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Downloading and Installing the Catering Central Program

Catering Central Office — How To Install
Follow these three steps to install the program on your Windows computer.

Step 1. The first process will be to download the setup file from the www.is2software.com website.

Download your file to a directory on your machine and please remember the directory in which you stored
the setup file. A good practice is to setup a Download folder ( directory ) on your machine for all
downloads and create subdirectories for the different programs, etc. that are downloaded.

Step 2. The second process will be to run the program setup executable ( Setup_Catering_Central.exe )
on your workstation to install the software.

The application software should be installed on each workstation in your office that needs access to the
Catering calendar. The Catering Central program connects to either our hosted site or in your office to
where your data is stored.

If you are signed up for the hosted version, the program will attach to our application server here in
Dallas, Texas. If you are running the onsite version, the program will attach to data stored on your own
server, provided the database server and application server have been installed.

Step 3. After installation, once you start the program a login screen will be presented.

If you have purchased a hosted account, you will be sent your login
information by email.

If running atrial download, the login parameters are:
User Information

User Name: cateringguest
User Password: cateringguest

Place checkmarks on both Save Passwords and Check for Update.
Connection Information

Host Address: is2.netmass.com
Host Port: 12000

Company Information
Leave fields blank. Make sure Hosted Account is unchecked.
Updates for the program are periodically made available as modifications and additions to the program

take place. An update availability screen is shown when first entering the program if a new update is
available.
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Step 1. Download the Catering Central Office software:

1. Download the Catering Central setup program from the www.is2software.com website. At the
homepage, on the left side of the page, choose the Trial Downloads link under Events / Catering.
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2. You will be directed to the Catering Accounting downloads screen.
Click on the Catering Central Office - Setup Program link.
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3. Choose the Run option on the File Download dialog. This will start an immediate download to a
temporary file area where and then begin the installation setup.

File Download - Security Warning &J

Do you want to run or save this file?

Mame: setup_catering_central.exe
Type: Application, 13.2MB

From: waw.is2software.com

Run ] [ Save ] [ Cancel

i While files from the Intemet can be useful, this file type can
\ l'ju potentially harm your computer. f you do not trust the source, do not
= run or save this software. What s the sk ?

If you choose the Save This Program to Disk option on the File Download dialog. Follow the onscreen
directions to download the program setup file. The options shown are different between the multiple
versions of Windows. Choose the Save option. Do not check the option to close the dialog box after the
download completes if this option is available. If it is checked, you will not be able to continue without
finding the downloaded file on your drive. Remember where you download the setup file. Best practice is
to create a \Downloads directory on your Drive C or Drive D and download all install setup programs into
that directory where you willl know where to find them. Do not save setup files onto the computer

desktop.

You may be shown a screen that says that the publisher cannot be verified because we have not
associated a digitial certificate with this install. Please choose Run to proceed with the install.

Internet Explorer - Security Warning ld_hj

The publisher could not be verified. Are you sure you want to run this
software?

Mame: setup_catering_central.exe

Publisher: Unknown Publisher

Run l [ Don't Run

should only run software from publishers you trust, How can I decide what

I@ This file does not have a valid digital signature that verifies its publisher. You
= software to run?
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5. The transfer screen will show the progress of the file download. While transferring, make sure the

"Close this dialog box when download completes" is not checked, if this dialog box shows on your screen.

It makes the install simpler if you can run the setup program immediately after you download.

24% of ..setup_catering_central.exe from wwwi.is2software, ..lﬂlﬂlﬂ_hj]

&

..setup_catering_central.exe from www.is2software.com

Estimated time left: 13 sec (2.33MB of 13.2MEB copied)
Download to: Temporary Folder
Transfer rate: 805KB/Sec

[ Close this dialog box when download completes

=1 SmartScreen Fiter checked this download and did not report any
o— threats. Beport an unsafe download.

When the download completes, you will be ready to begin running the Setup program that will install the

Catering Central program.
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To install the Catering Central software:

When the download of the setup program is complete, click on the Run button to start the installation
program.

Some browser download dialogs do not show the Run button, if you have checked the checkbox to close
the dialog automatically. If the Open button is not shown, remember where you downloaded the setup
file, and then go to that directory to run the setup executable.

Internet Explorer - Secunity Warning &J

The publisher could not be verified. Are you sure you want to run this
software?

MName: setup_catering_central.exe

Publisher: Unknown Publisher

Run | [ Don't Run

I | This file does not have a valid digital signature that verifies its publisher. You
i Wa¥'  should only run software from publishers you trust. How can I decide what
k. software to run?

1. The install program will now start and guide you along the software setup process.

ﬁ_%l Setup - Catering - Central =HACH X

Welcome to the Catering - Central
Setup Wizard
This will install Catering Central Version 2010 on your computer.

It iz recommended that you close all other applications before
continuing.

Click Mext to continue, or Cancel to exit Setup.

Mexd = ]| Cancel
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2. Choose where you wish the Catering Central software to be installed. The default is

"C:\Is2\Catering_Central" directory.

ﬁ% Setup - Catering - Central = | =

Select Destination Location
Where should Catering - Central be installed?

l Setup will install Catering - Central into the following folder.

To continue, click Next. f you would like to select a different folder, click Browse.

C:Ne?\Catering_Centrall Browse. .

At least 443 MEB of free disk space is required.

cBack || MNet> | | Cancel

3. Once the install directory has been chosen, the install is ready to begin.

" )
ﬁ' Setup - Catering - Central - - = | (S -

Select Start Menu Folder
Where should Setup place the program’s shortcuts?

J Setup will create the program’s shortcuts in the following Start Menu folder.

To continue, click Mext. f you would lilke to select a different folder, click Browse.

Is2 Catering - Central Browse...

[] Dont create a Start Menu folder

<Back || Net> | [ Cancel
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ﬁ! Setup - Catering - Central

Select Additional Tasks
Which additional tasks should be peformed?

Select the additional tasks you would lilke Setup to perform while installing Catering -
Central, then click MNext.

Addttional icons:

Create a desktop icon

Create a Quick Launch icon

< Back ][ Meat ][ Cancel ]

L=

ﬁ Setup - Catering - Central

Ready to Install
Setup is now ready to begin installing Catering - Central on your computer.

Click Install to cortinue with the installation, or click Back f you want to review or
change any settings.

Destination location:
C:Ms\Caterng_Central

Start Menu folder:
|s2 Catering - Central

Additional tasks:
Additional icons:
Create a desktop icon
| Create a Quick Launch icon

<Back || nstal | [ Caneel

b

4. The files for the program will now be installed to the designated directory.
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ﬁ] Setup - Catering - Central

Installing
Please wait while Setup installs Catering - Central on your computer.

Extracting files...
Cs2\Catenng_Central'\Catering_Central exe

Cancel

L o

5. When finished, a completion screen will appear. You may start the Catering Central program from here
if you wish.

ﬁ' Setup - Catering - Central

Completing the Catering - Central
Setup Wizard

Setup has finished installing Catering - Central on your
computer. The application may be launched by selecting the
installed icons.

Click Finish to exit Setup.

Launch Catering - Central
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Starting the Program

1. From your computer's Start button, select the Programs menu, go to Is2 Software, and then choose the
Catering Central. Or just choose the desktop shortcut that was created.

&

Zaterng =
Zentral
i !

2. When starting, you will see the login screen appear first. There are three tabs on the login screen
which are for entering User login information, Connection login information, and if your company is being
hosted by Is2 Software, the Company login information.

You may also check to save the password you entered for your next login and also for the program to
check each time you login for new updates to the program.

Log On to Catering Central g

(18), [ait,

industry specific | o o S

information systems 2010.11.17.1
User Information | Connection Information I Company Information I
|
User Mame Icateringguest
User Password I*“““*““‘|
[ Save Passwords [ Check For Update I
Ok | Cancel |

.

The User Name and the User Password are entries that are verified against your company database
entries for each user. The administrator for your company will have entered individual entries for each
user.

User activity is tracked within the company database each time a user logs in and when they log off the
system.
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Log On to Catering Central

(18),

Catering

Version 2010
_ mdustr_y vl Contral Office Edition -
information systems 2010.11.17.1
| lzer Information Connection Information | Company Information I
| I
I Host Address |EREit j v X
i Host Port {12000
i
| I
l‘ Ok | Cancel |

The Host Address is the ip address or domain address for the server that is providing access to your

company data.

The Host Port is the router port that will be providing access for this server connection.

For hosted accounts, this address will be is2software.net and the host port will be 12000.

Log On to Catering Central

(18),

industry specific
information systems

User Information

- Central Office Edition -

| Connection Information

Catering
Version 2010

2010.11.17.1

Company Information |

Company Login Id ||

Company Login Password I

[~ Hosted Account

|‘ o |

Cancel |

The hosted company login information will be emailed out for the company after signing up for the hosted

accounts.
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3. If the login information has been correctly, click on the Ok button at the bottom of the login screen to
proceed with the login verification.

4. If your login is verified correct, the main menu will appear for the Catering Central program.

=T

User Reports

ﬂ (is)2 Catering Accounting - Is2 Sample Catering : User: cateringguest . e p—

File Lists Document Entry Document History Month End  Quarter End  Year End  Company Status  Utilities Help

5. If the main menu appears, the program should be functioning properly.

6. You are now ready to get started. Proceed now to setting up your Central parameters. There you will
enter the parameters needed to run your company entry, posting processes, and company printing
information.
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Instructions for updating the Catering Central program.

1. You may update the Catering Central program either by choosing the Help — Update Program
Application Executable or by running the Update Program from the Catering Central directory where it is
installed.

Help Document - Local - Pdf
Help Document - Web - Pdf

Update Change Log - Web - Pdf

152 Software - Web Site
Is2 - Email Support

Update Program Application Executable
Retrieve Update Notes

FTP Client

2. A question dialog screen will appear asking if you wish to run the Update program. Click on the Yes
to continue with program update.

[ Warning ﬁ1

Program will close after calling Update Program. Continue?

L A

3. The Update Program screen will appear.

Please fill out the Host Address, Login User Name, and Login Password to be the same as appears
below.

The Application and Central File name should match the program that you will be updating —in this case
— Catering_Central.Exe.

The local file will be generated internally based on the directory where the Application file is located.
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i -
' (15)2 Update Program - - | [E]

File Action Options

J File Information " Transfer Trail

Connection Information
Host Address | is2software.net
Login User Name  cateringupdate
Login Password | cateringupdate
File Information
Application Catering_Central.Exe
Remote File Catering_Central.Exe

Local File  C:\is2\Catering_Central\Catering_Central.Exe

Remote File Date Remote File Size
Local File Date Local File Size
| Check For New Update | | Download New Program File | | Close |

3. Click on the Download new Program File button to start the download of the newest update. On the
first run, you may need to answer to the question from Windows to Un-Block the application to allow
the transfer to occur. The application executable file will be overwritten with the new file.

4. A progress bar will show at the bottom of the screen as the download occurs.

)
iy (15)2 Update Program = | B [

File Action Options

J File Information "’Transfer Trail\

Connection Information
Host Address  is2software.net
Login User Name  cateringupdate
Login Password | cateringupdate
File Information
Application Catering_Central.Exe
Remote File Catering_Central.Exe

Local File C:\is2\Catering_Central\Catering_Central.Exe

Remote File Date | 11/17/2010 11:05:00 AM Remote File Size 33912832
Local File Date (11/17/2010 11:05:54 AM Local File Size 133912832
| — 9% J
Downloading ... Click Cancel to stop.
[ cancel [ Close |

5. Close the update program and click on the Catering Central icon to start the application with the new
update.
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Instructions for downloading and installing the new Update Program.

If your install is an older install, there is a new update program which uses a ftp transfer protocol instead
of http so we do not have to deal with the http security measures enacted with the latest Windows
update service packs.

1. Go to the website. www.is2software.com
2. Choose the Catering — Trial Downloads page.

Catering Program Downloads

“You may download a fully operational copy of the Catering Central Office program to determine if the program fit your
company's needs.

There is no time limit placed on the executables. The only limitation is that you will only be connecting with our datacenter in
Dallas, Texas to the Catering Sample company to access and store your data.

A word of caution. With your testing, you will be viewing and entering data that will also be viewed by other companies
wishing to perform a trial test. So please do not enter sensitive data that you do not wish other companies to see.

Catering Central Office - Setup Program 2010.11.17.1

How to download and run the Catering Central Setup program

Catering Central Office - Executable Only 2010.11.17.1
Catering Central Update Program - Setup Program 2009.9.4

3. On the Catering Downloads page, click on the Update Program — Executable Only which is at the
bottom of the page.

4. A run or save file dialog box will appear. Choose the Save button to save the file to your local drive.

File Download - Security Warning ﬁ

Do you want to run or save this file?

Mame: updateprogram.exe
Type: Application, & 96MEB

From: www.is2software.com

Run ] [ Save ] [ Cancel

I | While files from the Intemet can be useful, this file type can
i ﬁ potentialty ham your computer. K you do not trust the source, do not
| 27 1un or save this software. What's the risk?

T T e . e |

5. You will need to save the file to the directory where the Catering Central was installed.

Normally, this is in the \Is2\Catering_Central for the Central program.
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You may need to overwrite the existing program with the new one. Answer Yes if the overwrite is

needed

Gu

=

v| L% 5000424205 (C:) » is2 » Catering_Cel
- -

&

‘ Orga

Favorite

Folders*

-

il

nize ~ 5 v

|| Name

. export

.. import

L pdf
gCatering_Central.exe
%/ CRDE2003.dII

%/ ILRawRead.dll

|| 15P2003.dII

|| unins000.dat
ﬁluninsﬂﬂﬂ.exe
ﬁUpdateProgram.exe
## | UpdateProgram.ini

11 items

ntral »

~ [+

Search

o

& Burn

Date modified
11/22/2010 2:08 PM
11/22/2010 2:08 PM
11/22/2010 2:08 PM
11/22/2010 2:54 PM
7/1/2003 2:08 PM
7/7/2003 2:08 PM
7/7/2003 2:08 PM
11/22/2010 2:08 PM
11/22/2010 2:06 PM
7/6/2009 :08 AM
8/27/2009 12:34 PM

Type

File Folder
File Folder
File Folder
Application

Application Extens...
Application Extens...
Application Extens...

DAT File
Application
Application

Configuration Sett...

Size

33,118 KB
1,005 KB
120 KB
237 KB
3KB

688 KB
10,026 KB
1KB

Select a file to preview.

The Update Program is normally run from the Help — Run Update Program menu option but it can also
be run by itself.

For each program, the Update Program uses a different set of parameters for the downloading of the
appropriate updates.
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Getting Started — Entering Your Company Parameters

The most important step of starting this accounting system will be the entry of the company parameters.
These fields control all aspects of the accounting system from the company name that is printed on each
report to the general ledger accounts used for distribution for all the posting operations.

Take your time and make sure your entries will correspond with your General Ledger Chart of Accounts,
the next invoice number to use, etc. Careful entry and decision making now will save time and avoid
problems later.

To enter / edit the Company Parameters:

1. From the main menu, choose the File menu option.
2. From the File menu, choose the Company Parameters menu option.

3. Edit the company information filled out in each program section:
General Ledger

Accounts Receivable

Accounts Payable

Payroll

Invoicing

Job Cost

Purchase Orders

OO0OO0OO0OO0OO0OO0

4. Choose the Ok button to save all your changes and to return to the main menu.
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General Ledger Options

Purchaze Orders E-Commerce I Posting Options 1 I Posting O ptions 2 I Email I Credit Cards I
General Ledger Accounts Receivable I Accounts Papable I Payrall I Invaicing I Job Cost I

—Company Marme

Compary Mame ||82 Sample Catering
Addreszs Line 1 Ib}l William

Address Line 2 I‘I 307 W, Hwy 407 Suite 201-477

City, State Zip Code ILewisviIIe, Texas 75067

rDrefaul

Curent Year Beging |01/01/2010-.. Mewt Diocument Comtral Number I 343 :I
Current Year Ends [12/31/2010-..] Mest Batch Mumber I 1 3:

Current Period Beging |01/01/2010...)
Current Period Ends [12/31/2010...

Starting lncome Account | 4100

Ending Income Account | 4300

Retained E amings Account |3E|EIEI I
Default Checking Scoount |1EI2EI I

Faost Document GAL Distributions I__l
Directly To G/L History ME

LCancel

Company Name: The company name and address will be used by all portions of the system for display on reports, invoices,
statements, etc.

Current Year Begins: The beginning date of your company’s current fiscal year.
Current Year Ends: The ending date of your company’s current fiscal year.

Starting Income Account: The first general ledger account on the chart of accounts list. The system uses this
account when income statements are generated.

Ending Income Account: The last general ledger account on the chart of accounts list. The system uses this
account when income statements are generated

Default Checking/Cash Account: The account used by the business status screen to determine cash on hand.
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Accounts Receivable Options

Purchase Orders ] E-Commerce ] Fosting Ophions 1 ] Posting Options 2 ] Email ] Credit Cards ]
General Ledger Accounts Receivable l Accounts Papable ] FPayrall ] Ivioicing ] Job Cost ]

/R Sales Parameters

Accounts Receivable Accourt Finance Charge Accourt | 4300

Amencan Express Account | 1040 | Fee Fee Account | 7030
MasterCardMVisa Account | 1040 =-| Fee Fee Account | 7080

Other Credit Cardz Account |'| 040

Sales Account 4100 | Sales Tax Payable Account | 2060
Sales Discount Account | 4300 Freight Account | 4600

A4R Cazh Receipt Parameters

Checking Account (1020 Depozit Receipt Accaunt (1100

Default Allowance Account |4300

Fee| Fee Account | 7080
Fee| Fee Account | 7080

Discover Card Account |1U4U

L L |

Aging Days in Period 1 | 15 :l | 16-30
Aging Days in Period 2 15 3145
&ging Days in Period 3 46 5 4E-E0
Aging Days in Period 4 | 1 :l | OWER B0

Default Printer for Statements

Prititer far Customer Statements | Default ﬂ

A48 Aging Report Parameters
Days Description

A/R Sales Parameters:

Accounts Receivable Account: The GL Account for Accounts Receivable.

Sales Account: The default GL account for sales. This can be overridden for an individual item basis in invoicing or
inventory/billing codes.

Sales Discount Account: The default GL Account for discounts given to customers during the cash receipts
process.

Finance Charge Account: The default GL account for finance charges on customer past due balances.

Sales Tax Payable Account: The liability account for sales taxes payable based on sales taxes charged and the
invoice.

Freight Account: The default GL account for freight charged on the customer invoice.

A/R Cash Receipts Parameters:

Checking Account: The default GL account for receipt of Check Deposits.

Cash Account: The default GL Account for receipt of Cash Deposits.

Default Allowance Account: The default GL Account for allowances given to customers during the receipt process.

American Express Account: The default GL Account for deposits from American Express. If you wish a fee to be
deducted from the deposit amount enter the fee percentage under ‘FEE’ and enter the account number you wish the
fees recorded in under Fee Account.

MasterCard/Visa Account: The default GL Account for deposits from MasterCard and Visa. If you wish a fee to be
deducted from the deposit amount enter the fee percentage under ‘FEE’ and enter the account number you wish the
fees recorded in under Fee Account.

Discover Card Account: The default GL Account for deposits from Discover Card. If you wish a fee to be deducted
from the deposit amount enter the fee percentage under ‘FEE’ and enter the account number you wish the fees
recorded in under Fee Account.

Other Credit Cards Account: The default GL Account for deposits from Other Credit Cards. If you wish a fee to be
deducted from the deposit amount enter the fee percentage under ‘FEE’ and enter the account number you wish the
fees recorded in under Fee Account.
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A/R Aging Report Parameters:

Aging Days / Description: The Accounts Receivable System allows the current period plus four (4) aging periods.
These aging periods are then reflected on the Accounts Receivable Aging Reports and the Customer Statements.

Each aging period is specified by entering the number of days to start the aging and the related aging period
description.

e  Default Printer for Statements: The default network or local printer name for the printing of Customer Statements if
other than the default printer set up for the machine as the Windows default.
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Accounts Payable Options

ﬂ Company Parameters EE

Purchase Orders ] E-Commerce ] Pasting Options 1 ] Faszting Options 2 ] Ermail ] Credit Cards ]
General Ledger ] Accounts Receivable Accounts Payable ] Payrall ] Irvaicing ] Job Cost ]

24P General Ledger Distribution Parameters

AP Checking Account
Accounts Papable Account | 2000
A/P Discount Account | 5030

AP Aging Report Parameters

Days Deszcription
Aging Days in Period 1 | 18 :| | 1630
-
Aging Dayz in Period 2 | El v| | 31-45
Aging Days in Period 3 | 4B :| | 4660 I
Aaging Days in Period 4 | 1 :| | OWER B0
AP Company Infarmation
I Federal Business |d |1
State Business 1d |1
AP Check Printing
AP Check Prirting Style |Laser All-Purpoze Check ﬂ
Default Printer far Checks |Defaull j
Mest Check Number 1000 -5

Ok | Cancel ‘

— oY I R———— " ——

A/P General Ledger Distribution Parameters:

A/P Checking Account: The default GL Cash Account used when cutting A/P Checks..

Accounts Payable Account: The default GL Account for accounts payable. This account is increased when a
vendor invoice is posted and decreased when a check is cut to a vendor.

e A/P Discount Account: The default GL Account used when you take a discount while paying a vendor invoice..

® Aging Days / Description: The Accounts Payable System allows the current period plus four (4) aging periods.
These aging periods are then reflected on the Accounts Payable Aging Reports. Each aging period is specified by
entering the number of days to start the aging and the related aging period description.

A/P Company Information:
Federal Business ID: The federal identification number for the business.
State Business ID: The state identification number for the business.

A/P Check Printing:
A/P Check Style: The default style of check used by the company for A/P Checks.

Default Printer for Checks: The default network or local printer name for the printing of A/P Checks if other than the
default printer set up for the machine as the Windows default

® Next Check Number: The check number to be printed on the next A/P Check. This value may be overridden at the
time of check posting.
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Payroll Options

Purchaze Orders ] E-Commerce ] Prasting Options 1 ] Pasting Options 2 ] E rnail ] Credit Cards ]
General Ledger ] Accounts Receivable ] Accounts Payable Payrall l Irvoicing ] Job Cost ]

Payrall Carmpary Infarmatiorn

Current Federal Tax Year amo 5
Federal Tax |d Mumber  |11-2222222

Federal Pin Mumber ~ |EEEE]

Payrall General Ledger Distribution

Checking Account | 1020
Erployes FIT Payable | 2160
Emplayee FICA Papable 2160

Employee Medicare Payable 2160 Pkl I
Employer FICA Payable | 2160 B2

Employer Medicare Payable | 2060

Payrall Default Emplopes Setup

=

Default Emplopes Wage Expense Account | 7520

Default Emplayer 55 AMedicare Expense Account | 5280

Pagroll Check Printing
1 Payroll Check Style |Laser &l-Purpose Check j

Default Printer for Checks |Default ﬂ

Mext Check Mumber 3021 5

Ok | LCancel | i

Payroll Company Information:

® Current Federal Tax Year:: The current year for federal payroll taxes..

® Federal Tax ID Number: Federal Tax ID Number for printing on reports and W2's.

® Federal PIN Number: The federal PIN number for Payroll Tax Deposits.

®  Payroll General Ledger Distribution:

®  Checking Account: The GL account number for the payroll cash/checking account.

e Employee FIT Payable: The GL account number for the federal withholding payable account.

e Employee FICA Payable: The GL account number for the Employee FICA payable account.

e Employee Medicare Payable: The GL account number for the Employee Medicare payable account.

e  Employer FICA Payable: The GL account number for the Employer FICA payable account.

e Employer Medicare Payable: The GL account number for the Employer Medicare payable account.

e  Payroll Default Employee Setup:

e Default Employee Wage Expense Account: The default GL account number for the Employee Wages or Salaries.
This account can be overridden at the employee entry level..

e  Default Employer FICA/Medicare Expense Account: The default GL account number for the Employer FICA and
Medicare Expense.. This account can be overridden at the employee entry level..

[ ]

®  Payroll Check Printing:

®  Payroll Check Style: The default style of check used by the company for Payroll Checks.

e  Default Printer for Checks: The default network or local printer name for the printing of Payroll Checks if other than

the default printer set up for the machine as the Windows default

® Next Check Number: The check number to be printed on the next Payroll Check. This value may be overridden at
the time of check posting..
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Invoice Options

ﬂ Company Parameters Em

Sales Tax Options

Purchase Orders ] E-Commerce ] Posting Options 1 ] Posting Options 2 ] Email ] Credit Cards ]
General Ledger ] Accounts Receivable ] Accounts Payable ] Payrall Invoicing l Job Cost ]
Inventom General Ledger Distibution Parameters

Default ltem Inventory Accaunt |(ER

Default lter Cost of Goods Sold Account {5300

Diocument Humbering

Diefault ltem Sales Account | 4100

Mext Estimate Mumnber B35
Mext Order Mumber | 10460 %

Mext Imwaice Muriber 2017 5 Murnber of lrvoice Copies =

Default Sales Tax Code |D.-‘3.LL.-’-\S TH J

Charge sales tax bazed on delivery location? Mo -

Service and Delivery Charge Options

Service Charge Account | 4600 ...|Charge Service Charge? |Yes -
Service Charge Percent 185 Tax Service Charge? [Yes - | Calculate Deposit? [Tes -
Delivery Charge Account | 4600 | TaxDelivery Charge? [Yes | Requie Deposit? [Tes »

Drefault Printer Selection
Drefault Printer for [rvoices |Default ﬂ

Do'fou Charge Sales Tas? [Tex = |

Drefault Printer for E stimates | Diefault j

Inventory General Ledger Distribution Parameters:

Default Item Inventory Account: The default GL account for inventory. This account may be overridden on an item
by item basis in the inventory area, or it may be overridden at the line item level of the invoice.

Default Item Sales Account The default GL account for sales. This account may be overridden on an item by item
basis in the inventory area, or it may be overridden at the line item level of the invoice.

Default Item Cost of Goods Sold Account The default GL account for cost of goods sold. This account may be
overridden on an item by item basis in the inventory area, or it may be overridden at the line item level of the invoice.

Document Numbering:

Next Estimate Number: The number to be assigned to the next estimate during estimate entry.
Next Order Number: The number to be assigned to the next order during order/invoice entry.
Next Invoice Number: The number to be assigned to the next invoice during invoice posting..

Sales Tax Options:
Default Sales Tax Code: The default sales tax code if no code is specifically assigned to a customer..
Do you Charge Sales Tax: Used to determine if sales tax is charges.

Charge Sales Tax Based on Delivery location: Used to determine if sales tax is charged based on the customer
billing information or the customer ship to location information.

Default Printer Selection:

Default Printer for Invoices: The default network or local printer name for the printing of Customer Invoices if other
than the default printer set up for the machine as the Windows default

Default Printer for Estimates: The default network or local printer name for the printing of Customer Estimates if
other than the default printer set up for the machine as the Windows default .
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Job Cost Options

-
ﬁ' Company Parameters

(=[=E] = ]

|1

Purchase Orders ] E-Commerce ] Posting Options 1 ] Posting Options 2 ] Ernail ]
General Ledger ] Accounts Receivable ] Accounts Payable ] Fayroll ] Invoicing

Job Cost Method

Job Cost General Ledger Distribution

Inventom Account 1350 poo

Payroll Salary Expenze Account 7380
Jobin Progress Billings Account m
Job in Progress Costs Account m
Contract Revenues Eamed Account | 4500
Cast of Revenues Eamed Account | 9500
Variable Overhead Alocation Account | 5433
Fised Overhead &llocation Account | 6333
Jobz in Progress Account m

Cost in Excess of Bilings Account m
Billings in Excess of Cost Account 2360

Owerhead Allocation Percentage 0%

Job Cost Method to be Uszed |None ﬂ

Credit Cards ]
Job Cost

Cancel

Job Cost Method:

e Job Cost Method to be Used: The job cost methodology used by your company for job costing. You should consult
your accountant when making this choice. The job cost methods are:

O C - Completed Contract Method.
O P - Percentage of Completion Method

O N - None with No General Ledger distribution

® Job Cost General Ledger Distribution:

®  You must enter the corresponding GL account for each of the following items:

Inventory Account

Payroll Salary Expense Account
Jobs in Progress Billing Account
Jobs in Progress Costs Account
Contract Revenues Earned Account
Cost of Revenues Earned Account
Variable Overhead Allocation Account
Fixed Overhead Allocation Account
Jobs in Progress Account

Cost in Excess of Billings Account
Billings in Excess of Cost Account

O0O0O0O0OO0OO0OO0O0OO0OO0

e  Overhead Allocation Percentage: The percentage to be used in calculating variable overhead allocation.
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Purchase Order Options

General Ledger | Accounts Receivable I Aceounts Payable I Paproll | Invoicing I Job Cast I
| E-Commerce I Posting Options 1 I Pozting Options 2 I Ennail I Credit Cards I

Purchaze Orders

—Purchaze Order Company |nfarmation

Company Name |Is2 Sample Catering

Address Line 1 |13D1 W, Huy 407

Address Line 2 |Sute 201-477

City, State Zip Code |Lewisvile fTx

Contact IBiII Birittain

Telephone |21 4-513-8389

Mext Purchasze Order 05

Default Printer for Purchaze Order

Printer far Purchase Orders I Default

—Purchase Orders Posting Optiong————————
Print with Preview to Screen [
Show Printer Dialog [

Prirt Surmary Posting Feport v
Print Detailed Posting Repart v

Cancel

Purchase Order Company Information: The company name, address, and contact information to be
used as the default company information on the purchase order.

o Default Printer for Purchase Orders: The default network or local printer name for the
printing of Customer Invoices if other than the default printer set up for the machine as the

Windows default
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Posting Options - 1

¥y Company Parameters

General Ledger I Accountz Receivable | Accounts Papable I Fayroll I Invaicing I Job Cost
Purchase Orders I E-Commerce  Posting Options 1 | Posting Options 2 I E mail I Credit Cards

Cugtomer [nvoice Posting Options————— r—Customer E stimates Posting O ption
Print with Preview to Screen [~ Pritit with Presiew to Screen [

Show Printer Dialog [~ Show Printer Dialog [~
Print Summary Posting Report [v

Frint Detailled Posting Fepart [w

_ _ _F'rir'!t Invaices [v —Customer Tranzactions Posting Options
Print G/L Distribution Report [vw Print with Preview to Screen [

Accounts Receivable IDelaiIed vI Shows Printer Dialog [~
Service Charge IDetaiIed vI ) Print Pasting Report [
- Print G/L Distribution Report v

Defivery Charge |Detailed vI
Sales Tax m Customer Finapce ;harge F'osting Options
i - Prirt with Preview to Screen [
Line ItemleetaHed "I Showe Printer Dialog [~
—Customer Receipts Posting Option Frirtt Summary Posting Report [v

Printt with Presview ta Screen [ Print Detalled Pasting Report [v
Show Printer Dialog [ Print G/L Distribution Report v

Print Surnmary Posting Repart [ Accounts Receivable IDetailed vI
Frint Detailed Posting Repart [v

Print G /L Distribution Repart [w Finance Charges IDetaiIed 'I
Accounts Receivable IDetailed j —Job Cost Posting Option
Caszh IDetaiIed .I Prirt with Previgw to Screen [
- Show Printer Dialog [~
Checking IDetalIed v I

. Print Posting Report v
Credi Cards IDetalIed j' Print G/L Distribution Report [v

Ok LCancel

Posting Options
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Posting Options - 2

¥y Company Parameters

General Ledger I Accountz Receivable I Accounts Papable | Fayroll | Invaicing I Job Cost I
Purchase Orders I E-Commerce I Posting O ptions 1 Pasting Options 2 | E mail I Credit Cards I

Prinit with Previess to Sereen [
Shows Printer Dialog [~

Prirt Surnrmary Posting Report
Print Detailed Posting Report v
Print GAL Distribution Repart v

Accounts Payable |2

Line Items IDetaiIed vl

Wendor Inwoice Posting Options—————————————————

Pririt with Previess to Screen [
Shows Printer Dialog [~

Prirt Surnrmary Posting Report
Print Detailed Posting Report v
Print GAL Distribution Repart v

Checking |Detailed |
Accounts Payable |Detailed vI

4/P Discounts |Detailed vI
Line Iters |Detailed vI

Wendor Checks Posting Options

Frint with Preview to Screen [~
Shows Prirter Dialog [~

Print Posting Fepart [v
Print GAL Distribution Repart [v

Checking |Detailed vI
&)l Other Distibution [Detaied v |

—Employes Checks Posting Options—————————

Prirt with Preview to Screen [
Shows Prirter Dialog [~

Print Posting Report - By Entry W
Print Posting Repart - By Account [v

General Ledger Tranzactions Posting Optiong——

—Payroll Tax Deposits Pozting Option:
Prirt with Presview to Screen [
Show Printer Dialog [~

Print Posting Fepart v
Print GAL Distribution Feport [

Checking |Detailed vI
Paproll Tax Papable |Detailed vI

Ok I LCancel |
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Email Options

s iﬁompan}r Parameters -LE.L[

General Ledger | Accounts Receivable I Account: Papable I Fayroll l Invoicing I Job Cost I

Purchaze Orderz I E-Commerce I Paszting Options 1 I Poszting Options 2 Ermail | Credit Cardz

Email Option Default

Local Host: [192.168.0.3
tail Server: |192168.0.3

Frarn: |Customer Support

Reply To: |supporti@is2zoftware. com

Send To: |billbrittainddiz2zoftware, com

Subject: |ls2 Software Customer lnvaice
CLC:
BCC:

Drezcription of the Email:

Suppart Infarmation:

Cancel |
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Quickbooks and Credit Card Processing Options

#J Company Parameters EE x [

General Ledger | Accounts Receivable I Account: Papable I Fayroll I Invoicing | Job Cost |
Purchase Orders I E-Commerce I Posting Options 1 I Posting Options 2 I Erniail Credit Cards
Credit Card Processing
Api Config File: (00001

Api Key File: |e:ALinkpoint000014%000007 . perm

Processar URL: Isecure. linkpt.net

Proceszor Part: I 1135
Result Type ITest vI
Charge Type ISaIe 'I

rGuickbooks Configuration

|32 Qb xml Server Address |1 92168115

Server Port: IBDDD

Server Page I.-"

Update Server Login Parameter
Uszer |d |cateringupdate

User Password |cateningupdate

Host &ddress |iz?zoftware net
Host Port {12000

Cancel |
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Users — Adding New Users

The Users entry area under File is used to enter login information for users accessing the system. Here
you enter the user id and full name, login password, and set the access rights for the user. A user may
have access to all parts of the systems such as an administrator or restricted to only the dispatch area if a
technician.

A user may be able to lookup information such as an inventory item, but based on access rights, they
may not be able to add new items or edit the inventory item information in the master files.

We use the menu structure of the system to allocate the user access rights. Each menu item generates a
corresponding user access rights item list. The access rights item has a name which corresponds to the
main menu item and the submenu item. Example: Document Entry - Customer Invoices corresponds to
Document Entry on the main menu, and then Customer Invoices as the submenu.

On each menu access item, there are multiple options: Allow Access, Insert, Edit, Delete, Reports, Post,
Other 1, Other 2, Other 3, Other 4, and Other 5.

Note: Not all options are used for all areas and not all options have been implemented at this time.

Example 1: If you do not wish the user to be able to access any customer information other than lookups
such as within a customer invoice or work order, then you would uncheck the Customers menu item
which is named Lists_Customers.

Example 2: If you wanted to grant the user access to enter new customers, edit customers, and delete
customers but not print a customer report, you would check the Allow Access but uncheck the Reports
checkbox. Checking the Reports checkbox will allow the user to print the report. In the case of the
customer reports, when new users are added, the Reports checkbox is defaulted to unchecked.

To add new users to the system and set their menu access rights.

1. Under the File menu, choose Users.

User Enfry User Reports Exit

Enter Lookup Characters Lookup By

Uszer 1D ﬂ

Uszer D Mame |.-’-'l.c:tive | L
hill Bill Brittait: ¥
catenngguest Catenng Guest Account N
generalguest

—-

General Guest Account

Guest for Hvac Sample

tike Sorenzen

b

| < | m Mew | Edt | Dete | Ciose |
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2. Click on the New button at the bottom right to add a new user. Enter the user id and password to be
used to log in. Then, type in their full name along with their email account information if needed.

( ¥y User Entry e [E=EE )

ser D Icateringguext

Pazsword |E=ETR)

Full M ame IEalering Guest
Active? v

Email &ddress Icaleringman@samplecatering.u:u:um

Email &ccount User 1d Iibcalereraccountid

Ernail &zcount Passward Iihcatetetaccountpassword

E mail Server Ismtp.samplecatering.cam

Compary
Description

Catering Sample Compary

el (et

Ok LCancel

4. Add a company for the user to have access to. You may choose the company from the drop down list.

/* Company User Access Rights for Joe Technician

[ e [0 Heating and Air - Sample Company n
Active v

Access Rights l

e Allow el Edi| Delete| Reports| Post| Y#¥ 0.1|0.2| 0.3| 0.4 0 5| 2
Item Aocess Qrly
»

4]

Generate Menu ltems Delete Menu ltems Select All | De-Selact Al |

Ok LCancel |
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4. Click on the Generate Menu Items button to generate the menu access rights listing for this user. You
may uncheck the areas you do not wish the user to be able to access.

9 Company User Access Rights for Catering Guest E@g
e
Company 1D IEatering 5 ample Compary ~|
Active v

Access Rights

LI Allow ) sent| Edit| Delete| Reports | Post| 2| 0.1 | 0.2|0.3{0.4|0.5] %

[tem Access Orly
_|Documents_Customerlnvoices v RN eI nRIinti il il
__|Documents_CustomerD penCredits O RN eI |:|
__|Documents_CustomerR eceipts v RN eI nRIinti il il
__|Documents_CustomerTransactions v RN eI
_|Documents_E commercelnvoices v RN eI
_|Documents_EmploveeChecks v RN eI nRIinti il il
_|Documents_E ventCalendar v W W v WV ¥ I VWV VIV
| Documents_E ventStatusO verview v e RN Il
_|Documents_GLAccountReversals v Og O O \Ooineoes
| Documents_GLTransactions v RN eI nRIinti il il
__|Documents_JobCostsEntry v RN eI nRIinti il il

Documents_PayrollT ax0 eposits v RN eI nRIinti il il
BDocuments Sales Bar BRI R R I =

Generate kMenu tems Delete Menu lkems | Select Al | De-Select All | ‘
Ok Cancel |

L]

5. You may change the access rights either now or edit them later.
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This shows the example of giving the user access to the customer area and allowing the user to print the
customer report. If the Reports checkbox for Lists_Customers is unchecked, the user will not be able to

print the customer report.

g Company User Access Rights for Cateripg Guest E@g
Carnpary 10 IEatering Sample Compary ;l
Active W

Accesz Rights

e Alow ) sert| E | Delete| Reports| Post| 2| 0.1|0.2| 0.3 0.4| 0.5

Item Access Only
| Lists 2 o o i O o o i |
| Lists_Categories I C il m mlI=li=islislininiln
| Lists_ChartofAccounts Ird Ccicl e O il niiniiniiniln

Lists_Cities 2 T o o o o o o o
[Lists_Customers RO
| Lists_CustornerT ypes Ird clicl o sl I=iIsi==EEE
| Lists_Diepartments I C il m O mii=l il =l=l=ll= I_I
_|Lists_Employess Ird C ol o O 0loioeccc
_|Lists_EwventLocations Ird Cclol o O il Iniinlinilnlln
_|Lists_EventStaff 2 o o o o o o o )
| Lists_EwventT askltems Ird Ccicl e O il niiniiniiniln
| Lists_EwentTasks 3 OO0l | i |
__|Lists_FloorFlanLayouts v i | o i g

Generate Menu ltems Delete Menu ltems Select Al | De-Select Al |
’TI LCancel |

This example shows giving rights to enter, edit, d

elete, print reports to the user for the Event Calendar.

ﬂ Company User Access Rights for Catering Guest - @m
Cormpary 10 ICatering Sample Compary j
bctive v

Arcess Rights

L Allow e Edit| Delete| Reports|Post| %% 0.1| 0.2|0.3{ 0.4|0.5]

Item Aocess Oy
| Documents_Customer nvoices v ERInlE O |O0/00000n
_|Documents_Customer0penCredits - O] 0 O \0\oc\neias K
_|Documents_CustomerReceipts v O] 0 O \00o\aeias
| Documents_CustormerTranzactions v ERInlE O |O0/00000n
_|Documents_E commercelrvoices v O] 0 O \00o\aeias
| Documents_EmployeeChecks v ERInlE O |O0/00000n
_|Documents_E ventCalendar v W ¥ v ¥V VI Vv VW
| |Documents_EventStatusOverview v O] 0 O \00o\aeias
| Documents_GLAccountReversals v ERInlE O |O0/00000n
| Documents_GLTransactions v O] 0 O \00o\aeias
| Documents_JobCostsEntry 2 O] K O \00oeoias

Documents_PayrollT as0 eposits v C\f e O |O0/0nonnooia
NDosuments Sales Bar N RN I

Generate Menu [tems Delete Menu tems | Select Al | De-Select All |
Ok I Cancel |
L] m
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6. Once the areas have been defined, click on the Ok button and save. The user screen will show the
new company added.

¥y User Entry | E@g]

Uszer D Icateringguest

Password

Full Name IEatering Guest
Active? v

Email Address Icateringman@samplecatering.c:u:um

Email Account User |d Iibcatereraccountid

Email Account Passward Iibcatereraccountpasswnld

Email Server Ismtp.samplecatering.com
Ii Company Company Active L
14 Dezcription il

| IM| Catering Catering 5ample Company

| [ (i

Hew Compang | Edit Compary | Delete Companyl

Ok I LCancel

L

7. Click on Ok to save the user information and return to the Users browse screen.

oy

CEX
User Entry  User Reports  Exit
Enter Lookup Characters Lookup By
Uzer 1D j
User 1D |Name |Aclive | ~
| {hill Bill Brittaith Y
|| cateringguest Catening Guest dccount Y
|| generalguest General Guest Account Y
|| hvacguest Guest for Hyvac Sample Y
ik Mike Sorenzen Y
Joe Techrician _
o
[ R N Hew | Edit | Delete | Cloze |

8. There is no limit to the number of users that may be added. User information can be edited by
choosing the Edit button and users may be deleted by choosing the Delete button.

9. Once the system is installed and an administrator is assigned, it is best to change the main
administrator password from its default value.

Please be sure to record the new password once it is changed.
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Billing Codes — Entering New Billing Codes

To enter, edit, or delete billing codes, choose the Billing Codes menu option under Lists.

#J Billing Codes Browse = | B |
Billing Code Entry  Billing Code Reports  Exit
Enter Lookup Characters Lookup By
By [term Mumber ﬂ
Itermn Mumber Dezcription Type T axable| Cost Frice it 2ales T
Account
POTSAL POTATO SALAD b ain Menu i n.aa 50.00| each 4100
COLE SLAW Main Meru 736 3500/each (4100 [
SLBF Sliced Beef M ain Menu Y .20 10,55 each (4100
4 | - ‘ > | »l | MNew | Edit | Delete

To enter a new inventory/billing item:

1.

From the Lists menu, choose Billing Codes
In the Billing Codes Browse window, choose the New button at the bottom right.

Enter a unique billing item Id for this new item. The item number may be up to 15 characters
in length either alpha or numeric. Create a number that is easy for your company to assign
and remember. Since the numbers can be looked up by description, the primary use of the
unique id. is for internal system processes. If the number has been already used by the
system, a caution window will appear explaining that another number should be chosen.

Fill in the remainder of the item screen with the appropriate information for this item. For
explanations about the inventory/billing item screen refer to the item data section.

When you have completed your entries, choose the Ok button to save the information.

Choose the Cancel button if you wish to cancel the item entry.
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The Billing Code Entry Screen

#J Billing Codes = | () | S

Required Information Cost / Pricing

Service Charge ltem |Ves Fietail Price 35,00

Pay Commizgion on lkem

General Ledger Distribution

Irventory Account |1300
Cost Of Goods Account |5300

Item Id | SLAW

Dezcription

Categary Type W Calculated Average Cost 7.25
Taxable |Yes - E stablished Fised Cost 735

Stocked [tem

el

Unit of Measure |2ach

Sales Account 4100

FULL PAM 4" DEEP

Ok LCancel

Inventory/Billing Item Data

Billing Item Id: Each billing item has an unigue billing item number up to 15 characters in length, alpha/numeric.
Short Description: The item description that will appear on event and billing documents.

Long Description: The item description that will appear on event contract documents.

Category Type Classification: The item type category for determining whether the item is either Materials or Labor.
Quantity on Hand: The quantity of the item currently on hand, if applicable.

Taxable: Is this item taxable, Yes or No.

Stocked Item: s this item regularly stocked by your company. Stocked items are reduced from the inventory when
invoicing occurs to maintain the correct quantity on hand.

Service Charge Item: Use item price in calculating the service charge amount.
Pay Commission: Use item price in calculating the commission paid for the event.

Average Cost: The average calculated cost of this item when receiving inventory. This is calculated by taking
inventory that is received and multiplying by the cost when receiving plus the current quantity on hand times the then
current average cost and then dividing by the resulting quantity on hand.

Fixed Cost: A company designated fixed cost for this item. This cost is not calculated.
Unit of Measure: Typical sales unit for this part. Example ‘Each’, ‘Dozen’, ‘Foot’, etc.

Retail Price: The price to be used when billing the item on quotes or invoices. Can be calculated using the retail
price multiplier or specified without a multiplier.

Inventory Account: The general ledger account for the inventory value when bought or sold of this item.
Sales Account: The general ledger account for sales revenue generated by this item.
Cost of Goods Account: The general ledger account for the cost per sale of this item.
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Using the Event Calendar - Grid View and Calendar View

The Event Calendar browse screen is the entry point for entering new events, editing existing events, and
deleting unneeded events. It is also the primary area in which to view and report on the event entries.

To enter a new event, click on the New button at the bottom right of the screen.
To edit an existing event, click on the Edit button at the bottom right of the screen.

Hew | Edit | Delete ‘ Close ‘ ‘

If you are unable to access the entry or report buttons, then you have not been give user access rights for
these options. Please consult with your system administrator to obtain your needed user rights.

Events entries are viewed either in the grid view or the calendar view.

The event grid view presents the event entries in a columnar, table like fashion. You can sort the events
by event date, event billing name, event job number, last event update date, event location name, and by
event location address. Information shown on the grid are the event date, event time, billing name,
location name, number of people, event order type, event order status, salesman id, occasion description,
event order total, terms, event job number, last update date and time and user, red flag tag, and red flag
description. The screen shows only a portion of these fields upon initialization of this area but the screen
can be expanded to show and scroll more fields.

Event Calendar — In Grid View

= )
£ Event Catenir - Evnt Date Range 2010:12.26 - 20110108 N . e
Event Order Entry  Event Reporting  Locations To Show On Calendar  5taff To Show On Calendar  Event Forms  Export Wizard  Exit
Events - Grid View l Ewvents - Calendar View ] 4 January, 2011 »
SMTWTTFS
Laokup B_I,I|B_l,l Event Date = [® E.qual [=x] || AlEwvents " Red FIagIEvents . 56 o7 R o0 a0l |
o Like [ &Zx%) " COD Events Only ™ Ewents with Bar Required 23466738
Lookup Eriry R |~ Like [ 2 i =
p Entry ™ Like [#% ] " Events Ready Tolnvoice ¢ Changed Events 910 11 12 13 18 15
[ Show Only for Selected D ate R ange Perform Querny |Sh0w All Events j 16 17 18 19 20 21 22
23242526 27 28 29
o Lookup By Ewer = 03123405
.= Event Event Date Ewent Biling Mame Serving Location Mame Ewvent Mumber Event Type Ewvent Bill Erittain
= HedFlag Start Time of People Statuz
» {01/ /2011 |08:00 am | Bill Britain Gilleys Dallas 50/E (i ileys Dialss
01/01/20011 08:30 am | Kelly Peel The Skate Queen 25|E Rl
| 01/01/2011 | 200 pm | Bill Brittain Gillzys D allaz 180|E OH
010120071 |6:00 pm | Johin Waypne Railhead Smokehouze ROE OH 3 Date |07./0142011
01/02/2011|0%:00 am | Bill Brittain D allas Corvention Center 10/E OH Start [08:00 am -
01/02/2011 11:00 am  Bill Brittain Eddie Deen Fanch 12|E [E}
End |11:45 am -
01/02/2001 1230 pm Jones Family Gilleys D allas 20 E FS E
01/03/2011 | 06:30 am | Betty Boop Eddie Deen Fianch 50/ Rl Type |Evert =
01/03/2011 10:00 am  Betty Eoop Radia City Music Hall 40 E EC || Status|On Hald =z
S 010202011 3:30pm | Bill Bittain Scatch Tasters Club 25[E RI Counts| 50%]| 0%
01/04/2011 | 08:30 am | Betty Boop Gilleys D allas BO|E OH Fioger F abbit
MANA L AT are | Fuveen b shilaB sokaunes E e b il sk TRE EE
Count: 15 Corporate Breakfast
ounk : -
I| IR 4| 1 v RedFlag Event? [No  «
| |Dn Hold |Pr0posal Sent |E0ntrac:t Sent Contract Signed  |Contract Confirmed  |Event Cancelled  |Ready To Invoice |Event Finizhed
Preview Quick Quote | Preview Quick Contract|  Preview Event Information Form Feview Form Guick Report Event Calendar Report
Frint Quick Quote Frint Quick Contract Print Event Information Form Motes Form Fed Flag Report Kitchen Reports
Email Quick Quate Ermail Quick Contract Email Event Infarmation Form Cost Report Sales Report Changes Report
Hew | Edit | Delete | Cloze
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The event calendar view presents an alternative Outlook calendar style view of the events entered. You
may view events by day, by week, by month, and by year.

Event Calendar - Calendar View - By Day — By Location

g Event Calendar - Event Date Range: 1-01-02 - 2011-01-02
i—

Event Order Entry  Event Reporting  Locations To Show On Calendar  Staff To Show On Calendar Event Forms  Export Wizard  Exit

Events - Grid Yiew Events - Calendar View | 4 January, 2011 » I
Sunday, January 02 - SMTWTFS

U - 4 2627282930 3 1

ZE £ L0 £

3 45667 8
910 11 12 13 14 15
16 17 18 18 20 21 22
23 24 25 26 27 28 29
3031 1 2 3 4 5

Bill Brittain

D allas Convention Center

9:00am-11:15am Eill Brittain
Dallas Convention Center, ,

Date [T ]
Start IDS:DD arm vl
e [i5em =]
S[a[uslun Huold vl
Eountsl 10 :I 0z
l—
[Comorate Breakfast
Fied Flag Event? lﬂ

11 oo 11:00am-1:30pm EBill Brittain
- Eddie Deen Ranch, ,

12

1%

29

IDn Hold _ IEontract Sent Contract Signed  |Contract Confirmed _ IHead}l Tolnvoice |Event Finished

Preview Quick Quote | Preview Quick Contract|  Preview Event Information Form Review Form Quick Report Event Calendar Report
Print Cluick Cluate Print Qluick Contract Frirt Event Information Farm Mates Farm Red Flag Report Kitchen Reports
Email Quick Quate Ermail Quick Contract E mail Event Infarmation Form Coszt Report Salez Report Changes Repaort

Hew | Edit | Qelelel Close

The day view shows the calendar by the date selected and also by location. The By Locations can be
removed from this view by right-clicking on the calendar and clicking on the By Locations to uncheck this
option.

Print Quick Calendar

v Show - By Locations
v Show Event Entries

Show - By Staff
Show TimeSheet Entries - Actuals
Show TimeSheet Entries - Estimates

By Day View - By Location
By Day View - Time Grid

By Day View - By Date

By Day View - Mo Grouping
By Week View - By Location
By Week View - By Date

By Week View - Mo Grouping
By Month View - By Lecation

By Month View - By Date
By Month View - Me Grouping

By Year View - No Grouping
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Event Calendar - Calendar View - By Day — With By Location Unchecked

Q_E\rfnt Calendar - Event Date Range:

4 January, 2011 [3 |

00 ||9:00am-11:15am Bil Brittain

Dallas Convention Center, ,

Event Order Entry  Event Reporting Locations To Show On Calendar  Staff To Show On Calendar  Event Forms  Export Wizard  Exit
Events - Grid Yiew Ewents - Calendar View |
&rldaz‘ January 02

N SMTWTFS

26 27 25 29 30 31 1
Els4567s
910 11 12 13 14 15
16 17 18 18 20 21 22
2324 25 26 27 28 29
3031 1 2 3 4 ¢

IBiII Birittain

Gileys Dallas

11:00am-1:30pm Bill Brittain

m

Eddie Deen Ranch, ,

O oy
Start | 0800 am vl
g[8 ]
Type lm

StatusIUn Hold vl
Countslﬂ 0=

IHoger F.abkbit

IEorporate Breakfast

- || FedFlag Event? Iﬂ

IDn Haold _ |Contract Sent

Confract Signed  |Contract Confirmed _lHead}l Tolrwvoice |Event Finished

Preview Quick Quotes

Preview Quick Contract|  Preview Event Information Farm Review Form Quick Report Event Calendar Repart
Print Quick Quote Print Quick Contract Print Event Infarmation Farm Mates Farm Red Flag Report Kitchen Reports
Email Quick Quote Email Cluick Contract E mail Event Information Form Cost Report Sales Report Changes Report

Hew | Edit | Qelelel

Close
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Events - Calendar View - By Week

,

Event Order Entry  Event Reporting  Locations To Show On Calendar  Staff To Show On Calendar  Event Forms  Export Wizard  Exit

Evenis - Grid View Events - Calendar View | 4 January, 2011 » I

Tuesday Wed , T Friday P ~ SMTWTTFS

4 5 [ 7 8

6:30am Betty Boop 8:30am Betty Boop 6:30am Betty Boop 7:15am Bill Brittain 910 11 12 13 14 15

10:00am Betty Boop 10:30am Exxon Mobile- _ 16 17 18 19 20 21 22

23242526 27 28 29

3:30pm Bill Brittain VM 12 3 45

Bill Brittain

Drallas Convention Center

—  a Date |01/02/2011 I
A gtat [09.00am vI
End |11:15 am vI
Type |Event vI
Status|On Hold vI
Countsl@ lﬂ
Corporate Breakfast

- F\EdFIagEvent'«‘lND vl

IDn Hald _ IContract Sent Contract Signed  |Contract Confimmed  |Event Cancelled  |Rieady Tolnvoice |Ewent Finished

Freview Quick Quote | Preview Quick Contract|  Preview Event Information Form Fieview Form (uick Report Ewent Calendar Repart
Print Quick Quate Print Quick Contract Print Event Infarmation Form Notes Form Red Flag Report Kitchen Feparts
Email Quick Quate Email Quick Contract Email Event Infarmation Farm Cost Repart Sales Report Changes Repart

Mew | Edit | Qelelel Close

Events - Calendar View - By Month

=

y Event Calendar - Event Date R.aﬁe: 2011-01-01 - 2011-01-31
o ——
Event Order Entry Event Reporting  Locations To Show On Calendar  Staff To Show On Calendar  Event Forms  Export Wizard  Bxit

Events - Gridiew Events - Calendar View | 4 January, 2011 » |
Monday Tuesday Friday Saturday/Sunda - S MTWTFS
Dec 27 o 2 30 31 January, 1 1
== 2 3 4567 3
B 910 11 12 13 14 15
T eE em T T T
== 16 17 18 19 20 21 22

232425262728 29
30

6:30am Betty Boop 8:30am Betty Boop 6:30am Betty Boop 7:15am Bill Brittain

= . . g Bil Birittair
:00am Betty Boofo| 10:30am Exxon Mabile- — ——_—

10 11 12 13 14 15 Gilleys Dallas

Date [or/0T720T ]
Start | 08:00 am vl
End [H8Eam <]
24 25 26 27 28 29 Tupe m
Status m
n Countsl a0 3: I 0 3:
31 February, 1 2 3 4 5 W
8 .|| PedFlagEvent? m

17 13 19 20 21 22

IDn Hald _ IContract Sent Contract Signed  |Contract Confimed  |Ewent Cancelled  |Ready To Invaice |Event Finished

Preview Huick Quote | Preview Guick Contract|  Previess Event Information Form Revigw Form Guick Aeport Ewent Calendar Repart
Print Quick Quote Print Quick Contract Frint Event Information Form Motes Form Red Flag Repaort Kitchen Reparts
Email Quick Quote Email Quick Contract Email Event Infarmation Farm Cost Repart Sales Report Changes Report

New | Edit | Qelelel LCloze
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Events - Calendar View - By Year

.
#J Event Calendar - Event Date Range: 2010-01-01 - 2010-12-31 _ T Lélﬂlﬁ
i pr—— - o
Event Order Entry  Event Reporting  Locations To Show On Calendar  5taff To Show On Calendar  Event Forms  Export Wizard  Exit
Events - Grid View Ewvents - Calendar View ] 4 December, 2010 >|
00 |s|M[T|w[T[E[s[s[m|[T|w|[T|[E|5]5 Fls|s[m[T[w[T[F|s[s[mM|[T|[w|[T|[F[s]5][M = SMTWTFS
|z = 4| = e | = g 2 I R E R E E EEE EE E E R 28 1 2 3 4
January s[e] 7 8 s10m
EEE [ 7| = g = HE HEEEEEEEEE 12 13 14 15 16 17 18
February 19 20 21 22 23 24 25
SRE R S E E ] I B I Y = T EBzrze2m3031 1
tEar 234567 8
2 3 4 € 7 H 5 C 2 3 4 1€ 7 H L] o s g 3
April
2 3 4 € 3 E L C 2| 1z 4 £ 3 H S| 2C = = 3C 3
May ,—
H E 4 € 7 H H 14 ] 3 A4 £ 7 E| g | =z ] ] ] —
| June E
i HIE 0 S I ¥ u| | 5 = 3| = EHIEE Drate
Jul
Y Start hd
z 3 4 € 3 E L C 2 3 4 € v H S| ZC| Z | m| | = =
August End bl
HEBEBE el 3] F| f] x HEEE HEEEEEEE Type -
September
. T+ . _ o 4 Statuz %
I October Counts = =
z ] 4 € 7 E 5 C 1z 3 4 £ 7 H 5| | | T | =
|| | Movember ,—
2 k] 4 £ 7 H 5 i 2 3 4 & 7| 12 L] o 3 = = 3
| || December .|| RedFlag Event? Mo~
| |Dn Hold |Pr0posal Sent |E0ntract Sent Contract Signed  |Contract Confirmed  |Event Cancelled  |Ready To Invaice |Event Finizhed
Preview Quick Quate | Preview Quick Contract|  Preview Event Information Form Review Form Quick Report Event Calendar Report
| Frint Quick Quote Frint Quick Contract Frint Event Information Form Motes Farm Red Flag Report Kitchen Reports
Ernail Quick Quote Ernail Quick Contract Ermail Event Information Formn Cost Repart Sales Report Changes Report
Mew | | | Close |

The different views within the calendar are accessed by right-clicking on the calendar and then choosing
the view you wish.

Print Quick Calendar

v Show - By Locations
v Show Event Entries

Show - By Staff
Show TimeSheet Entries - Actuals
Show TimeSheet Entries - Estimates

By Day View - By Location
By Day View - Time Grid
By Day View - By Date

By Day View - No Grouping

By Week View - By Location
By Week View - By Date

By Week View - Mo Grouping
By Month View - By Location
By Month View - By Date

By Month View - No Grouping

By Year View - No Grouping

Catering Central Manual Page 42




Catering Central Manual | 2010

Printing the Quote, the Contract, and the Information Form

From the event calendar browse screen, you may print preview on screen, print to the printer, or email an

event quote/proposal, an event contract, and/or the event information form.

The price quote, contract, and information report forms may be modified to fit your company’s needs by

using the report designer built into the software.

Preview Quick Quote

Preview Quick Contract

Presview Ewent Infaormation Farm

Print Quick Quote

Print Quick Contract

Print Exent Infarmation Form

Email Quick Quate

Email Quick Cantract

E rail Event [nfarmation Farmm

Event Price Quote — Default Layout and Information
E Print pm_

Is2 Sample Catering
by William
1301 W. Hwy 407 Suite 201-477
Lewisville, Texas TS06T
EMTo: WLE
Name Sl Srimain
1309 Ponger Way

Flower Mound T Ts028

-
o T14513EEE3

Emall Agaress pllirEaindincusirsoecHic com

G101 O300pm 10900 pm 1Z00pm 05730 pm 4700 pm

Cash On Delivery

BEEE
E2RE4ES
000
FLE1L3
ERRE N

lIPage‘I aof 1
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Event Contract

Sy TR T SICTECU TOCURE L e (v RED rUsons Tmowy. Tml o7 Uha o Hon GIOCEL

i e
TSRS Ty BLTIIDES CETEDET LR T S TDT B SoToy
ISEpTTI AgEER T R e
T Mizam; Sepcrisar Uhe LU Ee e o Une pmaetie
ITINNJT nuTEe T pEpE Bancng. Aol sttancess wil D chEgee o
po ]

e
A CECTES Ty DA reCOrec. |7 reanec. L CEDSES 1 Sl 00T DG T EpeaTans
et e

Arry mnc ml mdencum for weciorsl
Tmou thiz svent De canosiec Sy Comoeny o any resron. Jepcet wdl e Nl
mmEn I SEy R LD e

Emroe Vmeos

T TR SRS
B DECOTEL EOR R RS i TEEE T o SoToes RoE
raflncaca | Caromar

AT U ECUEE BN Ty I B el Iy 1 BSIGAT Briien EEreeTa

mﬂ“hﬂa’ Coptomer a Comoey. The ooirsct @ Sxpec on i patad

_ﬂ‘-hﬂ.mhmﬂﬂ-m
R e
CENCET SVe Ty et ying Compeny no e e

|rmuuuh&-umummwmnrq

B e e i D T e T
o

Ay EDEE U R RIS T S e L3 Sorsmar B RSEEER T U Eer s bx Dempeny By arteg TS5 DSUSTITUTES TR BNTIEE
ASTRaVaANT ANT SUSTTVER

BRTWESM COMSAN

Event Information Form
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BN To: WILE
Mame Bl Erisaln
Agdress Uine 1 {305 Ponder Way
Agaress Line 2
Ty, Etane Zin  Flower Mourd Tx TS02E

‘Comacl FErson Srad Erisain
Talsgnone | Fae 244-513-2289

Emall Agoress plliornalkIndusTySoeCHic.com
EyantDate EveniTime Ending Times: Satp Time Appetizer Time
M@ CE00pm 1000 pm 1Z00pm 0530 pm

There are many reports that can be printed from the event browse screen, the event quick report, the
event review report, event notes report, event costs report, the event red flag report, the event sales
report, the event kitchen cutsheet report, the event changes report, plus a 7 day and 30 day calendar
report.

Review Form Cuick Report Event Calendar Report
Mates Form Red Flag Report Kitchen Reparts
Coszt Repart Sales Report Changes Report

Example of accessing the 7 day Calendar Report. Choose the report parameters you wish for the report.
Choose whether a 7 day or 30 day calendar.
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/* Event Entry Calendar P... B[E

Report To Print
{ Eventl:alerl‘}scur A0 Day

f« EventCalendar ¥ Day

D ate Range

==+ | Ending D ate

Crder Status Selection
[w All Events
On Hold
Propozal Sent
Contract Sent
Contract Signed
Ewvent Confirmed
Ewvent Cancelled
Fieady to lnvoice
Ewvent Finizhed

171717171717

Dezign Form

1040242005 --+| Beginning Date

Cancel
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R Print Preview

& EEE [v=

Sundsy, Detober 2, 2085
Sun, 12 Mon, 10083 Tus, 10004 Wed, 1085 T, 1095 Fri, 1087 Sat, 1088
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Entering a New Event

You may enter a new event by clicking on the New button at the bottom right hand side of the Events
browse screen. This will take you to the event entry screen.

- k]

ﬁ Customer Event Entry

|_I:I

2] % |

Customer Event Entry
Bl Te: | ol -oe] -]

=

|
I
I =l
|
|

Ewent Mumber: [10460

Event Location: .

-]

=

|
|
|
I |
|
|

|

Event Date |

Reqgion |
t ap |

Basic lEiIIing Setup] Lineltems] Heview] Motes ] Staff ] Kitchen] Log ] AR Histu:ur_l,ll Costs ] Images] TimeSheets]

J Archived (Mo

Order Type |Event

=il
Murmber of People 05 Children
Setup Time -
Appetizer Serving Time I—L|
b ain Meru Serving Time I—L|
Buffet Tables|[No  ~]
Bar m

Time|

=

DA

w

Order Statuz |Eln Hald

Referred By |

Last Update Date |

Last Update Time |

Lazt Update zer |

-]

i Ozcasion Type |

=

| Representative |

Red Flag Memo |

Red Flag Event? |Ma -

Copy From Prior Event |

e

Entering an event is usually covered by the following operations.

1. Enter the basic event information such as the company you will be billing for the event, the event
location - either in your building or the location name and address, the event date and time, how many
people will be served, the salesman for the event, and what type of event will it be. Specific notes can be

recorded in the notes area.

The customer billing id does not have to be filled in at this time. It is only required when you create the
event invoice from this screen. But it is advisable to enter customers in the customer area or from the
customer lookup if you feel your customer will be a repeat customer.
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2. Enter the billing setup information to establish the proper sales tax code so your sales tax will be
calculated correctly. If your sales tax code does not change, it may be entered in the company
parameters area. Then the sales tax code will be retrieved each time a new event is created. Enter the
terms you wish for the event. Terms are usually loaded into the terms table to be used continuously. A
customer purchase order can be recorded in the billing setup area. If the customer is tax exempt, enter

their tax exempt id here so that no sales tax will be calculated.

i N W
#y Customer Event Entry

= [ [ |

Customer Event Entry
Bil To: [wWlB -] -] [-]

(Bl Exrittair|

1309 Ponder 'w/.ay
|

|FI|:nwer M ound
|Brau:| Brittain
|214-513-8589 |
|I:uiIII:urittain@industryspe-:ifiu:.u:u:-m

| |Te - 75028

Time|0300pm  »| [10:00pm |
Mumber of Peaple 1805  Children lT:I
Setup Time lm
Appetizer Serving Time Im
kain Menu Serving Time Im
Buffet Tables|[No |
Bar m

Baszic lBiIIing SEtup] Lineltems] Heview] M otes ] Staff ] Kitchen] Log ] A48 Histu:ur_l,ll Cosgtg ] Images] TimeSheets]

Event Date |1/1/20011 | [171/20117 .| Auchived [No

Ewent Mumber: | 10456
Ewvent Location: |GD |E|

|Gilleys Dallas

= |

R egion |
b ap |

Order Type |Event ﬂ
Order Status |Eln Hald ﬂ
Refemed By | ﬂ

Last Update Date |1 2464200
Lazt Update Time |1 0:13:06 AM

Lazt Update zer |cateringguest

L Oezcazion Type |Sn::hn:nlarshi|:n J |Sn::hn:nlarshi|:n Lunchean

| Representative |EH J |Eharletu:un Hesztan

Fed Flag Memo |

Red Flag Event? |Ma -

Copy From Prior Event |

Ok | Cancel |

L.

—— —— —_— r

3. Enter the needed services or food options for the event in the Line Items area. These items will
comprise the event quote and billing that will be used for calculating the quoted price for the event. A
service charge can be allowed or not allowed calculated and charged. Delivery charges can be allowed
or not allowed. A deposit amount for the event can be required and calculated here. Sales taxes are
calculated based on which lines are taxable or not taxable and on the sales tax code and its percentage
that was chosen for the event. A cancellation fee used on the contract can be entered here.
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[ R I & R = )
9 Customer Event Entry : L = g
CUStDmer Event Entry EventNumber:|1D4EE
Bill To: IWLB | E E Ewent Location: IGD I E
Eill Brittain Gilleyz Dallaz
1309 Ponder way
Flower Mound o[ T o] |75028 B
Erad Brittain
2145138889 | Riegion|
billbritt air@industryspecific. com Mapl |

Baszic | Biling Setup  Line ltems | Fleviewl Motes I Staff I Kitchenl Log I AR Histu:ur_l,ll Costs | Imagesl TimeSheetsI

] a8 . |Retail Dizcount Extended .-
Line|ltem Itern Dezcription [uantity Price Price Price Taw
1|POTSAL POTATO SALAD 50,00 50.00 50.00 1
I 2 SLaw COLE SLAw 150.00 50.00 50.00 FROD.00
3 5LBF Sliced Besf 150.00 10.55 10.55 158250
1 |:| b

16552.50 Subtatal I 16552.50

[ &5 v
[ Lo Do | Sales Tax Fate 2.25
Calculated Tax 1614.31 |7| 18 %| 2984.595 Service Charge 2934.85
v Delivery Charge 0.00

I Edit Line Item | Taxable| 1996735
l 0.00 Sales Tax 1614.31

34

Exempt
i | Billing Tatal 2118166
Delete Line ltem .
| Cancellation Fee 0.00 V¥ |-||:|59|:|_33 Dieposit Hequiredl 10590.83
] -IJ
I‘ Copy From Prior Event | Ok | Cancel |
L —— —— —

A new line item is entered by clicking on the New Line Item button at the bottom left of the screen. The
line item entry screen will appear. Choose the needed item from your item lookup using the three-dot
item lookup button.
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/* Event Entry - Billing Line Item |;||E| E'

Jab Number Line 3

Bill Tax: | |

v

[tern Pricing l [tem Costs ]

[tem [nformation

[termn || J|
Cateqory | j 2.L. Sales Account
T axable i Statiar
Service Charges -
1 ik Ii Dizplay Line |—3:|

[tem Fricing
Lluantiby Regular Price Dizcount Dizcounted Price Extended Price
| o003 | 000 0000 x| oo | 0.00
Ok Cancel

The item lookup screen will appear. Choose the item wanted and click on the Ok button. If needed, add
a new billing code from the item lookup screen.
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/" Billing Code Lookup - B)X)

Lookup Characters Lookup by

[BBO-TN |By ltem Nulger |
[kem Id. Drescription | [t | Price | Cateqgaory -~
BEO-MM MHew Mesico Stle Barbecue Dinner | each 30,00/ b ain kenu

BBO-MY MHew vork Style v ankee Barbecue each 40,00/ b airn Menu
Mermphiz Tennessee Style Barbecue I 27.50| Main Meru
BBO-Tx Texas Style Barbecue Dinner each 20,00 Main Menu
bill bill test each 0.00) b ain ke

(£

New | Edt | Eier Cear | ok ||

The information from the billing codes will populate the line item entry screen. You may make changes
the information if needed.
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/' Event Entry - Billing Line ltem |Z”E| E'
Job Mumber [10402 Line| 2
Bill Tax: | |
ltem Pricing | Item Costs | %

[tem [nformation
1= |BBD-TN J temphiz Tenneszee Shle Barbecue Dinner

Category |h-1-ain Menu j G.L Sales Account |4100
Tasable |Tes = Station
Service Charges [Ye: -

Unit |2ach Display Lire 2%

[tem Fricing
Lluantiby Regular Price Dizcount Dizcounted Price Extended Price
| o7oo0 s | 2750 |noo0 3|z | 2750 | 1925.00

Only Memphiz style barbecus soothes the need for hand rubbed zpicey, fall off the bone bbg
goodness.

Ok Cancel

If the billing code memo description is used and needs changing, either type in the information on screen

or double-click on the memo area to show the Billing ltem Memo dialog screen. You may cut and paste
the information within this memo dialog.
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S=1e3

/" Billing Item Memo Dialog

[Cinly Memphiz style barbecue soothes the need for hand rubbed spicey. fall off the bone bbg goodress.

x Cancel |

If you have entries that are not common, set up a billing code that can be used over and over for
whatever entry you wish - a user defined entry at the point of the event entry. An example of this is
shown below, using the asterisk as the billing code. Often people use this billing code to add memo lines

to the line items.

Catering Central Manual Page 54



Catering Central Manual | 2010

/" Event Entry - Billing Line Item

Jab Number

L BEX)
Lire 3

Bill Tax: | |

[tern Pricing l [tem Costs ]

[tem [nformation

Categary |Main b eri j

Taxahle |TEs =
Service Charges [Ye: -
Urit |2ach

[tern ||" J |°‘°“‘ Miscellaneuﬁs Entry ==

G.L Sales Account |4100

Station
Dizplay Line Is

[tem Fricing
Lluantiby Regular Price Dizcount Dizcounted Price Extended Price
| o003 | .00 |o.0o0-E ooo | 0.00
Ok Cancel
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Other Screens in Event Entry

Review Screen

y Customer Event Entry — E@Q
Customer Event Entry Event Number: | 10455
it fwe ] [ [ Event Location: [GD = El
Bill Erittair| Gilleys Dallaz
1309 Ponder Way
Flawer Maund o [T -] [7E028 i
Brad Brittain
214-513-8883 | Region
|
billbrittain@industryspecific.com Map

Basic | Biling Setupl Line ltems  Review |N0tes | Staff | Kitchenl Log | AR History' Costs | Imagesl TimeShests

Quoted Prices Quoted Costs Cut Sheet Costs
tain Menu 1658250 1080.00 0.00 |
I Appetizer Menu oo oo T ooo
Bar Menu T om oo T ooo
Facilty 0.00 0.00 T om
Entertainment 0.00 o oo
Security T om T oo T ooo
Parking —DDD —DDD —EIUEI
Transportation 0.00 0.a0 oo
I Staffing 0.0o 0.00 T ooo
Rentals 0.0o 0.00 0o
' Other T om oo Prafit T oo Profit
| Towals| 1658250 1080.00 1550250 oo | oo

| Copy From Priar Event | Ok | LCancel |

Notes Screen

” Custorner Event Entry - - Elﬂlg
Customer Event Entry Event Number. [10456
Bill Tax IWLB _I E E Event Lacation: |GD _I E
Bill Brittain Gilleys D allas
1309 Pander 'way
Flower Mound woo||Te | [7E022 =
i Brad Brittain

2145136589 | FRegian
billbrittsintEindustryspecific. com Map b

Bazic | Billing Setupl Linaltemsl Review Motes ISlaff | Kilchenl Log I AR Histnryl Costs I \magesl Time5Shests

‘0w cat put any kind of notes that pou want to maintain about the event here. DoubleEfE8to bing up a full editor.

i |
(|

| Copy Fromm Prior Event Ok | LCancel

. — e
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Staff Screen

g Customer Event Entry

(= [ B [

Customer Event Entry

Event Mumber: | 10456

giTe: WiB -] [ [

Bill Erittair|
1309 Pander \Way

Flawer Mound e Te o] [75028

Brad Brittairn
214-513-8889 |

billbrittain@industryspecific. com

Event Location: |GD J E

Gilleys Dallas

=[]

Region

fap

Basic | Biling Setupl Lmeltemsl Hewewl Motes  Staff |K|tchen| Log I AR Hlstoryl Costz | Imagesl Time5heets

Ewent Task I J I

Event Menu I

I Event Time IUB:DU B vl

Number Of People | 150 %] Chilen | 40 2]

Crew Members I

Mumber of Crew

Staff Attire:

Truck

I 0z
Staff Arrival I vl

Staff Leave By

Hi|E

(| Schedule Notes | -]
i B
i Copy From Prior Event | Ok | LCancel | i
E — —
Kitchen Screen
g Customer Event Entry = : —————ed — E@Q
Customer Event Entry Event Number: [10456
Bill To IW'LB _I E E Event Location: |GD' _I E
Bill Brittain Gilleys D allas
1309 Ponder ' ay
Flower Mound o[ o] [7E02E =
Birad Brittain
2145138009 | Flegion
N
billbrittain@industryspecific. com tap
Basic I Billing Setupl Linaltemsl Heviewl Mates I Staff  Kitchen | Log I AR Historyl Costs I \magesl TimaShaalsI
gﬁartnfletmn ?zswgned Item Description Gty [Cost Eilsénded Station |
) b
<[ »

(| Print Cut Repoit - By Work Group Assigned
l

New Cut-Sheet ltem |
Edit Cut-Sheet Item |
Delete Cut-5heet ltem |

! Copy From Prior Event

Ok | LCancel
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Log Screen — changes made to the Event

g Customer Event Entry

q:-r@g

Customer Event Entry

Ewent Number: |1 0456

[ [

1309 Ponder 'way

Flowser b ournd

;”Tx o |?5023

i Brad Brittain

214.513-8989 |

billbrittsini@industiyspecific. com

Eent Location: IGD l E

Gilleys Dallas

=]

Hegionl

Mapl

Basic I Billing Setupl Lineltemsl Heviewl Mates I Staff I Kitchen  Log

AR Historyl Costg I Imagesl TimeSheetsI

19 b
I 12/6/2010 | 329:34 AM | cateringguest
12/6/2010 | 10:03:25 AM cateringguest
12/6/2010 [ 10:05:17 A cateringguest
12/6/2010 [ 10:13:23 AM | cateringguest
12/6/2010  |12:18:45 P cateringguest

|""|”|D-|H|
1]

Edit
Edit
Edit
Edit
Edit

Activity

Description

Editted Changes Approved
Edited Changes Approved
Edited Changes Cancelled
Edited Changes Approved
Edited Changes Approved
Edited Changes Cancelled

Wiew Activity [tem |

[yl
(=]
=3
=3
| »

m

Copy From Prior Event |

Ok | Cancel |

e —— —

There is a detail screen that can be seen by double-clicking on the logged entry selected or clicking on

the View Activity Item button. Changes to the master event record and line items are recorded.

Activity Nurnber |Edit

g Event Activity Log Item . E@Iﬂ
Ewent Number a
Bill Te: [l Bty [wiLB
Contral Number an Date I?.-’2SH2DDS

Time |10:52:02 &M

Description |Editted Changes Approved

User |cateringguest

Subtotal was changed fram 7500 to 15000,

Tax waz changed from 730,13 to 1460.25,
Total was changed from 9580.13 to 19160.25.

ServiceCharge was changed fram 1350 ta 2700,

I Deposit Required was changed from 473007 ta 958013
oo ItEmn Dietail Line 2 - SLAW - COLE SLAW wa3 added.
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A/R History Screen — invoice and receipts assigned to the event

g Customer Event Entry

T

Customer Event Entry

Event Number: |1 0456

Bill Tor [wilE

= I =

Ewent Location:

GO

g

Bill Brittain

Gilleys D allas

1309 Ponder ' ay

Flower Mound o [Te -] [7E025 =

Brad Brittain

2145136609 | Region |
billbrittain@industryspecific. com Map

Basic I EBilling Setupl Linaltemsl Heviewl Motes I Staff | Kilchenl Log
Irveoices - Not Posted Yetl Fieceipts - Mot Posted et Bilings/Receipts History |

AJR History |Costs I \magesl TimaShaalsI

Docurnent
Merno

Document

Document Code

Date
»

<=

Document
Tatal

| »

m

1

UnPosted Billings UnPosted Payments

Pozted Bilings Posted Payments

Iwoice this Event | Receive a F‘a_l,lmentl I .00 .00

00| oo

! Copy From Prior Event

Ok | LCancel

You can create an invoice and record receipts from this screen for the event.

Costs Screen — payable invoice entries assigned

g Customer Event Entry prr

= [ B ]

Customer Event Entry

Event Mumber: | 10458

Bill To: [WLE

O = O |

Event Location:

GD

T o

Bill Brrittain

Gilleys Dallas

1309 Pander \Way

Flower Mound

==

oo | [75028
Brad Brittain

214-513-8889 |

Region

billbrittain@industryspecific. com

fap

| Basic I Billing Setupl Lmeltemsl Hewewl Motes I Staff | Kltchenl Log I A/R History  Costs |Images| TlmeSheetsl

Drocument| D ocument| Document | Cost
Source  [Vendar |Id Date

3

=

Wiew Vendor Docurnent |

Cost Code %ostCoda Oty |Materials |Hours |Labor
ype

Wariable |Fixed - I
Ovwerhead [Overhead| |

m

Tatal Costs
1]

| Copy From Prior Event |

Ok | LCancel |
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Images Screen — scanned in document assigned to the event

g Customer Event Entry E@g
= .. adn. L
Customer Event Entry EvenlNumbar.|1U458
Bill Tax IW'LB _I E E Evert Location: |GD _I E
Bill Brittain Gilleys D allas
1309 Pander ' ap
Flower Mourd | [Te ] [7E02E =l
Erad Brittain
2145136009 | Fegion
billbrittasin@industryspecific. com tap
Bazic I Eilling Selupl Linaltemsl Heviewl Notes I Staff | Kilchenl Log I AR Hisluryl Costs  Images |TimaShaals|
Document | Program Dacument Document Dacument Dacument -
Job Area Id Date Description Image |d
| :
' <« r
| i | = I Mew | Edit | Delete | ‘ [
i

| Copy From Prior Event Ok | LCancel
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Time Sheets Screen — time sheet entries assigned to this event

y Customer Event Entry @Eﬂj
Customer Event Ent[y Event Murmber. [10456
Bill T IWLB _I E E Event Locatior: |GD _I E
Bill Brittain Gilleys Dallaz
1309 Ponder Way
Flawer Maund o [T -] [7E028 i
Brad Brittain
2145138389 | Regian
billbrittaint@industryspecific.com I ap! N

Basic | Biling Setup | Line liems | Fieview | Motes | Stafi | Kitchen| Log | A/R History | Costs | Images  TimeShests |

Staff Id [ Staff Name In Date It Tirne Out Time

3

=

Hours | Minutes

Dept  |Billable (Category

m

3

ﬂewTimal Edit Time | QaleleTimal

| Copy From Priar Event |

Ok | LCancel | i
- — = —

When you have finished with your line item entry, click on the Ok button. The information will be saved

and the event pricing totals will be calculated.

Repeat entering all the services and menu items needed for the event. When your entries are completed,

you must save entered information.

Save your event information by clicking on the Ok button on the Event Entry screen. If you cancel by
mistake a dialog will warn you that you are cancelling. If you cancel, no event information entered will be

saved.
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Using the Event Calendar - Grid View and Calendar View - Part 2

In the grid view, you can locate specific events by the event date, billing name, location name or address,
etc. You may also filter the events to show only COD events, only events ready to invoice, only red flag
events, only events with bar required, and show events which had a field changed by someone. The
lookup by changes the sort order of the selected events. You may use the lookup entry field to search for
a specific entry within the selected events.

The Show Only for Selected Date Range allows you view only the events for the date range chosen on
the calendar navigator.

Ewents - Grid View l Events - Calendar View ]

Ladas Eley Event Dale j - E.qual [=u] ||+ AllEvents " Red FlaglEvents .
¢ Like[Z%«%) || COD Events Only " Ewents with Bar Required
Lookup Entryl = 7 Like [#%) (™ Ewents Ready Tolmvoice ¢ Changed Events
v Show Only for Selected Date Range Perform Query |Sh|:|w All Events j

The right-side panel on the calendar browse screen has the calendar navigator and event information
shown read-only. The information includes the billing name, location name, location address, location
city, event date, event start time, event ending time, event type, event status, number of people, number
of children, salesman, event category description, and whether or not this is a red flag event.

4  October 2005 v |

SMTWTFS
1

2 3l s 8 7 s
910 11 12 12 14 15
18 17 18 18 20 21 22
23 24 25 26 27 28 29
20 31[_]

(Bill Brittain

|E|:||:Iie Deen's Ranch

|E|44 South Lamar

|Dalla$

Date [10/04/2005 .-

Start |EIE|:EIEI am j

End |0T:00 pm -]
Type |Ewven -
Statuz |Eancelled j

I:u:uunts| 150 :|| 0 :|

|Ehar|etu:un Heszton

|h-1|:|nthl_l,l b eeting

Red Flag Event? [Ho

The calendar navigator can be used to select a single date, two days, a week, or an entire month.
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4 Mowvermber 2005 ] NuvembermﬂE Y | 4 Mowvember 2005 » | 4 Mowermber 2005 b |
SMTWTFS S M TW ™F oS EM TWTFS
| 1 EEER 2 3031 1 2 3 4 5
6 7 8 9510 11 12 & 7 8 9101112 G 8 91 6 7 & 91011 12
13 14 1516 17 18 18 13 14 15 16 17 18 18 13 14 1516 17 18 18 13 14 15 16 1§ 18 19
20 21 22 23 24 28 20 21 22 23 24 25 2§ 20021 22 23 24 25 28 20 21 22 23 2425 26
27 28 29 30 27 28 29 30 27 28 29 30 2r222930 1 2

If you double-click on the date navigator, a second date lookup selection tool will be presented to choose
a specific date. The second navigator allows easy changing of the month, day, and year.

Select a Date 3 ['5_(|

ﬂ Tuezday, Hovember, 1, 2005 ﬂ

Sun | Mon | Tue ['wed| Thu | Fi | Sat |
2 3 4 5

B 7 8 9 10 11 12

13 14 15 | 16 | 17 | 18 19

20 0 02 223 M A K

- B - R i

[Movember RIS R E S

w

Clear | Ok Cancel |

The event status field on the event entry screen determines the color shown onscreen and in reports of
the event.

[On Hek |PraposalSart | [Conbact S=rk  |ConbractSgned  |Contiec! Conlimed Evenl Cancoled |Fieacy Ta Irvaise [EvertFnsbed
The statuses and their colors are:

1. On Hold (White)

2. Proposal Sent ( Light Blue )

3. Contract Sent ( Cyan)

4. Contract Signed ( Light Green)

5. Contract Confirmed ( Light Purple )

6. Event Cancelled ( Light Red)

7. Event Ready To Invoice ( Light Tan)
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8. Event - All Work Finished ( Light Brown )

The quick calendar printout can be accessed by right-clicking on the calendar when in the calendar view.

The default report is a day view printout.

B Print Preview

File View Format Go
BErd S50 HEXN EEE D0 B s
Marginse  Left: 0.5  Top: 0.5  Right: 0.5° Bottom: 0.5"

Tuesday, October 04, 2005

Tuszdav

=l Erizian
R e ]

Page: | 1 uf| 1 Pages Paper Size: 8.5 "x11" Statu:
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Different calendar printout views can be chosen from the report designer which looks like a rotating cog (
far left on the report design change panel ).

File View Format Go

SFod S0 @H BN EE0E B

A calendar report may have a daily style, a weekly style, a monthly style, a tri-fold style, a calendar details
style, a memo style, or a year style.

Daily Style
=Eii Weekly Style
Bl
B  Monthly Style
Tri-fold Style

Calendar Details Style

Memo Style

Yearly Style

You may change the time grid interval on the calendar by right-clicking on the time slots on the left side of
the calendar. Then choose either 60 minutes, 30 minutes, 15 minutes, 10 minutes, 6 minutes, or 5
minute interval as desired.

a0 Minutes
B

15 Minutes

10 Minutes

& Minutes

5 Minutes

To select which locations show on the calendar, use the Locations Shown Dialog. Double-click on a
location to check or uncheck the location to show or not show on the calendar view by location.

Catering Central Manual Page 66



Catering Central Manual | 2010

/' Locations To View On Calendar

Location
M ame

Locatian
Id

| Deen
Fw/CC
FdS
| Gilleys

D allaz Convention Center

Eddie Deen's Ranch

Fart "orth Corvention Center

Fort *orth Stock Yards
Gilleys - Downtown O allasz

Location k: cation
Address by

B50 5. Griffin
944 South Lamar
1111 Houston St

121 E. Exchange Ave
1135 South Lamar

Double-Chck Locations to Check # Uncheck.

Dallag
Dallaz
Fort ‘wiorth
Fort wforth
Dallas

<<=«

B[=1E9

To select which employees shown timesheet entries on the calendar, use the Employees Shown Dialog.
Double-click on a employee to check or uncheck the location to show or not show on the calendar view
by employee.

M Employees To View On Calendar

uH[IEF. AMDERSOM
.-’-\-.NKEIM.-“-'-..L AMKOMAH
BEMT.C BEMTLEY
BOEHM. M EOEHMER
BRADSH.R  BRADSHAW
BRAT. 5 BRATTOMN
BROWM. 5 BROWN
BURMS. C BURMS
BUTH.D EUTHER
Caok. C COOE.

KIMBERLY
L&RRY
CHARLES
MICHELLE
RrsaLD
SCOTT
STAMLEY
CHRIS ]
DEMMIS

CHARLES

- o™

Double-Click Emplovess to Check / Uncheck.

(=63

Emplu:u_l,lee Employee Employes kiddle| View
Last Mame First Mame Initial Eln Calendar

= < = < < <
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Events - How to Email a Quote, Contract, or Information Form

In the Event Calendar, you may email an event price quote, an event contract, or an event information
form in the same manner as you can print preview or print to a printer.

When emailing these documents, a pdf file ( Adobe Portable Document Format ) is created and added as
an attachment to the email that is sent. The customer can then view and print the document by opening
the attachment.

The customer will need to have Adobe Reader installed on his computer. Currently, it is estimated that
over 90% of the world's computers have Adobe Reader installed.

To email a quote, contract, or information form:

1. Click on Email Quick Quote, Email Quick Contract, or the Email Event Information Form button to begin
the email process.

Email [luick Duate | Email Cluick Contract | Email Event [nfarmation Form |

2. The email screen will appear. Make sure your email send information is correct. This information is
derived from the email server and email account data filled out in your user profile. Your system
administrator may have to change this information if correct. You may override the information at this
screen. If your system uses Email Server login authentication, make sure the the Authenticate checkbox
is checked.

Make sure that the customer email address is correct. You may send a carbon copy to another address.
You may send a blind carbon copy to yourself to maintain a copy of the email that was sent.

Fill out the subject line and the memo to be sent to the customer.

Send Email X
Tar |Customer@company.com Fram: |support@is2soﬂware.com
cc | Server.[192168.0.3
BLCC: |supp0lt@is2soflware. com Account; |supp0rt@is2softwale.com
Priority: | Normal ~| T RetunPReceipt Password: [
Subject: |Event Price Quate - Bill Brittain - 10336 [ Authenticate

Attached is an Adobe Pdf file for an Event Price GQuaote - Event: 10396 for Bill Brittain.

This iz a price guote for your upcoming event. Flease review the information to make sure everything iz comect.

e will contact within a few hours to go over the price quate and discuss whether a deposit may be required and terms.
Thank, pou.

Bill Brittain

Attachment Filename
C:ABuild_20065Catering CentralyPdfyCuote_ 10396 Pdf

[m Add a File Attachment | %ﬁend Email | Cancel |

3. Before sending the email, you may view the Pdf file that is attached by double-clicking on the pdf file
attachment. This will open the document using the Adobe Reader program. Adobe Reader must be
installed on your computer for this to work.
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Attachment Filename
C:hBuild_2006\Catering_CentralPdiQuote 10396 Pdf

s

Il &dd a File Attachmert

E& Acrobat Reader - [Quote_1039%6.pdf] %
'@ File Edit Document Tools View Window Help - B X

SBESE BB M|E
Bles - @ ODDOEE DSB8 R B

E-¢-L-||®-

4
x
3 Is2 Catering Sample - PS8732 Event Price Quote | —
E 1301 W, Hwy 407 Evant Number: 10356
= Suile 201-358 Ewand Daba: 1
g Lewisville, Texas TS0ET Page: 1
el Bill Ta: WLE Event Location:
lame Ed| Eritlain Edde Deen's Rarch
7 1 1309 Porde iy 544 South Lamar
2 ‘P Flower Mound Te THIE Calias Te TR
2 50 Erad Briftain
= d 34813-BEEG
E 55 bilnitangrdusispeciic oom
=
=
LOADO0E  CS00am OO0 pm 150
: - Crarietnn Heston Cath Cn Dy
fii]
—_
E Baw WMexico Syls Barbecus Dinner 150 00 3000 such 4. 50000
m
[ =
i=]
[y}
o ——
Subtotal E4500.00
Eerdce Change =00
Diebsery Change E100
Tax 543808
Tola 5 74808

] 4] 1of1 » M BExiiin (O H M 4
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4. To send the email, click on the Send Email button located at the bottom right of the Email screen.

Send Email

5. If Email is sent successfully, a message box will appear.

Catering Central E'

Email send completed.

N

6. If an error occurs, an error box will appear explaining the email send error.

Catering Central

@ 550 ::I::illl::rittain@iszsn:[:g/vare.u:u:um:=~ Mo such user here,
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Events - How to Image A Signed Document

In the Event Calendar Event Entry screen, you have the capability to scan and save a document image of
a signed paper document. To do this will require that you have a scanner attached to your computer with
a Twain interface. The program supports any Twain compliant scanner, from $50 Canoscans to $9000
75 page a minute Fujitsu scanners.

Multiple documents can be scanned for each event. This could be check receipts, signed contracts,
printed quotes, maps, floor plan layouts, etc. An individual scan can include multiple document pages in
the same stored document.

The documents will be stored within the Catering database in the Document Images table. Therefore
they may be scanned from offsite and viewed onsite and also scanned onsite and then viewed offsite if
you have users operating remotely.

To image and save a document in Event Entry:

1. Go to the Event Entry screen for the event you have documents to scan. Go to the Images tab and
click on the New button at the bottom right to begin the imaging process.

/* Customer Event Entry f_|[ﬁ| E|
Customer Event Entry Event Number: 10334
Bill Ta: |wLE |E| Ewent Lacation: |Pw/5Y |E|
ill Erittai |F0rt ‘Worth Stock Yards
|1 309 Ponder Way |1 40 E. Exchange Ave
| |
|Flovier Mound =o||Tw -] [75028 [Fort Wworth | [Te -] [7E108
|Brad Birittain |
[2145133883 [ [ Region|
|bilIbrittain@is2software.com | tap |

B asic ] Billing Setup] Lineltems] Heview] MHotes ] Staff ] Kitchen] Log ] AR History%fosts ] Layouts  Images ] TimeSheets]

Diocurient| Pragram Document Diocurnent Diocurnent Document -
Job Area 1d Drate Dezcription Irmage 1d

W

I New_| | |
Copy From Prior Event Ok | Cancel |

2. The document imaging screen will be brought up. The event job nhumber will be automatically placed
on the document image record. Please fill in the description that would be best for your document.

Place your printed document in the scanner. Click on the Scan New Document button to begin the
document scanning.
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/ Image |_50924

|mage|u:||

=S

Last Edit Date |11/10/2005

Image Descrption |BiII Erittait - Customer Contrac

Last Edit Time |12:36:15 PM

Program Area |Job

Docurnent 1d |

Customer e

Document Image l Scan Settings]

Document Date |[11/10/2005 - CustomerAveiior [wLE

Yendor e

| LastEditfser [bil

Job / Event |10334

i |

\
-

PETETECE

Anli_ 256 | 2

Select Twain Source |

Scan Mew Document Ok

Cancel

3. Scanning progress will be shown.
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19 25

4. When completed, the scanned document will show in the Scan Preview window.

4~ Image |_50924

Image IcI||_5DE'24 Last Edit Date IﬂeJ1 0/2005

Image Description |Bi|| Brittain - Customer Contract Lt Bl This |1 23024 PM
Program Area IJ ob ;I Last Edit User IbiII
Document 1d I Dacument D ate |1 1102005 I CustomerNendar IWLB

Custarner I I Wendor I I Job / Event I1 1334 j

Document Image | Scan Settingsl

- 3 Al e e e—
ie | [Is2 Catering Sample - P58732 Letter of Agreement . e
— uw."g’;g‘a‘“ T g M 10354 i
P || Lowisnlie Tesid TR0 Evem Dace;  1R0<0S
—_ Page o tel
== [ater s Esar Loeatian:
| Fewen 0B Fort i Siacx Yasda
— Auiinsa Lisa 1 1368 Ponder g HEE Eschans ki
Feiciona Lisa 7
H iy, B £
Coriad Femce Do faden
e Tikphns /P 1451 1
I I Frus dcis BEwEs AT EiTs
Ewmd (e 10METES H
et Fam Tora 110am hhsmaT hiamaar of Pscpls Agarcing: 10 |_5|3924
— Merepkis Trsrines Bpin Ravkass D e THEN bd123
E mw-mm_-umvmsmmuaummmu.
ini
Setaion Crobigs 404 38 Dy Craiges B0 S T W14 Tala: fGES Onpesk Magibad E1 o
Thia nier of sgreermeisei oul el plama, m-wvbumn.mb-r ed Cirmabery W T ot mon Evari b) Wik Bt 08 Wb vl Loiiliany 38
iy - v el e s Ve ey AT e e e T S e ——
s by suborie Npsaaaive of Cusiorser and Camaans.
mmn,::q:’b:eﬂgﬂuﬂp-muuunwwuu CErmar S Comparsy. THE SOrASCt i b o e atsied
e LT o peosls s, Addsionl yeenoees w2 chegd pe e
Ve ok
A 00NN D THUTH 1IN, 30 40087 . L 4 ring o mareand. T4 LS 3 Atarc il 1oy o1 e e
a8 AorCT AT il pece s med mervicas, we peyusie v 7 capa of pour coreobvied Evert. & caponity s huky revsdabis
mumunuu—mwcwvvnm Doopo il i Fy el armiain § Conbomsin cawones s iy imii] Sty f ki B
;uc- m,unnm e—
¥ pactrranc of ity o vt b i by o o g U S i o A 3 1 By ol kst
Wbl Weeion, e, mipien, mmummﬁ«md-ﬂuwu:m—mhww Schraace of requreTant of amy
qaresroird ot sl g P e By M4 a0 A 4 s o et s o crnion o . e, pe
Tl Fa Pt 4l marabis Tt S e e vack CRen o rovRrbenaa. 1) 8 et Corary sl sk evrd il
wma a4 e 3 1 1l 3 B R 9% S 10 YD ) WA LR 31 SR e
etm e Gy speeta i 1 e el AR OGNS barva s
Sy norcs s sbafibe = i i e Tt CONBTIIUTES THE BMTIRE |
EEHEEMENT S TR ',w?:‘u'él'cx'-’a" . 4 W _r:"“ P hd
. - -~
Ihnt|_258vlbw®\@\°@gtﬁi@r = = A
Select Twain Source | ‘ Scan New Document I Ok | LCancel

You may increase the document view size by left clicking with your mouse. To reduce the view size,
right-click your mouse.
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5. When finished with your scanning for this document, click on the Ok to save and return to the Event
Entry screen. The scanned document description should now show in the Images tab.

/" Customer Event Entry : §| PS__(|
Customer Event Entry Event Mumber; [10234
Bill Ta: [wLE E Event Location: |Pw'SY |£|
[Eil Eirittain |Fart wiorth Stock ' ards
|1 309 Pander YW ay |1 40 E. Exchange Ave
| |
|Flower tound J |T:-: J |?5EI28 |F|:|rt Wwiarth J |T:-c J |?E1 06
|Brad Brittain |

|214-513-8883 | | Riegion
|biIlbrittain@is2soﬂware.u:u:um | Map

Bazic ] Billing Setup] Lineltems] Heview] Motes ] Staff ] Kitchen] Log ] AR HiSlDr_l.J] Coztz ] Layouts Images lTimeSheets]

Document Document Document
D ate Description Image Id

103534 11042005  [Bill Buttain - Customer Contract |_50324

Document| Program D ocument

(=

H|4|h||-1| W gdit| Delete

Copy Franm Prior Event | Ok | LCancel ‘

6. You may continue scanning other documents by clicking on the New button or view the existing
documents by clicking on the Edit button. You may delete a saved image by using the Delete button.

All documents that have been imaged can also be viewed in the Document Images area under Utilities on

the main menu.
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Events — Entering Timesheet Entries

In the Event Calendar Event Entry area, you may record timesheet entries for labor expended on an
event. Timesheets may be marked as either Estimated Time or Actual Time and then shown with the
Event on the Event Calendar view to represent the labor time usuage per employee.

To enter atimesheet on an event:

1. In the Event Calendar, go to the Event needed, edit the Event, then go to the Timesheet tab. Click on
the New button at the bottom right to enter a new timesheet.

/" Customer Event Entry : E| [E|
CUStDmer Event Entry % Event Mumber: [10394
Bil Ta: ['w/LB |E| Event Locatiorn: |Pw/SY |E|

|Bill Brittain |Fort Wworth Stack Y ards

|1 309 Pander W ay |1 A0 E. Exchange Ave

| |

|Flower Mound | |Te - 75028 [Fort worth o [Te -] [7EI0E
|Bra|:| Brittain |

|214-513-8889 | | Regian
|I:uiIIbrittain@isEsuftware. com | Map

Basic ] Billing SEtup] Lineltems] Heview] M otes ] Staff ] Kitchen] Log ] A0 Histu:ury] Costs ] Layu:uuts] Images TimeSheets l

Emplovee [ Employes Mame I [ ate In Time Cut Time Hours | Minutes | Dept | Billable | Category| #
4
v
[HewTime|  EdiTine | Delete Time |
Copy From Priar Event Ok | Cancel |

2. The timesheet entry screen will appear. Times for the entry will be defaulted to the event start and end
times and the numbers of work hours calculated.
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/* Time Sheet Entry

COX

Employes ||

Time Entry

Crder Information

Date IW
Start Tirne m
End Time [01:30 pm |
Calculated |_2 Hr_lﬁ ki,
Bilable [Yes ~|
Departrment l—_|
Time Cateqgory (Actual -

=]

Order Mumber |
[rvoice Mumber |

Contral Mbr 50333

s

Custarmer |"-'-"|_E

=] |Bill Brittain

Job Number |10334

«==| |Bill Erittain

ok |

Cancel

3. Choose the employee for the timesheet using the Employee Id lookup.

/* TimeSheet Entry - Employee Lookup |:||E|[Z|

Lookup Characters

Lookup by

| By Emplu:u_l,leel.N Limber

Employee |d.| Lazt Hame
=i B AN
AMEOMAL | ANEOMAH
BEMT.C BEMTLEY
BOEHM. ki | BOEHMER
BRADSH.R | BRADSHAW
BRAT.S BRATTOM
BROWMN. 5 BROWHN
BURMS. C |BURMS
BUTM.D BUTHER
COOE. C COOk

Firzt Mame
KIMBERLY

LARRY

CHARLES D

MICHELLE L

ROMALD k.

SCOTT

STAMLEY

CHRIS ]

DEMMIS

CHARLES v

L4

Clear | ok | Cancel |
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3. Make the changes needed for this timesheet. When your timesheet entries are completed, click on
the Ok button on the Timesheet entry to save.

/' Time Sheet Entry (=6

Employes [BRADSH.A «| |

Date ’W Contral Mbr Iw
Start Time [11:00am -
End Time [01:30pm = |
Calculated |72 Hr.lﬁ fdin. %
Bilable [Yes |
Department m
Time Categaory m
Order Information
Order Murmber I—_|
Irevice Number |—4|

Custamer LB -] |Bill Erittain
Job Mumber 10334 -«.| | il Brittain

Time Entry

Ok Cancel

4. The timesheet entries made will show in the Timesheets tab. You may edit and delete entries if
needed. Make sure you also click on the Ok button for the event to save all the timesheet and other
entries that were made.

/" Customer Event Entry. ‘Zl |E‘ le
Customer Event Entry Event Number: [ 10334
Bill To: [wLE |z| Event Location; [FwST |£|
[Bill Brittain [Fort worth Stack Yards
‘1 309 Ponder 'Way ‘1 40 E. Exchange Awe
\ \
[Flovier Maund | [Tx -] [7E028 |Fort warth | [Tw ] [7ET08
‘Brad Brrittain ‘
[214-513-8823 [ \ Region|
‘b\lIbntta\n@\sZsonaracom [% ‘ Map |

Basic I Billing Setupl L\nellarns] HEViEW} Notes ] Staff ] Kilchen] Log ]AfFl H\slnry] Costs ] Laynuls} Images  TimeSheets

v
CHewTime | Edit Time | Delete Time |
Copy From Prior Event Ok LCancel
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Events - How To Enter Cut-Sheet Entries One At A Time

In the Event Calendar Event Entry area, you can enter items for use on the kitchen cut-sheet report for
each event. The kitchen cut-sheet is a listing of all items or tasks needed to actually perform the catering
event. This may include the actual food amounts to be taken along with stoves, tables, or any other
accessory needed. ltis a list of materials for the catered event used by the staff to prepare for the event.

To enter Kitchen Cut-Sheet Items manually:

1. In the Event Entry area, go to the Kitchen tab. Click on the New button located at the bottom right to
enter a new cutsheet item.

/' Customer Event Entry : E| E|

CUStDmer Event Entry Ewvent Murmber: |10341
Bill To: |'w/LE |E| Event Location: |DCC |E|

Bill Erittain| |Dallas Corvention Center
1309 Pander 'w/ay

|
|
|
|Erau:| Brittain |
|
|

Flower Mound [T -] |7EO28 i
|214-513-6859 | Region

T
1 Map

|I:uiIII:urittain@industryspecific.u:u:um

B azic ] Billing Setup] Lineltems] Heview] Mates ] Staff  Kitchen l Log ] AR Histu:ur_l,l] Coztg ] La_l,lu:uuts] Images] TimeSheets]
Completion | Assigned o o Cost . A
Status To Item Dezcription [ty | Cost Estended Station | —

r

v

Hew Cut-Sheet ltem |

Edit Cut-Sheet ltem |

Print Cut Repart - By ‘Wark Group Assighed Delete Cut-Sheet [tem |
Copy From Frior Event ak Cancel |
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2. The cut-sheet item entry screen will appear.

/* Event Entry - Kitchen Cut Sheet Line [tem |Z||E|E|

Event Mumber Line 4

Bill Te: | |
Itern / T ask Information %
Tazk ltem 'ﬁ Dizplay Line |—4:|
Dezcription |
Cateqary I—L|
[uantity ,TD:'
Cost 0.00
Unit|
Extended Cost 0.00

Station

‘whork, Group Responsible
Azszigned To | J Statuz [Agzigned - Mot Started ﬂ

Ok Cancel

3. Either fill in the item, description, cost, and unit manually or choose the item lookup to pick from the
Task Item listing.

/* Event Task Item - Lookup I ._ E| [E|
Lookup Characters Lookup by
| |Biy Task Item Id |
Tazk [tem Id. D ezcription ”
BEOBeef Barbecus Beef
| BEQChicken Barbecue Chicken
| ColeSlaw Cole Slaw
| MashPotatoes b azh Potatoes
_ | PintoBeans Pintoz Beans - Plain —
| Roll: Dinner Rallz
_|RSBeans Fanch Style Beans
L
2y >
New | Edi | Clear | ok | Cancel |
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4. Fill in any other needed information you wish to record about the cut-sheet item. A memo area is
provided to enter extended instructions to the staff.

/* Event Entry - Kitchen Cut Sheet Line Item |Z||E|[Z|
Event Mumber N Line 3
Bill To: | | by

[tem / Task Information

Task ltem |EEQBeef o Displap Line | 1%

Deszcription |Barbecue Beaf

Categary |Main Menu j

Cluantity ITEI:l
Cost |745[|
Uit .
Extended Coszt IW
Station |Carving

Whork, Group Responsible
Azsigned To |Eatering J Status |Azsigned - Mot Started ﬂ

Ok, Cancel

5. The cut-sheet entries will be shown in the Kitchen tab area. Use the Print Cut-Sheet Report located at
the bottom left of the Kitchen tab area to print a report of the cut-sheet items for just this event.
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/* Customer Event Entry

Bil Ta: [wLE

Customer Event Entry

-]

(Eill Erittain

1309 Pander way

Flower Mound e |Tw oo | 75028

|Bra|:| Brittain

|214-513-6589 |

|I:uiI|I:urittain@industryspecific.u:u:um

Event Number: |10341

Ewvent Location: |DCC

Bi=e3

[

|Dallas Cornvention Center

=)

Hegiu:un|

|
|
I |
|
|

Map|

B azic ] Billing Setup] Lineltems] Heview] Maotes ] Staff  Kitchen l Log ”:%/FE Histu:ur_l,l] Costz ] La_l,lu:uuts] Images] TimeSheets

Frint Cut Bepart - By wark Group Aszigned

gtcuartnﬁsletlun '?23'5'”3':' [tem Dezcription [ty | Cosgt Eztifnded Station ‘.
|| Assigned - Ho BBB et Barbecue Besf 10.00 4,50 45.00
|| Assigned - Ho b azhPotatoes | Maszh Potatoes 5.00 0.50 280
Azzighed - Mo FintoB eans Fintoz Beans - Plain 300 0.25 0.75
D #ssigned Mol [Rols | Dinner Fiols I I =
v
& ?

i Mew Cut-Sheet [hem I

Edit Cut-Shest ltem |

Delete Cut-Sheet [tem |

Copy From Prior Event

ak

Cancel |
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Events - How To Pull Task Sets Of Cut-Sheet Entries

In the Event Calendar Event Entry area, you can specify a task set for use on the kitchen cut-sheet report
for each event. The kitchen cut-sheet task set is a listing of all items or tasks needed to actually perform
the catering event. You pull the task set of items and then modify the list for the actual quantities needed
for the event. This may include the actual food amounts to be taken along with stoves, tables, or any
other accessory needed. ltis a list of materials for the catered event used by the staff to prepare for the
event.

To pull a task set of kitchen cut-sheet items automatically:

1. In the Event Entry area, go to the Staff tab. Click on the Event Task field lookup button located at the
top left of the Staff to choose the Task Set needed.

/* Customer Event Entry E| @| E|
CUStDmer Event Entry Ewent Nurmber: {10341

Bill Ta: |WLB E| Event Location: |DCC |E|

|Bi|| Birittain |Dal|as Corvention Center
1309 Ponder 'Way

|
|
|
|Brau:| Brittain |
|
|

|Flawer Mound sef|Tw o] [7ED28 ]
2145136889 | Region

hap

|I:uiIII:urittain@industryspeu:ifiu:.u:u:um

Baszic ] Billing Setup] Lineltems] Heviewl Motes  Staff IKitchen] Log ] ASR Histu:ur_l,l] Costs ] La_l,lnutsl Images] TimeSheets]
Ewvert Task || J | E@
Event benu | J
Ewent Time
HNumber Of People 400 -1 Children | 11 %

Crew Members |

Murnber of Crew 0%
Staff Arrival -

Stalf Attire: |
Truck |

Stalf Leave By -

Schedule Motes |

Copy From Friar Event | Ok Cancel

2. The Task Set Lookup dialog will appear. Choose the task set needed for this event.
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/* Event Tasks Lookup

B=1ES

Lookup Characters Lookup by
[ |By Tak Id -
Description i
Tex Mex Dinners
b
& | *
Mew | Edt | Cew | Ok | Concal|

3. The task set id and name will be populated on the Staff tab.

Event Task ||Te:-:EEE! J |Te:-:as Barbecue
T

4. If you now go to the Kitchen tab, you will see that all the items for the task set specified will have been

copied to the event.

/| Customer Event Entry

Customer Event Entry
Bill To: [WLB [e+]

| il Bittain

| 1309 Pander way
|
[Flower Mound oo [Tx ee| [7EO2E
|Brad Brittain

[214-513-8883 [

|biIIbrittain@industwspecific.c:om

Basic I BEiling Setupl Lineltems] Fleview] Motes ] Staff

CEX
Ewent Number: ’W
Event Locatla: o [

|Dallas Carwention Center

]

F\Egimn|
Map |

Kitchen 1 Lag ] AR History] Costs ] Laynuts] Imagasl TimeSheets]

gﬁ;pﬁs‘etmn .#zslgned Item Description |Qty Cost E?tselndad Station | =
|| Assigned - N BEOBeef Barbecue Beef 0.00 4.50 0.00
| | Assigned - N BBOChicken | Barbecus Chicken 0.00 350 0.00
| |Assigned - N tdashPotatoes | bash Potatoes 000 050 000
| |Assigned - N R5Beans Ranch Style Beans 0.00 0.25 0.00
Azgigned - N tdashPotatoes | bash Potatoes 000 050 000
[ Assigned Hl___[Rals Dinner Roll L ool _oesl 000l |
v

Print Cut Report - By Wiork Group Azzigned

Edit Cut-Sheet Item
Delete Cut-Sheet Item

Copy From Frior Event

Ok LCancel

5. Now go into each kitchen cut-sheet item and enter the quantity needed, change the cost if necessary
and add the station and workgroup that should be assigned.
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Creating a Customer Invoice from the Event Entry Area

The easiest way to create billing invoices for your customer event is from the A/R History area of the
event entry screen.

The customer invoice will be created from the line items entered for the event and using the customer
billing information.

From within the event entry screen, navigate to the A/R History tab.

ﬂ Customer Event Entry — : - p— @Elg
Customer Event E"try EventNumber:IMdEE
Bill Ta: IWLE I E E Event Location: IGD | E
Bill Brittain Gilleps Dallas

1309 Pander ' ay

Flowier Mound wo||Te -] |75028 ]

Brad Brittain

2145138889 | Redgion |

billbrittain@industryspecific, com Mapl i
Bazic I Billing SEtupI Lineltemsl Fleviewl Maotes I Staff I Kitchenl Log AR Histary |D:usts I Imagesl TimeSheets

Invoices - Mot Posted et I Fleceipts - Mot Posted et Bilingz/Receipts History I

Document Docurment Document - I8

Dogument Code Memao Tatal 5

m

_
|

= '
UnPosted Bilings UnPosted Payments  Posted Billings Posted Payments
|| Invaice this Event | Receive a F'a_l.Jmentl I oo oo I I
L |
l‘ Copy Fram F'riu:urEventl Ok | LCancel | |
= =

Click on the Invoice This Event button at the bottom left.

IUnPaosted Bilings UnFPosted Payments  Posted Bilings Posted Payments
Imvoice thiz Event | Receive a F'aymentl I oon I oo I I 0
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The information used to create the invoice will come from the line items entered for the event and the
customer billing information, and the billing setup information.

g Customer Event Entry —

1" - )

= E e

(=@ % )

e R

Customer Event Entry

Ewent Nurber: I'I 0456

gilTe: [WiB ] [ [

Bill Erittain
1309 Ponder Wway

Flower Mound

- ITH o |?‘5IJ28
Brad Brittain

214-513-8889 |

hillbrittaintindustny specific. cann

E vent Location: IGD I D

Gilleys Dallas

s s

Flegionl
Mapl

B azic I Biling Setup  Line ltems | Heviewl Mates | Staff | Kitchenl Log I a/R Histor_l,ll Cozte | Imagesl TimeSheet&l

Line|ltem |tern Description

Dizcount
Price

Fetail
Price

Lluantity

1|POTSAL POTATO SALAD
2 SLaws COLE SLé&wS 150.00 50.00 50.00 7R00.00 Y !
! 3 5LEF Sliced Beef 150.00 10.55 10.55 158250y
| < L r
- G ales Tax Fate 0.5 I3 16582.50 Subtotal | 1658250 |°
Mew Line ltem | —_— —
Calculated Tax 1614.21 |7| 18 %| 293485 Service Charge 2984 85
[ Delivery Charge 0.a0
A Edit Line ltem | Tawable | 1956735 I vtherel 000
Exempt 0,00 Sales Tax 1E14.31
|| — i
|| Delete Line ltem | Ellliy Tued S11ET e 1l
= Cancellation Fee I 0.00 ‘ ¥V |1E|59EI.E!3 Depost Hequiredl 10590 83
Copy Frorm Priar Event | Ok | LCancel | L

The Billing Setup screen area of the event entry.

Basic  Biling Setup | Lineltemsl Fleviewl Motes I Staff I Kitchenl Log I AR Histor_l,ll Coszts I Imagesl TimeSheets

Customer Tax Exempt 1d. I

Sales Tax Code ID.-’-‘«LL.-’-\S TH

Customer Dizcaunt I ] 3: %

Bk

Customer Terms ICash On Delivery _I

Customer Purchase Order # I
Ship Via | )

Invoice Mema I

Salesman ICH
252

hd

_| |Charlet0n Heston

Carnmizzion B ate
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When the Invoice This Event button is clicked, this message will appear asking if you wish to invoice the
event. Click on the Yes button to proceed.

( Warning ﬁw

Do you wish to invoice this event?

L .

If the event status is not ready to be invoiced, this message will appear.

il 3y
Catering Central ﬁ

i

Event must Ready To Invoice status and have a customer Billing Number,

Order Type |E'-.fer'|t ﬂ
Order Statuz |Eln Huold ﬂ

Make sure your event has a customer billing number ( a customer has been created ) and the event
status is Ready to Invoice.

Order Type |Event j

Order Status ||FEEm 00 =
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The customer invoice entry screen will appear and will be populated by the information from the event.

( #J Customer Invoice Entry - Gl & E@g
= Order 10461 Invoice o I
IHVOICE Entry Order D ate |IEEEEEAI - [nvoice Date I
Bill Tar IWLB | Ship Ta:
Bill Brittain Gilleys D allas
1309 Ponder 'way
Flower Maund oo |Tw -] |7E028 =i
IBrad Brittain
i |214-513-8883 | |
i I|3i|||3rittain@industryspecific.cum I

Biling Setup | Billing Entr_l,ll Fleviewl Dacument Imagesl

Customer Tax Exempt [d. I Bazed On E stimate I o I
I Sales Tax Code [DALLAS TX = [
Customer Dizcount I 0 3: 4 Departmert I j
Customer Terms I':E‘Sh On Delivery J
Customer Purchaze Order # I Feady To Post IND "I
Ship Via | ]
Memul
Job Mumber 10456 -] |
Salesman |CH _I IEharIetun Hestan
Salesman Cornmizsion Fate 254l Pap Commissions [
| Print [rvoice | Email Invoice | Ok Cancel
Biling Setup  Biling Entry | Heviewl Document Imagesl
a - - | Retail Dizcount (Estended T L a
Line| lterm [tern D ezcription Cluantity Price Price Price 2 |
1 POTSAL POTATO SALAD 150.00 h0.00 50.00 0000y
2 5Lk COLE SLAMW 150.00 h0.00 50.00 FR00.00 Y ‘H
O 3l5l6F  [SlicedBesi 150.00] 1055 156250/ |
4 I:l 3
Mew Line Item Sales Tax Rate 525 ||M 16582.50 Subtetal | 1655250
Edit Line Item Calculated Tax 161431 |7| 18 %| 295485 Service Charge 2934.85
v Delivery Charge 0.00
Delete Line Item Taxable I 1956735 I 82 0z Sales Tax 161431
Exempt I 0.00 Billing Total 211816
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Check to make sure this is equal to the amount you wish to bill and that the information on the invoice is
correct.

Make any changes necessary and then click Ok to save the invoice.

i ™
Catening Central ﬁ

An invoice for this event has been created in the customer invoice area,
Please remember to post your customer invoices to history at the end of the day.
The invoice will not show in the event billings/receipts log until posted.

s

By creating the invoice from the event area, the invoice will be associated with the event job number.

Basic I Billing Setupl Lineltemsl Fleviewl Mates I Staff I Kitu:henl Log AR History |Eust$ I Imagesl TimeSheetSI

Irvenices - Mot Posted et | Receipts - Mot Posted et I Billings/Feceipts Histany |

Billing Billing Location [nvoice Inwoice Invoice Order -
Id Mame Drezcription Total Murnber Date Murmber

Bill Erittain Gilleys Dallas 21.181.66 ( 10461

-

m

IUnPosted Bilings UnFPosted Payments  Posted Bilings Posted Payments

il Receive a F'aymenll I oon oo I 0
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Creating a Customer Receipt from the Event Entry Area

The easiest way to create customer receipts for your customer event is from the A/R History area of the

event entry screen.

The customer payment will be created and assigned to the event.

From within the event entry screen, navigate to the A/R History tab.

ﬂ Customer Event Entry

— ——— L]

ﬁ@g

Customer Even

t Entry

Ewent Mumber: I'I 0456

Bill Tex IWLE I

2

Event Location: IGD |

[-]

Bill Erittain

Gilleps Dallas

1309 Pander ' ay

Flower b ound

:”T:-c :”?5028

S e

Brad Brittain

214-513-8889 |

Hegiunl

billbrittain@industryspecific, com

Mapl

Bazic I Billing SEtupI Lineltemsl R

Invoices - Mot Posted et I Receipts

eviewl Maotes I Staff I Kitchenl Log
- Mot Posted et Bilings/Receipts Hiztory I

AR Histary I Coztg I Imagesl TimeSheets

Date Document

Docurment
Memao

Document
Code

Document
Tatal

m

1

= '
UnPosted Bilings UnPosted Payments  Posted Billings Posted Payments
|| Invaice this Event | Receive a F'a_l.Jmentl I oo oo I I
| |
l‘ Copy Fram F'riu:urEventl Ok | LCancel | |
= =

Click on the Receive a Payment button at the bottom left.

Invoice thiz Event | Receive a F'aymentl

InPozted Biling: UnPosted Payments

Posted Bilings Posted Payments

| 0.00 |

0.00 |

.0a .0a
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Make sure the receipt billing id is correct for the receipt.

.q"

oo S

ﬂ Customer Receipt Entry

Customer Id 2252

Receipt Id I I

=1 Customer

Contral Hurmber I 333

Receipt

Depozit Date |12£E£2EI1|:| I

Check Amaunt I 0.00 I3 this a Deposit? Mo
Cash &mount I 0.00 Ready ToPost?

Department

]

'es

Credit Card |

||

Job Nurber |1 0456

Payment Total
Applied T atal

R emaining ko Apply
Dizcounts Tatal

Allowances Taotal

0.00
0.00
0.00
0.00
0.00

Fayment Distribution to Invoices | Credit Card F'ru:u:essingl D'ocument Images

[nvoice
D ate

Document
M urnber

<l

AutoPay | AutoLen

Allowance
ArmoLint

Discount
ArnoLnt

A&¢F Open lnguin

Allovwance (Applied
Account

Payrnent

Pav [nvoice | Edit F'a_l,lmentl

Balance
Remaining

{.

Zem Payment

F

o |

Cancel |

%

.

Then enter the check number if the customer has given you a check or click on the receipt number lookup
to get the next receipt id number automatically.

Customer Id |WLE =] [Bill Brittain

Receipt Id IF#DDE# I

292

Contral Hurnber
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Enter the correct receipt deposit date and enter the amount of the payment received.

[ g Customer Receipt Entry '-m

E=REE

Customer

Customer 1d IWLE

===| [Bil Erittain

Receipt Id |H40024 I

Coantral Hurnber I 333

Receipt

2002
]

8/14/2002
8/14/2002

p—

=

i El

AutaPay AutoLen

1335311

19119.537
18238.74

A¢R Open Inguin

Deposit Date |1 2/6/2010 I Department I I Payment Total [ 7500.00
Check Amaount I Fo00.00 |5 thiz a Deposit? |Ma *I Applied Total 0.00
Cash Amournt I':”:'q— Ready To Post? [Yes ':I Remaining ta Apply [ 750000
Credit Card I 0.00 I LI I Digcounts Tatal 0.00
Job Mumber |1 0456 _” Allowances Tatal 0.00
Papment Distribution to lrvoices | Credit Card F'ru:u:essingl Document Images
Document  |Invoice Digoount Allowance  |Alowance |Applied B alance -
Mumber Date Arnount Apnount Account  [Papment Remaining [

0.00 0.00 000 1335911 I
. 0000 1911336
0.00 0.00 000 1823874

F

Pav Invoice | Edit F'a_l,lmentl Zerm Payment

o |

Cancel |

%

You can also designate if this payment was a deposit amount for the event.

Documents will be shown in the lower panel for invoices that were posted. You may choose to designate

when invoice this payment is a

pplied to or not.
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Click the Ok button to save the receipt.

Receipt Id |F|4DD24 I

Control Mumber I 393

rﬂ Customer Receipt Entry 000§ |E|E|i|1
Customer Id [ 5 =] [Eil Bitan Customer

Receipt

Deposit D ate |12"'E-"2D1EI I Departmert

Cazh &maount I 0.00 Ready To Post?

Check Amaunt I 800,00 3 thiz a Deposit? (Mo vl
Tes vl

Credit Card I 0,0l LI

Job Mumber |1 0456 Warning

FPayrment Total w
Applied Tatal 0.00
Remaining to Apply [ rso000
Dijgcounts Total n.an
ﬁ ahces Total [ ool

FPayment Digtribution ta lrwo

Document Balance -

Femaining ||

I 2M14/2002 000 1911937 I
a8M14,/2002 ooo 182387
F
AutoPay | AutoZero AR Open Inguiry | Fay Invoice | Edit Pagyment | Zero Payment
Ok LCancel |

If an open credit amount is remaining on the receipt, this message will appear. Click Yes to proceed and
save the receipt.

The receipt will be shown in the list for the event under the Receipts — Not Yet Posted tab for the event.

Bazic I Billing Setupl Lineltemsl Heviewl MNotes I Staff | Kih:henl Log  A/R History |Eu:usts I Imagesl TimeSheetsI
Irvoices - Mot Posted et Receipts - Mot Posted et | Billings/Feceipts Histom I

Billing

Bill Brittain 27672 F.RO00.00 0. 0. F.RO00.00

m

1

4 [ P

IUnPaosted Bilings UnPosted Payments  Posted Bilings Posted Payments
|Fveoice this Event | Receive a F'a_l,lmentl I =1 181 6R 7 BO0LO0 o o
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Transferring a Customer Invoice To Quickbooks

From the Customer Invoice Browse screen, customer invoices may be transferred to your QuickBooks
company database file.

y Customer Invoices - Entry Browse lilglg

Invoices Entry  Invoices Edit Reports  Mark Post Status  Post Invoices  Quickbooks  Invoice Printout  Exit

Enter Lookup Characters Lookup By

I [~ Show Ready To Post Only By Invoice Mumber ;I
£ Lookup By Basic nvoice Information
= Invaice Invoice Date Event Biling Hame Location Mame Subtotal Service Charge Del
= Mumber

20109 010242001 10342 Bill Brittain Secotch Tasters Chub 801.00 136.08
1042 Bill Brittain Bill Brittain

20113 /0272011
20117 01./02/2

10456 Bill Brittain

Gilleps Drallas

Count: 3 ' $18,30150 | $328077 |
w]a]<]r [» M[Z) < | i | '
Cuztomer Lc.c.kupl Frint Customer |nvoice | Copy/Reverse Invoice Hew | Edit | Delete | LCloze |

First, select the invoice you wish to transfer.

Then right-click on the data grid within the customer invoice browse screen to show the popup menu.

ﬂ Customer Invoices - Entry Browse lilglg
Invoices Entry  Invoices Edit Reports  Mark Post Status  PostInvoices  Quickbooks  Inwvoice Printout  Exit
Enter Lookup Characters Lookup By
I [~ Show Ready Ta Paost Only By Irvoice Nurnber ;I
£ Lookup By Basic Ihvoice Information
2 Invoice Invoice Date Event Biling Mame Location Mame Subtotal Service Charge Del
= MHumber
20109 010242001 1042 Bill Brittain Scotch Tasters Club 501.00 136.08

10342
10456

Bill Erittain
Bill Brittain

Bill Erittain

20113| 01 /0242001

20117 014 1ERE7 RN 2004 05

Gilleys Dallas

Print the Data Grid

Transfer Invoice To Quickbooks

Transfer Invoice To Quickbooks - Show Debug Screen

Transfer All Invoices Selected to Quickbooks

[Count - 3 ' $18,301 50| $3.28077 |
[« [4]r [» [ 4 i | '
Custamner Lookupl Print Custarner [reeoice | Copp/Reverse lnvoice | Hew | Edit | Delete | Cloze |

Choose either the Transfer to QuickBooks or Transfer to QuickBooks — Show Debug Screen to begin the
transfer.

If the invoice has been transferred previously, a warning message will appear.
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[

Warning

Customer Inveice: 20117 has already been transferred. Transfer again?

L

Yes Mo Cancel

A

L.

If the Transfer to QuickBooks — Show Debug Screen option is chosen, the following screen will appear.
This options allows you to see the workings of the QB transfer as each list and document items are

verified, and added to Quickbooks.

" B
ﬁ Quickbooks - Transfer Customer Invoice To Quickbooks - Catering =RACE X

Host Address [IEE Hozt Paort |2000

Hozt Page |.-" [ Usze Binam Transfer

Elank — Customer Imvoice l Purchaze Order | Time Sheet Entr_l,l] Cuztomer Heceipt] Credit Memu:u] Mizcellaneous

[v Tranzfer Customer v Transfer ltems [v Transfer Customer [nvoice .
Transfer Invoice
W Tramsfer Job [v Tranzfer Chart Of Accounts [ Transfer Customer Payment
Iv Tranzfer Sales Reps [~ Transfer Time Tracking

[v Tranzfer Terms

WYWorkOrder Number: 10461
LoaTop | Log Eh:uttu:um] [rata Grid] R aw Hequest]

Loghd emo_B attam

Clear Log

Cancel

Click on the Transfer Invoice button at the top right to begin the invoice transfer to QuickBooks.

b

If the customer invoice transfers without problem, it will transfer and a transaction id will be returned that
will be the QuickBooks Transaction ID for this document.
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ﬂ Quickbooks - Transfer Customer Invoice Te Quickbooks - Catering |E|M|

Host Address |192.168.1.15

Hast Part IBUUU

Host Page |/

[~ Usze Binary Transfer

Blank  Customer lmvoice |F'uru:hase Order | Time SheetEntr_l,ll EustnmerHeceiptI Credit Memu:ul Mizcelansous

¥ Transfer Customer v Transfer [bems ¥ Transfer Customer [nivoice _
Transfer Invoice

[¥ Transfer Job [ Transfer Chart Of Accounts [~ Transfer Customer Payment

¥ Transfer Temms [v Transfer Sales Reps [ Transfer Time Tracking

[F W) LeiThe Rl L 1nAc1d

r

Log Taop | Lo

Catering Central

{DescxPOTA
{5alesT axCod
£ Arvaiceling

Invoice 20117 added to Quickbooks. QB Transaction ID: 31404-1 291691640

</HBRML>

1291679779¢
<Rate»50.00<
<FullMame:T a
1291691640 T = — = < /ltermFef:
| |«DescySliced Beefe /D escy <Buantiy: uantity><Hate> atex <Amount: rounts <5 alesT anCodeRef>

<
<LigtlD>10000-11924 70333 .-"LISHD><FL,I||N armes T ax< Full ame><.»'5 alesT axCodeR ef><.a'|nvu:||ceL|neF| et <InvoicelineR ets
<TwnLinelD>31409-1291 691640 /T wrLinel D> < ke efr < Listi D> 800004 7A-1 289323055 /List D>
{Fulld ame:ServiceCharges /Fulld ames < AtermB ef: < Dezck Service Charge /D escy <Quantitys 1< /Quantitg:
<R atex 2984 85 /Rater Chmount> 2984 8h< MMmounts < S alesT aCodeR ef> <List D> 10000-11 32470333 /Listl D =
{FullMame: T ax< Fullt ames < 5 alesT arCodeR ef> < AnvoicelineR et> < AnvoiceR et < AnvoicedddR o < AQB<MLM 20zF >

Clear Log

e

You may click on the Cancel button to return to the Customer Invoice Browse screen.

By scrolling the screen to the right, you can determine if a customer invoice has been transferred. The
QuickBooks Transaction ID that was stored off is shown as the last data column.

g Customer Invoices - Entry Browse E@gw
Invoices Entry  Invoices Edit Reports  Mark Post Status  PostInvoices  Quickbooks  Invoice Printout  Exit
Enter Lookup Characters Lookup By
I [~ Show Ready To Post Only By Invoice Number ;I
S| Posting Information GQuickbooks
zavice Service  Service Service Contact Dept Arlnvoice Date  Ar Paid Batch Batch Date Quickbooks
“ate  ZipCode Telephone Tranzaction [D
¢ 75028 |2145138889 [Bred Bittain | | 0
75028 |214-513-8883 |Brad Brittain
»
[« [»H[E] < L. m_
Customer Lookup | Print Customer Irvoice Copy/Reverse Invoice Hew | Edit | Delete | Close |
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Transferring a Customer Receipt To Quickbooks

From the Customer Receipts Browse screen, customer payments may be transferred to your QuickBooks

company database file.

3 LB

Bill Erittair

R4D024

¥y Customer Receipts - Entry Browse - - — lilm
Receipts Entry  Receipts Edit Reports  Mark Post Status  Post Receipts  Quickbooks  Receipt Printout  Exit
Enter Lookup Characters Lookup By
I [~ Show Ready To Post Only By Customer Mumber ﬂ

E Lookup By Receipt Information

£ Bilingld.  Biling Mame Document Mum Depozit Date  Total Payment  Applied Open Credit  Discount Allowance  Posting Statuz  Jo

0140642011

[Count: 1

% 7500.00 | $000) $7so000)  sooo|  $noo

«[«] [ E <|

T | 3

Customer Lookup | Frint Customer Receipt |

Mew | Edit | Qeletel Cloze |

First, select the invoice you wish to transfer.

Then right-click on the data grid within the customer invoice browse screen to show the popup menu.

3wLE Bill Brittair R40024

¥ Customer Receipts - Entry Browse - — - E@g
Receipts Entry  Receipts Edit Reports  Mark Post Status  Post Receipts  Quickbooks  Receipt Printout  Exit
Enter Lookup Characters Lookup By
I [~ Show Ready To Past Only By Custamer Murber j

S Lookup By Receipt Information

£ Bilingld.  Biling Mame Document Mum Deposit Date  Total Payment  Applied Open Credit  Discount Allovwance

01/08/2011

Print the Data Grid

Transfer Receipt To Quickbooks
Transfer Receipt To Quickbooks - Show Debug Screen

Transfer All Receipts Selected to Quickbooks

[Count : 1

4 7500.00 | goo0| $7so000 gooo|  goo

W[« [» =] <

I | »

Customer Lookup | Print Customer Receipt |

Mew | Edit | Qeletel Cloze |

Choose either the Transfer to QuickBooks or Transfer to QuickBooks — Show Debug Screen to begin the

transfer.
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If the payment has been transferred previously, a warning message will appear.

[E5)

Warning

Customer Receipt: Bill Brittain: R40024 has already been transferred. Transfer again?

L

No Cancel

4

e

If the Transfer to QuickBooks — Show Debug Screen option is chosen, the following screen will appear.

This options allows you to see the workings of the QB transfer as each list and document items are

verified, and added to Quickbooks.
(5] ] |

ﬁ Quickbooks - Transfer Customer Invoice To Quickbooks - Catering

Host Port |2000

[ Usze Binam Transfer

Host Address |1EE
Host Page |.-"

Blank, ] Eustumerlnvuice] Purchaze Elru:ler] Time Shest Entry - Customer Receipt l EreditMemD] Mizcellaneous

[v Tranzsfer Customer [w Tranzsfer Customer Papment Tranzfer Receipt |

I Receipt Number: WLB : R40024

Log Top | Log Battom | Data Grid ] R aw Request ]

Loghd emo_B attam

Clear Log

Cancel

Click on the Transfer Receipt button at the top right to begin the payment transfer to QuickBooks.

If the customer receipt transfers without problem, it will transfer and a transaction id will be returned that
will be the QuickBooks Transaction ID for this document.
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s

ﬁ Quickbooks - Transfer Customer Invoice Te Quickbooks - Catering

(5] e |

Host Address |192.166.1.15

Hast Part [2000

Host Page |=’

|~ Usze Binary Transfer

Blank ] Customer Invu:uic:e] FPurchaze Drder] Time Sheet Entry  Custarner Receipt lEredit Memu:u] Mizcelansous

[v Transfer Customer [v Tranzsfer Customer Papment | Transfer Receipt |

Receipt Number: WLE : R40024
Log Top | Log Bottom | Data Grid ] R aw Request ]

Loghdemo_Bottom

92714 PM - Reguest: ReceivePayment_add

32717 PM - Result: ReceivePapment_ddd : < eml version=""1.0" ?» < QBXML: < ABHMLM 202R 2> < ReceivePapmentbddF =
requestlD="2" statusCode="0" statuzSeveritp="Info" statushezsage="Status OF""> <R eceivePaymentB ety < Tenl D> 31408-
1291632442/ TunlD < TimeCreated: 2010-12-06T 21: 27 22-06:00< /TimeCreated: < Timeb odified: 201 0-12-06T 21 27.22-
06:00</TimeM odified: < EditS equencer 129163244 2< /EditS equences < TunMumber> 1631 4</TsnMumber: < CustomerR ef
<ListD>80000528-1 291674937 4« /Listl D> <FullM amex Bill Brittaing /FullM ames < /CustomerR ef> ¢aARAccountRef: < List D= 450000
119247071 2 /ListlD > <FullM amer Accounts Receivable: FullMame: < /ARAccountB efs < TanD ater 2011-01-06</T unD ate:
<RefMumber:R 40024+ /RefMumber: < T ataldmount: 750000« /T otaldmaount: <Paymenthd ethodR ef: < List D> 20000-
1192470327 < /it D» < FullM ame: Check < Full ames < /P apmenttd ethodRef <D epozit T adccountR ef: < Ligtl D> 330000-
1192470717« /List D » < Full ame: U ndepogited Funds<FullM ames < /D epozitT ndccountR efs

UnuzedPayment: 7R00.00< /A dnusedPayments < dnuzedCreditz: 0.00< /U nusedCredits: < /ReceivePaymentR et
</ReceivePapmentiddR e < QEFMLM zgzsFe: /OB=ML:

Clear Log

Cancel

L

You may click on the Cancel button to return to the Customer Receipt Browse screen.

By scrolling the screen to the right, you can determine if a customer receipt has been transferred. The
QuickBooks Transaction ID that was stored off is shown as the last data column.
ﬁ Customer Receipts - Entry Browse I=RECIL X
Receipts Entry  Receipts Edit Reports  Mark Post Status  Post Receipts  Quickbooks  Receipt Printout  Exit
Enter Lookup Characters Laokup By
[~ Show Ready To Post Only By Custorner Number ~|
] Receipt Infarmation Job Information Quickbooks
= [otal Payment  Applied Open Credit  Discount Allowance  Posting Status  Job Job_Mame zaction [d
$7500.00 $0.00)  $7500.00 $0.00 $0.00
] 1l G
Customer LUDkup| Print Customer R eceipt Hew | Edit | Delete | Lloze |
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Using the Executive Summary Tool

The event sales overview area will give company executives a quick graphical overview of event
operations. Access this area by clicking the Event Sales Overview menu option under Document Entry
off the main menu.

Event Calendar
Event Status Overview k

Customer Invoices

Customer Receipts

Customer Miscellaneous Transactions
Customer Finance Charges
Customer Apply Open Credits

Vendor Purchase Orders
Vendor Invoices

Vendor Checks

endor Apply Open Credits

Employee Checks
Payroll Tax Deposits

G/L Transactions

Sales - Vault
Sales - Gift Shop
Sales - Bar
Sales - Tickets

GL Account Reversals
TimeSheet Entries

The event sales overview screen will appear. To view sales for a specific date range, choose the date
range on the calendar navigator located at the top of the screen. You may choose individual days,
weeks, or months, and / or combinations of weeks and months.

/' Event Sales Overview |'-_| |E| E|
Event Sales Overview
Print the Chart I .
4 October 2005 MNowember 2005 December 2005 January 2006 »
SMTWTTF S SMTWTF S SMTWTF S SMTWTTF S
* 1o (12345 = 123 1234567
402 3 4 56 78 #0678 9101112 2 456 78 910 3 8 910 1112 13 14
42 910 1112131415 #7113 141516 17 18 19 3511112 13 141516 17 315156 17 18 19 20 21
43016 17 18 192 20 21 22 +=| 20 21 22 23 24 25 26 =218 19 20 21 22 23 24 /22 23 24 25 26 27 28
423 24 2526 27 28 29 45|27 28 29 30 = 25 26 27 28 29 30 31 529 30 31
4530 31 :
Sales and Mumber of Guests Per Day
18000 - —
16000
14000 A
12000
10000 4
8000 A
£000 A
4000 A
2000 A
104242005 104342005 10,/4/2005 10/5/2005 10/6/2005 104742005 10/8/2005
[ Total Sales M@ Total Guests B Average Sale B Average Mumber Of Guests [ Average Sale Per Guest
[v Total Sales v &verage Sale
W Total Guests ¥ &verage Number OF Guests Iv Average 5ale Per Guest Close
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You may check or uncheck the graphed items at the bottom of the screen to view only certain items at a
time. For example: if you uncheck all but Average Sale you would only see the graphing of the average
event sale per day.

A calendar report of the event overview screen can be printed. As with all the calendar reports, you may
adjust the report printout in the print preview design pane.

K= Print Preview |Z E| le
File View Format Go
B = HE & & ] sl (=] B £ w0
Margins  Left: 0.5°  Top: 0.5"  Right: 0.5" Bottom: | 0.57
: : B
HLLTS REN AT " " ICUHIL T IR "F ] B
1
[0z Jut: DiJaieiel Al | etk [0 2200 [LE i) jut: Lot
b T TR SN ol O I T KN B T DR U o EEET T STY EE Y o | ol S JEITE TR S S T

Page: 1 oOf 1  Pages Paper Size: 8.5"x 11" Stab
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