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Overview - What is Catering QBO?

The Catering QBO program from Is2 Software is a Windows application designed to handle the order entry,
price quoting, event contracting, dispatch, and billing of event activities for the catering and event planning
industries. Functionality is provided to allow lists ( billing codes, customers, chart of accounts, etc. ) and
documents ( customer invoices and receipts ) to transfer directly with the QuickBooks Online, an accounting
program from Intuit Corporation.

Catering and Events

The catering and event entry works very similar to a work order dispatch system showing both a list grid view
or calendar view of entered catering orders and / or events scheduled.

Event entries are fully maintained and logged for all event entries past, present, and future. Event entries can
produce / print/ email event price quotes, event contracts, and event activity information work sheets.

A wide range of reports are available to comprehensively analyze all aspects of event production and sales.
Billing and Receipts

Customer invoices and customer receipts can be created and printed or emailed for each event for your
clients. Invoices can reflect the balance due per event and show the total amounts billed to date and total
payments received to date.

Works with QuickBooks Online

The catering program can transfer customer invoices and customer receipts generated in the catering invoice
and receipt areas directly to QuickBooks Online. Transaction Ids and transfer dates for transferred
documents are retained the catering program for document reference. When customer invoices and receipts
are transferred, customers, billing codes, chart of accounts are transferred if needed.

List ids for transferred list items are maintained for future transfers of the same list items. Sales Tax entities
are not currently able to be created on demand but can be referenced as well as receipt payment types such
as Cash, Check, Credit Cards, etc.

Customer invoice line detail is transferred as is on customer invoice and not summarized which allows very
comprehensive cost and billing accounting analysis on the accounting system side.

The QuickBooks QB Online integration requires the additional purchase of a separate ODBC driver which is
used for the communication with QB Online. An internet connection is made thru the ODBC driver to the QB
Online company database for the document transfers.

The operation and use of the Is2 Catering QBO program does NOT require QuickBooks Online to operate.
The ability to transfer documents to QB Online is only one of many functions of the program and is provided
as a convenient way to keep your accounting system synchronized with your entries.

QuickBooks Online is a program developed and owned by the Intuit Corporation. All references to QBO refer
to the QuickBooks Online application which is trademarked by the Intuit Corporation. Catering QBO is a
version of the catering event management program built by Is2 Software which can transfer customers, billing
codes, customer invoices, customer receipts, etc. generated in the catering program to the Intuit QuickBooks
Online program.
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Download and Install the Catering QBO Program
Step 1. Download the Catering QBO Office software:

1. Download the Catering QBO setup program from the www.is2software.com website. At the homepage,
on the top left side of the page, choose the Catering Office link under Products.
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Catering Office

Custom Programming

s2 Gatering Office

Catering and Event Planning Central Office Editionyis a software program
designed to handle all accounting functions and the dlS‘»patCh and billing of events
in the catering and event planning.lndustry.
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Catering and Event Planning - Overview

Catering and Event Planning Central Office Edition is a software program designed to handle all accounting functions and the dispatch and
billing of events in the catering and event planning industry. The Catering Central Office program is an integrated collection of programs that
include a general ledger, accounts receivable, accounts payable, payroll, event calendar and invoicing. All modules work together to create a
seamless environment needed that covers all functions of the catering business.
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3. On the Catering — Downloads page, click on the Download button for the Catering QB Online Install. The
version will show the latest version available for the program.

Catering - QB Online - Install 2018.2.8.1 (1] Download@

4. 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. The different versions of Windows will present the
Run or Save options in different ways.

Do you want to run or save install_catering_qbo.exe (8.58 MB) from is2software.com? Run Save | Y Cancel

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 will 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
digital certificate with this install. Please choose Run to proceed anyway with the install.

Internet Explorer - Security Warning L&J

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

Name: setup_catering_central.exe

Publisher: Unknown Publisher

Run ] [ Don't Run

'S This file does not have a valid digital signature that verifies its publisher. You
I g should only run software from publishers you trust. How can I decide what
4 software to run?

(8 J

Windows 10 versions present the security warning in varied fashions based on the latest updates and which
virus protection programs that you have running in the background. Sometimes it will be necessary to turn
off the virus protection before you begin the install and then back on once the install has completed.
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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.

N
24% of ...setup_catering_central.exe from www.isZsoftware.‘,[ElE]-t_—hj

@

..setup_catering_central.exe from www.is2software.com

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

[ Close this dialog box when download completes

l 51 SmartScreen Filter checked this download and did not report any
o— threats. Report 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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Step 2. Run the Program Installation Setup Program

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 - Security Warning &J

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

Name: setup_catering_central.exe

Publisher: Unknown Publisher

Run ] [ Don't Run

- N ' This file does not have a valid digital signature that verifies its publisher. You
G should only run software from publishers you trust. How can I decide what
—~ software to run?

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

I@ Setup - Catering - QBO C=re X

Welcome to the Catering - QBO
Setup Wizard

This will install Catering QBO version 2018.2.8.1 on your
computer.

Itis recommended that you close all other applications before
continuing.

Click Next to continue, or Cancel to exit Setup.

Next > ][ Cancel
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2. Choose where you wish the Catering QBO software to be installed. The default folder is
"C:\Is2\Applications\Catering_QBO" directory.

Setup - Catering -

Select Destination Location
Where should Catering - QBO be installed?

', Setup will install Catering - QBO into the following folder.

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

C\is2\Catering_ QBO) Browse...

Atleast 29.5 MB of free disk space is required.

< Back " Next >

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

Select Start Menu Folder

Where should Setup place the program's shortcuts?

}, Setup will create the program's shortcuts in the following Start Menu folder.

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

Is2 Catering - QBO Browse...

[ ] Don't create a Start Menu folder

< Back “ Next > I[ Cancel
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4. Choose whether you want to create a shortcut for your main Desktop and a shortcut for the Quick

Launch toolbar at the bottom of your screen.

Select Additional Tasks
Which additional tasks should be performed?

Select the additional tasks you would like Setup to perform while installing Catering -
QBO, then click Next.

Additional icons:

Create a desktop icon

Create a Quick Launch icon

5. The installation configuration will be shown.

If this configuration is incorrect for what you wish, use

the Back button to make your changes. Otherwise, click the Install button to start the installation.

ﬁ Setup - Caterin

Ready to Install

Setup is now ready to begin installing Catering - QBO on your computer.

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

Destination location:
C:\is2\Catering_QBO

Start Menu folder:
Is2 Catering - QBO

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

I < Back H Install
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6. The files for the program will now be installed to the designated directory. A progress bar will show
on the screen as the program files are copies to your installation directory.

e T ~
vf;] Setup - Catering - Central =RECE X
Installing H
Please wait while Setup installs Catering - Central on your computer. @

Extracting files...
C:\is2\Catering_Central\Catering_Central exe
W .

Cancel

7. When finished, a completion screen will appear. You may have the setup program start the
Catering QBO program from here if you wish.

[ —

O

@ Setup - Catering - QB

Completing the Catering - QBO
Setup Wizard

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

Click Finish to exit Setup.

[¥] Launch Catering - QBO
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Step 3. Start the Program

1. From your computer's Start button, select the Programs menu, go to Is2 Software, and then
choose the Catering QBO.

Or choose the Desktop shortcut or Quick Launch shortcut that was created.

Catering -
QBO

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.

Log On to Caterin

(IS) Catering

| 2 Version 2018

. 1ndustry specific - QB Online Edition -
information systems 2018.2.8 1

User Information l Connection Information | Company Information |

User Name Icateringguest i

User Password I

P_ Save Passwordst |— Check For Update 1

Ok Cancel
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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.

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.

The second tab will allow entry of the Connection Information needed for the application to connect to
either your onsite server or our hosted account servers.

Catering
Version 2018

RIS AN ViV - OB Online Edition -
1nformat10n systems 2018.2.8.1

User Information Connection Information | Company Information I

HostAddress 5] VX

12000

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.
If you are just checking out the program, you can log into the system with the GUEST account:

User Name: cateringguest
User Password: cateringguest
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For the Guest account, leave the Hosted Account checkbox unchecked and do NOT fill in
the Company User Id and Company Password.

The third tab is the Company Information tab. For companies using their own servers, this is usually
left blank.

Catering
Version 2018

_ industry specific - QB Online Edition -
information systems 2018.2.8.1

User Information | Connection Information Company Information I

Company Login Id I

Company Login Password |

[ PesisiAssound

For hosted accounts, you will need to enter the login information that is provided specifically for your
company account. The hosted company login information is emailed out for each company after
signing up for the hosted service. Please keep the hosted information handy as you will need it for
each new user for your company as they log in for the first time. The Hosted Account checkbox must
be checked.
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'Log On to Cateri

( 1 S) Catering

| 2 Version 2018
_ industry specific TN
information systems 2018.2.8.1

User Information | Connection Information Company Information I

Company Login id |TestCompany

Company Login Password I

v FseaAccst

Ok | Cancel |

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.

The program will use the login information to contact the Catering Office server and connect as the
user specified.

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

File Lists DocumentEntry Document History Utilities User Reports 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 company setup parameters.

There you will enter the parameters needed to run your event entry, billing and receipt processes,
and report printing information.
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Sample Login Parameters

Trial User:

If you have downloaded the program and running the trial, the login parameters are:

User Information

User Name: cateringguest
User Password: cateringguest

Place checkmark on Save Passwords.

Connection Information

Host Address: is2software.net

Host Port: 12000

Company Information

Leave fields blank. Make sure Hosted Account is unchecked.

Paid Hosted Accounts:

If you have purchased a be
sent your initial login information by email and your
administrators account. may add additional
users yourself at any

If running under a paid hosted account, sample login parameters would be similar to
this:
User Information
User Name: username
User Password: userpassword
Place checkmark on Save Passwords.
Connection Information
Host Address: is2software.net
Host Port: 12000
Company Information
Company Id: companyid
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Company Password: companypassword

Make sure Hosted Account is checked.

Getting Started — Enter Your Company Parameters

The most important step of starting this 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 transfer QB Online 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:

O
o) Company Information
o Event Entry /

Invoicing Options o
Account Distribution

Options

o) Posting Options o
Program Update Ftp

Options

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

Company Information Options
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¥ Company Parameter:
Company Information | Event / Invoicing | Account Distribution | Posting Options | Ftp Configuration

Company Name

Company Name ||s2 Sample Catering
Address Line 1 |by William
Address Line 2 [1301 W. Hwy 407
City, State Zip Code |Flower Mound, Texas 75028

Defaults

Current Year Begins |U1 /0172018 |
Current Year Ends |12/31 /2018 I

Next Document Control Number | 20180883 :I
Next Batch Number | 20180156 :I

Quickbooks Online Odbc Configuration
Is2 Qb Online Odbc Datasource Name I|S2 (b Online - Cdata

Allow Events as Jobs/SubCustomers |Yes v I

SubCustomer Name Format Part 1. IEvenl Date

Format Part 2. ILocation Name

Format Part 3. I Not Used -

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.

Next Document Control Number This is a running counter used to generate control numbers for all entries.
Next Batch Number When posting operations occurs, a batch number is assigned to each posting

batch. This is a running counter. Some companies like to change this number
each year to reflect the year of the batch on the number. This is not required
however. Each batch is given a batch date for your reference.

Quickbooks DataSource If your company has purchased the ODBC driver needed for communication
with QuickBooks Online, after installation of the driver, enter the DataSource
name used during the setup.

Allow Events as SubCustomers When transferring a customer invoice or receipt, the event can be designated as
a job / subcustomer in QBO or not.
SubCustomer Format If an event is created as a subcustomer in QBO, this is the three section

formatting of the customer name comprising of the event date, event location,
and event number. Not all sections of the formatting have to be used. And they
can be arranged as you want them. Event number first or Event date first, etc.
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Event Entry / Invoicing Options

A

‘/' Company Parameters - Catering - Q

Company Information  Event / Invoicing IAccount Dislribulionl Paosting Options | Ftp Configuration

Next Event Number 10503 :]
Next Invoice Number [20141 :I

Document Numbering

Sales Tax Options

Default Sales Tax Code IDALLAS TX

Do You Charge Sales Tax? |Y88 v

Charge sales tax based on delivery location? |N0 v

Service and Delivery Charge Options

Service Charge Account | 4700 l Charge Service Charge? IYGS v ]

Service Charge Percent | 18 :I

Tax Service Charge? IYes v | Calculate Deposit? |Yes

Delivery Charge Account | 4600 I Tax Delivery Charge? IYES v | Require Deposit? |Yes l

Default Printer Selection

Default Printer for Invoices |Default

=

Default Number of Invoice Copies When Printing 3 :I

Ok Cancel

Below are parameters for event entry.

Most of these parameters can be overridden in an event.

Next Event Number

Designate the next event number for the counter.

Next Invoice Number

Designate the next invoice number to be pulled.

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 Location

Used to determine if sales tax is charged based on the customer billing
information or the event location information.

Service Charge Account

General Ledger chart of account for a service charge.

Service Charge Percent

Percentage charged on service chargeable items. Can be changed in each
event.

Charge Service Charge

Charge a service charge on an event? Yes or No.

Delivery Charge Account

General Ledger chart of account for a delivery charge.

Tax Service Charge

Do you tax service charge amounts? Yes or No.

Tax Delivery Charge

Do you tax delivery charge amount? Yes or No.

Calculate Deposit

Automatically calculate the Deposit amount on an event.

Required a Deposit

Do you require a deposit on the order or event? Yes or No.

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

Number of Invoice Copies

When printing the invoice, a default number of copies to print.
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A chart of account number lookup is available for choosing the accounts available from the chart of
accounts listing in the program. The chart of accounts sample is provided but each company should
enter their own specific list. A full chart of accounts is not needed to integrate with the QB accounting
program. You only need the accounts required for document entry and transfer.

Company Information  Event / Invoicing |Account Distribulionl Posting Options | Ftp Configuration

Next Event Number I 10503 ;]
Next Invoice Number m

Document Numbering

—Sales Tax Options -
Default Sales Tax Cdll  Lookup Characters Lookup by

Do You Charge Sales T 4600 |By Account Number

Charge sales tax based on delivery locat

Account IAccounl Name

~Service and Delivery Charge Options _|4100 Revenue - Catering

Service Charge Account |4700 I ciff {4200 Revenue - Equipment

: - 14300 Revenue - Equipment Leases
e e I 19 j; 4400 Revenue - Interest Income ==

Delivery Charge Account [4600 -] | P e S |
i 4700 Revenue - Service Charges
 Default Printer Selection il 4800 Revenue - Discounts / Retums
Default Printer for Invoices |Default | 4300 Ravariie-Dihe:
Default Numb| | 5010 Costs - Materials
5020 Costs - Labor

< |l »

New | Edi | Cleagl ok | Qancell

Account Distribution Options
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Company Informationl Event / Invoicing Account Distribution | Paosting Dptionsl Ftp Conﬁguralionl

A7R Sales Parameters

Accounts Receivable Account | 1100 | Finance Charge Account | 4300 l

Sales Account |4100 o] Sales Tax Payable Account | 2060 oo
Sales Discount Account | 4800 o) Delivery Account |4500 =)

A/R Cash Receipt Parameters

Checking Account | 1020 I (B Payment Method - Cash |1 I
Default Allowance Account l4900 | QB Payment Method - Check |2 |

American Express Account | 1040 =] 0B Pagment Method - Amex |3 :]

MasterCard/Visa Account | 1040 =) QB Payment Method - Master Card |3 I

Discover Card Account | 1040 oo (B Payment Method - Visa |3 |
Other Credit Cards Account |1040 I QB Payment Method - Discover

|3 I
Deposit Receipt Account [2300 | LS i s

Inventory General Ledger Account

Default ltem Sales Account l 4100 ]

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

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

Checking Account The default GL account for receipt of customer cash or checking receipts.

Credit Card Accounts: These are the GL accounts for credit card receipt distribution.

QB Payment Methods These are the QuickBooks payment methods that relate to the cash, check, and

credit card receipts.

Deposit Receipt Account If the receipt was a deposit on a future event, this account will be used for the
reversing general ledger transactions to show this receipt as a payable.

Default Item Sales Account When entering new Billing Codes, this will be the default sales account that will
be pulled in for the new billing code. You can change the account on the billing
code to whatever you need it to be.
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Posting Options

'4' Company Parameters - Caterin

Company Information | Event / Invoicingl Account Distibution  Posting Options | Fip Configutationl

Customer Invoice Posting Options
Print with Preview to Screen [—
Show Printer Dialog [_
Print Summary Posting Repork [7

Customer Receipts Posting Options
Print with Preview to Screen [_
Show Printer Dialog [_
Print Summary Posting Report [7

Ok | Cancel

Posting Options

Customer Invoice Posting Options

Print With Preview To Screen Show Printout in Screen Preview. Checked for Yes, Unchecked for No.
Show Printer Dialog Show the Printer Dialog to allow choosing of printer when printing.
Print Summary Posting Report Print the Report. Checked for Yes, Unchecked for No.

Customer Receipts Posting Options

Print With Preview To Screen Show Printout in Screen Preview. Checked for Yes, Unchecked for No.
Show Printer Dialog Show the Printer Dialog to allow choosing of printer when printing.
Print Summary Posting Report Print the Report. Checked for Yes, Unchecked for No.

Program Update Ftp Parameter Options
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#y Company Parameters

ne

- = X

Company Information | Event / Invoicing | Account Distribution | Posting Options ~ Ftp Configuration

|52 Ftp Update Server Login Parameters

User Id

User Password |cateringupdate

Host Address IisZsoflware,net

Host Port 12000

Ok | Cancel

User Id

User login id for program updates

User Password

User login password for program updates

Host Address

Host computer address for the program update ftp server

Host Port

Host computer port for the program update ftp server
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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 just an entry person.

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.

File | Lists Document Entry Document History Utilities User Reports Help

Users

Company Parameters - Catering

Exit Program

2. On the Users — Browse screen, click on the New button at the bottom right to add a new user.
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User Entry User Reports  Exit
Enter Lookup Characters Lookup By
IUser D

Administrator - Catering Sample
QB0 Test User
Salesman - S

3. 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 you have that available at this time. If the email information is
entered, the users will be able to email quotes, contracts, and customer invoices, etc. directly from

the program.
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User ID I‘:\.‘ll::mlaln

Password [rawhide

Full Name [Bil Brittain
Active? P—

[~ Email Information
Email Address I

Email Account User Id I

Email Account Password I

Email Server I
Email Server Port ;] Email Authentication? [7 Use TLS? I_ Use Dauth? [_

User Role Information
User Role I Unassigned :]

Relate To Salesman I _”

User Rights Assignments | User Location Restrictions |

Menu Allow 1 ent|Edit| Delete| Reports|Post| Y€%|0.1|0.2|0.3|0.4|0.5

-
Item Access Only 1
| J

Generate Menu ltems Delete Menu Items Select All ‘ De-Select All |

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.
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User ID l'JhL"

Password Iqbo

Full Name IQBO Test User
Active? [7

Email Information
Email Address |qbotesl@is230ftwarecom

Email Account User Id |qbo!esluser

Email Account Password Iqbolesﬂ 234

Email Server Imail.isZsoilwaleAcom

Email Server Port | 587 :] Email Authentication? v Use TLS? [V Use Qauth? |

User Role Information
User Role IUsel - Internal ~|

Relate To Salesman I _”

User Rights Assignments | User Location Restrictions |

sl Alow | Inser|Edit| Delete | Reports| Post ‘é‘:l‘:m 0203040~
[ Documents Fr e |4
_|Documents_Customerlnvoices v vV vV T vV (| iririririr 5
Documents_CustomerReceipts v vV vV I 2 e e e
BiDocuments EveniCalendsr | ol | ol o | @ o o § e
_|Documents_EventStatusOverview v ri\rir|r [rjr\rreirir
_|Documents_TextMessage v i r (r\r\ir\riririr
_|Documents_TimeSheetEntries v r\r\r|\r [r\jr\rreirr
_|File v —C LT r \r\ririrr\ririr
_|File_BackupCentralDatabase v ririr | r |[rjrjrrjrririr
_|File_ChooseCompany v I r (rir\r\ir\ririr
_|File_Companies v Tl T r \r|\rirjr\rir\r
Generate Menu ltems Delete Menu Items Select All ] De-Select All l
LCancel |

5. You may change the access rights either now or edit them later.

This example below shows giving the user access to the customer and billing codes ( Lists_Inventory
) areas. If Allow Access is checked, the option will show up on the Main Menu.

For the Customers, rights have been enabled to allow entry of a new customer and editing of
customers but not allowing deletion of customers or reporting of customers. For customer menu
options past the Reports option on the menu, use the Other 1, Other 2, Other 3, Other 4, and Other 5
options.

For the Billing Codes ( Lists_Inventory ), rights have been enabled for entry of new billing codes,
editing of codes, deleting of codes, and printing of the billing codes reports. For billing code menu
options past the Reports option on the menu, use the Other 1, Other 2, Other 3, Other 4, and Other 5
options.
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:\;lenu Allow Insert| Edit| Delete| Reports| Post View 01 |U.2|0.3|0.4'0,5|
1) Access Only
_|Lists_Cities v C(C\C | C ([O\C | E\E|CE|E
_|Lists_Customers v VI M T I D Cjrrrrirr-
_|Lists_CustomerTypes v il r r lclccicicicie
_|Lists_Departments v il r sl =ll=i=l=l==1]=
_|Lists_EventLocations v OO0 O C |(C|C\E\EEEE
_|Lists_EventStaff v C o ==l =li=li=lnln
_|Lists_EventT askltems v C () C (O |0 \C\E\EEE
Lists_EventT asks v (| C\C|\Cieicic|ic|r
Wilists dverto, | @ @ d o d 8§
_|Lists_LetterTemplates v Dol O sRI=Al=AI=l=l=ll=l]=
| _|Lists_PhoneTypes v il r r lclccicicicic

This example below shows giving rights to enter, edit, delete, print reports to the user for the Event
Calendar, only enter and edit to Customer Invoices, enter, edit, and reports to Customer Receipts, and
no access the Event Status Overview and Text Message areas. For menu options past the Post
option on the menu, use the Other 1, Other 2, Other 3, Other 4, and Other 5 options. The options on
a menu usually relate to the Other options in numerical order.

User Rights Assignments I IUser Location Restrictions I

Insert| Edit| Delete| Reports| Post

BV I N Y OO
_|Documents_Customerlnvoices v v v I C |\C|\C|iCoe|ic|ic|ir
_|Documents_CustomerReceipts v vV v I V (C\C|C\E\C|Ce
_|Documents_E ventCalendar v vV v v VM (C|C|CC|Cir|r
_|Documents_E ventStatusOverview . C(C| e C \C|\C|Ce|c|ee
_|Documents_TextMessage [ | r C |\ClCc|\oe|c|ir|ir
_|Documents_TimeSheetE ntries l_ C | r C \Cc\Ccice|icir|ir

6. Once the areas have been defined, click on the Ok button and save.

7. 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.

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

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

Billing codes are used to create items used in creating line items for an event. These line items are
shown on quotes, contracts, and invoices.

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

# Billing Codes - |

Item Entry Reports Grid Editting  Export Wizard  Import Wizard  Defaults  Exit

I(=
Lookup Characters [ALL = ((: EiE:al ‘[’/ox;% [ Porioan oy
Lookup By |By Item Number | ((.: t:::z { 54/; } [~ Show Long Descriptions

WA AK AL AM AN AD AP AQ AR AS AT AU AV AW AX AY AZ A1 A2 4

(4/5/6,/7/8/3/0/

| Lookup Basic Item Information Pricing / Costs -
E tem Id. Item Description Category Type  Price Fixed Cost Unit  Taxable Serv
0oo1 Food 2 Appetizer Menu 35.25 0.00 each Y
52010 Projector w/ Screen Rentals 55.00 0.00/ each Y
66090 Basic Combo Package Main Menu 350.00 0.00 each Y
BBQ Beans BBQ Beans Main Menu 2.00 0.00 each |N
Cole Slaw Cole Slaw Main Menu 250 0.00 each N »
CPHOTO Classic Photo Booth Entertainment 125.00 0.00 each |Y T
Desert Desert Main Menu 2.00 0.00/each N
Party Basic Party Cake Main Menu 250 250 each N
POTSAL POTATO SALAD Main Menu 50.00 0.00/each |Y
Pulled Pork Pulled Pork Sandwich Main Menu 6.00 0.00 each N
st ColESLAW e BN 7Bewn v |

SLBF Sliced Beef Main Menu 10.55 7.20/each Y

Full Pan 4" Deep - Cold

New | Edit I Delete | Close |

To enter a new billing code:
1. From the Lists menu, choose Billing Codes
2. In the Billing Codes Browse window, choose the New button at the bottom right.

3. 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.

4. 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.

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

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

Item|d |M-Mex-Fajitas

Description |Mexican Buffet Menu - Fajitas and Fixings

Required Information Cost / Pricing

Sales Category Type |Main Menu v I Calculated Average Cost 0.00
Taxable |Yes w Established Fixed Cost 0.00
Stocked Item |No  »

Service Charge Item |Yes v Retail Price I 2395
Pay Commission on ltem |No  « Unit of Measure lm

~General Ledger Distribution QuickBooks

Sales Account (4100 I QuickBooks List I1d

Fajitas - Beef, chicken, shrimp, or any combination

Refried beans, black beans, or borracho beans

Cilantro lime rice

Corn o flour tortillas

Shredded cheese, pico de gallo, guacamole, and sour cream
Chips and salsa

Cancel

Inventory/Billing Item Data

. Billing Item Id: Each billing item has an unique 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 sales category for the item. Categories are used for review of event
revenue and costs. Types are M

° 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.

. Sales Account: The general ledger account for sales revenue generated by this item.
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Customers — Entering A New Customer

Customers are entered to provide basic billing information for the event entry and tracking the history
of customer invoices and customer receipts. Customer notes may be recorded here to help with sales
call tracking.

To enter, edit, or delete customers, choose the Customers menu option under Lists.

Customer Entry Reports Mailing Labels Mail-Merge Letters Export Wizard  Grid Editting  Defaults  Exit
(" Equalf=x EI

Lookup Characters I

Lookup B IB Customer Billing Name L] ® t:ll((ee [[ ;/9;7; - Perform Query |
p by |BYy g C Liel Z; ] [V Active Customers Only

\afA 78 C D fE AF /G AH AR AR ALAM AN 0 AP AR fR A8 AT AU AV IW X A 1211 (2134 /5 6 {7 7818 £0/ |
£ Name and Address Information City, State Zip Code Telephone N
£ Biling Name Id. Address Line 1 Active’ City St Zip Coc Telephone |

Betty Boop |AMNH | 85th Street CPW b |New York NY 10031 7222-34?-2222

Bill Brittain BILL 1309 Executive Way Y Flower Mound T 75028 214-513-8889
] Bradley Runnell BP 1755 N. Ranch House Rd ' Aledo TX 76888 888-555-7777

Brittain Industries WLB 1309 Ponder Way L Flower Mound Tx | 75028 1214-513-8889

Exxon Mobile-B aptown [EXXON 5000 Bayway Drive, Office CN3 ~ |Y | Baptown x| 77522 | 2818349430

J. James Apparel KX |121 Red Ribbon Way Y |Dallas Tx | 75201 |

Lesha Park LP 120 Deanna Lane 1 Azle T | 76088 |

Lookout Pass Ski& Recreation ~ |LOOK | 331 Downhil Road Y |Wallace ID |84876 |

Test 1 [123 test Y test ca |91351

Customer Total Count: 3
MM > T <[, m =

New | Edit | Delete | Close |

To enter a new customer:

1. From the Lists menu, choose Customers

2. In the Customers Browse window, choose the New button at the bottom right.

3. Enter a unique billing Id for this new customer. The customer number may be up to 8 characters in
length either alpha and/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.

4. 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.

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

6. Choose the Cancel button if you wish to cancel the customer entry.
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The Customer Entry Screen

Customer Id |4MNH

Name |4 Betty Boop

Salutation

Address Line 1

89th Street Central Park

I_ IBoop

F..M. L |Betty

Address Line 2

Active? [V

City, State, Zip Code [New York

Create Sub? [7

oo MY -] [10031

QB Listld [13

Basic Information ILocalionsI Notes | Letters | Document Images | Invoices | Receipts | Events |

Alphabetize By IBoop, Betty

Referred By ILancasker Convention Sales

Contact I

Customer Type [Charily

Telephone 1 [222-347-2222

[work

I[h-a(\eh;m Heston

Salesman ICH

Telephone 2 |999-785-5555

lCelIuIat

Map Grid | Area |

Telephone 3 | I

Balance 0.00

Email Address Ibetlyboop@boop.org

Credit Limit | 000 Status|

Terms |5DZ Upon Booking

Discount Pct 0.000 %

Mailing Group
Mailing Codes

DALLAS TX
444879555

Sales Tax Code
Tax |d. Number

Finance Charges? v
Finance Charge Pct 0000 %

Customer Data

o |

Cancel

Customer Id

Each customer has an unique billing id number up to 8 characters in length, alpha/numeric.

Name

The billing name for the customer.

Address, City, State, Zip

The billing address including the city, state, and zip code

Alphabetize By

For the alphabetical listing and lookups, set the alpha name for the customer.

Contact

Billing contact person for the customer.

Telephone 1, 2, and 3

Multiple telephone number for customer. Example Work, Home, Cell Phone, etc.

Email Address

Email address for correspondence to customer. For quotes, contracts, and billing.

Terms

Billing terms for use on events and customer invoices.

Sales Tax Code

Tax jurisdiction for this customer.

Tax Id Number

If customer is exempt, ente’r their tax id number.

Referred By

Who helped in referring this customer to your sales staff

Customer Type

Lookup for the customer type. Customer types can be entered as needed.

Map Grid / Area

Used for mapping of the customer for dispatch.

Locations Tab

Enter all the locations for catering deliveries or events for this customer.

Notes Tab

Enter pertinent notes that you want to keep about the customers over the years.

Letters Tab

Enter letters you want to send to the customer.

Document Images

Scan in customer documents in tif format from a Twain protocol scanner. Stored in database.

Customer Invoices

Listing of entered customer invoices.

Customer Receipts

Listing of entered customer receipts.

Customer Events

Listing of entered catering orders or customer events.
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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.

New l Edit | Delete | Close ‘ ‘

If you are unable to access the entry or report buttons, then you have not been given user access
rights for these options. User Access Rights are assigned to each individual user under File ~ Users.

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

The event grid view presents the event entries in a columnar, spreadsheet 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, red flag description and more. The screen shows only a portion of these fields upon
initialization but can be expanded to show and scroll more fields.

Event Calendar — In Grid View
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£ Event Calendar -
Event Order Entry  Event Reports By Date Range  Locations To Show On Calendar Design Reports  Export Wizard  Commission SpreadSheet  Exit

Events - Grid View | Events - Calendar View | Starting Date |01/01/2013 I

Lookup By |By Event Date LI ; Elciuall E/=; } [~ Events with Bar Required |~ RedFlag Events Eiinghale ll]1 /l]4/2l]19:|---
« Like [ %x%
Lookup Enlryl _I  Like (#%) [~ COD Events |~ Changed Events I P January, 2018 ’I

[¥ Show Only for Selected Date Range Performgueryl o ] SSHM. TEWATEEIS
30 > KR 5

6 7 8 9101112

13141516 17 18 19
vent Event Date Event Start Biling Name Serving Location Name Event Number Event Type 20 21 22 23 24 25 26

E
Red Flag Time of People 27 28 29 30 A

Lookup By

01/01/2019  03:00 pm  Brittain Industries Gilleys Dallas February, 2019
01/01/2013  0B:00pm  John'Wayne  Railhead Smokehouse I 0E ) SMTWTFS
01/02/2019 0300 am  Bill Brittain Dallas Convention Center 12

01/02/2019  11:00 am  Bill Brittain Eddie Deen Ranch 345678839
1011121314 1516
17 1819 20 21 22 23
24 25 26 27 28

01/03/2019  06:30 am  Betty Boop Eddie Deen Ranch
01/03/2019  11:00am  Betty Boop Radio City Music Hall
01/03/2019 | 03:30 pm | Bill Brittain Scotch Tasters Club March, 2019
01/04/2019  08:30am  Betty Boop Gilleys Dallas

1011 1213141516

01/04/2019  10:30 am  Exxon Mobile-Baytown Exxon Mobile-Baytown 75 E
171819 20 21 22 23

[Count: 12 i 24 25 26 27 26 29 30
[« <[ Im [ <[m - 3123456

1 IIJn Hold _ |Contract Sent  |Contiact Signed  |Contract Confimed  |Event Cancelled |Ready Talnvoice |Event Finished

Event Quate v| Event Contract V| Event Information Form vI Event Reports v| Show Event Data In Sidebar [

New Delete | Close |

The event calendar view presents an alternative 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
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Event Order Entry  Event Reporting Locations To Show On Calendar  Staff To Show On Calendar
Events - Grid View Events - Calendar View I

Event Forms Export Wizard  Exit

LR

Ti

g oo

02

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

Dallas Convention Center, ,

o

P

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

T

02

4 December, 2017 )
SMTWTFS
2627282930 1 2
3456874839
10 11 12 13 14 15 16
1718192021 22 23
24 25 26 27 28 29 30
31

January, 2018 I
SMIWTFS

1Hl34558
7 8 910111213

14 15 16 17 18 19 20

212223242526 27

28 29 30 31

February, 2018 |

SWMTWTFS
123
45678910
1112 13 14 15 16 17
18 19 20[21]22 23 24
25262728 1 2 3

4 567 8 910

[onHold |ProposalSent | [Contract Sent

[Contract Signed  [Contract Confimed [Event Cancelled  [Fieady To Invaice [Event Finished

Event Quote :‘

Event Contract v|

Event Information Form  w

[_ Show Sidebar Event Data

New | Edit

Event Reports v

Delete | Close |

The day view shows the calendar by the date selected and by event location. The locations can be
removed from this view by right-clicking on the calendar and clicking on the Show — 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 - No Grouping
By Week View - By Location
By Week View - By Date

By Week View - No Grouping

By Month View - By Location
By Month View - By Date
By Month View - No Grouping

By Year View - No Grouping

Event Calendar - Calendar View - By Day
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% vt Cal e s

Event Order Entry Event Reporting Locations To Show On Calendar  Staff To Show On Calendar Event Forms  Export Wizard  Exit
1 Events - Grid View Events - Calendar View
|
22 4 January, 2018 »
SMTWTFS
31 1@ 3456
7 8 910111213
e 14 15 16 17 18 19 20
{008 2122 23 24 25 26 27
2829 30 31
()

. February, 2018
T (1 SHMIWTFS
110 | 11:00am-1:30pm Bil Brittain ——— oo

Eddie Deen Ranch, , 45678910
12" 111213 14 15 16 17

S = 18 19 20[21]22 23 24
—_— 252627 28

L00)

March, 2018 I

00 SMTWTFS

- i 123

4 567 8 910

oo 111213 14 15 16 17

18 1920 21 22 23 24
2526 27 28 29 30 31
00 12345867
Syl <
rhos ot [ [Crmnased [ oo Toocs [EvtFoted
Event Quote vI Event Contract vl Event Information Form vI I_ Show Sidebar Event Data Event Reports v|
New I Edit | Delete | Close |

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
Events - Grid View Events - Calendar View |

4 January, 2018 »
SMTWTFS
Kl 1 2 3 4 5 6
7 8 910111213
14 15 16 17 18 19 20
212223242526 27
2829 30 31

February, 2018

SSEMLTEW RS
123
45678910
111213 14 15 16 17
18 19 20[21]22 23 24
2526 27 28

March, 2018

SMTWTFS

1 2'3
4 567891
111213 141516 17
18 19 20 21 22 23 24
2526 27 28 29 30 31
1234587

—
[Onrioe FGRSMHR [Coraetsomt_ [CorkacSored (oot Cofmed, [Evr Carcale [Fesy T [EvrtFrend
Event Quote v| Event Contract vI Event Information Form vl l_ Show Sidebar Event Data Event Reports v]

New | Edt | Delete | Close |

Events - Calendar View - By Month
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Event Order Entry  Event Reporting Locations To Show On Calendar  Staff To Show On Calendar Event Forms Export Wizard  Exit
Events - Grid View Events - Calendar View I

e — Hednmoday Thursday Eiey saturday/Sunday
January, 1 2 3 4 5 6 4 January, 2018 »
30am " SMTWTFS
8t Kelly Peel 9:00am Bill Brittain 6:30am Betty Boop 8:30am Betty Boop 6:30am Betty Boop e
:00pm Exitiain ncust |8 BilBrittain | 10:00am BettyBoop | 10:30am Exxon Mobie- |[12:30pm BettyBoop || —————————— 7 8 910111213
 6:00pm JohnWayne | 12:30pm Jones Famdy | 3:30pm ilBrttan | 400pm Ruth Poanco T i
200} 2122 23 24 25 26 27
2829 30 31
8 9 10 1 12 3

10:00am Betty Boop 7:00am Betty Boop Cor| 8:00am Betty Boop _ 8:00am Bill Brittain February, 2018

SMTWTFS
8:00am Betty Boop 6:30pm Double A Conf 12 3

4 567 8910
111213 14 1516 17

15 16 17 18 19 20

I 2526 27 28
~ 8:00am Brittain Industr 2:00pm RODERICK G. \

_—— March, 2018
21

SMTWTFS
12 3
4 56738910

> 23 24 25 2% 27 1112 13 14 15 16 17
18 1920 21 22 23 24

25 26 27 28 29 30 31

28 10235 4586 7

[OnHold [ProposalSent | [Contract Sent  [Contract Signed  [Contract Confimed. [Event Cancelled [Ready To Invoice [Event Finished

Event Quote v| Event Contract v| Event Information Form v| l_ Show Sidebar Event Data Event Reports v

New | Edit I Delete I Close |

Events - Calendar View - By Year

Event Order Entry  Event Reporting  Locations To Show On Calendar  Staff To Show On Calendar Event Forms Export Wizard  Exit
Events - Grid View Events - Calendar View |
2018 [s/M[T|w|T|F[s|s|mM[T|w|T|[F|s|s|mM[T|w Fls[s|m
i EEEEEEEE 4 January, 2018 »
SMTWTFS
ey | [RIEIGIGE] | |ElEl: ;
| IEEEEEEEEEEEEE il 23456
'I| February 7 8 910111213
= 14 15 16 17 18 19 20
IEEEEEEEREEEREEEEEEREEEEEEEEEEEEEEEEE
March 212223242526 27
28 29 30 31
1 3| 3| 4| 3] €| 7] g R
ot February, 2018
vy IREEEEEEELEREEEEEEEEEEEEEEE EEE EEEE W TWTFS
¥ 23
IEEEEEDNEEEEEEEEELDREEEEEEEEEEEEEE 45678 910
June 111213141516 17
IEEEEE R EEEE R EEEE R EE 18 19 20[21] 22 23 24
July 2526 27 28
IEEEREEEEEEEEEEREEEEREEEEEEEEEEEEEEE
August March, 2018
IEEEEEEEEEEEEEEDREEEEEEEEEEEEEE SMTWTFS
September 123
EEEEEEEEEEEEEEEEEEEEEEEEEEEEEE 415 (6,7 8 9110
October 1112 13 14 15 16 17
B i o e B S e R S w1022 22
1234587
IEEEEEEEEEEEEEELNEEEEEE R EEEE
December =
[onHold |PropasalSent | [Contiact Sent  [Coniract Signed  [Contract Confimed [Event Cancelled [Rieady To Invoice [Event Finished
Event Quote vl Event Contract vI Event Information Form vI I_' Show Sidebar Event Data Event Reports v
New | Edt |  Delete | Close |

The different views within the calendar are accessed by right-clicking on the calendar and then
choosing the view you wish.
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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 - No Grouping

By Month View - By Location
By Month View - By Date
By Month View - No Grouping

By Year View - No Grouping

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.
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Customer Event Entry Event Number: | 10503
' Bill Tox l—_l IZI B Event Location: l—_l EI

|

I
|

Basic 7| Billing Selupi Line IkemsilwﬁeviewilﬁNoles Iﬁkilchen I 7Slaff Vlrschecrluler]i Bilings/Receipts I Document Scanningilﬁ Lo§ |7

Event Date | | - Jb~"3|'1i\f'3d|N° 'I Drder Type |Event

Time | || | Order Status |On Hold
Number of Peoplel 0 ;I Children I 0 3{ Hefanad Byl

Setup Time I—El
Appetizer Serving Time I—EI Buffet Tables lNo v l Quote |s Valid UntiII
Main Menu Serving Time I—LI Bar m Deposit Is Due Byl
Music Must End By [—El Final Payment Is Due Byl

Event Description I
Occasion Type I :l I Last Update Datel

Salesman I :” Last Update Timel
Contract Signed By I Last Update Userl

Contract Signed Date I
Red Flag Memo I Red Flag Event? lNo v I

Copy From Prior Event | al Cancel |

|
|
| =
|
|

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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Customer Event Entry

Event Number: |10433

BilTa: faMnH ] [  []

[B3th Street CPW

I

INew York

(2123475219
Ibettyboop@amnh.org

| NY .o [10031

|9177655321

[

Event Location: I I

IF!adio City Music Hall

|

Event Date|01/03/2018 ...| [01/03/2018 ...| Archived [No |

Tirnel‘lD:UU am ﬂ |11:30 am ;J
Number of People 40-3]  Chidren lﬂ
Setup Time W
Appetizer Serving Time rﬂ Buiffet Tables lm
Main Menu Serving Time W Bar m
Music Must End By [—EI

Order Type |Evenl
Order Status IEvent Confirmed

Referred By |Maiing

Quote s Valid UntiII I
Deposit Is Due By [12/22/2017 ...
Final Pagment Is Due By |U1 /0272018 I

Event Description lBoopers Weekly Breakfast

Occasion Type IBreakfast _] ICorporate Breakfast

Last Update Date [02/21/2018

_] IFI oger Rabbit
Contract Signed By lBe!ty Herself

Contract Signed Date |1 2132017 I

Salesman IHH

Last Update Time |4 40:59 PM
Last Update User Iadrrnn

Red Flag Memo |

Red Flag Event? |No vI

Copy From Prior Event |

2. Enter the customer billing information to establish the customer billing information. For the
event, choose the proper sales tax code in the Billing Setup tab so that the 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. A customer may also be
specified with the sales tax code to used along with the customer billing information.

Basic  Biling Setup | Line Items | Review | Notes | Kitchen | Staff | Schedule | Bilings/Receipts | Document Scanning| Log |

Invoice Memo I eekly Corporate Breakfast]
Customer Discount I 0 :’

Customer Tems |50% Upon Booking

Customer Tax Exempt Id. I

Sales Tax Code IDALLAS >

Customer Purchase Order # I

[ 853 %

Ship Via | -
Salesman IF?F: J |F:oger R abbit
Commission Rate 5=

Quickbooks List Id - Job |
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Enter the billing terms 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. Number so that no sales tax will be
calculated.

3. Enter the billing items 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. Service
charges can be calculated based on line items and the specified percentage. Delivery charges can
be allowed or not allowed. A deposit amount for the event can be required and calculated. 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
that can be shown on the price quote and contract.

# Customer Event Entry N — ' | B

Customer Event Entry Event Number: |1U458
Bill To: IWLB I E IE, Event Location: IGD I E

|Bill Brittain |Gilleys Dallas
| 1309 Ponder Way

l

IFIower Mound | |Tw -] |75028 } I
l
l

|Brad Brittain
2145138883 | Region |
|biIIblittain@industryspeoific. com I Map | 1

: Basic I Biling Setup  Line Items IHeviewl Notes I Staff I Kitchenl Log I AR Historyl Costs I Irnagesl TimeSheetsI

Line|ltem Item Description Quantity Eﬁé‘:ﬂ B[i::c:unt Eﬁfended Tax *
POTATO SALAD
| 2 SLawW COLE SL&w 150.00 50.00 50.00 780000y L

3 SLEF Sliced Beef 150.00 10.55 10.55 1582.50 Y

el Subtotal | 16552.50
Calculated Tax 298485 Service Charge 2934.85

|
! Edit Line It Taxable 3567.35 v Delivery Charge ,—EIUIJ-
it Line Item I
| - Exempt I 0.00 CZ |asuTan 161431

Sales Tax Rate

Biling Total

) Depositﬁ'equiredl 10530.83

Copy From Prior Event | Ok | Cancel |

Cancellation Fee 0.00 vV v

\ ~—— ——— ~———— s
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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.

Event Number | 10433 Entry Line Number I 3

Bill To: IAMNH IBetly Boop

Item Pricing I Item Costs | Item Id Substitution |

~Item Information
Item I _J I
Category I ¥ l G.L. Sales Account I Ea I
Taxable I v I Station I
Service Charges I v I
Unit I— Display LineI 3 ;]

Item Pricing

Quantity Regular Price Discount Discounted Price Extended Price
000 3| | 000 |0.000 3% | 000 | 0.00

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.

¥ Billing Code Lookup

Lookup Characters Lookup by
I IBy Item Number

Item Id. | Description | Unit l Price Category

0001 Food each 0.00 Main Menu
_|BBO Beans BBQ Beans each 2.00 Main Menu
_|Cole Slaw Cole Slaw each 2.50 Main Menu
_|DeliveryCharge Delivery Charge - Item for QBO each 0.00 Main Menu
_|Desert Desert each 2.00 Main Menu
Party Basic Party Cake each 2.50 Main Menu | =
POTSAL POTATO SALAD each 50.00 Main Menu
:I Pulled Pork Sandwich each 6.00| Main Menu
_|ServiceCharge Service Charge - Item for QBO each 0.00 Main Menu
SLAwW COLE SLaw each 35.00 Main Menu

<« [ »

Clear I Ok | Qancell

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 Number |1 0433 Entry Line Number I 3

Bill To: [AMNH |Betty Boop

Item Pricing | Item Costs I Item |d Substitution |

—Item Information

Item |Pu||ed Pork :]
Category |Main Menu _:_J G.L. Sales Account |41 00 I
Taxable I No I Station IW
Service Charges m
Unit IeaCh Display Line |_3§

Quantity Regular Price Discount Discounted Price Extended Price
| 42008 | 600 j0.000 3% | 600 | 252.00

Item Pricing

Pulled Pork Sandwiches with potato chips, cole slaw, and barbecue sauces.

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.

[Pulled Pork Sandwiches with potata chips, cole slaw, and babecue sauces. -

¢ OK | X Cancel |
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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.

Change the description, category, pricing, etc. to whatever you want the entry to be. Think of this
type of billing code as an All-Purpose type of code.

/ Event Entry - Billing Line Item

Job Number Line 3

Bill To: | |

Item Pricing I Item Costs |

Item Information
Item If‘ __I [""" Miscellaneofs Entry *=

Category |Main Menu v ! G.L. Sales Account |41 0o |
Taxable m Station ’—
Service Charges |Yes |
Unit W Display Line ,—3:|

Item Pricing
(Quantity Regular Price Discount Discounted Price Extended Price
| 0003 | 000  |0.000 3% | ooo | 0.00

Dk Cancel

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 the 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.

Other Screens in Event Entry

Review Screen
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Customer Event Entry

Event Number: |1 0433

Bill To: IAMNH I

=

|B3th Street CPW

[New York

=W

-] 10031

[2123475219

[9177655321

Ibeltyboop@amnh.otg

Event Location: I l

IHadio City Music Hall

E

|
|
| = |
|
|

Basic I Biling Setup | Line ltems  Review INotes | Kitchen | Staff | Schedulel Bilings/Receipts | Document Scanningl Log I

Quoted Prices

Quoted Costs

Cut Sheet Costs

Main Menu | 589.70

| 12850

[ 0.00

Appetizer Menu l 0.00

0.00

[ 0.00

Bar Menul 0.00

0.00

0.00

Facility I 0.00

0.00

0.00

Entertainment | 0.00

0.00

0.00

Security | 0.00

0.00

0.00

Parking 0.00

0.00

0.00

0.00

Transportation

0.00

0.00

Staffing ' 0.00

0.00

0.00

Rentals | 0.00

0.00

0.00

Other | 0.00

0.00

Totals| 589.70

Profit/Loss

128.50

0.00

461.20

|
I
| 0.00
!
!

0.00

Event Totals

Event Total I 617.56
Paid To Date I 0.00

Balance Due I 617.56

Billed To Date - For Event

Billed To Date | 0.00
Paid To Date I 0.00

Remaining Due | 0.00

[_ Re-Calculate To Date Totals |

Copy From Prior Event I

Notes Screen

Cancel |
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CU Stomel’ entfy - EvenlNumbr: |103

Bil To: [AMNH ... ] E| Event Location: | ] E

|Betty Boop |Radio City Music Hall
|B3th Street CPW

|

| |
[New York | INY -] 10031 |
l I
|

|

==

[2123475219 |9177655321
lbettyboop@amnh.org

Basic I Biling Selupl Line Itemsl Review Notes IKitchenI Staff I Schedule| Bilfngs/ﬁeceiptsl Document Scanningl Log I

'You can put any notes you want to maintain about the event here.  Double-Click the editor area to bring up a full-screen editor.

Copy From Prior Event

Staff Screen
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A

CUStomer Event Entry Event Numbel:|10433
[BiTa fMNA o] [ [ e =]

IBetty Boop lDaIIas Convention Center
[B3th Street CPW

[New York | [NY -] 10037

= |

[2123475219 |9177655321
|bellyboop@amnh. org

Basic I Billing Setup' Line Items' Fleviewl Notes | Kitchen  Staff |Schedule| Billings/ReceiplsI Document Scanningl Log |

Event Menu ITexas Style Barbecue Lunch
Event Time |1|3|'|:"3| am v| Number Of People | 40 ;I Children| 0 %]

Crew Members |Miranda and Bill

Number of Crew | 2 :|: Staff Attire ICasuaI but nice
Staff Arrive By |08:30 am vl Leave By |11:15 am vl Truck IVan # 234

Kitchen Notes

Copy From Prior Event |

Kitchen Screen

In the Kitchen tab, you add cut sheet items individually or add many items at one time with the Task
Set lookup. These item represent the meal production and service item needed to produce the event.
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Customer Event Entry
Bill To: Im E E Event Location: m E

IBelly Boop |Da||as Convention Center
|B3th Street CPw [
I |
[New York | MY -] 10031 |
I |
[2123475219 | 9177655321 |

lbetlyboop@amnh.org

=]

Basic I Billing Selupl Line Ilemsl Reviewl Notes  Kitchen I Staff I Schedulel Bilings/HeceiplsI Document Scanningl Log I

Add New Tasks From Task Sets ITexBBQ _] |Texas Barbecue

Kitchen Cut Sheet Listing
Completion Status WorkGroup Item Description Station Quantity Cost

| » Assigned - Not Startec Catering BBQBeef Barbecue Beef A 20.00 4.5060 |

.Assigned - Not Startec_ Catering BBQChicken .Batbecue Chicken A | 0.00/ 3.5(0

Assigned - Not Startec| Catering MashPotatoes Mash Potatoes B 0.00 0.5
B 0.00/

.Assigned - Not Startec Catering _RSBeans ARanch Style Beans

Task Count: 6

W« <D IwE «| m |

Make sure each person's plate has at least three slices of beef possible. New Cut-Sheet ltem |

Ecit Cut-Shest Item |

Print Cut Report - By Work Group Assigned Delete Cut-Sheet Item I

Copy From Prior Event Ok Cancel | ‘

Each line item in the Kitchen area is a task item to be performed or used in meal creation. Enter here
the quantity, cost, unit of measure, cost category, meal station location, and work grouped assigned to
complete this task.
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Event Number |1 0433

Bill To: [AMNH |Betty Boop

Location: I |Radio City Music Hall

~Item / Task Information

Task ltem |BBQBeef .| DisplayLine [ 13| |
Description |FEI=0EN

Category IMain Menu L]

Quantity I 20.00 3:
Cost |—450
Unit[b.
Extended Cost W

Station IA

—Work Group Responsible
Assigned To |Catering | Status [Assigned - Not Started

Make sure each person's plate has at least three slices of beef possible.

Kitchen Cut Sheet Report

From the event kitchen area, you can print the cut sheet report for the event.
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02/22/2018

Is2 Sample Catering
12:45 PM

Cut Sheet Report

01/03/2018 10:00 am Betty Boop EREC
Assigned To Station ipti Task id.

Mash Potatoes Ib. z MashF
Dinner Rolls dz ! Rolls

Catering Barbecue Beef 20.00 Ib. X BBQBeef
oossDe

Mske Sure esch DersOn'S Diste Mes 8t lesst Tree Siices of Deef|
Catering Barbecue Chicken Ib. . BBQChicken
Catering Mash Potatoes Ib. X MashF
Catering Ranch Style Beans Ib. : RSBeans

Count: 1
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Staff Schedule Screen

Enter the hours needs for each employee at the event. Add one at a time or with the Select Staff
button. Times may be edited after adding to the schedule. A staff schedule report can be printed.

Cu stomer Eve nt Entry Event Number: |10433
| Bill To: Im B [EI Event Location: Iﬁ E] 7

IBetly Boop IDaIIas Convention Center
|B3th Street CPW

| |

[New York | [NY ] |10031 | |
|
|
|

[2123475219 | 9177655321
Ibellyboop@amnh. org

Basic | Biling Setup | Line Itemsl Fieviewl Notes I Kitchen | Staff ~ Schedule IBiIlings/Heceipts Document Scanning | Log |

: Event Staff Schedule
iz Staffld.  Staff Name Date Start Time  End Time Hours  Minutes Job Assignment

leLB William L Brittain 1/3/2018 08:45 am 12:00 pm ‘ 15
MPB Miranda P Brittain 1/3/2018 09:15 am 12:00 pm A : 45A

Staff Count : 2

IR ‘ |
§ Select Staff For This Event %I Print Staff Schedule New Time J Edit Time J Delete TimeJ

Copy From Prior Event I Ok I Cancel |

Select staff all at once with the calculated hours with calculated arrive times and leave times.
DoubleClick on a staff member to add to the calendar schedule.
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Show Active Staff Only [V Time Minus Before Event Starts |1 hour 15 m v |

Show Timesheet Entry Screen | Time To Add After Event Ends [ENETEd ~ |

Event |Belty Boop

StattTimeIHJ:UU am vl End Time |11:3El am vl
Calculated Start |08:45 am vl Calculated End |1 2:00 pm v I

Staff Name Skills Active? Work Group

Miranda P Brittain bt
William L Brittain 4g

|« <D L T —

Add To Event Timesheet Entries

Cancel

Staff Schedule Report
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Is2 Sample Catering Date:  02/22/2018
Time Sheet Report - By Event Time: 12:55:17 PM
Page: 10of1

Event: 10433 : Betty Boop : Radio City Music Hall

Event: 10433 Betty Boop

01/03/2018 08:45am 12:00 pm 315 Wiliam L Brittain

01/03/2018 09:15am 12:00 pm 245 Miranda P Brittain

6 Hours 0 Minutes
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Log Screen — changes made to the Event

/"Mﬁ? :
Customer Event Entry Event Number:[10433

Bil To: [AMNH -] [ [] Event Location: [DCC = [

IBetly Boop IDallas Convention Center

|B3th Street CPW [

I |

[New York | |NY ] 10031 [

I |

[2123475219 |9177655321 |
|—

Ibettyboop@amnh.org

£ |

| Basic | Billing Selupl Line Itemsl Reviewl Notes I Kilchenl Staff I Schedulel BiIIings/Receipts] Document Scanning  Log

: Event Activity Log Listing
: Date Time User Activity Activity Description Control Nbr

202172018 [17:3547 | admin Edit Edited Changes Approved 20180897 =
2/2172018 |17:2841 | admin [Edit |Edited Changes Cancelled | 2018089
Qe 2% smn  E8 CoiOwesiepoes ool
2/21/2018 16:41:16 | admin Edit Edited Changes Approved 20180894
202172018 144528 | admin Edit Edited Changes Approved 20180884
[2/2472017 085811 | Salesman |Edit |Edited Changes Cancelled ' 618
12/6/2010 09:32:07 | cateringguest Edit Edited Changes Approved 370

12/6/2010 | 092556  cateringguest  |Edit |Edited Changes Approved '
Log Count: 16
i« <> w5 < | | »

Representative Commission Rate was changed from 1 ta 5. = —
Subtotal was changed from 17.2 to 583.7. \j View Activity [tem |
Tax was changed from 1.42 to 27.86.

Copy From Prior Event

There is a detail screen that can be seen by double-clicking on the logged entry selected or clicking
on the View Activity Iltem button. Changes to the master event record and line items are recorded.
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Event Number I 0

Bill To: [Betty Boop [BMNH

Control Number I 20180835 Date |02/21 /2018
Activity Number IEdil Time |5:U7:36 PM

Description IEdned Changes Approved User Iadm,n

Representative Commission Rate was changed from 1 to 5.
Subtotal was changed from 17.2 to 589.7.
T ax was changed from 1.42 to 27.86.
Total was changed from 18.62 to 617.56.
... Item Detail Line 1 - Luncheon - Chicken Salad Sandwich with fruit and pasta salad was edited.
Item Description was changed from Chicken Salad Sand. w/ fruit and pasta salad to Chicken
Salad Sandwich with fruit and pasta salad.
Item Station was changed from [Blank) to Main T able.
Item Quantity was changed from 2 to 42
Item Regular Price was changed from 3 to 5.5.
Item Discounted Price was changed from 2.7 to 4.95.
Item Price Extended was changed from 5.4 to 207.9.
... Item Detail Line 2 - Dessert-Cake - Italian Creme Cake was edited.
Item Station was changed from (Blank) to Desserts.
Item Quantity was changed from 4 to 44,
Item Price Extended was changed from 11.8 to 129.8.

Meee Natall e M Mo dNed,. Nl d Nl C e didial viiee addad
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Billings / Receipts tab — invoice and receipts assigned to the event.

From the event line items, customer invoices can be created based on the line items of the event and
the event customer billing information.

Customer Event Entl’y EventNumbel:|1U433

CBiTe PMNH ] [ [ e

IBetly Boop IFIadio City Music Hall
|BSth Street CPw/

| |

[New York | NY -] 10031 | B
|
|
!

|2123475219 |9177655321
Ibeltyboop@amnh.otg

Basic | Biling Setup | Line Items | Review | Notes | Kitchen | Staff | Schedule Bilings/Receipts | Document Scanning | Log |
Invoices - Not Posted Yet ] Receipts - Not Posted Yet | Bilings/Receipts History |

Invoice
Number

Radio City Music Hall

« ] »

Enter a new Invoice | Edit Invoice | Delete Invoice | Print/E mail Invoice j

UnPosted Bilings UnPosted Payments Posted Bilings Posted Payments Total Bilings  Total Payments Balance Due
| 61756 | 61756 | 0.00 | 000 | 61756 | 61756 | 0.00

Copy From Prior Event | [_ Save, But Do Not Close Ok I

You can record receipts from this screen for the event.
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Customer Event Entry Event Number [10433
Bill To: lm B EI Event Location: [ﬁ El

IBetly Boop Radio City Music Hall
|B3th Street CPw/

|
[New York | MY -] 10030 -

2123475219 |91 77655321
|bellyboop@amnh.org

Basic | Biling Setup | Line Items | Review | Notes | Kitchen | Staff | Schedule Billings/Receipts lDocument Scanning | Log |
Invoices - Not Posted Yet  Receipts - Not Posted Yet l Bilings/Receipts History I

Discount »
Taken

JlaMNH A Betty Boop R40035 |02/22/2018 | . 617.56

= »

Enter a new Payment I Edit Payment | Delete Payment | Print/Email Payment Receipt j

UnPosted Billings UnPosted Payments Posted Bilings Posted Payments Total Bilings ~ Total Payments Balance Due
61756 | 617.56 0.00 | 000 | 617.56 | 61756 | 0.00

Copy From Prior Event I |_ Save, But Do Not Close Ok |

Catering QBO Manual — Version 2024.5.15.1

Page 55



Document Scanning tab

Documents can be scanned in using a Twain compliant scanned and saved as tif images directly in
the event database where they can be accessed by any user working with the event.

Customer Event Ent[y EvenlNumbef:|1U433

| BilTo: 'IAMNH | [ [-] Event Location: Iil IEI

IBetty Boop IRadio City Music Hall
|B3th Street CPW [

I l
[New York | MY -] 10031 [ I
| I
[2123475219 9177655321 |
Ibeltyboop@amnh.org l

Basic | Biling Setup I Line Ilemsilmﬁeview l”Notes irKitchenIVStaﬂ Iischedulerlr Billings/Receipts  Document Scanningrlr Log I

Document Scanning Image Listing
g Date Program A&rea Document |[d  Document Description Image Id LastEdit Date LastEdit Time La

<No data to display>

W[« <] » H[S)

New

Copy From Prior Event I [_ Save, But Do Not Close
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Event Calendar - Grid View

Event Order Entry  Event Reports By Date Range Locations To Show On Calendar  Design Reports  Export Wizard  Commission SpreadSheet  Exit

Events - Giid View | Events - Calendr View | Statting Date [01/01/2019 -]
Lookup By lBy Event Date +| © Equal(=x] [~ Events with Bar Required [~ RedFlag Events ELingbale |U1 v Sj

& Like [ %x%)
Lookup Entryl _l  Like (%%) [~ COD Events [~ Changed Events

[V Show Only for Selected Date Range Performgueryl 2l o |

30 31
6 7 8 9101112

13141516 17 18 19
.= Event Event Date Event Start Biling Name Serving Location Name Event Number Event Type 20 21 22 23 24 25 26
= Red Flag Time of People 27 28 29 30 31

»

] Lookup By

01/01/2018  |03:00 pm | Brittain Industries Gilleys Dallas February, 2019
01/01/2019  06:00pm  John'Wayne Railhead Smokehouse SMTWTFS
01/02/2019  09:00am  Bill Brittain Dallas Convention Center 12
01/02/2019  11:00am  Bill Brittain Eddie Deen Ranch 3456783
C ovem 1230pm Jonesfam  GlesDales  2WE | i
( 171819 20 21 22 23
01/03/2019  |06:30 am | Betty Boop Eddie Deen Ranch 24 25 26 27 23
01/03/2019  11:00 am  Betty Boop Radio City Music Hall 40
01/03/2019  03:30pm | Bill Brittain Scotch Tasters Club 25 | March, 2019
01/04/2019  08:30am  Betty Boop Gilleys Dallas 50 SMTWTF S

01/04/2019  10:30am  Exxon Mobile-Baytown Exxon Mobile-Baytown 75 12

34567839
1011 1213 14 15 16
171819 20 21 22 23
[Count: 12 24 25 26 27 28 29 30

RICIEN 0 0 R T )l *Tzeeee

| [On Hold |PropasalSent | [ContractSent  [Contract Signed | |[Contract Confimed [Event Cancelled | [Ready To Invoice [Event Finished

Event Quote v| Event Contract vI Event Information Form v| Event Reports vl Show Event Data In Sidebar |

New | Delete I Close

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.

Event Order Entry _Event Reports By Date Range Locations To Show
Events - Giid View | Events - Calendar View |

Lookup B ;. caradlGh)
i @ Like (%%)
Lookup Enlty (5 Bijine Name © Like(#%)
By Event Job Number 4
By Last Update Date/Time Perfom Query
By Event Location i
Look By Event Address
By Salesmand
2 Event  E1By Salesman Name
RedFlag  |gy Biling Id
of By Location Id
;

The Show Only for Selected Date Range allows you view only the events for the date range chosen
on the calendar navigator.
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Event Order Entry  Event Reports By Date Range  Locations To Show On Calendar Design Reports  Export Wizard  Commission SpreadSheet  Exit

Events - Grid View I Events - Calendar View |

Lookup Eny I R | - Lis (1%

Lookup By IBy Event Date

¥ Show Only for Selected Date Range

o1 Equal(=x)
= (e
ke (%) || oD Eve

Perform Query

|~ Events with Bar Required

nts

|~ RedFlag Events
|~ Changed Events

) o o )

Starting Date ||31 /0172019 l
Ending Date lU1 /0472019 ]

SMTWTFS
30 31 ] S

January, 2019 »

The right-side panel on the calendar browse screen has the calendar navigator and event information

shown read-only.

It will toggle between just being a calendar navigator and showing the event

information by checking or unchecking the Show Sidebar Event Data checkbox at the bottom right of
the screen.

|7 Show Sidebar Event Datz

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

4 January, 2018

v

January, 2018 » |

SHMIWTFS

SMTWTFES

31 1@ 3 456
7 8 910111213
14 15 16 17 18 19 20
2122 23 24 25 26 27
28 29 30 31

February, 2018 |

SMTWTFS

N2 3
4 567 8 910
1112 13 14 15 16 17

18 19 20 21[22)23 24 Date [01/02/2018 -]
25 26 27 28

Start |09:00 am vI

March, 2018 ] End [11:15am vI

SMTWTFS Type [Evemt <]

4.2 3 -
45678 910 Status |E vent Confirmed vl
1112 13 14 15 16 17 Counts| 10| 03]

18 19 20 21 22 23 24
2526 27 28 29 30 N

12 3 43586 7

31 13 456
7 8 910111213
14 15 16 17 18 19 20
212223 24 25 26 27
28293031 1 2 3

£ B T B

4 5§ 678 91

o ¢

|Bill Brittain

IDaIIas Convention Center

ICorporate Breakfast

Red Flag Event? INO vI

The calendar navigator can be used to select a single date, two days, a week, or an entire month.

4

January, 2018

Sk

January, 2018

»|

4 January, 2018

»|

SMTWTFS
31l 2 3 4 56
7 8 91011 1213
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28293031 1 2 3

4 567 8 910

SMTWTFS
WKEE 3 4 5 6
7 8 910111213
14 15 16 17 18 19 20
212223242526 27
28293031 1

-
4 567809

2

10

>N TW T FS
8 23455
78 910111213
14 1516 17 18 19 20
21 22 23 24 25 26 27
28293031 1 2 3

4 567 8 910

4

January, 2018

»]

SMTWTTFS

123 45 6
7 8 910111213
14 15 16 17 18 19 20

21 22 23 24 25 26 27
28 29 30 3
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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.

w = B
Select a Dat E

ﬁ Wednesday, January, 10, 2018 :j

Sun | Mon | Tue |Wed| Thu | Fri | Sat |

1 [ 23] 4[5]6
78] 3 1112213
1415w [17][1B8]19]20
21 (2| B3| 4|56 (2
28 | 29 | 30 31

IJanuary EI |1U ﬂ I2018 A
Clear | Ok Cancel l

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

[On Hold |ProposalSent | [Contract Sent

The statuses and their colors are:

1.

2.

On Hold (White)

Proposal Sent ( Light Blue )
Contract Sent ( Cyan )

Contract Signed ( Light Green )
Contract Confirmed ( Light Purple )
Event Cancelled ( Light Red )

Event Ready To Invoice ( Light Tan )

Event - All Work Finished ( Light Brown )

|Contract Signed  |Contract Confimed  |Event Cancelled  |Ready To Invoice |Event Finished
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Event Calendar - Grid View

After selecting your data, you can view the event schedules in a calendar view.

Event Order Entry  Event Reporting Locations To Show On Calendar  Staff To Show On Calendar
Events - Grid View Events - Calendar View |

Event Forms

Export Wizard  Exit

Unassigned Dalas C Center | EddeDeenRanch | Gileys Dalas -
Tuesday, January 02 Tuesday, January 02 | Tuesday, January 02 | Tuesday, January 02
8%
9‘” Siwﬂl-mﬁllum
- Dallas Convention Center, ,
10 |
1100 11:00am-1:30pm Bill Brittain
- Eddie Deen Ranch, ,
2= -
1%
L
g

Event Quote

4 January, 2018 »
SMTWTFEFS

31 13456
78 910111213
14 15 16 17 18 19 20
212223 24 25 26 27
282930 31 1

4 567 8 910

[Dallas Convention Center
I—
I—
Date [WI
Start Wﬂ
End [1115am o]
Type lm
Status |E vent Confirmed vl
Counls[T:l I_U:I
I—
[Corporate Breakfast
Red Flag Event? m

J

[onHold |ProposalSent | [Contiact Sent

Event Contract

[Contract Signed  [Contract Confimed. [Event Cancelled [Ready To Invoice [Event Finished

J

Event Information Form v‘

|7 Show Sidebar Event Data

New

| Eat |

Event Reports v

Delete |

Close I

Click on the Calendar View tab to view as a calendar.

Events - Grid View I Events - Calendar View |

Events may be edited from the calendar view just as in the grid view. Select the event to be modified
and either double-click or click on the Edit button to edit the event.

Most of the calendar views benefit from being in a Day View but the calendar view can show multiple
days of events. If you have a larger monitor available for dispatch, the calendar can give an excellent

view of a week at a time by selecting the day range needed.

Views can be shown with and without the event locations.

Event Locations are designated in the

event with the Event Location lookup. Events with location ids will show dispersed per location.
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[ EverltrdeEntvy Event Reporting Locations To Show On Calendar  Staff To Show On Calendar Event Forms Export Wizard  Exit
Events - Grid View Events - Calendar View |
\ Unassigned | | Dallas Convention Center _| Eddie Deen Ranch
Tue, 02 | Wed, 03 | Thu, 04 Tue, 02 | Wed, 03 | Thu, 04 Tue, 02 | Wed, 03 | Thu, 04
. peen [l
8 00 Ranch, ,
8:30am-2)|
1 Be!
gm 5:00am-1] it
— Bill Gilleys
Dallas, ,
10 10:00am] Conventi
(- % on
“Hh 10:30am] |20
1L City | Mobie-8a }-1“”""
e Mobie-8 [Edde
1) aytown, Deen
5000 Ranch, ,
1w
2
300}
3:30pm-7|
S0 Scotch
Tasters
Club,
590 1309
L= ot
[onHold |ProposalSent | [Contract Sent  [Contiact Signed | |Conlract Confimed. [Event Cancelled  [Ready To Invaice [Event Finished
Event Quote vI Event Contract vl Event Information Form v [7 Show Sidebar Event Data
New | Edt |

4 January, 2018 »
SMTWTFS
31 1B s 6
7 8 910111213
14 15 16 17 18 19 20
212223242526 27
282903031 1 2 3

4 567 8 910

Bill Brittain

Dallas Convention Center

ﬁ
Date W
Start m
End m
Type m
Slaluxm
Countslw m
ﬁ

lColpolale Breakfast
Red Flag Event? |No vl

Event Reports v

Delete | Close |

A quick calendar printout can be accessed by right-clicking on the calendar when in the calendar view.
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File View Format Go
Beerd 250 H B E2EEOEBE | w0 | e 0 > » |
Margins ~ Left: | 05" Top:| 05" Right:| 05" Bottom: | 05" Header: | 02" Footer: | 02"
Tuesday, January 02, 2018 saary 218
SMTWTEFES
123456
7 8 910111213
14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31
Tuesday
Unassigned Dallas Convention Center Eddie Deen Ranch Gilleys Dallas
Tuesday, January 02 Tuesday, January 02 Tuesday, January 02
5:00
6:00
7:00
8:00
o 9:00am-11: 15am Bill Brittain
G Convention Center, ,
10:00
o H 11:00am-1:30pm Bill Brittain
Eddie Deen Ranch, ,
12pm
1:00 H
2:00
Page: [ 1 of 1 Pages Paper Size: ' 85" x11" Status: {Ready 4

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

BEeerld S0 @ BT EEEM®E BB | 0% | ®|o L > »|
Margins  Left: | 05" Top:| 05" Right:| 05" Bottom: | 05" Header: 02" Footer: | 02"

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.
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Daily Style
Daily Style
Weekly Style
Monthly Style
TimeLine Style
Tt s
= .
Calendar Details Style
Memo Style
Tmages

Yearly Style

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

Event Order Entry  Event Reporting Locatio

Events - Grid View Events - Calendar View |

Unassigned |
Tuesday, January 02 |

15 Minutes
10 Minutes
6 Minutes
5 Minutes

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

Locations To Show On Calendar
]
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Location |Location Location Location Location -

Id Name Address City View On Calendz

pcc Dallas Convention Center Y

EDR Eddie Deen Ranch Y

FWCC  Fort Worth Convention Center 1111 Houston St. Fort Worth

FwWSY  Fort Worth Stock Yards 121 E. Exchange St.  Fort Worth ]
D Gilleys Dallas
™ »

Double-Click Locations to Check / Uncheck.

To select which staff members to show schedule entries on the calendar, use the Staff To Show On
Calendar. Double-click on a staff member to check or uncheck the location to show or not show on
the calendar view when Show Staff has been enabled.

Staff To Show On Calendar

'WLB Brittain William

Event Order Entry  Event Reporting  Locations To Show On Calendar  Staff To Show On Calendar  Event Forms  Export Wizard  Exit
Events - Grid View Events - Calendar View |
[ Unassigned I Brittain,Miranda Pl Brittain, Wiliam -
\ Wednesday, January 03 | 03 | 03
Print Quick Calendar I
e Show - By Locations
Show Event Entries
|V Show - By Staff
| v Show TimeSheet Entries - Actuals 6:30am-8:30am Miranda P Brittain
Show TimeSheet Entries - Estimates PEty Poop 7:00am-9:00am
William L Brittain
= By Day View - By Location Date: 01/03/2018 Betty Boop
By Day View - Time Grid 3:45am-12:00pm 3
- By Day View - By Date 9 15am-12:00pm Miranda P Brittain William L Brittain
By Day View - No Grouping Betty Boop Betty Boop
] By Week View - By Location — Date: 01/03/2018
| ByWeekView- By Date Start: 09:15 am e
] By Week View - No Grouping End: 12:00 pm
] By Month View - By Location
By Month View - By Date
- By Month View - No Grouping
| By Year View - No Grouping
3100 >
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Printing an Event Price Quote

event price quote / proposal. The price quote report template may be modified to fit your company’s needs
by using the report designer that is built into the software.

To print a Price Quote:

1. First, select the event to be printed on the data grid.

' 01/03/2018 06:30am  Betty Boop 'Eddie Deen Ranch 50 E
» Betty Boop
01/03/2018  03:30pm  Bill Brittain ‘Scotch Tasters Club \ 25 E

2. Click on the Event Quote button at the bottom right of the Event Calendar screen.

Event Quote F‘ Event Contract vl

Quick Quote - Preview To Screen
Quick Quote - Send To Printer
Quick Quote - Send As Email
Quick Quote - Generate Pdf

3. Choose either Preview To Screen, Send To Printer, Send as Email, or General Pdf.

Roger Ravok 50% Upon Booking

Chioken Saisd Randason Wi frust and pasts saisd 400 mssesm SO0
Hatian Crame Cake 4ce  mssessn  $1980
Puied Pork. $andwion 4300 ®ecoesn 200

1,
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Printing an Event Contract

event contract. The contract report template may be modified to fit your company’s needs by using the
report designer that is built into the software. Contracts may be very simple single page contracts or very
complex multi-page contracts. The report designer allows a great deal of flexibility with the page design.

To print a Contract:

1. First, select the event to be printed on the data grid.

01/03/2018

06:30 am Betty Boop

01/03/2018

03:30 pm  Bill Brittain

Eddie Deen Ranch

Scotch Tasters Club

2. Click on the Event Contract button at the bottom right of the Event Calendar screen.

Event Contract H Event Information Form vI

Quick Contract - Preview To Screen
Quick Contract - Send To Printer
Quick Contract - Send As Email
Quick Contract - Generate Pdf

3. Choose either Preview To Screen, Send To Printer, Send as Email, or General Pdf.
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rinting the Event Information Form

event information form. The information form report template may be modified to fit your company’s needs
by using the report designer that is built into the software.

To print the Information Form:

1. First, select the event to be printed on the data grid.

01/03/2018  06:30 am Betty Boop Eddie Deen Ranch 50 E

|

0 i M
B oop H [y Mu

01/03/2018

0330 pm  Bil Brittain Scotch Tasters Club 5 E

2. Click on the Event Information Form button at the bottom right of the Event Calendar

screen.

Event Information Form | M

[ Show Sidebar Event Data

Event Information Form -
Event Information Form -
Event Information Form -

Event Information Form -

Preview To Screen
Send To Printer -
Send As Email
Generate Pdf

3. Choose either Preview To Screen, Send To Printer, Send as Email, or General Pdf.
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Event Reports

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 cut-sheet report, the event changes report, and the event revenue

report.

Reports Specific To The Event

Event Reports v

Event - Review Form
Event - Note Form

Event - Cost Analysis Report

Reports For Many Events Based On Event Date Range

B |
| Event Reports By Date Range | Lacations To Show On Cal

Events By Date - Quick Report

p Events By Date - Red Flag Report
] Events By Date - Sales Report
Events By Date - Comped Items Report
Events By Date - Kitchen Schedule Report
1 Event By Date - Changes Report
i Events By Date - Revenue Report

Events By Date - Commission Report

Events By Date - Kitchen Quoted Items Report

Making Changes To Report Designs
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| Design Reports | Export Wizard  Commission SpreadS|

Design - Event - Quote Form

Design - Event - Contract Form

Design - Event - Information Form

Design - Event - Review Form
Design - Event - Notes Form

Design - Event - Cost Analysis Report

Design - Report - Quick Report

Design - Report - Red Flag Report

Design - Report - Sales Report

Design - Repart - Comped Items Report
Design - Report - Revenue Report

Design - Report - Changes Report

Design - Report - Kitchen Schedule Repart
Design - Report - Kitchen Quoted Items Report
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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.

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.

L Event Quote - Event Contract 'I Event Contract - Event Information Form v| Event Information Form | v, [ Show Sidebar Event Data

Quick Quote - Preview To Screen Quick Contract - Preview To Screen Event Information Form - Preview To Screen

Quick Quote - Send To Printer Quick Contract - Send To Printer Event Information Form - Send To Printer .
Quick Quote - Send As Email Quick Contract - Send As Email Event Information Form - Send As Email
Quick Quote - Generate Pdf Quick Contract - Generate Pdf Event Information Form - Generate Pdf

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, check the Authenticate
checkbox.

H To: |beltyboop@b00pevsvorg From: |test@i3230ltware.com i
| cC: | Smitp Server: |mail.|sZsollwa|e net N
! BCC: [test@is2software.com Account: [test@is2software. com ‘!
Priority: |N01mal LI Password: | ******* |

[ Retun Receipt Requested [V Use Email Account Authentication Port W

Subject: |Event Contract - Betty Boop - 10433

Attached is an Adobe Pdf file for an Event Contract - Event: 10433 for Betty Boop.
Thanks for letting us assist your organization with your upcoming event.
Thanks for all your business.

Bill Brittain
152 Software LLC.

Attachment Filename ]

[El Add a File Attachment I Send Email | Cancel I

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.

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.

4. To send the email, click on the Send Email button located at the bottom right of the Email screen.

5. If Email is sent successfully, a successful send message box will appear. If an error occurs, an
error box will appear explaining the email send error.
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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. Network attached scanners
sometimes will work.

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. Make sure your scanner
is turned on and connected.

Go to the Document Scanning tab and click on the New button at the bottom right to begin the
imaging process.

Basic | Biling Setup | Line Items | Review | Notes | Kitchen | Staff | Schedule | Bilings/Receipts Document Scanning | Log |

Document Scanning Image Listing

Date Program Area  Document |d  Document Description Image Id LastEditDate LastEditTime La

(No data to display

New

2. The document imaging screen will be brought up. The event job number 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.

Catering QBO Manual — Version 2024.5.15.1 Page 72



Click on the Scan New Document button to begin the document scanning.

20180950

e : ! | Wi}
Image |d|l_2l]1 80350 Document Number I Last Edit Date IUZ/ZZ/ZC"I 8
Image Description Imae |_20180350 Document Date |02/22/201 8 l Last Edit Time |*3:49:31 PM
Program Area [Job ~| Customer/Vendor IAMNH Last Edit User Iadmin

Customer I _I I :] Site Address I

Vendor I _I I _] Site City I
Job /Event | | [T

Document Image | Scan Settings

D] |6

N
|~

Ll
H
=

|Anti_258 vl %= ¢ ¢ & e - - - 0 - -
Select Twain Source I Cancel |

Kfer Mode: Native
Information: N/&

Scanning...
[ ] 14%

4. When completed, the scanned document will show in the Scan Preview window.
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Last Edit Date [02/22/2018

0950 Document Number
Image Description |Image |_20180950 Document Date [02/22/2018 ... Last Edit Time [B50-12PM
Progiam Area [Job ~| Customer/Vendor [AMNH Last Edit User |admin
Customer I _] I _] Site Addressl
Vendor I _I I J Site City I I
Job / Event | _I |1IJ433 _]
Document Image I Scan Settings |
4 | —
EE ey
[ r——
...!!!r'_.'.‘.:.! _...!":::.:_L'_:'.‘.!... ...!! .!"'. ....!!.."..__!l !.!....!'..
o e o e e 2 vt 1 B e s e s o 4 g T s
N e
B R e e e
et Mty o 10
— s = -
Anti2s6 ¥ B B 8 & & B s & @ = = A
et Scan New Document Ok LCancel ’

You may increase the document view size by left clicking with your mouse. Right-click to reduce.

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.

Basic | Biling Setup | Line ltems | Review | Notes | Kitchen | Staff | Schedule | Bilings/Receipts Document Scanning | Log |

i Document Scanning Image Listing

z Date Program Area Document Id  Document Description Image Id Last Edit Date Last Edit Time La

4 2/22/2018 | Job Image |_20180350 1_20180950 | 2/22/2018 20:52:08 ad|

W[« =) < [ 1 - y
New | Edit l Delete |

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 Staff Timesheet Entries

In the Event Calendar Event Entry area, you may enter staff scheduling for events.
To enter staff schedules on an event:
1. In the Event Calendar, go to the Event needed, edit the Event, then go to the Schedule tab.

Basic I Billing Setup' Linellems] Review] Notes ] Kitchen] Staff ~ Schedule BiIIings/Fleceiptsl DocumentScanning' Log I

Event Staff Schedule
Staff Id.  Staff Name Date Start Time End Time Hours Minutes  Job Assignment

No data to display

Staff Count : 0

i @ < Ll »

Select Staff For This Event | Print Staff Schedule New Time Edit Time Delete Time

2. Click on the Select Staff button at the bottom left.

Select Staff For This Event I

2. The staff selection 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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Show Active Staff Only [V Time Minus Before Event Starts IDU minutes vI
Show Timesheet Entry Screen I_ Time To Add After Event Ends IUU minutes vl

Event |Betty Boop

Start Time|11:00 am vl End Time lO‘I:OD pm vl

Staff Name Skills Active? Work Group
Miranda P Brittain bt
William L Brittain | Busboy Y

RIRIRID <
4dd To Event Timesheet Enties |

3. On the staff selection screen, enter the time to substract from the Event Start Time for when
the staff should be arriving and enter the amount of time to add onto the Event End Time for when
the staff should be able to leave. This will give you a calculation of hours that the staff should be

working.

Show Active Staff Only [V Time Minus Before Event Starts |45 minutes |
Show Timesheet Entry Screen l— Time To Add After Event Ends v

Event IBetty Boop
Start Time[11:00am  v| End Time |01:00pm  ~|

Calculated Start |1 015am  v| Calculated End |01 30pm  ~|

Staff Name Skills Active? Work Group
Miranda P Brittain Y
William L Brittain Busboy Y

z
4

< m) 7

Add To Event Timesheet Entries
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4. Double-Click on a staff member to add to the event. You will see the staff members being
added as you double-click through the staff listing.

¥ Customer Eve |

| Customer Event Entry Event Number:[10433
| |

Bill To: |AMNH S IEI

i y = |

: Betty Boop Event Entry - o kA ‘ ii
- |

B Slhot CPY Show Active Staff Only [V Time Minus Before Event Starts |45 minutes vI
» Show Timesheet Entry Screen I_ Time To Add &fter Event Ends |3U minutes vl ‘

New York B ,—

Event [Belty Boop

o 2123475219 Start Tlmel11:00 am vl End Time ImﬂU pr 'I
betyboop@amll Calculated Stat[1015am  v|  CalculatedEnd [01:30pm  +

Basic IBiIIing Setup | LI Scanning] Log |

5 Alild Staff Name Skills Active? Work Group

= StaffId.  Staff Name |MPE Miranda P Brittain Y Job Assignment '
il - - Busho |
b[MPE [Miranda P B[l M= ——— . i

WLE William L B

<] v [ <« | " | »

Add To Event Timesheet Entries Cancel | |
|

Staff Count : 2

I |« <D nE «| m ] »

i | Select Stalf For This Event | Pint Staff Schedule | NewTine |  EditTime | Delete Time | |
L i
Copy From Prior Evert | [ Save, But Do Not Close o | concel |

4. When you are finished adding staff schedules, click on the Cancel button to exit the Staff

Selection screen.

5. If you need to alter staff schedules after performing the Staff Selection process, use the Edit
Time button to modify the staff member schedule.

Multiple schedules can be added per staff member.

Individual time entries can be done by using the New Time button to add a staff member schedule
manually.
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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 cut-sheet item.

Basic | Billing Setupl Linellemsl Review] Notes Kitchen |Slaff | Schedulel Bi|lings/F|‘eceipls| Document Scanningl Log I

Add New Tasks From Task Sets |TexBBQ _l ITexas Barbecue
| Kitchen Cut Sheet Listing -
= WorkGroup Station Item Description Quantity  Completion Status Cost Cosl
|
1] Catering A BBOBeef Barbecue Beef 6.00 Assigned - Not Startec 7.70 |2
‘Catering ‘A 'BBQChicken Barbecue Chicken \ 4.00| Assigned - Not Startecv 3‘50.
_Cateling | B | RSBeans 'Ranch Style Beans ’ 5.00| #ssigned -Not Starlec_ 1.25”7 ]
‘ MashPotatoes Mash Potatoes { 4.00%Assigned - Not Statlecv IJSUV =
Task Count : 5 -
|| 4 |) |»|»||? < [} )
. New Cut Sheet ltem |
- Edit Cut Sheet ltem |
Print Cut Report - By Work Group Assigned Delete Cut-Sheet Item |

2. The cut-sheet item entry screen will appear.
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Event Number | 10433

Bill To: [AMNH [Betty Boop

Location: I IF}adlm City Music Hall
Item / Task Information
Taskltem[ -] DisplayLine [ 7 3]
Description I
Category -
Quantity m;l
Cost 0.00
Unit [—
Extended Cost 0.00
Station I-_

—Work Group Responsible

Assigned To Status [Assigned - Not Started -

Ok I LCancel I

3. Either fill in the item, description, cost, and unit manually or choose the item lookup to pick from the
Task Item listing. 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 | E e
Event Number | 10433 IF l—s

Bil To: [AMNH [Eetty Boop

Location: I IF:adm City Music Hall

Item / Task Information

Task Item [mz] Display Line I_Sﬂ
Description ITex Mex - Enchiladas
Category |Main Menu -
Quantity [W?l
Cost 1.50
Unit[ea
Extended Cost m
Station ﬁ

~Work GKOUD Re: pumibiu
Assigned To |Kitchen | Status [Assigned - Not Started ~_+ |

Ok ‘ LCancel I

4. Click on OK to save the entry. The cut-sheet entries will be shown in the Kitchen tab area.

Events - How To Pull Task Sets Of Cut-Sheet Entries
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In the Event Calendar Event Entry area, you can specify task sets 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. It is a list of materials for the catered
event used by the staff to prepare for the event. Multiple task sets can be used on each event.

Task Sets are created in the Task Set area from Task Items. Task Sets should be built so
that they can be reused over and over in different events, modifying the Sets as needed in
the event.

)2 Catering ple Cat¢

Document Entry  Utilities Us
Customers
Billing Codes
Event Locations .
Event Categories = =
Event Work Groups TaskEntry Task Reports  Exit | Event Tasks - Enty |
Event Task Items Enter Lookup Characters Lookup By Task Id. |TesBB0
Event Tasks Sets | By Task Id = Description
Event Staff = El:epley Item Description Oy |Cost E:fe' nded | Staton| ?zs'gne‘ﬂ i
Stat S
e > 2 BBOChicken Barbecue Chicken 0 350 000A Cateiing
Cities Tex Mex Dinners 5 MashPotatoe Mash Potatoes 0 o080 0008  Cateing
T 6 RSBeans  Ranch Style Beans 0 0.25 000 B Catering £
SIS E 7 MashPotatoe Mash Potatoes 0 os0 000
Shippers 8 Rolls Dinner Rolls 0 065 0.00
Customer Types
Telephone Types
Letter Templates
Salesmen
Sales Tax Authorities «dJ »
Sales Tax Codes -
LRI B S o) New | Edit | Delete| Close New Task Item Edit Task Item Delete Task Item ok Cancel
G/L Chart of Accounts — — — ;I ﬂl

To pull a task set of kitchen cut-sheet items automatically:
1. In the Event Entry area, go to the Kitchen tab.

Basic I Billing Selup] Line Ilemsl Fleviewl Notes Kitchen |Slaff I Schedule | Bilings/Receipts | Document Scanningl Log I

Add New Tasks From Task Sets Il _J I
| Kitchen Cut Sheet Listing
= WorkGroup Station Item Description Quantity Completion Status Cost C
‘No data to display

Task Count: 0

= New Cut-Sheet Item I

Print Cut Report - By Work Group Assigned |
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2. Click on the Event Task field lookup button located at the top of the tab. The Task Set Lookup

dialog will appear. Choose the task set needed for this event.

| Customer Event Entry Event Number:[10433
BilTo: aMNH =] [ [ Event Location: | = [

I Betty Boop Radio City Music Hall

! 89th Street CPW
New York

L Lookup by

[ 2123475219 BTkl =]
bettyboop@amnh.org

-~

Basic | Biling Setup | Line Items Texas Barbecue

TexMex Tex Mex Dinners

Add New Tasks From Task Set:

;g WorkGroup Station It Status Cost C

«J »

New Cut-Sheet Item

New | Edt | Cear | 0k | Cancel |

elete Cut-Shest ltern

Print Cut Report - By Work GroUp

Copy From Prior Event l_ Save, But Do Not Close 0Ok Cancel I

3. The task set will populate the line items of the Kitchen tab and you will see that all the items for the

task set specified will have been copied to the event.

Basic I Billing Selupl Line Itemsl Heviewl Notes  Kitchen |Stdf | Schedulel Biﬁngszeceipts' Document Scanningl Log I

Add New Tasks From Task Sets ITexBBQ :l ITexas Barbecue

iz WorkGroup Station Item Description

1 Catering BBOBeef Barbecue Beef

| Kitchen Cut Sheet Listing =
Quantity Completion Status Cost Cosl

6.00 Assigned - Not Startec

-~

L L A

7 Catering A BBOChicken ~Barbeu:uta Chicken 4.00 Assigned - Not Startec 350
‘Cateting %B |RSBeans Ranch Style Beans 5.00 Assigned - Not Startec 1.256
) { ‘ MashPotatoes .Mash Paotatoes 4A001Assigned - Not StarlecL 0. 501 =

T;sk Cﬁunl ih

Wl D mme) < i

| »

Print Cut Report - By Work Group Assigned

New Cut-Sheet Item I

Edit Cut-Sheet Item I

Delete Cut-Sheet tem I
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4. 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. Also add any notes per
item that would be helpful for those setting up the event.

g Kitct i eI X
Event Number | 10433 Linel 1
Bill To: [AMNH [Betty Boop
Location: | [Radia City Music Hall

Item / Task Information

Task Item [WE Display Line 1 [
Description |2
Category WE]
Quantity [m
Cost ﬁ
Unit [Ib—
Extended Cost [w
Station h

‘Work Group Responsible
{ Assigned To [Catering -] Status [Assigned -Not Stated v |

0Ok I LCancel

event.

Is2 Sample Catering Date: 02/22/2018
Time: 7:58 PM

Cut Sheet Report
Page: 1

kvulan Event Time Event Biling Name Event Location Name Number Of People Type Status Event
01/03/2018 11:00 am Betty Boop Radio City Music Hall 40 E EC
Assigned To Station Description Quantity Cost Taskid. Status
Mash Potatoes 4.00 bb. 0.50 MashPotatoes Assigned
Dinner Rolls 5.00 doz. 2.00 Rols Assigned
Catering Barbecue Beef 6.00 Ib. 7.70 BBQBeef Assigned

Catering Barbecue Chicken 4.00 bb. 3.50 BBQChicken Assigned
Catering Ranch Style Beans 5.00 cans 125 RSBeans Assigned

Count: 1
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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.

g Customer Event Entry

- [ESRIEE=)

Customer Event Entry

Event Number: |1 0456

BilTo: fWiB = [ [

|Bill Brittain

| 1309 Ponder Way

l

Flower Mound e\ T -] |75028

Brad Brittain

214-513-8889 |

Ibillbriltain@indusltyspecific. com

Event Location: IGD I E

|Gilleys Dallas

l
I

e
I Hegionl i
| e

Basic | Biling Setup | Line Items | Review | Notes | Staff | Kitchen| Log ~ A/R History ICosts | Images | TimeSheets |
Invoices - Not Posted Yet | Receipts - Not Posted Yet ~ Bilings/Receipts History I l

Date Document

o

Document
Code

Document Document ~ N
Memo Total F

m

| —
< |_|
I

i Invoice this Event | Receive a Payrnent'
I

UnPosted Bilings UnPosted Payments  Posted Billings Posted Payments

l

0.00 l .00 .00

I Copy From Prior Event |

Ok | Cancel | |

el

-

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

Invoice this Event | Receive a F'aymentl

UnPosted Bilings UnPosted Payments  Posted Bilings Posted Payments
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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.

Customer Event Entry

Event Number: |1 0433

Event Location: I E

Edit Line Item |
Delete Line Item |

Calculated Tax

Taxable 337.70

Exempt 252.00

r

‘ Cancellation Fee

0.00

BilTo: [aMNH ]  [5]  []
Radio City Music Hall
|B3th Street CPW
[New York | [Ny -] [10031 ==
|2123475219 177655321 |
|bellyboop@amnh.org I
Basic I Biling Setup  Line Items | Reviewl Notes I Kitchenl Staff I Schedulel BiIIings/HeceiplsI DocumentScanningI Log I
] Primary Line Item Information
= D, ltem Number Item Short Description Quantity Discount Price  Price Extended Tax? Station
= Line
»|  1Luncheon Chicken Salad Sandwich with fruit and pz 42.00 4.95 207.90)Y  Main Table
2 Dessert-Cake Italian Creme Cake 44.00 295 12980Y  Desserts
3 Pulled Pork Pulled Pork Sandwich 42.00 6.00 252.00N  |Main Table
Wl <z < | m | 3
82 I_ Subtotal 589.70
New Uina ltem Sales Tax Rate 8.25
4] 27.86 [[18 %[ 000 Service Charge | 0.00

|_ Delivery Charge I—D—UE
Sales Tax m

Biing Total | 61756,

|_ |_ I 0.00  Deposit Required I—UOU

Copy From Prior Event I

[ Save, But Do Not Close

The Billing Setup screen area of the event entry.

Salesman IF? R

Commission Rate I 5 :]:

Ok I Cancel |

Basic  Biling Setup |Line Ilemsl Fleviewl Notes I Kitchenl Staff | Schedulel Bilings/Receip(sl DocumentScanningI Log |

Invoice Memo |Week|y Corporate Lunch

Customer Discount I 0 :’

Customer Terms ISO% Upon Booking

Customer Tax Exempt Id. I

Sales Tax Code IDALLAS ™

Customer Purchase Order # I

Ship Via |

= [e= 3]

:] IRoger Rabbit

Quickbooks List Id - Job |
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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 I_dﬁ-d“

Do you wish to invoice this event?

: No I [

A

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

Catering Central @1

poeee 3 -

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

Order Type lEvent l.l
Order Status an Hold ZI

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

Order Type IEvent LI
Order Status ||gEEE 0 v

The customer invoice entry screen will appear and will be populated by the information from the event.

Catering QBO Manual — Version 2024.5.15.1 Page 85



Invoice Entry Order 0508 Invoice| 20141 =]

Order Date |EFZFIIE --- | |nvoice Date|02f22/2013:

Bill To: IAMNH "'I Location: | ...I B

Betty Boop Radio City Music Hall
89th Street CP'W

New York wefINY -] 10031 ]

|2123475219 [9177655321
Ibettyboop@amnh.org

Biling Setup I Biling Entry | Review | Document Images |

Customer Purchase Order # I—
Customer Tax Exempt Id. I Department I j
Sales Tax Code [DALLAS TX ]
Customer Discount | 0 3:
Ship Via | B

Memo IWeekly Corporate Breakfast
Event Number |10433 _] IBetll,l Boop
Salesman |HFl _] |Roger Rabbit

Salesman Commission Rate I 5 3: % Pay Commissions [7

Print Invoice | Email Invoice I Ok LCancel

Biling Setup  Biling Entry IFIeview| Document Imagesl

Customer Terms ISUZ Upon Booking :l Ready To Transfer INo vl

Line|Item Item Description Quantity| etail  [Discount |Extended T

1|Luncheon  |Chicken Salad Sandwich with frut & 42.00 5.50] 4.95|
2 Dessert-Cake Italian Creme Cake 4400 295 295 12980 Y
3 Pulled Pork  Pulled Pork Sandwich 42.00 6.00 6.00 252.00 N

™
27.86 | I 18 % 0.00 Service Ch
Ed Uit | Calculated Tax ervice Charge

New Line Item Salns Tax Ania 525 || [ 33770 Subtotal 539,70

0.00

[ Delivery Charge | 0.00
Delete Line Item Taxable I 337.70 825 % Sales Tax 57 86
Exempt I 252.00 Biling Total I 617.56

r}

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.
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Catering Central &

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 inveoice will not show in the event billings/receipts log until posted.

" J

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

Basic | Biling Setup | Line Items | Review | Notes | Kitchen | Staff | Schedule Bilings/Receipts | Document Scanning | Log |

Invoices - Not Posted Yet I Receipts - Not Posted Yet I Bilings/Receipts History I

Billing Billing Location Invoice Invoice Invoice Order 0~
Name Description Total Number Date Number D

Betty Boop Radio City Music Hall 20141|02/22/2018

m

JE ’
Enter a new Invoice I Edit Invoice | Delete Invoice I Print/Email Invoice vl
UnPosted Bilings UnPosted Payments Posted Bilings Posted Payments Total Bilings  Total Payments Balance Due
61756 | £17.56 0.00 | 000 | 617.56 | £17.56 0.00

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.
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.
s 4 NE

Customer Event Entry Event Number [1033

CBilTe N o] [ [ Event Location: | = [

IBetty Boop lF!adio City Music Hall
|83th Street CPw/
New York e INY - -ee| [10031 =

|
|
l |
[2123475219 |9177655321 [

Ibettyboop@amnh.mg

| Basic I Biling Setup | Line Items | Review | Notes | Kitchen | Staff | Schedule Bilings/Receipts I Document Scanningl Log |

Invoices - Not Posted Yet  Receipts - Not Posted Yet I Bilings/Receipts History I

~

R40035 | 02/22/2018

m

1

«J ’

Enter a new Payment I Edit Payment I Delete Payment | Print/Email Payment Receipt vl ‘
UnPosted Bilings UnPosted Payments Posted Bilings Posted Payments Total Bilings  Total Payments Balance Due
| 61756 | 617.56 0.00 | 000 | 617.56 | 61756 | 0.00

Copy From Prior Event l [_ Save, But Do Not Close Ok l Carce I

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

Enter a new Payment | Edit Payment Delete Payment Print/Email Payment Receipt v]

Make sure the receipt billing id is correct for the receipt.
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T T | T Customer
Receipt Id || I ControlNumberI 20180340 Receipt

Deposit Date |U2/ 22/ 2013---' Department I | Payment Total [w
Check Amount I 0.00 Is this a Deposit? m Applied Total ,w
Cash Amount I—IJOU Ready To Transfer? m Remaining to Apply ,W
Credit Card | 0.00 | LI | Discounts Total ,7”00
Event Number |1 0433 _] |Betty Boop Allowances Total [w

Payment Distribution to Invoices l Quickbooks' Document Images

Document  [Invoice Invoice Discount  [Allowance |Allowance |Applied Balance
Number Date Balance Amount Amount Account  |Payment Remaining |

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 |AMNH _J IA Betty Boop
Receipt Id |F'\40035 l Control Numberl 20180936

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

Catering QBO Manual — Version 2024.5.15.1 Page 89



' #¥ Customer Receipt Entn

Customer Id |<-’3.M NH _‘ |° Betty Boop Cu Sto m e r
Receipt Id [F40035 ... Control Number Rece i pt

Deposit Date |U2/22/2D18---| Depaltmentl | Payment Total | £17.56
Check Amount | 0.00 Is this a Deposit? |N° 'I Applied Total I 0.00
Cash Amount I 0.00 Ready To Transfer? IYes vl Remaining ta Apply I 617.56

Credit Card | 617.56 [AmExpress v ||3375 Discounts Total 0.00
Event Number I1 0433 _j IB etty Boop Allowances Total I 0.00

Payment Distribution to Invoices I Quickbooksl Document |mages|

Document  |Invoice Invoice Discount Allowance |Allowance |Applied Balance
Number Date Balance Amount Amount Account  |Payment Remaining

4

« »

AutoPay I AutaZero A/R Open Inquiry Pay Invoice ‘ Edit Paymenl‘ Zero Paymentl

Ok l Cancel l

You can also designate if this payment was a Deposit amount for the event. Check the Is This A
Deposit?.

Entries for the payment can be a Cash amount, a Check amount, and a Credit Card amount. You
may have a combination of the payment types to add up to the total of the receipt for the customer.
Example would be that the customer sent a check to pay off the event but additional charges arose
and a credit card or cash was given to pay the remaining balance at the end of the event. A single
receipt could be entered or several. Whatever works best for your company.

The payment types will distribute to the appropriate Payment Method needed for QuickBooks.

Click the Ok button to save the receipt.
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g Customer Reie.ipt Entu h 3 r—é@—xJ

o~ |

Customer Id [2MNH -] |4 Betty Boop Cu StO mer -
Receipt Id |R40035 Control Number IW Recei pt

Deposit Date |02/22/2018 I Department l I

. = =

3

Payment Total 617.56
|| | Check Amount 0.00 Is this a Deposit? INo v l Applied Total [ ooo
i | CashAmount 0.00 Ready To Transfer? IYes vl RemainingtoApply [ 517.56
| Credit Card | 617,504 Riscounts Total [ 0.00
I Event Number |10433 i ancesTatal [ 0.00 |
|
[l

Allow Open Credit of $617.56?

A . ‘
!

v |

1

<= »
| AutoPay AutaZero A/R Open Inquiry Pay Invoice | Edit Paymentl Zero Payment I'
| Ll
| L
! 0Ok I Cancel I l

L3 = hd = — =

IAn open credit amount is remaining on the receipt message will appear. Click Yes to proceed and
save the receipt. Note: All the receipts in the QBO version will be considered Open Credit receipts.

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

Basic | Biling Setupl Line Itemsl Heviewl Notes I Kitchenl Staff I Schedule Bilings/Receipts | Document Scanningl Log l
Invoices - Not Posted Yet Receipts - Not Posted Yet I Bilings/Receipts History I

Discount =
Taken |

m

1

< [:‘ »
Enter a new Payment | i Edit Payment §| Delete Payment | Print/Email Payment Receipt j

UnPosted Bilings UnPosted Payments Posted Bilings Posted Payments Total Bilings  Total Payments Balance Due

| 61756 | 617.56 | 0.00 | 000 | 617.56 | 617.56 0.00

Transferring A Customer Invoice To QuickBooks
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All invoices created in the Event Calendar area are stored in the Customer Invoices tables. Go to

Customer Invoice under the Document Entry menu.

File Lists | Document Entry | Utilities User Reports Help

Event Calendar

Event Status Overview

Staff Time Sheets
Text a Staff Member

Customer Invoices

Customer Receipts

From the Customer Invoice Browse screen, customer invoices may be transferred to your QuickBooks

company database file.

Invoices Entry Invoices Reports Post Invoices Quickbooks Invoice Printout  Exit

Lookup Characters ||

Lookup By | By Invoice Number

| € Lketx)

C Equal(=x)
(® Like(%x%)

[_ Show Ready To Transfer Only

B Starting Date I ] l_ Show Invoices With No QB Ids

Ending Date

Perform Query |

| Lookup By Basic Invoice Information
.= Invoice  Invoice Date Event Billing Name Location Name Subtotal Service Delivery
i Charge Charge
»|  20141]02/22/2018 110433 |Betty Boop Radio City Music Hall 589.70 0.00 0.00/
Count : 1 $589.70 $0.00 $0.00
wW«[«D D PE <« | n ] >
Print Customer Invoice | Copy/Reverse Invoice New Edit Delete Close

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.

Catering QBO Manual

— Version 2024.5.15.1

Page 92



Invoices Entry Invoices Reports PostInvoices Quickbooks Invoice Printout  Exit

C Equal(=x) [_ Show Ready To Transfer Only
Lookup Characters @ Like(x) [o] || StaringDate =] | [7 ShowInvoices Wih No GB Ids
Lookup By | By Invoice Number L] (" Like(x%) Ending Date Peiform Query
£ Lookup By Basic Invoice Information
iz Invoice  Invoice Date Event Billing Name Location Name Subtotal Service Delivery
jid Charge Charge

20141 02/22/2018 10433

v

Betty Boop

Allow Grouping on the Data Grid
Disable Grouping on the Data Grid

Expand All Grouping
Collapse All Grouping

Export Grid to Excel Spreadsheet
Export Grid to Text File

Export Using Export Wizard
Count : 1
W« <D »| P P—— Quickbooks - Transfer Invoice To Quickbooks

Quickbooks - Transfer All Invoices Selected to Quickbooks

Print Customer Invoice | Copy/Reverse Invoice I

O C(000ks - Lookup Quickboolks Transaction

Choose either the QuickBooks — Transfer Invoice To QuickBooks to begin the transfer.

If the invoice has been transferred previously, a warning message will appear. You may Cancel or
press Yes to continue and send the invoice again to QBO.

( Warning — @1

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

No Cancel

If the customer invoice transfers without problem, it will have created a new customer invoice in
QBO and a transaction id will be returned that will be the QuickBooks Transaction ID for this
document. This will be retained in Catering QBO.

Catering - QB Online E\

Invoice 20141 added to Quickbooks. QB Transaction ID: 82

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.
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Invoices Entry Invoices Reports  Post Invoices Quickbooks

Invoice Printout  Exit

T ——

C Equal(=x) [_ Show Ready To Transfer Only
Lookup Characters | @ Lke(ox) [ || Stering Date| = [ Show Invaices With No OB Ids
Lookup By | By Invoice Number 2| (@[ (¥%) Ending Date I I Porie e |
£ Lookup By Basic Invoice Information Posting Information Quickbooks -
= Invoice Invoice Date  Event Biling Name Location Name Total Batch Batch Date Transfer Quickbooks
g Status Transaction ID
20132|08/29/2017 10341 Betty Boop Dallas Convention Center 17737.76 0 Y 49
20133/08/29/2017 | 10341 Betty Boop |Dallas Convention Center|  17737.76 0 Y )
20134/11/29/2017 | 10341 Betty Boop Convention | Dallas Convention Center| 188,00 12111729227 [N |67
7 20135/11/29/2017 | 10341 Betty Boop Convention Dallas Convention Center| 472.00 124/11/28/2017 [N )
2013617292017 | 10341 Betty Boop Convention | Dallas Convention Center| 944.00 12511/29/2017 [N 170
| 20137[11/29/2017 | 10341 Betty Boop Convention Dallas Convention Center|  3776.00 1251172972017 [N [71
20138/11/28/2017 A10341 Betty Boop Convention'DaIIas Convention Eentef 5664.00 125/11/29/2017 N , 72
B 20133(11/29/2017 | 10341 Betty Boop Convention | Dallas Convention Center|  2383.60 13111729227 v |73 s
20140/01/710/2018 10501 | Betty Boop |Southside on Lamar | 606.00 154 01110/2018 [N |77
B 20 2z 1065 sego esolhMuicha oy amevmoezeams N @ |

Count: 17 $104,333.75 =
[« » W) ‘ C
Print Customer Invoice | Copy/Reverse Invoice | New Edit Delete | Close |

During the transfer, Catering QBO will possibly create a new customer in QuickBooks, create new
inventory items based on the billing codes used in the invoice, as well as other information list data
that may be needed for the transfer. If the customer already exists or item exists, they will not be

added again. The list ids from the transfer will be sent back to Catering QBO and used in

subsequent transfers.

When this invoice was transferring, the following items were added:

Catering - QB Onlin

Adding Item - Luncheon : Chicken Salad Sandwich with fruit and pasta salad : Revenue - Catering

Catering - QB Onlin

Adding Item - Dessert-Cake : Italian Creme Cake : Revenue - Catering

If sales tax codes are not found, the transfer will be attempted but will fail. In the future, QBO may
allow the creation of sales tax codes. But not today.
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Catering -7QB Onlin

Adding Tax Code - DALLAS TX: City of Dallas

Catering - QB Onlin

Exception message = Views cannot be updated

Transferring A Customer Receipt To Quickbooks

All receipts created in the Event Calendar area are stored in the Customer Receipts tables. Go to
Customer Receipts under the Document Entry menu.

File ListsIDocumentEntry Utilities  User Reports  Help

Event Calendar

Event Status Overview

Staff Time Sheets
Text a Staff Member

Customer Invoices

Customer Receipts

From the Customer Receipts Browse screen, customer receipts may be transferred to your
QuickBooks Online database file.
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Receipts Entry Receipts Reports Post Receipts Quickbooks Receipt Printout  Exit

® Equal (=x) ) [_ Show Ready To Transfer Only
Lookup Characters | @ Lke(ax) [ || S Date| =] | [ ShowRecsipts Wi No QB Ids

Lookup By | By Customer Number LI (" Like (%) Ending Datel = I Patam ey
E | Lookup By Receipt Information
£ Bilingld.  Biling Name Document Deposit Date  CashAmount  Check Amount C. C. Amount  C..C. Type Total Paid Is & Deposit
» |AMNH A Betty Boop R40035 02/22/2018 0.00 B17.56 N

Count : 1 $0.00 $617.56
[« <> [» « T
Print Customer Receipt I New Close

First, select the receipt you wish to transfer.

Then right-click on the data grid within the Customer Receipt browse screen to show the popup menu.
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Recei Entry Receipts Reports Post Receipts Quickbooks Receipt Printout  Exit
[ C Equal(=%) ) [_ Show Ready To Transfer Only
Lookup Chaiactersl @ Lie(%s%) E Starting Datel I P— Show Receipts With No B Ids

Lookup By I By Customer Number j (" Like(#%) Ending Datel . I Perform Query |

Lookup By Receipt Information
Check Amount C. C. Amount

Biling|d.  Biling Name Document Deposit Date  Cash Amount Is & Deposit

A Betty Boop R40035 02/22/208

C..C. Type Total Paid

Save User Default Lookup Settings
Load User Default Lookup Settings

Print the Data Grid

Allow Grouping on the Data Grid
Disable Grouping on the Data Grid

Expand All Grouping
Collapse All Grouping

Unpost Receipt
S —— pount: 1 $ Transfer Receipt To Quickbooks

W« [« D PE <| m

Print Customer Receipt |

Transfer All Selected Receipts to Quickbooks

Transfer Reverse of Deposit Journal Entry

Lookup QB Txn Id from Quickbooks

Choose Transfer Receipt To QuickBooks to begin the transfer.

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

rWarning ﬂ‘

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

No 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 create a new customer payment in QBO and a
transaction id will be returned that will be the QuickBooks Transaction ID for this document.

Catering - QB Online.

Payment A Betty Boop: R40035 added to Quickbooks. QB Transaction ID: 83

You may click on the OK button to return to the Customer Receipt Browse screen.
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When the receipt is transferred successfully, it will normally be removed from the list of receipts
needing to be transferred. Uncheck the Show Receipts With No QB Ids to see all the receipts that
have already been transferred.

[_ Show Ready To Transfer Only
[ Bhow Receipts With No QB 1dg

Perform Query I

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.

#y Customer Rece - g X

Receipts Entry  Receipts Reports Post Receipts Quickbooks Receipt Printout  Exit ‘

\
C Equal(=x) ) ,ﬁ I_ Show Ready To Transfer Only I
Lookup Characters | @ Like (%%) B Starting Date l— Show Receipts With No O Ids
Lookup By | By Customer Number =l ke (%) Ending Date I | Poorn Gy I
E Lookup By Receipt Information nt Informe ng Inform Batch Information Quickbooks
£ Bilingld.  Biling Name Document Deposit Date  Total Paid Is A Deposit Event Batch Batch Date QB Txnld
4 AMNH A Betty Boop R40035 02/22/2018 B17.56 N 10433 20180158 2/22/2018 83
[Count: 1 | $61756
E3] [Deposit Date = 02/22/2018) Customize...

e[« <[> | w57
Print Customer Receipt |

Using the Event Sales Overview

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.

File L

Event Calendar

Event Status Overview

Staff Time Sheets
Text a Staff Member

Customer Invoices
Customer Receipts
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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.

E Event Sales Overvie

Event Sales Overview

Print the Chart =
4 January, 2018 February, 2018 March, 2018 April, 2018 May, 2018 June, 2018 »
SMTWTFS S MW T ES SMTWTEFS SMTWTFS SMTWTEFS SMTWTFS
131071202 3 45 6 S 123 o 123 41234567 = 12345 2z 12
2178910111213 ¢ 4 5 6 7 8 910 0 4 56 7 8 910 8 91011121314 11 6 7 8 9101112 =/ 3 4 56 7 8 9
314151617181920 7/11121314151617 /111213141516 17 /15161718 192021 2131415161718 19 2410111213 141516

421222324252 27 !181920212324 12018192021222324 (222324252627 28 2/20212223242526 (17 181920212223

5|28 29 30 31 %2526 27 28 13125 26 27 28 29 30 31 229 30 2|27 28 29 30 31 i5272§2§232§zf3€
Sales and Number of Guests Per Day
25000 -
20000 ]
15000
10000
5000
0 | ,_l — = | =] —
1172018 1/2/2M8 1/3/2M8 1/4/2018 1/5/2018

[ Total Sales @ Total Guests [ Average Sale [l Average Number Of Guests [ Average Sale Per Guest

|7 Total Sales
|7 Total Guests

|V Average Sale

[ Average Number Of Guests [V Average Sale Per Guest Close

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.
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How To Modify A Event Calendar Contract Printout

1. Go to the Event Calendar area, select an event. At the top right of the Event Calendar screen,
choose Design — Event Entry Contract Form from the Event Forms menu option.

2011-02-13 - 2011-02-19

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

Events - Grid View l Events - Calendar View | Design - Event Entry Quote Form II
Design - Event Entry Contract Form S
Lookup By|By Event Date LI c E‘qual (=x) || & AlEvents 49 o . I
& Like(%»%) | COD EventsOnly Design - Event Entry Information Form
Lookup Entlyl = Like (%) " Events Ready To Invoice T CHangeTEvent 2
¥ Show Only for Selected Date Range Perform Query |Show All Events _| 20 21 22 23 24 25 26
2728 1 2 3 4 5
E Lookup By 678 9101112 ‘
- Event EventDate Event Billing Name: Serving Location Name Event Number Event Type I
RedFlag Start Time of People PRA Destination Mamt/DFt
i f River Ranch/westfork/0T
500 NE 23rd St |
|
Fort Worth

Date W I
Stat [0700pm |
et [50m ]
Type m
Status|Event Confimed v
Counts| 250 3: r_U—g
Count: 1
R < Red Flag Event? m

On Hold _ Contract Sent ll.‘.omacltonfilmed vent Cancelled  [Ready To Invoice [Event Finished

Preview Quick Quote |  Preview Quick Contract| Preview Event ion Form Review Form Quick Report Event Calendar Report
Print Quick Quote Print Quick Contract Print Event Information Form Notes Form Red Flag Report Kitchen Reports
Email Quick Quote Email Quick Contract Email Event Information Form Cost Report Sales Report Changes Report |
New | Edit | Delete | Close | l
2. The Report Builder editor will then show. Data from the selected event will show in the data

fields on the report.

[13] ReportBuilder
i File Edit View Report Help

fngala Design | [, Preview

e A [ pl_TableQuery
;) Parameters h 0 : E-E] pl_Master
Group Headel[ﬂ] Jo T o S i 2 [ pl_Detail
| 3 Pl SystemReports

A Label53 1
DEText59 :meom" oxasf0164. gm0 | Fields for p_TableQuery

DBTex80 X 3 - — tame
DBText61
DBText205
DBText63
DBText64
DBTextss Contact Person

A lahe? 7 Tel

)

iinimum Nurober of People Attending|

pl_Deta| |
[ndBlar
Bl Generation_

P
BackgroundPint5 (TppBaq =
CachePages 2
DeviceType  Scieen
PageLimit 0 |

ParametersEditor (Ed...) This etfer ‘of agreement sets out all plans, arrangements befwieen Customer and Campany fof the upcoming Event to take place a
PassSetting psTwoF described: This lefter of agreement constitutes the entire agreement between the parties and may only be modified by a subsequ

* Detail

ok by authorized representaties of Customer and Congany. 3
2 - - t. The folowing d sets forth the spe greed to by Custome:
ColumnPositions - (TString is based on the stated mlnlnum fumber of people attending. Aadmnul aftendees wil be charged pro rata,
Columns 1 - Payment Schedule. A deposit may be required. If required, the deposit is due upon signing of agreement._The remaining unpaid t
Colmiwidth 0 gay of the event. Any and all addendum amounts, for additional people and services, are payable within 7 days of your complete
2 - refundable should this event be cancelled by Company for any reason. -Deposit will be fully refunded if Customer cancels event |
PrinterSetup (T ppPrir 10 laer than 90 days prior to event. Fifty percent (S0%).of deposit wil be refunded if notification is less than 30 days.prior to evi
SavePinterSetup ™ orce Majeure.. If performance of this letter of agreement is interfered with by reason of any circumstances beyond the reasona
Units irehe mcludlng without imitation, fire, explosion, power failire, or Acts of God, acts of war or public enemies, any law, order, regulatio
=0 o legal body, then the party affected shall be excused from such performance fo the extent and for the duration | , = ¥
Qutput - . tmﬂ the party'so Mfected  shall use reasonable efforts 1o remove promptly Such causes of nanperformanice. Inthe event Compar ~

2| 4\ E— g ot i Data| Layout

| Left0 | Top: 0 | Width: 0 | Height: 0
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3. At the bottom of the report, just below the Detail line, you will find the memo area which

contains the contract language of the contract form. Right-click on the memo area and a popup menu
will show. Click on the Lines option.

Bring Forward
Bring to Front
Send Backward
Send to Back
CharWrap
= Force Justify
]| KeepTogether
@ Lines...
J:i‘ Position...
5 3 R
p o g Event fo take place a
described: This letter of the entire bet| £ modified by a subsequ
by auithorized representatives of Cisstomer and Company. Stretch
Description/Agenda of Event. -The following describes the Event and seflisis] trtc agreed to by Custome!
js.based on the stated mininum number of people attending. Additional a Transparent 1
Payment Schedule. /A deposit may be required. If required, the deposit The remaining unpaid t
day of the event. Any and all addendum amounts, for additiorial people Visible [ days of your complete
refundable should this event be-cancelled by-Company-for any reason. tomer cancels event |

o later than 90 days prior to event Fifty percent(50%) of déposit will be refunded if notification is less than 30 days prior to evi
Force Majeure.- If performance of this letter of agreement is interfered with by-reason of any circumstances beyond the reasona
including without limitation, fire, explosion, power failire, or Acts of God, acts of war or public enémies, any law, order, regulatio
any government or legal body; then the party-affected shall be excused from such performance to the extent and for the duration
gha( the party so affected shall use reasonable efforts to remove promptly such causes of nonperformance. In'the event Compal
time following the date hereof and prior to the event that is the subject of this agreement it shall immediately notify Customer as to
whether or not Company expects such event to in anyway impact Company’s obligations hereunder.

Notices. Any notices to be given hereunder shall be given to Customer at address on this Letter and to-Company-by writing. - THI¢

OE,NTJRE AGREEMENT BETWEEN COMPANY_AND CUSTQMER. ___ [ [ "1 Qo asvaoiis sl Lol

Date

* Footer

4. The memo area editor will appear. Here you will make your wording changes. Click OK when
finished with your changes.

-

Memo Editor Id_hj

iThis letter of agreement sets out all plans, arrangements between Customer »
Description/Agenda of Event. The following describes the Event and sets fo
Payment Schedule. A deposit may be required. If required, the deposit is du
Force Majeure. If performance of this letter of agreement is interfered with b
Notices. Any notices to be given hereunder shall be given to Customer at ad

< [alliyl »

Load... Save... 0K Cancel
| | | |

5. Now that your changes are made, check the onscreen view of the memo to make sure the
memo lines still fit within the layout of the report. Otherwise modify the language to fit. The memo
area can be made larger but then the group footer band will need to be made larger. Changes to the
size of the bands can cause ripple effects to the report layout.

If your changes do not fit correctly, please let us know and will try to help after you memo text has been
modified to what you need.
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The report may be previewed to see how it will look when printed.

6. Now you will need to Save the report so that the layout changes will be retained. Click on the
Save button under the File menu at the top left of the Report Builder screen. You will need to be on the
Design tab to save the report, not on the Preview tab.

= z =T
[13] ReportBuilder » E=ETx=
il File iEd’vt View Report Help
(3} New... Ctrl+N
] New Report
F| Open... Ctrl+0
Close =2y ) Ch T Oy G
& s T t 1" | DataTree x
Vel Lo == .| [ pLTableQuery
Save As... =-E pl_Master
| &WmaEe em¥ellld [ plDetail
Fi File... of People Aftendina: =
LoadbtomiEile [ pl_SystemReports
Save to File...
o et | Fields for pl_TableQuery
(&l Page Setup... |_Name Type
&4 Print Ctrl+P
Print to File Setup...
1 ServiceOrderForm_Wi
2 TechFieldInvoiceForm &
= — s eTerS! sefs aut all plans, arrangements befween Customer and Campany for fhe upcoming Event tn take place at |
L pe—rT— » b ibed: This letter of the entire the parties and may only- be modifi
s - py authorized represenlatwes of Customer and Company.
Propetties for Memol - D f Event. The following describes the Event and sets forth the specific arrangements agreed to by Customer-
B Appearance al- i bﬂsed on me stated mininum number of people attending. Additional attendees wil be charged pro rata.
| Border [Tpchv _ Fayment Schedule. ‘A deposit may be required. If required, the deposit is due upon signing of agreement. The remaining unpaid-be|
- ' day of the event. Any and all addendum amounts, for additional people and services, are payable within 7 days of your completed
Color O DNW‘ - refundable should this event be cancelled by Company-for any reason. - Deposit will be fully refunded if Customer cancels event by
Transparent I | 1| - o ater than 90 days prior to event. Fifty percent (50%) of deposit will bé refunded if notification is less than 30 day's prior to ever
Visible ~ ‘ ~ Force Majeure.. If performance of this letter of agreement is interfered with by reason of any circumstances beyond the reasonabl
= - |nclud|ng wﬂhuu( limitation, firé, explosion, power failire, or Acts of God, acts of war or public enemies, any law, order, regulation, =
& Identity - or legal body, then the party affected shall be excused from such performance to the extent and for the duration ¢~
UserName Memol = - fhat he party so affected shall Use reasonable efforts to remove promptly such causes of nanperfarmance. In'the event Company
=il = time following the date hereof-and prior to the event that is the subject of this agreement it shall immediately notify Customer as to t]
s a1 iwhether or not Company expects such event to in anyway impact Company’s obligations hereunder.
Height 2135401 || Notices. Any notices to be given hereunder shall be given to Customer at address on this-Letter and to-Company.-by writing. - THIS
Left 007288 |- H
Top 03021 |
Width 7.8853|
E] Layout - Dynamic M
[ Anchors [atLeft, .
BottomOffset 0 o 5 ST B =
KeepTogether [~ ~ Footer
OverFlowOffset 0 |
ReprintOnOverFlo [~ S
ShiftRelativeTo Ll m | »
T N B L o T | Data] Layou
Object: Memal | Left: 00729 | Top:0.3021 | width: 7.8854 | Height: 2.1354 J
7. Your contract form layout has now been saved to the Report Template database table and will

now be available to all users.

If any questions or you are undecided about the layout changes, just do not save the report and the
original report will be recalled the next time you print or design the form.

Setup the CData QuickBooks Online ODBC Datasource

You will need to set the connection on the ODBC Data Source.

1. Go into the ODBC DataSources on Windows. Choose the Is2 QB Online
connection for Cdata. It may be named slightly different possibly. Click on
the Configure button.
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System Data Sources:

Name Driver -

FlatRatePlus Microsoft Access Driver (" mdl
Intemational Security_Dbf Advantage StreamlineSQL O[| =
Intemational Security_Sybase Adaptive Server Anywhere 7.1
CData ODBC Driver for Quick
Is2 Sybase 12 Test SQL Anywhere 12

Is2_Events Adaptive Server Anywhere 7.1
QAnywhere 12 Demo SQL Anywhere 12

Conenle bowe Adecitiice Concae A e doa 70

< | | ’

.. An ODBC System data source stores information about how to connect to
DJ the indicated data provider. A System data source is visible to all users
=) on this machine, including NT services.

o) (] o

2. On the datasource window, Test or Reset The Connection.
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'CData ODBC D iver for QuickBooksOnline- DSN Configuratior

Connection | Tables

DSN Configuration
Data Source Name: Is2 Qb Online - Cdata

Connection Properties

&) Show Required | & Show All |||3=2

Maximum Column Size

Other

Pagesize

Pseudo Columns

Readonly

RTK

SSL Server Cert

Support Enhanced SQL

Upper Case |dentifiers
E OAuth

Callback URL

D Audh Cliont 1d
Callback URL

The OAuth callback URL to return to when authenticating. This value must match the callback URL you specify in
your app settings.

3. You will need then to enter your login information for QuickBooks Online.

4 .And then Ok to allow the connection to QBO. Be sure and answer Ok to all
the dialog windows.

Instructions for updating the Catering QBO program.

1. You may update the Catering QBO 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.
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r Reports

About...

Help Document - Local - Pdf
Help Document - Web - Pdf
Update Change Log - Web - Pdf
Is2 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 &w

Program will close after calling Update Program. Continue?

1 x|

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_QBO.Exe.

The local file will be generated internally based on the directory where the Application file is located.
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e B
ﬁ (IS)2 Update Program . - - @@lﬁ

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.

rﬂ (IS)2 Update Program R — = |8 &W

File Action Options

J File Information H’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 111/17/2010 11:05:54 AM Local File Size 133912832
. 9% |
Downloading ... Click Cancel to stop.

| cancel [ Close |

5. Close the update program and click on the Catering QBO 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 dovmload 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. Arun or save file dialog box will appear. Choose the Save button to save the file to your local drive.

File Download - Security Warning

[E=X)

Do you want to run or save this file?

’l |’ Name: updateprogram.exe
] Type: Application, 8.96MB
From: www.is2software.com

[ Run ][ Save ] [ Cancel

]

| ‘m While files from the Intemet can be useful, this file type can
7

IL h run or save this software. What's the risk?

potentially harm your computer. if you do not trust the source, do not

- T T e e

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

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

needed.

&l « SQ004242V05 (C) »

is2 » Catering_Central »

F 3 W W =

< I 43 | search

Favorte |l Name Date modified Type Size
S | export 11/22/2010 2:08 PM  File Folder
J import 11/22/2010 2:08 PM  File Folder
i J pdf 11/22/2010 2:08 PM  File Folder
a Catering_Central.exe 11/22/2010 2:54 PM  Application 33118 KB
|%) CRDE2003.dlI 7/7/2003 2:08 PM Application Extens... 1,095 KB
d |%|ILRawRead.dll 7/7/2003 2:08 PM Application Extens... 120 KB Select a file to preview.
| ®]1SP2003.dlI 7/7/2003 2:08 PM Application Extens... 237 KB
|| unins000.dat 11/22/2010 2:08 PM  DAT File 3KB
ﬁ%‘unins(]OO.exe 11/22/2010 2:06 PM  Application 688 KB
,@' UpdateProgram.exe 7/6/2009 9:08 AM Application 10,026 KB
i | UpdateProgram.ini 8/27/200912:34 PM  Configuration Sett... 1KB
11 items

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.

TeamViewer Remote Control Support Application

The TeamViewer application is used by Is2 Support to provide onsite support to our customers
from a remote location ( usually our home office ). This application allows us to remotely
control your desktop to install new programs, see exactly what problem you may be having with
our program, or just help you in designing a report or updating a contract while showing you
how a design change is done.

You can download the TeamViewer Host install directly from our website at
www.is2software.com

1. Go to the Catering Office page.
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2. On left side of Catering Office page, there is a menu about a quarter of the page down, across
the page. Click on Downloads.

3. At bottom of Downloads page is a link for the TeamViewer 7 Remote Control download. This
is an install for the TeamViewer Host.

4. Run the install. There is an option to start TeamViewer upon each startup of the machine.
Most people answer “No” and start the TeamViewer only when they need it. You will give
each machine install a password. | would use the same password for all installs.

5. At end of TeamViewer install, please note the ID for the TeamViewer. Leave that screen up.

-

Q Jeamyiewer \3 J!B

I eamViewer

Host

)
Please tell your partner your ID and your Your ID _
password to connect to this computer. -

ssvmin | &

o Ready to connect (secure connection)

www, teamviewer.com

On the host screen, an random automatically generated password is shown that can
also be used. This option may be disabled if you wish.

Setting the TeamViewer 7 Host options for the host password

1. Right click on the TeamViewer 7 Host icon on the right side of the Windows
taskbar. In Windows 10, it may be under the Hidden items on the task bar.

BEQo®

You will see a list of options to choose from. Choose the Options selection.
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Show status dialog

Options

Add to Computers & Contacts...
Activate license

Open log files...

TeamViewer website
About TeamViewer
Check for new version
Exit TeamViewer

2. Once Options is chosen, you will see the TeamViewer Options screen. It will
come up on the General options. Choose the Security option screen from the list on
the left.

Security @ Hover your mouse over options to get additional info
Audio conferencing Important options for working with TeamViewer
Video Your display name WIN8-64-DEV
Advanced
Network settings
Proxy settings Configure...
Connection in local network (via IP address)
Incoming LAN connections deactivated S
OK Cancel
3. On the Security screen, it will show the password that you entered but it will be

unreadable of course. Enter a new password that we will know today. Such as

Catering QBO Manual — Version 2024.5.15.1 Page 110



“bar1234”, your “Bar1” 3 times. Or “Bar2000Bar”. You may need to adjust the
Password Strength to allow you to enter what you want.

{5 TeamViewer options

General Options for access to this computer
Predefined password (for unattended access)

[Esasessass

[cesseeeees

Windows logon

Black and whitelist

Audio conferencing Password
fi
Video Confirm password
Manage additional Passwords. ..
Advanced
Random p d (for spont
Password strength

Rules for connections to this computer

Disabled (no random password)

Configure...

Cancel
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