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1 Welcome to the Northwind Maestro Sales and Catering! 

 

Although all the systems in Northwind Maestro are used for different purposes, they all share the same 
structure. Once you understand the basics of one system, you've learned the basics of all.  
This chapter discusses the basic keystrokes and functionality used throughout all systems. 
In addition, Northwind Maestro is supported on multiple hardware platforms in three very distinct ways. 
These included: Microsoft Windows, UNIX, and UNIX with Windows TTY.  
The main differences are as follows: 

 
Microsoft Windows 

• Uses a graphical user interface with mouse control. 

• Uses a menu bar with pull down selection options. 

• Uses a button bar for quick access to commonly used functions. 
UNIX 

• Uses a text based interface. 

• Uses a menu bar with pull down selection options. 
UNIX with Windows TTY 

• Uses a text based interface with mouse control. 
 
MAESTRO SALES & CATERING provides the features to: 
 

• assist your sales and marketing efforts with comprehensive client contact and history information 

• manage function room bookings with tracking of food & beverage, inventory, and special charges 

• fill “off premises” catering orders easily and accurately 

• integrate with other systems for unlimited reporting and financial analysis 
 
MAESTRO SALES & CATERING is integrated with the account management function of accounts 
receivable. This provides a method of tracking advance deposits, conference related charges and payments. 
In addition, the account management can be further implemented to be a part of the fully integrated 
accounts receivable program. 
 
The following chapters outline the capabilities of MAESTRO SALES & CATERING in more detail 

and include a step by step section to help you learn MAESTRO SALES & CATERING 
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1.1 Logging In to Maestro Sales and Catering 

To Log in: 
 

1) Choose the Sales and Catering Icon (without the red cross).  Every Staff member for Sales and 
Catering will have a unique Clerk Id and Password.  It is usually the first initial and last name.  
Enter your Clerk Id here. 

 

 
 

2) Use the tab key to get to the password field.   
3) Enter Password if applicable 
4) Press Ok or Enter.  You will then be in the Main Sales and Catering Menu, with the Giraffe. 
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1.2 Getting Started  

Regardless of which of the three user interfaces you may be using, (Menu Bar, Button Bar, or Keyboard) 
the functionality of the software is similar and the function keys and menu bar will operate in the same 
manner. The standard supported keyboard on all three platforms is the 101 key keyboard common on 
personal computers and ASCII terminals. This keyboard incorporates twelve (12) function keys (F1 
through F12) which each command the software to perform a specific function. 
 
This user guide assumes that you have prior knowledge of the keyboard and mouse (where applicable). If 
you are unsure as to the operation of your keyboard or mouse under windows, please refer to the 
appropriate user guides supplied with those products 

1.3 Function Keys 

 
Each function key has a specific function which it performs regardless of which window is currently 
being used. For example, F6 (create) will create a new client in client maintenance, but will also create a 
new booking in booking inquiry. This means that once you are familiar with the purpose of a function key, 
you can carry that knowledge throughout the system. 
 
Each function key also has a functional equivalent available from the menu bar. For example, F7 
(delete) can also be performed by selecting the menu name Record from the menu bar and then the 
command Delete. Throughout the users guide, references will be made to the menu bar. Using the example 
given previously would be represented as Record │Delete. Although this is the method used in the user 
guide, you may use the equivalent function key and windows users may also use the applicable button from 
the button bar. 

 
 

 
F1 - Help 
The F1 function key will display context sensitive help. This is help that will describe the type of data 
expected to be entered in the current field.  
Help may also be selected by clicking with the mouse on the Blue question mark button displayed on the 
button bar or by selecting Help │ Help. 
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F2 - Edit 
The F2 function key will modify the input mode of a field. This works as follows: when a field is first 
keyed in it is blank and data is entered from left to right. If new data is to be keyed to entirely replace 
existing data in the same field, it may also be keyed at any time. Using the example of a client name "John 
Smyth", you want to replace the “Y” in Smyth with an “I” for Smith. Since only a certain part of the field is 
to be changed, it is natural to press the right arrow to move across the field to reach the appropriate letter. A 
right arrow is interpreted by the system as a command to move to the next field, therefore exiting the field 
to modify. F2 will indicate to the system to enter “Edit” mode which interprets right and left arrows as a 
command to move one character to the right or left respectively. Once the edited field has been excited, the 
system will revert back to the previous field to field mode.  
Edit Mode may also be selected by clicking with the mouse on the Paper and Pencil icon displayed on the 
button bar or by selecting File │ Edit Mode. 

 
 
F3 - Search 
The F3 function key will display a search window (where applicable) to allow you to search by a specific 
field. For example, search by “client last name” in client lookup.  
Search may also be selected by clicking with the mouse on the Magnifying Glass icon displayed on the 
button bar or by selecting File │ Search. 

 
 
F4 - Return To Previous Window (Exit)        (Shift + F4 - Abort without Saving) 
The F4 function key will close the current window, and return to the previous window.  
Return to Previous may also be selected by clicking with the mouse on the Green Disc icon displayed on 
the button bar or by selecting File │Return To Previous. 

 
 
NOTE: If a field has invalid data in it and you attempt to “Return to Previous”, the field will be highlighted 
in red and the window will not close.  
To correct this situation, you can modify the incorrect data, press Shift + F4 or alternately File │Exit, to 
abort the change to this field and close the window. The last correct values from this field will be reset, or if 
creating new data, it will be aborted. 
 
 
F5 – Drill Down 

The F5 function key is supported in the system as a means to query additional relevant information to the 
current field.  

Using the right button of the mouse will achieve the same result in Windows. 
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F6 - Create 
The F6 function key will create a new record.  
Create may also be selected by clicking with the mouse on the Green Cross icon displayed on the button 
bar or by selecting Record │ Create. 
NOTE: In some functions the Create command may be found under the menu name Window. 

 
 
F7 - Delete 
The F7 function key will delete the current entry. Prior to the delete taking effect, a dialog window will be 
displayed for confirmation.  
Delete may also be selected by clicking with the mouse on the Red X icon displayed on the button bar or by 
selecting Record │ Delete. 

 
 
F8- Lookup Window 
The F8 function key will display a lookup window for fields that have predefined options. For example, the 
country field of an address will have listed countries in the lookup window. 
Window Lookup may also be selected by clicking with the mouse on the Blue “I” icon displayed on the 
button bar or by selecting Window│ Window. 

 
 
F9- Undo Field 
The F9 function key will undo changes made to a field since the last update. For example, if you start over 
keying a client name and want to reset the data, use this option.  
Undo Field may also be selected by clicking with the mouse on the Blue Circular Arrow icon displayed on 
the button bar or by selecting File │Undo Field.  

 
 
F 10 (Alt) – Access Menu Bar 
The F10 function key retains the standard Windows and MS-DOS Shell function of accessing the Menu 
Bar. Windows also supports this function with the Alt key. When selected, the File Menu Name on the 
Menu Bar will be highlighted. To access the desired menu, press the underlined letter or use the right and 
left arrow keys to move from menu name to menu name. Once you are positioned on the desired Menu 
Name, press Enter or down arrow to see a list of the valid commands. 
Note: By keying F10, F, S on the below screen, you will access the Search Option in the File Menu 
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F11 - Print Screen 

The F11 function key will prompt to print the data on the screen. When selected, a dialog window will be 
displayed prompting for relevant print information and confirmation. This print option will strip out all 
graphics from the printed output. 

 
 
 
F12 - Refresh Screen 

The F12 function key will force a screen refresh of all data displayed on the screen. This is useful only if 
data becomes illegible or screen colors become distorted as a result of network problems. 

 
 

Navigation Icons -These correspond directly to the keys of the same names on the keyboard. These keys 
will function as follows: 

 
Home 

• In a multiple row list, will move to the top of the list. 

• In a single record window, will display the first occurrence. 

 
 
 
Page Up 

• In a multiple row list, will move one window of data upwards. 

• In a single record window, will display the previous occurrence. 
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Up 

• In a multiple row list, will move one row of data upwards. 

• In a single record window, will display the previous occurrence. 

Down 
• In a multiple row list, will move one row of data downwards. 

• In a single record window, will display the next occurrence. 

 
 
 
Page Down 

• In a multiple row list, will move one window of data downwards. 

• In a single record window, will display the next occurrence. 

 
 
End 

• In a multiple row list, will move to the end of the list. 

• In a single record window, will display the last occurrence. 

 
 
 
 
Run Windows Shortcut Menu 

• Give the option to access Windows Calculator, Notepad and Microsoft Write 
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1.4 INACTIVE SCREENS 

 
There may be times when you attempt to type and nothing is happening. You may be attempting to access a 
screen that is not you “Active Screen”. On the Title Bar on the underlying screen, notice that it says 
(Inactive).  Screens become “tiled” as you go to prevent you from working on the underlying screen.   
Notice also, there are no button bar options on an Inactive Screen as another visual that you are on the 
wrong screen. 
To return to the active screen, press the Space Bar.  
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1.5 Mail/Reports 

 
An important part of your day will be checking your mail and following up on pertinent client and booking 
needs. This is where all Message Codes and Traces (Booking, Client and Contact) will appear.  Notice that 
there is a mail indicator on the right hand field below the Look Up Button Bar: 

 

 
 

To view your messages, select the File │Mail │Reports.   
The following pop-up screen will appear: 
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Choose MESSAGING, and the following screen will prompt. 
 

 
 

• To enter into the message to see the detail, hit enter on the highlighted line, or go up to 
Window │ Details. 

• To delete a message, put your curser on the line to Delete and choose F7. This message 
will be moved to the “Deleted Messages” File 

 

 
 

When you have performed the task that the message is asking for, be sure you mark it as DONE (change 
the N to a Y). Once you have made the change to Y, you will be given the opportunity to delete this 
message. Simply deleting a message after you read it does not assume that you have done the task at hand.  
Whether or not this task has been completed will show up on a Trace Report. 
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CREATE AND SEND A NEW MESSAGE 
Choose Messaging, choose F6 (create) Window│ New Message 
 
REROUTE A MESSAGE 
You receive mail that does not particularly pertain to you for the moment, or you are going to be leaving 
the office early and need someone else to complete the task for you.  You can simply reroute the message. 
To reroute the message: 
 

1) Double click on the highlighted line to enter in the message, or go up to Window│ Details 
2) When in the message, go up to Window │Reroute Message 

3) Enter in the “New Clerk” the message is now to go to and if you want to keep a copy. 
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REROUTE SCHEDULE 
 
You are going away on vacation and need to reroute your messages to someone else. 

1) In Received Messages, choose Window│ Reroute Schedule 
2) Fill out the date ranges, message type and to whom the messages are to be rerouted to. 
 
 

 
 
 

1.6 Messaging Reports 

 
Messaging Reports are excellent tools to start your day with, or as a follow-up “to do list” for the day.  If a 
colleague is ill, their trace reports can be run also to see what needs to be done while they are away. 
 
Recipient – This is the Clerk Code that you want to run a report for.  This can be for your own use, or leave 
blank to see every clerk code that has traces. This is an important feature for Managers to know about. 
 
From-To Date – The dates you want to view or print 
 
Message Type – Look Up (F8) here to select a Message Type, or leave blank for all 
 
Message Code – This is for use when choosing the Message Type of Clerk Message 
 
Trace Code – Look Up (F8) here to select the Trace Code, or leave blank to see all Traces 
 
Done – N for Not done, Y for done, leave blank to see both.’ 
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From the above fields, you can see how quick and easy it is to view what needs to be done for one or more 
clerks.   

 

1.7 Trace System 

 
There are 3 areas to send a trace:  Booking, Client and Client Contact.   
Client Traces can be selected by choosing Window │Client Trace, or drilling down (F5) on Traces in the 
Client Entry View Screen.    
 

 
 

1) Create a new trace - F6 Create – will auto-populate current date and time 
2) Change date as needed – Use F8 for Calendar, change time as needed.  This is the date and time 

the trace will be sent. 
3) F8 to select the Trace 
4) “To Clerk” will auto-populate with your clerk name, F8 to choose clerk or group 
5) Select appropriate person or group that the trace concerns. 
6) Enter through and a text box will appear. This is used to elaborate further about the Trace: 
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2 Clients ~ The Heart of Every Booking 

 
Clients can be created in advance of a booking or the time a booking is taken.  
Clients are automatically assigned a client code that is a sequentially assigned number. This number cannot 
be changed once assigned.  
A client may be a company or a department or an individual based on their requirements. Once this has 
been established, it is possible to assign contacts for this company/department who you will be taking 
information from about the booking.   
Each contact can have a complete address that may be different from the company/department address, 
allowing for an unlimited number of contacts to be created, each with their own individual mailing 
information. 

2.1 The Client Profile – Maestro Client Maintenance 

 

 
 
 
Description Fields: 
 

Client Code Numeric Character, SALES & CATERING automatically assigns the 
client code – this is sequential, system generated to avoid duplicates. 

Client Type Select F8, or Window │Look Up to choose a valid Client Type codes 
set up from SALES & CATERING Maintenance system. 

Category                            Select F8, or Window │Look Up and choose Company, Group or 
Individual. 
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Under the category of INDIVIDUAL, the following will be prompted: 

 
Ms/Mr/Mrs/Miss Address title of specific client.   
First Name Enter the first name, otherwise leave blank. 

 Middle Name  Enter Middle Name of Client 
 Surname  Enter Surname of Client 
 Salutation  How this Client is addressed: Example Ms. Cavanaugh, Natalie or Nat 
 Title   Position title 
 
Under the category of GROUP OR COMPANY, the following will be prompted: 

  

Company  The name of the Company 
Address 1  First address field 

 Address 2  Second address field such as suite or unit number 
 Zip/Postal Code  Alpha numeric character for postal or zip code entry 
 City   City  

Country Code Select Window │Look Up, or press F8 to Look Up valid country codes 
entered in SALES & CATERING Maintenance system.  

State/Prov Code Select Window │Look Up, or press F8, or press for lookup of valid 
state/province codes entered in SALES & CATERING Maintenance 
system. 

 Phone Number  Telephone number.  Be consistent with phone number (dash or space) 
 Phone Extension  Telephone extension number if applicable 
 Fax Number  Fax number 

Parent Company Parent company of this client (if applicable). Use client code.  
Example: Client is IBM Canada and the Parent Company is IBM 
International.  Lookup is available by selecting Window │Look Up, or 
pressing F8. Company must exist in the Client database.  

 Bill to Client  Billing client information if another company is being billed.   
    Company must exist in Client database.  Lookup is available as well. 
 Account   This is the Account Manager of the Client Profile (Sales Manager) 
 Internet Address Internet address if applicable www.address.com 

Language This is the preferred language of the Client.  Blank=English. This does 
not change the screens to another language. 
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To help build your Client Database, the following tools are at your disposal in the Client Profile.  To access 
these tools, go up to Window Client Maintenance main screen to see the other options. 
 
Bookings By Client 
All past, present and future bookings for the Client that have been booked by any Client Contact will 
appear here. From here you can rebook the Client into a fresh booking, enter into an older booking to 
duplicate or simply view what the client had the last time they visited you. 
 
 

 
 
Client Text 
Client text can be created to further elaborate or describe a client. This text is unlimited and easily 
accessible 
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S/C Client User Fields Entry 
These User Fields are defined by the property as to what additional information they wish to track.  This is 
any additional information you wish to capture about the client.  Maestro supports 20 of these user fields in 
the form of 10 Alphanumeric, 5 Date, and 5 Numeric.  These User Entry Fields will be seen again in 
Contact and Booking. 
 
Client Trace 
SALES & CATERING allows for set-up of trace files (reminders) that may be used to produce "to do" lists 
to help you manage your day.  Traces here are apply to both the Client and Client Contacts.   
 

 
 

To create a Client Trace  
 

1) Create a new trace - F6 Create – will auto-populate current date and time 
2) Change date as needed – Use F8 for Calendar, change time as needed.  This is the date and time 

the trace will be sent. 
3) F8 to select the Trace 
4) “To Clerk” will auto-populate with your clerk name, F8 to choose clerk or group 
5) Select appropriate person or group that the trace concerns. 
6) Enter through and text box will pop up.  Add extra notes as needed 
7) F4 to exit  
8) “Done” The trace has not been done yet, so keep as no 
9) “Keep” If you want to keep this trace after it is sent 
10) “Cnf” is Confidential.  The clerk receiving the trace will have to use their password to open up the 

trace.  Traces marked “Confidential” will also not print on trace reports  
11) The trace is sent as soon as you exit F4 out.  
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Tax Exemptions 
This field allows the Account Manager to place a Tax Code on the Client Profile as a record that the Client 
is entitled to a tax exemption.  This does not directly apply to the booking each time.  This only applies to 
Tax Exemptions, not Service Charges or Discounts.  In the example below, the Client is exempt from the 
Ontario tax of GST.   
 
To record a Tax Exemption: 

1)    Create a new line F6 
2)    Look Up (F8) and choose the tax required. 
3) Enter – it is now in the Tax Code Field.  
 

 
 
 
To search for a Client to work on their profile: 
 

1) You must be in the Client Profile Screen (From the Main Screen: SC Client Entry│View) 
2) Do a Look Up, F8 
3) Use the first 3 letters. If you are looking up a Client that is listed as an “Individual” Category, use 

their last name. 
4) The Client Code will either appear immediately, or a selection of name will appear. If the latter, 

select the appropriate client and press enter.   
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3 Contacts 

3.1 Client Contacts & Additional Contact Information 

 
Client Contacts List and Client Contact Entry 
 
With Company and Departmental clients, it is usually useful to have the ability to track contacts 
individually. The contacts component of MAESTRO SALES & CATERING allows for each client to have 
an unlimited list of contacts that can be associated. Personal contact information, such email address and 
telephone number, can be collected for each contact. 

 
To create a new Client Contact 
 

1) In the SC Cleint Entry View , select Window │Client Contacts 
2) Create (F6) and the Client Contact Entry Screen will appear 
3) Fill out details as required – see following page 
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Salutation – This is how you refer to the contact.   
Address- You will receive a prompt to copy over the address of the company that the contact represents 
Internet Address - Can be changed to the email address of the individual contact. 
 
Before leaving the Client Contact Entry, Client Contact User Fields can be added that are specific to 
your needs. 
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Bookings By Client Contact 
 
This can be accessed by highlight the client in the Client Contact List Screen, and selecting Window 

│Bookings by Client Contact Name. This field allows the user to view all past, present and future bookings 
for the Client Contact.   
Client Contact is unique to the Client they are assigned to. If they are contacts for more than on e client, 
they do not need to be recreated 
 

 
 

 
Contact Trace 
 
These traces are created by selecting Window│ Contact Trace within the Client Contact Entry Screen 
These are similar traces as previously mentioned, and creation follows the same format. 
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4 The Booking Process ~ Producing the Contract 

 
There are 6 ways to enter into a NEW Booking: 

 

 
1) Client │SC Client Entry │Window │ Bookings by Client – Create New Booking 
2) Client │SC Client Entry│ Window │ Client Contacts Window │Bookings by Client │Window │Create 

New Booking 
3) Booking │Make Edit Booking - New Booking 
4) Booking │Make Edit Booking – Availability – Choose View – Book Room – Create Booking once exit 
5) Booking│ Make Edit Booking – Search (reveals Booking Diary) – Edit – Create New Booking 
6) Duplicating an existing Booking. – (within Booking) Window │ Duplicate Booking 

 

 
How you enter into a new Booking will depend on your Sales Process as a property and how you conduct 
business.   By capturing the information from the contact, entering in a new booking, and then checking 
availability, this will allow you to capture a turn-away reason in the case of no availability. 
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4.1 Booking Screen Fields 

 

 
 
 
Booking Number 
This is a Maestro auto-generated number unique to the Booking.  This number cannot be changed or 
manipulated in any way. 
 
Status          
This is the Status of the Booking.  Two alpha character code that represents the booking status.  Select 
Window│Look Up or press F8 to see valid status codes.   

Tentative – Quote – Confirmed – Posted – Cancelled 
Account Manager 
This is the person (Clerk Code) that originally made the booking, or the Manager responsible for the 
account.  F8 Look up to choose in the case of no auto-populate. 
 
Text 
This field, next to the Account Manager, allows for notes for the user regarding the booking. 
 
Conference Service Manager 
Person or staff member responsible for function 
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Booking Text 
Text that is specific to this booking.  Can be accessed by drilling down (F5) on the field, or by choosing 
Window │Booking Text 
 
Client  
This is the Client Code that was created in the Client Profile. If this is a new Client, you may Create (F6) 
here to enter into a new Client Profile.  To look up a Client that already exists, you may do a Look Up (F8). 
 
Text 
Located next to the client name, is any text that was noted during the client creation.  It will copy, and 
pertain to this client. You may add additional information at this point, but it will apply to the client for all 
bookings hereafter.  
 
Bill to 
This is also a Client Code.  This is where the bill will be allocated to in Accounts Receivable.   
 
Billing Text 
Text that applies to the billing process.  Can be accessed by drilling down (F5) or from Window│Billing 

text. 
 
Description 
This is the Booking Description.  F8 Look up to choose a generic term, or type within the field what the 
name of the specific booking should read. 
 
Contact 
This is the Client Contact that originally requested the booking.  However, it may be necessary on occasion 
to assign multiple contacts to a booking.  There is an additional contact field under Window │Contacts.   
 
Folio/Event 
This is where you will set up the type of Folio for your Booking. There are 3 options here: 
 
N= One folio for the entire booking.  You will still be able to post each day’s event when completed. 
Y= One folio for each Event.  This would apply in the example of a booking that has a meeting once a 

month for a year,  allowing the Conference/Catering Manager to post the meeting’s charges when 
finished to start collecting payment, while still keeping the booking open.  

G= Post to the Group Master. A Group Bedroom Reservation must be set up first and attached (View 

│Group Bedroom Reservation) 
  
Market Segment  
This is the Market Segment Group that was determined in Maintenance.  A detailed report tracks this 
information in Reports Management Reports │Market Segment Analysis. 
 
Start Date/Start Time   
Enter the First Event Day and Time according to the client.  There is a F8 Look Up feature in any date field 
that will give you a calendar. 
 
End Date/End Time   
Enter the Last Event Day and Time according to the client.  There is a F8 Look Up feature in any date field 
that will give you a calendar. 
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Decision Date & Contract Due 
Will auto populate based on the specifics you have outlined in maintenance. This may be over keyed to 
adjust dates. 
 
Expected Adults   
Number of expected adults in the booking 
 
Expected Children   
Number of expected children in the booking 
 
Guaranteed Adults   
Number of guaranteed adults.  This number will auto-populate through the events. 
 
Guaranteed Children   
Number of guaranteed children. 
 
Audit Status 
Indicates if the audit has been started, done or posted for this booking.  System generated when audit is 
started. 

4.2 “EDIT” (Drop Down Menu within Booking) 

Move Booking to New Date 
You can move the entire booking and all contents to a new date.  (Recommend checking availability first) 
 
Create New Client 
Can be selected from the Edit │ Create new Client menu, or simply press F6 to Create with your curser on 
the Client in the Booking Screen 
 
Edit Booking Client 
Allows you to edit the Client Profile 
 
Edit Booking Client Text 
The text that was set up in Client Profile is accessible via the booking instead of having to go back into the 
Client Profile.  This is also where you can read the Client Text. 
 
Edit Billing Client  
Allows you to edit the “Bill to” Client 
 
Edit Billing Client Text 
Currently this is the same text field as the Edit Booking Client Text 
 
De-assign Group Reservation 
De-assigns the Group Reservation, should you link the wrong block to the wrong booking. 
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4.3  “WINDOW” (Drop Down Menu within Booking)   

Advance Deposits 
Advance deposit requests can be made and are tracked by the booking. Each advance deposit request 
specifies a due date, amount due and requesting clerk. Deposit receipts are applied directly to the booking 
folio.  
 
Booking Cancellation   
You may cancel a booking by changing the status to Cancelled (F8 to lookup cancel code), or by choosing 
this option.  A prompt to ask the reason for the Cancellation will appear.  A list of pre-determined cancel 
codes will be available to give the reason. Cancellations can be viewed in Reports │Management Reports 

and selecting Lost Business Reports. 
 
Booking Cancellation Text  
Booking Cancellation Text allows you to further elaborate on the Cancel Code as to why the Booking was 
cancelled.  A listing of all released function rooms and the rates associated with them will be populated 
here when a booking is cancelled. 
 
Booking User Fields Entry 
Booking User Fields Entry are User Defined Fields set up in Maintenance.  These User Fields are pick lists 
that are created for the Account Manager to define certain aspects of the Booking. 
 
Booking Text 
Booking Text is used for the contract and will pull also onto the invoice.   
 
Account Manager Text  
Account Manager Text is used to place any pertinent notes regarding the booking from the Sales Manager 
to other Staff that will be dealing with the booking.   
 
Staff Services   
Staff Services may be used to track hours spent on certain aspects of the booking. Duty Codes and 
Responsibility Codes must be previously set up in Maintenance. 
 
Guest Bedrooms 
Guest Bedrooms is not the Group Block, or anything pertaining to the Group Reservations at your property.  
It can be used to track delegates that are staying at another property – this is for information only. 
 
Tax Exemptions   
As noted in the Client Profile, certain clients may be eligible for a Tax Exemption.  This is unique to each 
booking and will have to be entered each time. 
 
Discounts/Service Charges   
These charges have to pre-exist in Global Maintenance.  If a Client is eligible for a discount or a unique 
service charge, it is to be placed here.   
 
Booked Function Rooms   
Referral for booked rooms at any time during the booking process. This field shows all Function Rooms 
booked, dates, times, rate and whether or not the room is waitlisted. 
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Example 

 
 
Booking Trace  
These traces are normally set-up in Maintenance to auto-generate the first time the booking is exited.  
These traces also provide reminders to follow up on such things as receiving of the signed contract, deposit, 
and rooming list.   
 
Duplicate Booking 
Duplicating provides a method in which to copy a booking.  When duplicating a booking for the future that 
has several events occurring on multiple days, the new duplicated booking will create the several events 
with the same relative starting day as the original booking.  Be sure to check your availability first, or 
rooms may be waitlisted.  This is discussed further in “Changes to a booking”. 

4.4 “EVENT” (Drop Down Menu within booking) 

All Sub-events 
This will show all sub-events’ Function and Set-up.  Very useful for Sales Managers to assign Functions 
and Set-ups to the located Function Rooms in order to produce the contract. 
 
Example 
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Create New Event 
Creates a brand new Event Number.  Must have curser in event field, can also F6 to create. 
 
Edit Event Details 
This also allows you to enter into the Subevent. Must have curser on the event you wish to enter, can also 
drill down (F5) 
 
Event Text 
Unlimited text may be entered specifying details pertinent to the specific event within the booking. Must 
have curser on the event the you wish to have text apply, or can choose the event and drill down (F5) on 
Event Text. 
 
Delivery Location 
Similar to text, however, delivery location text is intended for use when off premises catering is being 
provided and a delivery address or special instructions are required. 
 
Activity List  
Actions that must be completed for the event. This may include such items as setup and teardown of the 
room. 
 
Event Forms   
Not applicable 
  
Duplicate Event  
Duplicates the event within the booking. Must have curser on the event you wish to duplicate.  This is a 
great feature for weekly meetings under one grand booking. 
 
List Delegates for Event   
Not applicable 
 
Event Delegate Rates 
Not applicable 

4.5 “VIEW” (Drop Down Menu within booking) 

 
Booking Availability 
Enter here anytime to look at Function Room and Guest Room (when integrated with Maestro PMS) 
 
Group Bedroom Reservation 
This will create or view a Group Bedroom Reservation.  This is only applicable when integrated with 
Maestro PMS. You will be prompted with the option to create a group reservation, or lookup if the rooms 
have already been allocated through the front desk. 

4.6 Checking for Function Room Availability 

Checking Availability from the Booking: 
 

1) Go up to View│ Booking Availability on the menu bar 
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2) Fill out appropriate fields on the Availability Selections Screen. As a Sales Manager, you will 
want to see the big picture and therefore will want to leave a few fields empty. If a client is being 
very specific and is in a hurry, filling out as many fields as possible will help narrow down the 
criteria quickly.   

3) Choose which path to check for Availability (Single Day, Two Week and Month View)  
 
No matter how you enter the booking, checking availability will always start with this screen 
Note: By selecting a single day (Monday) it will show all availability screens with only Mondays listed. 
 

 
 
Start Date-  This has been automatically populated from the Booking. 
End Date – This has been automatically populated from the Booking. 
Building –  If the property has function space in different buildings, either leave the field  

      blank, or do a Look Up (F8) for a specific building. 
Function –  These are all the possible functions, recommend leaving this blank. 
Low Capacity –  This is the minimum number of people to see rooms displayed for. 
High Capacity – This is the maximum number of people to see rooms displayed for. 
Start Time –  This will be the default that has been set for all rooms and will auto-populate, change as 

required, or leave to see the entire day. 
End Time –  same as above. 
Consecutive Hours – Can use this when narrowing down for Day View. 
Bedrooms Needed – The number of bedrooms required. 
The Days of the Week – Use these if, for example, your Client Contact would like to hold a consecutive 
meeting on every Monday for the month, or to establish booking patterns. 

4.7 Booking Function Space 

There are three ways to book function space for a Booking.   
 

1) Booking – Make │Edit Booking – Availability 
2) Creating a new booking first, completing the booking screen fields. Select View │ Booking 

Availability  

3) Adding additional Function Space for a booking from the booking screen. Window │Booked 

Function Rooms│ Window │Book a Function Room 

 



 

  
 

                   SALES AND CATERING USER GUIDE 

   

 
   

  
  34  

 

General Availability: 
1) Sales and Catering Menu (with the Giraffe) screen 
2) Booking 
3) Make/Edit Bookings 
4) Availability 
5) Choose which path; Single Day, Two Week and Month View 

4.8 Day View 

 
The Day view presents an availability table showing function room names down the left side of the window 
and hourly time segments across the top. Each position on the screen represents a one hour time usage. Any 
bookings that are current for the selected day, with show in a time line form, and will state the name of the 
group.  The color of the booking will represent the status (Tentative, Confirmed) 
 

 
 

� Place your cursor to the Function room and start time or start date you wish to book, and hit Enter. 
� You are now on a screen called Function Room Booking. 
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� The building and room chosen have auto-populated.  Ensure you have the correct start and end 
date and times.  Enter through the Event Number. 

� You will see that the Function Room and times (day) you require are now display “New 
Booking”.   

� You may choose additional rooms at this point, but as soon as you exit (F4) you will enter the 
booking screen. 

� Proceed with the booking as outlined in “The Booking Process” 
 

4.9 GRC Availability (Group Rooms Control) 

 

This availability screen is an 8 day range of all function rooms, and available bedrooms (if integrated with 
front desk). 
Function rooms are located on the left side of the chart, with available bedrooms listed along the to. 
Segments for the day are allocated by property based on time ranges for:  

M = Morning 
A = Afternoon 
E = Evening 

Available   - a character representing an available time (usually “_”) 

Confirmed  - represents a confirmed booking (usually “C”) 

Tentative  - represents a tentative booking (usually “T”) 

 Quote   - represents a booking that has been quoted a price (usually “P”) 

Confirmed/Waitlisted  - indicates a confirmed booking with a waitlisted room (usually“!”) 

Tentative/Waitlisted - indicates a tentative booking with a waitlisted room (usually “?”) 

Non-applicable day - indicates an unselected or non applicable day (usually “*”) 
 

By selecting Availability in the top right, the Day view will appear for the day that your curser is placed. 
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By placing your curser on the booking, the name of the group and their client number will populate at the 
bottom of the screen 
The same process as the Day View applies when making a booking.  Place your curser on the date and time 
period and hit Enter.  If you need the room for the entire day, change the default time in the Function Room 
Booking Screen, and the entire day will block. Once you exit (F4) you will enter the booking screen 

4.10 One Month View 

 
Month View is the best choice overall for seeing the “big picture” and dealing with a larger capacity of 
Function room blocks.  Month View allows you to book several different function rooms at a time. 
The one month availability presents an availability grid showing function room names down the left side of 
the window and up to 31 days across the top. 
Each position on the screen represents a full day usage, and will display a character indicative of the 
availability of the room (see characters above). 
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1) Place the cursor over the field of the Function room and corresponding date you wish to book.  
Double click.  If you move the cursor over, you will see that is blue.  This means you have 
“Marked” the room correctly.  If you Mark one by mistake, simply go back over the blue field and 
double click again. 

2) Repeat the above procedure for every Function Room you wish to book. 
3) If you need to book the Function Room(s) for more than one day, go back up to the first blue field 

and go up to Window │Mark All Days Matching Criteria. 
When you have “Marked” all of your Function Rooms, you are now ready to book them. 
4) Go up to Mark │Book Marked Function Rooms.  You will now be in the Book from Marked List 

Screen. 
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5) Change Start/End Times, and Room Rental price as needed. Notice that in the top left hand side 
there is a unique Booking Number.   

6) To Book either select the Book All Rooms button on the right hand side, or go up to Window 

│Book all Rooms. 
7) The Function Rooms will now show with a blue “T” on the Month View Availability Screen. 
8) F4 to exit out and a brand new booking has been created with these Function Rooms included, or 

the function rooms have now been added to the original booking (if availability was checked there 
first). 

 

 
Booking a Room - Recurring Dates or Multiple Consecutive Days 
• If your criteria specified many dates and you do not wish to mark each one individually, enter in the 

date range for the booking in the Availability Selection Screen   
• When the One Month Availability window is displayed, with your curser on the room, select Mark │ 

Mark All Days Matching Criteria. This will block the room for the entire date range. 
• After marking the selections, select Mark │Book Marked Function Rooms.  
 
Reviewing What You Booked 
• From either Day View, Two Week view or Month View, move your cursor to the date or time and 

Function Room and Drill Down (F5).  This will show you the group(s) booked.  If only one, it will take 
you into the booking.  For multiple, it will list, allowing you to select and enter from there. You can 
also check all rooms booked for this booking on the Booking window by selecting Window │Booked 

Function Rooms. 
 
How to Search for a Booking 
• From the Sales and Catering Main Menu, select Booking │Make/Edit Bookings. This will display the 

Make │Edit Bookings window. 
• Enter the particulars of the booking you are searching for and click or enter on the Search button. 
 

 
 
 
• If a Client has been categorized as an “Individual” the search will be by last name. A partial name may 

be entered in the Last Name/Company field. 
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• If a contact name is entered, SALES & CATERING will search for all bookings being handled by this 
contact. A partial name may be entered. 

• If start date is entered, SALES & CATERING will display a list of all bookings starting with those that 
match your start date. Select the desired booking from this list 

• If a description is entered, SALES & CATERING will display a window of all bookings starting with 
those that match your description. A partial description may be entered. 

• If a booking number is entered, SALES & CATERING will search for the booking number and if 
located, will display the Booking window.  

• If a client code is entered, SALES & CATERING will display a window of all bookings for that client 
code from which you may select the desired booking.  

 
NOTE: 
You may search by any combinations of the above fields, however, if you specify a booking number the 
search will ignore all the other values. When searching, you may wish to also search past bookings, this 
may be done by clicking “X” on the Include Past Bookings. If you do not select any values, the Booking 

Diary window showing all bookings will be displayed starting with the oldest currently active booking. 
 
Changing A Booking 
After finding the appropriate booking using the above search instructions, move the cursor to the desired 
field and make the change(s).   
 
Checking or Changing Booked Function Rooms 
To view booked function rooms for a specific booking locate the booking using the search instructions 
above. From the Booking window select Window │Booked Function Rooms List. From this window you 
can change the start/end times of your function room(s), change the rate for the room, delete any room(s) 
not needed, or book additional rooms (Window │Book a Function Room). 
 

  

4.11 Wait Listing 

 
When the same function room is booked at the same time by two or more different Bookings, Maestro 
recognizes this as an overbooking.  To flag this easily for the user, two separate characters are used: 
 
? = At least one of these bookings is confirmed, with one being a Tentative, or a Quote. 
! = 2 of the bookings are confirmed. 
W = Room time has been waitlisted, does not have any bookings, but relies on release of another room 
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By drilling down on any booking, you can again see all the bookings within that room, time and date. 
If rooms are waitlisted, you will see a “Y” in the last field titled “Wait” next to the booking that has 
waitlisted rooms.  
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If there is a waitlist room you can also see this from the booking. There with be a Red “Y” next to Wait 
Rm. 
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4.12 Assigning Function Room Set-ups 

 
After booking the Function Space, Book the Function Type and Set-up requirements: 

 
1) Go up to Event │All Sub events.  You will see the above screen for the example. 
2) Proceed to the Function field.  A Look Up (F8) will allow you to select your Function.  Repeat for 

Set Up field.  When completed, Exit (F4). 
 

 
 
 
 
 

4.13 Changes to a Booking – Move to new date, Duplicate, Cancel, Change Times 

 
Move to a New Date 
The Client Contact calls and needs to change their booking to a new date.   
 

1) Check function room availability first to make sure this can occur.   
2) Within the booking, go up to Edit │Move Booking to new Date 

3) Enter the new Date 
4) Booking has now been moved to a new date 

 
The booking will only move via this function.  Maestro will not allow the user to change the date by over 
keying the Start and End date on the Booking screen. 
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Duplicating the Booking 
The Client Contact calls to say they are interested in having the exact same function a month from now.  To 
duplicate the booking they are interested in: 
 

1) First check function room availability for the dates they have in mind. 
2) Go up to Window │Duplicate Booking 
3) All default fields on this screen will be Y. Change as needed. Use caution if using the enter key 

through all fields as it will change the field to an “N” for No. 
4) Enter the new Booking Start Date 

 
Below reveals the options available when duplicating a booking.  
Y= copies from original, N= does not copy, will be creating new information 
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A screen will confirm that there is a new booking created:  
 

 
 

 
 
 
Canceling the Booking 
The Client Contact needs to cancel the booking.   
 

1. Change the Status of the booking to XL or Cancel on the booking screen where it was saying 
Tentative, Confirmed. 

2. A Booking Cancellation screen will appear.  Choose a Cancel Code (F8 to look up) and click 
“OK” 

 

 
 
If nothing has been posted, this screen will appear for the “outstanding” balance: 
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Changing Booked Function Room Times  
 

 
 

 
 

In the above example, the Balmoral Room is Booked from 9am-5pm.  This room needs to be further 
booked to 6pm.  The new time can be keyed in, and the following screens will appear:  
 

 
 
 
Selecting “OK” will change the time the Function Room is booked to 6pm.  If the Room was not available, 
a pop-up window would indicate that the room is already in use and cannot be extended. 
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4.14 Guest Bedroom Availability 

 
1) From the Main Screen: Make │Edit Bookings │Availability 
2) From the Booking: View │Booking Availability. 

  

What you will see: 
Day View and Month View will show the number of bedrooms available in the top left hand corner field 
that says “Bedrooms”.   
Month View:  Green Y’s at the bottom of the screen indicate if bedrooms are available.  If there are no 
bedrooms available, the field will be red and blank.   
GRC Availability will show the number of guest rooms available above each day 
 
To view what type of bedrooms are available: 
Day View, GRC Availability and Month View:  Window │Room Type Space Chart 

Or 
GRC Availability – Drill down (F5) on the number of guest bedrooms at the top of the screen 
Month View – Drill down (F5) on the green “Y” at the bottom of the day 
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4.15 Group Block – Booking Guest Bedrooms 

 
 

 
 
 
 
To Book Guest Bedrooms: 
 

1) In the Booking Screen, go up to:  View │Group Bedroom Reservation 
The following dialog box will appear: 
 

 
 

 
2) If a Reservation DOES NOT exist within the front desk, choose OK to create.  If one does exist, 

use the Lookup.  The following Screen will appear: 
If you choose lookup, all front desk group bookings within booking date will appear. 
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This is the Group Reservation Screen: 
 

 
 
Reservation # - Unique Reservation number assigned to this Group. 
Group Name – Auto-populated 
Arrival – Auto populates with time and date of Sales and Catering Booking – change to suit hotel standard. 
Num Nights – Auto-populated 
Departure – Auto-populated 
Event – Key in the name that the Client Contact is referring to it as.  This is free form. 
Group Post – Y for Yes (will post rooms to group folio), or N for No 
Master Folio Template – Only required if Group Post is Y. Can specify billing instructions 
A/R Name – This is the name of the A/R account that has been set up 
The clerk has to have the authorization level required to do this.  Start typing the first 3 letters to see if 

there is one available.  If an A/R account already exists, a list will show to choose from. When creating one, 

ensure to link the existing Client Profile with the Guest Bedroom Block, instead of creating a new profile. 

Guaranteed by- Look Up (F8) here to see the options:  
A/R, Cash Received, Credit Card, Clerk (For cash, a deposit has to already have been received) 

Account Manager – This is the Sales Manager 
Billing Text- Same as Sales and Catering 
Credit Limit- Do a Look Up (F8) here to establish a Credit Limit if necessary.  
Guest Type- Do a Look Up (F8) here to choose a Guest Type.  This controls the Rate. 
Group Type- Do a Look Up (F8) here to choose a Group Type. For Marketing 
Source of Business – Do a Look Up (F8) here to choose Source 
Cut off Days/Date – This is to establish a day to release all rooms that have not been “picked up” within 
the block. Release will occur during the night audit process for the date specified. There is a Calendar 
option here (F8) 
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Cycle – Instead of having the system release ALL rooms on a cutoff date at the night audit, a cycle can be 
is to release the block one day at a time, or 2 days at a time.  
Priority Rate – This is based on the Guest Type that was selected. 
Special Rate –This has to be filled in for Crystal Reports.  This is breaking down the rate for the group. 
 
Below outlines the rate for the group before arrival, during stay, and after arrival. Posting codes can be 
setup to ensure revenue is allocated appropriately. This will allow you to create privilege rates for guests if 
they choose to stay extra days outside of their group block.  
 

 
 
Rate by Person  - N for No, Y for Yes (based on room or individual)  
I –Is this room type included in the Group Block? Maestro will put automatically put a Y or N 
NOTE the Blank field to the right of the price points. By Drilling down (F5) you can access the opportunity 
to create a PACKAGE BREAKDOWN 
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Choose “Select” to apply the package and the field will populate with the breakdown defined by the 
template. Change as necessary; this will not affect the original template 
 
To Block Rooms: 
 
In the Group Reservation Screen: 

1) Go up to Inventory │Group Block 
2) The days marked in red are those nights relating to the booking 
3) Find the Room Type you wish to block by using Page Down.   

ZZZ = Run of House if applicable 
4) Move the cursor to the Block field below the number in red.  Key in the amount required. 
5) If blocking a number of days, use F8 to access the Multiple Room Booking Screen 
6) Follow the instructions 
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4.16 Advance Deposit Request 

 
To add an Advance Deposit to the Contract: 

1) Booking Screen 
2) Window │Advance Deposit 

3) Dep Due –Look Up F8 for calendar 
4) Bldg – Ignore   
5) Amt Due – What is the Amount Due?   
6) Clerk – who is requesting it Reference – Useful for a booking such as a Wedding when there are 

several deposits due 
 

 

 
TO POST AND ADVANCE DEPOSIT: 
Select Window │Post Advance Deposit 

A posting code or method of payment will be required.  You may key over the amount if not all is received. 
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4.17 Assigning of Traces 

 
The final stage to completing the booking before the contract is to assign the Booking Traces.  As discussed 
in the Client Profile, Traces are reminders.  In this case, these are reminders about the Booking itself.  Most 
of these traces will be set-up prior to system training and will be assigned to auto-generate according to a 
pre-defined date.   
 
To view traces: 
 
From the Booking Screen: 
 

1) Go up to Window │Booking Trace 
2) Reassign a Clerk if necessary. 

 
Traces are only created upon exiting the booking initially. You must go back to the booking to edit them. 
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5 Building the Function Sheet or Banquet Event Order (BEO) 

5.1 Events 

Events are created when the function space is booked.   
Each line represents a time frame for the event.  Each line will be given a summary icon for any Food and 
Beverage Requirements, Inventory and Special Charges that occur in the Subevents. Also, text may be 
added for additional information. 
 
SALES & CATERING can accommodate single or multiple-day events for bookings.  Events are functions relative to 
the booking dates.   

One EVENT = One BEO. 
 

If the booking spans multiple days, then the booking will have multiple events.  Each event can have several activities 

for the day Events and sub-events pertain to the actual day and time of each function that will be occurring 
during the dates of the booking.  
Although not mandatory, the recommended method in which to use events and sub-events is to use 
one event per booking day and have the sub-event used to specify the start and end time of each 
function happening within that day 
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5.2 Subevent (Event Details) 

 
The Sub-event is the Event Details, and creates the Function Sheet or BEO detailing the Event. 
 
Each Event number (date) has a series of Sub-events which hold the Event Details.  This is where the Food 
and Beverage, Inventory and Special Charges will be built, along with any related text to further explain the 
details. 
 
The first line of the subevent has been auto-populated when the booking was first created.   
 
Each line of the Subevent represents the time and place Food and Beverage, Inventory, and Special Charges 
are to be delivered, set-up, prepared, etc.  Additional text will be used to further enhance the BEO. 
All Subevent times and locations can be done first, or line by line as each line is built. 
 

 
 

The first Subevent line was created when the booking was created. 
 
1st  Line identifies the room setup and booking for the entire event. An Inventory charge has been posted  
2nd Line provides the time parameters and setup for an hour long Reception (7:00- 8:00). Includes Food 
and Beverage charges. 
3rd Line shows Dinner service at Rounds of 8 to occur from 8:00 – 11:00 pm. Includes Food and Beverage 
and Special charges. 
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5.3 Inventory 

To Add Inventory: 
Be sure you are on the correct Sub-event line that you wish to add Inventory to.  

• Select the Inventory button that is directly above the Function/Set-up 

• Select Subevent │Inventory Items from the menu bar  

• Drill down (F5) on the “I” in the subevent line 
 

 
 

1) Look Up F8 here to select the Type of Inventory you require.  
2) The next field will be the Item Code.  Look Up F8 here to select the Item you require.  The 
Group will populate. 
3) Fill out the quantity and price as needed.   

 
 

In the above Example, a Wireless Microphone is being used for Event 1, Subevent 1, for the entire 
duration (7-11pm)   Exit F4 to return to the Subevent 
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5.4 Food and Beverage Items 

 
Before adding Food and Beverage Items, it is important to add subevent lines identifying where and when it 
will be served.  
In the Subevent example below, the first Food and Beverage service (Subevent 2) occurs from 7:00-
8:00,  
Be sure you are on the correct Sub-event line that you wish to add Food and Beverage. 
 To Add Food and Beverage: 

• Select the Food/Bev button that is directly above the Function/Set-up 

• Select Subevent │Food and Beverage Items from the menu bar 

• Drill down (F5) on the “F&B” in the subevent line 
 

 
 

1) Create (F6). A line number and it will automatically apply a Line number. 
2) The second field, look Up (F8) to select the Type of Food and Beverage you require. Once you 
choose “Type”, you will be lead to Group, which will lead you to the Menu Code. The description 
of the Menu Code will auto-populate according to the Code. 
3) The quantity and price will auto-populate according to the guaranteed number or how the 
“serves how many” was set up in Maintenance. You may make changes if required. 
4) Repeat steps 3-5 accordingly. 
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When finished, exit F4 back to the subevent details. 
 
*If the Type and/or Group is not applicable, or it is a Temporary Item, these can also be added.  See 
below section Addition of Temporary Items. 

5.5 Addition of Temporary Items 

 
Temporary items codes are created when a menu code does not exist. This could be a special request, or a 
new item has not yet been added to the database. 
 
There are 2 steps. One is to create it, the other to add it to the Food and Beverage selections. 
 
To create a Temporary Menu Item: 

1) Go up to Add │ New Temporary Item 
2) Create a Menu Code (as done in Maintenance) 
3) Be sure to fill in the Food and Beverage Field with FOOD or BEV 
4) Add text if necessary to save yourself from having to go back again 
5) F4 to exit out. 

 
In the below example, a White Wine menu item was created for a wine service with dinner.  The item 
notes that one bottle will serve 6 glasses. 
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To add the Temporary Item:  

1) Create F6 a Line Number  
2) Choose the Type and Group field that the Temporary Item was created under.  Don’t Look Up F8 

on the Menu Code because that is telling the system to look at the non-temporary codes. 
3) You may now lookup (F8) and your item should appear.  You can also go to Window │Temporary 

Item Window with you curser on Menu Code to retrieve the same information. 
Note: If you are uncertain what Menu Type and Group you selected, choose Add/New Temporary Item, 
and hit Page Down (PgDn), to reveal your previously added item 

NOTE – There has been text added to this item. See Text Locations below for summary. 
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5.6 Special Charges 

 
Special Charges are charges that are not Inventoried or counted.  These are additional charges to the 
booking.  Examples would be carving fee, cake cutting fee, or a corkage fee. 
 
To add Special Charges: 
Be sure you are on the correct Sub-event line that you wish to add the Special Charge to. 

• Select the Special Charge button that is directly above the Function/Set-up 

• Select Subevent │ Special Charges from the menu bar  

• Drill down (F5) on the “SP” in the subevent line 
 

 
 
1) The first field is Type. Look Up F8 to select the type.  
2) The second field is Charge Code.  Look Up F8 here to select the Charge Code you require. 
3) Group and Description will auto-populate according to the Charge Code. 
4) Change the quantity and price if required. 

 
Exit F4 to return to the Subevent. 

 
 

In this example, a Chef in Attendance at a cost of $250.00 was added to the price of Event 
number 1, Subevent number 3.  This is an extra Special Charge added to the price of the group’s 
Dinner Buffet. 
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5.7 Text Locations 

 
There will be times on the BEO and other areas that you need to elaborate.   
 

WHAT YOU NEED: GOES IN HERE: FIND IT HERE: Shows up 
where: 

Sales to Service Notes; 
Any notes pertinent to the 

Booking only 

Account Manager 
Text 

Booking Screen 
Window/Account Manager Text 

 
N/a\A 

Food and Beverage Notes 
Note pertinent to items within 

subevents 

Food and Beverage 
Text 

Select which event/Select which 
Subevent 

Food and Beverage Text 

 
BEO 

Inventory Notes Inventory Text Same as above, select Inventory 
Text 

BEO 

Special Charges Notes Special Charges 
Text 

Same as above, select Special 
Charges Text 

BEO 

Set-Up Notes Subevent Text Same as above, select Subevent 
Text 

BEO 

Bar only specific Notes Subevent Delivery 
Location 

Same as above, select Subevent 
Delivery Location 

BEO 

Captain’s Notes Event Text Booking Screen 
Event/ Event Text 

N/A 

Special Notes (VIP names, 
etc) 

Booking Text Booking Screen 
Window/Booking Text 

CONTRACT 

Billing and Rooming List Info 
for the Contract 

Booking User Fields 
Entry 

Booking Screen 
Window/Booking User Fields 

Entry 

CONTRACT 

Notes about the Client only Client Text Client/Client Profile/Choose the 
Client/Window/Text 

N/A 
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For example, there is a temporary item under Event number 1, Subevent number 2 that has specific notes.  
The item will display a “Y” under the “T” text field identifying the addition of notes for that particular 
item. 
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6 Event and Sub-Event Scenarios 

6.1 Changes to the Subevent 

The following are common scenarios you may have to perform: 
 

• Adding a new Function Room to an Event 

• Changing the Function Room to a different room, even though the Function Sheet has 
been completed. 

• Deleting a Function Room from the subevent if it is no longer needed. 

• Duplicating the subevent to save time 

6.2 Adding a Function Room 

 
Adding an additional Function Room is the same procedure as Booking Function Space. 
  
 1) From the Event, choose Event │Booked Function Rooms.  You will be taken to a list of the 
current rooms that the event holds, and can choose Window│ Book a Function Room. Again, it is important 
to check for room availability prior to booking, in order to avoid wait listing rooms.  

6.3 Changing the Function Room 

You have to move your group into a brand new room than you had originally started with.   
All details have been created (Inventory and Food and Beverage).  You do not want to lose the work you 
have done, but need to change the room where it is located.  
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In this example, let’s assume that the Dinner portion of the event is to take place in a separate room from 
the Reception. Currently all events are in the Shaw Cafe 

1) Go back to the Booking screen and check availability as usual.  Book the new room.  
2) Once back in the Main Event Booking screen, go directly up to “Window │Booked 

Function Room”.   
3) Delete the Room any rooms that are no longer required.  In this example, we will keep 

them both, as we are utilizing all booked rooms. 
4) Enter back into the subevent; the new room, the Imperial, has created a subevent under 

the Shaw café. This is the line identifying the room booking and time frame booked. It 
can be deleted, as can the Shaw Café if you choose to not have them in subevent lines. D 

Note: If you were to now return to the Booked function rooms and delete the Shaw Café, the 
Imperial room would be applied to all remaining events, as it would be the only available 
room, and Maestro would automatically apply. 
 

 
 
Now you can choose simply Lookup (F8) with your curser on the Shaw Care for subevent 3, Dinner, and 
change to the Imperial Room. 
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All previously assigned Food and Beverage, and Special charges have passed over to this room. 
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6.4 Moving a Booked Function Room to it’s Own Event Number 

This would be in the case that you want to move Event Numbers, but do not want to release the Meeting 
space. 

 
 
 
In this example, multiple meeting rooms have been booked.  Each day of the meeting outlines a new Event, 
and Event Number. Note the number of Rooms for each booking, represented under “Rm” 
 
09/10/2007 = Event # 1 
Event # 1 = 3 Function Rooms 
 
09/11/2007 = Event # 2 
Event #2 = 1 Function Room (represented with a “Y”, in that a single room has been booked  
 
01/12/2007 = Event #3 
Event # 3 = 2 Function Rooms 
 

 
IT IS STRONGLY RECOMMENDED TO MOVE THE ROOM PRIOR TO ADDING ANY EVENT 
DETAILS.   
 
 
 



 

  
 

                   SALES AND CATERING USER GUIDE 

   

 
   

  
  66  

 

The first step to remember is that the space has already been booked.  At this point you are telling Maestro 
that you need to take that room and give it another Event number. There is no need to cancel the space and 
start from the beginning.  The other key is to always refer back to the Window │ Booked Function Room on 
the main booking screen. 
 
 
This is your “control center” for all of the booked space for this booking.  Notice on the far right hand side, 
under “Evnt”, that each room has an Event number for the day/Event it belongs. 
 

 
 
 
The Meeting Room 0102 for 09/10/2007 can be left as Event # 1 since it falls first and there is no need to 
start with it.   
 
The FRLOBBY will be used first.  Since Event number 1, 2, and 3 are already in use, the next logical 
number is “4”.  The FRLOBBY will be “moved” to it’s own Event number 4. 
 
To conduct all Event # creations, always start in the “Booked Function Room” screen. This can be found on 
the main booking screen on the menu drop down of Window │Booked Function Rooms 
 

1) Go up to Window │Book a Function Room 
2) Fill out the details with the exact same details as used before. STOP AT THE EVENT #.  See 

screen below: 
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3) Notice that the system has “1” as the Event Number.  This needs to change to “4”. 
4) Use to space bar to clear the number away.  Press enter and the next available number will appear. 
5) The price will stay the same since that is what the client is being charged for usage. 
 

 
 
The FRLOBBY now has its own unique Event number, 4.  The older one falling under Event number 1 
can now be deleted without losing the space.  FRLOBBY Event number 1 can be deleted by placing 
your curser on the line and F7 (delete).  
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The above is the updated Booking. Notice that Event number 1 on 09/10/2007 has 2 rooms, and another 
Event line was created for 09/10/2007 with 1 room – the Front Lobby (FRLOBBY) 
Any removed rooms from Booked Function Rooms will cause a placement of another meeting room 
within the subevent, the the removed room had been applied to.  
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When creating new Events for other days, for example 09/11/2007, ensure that when in the “Book 
a Function Room” that you manually change the dates. The original start date is always 
defaulted. 

 
Completed Event Per Room Booking 

 

 
 

To complete the process, delete and unnecessary meeting rooms from within each subevent. In 
this case, there should only be one room and subevent line in within each event. 
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6.5 Duplicating the Subevent details  

 
When a Booking has similar details within the subevent;  
For example, 2 meetings running at the same time with similar text and items, occurring in separate 
meeting rooms. 
 

 
 
 
In the example given, the Carlise Room and 0101 Room have meetings from 9-5pm.  Each meeting room is 
going to have the identical requirements.  Here, the 0101 room is having a Coffee break from 9:30-
10:00am.  The Carlise room is having the same requirements at the same time. 
 
To duplicate this: 
 

1) Stay on the highlighted Sub# for the subevent line you want to duplicate 
2) Go up to the Menu bar Subevent │Duplicate Subevent  
3) The following screen will appear: 
4) Change the Duplicate (?) as required. 
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5) Change the Room to reflect the new one. In this example, the subevent number 12 in room 0101 
will be changed to the Carlise. 

6) Repeat as required. 
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6.6 Deleting a Function Room from the Sub-event  

 
If you are deleting a meeting room from within a subevent and it is the only Event for that date that holds 
that room, you will see the following window: 
 

 
 

 Maestro will recognize when a room has been released, and has no other bookings within the event.  It will 
prompt you above, to delete the reservation, and then release the meeting room back into general inventory. 
 

6.7 Changes Notifications 

 
Whenever there is a last minute change to a booking, whether it pertains to Food and Beverage, Inventory, 
Special Charges, or an entire new booking, these changes will be mailed to the appropriate clerks.  Who 
receives the change and when, is decided by property management in the Sales and Catering Maintenance.  
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6.8 Summary Totals 

 
At any time during the Booking or Quoting Process, the Client may ask for an “estimate”.   
This can be found on the Booking Screen Audit │Summary Totals” 
 

 
 

Note: In the above example, a $2000 deposit has been received, and previously posted, from Northwind 
Consulting.  This deposit is subtracted from the Total Amount.  The Requested and Received deposit is 
located on the right.  Be sure to ask guests if they would like to Total Due, ($3529.19), or Total Charge 
($5929.19) for the event 
 

6.9 Changes Log 

 
The Changes Log will track any changes made to the Booking number.  To view, you must be in the 
Booking Screen, Audit│Changes Log 

In the below example, this event was created, changed and cancelled by clerk NWIND.  If another clerk 
makes changes to your event, this is where this information can be tracked. 
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6.10 Printing your work – BEO, Contract, Invoice 

 
Version 4.6: 
 
From the Booking Screen go up to Reports – choose what you need to print 
From the Subevent go up to Reports – choose what you need to print 
 
BATCH PRINTING - Prints off more than one BEO, Contract, or Invoice at one time. 
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7 Auditing, Posting, and Billing 

 
The Audit and Posting procedure of Maestro requires the booking to be closed. Posting will copy all 
charges incurred by the client to the booking/event folio. Posting will also calculate the appropriate taxes 
and service charges and post them to the folio. Once the charges have been posted, details are available for 
general ledger posting. 
 
Event Posting - Once all the items have been audited and the event is flagged as audit done, it may be 
posted. Posting is a simple process that requires only selection from the menu and confirmation. The rest of 
the process is automated. Once posted, no changes can be made to the event, however, any additional 
charges or payments may be posted directly to the folio. If there are multiple events, each one must be 
audited individually. 
 
Booking Posting - Once all events have been audited and posted and the booking has been audited, the 
booking posting may be done. The process is identical to the event posting process described above. Once a 
booking has been posted, no changes can be made to the event or the booking status. However, a posted 
booking may be duplicated. 
 
Event Audit - The auditing component of MAESTRO SALES & CATERING requires that the completed 
event have the audit started indicator initiated, to avoid any further items being added from another 
terminal.  Auditing consists of reviewing in an “Audit Window” the items initially contracted for including 
quantities and price and comparing this to the actual consumption. Actual consumption can be indicated 
and quantities and price may be modified accordingly. Each event must be audited independently. The 
items that must be audited for an event are 
 

• Food and Beverage Items 

• Special Charges 

• Inventory Items 

 
Once the booking has been audited, it may be posted. See the posting section for details. 

7.1 Audit Menu - Booking 

The following 3 steps are followed when auditing and posting a booking. Included within theses steps are 
the subevent audits, reviewed further below. 

1. Mark Audit Started – audit subevents (see below) 
2. Mark Audit Done 
3. Post Booking Charges 

 
The following options are also available within the Audit Menu: 
Booking Folio – Show the Folio Detail Entry view, outlining the Posted Payments, and current balance of 
the booking 
Review Booking Folio – Lists all the clients Booking Folios 
Unmark Audit Started/Done – Allows user to Unmark the current status and make adjustments. Once 

Posted no changes can be made through Sales and Catering, must be done through Accounts Receivable. 

Summary Totals – Reveals balance of the booking with a breakdown of charges, taxes and deposits. 
Details Total – Further Breakdown of totals, with specifics and posting codes for each posting 
Changes Log – Reveals adjustments made to booking, the date, and the user that made the changes 
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The first step is to mark the Booking Audit Started. Accuracy, as always is key.   
 

 
1) Start in the Booking Number you require to Audit.   
2) Check that the Event Status is Confirmed.   
3) Check the “Bill to” field below the Client Code.  This is crucial where the bill will be directed to 

in Accounts Receivable.  
4) Go up to Audit │Mark Audit Started”.  Notice that the Audit status on the booking screen says 

“Started” 
5) Go into Event #1 to the Subevent (double click on the event)   

7.2  Audit Menu – Subevent 

The following 6 steps are followed when auditing and posting a subevent.  
1. Mark Audit Started   5. Mark Audit Done 
2. Food and Beverage Audit  6. Post Event Charges 
3. Special Charges Audit 
4. Inventory Items Audit 
 

The following options are also available within the Audit Menu: 
Event Folio - Same format as Booking folio above with specific Event details 
Event Changes Log – Same as booking changes above 
Unmark Audit Started/Done – Option to adjust status to make changes 
Summary Charges – Same as booking summary, with specifics for each subevent 
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The first step is to mark the Event Audit Started 
 

 
 
1) Go up to Audit │Mark Audit Started.  Notice the Audit Status is set to “Started” 
2) Go up to Audit  │Food and Beverage Audit.  
3) Enter through each line and make any changes to the actual quantities/prices. F4 to exit when 

done.  
 

 



 

  
 

                   SALES AND CATERING USER GUIDE 

   

 
   

  
  78  

 

4) Repeat steps 2 and 3 for Inventory and Special Charges.  
5) When finished, go up to Audit │Mark Audit Done.  Notice the Audit Status is set to “Audited” for 

this Event. 
 

 
 
 
 
**If you are posting audited events day by day, at this point you would go back up to Audit │Post 

Event.   
 
 
 
 The below screen will appear clarifying that you want to post this booking number, and this event 
number. 
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The event will then list a “Posted” status. See Below 
 

 
 

6) Exit back into the Booking Screen. Notice that the far right hand box next to the price is marked 
with a “P”. This means the event has been Posted. An “A” would represent an Audited state. If 
you forget to mark the audit done in the subevent, there will be an “S’ for started.  

 
P= Posted 

A= Audited 
S=Started 
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7) Repeat Step 1-5 for each additional event 
8) When finished Audit │Mark Audit Done.  Notice on the booking screen that the Audit Status is set 

to “Audited”  
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9) To post the booking charges to A/R, you have to Audit │Post Booking Charges. 
10) Once Posted, this booking has been moved into Accounts Receivable. 

 
 
Notice that the Booking Status is now set to “Posted”. Nothing more can be done at this point to the 
booking in Sales and Catering, only in Accounts Receivable to the folio. 
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8 Checklist for Auditing your Booking 

 
1) Remember, this is NOT an automatic process of the Night Audit as done in Front Desk  The “Audit” 

is a function of ensuring the actual numbers and prices are in place before giving the guest a final 
invoice and requesting payment.  This “Audit” is performed when the event is completed by the 
Catering/Conference Manager.  The Front Desk audit has nothing to do with “auditing” your items.   

 
2) Ensure that you are using the Client (Profile) Code that already has “New Account” or “Active” as 

its A/R status when creating a booking.  If you need to create a brand new Client Profile, be sure to 
get all pertinent details from them such as a credit card, or request a credit application. 

 
3) The day you actually perform the audit and complete your postings will fall on the Night Audit date.  

For example, if a function was held August 8, 9 and 10th, but was not audited and posted until 
August 11, the revenue will fall on the Night Audit of August 11.  This will prevent backdating. If 
you want it to “backpost”, then this option does exist in Sales and Catering Maintenance.   

 
4) REMEMBER to check everyday to post and keep events charges caught up. 

 
5) You cannot post a booking by accident, as you have to follow procedural steps to complete the 

process to prevent you from making any errors.  The only way you can post by accident is to follow 
the instructions, but not have set your “Bill to” or “Folio/Event” correctly.  Even then, it is a simple 
Accounting procedure to transfer folios. 

 
6) You only need to audit Food and Beverage, Inventory and Special Charges.   

 
7) There are 3 different folios that you may set up to serve the billing purpose of your booking. This is 

the “Folio/Event” field. 
 
G=  “Send all charges from the Booking to the Group Master Reservation”.  A Group Bedroom 

Reservation must be created and attached to utilize this feature. 
 
N = “Create one folio for all of the events and send it to A/R to be billed”.  You can post daily to the folio 

and then close the booking and send it to A/.R when ready to do so. 
 
Y= “Create one folio per event to be sent to A/R to be billed”.  The best example of when to use this feature 

is as follows:  You have a client that comes in once a month for a year for a monthly meeting.  You 
have therefore created one event per month to build the details.  When the Event (Meeting) is over, you 
want to be able to post it, and send it to A/R to process billing.  You are not going to wait until the end 
of the year to bill them for all of their meetings.   
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AUDIT CHECKLIST FOR A/R (DIRECT BILL). 

 

Action: Where to look: Completed: 
Find the Booking you want to 
audit  

Bookings │Make/Edit  

Bookings │Search as required 

 
 

Ensure that the Booking Status 
is “Confirmed” and that the 
event time has passed. 

Booking Status/Confirmed  

Ensure that the “Bill to” is 
where you wish the charges to 
post. 

Bill to field on Booking 
Screen 

 

Ensure that Folio/Event is 
either N or Y  

Folio/Event Field on Booking 
Screen 

 

Mark the Booking Audit as 
“Started”. Check the indicator 
box to ensure it says “Started” 

On Booking Screen under 
“Room Nights” 

 

Choose the Event you wish to 
audit, and enter into the Event 
Details (Enter or F5) 

Double Click on the Event 
Line, or press enter on it, or 
Event │Edit Event Details 

 

Mark the Audit on the Event 
as “Started” 

Audit │Mark Audit Started  

Audit Food and Beverage 
Items  

Audit │Food and Beverage 
Audit 

 
Ensure that all quantities and 
prices are correct! Audit Inventory Items Audit │Inventory Items Audit 

Audit Special Charges Audit │Special Charges Audit 

Mark the Audit as Done Audit │Mark Audit Done  
Post the Event Charges Audit │Post Event Charges  

Return to the Booking Screen Exit, F4  

Repeat above steps as 
necessary for other events 

N/A  

The “Ad” on the Event line 
should = “A” for audited 

See Event Line  

Mark the Audit as “Done” on 
the Booking 

Audit │Mark Audit Done  

Post the Booking 
(even when all the events have 
been posted – this will “close” 
the booking) 

Audit │Post Booking Charges The charges are now sitting in 
A/R awaiting payment – be 
sure accounting gets a full 
invoice to outline charges 

Run a Closing Balance Report 
(if you are required to do so) 

Reports │Closing Balance 

Report (main Giraffe Screen 
on Sales and Catering) 

 

Once a Booking or Event is in a “Posted” Status, it is closed.  No further transactions can 
take place – they must be handled within the Group Master or A/R. 
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AUDIT CHECKLIST FOR POSTING TO GROUP MASTER 

 

Action: Where to look: Completed: 
Find the Booking you want to 
audit –  

Bookings │Make/Edit  

Bookings/Search as required 
 
 

Ensure that the Booking Status 
is “Confirmed” and that the 
event time has passed. 

Booking Status/Confirmed  

Ensure that the correct Group 
Master is attached. 

View │Group Bedroom 

Reservation 

 

Ensure that Folio/Event is “G” Folio/Event Field on Booking 
Screen 

 

Mark the Booking Audit as 
“Started”. Check the indicator 
box to ensure it says “Started” 

On Booking Screen under 
“Room Nights” 

 

Choose the Event you wish to 
audit, and enter into the Event 
Details 

Double Click on the Event 
Line, or press enter on it, or 
Event │Edit Event Details 

 

Mark the Audit on the Event 
as “Started” 

Audit │Mark Audit Started  

Audit Food and Beverage 
Items  

Audit │Food and Beverage 

Audit 

 
Ensure that all quantities and 
prices are correct! Audit Inventory Items Audit │Inventory Items Audit 

Audit Special Charges Audit │Special Charges Audit 

Mark the Audit as Done Audit │Mark Audit Done  

Post the Event Charges Audit │Post Event Charges  
Return to the Booking Screen Exit, F4  

Repeat above steps as 
necessary for other events 

N/A  

The “Ad” on the Event line 
should = “A” for audited 

See Event Line  

Mark the Audit as “Done” on 
the Booking 

Audit │Mark Audit Done  

Post the Booking 
(even when all the events have 
been posted – this will “close” 
the booking) 

Audit │Post Booking Charges The charges are now on the 
Group Master. 

Run a Closing Balance Report 
(if you are required to do so) 

Reports │Closing Balance 

Report (main Giraffe Screen 
on Sales and Catering) 

 

Once a Booking or Event is in a “Posted” Status, it is closed.  No further transactions can 
take place – they must be handled within the Group Master or A/R. 
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9 SUGGESTED BOOKING PROCESS PROCEDURES 

 
Remember: 
A client is the company that requires the booking 
The contact is the one making and managing the booking for the company 
One Contract = One booking 
One BEO is auto created for each day. 

 
1) Identify the Client  

 
2) Identify the Contact 

 
3) Create the Booking via the Client Profile, or by New Booking 

 
4) Check Availability for Function and Bedroom Space 

 
5) Book Function Space 

 
6) Assign Function and Set-ups to Rooms 

 
7) Block Guest Rooms & Create Group Rate if needed  

 
8) Request an Advance Deposit for the Contract 

 
9) Establish Billing and Reservation method procedures 

 
10) Assign Traces 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

- End of Document – 
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Information in this document is subject to change without notice. Companies, names, and data used in 
examples herein are fictitious unless otherwise noted. No part of this document may be reproduced or 
transmitted in any form or by any means, electronic or mechanical, for any purpose, without the express 
written permission of Northwind. Licensed users may reproduce this document expressly for their 
personnel using the licensed software. 
 
Copyright 1996-2007 Northwind. All rights reserved. 
 

Maestro is a trademark of Northwind. 
Microsoft and MS-DOS are registered trademarks and Windows is a trademark of Microsoft Corporation. 
UNIX is a registered trademark of AT&T in the USA and other countries. 
 
 
 
Notation:  This manual is constantly being modified to include new functions and features of the 
Maestro Sales & Catering module. 

 
 

 


