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Overview

Banquet Event Orders (BEOs) can be generated for each event. In order to create a Banquet

Event Order for multiple events, you can create a Batch Generation of BEOs.

Use Case(s)

The Club is having a managers meeting and needs to give all the managers a BEO for each event

for the upcoming week/month.

Accessing the Tool

To print a batch of BEOs or other event documents you will go to Events (on the left).
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Then select Batch Generate Documents.
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Batch Generation

On this page, select the date range, check the events to be included from the list below,

and select the document(s) to create.

E Batch Generate Documents

= Event Date Between 08/01/2017 Master Event Type [Shwhll ~)
—’ and '08/31/2017 Master Event Name
Event Status (msdm ‘] Event Type (Slm-Nl =
Event Salesperson Name Event Name
Site (Show All %)
C&ose Events
L Event Name * ‘Event Number site Locations StartDate | End Date Status. Contact Account Name
EJ [ann Donschie Memorial Service 4208-1 Bent Tree Country Club Willow Room 08/12/2017 | 08/12/2017 |Definite Donachie, Robert
[ | Beal Pick up 4215-1 Lobby 08/15/2017 | 08/15/2017 |Closed
1) |BEO Meeting 31281 Lake Room 08/23/2017 | 08/23/2017 |Inquiry Farragut, Phyliis
L (80 Meeting 3129-1 Bent Tree Country Club Lakeview Lounge 08/30/2017 | 08/30/2017 |Inquiry Farragut, Pryllis
D |ac0 Meeting 3125-1 Bent Tree Country Club Willow Room 08/02/2017 | 08/02/2017 |Inquiry Cunningham, Cari
1 (820 Meeting 3126-1 Bent Tree Country Club Willow Room 05/09/2017 | 08/08/2017 |Inquiry Cunningham, Cart
1 [ge0 Meeting 31271 Bent Tree Country Club Willow Room 08/16/2017 | 08/16/2017 (Inguiry Cunningham, Cari
L | sishop Pool Party 4193-1 Bent Tree Country Club Pool Area 08/26/2017 | 08/26/2017 |New Bishap, Barbara
) |Boarg Meeting 4020-1 Bent Tree Country Club 'Willow Room 08/30/2017 | 08/30/2017 |Definite Burkett, Dan
1] |Bowie Pick Up 42181 Bent Tree Country Club Lobby 08/16/2017 | 08/16/2017 |Closed Bowie, Robert
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Click Generate Documents.

Choose Filters

Override Document Defaults

P N8l ReServe System Document Folders

Folder Ali Organization Folders

o N BentTree Country Club

C&me Document Templates

L Name Description
L | Guest Menu Dispiays menus for each funciion on a separate page.
(0] Event Proposa Event Proposal
I3 |event Order - Internal internal Event Order with Prices and Interna! hotes
L1 | Thank You Letter Thank you letter with Survey
Event Order - Contact Event Order with Prices and Summary of Charges
Confirmation Letter with Deposit Due With Single Deposit: Letter to confirm tentatively booked event
L |event Invoice Event invaoice
Event Order - Infernal internal Event Order with Intemnal Motes - without Prices and EC Box

[ |confirmation Letter with M.

& Deposits |With Deposit Summary Table: Letter to confirm tentatively booked event.

! |corfirmation Letter with No Depaosit Due  |Mo Deposit: Letter to confirm tentatively booked event.

[ |Event Order - Contact Event Order with Prices and Tofal Charges
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Retrieve Documents
These documents will need to be retrieved on the Home page at the bottom under
Background Activities.
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Under Background Activities, the documents requested will be available under Download

Results.

FAQs

Q: How can | separate the documents | am downloading into individual PDFs?
A: Documents can be separated individually or all included in one document. Be sure to

specify this setting during the Batch Generation step under Document Options.

Best Practices

e Ensure all date ranges are correct for BEO document search for the most accurate results.
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