
Special Events

The Cimarron Restaurant Solutions System provides a complete “Special Events” module. Special events use inventory and present special accounting challenges that need to be handled in a specific manner. On the one hand, expenses are being incurred and inventory is being depleted outside the normal “sales” channel. But these expenses most often need to get “booked” to some other Accounting Group than the normal “meat” or “beverage” account into something like “advertising”. Additionally, management would like some easy way to “save” event data and review it from time to time, report on it, print it, etc. Our Special Events Module does all that. It provides the user a very simple interface to do the complex accounting functions, and it saves the events in the normal format users are already familiar with. In fact, the entire module interface is very similar to the Invoicing module. There should be very little new material for any Admin to learn before becoming comfortable with entering Special Events.

Setup Special Events 

1. From the splash screen, click on the “company” button to go the master Company Setup Screen. Click the button “Accounting Fields”. [image: image1.png]Accounting Fields



 In the lower right corner of the next screen, click on the “Special Events” button and you will get the following screen:
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2. Simply select the GL Accounts used in building a Special Event by clicking on them.  These will generally include your Food GL Accounts as well as any other accounts you charge to in a Special Event. The accounts you specify here are later used to create a list of individual Inventory Items available to be assigned to each special event when you begin to build them.

3. Once you have selected the GL Accounts you wish to have in your Setup, click the “Return Arrow” to return to the Company record.  You have now completed your Special Event Setup.

Creating a Special Event 

From the Splash Screen, go to “Management” and select “Special Events”. 
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2) Go to the “Records” menu, and select “New Record” (or type “Ctrl+N”). 
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3) The following screen will appear. Fill in all appropriate information for this even such as Name of Event, Number of People, Manager’s Name, etc. 
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The goal of completing a Special Event Record is to get a list of Expenses filled in and properly allocated to correct General Ledger Accounts on the “Accounts” page for central accounting purposes. Typically this involves listing things such as “Meat”, “Beverage”, “Beer”, “Chicken”, “Labor”, etc. and then allocating those expenses to “ADVERTISING”. 

The system provides 3 ways to do this: 

a) You can simply go directly to the Accounts page, list the expense groups with total amounts, and then list an “offsetting” GL account, making sure the amount allocated equals the total for expense groups.

b) IF the Recipe Module is turned on you can go to the Menu Page and list the menu items served at the special event and then have the system break down those menu items into their individual detail inventory items. For instance, if you have a recipe for “Wings” that uses 8 ounces of wings, one ounce of hot sauce, and one beer per serving, AND you served 50 people, the system would break that down to 25 pounds of wings, 50 ounces of hot sauce and 2 cases of beer as the total expenses for the event.

c) OR you can go directly to the DETAILS Page and simply enter the items you wish to allocate to this event. Often this is the preferred way to do it, as you often do not have proper event type recipes entered into the system. Filling in the Details page is very similar to filling in an invoice, except that you have access to all items in inventory, not just from ONE vendor only.

It doesn’t matter to the system which way you do this. In the end, only the groups listed (expenses and their offset allocation expense) get transmitted to the accounting department. However, it is very useful for operations management to have a detailed inventory items list as this will get printed on that day’s Pmix report just as if you sold those items normally, and the inventory will get updated as well (50 pounds of wings were “sold”, etc.)

IF you have the Recipe Module turned on, you can use menus to fill in your special event costs. To get to the Menu Page, click the MENU button. This will take you to the Menu Items page where you can simply enter the Menu items with quantity of items served.

4) Click a specific “Menu Category” and the “Menu Names” for that category will appear.  For the following example, “Burgers” was selected.  From here, select the Menu Item Name that will be served and click on it.  This will move that item into your “Menu” screen where you will enter the serving count into the Quantity column. 
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5) Do this for every “Menu Item” you will be serving at this event.

6) When you have completed your menu entry, click on the “Breakout GL Costs” button. This will breakdown each menu into its individual inventory item and separate the item ingredients by GL Account when you go into the “Detail” section of the special event.

Note:  If recipes are NOT turned on you will go directly to the detail section of the event to build your cost breakdown. You will not be able to use the Menu Page to build you event items list.

7) Now click the “Detail” button, and you will see the following screen.   
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This screen allows you to add any item from your inventory database just as you would on the Invoice screen. This will probably most often be the screen you use to build an event, even if you have the recipe module turned on, since it is often the case that a special event will not incorporate your normal menu choices.

Click the “FIND” button to create a list of inventory items to choose from. This will display a complete search screen where you can find items by group or vendor or specific number. The items you find will be displayed in the “inventory list”. When you click an item in the list, the data will fill in below. Again, this works exactly like an invoice entry screen.
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When you are finished entering Inventory Items into the Details page, click the button “Breakout GL Costs”. This will tally up all your costs by Group and take you to the Accounts Page where you can see this events totals and group assignments. 

Special Event Costs need to be properly accounted for on your P&L.  In order to do this, we need to re-assign these costs from one inventory expense group to another GL Account.  For Example, many Special Event costs are coded to Advertising Expense.  The Accounts Page allows us to do this easily. Then when we transmit or fax this page data to accounting it will create the proper “General Journal Adjustment”. In the following screen, we have an event that has several expenses adding up to $130.30 total.
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However, these expenses actually need to be charged to “Advertising” since this was a freebie at a local school and falls into the advertising category.

8) To do this, click on “Advertising” in the left hand column to move it into the right hand “expense” column. Enter the Total Cost Amount into the “Assigned To” column on the same row.  If done correctly, the two column totals next to “Total Cost” at the bottom will be the same and the event status will change to “Balanced”. (See the following screen.)
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Note:  The “Cost” Column must equal the “Assigned To” Column in order to complete and exit the record. 

9) When both your “Total Costs” columns are equal, you have completed the “Special Event” record.  

10) Select the “Check Save” button and the top of the screen to exit the record.

You should check with your accounting group about how to transmit this information to them. It may be transmitted automatically via StarNet, or they may prefer that you print a report and fax it and include it in your weekly or monthly packet. 

Lastly, you need to “Post” this event once it has been signed off by the manager. Simply highlight it at the output list and choose “Post” from the Tasks menu above.
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This will allow the items to be printed on the Pmix reports and will allow the period to be closed. You cannot close a period with “open” events in that period date range.







































































































































































































































































































































































































































































































































































































































































































Choose Post Selection.





Clicking the Find button will display a new inventory “list”.





When you are finished, click the GL breakout button.





Clicking a list item above will fill in the line item data below.

















Click here when you have finished your Event Menu.





Note that you can go from this page to 3 other pages to complete cost information for each event.





2) Select Special Events next.





1) Select Management here first. 
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