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Following are tags that you can use within Execu/Suite Catering & Event Management document generation to create templates for event orders, contracts, and other documents.  Place the document the Documents folder that is located in the Hotel folder on your server.  Save the document as a DOC - for example - Wedding BEO.doc.  Do not sav as DOCX.  Any of the tags can go into any of the documents.  Use only the ones you want to use.  You must put the tags exactly as shown, including brackets.  The font in the document will be the same as used in the tag.
	Tags generated from Execu/Suite parameters

	Field
	Tag
	Comment

	Your property name
	{HOTELNAME}
	Taken from Company name in System Maintenance

	Your address line 1
	{HOTELADDRESS1}
	Taken from Parameter Record in Manager > Control Files Setup

	Your address line 2
	{HOTELADDRESS2}
	Taken from Parameter Record in Manager > Control Files Setup

	Your address line 3
	{HOTELADDRESS3}
	Taken from Parameter Record in Manager > Control Files Setup

	Folio number
	{GROUPMFOLIO}
	

	Deposits received $
	{DEPOSITRECEIVED}
	Payment sum from the group’s master folio


	Tags generated from Execu/Suite group setup

	Field
	Tag
	Comment

	Group name
	{GROUPNAME}
	

	Group contact name
	{GROUPCONTACT}
	

	Group address 1
	{GROUPADDRESS1}
	

	Group address 2
	{GROUPADDRESS2}
	

	Group city
	{GROUPCITY}
	

	Group state
	{GROUPSTATE}
	

	Group ZIP
	{GROUPZIP}
	

	Group contact phone
	{GROUPPHONE}
	

	Group contact email
	{GROUPEMAIL}
	

	Group travel agency
	{GROUPTRAVELNAME}
	

	Group trav agcy code
	{GROUPTRAVELNO}
	

	Group payment type
	{GROUPPAYTYPENAME}
	

	Room block cut-off date
	{CUTOFFDATE}
	

	Hotel room type blocked
	{GROUPROOMDESC-01}
	Additional room types require additional lines.  See notes*

	Hotel room rate
	{GROUPROOMRATE-01}
	Additional room types require additional lines.  See notes*

	Room blocked day
	{GRROOMDAY-01}
	Additional room types require additional lines.  See notes*

	Room blocked date
	{GRROOMDATE-01}
	Additional room types require additional lines.  See notes*

	Number of rms blocked
	{GRROOMCOUNT-01}
	Additional room types require additional lines.  See notes*

	Total room charges
	{GROUPROOMCHARGE}
	


	Tags generated from event setup

	Field
	Tag
	Comment

	Event name/description
	{EVENTNAME}
	

	Event number
	{EVENTNUMBER}
	

	Contract due date
	{DECISIONDATE}
	

	Event beginning date
	{EVENTDATE}
	

	Event site contact name
	{EVENTCONTACT}
	

	Contact phone
	{EVENTPHONE}
	

	Contact fax/cell
	{FAX}
	

	Contact email
	{EVENTEMAIL}
	

	First deposit amount
	{DEPOSITREQ}
	

	Second deposit amount
	{DEPOSITREQ2}
	

	Third deposit amount
	{DEPOSITREQ3}
	

	First deposit due date
	{DEPOSITDATE}
	

	Second deposit date
	{DEPOSITDATE2}
	

	Third deposit date
	{DEPOSITDATE3}
	

	Event total $
	{EVENTTOTAL}
	

	Event minimum $
	{EVENTMINIMUM}
	


	Tags generated from item entry

	Field
	Tag
	Comment

	Food & Beverage items:
	
	

	Item description (1 line)
	{DETDESC-0101}
	Each item requires a separate line.  See notes*

	Item description detail
	{DETDESC2-0101}
	Each item requires a separate line.  See notes*

	Item comment
	{DETCOMM-0101}
	Each item requires a separate line.  See notes*

	Quantity
	{DETQTY-0101}
	Each item requires a separate line.  See notes*

	Unit (each) price $
	{DETUNITPR-0101}
	Each item requires a separate line.  See notes*

	Extended price $
	{DETAMT-0101}
	Each item requires a separate line.  See notes*

	Date
	{DETDATE-0101}
	Each item requires a separate line.  See notes*

	Time
	{DETTIME-0101}
	Each item requires a separate line.  See notes*

	Total F&B
	{TYPETOTAL-01}
	

	Media/AV items:
	
	

	Item description (1 line)
	{DETDESC-0201}
	Each item requires a separate line.  See notes*

	Item description detail
	{DETDESC2-0201}
	Each item requires a separate line.  See notes*

	Item comment
	{DETCOMM-0201}
	Each item requires a separate line.  See notes*

	Quantity
	{DETQTY-0201}
	Each item requires a separate line.  See notes*

	Unit (each) price $
	{DETUNITPR-0201}
	Each item requires a separate line.  See notes*

	Extended price $
	{DETAMT-0201}
	Each item requires a separate line.  See notes*

	Date
	{DETDATE-0201}
	Each item requires a separate line.  See notes*

	Time
	{DETTIME-0201}
	Each item requires a separate line.  See notes*

	Total media/ AV
	{TYPETOTAL-02}
	

	Setup items
	
	

	Item description (1 line)
	{DETDESC-0301}
	Each item requires a separate line.  See notes*

	Item description detail
	{DETDESC2-0301}
	Each item requires a separate line.  See notes*

	Item comment
	{DETCOMM-0301}
	Each item requires a separate line.  See notes*

	Quantity
	{DETQTY-0301}
	Each item requires a separate line.  See notes*

	Unit (each) price $
	{DETUNITPR-0301}
	Each item requires a separate line.  See notes*

	Extended price $
	{DETAMT-0301}
	Each item requires a separate line.  See notes*

	Date
	{DETDATE-0301}
	Each item requires a separate line.  See notes*

	Time
	{DETTIME-0301}
	Each item requires a separate line.  See notes*

	Total setup
	{TYPETOTAL-03}
	

	Venues and other items
	
	

	Item description (1 line)
	{DETDESC-0401}
	Each item requires a separate line.  See notes*

	Item description detail
	{DETDESC2-0401}
	Each item requires a separate line.  See notes*

	Item comment
	{DETCOMM-0401}
	Each item requires a separate line.  See notes*

	Quantity
	{DETQTY-0401}
	Each item requires a separate line.  See notes*

	Unit (each) price $
	{DETUNITPR-0401}
	Each item requires a separate line.  See notes*

	Extended price $
	{DETAMT-0401}
	Each item requires a separate line.  See notes*

	Date
	{DETDATE-0401}
	Each item requires a separate line.  See notes*

	Time
	{DETTIME-0401}
	Each item requires a separate line.  See notes*

	Total Venues/other $
	{TYPETOTAL-04}
	

	All
	
	

	Grand total $ all types
	{TYPETOTAL-ALL}
	


	Tags generated from department memos

	Field
	Tag
	Comment

	Event memo 1st dept.
	{EVENTMEMO-101}
	Each memo line requires a separate line.  See notes*

	Event memo 2nd dept.
	{EVENTMEMO-201}
	Each memo line requires a separate line.  See notes*

	Event memo 3rd dept.
	{EVENTMEMO-301}
	Each memo line requires a separate line.  See notes*

	Event memo 4th dept.
	{EVENTMEMO-401}
	Each memo line requires a separate line.  See notes*

	Event memo 5th dept.
	{EVENTMEMO-501}
	Each memo line requires a separate line.  See notes*


	Tags generated from room (venue) scheduling

	Field
	Tag
	Comment

	Room description
	{ROOMDESC-01}
	Each room on each date requires a separate line.  See notes*

	Day & date booked
	{ROOMDATE-01}
	Each room on each date requires a separate line.  See notes*

	Date booked
	{ROOMSDATE}
	Each room on each date requires a separate line.  See notes*

	Beginning time
	{BEGTIME-01}
	Each room on each date requires a separate line.  See notes*

	Ending time
	{ENDTIME-01}
	Each room on each date requires a separate line.  See notes*

	Persons expected
	{ROOMPEOPLE-01}
	Each room on each date requires a separate line.  See notes*

	Persons guaranteed
	{ROOMGUAR-01}
	Each room on each date requires a separate line.  See notes*

	Setup summary
	{ROOMSETUP-01}
	Each room on each date requires a separate line.  See notes*

	Function
	{ROOMFUNCTION-01}
	Each room on each date requires a separate line.  See notes*


	Tags generated from timeline entries

	Field
	Tag
	Comment

	Date
	{TIMELINE-DATE-01}
	Each timeline entry requires a separate line.  See notes*

	Beginning time
	{TIMELINE-BEG-01}
	Each timeline entry requires a separate line.  See notes*

	Ending time
	{TIMELINE-END-01}
	Each timeline entry requires a separate line.  See notes*

	Description
	{TIMELINE-DESC-01}
	Each timeline entry requires a separate line.  See notes*


	* Some fields require separate lines for each individual selection within the field.  For example, if your event includes four Food & Beverage items, you will need four lines for each tagged line to print on your document.  See the examples below.


	Item description (1 line)
	{DETDESC-0301}
	1st line description for the first item

	Item description (1 line)
	{DETDESC-0302}
	1st line description for the second item

	Item description (1 line)
	{DETDESC-0303}
	1st line description for the third item

	Item description detail
	{DETDESC2-0301}
	Detail description for the first item

	Item description detail
	{DETDESC2-0302}
	Detail description for the second item

	Item description detail
	{DETDESC2-0303}
	Detail description for the third item

	Hotel room type blocked
	{GROUPROOMDESC-01}
	Description of first guest room type blocked (such as 2 Queens)

	Hotel room type blocked
	{GROUPROOMDESC-02}
	Description of second guest room type blocked (such as King)

	Hotel room rate
	{GROUPROOMRATE-01}
	Rate for first guest room type blocked

	Hotel room rate
	{GROUPROOMRATE-02}
	Rate for second guest room type blocked

	
You may include up as many in your document as necessary.  If you only have three room types, for example, then you do not need more than three separate tagged lines for number of room types booked – one for each possible type.
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