
Execu/Tech Systems, Inc.

Catering and Event Management

Getting Started Guide



Catering & Event Management

This system integrates your group profile; group reservations; group deposits; automatic posting of event charges; group events; menu 
planning; meeting/banquet room rental; event setup; Banquet Event Orders; Contracts; Event Checks; and more.   You move easily from one 
screen to the next without having to exit to a master menu.  Master folios are created automatically.  Deposits and charges can be posted right 
from the Catering & Events Management screen.  Everything is designed to run seamlessly through Execu/Suite™.  However, this system can 
integrate to Execu/Touch™ Point of Sale as an alternative approach.
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Control Files Setup

• Execu/Suite™ (Hotel™) Control Files
– Meeting Room Parameters

– Conference/Meeting/Banquet Room Type

– Conference/Meeting/Banquet Rooms 

– Charge Codes

– Payment Codes

– Market Segment Codes, Sources of Business

– Profile Parameters

• Catering/Event Control Files
– Departments

– Categories

– Items

• City Ledger/Direct Bill Customers (Optional)
– Customer Setup
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Select Hotel Control Files Set-up
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Select “Meeting Room Parameters”
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1. To set your beginning Contract Number, enter your last contract number.  The next contract will 
have the next sequential number.

2. To set your beginning cancellation number, enter your last cancellation number.  The next 
cancellation will have the next sequential number.

3. Enter the percentage amount  of automatic service charge or gratuity.  For example, enter 20 for 20 
percent.

4. Enter the Hotel / Execu/Suite charge code for the service charge or gratuity.
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Select “Room Types”
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Room type MUST be CONF.  Rates  and other fields are optional.  You may use Notes to add information if you wish.
Set “Include in Count?” to N of you do not want this room type included in your guest room type availability chart.
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Next, select “Rooms”.
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Enter a room number up to four characters.  It may be alpha or numeric.  Enter a description.  Rates will be 
entered when the room is scheduled.  The room type MUST be CONF.  Answer N to “Include in Count” if you 
don’t‘ want this room to be included on your availability tape chart.  The other fields can be left as is.
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Next, select Tax Codes.  Each taxable event item and meeting room must have a tax code. 
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Tax codes must be set up for taxable event items.  Each item can have one tax code .  
You can have multiple codes if you have more than one tax entity.  Each tax code 
MUST begin with ST, including tax on your meeting or banquet rooms. You might use 
ST1, ST2, ST3, ST4, etc., applying each to the appropriate event item.  You DO NOT 
set up your service charge here.  
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Next, select Charge Codes.  Each chargeable event item, including taxes and service charge, must 
have a charge code.  You set up these codes in the same way you set up your other charge codes.
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When you set up the charge code for your taxes,  do not fill in field 6.
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For a taxable item you need to put the appropriate tax code in Field 6.
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Since your meeting/banquet rooms will be charged through the event rather than at night 
audit when you post guest room charges, your meeting room charge code SHOULD NOT begin 
with RC.  Your tax should not begin with RT but rather should begin with ST.
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You need a charge code for your service charge.  This code must match the code you entered 
in the Meeting Rooms Parameters section of the Manager/Setup Control Files.  Enter a tax 
code in Field 6 ONLY if your service charge is taxed.
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You can set up Market Segment Codes and Source of Business Codes for your events 
and events guests if you wish.
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Your market segment codes (shown above) and source of business codes (not shown) are 
set up just like those for your hotel guests.
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Next,  go to Sales > Meeting Rooms/Catering/Events
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Before you set up your events, you need to set up control records such as 
departments, item categories, and items. Select Set-up Event Control File.
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First, select Set up Departments.
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You may have as many departments as you wish.  Examples are Catering, Food & Beverage, Housekeeping, 
Maintenance, Media and A/V  and Management.  Answer Y or N to the types of information you would like 
this department to receive on the Banquet Event Order form.
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Next, select Set up Item Categories.  Examples include 
Breakfast, Lunch, Media, Meeting Rooms, Miscellaneous, 
and Setup.  Each item to print on the Banquet Event Order 
Form  (BEO) must have a category.
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Enter a category name or description, up to 20 characters.  They will display in alphabetical order on 
the lookup screen.  Each item must have a valid category.  Categories can have multiple items.
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Next, select Set up Event Items. Any item which  
needs to appear on the event order form and items 
for which the group will be charged should be set up 
prior to the event setup. Each item can be used for 
more than one event.  Examples include Chicken 
Dinner, East Ballroom, Round 8-Top, Projector, 
Wireless Microphone, and Coffee Urn.
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Each item must have a code, up to four characters.  This code cannot be changed and should not be deleted once it 
has been used.  Each item has a Type, which will be listed at the bottom of your screen.  They are (F)ood & 
Beverage; (M)edia/AV, (S)etup; and (O)ther.  The full description you enter will print on the Banquet Event Order.  
The first line of the description will print on the Event Check. The price is each.  You must put a valid Hotel charge 
code.  Answer Y to “Subject to gratuity” if the gratuity you set up in Meeting Rooms Parameters applies to this item.
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If the event will be Direct Billed, set up the customer in Direct Bill > Customer Processing.
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To set up an account for this group so that you can Direct Bill them, 
go to Direct Bill > Customer Processing > Set up Customers.

Contact Execu/Tech Support if you would like a quote and/or wish 
to schedule training in Direct Bill Processing.
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As with all Direct Bill customers, you’ll need to set up a customer code up to 10 characters.  The 
Account Type will be the capital letter O (not zero).  Answer Y to Active Account.  Fill in the other 
fields as appropriate.
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Event Management Procedures
• Set up Group & Master Folio

• Block Guest Rooms

• Set up Event

• Post Deposit

• Enter Event Details

• Enter Event Items/Menus

• Print Event Check

• Post Item Charges

• Schedule Rooms

• Enter Memos to Departments

• Generate Reports

• Print Event Status Report
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Go to Reservations Menu > Reservations Operations
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From the Reservations Menu, Reservations Operations, select Enter/Change Group.  
When prompted, either select “look up” for an existing group or enter the group code 
for a new group.  The code may be alpha or numeric and up to 10 characters.
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If you wish for the system to create the Master folio, select “Create master folio automatically” and leave the Master 
folio field blank.  If you already created the Master Folio, don’t select “Create master folio automatically” and do insert 
the master folio number. Whether you create the folio manually or allow the system to do it, you will need the folio for 
posting the deposit plus charges and payments for the event.  Select “Apply master folio to reservations” if the group’s 
guest’s room and tax charges are to post to the master folio.  Continue to create the group as usual.
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To block guest rooms for this group, select Block Rooms from the Group setup screen.  Enter the room type, 
nightly rate, and number of rooms of each type to block for each night.  This information will print on your 
Contract.  You will enter guest room reservations later.  Reservations will not be covered in this user guide. 35



Once you’ve finished the group setup , you can select Setup Event to go to that screen next.
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Select Yes if you want the master folio and profile to be created.
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When you get to this screen, click the ellipsis box beside the group code for the system to import the group information including master 
folio.  You can click Copy by the on-site contact name if this person is the event contact.   Event amount and Payments received will 
populate automatically.  You can enter up to three deposit amounts required and their due dates.  You can enter the event date as well as 
the date that the customer or group representative should return the contract and deposit to you.   You may enter a minimum revenue 
amount if you wish.   Select Post deposit if you’re ready to post the advance deposit for the event.  You may do  this at any time. 38



When you select Post Deposit from the Event Setup screen, you’ll be brought to this screen to 
enter the deposit.  The procedure is the same as for any payment posting.   When you’re finished 
posting the deposit, you’ll return automatically to the Event Setup screen.  
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After you’ve posted your deposit you’ll return automatically to the event setup screen.  Next, select Enter Items.
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Enter the code for each item for this event.  You can enter ? In the item field to look up the item.  The description defaults to the first line of the item’s 
description.  You may enter a comment.  Enter the quantity of each item.  The price will default as it was set up.  You may change the price.  Extended price is 
calculated automatically.  Enter the date, beginning time and ending time for each item.  In the last column, enter Y when you are ready for an item to be 
posted when “post to folio” is selected.  Each line can post only once.    When you are finished, you can select Calculate totals and they will display at the top.  
Select print check if you wish to present the check to the guest or representative.  You may print the check at any time and more than once. 41



You can print all items on one check or you can select a date for 
only that date’s items to print.  
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Sample Event Check

43



From the Event Setup screen, you can select “Post charges” for the event’s 
charges to post automatically to the master folio.  A line must be set to Y in 
the Post column for it to post.  Each item will post only once. 
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Folio display after Deposit and Event Items have posted
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Sample Printed Master Folio 
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Select Rooms when you’re ready to schedule the meeting or banquet rooms for this event.
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In the grid at the bottom of your screen, enter the information as shown below.
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Select Memo and then the appropriate department to send a memo to.  This information also will print on the BEO.
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You may enter as much information as you wish for each department.
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The next section deals with generating documents.  These 
include contracts and banquet event orders.  Your system 
comes with one default banquet event order and three 
contracts.  You may create additional documents.  If you are 
not familiar with creating and editing “tagged” formatted 
documents, please contact your IT manager.  If you wish 
Execu/Tech to assist you in creating these documents, we 
will be happy to do so for our standard hourly rate.

Please read the following instructions carefully and 
adhere to them.  Otherwise, your “Oops, I messed up” 
call to Support will be handled appropriately.
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Select Generate documents when you’re ready to edit and send your Banquet Event Order and contract.   The group 
and event information will populate the document as appropriate.  This DOES NOT print the document.  This simply 
generates the document and populates it, opening it in Word® for you to edit, print, or process as you desire. 52



When you select Generate documents from the events screen, a Select Report window will open, 
containing the Documents.  It will look similar to the window shown above.  Select the 
document you wish to generate and click “Open”.  NOTE:  You will have other folders inside the 
Documents folder.  DO NOT select documents from those folders when you’re generating 
documents.
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After you select the document to generate, you’ll return to the Event Setup screen.  You’ll see the message “Generating Report 
and Opening MS Word”.  Please wait while this occurs.  When it is finished, the message will disappear and the document will 
open in Word®.  You may edit, print, or send the document just as with any other Word® document. 54



IMPORTANT: To edit the MASTER forms, locate the Documents folder within your Hotel directory.  Open the forms with Word.  
If you are unfamiliar with editing coded and formatted documents, please consult your IT manager for assistance.  Default 
forms have been provided with your Catering and Event Management program for you to use.

Editing MASTER FORMS:

It’s important that you edit the correct documents.  Make sure to make a backup copy before any editing.

In the above example, Leisure Group Room Contract is selected to edit.  Open the document in Word®.
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IMPORTANT: To edit the auto-generated forms for a group or event, locate the Documents folder within your 
Hotel directory.  If you do not know where this is, contact your IT Manager.  Open the Documents folder and 
then open the folder with the event name.  DO NOT open the documents that are not in individual event 
folders.  DO NOT edit the master forms if you simply want to edit a form for a group or event.    Open the 
forms with Word.

It’s important that you edit the correct documents.  Make sure to make a backup copy before any editing.

Editing Auto-Generated Forms Created for an Event – Part 1

In the example above, you would choose ABC COMPANY CONFERENCE, which is the name of the event.  The 
system will create these folders at the time the auto-generated documents are created.  Do not create 
folders within the Documents folder.
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IMPORTANT: To edit the auto-generated forms for a group or event, locate the Documents folder within your 
Hotel directory.  If you do not know where this is, contact your IT Manager.  Open the Documents folder and 
then open the folder with the event name.  DO NOT open the documents that are not in individual event 
folders.  ABC COMPANY CONFERENCE folder was selected and has two documents.  The documents were 
created by selecting “Generate documents” from the Event setup screen.

It’s important that you edit the correct documents.  Make sure to make a backup copy before any editing.

Editing Auto-Generated Forms Created for an Event – Part 2

In the example above, you would choose the document you wish to edit for this event.  Open the document 
in Word®.  You may edit, print, or process the form just as you would any document in Word.
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To print an Event Status Report, go 
to the Sales Menu.  Select Catering / 
Event Management and then select 
Print Event Status Report.  Enter the 
beginning and ending dates for the 
date range you want to print.
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HOTEL UNIVERSAL
Date printed: 10/21/08                                              Page:  1
Time printed:  8:46 am

Event                                   Contract#  Customer / Group                          Folio #
==========================================================================
ABC COMPANY CONFERENCE             10010  ABC COMPANY CONFERENCE 2008       1018

Phone:999-555-4444    0 Expected.   $2,358.87=Contract-amt.  Made:10/17/08
Fax..:999-666-3333   0 Guarantd.        $.00=Deposit-req.   By..:

Room:903  Date:12/11/08  From: 5:30pm  Start: 6:00pm  End: 9:00pm  Until:10:00pm
Room:905  Date:12/12/08  From: 7:00am  Start: 8:00am  End: 5:00am  Until: 6:00pm
-------------------------------------------------------------------------------------------------------------------------

Sample Event Status Report
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• Initial Setup

– Hotel (Execu/Suite) Control Files

• Meeting Room Parameters

• Room Types

• Rooms

• Tax Codes

• Charge Codes

• Market Segment Codes

• Source of Business Codes

– Event Control Files

• Departments

• Categories

• Items

• Event Management

– Step One: Direct Bill Customer Setup (Optional)

– Step Two: Group Setup (remember to select “create master folio automatically”)

– Step Three: Block guest rooms from Group setup screen (Optional)

– Step Three: Select “setup event” from Group setup screen

– Step Four: Fill in information as shown in instructions.

– Step Five:  Click Post Deposit.  This can be done now or later.  This should be done only once for each deposit for this event.

– Step Six: Click Setup Event.  Enter the event items as shown in instructions.  Click Calculate Totals.

– Step Seven: From the Event Items Setup screen, Click Print Event Check.  This can be done now or later, as many times as you wish.

– Step Eight: From the Event Items Setup screen, Click Post to folio.  This can be done now or later.  Each item can be posted only once.

– Step Nine:  From the Event Setup screen Generate reports, following instructions in this guide.
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