow to the right of the first field and select a field to
appear, or select None.

4. Repeat Step 3 for other fields in the section.
Result: With the checkbox unchecked, this section will appear on the print.

Pay meands Masde
Payment Date Method Expires Approval Card Holder Card Mumber
$500.00 8/21/2015 Credit Card 01-2019 John Smith e 2949

See the following table for a description of the available payment fields.
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Available Payment Fields

Payment

Pmt Date

Pmt Method
Pmt Card Type

Pmt Card Number (Hidden)
Pmt Card Holder

Pmt Expires
Pmt Approval

Pmt Rev Code

Pmt Acct Code

Pmt Check #
Pmt Check Date
Pmt Category

None
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Prints the payment amount for the event.

Prints the date of each payment made for the event.
Prints the method of each payment.

Prints the credit card type, if applicable, used for
each payment.

Prints the last four digits of the credit card, if applic-
able, used for each payment.

Prints the name of the credit card holder, if applic-
able, for each payment.

Prints the expiration date of the credit card.

Prints the authorization details from the credit card
company, if applicable.

Prints an optional revenue code you may have entered
for each payment (often used for in-house tracking).
Prints an optional account code you may have entered
for each payment (often used for in-house tracking or
for interfaces with third-party accounting packages).
Prints the check number, if the payment type is
Check.

Prints the date the check was written, if the payment
type is Check.

Prints the payment category, e.g, Scheduled Pay-
ment.

Choose this option if you do not want anything to
appear in one of these fields on the print.



Completing Your Cus-
tom Print

Unit 5: Completing Your Custom Print

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

o Enter terms and conditions and add signature lines in your Bottom Notes section.
o Customize the footer of your print.

o Select a language translation for your print.

o Identify the print type for the program.

o Copy an existing print.

o Create and customize an invoice.

Customizing the Bottom Notes Section

As discussed in Unit 1 of this book, the “Top Notes” section of your prints allows
you to type any free-flowing text, format the text any way you want, and even pep-
per the text with merge fields that will automatically pull information from a spe-
cific event when you generate the print. The “Bottom Notes” section can also be
customized. While Bottom Notes can contain any text you want, this section is most
often used to outline your company’s terms and conditions and provide signature
lines.

1. Click the Edit Bottom Notes button, located on the lower left-hand side of
the Print Designer.
Result: The Bottom Notes window opens.

2. Type into the text box as desired, optionally inserting merge fields.

3. Format text using the Format toolbar located at the top left-hand side of the
of the window.

4. [Optional] Add signature lines by typing a label for the line (such as “Cus-
tomer Signature”) and then typing several underscore characters (““ 7).

Bottom Notes x

-
SR Fields.. E &
Paste ©Undo B I g :_x_'/ A - =E == EE X 2 "\Tnnlz - Insert Scpra;ch
- a

Clipboard Format Tools

Y e e
Times New Roman w10 (v A A =

Close
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Editing the Page Footer of a Print

Caterease gives you the opportunity to insert a unique footer onto your event prints
and to change the material at any time. You might want to add more information to
this footer, such as your company’s address, phone number, website, etc. This text
can be entered and formatted in the Footer section of the Print Designer.

1. Click the Edit Footer button (lower left-hand side of the Print Designer).
Result: The Footer window opens.

2. Type into text box as desired, optionally inserting merge fields.

3. Format text using the Format toolbar located at the top left-hand side of the

window.
Footer x
. W Cut L — 4
Arial vole| A A 2 E 8 Reds E w4
[} Copy
Paste B I Q B A-E==EE XX ’\ch\z +  Insert Scratch

Pad
Clipboard Format Tools

Z” On-Site Chef Required

Hyperlink: ~ http://www.caterease.c Height: 18| 5 Inch(es) Close

Selecting a Language Translation

You can translate the headings on your various Caterease event prints into any of
several different languages, with you controlling the terminology of each language.
You can even translate a print's headings into “English,” which means that you can
translate labels and other terms on the print to your own terminology. For example,
if a Caterease print identifies a client’s name as “Client/Organization,” and you
would rather use the term “Customer” or “Guest,” you can translate the heading
yourself.

Selecting a Language Translation

1. Click the down arrow labeled Translate To at the bottom right-hand side of
the Print Designer.

2. Select a foreign language for this print, or choose English to apply alternate
terms and labels to the print. (See "Customizing Languages," below.)
Result: Nothing appears to change in Print Designer, but when you generate
this print, all heading for all fields in the print (Client, Event Date, Sales
Rep, etc.), will be translated to terms you can define.
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@ Pprint Designer E3
Q@ = Print Type~ | %, Tools~ Preview i
Invoice Address Boaking Contact |Site Contact Guests o
Invoice Detailed Party Name Sales Rep Theme Category v
Contract with Images .

Contract Edit Top Mates | = Suppress Show Allergy Alerts

Kitchen Detail Site Locations

Chef's Copy Site Name Site Address None

Contract with Staffi 7
ontract with Staffing T

Contract - (Narrative)

250 Description | Type Start End Serving  |None Room Setup Style

Dual Celumn Contract Food/Service ltems 4

Custom Print Format | Ttem MName None Mane Price Qty Total

Contrat en Francais

Offsite Contract

Group By |Mone

Ingredients v
Contract 7
Staffing Requirements
Comments
Motes
Event Timeline Suppress Event Timeline Notes
Billing Information
Subtotal Paid Pay Method Card Number (Hidden)
Tax Balance Card Type Expires
Service Charge None Card Holder None
Total Value None Signature None[Engiish 7
Spanish
v
Payments Made P
Payment Pt Date Pmt Methed |None None None | German
Ttalian

Portuguese
Edit Bottom Mates | = Suppress Print Type h
Contract 4 EditFootsr |~ | [] Suppress | ] Time & Page Counts Translate To) |Mone v e

Customizing Languages
1. Close your Print Designer, if it is open.

2. Click the Administration ribbon tab, and then choose Options > Language
Translations.

3. Click in any language column and enter a translation for the corresponding
default term in the Root column.
Note: You can use the column labeled English to enter alternatives to the
Root captions. For example, if you would prefer your prints to use the term
"Company Name" instead of the default "Client/Organization," you can enter
that alternative into the English column.

4. Repeat step 3 as desired.
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@ Language Translations . =] n

Root . |English Spanish French German Italian Portuguese Custom

T Account#  #decuenta  Comple# Kontozahl Nimero da cont Numero da cont (-]
Acct Code Acct Code Clave de cuenta Code de compte Kontocode Cédigo da conta Cédigo da conta =
Act Act Acto
Act Guests Act Guests Invitados reales | Couverts servis  eigentliche Gaste Convidados pres Convidadoes pres =1
Address City, St Zip Direccion Adresse Adresse Enderege Enderege
Adjusted Adjusted a Adjusted Ajustado Ajustado
Agreed Agreed la Agreed Acordado Acordado
Approval Approval Aprobacion Approuve Zustimmung Aprovagio Aprovagio
Arrival Arrival Llegada Arrivée Ankunft Chegada Chegada

ataflat rate of  ataflatrate of  En una tarifa uni

at an hourly rate at an hourly rate En una tarifa hor

Balance Balance Balance Balance balancieren equilibrio
Banquet Room  Banquet Room  Sala de banquetr Salle Bankettzimmer Sala de banquete Sala de banquete
Beverage Beverage Bebida Boisson Getrank Bebidas Bebidas

Billing Address  Billing Address  Direccién factur: Adresse a factur: Adresse berechn Endereco de cob Enderego de cob!
Billing Client Billing Client Cliente facturad:| Client a facturer Kunde berechne Cliente de cobra Cliente de cobra
Blocked Blocked Eloqueado Bloqueado Bloqueado
Booked Booked Reservar on Reserve le Reserviert auf  Reservado Reservado

Booking Cell Booking Cell Celular de Resen

Booking Contact Booking Contad Responsable de | reserve par zuverlgssig fir R Contato de reser Contato de reser

Booking Email  Booking Email  Email de Reserva

BookingFax  Booking Fax  Fax de Reservacii

Booking Tel Booking Tel Telefono de Rest

Card Holder Card Holder Titular de tarjeta Titulaire Kartehalter Nome do cartde Nome do cartdo

Card Number  Card Number  Numero de tarje Numero Kartenummer  MNimere do carté Ndmero do carté

Card Type Card Type Tipo de la tarjeta Type de carte  Karteart Tipo de cartio  Tipa de cartio

Cateqory Location Cateqoria Cateqorie Kategorie Cateqoria Cateqoria v

1of143 » B W

Adding a Custom Translation

1. If a desired option is not available (Russian, Chinese, Japanese, etc.), access
the Customize Names window (A dministration ribbon tab > General > Cus-
tomize Names > Miscellaneous) and type the desired language name into
the Custom Translation field.
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@ Customize Names

Client/Organizaticn
Party Mame
Sales Representative
Coordinator
Reference
Loyalty #
Required Items

4 Financials
Gratuity
Service Charge
Taxes1
Taxes 2
Taxes 3

Event Value

[ 8
rm

vents
SubEvent
Event Category

Banguet Room
Room Category
Room Charge
(Scheduled) Items

» Times

» Enterprise

4 Miscellaneous
Social Security #
Members
Mon Members

Custom Translation

Reset Names

Client o
Party Mame
Sales Rep

Reference

Loyalty #
Required Items

Gratuity
Service Charge
First

Second

Third

Value

Sub-Event
Category

Room

Room Category
Room Chg
Tables

Social Security #
Adults
Children

:Russian H"

Cancel

option.

2. Next, access the Language Translations window (Administration > Options
> Language Translations) and type in the translations for your new custom
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@& Language Translations - o q
«

Tools~ BT *
Root a |English Spanish French German Italian Portuguese Russian | -
Account # Account # # de cuenta Compte # Kontozzhl Mimero da cont Mimero da cont {?
Acct Code Acct Code Clave de cuenta Code de compte Kontecode Cddigo da conta Cédigo da conta =
Act Act Acto L
Act Guests Act Guests Invitados reales  Couverts servis  eigentliche Gast« Convidadoes pres Convidados pres
Address City, 5t Zip Direccién Adresse Adresse Endereco Endereco
Adjusted Adjusted la Adjusted Ajustado Ajustado
Agreed Agreed la Agreed Acordado Acordado
Approval Approval Aprobacién Approuve Zustimmung  Aprovagdo Aprovagio
Arrival Arrival Llegada Arrivée Ankunft Chegada Chegada

ataflatrate of ataflatrate of Enunatarifa uni

Balance Balance Balance Balance balancieren equilibrio

Banquet Room  Banquet Room  Sala de banquet: Salle Bankettzimmer Sala de banquett Sala de banquett
Beverage Beverage Bebida Boisson Getrank Bebidas Bebidas

Billing Address  Billing Address | Direccidn factur: Adresse a facture Adresse berechn Endereco de cob Enderege de cob
Billing Client Billing Client Cliente facturad: Client a facturer Kunde berechne Cliente de cobra Cliente de cobra
Blocked Blocked Bloqueade Bloqueado Bloqueado

at an hourly rate at an hourly rate En una tarifa hor ‘J

Booked Booked Reservar on Reserve le Reserviertauf  Reservado Reservado

'_"-"ﬂ'urP\w Clwn"i‘._' "f-." Contajge =3 o f

Boocking Cell Boocking Cell Celular de Resen

Identifying the Print Type for the Program

Tip: Once you have
identified the Print Type
of each print, you should
go into Administration
> Settings > Global
Settings and click the
Managers tab to verify
that the Automatically
Set Print Date option is
checked off.

You may want Caterease to automatically keep track of the dates on which you gen-
erate your various event prints. For example, if you print a contract for a customer
today, you might want Caterease to record the current date so later on you can find
out exactly when that contract was sent. However, since Caterease allows you to
create all of your custom prints, it has no way of knowing which one you consider
your “Contract,” which one is your “Invoice,” which one is your “BEO” (Banquet
Event Order), etc. Therefore, if you want Caterease to keep track of the dates on
which you generate your prints, you should identify those prints to the program.
Basically, when you select a Print Type of “Contract” (or “BEO” or “Invoice”),
you are telling the program, “Whenever I generate this print, mark today’s date as
the date I sent the Contract.”

Identifying the Print Type for the Program

1. Click on the title of the print you want to identify on the left-hand side of the
Print Designer screen.

2. Choose the appropriate print type for this print: Contract, Invoice, or BEO.
Note: Choose None if this print is none of the above.
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@ Print Designer

Q JrEcpe

Invoice Detailed
Invoice
izl
Contract with Images
Chef's Copy
Contract with Staffing
BEO

Dual Column Contract
Layout 4

Layout 5

Contract 4

Print Type= | ™%, Tools~ Preview 5T
Address Booking Contact |Site Contact Guests i
Party Name Theme Sales Rep Category v

Edit Top Motes |~ Suppress Show Allergy Alerts

SITE LOCATION |
v
Site Name Site Address MNone
BANQUET ROOMS
Room None Bar Serving End Room Setup Style
FOOD/SERVICE ITEMS 7
Format  Description;Picture MNone MNone Price Qty Total
Group By |Mone
Ingredients v
v
Event Staffing
COMMENTS
EVENT NOTES v
Event Timeline Suppress Event Timeline Notes v
Billing Information
Subtotal Paid Pay Method Card Number
Tax Balance Card Type MNone 4
Service Charge Mone Card Holder Expires
Total Value Mone Signature MNone |
PAYMENTS MADE v
Payment Pmt Date Pmt Methed |Mone MNone Mone MNone
Edit Bottom Notes |~ Suppress Print Type Contract v
Edit Footer - Suppress [ | Time & Page Counts Translate To o
Invoice -
BEO
None

Copying an Existing Print

Imagine you spend a great deal of time creating your perfect custom contract, show-
ing just the information you need the customer to see. Then you remember you need
to create the same print for your customers who have off-premise parties, rather
than parties in your banquet rooms. And perhaps you even need a unique print for
your wedding receptions, with slightly different terms and conditions. Rather than
having to re-create the same print three times, with slight modifications, you can
copy a print (Professional version only) and then quickly make the necessary

changes.

Copying an Existing Print

1. Click your right mouse button over any print title on the left-hand side of your
Print Designer screen.
Result: A pop-up menu opens.
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@& Print Designer I
c A v Print Type= | %, Tools= Preview {
[n-;c?-_'e Detailed r Sales /GWW\-@
AVeOUrs Contract
- CATERING + EVENTS *

Copy Print

Co « Move Print Up ypress Header Edit Header A

BE| Move Print Down [Organization Event Date Telephone Fax Event #

Dy : ; -

o Hide Print In Menu is Booking Contact | Site Contact Guests

L 1 ) Hame Theme Sales Rep Category

| E
[l Rename Print/Heading Top Notes |~ Suppress Show Allergy H\EI’
SITE LOCATION k¢
Change Print Layout...
ime Site Address Maone

Al Print Fonts...
BANQUET ROOMS

2. Choose Copy Print.
Result: A confirmation message appears.

3. Click Yes to confirm.

Result: A new print (an exact duplicate of the original) is added, with your
cursor positioned in the title.

4. Type a title for your new print, and then press [Enter].

5. Edit the new print as desired.

Creating a Custom Invoice

The Invoice print in Caterease differs from other event prints, in that it has one lay-
out that you can manipulate. As a default, the Invoice only shows menu items that
have a value (meaning they have both a price and a quantity in the event), although

you can easily customize the layout to meet your needs. "See Customizing the
Invoice."

Adding an Invoice

1. Click the Add Print button , located at the top of the Print Designer
window.

Result: A confirmation message displays.

2. Click Yes to confirm your choice.
Result: The Select Print Layout window displays.

3. Click into the Add A New Print checkbox.

4. Select Layout 1 under Invoices.
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Tip: You can also cre-

ate a sub-menu. See
the topic below.

5. Click OK.

Result: A new print is added, and your cursor is positioned in the Title field
of the new print.

Type a title for your new print.
Note: This is the title that will appear in your Prints drop-down menu (i.e.,
the title you will select to generate this print).

7. Press [Enter] when finished to save your changes.

Creating Sub-Menus

Click the Add Print button , located on the top left-hand side of the
Print Designer/Miscellaneous Print Designer window.
Result: A confirmation prompt appears.

Click Yes to confirm.

Result: The Add New Window opens.

To add a new print title, click into the Add a New Print Header checkbox.
Type the Header Caption into the field provided.
Click OK.

@ add New n

Add A Mew Print Header

2016 INVOICES

Print Type Preview

a_l!ivzn Froat onil

General Layouts

Sales

Sales

Sales

1
2
3
Sales 4
Sales 5
Sales 6

Invoice Layout

Invoicel

OK Cancel
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Tip: Drag and drop
your headers or prints,
creating menus or sub-
menus as desired.

Customizing the Invoice

Most of the design features of the Invoice are the same as other prints discussed in
this book. However, there are two unique options: First, you can decide whether
you want the financial totals on the Invoice to be centered on the print or if you
want separate Food, Beverage, Liquor, Equipment, Room, Labor, and Other
charges to appear in boxes. Second, you can decide whether or not to include menu
items without values (meaning they either have no prices or no quantities).

L.

Click either the Centered or Boxed radio button, located towards the
middle, along the right-hand side of the Invoice in your Print Designer
screen.

Note: It is common, when using Boxed layout, to click the Suppress Details
checkbox along the right-hand side of the print and suppress individual menu
items, whereas these details are not typically suppressed in a Centered lay-
out.

[Optional] Click into the Include Items Without Values checkbox on the
right-hand side of the Print Designer screen to have menu items with no val-
ues (either no prices or no quantities) appear on the Invoice.

Note: When this checkbox is checked, these items will appear on the print;
when the box is not checked, these items will not appear.

[Optional] Click into the Display Extended Tax Breakdown checkbox on
the left-hand side of the Print Designer screen to show a breakdown of each
of your three custom tax rates separately.
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@ Pprint Designer E3
Q== | H X [ Print Type= | *%, Tools~ | [J] Preview B
- Invoice Detailed s
: o for: Event# [Event.®]
- Invaoice a vo | | r5 on: [Event.Date.Lang]
- Contract with Images CALEHING = EUENTS
- Chef's Copy
Contract with Staffing [] Suppress Header Edit Header :
BEO ‘Addrass IEvant Date | ‘Telephone |Fax |Event# |
- Dual Column Contract ‘Address | ‘Bookmg Contact |S|te Contact |Guests |
- Layout 4
- Layouts ‘Party Mame IThema | ‘Sale; Rep |Category |
Edit Top Motes = [ Suppress
£
O
) Centered @ Boxed;
e \
O
=2 =E| == ]
=IoIE = O
|| Display Extended Tax Breakdown
‘Pay Method |Card Type | ‘Card Holder |Signature |
‘Card Number |Nona | ‘E(pires |None |
Invoice 1
o
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Editing Miscellaneous
Prints

Unit 6: Editing Miscellaneous Prints

The Miscellaneous Prints Designer allows you to redesign the tops of various prints,
including the Billing Statement in Account Manager and all sub-prints in Event Man-
ager.

Customizing and Suppressing General Information (All Prints)

1. Inthe Miscellaneous Print Designer window (Setup > Miscellaneous Prints
Designer), click the down arrow to the right of any field in a print to choose
a different detail to appear there.
Note: In addition to general event details, the "Deliveries," "Details,” and
"Staffing"” prints allow you to rearrange or remove site location information,
venue, and time details, as well.

Miscellaneous Print Designer n
[— = Print Type= | *% Tools+ Preview o
| g Event Deliveries
aAveurs
CATERING + EVENTS
Event Deposits
Event Recipes
Fancy Menu Title  |Event Deliveries Suppress Header | Edit Header
b Details
b Staffing Client/Organization Event Date Booking Contact |Site Contact Event#
v Ingredients Guests Telephone Fax Guests
Required Item List Address Theme Category Sales Rep
Production Sheet
roceton shes Edit Top Notes Suppress
Event Costing Summary
Service Order Description Start End Serving |Bar Delivery |Banquet Room |Setup Style
Event Timeline Setup Notes w
Menu Prep Sheet
Event Schedule Site Name Site Address Site Category .4
Event Times has been Directions v
renamed to schedul .
Production Sheet Delivery ltem

2. Choose to suppress various sections of the print by clicking into the cor-
responding checkbox, located along the right-hand side of the Miscellaneous
Print Designer window, next to a specific section of a print.

Note: Float your mouse pointer over any checkbox for a tool tip identifying
its corresponding section; a check in a box generally causes a section to be
suppressed on the print.

3. [Optional] Click into the "heading" box of any section and type a different
heading, if desired.
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Editing Top and Bottom Notes Sections (All Prints)

1.

In the Miscellaneous Print Designer, click the Edit Top Notes or Edit Bot-
tom Notes button.

Result: The text block for that section appears.

Note: Top Notes are available for all prints. Bottom Notes are available in
the following prints: Vendor List, Billing Statement (Print Type > Account
Manager), and Menu Details (Print Type > Menu Manager).

>
Times New Roman L E 2 P Fidds. I:] ’?
Pt e BT U® A ===88 XX

Clipboard

Scratch

“
\, Tools ~
Pad

Insert

Format Tools

Close

Click into either pane and type as desired, using the toolbar at the top of the
window to format text, center, or right-justify, etc.

[Optional] Insert images (logos, etc.) by clicking the Insert button at the top
of the window and choosing Image, then browsing to the image you want to
insert.

Note: Images can be justified (left, center, right) just like text.

[Optional] Insert merge fields (to dynamically merge information from the
event, such as the event number, revised date, etc.), by clicking the Fields

button | ™ |, located at the top of the window, opening a category of fields,
and then double-clicking a specific field.

Changing Print Fonts (All Prints)

L.

Click the Tools button at the top of the Miscellaneous Print Designer window
and choose Print Fonts.
Result: The Fonts window opens.
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Fonts [ x |
Font Name Size
Section Captions: ihrial Iv| @ 12|+ Reset
Field Captions: Arial L @ g (v
Field Values: Times Mew Roman ~ @ 10 |w
Financial Fields (Smaller):  Times New Roman v @ 8 | v
Font Preview
Section Caption
Food/5ervice Items
Field Caption & Field Values Financial Field Values (Smaller)
Client Subtotal 100.00
Crow Wedding Reception Gratutty 15.00
Service Charge 10.00
Tax 7.00
Total 132.00
oK Cancel

2. Choose a different font style and/or size for various areas of the print.

Note: The preview at the bottom of the window will update to reflect your
changes.

3. When finished, click OK.

Result: The Font window changes, but the preview in Print Designer will
NOT reflect your new font selections.

Note: To review your new fonts, save the print and click the Preview button
at the top of the Miscellaneous Print Designer window. (You must have an
event open in Event Manager to preview a print.)

Customizing the Menu Section (Fancy Menu, Production Sheet)
1. Inthe "Fancy Menu" or "Production Sheet" print, locate the menu section in

the middle of the print.
Note: The "Fancy Menu" print only offers one column next to Format.
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Miscellaneous Print Designer n

[— B Print Type= | %, Tools+ Preview -

Event Checklist o
Event Deliveries rl a V».J U r5

Event Payments
CATERING + EVENTS

Production Sheet

Event Deposits

Event Recipes

Fancy Menu Title  [Production Sheet Suppress Header | Edit Header
b Details
b Staffing Client/Organization EventDate | [Booking Contact |Site Contact Event#
b Ingredients Address Telephone Theme Guests

Required Item List Party Name Theme Category Sales Rep

Production Sheet

fedustion =he Edit Top Notes Suppress

Event Costing Summary

Service Order Format Ttem Name

v | Unit Category Ttem ID Type

Event Timeline

Menu Prep Sheet Show Directions

Y
Event Schedule | Htem Name ents Show Notes
Event Times has been Description Show Checkboxes
renamed to schedul Motes

Meodifications
Production Sheet

Instructions

2. Click the down arrow in the first column next to Format and click the check-
box next to each item detail you want to include on this print:

o Item Name
Shows the name of each item (as opposed to its detailed description) in
whatever font is chosen for this print.

e Time
Shows the time for each menu item to the left of that item; times can be
assigned in the menu of an event.
Note: Time can also be displayed in a separate column to the right of the
items, or can be used to group items (see below).

. Qty
Shows the quantity of each item in parenthesis to the left of each item.
Note: Quantity can also be displayed in a separate column to the right of
the items.

o Description
Shows the detailed description of each item, with whatever font format-
ting has been applied in the event.

o Notes
Shows the notes of each item, with whatever font formatting has been
applied in the event.

o Modifications
Displays any text typed into the Modifications tab for the item in the
event - including font formatting - in a colored box for easier reference;
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used especially in back-of-house prints to highlight changes to items.

 Instructions
Shows the recipe for each item in the event.

3. Click the down arrows in other columns across the menu section to choose

other details to appear, including item quantity, price, total, as well as details
such as prep area, category, etc.
Note: "Fancy Menu" print does not offer these options.

[Optional] In the "Fancy Menu" print, alternately click the checkbox next to
the menu section to allow or not allow this print to honor "menu item hiding."
Note: A check in the box means item hiding will be allowed (meaning any
item designated as "hidden" in an event's menu will not appear). Removing
this check is a technique to pass otherwise "hidden" information to your
back-of-house staff.

[Optional] In the Fancy Menu print, click into the Center Items checkbox if
you would like the details to be center justified on the print.

Selecting Required Item Details (Required Item List Print)

L.

In the "Required Item List" print, locate the item details section in the middle
of the print.

Note: This section is the bottom row of boxes that you can edit, consisting of
five boxes.

Miscellaneous Print Designer n
[— B Print Type= | %, Tools+ Preview -
Event Checklist ot Required Item List
Event Deliveries a v J U (5
Event Payments b
CATERING + EVENTS
Event Deposits
Event Recipes
Fancy Menu Title  |Required Item List Suppress Header | Edit Header
b Details
b+ Staffing Client/Qrganization Event Date Booking Contact | Site Contact Event#
b Ingredients Address Telephone Theme Guests
Required Item List Party Name Theme Category Sales Rep
Production Sheet
focueton Ahes Edit Top Notes Suppress s
Event Costing Summary
Service Order hemiome  |FIEY Unit Category Food/Service herd
Event Timeline
Menu Prep Sheet Options Group By
Event Schedule /| Separate By SubEvent Category
Event Times has been Show Checkbores Vendor
renamed to schedul Separate Page For Each Group
Production Sheet
Include Food/Service Items Without Required Items 7

2. Click the down arrows next to each box in this section and choose which spe-

cific item details to include on this print:
Note: The options below can be displayed in any of the boxes in this section.
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Unit 6: Editing Miscellaneous Prints

Item Name
Shows the name/description of each required item for the event.

Category
Shows the category of each item (a custom quickpick list used to track
items).

Comment
Shows any custom comment that was typed in for each item.

Vendor
Shows the vendor associated with each item (a custom list established
through the Setup sidebar group).

Food/Service Item
Shows the menu item each required item is associated with.

Item Unit
Shows the item unit. or unit in which the ingredients were purchased.

Packing Unit
Shows the packing unit (cases, boxes, crates, etc.), you are using.

None
Leave this box blank.

Grouping Required Item Details (Required Item List Print)

1. Inthe "Required Item List" or "Ingredients List" print (Ingredients >
Ingredients List), locate the Group By section at the bottom of the window.

Miscellaneous Print Designer

- .
Tools - Preview g

[— R

Event Checklist

Print Type =

flavi}urs

CATERING + EVENTS

Required Item List

Event Deliveries
Event Payments
Event Deposits

Event Recipes

Production Sheet

Fancy Menu Title  |Required Item List Suppress Header | Edit Header
v Details
¥ Staffing Client/Organization Event Date Booking Contact | Site Contact Event #
b Ingredients Address Telephone Theme Guests
Required Item List Party Name Theme Category Sales Rep
Production Sheet
foueten ones Edit Top Notes Suppress 7
Event Costing Summary
Service Order Ttern Name Qty Unit Category Food/Service ltem
Event Timeline
Menu Prep Sheet Optians Group By
Event Schedule | Separate By SubEvent Category v
Event Times has been Show Checkbsies
renamed to schedul Separate Page For Each Group Vendor

Include Food/Service Items Without Required Items

Food/Service Item Mame
Food/Service Prep Area
Food/Service Type
MNone
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2. Click the down arrow under Group By to separate items on the print based

on their "Category," "Vendor," or the name of the associated menu item.

Setting Special Print Options (Production Sheet, Vendor List)

1.

In the left pane of the Miscellaneous Print Designer window, select the Pro-
duction Sheet or Vendor List.

At the bottom of the main pain of the window, click into the checkboxes of
each option you would like to enable:

o New Page for Each Prep Area/Vendor
Lists items on the print on separate pages according to prep area or
vendor.

o Show Food/Service Item Comments
Includes any text typed into the Comment field for each menu item.

o Show Directions
Includes any text typed into the site location "Directions” box from the
event.

o Show Notes
Displays any notes that were added to the tab.

o Show Checkboxes (Production Sheet Only)
Shows two checkboxes to the left of each item on the print for use by pro-
duction personnel.

o Exclude Unassigned Vendors (Vendor List only)
Excludes any menu items from the print that do not have vendors
assigned to them.

Miscellaneous Print Designer E3

o = - Print Type~ | %, Teols~ Preview -

Event Checklist s
Event Deliveries rl a v J U r5

Event Payments
CATERING + EVENTS

Event Deposits

Event Recipes

Fancy Menu Title  |Production Sheet Suppress Header | Edit Header
b Details
V- Staffing Client EventDate | |Booking Contact |Site Contact Event®
- Ingredients Address Telephone Theme Guests

Required Item List Party Name Category Sales Rep Business Type

Production Sheet

fodueton >hes Edit Top Notes Suppres

Event Casting Summary

Service Order Format Ttem Name Mane Price Qty Total

Event Timeline

Menu Prep Sheet | New Page For Each Prep Area Show Directions

| Show Feed/Service lterm Comments Show Notes

Event Schedule

Event Times has been Show Checkboxes

renamed to schedul
Production Sheet
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Addendum
Print Designer Layouts

©

Contract Print
Layout Samples Shown:

Layout 1
Layout 2
Layout 3
Layout 4
Layout 5
Layout 6



avoUrs

Sales/Catering Contract

Layout 1
CATERING + EVENTS
Client Event Drate Telephone Fax Event #
Ladtech 9/27/2014 (Sat) {612) 413-12352 {612) 413-1020 E00460
Address Booking Contact Site Contact Guests
6100 Pine Bidze Foad, Naples, FL 34109 EBillDepisa EBillDepisa 30 Pln)

ANY CHANGES TO GUARANTEED GUEST COUNT MUST BE MADE NO LATER THAN 72 HOURS BEFORE EVENT
DATE. CANCELLATION CHARGES MAY APPLY.

Description Start End Senving Room Setup Style
Lunch Buffet 12:00 pm 1:00 pm 12:00 pm Sand Eanquet
Food/Service ltems Price Oty Total
: a;:. 20.93 30 628.50
All-American
includes: meafloaf, roast furkey, sage dressing, whipped potatoes and
gravy, vegetable du jour, tossed salad, potato salad, cole slaw, rolls and
bufter, dessert, coffee, fea or milk
Iced Tea - fall glasses with umbrella 0.73 27 20.23
Soft Drinks -per glass 195 90 175.50
Drescription Start End Serving Room Setup Style
Meeting 1:00 pm 4:00 pm NA Sun Clas stoom
FoodiService ltems Price Oty Total
Wireless Microphone 70,00 1 70.00
Flip Chart with Markers 20.00 1 20.00
Projection Screen 10.00 1 10.00
Subtotal 1174235 Paid 0.00 | Pay Method  Credit Card Card Number
Tax 82.20 Balance 142833 [ Card Type Ezxpires
Service Charg 171.88 Card Holder
Total Value 142833 Signature

A $200.00 cancellation fee will be incurred for any cancellation within I days of event. A $100.00 fee
any additional setup on the day of the event. | have read the above contract and agree to the terms and conditions

Client

Sales Rep

will be incurred for

Q2014 - 10:37:53 AN
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CATERING + EVENTS

Sales/Catering Contract
Layout 2

Ladtech
CQuarterly Sales Meeting
Address 6100 Pine Ridge Road, Naples, FL 34140
Telephone (612) 413-1232
Fax (612) 415-1090
Sales Rep  John Smith

Client
Party Mame

Event Date
Event #

Guests

Booking Contact
Site Contact
Theme

9/27/2014 (Sat)
E00460

30 (Pln)

Bill Depisa

Bill Depisa
Social

ANY CHANGES TO GUARANTEED GUEST COUNT MUST BE MADE NO LATER THAN 72 HOURS BEFORE EVENT DATE.

CAMCELLATION CHARGES MAY APPLY.

Venue
Room Setup Style Start End Sernving Description
Sand Banquet 12:00 pm 1:00 pm 12:00 pm Lunch Buffet
Sun Classroom 1:00 pm 4:00 pm NA hMeeting
Food/Service tems
FoodiService ltems Price Oty Total
Lunch Buffet - 9/27/2014 - 12:00 pm
All-American 2095 30 628.50
includes: meatioal roast turkey, sage dressing, whipped potatoes and gravy,
vegetalbie du jour, tossed salad potato salad, cole slaw, rolls and butter, dessert,
coffes, tea or mik
Iced Tea - tall glasses with umbrella 0.73 27 2023
Soft Drinks -per glass 195 90 175.50
Meeting - 9272014 - 1:00 pm
Wireless Microphone 70,00 1 70.00
Flip Chart with Markers 20,00 1 20.00
Projection Screen 10.00 1 10.00
Comments
Lunch Buffet - 9/27/2014 - 12:00 pm
Group to move into Sun room for meeting following lunch.
Meeting - 9272014 - 1:00 pm
Client will arrtve an hour earlyto help with setup.
Subtotal 117425 Paid 0.00|Pay Method  Credit Card Card Number
Tax 82.20 Balance 1.428 33 |Card Type Expires
Service Charge 171.88 Card Holder
Total Value 1428 33 Signature

A $200.00 cancellation fee will be incurred for any cancellation within 7.days o
setup on the day of the event. | have read the above contract and agree to th

Client:

event. A $100.00 fee will be incurred for any additional
rms and conditions.

15}
—_ —h
16}

Date:

Date:

WEHZ014 - 10:52:24 AN
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Sales/Catering Contract

1 lf
C] \/ / U FS Layout 3
CATERING + EVENTS
Client Event Date Telephone Fax Event #
Ladtech 0/27/2014 (Sat) (612} 415-1252 (612} 415-1000 E00460
Address Booking Contact Site Contact Guests
6100 Pine Ridge Foad. Naples FL 34109 Eill Depiza Eill Depiza 30 (Pln)

ANY CHANGES TO GUARANTEED GUEST COUNT MUST BE MADE NC LATER THAN 72 HOURS BEFORE EVENT
DATE. CANCELLATION CHARGES MAY APPLY.

Venue
Room Setup Person Start End Senving Description
Sand 12:00 pm 1:00 pm 12:00 pm Lunch Buffet
Sun 1:00 pm 4:00 pm NA Meeting

Food & Beverage Equip ment/Miscellaneous
FoodiService tems Price Oty Total Foodi/Service tems Price Oty Total
Lunch Buffet - 9/27/2014 - 12:00 pm Meeting - 9272014 - 1:00 pm
All-American 20.95 30 628.30 Wireless Microphone 70.00 1 70.00
includes: meatloaf, roast Flip Chart with Markers 20.00 1 20.00
turkey, sage dressing whipped T
potatoes and gravy, vegetabie Projection Screen 10.00 1 10.00
du jour, tossed salad, potato
salad, cole slaw, rolls and
Butter, dessert, coffee tea or
itk
Iced Tea - f3ll glasses with 0.73 7 2015
umbrella
Soft Drinks -per glass 193 20 173.50
Comments

Lunch Buffet - 9/27/2014 - 12:00 pm
Group to move into Sun room for meeting following lunch.
Meeting - 9272014 - 1:00 pm
Client will arrive an hour earlyto help with setup.

Notes
Important:
Bill is main point of contact. All changes must be made through him.
Subtotal 117425 Paid 0.00|Pay Method  Credit Card Card Number
Tax 82.20 Balance 1.428 33 |Card Type Expires
Service Charge 171.88 Card Holder
Total Value 1428 33 Signature

A $200.00 cancellation fee will be incurred for any cancellation within 7_days of event. A $100.00 fee will be incurred for
any additional setup on the day of the event. | have read the above contract and agree to the terms and conditions

Client

Sales Rep

Q22014 - 10:57:31 AN
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Sales/Catering Contract

1 lf
— - 1
AVOUIS Layout 4
CATERING + EVENTS

Client Event Date Telephone Fax Event #
Ladtech 0/27/2014 (Sat) (612) 415-1232 (612) 415-1090 E00460
Address Booking Contact Site Contact Guests
6100 Pine Ridze Foad, Naples, FL 34109 Eill Depisa Eill Depisa 30 (Pln)

ANY CHANGES TO GUARANTEED GUEST COUNTMUST BE MADE NO LATER THAN 72 HOURS BEFORE EVENT

DATE. CANCELLATION CHARGES MAY APPLY.

Venue
Room Setup Style Start End Senving Description
Sand Bangquet 12:00 pm 1:00 pm 12:00 pm Lunch Buffet
Sun Clas sroom 1:00 pm 4:00 pm NA Meeting
FoodiService tems
FoodiService ltems Price Gty Total
Lunch Buffet - 9/27/2014 - 12:00 pm
All-American 2093 30 628.350
includes: meatioall roast turkey, sage dressing, whipped potatoes and gravy,
vegetable du jour, tossed salad potato salad, cole slaw, rolls and butter, dessert,
coffee, tea or milk
Iced Tea - tall glasses with umbrella 0.75 17 20.25
Soft Drinks -per glass 193 o0 173.50
Meeting - 9272014 - 1:00 pm
Wireless Microphone 70.00 1 70.00
Flip Chart with Markers 20,00 1 20.00
Projection Screen 10.00 1 10.00
Comments
Lunch Buffet - 92712014 - 12:00 pm
Group to move into Sun room for meeting following lunch.
Meeting - 92772014 - 1:00 pm
Client will arrive an hour earlyto help with setup.
Subtotal 117425 Paid 0.00|Pay Method  Credit Card Card Number
Tax 82.20 Balance 1.428 33 |Card Type Expires
Service Charge 171.88 Card Holder
Total Value 1428 33 Signature

A $200.00 cancellation fee will be incurred for any cancellation within 7_days of event. A $100.00 fe

any additional setup on the day of the event. | have read the above contract and a

Client

Sales Rep

e will be incurred for
gree to the terms and conditions

Q22014 - 10:55:36 AM
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Sales/Catering Contract

|"' lf
— P
dAVOUIS Layout &
CATERING + EVENTS
Client Event Date Telephone Fax Event #
Ladtech 0/27/2014 (Sat) (612) 415-1232 (612) 415-1090 E00460
Address Booking Contact Site Contact Guests
6100 Pine Ridze Foad, Naples, FL 34109 Eill Depisa Eill Depisa 30 (Pln)

ANY CHAMGES TO GUARANTEED GUEST COUNT MUST BE MADE NO LATER THAN 72 HOURS BEFORE EVENT

DATE. CANCELLATION CHARGES MAY APPLY.

Food & Beverage

Equip ment/Mizcellaneous

FoodiService tems Price Oty Total FoodiService tems Price Oty Total
Lunch Buffet - 9/27/2014 - 12:00 pm Meeting - 9272014 - 1:00 pm
All-American 2095 30 628.50 Wireless Microphone 70.00 1 70.00
includes: meatloaf, roast Flip Chart with Markers 20.00 1 20.00
furkey, sage drassing whipped i
pdafms and gravy, llregﬁ.fafﬁe PrD]EC[IDn Screen 10.00 1 10,00
du jour, tossed salad, potato
salad, cole sfaw, rolls and
butter, dessert, coffee tea or
itk
Iced Tea - i3/l glasses with 0.73 17 20.23
umbrella
Soft Drinks -per glass 1.95 90 175.50
Comments Venue
Lunch Buffet - 9/27/2014 - 12:00 pm et SEEE S i
Group to move into Sun room for meeting following lunch. ~ Sand Banquet 200 pm,  100p=
Sun Classroom 1:00pm  4:00 pm
Meeting - 9272014 - 1:00 pm
Client will arrive an hour early to help with setup.
Subtotal 1.17425 Paid 0.00|Pay Method = Credit Card Card Number
Tax 82.20 Balance 1.428.33 |Card Type Ezxpires
Service Charge 171.88 Card Holder
Total Value 142833 Signature

A $200.00 cancellation fee will be incurred for any cancellation within 7 days of event. A $100.00 fee will be incurred for

any additional setup on the day of the event. | have read the aboy

Client

g

Sales Rep

contract and agree to the terms and conditions

Q22014 - 11:01:30 AN
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Sales/Catering Contract

|"' lf
— P
dAVOUIS Layout 6
CATERING + EVENTS
Client Event Date Telephone Fax Event #
Ladtech 0/27/2014 (Sat) (612) 415-1232 (612) 415-1090 E00460
Address Booking Contact Site Contact Guests
6100 Pine Ridze Foad, Naples, FL 34109 Eill Depisa Eill Depisa 30 (Pln)

ANY CHAMGES TO GUARANTEED GUEST COUNT MUST BE MADE NO LATER THAN 72 HOURS BEFORE EVENT

DATE. CANCELLATION CHARGES MAY APPLY.

Food & Beverage

Equip ment/Mizcellaneous

FoodiService tems Price Oty Total FoodiService tems Price Oty Total
Lunch Buffet - 9/27/2014 - 12:00 pm Meeting - 9272014 - 1:00 pm
All-American 2095 30 628.50 Wireless Microphone 70.00 1 70.00
includes: meatloaf, roast Flip Chart with Markers 20.00 1 20.00
furkey, sage drassing whipped i
potatoes and gravy, vegetabie Projection Screen 10.00 1 10.00
du jour, tossed salad, potato
salad, cole sfaw, rolls and
butter, dessert, coffee tea or
itk
Iced Tea - i3/l glasses with 0.73 17 20.23
umbrella
Soft Drinks -per glass 1.95 90 175.50
Comments Venue
Lunch Buffet - 9/27/2014 - 12:00 pm i Setup Style e Eon
Group to move into Sun room for meeting following lunch. ~ Sand Banquet 200 pm,  100p=
Classroom 1:00pm  4:00 pm
Meeting - 9272014 - 1:00 pm
Client will arrive an hour early to help with setup.
Terms & Conditions Financial Information
A $200.00 cancellation fee will be incurred for any cancellation 475 Pas
within 7 days of event. A $100.00 fee will be incurred for any st Lekgicks Eand sl
additional setup on the day of the event. | have read the above Tax §2.20 Balance 142833
contract and agree to the terms and conditions. Service Charge 171.88
Total Value 1.428.33

Client:

Date:

Q22014 - 11:08:57 AN
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@ catereqse

catering + event planning solution

a product of
Horizon Business Services, Inc.
Naples, FL 34101
T: 239.261.6617
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