@ catereaqse

catering + event planning solution

Training Guide

239.261.0067 PO Box 7459, Naples, FL 34101 www.caterease.com
) 000000000000 000000006 ° 000000000 °°°0000000000¢
e 00000 200000 ceo0o0OOOOO 00 0000 200000 000000 OOOO L



Queries and Detail Grids

© Copyright 2016



TABLE OF CONTENTS

Unit 1: Tracking Current Events and Accounts Receivable ... . . 2
Tracking Your Current Events ... . .. i, 3
Generating Reports from a Results Grid ... .. 4
Available RepOm S .. il 5
Generating a Print for Multiple Events ... . 6
Generating Multiple Prints for Multiple Events ... ... 7
Creating Custom Multiple Print Lists . ... 8
Running an Accounts Receivable Query ... ... ... ... 10

Unit 2: Customizing the Results Grid ... ... ... 12
Customizing Grid ColUMNS . ... ... 12
Grouping Grid Data ...l 14
Saving/Loading Custom Grid VIeWsS ... ... ... . L 15
Customizing Conditions ina Filter .. 16
Filtering Grid Data ... . ... . 17
Saving/Loading Custom Filters .. 18
Saving Custom Layouts ... ... o . 20
Usingthe Find Panel . ... 21
Using the Preview Field .. ... 21
PN NG GridS L 23
Viewing Grid Results ina Chart ... .. ... . 25
Switching Chart Types il 25
Customizingthe Chart ... .. L 26

Unit 3: Creating a Custom EventQuery ... ... ... 27
Runningan Event QUery ... ..o e 27
Grouping Query Conditions ...l 30
Changing the Conjunctions inaQuery ............ ... 31
Querying Your Customer Database ... ... ... .. 32
Querying Your Prospective CUStOMErs ... ... .. i i 33
Using Relative Date Ranges inanEvent Query .. ... ... 34

Unit 4: Using "Activity” Queries ... ... .. 36
Tracking Menu ltem Activity ... .. 36
Using a Relative Date Range ... . . 37
Printing Menu ltem Labels ... .. 38
Modifying Menu ltem Labels ...l 39
Printing Bar Codes .. ... .. 41
Tracking Payments ACtiVity ... . 42

Tracking Sub-Event Activity ... .. 44



lracking Current events
and Accounts Recelv-
able

Unit 1: Tracking Current Events and Accounts Receivable

Caterease offers many query tools to help you instantly find any data you need. Queries are stand-
ardized for consistency and functionality. Each query begins with a base query window, where fields
can be selected that are specific to the records returned. Filters or query conditions can be set in order
to further customize your query results. All query tools remain open as you zig-zag around your pro-
gram, resulting in fast navigation. So, if you double-click on a party in one of your query grids and then
open that event in Event Manager, the query you ran will remain open in the background.

The Current Events Query is designed to show details about your upcoming events. Using this tool, you
can see a complete list of all events scheduled for the next week, two weeks, month, etc., all with a
single mouse click. What’s more, you can generate a multitude of prints based on your results: numer-
ous financial and detail reports in a variety of different layouts; contracts, invoices, and other event
prints; miscellaneous prints, including staffing sheets, ingredients lists, costing summaries, and more.
You can print one, several, or all of your events, with a single mouse click. You can even generate
batch e-mails, attaching any number of prints and using a dynamic merge letter as the body of your out-
going message!

Using the powerful Current Events tool, you can quickly and easily track all upcoming events - or only
those in the next week, two weeks, month, etc. Results are displayed in a detail grid, which can then be
customized to show any information you want and then printed or even exported in a variety of formats.
The Accounts Receivable Query, also discussed in this unit, will quickly track all of your upcoming
events with a date that has passed and a balance still outstanding. Y ou can choose to look at only those
events that are 30 days out, 60 days out, etc.

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

o Query the program for all of your current (upcoming) events.

o Query events in a certain date range, i.e., one week out, two weeks out, etc.

o Generate reports based on the results of your queries.

o Print a contract or other event print for one, several, or all of the events in your query results.

o Save custom lists of multiple prints for instant access.

o Generate a unique e-mail letter, with attachment, to one, several, or all of the events in your
query results.

e Query all accounts receivables, including accounts that are specifically 30, 60, 90, or 120 days
past due.

Tracking Current Events

Using the powerful Current Events tool, you can quickly and easily track all upcoming events - or only
those in the next week, two weeks, month, etc. Results are displayed in a detail grid, which can then be



customized to show any information you want and then printed or even exported in a variety of formats.

Tracking Your Current Events

1. Click the Tools sidebar group, located on the left-hand side of the screen.
Tip: Click into the check-
g"’," ’ab%‘fd :°""”h 2. Click the Current Events button.
ow Windowatine .

bottom left of the tool to Result: The Current Events Base Query window opens.
automatically display
your grid results. You c S ETTE [ ,
can quickly edit your LLEBS EED ] n
query criteria at any Set Parameters
time.

Options

Days Qut

Total Current Events v

Exclude Status

Mone selected W

Rernote Data

Include Remote Data
Don't Show Window Cancel

3. Click the down arrow to the right of the Days Out field and choose how
many days out you would like your search to go.

4. [Optional] Click the down arrow to the right of the Exclude Status field and
select any event statuses you would like excluded from your query.

Note: Placing a check in a box causes the tool to exclude events with that
status from your results.

5. Optionally click into the Include Remote Data checkbox (visible only if this
feature has been enabled in your Global Settings) if you would like remote
data to be included in your query results.

6. When finished, click OK.

Result: The events matching your criteria are listed in a detail grid.

Tip: Click the SQL but-
ton, located on the
upper right-hand side of
the window, to edit your
query criteria.



@ current Events Query - oI E3
Customn: | % Views~ 7 Filters = Layout ~ =z E o
Filter
Filter | SAND! applies to the main query
Click here to add a new condition
-
M
(Total Current Events) Jfl
Results
#|Event#  |EventDate = [Status Client Sales Rep Subtotal | Serv Chg Tax Total | A
» [E00454 5/18/2016 Tentative Ladtech Kathy Wilson §713.75 598.20 w007 seerof "
E00463 5/18/2016 Tentative Naples Dental Assoc. Kathy Wilson $1,71580 519453 8511 $149544 | ER
ED0389 5/21/2016 Tentative Naples Dental Assoc. Kathy Wilson $663.50  $106.16 4645 S81611
E00356 5/24/2016 Definite Ducks Unlimited RoxanneM.Mc!  $343665  $513.86 523007 $418058 |
E00005 5/24/2016 Tentative Greg's Soccer Team Kathy Wilson $1,61295  $258.07 s11291  $1,98393
E00466 5/24/2016 Tentative Schad Associates John Smith 5000 5000 5000 5040
E0226 5/25/2016 Definite Lenox/Uchtman Wedding  Roxanne M.Mc ! §13,087.48  $2,093.99 §916.13  $16,097.60
E00459 5/27/2016 Tentative Diebold Co. John Smith $697.50  $111.60 4883  $857.93
E00402 5/28/2016 Tentative Wiggins, Goodlette & Davis P.. John Smith 5294.50 4712 52062 §362.24
E00003 5/20/2016 Tentative Greg's Soccer Team Kathy Wilson 169795 S27167 S11887  $2,088.49 :
E00380 6/3/2016 Tentative Lebron Corporation RoxanneM.Mc! ~ $562000  $899.20 $393.40  $6,912.60 '
ED0382 6/4/2016 Tentative Naples City Police Department Jo Ann Mulnix §1,13875  §18220 §79.72| 5140067
E00390 6/11/2016 Tentative Naples Dental Assoc. Kathy Wilsen §538.50 386.16 $37.70)  $662.36
E00464 6/12/2016 Tentative Jason Becker John Smith $1,53500  S245.60 §107.45  $1,888.05
ED0384 6/18/2016 Definite Natasha White RoxanneM.Mc!  $545500 387280 §38185  $6,709.65
E00403 6/18/2016 Tentative Wiggins, Goodlette & Davis P. John Smith 5294.50 4712 52062 §362.24
E00417 6/18/2016 Tentative David Ames & Associstes  Roxanne M.Mc!  $514.25 $67.08 $3075  $612.08
Tof27 b WM oEE - i

Generating Reports from a Results Grid

Several pre-formatted reports are available in a variety of layouts, to show financial
information and general details about all of the events listed in your query result

grid.
Generating Reports from a Results Grid

1. Generate a query, as described above.

2. Click the top half of the Prints button, located at the top of your screen, in
the Home ribbon tab.
Result: The Select Desired Print window opens, where you can select your
reports from a floating window.

3. Click on the Reports tab.

4. Select the title of the report you want to print. (See the table, below, for a
description of the various reports.)



@ Accounts Receivable Query - o IEH
Custom: | =3 Views~ 7 Filters~ Layout - EH | [E] Chart By [Business Type -
Filter @ Select Desired Print Ex
Filter | AND applies to the main query
.| Status equals Definite + Multiple
Click here to add a new condition Reports a~Financials i
General Financials
Prints
Extended Financials
Subprints 1y s
(Total Accounts Receivable) P Payments Made "fl
Documents Tax Breakdown
Results - Revenue Summary
_ abels 4 Details
# Event # Event Date + |Status ¥ | Clier ig Tax Total fal
E00392 12/12/2015 _ Defi Wi Senerel Detele 112] 52062 536224
» 112/ inits - L g
—— ~ Event Specific Dates ——:l —
£00394 12/26/2015  Definite Wigg - m $2076  $36470 | f
nclude Sub-Events
E00423 1/15/2016 Definite Lebn betenied Dol 200 $10553  §1,85423
E00395  1/16/2016  Definite Wige endea Heers 112 062 @2 |
£00413 1/16/2016 Definite Char 560 10789 §1,895.74
E00414 1/18/2016 Definite Cruis 196 §7329 5145075
£00317 1/19/2016 Definite Evert 120 S000  §1,308.70 ,
E00429 1/25/2016 Definite Warr 204 S2714 47692
E00419 1/26/2016 Definite Duck .06 S15447  S285218 |
£00396 1/30/2016 Definite Wigg 112 $2062  $362.24
E00426 1/30/2016 Definite Ladti 160 $3833 582343
E00429 1/30/2016 Definite Napl 516 §3770 66236
E00433 2/2/2016 Definite Robe 116 $3682 64698
E00164 2/4/2016 Definite MQ 156 58600 SL487.06
E00440 2/11/2016 Definite Colli | [ ] Close After Print Close 523 25166 $4,42209
E00324 2/13/2016 Definite Bass 04 11508 52,0212
X || (Status = Definite) Customize... v
1of77 » B M #* 1

5. Click the Print button, located at the bottom of the window.
Result: The Print Preview displays.
Note: Multiple printing is not available (or necessary) for reports.

6. [Optional] Click your right mouse button over any report title and choose
Rename Report to change the name of the selected title. Click the right
mouse button again and choose Save Report Titles if you want that change
to be permanent. (You will receive a confirmation prompt. Click Yes to con-
firm your choice.)

Available Reports

Default
Report Title

General Fin- Client/Organization, Event Number; Event Date; Food Total, Beverage

ancials Total, Liquor Total, Equipment Total, Labor Total, Room Total, Other
Total; Subtotal; Gratuity; Service Charge; Tax; Total
Extended Same as above, plus: Sales Rep; Guests; Amount Paid; Balance; Addi-

Financials tional Food/Service Item Types; Variance (Days Out)

Payments Client/Organization; Event Number; Event Date; Telephone; Sales

Made Rep; Category; Guests; Subtotal; Gratuity; Service Charge; Tax;
Total; Amount Paid; Balance; Next Deposit; Next Deposit Due Date;
Variance (Days Out) The following payment details (money received)
are also included: Payment Date; Payment Amount; Pay Method The
following deposit details (money scheduled to be received) are
included: Due Date; Deposit Amount; Paid (Yes/No); Payment Date

Tax Break- Identical to General Financials Report, above, with the following addi-

down tional fields: Taxes 1, Taxes 2, Taxes 3 and any additional Food/Ser-
vice Item Types that have been added.
Revenue Event fields included: Client/Organization; Event Number; Event

Summary Date; Sales Rep; Guests; Food Total; Beverage Total; Liquor Total;



Default Contents

Report Title
Equipment Total; Labor Total; Room Total; Other Total; Subtotal; Gra-
tuity; Service Charge; Tax; Total; Paid Amount; Balance; Cost per
Guest Sub-event fields included: Description; Start Time; End Time;
Venue; Guests; Members; Non-Members

General Client/Organization; Event Number; Event Date; Telephone; Booking

Details Contact; Site Contact; Sales Rep; Theme; Guests

Event Spe- |Client/Organization; Event Number; Event Date; Sales Rep; Booked
cific Dates | Date; Revised Date; Definite Date; Cancelled Date; Contract Date;
BEO Date; Invoice Date; Next Deposit Date

Include Same as General Details, above, plus: Sub-Event Description; Sub-
Sub-Events Event Guests; Start Time; End Time; Venue

Extended Client/Organization; Event Number; Event Date; Telephone; Fax Num-
Details ber; Booking Contact; Site Contact; Sales Rep; Theme; Reference; Cat-

egory; Folio #; Guests

Generating Event Prints

You can highlight one, several, or all events listed in your results grid and generate
contracts, invoices, and other event prints for those parties. You can even generate
multiple prints for multiple events, with a single mouse click!

Generating a Print for Multiple Events

1.
2.

Generate a query, such as an Event Query or Current Events Query.

From the query results, select multiple events by holding down your [Shift]
or [Ctrl] key while selecting.

Note: The [Ctrl] key lets you select individual records, the [Shift] key
selects two records and all others in-between them.

Click the top half of the Prints button, located at the top of your screen, in
the Home ribbon tab.

Result: The Select Desired Print window opens, where you can select your
prints from a floating window.

Select the Prints, Sub-Prints, Documents, or Labels tab.
Note: Batch printing is not available for reports.

Click on a print title.

Click the Print button at the bottom right-hand side of the window.
Result: A confirmation prompt appears.

Click Yes.

Result: One print for each of the selected events will be automatically sent
to your printer.

Note: Batch prints do not generate a Print Preview; they are sent to your
printer automatically.



® - = Em

Custom: | % Views~ 7 Filters+ | by Layout = | e
Filtor @ select Desired Print E3
Filter | AND applies to the main query
-+ Multiple
.| Status like Definite
Click here to add a new condition Reports Invoice H
Prints Invoice Detailed
Contract with Images
Subprints )
(Event Date Range: 5/1/2016 - 5/31/2016) s s
Documents Kitchen Detail
Results Labels Chef's Copy
- Contract with Staffing
#|Event # Event Date 4 Status A _ N erv Chg Tax Total
v[oass 506 Defintt Contrect= (Nerrativs) 1512 5036 sesag6|
o s Deflmté B s ume woe
72 efinite ! ! 251,
£00257 5372016 Definit Dual Column Contract 510380 $4681 581936 -
73 efinite ! ! 36| B
- Custom Print —
W3E 53206 Definite : 2002 S1450  s198151( =g
E00111 5/4/2016 Definite Contrat en Franczis 51,787.20 $78190  $14,039.10
E00388 5/7/2016 Definite Offsite Contract 519453 $3511 5149544
00184 5A1/2016  Definite 110472 48332 840054
E00371 5/12/2016 Definite $572.08 $250.29 $4,747 87
E00329  5/13/2016  Definite 45760 522260  $3860.20
£00286  5/13/2016  Definite 0880  S17483  $314613
E00420 5/16/2016 Definite $344.86 $150.88 §2,651.14 '
E00356  5/24/2016  Definite s51386 23007 $4180.58
£00226 | 5/25/2016  Definite 200399 91613 §16,007.60
Close After Print Close
| & (Status LIKE Definite) Customize...

1of13 » » W *

o

Generating Multiple Prints for Multiple Events

L.

Select an event from your results screen, or hold your [Shift] or [Ctrl] key
down to select multiple records.

Note: The [Ctrl] key lets you select individual records, the [Shift] key
selects two records and all others in-between them.

Click the top half of the Prints button, located at the top of your screen, in
the Home ribbon tab.

Result: The Select Desired Print window opens, where you can select your
prints from a floating window.

Click the Multiple button, located on the top right-hand side of the window.
Result: A new panel opens along the right-hand side of the Select Desired
Print window.

Select the Prints, Subprints, Documents, or Labels tab.
Note: Multiple printing is not available (and not necessary) for reports.

Click on a print title.

Click the right-arrow button + , located in the middle of the Select Desired
Print window.

Result: Your selected print title is moved to the panel on the right-hand side
of the window.

Repeat for other desired prints.



Tip: Ifyou want all users
on your Caterease net-
work to have access to
your custom print list,
click the Shared button
at the bottom of the win-
dow. Local (User) print
lists are only accessible
on the computer from
which they are created.
(Professional Version.)

8. Type, into the field on the right-hand side of the pane, the number of prints
you would like to generate for each print.

9. Click the Print button at the bottom right-hand side of the window.
Result: Multiple prints for each of the selected events will automatically be
sent to your printer.
Note: Multiple prints do not generate a Print Preview, they are sent to your
printer automatically.

@ Select Desired Print “
+ Multiple Custom: Multiple Prints =
Reports Invoice Contract 1
Prints Invoice Detailed 1
- Contract with Images
Subprints Contract
Decuments Chef's Copy
Contract with Staffing
Labels
Contract - (Marrative)
BEQ »
Dual Column Contract 4
Custom Print
Contrat en Francais
Offsite Contract
Close After Print Close

Creating Custom Multiple Print Lists

Once you have established a list of multiple prints to generate, you can save that list
for future use. For example, you can create a custom list of multiple prints called
“Back-of-House Prints,” which might consist of kitchen prints, ingredients lists,
required items lists, etc., and then retrieve that list, with a single mouse click.

1. Follow the steps in the section above to select multiple prints to be gen-
erated.

2. Click the Multiple Prints button, located at the top right of the Select
Desired Print window.

hed

Choose Custom.
Result: The Custom Multiple Prints window opens.



4. [Optional] Click the Shared button, located at the bottom of the Custom Mul-
tiple Prints window, if you want this custom prints list to be shared with other
users on your Caterease network. (Available in the Professional Version of
Caterease.)

5. Click the Add Multiple Prints
Result: A line, titled "New Multiple Prints," is added to the list.

6. Type the name of your multiple prints list over the words "New Multiple
Prints."

7. Click the Save Current Multiple Prints List button

8. Close the Custom Multiple Prints window by clicking the E, located on
the top right-hand corner of the window.

Custom Multiple Prints n

Apply Prints

Back-of-House Prints
¥ Kitchen

B User 2 Shared

Running an Accounts Receivable Query

While the Current Events query will quickly track all of your upcoming events, the
Accounts Receivable query will track all events with a date that has passed and a
balance still outstanding. You can choose to look at only those events that are 30
days out, 60 days out, etc.



Running an Accounts Receivable Query

1.

Click the button labeled Accounts Receivable in the Tools sidebar group.
Result: The Accounts Receivable Base Query window opens.

Click the down arrow under Days Out and set a range for your query (Over
30; Over 60; Over 90; Over 120; 31-60; 61-90; 91-120).

Accounts Receivable Base Query E3
Set Parameters

Options

Days Qut

Total Accounts Receivable W

Exclude Events With Very Small Balances

Remote Data

Include Remote Data

Don't Show Window Cancel

. Optionally click into the checkbox to the left of the Exclude Events With

Very Small Balances field if you would like to exclude events with a bal-
ance of less than five cents.

Optionally click into the Include Remote Data checkbox (visible only if this
feature has been enabled in your Global Settings) if you would like remote
data to be included in your query results.

Click OK to generate the query.
Result: A results grid displays, listing all events in your database for which
you are owed money, within the parameters you have set.

- 10 -



@ Accounts Receivable Query - o IEEH

Custom: | %33 Views= 7 Filters= | by Layout= B | =] Chart By [Business Type [+ 8-

Filter

JAND] applies to the main query

Click here to add a new condition &

jia|
(Total Accounts Receivable) Sfl
Results
#[Event#  [EventDate = [Status Client Sales Rep Subtotal | Serv Chg Tax Total |~ @
» |ED0385 4/2/2016 Definite Naples Dental Assoc. Kathy Wilson §538.50 586.16 §37.70 S662.36| '
E00410 4/3/2016 Closed BassInc. Kathy Wilson 51,644.00 5263.04 §115.08  §2,02212 fizi]
BEES 4/6/2016 Definite Nerth Naples Dart League John Smith $2,081.50 §333.04 §14571  52,560.25
I E00027 4/7/2016 Closed Glessing Wedding Kathy Wilson 54,314.50 §680.32 §302.02 5§5,306.84
Il E00425 4/9/2016 Definite Lutheran Marriage Encounter Jo Ann Mulnix $807.00 §129.12 §56.49 §992.61
BET 4/13/2016 Definite Professional Develepment Inst Jo Ann Mulnix §772.50 §123.60 554.08 §950.18
I E00386 4/16/2016 Definite Naples Dental Assoc. Kathy Wilson §538.50 586.16 §37.70 5662.36
Il ED0400 4/16/2016 Definite Wiggins, Goodlette & Davis P. John Smith §300.50 $48.08 §21.04 §369.62
BEEE 4/17/2016 Definite MSUS/PALS Jo Ann Mulnix §510.75 $76.44 §35.76 §622.95
Il E00325 4/18/2016 Definite Cruises & Vacations, Inc. John Smith §1,193.50 5178.96 578.29 §1,450.75
BEE 4/18/2016 Definite David Ames & Associates Rexanne M. Mc ! §239.25 $23.08 §11.50 §273.83
BE 4/20/2016 Cancelled Greg's Soccer Team Kathy Wilson §1,158.50 §185.36 §8111 5142497
Il E00442 4/20/2016 Definite Robert Hamilton Company  Kathy Wilson §526.00 584.16 §36.82 5646.98
| | eooasz 4/21/2016 Definite Solid Rock Church - Womens Jo Ann Mulnix $2,805.00 §352.80 §154.35 8331215
BE 4/22/2016 Definite American Family Insurance  Jo Ann Mulnix $620.00 586.40 §38.15 §744.55
Il E00344 4/23/2016 Definite Diebold Company Jo Ann Mulnix §2,727.00 §412.32 §180.40 §3,319.72
: EDD315 4/23/2016 Definite Lutheran Marriage Encounter Jo Ann Mulnix $1,057.00 §169.12 §7399  §1,300.11
METYIT lUfS‘Ul-\r"-‘;‘»‘ o Mot E— wanan f1aann Ty enan P o e

4=
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Customizing the Results
Grid

Unit 2: Customizing the Results Grid

Caterease grids offer unprecedented flexibility! These powerful tools let you look at any information
you’re interested in seeing. You can customize the columns displayed on a grid; sort or group the grid
data by any detail; create footers to show sub-totals for each of your groupings; and then print or export
the grid that you have created. You can even save your custom grid layouts for future use, making a lim-
itless number of custom displays just a mouse click away!

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

o Customize the results grid to show the columns of information you want to see.
o Sort the data in the grid by any detail.

o Group the data in the grid by any detail.

o Save your custom grid views for future use.

o Filter records from the grid that you temporarily don’t want to see.
o Save your custom filters for future use.

o Create a custom layout, which includes both grid views and filters.
o Use the Find panel to search for any detail.

o FEnable any text field as an optional Preview field.

o Print the detail grid as a custom report.

o Export your grid data for use in another software program.

Customizing Grid Columns
1. At the top left corner of a detail grid, click the Quick Column Customizing

button ..
Result: A drop-down list of optional columns appears.

2. Click into the checkbox next to any column heading to have that column
appear in the grid.

Result: Any columns with checks next to them appear in the grid.
++

Note: The Automatically Set Column Widths button , located on the
right-hand side of the grid, is generally enabled by default, meaning that any
selected columns will automatically shrink to fit in this window without the

-12-



Tip: All grids (beginning
with Caterease Version
16) allow for sorting in
ascending and des-
cending order.

3.

need to scroll horizontally.

@ Current Events Query - o IEEH
Custom: Layouts = | i3 Views= 7 Filters~ BR | E -
# Event # EventDate = |Status Client Sales Rep Subtotal | ServChg Tax (2
iEvent £ :[| Children Extra Subtotal Imith §2.155.40 5344.86 §150.88 '
Account # pO# Extra Grat Wilson $713.95 $98.20 £
i a’e"tf“tﬁ Eﬂ“ﬂd’; . 3’“5 Wilson SL09667  S17547
on 0od Su raTax - ~ -
WeekDay Beverage Sub e Tax A eM.McN  $343665 §513.86 =
| Status Liquor Sub Bxtra Tax B Wilsen £663.50 Sl0e1e
Party Name Equipment Sub CPG Tot Wilson $1,096.67 517547 2
/| Client Labor Sub CPG Sub eM.McN| 5343665 $513.86
Address Reom Sub Delivery Chg Wilson $1,612.95 525807 11291
Address (Other) Other Sub Room Chg mith $120.00 §19.20 $8.40
City Food Tot Booking Contact =
St/Prov Beverage Tot Booking Last & M. Mc N $2,093.99 91613 € R
Postal Liquor Tot Booking First Wilsen 17547 576.76
County Equipment Tot Booking Title mith S111.60 $48.83
Country Labor Tot Booking Telelphone Imith $294.50 §47.12 $2062
Telephone Room Tot Booking Cellular W 1 697.95 7167 §11887
Ernail Other Tot Booking Email - -
Theme | Subtotal Site Contact 25 155 o100
Category Grat Site Last T AR 03
| Sales Rep ] Serv Chg Site First §94232 §150.77 $65.97
Coordinator First SiteTitle Wilson §1,096.67 §175.47 §76.76
Reference Second Site Telephone eM.McN  §5620.00 $899.20 $393.40
Operation Third Site Cellular Mulnix §1138.75 §182.20 §719.72
Business Type A Tax Site Email = ==
Py Mﬂhu"’f o Total . Wilson §538.50 536,16 $27.70
Booked Paid Primary Site Name eM.McN  §5455.00 $872.80 §381.85
Booked By Balance Primary Roomn imith 5294.50 §47.12 520.62
Revised Cost Parking Lat e M. Mc N §514.25 $67.08 §30.75
Planned Profit Contract Return Date Mulnix $2727.00 41232 18040
Actual % Profit Contact Type Preference |\ T SEmIT e
Guaranteed Value Contact Time Preference | — —
Adults Base Price Markup Var ilson §538.50 $86.16 307
E0UF0F TO/TI7 0TS Tentafive unset Technoloaies Tohn Smith §294,50 §47.12 §20.62 Y
1of3d » B oW o# < > [E

[Optional] Hold your left mouse button down on a column title in the cus-
tomization window and drag up and down to reposition that column in the list
of customization options.

Note: You can also drag column headings left and right in the grid itself.

Use these details to sort, group, or filter the grid data as described in the top-
ics below.

Sorting Grid Data

L.

Click on the heading of a column in a grid to sort by that detail.
Result: Records are sorted in ascending order by that detail.

[Optional] Click on the same column heading again to sort by that detail in
descending order.

[Optional] Hold the [Shift] key down on your keyboard and click a second
column heading to sort by an additional detail.

Result: Records are sorted initially by the first detail you selected, then
within that group they are sorted by the second detail.

- 13-



Tip: You can also use
the "Group By This
Field" option to separate
records into groups by
merely clicking on a
column heading with
your right mouse button
and choosing Group
By This Field.

Grouping Grid Data

1. From a results grid, click the Group By Box button = |, located at the right
of the detail grid.
Result: A small pane appears across the top of the detail grid with the words
"Drag a column heading here to group by that column."

2. Hold your left mouse button down on the heading of any column and drag that
heading into the pane at the top of the grid.
Result: Grid data is now separated into groups based on your selection.
Note: As an alternative to Steps 1 and 2, you can right-click over a column
heading and choose Group By This Field (not available in Express).

3. Repeat Steps 1 and 2 to create groups within groups.
Result: Records are grouped initially by the first detail you selected, then
within that group they are separated by the second detail.

@ Current Events Query - o IEEH
Custom: | %3 Views= 7 Filters~ Layout~ = -
Filter
Filter | AND applies to the main query

Click here to add a new condition

P

(Total Current Events) and (Excluding: Cancelled) sl
Results

Sales Rep = |

i+
+

#|Event # Event Date & |Status « | Client Sales Rep 4 | Subtotal Serv Chg Tax Total

il [ &

4 Sales Rep: Kathy Wilson

4 Status : Definite

ED0004 6/22/2016 Definite Greg's Seccer Team Kathy Wilson §1,471.00 $23536 §10297  $1,809.33
E00304 8/23/2016 Definite Robert Hamilton Company  Kathy Wilson 5886.00 §141.76 §62.02 §1,089.78
Cnt: 2 2,357.00 37712 164.99 2,899.11

b Status : Tentative
Cnt: 8 7,597.00 117664 602.24 9,375.88
b Sales Rep : Roxanne M. Mc Namer
Cnt: 23 3991084 6,281.25 2,843.24 || 4903533 v

1of23 » W W *

s

4. Click the expand button to the left of each group in the grid to display the
records in that group.
Result: The group opens and displays its records, including optional footers
(group subtotals), where applicable.
Note: If footers are not visible for each group, click the Grid Tools button

v | located on the right-hand side of the window, and choose Show Footer.
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5.

[Optional] Right-click into the footer of any column in the grid, and choose
to show a total "Count" for that column, or for financial columns choose to
show the sum of all values, the minimum value, the maximum value, or the
average value.

Click the triangle to the left of any expanded group to collapse that group and
hide its contents.

Result: The group closes and hides its records.

Note: As an option, you can right-click within a grid and select Expand All
or Collapse All to open or close all groups.

Remove groups by dragging column headings from the "Group By Box" pane
back into position among other headings in the grid.

Note: If you have grouped by multiple details, each group heading must be
removed individually.

Saving/Loading Custom Grid Views

Once you have established the grid you want (the columns are displayed the way
you want, sorted the way you want, grouped the way you want, etc.), you can save
that custom grid view for future use. Perhaps every month you're going to want to
look at your financial information grouped by sales representative, for example.
Create this grid view once, then save it to be retrieved every month, with just the
click of a button. Grid views can be saved locally (meaning they will only be avail-
able under your log-in credentials) or shared across all Caterease users on your net-
work). Not available in the Express version.

1.
2.

Establish a custom grid view, as outlined previously.

Click the Views button, located at the top left-hand side of the results grid
display.

Choose Custom.
Result: The Custom Grid Views window opens.

[Optional] Click the Shared button at the bottom of the pop-up window if
you want this custom filter to be shared with other Caterease users.

Note: As a default, the User button is selected, meaning this new filter will
only be available for your use.

. Click the Add Grid View button.

Result: A new blank line is added to the list.
Note: You can update an existing grid view by right-clicking on its name in
the list and choosing Apply Grid View.
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6. Type a name for your new grid view into the field provided.

Custom Grid Views n

(—] Apply Grid View

Full Financials Grouped by Sales Rep

¥ iAverage Guest Count by Therne

£ User g2 Shared

7. Click the Save Current Grid View button

When finished, click the | X at the top right of the Custom Grid Views win-
dow to close it.

Switch among saved grid filters by clicking the Views button at the top of the
grid and selecting the name of a previously saved grid view.

Customizing Conditions in a Filter

L.

Generate a query, such as an Event Query (Queries sidebar > Event
Query).

Click on the | Click here fo add a new condition | o 1o add a new condition
(search criterion).

Result: A condition will be added, stating "Event # equals <empty>.

Note: To remove a condition added by mistake, click the ellipsis button to the
left of the condition and select Remove Condition.

Click on the words Event # in the condition and choose any condition from
the drop-down list. This will be the first condition you search by.

- 16 -



Tip: You can establish
custom filters by clicking
Customin Step 3,
above, and then choos-
ing from comparison
phrases such as
"equals," "does not
equal," "lessthan,”
"like," etc. When using
"like" to filter for similar
records, use " _"asa
wildcard to represent
any single character,
and "%" to represent

any series of characters.
Use the conjunctions
"And" and "Or" to option-
ally establish a second
custom condition.

Click the equals, next to your condition, and choose any comparison option.
Comparisons might say "Like," "Between," "In," etc.

Click <empty> in the condition and choose a value for the condition to be
compared to.

Note: These lists are dynamic. If you are searching by Event Theme, then
this list will reflect your quickpick list of themes. If you are searching by

date, this list will reflect days or date ranges. If you are searching by fin-
ancial fields, a window in which you can type specific values will open.

Add as many query conditions as desired by following Steps 2 - 5, above.
Note: You can query records that match one condition or another or records
that do not match any conditions you set. )

When finished adding conditions, click the Perform Query button
Result: Your query results will display in a grid in the lower pane of your
screen.

Filtering Grid Data

L.

Float your mouse cursor over any column heading in a grid (without click-

ing).
Result: A down arrow appears at the right of the column heading.

Click the filter icon at the right of the column heading.
Result: A drop-down list of options appears.

Click into the checkbox next to any option in the drop-down list to filter by
that detail.

Result: The grid updates to show only records matching your selection.
Note: At the bottom of the grid window, the filter(s) you establish are being
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stored temporarily while the grid remains open.

@ current Events Query - o IEl
Custorn: | =3 Views= 7 Filters~ | by Layout~ :=IE o
Filter
Filter | AND applies to the main query
“f.] SalesRep equals Kathy Wilson
Click here to add a new condition i
(Total Current Events) A
Results
4 Event#  |EventDate  |Status Client w‘? Subtotal | Serv Chg Tax Total
VIEDO470 6/9/2016 Tentative Naples Dental Aszof | 205 §538.50 §86.16 5770 66236 "
00390 6/11/2016  Tentative Naples Dental Asso J = °”r:‘;"JI $538.50 58616 3770 366236 i
o Ann Mulnix
F00004  6/22/2016  Definite Greg's Soccer Tearn| — ° 0 U §147100  $23536  $10297  §180933
ohn Smi
E00301  6/25/2016  Tentative Nples Dental Assoq ) (i $538.50 58616 770 $66236| =,
[00336  7/19/2016  Tentative Ladtech $892.50  $12680 6248 S108178
Roxanne M. Mc Namer
EO0198  7/26/2016  Tentative USA Cup Yoty WEom 240750 $38232  $23895  $302877
E00338  8/6/2016 Tentative Microtech Hearing Inst. Kathy Wilson 5324.50 53192 272 $79u
00304 B/23/2016  Definite Robert Hamilton Company  Kathy Wilson $88600 514176 6202 §1089.78
N
|| (Sales Rep = Kathy Wilson) Customize...
Tofs » » o o# .

4. Repeat Steps 1-3 to filter by additional details as desired.

5. Restore previous filters from this grid session by clicking the filter icon to the
right of the filter details (bottom left corner of the grid) and choosing a dif-
ferent filter from the list.

Note: This list saves filters you have established in this one session of the
grid only. See "Saving/Loading Custom Filters," for information on creating a
list of saved filters for frequent use.

6. [Optional] Remove the current filter by clicking the X to the left of the filter
name or by clicking the Clear Query Criteria & Results button , loc-

ated on the upper right-hand side of the window.

Saving/Loading Custom Filters
1. Filter the grid data as described above.

2. Click the Filters button at the top of the grid window.
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3. Click Custom.
Result: The Custom Filters window opens.

Custom Filters n
Q Apply Filter
Kathy Wilson's Events
Definites Only

# ELarge Events (Greater than 52,000)

£ User | o2 Shared Customize...

4. [Optional] Click the Shared button at the bottom of the pop-up window if
you want this custom filter to be shared with other Caterease users.
Note: As a default, the User button is selected, meaning this new filter will
only be available for your use.

5. Click the Add Filter button at the top left of the pop-up window.
Result: A new blank line is added to the list.
Note: You can update an existing filter by right-clicking on its name in the
list and choosing Apply Filter.

6. Type a name for your new filter.

7. Click the Save Current Filter button

8. When finished, click the E3 at the top right of the Custom Filters window
to close it.

9. Switch among saved grid filters by clicking the Filters button at the top of
the grid and selecting the name of a previously saved filter.
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Tip: Select a custom lay-
out on-the-fly by clicking
the Layouts button at
the top of the window
and selecting a layout
name. (Multiple layouts
are not available in
Express). If you want to
retrieve custom window
size and position set-
tings, custom grid views
or custom tool bar set-
tings with your saved lay-
out, select those options
first (Layouts >
Include) before select-
ing your custom layout.
If you want this new lay-
outto serve as the
default look for the pro-
gram, you must click the
Save Window Set-
tings button at the top
right of the window. If
you want this to be the
new default look for all
users on your network,
clickthe Settings but-
ton at the top right and
choose Shared > Save
Current Window.

Saving Custom Layouts

1.

Customize the results grid based on the topics above.

2. Click the Layout button at the top left of grid and choose Custom.

Result: The Custom Layouts window opens.

i User Shared

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

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

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

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

Type a name for new layout, and click the Save Current Layout button

Click the E3 at the top right of the Custom Layout window to close it.

-20 -



Tip: Prior to utilizing the
Find panel, ensure you
have customized your
grid to display the
desired columns, asonly
visible fields can be
searched.

Using the Find Panel

All queries now have an optional Find panel (Available in Version 16, Professional

Version).

1. Click the Grid Tools button | * |, located on the right-hand side of the detail

grid.

lof54 » B M #*

Choose Visible or On Demand.
Note: "Invisible" is the default.

@ Account Query - o IEH
Custom: | 13 Views~ 7 Filters ~ Layout ===l -
Filter
Filter | AND applies to the main query
Click here to add  new condition
1
(All Accounts) v'fi
Results
i ~
G v|| Find Clear ) v
— £
#|Client « |Address City St/Prov  Postal | Reference Description | Sales Rep e
» {Acoustics Associates 1661 Estero Blvd Ft, Myers L 33031 Referral Association Mer Jane Becker
Aid Association for Lutheran: 4300 N Hwy 162 308 Ft. Myers FL 55428 VellowPages  Association Mer John Smith i
Amateur Athletic Union 4921 Winchester Road Ft. Myers FL 38118 Refferal Association Mer Jane Becker
American Family Insurance 6300 Wedgewood Rd. Ft. FL 55458 Cold Contact  Association Mer Roxanne M, Mc
BassInc. 10 Thompsen Strest Ft. Myers L 55450 WalkIn Repeat Client  Jane Becker
CAM/USON Company 322 West State Street Naples FL 34102 VellowPages VIP Roxanne M. Mc
Chamber of Commerce 10550 Wayzata Bivd. Ft. Myers FL 55305 Mailing Associations lane Recker g .
Collier County Bank 1151 Rt. 951 Naples FL 34110 VellowPages Repeat ¥ Visible [ﬁ“ﬂ“ Find Panel
Crow Wedding Reception 6450 Sanibel Captiva Rd  Sanibel FL 33957 Walkln vip Invisible 7 Show Filter Row
Cruises & Vacations, Inc. 5001 W 80Th St. #565 Ft. Myers FL 55347 Referral Repeat {
David Ames & Associates 13911 Ridgedale Drive Suite Z Ft. Myers FL 55305 Mailing Chambe| On Demand (Ctrl-F) | [ show Footer
Dibold Co. 1063 10th Ave SE Ft. Myers L 55414 B show Mavigation Bar
Diebold Company 1063 10th Ave SE Ft. Myers FL 55414 VYellowPages  Chamber Memt Kathi Cleath o Incrementol Serching
Ducks Unlimited 18543 83rd Ave. N. Ft. Myers FL 55313 Cold Contact  Association Mer Je Ann Mulnix -
Dvarak Reception 3976 N. Orchid Lane Naples FL 34109 VYellowPages  Repeat Client  JoAnn Mulnix Preview Field

1]
4

« If "Visible" is selected, the Find panel will display on your screen.

o If "On Demand" is selected, the panel will become visible when the
[Ctrl] key and the F key are pressed simultaneously.

Simply begin typing the name of item you are searching for into the field
provided and you will be incrementally scrolled to possible matches.

Using the Preview Field

You can choose any text field as an optional Preview Field (for Notes, Comments,
Allergy Information, Modifications, for example), in any of your query grids. (Avail-
able in Version 16, Professional Version).
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Click the Grid Tools button '. , located on the right-hand side of the detail

grid.

Click the Preview Field button to expand your list of available fields.

Click on the desired option.

Result: The grid will instantly display the text associated with the field you

specified.

Stuffed Celery w/Cream Cheese - per 50
Fresh Celery and Philadelphia Cheese

10f106 » » W #

L eeeee—— || ooisenicelen

Exporting Grid Data

1.

Instructions
Label
Modifications

Motes

Click your right mouse button anywhere within a results grid.

Result: A pop-up menu appears.

Select Export Data.
Result: A sub-menu appears.

@ Foodyservice Items Query - o IEl
Custom: | 23 Views= 7 Filters~ Layout~ -/ [E -
Filter
Filter ! applies to the main query
Click here to add a new condition
+:
H
(Date Range: 6/1/2016 - 6/30/2016) s
Results
#|Event # Ttem Name Prep Area Sales Rep Category Price]  Qty Total| »
E00380 Stuffed Mushrooms Kitchen Roxanne M. Mc N Hors D'oeuvres §30.00 3 $150.00| '
N Stuffed Mushrooms - per 50 P
Baked mushroom caps filled with a delicious crabmeat mixture. Served hof with lemon wedges.
E00380 Chicken Drummettes Kitchen Roxanne M. Mc N Hors D'oeuvres 550,00 2 §100.00 =
Chicken Drummettes - per 50 E
Fried and Battered, Just the Way You Like Them
ED0380 Egg Rolls Kitchen Roxanne M. Mc N Hors D'oeuvres $50.00 2 $100.00 H:\El Find Panel N
Egg Rolls - per 50 D
Crispy fried morsels stuifed with ground beef, cabbage, and delicious seasonings. <7 Show Filter Row
£00380 Marinated Herring w/Crackers Cold Prep Roxanne M. Mc N Hors D'ocuvres 000 3 512000 £ Show Faater
Marinated Herring with Crackers Show Navigation Bar
Try Our New England Herring
=f Incremental Searching
E00380 Stuffed Celery w/Cream Cheese  Cold Prep Roxanne M. Mc N Hors D'ocuvres $4000 2 Description 5] previewFiea N

Choose a format for your export: Excel Spreadsheet, Text File, HTML File,

XML File or Adobe Acrobat File (.pdf).

Result: A window appears for you to type a name for your export file.
Note: Certain grids also allow export to Constant Contact or Exact Target (if
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you own the interface with those services).

@ current Events Query - o IEl
Custom: | %3 Views~ 7 Filters~ | b Layout~ B | (=] Chart By [Business Type g
Filter
Filter | AND applies to the main query
Click here to add a new condition
.
1
(Total Current Events) nfl
Results
#[Event#  |EventDate « Status Client Sales Rep Subtotal | Serv Chg Tax Total | A
viEGa7E LA Tantathsa Tacam Becker Tohin Smith §153500  So4560  §10745  Si8es0s; |
00380 673 Select * In Corporation RoxanneM.Mct  §562000 589920 530340 691260 |l
00382 6/ Expend Al ks City Police Department Jo Ann Mulni 113875 §182.20 5972 SL40067 |
(00470 69 Colanen ks Dental Assoc. Kathy Wilson §538.50 58616 a0 se623s | p
F00290 671 elapse i Dental Assoc. Kathy Wilson §538.50 48616 3770 $662.36
00468 671 Clear Column Serting Becker John Smith 5153500 S24560 510745 $13888.05
00384 671 ha White RoxanneM.Mct  $545500  $87280  $38185  56,709.65
Select All Records
00403 671 ins, Goodlette & Davis P. John Smith 529450 54712 s062  $36224
0047 6 Clear Selected Records Ames & Associates  RoxanneM.Mcl  §514.25 $67.08 3075 961208
EO0418 64 [ show Footer }1d Company JoAm Munix | S172700 1232 sis0do s3aien| B
F00004 672 Soccer T Kathy Wil S147100  $23536 510297 $1809.33
’ Show Navigation Bar proceer sam <y TEon : ’
00391 672 ks Dental Assoc. Kathy Wilson §538.50 58616 $3770 366236
00408 79 Color Grid b & Technologies John Smith $294.50 4712 s062  $36224
00023 7B Eort Data v | ] Ercel Spresdshest () Bt 5507284 S05565 41810 §7,346.59
0467 771 ot Fie §533.00 §78.08 53731 64839
f0s6s 7/ o PrintGrid i TextFile (o) $533.00 §78.08 3731 64839
E00415 7 [3  Batch Processing.. i HTML File (*.htrm) Q23N S5 SO W53
R - XML File ("xmi) 1

[F] Adobe Acrobat File (*.pdf)

1 [ Constant Contact...

4. Enter a name for the exported file. Note the directory in which the file is
being saved.
Note: You can easily change the export directory by clicking the down arrow
next to the Save In field at the top of the window and selecting another dir-
ectory.

5. Click Save.
Result: A prompt will appear, and your export file has been created.
Note: If you have the Professional version of Caterease, this prompt will
offer to open your export file for you automatically. If you have the Standard
or Express version, you will need to open a third-party application on your
own and seek out the export file.

Printing Grids

Tip: You can optionally 1. Customize the detail grid as described in topics above.

scale the size of text on
your grid print to have it
better fit on the page.
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2. Click the Print Grid button |~ |, located on the right-hand side of the grid.
Result: A preview of the grid print displays.

@ Current Events Query - Print Preview [m] ®
Preview
& Ty & R & O m U O I EH © BB
H = N O
Print  Export Page  Format Background FittoPage  Email Zoom Novigation ~ Thumbnails View  Settings
ToPDF  Setwp.. - . Width Pages - . . - .
Output Format Tools Zoom & Navigation Preview Windows
Margins  Left: 0.5in| Top: 0.5n| Right: 0.5in|  Bottom: 0.5in| Header: 0.2in| Footer: 0.2in

Full Financials Grouped by Sales Rep
Event® |EventDate |Status [ Client [SalesRep  +| Subtotal | ServChg |  Tax Total

=/ Sales Rep : Jo Ann Mulnix

E00008  8/27/2016  Tentative Horizon Business Services Jo AnnMulnix | §3,653.00  $58448 525571 5449319
E00382 6/4/2016 Tentative Naples City Police Departm Jo Ann Mulnix | §1,138.75 §182.20 §79.72  51,40067
E00418 6/19/2016 Tentative Diebold Company Jo Ann Mulnix | §2,727.00 §412.32 $180.40 §3,318.72
Cnt:3 751875 | 1179.00 51583 | 9.213.58

=/ Sales Rep : John Smith

E00393  7/30/2016  Tentative Wiggins, Goodlette & Davis John Smith 5294.50 $47.12 S2062  $362.24!
E00403  6/18/2016  Tentative Wiggins, Goodlette & Davis John Smith 5294.50 $47.12 S2062  $362.24;
E00404  7/9/2016 Tentative Sunset Technologies John Smith 5294.50 $4712 S2062  $362.24.
E00415 | 7/18/2016  Tentative Cruises & Vacations, Inc.  John Smith $2,21350  $34216 514969 5270535
E00464  6/12/2016  Tentative Jason Becker John Smith §1,53500  S24560  $107.45 51,888.05
E00467  7/14/2016  Tentative Amateur Athletic Union  John Smith $533.00 §78.08 $3731  $648.39:
E00468  7/14/2016  Tentative Amateur Athletic Union  John Smith $533.00 §78.08 §3731  $648.39:
E00473  6/1/2016 Tentative Jason Becker John Smith §1,53500 524560  5107.45 51,8885

Cnt:8 7.23300 | 113088 50107 | 8864.95

=/ Sales Rep : Kathy Wilson

E00336 7/19/2016 Tentative Ladtech $892.50 $126.80 86248  $1,081.78,
E00338 8/6/2016 Tentative Microtech Hearing Inst. $324.50 $31.92 §2.712 $379.14!
E00304  8/23/2016  Definite Robert Hamilton Company $886.00  $14176  $6202 $1,089.78
E00198  7/26/2016  Tentative USA Cup $2407.50  $38237  $23895 $3,02877
E00004  |6/22/2016  Definite Greg's Soccer Team SLATLO0  $23536 10297 $1,809.33
E00330  6/11/2016  Tentative Naples Dental Assoc $538.50 8616 $37.70  $66236!
E00391  6/25/2016  Tentative Naples Dental Assoc $538.50 8616 $37.70  $66236:
E00470  |6/3/2016  Tentative Naples Dental Assoc $538.50 8616 $37.70  $66236!

Cnt:8 7597.00 | 117664 | 60224 | 937588

Page: 1) of 1| Pages|  Papersize: 8.5inx 11in|  Status: [Ready

3. [Optional] On the print preview screen, click the Page Setup button to
adjust paper size/orientation, margin sizes, header/footer or to scale the size
of the printed text (to prevent words or columns from cutting off) - or the
Format button to format title, footnotes, page numbering, or date and time.

4. Click the Print button at the top left of the print preview window to send the
grid print to your printer.
Note: As an alternative, you can click the Export to PDF button to save the
grid print as a PDF file.

5. When finished, close the print preview window.

Viewing Grid Results in a Chart or Graph

In addition to displaying results of your Caterease queries in a detail grid, the Pro-
fessional version of the program lets you view these results in a graphic chart view,
showing you information in a bar graph format, or pie chart, or line graph, etc. You
can control what detail the records are charted or graphed by, and you can even add
additional information (such as cost, profit, etc.), to the charts. These options are
perfect for quick reference or for presentation purposes.
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Viewing Grid Results in a Chart

1. Click the Chart View button — |, located at the top right-hand side of a
query results grid.
Result: The grid display changes to a chart.

2. [Optional] Click the down arrow to the right of Chart By (top of display) to
choose a different criterion on which to base your chart.
Result: The chart updates to reflect your changes.

@ Current Events Query - o El
Custorn: | 75 Views= 7 Filters= | by Layout~ 2] Chart By [Business Type v 5
Filter

Filter | [ARD] applies to the main query

Click here to add a new condition

ey

(Total Current Events) .'il!’l
Charts
[l

Customize Chart é Bat diagram

Events
Catering
Delicatessen
-
I Drop-Off M Catering
=
o M Delicatessen
g Servic
H Full Service B Drop-0ff
8 Book . M Full Service
& broupBooking o W Group Boaking
On-Premise 274598 M On-Premise
] Restaurant
Restaurant 48380
0.00 500000 1000000 1500000 2000000 2500000  30,00000  35000.00

(Total Value)

—

Switching Chart Types

1. Click Bar Diagram at the top right of the chart.
Result: A drop-down list of chart options appears.
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2. Click a different chart type to select it.
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Events "
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]
| P——
il Stacknd Columm degram

Customizing the Chart

1. Click Customize Chart at the top right-hand side of the chart.
Result: A Customization window opens.

2. Set optional settings on the Series and Options tabs by clicking the radio but-
tons.

Customization E3

Series | Options

O |:| Mumber Of Events
. Total Value

] . Total Cost

[ [ Total Profit

[ [ Total Paid

] . Total Balance

Sort by:

< NONE seres> | W

3. Click the at the top right-hand corner of the Customization window to
close it.
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Creating a Custom
Event Query

Unit 3: Creating a Custom Event Query

The Event Query is perhaps the most popular and most powerful query tool Caterease has to offer.
Using this feature, you can search through your entire database of events and find only those records
that match certain conditions you set. For example, you could search only those events that take place
during a certain date range, or only those events with a certain theme, or only those events with a cer-
tain sales representative. You could also search for only those events that take place during a certain
date range and have a certain theme and a certain sales representative. Any information you need is
available at your fingertips.

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

e Track all events in your program based on any search conditions.
o Add multiple query conditions.

o Use relative date ranges to query events.

o Set conditions for your query.

o Save custom queries for future use.

Querying Events

Running an Event Query

1. Click the Queries sidebar on the left-hand side of the screen.
Tip: As an option, click

ie csckboxiabeiod 2. Click the Event Query button.

Don't Show Window .
af the botton left of the Result: The Event Base Query window opens.

toolto have the Event
Query open auto-
matically as soon as
your results are gen-
erated.
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Event Base Query E3

Set Parameters
Date Range

Less Than Or Equal Te 7/1/2016 thru 7/31/2016
Greater Than Or Equal To
Within Date Range

®) Relative Date Range This month v

Query Options
Exclude Status

Mone selected ¥

Remote Data

Include Remote Data

Don't Show Window Cancel

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

Optionally exclude any statuses by selecting an option from the drop-down
list to the right of the Exclude Status field.

Optionally click into the Include Remote Data checkbox (visible only if this
feature has been enabled in your Global Settings)if you would like remote
data to be included in your query results.

Click OK.
Result: The Event Query is generated.

-08 -



@ Event Query - o IEE
Custorn: | =3 Views= 7 Filters = Layout~ BH | [E] ChartB pe -
Filter
Filter | {AND| applies to the main query
Click here to add a new condition
.
H
(Event Date Range: 5/1/2016 - 5/31/2016) 5‘}1
Results
#[Event#  |EventDate = [Status Client Sales Rep Subtotal | Serv Chg Tax Total |~
» [E00445 5/1/2016 Definite NACM John Smith §719.48 §11512 §50.36 SEE4.96|
E00378 5/2/2016 Definite Gustave A, Larson Company  RoxanneM.Mc!  $1,85675  $265.08 12997 $2,25180 | fy
E00460 5/2/2016 Tentative Bass Inc. John Smith £0.00 50.00 £0.00 50.00
E00257 /2016 Closed Acoustics Associates John Smith $668.75 §103.80 §46.81 $819.36 i)
E00379 5/3/2016 Closed Gustave A, Larson Company  RexanneM.Mc!  $1,95075  $306.52 13655  $2,393.82
E00323 5/3/2016 Definite PSS Kathy Wilsen SLE3T00 522992 11459 §1,981.51
E00111 5/4/2016 Definite Crow Wedding Reception Jo Ann Mulnix §11,470.00 §1,787.20 §781.90 §14,039.10
E003288 5/7/2016 Definite Naples Dental Assoc. Kathy Wilson §1,21580 19453 8511 §1,495.44
E00401 5/7/2016 Tentative Wiggins, Geodlette & Davis P. John Smith 46745 $74.79 3273 574497 o
E00381 5/9/2016 Prospective F.G.C.U. John Smith §2,160.50 §345.68 §151.24 §2,657.42 EY
E00184 5/11/2016 Definite Salassa/Lau Wedding Receptic Roxanne M. Mc [ 690450  $1,104.72 48332 849254 '
E00371 5/12/2016 Definite Dvorak Reception Roxanne M. Mcl  §392550  $57208 25020 $4,747.87
E00458 5/12/2016 Tentative Sunset Technologies Kathy Wilson §1,941.00 §278.56 §135.87 §2,35543
E00229 5/13/2016 Definite Aid Association for Lutherans Roxanne M.Mc!  $312000  S457.60 22260 $3,860.20
E00286 5/13/2016 Definite American Family Insurance o Ann Mulnix §2,57250 539830 17483 314613
E00342 5/13/2016 Prospective CAM/USON Company Jo Ann Mulnix $818.50 §105.36 §52.05 §975.91
E00002 5/15/2016 Tentative Greg's Seccer Team Kathy Wilsen S2,00400 32064 14028 $2464.92
1030 b W Wk H - - H

7. [Optional] If you would like to view sub-event details, click the View

Details button |~ , located on the right-hand side of your screen.
Result: The Details window opens.

Details for Event #: E00458 [ x |

Event Information

Event#  E00458 Event Date 5/12/2016
Status Tentative

Client Sunset Technologies
Sales Rep Kathy Wilson
Theme Banquet

Event Details
#|Date Description Start End Planned | Actual |Room ﬁaﬁ
4 201 Dinner Served 05:00 PM 09:00 PM 40 40 Sand B
Food/ServiceItems | Staffing Q
# Item Name Category Prep Area Price Qty  |Total
» M Filet with Balsamic Glaze Dinner Kitchen §3185 20 639
M Altantic Salmon Dinner Hot Line §3495 20 599
¥ margarita Beer Bar 695 40 278
A Wood Grain Podium AV Equipment Setup £25.00 1 25
/ Floral Centerpiece AV Equipment | Setup 53500 5 175
1)
It

8. [Optional] Click the expand button, located to the left of the field, to drill
down to a second grid, which lists sub-event details.
Note: This second grid can be manipulated in the same ways as the main
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grid. Use the Quick Column Customizing button 1 to access additional
fields.

Grouping Query Conditions

While you can easily create a query to search for records with one quality OR
another (for example, events with a theme of "Meeting" OR of "Seminar"), you
might want to get a little more creative. For example, what if you want to find
events with a theme of "Meeting," but only those belonging to you OR your assist-
ant? Or perhaps you want to find all of your events that took place last summer OR
the summer before. Likewise, you may want to apply this same logic to account
queries or guestroom queries. In these cases, you will likely need to group your
query conditions as described in this topic.

Grouping Query Conditions

1. Create a basic query as desired following the steps outlined previously.

2. Click the ellipsis button [:] to the left of one of your query conditions.
Result: A pop-up menu appears.

3. Click Add A New Group.
Result: A new group is created with the default first condition of "Event #
equals <empty>," and with the statement that "AND" will apply to your new
group.
Note: If you are performing an Accounts Query, your default first condition
will pertain to "Client"; if you are performing a Guestrooms Query, it will
pertain to "Arrival” date.

4. Click on the word AND in the line "AND applies to the group" at the begin-
ning of your new group.
Result: A drop-down list of options appears.

5. Select the desired option: And, Or, Not And, Not Or.

m

This option means the records that result from this query must match the
original criteria you set, and all of the criteria you create in this group.

Or This option means the records that result from this query must match the
original criteria you set, and any one of the criteria you set in this group -
either the first condition in the group OR the second OR the third, etc.

Not This option means the records that result from this query must match the

And original criteria you set, but not all conditions in this group. They can match
one or another, but NOT the first AND the second AND the third, etc.

Not Or This option means the records that result from this query must match the
original criteria you set, but not any of the conditions in this group - NOT the
first condition in the group OR the second, etc.
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6. Click on Event # in the first condition of your new group, and choose any
condition from the drop-down list.
Result: You are establishing the initial criterion for your query.
Note: If you are performing an Accounts Query, you will click on the word
Client; if you are performing a Guestrooms Query, you will click on the
word Arrival.

7. Click on the word equals next to your criterion and choose any option.
Result: Your selection replaces the word "equals" in your condition.

8. Click on the final word in the condition <empty>, and choose a value for the
condition to be compared to.

9. Click on the Click here to add a new condition button.
Result: A new default query condition is added to your new group.

10. Repeat Steps 6-8 as necessary to add more conditions to your group.

11. Click the Perform Query button , located on the upper right-hand side
of the window.

Changing the Conjunction in a Query

Conjunctions are every bit as important in a Caterease Event Query as they are in
everyday language. For example, imagine you wanted to find all events you have
with a theme of Meeting or Seminar. That is very different from telling the program
to find all events with a theme of Meeting and Seminar. (Incidentally, the latter
would yield no results, since no event can have a theme that is both Meeting and
Seminar.) Therefore, as in speaking, you’ve got to choose the correct conjunction!

Changing the Conjunctions in a Query

1. Generate a query, such as an Event Query (Queries sidebar > Event
Query).

2. Inthe Filter area at the top of the Event Query window, click on the word
And in the line AND applies to the main query.
Result: A drop-down list of options appears.

3. Select the desired option for your query.

4. Establish your query conditions.
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5. Click the Perform Query button

@ Event Query - o EE
Customn: | 75 Viewsw T Fikersw | by Layout~ e} 2.

Filter

Filter | AND applies to the main query O

Click he @ AND ition
@ ©Or pe
H
@ NOT AND
@ NOTCR

(Event Date Range: 5/1/2016 - 5/31/2016) siL

I B A o i N _ P g e riesnirnn

\* o %o PO R

Querying Your Customer Database

In addition to querying events, you may want to query your list of customers as
well. For example, you may want to determine how many customers you have who
do not have fax numbers on record with you; or how many customers heard of you
from a particular reference; or how many customers are corporate clients, as
opposed to government or educational entities. Any of these conditions, and more,
can be used in your Account Query tool.

Querying Your Customer Database

1. Click the Account Query button from the Queries sidebar group.
Result: The Account Base Query window opens.

Account Base Query “
Set Parameters

Query Options
Include

Accounts With Events Only

Only Accounts With All Address Fields Filled Out
Exclude

On Hold Accounts

Don't Show Window Cancel

2. Select your base query options:

o Click into the Include checkboxes to include Accounts with Events Only
and/or Only Accounts With All Address Fields Filled out.

o Click into the Exclude checkbox to exclude On Hold Accounts.
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3. Click OK.
Result: The Account Query is generated.

@ Account Query - o n
Custorn: | 555 Views~ 7 Filters - Layout ~ B | ] Chartk S
Filter
Fitter | §
Click here to add a new condition
-
H
(Only Accounts With All Address Fields Filled Out) "'!l
Results
| Client « |Address City St/Prov |Postal  |Reference Description Sales Rep A
¥ |Acoustics Associates 1661 Esterc Bhvd Ft. Myers FL 33931 Referral Asscciation Mer Jane Becker | '
Aid Association for Lutheran: 4900 N Hwy 169 #308 Ft. Myers FL 55428 Yellow Pages | Association Mer John Smith &
Amateur Athletic Union 4921 Winchester Road Ft. Myers. FL 38118 Refferal Association Mer Jane Becker
American Family Insurance 6900 Wedgewced Rd. Ft. Myers FL 55459 Celd Contact | Association Mer Rexanne M. Mc i
BassInc. 10 Thompson Street Ft. Myers FL 55459 WalkIn Repeat Client  Jane Becker
CAM/USON Company 322 West State Street Naples FL 34102 Vellow Pages  VIP Roxanne M. Mc
Chamber of Commerce 10550 Wayzata Blvd. Ft. Myers FL 55305 Mailing Asseciations  Jane Becker
Callier County Bank 1151 Rt. 951 Naples FL 34110 Vellow Pages  |Repeat Client  Kathy Wilson
Crow Wedding Reception 6460 Sanibel Captiva Rd Sanibel FL 33957 Walk In vIP Jo Ann Mulnix -
Cruises & Vacations, Inc. 5001 W 80Th St. #365 Ft. Myers FL 55347 Referral Repeat Client  Rexanne M. Mc X
David Ames & Associates 13911 Ridgedale Drive Suite 2 Ft. Myers FL 55305 Mailing Chamber Memk Kathy Wilson '
Diebold Co. 1063 10th Ave SE Ft. Myers. FL 55414
Diebold Company 1063 10th Ave SE Ft. Myers FL 55414 Yellow Pages  Chamber Memk Kathi Cleath
Ducks Unlimited 18543 83rd Ave. N. Ft. Myers FL 55313 Cold Contact | Association Mer Jo Ann Mulnix
Dvorak Reception 3976 N. Orchid Lane Naples FL 34109 WVellow Pages  Repeat Client  Jo Ann Mulnix
East High Schoel 1 East Drive Naples FL 34102 Repeat Client | VIP John Smith
Everblades Hockey 115 Ironwood Ave Naples FL 34110 Mailing Repeat Client  Kathi Cleath
v
1of51 » » W * 1

Querying Your Prospective Customers

Tip: Your Prospect 1. Click the Prospect Query button from the Queries sidebar group.

Query helps you sep- Result: The Prospect Base Query window opens.

arate your prospective

customers (leads) from

your active ones. There- Prospect Base Query Ex
fore, this quer‘y differs Set Parameters

from the previous one

because it also contains Query Options

your list of prospective
customers, so you can
more easily market to

them. Exclude

Active Accounts

Include
Include Only Prospects With All Address Fields Filled Out

Cancel

Don't Show Window

2. Select your base query options:

¢ Click into the Include checkbox to Include Only Prospects With All
Address Fields Filled Out.

« Click into the Exclude checkbox to exclude Active Accounts from your
query.
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3. Click OK.
Result: The Prospect Query is generated.

@ Prospect Query - o IEl
Custom: | 15 Views= 7 Filters= | by Layout = = o
Filter
Filter | {AND] applies to the main query
Click here to add a new cendition
+
H
(A1l Prospects sl
(Al Prospects) a
Results
| Client ~ [Address City St/Prov |Postal  |Reference Description | Sales Rep "
+ [Abby Perkins 1910 Gayfer Drive. Naples FL 38637 Refferal ‘Assaciation Mer John Smith '
Acoustics Associates 1661 Estero Bivd Ft. Myers FL 33931 Referral Association Mer Jane Becker é}é
Aid Association for Lutheran: 4900 N Hwy 169 £308 Ft. Myers FL 55428 VellowPages  Association Mer John Smith =
Alzheimer's Associstion 326 Ellsworth St. Ft. Myers FL 3B Refferal Association Mer Jo Ann Mulnb | B
Amateur Athletic Union 4921 Winchester Road Ft. Myers FL 38118 Refferal Association Mer Jane Becker
American Family Insurance 6900 Wedgewood Rd. Ft. Myers FL 55450 |Cold Contact | Association Mer Roxanne M. Mc
Baptist Women's Hospitsl 6225 Humphreys Bivd Naples FL 38120 Refferal Assaciation Mer Raphael Tavarez
BassInc. 10 Thompson Street Ft. Myers FL 55459 Walk In Repeat Client  Jane Becker a:r‘l
Behavioral Services OF SW Fle 1155 Cully Road Bonita Springs | FL 38018 Refferal Associstion Mer Raphael Tavarez | ° Find Panel
Bonits Springs jance  Po Box 381005 Bonita Springs  FL 38183 Refferal Assaciation Mer Jo Ann Mulnix 7 Show Filter Row
CAM/USON Company 322 West State Street Naples FL 34102 Yellow Pages | VIP Roxanne M. Mc
Cca West Collier Detention 6299 Finde Naifeh Drive  Naples FL B9 Refferal Association Mer|Jo Ann Mulnix ..l shaw Footer
Chamber of Commerce 10550 Wayzata Bivd. Ft. Myers FL 55305 Mailing Assaciations  Jane Becker Ely| Show Navigation Bar
Cole Chiropractic 8101 Walnut Run Rd Naples FL 38018 Refferal Association Mer Kathi Cleath < Incremental Searching
Collier County Bank 1151 Rt. 951 Naples FL 110 VellowPages RepeatClient  Kathy Wilson
Community Mortgage 142 Timber Creek Drive Naples FL 38018 Refferal Assaciation Mer Chad Nelson Preview Field
Crow Wedding Reception 6460 Sanibel Captiva Rd Sanibel FL 33957 Walk In vIP Jo Ann Mulnix
---luf-g-ﬁ- -P.-»“;N * [ ) T o o - o > I

4. Optionally click the Grid Tools button | * |, located on the right-hand side of
your screen, to enable additional features.

Using Relative Date Ranges in an Event Query

Relative date ranges are an excellent way to set common date ranges for your
query. These ranges are always relative to the current date (yesterday, this week,
next month, etc.). There are two benefits to using a relative date range, as opposed
to choosing specific dates for your range. First, it’s obviously faster and easier.
Secondly, and perhaps most important, you can save queries with relative date
ranges and pull them up at any future time. “This month,” after all, will mean the
current month, no matter what date you run the query.

Using Relative Date Ranges in an Event Query
1. Generate a query, such as an Event Query.

2. Click on the Click here to add a new condition button.

3. Click on the words Event # in the condition and choose Event Date from the
drop-down list.

4. Click the word equals next to your criterion.
Result: A list of comparison options drops down.

-34 -



5. Select the relative date range you would like to use for this query.
Note: Relative date ranges are date ranges that are relative to the current
date. Examples include: yesterday; this week; next month; last year, past;
future; etc.

6. Click the final word in the condition ,<empty>, and choose a value for the

relative date to correspond with.

7. Click the Perform Query button
Result: The query returned all results from an event date which occurred
within the relative date range you specified.
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Unit 4: Using "Activity" Queries

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

o Track all menu items ordered for any date range.
o Use Relative Date Ranges in activity queries.

o Print and customize food/service item labels.

o Track all payment activity for any date range.

o Track all staffing for any date range.

o Track all sub-event activity for any date range.

Tracking Menu Item Activity

The Food/Service Activity Query is a flexible tool that allows you to track any
menu items you have ordered for any day or date range. Using this powerful fea-
ture, you can filter, sort, and group your data to find answers to such questions as,
“Which venue has sold the most rental equipment?” or “Which sales representative
is doing the best with this month’s wine contest?” All food, liquor, equipment, and
service item revenue can be tracked any way you want.

1. Click the Queries sidebar on the left-hand side of the screen.

2. Click the Food/Service Items Query button.
Result: The Food/Service Items Base Query window opens.

Food/Service Item Base Query E3
Set Parameters
Date Range

Less Than Or Equal To 8/1/2015 thru 8/31/2015
Greater Than Or Equal To
Within Date Range

®) Relative Date Range This maonth v

Query Options

Exclude
Items Without Quantities
Items Witheout Totals
Meodifiers

Exclude Status

Mone zelected W

Don't Show Window Cancel
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3. Set a date range for your query by choosing the option Less Than or Equal
To, Greater Than or Equal To or Within Date Range, or choose a Rel-
ative Date Range for the query (see below).

4. [Optional] Choose to exclude items that have no quantities, no totals, or no
modifiers, using the checkboxes at the lower left of the Food/Service Base
Query window.

5. Click OK to generate the query.

Using a Relative Date Range

As mentioned in the previous unit, relative date ranges are an excellent way to set
common date ranges for your query. Again, these ranges are always relative to the
current date, which makes them very flexible for querying information.

1. Click the Queries sidebar on the left-hand side of the screen.

2. Click the Food/Service Items Query button.
Result: The Food/Service Items Base Query window opens.

Food/Service Item Base Query E3
Set Parameters
Date Range

Less Than Or Equal To 8/1/2015 thru 8/31/2015
Greater Than Or Equal To
Within Date Range

® Relative Date Range This month v

Query Options

Exclude
Items Without Quantities
Itermns Without Totals
Modifiers

Exclude Status

Mone selected v

Don't Show Window Cancel

3. Click the radio button next to Relative Date Range.
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4. Click the down arrow to the right of the Relative Date Range field and select
an option from the drop-down list.

Set Parameters

Date Range

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

® Relative Date Range

Query Options

Exclude
Iterns Without Quantities
Iterns Without Totals
Madifiers

Exclude Status

Mone selected

Den't Show Window

Food/Service ltem Base Query

8/1/2015 thru

This menth

Yesterday
Today
Tomorrow
Last 30 days
Last 14 days
Last 7 days
Next 7 days
Mext 14 days
Mext 30 days
Last two weeks
Last week

This week
MNext week
Mext two weeks
Last month

8/31/2015

Thismonth ___________________

Mext ronth
Last year
This year
Mext year
Past

Future

5. [Optional] Choose to exclude items that have no quantities, no totals, or no
modifiers, using the checkboxes at the lower left of the Food/Service Base

Query window.

6. Click OK to generate the query.

Printing Menu Item Labels

Sometimes it’s handy to have labels for your food/service menu items. Whether you
are packing them for an off-premise event, or whether you just need a quick ref-
erence for chafing dishes or trays, labels can be quickly generated from your
Food/Service Items Query. (This feature is available in the Professional version.)

Printing Menu Item Labels

1. Generate a Food/Service Items Query.
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2. Click on a menu item in your query results grid to select it, or hold your
[Ctrl] key or [Shift] key down to select multiple items.
Note: The [Ctrl] key lets you select multiple records; the [Shift] key selects
two records and all others in between them. You can also click your right
mouse button over the grid and choose Select All Records.

3. Click the bottom half of the Prints button, located in the Home ribbon tab at
the top of your screen.

4. Click Food/Service Query > Food/Service Labels.
Result: The Food/Service Item Packing Labels window opens.

Food/Service tem Packing Labels [ x|

Set Parameters Moy |
Avery Label

Label Type Address 5160 w

Options
Center Ted

Wisible Figlds F5-Time | w

w| Narme wi'Cty
Lategary
Twpe
Prep Area
Unit
Aot Code
| Everit &
Event Date
w| Clent
o Address
| City, 5t/Prov, Posta
Telephone
Roam
Site Marme
Pamy Mame

Clese After Printing Cancel

[[=]

5. Click on an Avery Label format from the Label Type drop-down list.

6. Click into any checkbox or checkboxes under Visible Fields to choose which
information you want to appear on the labels.

7. [Optional] Click into the checkbox next to Center Text, under Options, if
you want the text you chose in Step 6, above, to be centered on the label.

8. Click OK when finished.
Result: A Print Preview of the labels appears.

9. Click the Print button to print the labels.

Modifying Menu Item Labels

At times, you may want to make a one-time-only modification to one or several of
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your menu item labels before you send them to the printer. Perhaps you need to
include a note on the label, or perhaps you need more than one label for a par-
ticularly large item. Making modifications to your labels can be done easily from
the Food/Service Query.

1. Follow Steps 1-7, above, to select your Avery Label style and designate the
optional information to appear on each label.

2. Click the Modify button at the top right of the Food/Service Item Packing
Labels window.
Result: The Modify Packing Labels window opens.

3. Click into any column on the Modify Packing Labels window and edit the
information as desired.
Note: These are one-time-only changes.

4. Click Close when finished.

5. Click OK on the Food/Service Item Packing Labels window to generate your
Print Preview.

@ Modify Packing Labels - o I EB

| Mame - Qty Cnit
Sweet and Sour Meztballs
Deviled Eggs
Chiled Jumbo Shrimp with Cocktai

Breaded Mushrooms

2 1

1 1

2 1

Chardonnay 5 1
1 1

Assorted Cheese and Salarmi with Crackers 1 1
1

I |Imported Champagne (Keep Chilled_

Cloze

Available fields are listed below:

Option | Description

Event # This reflects the Event #, and cannot be edited.

Event This reflects the Event Date, and cannot be edited.

Date

Item Type here to edit the name of a menu item as it appears on your label.
Name For example, if a particular menu item cannot be packed into one box,

you might add the words "2 Boxes” to the end of its name on the label
(then see Cnt, below). Note that this number only appears on the label
if "Name w/Qty” has been selected as an option.

Qty This is the quantity of menu items included, and can be edited as
desired. Note that this number only appears on the label if “Name
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w/Qty” has been selected as an option. (See Step 6, "Printing Menu Item
Labels.").

Cnt If a menu item requires multiple labels (perhaps for multiple boxes, as
described above), you can enter the necessary count here. Simply type
as desired, and whatever number you type will be the number of labels
generated for that item.

Client Type here to edit the Client/Organization.

Address Type here to edit the mailing address.

City Type here to edit the city where the customer resides.

St/Prov Type here to edit the state or province where the customer resides.

Postal Type here to edit the ZIP code where the customer resides.

Telephone Type here to edit the recipient's telephone nhumber.

Room Merges in the name of the room of the event'’s first sub-event.

Site Name | Merges in the name of the off-premise site location of the event’s first
sub-event.

Party Merges in the party name of the event. e.g., "Smith Wedding

Name Reception," "Jones Birthday Party," etc.

Prep Area | Click the down arrow to the right of this field to select an option from the
quickpick list (or you may type directly into the field.)

Category |Click the down arrow to the right of this field to select an option from the
quickpick list (or you may type directly into the field.)

Acct Code | Click the down arrow to the right of this field to select an option from the
quickpick list (or you may type directly into the field.)

Unit If a menu item requires multiple labels (perhaps for multiple boxes, as
described above), you can enter the necessary unit here. Simply type as
desired, and whatever number you type will be the number of labels
generated for that item.

Printing Bar Codes

Note: To enter bar
codes into Event Man-
ager, clickthe Quick
Column Customizing
button on the Sub-Event
display, Food/Service
tab, and select Bar
Code. Type the bar
code into the Bar Code
field and save your
changes.

For Professional version users, you can enter bar codes for each of your various
menu items, and have those bar codes optionally appear on any of your custom
event prints or even on their own Bar Code Labels. This section discusses the latter
topic, and assumes you have already entered your bar codes into Menu Manager or
Event Manager.

Printing Bar Codes

1.
2.

Generate a Food/Service Items Query.

Click on a menu item in your query results grid to select it, or hold your
[Ctrl] key or [Shift] key down to select multiple items.

Note: The [Ctrl] key lets you select multiple records; the [Shift] key selects
two records and all others in between them. You can also click your right
mouse button over the grid and choose Select All Records.

Click the bottom half of the Prints button, located in the Home ribbon tab at
the top of your screen, and choose Food/Service Query > Food/Service Bar
Codes.

Result: The Food/Service Item Bar Code Labels window opens.
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Food/Service Item Bar Code Labels E3

Set Parameters

Avery Label
Label Type: Address 5160 v
Options

Right Align Bar Codes

Close After Printing QK Cancel

4. Select an Avery Label type by clicking the down arrow to the right of the
Label Type field.

5. [Optional] Click into the checkbox next to Right Align Bar Codes if you
would like the bar codes to be right-aligned.

6. Click OK when finished.
Result: A Print Preview of the bar codes appears.

7. Click the Print button, located on the upper left-hand side of your screen, to
print the bar codes.

Tracking Payments Activity

The Payments Made Query tracks all payments made to your company during any
day or date range. Again, the same powerful grid tools are available, such as sort-
ing, filtering, or grouping your data. Thus, you can use this tool to answer such ques-
tions as “Which sales representative has received the most credit card payments
this month?” or “What has been my most common method of payment this year?”

Tracking Payments Activity
1. Click the Queries sidebar on the left-hand side of the screen.

2. Click the Payments Query button.
Result: The Payments Made Base Query window opens.
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Payments Made Base Query E3
Set Parameters
Date Range

Less Than Or Equal Te 5/1/2016 thru 5/31/2016
Greater Than Or Equal To
Within Date Range

®) Relative Date Range This month v

Query Options

Include
OMLY Closed Events

Group Booking Payments

Exclude 5tatus

Maone selected v

Don't Show Window Cancel

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

[Optional] Use the checkboxes at the lower left of the Payments Made Base
Query window to choose to include only events that have been closed, or to
include payments made on group bookings (for hotels, inns, etc.).

Click the down arrow to the right of the Exclude Status field to exclude any
statuses (Closed, Cancelled, etc.).

Click OK.
Result: The Payments Made Query is generated.
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@ Payments Made Query - o IEl
Custorn: | 25§ Views~ 7 Filters~ Layout ~ =] g
Filter
Filter | JARD] applies to the main query
Click here to add a new condition
+
H
(Payment Date Range: 5/1/2016 - 5/31/2016) "'{l
Results
i Event # Status Client Sales Rep Pay Date Amount| Pay Method Category 3
» |EDD329 Definite Aid Association for Lutherans Roxanne M. Mc Ni 5/3/2016 $500.00 Credit Card '
E00329 Definite Aid Association for Lutherans  Roxanne M. Mc Ni 5/3/2016 §500.00 Credit Card
EDD286 Definite American Family Insurance  Jo Ann Mulnix 5/3/2016 $350.00 Credit Card
EDD11L Definite Crow Wedding Recepticn Jo Ann Mulnix 5, 16 $500.00 Credit Card
E00111 Definite Crow Wedding Reception Jo Ann Mulnix 5/3/2016 §500.00 Credit Card
EDD11L Definite Crow Wedding Recepticn Jo Ann Mulnix $1,000.00 Credit Card
EDD11L Definite Crow Wedding Recepticn Jo Ann Mulnix §1,000.00 Credit Card =
E00325 Definite Cruises & Vacations, Inc. John Smith §270.75 Check 4
ED0369 Definite David Ames & Asscciates Rexanne M. Mc Mz 573/ $262.33 Direct Bill
EDD344 Definite Diebeld Company Jo Ann Mulnix $500.00 Direct Bill
E00344 Definite Diebold Company Jo Ann Mulnix / §500.00 Direct Bill
EDD344 Definite Diebold Company Jo Ann Mulnix 5, $972.65 Direct Bill
ED0356 Definite Ducks Unlimited Roxanne M. Mc Ni 5/3/2016 §1,000.00 Direct Bill
E00356 Definite Ducks Unlimited Roxanne M. Mc Ni 5/3/2016 §1,000.00 Direct Bill
ED0356 Definite Ducks Unlimited Rexanne M. Mc N 5/3/2016 $1,000.00 Direct Bill
EDD371 Definite Dvorak Reception Roxanne M. Mc Ni 5/3/2016 §1,000.00 Credit Card
E00371 Definite Dvorak Reception Roxanne M. Mc Ni 5/3/2016 §500.00 Credit Card
. [T T -, cmmne f1AAA AR~ a1 v
10f34 » B M * b

Tracking Sub-Event Activity

This activity query is focused on your sub-events, in other words, the individual
meals you have served. For example, you can use this to track how many “Dinner
Buffets” you’ve had during a particular date range or which type of sub-event has
generated the most revenue, etc.

Tracking Sub-Event Activity
1. Click the Queries sidebar on the left-hand side of your screen.

2. Click the Sub-Event Query button.
Result: The Sub-Event Base Query window opens.
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Sub-Event Base Query “
Set Parameters
Date Range

Less Than Or Equal Te 5/1/2016 thru 5/31/2016
Greater Than Or Equal To
Within Date Range

®) Relative Date Range This month v

Query Options

Exclude
Sub-Events Without Reoms
Sub-Events Without Site Locations

Exclude 5tatus

Maone selected v

Don't Show Window Cancel

Set a date range for your query by choosing the option Less Than or Equal
To, Greater Than or Equal To, or Within Date Range, or choose a Rel-
ative Date Range for the query.

[Optional] Use the checkboxes at the lower left of the Sub-Event Activity
Query window to choose to exclude sub-events that have no banquet room or
off-premise site location information.

Click the down arrow to the right of the Exclude Status field to exclude any
statuses (Closed, Cancelled, etc.).

Click OK.

Result: The Sub-Event Query is generated. The tools in this grid allow you to
show or hide details, sort data, group data, export information, or even print
custom grids.
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@ sub-Event Query

Custom: | I3 Views~ 7 Filters~ | by Layout -

Filter

{AND, applies to the main query

Click here to add a new condition

(Date Range: 5/1/2016 - 5/31/2016)

B | [=] Chart By [Business Ty

Results

W Event#  |Client [status Date Sales Rep Reom [Start  [End  [Planncd | Actual [# | €

+[E00328 Aid Association for Lutheran Definite____ 5/13/2016 __ Roxanne M. Mc h Ocean 0930 AM (330PM__ 120120 '
E00286 American Family Insurance  Definite 5/13/2016 Jo Ann Mulnix  Terrace 09:00 AM  01:30 PM 50 50 ﬁ

| D042 CAM/USONCompany  Prospective 513/2016  JoAnnMulni RoyalPalm  1L00AM 0230PM 30 30 =

||E0111  CrowWedding Reception  Definite |5/4/2016 Jo AnnMulnix  Sand-Sun 0500PM 0900PM | 200 200
E00356 Ducks Unlimited Definite 5/24/2016 Roxanne M. Mc h 5and-5un 11:00 AM  02:00 PM 150 150

| [ED03TL  Dvorek Reception Definite  |5/12/2016  Roxanne M. Mch RoyalPalm  0500PM 1130PM 90 90 =

| |e0037%8  Gustave A. Larson Company Definite  |52/2016  RoxenneM.Mch RoyalPalm  1215PM 0215PM 80 80 E
E00379 Gustave A. Larson Company Closed 5/3/2016 Roxanne M. Mc b 5un-5ea 02:30 PM  05:00 PM 85 85

| 00226 LenowUchtmanWedding Definite  5/25/2016  Roxanne M. Mc N Ocean 0s00PM 1200AM | 210 20 |

| EmoE pss Definite 5/3/2016  Kathy Wikon  Meting 0LOOPM 03:00PM | 5 5

Il E00184 Salassa/Lau Wedding Recept Definite 5/11/2016 Roxanne M. Mc b Royal Palm 12:00 PM  10:00 PM 110 110

| ED0002 | Greg's Soccer Team Tentative 5152016 Kathy Wilon  |Sun 11:30PM 0200PM | 20 20

| |ED00D2 | Greg's Saccer Team Tentative  5/152016  Kathy Wilson Sea 0900 AM 1000AM | 20 20

Il E00002 Greg's Soccer Team Tentative 5/15/2016 Kathy Wilson Sun 06:00 PM 09:00 PM 20 20

| ED0002 | Greg's Soccer Team Tentative  5/152016  Kathy Wilon  Sea 0900PM 10:30PM 20 20

| |ED00D2 | Greg's Saccer Team Tentative 5152016 Kathy Wilson  Sand 0300PM 0400PM | 20 20

Il E00003 Greg's Soccer Team Tentative 5/29/2016 Kathy Wilson Sun 11:30 AM  02:30 PM 20 20 v

e ——— EESRPER FY=P=F=F PP P YL TV B—— =
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@ catereqse

catering + event planning solution

a product of
Horizon Business Services, Inc.
Naples, FL 34101
T: 239.261.6617
F: 239.261.0067
www.caterease.com
help@caterease.com
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