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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 
ŦǊƻƳ ǘƘŜ /ŀǘŜǊƛƴƎ ϧ 9ǾŜƴǘǎ aŀƴŀƎŜƳŜƴǘ ǎŎǊŜŜƴΦ  9ǾŜǊȅǘƘƛƴƎ ƛǎ ŘŜǎƛƎƴŜŘ ǘƻ Ǌǳƴ ǎŜŀƳƭŜǎǎƭȅ ǘƘǊƻǳƎƘ 9ȄŜŎǳκ{ǳƛǘŜϰΦ  IƻǿŜǾŜǊΣ ǘƘƛǎ system can 
ƛƴǘŜƎǊŀǘŜ ǘƻ 9ȄŜŎǳκ¢ƻǳŎƘϰ tƻƛƴǘ ƻŦ {ŀƭŜ ŀǎ ŀƴ ŀƭǘŜǊƴŀǘƛǾŜ ŀǇǇǊƻŀŎƘΦ
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Control Files Setup

Å9ȄŜŎǳκ{ǳƛǘŜϰ όIƻǘŜƭϰύ /ƻƴǘǊƻƭ CƛƭŜǎ
ï Meeting Room Parameters

ï Conference/Meeting/Banquet Room Type

ï Conference/Meeting/Banquet Rooms 

ï Charge Codes

ï Payment Codes

ï Market Segment Codes, Sources of Business

ï Profile Parameters

ÅCatering/Event Control Files
ï Departments

ï Categories

ï Items

ÅCity Ledger/Direct Bill Customers (Optional)
ï Customer Setup
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Select Hotel Control Files Set-up
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{ŜƭŜŎǘ άaŜŜǘƛƴƎ wƻƻƳ tŀǊŀƳŜǘŜǊǎέ
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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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{ŜƭŜŎǘ άwƻƻƳ ¢ȅǇŜǎέ
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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.
{Ŝǘ άLƴŎƭǳŘŜ ƛƴ /ƻǳƴǘΚέ ǘƻ b ƻŦ ȅƻǳ Řƻ ƴƻǘ ǿŀƴǘ ǘƘƛǎ ǊƻƻƳ ǘȅǇŜ ƛƴŎƭǳŘŜŘ ƛƴ ȅƻǳǊ ƎǳŜǎǘ ǊƻƻƳ ǘȅǇŜ ŀǾŀƛƭŀōƛƭƛǘȅ ŎƘŀǊǘΦ
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bŜȄǘΣ ǎŜƭŜŎǘ άwƻƻƳǎέΦ
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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 ǊƻƻƳ ǘȅǇŜ a¦{¢ ōŜ /hbCΦ  !ƴǎǿŜǊ b ǘƻ άLƴŎƭǳŘŜ ƛƴ /ƻǳƴǘέ ƛŦ ȅƻǳ 
ŘƻƴΩǘΨ ǿŀƴǘ ǘƘƛǎ ǊƻƻƳ ǘƻ ōŜ ƛƴŎƭǳŘŜŘ ƻƴ ȅƻǳǊ ŀǾŀƛƭŀōƛƭƛǘȅ ǘŀǇŜ ŎƘŀǊǘΦ  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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