
 

 

 

 

Page 1 of 9 

 

Sales and Catering – Booking Traces 
Quick Reference Guide 

 

 

 Introduction 
 
This Quick Reference Guide will explain how Booking Traces can be utilized in the Sales and Catering 
Module, how they are generated, and how they can be maintained. It is assumed that the user is able to 
complete the Booking process.    
 

Procedure 
 
Booking Traces in Sales and Catering give the user the ability to assign tasks to themselves, or other 
users, via a Booking.  These traces can be helpful in maintaining due dates and task completions that 
need to be attended to for a specific Booking.  
 
There are four steps to successfully create and manage your Sales and Catering Booking Traces.  You 
must first log into Sales and Catering Maintenance and recognize which traces are being automatically 
created with the creation of a Booking.   
 
Example:  There are four steps to effectively utilize traces: 
 

Step One – Create the traces that you would like to use in Sales and Catering Maintenance 
Step Two - Define which traces are to be automatically generated when creating a Booking. 
Step Three – Delete or assign any traces based on your bookings specifics. 
Step Four – Retrieve Traces and complete tasks assigned 

 

Step One, Creating Traces in Sales and Catering Maintenance 

 
In order to view that Traces that have been created for Sales and Catering Bookings, you must log into 
Sales and Catering Maintenance.  Select from the menu bar Codes │Trace Code Maintenance.  The 
below screen will appear. 
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In the above example, a trace code has been created for a MENU PLANNING meeting.   
- The code has been titled “MENUS”. 
- The description will appear on Trace Reports for you to review, but can also be expanded on to allow 

for more specifics. 
- A blank entry in the ‘Tr Days’, ‘Tr Src’ and Clerk fields allow you to specify when and to whom this 

trace will be sent, dependent upon the booking. 
 
Booking Traces can be accessed from within a Booking, located under Window │Booking Traces. 
 

 
 

Step Two, Defining Automatically Created Booking Traces 
 
After the Traces have been created, you must decide which Booking Traces should be automatically 
generated from the creation of a Booking.  
 
- ‘Tr Days’ recognizes the number of days relative to the ‘Tr Src’ that the trace will be sent. 
- ‘Tr Src’ is the Source of the Trace.  The below screenshot displays the options available. 
- The ‘Clerk’ field allows you to specify which individual or group will receive the trace.  If this field is 

left blank, the Booking Account Manager will receive the trace. 
 

 
 

There are 5 ‘Tr Src’ Options.  In the above Example, a “Contract Due” trace has been created, and will 
be sent to “Lori”, “14 Days” “AB” (After the Booking is created).  
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All other Booking Traces that are automatically generated by populating a Trace Day and Source will 
appear on your Booking once it is created.  
 

Step Three, Delete or Assign Traces Based on Booking Specifics 
 
Once a Booking has been generated, you can see the automatic Traces by accessing the Window 
│Booking Traces. 
 

 
 
A booking was created for 01/15/2009 on 01/14/2008.  Lori will therefore get a reminder that the Contract 
is Due 14 Days after the Booking has been created, or on 01/28/2008. 
 
In this case, there are 4 Automatic Booking Traces.  The first two were assigned, Greg.  The ‘+’ signifies 
that there are additional clerks receiving this messages and that it was sent to a group (the Catering 
department in this case). The second trace is assigned to Lori.  The third and fourth were not assigned to 
a specific clerk or group, so they defaulted to the Account Manager, which in this case is NWIND. 
  
You can manage your Traces within a booking a number of ways.  You can: 

 DELETE A TRACE 

 ASSIGN A TRACE 

 ADD ADDITIONAL TRACES 

 MARK A TRACE DONE 
 
DELETING A TRACE - Place your cursor on the Trace and Deleting (F7).  This would be in the case that 
in the above example, there were no bedrooms required, and a Rooming List reminder was not needed.  
 
ASSIGNING A TRACE – Place you cursor on the “To Clerk” within the Trace and do a “Lookup” (F8).  
You will then be presented with the choice of a Clerk or Group.  Select one, and “Enter” on the Clerk or 
Group code to assign the Trace.  
 
ADD ADDITIONAL TRACES – With the Booking Trace screen open, “Create” (F6). 
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Today’s Date will populate, and this can be changed to the desired date.  “Enter” through to the “Trace” 
field and “Lookup” (F8), to select the Trace you wish to create.  
 
You will be presented with the list of Trace options that were created in Sales and Catering Maintenance. 
Choose a trace and assign a clerk if needed (see above). 
 

 
 

Once you “Enter” on the Trace of your choice, and continue to “Enter’ through the fields, you will be 
presented with the below Text Box.  This will allow you to expand further on the details of you Trace.  
This is a free form type screen. 
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MARKING A TRACE DONE – By placing a “Y” in the “Done” field in the Booking Traces,  the Trace will 
not be sent trough Trace messaging.  This is beneficial in the event that you would like to leave some 
information about the Booking on file, or if the Trace was completed right away.  
 
It is suggested to always keep Traces (leaving the “Keep” field a “Y”) so that you have record of 
what was completed and what notes were made about the booking for reference. 
 

 
 

Step Four, Retrieve Traces and Complete Tasks Assigned 

 
Lastly, you need to recognize your outstanding Traces and mark them “Done” as they are completed. 
 
There are 3 ways to retrieve and manage your Booking Traces. 

 TRACE SUMMARY 
 THE Sales and Catering DASHBOARD 

 TRACE MESSAGE REPORT 
 
TRACE SUMMARY – This is accessed from   File │Trace Summary. In the below case there are 21 
outstanding Booking Traces for 01/14/2008. 
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To access these traces “Drill Down” (F5) on the 21.  A list of the 21 Traces will appear, and you can “Drill 
Down” (F5) on any and see the Trace detail. 
 

 
 

The top right corner reveals that it is a Booking Trace, for Booking number 4265, and a reminder that the 
Rooming list was due on 01/09/2008. 
You can then manage this Trace from within the Booking by marking it “Done”, (see above), or it can be 
recognized as completed by marking it with a “Y” in the “Done” field in the above screen. 
   
SALES AND CATERING DASHBOARD –   The Sales and Catering Dashboard can be accessed from 
the main screen by going to Booking │Sales and Catering Dashboard. 
The below screen will appear.  The bottom right section is a summary of all the outstanding traces for the 
day in question.  You can “Drill-down” (F5) on any of the traces and access the same above screen. 
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TRACE MESSAGE REPORT – This report can be accessed from File │Mail Reports. 
The following screen will appear.  
 

 
 
 
 

 
 
 

This screen will default the logged-in user in the ‘Recipient field, but you are able to review your 
colleagues traces in the event that they are absent by using the F8 lookup and selecting their user name.  
You can select either a date range to print or a specific Message Type. A blank selection will print all. You 
may also include your traces that have been completed within this date range.   
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The below Messaging Report can be printed and used to complete all tasks for which you have received 
a trace. After completed, these traces can then be retrieved and marked “Done”. 
 

–  
 

 

 

 


