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INSTALLATION
Setup & Installation

Important: CATERPLUS will not operate without the properly encoded key.  Loss or damage to the key will prevent the use of this application.  Only one key per site will be distributed.  Your key is effectively your license for CATERPLUS.  If lost, you may be charged the full license amount for replacement.

Depending on your operating system, additional assistance from CATERWARE support may be required to properly complete installation.
Single-User Version

Disconnect your printer cable (if present) from the back of your computer.  Attach the enclosed hardware key securely to the printer connection on the back of your computer.  Re-attach your printer cable to the hardware key.
Run the appropriate setup.exe from the CD-ROM provided for installation.  Follow the on screen instructions, installing to the default directory of cplus700.
Network Version

Attach encoded hardware key as above to the Network Server.  The server installation must be performed before CATERPLUS can be installed to any workstations.
Step 1 - Server Installation

Configure a mapped drive to the server's hard disk or working directory of CATERPLUS (cplus700) from each of the planned client workstations.  The installation will require a logical path to the working directory on the server in order to execute (such as F:\ or G:\ etc...) rather than the Computer Name path.
Be sure that the drive is shared.  All CATERPLUS users in the network will require full read/write access to the server or working directory.
The primary components of CATERPLUS will be installed and executed from one central location, being the server, and more specifically, the cplus700 directory on the drive of the server.
To begin the server installation, run the setup file from the CD-ROM, accepting the default directory settings of cplus700.  Follow the on-screen instructions for the server installation.
Step 2 - Client Installation

Run setup.exe from the CD-ROM, selecting the client installation.  When prompted for the directory path to the database, use the working directory on the server in a logical path format.
Only supporting & system files will be installed to the client.  
After Installation
Windows Date Settings

CATERWARE requires a specific four-digit year setting in order to properly display dates.  This setting must be changed through the Windows system settings.
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To change to a four digit date format

·

Click "My Computer" from the desktop
·

Select "Control Panel"
·

Select "Regional Settings"
·

Click on the "date" tab
·

Select the date format mm/dd/yyyy from the dropdown list
·

Reboot your system

INITIAL SETUP

CATERPLUS will require some initial setup procedures before the application can be used.  This introduction is for setup purposes only.  Details of the various modules and features of CATERPLUS will be discussed in later sections

Options

From the Tools menu, select "Options...".  This area allows you to set the default values of CATERPLUS calculations, settings, and user-defined values & settings that CATERPLUS uses to operate.  You may update these options whenever required.
Options: Company Tab

You can open this dialog by clicking "Tools" and then "Options" from the main Interface
Use this dialog to establish your company information for CATERPLUS.  This information will be used for printed documents such as Function Sheets, Invoices, BEO's, etc...
It can be updated at any time through this interface.
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Options: Accounts Tab

The information on the Accounts Tab is primarily default information & settings to decrease the amount of repetitive entry required when entering either a New Account or Event.  All of these settings are essentially default, and can be modified when creating the account or event, and those changes will not affect the default settings listed here.

Account Type

This is default setting for CATERPLUS.  When creating a new event, would you like the New Event Wizard to default to a Corporate or Social Account?  This is only default setting, and you may change this for any new event by selecting the Account Type of your choice in the New Event Wizard.

Tax Rate

You can set a default tax rate to apply to any new Account that you create.  This setting can be changed at the Account level, or in Each Event as needed.

Invoicing Terms

This will set default text for your desired Invoice Terms.  This setting can be changed at the Account Level, or updated in any given Event at any time.
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Options: Events Tab

The Events Tab contains mostly default settings for CATERPLUS.  These settings are designed to minimize the data entry and manipulation required for each event that you create.  These settings can be overridden or updated on a per event basis without changing the default settings or the data in other events.
CATERPLUS can produce a number of different documents for any given event.  The Documents section of this tab allows you to designate default documents that you print most of the time.  You create a default setting for Function Sheets, Invoices, Proposals, and Other Documents so that you don't have to select them every time you click "Print". Of course, these are default settings and any setting can be changed while in any given Event.  Changing the setting in one event will not change the settings in any other given event.

Taxable Items

Check the item categories that you would like to apply sales tax to by default.  This can be modified per Event and it will affect the sales tax in that event only.  The default settings are designed to minimize the data manipulation required on a per item basis.  Some categories cannot be generalized, such as beverages.  Since the taxable status of each beverage could vary, it is stored with each individual item.  The same is true for Rental and miscellaneous category items.

Service Charge

Check the item categories that you would like to a Percentage Service Charge to by default.  This can be modified per Event and it will affect the settings in that event only.  The default settings are designed to minimize the data manipulation required on a per item basis.  The percentage and Applicable items can be adjusted on any event independently.

Location

When you create any new event, CATERPLUS will prompt you to designate whether the event is On Premise or Off Premise.  Is it most likely that the majority of your events will be On Premise or Off Premise?  This setting, of course can be updated on any given event and it will not affect any other events.

Line Item Pricing

In each event, you have your choice of using the pricing that you have constructed for each item on the menu, or enter a price to 'override' the line item pricing for the menu.  If this is checked On, CATERPLUS will default to line item pricing for each new event that you create.  If it is checked off, you will need to activate line item pricing on a per event basis.
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Options: Misc. Tab

This tab contains miscellaneous settings that are used in the CATERPLUS System.  This includes the four user-defined time labels that will be used in the CATERPLUS interface and all printed documents.  It is probably best to leave the time fields in place until we can understand better how they are used within the system.

Invoice Message

Type in a message that you would like to apply to each invoice.  This text can be updated at any time for new events, or can be changed in any given event.  Changes made in individual events will not affect other events, nor will it change the default text entered here.

Next Invoice

This number will be needed during initial setup of CATERPLUS, and should not be altered after this time.  This is the number that you would like CATERPLUS to begin sequentially numbering your invoices.
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MAINTENANCE MODULE

Establishing Sub-Categories for your selections

CATERPLUS allows users to create an unlimited number of sub-categories for menu, rental, beverage, and miscellaneous item selections.  To begin, highlight a primary selection folder, such as "Menus".  Next, click the “New” button from the toolbar, or right-click on the right side of the screen.

A new folder will appear on the left side of the screen, named "New Sub-Category".  Click directly on the text of the New Sub-Category and hold the left mouse button down for about a second.  The text will change to edit mode, and you may type in the desired category.  Sub-Categories cannot be moved up or down, however, they can be renamed at any time.  Create at least one so that we can learn more about how they are used.  We can delete it later if needed.

Entering an Employee and Salesperson Information

CATERPLUS requires you to establish at least one salesperson in order to begin entering events.  To do this, click on the Employees folder and then right-click and select New.  This will open a dialog that will allow you to enter information for an employee.

Remember to check the salesperson box since it will be required to have at least one employee designated as a salesperson.
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The employee ID can be any three-letter or number entry.

Entering a Venue

This will be required if you would like to use the reservation module.  We recommend entering at least one venue in order to enable the reservation module, even if your operation is Off-premise only.  It will not adversely affect the use of CATERPLUS for you, and will not change anything about the way the software operates.

Even if your operation does not have on premise facilities, you can use an off premise site to work with as your own venue.
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To Create or Edit Venues:
From the Venue area, right-Click on the right side of the screen or click the “New” button from the toolbar.

Accounts

Enter the necessary information for at least one account to configure CATERPLUS for the next steps.  You may edit this account later if you wish.  There are various required fields that consist of an account.
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Note:
Every event booked with CATERPLUS must have an account.
To create our first Account:
· Click on the Accounts button from the “Sales” area on the Speedbar.
· Right-click on the right side of the screen
· Select [New]
· Complete the required Account Information, making sure that the Account ID field contains at least one LETTER.  (We’ll learn more about the Account Module later – for now, lets treat this as an exercise)
Basic setup is now complete!  Now we will begin to work with populating the database and learning more about the features and modules of CATERPLUS.
SECURITY

Objectives

Understanding Security

Enabling Security

Adding Users

Setting Privileges
Read This Section Carefully If You Plan To Use Security

CATERPLUS offers integrated security.  This allows administrators to determine the level of access individual users have to the various modules in the interface:
(Administrators are the only users with access to the security and utility modules.)
· Events

· Tasks

· Contacts
· Receivables
· Reports
· Accounts
· Employees
· Venue Maintenance
· Item Selection Editing
CATERPLUS allows the administrator to set read-only or limited access to users who do not have authorization to change information.  Administrators are the only users that can access the options, utilities, or make changes to the security settings.  There may be multiple administrators, however it is best to have at most two.
It is imperative that the administrators write down their user names and passwords in a safe place. This way, emergency access can be granted to a user by an administrator, and the administrator can change the password after the situation has been satisfied.
Contact CATERWARE technical support in the event that the administrator forgets their user name or password., or if you are unable to login as an administrator.
To add a user:

· Go to the  "Tools" Menu in the main interface and select "Security"
· Click the "Add" button.
· A dialog will open prompting for the user name and password.
· Enter the user name. 
· Enter the password.  The password must be entered twice for verification.
· Click the "OK" button. 

[image: image1.png]Secuty
© Enatled  Diabled
Users
U N R
adnivistatr
Femove
SetPssud
Permisins

Cancel





To remove a user:

· Select the user. 
· Click the "Remove User" button.
NOTE: Do not remove the existing Administrator User.  It is required that an Administrator be assigned, even if security is disabled.
Assigning user privileges:

· Select a user from the dropdown list labeled "Users", or add a new user.
· Click "Set Permissions" 
· Set the privileges for the current user by selecting from the options for each area.  
· Checking the "System Administrator" box will give the user full access to all modules.
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Note:

With security disabled, CATERPLUS will start with full access for any user.  When security is enabled, CATERPLUS will start with a login dialog.  Enter your user name and password.  The user name is CASE SENSITIVE.  Administrators are the only users with access to the security and Tools modules.
MAIN·INTERFACE
Sales Area

The Sales Area contains most of the functions and commands that you will use every day.  This area contains all event, contact, account, tasks, and reports.

Maintenance Area

This area is for maintenance to the system, as in data configuration, item selections, venues, employee information, etc…

Calendar Tab

From the Speedbar, click the Calendar button to view the interactive calendar.

The Calendar View contains a calendar view that will list the number of events on any given day.  The Calendar shows the number of total events, regardless of status.  Double-clicking the desired event from the list below will open the desired event.  The right-click command will open a menu that allows you to add, edit, delete, or copy an event.
To change dates outside of the current calendar view, select the desired month and year from the drop down list boxes in the upper-right corner of the window.
Reservations Module

The reservations Module is intended for On-Premise operations venue availability and booking system.  Venues will be listed down the left-hand side of the screen, while times and events will be indicated on the right.  You can book an event by clicking down and dragging your mouse over the desired time and length of an event.  You can also open events with a double-click, and move event times and locations by dragging the bar as needed.

Events List


Objectives:


Understanding the Events List


Understanding the Event Status
Events Module

Click on Events and view all, or part of the functions that you have in the system.  To change the range of dates being viewed, click the button at the top of the list in the charcoal area.  This will open a calendar that allows a ‘from’ and ‘to’ date range to be selected.
The columns at the top of the Events Screen can be re-sized and re-located as desired.  These settings will be kept for each individual Windows user on the machine.
Status Overview

PROP  -  Proposal

The event is stored as a proposal and is considered unfinished business for reporting purposes. Events with this status are only printed on the Projected Sales Report and the Outstanding Proposals Report. They will not appear on any other reports nor will an invoice be produced.
BWC  -  Booked - With Contract

This status indicates that there should be a contract on file, and that the event is positively booked.  Events with this status will appear on all reports except the Outstanding Proposals Report. These events are automatically posted to Accounts Receivable as the event date passes.
BNC  -  Booked - No Contract

This status is used primarily for frequent customers or corporate accounts in which a contract may not always be required in order to execute the event. These events will appear on all reports except the "Outstanding Proposals" report.  Events with a "Booked - No Contract" status are automatically posted to Accounts Receivable on the invoice due date.
CXL  -  Canceled

This status can be used to file an event as inactive without deleting it. This allows the event to be opened at a later time for possible re-booking or to accept changes. Canceled events do not appear on any reports.
EXEC  -  Executed

CATERPLUS updates the event status to executed, on the event date, for any event with a "Booked - No Contract" or "Booked - With Contract" status. These events are posted to Accounts Receivable and sales reports.
Receivables Area


Objective:

Introduction to the Accounts Receivable Functions
Accounts Receivable

The Accounts Receivable area contains all events that have been executed and still have a balance outstanding.  You post payments by double-clicking the desired event.  This will open a dialog that will allow you to add, modify, or delete payments for the event.  You may also print any document while in the Receivables module

Using the Receivables area will be covered in greater detail in a later section:  Posting Payments

Contacts Area


Objectives


Understanding What Contacts Are


Entering a Contact


Editing a Contact


Converting a Contact into an Account
Contacts

CATERPLUS offers a complete, integrated Contact Management Module to keep track of who, what, when, and where.

Contacts can be created apart from any account, or they can be linked to an account for event booking purposes.

To create a new contact, or edit an existing contact, click the Contacts button from the Speedbar.  To create a new contact, you may right-click on the right side of the screen, or click the "New" button from the toolbar while in the Contacts area.  The contacts dialog will open, allowing editing.

Contacts can be converted into accounts with a right-click.  Highlight the desired contact, right-click and select "Create Account"
Name Detail Box

Clicking on the “Name” Button will open the Name Detail Window.  It is not necessary to enter information directly into the Detail Box, however, if you wish, you may use this box to edit the name details, including any Prefix and Suffix.
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Contacts Address Box

CATERPLUS is designed to read the value of any Address and format it in such a way that you can enter it without the use of the Detail box.  The Contact Address Detail Box is available to clarify specific Address information when required.
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Phone Numbers

CATERPLUS can store two dedicated phone numbers with up to a five-digit extension, along with a fax number for any contact

Contacts Email

If you have an email address for your contact, enter it in the correct format in this area.  After an email is entered, you can send the contact an email by clicking the Email button and CATERPLUS will start your mail program.

This feature will only execute if you have a MAPI client configured and some type of connection to the Internet.
Once your contact has been made a client with events, you can attach an Event Sheet, Invoice, or other CATERPLUS documents to an Email from the Event Details Module.

Contacts Website

If you have an Internet connection, and would like to keep a web address for your contact, type it in and CATERPLUS will have it ready at your fingertips.

Clicking the Website button will start your browser and point it to the site.  Remember to enter the address with the proper format such as www.caterware.com
It is not necessary to enter the http:// protocol, but be sure to remember that some addresses are case sensitive, and the domain (.com, .net, etc) are required by the browser to function properly.
Tasks Area


Objectives


Understanding the Tasks Area


Entering a new Task


Editing an Existing Task
Tasks 

The tasks area contains to-dos, calls, meetings, and reminders for just about anything you can imagine.  When entering a new task, you will be prompted to use either an existing contact, or to create one for the task at hand.  You can use the task management as client or contact follow-up reminders, or for ordering & staffing, or anything else that you require.

To enter a new task, highlight the Tasks Folder and click the “New” button from the toolbar, or right-click on the right side of the screen.  This will start the new task dialog.

Double-click a task from the list if you wish to edit or review an existing task.
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Tasks Description

This description will be visible in the modules that offer a task list.  You might consider starting the task with a name or initials if it applies to a certain individual within your workgroup.

Task Type

Select a task type if desired by pressing the down arrow on your keyboard or clicking the down arrow with your mouse.  The values that are used to fill this dropdown are user defined, and could be used as a type, or you could configure them to be names if you wish.

Task Due Date and Time

Enter a date that you would like to complete this task.  If a reminder is set, this will be the date and time that the reminder appears.

Task Status

Select a task status if desired by pressing the down arrow on your keyboard or clicking the down arrow to the right.

Task Priority

Select a task priority if desired by pressing the down arrow on your keyboard or clicking the down arrow with your mouse.

Private Tasks

A task can be set to private if you wish, however, you must have security enabled in order for this feature to be used effectively.  With security enabled, a private task is only visible when the owner of the task is logged in.

Task Alarm

You are able to set audible and visible reminders that will appear on your monitor when the time and date arises.  Click the alarm checkbox and set a time and date if you wish.

You may also select an alarm .wav (sound) file to assist your reminder.  Clicking the bell will prompt you for a .wav file to use (you will find several in your Windows\Media Directory.)

Task Owner

You must have security enabled in order for this feature to be used effectively.  With security enabled, an owner will be listed for each task.  If you do not have security enabled, the owners will all be listed as "default".

Note:
In multi-user environments, you may find it helpful to begin each task with your employee or associate ID initials - it will make them easier to identify in lists.
Accounts Area

Objectives:

Understanding Accounts 

Create an account

Edit an Account

Click the accounts button to add, delete, or edit an account.  Click the header column to sort by name, account ID, contact, or any other criteria.  Right click to edit an account.  Once an account is set, any new event for that account is automatically saved and kept under that account.
Contacts can be converted into accounts - with the desired contact highlighted, right-click and select "Create Account"
Accounts can be deleted, but only if there are no events existing in the system for that account.
An account must be associated with every CATERPLUS event.
CATERPLUS  will link every event to an account.  The account information provides the new event with contact information, location information, and billing information.  The account structure is also used to establish reporting, invoicing, and sales information within the accounting features.
· An account may have unlimited contacts, however, it is required that each account have one Primary Contact.
· Accounts can be deleted, as long as there are no events in the database for that account.
[image: image16.png]Ele Help
D & ?

General | Detail |

Descrpton:
Type: 7] Duedete A
Staus: it Sared - oty Lon Tl PivaeTask ™
I~ Alam = Qurer: [Default

|





Creating an Account

An account can be created without having an existing contact for that account, or a contact can be used to create an account.
If you have an existing contact and wish to create an account for that contact:
· Right-click on the contact and select "Create Account".
· This will open the account dialog and allow you to complete the required information.
If you are creating an account without using an existing contact:
· Click on the Accounts Button.
· Right-click on the right side of the screen or click the ‘new’ button from the toolbar.
· Complete the required Account Information
The Accounts Module is covered in greater detail in the Accounts Section

Employees

Employees Area


Objectives


Understanding the Employee Area


Creating an Employee


Creating a Salesperson


Editing Employee Information
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CATERPLUS will keep all of you employee and staff information neat & clean so you can stay up to date on that ever-changing staff list.  Personal information, pay rates, and abilities are kept along with salesperson ID information for all of your CATERPLUS users.  
To add or edit an employee:
· Click on the "Employees" Button from the [Maintenance] Module
· Enter or edit the required information
· Designating the employee as a salesperson will make them available to select as events are created or modified
Note:
Users must be assigned as salespeople in order to write events
Employees:  General Tab

The employee information on this tab is used to place salesperson names on any event sheet documents, and is also used for the staff list.  It can have extended uses for custom documents if required.

Employees: Personal Tab

This is optional employee information that you may choose to store.  This information is intended for internal use, and will not print on any stock CATERPLUS documents
Email Box:

If you have an email address for your employee, enter it in the correct format in this area.  After an email is entered, you can send an email by clicking the Email button and CATERPLUS will start your mail program.

Employee ID

This is a 3 character alphanumeric field that is best represented by the three letter initials of the Employee.  This field is required if they will be assigned as a salesperson.

Salesperson Checkbox

If this employee will write orders, then they need to be designated as a salesperson.

Employee Pay Rate

It is optional to enter and store the employee pay rate.  By design, It does not print on any documents (though modifications can be done to allow this if needed).

Employee Strength

It is optional to enter and store the employee strength.  By design, It does not print on any documents (though modifications can be done to allow this if needed).

Employee Information

It is optional to enter and store this information.  By design, It does not print on any documents (though modifications can be done to allow this if needed).
Venues (stored)

Objectives

Maintaining Venues as On-Premise Locations

Entering a Venue

Editing a Venue
Venues:  Creating and Editing

You may setup an unlimited number of venues.  Using this area, you may enter new venues, in-house or off premise locations that you provide service in.
Room capacities, locations, notes, contact information and all are stored here for your convenience.  These venues will be offered as on-premise event locations while in the New Event Wizard.
To Create or Edit Venues:
Click the maintenance area, and then the Venues Button.
Note:  
Venue rental amounts will not be added by default to new events.  If you would like to apply venue rentals to events, create the room rental as an item selection under the rental folder of your selections

Venues Address Tab
The venue address information will be printed on event sheets anytime it is booked by an event.  Venue information cannot be changed through the event itself.  Modifications to the venue information must be done in the Venues module, and those changes will be reflected in all events using this venue.
Venues Notes Tab

The venue notes field is 255 characters ad is essentially for internal use only, however, they are printed on the Suggested Venues Report.  This reports lists out all of your available venues, along with address, capacity, contact, and rental fee information.

Selections (Stored selections & menu items)


Objectives


Understanding the Selections and Uses


Adding Sub-Categories for Your Selections


Adding Your Selections


Organizing Your Selections


Copying a Selection


Creating Item Groups or “Packages”
Adding Selections Folder Items

The selections area is where all of your menu, rental, beverage, labor, and other items for your events are selected.
Entering these individual items once makes them permanently available to select for all of your functions.  This is not just limited to menus.  The selections can be rental items, beverages, entertainment, decorating, florals, or any other service provided for your group.
The five main Categories are

· Food

· Beverage

· Rentals

· Labor
· Misc
CATERPLUS allows you to create your own sub-categories, so you can list as many different services and items as you wish.
Creating your sub-categories accurately is very important.  Once they are created they cannot be moved up or down.  Once you have created menu items, you can drag & drop them into other sub-categories if you need to re-assign them later.

Be careful!  You can delete menu sub-categories by clicking the delete button while the item is highlighted.  You can also delete individual selections within a sub-category.

If needed, you can also copy a selection to place it in another folder or save it with other properties.  Right-click on any selection and select “Copy”, then drag the item into the desired folder.
In order to begin entering items, you must have at least one Sub-Category

To create a sub-category:

· With the primary selections folder highlighted, (food, rentals, beverage, or misc), click the "new" button from the toolbar.
· This will create a folder named "new sub category"
· To rename the sub category, click directly on the text "new sub category"  and hold the mouse button down for a second.  This will convert the label into a text box, and you can type in the desired name.  Press [enter] when done.
Note:
If you would like to create item groups or “Packages”, name your Sub-folders according to those package names.

Next, create the items that you would like to have as a part of that group.  Be sure to create them in the order that you would like them to print when selected for an event, otherwise you will need to re-adjust them in the event when they are selected as a group.

To create a new menu item:

· Highlight the desired sub category
· Right-click on the right frame of the window and select "new" , or click the "new" button from the toolbar.
· Enter the desired item description, detail description, UOM (unit of measure) and price.
· Press enter or click OK to save
Of course, if selections vary drastically from one event to the next, you can type those items directly into the event as needed.  Stored selections can be updated or changed while in an event as well.  If you need to change a description for one event only, change the text in the spreadsheet within that particular event.  This will save changes to that event only.
Selections:  General Tab 
The selection dialog will appear whenever creating or editing an item selection.  If you are in an event, changes that you make will apply for that event only.  If you are in the selections area, then that will set the values for the stored selections.
Selections:  Detail Tab

The detail tab offers the option of using an extended description up to 255 characters that might be used as an explanation of the item, or it can serve as an area for special instructions.  By default, this detail prints every time the item is printed on a document
Note: 

If you would like to create the Detailed description such that it contains private informational notes or instructions, you can do so by starting the detailed description with the # character.  Using the # in the beginning of the detail will prevent it from printing on all Non-internal documents.  It will still print on All Service sheets and Kitchen Sheets.

ACCOUNT CREATION AND MAINTENANCE

Objectives:

Creating a new account

Editing an existing account

Understanding the account / event relationship

Using Account ID’s
Open the accounts area to add, delete, or edit an account.  You can view by all, corporate or social.

Click the header column to sort by name, account ID, contact, or view the phone & fax for a quick lookup.  Right click to edit an account.  Once an account is set, any new event for that account is automatically saved and kept for that event.
Contacts can be converted into accounts with a right-click.  With the desired contact highlighted, right-click and select "Create Account"
Accounts can be deleted, but only if there are no events existing in the system for that account.
An account must be associated with every CATERPLUS event.
CATERPLUS will link every event to an account.  The account information provides the new event with contact information, location information, and billing information.  The account structure is also used to establish reporting, invoicing, and sales information within the accounting features.
· An account may have unlimited contacts, however, it is required that each account have one Primary Contact.
· Accounts can be deleted, as long as there are no events in the database for that account.
Creating an Account

An account can be created without having an existing contact for that account, or a contact can be used to create an account.
If you have an existing contact that you need to create an account for:
· Right-click on the contact and select "Create Account".
· This will open the account dialog and allow you to complete the required information.
If you are creating an account without using an existing contact:
· Click on the Accounts area.
· Right-click on the right side of the screen and select ‘new’
· Complete the required Account Information
Note:
Changing existing account information will affect the account information of all events associated with this account.
Accounts:  Deliver to Tab

This tab allows default delivery information for the current account.  This information will be passed into each new event created, and can be updated on the event level without affecting the defaults.

Accounts:  Invoicing Tab

The invoicing tab includes settings for default information for sales tax rates, discount percentage, and default terms for the account.  This information can be changed on a per-event basis without affecting the default settings.
Accounts:  Bill to Tab

The Bill To tab contains permanent billing information regarding the account.  This information will be used for all invoices and statements, and is also printed on certain contracts.
Accounts: Statistics Tab

The account statistics tab reflects overview revenue and financial information for the current account.  This tab accepts no entry, and lists YTD and Last Year critical sales data for the current account, as well as last payment received and last event / next event dates.
Account Name:  The account name will be used once the account has been created to book all new events for this account.

Account Type:  The account type will be used to categorize this account and is instrumental in the advanced reporting capabilities of CATERPLUS.

Account Salesperson:  This is the default salesperson or associate for this account.  You can assign a different salesperson while in the Event, but this will be the default for each new event that is created.

Account ID:  The account ID is a 10 character alphanumeric code that you assign while creating an account.  It is important that you review the in-depth information on the Account ID after you have browsed this topic to understand the extended properties of this feature.

Accounts Bill To Department:  You can vary accounts existing for the same company or group by using the department field.

Primary Contact:  You are able to store and link as many contacts as you wish for each account, however, you can have only one primary contact.  This primary contact will be the default contact for each new event booked for that account.  The contact can be changed while in the Event, and it will not affect the primary set for the account.

Same As Contact:  use this button to instantly apply the same contact information to the billing information tab

Account Discount:  This will be the default discount tax rate for  any event for this account.  This may be changed on a per-event basis

Account Terms:  Enter the terms to use as default for this account.  This will print as text on invoices and other documents for collection of any amounts due, and can be updated on a per-event basis

Deliver To Location:  This is a default location that will go into each new event created for the account.  It is mostly used for Off-Premise events, reflecting a common location such as "Conference Room" or it could be used as a site location such as a meeting center or facility.

Accounts Sales Tax:  This will be the default sales tax rate for all taxable items selected for any event for this account.  This may be changed on a per-event basis.

Account ID's

The Account ID is required whenever creating a new Account, and used in some advanced reporting.  It is a unique 10 character Alpha-Numeric (That means it can contain letters and numbers)  field that "links" the Account to it's events within the system.
We have implemented this method so that as a user, you will have the ability to create your own ID's and be able to recognize the Account ID by itself because it will signify a certain name or Company.
The Account ID will be rarely used after it is created initially.  Instead, you will refer to each Account by it's actual name.  Typically, we recommend that the Account ID represent the Account Name itself.  Establishing a convention for naming your Account ID's is helpful to the process.
For Example, an option might be to use the first three letters of the client’s first & last names:
ABC Company would be ABCCOM
and 
Jane Smith would be JANSMI
Note that we have not used the entire 10 character field; this is to allow for the possibility of having another client of the same name but different account in the future, so we might have JANSMI2 at some point in the future.
IMPORTANT: THOUGH NOT RECOMMENDED, IF YOU DO CHOOSE TO ESTABLISH YOUR ACCOUNTS NUMERICALLY, PLEASE NOTE:
EVERY ACCOUNT ID FIELD MUST HAVE AT LEAST 1 ALPHA CHARACTER!
**************************************************
Extended Functionality & Advanced Account ID Uses

Note: 
There are very specific needs that these options can provide a solution for.  It is quite possible that your operation does not have the needs at this time to take advantage of this extended functionality.
The Account ID can be very powerful in coding or grouping your extended Account Types.
For example, if you have an Account type that you wish to track sales for, you may want to break down your clientele by reserving the first character of your Account ID's to separate the types:
Examples:
“C1” might signify a Cash Account

so “C1ABCCOM” would mean that “ABC Company” is cash
“H1” might be House Accounts
“T1” might be Trade Accounts


 - or - 
You can use this practice to establish tiered Accounts.  Maybe you have an Account with 10 or 15 different departments?
ABC might be the code for an “ABC Company” account, so:
“ABCDANSMI” might be Dan Smith at “ABC Company”
“ABCCATTHO” might be Kate Thomas at “ABC Company”
“ABCLARWIL” might be Larry Wilson at “ABC Company” 
This scenario is given solely for example purposes.  Take time to consider your own standards if they are required within your operation.  There are endless possibilities of how this can be helpful if required.  In particular, if ABC Company requires you to bill them weekly, and to submit one bill for the 20-30 events you have each week, then CATERWARE can develop a system of Invoicing that will accomplish this for you.
These types of highly customizable Account configurations can be made useful by our Custom Document Services.  You could vary the layout, style, and text on the function sheets and invoices reflecting any type of Account you might create.  Additionally, you have the power to track sales and other data over extended periods for each Account Type.
CREATING AND EDITING SELECTION FOLDERS AND ITEMS

Objectives:

Creating and Editing Stored Item Selections.

Copying Item Selections for Quick Data Entry

Deleting Item Selections

Understanding Unit Cost to Unit Price

Hiding Detailed Descriptions for Internal Use Only
Creating Stored Selections

Selections Folder
The selections area is where all of your menu, rental, beverage, labor, and other items for your events are selected.
Entering these individual items once makes them permanently available to select for all of your functions.  This is not just limited to menus.  The selections can be rental items, beverages, entertainment, decorating, florals, or any other service that you provide.
CATERPLUS allows you to create your own sub-categories, so you can list as many different services and items as you wish.
Creating your sub-categories accurately is very important.  Once they are created they cannot be moved up or down.  Once you have created menu items, you can drag & drop them into other sub-categories if you need to re-assign them later.
Be careful!  You can delete menu sub-categories by clicking the delete button while the item is highlighted.  You can also delete individual selections within a sub-category.
If needed, you can also copy a selection to place it in another folder or save it with other properties.
Of course, if  your selections vary drastically from one event to the next, you can type those items directly into the event as needed.
Item Description:  This is the primary description of the item selection.  It can contain up to 60 characters.  Extended descriptions should be placed in the detail tab
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Item UOM:  You can customize your UOM listings in system configuration.  A Per Person UOM will update counts automatically whenever a guest count is changed within an event unless overridden.

Item Unit Cost:  This optional field represents a wholesale cost of goods or modified cost of goods based on your preference of how you would like to use this field.  This field is for internal use only, and will not print on any Function sheets.  It will be reflected with the item and extension on the event cost analysis sheet

Item Unit Price:  This optional field represents the price that you would like applied when this item is selected for events.  This price can be overridden in the event, and will not be changed in the stored selection.  It is optional to print on various documents

EVENT DETAILS
Objectives:

Using the New Event Wizard
Entering an Event

Understanding the Event Status
Event Notes

Setting the Venue or Delivery Location
Auto Calculation Of Menus

Posting Payments for Events from this Interface

Printing Documents and Invoices

Searching For an Existing Event
Creating An Event 

Creating a new event can be done in a number of different ways:
· From any events area, click the "New" button on the toolbar
· In the Reservations module, “draw” in the times for your event in the desired venue.
· In the Event Details module, click the "New" button.
Any of these actions will start the "New Event Wizard"
The wizard will guide you through the creation of your main information, then fill in the notes & selections required for that event.
You may establish default settings that automatically select On or Off Premise every time you start the New Event Wizard.  This is done in the Options Module
New Event Wizard

CATERPLUS uses a new event "Wizard" to create the framework for each new event.
To start the New Event Wizard:

In the Events view, right-click on the events list and select "New" or click the "New" button on the toolbar.

In the Venue Reservations view, select the venue.  Click the time that you would like to book the new event and drag the mouse to the desired ending time.

In the Calendar View, Right-click in the list below and select new
All events must have an existing account.  Typing the first few letters of the account name will prompt the wizard to find the closest match.  You can also click the dropdown arrow to select the desired account.  If  the account does not exist, type a name for the new account, press the "Next" button and CATERPLUS will open the accounts dialog for the new entry.
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You must select a venue for On Premise events.  If the venue is unknown at the time of booking, save the event as off premise.  The venue can be selected later.
Status

The status is used to maintain the activity of each event and lets the user know what attention the client needs when reviewing an event. It will show whether a contract has been accepted, or the sale needs to be closed.  The status is used to select events for printing reports and invoices.
To change the status from within the Event Details module, click the dropdown list labeled "Status" and select from the following options:
PROP  -  Proposal

The event is stored as a proposal and is considered unfinished business for reporting purposes. Events with this status are only printed on the Projected Sales Report and the Outstanding Proposals Report. They will not appear on any other reports nor will an invoice be produced.

BWC  -  Booked - With Contract

This status indicates that there should be a contract on file, and that the event is positively booked.  Events with this status will appear on all reports except the Outstanding Proposals Report. These events are automatically posted to Accounts Receivable as the event date passes.
BNC  -  Booked - No Contract

This status is used primarily for frequent customers or corporate accounts in which a contract may not always be required in order to execute the event. These events will appear on all reports except the "Outstanding Proposals" report.  Events with a "Booked - No Contract" status are automatically posted to Accounts Receivable on the invoice due date.
CXL  -  Canceled

This status can be used to file an event as inactive without deleting it. This allows the event to be opened at a later time for possible re-booking or to accept changes. Canceled events do not appear on any reports.

EXEC  -  Executed

CATERPLUS automatically updates the event status to executed, on the event date, for any event with a "Booked - No Contract" or "Booked - With Contract" status. These events are posted to Accounts Receivable and sales reports at that time.

Note:
Updating the event status is critical to maintain proper invoicing and reporting. If an invoice fails to print or a report seems to be showing incorrect information, check the events within the time period to be sure that the status is correct for each event.
Event Details:  Creating  Item Selections

Selecting items for your Event

To build a menu in an event, it is most helpful to use the stored menu items in the selections database.  This will apply the description of the item, the detail description, and any pricing information associated with that selection.
Items that are not part of the selections database can be typed directly into the event by placing the cursor in the desired cell.
When selecting stored items, the quantity will default to the guest count.  Quantities of individual items can be changed by clicking into the Quantity cell of the items spreadsheet.
To begin selecting items:

· Click the "Selections" button from the lower left corner of the Selections Tab.  This will open the " Selections" window.
· Select the category and sub-category.  The appropriate items will appear in the list below
· To select the item, double-click the desired item from the list.
· To select multiple items, you may click the desired items while holding down the <SHIFT> key or <CTRL> key, then click the “Select” button from the lower portion of the dialog
· All selections can be modified in the event details module if necessary.
· Changes made in any individual event will not affect stored selections
[image: image20.png]Fie View Actions RoomViewer® Help

DH =8 & 6207

General
Account [ | accounin: [

B EventDate: |

stats:] Setiy | Seneat [ Ends e[

staus:| ] selespeson| Tl escon] Gy Count |

Selections | Motes | Tasks | Eventlocation | Accountinfo | Invoicing | Charge Summary |
Food | Bar-Beverage | Bental | Labor | Miscellansous |

Deseipton T T S =

+ || %] = Tota Food Charges 500





To edit an item after it has been added to the event:

· From the open event, double click the numbered column of the spreadsheet.
· (Or)
· Highlight the desired item and Click the Edit Button at the bottom of the tab
· Make the desired changes in the detail window.
· Click "OK" to accept the changes, or click "Cancel" to return to the event without changes
To delete a menu item after it has been added to the event:

· Select the desired menu item
· Click the delete button at the bottom of the selections tab in the event.
To move the item up or down within the event:

· Select the desired item to move
· Click the Up or Down Arrow Button at the bottom of the tab
Notes Tabs

CATERPLUS allows notes for the various areas of your operation:  You may choose to use any or all of these fields, depending on the necessity within your operation.  These are free format fields that you may use any way you would like.
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Client  - Client notes are posted to event sheets for conveying any type of information about the event.  If your functions do not require a lot of details, you may choose to use this tab for all information.
Sales - The Sales notes tab is for inter-office use only.  This area can be used to type contact tracking information, salesperson notes, or specifics about the event for example; phone calls, discussions with sales associates, or detailed special pricing information.  This information does not print on any documents
Service - This information is printed on all function sheets, but the service sheet prints this field exclusively.
Setup - Contains information specific on room or venue setup, or any appropriate information regarding setup of the event.
Kitchen - This information is printed to all event sheets, and is the exclusive note field on the Kitchen sheet.
Account Info Tab

The "Account Info"  Tab provides fields to enter the information required to contact, deliver to, and bill your clients.  The default  information is automatically provided by the New Event Wizard when creating the event.  Contact and delivery information can be updated per event.
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Account information can be changed by clicking on the "Change" button on the billing tab.  This will bring up the account dialog.
Changing account information will update that information for all events for that account.

Event Location Tab

The "Event Location" Tab contains information regarding the location of your event, including whether it is On or Off Premise.  If On-Premise, the designated venues will be listed in the area below, along with the required block times for each venue.  Multiple venues can be booked for each event.
[image: image23.png]Fle View Actons RoomViewer® Help
DH =8 & 6207
General
e | acoounin: |
B EventDate: |
stats:] Setiy | Seneat [ Ends e[
staus:| ] selespeson| Tl escon] Gy Count |
Selections | Motes | Tasks || Eventlocation || Accountinfo | Invoicing | Charge Summary |
0n Premie [ O Premise
Delvery Information
Nare.._ [ Locstons |
Address. = Phone 1:[(_)__—_ext
Phone 2 [__)_—__ent

| (7] [ —




Changing an event from Off to On-Premise will remove any previous location information and vice-versa.

Invoice Tab

The "Invoicing" Tab contains information that is used to print invoices, statements, and accounts receivable.  Clicking "Use Defaults" will load the default invoice terms and message.
To save a message and terms as default, use the "Tools" menu and select "Options" from the main interface.
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Charge Summary Tab

The "Charge Summary" tab allows an overview and pricing options for the event.  The various options listed including sales tax and service charge settings have default values that can be modified in the Options area.

Pricing Events

CATERPLUS will auto calculate your event menus based on the pricing & costs associated with each item in the event.  To enable the auto-calculate feature, check the "Use default menu pricing" check box located on the Charges Tab in the Event Details module.  You may override the auto calculate feature by clearing the checkbox.  You may then enter a price per person for prix fixe menus.  Reselecting the auto calculate check box will restore the pricing to default.
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Sales Tax Table

Sales tax information should be determined by the default settings you have configured for the system and this Account.  If you have a special need to change the tax  for this event, it will not affect any other events, or your normal default settings.

Service Charge Table

Service Charge information should be determined by the default settings you have configured for the system.  If you have a special need to change the Service Charge  for this event, it will not affect any other events, or your normal default settings.

Percentage Discount

This amount should be determined by the default settings you have configured for this Account.  If you have a special need to change the discount for this event, it will not affect any other events, or your normal default settings.
Using the Estimated Count and Guarantee Count fields:

CATERPLUS will calculate based on the estimated count if the guarantee count field is zero.  If the guarantee field has a value, CATERPLUS will use the guarantee field to calculate, overriding the estimated count field.  You will be prompted to automatically update all of the per-person pricing in the event if you wish to do so.  Otherwise, item quantities must be changed individually.
Posting Payments in the Event Details Module:

A detailed payment or deposit can be applied to an event at any time by opening the event, and clicking the Dollar Sign button from the toolbar, or by selecting "Payments" from the "View" menu.
Deleting An Event

To delete an event, use the main interface.

From the main interface, locate and highlight the event and click the "Delete" button or right-click and select "Delete"
EVENTS WILL BE PERMANENTLY DELETED AND CANNOT BE RECOVERED

EVENT DETAILS ADVANCED FEATURES


Objectives:



Applying a Percentage Discount



Applying a Line Item Credit or Currency Discount



Selecting another account to charge 



Copying Events



Using An Event as a Template
Applying a Discount on the Account Level

You can create a default discount to apply to an account every time you create an event for that account.  Any discount given to an account can be modified at the event level.  Doing so will not affect the other events for that account and it will not change the default discount offered to the account for any future events

To update or apply a percentage discount to an event:

· Open the event and proceed to the Charge Summary Tab

· Enter the percentage discount that you would like to offer

· This discount will apply to all event charges
To apply a discount on an individual item or as a credit

You always have the option of removing the item from the event, but if you would like to make it clear that the item was offered and discounted, then you will leave that item on the event and create a credit to offset the price charged or portion of price charged.
· Open the event and proceed to the Selections Tab

· Choose the desired selection type that you wish to post the discount to

· Enter a line item reading “Discount:” or “Credit:” or similar language to describe the discount

· In the Price Column, enter a negative currency value in the amount of the desired discount
· Save and print the event.
Copying An Event

CATERPLUS includes a copy command so saved events can be used to create new events.
Note: When events are copied, the following fields are reset or cleared:
· Status
· Salesperson ID
· Due Date
· All Payment Information
There are two ways to copy an existing event:

Through any list views: 

· Find & select the event you wish to copy.
· Click the copy button on the toolbar.  The event will appear as “Copy of” [event name].
· Open the copied event.  The original event will be unchanged.
· Be sure that you open the event copy for modifications
Through The Event Details View

· Open the desired event.
· Click the copy button from the toolbar.
· CATERPLUS will prompt you to open the copy at that time if you wish.
· Select “Yes” and CATERPLUS will open the new event for editing.

Creating Event Templates and Group Templates

One of the best features to CATERPLUS is the ability to quickly create events based on user-designed templates. Templates can be either banquet packages designed to be the same items and pricing every time, or can be predefined menus with limited location & pricing information.
To create an event template or Package:

· Create a temporary account such as "Account Template" so that the Event can be created.
· Enter all standard event information for the package that you are building.  Include all pricing and details normally offered with that package.
· Save the event with an event date that you will recognize universally as a template date, for example, 1-1-2000.  Name the event with a standard convention such as: Wedding Template # 1 .  Set the status as proposal or canceled to keep it from showing on sales reports or in accounts receivable.
· Keep track of the templates you create and print them out to become familiar with their details.
To open an event template for use:

· Create an account for your new client, or, if they already have one established, then proceed to the next step.
· Locate the event template from the "Event" folder and click "Copy" from the toolbar or right-click and select copy.   
· Click the button at the end of the Account field.
· Select the desired account to apply the event to.
· Update the event to show the desired date, times, and details
· Save and print the event
POSTING PAYMENTS


Objectives:


Posting Payments


Removing Events From Accounts Receivable

Posting Payments in Accounts Receivable:

CATERPLUS automatically posts events that have the following criteria to A/R:
· The event must have a BNC, BWC or Executed status.
· The event date must be on or before the current date
The Receivables area allows you to enter payments for events with outstanding balances.  Events with no charge will also appear in this view to allow the user to confirm the charge information.  Simply clicking the “Save and Close” button in the Payments dialog will remove that event from A/R  
Posting Payments in the Event Details Module:

A detailed payment or deposit can be applied to an event at any time by opening the event, and clicking the Dollar Sign button from the toolbar, or by selecting "Payments" from the "View" menu.
Invoicing

CATERPLUS defines an invoice as a document submitted for payment of an amount due from an event.  In conjunction with this concept, Invoices are not detailed with the items & details on the document.

Some operations utilize an invoice as a work order or event sheet.  These types of invoices can be created for you to best suit your needs through our Custom Document Services.

Invoice numbers are assigned and increment automatically, and are numbered when the invoice is printed, therefore, there are times when an event has not been assigned an invoice number.
Function sheets sometimes serve as invoices on lighter events, or on social events that do not require billing.
You may choose to create a document packet that will combine a function sheet with an invoice that will display all details, notes and menu, etc...
·REPORTING & DOCUMENT PRINTING
Objectives:

Printing a document

Printing Reports

Batch Printing Invoices and Function Sheets
Email a document as an attachment
How to use MAPI to email
Creating and Printing Document Packets
Custom Document Services
Exporting
Printing Event Sheets & Invoices

Function sheets, invoices and other documents can be printed while in the main interface, Event Details or Accounts Receivable modules.
To print from the Event Details Module:

· Open an event by double-clicking 

· Click the "Print" button from the toolbar.  This will open the print window.
· Select the desired document type
· If you are printing a document that requires a parameter field, you will be prompted for input.
· If you would like to preview the document, select “Preview Window” from the radio buttons at the right of the dialog.  You can then print directly from the Preview Window by clicking the printer button from the toolbar.  Exporting is also available from this area, which will be covered later
To print a single document from the main interafce:

· Locate and Highlight the desired event in the main interface

· Click the "Print" button, right-click,  or select "Print..." under the "File" menu.
· This will open the print window.
· Select the desired document type
· If you are printing a document that requires a parameter field, you will be prompted for input.
· If you would like to preview the document, select “Preview Window” from the radio buttons at the right of the dialog.  You can then print directly from the Preview Window by clicking the printer button from the toolbar.  Exporting is also available from this area, which will be covered later
To print multiple documents from the main interface (Batch Printing)

· Isolate the desired events using the ‘Filter’ button from the toolbar

· Highlight all desired events by clicking and holding down the <SHIFT> or <CTRL> Buttons on the keyboard.
· Click the "Print" button, right-click,  or select "Print..." under the "File" menu.
· This will open the print window.
· Select the desired document type
· Click Print
Note:

This technique is most useful when printing invoices for any given period of time, or printing Event Sheets or Kitchen Sheets for posting a certain period of time.
To print from the Accounts Receivable Module:

· Open any outstanding event. 

· Click the "Print" button from the toolbar.  This will open the print window.
· Select the desired document type
· If you are printing a document that requires a parameter field, you will be prompted for input.
· If you would like to preview the document, select “Preview Window” from the radio buttons at the right of the dialog.  You can then print directly from the Preview Window by clicking the printer button from the toolbar.  Exporting is also available from this area, which will be covered later
REPORTS

To print a report:

· Select a report to print from the reports folder
· The Print Reports window will appear.
· Enter the date range for the reports (To print a report on one day’s business, enter the same date in the From and To fields.)
· Some reports may require a parameter value.  This is a value that will determine the output of a report.  When requested, enter or select a value for the results that you wish to print
· Click the "Print" button or press "Enter"
Note:

You can view a list of all reports and documents installed on your system by printing the "Reports Overview" report.
Custom Document Services

CATERWARE offers a Custom Document Service for its CATERPLUS users.  This service is designed to help you achieve your own look with specific page layouts, font styles, or colors. Almost any type of document can be created including:
· Customized Function Sheets
· Customized Invoices
· Contracts
· Form Letters
· Reports
· Labels
· Specialized Reports
Contact CATERWARE Technical Support for more information on this service.

Document Packets

CATERPLUS allows you to "bundle" various printed documents into a "Packet" so that they can be printed with one command.
It is helpful to have an understanding of each document & their uses before enabling this feature.  This feature cannot integrate mail merge documents.
To create a new Document Packet:
· select "Tools" from the main interface, then click "Document Packets"
· Select "New" from the opening dialog
· Give the packet a name & description
· Highlight the desired document from the left list and click the arrow >> button to apply it to a packet.  You can select as many documents as desired, and there is no limit on the number of packets allowed.
Print Setup

At the top of the print window is the "Setup..." button. Pressing this button will display the options available for the current printer, and allow you to change the default printer. 
To fax a document directly from CATERPLUS:

· You must have a fax modem installed in your computer. 
· Choose your fax modem as the default printer in the setup window.
· Your fax driver will prompt you for the necessary information.  Be sure to reset the default printer when finished faxing.
Printing documents on duplicate paper:

If you would like to print on duplicate or triplicate paper, you must have a dot matrix printer.

Sending documents via Email with MAPI

CATERPLUS is integrated to use MAPI for sending Email.  This command will prompt you for the desired document and automatically send it to the recipient. 
· Print Preview the desired document or report
· From the Print Preview window, click the "export" button on the toolbar
· Select the export format from the upper dropdown list (Adobe Acrobat .pdf format)
· Select the destination as MAPI  from the lower dropdown list
· Complete the information required and click OK
· The mail and attachment have now been sent to the recipient
How to Email a CATERPLUS document without using MAPI

The following instructions outline how to create a CATERPLUS document as an attachment for an email.  The main concept is that you will first need to create a document so that it can be attached to an email.  Your customer will need to receive your document in a format that they can open.  There are several different file types that CATERPLUS can create so that you can then attach one to an email.
· Create the event in CATERPLUS
· Click the Print Button and Select the desired document
· Select Print Preview Window
· From the Print Preview Window, Click the Export button from the toolbar
· Select the desired format for exporting the event (We recommend using Adobe .pdf format, as it is not able to be modified by the recipient, and is most accurate in final form)
· Select a folder for the document and an appropriate file name
· Click Save.  This document is now created and can be attached to an email using your default email application.
· You can now click on the Send Email button in CATERPLUS and attach the required .pdf file.
Important:  Remember that any changes that you make to the event in CATERPLUS will not be reflected in the .pdf file after it has been created.  If you modify the event and need to resend it to your client, then you will need to follow the above steps to re-create the .pdf file to reflect the most recent event information.
Exporting & Mail Merge

Using the print preview interface export command:

This option is the simplest way to convert an event document into another file format.  This method is most useful for converting letters that CATERPLUS produces and opening them in the desired application.
· Create the event in CATERPLUS
· Click the Print Button and Select the desired document
· Select Print Preview Window
· From the Print Preview Window, Click the Export button from the toolbar
· Select the desired format for exporting the event.
· Select a folder for the document and an appropriate file name
· Click Save.  This document is now created and can be modified using the appropriate application.
Through the Mail Merge function of Word using Word Mail Merge:

This method is useful for merging the current event data with an existing Word template for customized letters and layout on a per event basis.
CATERPLUS allows you to export or "Mail Merge" data from an individual event to Microsoft Word.

Though not complex, some knowledge of Word and Mail Merge is suggested to become proficient with this command.  To perform a mail merge, you must have Microsoft Word installed on your computer.  Refer to your Word documentation for further instructions on creating & using mail merge documents.
Technical explanation of export process:

CATERPLUS exports the record to Word header and data files, which in turn are used to create a user-defined "template".  
This template should be saved to the "documents" directory of CATERPLUS.  By default, this would be the c:\cplus700\document directory. This template is opened and active in the Word interface after the mail merge command is initialized from CATERPLUS.
Only one-to-one table definitions are supported using Word mail merge, therefore, item selections are not available to export via mail merge.  All other event data is available for export.
To create your own Mail Merge documents with Microsoft Word:
· Click the “Actions” menu command from the Contact, Account, or Event Level in CATERPLUS.
· Select “Create Mail Merge Document” from the menu list.
· Type in a file name that you would like to use for this template.  You can create and maintain as many Merge Documents as you wish, including different documents for Contacts, Accounts, and Events.
· Create the document as you would like to see it printed, using the fields available from the “Insert Merge Field” button on the Word Toolbar.  This will insert the value of each field selected at the point in the letter that you have indicated.
· CATERPLUS automatically saves the Merge Document as a template for future use.
Refer to your Word documentation for further instructions on creating & using mail merge documents. 
Microsoft Corp (TM) is a registered trademark.
Word (TM) is a registered trademark of Microsoft Corp.
·ACCOUNTS RECEIVABLE & PAYMENTS
Objectives:

Posting Payments

Editing existing payments

Deleting payments

Accounts Receivable & Payments

Accounts Receivable:
CATERPLUS automatically posts events to A/R that meet the following criteria
· The event must have a BNC, BWC or Executed status.
· The due date must be on or before the current date.
· The event date must be before the current date
The Receivables folder allows you to enter payments for events with outstanding balances.  Events with no charge will also appear in this view to allow the user to confirm the charge information.  Simply clicking the “Close and Save” button in the Payments dialog will remove zero balance events from A/R  
Event Payments:
A detailed payment or deposit can be applied to an event at any time by opening the event, and selecting "Payments" from the "View" menu or clicking on the “Dollar Sign” Button on the toolbar.
Note:  Your systems settings must be configured to a date format of mm/dd/yyyy in order to post and view payments.

MISCELLANEOUS

Database Utilities


Database Backup


Technical Support

Database Backup

CATERPLUS data files should be backed up regularly in the event of data corruption, disk failure, or other unforeseen malfunctions.
It is suggested that you back up the entire CATERPLUS working directory.

If you wish to only backup data, there are two important data files to back up:
Cplus700.mdb (data file)
cpsec500.mdb (security file)
Database Utilities

Compacting the Database

With extended usage, the database may become fragmented.  This can slow the performance of CATERPLUS. In addition, deleted events, while not visible to the user, still require space on the computers hard disk. This space can be recovered by compacting the database.  CATERWARE recommends compacting the database with this utility about once every three months, depending on usage.
CATERPLUS saves all event information to the "cplus700.mdb" database.
Do not attempt to open or alter the CATERPLUS database using any applications other than CATERPLUS.  Serious damage could result.
To Compact the Database:

·
Select CATERPLUS Database Utilities from the Programs menu in Windows
·
Select "Compact Database"
·
CATERPLUS defaults to the correct directory and database.  Be sure that cplus.mdb is highlighted Confirm the selection by clicking "OK".
·
CATERPLUS will automatically compact the selected database.
Repairing the Database

Occasionally databases of all types can become corrupted due to instances such as a power supply or hardware failure while the database is open. CATERPLUS provides a utility to help recover lost data.
You may have a corrupted database if:

· CATERPLUS does not start properly, or warns that it cannot open the database.
· An event opens, but data is jumbled or unrecognizable.
· Values appear misplaced or incorrect.
· CATERPLUS returns a message box:
· "This event could not be opened"
· "This event could not be copied"
· "No Current Record"
To Repair the Database:

· Select CATERPLUS Database Utilities" from the Programs menu of the Start bar
· Select "Repair Database"
· CATERPLUS defaults to the correct directory and database.  Be sure that cplus700.mdb is highlighted Confirm the selection by clicking "OK".
· CATERPLUS will repair the selected database.
· If this does not correct the problem, please contact CATERWARE technical support.
DO NOT ATTEMPT TO MAKE CHANGES TO THE DATABASE WITH ANY OTHER APPLICATION.
TECHNICAL SUPPORT

Technical support for licensed users of CATERPLUS can be obtained by calling CATERWARE Inc.
800-853-1017

http://www.caterware.com
e-mail: support@caterware.com
CATERWARE Inc.
1601 West Fifth Ave
Columbus, OH 43212
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