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I. Set up the group.  Go to Reservations Operations > Enter/Change Group. 

 

 

II. Block Guest Rooms (Skip this step if this group doesn’t need lodging.)  From 

the Group Setup screen, select Block Rooms. 

 

 

 

 

 

  

 

NOTES: 

You can let the system create the master folio and 
profile for the group.  You can set the group for all 
guest room and tax charges to post to the master 
folio.  You can enter the zip code and the system 
will fill in the city/state.  You can set a cut-off date 
so that blocked guest rooms will return to 
inventory if not picked up by rooming list or 
reservation. 

 

 

NOTES: 

The group’s blocked rooms can print on the event 
order and the event contract if you wish.  The 
reports can show the number of each type of room 
blocked for each night and the nightly rate. 
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III. Set up the event.  From the Group Setup screen, select Setup event. 

 

 

 

 

IV. Enter the event items.  From the Event Setup select Setup Items. 

 

 

 

 

NOTES: 

You can import the group’s name and information 
from the group setup.  You can copy the group’s 
contact information to the event.  You can set up 
various parameters for this group.  Information 
entered here will print on reports and documents. 

  

NOTES: 

You can enter all of the items for the event 
including meeting room rental, media or A/V 
requirements, Food and Beverage, Setup, and 
other items.  The system can calculate the totals by 
category.  You can selec items to post 
automatically to the master folio.  All items can 
post at once, you can select items to post, or you 
can post by date.  From this screen you can print 
an event check for presentation.  The event check 
can print for all items, or for a specific date. 
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V. Book the meeting room.  Click Rooms on the Event Setup screen. 

 

VI. Post the deposit 

   

 

 

 

 

NOTES: 

Selecting Post Deposit from the event setup screen 
will take you to the Post Charges/Payments screen 
for the master folio.  Process the payment as usual.  
When you’re finished you’ll go back to the Event 
Setup screen.  You can click “confirmed” for this 
event so that it will display properly on the meeting 
rooms availability screen. 

 

 

NOTES: 

Reserved rooms will display as confirmed or non-
confirmed, showing partial event name.  Available 
rooms will display blank, ready to book.  Grid 
shows each room and time break-down.  You can 
enter each room for the event, with each date, 
setup and start time, end and time-out time, setup 
information, function, and other information 
needed. 
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VII. Generate Documents  

 

VIII. Print Reports 

 

 

NOTES: 

By clicking Generate Documents you can bring up 
your default Event Order, Contract, and other 
default documents you’ve created.  The event’s 
information will automatically import into the 
document.  From the selection, you’ll choose the 
document to generate.  The document will open in 
Word®.  You can edit the document or print or 
mail-merge it as is.  It will have the information 
you need it to have. 

 

 

You can print Event Status Reports, from 

the Sales/Catering Menu and you can print 

Deposit Reports and Forecast Reports from 

the Reservations Menu.  Your Night Audit 

statistics report will show each day’s 

catering/event income. 

 


