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Step 1 - Setup Company 3

Step 1 - Setup Company

Nowtel Hospitality Software incorporates a 3-in-1 software system:

"Novtel Reservations" - the main department in Nowvtel Hospitality where every aspect of the system is set
up, and then links to the Shop's Retail Point of the Sale system as well as the Restaurant's Point of
Sale system. For each department specific "Users and Passwords" are created, which will only give access
to the part of the system pertaining to their area of work (Explained in Step 2)

The entire Company Setup is explained in the "Hospitality Management: 13 Steps to Mastering the
Basics" manual, which can be downloaded in PDF Format. Or for more information, please register on Nowtel's
Forum by clicking this link: http://www.nowtel.com/forum/index.ph

e The setup for the "Restaurant Point of Sale" part of the system is done in "Setup - Company - POS" tab,
and we will only look at the "Restaurant/Bar" field

" Movtel Hospitality 6.0.0.9 - [ Tterm Grid]
W File  Edit Mudi( [Setup ocess  Reports  Help
e —
_LII:I Tony Company
ik Rl

— Interfaces r

ser Defined Fields

24 |
Moy | K
DRO0 . 2,.2:: 1 dsers / Passwords

Documents

E'IR m|||i

Seasons
Cash Drawver
Database Set
Reminders

Tag Reader

Autharization
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4 Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

The options in this section includes the following:

e "Reprint Bill with Supervisor Permission”

"Remove Item without Supervisor Permission" - An item can be removed from a "Customer's" bill by a
waiter without authorization

"Print Kitchen Slip on Kitchen and Waitron's Printer"
"Discount with Supervisor Permission" - This is recommended
Set the "Maximum Discount Percentage" allowed on Restaurant and Bar transactions

"Allow No Charge Transactions" - This will normally be used when the Restaurant has sponsored a meal.
The meal still needs to be accounted for, but it is not charged

Enter the number of Tables in the Restaurant

"Allow Close Table without Transactions" - When a table has been allocated to a customer, and he or
she decides not to eat or drink in the Restaurant, this option enables you to close the "Table Sitting"
without any transactions done

If you have set up your document notes in "Setup - Documents”, the check-boxes can be ticked in order to
display these notes on the Bar and Restaurant documents

Tick the check-box in order to "Set Focus on Payment instead of Gratuity"

" Company Setu
pany p

Compary Details T General T Financial T Membership

Front Desk/Shop

Enable Dizcount ~d Enable Quick Scan ™
Max Discount Percentage |5 i‘ Show Inventary Details r
Print Access Permit I

Dizplay Foothote an Front Desk Documents ~
Dizplay Footnote on Shop Documents ~

In House Charge
Restaurant/Bar In Houge Charge Code

[pamom @] [Bar Charge Clear
P05 #Shop In Houge Charge Code

Clear

|PEISEID1 S |F'DS Charge Clear
Clear |
=

PO5/5hop In House Payout/Credit Mate
|F'AYDD1 S |F'ayout Charge Clear

Allow Back Posting of In-House Charges

( EF!e_stEuanta’Bar }
Reprint Eill with Supervisor permission [~ Delay after Card Read (Seconds) 0

RBemaove item without Supervisor permizsion [V Allow close table without Transactions

Print Bill/Receipt combination instead of Receipt [ Display Footnote on Bar Documents I
Frint Kitchen slip on Kitchen and Waitton printer W Dizplay Footnote on Restaurant Documents r
Allow Restaurant/Bar Dizcount [V  Set Focus on Pavment instead of Gratuity
Dizcount with Supervizar permiszion v

ax Dizcount Percentage 5 :[
Allow Mo Charge Transactions [+

umber of Tables 25
General

Pozting of Shortages/Ower Joumal by Supervizor Shift Cashup
Hide Shift tatals on Money count

Usze Detailed Shift Repart [Unchecked - Detailed Cash Split Repart]
Supervisor Cashup - Print Meaative Stock Yalidation Report

Dizplay Receipt az Invoice [Mot recomended)

U Y

Accept Cancel

Click "Accept" to save the settings
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Step 2 - Creating Usernames and Passwords 5

Step 2 - Creating Usernames and Passwords

As said before, "Users" are created for different parts of the facility, and according to the permissions set for
the "User", access will be restricted to the specific "Area". Depending on the password entered, the
appropriate part of the Hospitality Software will open

e Click on "Setup - Users / Passwords", and then on "Add"

" Movtel Hospitality 6.0.0.9 - [ Ttern Grid)
W File  Edit MDdi(Setup ocess  Reports  Help
e —
_LII:I 1o Company
il 1 gk

— Interfaces ¥

lzer Defined Fields

Rm||i

sers f Passwords

Docurments
Zeasons
Cash Drawer
Database et
Rerninders

Tag Reader

Autharization

Setup Users £ Passwords

|zers Group -
&dmin Adrministratar r

ﬂ Blew Bar -

£ James Adminiztrator 1

£ Janed Restaurant

£ Mick Shop

€ Peter Shop -

4|

1 |
C aad J} Delete Edit
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Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

> In the "General" Tab, enter the following:

User Name

Password (Nowtel is case sensitive - be sure to enter the "Password" exactly as it has been created in
upper and lower case, when logging into the system)

Tag Code (When "Novtel Access Control" is installed at the entrance of the facility, and a "Tag" system is
used for access to the facility, the "Tag Code" for this user can be entered here)

Enter the User's First and Last Name, and proceed to the "Permissions" Tab

Q Add user

Permizsions T Pastel

Uszer Mame IShawn *

Password  [Abc123 h
Tag Code I b

First Name [Shawn *
Lazt Mame IE::u:uper «

Accept | Cancel
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Step 2 - Creating Usernames and Passwords

e For the "Permissions Type", we have selected "Restaurant”

" Add user &]

General iIPermissiunsp Pastel T Restaurant

(=l

Permizsion Type | Restaurant

Adrministrator
Hestaurant
Bar

Shap

Hestaurant

Supervizor Cazhup
Custarm
Bar |~
Supervisor Cashup IT
Shop IT j
Accept Cancel
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8 Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

¢ In the "Pastel" tab, you can select "Multi-Stores" for the Restaurant and Bar - provided that the module has
been installed in Pastel. Alternatively, the "Default Store" will be selected automatically

e |f Shawn has access to Pastel, he - as a Pastel User - can be selected to import Customer and Supplier
Documents too. If not, the appropriate User in Pastel can be selected to whose set of books Shawn's
transactions will report - in this case it is James

e Tick the check-box to "Link to Pastel Database"

Q Add user @

General T Permizzions Pastel Festaurant

Restaurant Mulki-Store

001 &, [Defaul Store |
Bar Multi-Store

001 ] [Defaut Store |

|mpart Cuztomer Documents to Paztel Uszer

|EIEI -James ﬂ

Irpart Supplier Documents to Pastel User

(00 - James * ~|

iLink to Pastel D atabase ( [v , l

Cancel
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Step 2 - Creating Usernames and Passwords 9

¢ In the "Restaurant" tab, a "Gratuity Charge" can be selected which links to this specific "User". Creating
these charges are done in "Edit - Charges" as explained in Step 4. In order to insert this charge in the
"Restaurant” tab, click on the magnifying glass

W Add user @
General T F'ermissiu:unsT Paztel

[aratuity Ehar?e
q

Gratuity GL Account

Clear
| |

Cancel

Movtel Hospitality @

Mote - Only Rates with Allow Tax un-checked are displayed

e Select the "Gratuity Charge" for the appropriate "User"

W Select Charge @
Code | Description | Excl | Tax [ Accept
BARODT  Bar Charge [0 L0 —
GRADD Gratuity - Stella oL 0.00 0.00
Gratuity - 5havn 000 izl
Gratuity - Jared 0.00 0.00 0.00

GRADD4  Gratuity - Ales 0.00 0.00 0.00

Payv00T  Payout Charge 0.00 0.00 0.00

POS001  POS Charge 0.00 0.00 0.00

RESODN  Restaurant/ Bar Charge 0.00 0.00 0.00

SEROOT  Service Charge 0.00 0.00 0.00
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10 Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

e Select the "Gratuity General Ledger Account" this charge reports to, by clicking on the magnifying glass
to open the window containing all accounts as set up in Pastel

W 2dd user @
General T F'ermissiu:unsT Pastel

[aratuity Charge
GRADDZ 9,

|Gratuit_l,l - Shawn |

Gratuity GL .-’-'-.c_l:l:uunt
9250/000 Clear

|Salar_u ’wiages Contral # |

i Accept ! Cancel
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Step 2 - Creating Usernames and Passwords 1

e Click "Accept" to save the User and all settings associated with him

e When you click on Shawn's profile in the "Setup Users / Passwords" window, his "Permissions" are
displayed as follow:

Setup Users £ Passwards

| Users | Group -
£ Janed Restaurant
£ Mick Shop il
 Peter Shop

Shawn Restaurant
£ citella Restaurant
ﬂ Sup Supervizor Cazhup -

' 1 | r

Delste | Edit

ermizzions for Shawn

Restaurant W

Bar

Supervisor Cashup

Shop

5

Cloze

¢ Repeat the steps in order to create all other "Restaurant POS Users"
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Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

Step 3 - Creating Menu Categories

Creating "Menu Categories" are extremely important for the "POS Restaurant" module. This will ensure that
charges are grouped together when linked to the specific "Category". It will all make sense when we create

the charges itself

"Categories" may Include:

Bewerages - Hot - which includes different types of coffees; teas; hot chocolate etc.

Bewerages - Soft Drinks (Coke, Sprite etc.)

Bewerages - Alcoholic (Beer, Wine, Spirits etc.) Or you can create separate "Categories" for each
"Alcoholic Drink" type

Beverages - Juices
Bewerages - Milkshakes
Bewerages - Smoothies

Breakfast

Burgers
Deserts
Pastas
Pizzas
Salads
Seafood

Steaks and Ribs
Toasted Sandwiches

Extras

Preparation

In order to create these "Categories", click on "Edit - Menu Categories"

'ﬂ ND'-.-“tE|_HDSpita|it‘_-,-‘ 6.0.0.9 - [ Ttern Grid]
W Fife [Edit m:udify Setup  Process Repo
I

L[]

| H
| H
| H

Room

Custarmers

Suppliers

Branches

Charges

Guest Tariffs

Menu Categaries «
Group

Specials

Charge Price Matrices
Country
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Step 3 - Creating Menu Categories 13

W Menu Category Setup @

Code Dreszcription Eutra i‘
BENOOT Bewerages - Hot

BEWOO2 Beverages - Cold Soft Drinks
BENDO3 Beverages - Alcoholic
BEWOO4 Beverages - Juices
BENOO5 Beverages - Milkzhakes
BEWOOE Beverages - Smoothies
EREOM Breakfast

BUROOT Burgers

DESOM Deserts

PASDOM Pasztas

P20 Pizzas

PREDOT Preparation v
SaL00m Salads j

C fdd ! Edit Delste Close

Enter the "Code" for the "Menu Category" - in this case it is "TOA001"

The "Description" is "Toasted Sandwiches". Please note that the descriptions entered here, will display
in the "POS Restaurant" screen

Leave the "Extra" check-box un-ticked for all "Categories" - except for those we will explain in a moment
Click "Accept" in order to save the "Category"

W Edit Menu Category

Code o |TOA001

Description aTDasted Sandwiches

{ g; Accept ? Cancel |
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14 Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

e Logging into the "POS Restaurant System", this is how the "Menu Categories" display. Notice that the
"Preparation” and "Extra" Categories do not display with the rest of the "Categories"

o |~ | - s

B I I N

L

e When creating the "Preparation Category", tick the check-box to classify the "Category" as an "Extra".
We will explain how this works when adding charges to a "Table Sitting" in Step 7. Also, please refer to

Step 4 - "Preparation Charges", for more details

Code |F'FIEEIEI1

Dezcription IF'reparatiu:un ‘h

Aocept

Caricel |

e Do the same with the "Extras Menu Category", and refer to Step 4 - "Extra Charges" - for more details

Code |><TF=|J|J1

Description IEHtraS *

Aocept

Cancel
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Step 4 - Creating Charges 15

Step 4 - Creating Charges

There are different "Charges" to be created in the "Restaurant” business, such as:

» Gratuity Charges for every waitron (As mentioned in Step 2 when we created the "Restaurant System
User")

» Every Food and Drink Item on the menu of the "Restaurant”

¢ In order to create these charges, click on "Edit - Charges", and then "Add New"

ﬁ I"-.Iu:u'-.-'teI_Hu:uspitaIit}f 6.0.0.9 - [ Ttern Grid]

W Fife dify Setup  Process Repod

Charge Price Matrices

Country
T I I I .

Roaom
dh Customers

Suppliers

DROL Branches
ol Charges

E Guest Tariffs I
I_DI hMenu Categories I
I_D'I Group I
I_HE Specials I
T |
|_|-|-_

Sart By | Code j Search |

Code |

Deszcription |

Chargez |

( addNew } | Bosss
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16 Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

41  Gratuity Charges

"Gratuity Charges" are created as follow:

e Enter the "Code" for this charge - In this case: GRA002

e The "Description" is "Gratuity - Shawn"

¢ Tick the check-box if you want the charge to "Display on Invoice"

¢ In the "General" tab we do not allow tax on this charge, and there is no set amount for all transactions -
"Gratuity Charges" vary from country to country, but the accepted rate in South-Africa is 10% of the entire
bill

# Edit Charge =

Code [GRAO0Z #
D escription |I3ratuitj,I - Shawn # v [Dizplay On Invoice
[ Service Charge ltem

Barcode |

[ Blocked
T Properties

Allows T ax I_quil Tax Type 0[0%) j

Coszt Price Excl I:I na b arkup % 0.00%EE
i
Rate 0.00 x

IJser Defined Field 1
IJser Defined Field 2
IJzer Defined Field 3
IJzer Defined Field 4
IJzer Defined Field 5

Pastel lnventaory Code GRADDZ Gratuity - Shawn ﬂ

Fulti Stare code far retieving Cost Price | J | |

Aocept ‘ Cancel |
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Step 4 - Creating Charges 17

e Proceed to the "Properties" tab, and only select "Payout Item"

W Edit Charge ==
Code |GRAODZ
Description |Gratuit_l,l-5hawn W' Display On Invoice
[ Service Charge [tem
Barcode | [ Blocked
General T '
™ POS Item =
[ Barltem POS Cateqgony: | Q,
[ Shop ltem | | Clear |
[ Menu ltem
[ Component ltem -
[+ Payout [kem «
| I = P Y [ ﬂ
Faztel Inventary Code GRADDZ Gratuity - Shavn E
bulti Store code far refrieving Cost Price | J | |
! Accept !' Cancel

e Click "Accept" to save the charge. Now create all other "Restaurant System Users' Gratuity Charges" as
explained
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18 Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

Menu Charges

We recommend that you plan all the "Restaurant Charges" well on paper before attempting to create them in
Nowtel. Some companies use abbreviations in order to code different items in the same "Category" - using
consecutive numeric codes in conjunction with the abbreviation:

» "BHD" is short for "Beverages Hot Drinks"
o Code: BHDOO1 / Description: Filter Coffee
o BHDO0O02 - Cappuccino

o BHDO0O03 - Hot Chocolate

o BHDO004 - Rooibos Tea

o BHDOO5 - Earl Grey Tea

> "SDC" is short for "Soft Drink Cold"
o SDCO001 - Coke 350ml
o SDCO002 - Sprite 350ml

» "BRE" is short for "Breakfast"
BREOO1 - Sunrise Breakfast
BREO0O02 - Farmers Breakfast
BREOQO3 - Mega Breakfast
BREQO4 - Plain Omelet and Toast

o

o

o

o

» "BUR" - short for "Burgers"

BURO0O1 - Hamburger and Chips

BURO0O2 - Chicken Burger and Chips
BUROO3 - Vegan Burger and Chips
BUROQ04 - Pepper Steak Burger and Chips

O

o

o

(¢]

Create all other "Charges" according to the "Menu Categories" created in Step 3 for a variety of "Menu
Items"
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Step 4 - Creating Charges 19

e Click on "Edit - Charges - Add New"

e The item we are now creating, is the code for "Coke Zero". Tick the check-boxes to "Create Item in
Pastel", and to "Display on Invoice"

¢ In the "General" tab, select the option to "Allow Tax", and then set the standard VAT percentage

e Enter the "Cost Price Excluding Tax", and below it, the "Cost Price Including Tax" - which is the selling
price

e The "Mark-up Percentage", as well as the "Charge Excluding Tax" will automatically be inserted by the
system

e The "Pastel Inventory Code" will be created as soon as the charge is imported to Pastel

e If the "Multi-Store Module" in Pastel has been installed on your computer, you can select the "Multi-
Store" to which the item reports

W Add Mew Charge ‘E‘

Code [SCDOD3 h
Diescriptian |En:-ke Zer 350ml h

Barcode |

v Create [tem In Pash

v Display On leevoic

[ Blocked

.
@ T Properties

-4 &t - Standard rated [14%)

* AlowTax @ [

Cost Price Excl 2 b arkup =
Charge [ncl 12 Charge Ex=cl 10.53

IJzer Defined Field 1
IJzer Defined Field 2
IJzer Defined Field 3
ser Defined Field 4
IJser Defined Field 5

Faztel [nventary Code * Q,
(¢ aj
kvt Store code faor refrieving Cost Price *ﬂ J | |
-

Accept ‘ Cancel |
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20 Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

> In the "Properties" tab, you can select the following check-boxes:

POS ltem
Bar ltem

Shop ltem
e Menu ltem

The reason for selecting these four options, is because the item will be sold at the Front Desk; in the Bar and
Restaurant, as well as in the Shop (At the same selling price for all "Departments")

However, if you have different selling prices for the same item in the different "Departments", you will need to
create the codes as follow:
e SDCO009 - Coke Zero 350ml Shop
The Selling Price is R12.00, and it is linked to the POS and Shop Items in the "Properties" tab
e SDCO010 - Coke Zero 350ml| Restaurant
The Selling Price is R15.00, and is linked to the Bar and Restaurant ltems in the "Properties" tab

W 2dd Mew Charge @

Code |SEDEIEIE! [v Create ltem ln Pastel

Dezcription |I:|:|ke Zero 350ml ' Display On Invoics

[ Service Charge ltem
Barcode | [ Blocked
General T - g

<l

POS ltem —_—

Bar Item FOS Categony: E Q, >

Shop [tem | Clear |

<l

=l

<]

kdenu |tem

Component [tem

Payout lkem

ﬂ
Commlm s

1 71 71

FPastel lnventony Code ﬂ

kLt Stare code far retrigving Cost Price | J | |

Accept ‘ Cancel |

® |[n order to link this item to the "Menu Category" for "Soft Drinks" created in Step 3, click on the
magnifying glass next to "POS Category"
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Step 4 - Creating Charges 21

e The window containing all the "POS Menu Categories" that have been created will open, and the correct
"Category" for this charge can be selected

” POS Menu Categories x|
Code | D escription
BENOO Bewverages - Hot —
BEWOD2 Beverages - Cold Soft Drinks
BEWOO3 Beverages - Alcoholic Cancel
BENOO4 Beverages - Juices
BENOOS Beverages - Milkshakes
BENOOE Beverages - Smoathies
BREOM Breakfazt
BUROM Burgers
DESOM Dezerts
PASOM Paztaz
FlZ001 Fizzasz
SaL00 Salads
SEADM Seafond
STEODM Steaks and Ribs
TOACO Toasted Sandwiches

e The "POS Category" now displays in the "Properties" tab

W 2dd Mew Charge @

Code |SEDEIEIEI v Create ltem In Pastel

Dezcription ||:|:-ke Zern 350ml ' Display On Invoice

[ Service Charge ltem

Barcode | [~ Blocked
i
General T q'l F"mperties>
W POS Item =

=l

Bar ltem POS Category: [REVDOZ .*

v Shop Ikem Beverages - Cald Soft Drinks ﬁ Clear
v Menu ltem

[ Component |term —

[ Payout [bem

o tiom Ea

FPastel lnventary Code *r E
L]

kdulti Stare code far reftrieving Cost Price | J | |

Cﬁ.ccept ) ' Cancel

e We will show you shortly that the "Pastel Inventory Code" has been created
e Click "Accept"
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22 Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

e The "Import Inventory Item" window will open - Select "Inventory Goods" in the "Inventory Group" field
e Coke Zero is a "Physical Item"

e Click "Accept"

W Import Inventory Tem @

Code  |5CDO09

Dezcription |I:n:-ke Zero 380ml

=
[reeentany Group |DD2 - Irwentany Goods * j
Excl Seling Price | 1083 ¢ & Physzical Iterm 3|

" Semice [temn

oo | [ Taned
e Now when you open the "Charge" for "Coke Zero", the "Pastel Inventory Code" has been inserted
because of the "Import" we have just done

® Edit Charge |

Code |5ch|39

Dezcription  |(BE A== Rl ' Display On Invoice
[ Service Charge [tem
Barcode | [ Blocked
General T Froperties
AllowTax W |1-Vat - Standard rated [14%) |

Cozt Price Excl 200 karkup & 426.50
Charge [ncl 12.00 Charge Ex=cl 1053

Usger Defined Field 1
User Defined Field 2
User Defined Field 3
Uzer Defined Field 4
Uzer Defined Field 5

Pasztel lnventany Code SCOo03 Coke Zero 350ml * ﬂ

kulti Stare code far retrieving Cost Price | J | |

Accept ‘ Cancel ‘
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Step 4 - Creating Charges 23

e In order to demonstrate how the "Charge Code" for a meal in the Restaurant is created - in this case,
"Hake and Greek Salad"

W Edit Charge wEdm

Code |SEAODZ

D ezcription |Hake and Greek. S alad h v Dizplay On Invoice
[~ Service Charge |tem

Barcods | [ Blocked
T Froperties
Alow Tax ¥ |1-Vat- Standard rated [14%] 1

Cost Price Excl 20.00 bl arkup % | 15875
Charge Incl | 59.00 Charge Excl | B.75

Idzer Defined Field 1
Ilzer Defined Field 2
Ilzer Defined Field 3
Ilzer Defined Field 4
Ilser Defined Field 5

Pasztel Inventom Code SEADDZ Hake and Greek Salad E

kulti Stare code faor retrieving Cost Price | J | |

Accept ‘ Cancel ‘

e |tis a "Menu Item" ONLY, and it is linked to the "Seafood Category"

W Edit Charge =

Code |5Emnz

Dezcrption |Hake and Greek, Salad ' Display On Invoice
[ Service Charge [tem
Barcode | [ Blocked
General T es

[ POS ltem —

[~ Barltem POS Category: [SEADM i )
[ Shop [tem |Seaf|:||:||j * | Clear |

[v Menu ltem

e Create all the items on the Restaurant's Menu, and link it to the appropriate "Menu Category"
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24 Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

Preparation Charges

The preparation methods used in a Restaurant are not a "Charge" as such, since the "Customer" will never
pay according to the method used in preparing their food. However, this is how we link the "method" to the
"Preparation Category" that has been set up. These preparation methods can then be selected for the
specific meal ordered, and printed in the Kitchen for the Chef's attention.

Creating these "preparation methods" are done differently than "Ordinary Charges". In Step 3 we hawe
created the "Preparation Menu Category" as an "Extra" item

W Edit Menu Category

Code |F'FEEEIEI1

D'ezcription |F'reparati|:|n h

Accept Cancel

The reason being: in the POS Restaurant Screen, there is a specific icon to be clicked in order to open the
"Categories" created as an "Extra" - it is not grouped together with the "Main Menu Categories"

> Firstly we need to create the preparation method as a "Menu Item" - although it is not an actual item on the
menu (This will make more sense when we demonstrate how it is used in the Hospitality Point of Sale
Restaurant Module).

Examples Include:
O Code: PRE001 / Description: Medium
U PREO002 - Medium Rare
OPREOQ03 - Well Done
O PREO004 - Baked
OPREOQOS5 - Fried
U PREOO6 - Steamed
QPREO007 - Eggs - Scrambled
U PREOO8 - Eggs - Easy Over
O PREO009 - Eggs - Sunny Side Up

¢ Click on "Edit - Charges - Add New"
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Step 4 - Creating Charges 25

W Edit Charge |

Code |PREOOT
Diescription |Meu:|ium h ¥ Dizplay On Invoice
[ Service Charge |tem

Barcode | [ Blocked
T Propertiez
Allow Tan [ |IZI - Taw Type 0[0%) j

Cozt Price Excl .00 b arkip & .00
Rate n.0a

IJzer Defined Field 1
User Defined Field 2
User Defined Field 3
Uszer Defined Field 4
Uszer Defined Field 5

FPastel Inventary Code PREOO b edivim ﬂ

kulti Store code faor retrieving Cost Price | J | |

Accept ‘ Canicel ‘

¢ In the "General" tab, no tax or rates are entered for preparation methods
e Select "Menu Item" in the "Properties" tab

W Edit Charge X

Code |PHEDIII1

Deszcription |Medium X DiSplfa-"' Uri Irvoice
[ Service Charge |tem
Barcode | [ Blocked
General T sz
[~ POS ltem =
[ Barltem POS Categony: ’@ >

[ Shop ltemn | |

v Menu ltem *

e When you click on the magnifying glass next to "POS Category", you will notice that the "Preparation
Category" is not present in this window - although it has been created as a "Menu Category"

Clear |
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W PO Menu Categories @
Code Description Acocept
BENOO Bewverages - Hot
BEWODZ Beverages - Cold Soft Drinks
EEWOO3 Eeverages - Alcoholic Cancel
BENOO4 Beverages - Juices
BENOOS Beverages - Milkshakes
BENOOE Bewverages - Smoothies
BREOO Breakfast
BLURDM Burgers
DES001 Deserts *

PA5 001 Pastas . f
FlZ001 Fizzas

SaLnn Salads

SEADD Seafood

STEOM Steaks and Ribs
TOADO Toasted Sandwiches

e Click "Cancel" here, since no "Category" will be selected now
e Click "Accept" to sawe the "Charge", and "Import the Inventory Item" as a "Service Item"

e \We now need to create another "Charge" for each of our preparation methods, which will link to the first
"Charge" created as a "Menu Item", and also to the "Preparation Category"

e Enter a different "Code" and enter the "Description" for the preparation method. In the "General" tab,
nothing else needs to be done, since there is no tax and rates for this "Charge"

W Edit Charge i

Code [XTROTT h
Description |Medium. h

[+ Dizplay On Invaoice

[ Service Charge |tem

daesdt | [ Blocked
= — _.1.
{ General ) T Froperties

|0- Tax Type 0 (0%) |

Cost Price Excl .00 barkup & .00
R ate Q.00
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Step 4 - Creating Charges

¢ In the "Properties" tab, we will now select "Component Iltem"

27

W Edit Charge

Code |><TH|J11

=

Dreszcription |Medium.

Barcode |

[+ Dizplay On Invaice
[ Service Charge [tem

[ Blocked

b eru ltem T Properties
[~ POS Item =t
[~ Barltem FOS Categaony: E g q] >
[ Shop ltemn | | Clear |
[ Meru ltem
[ Payout [tem

|

e Click on the magnifying glass next to "POS Category". This is now where the "Preparation Category"

displays, together with the "Extras Menu Category"

W POS Extra / Component Categories *

XD

Code Dezcription
PREDOT
=TROM Extras

Accept

Cancel

W Edit Charge

Code |><THD11

=]

D ezcription | b edivm.

[+ Dizplay On Invoice
[ Service Charge [tem

Barcode | I Blocked
M enu [tem T {Emperties ’
™ POS Item —
[ Barltem FOS Category: |PRE DO
[ Shop Item |P'reparatiu:un | Clear |
[ Menu ltem
[v Component [tem h
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e Because we have selected "Component Item", this "Charge" needs to be linked to a "Menu Item". Notice
that the "General" tab is now labeled "Menu Item"

e When you click on the tab, the "Charge" can be linked to the original "PRE001" Code, which means that
the system will automatically notify the kitchen of the preparation method when it is selected in the POS
Restaurant Module

e Click "Accept" to sawe, and then "Import the Inventory Item" as a "Service Item"

W Edit Charge =

Code |><TH|J11

Drezcription |Medium. W Display On Invoice

[ Service Charge ltem

et | ™ Blocked
T Froperties

Menu [tem |PHEDD1-Medium* ( E ’ Clear Menu [tem
. _

With Linked Menu Item:
M avetel will autarmatically inform the kitchen how to prepare the arder and bill the
cugtamer simultaneously.

without Linked Menu Item:
Mowtel will only notify the kitchen how to prepare the order without billing the

custamer.
Pastel Imventary Code =TROTT kd edivinn. ﬂ
bulti Store code for retrieving Cost Price | J |
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e Logging into the "POS Restaurant System", this is how the "Categories" display for which we have
selected the "Extra" check-box

ol

When the "Preparation Menu" is clicked, all the "Methods" created are displayed
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Extra Charges

On a daily basis in the Restaurant industry, "Customers" would ask to add items to their meal. For example:
e Add an egg and toast to their breakfast

e Add a portion of chips to a meal, etc.

When the "Extras Menu Category" was created, we hawe ticked the check-box for the "Category" to be

classified as an "Extra". It sounds confusing, but the significance of this will become clear as soon as we
demonstrate why it is done this way

W Edit Menu Category

Code |><Tan1

Description |E:-ctras #

Accept Cancel
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Step 4 - Creating Charges

Creating the "Charges" are done in the same manner as the "Preparation Charges"

e Click on "Edit - Charges - Add New"

e Enter the Code and Description, and tick the check-boxes to "Create Item in Pastel" as well as "Display

on Invoice"

¢ In the "General" tab, tick the check-box to "Allow Tax" and set the Tax Percentage

e Enter the "Cost Price Excluding" amount, and then the selling price in the "Charge Including" field. The

system will automatically enter the "Markup %" as well as the "Charge Excluding" amount

W Add Mew Charge

Cade [ADDOTT h

(]

[v Create Item In Pastel

Cost Price Excl 1.00

Charge Incl f.00

Dezcription |.-‘-‘-.|:||:| Brown Toast Slice * v Dizplay On Invoice
[~ Service Charge tem
Bacodke | ™ Blocked
( General ’ T Froperties
AlowTax ¥ [1-Vat - Standard rated [14%)] Ea

b arkip = 163
Charge Excl 263

IJzer Defined Field 1

IJzer Defined Figld 2

IJzer Defined Field 3

|Jzer Defined Field 4

IJzer Defined Fisld 5

Faztel Inventory Code

kulti Store code faor retrieving Cost Price

Accept ‘ Cancel ‘
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32 Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

¢ In the "Properties" tab, select "Menu Item". Do not select a "POS Category" here

l’ Odd Mew Charge

Code |ﬁDDIZI11

(=]

[v Create ltem |n Fastel

Deszcription |.-’-‘-.u:|u:| Brawn Toast Slice

v Display On lnvoice
[ Service Charge [tkem

Barcode | [ Blocked
General T { Properties ,
[~ POS Item =
[ Barltem POS Categony: XI Q,
[ X{ 2l
| Shop Item | | Cloar |
W blenu ltem

e Click "Accept", and "Import the Inventory Iltem" as "Inventory Goods" and a "Physical Item"

Code

Dezcrption

Exicl Selling F'riu:g

» Import Inventory Itern

==

D001

\&dd Brown Toast 51

CE

[reeentany Group |I:II32 - Irwventany Goods h ﬂ

| 25

oo | [ ]

3 @ Physical [tem

™ Service ltem

e Now add another "Charge" for this item, and enter all information in the "General" tab
e Select "Component Item" in the "Properties" tab, and click on the magnifying glass next to "POS

Category"

W 2dd Mew Charge

Code [<TRO13

(=]

[v Create ltem In Pastel

Diescriptian |.-'1'-.|:||:| Brown Toast Slice. * v Dizplay On Invoice

| Service Charge ltem

Barcods | [ Blocked
kenu [tem T Properties
[~ POS ltem =
[ Barltem POS Categary: ’@ >
| Shop ltem | | Clear |
[ Menultem
¥ Component ltem h__
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e Select the "Extras Category"

W POS Extra / Component Categories

Code |Desu:r||:ut||:|n i .ﬁ.ccept H
FREDOM Preparation
=TRO0T

Eancel

e The "Category" has been inserted. Notice that the "General" tab has changed to the "Menu Item" tab -

Click on it
W Add Mew Charge @
Code IKTFEEI'IE! ¥ Create ltem In Pastel

¥ Display On lnvoice

Dreszcription I.i'-.dd Browan Toast Shce,
[T Service Charge [tem

Barcode | [ Blocked
kenu ltem h {Pruperties } ‘
[~ POS ltem =1

[ Barltem FOS Categony: [wTRO0

B Spn [Eries | _Clear |
[~ Menu ltem

¥ Component Item

[ Payout Item r

| I =y [

Pastel lnventony Code EI

Fulti Stare code far retieving Cost Price I g | |

Aocept | Cancel |
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e Click on the magnifying glass next to "Menu Item"; browse for the original code created as a "Menu Item",
and select it. The charge is now linked to the "Menu Item" as well as the "Extras Category". Whenever
this charge is selected in the "POS Restaurant Module", the kitchen staff will be informed of the extra item
to be added to a specific meal, and it will automatically be billed

e Click on "Accept" to save the charge; "Import the Inventory Item to Pastel" as "Inventory Goods" and a
"Physical Iltem"

W 2dd Mew Charge =

Code IKTHEHEI ¥ Create Item In Pastel

¥ Dizplay On Invoice
[T Service Charge Itemn

Description I.-'l'-.dd Brown Toast Shce.

Barcode I ™ Blacked

e T —— .
{Eenu Item , T Froperties
b e bem I.-'i‘-.DDEI'I'I - Add Brown Toast Shce ( } Clear Menu [tem I

'wiith Linked Menu ltem: e

Mowtel will automatically inform the kitchen how to prepare the order and bill the
custamer simultaneously,

'without Linked Menu ltem:

M avetel will anly notify the kitchen how b prepare the order without billing the
customer.

Faztel [nventary Code ﬂ

kvt Store code faor refrieving Cost Price I g | |

(ﬂccept ,'l Cancel |

e Logging into the "POS Restaurant System", this is how the "Categories" display for which we hawe
selected the "Extra" check-box
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e When the "Extra Category" is selected, all "Charges" linked to the "Category" is displayed

BEE EEEE @

S R A I

=

e When an "Extra" is selected for an "Add-On" to a meal, it will display as follows on the slip that is printed

in the kitchen:
\¢
’

DESCRIPTION aTy
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e When the "Customer" receives the bill, this is what he or she will see on the slip:

Hovtel Hospitality
Diaz Office Park
Block 1 Unit 30
05861 B6 53 35
0363 1171 63

Invaice IMOO0ES

WAT Mumber : 123456759

Tahle: 1
sunrize Breakfast 1 543
Acded Egy 1 0492
Add Slice of Toast 1 037
Fiter Coffes 2 2484
Omelette - Bacon and 1 B.7S
Tomata Filling

+ &dd 150g of Bacon 1 221
Service Charge 1 0.00

Total Excl :

Tax:

Tatal

Dizcourt Included :

Gratuity:

43.00

.50

3.00

24.00

2500

15.00

0.0a

133.78

1872

152.50
0.0a

Wigitron © Stells
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Step 5 - Opening a Shift

Only a Supenvisor can open a shift - without an open shift, no transactions can be done. The "User" must log
out of the system in order for the Supenisor to log in

e Click on "Supervisor Open Shift", or when other shifts are open as in this case, click on "Supervisor Edit

Shift"
» Supervisor shift Cashup @
File  Reports Credit Mote

View Location: Supervisor _ Shift # _

1D Customer Table / TA Type Total w Shift # User Total Invoice Date u
Restaurant
SFTO0002 Stella 302.00
Bar
SFETO000S Alex 0.00
Front Desk
SFTO0001 James 53162.00
Shop
SETO0003 Mick 0.00
SFETO0004 Peter 120000 |2014111419 =
@ Batch Shift i@ Single Shift i 664.00
p Supervizor ol
Edit Shift Shift Cashup Rse
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e Click on the "User" whose shift is to be opened, and click on the arrow pointing to the right

Select User
Available Users Selected Users

Jarred [Restaurant] Admin [Front Desk]
Shawn [Restaurant] Stella [Restaurant)
Sup [Credit Hote] Mick [Shop]
Peter [Shop]
James [Front Desk]
Alex [Bar]
Accept ‘ Cancel ‘

e The "User" will now display in the right hand block of the window. When all applicable "Users" have been
selected, click "Accept"

Select User
Available Users Selected Users

Jarred [Restaurant] Admin [Front Desk)
Sup [Credit Note] Stella [Aestaurant]
Mick [Shop]

Peter [Shop]
James [Front Desk]
Alex [Bar)
Shawn [Restaurant]

(.-’-‘-.cu:ept b Cancel

e Click "Close" in order for the Supenrvisor to log out. The "User" can now log in for his / her shift
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Step 6 - Table Sittings and Transactions

When Shawn logs in with his password, the "Table Sittings" screen opens in the POS Restaurant Module.
The number of blocks represents the number of tables in the Restaurant - as set up in Step 1

e |n order to be able to start a transaction, a table must be selected. We will use Table 1

-
e D) W
Table Sittings Username : Shawn

ol A R
_

R

e
[

1of1

Account

Shift Cash Up Shift Report Payments

e Select the number of people seated at the table, and click on "New Transaction"

CURRENT SITTING

Table :

Persons :

Hew Transaction
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e A keyboard will open, and you can enter any transaction description for this table. We have simply entered
"1" because it is the first transaction for the day

Enter transaction description :

#M o1

NN EEEE.

HEEN
NN .
FVTTVTTVTTTTT

Upon clicking "Accept”, the "Menu Categories" screen open

Sale Cash Up

Print Bill

Print Kitchen

Table \)”
’

DESCRIPTION QTY  PRICE

Discount TEHDER - CASH Drawer Accept
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Step 6 - Table Sittings and Transactions

The "Customers" have ordered drinks upon being seated:

e Two Filter Coffees (Click on "Beverages - Hot" and click Filter Coffee twice - the quantity will increase to 2).
In order to return to the "Categories" screen, click the "Notepad" icon

e One Chocolate Milkshake
* One Mixed Fruit Juice

W

DESCRIPTION QTyY  PRICE

<]

Sale Cash Up Print Bill Print Kitchen Discount TEHDER - CASH Drawer

e The "Drinks" have been entered. For now, click "Accept" in order to switch between transactions, and to
enter orders for other tables. You can return to the table transaction when the "Food Order" is entered

Table 1 \;"

DESCRIPTION QTY  PRICE

(]

Sale Cash Up Print Bill Print Group Print Kitchen Discount TEHDER. - CASH Drawer | Accept
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e Click "OK" to exit table 1

CURRENT SITTING

Table :

Persons :

|T
|T

Hew Transaction

e Meanwhile, Table 2 have received their "Smoothies", and are ready to order breakfast. Click on Table 2 and
then on the "Transaction"

‘7 )
Table Sittings Username : Shawn
Table : 1 Table: 2
1 21
Persons : 4 Persons: 2
CURRENT SITTING
Table :
Persons :

Account

Shift Cash Up Shift Report Payments
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Step 6 - Table Sittings and Transactions 43

e Click on the appropriate "Category" - in this case it is the "Breakfast Category" - in order to open the
"Breakfast Menu"

| I

— ———
el

N

Sale Cash Up Print Bill - rint Kitcl TEHDER - CASH

e The first person orders a "Farmers Breakfast", and requires an extra egg as well as 2 slices of brown toast.
Click on the "Farmers Breakfast"

e
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e When you click on the "Farmers Breakfast" in the right-hand side of the screen, you will notice that it is
duplicated in bold letters beneath the first "Farmers Breakfast" - but the total at the bottom of the screen
stays the same - the charge itself is not added twice to the total

e Secondly: Notice that the "Lightning Bolt" icon is deactivated at present

Continental Breakfast

Sunrise Breakfast

Sale Cash Up

Farmers Breakfast

Mega Brealdfast

DESCRIPTION

Smoothie - Mixed Frut with lce Crear 1
COmelette - Bacon and Plain Omelette and T

Tomato Filling Toast

T Smocthie - Mixed Frutt with Yogurt 1

- Farmers Breakfast 1

Farmers Breakfast 1

NCALL‘NC‘A‘ ‘x
100.00

L

e As soon as the duplicated "Farmers Breakfast" is selected, the "Lightning Bolt" icon becomes
accessible, and turns green

Continental Breakfast

Sunrise Breakfast

Farmers Breakfast

DESCRIPTION

Ellzfin Gzl e T Smadthie - Mixed Frut with loe Creal 1

Toast T Smocthie - Mixed Fruit with Yogurt 1

- Farmers Breakfast 1

Farmers Breakfast 1

NCALL | NC -~ ‘ - ‘ x

100.00
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e This is now the part we have set up so meticulously in Step 3 and 4, where the "Extras Category" and
"Extra Charges" were created. It leads us to the "Lightning Bolt" function

e When you click on it, the "Preparation; Extras and Delivery Categories" are displayed - Notice that the
Icon has turned red. Click on the "Extras Category"

e Now click on "Add Brown Toast Slice" twice, and then once on "Extra Egg"

N

e The "Customer" ordered "Scrambled Eggs", and in order to return to the "Preparation Category", you
need to click on the "Lightning Bolt" icon again

e Click on the "Preparation Category", and then on "Scrambled Eggs"

BN Il

BN
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To return to the "Menu Category" screen, click on the "Notepad" icon at the top left-hand side of the window
1. When you click on "Farmers Breakfast' on the right, the "Extras" and the "Preparation Method" has

been entered. The "Extra Charges" has been entered automatically, and added to the total
2. Enter the second person's order
3. Click on "Print Kitchen" for the order to be sent to the Kitchen for preparation
4. Click "Accept" to save the order and to attend to other tables

Table 2

—=——

» 4

Print Kitchen Discount TEHDER - CASH Drawer

e Remember to "Log out" of the system when you walk away from the workstation

\/”

,
QTY  PRICE

8.50

Accept
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Step 7 - No Charge Items

The system will only allow you to utilize this option if it has been set up as explained in Step 1. When using
the "No Charge" option, the item will still appear on the bill - since it must be accounted for in stock control -
but it will not be charged

» Reasons why a "Customer" is not charged for a particular menu item, may include:

e The restaurant is running a special on the "Sunrise Breakfast" at full price, but one cup of filter coffee is
complimentary with each meal ordered

e The restaurant has sponsored a meal for a family of four people, as a prize in a competition

» The "Customers" at table 3 have ordered the breakfast special, and we now need to "No Charge" the 2
Filter Coffees

e Click on the Coffees, and then on the "NC" button

Table \{’,
P

DESCRIPTION QTY  PRICE

T Fiter coffes

Print Kitchen Discount TEHDER - CASH Drawer Accept
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e The Supenisor must enter his or her password to authorize the action

Sale Cash Up

Print Bill

Print Group

Logln

Canicel

Unlock.

Print Kitchen

B Mowvtel Hospitality

Discount

@ Are your sure you want to change this item

to No Charge ?

<

No |

Print Kitchen

Discount

DESCRIPTION

4 Fiter Coffee

TEHDER - CASH

DESCRIPTION

4 Fitter Coffee

TEHDER - CASH

Drawer

Drawer

Accept

Accept
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e The Coffee charge amount has been set as zero, and the "Bill Total" has changed from R1140.00 to
R90.00

DESCRIPTION

Sale Cash Up Print Bill Print Group Print Kitchen Discount TEMDER - CASH Drawer Accept
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"No Charge" for the Entire Bill

» The "Customers" at Table 4 have won the "Sponsored Prize" of a complimentary meal for four people.
Again, we need to add the items to the table transaction, since the staff is accountable for the stock

e Click on the "NC ALL" button

Banana Boat and Ice
Cream

Choclate Brownie and
Cream

Strawberry
Cheesecake

[«

Waffle and Ice Cream

Choe-Nut Sundae

Fruit Salad and lce
Cream

Banana Boat and Ice
Cream

Choclate Brownie and
Cream

Strawberry
Cheesecake

Sale Cash Up

Waffle and lce Cream

Choc-Nut Sundae

Fruit Salad and Ice
Cream

Movtel Hospitality

Malva Pudding

Malva Pudding

DESCRIPTION
T Wilshake Choe-Mint S00mI
T Wikshake Lime S00m|
T Dry RedWine per Glass
T Castle Lager 375ml
Wixed Grill
Mugsel and Calamari Platter
Bacon and Finapple Pizza
Pepper Steal Burger
Chaclats Brawnie and Cream
Choc-hut Sundae

wWaffle and oe Creaim

DESCRIPTIOH
‘T Mikshake Choc-Mint S00m
T Wilshake Lime 500mI
T Dry Red Wine per Glass
T Castle Lager 375ml
Mixed Grill
Mussel and Calamari Platter
Bacon and Finapple Pizza
Pepper Steak Burger
Choclate Brawnie and Cream
Chec-iut Sundae

wiaffle and lce Cream

NCALL | NC

- |~ =

572.00

=
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e Click "Yes" to confirm

DESCRIPTION

T Milkshake Choc-Mint SO0mI

W Moutel Hospitality

Are your sure you want to change All the
items to No Charge ?

Yes No

Print Group Print Kitchen Discount TEHDER - CASH Drawer Accept

DESCRIPTION

Sale Cash Up Print Bill Print Group l Print Kitchen Discount TEHDER. - CASH Drawer Accept
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Step 8 - Removing Items

When an item has been selected that was not meant for the specific Table, click on the item - in this case it is
the "Plain Omelette and Toast" - and then click on the "X"

e -

DESCRIPTION QTY  PRICE
1
+  Plain Omelette and Toast

Print Kitchen Discount TEHDER - CASH Drawer Accept

e Click "Yes" to confirm the item's removal from this Table

hhhhhMMm

Howtel Hospitali "_'
» ety + Plein Omelette and Toast

Print Kitchen i TEHDER - CASH
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e The item has been removed, and deducted from the total amount of the bill

\/"

DESCRIPTIOH QTY  PRICE

Sale Cash Up Print Bill Print Group Print Kitchen Discount TEHDER. - CASH Drawer Accept
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Step 9 - Table Cash-Up

The "Customer" has asked for the bill, and it has been printed

Table \;”
,

DESCRIPTION oTY  PRICE

Sale Cash Up Print Bill T i i TEHDER - CASH
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Step 9 - Table Cash-Up

Hovtel Hospitality
Diaz Office Park
Block 1 Unit 30
05861 66 55 35

0563 1171 65

Inwoice : IMOO0ET

WAT Mumnber © 123456759

Tahle: 1

Fiter Coffes 2 294

Milkzhake Chocolste S00ml 1 270

Mixed Fruit Juice S00ml 1 147
Mega Breakfast 2 184
Cortinental Breakfast 1 B.O2
Omelette - Bacon and 1 B.75
Tomato Filling

Service Charge 1 000

Tatal Excl

Tax:

Tatal

Dizcount Included

Gratuity:

24.00

2200

12.00

130.00

49.00

33.00

0.0a

27370

35.30

200

0.0a

Wigitron - Shawwen

55
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e The "Customer" has entered the "Gratuity" amount, and is ready to settle the bill

e Click on the Table to be "Cashed-Up", and then on the "Transaction" - Notice that the "Transaction" is
Grey-colored at present

D)
by _ &
Table Sittings Username : Shawn
Table : 1 " Table : 2 Table : 3 Table: 4 Table : 5
(| " " 2 M 3 M oA M %
Persons ;4 Persons 2 Persons ;2 Persons : 4 Persons : 10
CURRENT SITTING
Table :
Persons :

JI_

Account

Shift Cash Up Shift Report Pagments

Logout

e For cash and credit card payments, click on "Tender Cash" and then on "Cash". Now click "Sale Cash
Up"

Table \ﬂ
)

DESCRIPTION QTY  PRICE

Sale Cash Up Print Bill 1 Print Kitchen Discount TEHDER. - CASH Drawer Accept

Copyright © 2014 Novtel® Louise Janse van Vuuren



Step 9 - Table Cash-Up 57

1. Enter the "Gratuity" amount

2. Enter the "Payment" amount beneath either "Cash" or "Credit Card". If the "Payment" is made by means
of a credit card, enter the card type and the card number

3. Click "Accept" to finalize the transaction

W

DESCRIPTION QTY  PRICE

CREDIT CARD o

0.00

|
—I
111 22233344455 nrscouT

CHEQUE Included 0 00
PAYHEHT DUE

UOLCHER
PAYHENT RECEIVED

350.00

CHANGE

Sale Cash Up Print Bill ¢ Print Kitchen Discount TEHDER - CASH Drawer Accept

¢ Notice how the "Transaction" color has turned green on the "Current Sitting" for Table 1
¢ Click "OK" in order to "Free" the table on the Grid

U

Username : Shawn

Table : 1 Table : 2 Table:3 Table : 4 Table: 5
1] # 21 # 31 ¥ 4 # 51

Persons: 4 Persons : 2 Persons : 2 Persons: 4 Persons : 10

CURRENT SITTING

Table :

Persons:

TV ﬁ%ﬁ_
H—

Account
Payments

Shift Cash Up Shift Report

Logout
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Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

e Table 1 is now available for the next "Customer" to be seated

Username : Shawn

n: - -z
_

_
[ERE

1of1

Account

Shift Cash Up Shift Report Payments
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Step 9 - Table Cash-Up 59

9.1 In-House Charge

Whenever a guest in the Hotel enjoys a meal in the Restaurant, the meal can be charged to his Reservation,
and the entire bill can be settled on the day of departure. Recording such Restaurant or Bar charges are done
as follow:

e Click on the particular Table on the Grid, and then on the "Transaction" - which is grey-colored at present

D)
W o \
Table Sittings Username : Shawn
Table : 2 Table: 3 Table : 4
—
W oa T ! o
Persons : 2 Persons: 2 Persons: 4
CURRENT SITTING
Table: 2
sy

Hs

Account

Shift Cash Up Shift Report Payments

e Click on "Tender Cash", and then select "In-House"

192.168.2.75 - Remete Desktop Connection

——————

Sale Cash Up Print Bill Print Kitchen [UELLIT ’ QTENDER- CASH Drawer Accept
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60 Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

e Browse for the specific "Customer" and select the Reservation

Table \;I’

DESCRIPTION QTY  PRICE

ese Hu ode ustomer Code

| m

Search B!

|VRese Num - Search For ‘

Sale Cash Up Print Bill Print Kitchen eyt ) i TEHDER - CASH Drawer Accept

Check the details, and click "Accept" in order to save the charge to Mr Viljoen's Reservation
Click on "Print Bill"

Mr Viljoen needs to sign the bill in acknowledgment that the charge is to be added to his Reservation - with
the understanding that it is to be paid upon departure

In order the finalize the transaction and to make the table "available" on the Grid, click on "Sale Cash Up"

——

Short Stay

3 "
Sale Cash Up Print Bill T Print Kitchen
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Step 9 - Table Cash-Up 61

* Do not enter anything - simply click "Accept"

CREDIT CARD

Table : §
3

Persons:2

Account

Shift Cash Up Shift Report Pagments

Included

\f"

DESCRIPTION aTY  PRICE

TRANSACTION TOTAL

168.50

GRATUITY

DISCOUNT

0.00

PRYHERT DUE

PAVMENT RECEIVED

0.00

0.00 DRAWER CANCEL ACCEPT
|

Discount TEHDER - IN-HOUSE Drawer Accept

A\

Username : Shawn
Table : 4

[ 4

Persons: 4

Logout
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62 Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

e Shawn only has permission to access the POS Restaurant Module, but for demonstration purposes we will
show you how the charge displays on Mr Viljoen's "Reservation Details - In-House" tab

Tovtel Hospitality 6.0.0.9 - [ Fern Grid] = [ ][ =
[ File Edit Modify Setup Process Reports Help

B~ O

W
e
Nee
2014 fenis
DRODT [ [T | i

Reservation Details

General T Financial T Deposits | addtorslCosts | OuickView | @

IrHouse Detail

| DROOL |
DROOZ

DRD03 18 Upton, Luke

DROO4 19 Snell, Dave @ InHouse Purchases " Invoice/Credit Note History
HS001 20 Rademan, Jaks
H5002

Transaction # | Date Dacument i Shift 3 Department Inclusive o
5 GINOOOT 2 [ Clo00023 [ SFT00006 E

—Eo0T—

e

et

et

V)
View Raams by
# Code
" Rate Per Persan
" Rate Per Foom

Q| New Reservation
a1z -] [asman -

[ Cancelled
@ Provisional
[l Confimmed
@ 1n Houss

9 B Departed
(O Fully Paid

IR

O non Rew

Display Refiesh [Click on Column Header to sort. Double Click on line to display Transaction.

View Audit Lag Created 2014711427 021800 Accept Eancel
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Step 9 - Table Cash-Up

In order to see what the "Charge" entails, click on it and then "Display"”

Movtel Hospitality

Diaz Office Park
Block 1 Unit 50
Beach Boulevard West
Diaz Beach, Mozzel Bay

Tel : 0561 66 83 35
Fae: 0865 1171 B3

Tar 123436789

GOODS ISSUE NOTE

1 Smocthie - Mixed Fruit .07 25.00
with Ice Cream

1 Zmocthie - Mixed Fruit 246 20.00
weith Y oguirt

1 Farmers Breakfast .75 S5.00

2 Add Browen Toast Slice 074 E.00

1 Ao Egg 0.9z 7.a0
1 Scrambled Eggs. 0.00 0.00
1 Omelette - Bacon and .75 55.00
Tomato Filling
Description : Table - 2
Customer ; WILODT - Yilioen, Jeff
Room DROO1 - Doukle Rootn Me 3
Payment Type : In-House: Res #17
Payment Due 1E8.50
TaxiaT Total 2069
Payment Received 0.00

63

Copyright © 2014 Novtel® Louise Janse van Vuuren




9.2

64 Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

In-House Group Charge

Normally when a "Group Booking" for accommodation in the Hotel is made, the price includes breakfast. But
for demonstration purposes we will show you how to allocate a restaurant charge for a specific person in the
"Group", to the account of the "Group / Tour Operator" with the "In-House Status"

e Click on "Tender Cash", and then select "In-House Group"

—

Sale Cash Up Print Bill ‘ int Kit Discount TEMDER - CASH Drawer Accept

e There are currently 2 "Groups" for "Jenny's Tours" in the Hotel. Make sure that the correct "Group
Number" is selected

Table

DESCRIPTION

W Select Group

L — 0

Seaich B

|7Number A Search For

Sale Cash Up Print Bill
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Step 9 - Table Cash-Up 65

e Now we need to select the person within the "Group" who is charging this bill to "Jenny's Tours"

DESCRIPTION

Customer Code | Customer Deseription Accept

DRO0A SHEDD] Snel, Dave
RADO0T Fiademan, Jake ez

HE00
ZGROUPM JENDOT Jenrys Tours

<[ m ]

Search B!
’VReservatlor\ - ‘ Search For ‘

Sale Cash Up Print Bill Print Kitchen C Discount TEHDER - IH-HOUSE GROUP Drawer Accept

e When you are sure that the information is correct, click "Accept"

%, 192.168.2.75 - Remate Desktop Connection R o o e - ——— W W — L] (5T S

e ——

UPTQm

UPTOO - Upton, Luke
Short Stay

Sale Cash Up Print Bill Print Kitchen C Discount TEHDER - IN-HOUSE GROUP Drawer Accept
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66 Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

e Print the bill while the "Customer" is present in the restaurant, and be sure to get the slip signed by him in
acknowledgment that he is charging the meal to "Jenny's Tours"

¢ |n order to finalize the transaction and to free the table on the Grid, click on "Sale Cash Up". Do not enter
anything - just click "Accept"

DESCRIPTION

DISCOUNT

Included 0.00
PRAYHEHT DUE

VOUCHER
FAYMENT RECEIVED

0.00

CHANGE

0.00

1
':IE Cash Up I Print Bill . Print Kitchen Discount TEHDER - IH-HOUSE GROUP Drawer Accept

(
A

e Shawn does not have access to the "Main Reservations" screen, but for demonstration purposes we have
logged in and opened Jenny's Tours' reservation details. In the "In-House" tab, the transaction we have just
done displays here. In order to see the details of the charge itself, click on it and then on "Display"

WF TovTel Hosprialify 0. NS - [Tern Grid] = =
@ Fil: Edit Modify Setup Process Reports Help HER

T -|.|I=I @' *'[ﬁ&l

Group Number 3 o

Group Description [dennys Touns

Geresl | Finecial | Resowvalions | AddbioralCosts | OuickView | In-House

~InHouse Detai —
@Hnusa Puichases ) £ Invoice/Credit Note History
Transaction # | Date Document # Invoice # Shift # Department
l GINODDT H El
4
\izw Roams by (O Cancelled r
@ Code @ Provisional I
£ Rate Per Person [ Confimed I
" Rate Per Room B in Houss il
Q, New Reservation B Departed I
(O Fuly Pad I
241427 ~| [2msoino -
OHonRev I
g Display 2 Refresh | [Click on Column Header to sort. Double Click on line ta display Transaction.
Add New | Edit | Update | Close
User: James Database Path : C:\Users\Louise\NowtelD atatHospitslipALiveSNoveHLive.mdb
= = s e g gy 123AM
@ mf_z O I@I B |
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Step 9 - Table Cash-Up

Beach Boulevard YWest

Diaz Beach, Mozzel Bay

Tel : 0561 66 53 33
Fae:: 0865 1171 65

Tax : 1234567849

GOODS ISSUE NOTE

4 Continental Breakfast 2408 196.00

4 Fiter Coffee 5.85 45.00
Description : Tahle - 5

Customer JPTOO1 - Upton, Luke «
Rioom : DRODS - Double Room Mr 5

Group 3 HES_#D

# Payment Due 244 00

Taxf' AT Tatal : 2996
Payment Received : 0.0a
Change : —I:II:II:I
Discourt{ 0% 0.o0
Staff member : Shawrn
Payment Date 201411027
Prirt Date : 2014M1127
Time : 082243
Shift Murmber SFTO0006
IMvoice Ciooo0z2
Thank You.
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68 Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

Step 10 - Take Aways

e Click on the "Take Away" icon and then on "New Take Away"

Y I re i @ t[,/
Table Sitings i Deliveries Bar Sales TR —

v ’ Account
Shift Cash Up Shift Report Pagments New Takeaway
Logout

The on-screen keyboard will open, and you can enter a transaction name. You will notice that a "T" is entered
as the default, since it indicates that it is a "Take Away"

1. We have simply entered the number "1" - being the first "Take Away" transaction for the day
2. Click "Accept" to save the description

Enter Takeaway transaction description :

T 1

Accept
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Step 10 - Take Aways 69

¢ The "Menu Categories" screen opens, and the "Customer" has ordered the following:

_ Toke Ay

e ——
el

RN

Sale Cash Up Print Bill Print Kitchen i TEHDER - CASH

e When you click on "Tender Cash", the appropriate payment option can be chosen as explained in Step 9.
Print the bill, and in the case of an "In-House" or "In-House Group" charge, have the "Customer"” sign the
slip. We have selected the "Cash" option, and clicked on "Sale Cash-Up"

Take Away

DESCRIPTION QTY  PRICE
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Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

e The "Customer" hands Shawn R200. When the amount is entered, the system automatically calculates the

"Change". Click "Accept"

Sale Cash Up

Print Bill

Print Kitchen

TRANSACTION TOTAL

174.00

GRATUITY

DISCOUNT

Included 000

PAYHEHT DUE

200.00

o CHANGE

. 26.00

Take Away

DESCRIPTIOH ary  PRICE

DRANER CANCEL ACCEPT

Discount TEHDER - CASH Drawer Accept

e Either start a new "Take Away" transaction, or click on "Table Sittings" to return to the Restaurant
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Step 11 - Deliveries 7

Step 11 - Deliveries

We have created a "Menu Category" for "Deliveries" to be displayed as an "Extra" when the "Lightning
Bolt" is clicked. We also created a "Delivery to Room Charge" that is linked to the "Category". This means
that every time we do a delivery to a room in the Hotel, the "Delivery Charge" will be added to the bill.

Keep in mind that this option will not only be used within the "Facility". You may have a wide range of delivery
charges for "Off-Site" deliveries as well - and you can create it according to different areas in town, or
according to distance from the Restaurant. For example:

e 0-15km R30.00
* 16 - 30km R60.00 etc.

For demonstration purposes, we will do a "Delivery" to a guest in the Hotel, and charge the amount to the
Reservation. Click on "New Delivery"

Table Sittings Taks Aways Deliveries. Bar Sales

Username : Shawn

. ; Account .
Shift Cash Up Shift Report New Delivery
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72 Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

e Enter the "Delivery Transaction Description" when the on-screen keyboard appears. Notice that the "D"
for "Deliveries" are entered by default. We have entered the Room Code for the delivery - DR0O01

Enter Delivery transaction description :

D- room did01

e Mr Viljoen ordered from the "Desert Category" one Choc-Nut Sundae, and a slice of Strawberry
Cheesecake

(%) (5]

e ———
Rl

S

Sale Cash Up Print Bill hil Print Kitchen Discount TEHDER. - CASH Drawer Accept
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Step 11 - Deliveries

In order to activate the "Lightning Bolt" function to access the "Food Delivery Category"”, and to add the
"Delivery Charge":

e Click on the last charge listed (Strawberry Cheesecake) and click on the duplicated charge
e The "Lightning Bolt's" color is now green, and it can be utilized

(o) (o)

DESCRIPTION aTy  PRICE

Strawberry Cheesecake

4

Sale Cash Up Print Bill Print Group Print Kitchen Discount TEHDER - CASH Drawer

e Click on the "Food Delivery Category", and select the appropriate charge rate - In this case it is a R15.00
Room Delivery Charge

DESCRIPTION

Sale Cash Up Print Bill Print Group i
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74 Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

1. The "Delivery Charge" has now been added to the total
2. Click on "Tender Cash"
3. Select "In-House"

(%) (%)

DESCRIPTIOH Q1Y  PRICE

Strawberry Cheesecake

[+ 1 Delivery to Room]
Raom Delivery

—

2
Print Kitchen Discount TEHDER - CASH Drawer Accept

Select the correct "In-House" guest from the list; check that all information is correct, and click "Accept"
Select "Print Kitchen" to send the order to be prepared

Click on "Print Bill" - which must be signed by the guest upon receiving the order, and kept at the Front
Desk with all other purchases by this guest - in order for him to settle all outstanding amounts upon
departure

To finalize the transaction, click on "Sale Cash Up"

Q 0

DESCRIPTION QTY  PRICE

Strawberry Cheesecake

[+ 1 Delivery to Roam]
Room Delivery

Short Stay

4

57 4 3
Sale CashUp |  Print Bill Print Group ' Print Kitchen Sayment Methods ¢ Discount TEHDER - CASH Drawer Accept
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Step 11 - Deliveries

Black 1 Unit 50
0561 BE 55 35
0365 1171 63

Hovtel Hospitality
Diaz Office Park

Invoice IM0Q0TE

YWAT Mumber 1234567849

Delivery: 4
Choc-Mut Sundas 1 307 25.00
Strawberry Cheesecake 1 49 40.00
+ Room Delivery 1 154 15.00
Service Charge 1 000 0.00
Tatal Excl o1s
Tax: q.52
Total : 50,00
Dizcourt Included : .00
Gratuity:
Waitron © =hawn
201411127 032531 PM
SFTO000G
Thank You.
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76 Hospitality Restaurant Point of Sale - 13 Steps to Mastering the Basics

¢ Notice how the system has entered the information of the "In-House Customer" when the "Sale Cash Up"
is being finalized

e Do not enter anything - simply click "Accept" for the charge to be sent to the guest's Reservation

(%] (s}

DESCRIPTION OTY  PRICE

cAsH TRANSACTION TOTAL Strawberry Cheesecake

X 80.00 B

CREDIT CARD 5 GRATUITY

Included

PAYHERT DUE

PAVMENT RECEIVED

07. 00 DRALER CANCEL ACCEFT
|

Print Kitchen Discount TEHDER - IH-HOUSE Drawer Accept

For an "Off-Site" delivery, the "Customer" will have to pay cash upon delivery, and the "Sale Cash Up" is
done when the person who delivered the order, returns with the money

This will be done in the same manner as when the "Waitron" enters the drinks order and clicks "Accept" - in
order to save the order to the "Table Sitting". He or she will then later return to the "Table Sitting" to enter
the food order, etc.

Simply return to the "Delivery"; select "Sale Cash Up" and enter the payment amount
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12 Step 12 - Transferring a Table upon Shift-End

In order to transfer a Table from one "Waitron" to another when a shift comes to an end, the other "Waitron's"
shift must have been be opened first by the Supenvisor

e Click on "Table Transfer", and then on the table to be transferred

A0

Username : Shawn

Table:3

[ 3]

Persons : 2

S

TVTF

1of1

Account

Shift Cash Up Shift Report Papments

Logout

e A window will open, containing all available "Waitrons". Select the "Waitron" to whom this specific table is
transferred - in this case, click on "Stella"

D)
W UJ
Table Sittings Username : Shawn

Table : 3
3

Persons:2

Shift Cash Up Shift Report b Table Transfer
ayments

Logout
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If there is a few active "Table Sittings" and different "Waitrons", the tables can be allocated as follow:
Tables 1, 2 and 3 are transferred to Stella
Tables 4, 5 and 6 are transferred to Jarred

e Table 3 is now inaccessible to Shawn, but when Stella logs in with her password, the table and all it's
transactions will be reflected on her shift

W

Username : Shawn

A

=
=

Stella

g
West, Stella

Account

Shift Cash Up Shift Report Pagments

Logout

e All that needs to happen now, is that Shawn must do a "Shift Cash Up"
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13  Step 13 - Shift Cash-Up

e Click on "Shift Cash Up", and then on "Money Count"

W )
Table Sitings Username : Shawn

Shift Summary
Transactions ltems in Transaction

Table: 1

Table: 4

Table: b
Take Away ID: 1
Delivery ID: 4

Table: 2

3
Shift Total: 1016.50F  print Detailed) Money
8 8 Cash Up
Shift Gratuity: 38.00 Summal o il Count i

Account

Shift Repart [

Logout

1. Enter the number of notes and coins - the system will automatically calculate the total cash amount

2. Calculate the amount of "Credit Card" payments, and enter the "Total" in the field provided - as well as
any other form of payment such as cheques and bank transfers

3. Enter the "Float" amount - which will be deducted by the system
4. Should there be a surplus or shortage, the amount will be printed in red
5. All "In-House" and "Group In-House" transaction totals are listed and added to the "Shift Total"

A\

Username : Shawn

W Money Count

Cash 67400

100000 [0 - Cheque [ om
500.00 ,_":ll Credit Card m
20000 |_1j Bank Transfer 0.00
10000 [ 3 Youchers [ oo 000

snon [0+ Other: 0.00

20 [ 2 Tolal: 52400

oo [ 3+ Float 400.00

= -
<) | Physical 524.00
200 [ 14

oo [0 Surplus : O o.00

Shift Total Cash 524.00

Comments Account Total 0.00
I Houss Total : e 248.50
Group Total 244.00

Other Total 0.00
Shift Total : 1016.50

(Qﬂepon j g;’?j,”g fecept Cancel

Account

Shift Cash Up Shift Report Payments

View Toggle

Logout
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6. Click on "Report" in order to display the "Operator Cash Up Report". It can be printed and signed by the
"Operator”

Cate : AN
Operator Shaun
ShItt Humber SFTIODE
shitt start : AN 26 123227 STt End : OPEN
Operator Cash Up «
CLOSING TOTAL : 01650
camn Srim
- Aot mm
1740
Clhequal 0m
Cradit Carda xm
Bank Tranafar om
Crtiver om
524.00
woughary
om
24
Bhort ! Cwer om
BaLANCING TOTAL : 524.00
on Account om
n Hous 2350
Group m
Citiar om
SHIFT TOTAL : 1016.50
Commants
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e Close the "Report" and click on "Accept"

by

T able Sittings Username : Shawn

Money Count

Cash: 57400
100000 [ 0 :ll Cheque : 0.00
50000 [ 0 Credit Card : 350.00
2000 [ 1 Bank Transfer : 0.00
= Vouchers [ oo
10000 [ 3 0
s [ 0= o Other: 0.00
anon [ 2+ Total: 524,00
1000 [ 3 Float 400.00
o -
a0 ,_“j Physical 52400
200 [ 1= _
=
1o [0 Surplus : 0.00
Shift Total Cash 524.00

Comments Account Total 0.00
In House Total 248.50
Group Total 244.00

Other Total 0.00
Shift Total 1016.50

Erne oo )| oren

3

|

Account

Shift Cash Up Shift Report Payments

View Toggle

Logout

e Click on "Detailed Report"

W

Table Sittings Username : Shawn
Wwest, Stella

Shift Summary
Transactions ltems in Transaction

Table: 1

Table: 4

Delivery ID: &
Table: 2

Shift Total: 1016.50)  print Deta ed N cash U Close
Shift Gratuity: 38.00, Summal Report J# Count P

e
|
|-
|

Account

Shift Cash Up Shift Repart Pagments

View Toggle

Logout
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e This is the first part of the report - reflecting all the Cash and Credit Card transactions, as well as all items
that was set at "No Charge"

Detailed Shift Summary - Supervisor: h
Cashier: Shawn - Shift #SFT00006
Shift Start 201411/26 12:32:27 PM - Shift End 2014/11/28
Time and date report was primted: 20141128 09:25:05 AM
Cash Invoices and Credit Notes h

TEANE # CODE DESCEIPTION QTY EATE
67 (RECO002S)
Takls £] EEDO0L Filtar Coffe 2 24.00
Takls £] ERE Msga Braaicfast 2 1350.00
Tabla =] BREMS Omalstts - Bacon and Tomzdn Filling 1 55.00
Table ] EREGS Comtizanzal Ereakdast 1 42,00
Takls ] GRADND rasmity - Shawn 1 38.00
Takls ] T Mized Fruit Juice 500z 1 12.00
Takls 21 MEE001 Milkskaks Chocclate $00ml 1 2200
VoI MEE0a Milkskaks Chocclate S00ml 200
VOID EREON: Flain Dimalets and Toast 000

TEAN3SACTION TOTAL: ¥ 350.00
70 (RECO002T)
Tabls 24 ALCZO0S assle Lager 375ml — 1 0.00
Tabls 24 ALZD0S Diry Bad Wixe par Glass This is the “h_'lc 1 0.00
Takls 24 EUR4 Pappsr Steak Burger ALL" transaction 1 0.00
Takls 24 DES00L (Choc-Mut Sumds demonstrated in |: 0.00
Tabls 24 DEEIN: Choclase Brovnis and Croam Step 7-zaro i 0.00
Tabls 24 DEE004 Waila and Ios Crezm totals, but the 1 0.00
Table =4 MESI02 Malkexkaks Limse S00ml 1] Stn-l‘.:k" i5 1 0.00
Tabls 24 MIS006 Milkskaka Choc-Mint $00ml 1 0.00
Tabls 24 PLZ03 Bacon and Pinapple Pizz accounted for 1 0.00
Tabls 24 PRECUZ Madiza Rare 1 0.00
Takls 24 ZEADDS Mszal and Calamari Platter 1 0.00
Takls 24 STEDDS Mized Srll 1 0.00

TEANZACTION TOTAL: 12 0.00
75 (RECO0026)
Tales Ay 1 BURMC Hamburgar and Chips 1 60.00
Taks Away £1 EURN0E Sarfar Burgar and Chips 1 70.00
Taks Away 51 MEE003 Milkskale Btranbarry 500 1 200
Taics Away £l MIS006 Milkskaka Choc-Aint 500ml 1 2200

TEANSACTION TOTAL: 4 174.00
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e The second part of the report reflects the transactions that was billed to the "In-House" and "Group In-

In-House Sales «

House" reservations

DOC NO CUSTDOMER AMOUNT

68 G012 DRO0] WILDOL - Viljoem, Taff 16B.50
T8 G013 DRO0] WVILD0L - Viljoem, Jaff ED.0D
MBS0

In-House Sales Group «

DOC MO CUETOMER AMOUNT

4 GIMI011 3 TEN0O] - Fexrrys Tours I44.00
244.00

e Close the "Detailed Report", and click on "Cash Up"

) o

Table Sittings Username : Shawn

Shift Summary
Transactions ltems in Transaction

Table: 1

Table: 4

Table: 5
Take Away ID: 1
Delivery ID: 4
Table: 2

Shift Total: 1016.50)  print 1 Y
Shift Gratuity: 38.00, Summary||! Report Cash Up Close

Account

Shift Cash Up Shift Report Pagments

View Toggle

Logout

W Movtel Hospitality E

Are you zure you want to cash up your
shift?

No
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e Shawn will now automatically be logged out of the system, and the Supenisor must log in to complete the
"Cash Up" procedure

e Click on Shawn's name, and see how the transactions done during his shift, are display in the left-hand side
of the window. Select "Supervisor Shift Cash Up"

[

W Supervizor Shift Cashup
File Reports Credit Mote

Supe“ri

Transachon (SFTI0008)

qsup  EHIEIsUP00001

Customer Table f TA Type Shift # User Total Invoice Date u
Table 1 Sales .
[5ti] L0 Table 2 Sales 168.50 Restaurant
hll Table 4 Sales 0.oo
74 JPTOO1 Table 5 Sales 244.00 SFTO0002 Stella
7a Ta Sales 174.00
7E Lo : ] Al
Bar
SFTO0005 Alex 0.00
ont Desk
00001 James TEA08.00
Shop
SFTO0003 ick 0.00
SFT00004 Fes 1200.00 2014411419 =

-

Shiriatal: 7892650

Supervizor
Edit Shift

Q¥ Batch Shift @ Single Shift

Supervizor
Shift Cazhup

Cloze ‘

Mo

Copyright © 2014 Novtel® Louise Janse van Vuuren




Step 13 - Shift Cash-Up 85

Import Status
Shift Humber Status Error
SFTO0004 Successhul
] | o
Done.
llllll ll lll Succesziul Failed Documents K_ Cloze b

e The data is sent to Pastel

This concludes the Hospitality Restaurant and Bar POS Tutorial. For more information,
please register on Novtel's Forum: http://www.novtel.com/forum/index.php
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OUR PRODUCTS

Our Pastel integrating software include products for:

® Property Management
NOVTEL GROUP ® Vehicle Hire*

e SelfStorage

VAT Numb J ® Equipment Hire*
R ® Relations Management®
WWW.NOVTEL.COM e Hospitality*

South Africa Tel: 086 N . Contract Management
e Toilet Hire*

® Service Business Rental

. Point of 5ale: Retail*

® Point of Sale: Restaurant®

- ® Workshop Management®
e Gate/ Facility Access Control*
 ® Standard Operating Procedure (SOP) Management®

e

®

]

»
"

¥

b

* Lan also be used as stand-alone applications

OUR WEB PORTALS

NOVTEL APPROVED DISTRIBUTORSS S

I SOUTHAFRICA | Glanl A

SeuthernCape PROPERTY ONLINE

viel

KwaZuluMataf ANOVTEL COMPANY mﬂm I8
Gauteng
| INTEENALTIOMAL | Global Property Online and Country related Website Portals are the marketing

medium between Estate Agents | Private Owners and Property Buyers |
Renters. These Portals also include an Online CRM (Customer Relations
Management) System:

Australia

® Global Property Online — www.globalpropertyonline.net
» Buy Property in Spain —www.buypropertyinspain.net
R * Property in Portugal for sale —www.propertyinportugalforsale.com

e Australia Property — www.australia-property.net

® BLOG - www.blog.globalpropertyonline.net
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