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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; gioupeenen

planning; meeting/banquet room rental; event setup; Banquet Event Orders; Contracts; Event Checks; and more. Yol moveassil

screen to the next without having to exit to a master menu. Master folios are created automatically. Deposits and ah&eessted right
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Control Files Setup
A9ESOdzk { dZAGSu o1 20Stun0 |/

I Meeting Room Parameters

I Conference/Meeting/Banquet Room Type

I Conference/Meeting/Banquet Rooms

I Charge Codes

I Payment Codes

I Market Segment Codes, Sources of Business
I Profile Parameters

A Catering/Event Control Files
g
T Items
A City Ledger/Direct Bitustomers (Optional)

| Customer Setup



# Execu/Tech Hotel Management System HOTEL UNIVERSAL
File ReservationsMenu FrontDesk Sales Night Audit | Manager/Setup DirectBil Condo Back Office Food and Beverage/Retail Time and Attendance  System Maintenance  Help

Huh:II ontral Flln: Set-up |
B EGEE T K O kd

Print Charge, Payment/ Misc. Codes
People/Profile Reservations HRooms Room Types Print Charge Codes in AM Report Sequence b Check Out Instant House Count Housekeeping Clock infout

Travel Agency Set-up

Print Travel Agency Reports o

Print Travel Agency Checdks E@Wt@“ﬂtfﬂlm&
Adjust Night Audit Statistics

#- Reservations Menu Activity Logs

-- Front Desk

-- Sales ' . . - .

- Night Audit _ Execu/Tech Hospitality Solutions
EI Manager/Setup =

®Hotel Control Files Set-up
- Print Guest Trial Balance
- Print Guest Aged Report (30-6(
- Print Charge! Payment/ Misc. {
- Print Charge Codes in AM Repy
- Travel Agency Set-up

Getting Started:

User Guides

: s Hemember to keep your CAPS LOCK on.

F"r!nt Travel Agency Reports Find out What's « You need a default printer on your computer. When the Page Setup scree
- Print Travel Agency Checks New Enter or click Ok.

- Adjust Might Audit Statistics

- Activity Logs s Below the master menu you'll see icons that will take you into the progran
= Direct Bill Contact They are grouped by type, such as reservations, front desk, and miscellan
- Condo Support s To escape a screen, press <Esc> on your keyboard or click "Cancel”. Mo
- Back Office quick escape, to avoid losing data.

% Food and Beverage/ Retai Execu/Tech « You can multitask by minimizing the current screen and opening anather.
& Time and Attendance Home screen, click the appropriate bar in your taskbar at the bottom of your corr
- System Maintenance s Enter dates as MMDDYY. For example, enter October 21, 2009 as 10210!

s When you're finished, go to File = Exit Execu/Tach.
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1 Parameter Record 10 Source of Business Codes
z Season Record 1 Corporate File
3 Rooms 1z Guest Profile Tools
4 Room Types 13 Housekeeping Codes
z Tax Codes 14 Yield Management
5 Charge Codes 15 Meeting Room Parameters
i Payment Codes 18 User Defined Comments
g Guest Packages 17 Graphical Room View
3 Market Segment Codes Exit
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Exit |

MEETING ROOM PARAMETER SET-UP

EXISTING RECORD

l Last contract number........ : 10009
2 Last cancellation number....: 307
3 Service charge percent......: 20

4 Service charge revenue code.: BSCG

1. To set your beginning Contract Number, enter your last contract number. The next contract Wi
havethe next sequential number.

2. To set your beginning cancellation number, enter your last cancellation number. The next
cancellation wilhavethe next sequential number.

3. Enter the percentage amount of automatic service charge or gratéity example, enter 20 for 2
percent.

4. Enter the Hotel / Execu/Suite charge code for the service charge or gratuity.
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# MANAGER SET-UP

E uit |

=101 =]

1

FParameter Record 10 Source of Business Codes
Season Record 1 Corporate File
Rooms 12 Guest Profile Tools
Room Types 13 Housekeeping Codes
Tax Codes 14 Yield Management
Charge Codes 15 MMeeting Room Parameters
Payment Codes 18 User Defined Comments
Guest Packages 17 Graphical Room View
Market Segment Codes Exit
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— Emizting Room Type
Fioom type: IEDNF j Description: [MEETING/BANGUET ROOM
— Rates
High R ack Dizcount 1 Digzount 2 Dizcount 3 ;I
Single persor: 0o oo o oo o
Multiple persons: 0o oo o oo o
Eutra personz: 00 .00 00 00 00
Wweekend [+ |.00 |00 .00 |00 .00
Weekly B ate: I-':":' b anthly Fate: I-':":I
Mumber of Rooms; |5 Foom rate 'Multiple perzons’ number [default 2]; IEI
Central Res's Code: I b axirnum number of persons: IEI
Inciude in Count?: |M
Default Market Segment: I j
Default Source of Business: I j
Comment: I
Save | Delete | Season Rates | MHotes | Frint Screen |lpdate room prices |
RoomtypeMUSTheCONF:tRates! and other:fields areroptionalmYousmay useNote stimamdation if you wish.
feS ihclubeliny @t dzR Sof hoydo ho2udzy hiKeéom 2 inbuded i yore 21z roRi2 typy Rdilab@th cffoir. 0 K




=10 ]

Exit |

1 FParameter Record 10 Source of Business Codes
2 Season Record 1 Corporate File

3 Rooms 12 Guest Profile Tools

4 Room Types 13 Housekeeping Codes

5 Tax Codes 14 Yield Management

B Charge Codes 15 MMeeting Room Parameters
i Payment Codes 18 User Defined Comments
8 Guest Packages 17 Graphical Room View

3 Market Segment Codes Exit

beSiEdex: s § 00 awz2y




f Room Setup

E xit |

— Existing Room

Foom number; 30 j Description: INDHTH BALLROOM
~ Ratez
High Rack. Dizcount 1 Digcount 2 Dizcount 3 ;I

: oo .0g oo oo .00
Single perzon:

: oo .0g oo oo .00
Multiple persons:

oo .0g oo oo .00
Extra persons:

wWeskend [+/-] |.nn |.nn .00 |.nn |.nn
Wwieekly Fate; kanthiy B ate: I-E":'

Floom type:

Foom Status:

Cormment;

hd aid Station:

Search Priority:

Save

COMF

R oo rate 'Multiple persons'
nurmber [default 2];

|riziude in Count?:

TEETY

| Delete

Room Mights Used: IE|

| Seazon Rates |

Optional Revenue Charge Code:

—
—
—

Connecting Roomz

T
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MNotes |

Print Screen

Enter a room number up to four characters. It may be alpha or numeric. Enter a descriptionwiRaies
entered when the room is scheduled. TH& 2 Y
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# MANAGER SET-UP

Exit |

=101 =]

1

FParameter Record 10 Source of Business Codes
Season Record 1 Corporate File
Rooms 12 Guest Profile Tools
Room Types 13 Housekeeping Codes
Tax Codes 14 Yield Management
Charge Codes 15 MMeeting Room Parameters
Payment Codes 18 User Defined Comments
17

Guest Packages

Graphical Room View

Market Segment Codes

Exit

Next, selectiTax Codes.cEachtaxable eventitem andmeeting:room musthave-adtax

rode.
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Exit |
EXISTING TA¥ CODE
Enter tax code: IST1 Al < | = |
1 Description: | STATE SALES TAX
2. Tax Percent: I‘l-':”:|
3 Stop room tax after?: I[:| 4. (DMays, (M)onths: I_
5 Tax on tax?: I_
6. Taxlimit: |00
[ Per folio/person: I_

Tax codesmust be-setup ftaxable eventitems. Eachritem canhaveonax code..

You carhave multiple codes/ifyou have more tham onetax:entity.cEach dax-code
MUST theginwiths STy including tax: on your meeting-orbanquet roovisaimight use
ing eachqo the-appropriate event itemocYou DO NOT

Yes Cancel Delete
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