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Introduction

This guide is comprised of a number of tutorials that are designed to familiarize you with Banco and
show you how to use the software. Before using this guide you must have the software installed on your
computer. The lessons are based on data contained in the “play” database that is installed and you will work
with this database to complete each lesson.

Banco is a sophisticated software system that is designed to facilitate the management of events and
catering at your site. As a general-purpose package it is designed to meet the needs of many different types
of catering operations. The net result of this is that you may find that parts of the tutorials do not have any
application in your operation. You can safely skip over those parts.
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Lesson 1

Starting The Software

When the software is installed a sub-menu is added to your Start | Programs menu. Depending on the
edition of the program you have this menu will be titled: Banco GP Edition, Banco EL Edition, or Banco
Evaluation. The installer will also add one or two shortcuts to your desktop: Banco Live and Banco Play, or

Banco Evaluation.

The play database contains some sample data that we will use throughout these
tutorials. Anything you do in the play database will not affect your operation. The
“live” database is where data for your operation is stored. If you have the evaluation
edition installed then only the play database will be present on your system — it is
accessible through the Banco Evaluation shortcut.

To start the lesson, open the Banco Play (or Banco Evaluation) program.
Depending on your system configuration one or more of the following will do this:

1. Double click the Banco Play (or Banco Evaluation) icon on your desktop.

2. Single click the Banco Play (or Banco Evaluation) icon on your desktop.

3. Right click the Banco Play (or Banco Evaluation) icon on your desktop and
then left click “Open” on the menu that pops up.

4. Click on the Start button; highlight Programs, then depending on your version
highlight Banco GP Edition, Banco EL Edition, or Banco Evaluation. This will
pop-up a sub-menu. Click on Banco — Play Database (or Banco Evaluation if
you have the evaluation version installed).

When first started, the software can take some time to open up. Initially your
system may appear to be doing nothing. A little patience may be required. Eventually
you will see a “splash” screen that displays a copyright notice. After a few seconds the
copyright notice will disappear and the software will display its status bar and its
“control panel.”

The status bar always displays the current date, the
name of the software’s licensed owner, and your
username. The rightmost section of the bar is used to
display status messages.

Control Panel

The control panel gives you access to the software’s various
functions.
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the software edition installed on your computer and on how that software is configured your control panel

may be slightly different than the one shown in this guide.)

Each of the entries in the control panel is a button. When you click on any of the buttons, with the
exception of the bottom three, a menu will pop-up. The menus contain sub-menus and functions that let you

work with particular aspects of your database. Click on the Contracts ]
button now. This will display a list of functions that all work with &
some aspect of your contracts. Current Order (Contract) List, for
example, gives you access to all of your open contracts.

When you click on the About button a window will pop-up that
details the specifics of the Banco software installed on your
computer. When you click on the Notes button the Stick-On Notes
list will be displayed — more on that in lesson 7. When you click on
the Close/Exit button the software will close down.

It is important that you remember to click on Close/Exit before
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you shut down your computer. You can leave Banco running for as long as you want. However, if it is
running and you are going to close down or restart your computer you should first close down Banco.

Once Banco is running, you will not be able to start a second copy. If you try to open another copy,
nothing will happen. Try it now — right click on the Banco Play (Banco Evaluation) icon on your desktop

and click on “Open.”

The remaining lessons assume that you know how to start the software and will presume that Banco is

running when you start the lesson.
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Lesson 2

What’s Happening

There are several different ways of finding event information. One of the most useful is the event
calendar. It presents you with a monthly calendar that lists all clients with events in the month. Using the
event calendar you can get to any quotation, contract, or room booking on file (except those that have been
voided). You can also use the calendar to create new events.

Those of you who manage more than a few rooms should note that the Event Calendar is not the only
tool available for examining bookings. The software has a very nice Room Book that we will be looking at
in lesson 9. Don’t, however, skip this lesson - it introduces a number of important concepts.

Click on the Control Panel’s Calendar button. Then click on the Event Calendar option. This will

activate the i Event Calendar
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the right mouse button now. Compare the icons on the menu to those
on the tool bar. You should notice that they are the same. You can
use the buttons on the tool bar or the items on the pop-up menu
interchangeably. (You can also use the function keys on the top row
of your keyboard — the User Manual and on-line help document these
keys.) Its up to you to decide on which method you feel most
comfortable with.

" The right mouse button is only used to pop-up the tool bar menu. All other button clicks should be done with the left button.
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The buttons on the tool bar change depending on your current context. Right at the moment there are
five buttons displayed, all of which are enabled. As we work through the software you will notice that
fewer or more buttons can appear and that sometimes buttons will be disabled.

(A note on using the tool buttons: When you see a button with a downward arrowhead (W) to its right,
click on the arrowhead to activate the selection. Clicking on the icon will not activate the choice.)

The Help button (%) activates the software’s on-line manual at the page most appropriate for the
function you are in. The on-line manual is an electronic copy of the printed one. The Tools button (ﬁ) can
be used to hide or show the little legend window that appears on the bottom right of the display. The
Properties button (@\) allows you to examine an item in more detail. Think of it as a zoom in function. In a
few minutes you’ll use this button to examine the details of an event. For now, lets finish the description of
the various buttons on the tool bar. The Insert button (E|) allows you to create a new event or client. If you
are working in a network environment and other people are also using Banco, the Refresh button (Q) will
update your display to the most recent database contents. Normally you won’t need to use this function as
the software automatically refreshes its display at appropriate times. However, if you’ve left the event
calendar displayed on your screen for several minutes while you did something else, the display may be out
of date.

The Close button (E|) closes the event calendar form. It’s a good idea to get in the habit of using the
software’s Close button instead of the little X in the top right corner of the form. In the event calendar it
doesn’t make a difference. However, in some other functions it does. (Windows defines the action of the X
button as an imperative to close the window. Our software complies with this definition. As a result under
certain conditions changes that you have made on a form may be discarded without you being consulted.)

Directly i Event Calendar o
below the tool € &\ - -2 - Q H
bar, in the
header of the
calendar are five
controls that let
you navigate to
different
months. On the
far left side of
the header are
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arrowhead moves the calendar in month increments. The double arrowhead moves in annual increments.
Try each of these buttons now and observe the results.

In the center of the header is a drop down list that you can use to quickly move to any month. Click
anywhere in the area that contains the month name. When the list drops down, find the August 1998 entry
and click on it. This will move the calendar to August of 1998 — a month in which there is data on file.
Your display should change to resemble the one shown above.

The number shown on the left of each entry represents the number of guests expected. That is followed
by the client’s name. (If you have a large monitor using a high display resolution you may see more of each
client’s name.) Notice that the entries are color coded. A black entry indicates that a contract is on file. A
purple entry indicates a quote. A green entry indicates that only room space has been reserved. (If you are
not using the room book module or have the EL Edition installed then ignore all references to room
bookings.)

On a busy day the list of entries may be too large to fit in a day’s display area. In that case little up and
down brown arrows (not shown) may appear in the bottom right corner of the day’s cell. You can click on
these arrows to scroll through the list of events for that day.

Place the mouse cursor anywhere on the only entry for ‘ ‘
August 12. You should see a panel pop-up that provides a m - |
summary of the entry you just pointed to, similar to the one Wi g o e Rabar el 10 i Caroyn & o 2
. . 120 bt Robert Andres
shown on the right. There are a couple of things to note about Client #1001, Mary & E dwand Rastenbach
. . . ORDERT00024, Meeting
the pop-up panel. First, it does not provide a complete — @ Inats00am oniwednesday, August 12,1938
.. . . . Room Ball-East Guests Expected 18
description of the event, just some summary information. Salespersan Gretla
. . s el ROOM BEOOKING 37, Meeti
Second, in the example we are using there are three distinct I &t 500 o oy Wieecton, August 12, 1998
items summarized: the client, an order (contract), and a room ~— E S oo et rpected 18
booking. ‘

The software maintains a master list of all clients with which you have done business. Client
information is normally collected as you enter quotes, contracts, and room bookings but you can also add
people to the master list without booking an event.

An order, often termed a contract by the software, represents the delivery of goods and services for an
event. Each entry in the event calendar can have one or more orders associated with it. You might, for
example, have multiple orders if the client has booked a seminar with a luncheon in a different room.

Room bookings represent the reservation of room space. Each entry in the event calendar can have
multiple room bookings associated with it. A calendar entry doesn’t have to have an associates booking, if,
for example, the entry represents a pick-up or delivery.

o N Move the mouse cursor to different entries
eports .
@ ||| $vertenance ff| O the calendar. Notice that the summary
18 Mary & Bdward f . .

v Aater focre || alconmowreion @] panel information changes to reflect the entry

i about 'l pointed to.
4 Day Mame A

3248 John & Evelyn £
110 Judith Carolyn 2
130 Wi Robert Andre

| | |

“m 2|
lward F T T T R

olyn & 0 Help f.
3

% Tools

i
El Inzert/Mew N
Q Refresh Order 100024 in at 8:00 am Meeting in room Ball-East Place the mouse cursor over the entry on

th . .
E| Close @ Foom Booking 37 in at 3:00 am Meeting in room Ball-East AuguSt 12 . Cth the rlght mouse button to

§ Client 10011 Mary & Edward Rostenbach bring up the tool menu and highlight the
| | =| Properties entry. This will display a sub-menu
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that gives us access to all of the data represented by the entry. Now click on the Order 100024 menu
selection.

After a few seconds you will see the contract properties window with the details of the order displayed.
We are not going to make any changes to this order but this is the window that is used for such work. It is
also used to create new contracts. We’ll be coming back to the window in lesson 7. Take a few minutes if
you want to explore. When you are finished close the window by clicking on the Close button (E ). (In case
you are interested, the close icon is a door opening outwards with a red arrow pointing out.)

You may have noticed when you were moving to different months at the beginning of this lesson that
some of the days had names showing in red at the top of their cells. As released the software has federal
statutory holidays and some other import dates — Mother’s Day and the like. You can modify these names
and add your own.

Lets record your next birthday. Move the calendar to the month of your next birthday. The quickest way
to do this is to click on the month name at the top of the calendar and select the month. (Remember the
currently displayed month is August 1998, so you’ll want to move ahead a couple of years.)

Once you’ve got the correct month displayed move the mouse cursor to your birthday. Click the right
mouse button. Highlight Properties, and click on Day Name.

'11Fhe Day Na;ne prope}rltieg t\ivh};lol:v [ Day Name 1ol =]
will pop-up, as shown on the right. lake ™
a few seconds to examine the window. ¢RHE O
The tool bar is different. There are three ID;;; o Monday, April 23, 2001
APl L] 1

buttons that you haven’t seen before and
some of the buttons that were on the H3¥Hame
Event Calendar tool bar are not on this [

one. Each entry field has text, (called a | Matss
prompt or label), above it that describes

the field’s contents. The prompt for the

Day Name field is showing on a green
background.

First the new buttons. If you’ve
worked with software before you are probably aware that it often has to be told when to make a permanent
record of something. This is often called saving. Your word processor for example has a File | Save
command that you need to use when you want a document stored on disk. Banco doesn’t have to be told
when to save things, it assumes that this is what you want to do and does it at appropriate times. There are,
howeveh situations in which you may want to tell the software to immediately save changes that you’ve
entered*~ The Save button (@é) lets you do this. The Cancel button (%) can be used to erase any changes
that have been made since the last save. (Remember that most saves are done automatically by the software
so clicking on the Cancel button will not necessarily restore things to the way they were when you last
clicked on Save.) The rightmost button is the form’s Status indicator (*). On the Day Name form it will

2 If you’ve entered a number of changes and are going to leave your computer for several minutes without closing your current form, it’s a good idea to tell
the software to save the changes. Another situation where you may want to save edits is when another user also needs to change the item you are working on.
When you make your first change the software takes note of what you are altering and prevents other users from changing the same item until you’ve saved your
changes. For example, if you call up a contract and change some information on it, the software won’t let anyone else change the contract while you are doing
your work on it.
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always be green, indicating that everything is ok. On other forms it can become yellow (warning) or red
(error).

When you are working through the fields on a form, the prompt of the field that you are currently
working on will change to a green background. Press the Tab key to move from field to field. Do that a few
times right now. Notice that the green prompt changes each time you press Tab. You can also press
Shift+Tab to move backwards. Try that out now. Of course you can also use the mouse to move to a field.
Place the mouse cursor in the Day Name field now and click the left mouse button.

Type in something to remind you that this is your birthday, e.g. Bruce’s Birthday. The text you type in
Day Name will be displayed on the event calendar. You can also record remarks in Notes. The Notes field
is most often used when there are several things happening on the same day. For example, if your birthday
falls on December 25", leave Day Name set to Christmas and enter your text in Notes. Before continuing,
make sure that there is some text in Notes.

Close the Day Name properties form. You can do this by clicking on the Close button up on the tool bar.
Or you can, with the mouse cursor over one of the fields on the form, click the right mouse button and then
click on the Close menu entry. The methods are identical in effect, so use the one you feel most
comfortable with.

" B Gwoes Githday ER
You should be back on the Event Calendar with your birthday showing. It should
look something like the example on the right.

B e
| | Place your mouse cursor over the day name. Notice that a little panel pops up

I
L

Huee's Bitmay ) that displays the day name, the full date, and any notes that have been entered.
sisssairgs | | (By the way, don’t believe everything you read.)
Fp 19th birthday. -]
| L. B

It’s time for a break. In the next lesson you are going to learn how to create a
quotation. Your starting point will be in the Event Calendar with your next birthday displayed, right where
you are just now. But please take a short break from the computer, if only for a few minutes. (Studies have
shown that frequent short breaks help to reduce eyestrain and other conditions caused by long computer
sessions.)
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Lesson 3

Developing A Quote. Part 1

This lesson works through the process of creating a quotation for a client. If you will not need to issue
quotes you should still work through this lesson. What you learn is directly applicable to the process of
creating contracts. In addition, a number of general concepts are introduced and explained.

El&me's Birtiday Ei

0 Help

% Taols
Properties
=

E| Close

) Refresh

|
=

-

3

To start, activate the Event Calendar and move the calendar to
your next birthday. Place the mouse cursor over your birthday,

L4 Mews Contract [Qrder]
e GQuote
@; Mew Room Booking

1
@ Mew Special Event

;‘ Mews Client

R — o
Demonstration System  ax Mew Group

Aay 19, 2000

click the right mouse button and highlight the Insert/New entry.
This will bring up a sub-menu of items that you can create.
Highlight New Quote and click the left mouse button. It will take a
|~ few seconds, eventually a blank Quote properties form will be
displayed — see below.

You only need to create quotes when you are not sure that you

O oam A

T S -

will be getting the business. If its just a question of the details, you

would normally start with a contract (order). The details of creating quotes and contracts are almost
identical. Once you’ve completed this lesson and the next two you’ll be able to create both quotes and

contracts.

If you are using the Room Book the software will make an unconfirmed reservation when you create a
quote. This reservation will remain in-place until the quote is voided or assigned to another room. (If you

wish to create
multiple quotes
for the same
space at the
same time but
for different
clients you will
have to use a
room that isn’t
managed by the
Room Book.)

The software
can record a
large amount of
information
pertaining to an
event. As you
will note when
the Quote form
appears there are
five tabs used to
display all that
data. This lesson
is not going to
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deal with each and every field available to you. That would make for a very long session. Instead we will
concentrate on the ones that are essential to create a valid quote and on fields that most sites will make use
of.

The first thing that you’ve probably noticed is all the red and yellow on the form. A red prompt above a
field indicates that there is an error. When you are creating new items such as the quote we are working on
fields in which you must enter a value will be displayed with red prompts. Fields with yellow prompts
indicate warnings. The software uses yellow when it wants to make you aware of something. These are not
errors and nothing is necessarily wrong with the field. However, the contents of the field may not be
correct, but the software has no way of knowning this.

»| ||| Take a look at the Total field in the Counts column (bottom right of the
To?;m—‘Fﬁéﬂ?m 4 form), its prompt is in yellow. Place the mouse cursor over the field or its
[ oll s prompt. After a second or two you’ll notice a message pop-up, (below the
Guaren Value s oo nesstvell| I 1) 3356 cursor), that gives you the warning message. The software is warning

you that no guest count has been recorded for the quote. Banco does not insist
on a guest count, so this is not an error. Move the mouse to some of the other red and yellow fields and take
a look at the messages that pop-up.

IErs

$0.00
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fact that there | ommey | Detaits | Accounting | Miscalianeous | Adsitionsl Clent |
Function Date Quote Mumber Status
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the lesson. Of | gaesperson
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. . i —Court Tatal
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: Group # Group Mame Accourt Status Mesl Ciuarant Total (et
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pop-up a menu. | | = o $0.00
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1 = | |
arrowhead. A
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. h p p Cregted By Created On Last Modified By Last Modified Cn
up with an entry | [12:00:00 am | [rz00:00 am
for each field on

the form that has a warning or error. Highlight the Room entry and click the left mouse button. When you
do this, notice that the edit cursor moves from the Function Date field to the Room field. Clicking one of
the status entries will always move you directly to the selected field.
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Something else you may have noticed are the red and yellow messages that appeared in the status bar as
you moved to fields with red prompts. When you move into a field with a warning or error, the message is
displayed in the rightmost area of the status bar.

Banco requires that every quote and contract be assigned to |

a room, even deliveries and pickups. That’s why the field

Room Rame

- IMain Ballroom

prompt is on a red background. Click anywhere in the Room 53

field, (or press Ctrl+DownArrow). The list that pops up

Wain Ballroom

Ball-East
Ball-wvest

contains all the rooms defined in the play database. Your live [{girch

database will, of course, have entries for the rooms at your

Cherry
Delivery

site. For now, click on the Delivery entry, (or use the arrow | |mapis

keys to highlight Delivery and press Enter). You could,
instead, type in the first few characters of the room’s name.

Once you’ve done this the pop-up list will disappear and

Cak
Parlor
PickUp
Pine
il

East half of main ballrom

West half of main hallroom %
Birch meseting roatm

Cherty room

Deliveries

Maple conference room
Dk room

Parlor Roaom

Pick-Upz |
Pine hoardroom

Willowy Foom W

=Cour

you should notice that the Room field’s prompt is now on a green background.

You can move through a form by pressing the Tab key to go from field to field (Shift+Tab moves
backwards). Whether you use the keyboard or mouse exclusively or some combination thereof is up to you.

Pick the method that you feel most comformatble with.

Place the mouse cursor over the Customer field and click the right mouse button. Highlight the
Insert/New entry and click the left mouse button. We are going to add a new client to the master client file.
il Mew Customer

CE-EAPERITE S -

[CTof=]| After a few
seconds, you’ll

SUMIMEEY |Accaunting | Accounts Receivahle I Mizcelaneous | Dizcounts | Contacts I Room Bookings | Current Orders | Curre 4 I "l

Mumkber External Id

Phone Mumbers

see the Client
properties form

! ° |

Primary Contact

FPhone Type

Phane Mumber

Address

Purge Atter

[« |

Primary Contact Saluatation

General Commerts

wate || replace the
Quote properties
form.

As you can
see there are a
fair number of
tabs with client
data. We are not

A4

i

going to look at

| EN them in this
Language Preference Salesperson lesson. But
|Enish = notice the left
Category Billing Account Mumber and I'ight arrows
IPrivate j I . .
Source Default PO Number Ac;uurg T;-'pe on the rlght side
Fe-Hal
[ wiard O Mowth = oot ot of all the ‘Fabs.
Type Default Price List ik They indicate
| Reguiar x| [standard = - that there are
more tabs,
Crested By Created On Last Macified By Last Mocified On which are not
| [12:00.00 am | [1200:00am shown. You can

click on them to

scroll the tabs to the left or right. For now we are simply interested in the fields on the Summary tab.
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To create a new customer record you only have to provide a name. The Company Name field is used to
record both company and individuals’ names. (If you don’t provide a client Number the system will assign
one. You don’t ever have to remember this number since you’ll always be able to use the client’s name to
locate their information.)

To enter a company name one simply types it in the Company Name field. Peoples names are also
placed in the Company Name field, however, a special format is required. While it is not an absolute
requirement, you should enter an individual’s surname first, followed by a backslash (\) followed by their
given names, and followed, optionally, by another backslash and a title, e.g. “Roberts \ Bruce \ Mr.” If you
follow this format, the software will be able to present you with a correctly alphabetized list of clients when
needed. By the way, when a client’s name is printed on a quote, contract, invoice, etc. their name is
properly formatted, e.g. “Roberts \ Bruce \ Mr.” will get printed as “Mr. Bruce Roberts.” Type in your
surname, a space, a backslash, another space, and then your first name.

It isn’t an error to have multiple clients with the same Company Name. There are a number of reasons
for this, some of which will be explained in this guide. (The most obvious reason being that you might have
two clients with the same name.) For the time being the important thing is for you to remember that the
software will allow you to create as many clients as you want all with the same name — the system will give
each of them a different client number. It is therefore up to you to insure that you do not end up with
unnecessary duplicates.

Once you’ve typed in your name press the Tab key. The next field is Primary Contact. For an individual
you will always leave the field blank. When you enter a company you should enter the name of your
contact in this field. (When you do so, use the backslash format described above.) Press the Tab key again
to move to the Address field.

Type in your address. Enter it exactly as you would like it to print on envelopes, press the Enter key at
the end of each line. The address that should be entered here is the client’s billing address. Delivery
addresses will be covered in the next lesson.

Press the Tab key to move to the Phone Numbers grid. The software lets you record as many phone
numbers as you want for each client. You can also use the grid to record e-mail addresses. To add a phone
number press the Insert key, or click on the tool bar’s Insert/New button, or right-click in the grid and select
Insert/New. Do one of these now. This will bring up the Phone Number properties window.

A Banco phone number consists of a type, the number, and, | [QGUCY LN !EI

optionally, a note about the number. Type Of Number is a pop-up list | g S EREE -
of phone number types. The software has a number of different types
and you can add to this list (we’ll deal with how in lesson 10).
Selecting a type can be done in a number of different ways. You can
click on the field which will pop-up a list from which you can make = FPhane Mumber
your selection. You can press Ctrl+DownArrow which will also pop- |

up the list. Or you can type in the first or first few letters of your = pgte
choice. Press your H key now. Type Of Number should change to

“Home”.

Type Of Mumber

Office

Press Tab to move to the Phone Number field. Type in
(555) 555-5555. You can enter the number in any way you like. The
software does not demand a special format, and doesn’t alter what you |
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type. We do recommend that you be consistent in entering numbers. Generally we suggest that you enter
the full number, including an area code, e.g. “(800) 561-5388.” Phone numbers can be up to fifty
characters long, so something like “555-555-5555 ext 1234” is quite acceptable. Click the Close button on
the toolbar, or press the F11 key. This will close the form and save the phone number you just entered. (If
you didn’t want to save the entry, you could have clicked on the Cancel button.) You should now be back
in the Quote form with the new phone number showing in the grid.

Let’s add another phone entry. Place the mouse cursor over the phone grid, right click, and then left
click on Insert/New. Tab to the Phone Number field. Type in your office number and close the form.

Banco can be configured so that you may e-mail quotes and contracts directly from within it, so lets add
an e-mail address. Place the mouse cursor over the phone grid, right click, and then left click on
Insert/New. Click on the Type Of Number field and find the E-Mail entry in the alphabetical list that pops
up. Click on that entry. Press the Tab key and type in your e-mail address, if you have one. If you don’t,
just type in me@somewhere.com. Close the form.

E Mew Customer M=l E3 The necw client
oB-Lo vEREETEH - form should look
SUIMITERY |Accounting | Accounts Receivable | Miscellaneous | Discourts | Cortacts | Room Bookings | Current Orders | Curre 4 | 'l hke the onc on
MHumkber External Id Phaong kumbers the left.
I i] I Phone Type Phone Mumber Mote:
Zompany Mame Office (800 561-5388 Take a look at
[Faberts \Bruce L. Home (555) 555-5555 the Tool Bar. In
Primary Contact :
I . roberts_browene_limitedi@ms parthlllar, find
e the V01d, button
110 - 95 Barber Greene Road (ﬂ ) It’s the
Tararta, OM  MW3C 3E9 black garbage
RIS 2 can just to the left
G | C it
eneral Comments ;I of the Close
Purge After Primary Contact Saluatation button. NOW that
| B we have some
Language Preference Salesperzon phone numbers in
I Engflish j I the gI‘ld the
Cat Billing Account Mumber .
¥ e button is enabled.
tivate j I
Source Default P 0. Mumber "'J‘C;D'-""g Td"i"pe
re-Pai
[ wiarat Of Mot = | ecount Status To remove a
Type Detault Price List ok phone number
IReguIar j IStandard j ;I CliCk on the
number and then
Crested By Created On Lazt Modified By Last Modified On click on Void.
| |1 2.00:00 am | |1 2.00:00 am For something as

simple as a phone
number the line is removed immediately — you will not be asked to confirm the removal. Grids that list
more complex things, like pending contracts, will first ask you if you want to remove the line.

In some grids, the phone number grid being one of them, you can make changes to the entries right on

[REIEE IR AT

the grid. Lets correct your home phone number. Use the arrow keys or "~
mouse to move the cell highlight (typically white text on a blue ™™ 5
background) to the home phone number. Press 9. Notice that the number roberts_brovene_limtedi@ms
that was there has been replaced by “9”. To cancel this change, press the Esc (escape) key. If you simply
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start typing in a cell that allows edits the contents will be replaced by what you type, just like any other
field. If all you want to do is change a character or two, press the F2 key or click the left mouse button.
When you do this notice that the cell’s border changes to a green rectangle. You can now change the
contents of the cell as you would any other entry field on a form.

Type in your correct home phone number. To save your changes click above or below the home phone
line. The green outline will disappear and the software will save the entry.

There is a lot more client data that we could record. Going through it all would take too much time for
this lesson. For the time being click on the Close button (& ). This will return you to the Quote form.
Notice that the information you just entered has been added to the quote.

i New Quote M=l B3

Now that
there is a client
name in the

¢ LB RTRRES SO N -

summary | Details | Accounting | Miscellaneous | Aditionsl Cliert |

Function Date Quate Mumber Status C
. ustomer field
[23-Apr 2001 Monday, April 23, 2001 | 0 | [new Order = 0 Properties
Raam Room Matme Seating Style Room Capacity € rope 1§s
IDE"VEW j IDeIiveries I Custom j I 999,999 button 1S
Customer Cortact Phone Numbers available. (It, S
[Rokerts L Bruce Y Phone Type Phone Mumkber Mate the magnifying
Offi 3007 561-5388 .
L (5000 glass icon.)
Home [559) 555-2555 Cthlng on lt
Contact Salutation Custamer # - — . .
E-Mail roberts_browne_limitedi@ms
| 10019 a _limitecE@ w¥11 display 1Ehe
Salesperson client properties
| [« | 2 |l form  for  the
: —Tirme: —Cournt Total
Function Mame Account Type In At H. doeuvre || Tatal Price PR/ERL selected
| Pre-paid | | o] s000 | || customer.  You
Group#  Group Mame - Accourt SIS ot at e Guaranty | Total (Net) can try it now if
0 = = 0 )
! ! — | | I=l | oo you like. When
Price List Bar Start Biar Head Tahle | Cost PP 1 h
| standiara =| |cashBar =| I I Eml soon | || You close  the
Delivery Instructions End Speeches || Children Totsl Cost client form,
[ | | -] o] sooo |l you’ll come back
Setup Tear Down || Cther % CostiTotal to the quote.
L I I
You can add
Crested By Created On Last Modified By Last Modified On h b
| |1 2:00:00 am | |1 2:00:00 am phonc  numbers

to the phone
number grid on the Quote. These numbers do not get recorded in the client properties form. They are
specific to the quote. If you want to add or alter a client’s phone numbers you should make the change on
the client’s properties form. The same is true of the Contact name, salutation, salesperson, and other client
fields. This behavior becomes important when you are working with a client that is a company. Often your
primary contact may not be the person booking the function, and you will want to type in the appropriate
name and phone numbers on the quote. There is a mechanism available in the software to keep multiple
client records for the same company, but that goes beyond the scope of this lesson.

All of the red prompts have disappeared from the quote form. At this point you can save the quote, even
though its not finished. Up until now if you had closed the form a new quote would not have been created
and your entries would have been discarded. (Actually the software would ask you about this before doing
it.). We’ve been at this lesson for a while, so lets take a break. Close the Quote properties form.
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(Remember, click on the Close button (ﬂ) on the Tool Bar, or press the F11 key, or right click over a field
and click on Close.)

The quote
you’ve been
working on has
been saved. You
should see your
event calendar
with an entry for

the quote
showing on your
birthday. It

should look
something like
the display on
the right.

Close the
event calendar.

In the next
lesson we will
continue  with
the quote you’ve
just created.

[l E vent Calendar = E3
e8-9-8-0F
[ 3] m A Good Friday
CETETET ¢ 17 m 20 21
B Srce 5 Bittrday EH 25 27 25
. Bruce Rob
20 | 1] H | 3] H
O ) B m
Contract
Dy Mar
Guote
Foom Bt
Special b
21
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Lesson 4

Developing A Quote. Part 2

This lesson continues the work of creating a quotation begun in Lesson 3. It may seem that there is an
awful lot involved in creating a quote. Remember that you are just learning and that we are taking the time
to explain a good deal about how the software operates. Once you are familiar with the system you’ll find
that quotes can be prepared quite rapidly.

_Elame:s E“.'t.'?a'aE ﬁi l ml l To start activate the Event

& fioh Calendar, Move to your next

birthday. Right-click on your

28 Tooks _ name. Highlight Properties and left

Day Name click on the quote you created in
the last lesson.

E| | nzert e
;' Refresh 8] Cuote 500010 in room Delivery
E| Cloze § Client 10019 Mr. Bruce Foberts Most of the. last lesson WaS
ﬂ'l m] m] devoted to creating a new .chent
record and providing the minimum
information necessary for a quotation. There is, of course, much more information that can be recorded.
Some of the fields available on the quote form may not apply to your business model. Just ignore them.

-8

You should
have p Lt e lblel (el Fl Quote #500010 23-Apr-2001, Mr. Bruce Roberts M=l B3

displayed on the | ® -{& - & & 2 B8 2 2 2 O B -

screen, looking  sgummary |Details| Accaunting | Miscellaneous | Additional Cliert |

something  like | ¢ oo e Quote Mumber  Status
the one on the [23-Apr-2001 Monday, April 23, 2001 | 500010 | [ Mew Ordler =]
right. Room Room Mame Seating Style Raootmn Capacity
IDE"VEW j IDeIiveries I Custom j I 1]
Cust

Salesperson’ USLOMmEr Cortact Phaone Mumberz

ddl 1 ft f IRDber‘ts IV Bruce Wy, j Phaone Type Phane Mutmber Miote
migdic 1Tl OF iy g Office (500) 561-5388
the form’ ShOUId I Home (555 555-5355
be used to record | gantact saivtation Cuztomer # . —

E-hdail roberts_browne_limited@ms
the name of the | [ 1oms
person in your | Sslesperson Salesperson -
»
: : F.oberts \Bruce e
organization ) meﬁun T ~Time ~Court Totl
who deals with Account Type M4 H. d'Oeuvre || Total Price PRPFL
the client on L e G Prepeicd | | [zl o o
matters {el¥4] roup Mame Accuurgkstatus Ot At Ml Guaranty Tatal (Net)
- h | o [ | | iz o[ sooo
pertamning to the Price List Bar Start Bar Head Table || Cost PP
quote. When | standard x| |cashBar = | [ of[ som
entering a name Delivery Instructions _I iznd ISPEEChES i:jldren ITDtal Cost
. - - 0 F0.00
in the field, use
Set Tear D Cith % CostiTatal

the baCkSlaSh J Ijup 0 Ijr DWE Ijer 0 I o nij
format for names
deSCI'.lbed n the Crested By Crested Cn Last Modified By Last Modified Cn
previous lesson. IEIRLICE 31 -Aug-2000 1217:26 pm | |BRUCE |31 ~Agy-2000 121 7:26 pm

Place the mouse
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cursor over this field and click the left mouse button. Type in your name, surname first. Then \ followed by
your given name. E.G. “Roberts \ Bruce”.

Every function can have a name. While the Function Name field is optional we generally recommend
that you record a name for the function. If you have signboards, type in the name that is to appear on the
boards. Make sure that the edit cursor is in the Function Name field and type in a name, e.g. “B. Roberts
Birthday Celebration”.

Delivery Instructions is where you can record a delivery (ship-to) address, or notes about where service
is to be set up. For example, you could type in “set-up coffee service in lobby just outside of room”. The
field can hold extensive notes but we recommend that you limit yourself to just a few lines that indicate the
location. As you will see in a few minutes, detailed setup notes are best entered on the next tab (Details).

The software has eight fields devoted to recording times associated with an event. (You can also use the
detail section on the Details tab to record more times.) Since we elected to create a delivery no times are
required, although you’ve probably noted that the software has a warning on the In At field. The warning
message suggests that you probably want to at least specify that time.

In At is the time at which the client’s guests will start to arrive, i.e. it iS __ Time ~Court
the function start time. Out At is the time by which the client’s guests will & |2 EReue | [Total
leave. Start is the time at which set-up should commence. It will always be I I Ij
the same as or before In At. End is the time by which tear down will have | |22t e e
been completed. It will always be the same as or after Out At. When setting I I Ij
Start or End the Setup and Tear Down fields are set by the software to the EI Starl S5 i
number of minutes of setup/tear-down time allowed. If you specify an Out I EI—
At time that comes before the In At time the software presumes that the =] End spestiee Cj'm
event continues past midnight. ISetup ITear o Ic;ther

H. d’Oeuvre is the time at which hors d’oeuvres are to be served. Meal is Ij ° Ij ° Ij

reserved for the time at which the meal, if any, is to start. Bar should be used

to record the time at which the bar(s), if any, are to start serving. Speeches can be used to record the time at
which speeches or some other activity is to start. All of these fields are optional and you may elect to use
them or not. If you do place times in these fields they will be printed on the quotation. (You can develop
your own quote and contract printouts and may elect to ignore or re-label some or all of these times on
those printouts.)

You can enter times in a number of different ways. Usually you will enter the time followed by “a” for
am or “p” for pm, e.g. 1:30a, 7p, 8:15a. If you do not append “a” or “p” the software will presume an am
time. You can use a twenty-four hour clock for entry. In which case you do not use “a”
or “p”. For example 1:30pm is entered as 13:30. You can specify noon by simply ,_ |
entering “n” and midnight by entering “m”. (A note about midnight: you should use =

11:59pm rather than 12:00am. If you use the later the software may display the time as

- ]
Guarant Tots
a blank.) m I ,I 0 I_

Head Takle Cos

Enter “n”, (noon), in the In At field. T | vI 0 I_

—Counts —Tat:
Total Pric

H Children Tat:
The next important group of fields is Counts. These fields are use to record the H 0 |_
various guest counts for the event. At a minimum you should always provide a Total ;1 || cther o0

count. This should be set to the total number of guests expected at the event. In most o H 0 I_
operations this number will change over time and you may alter the field whenever =
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necessary. Guaranty should be set to the “minimum guaranteed guest count”. If you do not establish
minimum guest counts, leave the field set to zero. The value of this field cannot be greater than that of
Total. Head Table is for recording the number of guests, if any, that will be seated at a head table. Children
should be used to record the number of children expected at the event. The Other count field can be used to
record some other count that is of use to you.

[ Court Total I Abo : :
e || Total Price PRIFPL The down arrowhead at the left of these fields will, when clicked,

| B 0 | $0.00 drop down a calculator that you can use to compute a value. This

— & calculator is available in many numeric fields and can be quite useful

| 0 when setting prices or when you need to determine a percentage of

Back | cE | © | os some number.

|t | st ]

|+ | =% | Enter 25 in the Total count field. If you are using the calculator,

| e | click on “2” and “5”. Then click on equal (“="). To cancel the

| i  calculator display press ESC (escape) or click outside of the

1= - | calculator. (The calculator uses “/” for division and “*” for
Il multiplic?ticzr}.l) .

o | = | &

| \_nl_n

Now that the basic information for a |€ %H@ T G el EE R T
quote has been recorded, click on the & Summary |Details | #ccouting | Miscellanenus | Addtionsl Client |
Details tab. (Pressing the F7 key will switch
you to the next tab, which in this case is the
same as clicking on Details.)

Function Date

y, April 23, 2001

The Details

Eﬂuute #500010 23-Apr-2001. Mr. Bruce Roberts [_ (Ol =0| tab is where you
CeN-E-EXNPEHEEE T E - enter the goods,
Summary Details IAchunting I Mizcelaneous | Additional Client | services, and
—Titme: Service ChargeiGratuity “Per PersonLines— || comments for an
In At Setup Start H. d'Qeuvre Bar Crvmericde S het PP aloulation Methad event. Most of
I Ij 0 I I I ‘ X Gratuity I $0.00 IStandard j

Ot At Tear Dowven End Mleal Speeches Tatal PP PP Met Cost PP the tab 18 taken

I Ij o I I I IM% I F0.00 I F0.00 I F0.00 up Wlth a Detalls

grid, (bottom left
retel area of the tab).

Exte Sub-Total This grid can

Guiartity Title Lnit Price Pr I F0.00 contain any

% Digcounts
$0.00

Guest
Multiplier

number of lines,
each of which

Srvich
0.00
| soon | |lf can be a charge

PST Tatsl item, a non-
| oo || 2l charoe item, or
GET Guaranty

I 30.00 I o comments.
Flat Discourt HesaTapie || There  are  a
30.00 || o (|| number of tools
Total Children available for

| $0.00 | 0 . .
- adding items to
o (Il this list. We’ll
KN ja get to them is a
Crested By Created On Last Maodified By Lazt Modified On few minutes. But
IEIRLICE F1-AUg-2000 121726 pm  [BRUCE 31 -A-2000 1:08 21 pm first lets look at
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some of the other fields on the tab.

You’ll notice that the time fields on the Summary tab are duplicated an the top left of this tab. In the
bottom right area of the tab you’ll also see that the count fields are duplicated. This duplication is simply to
make things easier for you. You may enter times and counts on either tab.

The Service Charge/Gratuity section, (top middle), can be used to override your site’s standard gratuity
charge for the quote. To do this, click on the red X. It will turn to a green checkmark. You can then enter a
new gratuity rate in the Gratuity Rate field. When entering a rate type in the percent to be charged, without
adding the “%” symbol. To go back to charging the standard gratuity rate simply click on the green
checkmark. This will change it back to a red X.

STY het PP E‘;‘i Just to the right of the Service Charge/Gratuity section are two fields labelled Net PP
IW ﬁ and Total PP. The PP stands for “price per person”. Net means before taxes and gratuities.
Total PP pp You cannot edit these particular fields. The software updates them whenever the quote
IW totals change. Net PP is set to the sub-total of all items divided by the Total guest count.

= Total PP is set to the quote total divided by the Total guest count.

To the right of these fields is a group of three fields that govern how = | Per Perzon Lines
package prices are handled. Without getting into details, the software has . | &c2lculstion Method

three ways of dealing with package pricing. The Standard method is to add up |standerd El
the prices of all lipgs marked as being part of the price per person and display _ || FPMet St
the total in PP Net™. Cost PP will show the total cost of the lines. The package I $0.00 I §0.00

price is not actually charged. Instead you must manually add a line with the
actual price that you wish to charge. The A La Carte Package method is
similar but the software will add PP Net as a charge. The third calculation method allows you to enter a tax
and gratuity included package price and have the software calculate the sales distribution based on a
formula. (The particular formula used is specified in Calculation Method.)

Down the right side of the detail grid are running totals for the quote. (Please note

—Totals
st |[Zub-Total that you may not see some of the fields shown in this tutorial and/or some of the fields
Fr I 3000 1 may have different labels.) Sub-Total is the total of all detail lines to be charged. %
¥ Discounts Discounts is the total of any percentage discounts applied to the quote. SrvChg is the

$0.00 service charge/gratuity to be charged. PST is the amount of tax 1 to be charged —
Pﬂ_ typically your state/provincial sales tax. GST is the amount of tax 2 to be charged.
$0.00 —¢ Total is the total that will be charged.

PST To

I #0.00 I_ It is important to note that Banco has a great deal of flexibility in determining how

GSTIW IG—Lcharges are calculated. Each detail line can be included or excluded from gratuity

calculations. Further, every line can have one of five tax rates for each tax authority

R o (Tax 1 and 2). For example, in our jurisdiction the PST rate on alcohol is currently
soo0 ([ ; . ; . : ; ) :
B = 10% while on other goods its 8%. Finally, its possible to specify that items in some
30.00 I— sales categories should be discounted.
ot
You cannot edit the values in any of the total fields. The only way of affecting the
vl ~— totals is to adjust the guest count, line counts, line prices, or the package pricing fields.

3 Not to be confused with the Net PP field that is just to the right of the Service Charge/Gratuity section.
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Lets turn our attention to the detail grid, bottom left of the tab. When entering quotes and contracts this
is where you will probably spend most of your time. First, make sure that the mouse cursor is not over the
grid — move it so that is is over the Counts Total field for now.

The first column in the grid is labeled Guest Multiplier. This value can be used to have the software
calculate the quantity of an item based on the Total guest count. For example, if the party is seating 8 per
table, then setting Guest Multiplier to 0.125 will cause the software to automatically calculate the number
of tables required for the event. When the guest count changes, the item’s quantity will also change. (Its
possible to control how the software deals with fractional quantities and we’ll deal with that later in this
lesson.) The second column shows the Quantity ordered. If Guest Multiplier is zero (blank) then you can
edit the Quantity.

At the bottom of the grid is a horizontal scroll bar. There are many more columns in the grid than can fit
on a typical display. Use the scroll bar to bring those columns into view. When there are more items in the
list than can be displayed a vertical scroll bar will appear on the right side of the grid. Use it to scroll lines
into view.

Move the

Bl Quote #500010 23-Apr-2001. Mr. Bruce Robeits [_ O] %] | | i [=] ES

&N F B BB B E T OB Plcdencar [5]] L0 0C CUTSOT SO
Catalog & Template Picker s A that 1t 1S
Cataiog | Tempiates | lwacts  [N)| Somewhere over
- = —— |l Jump Ta ftem T . .

s;ﬂis Price “’"“":’ |:[22h0°| R <[|e= [ the detail grid.

= o Boak O
Chicken With Rice Soup 180 Lips When you dO
Chicken Moodle Soup $1.80 thlS a WlndOW
ey ey e that we call the

- Counting
3 ert Bars

Catalog &

E
Vv
E
N
T

Guest Exte |[200- 0= L Recipes .
Muttiplier | Quartity Unit Price | $0.00 Mo Template picker
% Discounts .
I $0.00 ] Mairtenance will pop-up.
SryChy flicontigwrtion B When you move
!ST M ceans || Tt the mouse cursor
. . =]
Catalog & Template Picker | 3000 | = S ﬁ- away from the
(=1 . .
FST — r“ara“YD A grid the picker
Flat Discourt | Hesd Table|||(| K] closeExt (€] will dlsappear-
!rotl = Child : E
Al JLL& =]y .
300 | S R The  picker
Cther allows you to
o .
KN » ! very quickly add
Created By Crested On Last Modified By Laszt Modified COn ltemS and groups
|pruce 31-4ug-2000 1217:26 pm | [BRUCE 31-Aug-2000 20213 pm of items to a

quote.
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Click on the Template tab of the picker. Templates are collections of items and typically represent a
particular  type
of package that

Bl Quote #500010 23-Apr-2001. Mr. Bruce Roberts (O] ] | | o =] E3

eN-[F-BE hEE AR mOE - 7 Cajendar B
you offer or an Catalag & Template Picker s A
outline for a (Catdog Temwses | acts [
Title Type Jump To Template Type
type Of eVent. gy Fegular Coffes Service Meetings Ir"IIEEﬁ'-'QIS j' FE2 g
Biook
They arc nOt Lunch Standard Lunch Lunch e
. . bups
reStrICted tO thlS Dinner Standard Dinner Dinner X E
usage. You can .

’ <| | _>| Ert Bars V
create templates — o e |3
to encapsulate Muttiplisr | Guantity Title Unit Price Fr I §0.00 Reports N

% Discourt:
any group Of L5 I == ;D.EID $Mair¢enance T
items that you SrvChg i Configurstion
often add to !ST .00 (Counts— [ o M
a

quotes (or [ soo0 || 25 ﬁ'
contracts) (2= cusarty | || o2

. : [ 5000 || 0 A
Doing so allows Flst Discount_|Head Table ||| K] closeExt (€]
you to add the | woo | o 3
. . . Total Children R
items in a single [ wow|| 5
“drag-drop” Other

. [

operation. o > !
Created By Crested On Last Modified By Laszt Modified COn
Drag_drop is IEIRUCE |31 -8ug-2000 1217:28 pm IEIRUCE |31 -Aug-2000 2:02:13 pm
a commonly | [Thursday, August 31, 2000 |Demanstration System  |BRUCE [
used mechanism gstn|| & <@ 5 @R A E B @ @ || ElBancoGetingst.. | Funtiled s |[~|sanco E3% 344om

for moving and

copying things in Windows. It consists of placing the mouse cursor over an item. Then pressing and
holding down the left mouse button while moving the mouse cursor to the location to which the item is to
be moved or copied (drag). Once at the location the left mouse button is released (drop). During a drag
when the mouse cursor passes over a part of the display which will not accept the item being dragged, the
mouse cursor will change to a slashed circle.

When dragging items and templates over the detail grid the mouse cursor will change to indicate where
the item/template will be inserted into the list. A down pointing arrow indicates that the item will be
inserted after the line that the cursor is over. An upward pointing arrow indicates that the item will be
inserted before the line. A left pointing arrow indicates that the item is to be replaced by the one being
dragged.

Place the mouse cursor anywhere in the Standard Lunch line. Press and hold down the left mouse
button. Now move the mouse till it is somewhere in the detail grid. (Where doesn’t really matter in this

instance since the grid is empty.) Release the left mouse button.

The mouse cursor will change to an hourglass and after a few seconds, (depending on the speed of your
computer), the inserted lines will appear in the detail grid.
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[l Quote #500010 23-Apr-2001, M. Bruce Roberts =] B3

Your screen should look
something like the one on
umn To Temnite one LNE 1€fE. Notice the use of

S eSS = S

Catalog  Templates |

Mame Title Type ‘MI_;LKE ..
yr= Cotfee Service | Regular Coffee Service Meetings Mestings the guest multlpher for the
Lunch Standard Lunch Lunch rolls and coffee. Its one in
Dinner Standard Dinner Drinmer bOth cases Wthh Caused
| the software to calculate an
Guest order quantity of 25. Click
Multiplier | Quartity Title Unit Price on the TOtal count ﬁeld’
APPETIZERS . .
L5l (right side of the form),
T T and change the count from
—caunts— I} 25 to 30. Then click on the
VEGETABLES Tatal . . . .
—— [ = ||| Appetizers line in the grid.
ruaramv After a little work by the
]
computer you’ll see that
1.00 2500 | Ralls & Butter F0.75 Head Table ..
[ o|lf the two quantities have
Children
1.00 2500 Coffer, tea, decafinated coffes 225 | 1] each been Changed to 30.
Cther
- o You may have noticed
that the Unit Prices for the
Created By Created COn Last Modified By Last Modified On
[roce [p1-Aug 2000121726 om JERUCE [2-Sep-2000 10:5816 am rolls and coffee are shown

in gray. This indicates that
the lines are part of the package price and so the items will not be billed separately. Since we are using the
standard method of calculating package prices the total has not changed. (Remember, using this method we
have to add an item line with the package price.) If you move the mouse cursor out of the detail grid, you
will notice that the PP Net field, (top right), contains 3.00 — the total price of the two items.

X fml Quote #500010 23-Apr-2001. Mr. Bruce Roberts M= E |
ChckpntheCatalogtab N TE.BD SR EEROE -
of the picker. The Banco [FEEsEE==
catalog consists of all of = | rempietes |
. - . o || Jump Ta eim Type
the items that you usually Tl Price | M2 |—F—£Lamho,
use on quotes and [* i
contracts. You are not =i coetl wel M
trict d t X 1 Smoked Salmon Mousse §i4.25
restricted to wusing only . o _IL|
. . 4 »
those items. Later on in EIE] —y
. . Guest E =
this lesson you will learn Muttiplier | Guartity Title Uit Price | $0.00
how to add custom items. ~ APPETIZERS I%Dis:c:ount;g _
SrvChyg
Click on the Appetizers LUNCH ENTREES | $0.00
line at the top of the detail VEGETABLES IPST w0
grid. When you do notice STARCHES =
that the picker repositions | $0.00
its display so that the 1001 3000 Rolls & Butter 30.75 IF'E" Ciscourt |
F0.00
Appetizers are showing. Total
1.00 3000 Coffes, tes, decafinated coffes §2.25 | §0.00 I
Drag  the Shrimp i
Cocktail entry down and |[«] | 3|
dI‘Op it underneath the |crestes By Created On Last Mocified By Last Modified On
Appetizers heading IEIRUCE 51 -Aug-2000 121726 pm BRUCE 1-Sep-2000 1:15:40 pm
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Click on the Lunch Entrées line in the quote’s detail section. Then use the vertical scroll bar on the right
of the picker list to scroll down until you see Beef Tortillas. Drag that entry down and drop it below the
lunch entrée heading.

Click on the Vegetables heading. Drag the Corn entry in the picker list down and drop it below the
heading.

Click on the Starches heading. Scroll the picker list down until you see the Wild Rice entry. Drag the
entry down and drop it below the heading.

You screen should now I L !IEII!!
look something like the ' ® -f& -5 G & BB =S B & @ O 8 -

. Catalog & Template Picker
one on the right. Cteog | rempites |

Title: Price | Minii] IJEIMZPE_
We’re almost done. RICE Starches

Move the mouse cursor to Steamed White Rice wE
the right, out of the detail || widRice 3155
disappears). This  will Guieat A
make the PP Net ﬁeld Multiplier | Quartity Title Unit Price: I F0.00
- APPETIZERS | ||% Discounts
visible. The field now : : — $0.00
) 100 3000 Shrimp Cocktail B8.35
contains the total of the iSerhg
. F0.00
ieleiuo?(sl that you ?éadg' LUNCH ENTREES PST
t should contain .70. 50T 395 | Besf Tortillas i | $0.00

5T
VEGETABLES | $0.00 |

This is the amount that
should be charged for the

100 2000 | Corn 3095  ||[Flst Discourt
| $0.00
paCkage' STARCHES Imal I
P I NY KGN o Rice §1.55 | $0.00 |

Use the vertical scroll

bar on the right of the ] | | LILI

detail grid to scroll the — =
. . . Created By Created On Last Modifisd By Last Modified Cn
item list down till you see IEIRUCE IS1-Aug-2DDD12;1?:2B pm IEIRLICE |1-Sep-2unn1:22:5? B

the last line, which is
“Price per person”. By the way, if you have a wheel mouse you can use the wheel to scroll grids up and
down — place the mouse cursor anywhere in the white portion of the grid and move the wheel.

== lotals

£ ||SubTotal Click on the Unit Price cell of the price per person line. Then type in the price
™ *;52'50 that you want to charge. In this case type in 18.75. To confirm changes to grid

won | cells you have to click on the line above or below the one containing the change,
SrvChg or use the up or down arrow key. Click on the blank line above price per person.
| ¥ e After a few seconds you should see all of the totals filled in. The amounts

R

5| o |BST . . .
o | w175 || displayed on your screen may differ from the one shown on the left since the
s FST — cu calculations will be done based on the tax and gratuity rates defined at your site.
Flat Dizcourt He . . .
o 5000 [ You may have noticed that the 18.75 you entered for the price per person is
' | & displayed in black. Black prices in the grid indicate that the amount will be

— 5 charged on the quote.
- i

- —  The example we are working with just shows food. Its important to keep in
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mind that the detail section can include anything you want — food, beverage, times, linen, audio visual
equipment, room setup instructions, flowers, music, or anything else you can think of.

In addition to using templates and the catalog to add items to the detail list you can insert custom lines.
Lets add a line to note that the lunch will be served “family style”.

Place the mouse cursor over the Lunch Entrées line. Click the right mouse button to bring up the tool bar

Bl D etail Form [ [of=]| menu. Highlight
e rEEEH e Insert  Before,
Catalog Short Mame Return By Date Extended Price and click the left
(I - | | o 1= 3000 | mouse  button.
Quantity Unit Cost Extended Cost This will bring
Il 0 Il w00 ||| WO 4 yup a detail item
Guest Multiplier muttiplier Rounding ttem Type Fo CostiPrice :
Ij 1 I Mane j IMiSCE"anEDUS j Ij 0% ' propert}es
Lnit Price U forrlatforcal Contract Categary P=T Rate WlndO\'V Wthh
Ij §0.00 ‘ X clistribution IMenu j IReguIar j we will use to
Title Sales Category BST Rate create the new
;I IFDDd j IReguIar j line.
_| B Work Order Category
escription : . .
] PR of information
- & Event Bars i g:.;:zrmnlze with that can be
o Invoices o associated with
;I . - Include in gratuity R X
ik Orier Tiate T | Orders & Quotes calculstions each detail line.
;I & Production Reports Y Ao price ey Repeatedly
4 Sales Credits Person tats press the Tab
ol # iark Ordlers ¢ Seppressprsesnd | kep to move to
¥ Geartit-on-cortacts
the Guest
Created By Created On Lazt Modified By Laszt Modified On Multiplier ﬁeld
IEIRLICE |1 -Sep-2000 1:32:47 pm IEIRUCE |1 -Sep-2000 1:32:47 pm . )
Since you are

entering a comment we don’t want any quantities for the line, so change the field to zero.

Notice the Multiplier Rounding field, just to the right of Guest Multiplier. When you are working with
fractional Guest Multipliers you can use Multiplier Rounding to control how the software handles
fractional qauntities. The field offers four options: None, Round Up, Round Down, Round Down Minimum
1. This last setting will round fractional quantities down unless the calculated quantity is less than 1, in
which case it will set the quantity to one.

If we were entering a charged item the price would be entered in the Unit Price field. The checkbox to
the right of Unit Price, (Use formula for sales distribution), is only used when working with formula based
package pricing. When it is checked the software presumes that the Unit Price is a tax and gratuity included
package price and distributes the amount based on the formula specified in the quote’s Calculation Method
field. If you are working with formula based package pricing you can use this feature when you need more
than one package price on a quote — a childrens price for example.

The Title field is where you will typically place the text that you want printed on quotes, contracts, and
invoices. Tab to that field now.

When the edit cursor enters the field you should notice that the Spell button (‘ﬁ) becomes active on the
tool bar, and that the Font Format button (¥F) to the right of the field also becomes active.
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A simple
spell checker is
included in the
software and
clicking on the
Spell button will
activate it. If
there are
spelling errors in
the field a
window will
pop-up so that
you can make

I (8]

Unit Price

I e

| $0.00

Title

Description

Wiork Order Naote

lelau:llal [L=ININEY

’7 Word Hot Found In chllunaly |
EUEIEIES“D”S| Mot Found: ISPEhﬂEI S
Suggestions | Replace 'with: |E==ll

lgnore I Ignore All Options. ..
spEwing | | =
Replace | Feplace Al | Prompt Replace | I
el T [Estamny | Help |
I vI Cancel | ity
i I .2 el e . | A HGFGGFI—t—Gt&I-

corrections. If there are no errors nothing will happen.

Clicking on the Font Format button — do

z: this now, (or pressing Alt+down arrow), will
F drop-down a panel that lets you set the font

fF ., and background characteristics for the field.

F0.00 AN iteibtion
Title
=
=
Size Style
|1I:I J IReguIar j g

Text Caolar

Background Color

Alignment

[Brack N <] [omite [ x| et

ad]

Type “Lunch to be served family style.”

¥ Undadins

3 Shikeout

V.JI.?" Ok

W Cancel

£ty

= o

H

v S0, for example, you can have the field
e display in bold, with red text, etc. These
— characteristics may also be used on your

printed quotes, contracts, etc. But that

* depends on the particular print layout used to
 do the printing. Click in the Style field to
. drop down the list of available font styles and
~click on Bold. Then click on Ok. You must

click the Ok or Cancel button on the panel to

* close it.

in the Title field. It should appear in bold characters. When

entering text in a multi-line edit like the Title field you do not need to press the Enter key at the end of each
line. The software will automatically wrap text to a new line when necessary. You should only use Enter
when you want to force text to a new line, e.g. at the end of a paragraph.

While we don’t need to worry about most of the other fields, lets spend a few minutes looking at some

of them.

Description can be used to add text that will only print on quotes, contracts, and work orders. Since one
can enter a great deal of text in Title, Description is rarely used. Sometimes one wants to attach a note to
staff concerning an item. Use the Work Order Note field for this. The field will print on work orders but not
on quotes, contracts, or invoices.
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I o
Unit Cost

If an item has a cost associated with it that cost should be entered in Unit Cost. B $0.00
The software tracks this cost and can display a cost analysis for quotes and contracts ' tem Type
— shown in lesson 5. | Misoelaneous [ |

Contract Categary
Item Type indicates the section of the Catalog in which the item logically belongs. ver [
. . . . . Sales Category

For custom items the setting is pretty much irrelavent. However the field appears on [Fosd <
this form since the form is used to display the properties of every detail line and

. . . Wiark Oreler Category
Catalog lines will have this field set. [Meru =]

ol

One of the quote and contract layout options is to print detail lines in different areas (sections). For
example, the menu on the left, with bar, staff, and other items on the right. The section in which a line is to
be printed is determined, (for quotes, contracts, and invoices), by the setting of Contract Category.

Sales Categegory determines where sales and costs for an item are attributed. If you will be using any of
the sales analysis reports it is important that this field be set correctly. Also, percentage discounts are
applied based on item sales categories. If you will be using this type of discount then you must set the field
appropriately.

Work orders are in-house versions of contracts. If you are currently managing your events manually you
probably make copies of each contract to distribute to staff. While you can continue to do this in Banco, it
may make more sense to print work orders. Typically work orders do not include pricing information
(although they can if you want) and do not include information that is only relavent to the client — contract
wording and the like. One of the features of the software is its ability to print work orders tailored to the
needs of each department. So, for example, you can print kitchen work orders that only list food and other
items relavent to the kitchen. If you are using departmental work orders, the Work Order category is used
to indicate on which work orders the item is to be printed.

—

Print On

7 Evert Bars N ‘You can .control the types of documents on which an item Will ‘be printed

_ - using the Print On field. In the case of the comment we are adding it need not
o Inivoices ~ be printed on the client invoice or on Production Reports. (Production Reports,
# Orders 8 Quotes by the way, are summaries of all of the items ordered in a period.) To stop an

~ item from printing on a type of report click on the green checkmark beside the
2 report type. Click on the green checkmark beside Invoices, and on the one
_ — beside Production Reports. The checkmarks will disappear and the report types
| o Work Orders 3 will be crossed out. e

i o Production Reports
f Sales Credits

% CostiPrice

[ H 0%

If an item has both a cost and price, then % Cost/Price will show the item’s _ PST Rate

“product cost” — the cost divided by the price. | Reguer [
5T Rate

l I Regular j

Depending on the tax definition in place at your site, your display may not mirror

the one on the right. Either or both of PST Rate and GST rate may have different l
prompts, or may not even appear. C-SIEE G
! o =

PST Rate can be used to set the tax 1 rate to be applied to the item. If the item is ke
non-taxable, then select Non-taxable in this field. Don’t confuse an item’s taxability | ineuse naratity
with that of the client. Should a client be non-taxable you do not set all their items to _
non-taxable. There is a much simpler mechanism that we’ll see in lesson 5. GST Rate | parscntatas
is used to set the tax 2 rate for the item. If an item has no price then the setting of Supprese price-aRd.
these fields is irrelavent. 7 apisetison sontracts
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If an item is to have gratuity charged on it then Include in gratuity calculations should be checked. Like
taxes, this setting is for the item not the quote. The actual gratuity that will be calculated is based on the
Gratuity/Service Charge setting on the Details tab of the quote. If an item has no unit price the setting of
this field is irrelavent.

If an item is to be included in a package price then Add to price per person total should be checked. If
the field is not checked, then the item’s price will be added to the quote total.

Suppress price and quantity on contracts is often used in conjuction with Add to price per person total.
When the field is checked the item’s quantity and price will not print on quotes, contracts, or invoices. Only
the item’s title and description will be printed. If the quantity and unit price are zero the setting of this field
is usually irrelavent since the software will typically not print zero values. This, however, is determined by
the report layout used and sites can develop custom printouts that do print zeros for quantities and unit
prices.

Part of the reason that we’ve gone through all of these fields is that this form is used to display any
detail item and the fields will have importance when you are looking at a line that was originally copied
from the Catalog. Also, when you add entries to your catalog you have to provide this information.

E Detail Form [_ (O] Your item
¢ rEEE o form should look
Catalog Short Mame Return By Date Extended Price like the one on
I :‘v | ERE $0.00 | the left. Make
Cuarnitity it Cost Extended Cost sure that it dOGS
= o =] 5000 |+ $0.00
- » _ : before you close
Guest Multiplier miuttiplier Rounding ftem Type % CostiPrice
Ij 0 INDI‘IE j IMisceIIanenus j Ij 0% the form.
Unit Price Llem el fop ool Contract Categary PET Rate
|- $000 || XK dictipution [ Menu =] |Regular =] Once you
Title Sales Category GST Rate close the form,
Lunch to be served family style. = » [Food x| |Reoutar = you'll return to
LI Wiork Order Category the detail gI’ld Of
fdenu -
De=zcription !i‘rirrt = J K Mistha-ratunad the quote that
&l : - you have been
o Event Bars Ve Synchranize with .
R picker working on. You
lreaices .
LI ) - Include in gratuity should see this
Wiork Orcler Nate o Orders & Quotes calculstions new line just
- Production-Reparts Adlchbo-price-pee
[— % above the Lunch
J Sales Crecits : Entrées line.
_I o wiork Orders b4 %W
R SRRty oR-coRtEasts
Created By Created On Laszt Modified By Laszt Modified On It 18 lmportant
IEIRUCE |1 -Sep-2000 13247 pm IEIRUCE |1 -Sep-2000 25320 pm to understand
that the lines you

placed in the detail grid using the template and catalog are copies taken from the catalog. Any changes
made in the catalog or template subsequently will not affect the lines on this quote. So, if a price change is
made in the catalog it will not affect the pricing of existing quotes and contracts. This also means that you
can make changes to the line specifically for the quote. For example, if the corn is to be served un-buttered,
you can simply add the text “no butter” to the line.
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Try that now. Click on “Corn”. Either click again or
press F2 to tell the software that you want to edit the
field. When you do, the cell will be outlined with a green border — the 111ustrat10n above left. Press the End

13

key, (or click to the right of “Corn”), and type “, no . :

butter”. Now click above or below the line to confirm oo

your change. (To cancel an edit, press the Esc, (Escape),
key.)

STARCHES

You determine the placement of each line in the grid by where you drop/insert the item. Should you
need to move a line you can do so by placing the mouse cursor in the leftmost cell of the grid. Then drag
the line to its new location.

Try it now with the line that you just added: place the mouse cursor over the leftmost cell of the
comment line. When the mouse is correctly positioned the cursor will change to show a bar under the arrow

L_ ). Press and hold the left mouse button. When you do this you will see a solid bar appear across the top
of the line. Move the mouse up. As you do, the solid bar
will move, indicating where the line will be placed when ¥ Uil -
it is dropped. Move the mouse to the first line in the grid Lunch to be served family style.
and release the mouse button. The computer will work APPETIZERS
for a few seconds and then the line will appear above the
Appetizers line. Now move the line back to its original
position.

1000 Shrirme Cocktail

A final note on working in the detail grid. If you wish to remove a line you can use the Void tool button
or you can press the Del, (Delete), key. The software will not ask you to confirm the deletion, it will simply
remove the line.

This is the end of the lesson. Click on the Close button to close the form. Then close the Event Calendar
form.
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Lesson 5

Developing A Quote. Part 3

We are just about done with the quote. In this lesson we’ll look at another way to get to quotes. Then
we’ll finish up with the quote and print a copy of it. Finally we’ll convert the quote to a contract.

To this point you have used the Event Calendar to get to the quote properties. This is not the only way.

When we were adding the new client for the quote you may have noticed that part of the client information

includes a list of all current quotes associated with the client. We

Cantracts Wl could o through the client list to get to the quote. Instead we’ll

B Cumert Quate List Quaotes ) use the Current Quote List function. On the Control Panel you

«7Room Book  |@)| should see a button labelled Quotes, its usually the fourth one

from the top. Click on it to bring up a menu of functions that

E work specifically with quotes. Then click on the first entry in

this menu — Current Quote List. This will bring up a list of all
open quotes.

Woided Quate List | T Groups
[Junte Register . Accourting
J’i Event Bars

B Quote List [_TO[x] An open
CeN-2287%0EH® quote is one that
has not been

Gunte | Function Room Short | Expected voided. When
Mumber Date Client In At (Client Out At Mame Guest Total Customer Company MName Cus
you create

500010 | 23-Apr-2001 12:00 pm Delivery 30 | Roherts \ Bruce " Wr, ,
quotes you’ll

either turn them
into  contracts,
(we’ll do this
near the end of
the lesson), or
you’ll have to
void it. Voiding
a quote doesn’t
remove it from
the system. It
simply takes it
off the current
quote list and, if
the room book is

enabled,
removes the
4 | ]| room booking.
Qrder List Search For Function Date (For those of
[l Descending Date x| fp-tug-1oss you that have to
manage  room
space you should note that when you create a quote and assign it to a managed room, the software
automatically places an unconfirmed booking on the space. This will prevent anyone else from booking the
space until you void the quote.)

EW S-Aug-1995 S:00 am S:00 pm | Oak 450 | Anywehere Community Clukb Allerhdrs Marc

Banco Getting Started Guide 37



Locate the quote you have been working on in the quote list. Its probably at the top of the list. Place the
mouse cursor anywhere on that line and click the right mouse button to bring up the tool bar menu.
Highlight the Properties entry and click your left mouse button. After a little work you should see the quote
displayed. Click on the Accounting Tab.

The Purchase i Gl I
Order  field @ ik« (% - @ 0 % B804 = = 7 0 B -
should be used SUMmmary | Details  Accounting |Miscellaneaus | Additional Cliert |
to I'GCOI'd any Purchaze Order Cliert Billing Account Dizcounts
purchase order | | % N
number PST Exemption ST Exemption Discount Category Dizcount Total In #
provided by the I I g Provincial Sales Tax Provincial Sales Tax
client. It iS Service Charge/Gratuity Service ChargeiGratuity
unlikely that a Goods & Services Tax Goods & Services Tax
client will Food Food
provide thiS Soft Beverage Soft Beverage -
4 r|

when you are ]
1n1t1ally entering Flat Dizcourt Amonit Sales Categary Line #
a quote. The =] $000  [Provincial Sales Tax — w| [ O
field is there Line 1 Text
b th IDlscount

e'cause c Line 2 Text
client may have [Piscourt
a standing Line 3 Text
purchase order |piscourt
with you or you Line 4 Text

t to IDlscount

may wan Line 5 Text
record the IDiscaunt
number once the
quote has been [gregten By Created On Last Modified By Last Madified On
confirmed. IEIRLICE |31 -Aug-2000 1 217:26 pm IEIRLICE I2-Sep-2EIIZIIZI 11:31:25 am

If you are an in-house caterer, you can use Client Billing Account to record the account number to
which the event should be charged. This number is printed on Banco invoices and can appear on invoice
reports.

If the event is to be exempt from tax 1 or tax 2 then the exemption number should be entered in the
appropriate tax exemption fields — shown as PST Exempt (tax 1) and GST Exempt (tax 2) on the
illustration. If you do not have or need to record an exemption number you can type any text in the field. If
a tax exempt field is not blank then that tax will not be charged.

The right half of the Accounting tab is devoted to discounts, which we will not deal with in this guide.
Working with discounts is discussed in the User Manual.

Click on the Miscellaneous tab. At the top left of this tab is the Function Type field. Drop its list down
find Luncheon and click on it. The field is used to categorize types of events. Correctly setting the field will
allow you to produce event and sales summaries based on the kind of event. (You can define different
function types using the Site Defined Types function which can be found on the Configuration menu, see
lesson 10.)
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The Function Category field is also available for categorizing events. Its usage is arbitrary and different
for each site.

fal Quote #500010 23-Api-2001. Mr. Bruce Roberts [_[O] ] Fixed
OXN-BH-A PEEEISE S MO E - Comments can
SUMMmary I Details | Accounting  Miscellaneous IAdditianal Client | be used to record
Function Tyipe Sales & Cost Summary comments that
Tnchean Sales % il are to be printed
Function Categaory % Costf of at the bottom of
Sales Categary Sales Costs Sales |(Category
General -
. J Pravincial Sales Tax Fa1.73 9.20% quotes/con?ra‘cts.
Ficed Comments Service Charge/Gratuity $54 35 15.00% In general it is a
| Gonds & Services Tax 345 28 B.05% good idea to
Food Fo62.50 F136.50 24 279 100.00% reserve thlS area
=oft Beverage for a particular
£F Beer t £
wine ype 0
Liguar comment. As an
_I Room Rentals example, you
Room Setup might use the
Linen field to record
;I Flovwers H .
Mizcellaneous any a ergles' or
Afv Equipment other medical
=nat useds cautions for
snot used> -l guests at the
- RV i
i _>|_I event.
Total Sales Total Costs % Total CostsiSales
[ | $562.50 | $136.50 24 2EET% The field
Crested By Created On Last Maodified By Last Modified On below Fixed
IEIRLICE |31 -&ug-2000 121726 pm IEIRUCE |2-Sep-2DDD 11:31:28 am Comments is

known as the
Non-Printing Comments field. Use this area to record notes that you do not want printed anywhere.

On the right side of the Miscellaneous tab is an analysis of event profitability. All of your sales
categories are listed, one to a row. Total sales and costs for the category are shown, followed by the
“product cost”, (total cost divided by total sales), and the percentage of the quote total represented by the
category. At the bottom of the grid are some overall totals. The information in this grid is maintained by the
software and is always current. Use the information when you are developing quotes to insure that they are
meeting your profitability requirements.

Click on the Additional Client tab. This tab can be used to associate a second client with the event.
There are a number of uses for the field. When booking a wedding, for example, the groom can be added to
your client list and then made the “additional client”. Another use is in clubs where an outside party is
booking the function. In this case the field can be used to specify the member sponsor for the event.

To clear an additional client, press the Del, (Delete), key when the cursor is in the field.
We’ve covered all of the data for a quote and in the process have created a simple event. In a typical

operation the next step is to print the quotation for the client. Before doing this, click on the Save button

(5R). Its not usually necessary, but it does force the software to make sure that the quote displayed on the
screen will be the one printed. (Printed quotes always work with the information stored in the database.)
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There are a number of different ways to print quotes. Perhaps the simplest is to click on the print button
(&I) — do that now. This will bring up a “print parameters” short-form which we will use to print the
client’s quotation. You can also print quotes from the Current Quote List, or using the Reports button on
the Control Panel.

The Select Report field contains a list of different
layouts that are available when printing quotes. Click on
the field to pop-up a list of layouts. Locate the Quote -
Sample 0 Standard entry and left click on it. The standard
software includes a number of different samples.
However, most sites will develop their own layout(s) that
include the wording and design they want on quotations.
At the bottom of the form you should see five buttons:
Print, Preview, E-Mail, Modify, and New. Print will send
the report to a printer. Preview will display the report on
your screen and allow you to review it and then send it to
the printer. If you have Banco configured to send e-mail, |-Repart Limit
then clicking on the E-Mail button will take you through |Qucte #500010
the process of sending the quote to the client via e-mail.
Modify lets you alter the layout. Finally, New lets you
create a new report layout.

—Report Description

Standard guote.
LETTER, PORTRAIT.

For this lesson, we’ll just use Preview. Click on

Preview now. The software will work for a bit and then % El = B B
you’ll see the quotation on your screen. It should look | Frint Freview E-tdail hdodify — Mew
something like the illustration on the right.

[l Print Preview BE B At the tOp of
& EEE [Fx w44 »ow Close_| the preview

window  you’ll
see several

. . controls. On the
Demonstration System far  left is a
Roberts Browne Linuted « 1 - 1370 Don Mills Road * Toronto, Ontario, M3B 3N7 « Canada printer button.

Toll Free (8007) 561-5338 « Phone (416} 447-8770 » Fax (4187 443-9260 » www bancoems, com Chcklng it will

send the report to

10019 a printer. The

Client Mr. Bruce Robetts Office (8007 561-5388 Cuote # 500011
110 - 95 Barber Treene Road Home (555) 5565555 2 next three
Toronta, ON - M3C 359 E-Mail roberts_browne_limited @msn. com buttons allow

you to change
the size of the
report  display.

Date Monday, April 23, 2001 In At12:00 prm The leftmost
Foom Deliveries Out By .
Event Roberts Birthday Party but.ton will
Salesperson Bruce Roberts shrink the page
Guests Expected 30 so that it Mfits
entirely ~ within
Quantity Unit Price  Extended Price the dlsplay area
Shrimp Cacktail The middle
|Page 1 af 1 button, of the
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three, will size the page so that its width is entirely within the display area. The rightmost of the three
buttons will display the page as close to actual size as possible. Because of the differences in screen sizes
and display resolutions its not possible to be more specific. To the right of the three sizing buttons you’ll
see a field that displays the actual % of the displayed page to actual size. When using the middle button
setting you may see a line displayed smaller than the text around it. The software is trying to show you the
actual text that will print on that line.

To the right of the sizing buttons is a group of controls that resemble VCR buttons around a field that
displays the page number being displayed. These buttons move you, working left to right, to the first page
in the report, the previous page, the next page, and the last page.

In about the middle of the tool bar is a button labelled Close. Clicking this button will close the preview
display and return you to the print parameters form.

- .
Click on the Printer button Mk |

(far left). This will bring up a | Frinter

Windows printer dialog. In | Mame: |55 HP Laserlet am ~| _ Propeties |
thi.s dialog you can select the | 1,qe. HP Laser) et 44
printer to be used, the parts of |\ ihere: LPT2
the document to be printed, _
and the number of copies to | FageRangs ~Copie
be printed. You can also use & Al Mumber of copies: |1 _T_IZ
the dialog to send the | ¢ CumentPage
v Lollate

document to a file in one of | ¢ Pages | v
several file formats. Enter page nurmbers and/or page ranges
zeparated by commaz. For example, 1,3.5-12.

Make sure that the
selected printer is the one you Piint |41 pages in range =
want to use and click on the = [~ Print ta File
Ok button. This will print one
copy of the quote. Once
printing has finished you’ll || ‘where: | I
be returned to the preview
form. Close the form, (click
on the Close button at the top
of the form), to return to the
print parameters form. Close that form as well.

Twpe: I.-’-'-.ru:hive File j

Cancel |

You should be back at the quote form. Click on the down arrowhead just to the right of the Tools button
(ﬂ) on the tool bar. This will pop-up a menu with three selections on it.
3 +  1he first Convert Quote to Order is the one that we’ll use in just a second.

= - 5 B . .
€ & E B R The other selections allow you to copy the quote to create either another

R Convert ToOrder  fisce new quote or a new contract. Both of these functions are quite useful and
will save you a lot of time when you need to create a new event that is
Copy Ta Mew Order very similar to one that you already have on file.

Copy To Mew Quote
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Click on the Convert Quote to Order menu entry.
Confirm

The software will then ask you to confirm that you @ Bl quee (e pemli e e

want to turn the quote into a contract (order) — illustration

on the right. You do, so click on Yes. The computer will

then work for a while and when it is done will display a
message

Mo | Cancel |

]|

T S~ <Ilinz o

@ Guaote 500010 corverted o Order #100050

that it has turned the quote into an order — illustration on the
left. Take note of the order number in the message then click
on Ok. The quote form will be closed and you’ll be returned
to the Current Quote List. Note that the quote you have
created is no longer on this list. You’ll find it on the current
order list, which we’ll be looking at in the next lesson.

We are just about done with this lesson. Before you close the
L aa e f o

current quote list, take a look at the tool bar. You should note that
it is enabled and has a pop-up menu (signified by the down
arrowhead to the right of the icon). Click on the arrowhead. You’ll
see the same menu you saw in the quote properties form.

Close the current quote list.

If you open the Event Calendar and go to the month of your

m_ﬁ Cotweert Ta Order

Copy diz Mew Order
Copy &2 Mew Quate

At |Client Cut ¢
RM

next birthday you’ll see that the event you created in the last three lessons is still there. Instead of your
name being displayed in fuchsia it is black. This indicates that the event is a contract as opposed to a quote.

If you’d like to confirm this, do so now.
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Lesson 6

Working With Sorted Grids Using The Order List

Like quotes you can get to contract information using the Event Calendar or Client Properties. There is
also a Pending Order List function that can be quite useful. This lesson is going to use that function to teach
you about “sorted grids” which is what we call the various lists of quotes, contracts, clients, and bookings

that the software can display for you.

B Current Order [Contract] List
Histarical Order List
uest Lists

Click on the Contracts button of the Control Panel
and then on the first entry in the menu that pops-up.

The Pending Order (Contract) list contains all open
contracts. An open contract is simply defined as any
contract that has not been voided or invoiced. Initially
the list will be displayed in date order from the latest
date back to the earliest. As we’ll see in just a minute
you can alter the display order. (That’s why we call the
list a “sorted” grid.)

[tem Requirements ¥

Yoided Orders
Order [Contract] B egister

=] E3

eN-5-987 CH O

E Current Order [Contract] List

Order Room Short Expected ﬂ
Number |Function Date| Client In At (Client Out At Marme Guest Taotal Customer Company Mame
23-Apr-2001 12:00 pm Delivery 30 | Roberts \Bruce Y.
100045 | T-Oct-2000 500 pm 900 pm | WWillowy 80 | AndersontJudith Caralyn Berwick
100043 | 28-Sep-2000 00 pm | 11:00 pm | Parlar 56 | Jamison \Mr Robert Andresw
100039 | 31-Aug-2000,  11:30 pm 4:00 pm | Cherry 100 | Marshall \ Edwing \ Wz
100047 | 25-Aug-2000 Delivery 25 | Hob Mok Restaurant
100045 | 24-Aug-2000 Delivery 100 | &nywwhere Community Cluk Allen b hdr
100046 | 23-Aug-2000 Delivery 150 | Boyerton Viillizm
100044 | 15-2Aug-2000 500 pm 900 pm | Parlor 15 | Seifried Walina
100042 | 13-Jul-2000 Delivery 24 | Meglydaniel
100041 | 18-Jul-2000 Delivery 70 | Meglydaniel
100035 | 21-Jun-2000 11:30 am 200 prm | Tavola S0 | Muldine'Dy & Mrs Kenneth
100036 | 15-Jun-2000 11:30 am Delivery 25 | Jamison \ Mr REohert Andresw
100037 | 14-Jun-2000 Delivery 30 | Anywwhere Community Cluk Allenihlrs
100034 | 25-May-2000 4:00 pm 300 am | Ball 100 | AndersonJudith Caralyn
100033 | 31-Dec-1995 G00am | 1200 pm | Tavola 110 | Muldine’Dr & hrs Kenneth
100021 | 17-Aug-1995 .00 am S:00 prm | Cak 400 | Anyehere Community Cluk Allenihirs -
KIS ;I_I
Ordler List Search Far Function Date
Ib\; Descending Date j |23--”~F'r-2'3'31

Change Grid Sort Order

Banco Getting Started Guide

' Clients s
Cortracts N
Cuotes C
& 7Foom Book (@)
ﬁ Groups
+ Accounting E
J:’_(. Event Bars V
,@, Recipes E
Jl Reports N
Below the
grid you will see
two fields. The
left one has the
caption  “Order
List”. Click on
the field now.

This will pop-up
a list of ways in
which the items
in the grid can be
sorted. Scroll
this  list  up,
locate the entry
“by  Customer
Name and Date”
and click on it.
The items in the
grid will be re-
arranged and
will now be in

alphabetical
client name
order.
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The prompt of the field to the right of Order List will change to “Search For Customer Company
Name”. You can now use this field to find any contract based on the client’s name. Whenever you change
the sort order of the list the search field changes so that you can search for an entry based on the order in
which the list is sorted.

Click in the search field and type in your last name. A second or so after you stop typing the software
will locate the entry that is the closest match to what you typed. Look on the left side of the grid and locate

the pointing hand icon (lE'_'). It should be pointing to the contract that you created in the last lesson.

When using the search field you don’t have to type in an entire name. If you type a few characters and
wait for a second, the software will move to the closest match and fill in the name in the search field. If this
is not the name you are looking for you can type a few more characters and wait. The software will then
look a little further. Repeat this action until you’ve found what you are looking for. When searching for
names upper and lower case characters are treated the same, i.e. you don’t have to properly capitalize a
name.

You can manipulate the grid to use different column widths and to display the columns in a different
order. When you change a grid layout the software will record your changes and each time you view the
grid it will use the settings that you have established.

Click anywhere in the current order list. Move your mouse cursor into the gray header area of the grid -
where the titles are. Move the mouse cursor horizontally until it is over the vertical dividing line between

the Function Date and Client In At columns. The mouse cursor should change to a sizing bar (+"*). Drag
the divider left or right to decrease or increase the width of the Function Date column. Try it now.

You can change the order of columns by dragging a column to a new position and dropping it. Place
your mouse cursor at the top of the Order Number column, somewhere in the gray header area. When the

cursor is correctly positioned it will change from your normal pointer to the move cursor ( ‘l). Now drag
the Order Number column to the right side of the grid and drop it. It’s a good idea to place the columns that
you are most interested in on the left side of the grid and those that you don’t care about on the right — out
of site.

Clicking on the top left cell of the grid will reset the column sizes and positions to their “factory”
default. Do this now.

In all grids the software controls the height of each row and adjusts it to best display the text. You can
temporarily adjust line heights by sizing each row much like you do column widths. Place the mouse cursor
in the gray column at the far left of the grid, on the horizontal line that separates two rows. The cursor will
change to sizing bar. Drag the row divider up or down to alter the row height. These settings are only
temporary and the software will reset row heights when it feels it necessary.

Unlike the quote detail grid (lesson 4), you cannot change the order of rows in a sorted grid using drag-
drop. The setting in the Order List field determines the order in which rows are shown.

Lets turn our attention now to printing reports based on data in the list. Please note that while we are

going to be working specifically with contracts (orders), the principals discussed here can be applied
generally to any function that displays a sorted grid.
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Click on the down arrowhead to the right of the print

button (é) on the tool bar — or click your right mouse ¢ N . .I .\ SN E| ®
button while the cursor is somewhere in the grid. The '
menu that pops-up has three selections. We are interested order A = Fon
in the first of these — Lists, Contracts, Work Orders. Click oz BEll = ekl ltem Requirements |, |
on that selection. (Item Requirements report on detail & Any Period Item Requirements | L
items ordered in a period.) mr
100045 | 7-0ct-2000 S00pm| 900 pm | willes
A full print parameters form will be displayed. The left 100043 | 25-Sep-2000|  E:00pm | 11:00 pm | Parlo

half of the form is the same as the print parameters short form you worked with in the last lesson. The right
half of the form, (Selection Criteria), appears because we are working with more than one object and we

[ Report [_[ofx]| may want to set
< K o an output order
—Selection Criteria and/or limit the

Select Report

Repott Order items that are to
Joy Date & Time [ be included in
—Report Description -
Standard contract. Limits the report.
LETTER, PORTRAIT Add Company Contact -
Add Company Mame

Add Customer Murmber You can use
Amount % Dizcounts :
ol the form to print
mount Calculated CPP contracts or
Amount Calculated PPP
Amount Deposit Total work orders for a
Amount Ex Gratuity number of
Amount Ex Met
Amount Ex Tax 1 events. . For
Amaurt Ex Tax 2 =l | example, instead
Right Click To SetRemove Selection Limits of printing a
work order for
an event when
you first create
the event, you can print work orders for all events to be held next week or, for that matter, any period. The

form can also be used to print event lists and anticipated sales reports.

—Report Limit

& [ O B
Print  Preview E-Mail Modify — MNew

Click in the Select Report field, locate the Pending Order List entry in the list that pops-up, and click on
it. (This report prints up to two lines for each event showing the date, time, room, guest count, and client
name.) You can adjust the order in which events will appear on the report by changing the selection in
Report Order. Click on that field to see a list of possible sort orders — it is the same as the list that pops-up
when you clicked on Order List in the Pending Order list function. Make sure that the field is set to “by
Date & Time”.

Turn your attention now to the Limits section in the lower right portion of the form. This is a list of all
the fields in a contract that you can use to limit the events that are to appear on the report being printed. To
place a limit right click on the field name, (the list is alphabetical), and select Set/Edit Limits. Once you set
a limit, the field will appear at the top of the list prefixed by a dash (“-*). You can remove a limit by right
clicking on it and selecting remove limits.

When you print, preview, or e-mail a report with limits the software will only include items, (orders in
this case), that meet all of the criteria established by your limits. A common mistake when first working
with limits is to specify a number of criteria that effectively excludes all items. If you get a blank printout,
check your limits.
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LA Ll S L L

Expected Guest Taotal
Function Category

H ernoe it

Function Mam

Function Type S
Group Numbe Set/Edit Limnitz

Guaranteed Guest Count the list of fields
| ast Mndified A until you find the
Function Date entry. Place the mouse cursor over it
and click the right mouse button. Click on Set/Edit
Limits. A form will be displayed that allows you to set
the starting and ending date. In the From field set the
date to August 1, 1998. Set the Thru field to August
31, 1998. Click Ok.

The software keeps track of any limits that you set. They will
remain in effect until you clear them. To clear a limit place the mouse
cursor over it, click the right mouse button, and select Remove Limits.

Scroll through il Set Limits For Function Date M=

Fram _
I'I-.-’-‘-.u 1998 Set Frarm ta blank, to include
d first itern an file
i Set Thi blank to inchid

et Thru to blank to include
I31 Aug-1354 j last itern on file

v’ ok x LCancel |

You should now see the Function Date field at the top of the Limits list showing the dates that you

I —_—

Limmit=:

¢ Function Date

Add Company Contact
Add Company Mame
Acld Customer Mumber

seconds you will see the report. When you are done, close the preview form.

Close the print parameters form.
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selected. Notice also that the Report Limits box
in the lower left side of the form shows the
limits as well.

Click on the Preview button (&). After a few
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Lesson 7

Working With Contracts (Orders)

As you will see in a minute, the contract properties function is almost identical to the quote properties
function that you worked with in lessons 3 thru 5. However, there are a number of additional features
available in contracts. In particular we are going to look at recording deposits for contracts.

If the Pending Order (Contract) list is not displayed, click the contracts button on the Control Panel and
select the first entry. Now locate the contract that was created from the quote you prepared in lessons 3 — 5.
If you are having trouble locating the contract: Click on the Order List field and select “by Customer
Company Name”. Now click in the Search For Customer Company Name field and type in your last name.

After a second or so locate
the right pointing hand

([[-:5 ) on the left side of the

ANNNAS |7 -Cwek-2000

grid. It should be pointing
to your contract.

et et it
Mumbet |Function Date| Client In At (Client Out At Matmne Guest Total Customer Cat
23-Apr-2001 12:00 pim Delivery 30 | Robertz Y Bruce W,

S0 e 9 e | il AN L A ndrrsnnlodith Car

Once you’ve found the contract place the mouse cursor anywhere in the line, click the right mouse
button to bring up the tool bar menu, highlight Properties and click the left mouse button. After a few
seconds of work your computer will display the Contract properties form for your order.

As you can see this form is almost identical the quote form. There are, however, some additional

Bl Order #100050 23-Apr-2001, Mr. Bruce Roberts [o[x]| features.  Click
5 = on the Details
eN-B-EQPEEEAR CEH -
. . _ = : tab and take a
Sumimary Details |Account|ng | Mizcellaneous | Additional Clisnt | look ¢ ih
—Time: ervice Charge/Gratuity —Per Person Lines 00 a c
In At Setup Start H. d'Deuyre Bar : Met PP Calculation Method bottom of the
- - Ceearricha-Standard-
|12.u|:| pm | EE |12.u|:| prm | | ‘X o | F16.75 IStandard = Totals  column.
- PP hlet Cost PP
Dt At Tjar Dm-;n Endl heal Speeches Gratuity Rate Tclt;le;PBD I e I u} e There are two
! 4 o] ! ! | N - additional fields:
= Al .
Sub-Tatal =4 Deposits and
Guest E 56250 | GuestList || Balance. As you
Muttiplier | Quartity Title Uit Price [ & add deposits to
APPETIZERS IR $0.00
i - R EventBars |l an order the total
1.00 S0.00 | Shrimp Cocktail 685 I—gm WIH be added to
PST the Deposits
LUNCH ENTREES [ 75 | s ||| field. Balance is
: GET Tatal .
1.00 30,00 | Beet Tortilas $6.25 I 34525 = the difference
VEGETABLES "~ |Fietoiscout |lcusranty ||[| bEtween the
— | [iE) Head Table| || deposit totals.
STARCHES | 574391 || 0 p
1.00 30,00 [ vild Rice §155| Deposits Children
3000 | 0 You may also
Balsnce Crther see two buttons
100 A000 1 Rall= & Rtter FOTS _ILI I 743,91 I 0 abOVC the CountS
<| I » :
Created By Crested On Last Modified By Last Modified On COlumn N the
IEIRUCE 11-Sep-2000 314:38 pm BRLICE 11-Sep-2000 3:14:35 pm appearance of
these buttons
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depends on the version of the software you are using and how it is configured at your site. Guest List (@)
will activate the guest list for the event. (A guest list contains a list of all guests expected at the event and
their seating arrangements.) The Host Bar button (+=) pops-up a menu that allows you to define and

maintain bar inventories for the event. Line 1 Test
Deposits Dizcount

Now click on the Accounting tab. In the = Dete TE— py—— Line 2 Text
bottom left section of the tab you will see a = IDisc:n:nunt

Deposits grid. This grid is where you will Line 3 Text
record all deposits for the event. Any number |Disc:nurrt

of deposits can be recorded. Place the mouse Line 4 Text
cursor anywhere in the main part of the grid IDisu:u:uunt

and click the right mouse button to bring up Line 5 Text
the tool bar menu. Click on Insert/New. This |Disc:nurrt

will bring up a Deposit properties form.

|Created By Created On Last Modified By
Deposit Date should be set to the date that you received the deposit. Amount should be set to the amount
of the deposit. Settlement Type should be set to the method of payment. You can use the Site Defined

I Deposits M=l E3 Types function,
found on the
CE-EEREe-

Configuration
Amount Of Deposit  Setilement Type menu. to alter
b
-| |- F0.00 Cash hd
I ! [ the  Settlement

_ Type list. Type a
dash (-) in

= ” Deposit Date

Creasted By Crested On Last Modified By Last Modified On d the tab
| [r2:00:00 am | [1200:00 am and press the ta

key. The

software will fill in the current date. Now type in ‘200” in Amount. Click on Settlement Type and click on
Cash.

You must provide a Reference for the deposit. If the payment is being made by credit card then you’ll
want to enter the card number and expiry date. Otherwise you’ll need to put something else in the field.
This field is required. Type “To confirm reservation” in Reference. Then click on the Close button (ﬂ ).

The computer will work for a few seconds then =
you’ll see the contract’s Accounting tab. The deposit = BEposits ﬁ
you just entered will be showing in the Deposits grid. BED R Amourt o

= LR To confirm resery F200.00 IE

If you make a mistake entering a deposit you can ll'[')—ri
generally correct it immediately after you entered it. -
However, there are several conditions under which IE
deposits cannot be altered. When that is the case, the =
deposit will be displayed on a yellow background in Ia
the grid.

|t'fr|=:ﬁh=:ri A Created On | ast Mordifi

You can attach notes to quotes, contracts, clients,
and a number of other objects. When you call up an item that has notes attached a reminder is displayed on
the tool bar. You can also use the Notes button on the Control Panel to view all notes in the system.
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We are going to use this feature to create a deposit schedule for the event.
1. e Sy B [ Click on the arrowhead at the right of the Stick-On Notes button (1) on the tool
_ o B bar. This will pop-up a menu with one selection, New Note. Click on that

522 selection to bring up a note I Stick-On Note !E[

i3z Crder Client B i 5 T
! properties form. & S BB B o

Order $100050 23-Apr-2001, Mr. Bruce Roberts

Click on the arrowhead on the right side of the Tickle
Date field and then click on a day sometime next week. (If
you use the Control Panel’s Notes function on the date you
selected, the note you are about to create will be displayed
on a red background to remind you of the due date.)

Tickle Date Tickle Time
|1 9-5ep-2000 |

Subject
|2r'u:| Depasit Due - $500

Mote

You can use Tickle Time to include a reminder time. Do [ [
this when, for example, you arrange to call a client at a
particular time. (The software does not actually warn you
when the time approaches.)

Click in the Subject field and type «pnd Deposit Due -
$500”. When you need to record more extensive text, place it
in the Notes field.

pealed By Cisated On !
o8 . .m.2ao v BREED I FQ | [12:00:00 am [
[#] New Note | Cliert |
Dis

SUmmaty |

ATEESE] Close the note properties form. You should now

=3 21 19-5ep-2000 2nd Deposit Due - $500 see a note reminder on the tool bar. If you pop-up the

P=T Exemgimn Z=1 Exempiion

Stick-On Notes (@) menu you’ll also see an entry on
I the menu for the note (illustration at left).
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Click on the [l Stick-On Motes _[O] =]
€ T oE o

Notes button on
the Control
Panel. This will
bring up a grid
that displays all
of the stick-on
notes in the
database. You
can use the
Properties

button to view
each particular
note. If you are
going to be
using  stick-on
notes, it’s a good
idea to get into
the habit of
using the Notes
button each day
to check on
notes that should
be looked after
that day — they
will be displayed

Tickle Date | Tickle Time Attached To Subject
Order #100033 31-Dec-1338, Dr & Mrz Kenneth Muldine Sample Mote
16-Dec-1998 Order #100033 31-Dec-1938, Dr & Mrz Kenneth Muldine Sample Mote With & Tickle Date
13-5ep-2000 Order #100016 10-4ug-1938, Judith Caralpn Anderson 2nd deposit due
y= 19-Sep-2000 - Order #100050 23-4pr-2001, Mr. Bruce Roberts Znd Deposit Due - $500

KI ]
Crder List Search Far Tickle Date
[ by Tickle Date =l [19-5ep-2000

in red. Close the Stick-On Notes form. You will be returned to the contract properties form.

Click on the Save button (@é) on the contract properties tool bar. This will insure that the screen contents
are saved to the database. Now click on the Print button (). When the print parameters form appears, pop-
up the Select Report list. You’ll notice that it contains several entries that were not on the one you saw
when printing quotes. In particular you should see several work order sample layouts.

Select the “Contract — Sample 0 Standard” entry and

click on Preview (@-). When the preview form displays,

scroll it down to the totals area. You should see that the

18.75 a62.a0

Sub-Total a62.a0

Semvice Charge!Gratuity g4.38

Provincial Sales Tax a1.74a
Goods & Services Tax 4528 hi

Total $743.91 this).
Deposits 200.00
Balance Due Fa43.91

50

deposit you entered is printed along with the outstanding
balance for the event (report layouts can differ between
releases, and you may have a version that doesn’t show

Close the print preview form. Then the print parameters

form. Then close the contract properties form. Finally,

close the Current Order list.
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Lesson 8
Invoicing

Don’t skip this lesson. Invoicing is an important function in Banco, even if you will not be using the
software’s invoices to settle with clients. One of the things that the function does is move contracts from
the Pending Order list into the various historical lists maintained by the software. This not only clears out
old events from your pending list, it also updates the sales history which is used by the Sales Reports
function.

When possible we suggest that you do not actually invoice events until after they have taken place and
their contracts have been updated to reflect any changes that occurred during the events. The principal
reason we make this suggestion is that once you have invoiced a contract you will not be able to alter it.
Should you need to alter an invoiced contract use the sales credit functions (on the Accounting menu) to
create and issue a sales credit for the event. Then copy the historical contract, make your changes, and re-
invoice the event.

To activate the invoicing function click on the Accounting button ( %) of the Control Panel and select
Invoice Orders. The software will work for a while. How long depends on the speed of your equipment and
on your contract volume. Eventually a list of contracts that can be invoiced will appear. This list will
contain events up to 10 days in the future.

il Invoice Orders =]

’m—| Chckmg m

the white space
to the left of an
event selects it

Select Orders To Invoice

Circler #100016, on 1 0-&ug-1998, Clisnt Judith Carolyn Anderson, Ms Anderson, Room Tavols, Booking #25, Total = $1,971 20 for invoicing. A
. . _ green checkmark
Order #100019, on 11-Aug-19395, Client Judith Caralyn Ander=son, Somebody, Foom Oak, Booking #31, Total = 1 ,971.20 .
will appear
Order #100030, on 11-Aug-1935, Client Anywwhere Cammunity Club, Mrs Margaret Allen, Room Ball-East, Booking #4.3, Total = : .
beside  entries

F0.00
that are selected.

Clicking on a
checkmark will
Order #100020, on 13-Aug-19395, Client Anywhere Community Club, Mrs Margaret Allen, Room Willowy, Booking #32, Taotal = deselect the
4 ,106.36

entry, and the
checkmark will

Orcer #100017, on 11-Aug-1935, Client Maty & Edward Rostenbach, Room Cherry, Booking #26, Total = F165 44

Orcer #100024, on 1 2-Aug-19395, Client Mary & Edward Rostenbach, Foom Ball-East, Booking #37, Total = $165.44

Order #100031, on 13-Aug-19395, Cliert Mr Robert Andrew Jamison , Room Ball-West, Booking #45, Tatal = $0.00

Orcler 2100022, on 14-Aug-1993, Client Judith Carolyn Ancerzon, anybody, Room Cherry, Booking #35, Total = $1,971.20 disappear. The
Order #100025, on 15-Aug-1995, Clisrt Mary & Edward Rostenbach, Room Maple, Booking #38, Total = $121 .50 Invoice Date
_ _ , field contains the
Order 2100021, on 17-Aug-1935, Client Anywhere Community Club, Mrs Margaret Sllen, Room Oak, Booking #33, Total = .
$2,196.00 date that will be
Orcer #100033, on 31-Dec-1998, Client Or & Mrs Kenneth Muldine, Room Tavola, Booking 47, Total = $704 24 prlnt.ed on eac.h
Invoice. This
Order #100034, on 25-May-2000, Client Judith Caralyn Anderzon, FRoom Ball, Booking #51, Total = §2 446 62 ﬂ
date can be

changed before

Invoice Date X K . .
el 1 [12-5ep-2000 -]  Tuesday, September 12, 2000 1Issuing mvoices.
lssue Invoices Re-Build List Selected entries

are not invoiced

until the Issue Invoices button ( ), bottom left, is clicked.
Date To Print On Invoices
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The first entry in the list should be for order 100018, on August 9, 1998. Click to the left of the entry — a
green checkmark should appear beside the entry. Click on the Issue Invoices button. A window will pop-up
asking you if you wish to invoice the select entries. Click the Ok button. The software will work for a bit
and then present a print parameters short form.

The invoice process is fairly involved. For each event invoiced the software re-computes the event
totals, moves the event to the historical contract file, creates a sales history entry for the event, creates an
entry in the invoice register, updates the affected client(s) year-to-date sales, updates the client’s last
invoice and A/R balance fields, adds an entry in the accounts receivable batch (if A/R is turned on), creates
an entry in the export file (if an external A/R interface is installed), and, finally, removes the event from the
pending order file.

Pop-up the Select Report list and pick the Invoice — Sample 0 Standard entry. Then, click on the Preview
button.

Once you have reviewed the invoice and sent it to the printer, if you want, close the preview form. If
you look at the Select Report list you will note that there is an Invoice Register report layout. The layout
will print a report that lists all of the orders you invoiced. Each order will be summarized on one line
showing the sales, taxes, and gratuities. The total of all of the orders you selected will be shown at the end
of the report. Select this layout and click on Preview (&). After you have reviewed the report, (and if you
want printed it), close the preview form.

Close the report parameters form. Finally, close the invoicing form.

[l Recipes E If you need to re-print an invoice use the Re-print

Irvoice Orders “al Reports N Invoices function that is found on the Accounting
) : _ menu of the Control Panel.

Invoice Groups ﬁr-.dalntenance T

|zzue Sales Creditz Iﬁ'nCnnfiguraﬂDn

g Re-Print Ir 3 | I About M

A

&R Batch [UnPosted ltems] | e oee e
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Lesson 9

The Room Book

If you will not be using the Room Book module to manage room space you can safely skip this lesson.

The Room Book is a function that presents your event room space usage on a graph. Rooms are listed
down the left side of the graph and days are shown across. Colored bars indicate events booked into the
various rooms. This function is quite useful when you need to determine room availability over a number
of days (up to 31).

Before we get into a discussion of the various features of this function it is important that you
understand how the software manages room space.

Banco actually tracks room usage independently from quotes and contracts (orders). You can book a
room without actually creating a quote or contract (depending on how the room book is configured at your
site). You can also have multiple quotes and/or orders associated with a single room booking. This last
feature is often used to attach separate orders for each major service delivered to a room, i.e. morning and
afternoon coffee services.

A room booking defines the use of a single room by a client on a given day. A client’s use of a room
cannot span more than 23 hours and 59 minutes. If a client will be using a room on more than one day, you
have to place a separate booking in the room on each day. If a client wi]l_be using more than one room then
you will have to place a booking for each room that they will be using™. If you are booking an event that
spans several rooms and/or days you should consider using the Group module® to collect the bookings and
any associated quotes and contracts. (A group lets you record deposits for the entire group and issue a
single consolidated invoice. Consult the help or user manual for further information.)

Quntes C Click on the Room Book button on the Control Panel. This
% Foom Book |@Hmm Bock  (@)| Will pop-up a menu of functions that work with the room
: book. Click on the first entry, Room Book, to activate the

s, i
17 Groups
room book form.

Fioom B ook, List
Wit Lzt © Accourting
Jﬁ Evert Bars

E
A
$ Block Book Space l@, Recipes E
N
T

ook

$ Block Free Space Jl Reports
ﬂhﬂairﬂenance

arm B

Room Book Register

Ri

,gi'[]C::unfiguratiDn
I About 1]

*If you have standard room combinations, you can define those combinations as a single room in Banco and use one booking
to book all of the space.
> This module is only available in some versions of the software.
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Room Book Grid

The room
book form has | ERLEES
two grids. The |& & -& E & O E &

upper one, Room Book
labeled ROOH] zeptember Monday, September 11, 2000 Tuesdsy, September 12, 20

Book, is used to |2
Ball-East

Shf)W ‘ room gy iwest
utilization. The |cherry
lower grid is |Estte

Wednesday, September 13, 2000

used to record |Msele Number Of Days To Display
requests for [
. Patlor
room space —1t's 5.
the wait list. Tavala Date To Display
Wil
The ROOHI hruce-abc

Book grid lists
one room to a

Wait List Grid

24 I H
row, ShOWIHg Display Caffs Active Date Crrer List Search For Room MoLse Cursor At
from one to |3 =] I11-Sep-2EIIZIIZI -4 Ihy Room Short Mame = |Eh5~|l-EEist 4:48 pm

thirty-one  days

across. At the atList

tOp of each day Diate Cl.ireirlrllteln Roilr;n?:m Eéﬂzzzd ST e Room Booking Ty|:fex Confirmned
is a title that 10-A09-199 4:00 pm | Magle 130 | Rostenbachiary & Edward SEt”p"ST:a;DUE” Tk'_me I
contains the date ||| 11-Aug-19811:30 am | Maple 45 | RostenbachiMary & Edward e HD,:gLE T
represented by Mot Moveable | I
the column. The |4 | ﬂ”

format of this
title changes depending on the width of the column, i.e. the number of days displayed on the grid. Placing
the mouse cursor over a title and letting it sit for a brief period will pop-up a small panel that displays the
full date. Placing the mouse cursor over a room name and letting it sit for a brief period will pop-up a panel
with the room’s full name and any special features (lesson 11) of that room.

Below the Room Book grid is a series of fields that allow you to control the information in the grid.

Display Days can be used to set the number of days displayed on the grid. Click on the field and select 7
to change the display to show an entire week.

Active Date is used to select a date that you want displayed. Click on the arrowhead on the right side of
the field to pop-up a calendar. Use the calendar to locate August 1998, and then click on August 11™ The
grid will be updated to display all of the bookings on or around August 11", 1998, something like the one
at the top of the next page.

Each of the colored blocks in the grid represents a booking. Crosshatched blocks are tentative (un-
confirmed) bookings. Solid blocks represent confirmed bookings. Red blocks are used to show bookings
that cannot be moved. Other colors are used for different types of bookings. Place the mouse cursor
anywhere over the main area of the booking grid. You should see a Legend window pop-up that explains
the booking colors used at your site.
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Shadow Booking

Wigit List

il Room Book Light gray
€ N -2 23T Q B blocks are used
Room Book to dlsplay
August tan Aug 10 Tue S 11 ied &ug 12 Thu Aug 13 Fri Aug 14 Sat Aug 13 “Shadow
el h 5 Bookings”.
= 5 These are
Ball¥est [ | _
Cherry bookings
Estate Tentative Booking placed by the
BRI || | system on
Ok space that
Parlor
— cannot be
Tavola [ | booked because
Willow of a booking in
hruce-abc another room.
Legend Window Typically  this
Confirmed Booking occurs because
1 3
FI lay Days AETVE #& Order List Search For Room J a part of a
Splay Lays WL L] Mouse Cursar At : :
|7 =] f11-#ug-19e8 =] |y Room Shart Hame = Jenerry 1412 pm bigger room is

booked. In the
sample that you

Diate CIiTeiTItEIn Rc'?;;n?:m Eéﬂzzzd Company Mame Foom Boaoking Ty|:fex Canfirmed should have on

10-4ug-199 4:00 pm | Maple 130 | RostenbachMary & Edward SEt”pfST:a;DDE” Tk'_me | your screen the
00 B OokEINg

g 11-AUg-19811:30 am | Maple 45 | Rosterbachiary & Edward Requiar | N Ballrpqm can

Mot Moveable |l be divided into

| ﬂ” an east and a

west half.

When either the east or west portion is booked the software automatically places a matching shadow
booking in the Ballroom because it can’t be booked at the same time. While it isn’t shown on your display,
should the Ballroom be booked, matching shadow bookings will be placed in both the east and west

portions.

Place your mouse cursor over a blue,
red, or crosshatched block and let it sit for a
second. You will see a booking summary
panel pop-up. The panel contains a
summary of the booking that the mouse
cursor is pointing to; it should look similar
to the one on the left.

Banco Getting Started Guide

Biall-East | -
Bial- et u
Cherry - 1
Estate Regular Booking
BOOKIMG #29 on Sunday, Auguszt 9, 1958 *CONFIRMED® [

e CLIENT IM £:00 am - 5:00 pm s
Cak CLIEMT #1007 4 Argnmbere Cammmity Club
Parlar COMTACT: krs b argaret Allen IR

: EXPECTED GIIESTS: 450 =
Pine SALESPERSOM: Gretta N
Tavala COMREMT:
illmns | |
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To see further fml Booking #26 11-Aug-1998 Rostenbach\Mary & Fdward _ [O) =]
details for a |@ & -2 @ ¢ BB 2 @ B -
bOOklIlg place SUMITEHY | Orders & Quotes I
the mouse cursor Biooking # noking Time: ] Room Mame Facility
over the booking | 25 clemtinat” Setup - Stat TIme = iy, +| [Facit
g [zooam < 0 500 &M Jorerry reom | [Facity
- do that now; Client Out At Tear D End Time
lace our Date (LT LB Sesting Style Seating Capacity
p ¥ 11-A0g-1938 IE:':IEI Pt Ij u IE:DEI P ICfoee Service j I 0
mouse cursor
th b k Campany Mame Customer # Booking Type :
gver € booking IRastenbachi.r-.flarv&Edward j I 10011 IREQWEV j ‘ Confirmed
in the ChGI’I’y Cantact Purchaze Order Mumber Function Type
room on August I I Accourt Type ICaffee Service j
llth Cl k th Pre-Paid
. 1C € santation Cliert Billing Accourt Account Status Function Category
I’lght mouse IMr & Mr= Rostenbach I Ok IGeneraI j
button to bI‘il’lg Group Salesperson
up the tool bar | =] Joretta
menu, highlight | Reterence
. fdeetin
and left click on | 1=t
. . Commerts Expected Guest Court  Fypected RevenueiGuest
Properties. This =1 [ e $10.00
will display the Guaranteed Guest Count  Total Expected Revenue
room  booking = 1z ol $180.00
roperties — it
p p . Crested By Crested On Lazt Madified By Lazt Modified On
should look like
] . |<<NO OhE== G-Aug-1995 4.40:57 pm BFUCE IS-Sep-QDDD 23513 pm
the illustration
on the right.

You can move a booking by adjusting the Date and/or Booking Times. You can also move a booking
using drag-drop in the Room Book grid, and that is usually an easier way to move a booking to a different
day. Changing times, however, is more easily accomplished using the displayed properties form.

Much of the information stored for a booking is similar to what you saw stored for quotes and contracts.
There are, however, some fields that are unique to room bookings. On the left,

= | " Confirmed in the middle of the form is a green checkmark box labeled Confirmed. If you
U Ty click on the green checkmark it will change to a red X and the booking will be
e 'l changed to an un-confirmed status.

The software itself does not care if a booking is confirmed or un-confirmed. It always blocks space
when a booking is placed in a managed room. You must remove tentative bookings if the space is to be
made available for another possible booking.

Expected Guest Count  Eupected Revenue/Gusst

In the lower right area of the form are fields for recording =] | | 18 I E $10.00
the expected guest count and expected revenue per guest.  garanteed Guest Count Tatal Expected Revenue
When orders associated with the booking are invoiced the _ j 0 | 180,00
software will compute actual revenues and you can generate
reports that compare the two figures. Pasthadifisd fn
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[l Booking #26 11-Aug-1998 Rostenbachi\Mary & Fdward _ [O) =] You’ve been

CR-BEA PEEETQEH - looking at the
SLmmary Orders&@ucﬂesl Summary tab of
Quotes Atached To This Booking a bOOklng S

Qunte Cliert Out | Expected properties. Click
Mumber | Client In &t At Guest Total Function Mame on the Orders &
Quotes tab now.

This tab contains
two grids. The
upper one lists
all quotes, if any,
which are

Orders Attached To This Booking

Croler Client Out | Expected aSSOCIate_d with
Mumber | Clientin &t At Guest Total Function Matme the booking. The
g 100017 | &00am| 600 pm 15 | Mesting lower grid lists
all contracts
(orders), if any,
which are
associated with
the booking.
= = You should see a
Created By Crested On Lazt Modified By Last Modified On inol d .
[«<HO ONE-> [f-#uo-1998 44057 pm | [BRUCE [12-5ep-2000 4:27:39 pm Smgle order  1n

the lower grid.

Place the mouse cursor over the order, click the right mouse button, and select Properties. This will
bring up a contract properties form containing the details of the contract. Take a few minutes to look at the
contract. When you are done close the form. You will be brought back to the booking properties form.

You can create new quotes and contracts for a booking using the | cuset 1 e 5
appropriate grid on the Orders & Quotes tab. Just place the mouse | @ Heip —
cursor in a grid and click the right mouse button. Select the Insert/New F [#1 Stick-0n Notes 4
entry to create a new quote (or order). You can also remove (void) Print
quotes/orders using the Void selection. Properties

EE Save
% Cancel

Close the booking properties form. This will return you to the room
book form. —

1]

If a booking can be moved, i.e. its Booking Type is not ‘“Not | Expect
Moveable” (sorry for the double negative), you can simply drag the e
booking to its new room/date and drop it. When you move a booking to
a different room or day the booking times are not changed. You can
also move a booking to a different time in the same room and day.
However, given the limitations of most screen displays, you are likely to end up with times that are not
exactly what you want. As a result we generally recommend that you use the booking properties form to
adjust booking times.

;' Refresh Fu

E| Cloze

. Statuz WARNING  *

Bookings can also be copied using drag-drop. Place the mouse cursor over the August 1" booking in
the Cherry room. Hold down the Ctrl key and the left mouse button. Move the mouse cursor across to
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August 12" in the Cherry room. You should notice that the mouse cursor has a + beneath the arrow (I'::E ),
this indicates that the booking is being copied, as opposed to moved. Release the left mouse button then the
Ctrl key. The software will work for a bit. When it has finished you will see a new booking in the Cherry
room on August 12", It is an exact duplicate of the one on the 11", including copies of any quotes and
contracts that were attached to it.

Lets turn our attention to the Wait List grid. The wait list is used to record requests for space that is not
available. You can drag bookings from the room book grid and drop them on the wait list. You might want
to do this when, for example, you have a tentative booking and wish to take a confirmed booking for the
same space. You can also drag entries from the wait list grid and drop them in the room book grid.

When you drag entries from the wait list you do not have to put them in the requested room, or even on

the request day. The software lets you place the entry anywhere on the displayed room book grid —
provided that there isn’t a conflict.
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Lesson 10

Site Defined Types

In the previous lessons you have seen references to “Site Defined Types”. These are values for several
fields stored by the software, including phone number type, sales categories, function types, etc. In this
lesson we’ll go through the relatively easy process of changing the values available for these types.

Click the Configuration button (ﬁ’n=ﬁ) on the Control Panel. This will bring up a menu of functions that
affect the overall setup of your software™Locate the Site Defined Types entry on the menu and click on it.
This will bring up a function that lets you change all of the site defined types in the software. All types
supported by all configurations of the software are in the list on the left side of the form. Depending on
your version and specific configuration some of these types may not be applicable to you.

The Site Defined Types form is [FEELEL _ (O] x|
split vertically in half. On the left ¢ i o

side is an alphabetical list of all

Site Defined Types Catalog tem Work Order Categories

types. The right side of the form =" Types — m— —

will display the entries for a |accourt Types — o

particular type. Click on Phone |[Bar Types LS

Number Types. The right side will Ezt':':l:;—'ggge":ﬁipes > | Men

. . | E

be filled in with all of the phone ey wmprrsmpsmomrgm———" =

types defined in the sample |Contract Categaries Fioom Set-Lip
Customer Categories

database. Customer Contact Responze Types
Customer Contact Types

You should see a blue right |Customer Source Types

} . Customer Types
arrow (#) just to the left of the |Function categories

Office entry. This indicates that |FunctionEvent Types

Office is the “default” value. A |[Sroup tatus Types
Group Types

default is the value that will be |zyest Room Types Default Indicator
used by the software when adding |ingrediert Types
Language Preferences

a new entry. You can always §elect Fhone Humber Typos
a different value when adding a |gote  crder Status Codes
new phone number, but correctly |Recipe Categories
setting the default can often save ||FeciPe Tvpes
his st Foom Types
this step. Sales Categories —
Seating Styles ;I

To change the default, simply |=cttlement Types )
click in thegcolumn to the leftpo}f]‘ Site Defined Customer Types ;I }" Indicates Default Value
the entry that you want to be the
new default. Try that now. Locate the Home entry and click on the cell just to the left of it. The blue arrow

will move to point to Home. Now change the default back to Office.

(If most of your clients are individuals you’ll probably want to change the default in your “live”
database to Home. To make this setting you’ll have to shut down the sample database and start the live one.
Then simply follow the procedure outlined above.)

% There is also a separate Configuration Program which is used to set lower level items.
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There are some rules that you must follow when altering your site-defined types. The most important of
these is that the entries for each type are position dependant. What that means is that once you start making
use of an entry you should not change its position in the list. When you first start using the software you
can make any changes you want, prior to entering catalog items, quotes, or contracts. After that you should
add all new entries to the end of the list.

If you wish to stop using an entry that is at the end of a list, click on the entry. Press F2 and then the
Delete key. Then click above or below the line to confirm the change. The entry will be removed. If you
wish to stop using an entry that is not at the end of the list, click on it. Then type in “<not used>" and click
above or below the line to confirm the change. The entry will remain in the list. However, it will not appear
in pop-up lists.

Typically the first entry in every list should never be changed. It is usually reserved for use by the
software. The Sales Categories type reserves the first three entries. The first of these is used for Tax 1, the
second for Service Charge/Gratuity, and the third for Tax 2. If you will not be using Tax 2 you can change
its entry to <not used>. The first three entries of the Booking Types list are also reserved and should not be
altered.

Account Status Types is a list of the possible values for the client’s Account Status field. The
information is also displayed in the (usually green) account status panel that is displayed in the middle of
the quote and contract Summary tab.

Account Type refers to the terms that you offer clients. It is set in the Account Type field found on the
Accounting tab of the client’s properties. It too is displayed in the account status panel on quotes and
contracts.

Bar Types is a list of all of the different kinds of bars that you offer. Fields that use these values are
found on the quote and contract Summary tab.

Booking Type is a list of the different kinds of bookings that you wish to track. Do not alter the first
three entries. The first entry is reserved for exclusive use by the software. The third entry also has a special
meaning to the software. The Room Book module uses Booking Type, if you will not be using the room
book you can ignore this type.

Catalog Item Types defines the various types of catalog entries that you may have. It is used to organize
the Catalog & Template picker list.

Catalog Item Work Order Categories defines the different work order groups that you may be using. If
you are going to use departmental work orders, see lesson 4, then you will need to modify this list to meet
your requirements. If you intend to print comprehensive work orders, you can ignore this type.

Customer Categories defines the different categories of customers that you have. The Customer
Category field on the client properties Summary tab uses the values in this list.

Customer Contact Response and Customer Contact types are used when recording client contacts — see
the manual for further information.

Customer Source Types is a list of the different ways in which clients were attracted to your facilities.

Each client has a Customer Source field on their client properties Summary tab that will be set to one of the
values in this list.
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Function Categories and Function/Event Types are used to categorize events. Both quotes and contracts
have a Function Category and Function Type field on their Miscellaneous tabs to hold values of these

types.

Group Status Types, Group Types, and Guest Room Types are used by the Group module and you
should consult the manual for further details.

Ingredient Types are used in the Recipe module to categorize recipe ingredients. See the help or user
manual for more details.

Language Preference lists the available values for the Language Preference field found on the client
properties Summary tab.

Phone Number Type defines all of the types of phone numbers that you can record.

Quote and Order Status Codes defines the valid entries for the Status field found on the Summary tab of
both quotes and contracts. The entries in this list should be set to values that describe the various states for
contracts and quotes as they work through your operation.

Recipe Categories and Recipe Types are used by the Recipe module to categorize recipes. Consult the
help or user manual for further details.

Room Types can be used to categorize the different types of rooms in your operation.

Sales Categories must be set to the various accounts that you use to track sales. The first three entries of
this list are reserved for use by the system. They will be used to track taxes and gratuities, regardless of any
text you enter for them. The sample database defines a large number of sales categories. An advantage of
this is that the software can then produce fairly detailed sales analysis. If you do not need such detail it is a
good idea to remove the entries in your live database, and add only those entries that you will use to report
sales.

Seating Styles defines all of the valid room setup styles at your location. When you define a room in the
software you can provide a list of valid Seating Styles and associated room capacities.

Settlement Types define the tender types that you accept. The values in the list are used when recording
deposits and payments.

Site Defined Customer Types is a list that has no designated use. The client properties Miscellaneous tab
contains a field that can be set to one of the values in the list.

Special Event Types is a list of values that can be used to categorize special events added to the event
calendar.

Template Types is a list of the different types of templates that you can create. It is used to organize the
template list in the Catalog & Template picker.

Void Reasons is a list of reasons that can be selected to indicate why a quote or contract is being voided.

When voiding these items, the user will have to pick an entry on the list. They are also given space to type
in a fuller explanation.
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Lesson 11
Defining Event Room Space

Every quote and contract must be assigned to a room, even if it is off-premise. This lesson takes you
through the process of creating new room definitions. If you will be using managed rooms then this lesson
is a must. If your version of the software does not have the room book module, or if the module is turned
off then you may want to simply glance through this lesson. Much of the material concentrates on creating
room definitions for managed rooms.

Click the Configuration T mairtenance W
button on the Control Panel. Catalog Al configuration
Highlight the Rooms and —

Facilities menu entry. There - and Facilties ' | Il W
are two choices on this sub- A
menu: Room List, and [ Al Site Defined Types [Znotes N
Facilities (Buildings) List. If A Al Gales Tanes & Gratuities A
you have an operation thgt & Al Units Of Measure E| cosebxt (€]
has rooms‘ spread out 1n 8 A Fackage Frice Allocation Farmulas =
several buildings you can

define a facility for each R

building. This will give you the option of being able to print event summaries and other reports for each
building. (You will still be able to print consolidated reports that include all facilities.)

To add a facility select the Facilities (Buildings) List function and add the name to the bottom of the list
of facilities. Once you start using a facility do not remove it from the list or change its position in the list.

This function operates in the same fashion as the entries list in the Site Defined Types function, (see lesson
10).

If you will be using the room book to manage event room space then you must create correct room
definitions to describe the managed space. Otherwise the room book will not be able to properly handle
bookings and may be unable to prevent double bookings.

You will need to add a room definition for each room that can be booked. In addition you will need to
add a definition for each part of a room that can be separately booked. As an example, consider the diagram
on the right. It shows a big room with two moveable dividers. To properly . .
define this space you need to have six room definitions. One for the entire A | B | C

) : : -
| |

room and one for each room that is available when one or both of the
dividers are deployed. The diagram has labeled the room parts A, B, and C.
To correctly define the space a room definition is needed for ABC, A, B,
C, AB, and BC.
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¢S5 aTmE e

0] x]

Room Short Incluce In
Facility Matne Maime Room Book |Rertal Price Ares
= Site Cherry roam /
Site: Tavola del Dertes s
Site Delivery Deliveries
Site Biall-East East half of main ballrom s
Site Estate Estate Room s
Site Ball hdain Ballroom s
Site Maple Maple conference room f
Site: Ciak Ciak room s
Siter Parlor Parlor Room 4
Site PickUg Pick-Ups
Site Pine Ping hoardroom s
Site Biall-wizst West half of main ballroom s
Site Wil Willowy Room f
CQrder List Search For Facility
by Facility =l |0

If the Rooms and Facilities
sub-menu is not displayed, click

on the Control Panel’s
Configuration  button  and
highlight the Rooms and

Facilities entry. Click on the
Room List entry of the sub-
menu. This will bring up a form
that contains a sorted grid of all
the rooms defined in the sample
database. We are going to define
the rooms required handle the
above example.

Place the mouse cursor
anywhere in the grid and click
the right mouse button to bring
up the tool bar menu. Click on
the Insert/New choice. This will
present you with a blank room
properties form.

Every room must have a unique Short Name. This name is used by the software to identify each room

that it can work

you can use a
room number
and, if you are
using facilities, a
short prefix to
identify the
facility. Room
short names can
be up to fifteen

characters long.
The first
definition  that

you will create
will be for the
entire
Type
1nitials

room.
in  your
followed
by a dash
followed by
ABC, e.g. “ber-
abc”. Press the
tab key to move
the edit cursor to

. . N B
with.  Typically Qiantian - =[0]]
CE-EXPEREAT Qe
Facility
IS'ItE ﬂ | " Include in room book
S (e | 3 Cuemrride site gratuiby rate
Iber-abc Room Gratuty Rate
Mame Ij 0%,
IGrea’[ Ballroom)| R
ental Price
Features = §0.00
5 [
Rental Cost
- F0.00
Area
o [ 0
Allowwed Seating Styles & Capacities ‘When Booked These Rooms Are Also Booked
. Seating Template Short Room Shaort
Sesting Styls Capacity Mame Mame Mame
s Custom =
4| 3
Created By Crested On Last Modified By Last Modified On
| 12:00:00 am | 12:00:00 am

the Name field.
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Name should be set to the text that you want printed on quotes and contracts to identify the room space
to the client. Type in “Great Ballroom”. Press the tab key to move to the Features field.

In the room book function when a user places the mouse cursor over a room short name a panel pops-up
containing the contents of the Name and Features fields. You should enter a description of any special
features that a room might have — built in fixtures, special wiring, etc.

Make sure that there is a green checkmark beside Include in room book. This instructs the room book to
manage the room space we are defining. If you remove a checkmark from a room, the room book will stop
managing the space.

Normally the same gratuity is charged in all rooms. The software does allow you, however, to have
rooms that do not normally charge the standard gratuity. This is a rare situation but if you have such a room
click on the red X beside Override site gratuity rate. This will change the X to a green checkmark. You
must then enter the gratuity normally charged on functions in the room in Room Gratuity Rate.

If you charge a single rental rate for a room, regardless of event duration, booking date, or any other
criteria, you can enter the rental fee in Rental Price. Whenever a function is booked into the room the
software will insure that there is a contract associated with the booking and that the contract includes the
rental fee. If the booking is moved to another room, the rental fee will be updated to reflect the one for the
new room. If you do not have a single rental fee, leave Rental Price set to zero. You will then have to add a

detail line to each contract to charge the room rental.

Rental Cost can be used to record a theoretical cost for the room. This amount will be added to contract
costs if the Rental Price is being added.

f Mew Room

CER-SRATEBEBEITCEH e

Facility

Use Area to record the
area of the room. You can
express this value in any

[ste =] | ot i room book unit of measure that you
Short Name [X Grorstoste ot rte want, e.g. square feet, or
Jper-abe T T square meters. We do
Mame - 0%

foreat Beoan [2] suggest that you use the

Features

Allowed Seating Styles & Capacities

Seating

Seating Style Capacity

Template Short
Mame

= Custom

Seating Style Picker

Description

=

Custom

Coffee Service

Clazsroom

Founds &, Head Tahle

Rounds &, Mo Head Takle

Founds 10, Head Takle

Rounds 10, Mo Head Table

ol

Rounds 3, Head Table, Buffet

Rounds §, Mo Head Table, Buffet

Rounds 10, Head Takle, Buffet

|

Created By Created On

Last Modified By

Last Modified Cn

| |1 20000 am

[12:00:00 am
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same unit of measure for
all rooms.

The bottom half of the
room properties form is
used for two grids. The
grid on the left contains a
list of seating styles that
can be setup in the room.
When you move the mouse
cursor over this grid a
Seating Style picker will
pop-up. To add a wvalid
style just drag it from the
picker and drop it on the
grid. You can then enter
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the room capacity using that style with the grid’s properties function, i.e. right click on the line and select

Properties.

For each seating style you can also specify, using the properties function, a Template, Setup Time, and

Seating Style Definition |

<€ BB B o

Seating Style Seating Capacity
=l

ICust-:um |
Standard Template Template Title
IReguIar Coffee Zervice

| H
Zetup Tear Dowwn

|- I

-

==== fumher of minutes required

Tear Down Time. If you specify a
template short name the software will
automatically copy the template to any
quote or contract that is placed in the
room using the seating style. If you
specify setup and/or tear down times the
times are subtracted/added to the
starting/ending times of any booking
made in the room. These times must be
specified in minutes.

If you don’t want to use seating capacities you should still add one to each room. Otherwise the software
will warn you that the room’s capacity has been exceeded whenever you place an event in the room.

Move the mouse cursor over the Allowed Styles & Capacities grid. Once the picker has popped-up drag

the Custom entry from the picker and drop it in the capacities grid.

The grid on the bottom right of the room properties form is labeled When Booked These Rooms Are
Also Booked. The entries in this grid are all of the rooms that cannot be booked when the room is booked.

Right now we’ll leave this grid empty.

il Mew Room

Close the

=] E3

form. Yow'll be € E - P EE 0 O H o

returned to the | Fasility

room list and IS'rte j | " Include in room book
Shart Mame [

you will see the

. ber-a Flioom Picker
room you just Mo o - N
defined on the Fooma LY ame s ied the Also
liSt Site Cherry Cherty room ze you have
HeElL Site Tavala del Dertes "gidefining
Wlth the Site Ball-East East half of main ballrom
laintenance
mouse cursor Site Estate Estate Room e your room
i 1
over the room = Site bt -akc: Great Ballrootm _I incorrect!
grld’ Cth the Allovwed Seating Styles & Capacities When Booked These Fooms Are Alzo Booked
I'lght mouse . Seating Template Short Room Short
button and Seating Style Capacity Marme Marme Mame
2 = Custom 993 999 = her-abc Great Ballroom
select
Insert/New. You
will now create
a definition for
the A portion of
the room.
In Short |« | 2

Name type your Created By Created Cn La=t Modified By Last Modified On
initials and “-a” IEIRLICE 12-Sep-2000 5:02:27 pm IEIRUCE 12-Sep-2000 30227 pm

2
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e.g. “ber-a”. In Name type “Room A”. Make sure that Include in room book is checked, and add the
Custom seating style to the Allowed Styles & Capacities grid. Now place the mouse cursor over the When
Booked These Rooms Are Also Booked grid (we also call this the Also Books list). The room picker
window will pop-up. Locate the Great Ballroom entry that you just created, drag it to the Also Books list,
and drop it. Doing this tells the software that Room A cannot be booked if the Great Ballroom is booked,
and vice versa. Close the properties form.

e When you add a room to the Also Books list, the software displays
T ) T

You have modified the Also a v&f‘ammg message on a red,})ackground 1nd19at1ng tha't you may have
Hooks list. Once you have to “re-build the room book™. This message is also displayed on the
$0.00 finished editing/defining Room List grid. Since we are adding new rooms and are only working

LT TEAE T with those additions you can safely ignore the message.

Re-Build Room Book function

F0.00 found on the Maintenance ) ) o L
menu. Otherwise your room If you were working with existing room definitions, ones that
5 el il s e might already have bookings or shadow bookings, or added a new
room to the Also Books list of an existing room, or added an existing
Ei A 7S 450 ERTaEs | room to the Also Books list of a new room, then after completing your

changes you would have to use the Re-Build Room Book function
found on the Control Panel’s Maintenance menu. Failure to complete this function could result in an invalid
room book and might lead to double bookings.

Now insert a new definition for Room B. Use your initials “-b” for the Short Name, and “Room B” for
the Name. Make sure that you add only the Great Ballroom to the Also Books list.

Do the same thing for Room C, Room AB, and Room BC. When creating the definition for AB, in
addition to the Great Ballroom, add Room A and Room B to the Also Books list. When creating the
definition for BC, add .

ol Room List M=] E3

Room B and Room C to o208 fE o

its Also Books list, as well

as the Great Ballroom. Room Short Include In -
Facility Mame Mame Room Book |Rental Price Ares
Site Cherry Cherry room (
You Should now have Site Delivery Deliveries
S1IX entries 1n your room Site Estate Estate Room o
liSt, IOOking Something Site Maple Maple conference room iy
like the illustration on the Site Ok Ok room o
rlght Site Patlar Parlor Room o
Site PickUp Pick-Ups
Site Pine Pine boardroom (
Site Tavala del Dentes s
Site Willawye Willowy Room (
Site her-a Footn & ‘f
= Site her-ab Room &8 (
Site her-abc Great Ballroam ‘f
Site her-h Room B s
Site her-hc Foam BC ‘r"
Site her-c Room s j
-
. 'ou hawe modified the Also Books list. Once you
Ordler List Search For Room Shott Name have finished editing/defining rooms you must
by Room Shart Mame j Iber-ab run the Re-Build Room Book function found on
the Maintenance menu. Otherwise your room
book will be incorrect!
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Place the mouse cursor
over the Great Ballroom
entry, click the right mouse
button, and select the
Properties function. When
the Great Ballroom
properties form is
displayed take a look at the
Also Books list, it should
contain five entries: Room
A, Room B, Room C,
Room AB, and Room BC.
These rooms were
automatically added to the
list when you added the
Great Ballroom to their
Also Books lists.

Close the form.

Close the Room List
form.
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Lesson 12

Managing The Catalog

The Catalog is simply a list of all the goods, services, and comments that you might want to place on a
quote, contract, or event bar inventory. As you’ve learned in lesson 4, you don’t need to have an item in the
catalog to add it to a quote (or contract). However including your often ordered items in the catalog can

greatly speed up the process of developing new quotes and orders.

If your catalog is already set up you can skip this lesson. However, you may want to work through it

since it will give you
some useful insights

mtf? how tl;e [E Template List Rooms and Facilities *
$0 Eiwafe can le R)' gﬁ'l] Frice List Methods Of Calculation

made to more easily : _ : :

assist you in the B = gﬁ'l] Site Defined Types

gﬁ'l] Sales T ares & Gratuities
fﬁ'l] [dnitz OF Measure
ﬁ'l] Fackage Price Allocation Formulas

guratis

process of quote and |
contract preparation.

>anf

Click the Catalog

P
button on the

“‘* Mairtenance

BT -

I About

@Nutes

E| Close/Exit

AmM@GrZ2Z2r=

Control Panel. Highlight the Catalog & Templates entry and select the Catalog entry on the sub-menu that
pops-up. The catalog function presents entries in a sorted grid. You should notice a third field below the
grid, labeled Show Price For. If you are using multiple price lists, use the field to view the different prices.

[l Catalog List

=] E3

€ Em ol o
Catalog Short
Marme Standard Price|  Unit Cost ltetn Type =
= A00000 Al COHOL appetizers Licyt
AB00on BEER alcohol Ble
£,C0000 COGNACS & BRANDYS alzohal Ligy
ACO110 Courvaisier alcohal Licyt
ACO120 Henneggy W5 alcohol Licge
ALOT10 “odka alcohol Licge
AL0120 “odka, premium brand alcohol Licyt
ALO210 [E11] alcohol Licge
ALO220 Sin, premium hrand alcohol Licyt
ALOF0 Rurn, white alcohol Licge
AL0314 Rurm, dark alcohol Ligy
AL0320 Rum, white premium brand alcohal Licy
& 0322 Rum, amber premium brand alcohol Licge
;ljl nazd Burn dark nrarminen heand alrnhnl Ii'n hd
Order List Search For Catalog Short Mame Showy Price For
[by Short Name =|  |eooooo Standard =l

Banco Getting Started Guide

The catalog
grid will let you
modify any of its
cells. This is
quite useful
when you want
to change a
category for a
group of items.
One caution
when editing
grid cells, if you
change the value
in a cell on
which the grid is

sorted the
software will,
after you
confirm your
change (click

above or below
the line), move
the altered line to
its new position
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in the sorted list.

Every entry in the catalog must be given a unique Short Name that the system uses to distinguish it from
other items. The sample database uses a simple coding scheme with six character names for items. The first
character identifies the major group to which the item belongs: A for alcohol, F for food, etc. The second
letter, if any, identifies a sub-group. For alcohol: B for beer, W for wine, L for liquor, etc. This may be
followed by a third letter and a three digit number, (in food: B for breakfast, L for lunch, D for dinner), or a
four digit number.

You can adopt this approach if it meets your needs or you can use your own naming scheme. If you are
going to use your own, remember that you will initially be adding several hundred entries to the catalog and
over time will probably add more entries. So your scheme has to allow for additions. (Notice that the
entries in the sample database leave space between the used numbers to allow for additions.)

If you are starting with a new installation you will find that
the catalog in the live database is very similar to the sample |
database. You should remove entries that are not applicable to
your needs. Remove catalog entry for FED3107

To remove an entry place the mouse cursor over the line,
click the right mouse button to bring up the tool bar menu, and
select Void. The software will ask you to confirm the deletion.

Ho | Cancel |

You can use a single catalog entry to represent an entire meal. However, we suggest that you break
things down into constituent parts — as we have done in the sample database. This allows the software to
produce more meaningful item requirements and other reports. On the other hand you probably include
coffee and tea in most meals. Rather than having two separate entries, (one for coffee, one for tea), you
should create a
single entry to
cover the after
meal beverage.

i Print Preview !E E
& \BEE % w14 -y

Demnonsiradion Sysiem
Weakly tem Reguirements Surnrmary - Color
by Catalog Shont NBme

Wik OF Satreday, August 8, 1008

Thcuch i, frna 14,1938 : The structure
ttern Marme Title Recipe Sat
BBJD1D #ssorted Bottled Juives & Wiaters and contents of
BHO11D Coffee, tea, decafinated coffes
or1110 Paper napkin, small youI' Catalog
FAG110 Chef's Garden Salad
FEL320 Herbed Ribbon Steaks depends a great
FrED110 Folls & Butter
FKO12D fezorted Baked Goods deal on the

Danish, muffins, cmissant, cookies
FSP120 hazhed Potatoes na’ture Of your
Fu0z10 Com :
LTO1Z0 White tablecloth, 43"« 84" bUSIHeSS a'nd on
540110 T 1
S60110 BZ:‘S:OE:”E your reportlng
70110 CoffesiTea Cup & Saucer requirementS.
Tio20 30" w 72" Table .
While the

contents of your
catalog  affects
the ease of quote
and contract
preparation,
there are also
reporting
ramifications.

|F'age 1af1
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Typically someone in a department will take all the contracts for a period and will produce from them a list
of all of the
items that must & EBEE [2* 1«4«  »n Close_|
be delivered. The

software has a e
Weekly kern Requirernents Full Details - Color

number of Item Ly T
. Themuh Sty Ausd 15, 1238
Requlrements ttern MNarne Title ¢ Description Order  Sun Mon Tue
FAGTID Chef'z Garden Salad
reports that . 100016 1o
present this R
information. A _ Totdls
Herbed Ribbon $teaks
weekly summary - tooote
. . 100018
version is shown ooz
. Totals
on the preVIOuS BpeJOID FPzzorted Bottled Juices & Wiaters
00047
page' The . 100018
illustration on . toouz0
. . 100024
the right is a C 1000z
. . 100030
detailed version Tetals

Coffee, tea, decafinated coffes

of the same Brono
report.

100016
100017
100018
100019
100020
100022
100024
100025
100030

In both cases
you should note
that the reports
break down the [PeseTofd
orders by catalog item. The illustrations show items from a number of different categories. You can limit
the items to appear on these reports. So, for example, you can print a requirements summary for food items,
and another for audio visual equipment, and a third that just shows linen. Since the software bases these
reports primarily on catalog items you will want to structure your catalog in a way that make these reports
most useful to you.

o R A N

With linen, for example, you may want to add a catalog entry for each type and color of linen available.
You can then easily produce linen work orders and an accompanying item requirements summary for an
upcomming week. An alternative is to have a single catalog entry for each type of linen, without specifying
color, or specifying white. Color selection would then have to be added as a comment to quotes and orders.
If your events often use colored linen adding the color choices to the catalog would probably be the best
approach. If, on the other hand, you rarely work with colored linen then adding a comment line with a color
choice to quotes and contracts, when needed, would probably be a better solution.
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mouse  cursor
over the main part of the catalog grid. Click the right mouse button to pop-up the tool bar menu. Click on
Insert/New. This will bring up a blank catalog item properties form that we will use to add a new entry.

The properties form looks remarkably like the quote/contract item detail properties forms. Enter
“FEB100” in Short Name (Food, Entrée, Breakfast). Tab to the Title field and type “Eggs Benedict”. (The
External Id field is used to link with external recipe and inventory systems.) Press the tab key to move to
the Description field. Add a description, something like “A poached farm fresh egg sitting on a slice of our
special double smoked ham and a toasted English muffin. Topped with an exquisite Hollandaise sauce.”.
Tab to the Prices grid.

The software supports multiple prices for each catalog entry. Before you can use the feature you have to
define the different prices lists using the Price Lists Methods Of Calculation function (on the Catalog &
Templates sub-menu of the Configuration menu). With the exception of the “Standard” price, each price
can be directly entered or calculated by the software. (Calculated prices can be percentages of other prices,
a percentage of the item’s cost, or a premium added to another price.) See the help or user manual for more
details on this feature.

Type “7.95” in the Standard Unit Price cell and press the Tab key.
If you are using multiple price lists and the software calculates the prices in a particular price list, you

can override the calculated price and manually specify a price by checking the Override cell. If you do this
you must remember to adjust the price whenever a price change is required.
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If you enter a non-zero value in the Unit Cost field, then the %Cost/Price column will display the
product cost of the item, i.e. Cost divided by Price times by 100. When you set or modify a price, the Price
Last Set cell will be updated to reflect the date on which you changed the price.

You can, if you want, specify a Default Quantity to be ordered whenever the item is added to a quote or
contract. This is useful for items like audiovisual equipment, where normally one wants to order a single
unit. For a food item, like the Eggs Benedict we are adding, it makes more sense to use the Guest Multiplier
field so that the order quantity is based on the number of guests attending the event.

If an item has a minimum order quantity, that amount should be entered in Minimum Quantity. The
software will not prevent the ordering of a smaller quantity. It will, however, display a warning whenever
someone places an order for a lower amount.

In lesson 4 we covered the remaining fields on this tab. To recap:

Item Type determines where the item appears in the catalog grid of the Catalog & Template picker. If
you are using sectioned quote, contract, or invoice printouts, Contract Category determines the section in
which the item is printed. Sales Category specifies where sales and costs for the item are to be attributed.
Work Order Category indicates which, if any, departmental work orders should include the item.

The checked items in the Print On field indicate the report types that should include the item. If an entry
is not checked, the item will not appear on reports of that type.

A non-zero Guest Multiplier instructs the software to adjust the order quantity based on the total number
of guests expected at/attending an event. A value of one corresponds to one per guest. A value of 0.125
indicates one per 8 guests. When using fractional Guest Multipliers, the Multiplier Rounding field tells the
software how to handle fractional order quantities.

PST Rate and GST Rate (labels may be different at your site) specify the tax rate to be used for Tax 1
and Tax 2 respectively. If a quote or contract is tax exempt taxes will not be calculated, regardless of the
settings of these fields.

When Use formula for sales distribution is checked the Unit Price is taken as a tax and gratuity included
package price. Sales are distributed based on the formula selected in the quote/contract Per Person Lines
Calculation Method field.

If Include in gratuity calculation is checked the item’s sales will be included when calculating gratuities
for a quote/contract/invoice. If a quote or contract has a gratuity rate of zero percent then gratuities will not
be calculated, regardless of the setting of this field.

When Add to price per person total is checked the unit price is added to the package total and is not
charge separately.

If Suppress quantity & price on contracts is checked then the item’s order quantity, unit price, and
extended price are not printed on quotes, contracts, or invoices. Regardless of the report layout used.

Enter “1.8” in Unit Cost. Set Item Type to Entrée. Set Contract Category to Menu. Set Sales Category to

Food. Set Work Order Category to Menu. Set Guest Multiplier to “1”. Set Multiplier Rounding to None. Of
the four check boxes, make sure that only Include in gratuity calculations is checked.
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Your form
should resemble
the one on the
right. Once it
does, close the
form.

You should
now have the
catalog grid
displayed  with
your Eggs
Benedict entry
at the top.

Notice that the
entry has been
added in its
correct position
(based on the
Order List field
setting).
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BRUCE 11-Sep-2000 2:534:06 pm BRLICE |1 1-Sep-2000 2:37:59 pm
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Lesson 13

Creating & Managing Templates

In lesson 4 you used a template to start the process of recording details for a quote. As you saw, in a
single drag drop operation you were able to add the outline of a simple lunch. Of course templates can
include much more information and may be much more detailed.

This lesson is going to work through the process of creating a template. Mechanically the process is
quite similar to the way in which detail lines are added to a quote or contract. But when creating templates
one must always bear in mind the fact that a template is used on many different quotes and orders. So, for
example, one does not usually enter order quantities.

In deciding on the templates that you need to create for your working system a good place to start are the
hand-outs that you give prospective clients. Typically this material includes outlines of the various types of
events that you handle, and often detail different “packages”. Part of your initial analysis should identify
common elements in the function outlines. For example, many dinner packages include a sweet table. If
you have several packages that need the same sweet table, you should create a template for it. You can then
include this “sub-template” in all of the package templates that need it.

Sk Maintenance Most  of  our
Catalog ,gi'[] Configurstion examples have

B Template List Rooms and Facilities i About M concentrated on

& ] Price List Methods Of Caloulstion .y menus and . for most
: _ _ _ sites this is an import
,:,._..,.,”_ E ,ﬁi'l] Site Defined Tupes @ND’(ES N area. However, there
g .ﬁ'l] Sales T ares & Gratuitiesz A are many other types

=l Al Urits OF Measure E] close®xt  [€]] of goods and services

) .ﬁ'l] Package Price Allocation Formulas E that are usually

R included in an event.

In this lesson we are
going to create a template for a meeting/seminar. At the end of the lesson we’ll create a contract using the
template.

I [ S
, oS -BOE® 0@ o
Click on the Control Panel’s e

Configuration button. Highlight Catalog Template Type | | ane T i b
. . Coffee Service Regular Colfee Service ra

and select the Template List entry. This - o —— ;

will display a list of all of the templates Lorch Lunch Serdad Lunch 7

defined in the sample database.

The Template List is a sorted grid. You
can edit any cell in the grid.

Place the mouse cursor in the Template
List grid, click the right mouse button to
bring up the tool bar pop-up menu, and
select Insert/New.

K| |
When you create a new template you [oeis Searsh For Tampiete Shart Name
Ib}l Template Short Name LI |Cuffae Service
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must give it a unique Short Name. This name is used by the software to distinguish the template from all
other templates. Type your initials followed by “-seminar” in the Short Name field. Press the tab key to
move to the Title field.

fl MHew Template HI=] B3 Both a template’s Short

CE-5ARERES -5 T H® Name and its Title are

General | Pakage Info | displayed in the Catalog &

Shert Name Thle : | Show In Picker Template picker. You

Iber-semmar ISemmar with coffee service :

—— Template Type should enter a title that

] [Meetince [ | very briefly informs a user
Showy Prices For Line Count
< [Gtandad | o of the templates contents.

—— Typ§ “ngiqar with coffee

service” in Title.
G
Lire Type MuIL:iEﬁfer Cuantity Title Frice

y= Direct Entry You can record a longer
description of the template
in Description. The field
should be used to describe
how the template differs
from other similar
templates. It only appears
on reports and when you
call up a template’s

o | - properties.

Created By Created On Laszt Modified By Lazt Modified On

[ [12:00:00 am | [12:00:00 am If Show In Picker is

checked then the template
will appear on the template tab of the Catalog & Template picker. If the field is not checked then the
template will not appear in the picker. Typically you will leave this field checked except for templates that
you don’t want used on quotes and contracts.

You can categorize your templates using the Template Type field. Templates are listed in the picker
based on the Template Type. If you have a large number of templates you should make use of this field to

simplify finding a particular template in the picker. Make sure that Template Type is set to Meetings.

While you are developing a template the software will display the price of items you add. If you are
using multiple price lists, set Display Prices For to the price list whose prices you want displayed.

The Line Count field simply indicates the number of

lineS in your template. | !_ine Type | Multiplier | Quantity | Title
| Direct Entry | ;
. ) | @ Help
There are three different types of lines that can be (] Stick-On Notes  »
placed in a template: directly entered, catalog, and sub- Print
template. A directly entered line is one that you type in By save
directly and is unique to the template. A catalog line is B Cancel
. 3 Insen Before 4 Directly Entered Line

an entry drawn from the catalog. A sub-template line B Iotate | » Catslegltem
rep'resents the p051t}0n at which another template will Bl Ciose Include Sub-Template
be included in the displayed template. @ Status OK
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Directly entered lines are used for recording comments, serving times, locations, and unique charged
lines such as a price per person.

Sub-template lines are used to include the entire contents of another template. Using sub-templates has a
number of advantages. Principally, one only has to enter the lines once. Just as important is the fact that

B New Template __ IO when the sub-template is modified all
f @I | P fsT hEE-8-tl o templates that use the sub-template are
Enera| 'akage Info . .
SrortNane W | Vooros automatically adjusted to reflect the
I;:Sr::mi::r ISem\nar with coffes service T:;F:{T:;JYDE _ Changes .
Show Prices For Line Count
| [stndard -] | 1 When you move the mouse cursor over
Jomeats Lies the Template Lines grid the Catalog &
Line Type Mirliﬁtar Guantity Title Price Template pICker pOpS'up. JuSt as ln quOte
g SubTemplat Reqular Coflee Senice and contract properties, you can add lines
to the grid by dragging them from the
picker and dropping them on the grid.
There is a slight difference when adding
template items in this fashion. Instead of
copying all of the template lines the
software adds a single sub-template line.
K| o .
Created By Created On Last Modified By Last Modified On If you Want tO aCtually Copy the llnes Of
|BF|UCE 13-5ep-20001:24:31 pm BRUCE 13-5ep-20001:24:31 pm al’lother template hold down the Ctl key

while doing the drag-drop.

Move the mouse cursor over the template lines grid, and then move it up to the picker and click on the
Templates tab. Locate the Coffee Service template and drag it to the template line grid. After you drop it on
the grid, your form should resemble the illustration on the left. Place the mouse cursor over the line you just

added, right click, highlight =emmrr— =l S
Properties, and click the left mouse (& & o BBt B o
button. Included Template Shart Name  Title Sra Fiess [Fay
iCoffes Service - IReguIar Coffee Service IStandard j
You can’t modify the details of the InehuedLines
. . Line Type Muttiplier | Guantty Title Price A
d}splayed sub-template. The hnes.are Catalog fm o0 Coffes, tea, decafinated cofiee 225 :|
Slmply shown for your information. Catalog tem 1.00 Aszsorted Bottled Juices & Waters F225
However, you can use the properties T
form to change the sub-template that | caaog tem T Aosoried Baked Goods $240
is included. Catalog hem
Catalog kem 0.0z 30" x 72" Tahle
Close the sub-template properties Catalog tem o0z White tablecloth, 48" ¥ 84"
form. Catalog kem
=
Created By Created On Last Modified By Last Modified Cn
Place the mouse cursor over the IEIRLICE |13—Sep—2DDD1:25:5? pm IEIRUCE I13—Sep—2DDD1:25:5? m

sub-template line in the Template
Lines grid, click the right mouse button, highlight Insert Before, and then Directly Entered Line, click the
left mouse button. You are going to add a title line.
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[l Directly Entered Template Line H=l E3
¢ REETE O As you can
Title Quartity see, there is a
A 0 fair  bit  of
Unit Cast information that
Ll $otiru i fow |
S =l $0.00 ‘Xdistnbmgn can be entered
escHption - nem Type Guest huttiplier for directly
o IMlscellaneuua j Ij 1 entered lines,
Contract Category Multiglier Founding including prices.
LI IMenu j INane j
\ork Qrder Note Sales Category PST Rate Type “Coffee
Foos L = Service” in the
Wiork Order Category G5T Rate .
- = =] [requiar 5 Tl'tle field. Then
_ click on the
Prices Print On f ¢ butt
Price List Price | Owverride % CostiPrice| Price Last Set il o Evert Bars = ""C:'“"I:t!"' BTG orma utton
calcUIations
Stanclare! " Invoices (t!?d Set Style tg
Members o Orders & Quotes ¢ AdleHoprica par i? ¢ ar::
) persontotal 1gnmen (6}
Mon-Memkers f Production Reports C gt Th
- - . enter. cn
Frifzat Premium o Sales Credts X SuppressprHce— lick th Ok
Sun Presmilm Ad et et =l Bty aR-GaRt St E 1C ¢
Created By Created On Last Modified By Lazt Modified On utton.
IEIRUCE |1 3-Sep-20001:47:41 pm IEIRUCE |1 3-Sep-20001:47:41 pm
Make sure

that Guest Multiplier is set to zero and close the form. You should now have a “Coffee Service” line
directly above the sub-template line.

Place the mouse cursor over the sub-template line and click the right mouse button. This time, highlight
the Insert After entry, then the Directly Entered Line selection, and click the left mouse button. When the
blank properties form appears make sure that Guest Multiplier is set to zero and close the form. You will
now see a blank line following the sub-template line.

Now add a title line with the text “Equipment” below the blank line. (Right click over the blank line.
Highlight Insert After. Highlight Directly Entered Line. Enter “Equipment” in the Title field. Set the Title
field’s font Style to bold and Alignment to Center (click on £F). Set Guest Multiplier to zero. Close the
form.)

Make N8Vl Catalog & Template Picker
that Catalog tab | Ceabs |Tempistes
of the picker is
showing. On the
right side of the
tab is a field
labeled Jump To [l f" "~
Item Type. Click
on the field and select the Audio Visual entry. When you do this the template grid repositions itself to show
the first entry for A/V equipment.

AUDIOANSUAL EQUIPMENT
MICROPHONES & LECTERNS
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il Template ber-seminar - Seminar with coffee service

O -BE wBES -5 - 0e | Drae his first
General |Pakage Inful lntCI; gh ; b(ine
W1 € uc

Short Mame Title ? -

Show |n Picker
ber-zemina ISeminar with coffee service |T —_ bﬂad;ground)’f Itlo
o EAEIETE T the bottom of the
Description ;I IMeetings j Template Lines
Showy Prices For Line Count grld and dI'Op it
+| |Standard ﬂ 3 . . ’
: | This will place a
Template Lines catalog entry
Guest line at the end of
D!_ine Eype bultiplier | Gluantiy Title Frice your template.
Irect Entr i
= ¥ Coffee Service Your template
Sub-Template Regular Coffes Senice properties form
Direct Entry should now
Direct Ertry Equipment resemble the one
Catalog ltem AUDIO/VISUAL EQUIPMENT || shown on the
| left.

Close the
template  form.
This will return
o | »||{you to  the
Created By Created On Last Madified By Last Madified On template list.
[BRUCE [13-5ep-20001:24:31 pm BRUCE 13-5ep-20001:24:31 pm You will see

your template on
the list. Close the template list.

Its time now to try out the template. Click on the Control Panel’s Contracts button and select the Current
Orders (Contracts) List entry. When the pending orders list is displayed click on the Insert/New tool button

(8l).

Type a dash (-) and press the tab key. This will place the current date in the Function Date field. Click
on the Room field and select the Great Ballroom entry that you created in lesson 11. Press the tab key twice
to move to the Customer field. Select a client. Click on the Salesperson field and type in your name. Click
on the Function Name field and type “To test my template”.

Click on the In At field and type “730a”. Press the tab key and type “1130a” in the Out At field. Click
on the Total count field and type “600”.

Click on the Details tab. The software will work for a few seconds and then you will see the tab. Move
the mouse cursor over the detail lines grid. When the picker pops-up click on its Templates tab. Find the
entry for your template and copy it to the detail lines grid. (Place the mouse cursor anywhere on the line for
the template. Press and hold the left mouse button. Move the mouse into the order’s detail lines grid.
Release the left mouse button.)
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The software will start copying
the template. When it has completed
the copy, your form should resemble
the one on the right.

Use the vertical scrollbar on the
right side of the detail lines grid to
scroll the details down until the
audio/visual line is showing. Click on
the line. Then move the mouse up to
the picker and click on the Catalog
tab.

Place the mouse cursor over the
“Wireless clip-on microphone & belt
pack” entry. Drag the entry down
into the detail line grid and drop it
below the audio/visual line.

@ Mew Contract

oN-BE-EAYBEEIEET CEH e

IS[=1 E3

Summary Details |Ac:c:0unting | Miscellaneous | Additional Client I

—Time: ervice Charge/Gratuity ‘et Person Lines
In &t Setu) Start H. d'Oeuvre Bar Acwridn Chamda | NELPP Calculation Methad
[7:30 |.I 0 [Fa0em | f X ot | se30 | |standara -
COut At Tear Dower End Meal Speeches Gratuity Rate Total PP PP Met Cost PP
|11:30 M Ij i |11:30 ] | | 15% | [=RE] | $0.00 | $0.00
Totalzs
Sub-Tatal =h
N .
Guest E:l | $4,140.00 | Guest List
Multiplier | Quarntity Title: Unit Price % Discourts J‘ﬁ
E- Coffee Service $0.00 Event Bars
1.00 GO0.00 | Coffes, tea, decafinated coff 225 (EEE
1 1 offes, tea, decafinated coffee F2. ¥ §521.00
1.00 G00.00 | Azsorted Bottled Juices & Waters F2os | ¥ PST
| $380 .85
[ Courits
- GST Total
1.00 GO0.00 | Aszorted Baked Goods F2.40 | I §333 27 s00
Flat Digcount Guarant
Qoz| 1200 30" x 72 Table 5000 || v
o0z 1200 | vwhite tablecloth, 48" x 54' e w
! : = ablecloth, 48" x 84" | $5475.15 0
Deposits Children
1.00 EBO0.00 | Teaspoon $o.00 I o
- |||Balance Other
1. M 0 | Fustter Wrife I— I—
4 I I LIJ §5,475.15 o
Created By Created On Last Modified By Last Modified On
IEIRUCE |1 3-Sep-2000 32517 pm IEIRUCE |1 3-Sep-2000 32517 pm

Click on the quantity cell of the line you just added. Type “1”. Click on the line above it. The form

should now resemble the one below.

[ New Contract

=1 B3

eN-B-EOYEBETEETOCEH O

Congratulations!
You have just created

Summary Details |Accourrting| Miscellanenusl A dditional Clierrtl

a contract that uses the

r—Titme: ervice ChargeiGratuity —Per Perzon Lines template'
In At Setup Start H. d'Osuvre Bar . hlet PP Calculation Method
Ceearrida-=tandaa-
EZREEREED | X et | 3690 | |Standard =l
Out At Tear Down End Meal Speeches Gratuity Rete Tatal PP PP Met Cost PP
|11:3E|.£\.M Ij 0 |11:3|:| AM | | | 15% | $9.13 | $0.00 | $0.00
—Totals
N Sub-Total =
e .
Guest E 5414000 | Guest List
Muttiplier | Cuantity Title Unit Price: % Discounts Jﬁ
0.00
¥ Event Bars
1.00 F00.00 | T Rt
: A | Teaspoen $521.00
1.00 E00.00 | Butter Knife PsT
120 720,00 | CoffesiTea Cup & Saucer [ 38088 | e
GST Tatal
| $333.27 00
1.40 54000 | Paper rapkin, small Flat Dizcount Guaranty
| 30.00 (| a
. Tatal Head Table
Equipment I $5,475.15 I 0
= AUDIOANSUAL EQUIPMENT B Deposits Children
1.00 | Wireless clip-on microphone & belt pack I I 0.0 I D
Balance Crther
-
o | ; | $547515 | 0
Created By Created On Last Modified By Last Modified COn
IEIRUCE |1 3-Sep-2000 32517 pm IEIRUCE |1 3-5ep-2000 3:31:34 pm
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If you want,
click on the Print
button (). Select
the Contract —
Sample 0 layout
and print or
preview the
contract. It
probably looks
similar to the one
shown on the right.

This is the end
of the lesson. Close
all the forms.

[ Print Preview [_ (=] x]
& HEE [F* W« »n oo | |
Diate Wednesday, September 13, 2000 In At730 am
Foom Great Ballroom Out By 11:30 am
Event To test my template
Salesperson Bruce
Guests Expected 600
Quantity Item Unit Price  Extended Price
Coffee Senvice
600 Coffee, tea, decafinated coffee 2248 1,350.00
600 Assored Bottled Juices & Waters 2.25 1,350.00
G600 Assorted Baked Goods 240 1,440.00
Dianish, mufiing, croissant, cookies
Equipment
1 Wireless clip-on microphaone & belt pack
Suh-Total 4,140.00
Service Charge/Gratuity 621.00
Provincial Sales Tax 3g0.88
Goods & Services Tax 333.27
Total F5,47514
Balance Due 5475149
|Page1 of 1
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