
 

Page 1 of 23 

Sales & Catering Billing & Auditing  

Quick Reference Guide  
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1 Global Setting to Audit Early # of Days Prior to Event 
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2 Find the Booking 
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3 Check the Booking Settings 

3.1 Booking Status 

 

3.2 Date of Event 

 

3.3 Check/Deassign/Reassign Group Reservation 
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3.4 Folio / Event Options 
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4 Start the Audit 

4.1 Review Invoice 
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4.2 Mark Audit Started 
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5 Audit the Event 
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5.1 Food and Beverage Audit 
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5.2 Special Charges Audit 
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5.3 Inventory Items Audit 
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6 Complete the Event Audit 

6.1 Mark the Audit Done 
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6.2 Post Event Charges 
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7 Review the Final Invoice 

7.1 Review Invoice 

 



 

Page 17 of 23 

 

 

 

 



 

Page 18 of 23 

 



 

Page 19 of 23 

7.2 Post Booking Charges 
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8 Review Posted Charges on Folio(s) 

8.1 Access Folio from Sales and Catering Booking 
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8.2 Access Folio from the Group Reservation 
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