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Introduction 3

Introduction

Nowvtel Hospitality is a powerful, yet extremely easy to use central reservations management system. The key
aspects of the reservations system are as follows:

Fully automated seasons and rate structures calculated when reservations are made
Powerful grid view of reservations for 5 years

Powerful group reservations features

Automated holding deposit management

Fully automated refundable breakage deposit management

Automated commission management system

Mowe, extend and shorten bookings with a click of the mouse, with ease in seconds
Integrated forms designer to customize stationary of all printed documents

Night audit allows complete audit trail of all transactions

= ©® N gk~

0. Automated booking current color coded status tracking as follows:

e Canceled — (Bookings can be canceled but cannot ever be deleted)

e Provisional — (Auto pop-up when deposit payment is overdue)

e Confirmed — (Automatic when deposit is paid)

¢ In-House — (Deposit automatically applied to Guest account on arrival)

e Departed — (Guest departed but amounts are still due on booking)

e Fully Paid — (Guest departed and booking is fully paid)

e Non-Rev — (No charge for the booking made)
11. Powerful Integration In-House charge management and accounting key aspects:
> Novtel’s Own Products

¢ Novtel Restaurant Point of Sale fully Integrated

e Nowtel Shop Retail Point of Sale fully Integrated

¢ Nowtel Access Control systems fully Integrated

¢ Novtel Relations Management fully Integrated 3rd Party Products
e Pastel Accounting — Partner and Express Fully integrated

e Pastel BOM Manufacturing (Food Cost) — Fully integrated

e Pastel Multi-Stores Management — Fully Integrated

e Pastel Inventory Management — Fully Integrated

> 3rd Party Products

e Microsoft Word — Novtel database available as bookmarks in Word. Document printing in word from
each booking in seconds

e Microsoft Excel — Dump grid in Excel with all reports in it with just one click
e Automated Online Bookings with various options to choose from

Please note that the Nowvtel Point of Sale manual, and the Restaurant Point of Sale manual are available
separately

Copyright © 2015 Novtel ® Louise Janse van Vuuren
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2 Step 1 - Setup Company

¢ In order to set up parameters for the Nowvtel Hospitality Software to operate within, your company details and
settings must be setup correctly. To get started, click on "Setup - Company"

" Movtel Hospitality ﬁ.I:I.I:I._EI - [ Ttern Grid]

W File  Edit Mudi% B”-:n:ess Reports  Help

Cormpany =~

dh Interfaces k 5
User Defined Fields e |
Users / Passwords ﬂi: 219::"

Documents .-
Zeasons .-
Cash Drawer .-
Database et

Reminders .-

Tag Reader .-
Authorization .-

¢ |n the "Company Details" Tab, complete all the fields and make sure that the spelling and details are 100%
correct, since it will be reflected on all documentation

W Company Setup

{ Company Details General T Financial T b emberzhip T POS T Images

Mame : |Nl:|vte| Hoszpitality Demo Carmpary
Tel: |0B61 66 83 35
Faw: |D3E51171E5

Cell: |l

Company Email ; |$ales@navlel.cam

Addiess - [Diaz Office Park

Block 1 Unit 30

Beach Boulevard "West
Diaz Beach, Mosszel Bay
South Africa

Email Address ;| sales@novtel com

VB.0.0.9 [Far this computer)

Computer Location : [Faorum ddministrator
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Step 1 - Setup Company 5

e The following are to be set up in the "General" Tab:

1. "Automatic Refresh Interval" - we have set the interval at 60 seconds, which means that the system
will "Refresh" often enough to reflect changes made, without manually "Refreshing" the system -
although you can manually "Refresh" as often as you like, directly on the Grid

2. The number of rows on the Grid represent the number of rooms/units to be viewed at once. We
recommend 15 to 18 rows in order to enable a full screen view of all the necessary functions
incorporated in Novtel Hospitality. Please note that this will only come into effect when the rooms are
created

3. The number of columns on the Grid represent the number of days to be viewed in advance - we always
select 45 days, but you can set your own number to accommodate your preferences

4. It may happen that a unit is rented out on a monthly basis, and then the billing will be done differently
than "Short Stay" billing. In order to activate monthly billing for this purpose, select "Yes"

5. Nowtel incorporates a full "Access Control" system (Using Tags for room and facility entry), which
integrates with all other Novtel products. Should you make use of this system as well, activation for
"Access Control" is done here

6. If you make use of rental agents, you can "Activate Agent Commission" in this screen

" Company Setu
pany p

e ——

Compary Details T { General , T Financial T M embership T FPOS T Images

Automnatic Refresh Interval n 60 Seconds

Enter 0 to disable sutomatic refrazh

Murnber of rows on Grid g 16
Mumber of columns on Grid E’ 45

Activate Monthly Biling @) & ves ¢ No
Aclivate Access Control a(" ‘es & Mo

Force Agent Commission G(" ez (# Mo

Default Time In - [14:0000  — @ Default Time Out [10:00:00 =

Allow reservations ta averlap by 9 |_1:|| days
Allow Grace Period of 9 |_1j hiours

Unigue Rate Desc

Allow - Cancel Reservation with outstanding Balance
Allow Additional Costs Posting anly for In House Status
Allov changing Status to In-House for Future bookings
Activate Movtel Online Bookings

A Demo Mode

5

e

i R R i

7. Set the default times for guest arrival and departure

8. Overlapping of reservations are not recommended, but you can set it to the number of days that you
wish

9. The "Grace Period" will allow the guest to delay departure for the time setup here - usually an hour.
However, should the guest exceed the "Grace Period", he or she will automatically be billed for an
extra day

10.When the "Unique Rate Description" option is ticked, you will not be allowed to create a code or
description more than once. The system will instantly warn you that the code or description is in use
already

11.Select the applicable options in the rest of the "General Tab" as you wish. Remember that you can
always go back to change settings to fit your company's specific needs

Copyright © 2015 Novtel ® Louise Janse van Vuuren



6 Novtel Hospitality Manual V3.01

¢ In the "Financial" Tab, there are 5 different fields to be set up:

1. VAT | GST / Sales Tax - Select whether or not to use Tax; Enter your company's Tax Number and
select the standard percentage for the tax rate

2. Service Charge - The "Charge Code" for the "Service Charge" is setup in "Edit - Charges", and
then entered here by clicking on the magnifying glass and selecting the "Charge" from the list. Tick the
check-box to set tax on the "Service Charge", or alternatively leave it blank for no tax. Set the
standard percentage for the "Service Charge". The "Service Charge" will automatically be added to
every reservation when you select the option to "Include Service Charge in Charge Total". For
example: On a inwice total of R1000.00, the "Service Charge" will amount to R30.00 for a total of
R1030.00 payable by the guest

3. "Update Customer Invoices and Credit Notes" - Select the format for the documents

4. "Update Selling Prices" - Select the automatic "Rounding" number in transactions, and if you want
to set a "Default Mark-up Percentage" you can enter the percentage here (Leave the percentage at
zero if you choose to hawe different mark-up percentages on different products)

5. "Season Processing" - Seasons are used in the Hospitality Industry, and rates are connected to the
applicable season. Tick the check-box to "Allow Seasons", and to activate the option in the "Setup

Menu"
W Company Setup @
Company Details T General T { T tembership T POS T Images
G-VAT /GST / Sales Ta 6‘ Update Customer Invoice:
UseTan (% Yes  HNo Mext Invaice Number Fomat IEIDDDDLM
[AANNNNNN]
Tar Number |123455733 Invoice Date Method Im
Default Tax Type — Update Customer Credit Nate:
[1-viat - Standard rated [14%) =] E:lﬁ;act';ﬂmﬁmumba | BT

ServiceCh. — Update Seling P
9 EISAIE Tax on Service Charge r [P i L

Charge Code Service Charge |3 % Clear et slinoincs s I v

[eERa0 ] [Fervis Chorce Example: 01.05 [11.33 to 0.35) 0,50 (033 ta 050)

Diefault b arkup Percentage I a

Invoiced Service Charge Code - Link to Charge Code Clear
[sERo0T & [Service Charge

Season Processing
Include Service Charge in Charge Total r Allow Seasons Il ‘

V6.3.0.8_i
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Step 1 - Setup Company

» In the "Membership" Tab, a cash account can be
created in "Edit - Customers"

selected for "Members" to the facility. The account is

Edit Customer

Account Code
Descrption
Customer Categary

Country

MEMOD

|M emberzhip

|EIE - Member's Clubsg

=]

|S|:uuth Africa

4

e In order to insert the "Membership Cash Account", click on the magnifying glass in the "Company Setup

- Membership Tab"; browse for the correct account; click on it and then on "Select"

W Cornpary Setup

Compary Details T

General

Membership Cash Accounts

T Financial

VE.0.0.9

POS |

Images

POS Buttan Caphion

1 | Clear | li
" Custormers @

Murnber Dezcrifion Telephone Fax ﬂ Eefresh <F5s
FOUOODT | Fouriel 0 avid 051 777 444 111|051 777 444 1M1
FRAI0T Douglas 031123456 789|031 123 456 7839 Add New <FB>
GROOOT 055123695 745 | 055123 698 745 e
HE*001 0031 123 456 789 | 0031 123 456 789 El
LANOOT  |Lang 041123 741 852|041 123 741 852
LOUO0T 055 369 253 147 | 055 369 258 147
MALODT 012123 456 789|012 123 456 799
MARDDT 011 213 456 987|011 213 456 997
RADOM  |Rademan, Jake 022 321 654 987 | 022 321 654 997
SMEOOT  |Snell. Dave 033777 835 999|033 777 898 999
UPTOOT | Upton, Luke 012 321 654 987|012 321 654 997
VILDOT | Vilioen, Jeff 051 258 369 147 | 051 258 363 147 E‘

Search Gelect <F?>

{* Mumber " Description

Cloze
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e The setup in the "POS" tab is extremely important:
> Front Desk / Shop

W Company Setup

e

Company Details T General T Financial T

tdemberzhip T

Images

( pos ) I

Front Desk/Shop

Enable Discount 0 - Use Detauk POS Shop & %
b Discount Percentage |5 ZI ‘Shuw Inventom De:lails o v
Print Access Permit [ Enatle Sales / Rep Code r
Display Footnote on Front Desk Documents 9 M Remove item without Supervisor permission v
Display Foatnote on Shop Documents v

1. Tick the check-box to "Enable Discount" if you want to utilize this option, and enter the "Maximum
Discount Percentage" allowed to be allocated by any "System User" in these departments

2. "Footnotes" are created in "Setup - Documents". Tick the respective check-boxes to display these

footnotes on the "Front Desk and Shop Documents"

3. There are 2 POS systems to choose from. If the "Use Default POS Shop" option is selected, the following
screen will be displayed when "Front Desk and Shop" sales are performed:

" Sales 9
. Select ltemls) = Default POS Screen
Barcode | Code D escription el -
CASOM Cazidy Youcher [
WWW.1Nnov tel cOImn CLOOMmM T-Shirt with Logo Size Small =
. CLOoo2 T-Shirt with Loga Size Medium —
Nick CLOODZ  T-Shirt with Logo Size Large
q R CLOOo4 T-Shirt with Logo Size #L
Multi Store: CLOODS  T-Shitt with Laga Size )<L
Selected ltem(s) CcLoQo? Hat - Peak with Logo

- — - CLOOO2  Hat- Cap with Logo

Aty | Code | Description | Pricel... | CLOoO0g Hat with Loga - Kids

Juian Orange Juice 5000

Julooz Guava Juice S00ml

Juinng Apple Juice 500
JUloo4 P iwed Fruit Juice 500mI a2
< | m +
i‘ Search by :
4 Pastel Inventory Details
On Hatd: 000 OnOrder: 000 S Sold: £.00 Balancze:
Change : 0.00
Service Charge ; 0.00 Overall Dizcount ; ’I]_ j‘
&pply Service Charge W 0 - 0 0
V6.3.0.8
<F3r - Mew Cash Up Payaut <FB> - Quotations shitt:  SFTO0011 Close

e Also note that the check-box to "Show Inventory Details" are selected in the setup screen. This means
that the "Inventory" in Pastel will be displayed directly in the POS screen
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Step 1 - Setup Com

pany

e For demonstration purposes, we have now un-ticked the "Use Default POS Shop" and "Show Inventory
Details". The "Pastel Inventory Details" are not displayed, and the "Combination POS" screen is in use
for all POS transactions at the "Front Desk" as well as the "Shop"

www.novtel com

W Company Setup @
8
Compary Detailz T General T Financial T tembership T ( POS ) T Images
Frant Desk/Shop
Enable Discount I r ﬁ -
) = r
ax Discount Percentage I5 j S lerta Dl ) r
P’_'m Access Pemit " Enable Sales / Rep Code Il
Dizplay Footnate on Front Desk Documents ¥ Remove item without Supervisor permissiorn I3
Dizplay Foatnote on Shop Documents I VE.3.0.8
T
" Sales - Shif Mumber SFT00011 =3
ONOW Nick Combination POS Screen I PAYMENT DUE
Multi Store: | 0 0 0

—

Inventory Details are not
displayed. Tick the check-box
in "Company Setup” in order to
activate the option

Select Item(s] elected Item(s) :
Code | Dascription | Fate Inclusi... I Barcode | = City I Code Description I Frice IncII Package Code|
CAS001  Casidy Voucher 50.00
CLOO0  T-Shirtwith Logo Size Small 120.00
CLOoO0Z2  T-Shirtwith Logo Size Medium 120.00
CLO00F  T-Shitwith Logo Size Large 120.00
CLOO04  T-Shirtwith Logo Size XL 140.00 1
CLOO0E  T-Shirtwith Logo Size XxL 160.00 3
CLOOD?  Hat-Peak with Logo 80.00
CLODDE  Hat- Capwith Logo 85.00
CLOO09  Hatwith Logo - Kids 50.00
Juinot Orange Juice 500ml 12.00
Juiooz Guava Juice 500m| 12.00 =
Juioon3 Apple Juice 500m| 12.00
Juioodg Mixed Fruit Juice 500m| 12.00
Juioos tango Juice 12.00
SCD009  Coke Zero 350ml 12.00
SDC001T  Coke 350ml 12.00 1212121212,
SDC002  Sprite 350ml 12.00
S0OCO03  Fanta Grape 350ml 12.00
SDiC004  Fanta Orange 350ml 12.00
SDC005  Cream Soda 360ml 12.00
SDCO06  Appletizer 350ml 15.00
SDOCO07  Grapetizerasiml 15.00
SMADDT  Lays Plainly Salted 30g 5.00
SMADDZ  Lays BEQ Chips 300 5.00

Copyright © 2015 Novtel ® Louise Janse van Vuuren



10 Novtel Hospitality Manual V3.01

1. As soon as the option is selected to "Enable Quick Scan", the "Setup Scale" field is activated. This
feature was deweloped for companies using scales for items to be charged according to weight. The
"Barcode" is generated according to the settings entered here, and the weight and rate is calculated by
Nowtel. Please note that the detailed explanation on the "Setup Scale" feature is not part of this tutorial. A
Nowtel Specialist will assist in setting up the scale itself, and training will be available on how to utilize this
option

2. To enable a "System User" to "Remove an Item without Supervisor Permission" in the POS window
when a "Charge" was inserted wrongly, tick the check-box to activate the function. If un-checked, a
"Supervisor" will need to enter their password in order for the "User" to proceed with the transaction

[ Cornpany Setup @I
Company Details T General T Financial T Membership T FO5 T Images
Frant Desk/Shop nsemp Scale

Enable Discount v Use Default POS Shop I . -

- :I 5 uick Saar I “wieight From Barcode Start Position [7) 7
Max Discount Percentage = Show Inventory Details I “wieight From Barcode Length [5) 7
Print Access Permit r Enable Sales / Rep Code r

. “wieight From B de Digits After Decimal [3)
Display Footnote on Frant Desk Documents ¥ Remaove tem without Supervisor pemission 9 i ight From Barcods Digts After Decimal (3) |3
[

Digplay Faotnate on Shop Documents

Rate Code In Barcode Length (6] ’5_ V6.3.08

» In-House Charge section

e Charge Codes for In-house Restaurant/Bar Charges; POS/Shop Charges and POS/Shop Payout
Charges are created in "Edit - Charges". Enter the Codes by clicking on the magnifying glass;
browse for the code, and select it

> Restaurant / Bar section

® Nowvtel Hospitality incorporates a full Restaurant and Bar Point of Sale System. This is not part of
this tutorial. For more information, please refer to the Restaurant POS Manual, or register on the
Nowvtel Forum for detailed discussions on the subject: http://www.novtel.com/forum/

index.php)

> General section

e Select the options that will suit your company's needs best

» Cornpany Setup @
Company Details T General T Financial T Membership T POS T Images
Frant Desk/Shap Setup Soale
Enable Dizcount v Use Default POS Shop r . -
et B W “w/gight From Blarcods Start Position (7] I?_
Mai Discount Percentage |5 Z‘ Show Inventory Details r “wieight From Barcode Length (5] 7
Fint Access Permit [ Enable Sales / Rep Code r . L .
Dizplay Footnate on Front Desk Documents ¥ Remaove item without Supsrvisor permission v Weight From Barcode Digits Ater Decimal 3) |3
Dizplay Foatnote on Shop Documents i Rate Code In Barcode Length (8] B
dr I;Hmuse Charge }
Estatrant/Bar In House Charge Code
‘EAF\Dm ﬂ ‘Bar Charge Cer Allow Back Posting of In-House Charges r
POS#Shop In House Charge Code
‘F‘DSUD‘I ﬂ ‘F'DS Charge Clear
POS5/Shop In House Papout/Credit Hate
‘PAYDD] ﬂ ‘Payout Charge Clear
Reprnt Bil with Supervisor permission [~ Delay after Card Read [Seconds) 0 +J
Femove item without Supervisor pemizsion v Allow close table without Transactions W
Print Bil/Receipt combination instead of Receipt [ Display Footnote on Bar Documents W
Print Kitchen slip on Kitchen and ‘waitron printer v Display Footnote on Restaurant Documents W
Allows Restaurant/Bar Dizcount V¥ SetFocus on Payment instead of Gratuity i~
Dizcount with Supervisor permizsion ¥ Allow No Charge Transactions W
Max Discount Percentage 5 :[ Use Bulk Quantity (Touch-Sereen keppad) r
Table Transfer With Supersizar Permizsion r
Murnber of Tables 25
r G_eneral
Posting of Shortages/0ver Joumnal by Supervisor Shift Cashup v
Hide Shift totals on M oney count r
Lize Detailed Shift Report (Unchecked - Detailed Cash Split Repart] [
Supervizor Cashup - Print Negative Stock Validation Report v VE.2.08
Digplap Receipt az Invoice [Mot recomended) r o
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Step 1 - Setup Company 1

¢ In the "Images" tab, insert the path for the "Room Images" - When you take pictures of the units or rooms
with a digital camera, the images can be stored in this location

" Company Setu
[y P

Company Details T General T Financial T Membership T FPOS T

Foom Images Path C:AUzersLouisePictures\Room Images ﬂ h

| V6308 i C-A_c:cept 1 Cancel

e Click "Accept" to save the changes in all the tabs
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3 Step 2 - Setup Users and Passwords

e |t is very important to set up "Users and Passwords" in order to:
» Keep track of each "User's" activity

» Permissions are set for each "User" according to the area of work. For example: If Stella is working in
the Restaurant, her password will only grant her access to the "Restaurant POS" system. The same
goes for James who is working at the Front Desk of the Hotel - his permissions are set to only access
the part of the system pertaining to his job

» Each "User" is responsible for the "Daily Takings" during his / her shift, and the totals must balance -
therefor it is of utmost importance that the passwords are kept secret

> "Supervisors" must also be created as "Users" in order to open and close shifts and perform the cash-
up that sends the data from Nowtel to Pastel

e Click on "Setup - Users / Passwords" and click "Add"

W Mowvtel Hospitality 6.0.0.9 - [ Trern Grid]
W File  Edit Modi [Setup rocess  Reports  Help

Ton Comparny
dh 'I.II:I it

— Interfaces »

o F User Defined Fields
i

sers § Passwards

Documents
Seasons
Cash Drawer
Database Set

Reminders

Tag Reader

Autharization
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Step 2 - Setup Users and Passwords

13

¢ In the "General" tab, enter the User Name; Unique Password; The User's First and Last Name. If you make
use of "Tags" (when Nowvtel Access Control is used in conjunction with Hospitality) enter the "Tag Code"

which will serve as an access key

W Edit user |
Permizsions T Faztel

IJzer Mame IJ ames
Password  |12314

Tag Code I

Firgt Mame IJ ames

Lazt Mame I'West

V6.0.0.9 Accept Cancel

e Proceed to the "Permissions" Tab, and select the "Permission Type"

"Administrator" who will have access to all the functions listed under the "ltem Grid"

Restaurant, Bar, Supenvisor Cash-up and the Shop

" Edit user

—

[eneral T Permizsions

Restaurant
Bar
Shaop

Supervizor Cazhup
Cuztam

Edit Fooms

Edit Branches
Edit Charges

E dit Categories
[dpdate [rvoices

Select Howvtel Database

Interface / Company Setup

SEREE

LY

Accept

Cancel

- in this case James is the
- excluding the
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e In the "Pastel" Tab, you can select the specific "Multi-Store" in Pastel to which the data is sent for this
User - provided that the "Multi-Store Module" is installed in Pastel. If not, the "Default Store" will be
selected

e If James is set up as a user in Pastel, you can select him in order to "Import Customer and Supplier
Documents to him as a Pastel User"

e Tick the check-box: "Link to Pastel Database", and click "Accept" to sawe all the details

" Edit user

[eneral T Permizsions

00T E|Default5tnreh |

|23 J |Default Store |

Import Cugtomer Documents to Pastel User
(00~ James h -

Import Supplier Documents to Pastel Lzer

|I:I|:I-James h j

Link, ta Pastel Database { [w , |

Cﬁ.—ccept 1 Cahizel

Copyright © 2015 Novtel ® Louise Janse van Vuuren



Step 2 - Setup Users and Passwords 15

e Set up all "Users" for all sectors as shown in the image below. When you click on a name, the permissions
for this user will reflect in the field beneath it. Please note that for "Restaurant Users", an extra tab is
activated where a specific "Gratuity Charge" per "User" is selected - after being created in "Edit -
Charges". However, this is explained in the manual: Restaurant Point of Sale

Setup Users # Passuwords

| Uzers | Group -
ﬂ P, Bar il
€ James Adrniriiztrator
£ Janed Restaurant -
£ nick Shop T
R estaurant
ﬂ Sup Supervizor Cashup -
4 | m | b
pdd | pelere | Edt
r{EermissiDns faar Stella)
|zzue Credit Motes ;I

I

Restaurant

Bar

Supervisor Cashup

_
Shop LI

V6.0.0.9 . -

e \Whenever you need to make changes to a "User", click on the name; click "Edit"; make the changes and
"Accept" to save

e To remove a User from the system, click on the name, and then "Delete"

Copyright © 2015 Novtel ® Louise Janse van Vuuren
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Step 3 - Setting up Seasons

In "Setup - Company - Financial Tab" we hawe activated the option to use "Seasons". Many companies in
the Hospitality Industry setup the "Seasons" two years in advance

e Click on "Setup - Seasons", and click on "New Season"

i Movtel Hospitality 6.0.0.9 - [ Ttern Grid)
W File  Edit Modi

‘|_|I:I Uy
dh I — Interfaces ¥

dzer Defined Fields

ocess  Reports  Help

Company

07
Mow
2014

iy sers f Passwoards

DROM Q,

DRODL -I Documents
DRO0Z Seazon:

Cash Draweer
Database Set
Reminders

Tag Reader

Autharization

-L------

W Seazon Setup V6.0.0.9 'l-E?-

Low Season 20152/ 2015/03/31
High Season 540 2015/05/31
Low Season 2MMSMEM 2015011730
High Season 0M5AZM 20060 |
Low Season BN 201603 |
High Seasan 2016/04/M 2016/05/31
Low Season MEMEM 200611730 T

I T
200406429 2004/08/29

| | Cloze |

@e-w Seama,‘
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Step 3 - Setting up Seasons 17

e As you will notice - the last "Season" that has been setup, was "Low Season" for the period of 2016/06/01
to 2016/11/30. Therefor, the "Start" date for the next "Season" will automatically be selected by the
system, and cannot be changed

e Click in the "Description" field, and enter "High Season"

e Click on the arrow beneath the "End Date" in order to open the calendar. Select the month and date for the
"Season" to end

¥ Season Setup £X
Description Start Date End Date

Low Seazan 2015/02/01 2015/02/31 -
High Seazon 2015/04/01 2015/05/31
Low Seazon 2015/08/01 201511430

High Seazon 20152/ 2016/01/1 |2

Low Seazon 2016/02/01 2060300 |7
High Seazon 2016/04/M 2016405/ 31
Low Seazan 2EI'I B/06/01 2016411430

Description
High Seasan 201 E/12/01 201 ?f*m@ -

Mew Seazon | Edit Seaszon | Apply * January 2017 A

226 27 28 23 30 A
12 3 4 5 B F
2 9 1m0 11 12 13 14
15 16 17 18 13 20 2

22 23 25 25 27 28
V6.0.0.9 i BT 2 3 4
| Ty Today2014/11412

e When you are sure that the details and dates are correct, click on "Apply" in order to save the "Season"

W Zeason Setup @
Deszcription Start Date End Date
Low Seazan 2015/02/0 2015/0343 -
High Seaszon 2015404/ 2015/05/31
Low Seazan 2015/08/01 201511430
High Seazon 20152/M 20MB/0/31 |2
Low Seazon 2016/02/M 2016/023/341
High Seaszon 2016/04/0 2016405431
Low Season 2016/06/01 2016411730 7
M T
High Seasor| 201612401 20017/01/31
Mew Seazon | Edit Season | | C pply J’ Cloze |

e To enter more "Seasons", click on "New Season" again and repeat the steps. When you are done, click
"Close"
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Step 4 - Creating Guest Tariffs

In order to link a tariff to a room and also to a season, it needs to be setup in a specific way. Keep in mind
that different size rooms are found in a hotel, and different units in a resort can accommodate a different
number of people. Therefor the rates will differ according to the type of room. This could give you an idea of
how to create "Guest Tariff Codes":

» SR001 - Single Room Low Season

» SR002 - Single Room High Season

» DRO001 - Double Room Low Season

» DR002 - Double Room High Season

» HS001 - Hotel Suite Low Season

» HS002 - Hotel Suite High Season

» GRO01 - Group Per Person Low Season
» GRO02 - Group Per Person High Season

» GRO03 - Group Single Low Season (A Single Room is always more expensive since it can accommodate
only one person - even in a "Group" setting)

» GRO04 - Group Single High Season

Camping Sites may also be part of the facility. Create "Guest Tariffs" per "Site" (Room), or per person per
night, for every "Season"

Click on "Edit - Guest Tariffs" and click "Add New"

Q Mowtel Hospitality 6.0.0.9 - [ Tkern Grid]
» Fi@EdEi odify  Setup  Process  Repd

L[ ]

—
Foom

Custarmers

Suppliers

Branches

Charges

Guest Tanffs h
Menu Categories

Group

Specials

Charge Price hatrices
Country

2| 2l zliallsliellel 2
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e Enter the "Tariff Code" (DR001), and then the Description - in this case: "Double Room Low Season"

e Enter any "Detailed Notes" pertaining to the specific room in the field provided
e If you enter the tariff in the "Rental Room Incl" field, it means that the rate is for the room, VAT inclusive.

We will show you how this is managed by the system when making a reservation

W Edit Guest Tariff

M arne DRO01

Dezcription |D|:|ul:|le Foom Low Seazon *
Seaview room
Shower - Hao Bath

Detailed
Maotes

=

Fental Roam [nel

Fental Persan Incl

0.00

Accept ‘ Cancel ‘

e If you enter the tariff in the "Rental Person Incl" field, it means that the rate is per person, VAT inclusive

W Edit Guest Tariff

CROM

M ame

Dezcription |Dn:nu|:n|e Raoom Law Seazon

Seaview room
Shower - Mo Bath

Detailed
Motes

EXS

Rental Room [nel

0.00

ental Perzon [ncl

Accept Cancel

e Click "Accept" to sawe the "Tariff"
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e Click "Add New" and repeat the steps until all "Tariffs" are entered according to your criteria. Please note
that the number of "Tariffs" are unlimited. You may have as many or as little "Tariffs" as you wish

W Guest Tariff Setup VE.0.0.9 | =&
DROO1 Double Room Low Seazon
DRO0Z Double Room High Season
GROO01 Group Tanff PPS Low Seas...
GRO0Z Group Tariff PPS High Sea...
GRO03 Group Tarniff Single Low Se...
GRO04 Group Tanff Single High Se...
HS0m Hotel Suite Low Seazon
H5002 Hatel Suite High Seazon
SROM Single Room Low Seazon
SRO0Z Single Room High Seazon

Narne \DRO0T

Dezcription |D|:|u|:ule Room Low Seazon

Detailed Seaview room

Motes Shower - Ho Bath

C-’-‘-.dd MHew } Delete Cloze

¢ In order to make changes to a "Tariff", click on it; then on "Edit"; make the changes and "Accept" when
you are done
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Step 5 - Creating Rooms

e There are different rooms and units in a hotel or resort. Every unit must be created separately, and coded in
a logical manner. This is an example of how to create room codes:

» SR001 Single - Room Nr 1

» SR002 Single - Room Nr 2

» DRO001 Double - Room Nr 3

» DR002 Double - Room Nr 4

» HS001 2 Bedroom Suite - Nr 5
» HS002 2 Bedroom Suite - Nr 6

e Camping Sites must also be created as "Rooms". Depending on the number of "Sites", it can be coded as
follow:

» CAMO01
» CAMO002
» CAMO015

e Click on "Edit - Rooms" and then "Add New"

Q Mowtel Hospitality 6,0.0.9 - [ Ttern Grid]
» Fi( Modify Setup  Process Report
Foom
(] ] 0 ‘
ustarmers
. 1
Suppliers o
4 |20
Branches Tl
Charges
Guest Tariffs

Menu Categories
Group
Specials

Charge Price Matrices

Country

al =l sllelieliallel 2
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Enter the "Code" and "Description" for the room

Tick the check-box to "Create Room in Pastel" - it will then automatically be imported to Pastel. If the
option is not selected, you will have to create the room manually in Pastel

In the "General" Tab, select the "Branch" this room belongs to. (Setup is done in "Edit - Branches", and
the function is to group the room types together on the Grid according to the color assigned to the
"Branch". Please register on the Nowtel Forum for more info pertaining to the subject)

Tick the check-boxes to:
» Show on Grid
» Show on Web (For internet bookings in conjunction with Nightsbridge)
» One Day Booking (Room allocated for "Short Stay")

» Monthly Billed Item (Room allocated for "Long Term" rental only) - Either select this option OR "One
Day Booking", but not both

Leave the "Guest Tariff" field blank. When the "Seasons and Rates" are linked to the room, the applicable
rate will automatically be selected by the system when making reservations (Explained in Step 9)

" Add Mew Roorm @

Code  |SRO03 ﬁ
Dezcription ISingle Roorm Mr 10 @eate Room In Pastel h
Detail: T Financial T Uzer Defined Fields T Pasztel Interface T Fixed Add Costs

Branch [] ISingIe Hatel Room, Single Hatel HDDILI Show On Grid

<]

it 4

Guest T ariff I EI Subhire [tem

konthly Billed [tem

U -

Show OnwWeb

i0ne Day Booking

<]

V6.0.0.9 ' Accept | Cancel |
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¢ |n the "Details" tab, enter all details pertaining to the room in the field provided
e Enter the number of beds in the room - in this case it is a "Single" room: It contains 1 single bed, and
accommodates 1 person

W 2dd Mew Room

]
Code SRO03
Drezcription |Single Room Mr 10

[v Create Room In Pastel

General Financial T |Jzer Defined Fields T Faztel Interface T Fixed Add Costs

Detailed Description of Room

Seaview Room

Direszing room table
Chair

Bathroom with shower - no bath

¢

Single Beds: I_'I%] Double Beﬁs: ]El_j .ﬁ.ccummudates:l'l_ =

Vv6.0.0.9

E

Accept | Cancel
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e Remember that we have set up "Guest Tariffs" according to "Seasons" in Step 47 It is in the "Financial"
Tab of creating a room, where the linking of the "Season" to the tariff and room will be done

e See how the "Seasons" that have been set up in Step 3 already display in the window, but no "Rates" are
linked to it. In order to do the linking, simply double click on the first "Season" in the window

" Add Mew Roorm @
Code IW
Dezcription ISingIe Roorm Mr10 W Create Boom In Pastel
General T Details IJzer Defined Fields T Fastel Interface T Fixed Add Costs

D escription Start D ate End Date Cateqomy Rate
Low Season 201441043 201441130
High Seazan 2014420 20150131
Low Seaszon 20150201 20150331
High Seazaon 20150401 20150531 =
Low Season 20150801 2015411230
High Seazaon 2015420 201601431
Loww Season 201640201 201603531
High Seazon 2016/04.01 2016/05/31 =

Add Guest T ariff to Season

EI Seazon Setup |

_ Default Charge to Use:
Accommodation Tax: I'I-"\-"at-Stanu:Iard rated [14%) ;I * PerBoom  { PerPerson

V6.0.0.9 ' P Cancel |

e The "Guest Tariff" window will open. Select the "Single Room Low Season" tariff

ﬁ Zelect Guest Tariff @
Code | D ezcription | Price Per B oom | Price Per Perzon
DROmM Double Room Low Seazon 0.o0 200,00

DRO02 Double Room High Season 0.0 400,00

GROM Group T ariff PPS Low Season 0,00 . Cancel
GROO02 Group Tariff PPS High Season

GROO3 Group T aniff Single Low Seaszon

GROO4 Group T aniff Single High Season 200,00

HS0mM Hatel Suite Low Seazon 3R0.00

HS002 Hotel Suite High Seaszon 450,00

SREO01 Single Boam Low Seasan .
SRO0z Single Room High Seazon 500.00 0.00 V6.0.0.9
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e The "Season" is now linked to the "Rate" and the "Room". Follow the same steps in order to link all the
"Seasons" according to it's "High" and "Low" Status

" Add Mew Room
Dezcription ISingIe Foom Mr 10 ¥ Create Foom In Pastel
General T Details Idzer Defined Fields T Paztel Interface T Fixed Add Costz
Dezcription Start Date End Date Cateqory Rate
20141043 201411430 SRO01 o~
High Seazon 2014120 2015/01/3 b
Low Seaszon 20150201 2015/02/31
High Seazon 2015/04,/01 2015/05/31
Low Seaszon 2015/08/01 2015/11.430
High Seazon 201572401 2016401 431
Low Seaszon 20160201 2016/02/31
High Seazon 20160401 2016/05/31

Add Guest Taniff to Season

EI Seazon Setup |

_Default Charge to Uze:
Accommodation Tax: |1 -Wat - Standard rated [14%) * LI + Per Room " Per Person
V6.0.0.9 Accept | Cancel

e Enter the "Accommodation Tax Rate" and also select the "Default Charge to be Used" - either "Per
Room" or "Per Person" (Single rooms' tariffs have been setup "Per Room")
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e All "Seasons" and "Guest Tariffs" for this room have been linked as shown in the image below. Click

"Accept" to save

" Add Mew Roorm

B

Code SRO03
Description |Single Room Mr 10 [v Create Room In Pastel
General T Detailz T T Izer Defined Fields T Pastel Interface T Fixed Add Costs
Dezcription Start Date End Date Categaory Fate
Low Seazon 20140431 2014/11.430 SROO 300.00 -
High Seazon 2014120 2015/01431 SRO0z2 a00.00
Low Seazon 2015/02:/01 2015/03/31 SROM 300,00
High Seazon 2015/04,/01 2015/06/31 SRO0z2 a00.00 =
Low Seazon 2015/08/01 201511430 SROM 300,00
High Seazon 2015120 216/01431 SRO0z2 a00.00
Low Seaszon 20160201 2016/03431 SROM 300,00
High Seazon 2016/04,/01 2016/05431 SRO0z2 a00.00 5
Add Guest Tariff to Seazon
ﬂ Seazon Setup
Default Charge to se:
Accommodation Tax: |1 -%at - Standard rated [143%) ﬂ (# PerRoom {7 PerPerson
Accept | Cancel |

® In order to import the room into Pastel, select "Services" for the "Inventory Group", and then select

"Service Item" before clicking "Accept"

Code

Dreszcription
[nventar Group

Excl Selling F'riu:n_a

W Import Inventory Trem

\SRO03

I V6.0.0.9 'h-EE-

|Single Foom Mr 10

001 - Services 41.I.||||||

| Create Cost Code

0.00

! Accept d Cancel

B

" Physical ltem
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e This is how the rooms display on the Grid - alphabetically and according to the "Branch" colors

" Movtel Hospitality 6.0.0.9 - [ Itern Grid]
W File  Edit Modify  Setup  Process  Reports  Help

nr 0g 05 in 11 12 13 14
Mo o [N | Mov | Mov | Moy | Moy | Moy
ani4 =] 2 anid (2014 (2014 2014 2014
Sa =SS ¥oen | Tue | Wed | Thu Fri

pRoM 4l [ mi B
pRON 4
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Step 6 - Creating Charges

In the Hospitality Industry, there may be a Hotel, Resort, Restaurant, Bar and Shop on the same premises,

and charges are to be created for all of them. Charges can include the following:

e A Senice Charge

e Every Item sold in the Shop such as Ice Cream; Cold Drinks; Chips, Chocolates; Sun screen; Toiletries;
Clothing and Specialist products etc.

e Menu items for the Restaurant and Bar, and it can be linked to a "Menu Category" (This is not part of this
tutorial - please see our manual for "POS Restaurant")

Because there is such a vast range of charges that can be created, the codes and descriptions must be
planned very meticulously. It would be a good idea to plan it on paper first before attempting to create it in
Nowtel. This way it would make sense to all using the system, and to avoid duplication and confusion.

¢ In order to create "Charges" in Nowtel, click on "Edit - Charges"

T’ [ ontel itality Ultirnate Standard 6.3.0.6 - [ ITtern Grid]

W File dify Setup Process Reports Help

Foom

Custarmers

. e [or s o

Suppliers aet | aer | aer |l

5 |zo15 |2015 [2015 |20

DEMI Branches V| Tue | wed | The | A
w o f—

| Guest Tariffs

benu Categaories V6. 3.0.6

¢ Click on "Add New"

o Charge Setup Iﬁl

Code | Description | .-’-'-.mu:uunt| -
01007 Fizz Contral Conditioner 250ml 500
mozs Renawal 14 Day System Kit 39000
013z B arbie Spritz 100m] 2730
023z Iltra Sexy Body Mectar 125ml £1.95
01350 YWalume Baoosting Trtrment 150ml J357
01391 CT L#S Drenched Coral h9.95
01333 Chirigtian Lacroiz Muit Him EDT 7... 203.30
02041 SuperExtend E /Liner Pro Black 119.95
02146 Ewplaration EOT 75ml ool -
Sort By Code ﬂ Search ||

Code |

Description |

Charges |

( tddNew ) | Close
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1. For demonstration purposes, we are creating a fictional "Item" and price
2. Enter the Product's "Description"

3. Do not enter a "Barcode" here if "Packages" are going to be created (explained in Step 14). The system
will generate the barcode according to the combination of information that will be entered by the "User".
Alternatively, enter the barcode on the "Charge Master file" if the "Packages" feature are not going to be
used

4. Tick the check-boxes to:

» Create the Item in Pastel (When this check-box is not selected, the "Charge" will havwe to be created
manually in Pastel)

» Display on Inwoice
» Physical ltem

W Add Mew Charge w3
Code [33221 [1) WV Create ltem|n Pastel
Dezcription IMDisturiser il Fred 6 ¥ Display On Invoice
Barcode I 9 ™ Blacked

v Physical ltem

{ General ’ T Froperties T Yaucher )
Allow Tax [ @I‘I -%Wat - Standard rated [14%) j
Cost Price Excl I is 15 b arkup I J386
Rate Incl I 75.00 Ch Encl B5.79
ate Inc 6 arge Exc VE306

5. In the "General" tab, tick the check-box to "Allow Tax" in the case of the company being Tax registered,
and select the "Tax Rate" - in South-Africa it is 14%

6. Enter the "ltem's" cost price excluding tax - this is the price the company is buying the "lItem" for from the
supplier

7. Enter the "ltem's" selling price next to "Rate Including". This is the price your Customers will be paying
for it, and the price is inclusive of tax

8. The system will automatically calculate the "Markup %" and the "Charge's selling price excluding tax"
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e Proceed to the "Properties" tab and tick the check-boxes to classify this "Charge" as a "POS and Shop
Item"

e The "Voucher" tab is only used when creating a "Charge" to be sold as a "Voucher" - which can be
redeemed in the specific department as selected. Please see "Step 15" for information on this subject

e Please note that the "Pastel Inventory Code" has not been entered yet, since the "Import to Pastel" will
only happen after clicking "Accept"

General T Properties T Youcher

<

FOS Item —
w;
Bar [tem POS Cateqgony:

< 7

Shop Item *-J | | Clear |

ke [tem

Companent [bem

-]
[Py R [ "

Fastel Inventary Code | h ﬂ

kulti Stare code far retrieving Cost Price | J | |

Ve.3.0.6 Gccept H Cancel |

The "Code and Description" as entered in Nowvtel has been inserted automatically for the Pastel "Code
and Description"

1 71 71

e The "Inventory Group" is "Inventory Goods"

The selling price excluding tax has been inserted as calculated in the "General" tab
Select the "Physical Item" option and click "Accept"

" Irnpot Inventory ke @
Code  [33221 s Code | Deseription |
.. w
Descrption |M|:ui3turiser 0il Free *.:I oot Defauk Store

Inventary Group |EIEIE - Irwventory Goodz M j

Excl Seling Price | *'j' BB & F'hysicalltem>|

" Service ltem

Multi-Store Select
Al Multi-Stores

)

Selected Multi-Stores i

C.-'-‘u:c:ept ,'
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e Returning to the "Charge" just created, the "Pastel Inventory Code" has been inserted

VE.3.0.6 . E

W Edit Charge

Code |33221
Dieseristen v Display On lrevoice
Barcode | [ Blocked
[v Physzical [bem
General T Fropertiez T Wancher
Alow Tax ¥ |1-Yat - Standard rated [14%) -

Cozt Price Excl 16.00 b arkip & 333.60
Rate Incl FR.00 Charge Ex=cl G574

FPastel |nventary Code

33221 * Moisturiser Ol Free =X

kdulti Store code far refrieving Cost Price | J | |

Accept ‘

Cancel |

e \When we proceed to Pastel, the "Charge" has been created, and the "Cost Price" has been inserted in the

"Details" tab

[ ] Edit Inventory

Code

Dezcrption

Categories

[Fventony Grodl
Digcount Type
Barcode

Bin Mumber
LIt
Commodity Code
Allow T ax
Purchazes

Sales

SR QDM@ KA < > X

=T e

[ 33221 Ry | Blocked [T]
|I'-*In:nisturiser il Free *} |
000 - None |
Prices | Feoder | UserField | Activity |  Motes | Fictue | Serialblo

Processing Options

2 - lnventary Goods

(# Fixed Description £ Cost

Bot

() Change "While Invoicing
Show Quartity atd Uit

Sales Commizsion lbem

| Type

(3 Physical ltem
I:I ] Serial Item
I:I () Service ltem
Cost Frices
|EI1 -Wat - Standard rated [14.00%) ﬂ Average
|EI'I -Wat - Standard rated [14.00%) ﬂ Last Urit
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e Go ahead and create all other "Charges" in the same manner

W Charge Setup v6.009 I X

Code | Description | .-’-'-.mu:uunt| -
FREOA Steamed. Qoo
RESOOM Restaurant! Bar Charge Q.00
S0DCOm Coke 350ml 12.00
sDConz Sprite 350ml 12.00
SDCon3 Fanta Grape 350ml 12.00
s0Con4 Fanta Orange 350ml 12.00
SDCO0s Cream Soda 350ml 12.00
SDCo0s Appletizer 350l 15.00
s0Cony [arapetizer350ml 15.00
SEROM Semvice Charge Q.00
TOADM Toasted Chicken Maya and Chipz 4000 =
TOADDZ Toasted Cheeze and Tomato an... 35.00
TOADDS Toasted Bacon and Egg and Chi... 4000 —
TOADD4 Toasted Ham/Cheese and Chips 40.00
TOADDS Toasted Ham/Chees/Tomato an... 40.00
=“TROM Ewtra Egg 7.a0
*TROO2 Extra 1507 of Bacaon 1800 -
Sort By Code j Search
Code SDCO01

Description | Coke 350ml

Charges  [12.00

Add New| Edit | Delete s
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Step 7 - Creating Customers and Suppliers

» Creating Customers

"Customers" in the Hospitality Industry, refer to any person or group making a reservation for accommodation

e Click on "Edit - Customers" and then "Add New"

" Mowtel Hospitality Ultirmate Standard 6,3.0.8 - [ Itern Grid]
W Fe dify Setup Process Reports  Help
Roaorm ‘ %

Custormers h
. BN EE
Suppliers e aer 15
B h 5 2015 |2015 |2015
Caml ranchnes V| Tue | Wed | The

Charges I--

Guest Tariffs
benu Cateqories
Group

Specials

Charge Price Matrices

el ol of ol ol

Country
Package
" Custormers
Murnber | Description Telephone |Fa:-: | Fefresh <F5s

(=5
=)
( Add New <FE> ?
[ = |

VE.3.0.8

Search

{* Mumber " Descriphion c I
ance |
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. Tick the check-box to "Use Customer Auto Number". This function will enable you to only type the 3 letter

alpha-code for the "Customer”, (In this case it is Mr West, and we have typed only "WES") and the system
will automatically insert the 3 digit numeric code - which means that whenever you have two customers with
the same "Alpha Code", the system will automatically use the next available numeric code without you
having to check the system for the next available code

. Enter the "Description" for the Customer
. Select the "Category" the Customer belongs to - In this case it is "Short Stay"
. Tick the check-box to classify the "Customer" as a "Corporate Customer" - if applicable. Please also

ensure that the "Tax Reference" is entered in the "General" tab to enable the "Customer" to benefit from
the tax implication

. The "Monthly Customer" check-box is ONLY selected in the event where a room or unit is rented on a

monthly basis. It is then also billed in a different manner than "Short Stay" reservations

. "Tour Operators" are also created as "Customers". In this case, the "Tour Operator" check-box is

selected - which will activate the "Tour Operator Discount" tab. Please note that discount percentages for
the "Tour Operator" can be set in this tab for:

» Single Day Reservations
» Multiple Day Reservations
» Discount on specifically selected "Charges"

Add Mew Custorner

Account Code  [WESOO2 6{] l_.)Jse Customer Autahumber | o‘ [~ Corporate Customer

Description IWest Duncan ™ Morthly Customer e
Cuztarner Category ID‘I - Short Stay _I [~ Tour Operatar
Countiy (37 Short Stay o
02 - Monthly Rental
03 - Group - -
General (04 - Towr Dperator POSDocuments Tour Dperator Discount T Email Contacts
Postal Address V4 [ Inactive Custamer
/ Telephone Mo I
/ FaxNo I
Mobile Phone I
Tax Reference Ernal Address I—
Tag Code |u Credit Limit | i

Accept | Cancel
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1. Select the "Country" the "Customer" is from
2. In the "General" Tab, enter the Postal Address; Contact Numbers; E-mail Address

3. Set the Credit Limit for this "Customer". When this limit is reached for accumulated "Charges", no in-
house transactions can be done before the account has been settled

Add Mew Customer

Account Code  [WESOO2 [¥ Use Customer Sutohumber [ Corporate Customer
Drezcription |West, Duncan [~ Maonthiy Custamer
Customer Categomny |D‘I - Short Stay ﬂ [~ Tour Operatar
Courtry |South Africa a,
Delivery dddresszes T User Defined Fields T POSDocuments T Tour Dperator Dizcount T Email Contacts
Postal Address PO Box 545 ™ Inactive Customner
ohannesburg
BEEE Telephone Mo |01 123 456 789

FauMo |011 123 456 734
Mobile Phone (088 123 456 783

Tax Reference | Emai Addiess [duncan@westeoza
Tag Code [0 Credit Limit 3000 &)

V6.3.08 I Accept ‘ Cancel

1. Enter the "Customer's" physical address in the "Delivery Address" tab

2. "User Defined Fields" are created in "Setup - User Defined Fields - Customers tab". The functionality of
this is to create customized fields where additional information - not covered by the system - can be entered
here

3. In the future, this "Customer's" In-house Point of Sale documents can be viewed in this tab

4. The "Tour Operator Discount" tab are disabled since the "Tour Operator" check-box was not selected for
Mr West

Add Mew Custormer

Account Code W [W Use Customer Autohumber ™ Corporate Custamner
Description |W'est, Duncan [ Manthly Customer
Cuztomer Category |D1 - Short Stay j [ Tour Operatar
Country |S outh Africa ﬂ

General

[ ] 0
3 T Uzer Defined Figlds T PDSDD%EHES T Tour Dpe?afol Dizcount T Email Contacts

Delivery Address

Aocept Cancel
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¢ |[n the "Email Contacts" tab, additional e-mail addresses can be entered for this "Customer". Click

llAddll

on

Add Mewe Custarmer

Account Code
D escription

Customer Categomny

WESO02

[V Use Customer Autohumber

[ Corporate Customer

|West, Duncan

[ Monthly Customer

|01 - Shart Stay

j [ Tour Operatar

Contact Mame

Email Address

Remave |

( add ZI
= ]

Coutry |South Alfrica ﬂ
General T Delivery Addreszes T User Defined Fields T POSDocuments T Tour Dperatar Dizcount T
Cantact List

Contact D etails
Harne:

Email &ddress:

Edit

Accept ‘ Cancel |

¢ |n the "Contact Details" field, enter the name and e-mail address and click "Accept Changes"

Add Mew Customer

Account Code

Description

WESONZ

[¥ Use Customer Autoblumber

[ Corporate Customer

|West, Duncan

[~ Manthly Custorner

| User Defined Fields

Cusztomer Category |D'I - Short Stay j [~ Tour Operator
Country |South Africa ﬂ
General T Delivery Addresses

T POSDocuments T Tour Operatar Digcount T Email Contacts

Contact List

Contact Mame

Email Address

dill

Contact Details

Mame:

|Mar_l,l West

Email Address:
| mary@west oo, zd

Gccept Ehanges> Undo Changes |
Accept | Cancel ‘
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1. The additional e-mail address has been added. Click "Add" again to enter another e-mail address

2. In order to make changes to an entry, click on it and then "Edit". Make the changes and click "Accept
Changes"

3. To delete an entry, click on it and then "Remove"

4. Click "Accept" to save the "Customer" to the system

Add Mew Custamer

Account Code IiWESEIDZ | [V Use Customer Autahlumber | [~ Corporate Customer
Description IWest, Duncan ™ Monthly Customer
Cuztorner Categary I 01 - Shart Stay ;I [ Touw Operator
Country IS auth Africa ﬂ
General T Delivery Addreszes T Uszer Defined Fields T POSDocuments T Tour Operator Digcount T Email Contacts
r Contact List r~ Contact Detai
Contact Marne | E mail Address | Add I arme:;

é kary West many@west co.za I

Edit g
Ernail &ddress:
Remave: E! I

Undo Changez |

Aiccept Changes

(6 Accept * Cancel |

e Now Mr West's account displays in the "Customer" window. In order to add more "Customers", simply
click on "Add New"

’ Customers

Drezcription T elephone Refresh <F5: |

(| Add Mew <FB:;

"est, Duncan 011123456739 (011 123 45

Search

& Mumber " Description WwWESODZ
Cancel
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» Creating Suppliers

"Suppliers" refer to any person or company rendering a senice (such as Electricians, Garden Senices and
Plumbers), as well as companies supplying goods such as linen; raw products to be used in the restaurant to
create meals; drinks etc.

e Click on "Edit - Suppliers" and then "Add New"

" Mowtel Hospitality 6.0.0.9 - [ Ttern Grid]
» E pdify  Setup  Process  Reports  Help

Room “ ?j

dh Custormers
o Suppliers h . r::-.-
Branches 1"14 z{g:: 212_
Charges
Guest Tariffs

Menu Categories
Group

Specials

Charge Price Matrices

FER | | | E

» Supplier List @

Murnber | Description | Telephone | Fax | Fefresh

( e-ﬁdd Mew !

V6.0.0.9

Search

o MNumber " Descriptian c |
ance
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¢ In the "General" tab, enter the Postal Address, Contact Numbers and E-mail Address, and in the "Delivery
Addresses" Tab, enter the physical address of the "Supplier"

e Click "Save" in order to add the "Supplier" to the system
W Zuppliers |

Account Code |FFEE (I}

Deszcription |Freu:|'s Electrical

e —
{ General , T Delivery Addrezzes T IJzer Defined Fieldz

Postal &ddress |25 Fourth Strest Telephone No ||:|44 127 456 7A9
b ozzel Bay
2222

FaxMo |04 123 456 789

Mobile Phone  |053 123 456 789

E mail &ddress |fred@electrical.m.zd

C-Sa'-.fe ,' Cancel

e In order to add the next "Supplier" click on "Add New"

" Supplier List &l
M urnber Drezcription Telephone R efresh
FREOD1 Fred's Electrical 044 123 456 p—

! Add Hew !
E dit
V6.0.0.9
Search
Cancel
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r" Supplier List h

Murnber Drescription Telephone Fan

ANTOOT | Anton's Painters 044 227 555 838 | 044 222 BRA 388
BUTODT  |Butcher's Choice D44 222 333 444 | 044 222 333 444
COFOOT1 | Coffes Compary 044 885 555 222 | 044 833 BRA 222
CROOM | Crocery and Cutlery Supplisf 044 775335113 (044 775335113
DELOOT | Del and Dairy 044 777 444 222 | 044 777 444 222
CUO0T | Duvet and Pillow Manufac!| 044 777 338 999 | 044 777 888 999
FIZ001 Fizz Dirinks IMC 044 6357 3214 044 6387 3214
FREOOT  |Fred's Electical D44 123 456 783 | 044 123 456 789
FREODODZ  |Fresh Produce Ine D44 777 555 333 | 044 777 BRA 333
GAROM  [Garden Services 044 789 456 123 | 044 739 456 123
FETOO1  |Pete's Plumbing 044 852 741 369 | 044 852 741 369
STADDT | Stationer Supplier 044 555339 992 | 044 555333 823

Search
f* Mumber " Description

Add Mew

V6.0.0.9

Cancel
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Step 8 - 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"

W Superdisor Shift Cashup |
File Reports  Credit Mote
Yiew Location: [l - Supervisor _ Shift # _
1D Customer Table / TA Type Total » Shift # User Total Invoice Date

# Batch Shift @ Single Shift

[ [0pen shi IR

Sapervisor Superyizor
Open Shift Shift Cazhup

Cloze ‘
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e Click on the "User" who's shift is to be opened, and click on the arrow pointing to the right

Select User
Available Users Selected Users

Admin [Front Desk]
Alex [Bar]
Jarred [Restaurant]
Mick [Shop]
Stella [Restaurant]
Sup [Credit Hote] 4
Jamesz [Front Desk] . ——

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

Admin [Front Desk] Jamesz [Front Dezk]
Alex [Bar]
Jarred [Restaurant]
Mick [Shop]
Stella [Restaurant]
Sup [Credit Hote]

{ Accept ? 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 9 - Making Reservations and Raising Deposits

All reservations are made directly on the Grid

e Click on the Grid next to the room where the reservation is to be made on the start date; hold the mouse
button down; drag the mouse to the end date, and release

" Movtel Hospitality 6.0.0.9 - [ Itern Grid)]
W File Edit Modify Setup  Process  Reports  Help

V> B 3 s

ar 28 29 30 31 ] 02 03 04
et | Qet | Set | Ot Cet WURI WARTE | Moy | Mov
2014 (2014 2014 [2014 (2014 SRR FEINEY (2014 |Z014
Mon | Tue | Wed | Thu Fri =iill E=SLlg | Mon | Tue
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e The "Reservation Details" screen, and "Customer" Screen will open. Either select an existing "Customer"
by clicking on the account and then "Select", or click on "Add New" to add a "Customer" (Refer to Step 7
on "Creating Customers"). We are using an existing "Customer" for demonstration purposes

’ Resersation Details |E|
General T Financial T Depozitz T Additional Cozts T uick Yiew T In-Houze
"! Custormers \EI
Rod -
Humber Description Telephone - Refresh <F5
& ﬁ Andrews, Shawn :‘ [—
Reservatit BLADDT  |Black, Veron Add New <FB>
ord BUTOO Button, Steve ohl1 123456 739 (0011 123 456 783 _
Cust Carom Carr, Stan 2 456 783|041 123 466 789 Ed
d DUROD | Dwrand, JJ 033 399°00 03359593 838 777
ERAOM Erazmusz, Erica 0231236935906 |023 123638 745
Housekeel “Eopaot | Espin, wemer 022 852 963 741 W22 852 963 TH [ =l
Fouom Fourie, D avid 051 777 44411
| FR&DM Franklin, Douglas 031123 456 783
YEE) CRODD | Grosnewad 055 123 698 745
Al HEYDOT Heyns, Jim 0031 123 456 783
LaNom Lang, Aobert 041123741852 | 041 123 741 8R2
Louam Louw, Jane 055 369 258 147 | 065 369 268 147
Collection S
&+ MNumber " Description
Cloze _L|
Created 2014/11/12 02:23.35 PM | el

Copyright © 2015 Novtel ® Louise Janse van Vuuren



Step 9 - Making Reservations and Raising Deposits 45

1. In the "General" Tab the room number and the color of the "Branch" the room belongs to, is displayed at
the top

2. Leave the "Guest Tariff" field blank - you will see how it fits together with the "Seasons" created and linked
for this room

3. Any special "Housekeeping Notes" can be entered in the field provided, such as: Fresh Towels Daily; No
Room Senvice before 10am, etc.

4. If the guest has provided the Vehicle Registration Number and the Vehicle Description in advance, enter it
5. Any special note pertaining to the guest's arrival can be entered in the "Arrival Memo" field

6. Enter the number of Adults and Children for this booking - In this case it is a Single Room and it can
accommodate 1 Adult

7. The default Arrival and Departure Dates and Times will be entered automatically

8. Enter the "Payment Method" for this booking: Credit Card / Cash / Cheque / On Account or Direct
Deposit, and enter the applicable details for the chosen option

9. In Novtel Hospitality, "Statuses" which is color-coded and has a specific meaning:
» Provisional (The reservation was made, but no deposit was received yet) - Purple
» Confirmed (A deposit was paid, and the booking confirmed) - Aqua
» In-House (The guest has checked in) - Red
» Departed (The guest has checked out) - Pink
» Fully Paid - Green
» Non Rev (No charges for this reservation) - Yellow

" Feservation Details @

e

{ Eeneral’ T Financial T Depozits T Additional Costs T Guick Wiew T In-Housze

o Roaorn Mumber [SR003 - | Single Room Mr 10

(2 Guest Tarif | 4| Clear Anival Date | 2014/10/27 =
Reservation Mumber |Mew Rezervation Arival Time | 14:0000  ——

Order Mumber tembership o
2M411/02 -

Departure Date
Cuztomer Code |.-’-'«NDEID‘I Search <F&;»
Departure Time |10:00:00 <34

Dezcription |.-’-‘mu:|rews, Shawn

FPayment M ethod

o Houzekeeping Mates |Fresh Towelz D aily - FPayment Tppe : |Eash j B
Mo room gervice before 10am -

Lountry |5 outh Africa a
P Vehicle Rreg No. [4BC123 Vehicle Desc [white
e Armival Memao |Guest will be amiving after »
Zpm -
(6] aduts [ 1= Chiden | 05
Collection Address Departure Address

Confirmation Date : | 2014411411 -
Statuz Frovizional 9

Cancelled
| Accept Confirmed
InHouze

Departed
Mon Rev
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1. In the "Financial" tab, see that the option to "Use Price Per Room" is selected, because we have created
the "Single Rooms" to be billed per room

2. The "Duration Charged" is 6 days

3. 1 Person is going to occupy this room

4. The check-box to "Apply Service Charge" is not ticked, otherwise the 3% senice charge will be added
onto the account - as set up in "Setup - Company"

5. Click on the "Details" button

" Reservation Details @

o e —

General T (Finan-::ial ' T Deposits T Additional Cozts T Quick Yiew T Ir-Houze

Price (Including) ... | 1800.00 o'ﬁ' Use Frice PerRoom  © Use Frice Per Perzan
Price [Excluding) ..... | 1578.35 Diuration Charged E £ Personz 1 ﬂ
Non-Standard Tax 1™ [1-vat - Standard rated [14%] <] i . O r‘

{ éDetails ¥ ax | 221.EIE|
Agent Details

D i
SO Agent Code I:Iﬂ

o (e
Calculated by Percentage Description |
& Amolnt
Percentage : 0 :‘
Amnount : .00
Receipt Higtory

Irvoice Taotal : 1800.00 Document Number | Tranzaction | Amount| TimeStamp
Receipt Total : 0.00
Amount Forfeit : 0.00
Amount Refunded : Q.00

Current Due : 1800.00 ﬂ_l ﬂ

View Audit Log Created 2014411412 14:2335 Accept Lancel |
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Should the reservation have been made overlapping from one "Season" into another, it would have shown
how many days are charged in both "Seasons" at the different rates, and the total would have been
calculated automatically. Here it shows only the one "Season" since it falls within one "Season's" period.

This total amount as shown here, is displayed in the "Financial" tab

Season Split Details

Tatal Excl: | 1573.95 Total Tax: 221105  Tatal Incl 1300.00
Total Days: | B

Low Seazon h
From: 2014/410/31
To ;2014411430

Days: b
Categarny: SROO

[Excl] Rate Room: 1578.95
Taw 221.05
[InzlFate Room: 120000

1. In the "Deposits" tab, a deposit can be raised on this reservation. (Notice that the Shift Number and User is
displayed in the window, since a shift was opened by the Supenvsor - if a shift is not open, you will not be
allowed to raise the deposit)

2. Enter the amount you want the guest to pay and click on the check-box next to "Deposit Raised"

.' Reservation Details

(=5l

General

I

Financial Additional Costs T Guick Yiew T In-House

@.]Depusimai&ed ) J Shift : SEFTO0001 zer: James

[ 2.) Depozit Paid

Deposit Amount ; "E EOd ) *

[ 3] Depozit Applied J

[ 1) Depozit Refunded J
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* The deposit is now raised. You can "Receive" the deposit directly in this screen by clicking on "Pay
Deposit" - provided that you have prove of payment from the guest. The till will not balance if the money was
not received. We are not going to receive payment now, and will show you how to receive the deposit in
Step 10. However, take note that this option is available

’ Reservation Details @

T Additional Cogts T [uick Wi T In-Houze

General T Financial T

Depozit Amaunt : g00.00  Deposit Due: (201441142 - SF'a_I,I Depasit ;

[ 2.] Depozit Paid J
[ 3.] Depozit Applied J
[ 3] Depozit Refunded J

¢ Click on the "Quick View" tab - The total reservation amount is displayed, as well as the deposit we have
just raised. Click "Accept" to save the reservation

" Rezervation Details @

In-Houze

General T Financial T Depositz T Additional Costs T

| Description | Person| on | Tax|  Ewxclusive]  Inclusive
+ Single Room Mr 10 1 E 221.05 1578.95 1800.00
TOTAL DUE : 221.05 157895 1800.00

' Deposits Beport
Deposit Raized - 20141112 B00.00

Wiew Audit Log I Cﬁ-\ccept ,' Cancel
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e Returning to the Grid the reservation is made, and in the blue and black blocks a quick view for this
reservation is visible. Whenever you move the mouse over a reservation on the grid, that reservation's details
will be displayed as below

[ Novtel Hospitality 6.0.09 - [ Iem Grid] V6.0.0.9 =R

W File Edit Modify Setup Process Reports Help

17 [z [19 [a0 [a1 02 [uz [os [os
Nov | Mov | Mov | Nov | N bee Do [Dee |De
2014 [2014 |2014 2014 |20 2014 [2014 [2014 [2014
Men | Tue | wed | Thi | P Tue | Wed [ Th | Fri

o Rooms by (O Cancelled r
# Code [ Provisional ¥
 Rete Per Person (O Confimed 4
¢ Rate Per Rioom @ in House ¥

% Hew Fisssrvation [ Depated ~
OFully Paid WV
ottt +| (27412015 + Dot =
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Step 10 - Receiving Deposits

Nowtel Hospitality incorporates a full Point of Sale System, and is used for all transactions. We will only show
you how to receive Deposits here. For more information on the subject, please refer to our Hospitality POS
Manual, or register on Novtel's Forum at http://www.novtel.com/forum/index.php

¢ In order to receive the deposit raised in Step 9 for Mr Andrews, click on the arrow next to the POS Icon and
select "Deposits" (Specifically note the color for the reservation on the Grid before receiving the deposit)

’, Movtel Hospitality 6.0.0.9 - [ Ttern Grid]
W File Edit Modify Setup  Process Reports  Help

Y-

HS002
I

HS003
SRO01 ResMo:1

SRO0Z2

an o
0|51 Zales (POS)
Oct Ot )
DROOT  [& |;|; EZSEE:?::ID” Payrments
e -. Pa:Duts
oRa0e -. Account Payrments
EEEE? -. Reservation Refunds
HS001 == Shift Cash Up
Shift Surmmary
| !
L]
N
L]

1 Andrews, Shawn

HEEEENN
- L]

"]

gLLLLL 1§

[«

e Click on the magnifying glass beneath "Reservation Number" in order to open the window containing all

reservations
» Deposits &_I
[+ | Beservation Murnber Deposit History :
Date Type Arnount

Customer Dezcription :
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e Browse for and select the correct reservation for which the deposit is being received. In this case, we hawe
made only one reservation and it will be the only one displayed in the window. Click on the reservation, and
then "Accept"

Foom Code

Customer Code Customer Description
AMDO0 Andrews, Shawn

Caricel |

m A [ — r
—Search By
IHESE Hum j Search Far I

1. The selected "Customer" has been inserted, and the system will automatically enter the "Payment Due"
amount. (It will match the amount you have entered when the deposit was raised)

2. Enter the "Payment Received" amount

3. Select the applicable "Payment Type" from the list (Cash / Credit Card / Bank Transfer...)

4. Click "Accept" in order to finalize the transaction and close the window

AMDO0T - Andrews, Shawn 4

Credit Card (&) v

PAYMENT DUE
Ea— ©600.00

."_1.

Copyright © 2015 Nowvtel ® Louise Janse van Vuuren



52 Novtel Hospitality Manual V3.01

1. On the Grid, the reservation's color has changed to "Aqua" - the color of the "Confirmed Status"

2. See how the deposit reflects in the blue and black block. It has been deducted from the total amount of
R1800.00

3. The "Reservation Balance" payable by Mr Andrews, is now R1200.00

[WF Tlowtel Haspitality 6.0.03 - [Trern Grid] (== 5

04 [ 05 wr [or [10 [1 [1z )
bee [Der |bee | Do bee [De [be |Der | Do

a4 (2014 [2014 2014 (2014 B (2014 [2014 [2014 (2014 (2014

5 B -----J- L] ------J
4 »

View Roors by OCanceled I
© Code @ Provisional ¥
" Rale Per Person [ Confimed rd
" Rate Per Room O inHouse v
S New Reservation [ Departed ¥
O Fully Paid o
3

2014410/30 «| |2014412/13 =

([ Non Rew

e \WWhen Mr Andrews' reservation on the Grid is double clicked, the "Reservation Details" screen will open.
Click on the "Financial" tab, and see how the "Receipt" is allocated to Mr Andrews

' Reservation Details @
General T T Deposits T Additional Cogts T Cluick Wiew T In-Houze
Frice [Including) ... | 1800.00 {* |lze Price Per Room " Use Price Per Person
Frice [Excluding] ... | 1578.95 Diuration Charged = j Persons 1 j
Mon-Standard Tax [ |1 -Wat - Standard rated [14%) J Apply Service Charge n

Details | Tax | 227 15 |
Oi t Agent Details
1=CaLun

Calculated by " Percentage

Description |
*  Amount
Percentage : 0 :I
Amount : Q.00
Receipt Hiztary
Invaice Tatal . 1800.00 Docurnent Murnber | Tranzachon | .-’-‘«mu:uunt| Timestamp
Feceipt Tatal : E00.00 RECODO0M [Deposit | BO0.00[ 2014411413 03:43:07 Ak
Amount Forfet : 0.on
Amount Refunded : 0.on
Current Due : 1200.00 4 ﬂ

Yiew Audit Log Created 201441112 14:23:35 Accept Cancel |
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¢ In the "Deposits" tab, the "Deposit Paid" field is the corresponding color of the "Confirmed" status on the
Grid

'! Feservation Details @

T Additional Costs T Cuick Wiew T In-Houze

General T Financial T

Deposgit Amount ; E00.00  DepogitDuz:  |201491H2 - Fay Deposit

* [ 2] Deposzit Paid J

Faid Amount : [

[ 1) Depozit Applied J

W [ 3] Depogit Refunded J

Fartial Befund : B
I
i

Amount Forfeit : a00.0

Amount Refunded : 3a00.0
Forfeit Percentage : a0 :‘

View Audit Log Created 2014411412 14:23:35 Accept Lancel
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Step 11 - Guest Check-in

The process of checking in a Guest on the system, is extremely easy. Simply right-click on the reservation;
move the mouse over status and select "In-House"

W Movtel Hospitality 6.0.0.9 - [ Ttern Grid] \g

W File  Edit Modify  Setup  Process Reports  Help

13 14 15 i
Moy | Mov  (EEREE SRS
2014 (2014 FEE] S
|DFHEIEI1 . ™ | i R

1T 18 19 20 21 23 24 25 24 27 28 28 30 o1

Moy | Mow | Mov | Moy | Mov oy LU | Mov | Mov | Mov | Moy | Moy (G REE | Do
2014 (2014 (2014 2014 (2014 G SBEY (2014 2014 (2014 (2014 (2014 SRS FINEY (2014
n | Tue | Wed =] - e | Wed | Tha =] =T | Mon

Wiew Details <F5:=
Restaurant and Diet

" Rate Per Perzon Documents L [

" Rate Per Room
C§,| | MHew Reservation |

201441113 | [2man2/27 - |

Status Cancelled

Prosaisianal

Confirmed
ghawnal@grail. com fim Mause
Departed
Mon Rew

Fully Paid
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e The system will immediately inform you that the status can only be changed to "In-House" if the deposit
that has been raised and received, is applied to the account. Click "Yes" to confirm the action

Movtel Hospitality £3

g ~ ) In order to change the status to 'In House', the deposit must first be
' applied.

Do ywou wish to apply the depaosit 7

Yes Mo

e The status on the Grid is now red, which means that the Guest is "In-House"

| SRO03 1 Andrews, Shawn

) I

¢ Now when you double-click on Mr Andrews' booking on the Grid, and then on the "Deposits" tab in the
"Reservation Details" screen, you will see the deposit has been "Applied"

" Reservation Details e

General T Financial T T Additional Cogts T Quick View T In-House

[ 1.] Deposit B aized 201 4.-"1'1!12] Shift - SETO0001 Uzer: James

Depozit Amount : BO0OD Depozit Due:  |2014411M12

[ 2] Depaoszit Paid J
Faid Amount : B00. 00
* [ 3] Deposit Applied 201 4.-"11!13J
Tranzaction Journals : Tranzaction Mumber : 3

Dt - | [Depozitz Control Account) B0, 00 «

Cr - ANDO0T [Customer Accaunt) B0, 00

[ 3] Depozit B efunded J

View Audit Log Created 2014411412 14:23:35 Accept Cancel
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12.1

Invoicing upon Departure

When the Guest is checking out, right click on the reservation on the Grid, move the mouse over
"Documents" and select "Reservation Statement"

" MNowtel Hospitality 6.0.0.9 - [ Thern Grid]
# File Edit Modify Setup Process Reports  Help

Y-

il o
[ 10 (11 (12 [1z |14 FH W 17 [z [ |20 (20 ERER 2+ (25 (26 (27 | HEER| v [z [z |04
Ol | Nov | Mov | Mov | Nav | Nav | Nov | Mov | Nov | Nov | Nov [N R | Nov | Nov | Now | Nov | Wov Y| e | Do |Ber | Do
(RO ABRY (2014 (2014 {2014 (2014 |2014 EIRCY EIRRY (2014 2014 (2044 2014 (2014 COREY ELBOY (2014 (2014 (2014 (2014 (2014 B8 2014 [2014 [2014 [2014
DROOT |G Pl ERE | von | Tue | Wed | T | Fri ERM| von | Tue |Wed |Tho | Fri JEEDEIERM| won | Tue | wed | Two | Fri [JEPEN NEMDR| Mon | Tue | Wod | Th

;s IHNNEEN
IHEEEEEN
ol HHEEEEEN
ENEEEEEEEN
ENEEEEEEEN
ENEEEEEEEN
ENEEEEEEEN

HEEEEENEEN
H H

| SRO02
Wieww Details <F5x
SRO03
u Restaurant and Diet
Dacuments Quate <Ctrl+Q >
View Rooms by Status Invvoice «Chrl+1»
+ Code

Resersation Staternent

M5 Yidord Docurnents

" Rate Per Pergon
" Rate Per Room

|eman1/07 «| [2manzz -
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All details pertaining to his or her reservation is displayed:
e Accommodation
e Restaurant, Bar and Shop Charges accumulated on his account (Explained in Restaurant POS Manual)

e Receipts
Date : Ai+M1M3
Denarture Statement « : *
Btart Dade : Ti+MH1mE
End Date : 1411112
Invaloe Mumber :
Noulkel Hozpllall
Dz oM Pak
Bl 1 Unll30
Beach Bouleuard Nles|
Bl Werran Dz Beach,Mossel By
PO Bex 1114 Bauh ATl
Johanre shurg Tel : Es1 585 35
mm Far - OE&S 117 165
Emall : sae =@ rou kel oom
waT Mo WAT Wo 1234557 28
ACCOMMODOTION ; h
Code Decordp Han Duration Tan Inol amount
=AmMZ Sirgle Rocom Hr2 + R 1+7 37 R 100
Black , Werran
Bocking Mumber (2
FdTET LR R L]
sppommodaion Total :
COTERING AN D BERVICER @
Dooument @ BhitEe Inuolos ¥ Tran molion Cate Tau Inol &moun t
SINOO000+ =FTOOmZ < DOm0+ Ai1+M1M3 R 1822 R 137
Catering and Beruvoes Total R 14.82 R 127.00
REZHPTH :
Dooument & Decorpdon Date Tepe amount
R EC:O0MZ Deposll i+M11143 3 R 10
ReoelptTotal : R d00.00
TanTohl : R 184.18
PaymentTodl : R a00.00 Enol Total : R 117281
Page : 1 Ealanoe Dup : RTET.0O0 Inol Total : R 1227.00
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¢ In order to print an Inwice, select the "Documents - Invoice" option when right-clicking on the reservation

13 Hovember 2014
# TAX |NVD|CE TEL : 0361 66 83 35 HOVTEL HOSPITALITY
FAX: 08651171 65 Dl&aZ OFFICE PARK
TAX REG WO, 123456759 BLOCK 1 URIT 30
BE&CH BOULEY ARD WEST
Dl&Z BEACH, MOSSEL BAY
Black, Yernon
BOOKING HUMBER. : 2
PO Biox 1111 Drate I : 201 411008
Johanneshurg Drate Out 2014M1M2
Qooa CORDER #
Roomttm Description Days PersoniQ Tax Incl Price,
SROO02 Single Room Mr 2 4 1 147 57 1200.00
BAROOT Bar Charge 1 16.82 137.00
Total Tax 16419
Total Excl Tax M7z
Total Incl Tax 1337.00
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12.2 Reservation Payment

Click on the arrow next to the POS Icon, and select "Reservation Payments"

.’ Movwtel Hospitality 6.000,9 - [ Ttern Grid]
W File Edit Modify Setup__Process Reports  Help
L[ ] = 0 @
sales (POS) : 1l
I—. Reservation Payrments
Ii Deposits
Payouts
Account Payrments
Reservation Refunds
| DROO4
IW Shift Cash Up
IW Shift Surnrmary
| HS003
[ sroo1 1| .
o [ vemon__ [N

e Select "All" at the top of the screen, and click on the magnifying glass beneath "Reservation Number" in
order to open the screen with all outstanding reservation balances

W} Reservation Payments @

Selected Iter(s) : Histary : —
Code | Description | D | @ | Tax| Inclusive | " InHouse " 3Month (= Ak

Murnber :

e Select the correct "Account" by clicking on it, and then on "Accept"

" Select Account @
Res Mum | Custorner Code | Custorner Description
1 ANDOOT Andrews, Shawn

2 [BLAOOT ]
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o
(o> -Accem) <Fb -Rese
[ X -

. All transactions for this account is entered in the left-hand side of the "Reservation Payment" window. The

"Payment Due" amount is in bold letters in the right-hand bottom corner of the window

. Select the "Payment Type", and enter all relevant info pertaining to the payment (In this case it is a credit

card payment, and the card number and card type must be entered)

. The guest is checking out, and the check-box to set the status as "Departed" is ticked
. The "Payment Received" amount is entered, and all that is needed to conclude the transaction, is to click

"Accept"

Code Drescription Tax Inclusive

SRO0Z  Single Room Mr 2 14737 120000
BARODT Bar Charge 16.82 137.00 o
- Depozit Applied .00 B00.00

Payments Made 7365 £00.00 ml
BLADD - Black, Wernon

123456753

PAYMENT DUE

737.00
| Clese |
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e The status of the reservation on the Grid is now "Departed"”, and the color has changed. And since the
payment has been made, the "Reservation Balance" for Mr Black is now zero

" Mortel Hospitality 6.0.0.9 - [ Ieern Grid]
W File Edit Modify Setup  Process Reports  Help

Z 23 24 25 2d 27 28 H 30 L [ 3 04 05 06|

w LN | Mov | Mov | Moy | Mov | Mov (i1 LA Do | Dec |Dec |Dec | Dec gl
2014 |Z014 |Z014 2014 (014 2014 2014 [Z014 [Z014 [2014 i)

Man | Tue i ton ue | Wed | Tha Fri =

20 I
Fri Fr 5 n i T
oroot [ I I I O A B B B NN
o | | | [ | [ [ L]

" Rate Per Perzon
" Rate Per Room

|2oam07 | |amanzizt |

e Right-click on Mr Black's reservation, and select "Update Invoice - Customer". The system will ask you to
confirm the action. Click "Yes" in order for the inwice to be sent to Pastel

" MNowvtel Hospitality 6.0.0.9 - [ Itern Grid]
W File Edit Modify Setup  Process Reports  Help

woFES - OR

? 10 11 12 13 14 15 i 17 13 19 20 21 ] 24 | Z5 26 27 | 28 28 3

LA | Mo | Mov | Mov | Moy | Nov (SER LM | Mov | Moy | Nov | Mov | Moy N | Mov | Mov | Mov | Mo | Mov (S
2014 (2014 2014 (2014 [2014 =4 RS 2014 (2014 (2014 (2014 (2014 | pRY (2014 2014 (2014 (2014 [2014 EDEE ]
Won | Tue | Wed | Thu | Fri Won | Tue | Wad | Tha | Fr Mon | Tue | Wad | Tha | Fri

oo N
I
SRODZ ______ﬂ---

Wiews Details <F5=

Restaurant and Diet -

D Docurnents »
*iew Flooms by Status 4
* Code

" Rate Per Person Update Inwvoice

" Rate Per Room Give Matice
| 1

011 123 456 733
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Movtel Hospitality

=

l:o:l Customer invoice update completed successfully,

C ok D
e The color of Mr Black's reservation is now green, which means that the account is fully paid. When you

move the mouse over the reservation, the invoice number is displayed along with the reservation status

'” Mowtel Hospitality 6.0.0.9 - [ Itern Grid)]
W File Edit Modify Setup  Process

Reports  Help
TonA ‘ Qsa
111111 - -
o o AP [E = o
0T 10 11 [12 |13 |14 1d
Moy

Moy | KWov | Wov | Koy | Kov

2014 (HEEY EVERE (2014 |z014 (2014 |2014 (2014 CHEEY ETE
DROM . Fi 8 Tl | von | Tue 5

Yed | Tha | Fri
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Step 12 - Cash-Up

The "Cash-Up" procedure after each shift is as follows:

e Click on the arrow next to the POS Icon, and select "Shift Cash-Up"

" Movtel Hospitality 6.0.0.9 - [ Itern Grid)

W File  Edit Modify  Setup  Process  Reports  Help
aa o0 AP -~ - (@ @
Sales (POS)
Reservation Payments
Deposits
Payouts

Account Payrments

Reservation Refunds

Shift Cash Up «

Shift Sumrmary

e See how the shift status is "Open" at this point. Also; the "Shift Total" is R35 578.00, which means that
this is the amount received by James during his shift. Now click on "Money Count"

B Shift Cash Up [25m]

Shift Tranzactions : Tranzaction Type : [ w || Shift Mumber : SFTO00001

Type Time Stamp |D0c: Mum | .-’-‘n.mount| User [Shift Dwner]:  James
Shift Start : 20147172 00237
Shift End :
Shift Status : OPEN
Physical &mount : 0.00
Shortage Amount ; -20337.00

Cazh Up !Mnney Enunt? Shift Summary | Detalled Feport | Daily Takings |

Cloze
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e Enter the number of notes and coins next to each unit, and the system will automatically calculate the
monetary value in the "Cash" field. Calculate all credit card and bank transfer transactions, and enter the
combined total for each in the fields provided

e Enter the "Float" amount which will be deducted from the "Physical" amount. The system will indicate if
there are shortages / surplus amounts for the shift. Now click on "Report" and after printing it, click

"Accept"

.’ Maney Count T
Cash - E487.00
10000 [ o j 050 [ 10 :ll Cheque : 0.00
"00.00 0 ﬁ 025 0 ﬁ Credit Card : .* 1025000
Lntd
20000 [ 20 = 020 [ 5 Bank Transfer * 4000.00
. L 2

100.00 [ 17 = a0 [ 10 Wouchers: | 0.00
50.00 [ 10 nos [ 0 Btz 0.00
2000 [ 6 j ooz o j Total 20737.00
1000 ) 3 j oo [0 - Float jﬁ! 400.00
500 ] 15 :II Physical : 20337.00
200 [ 20 —_—

1.00 | 19 Surplus : 0.0
Shift Tatal Cash 20337.00
Comments : Account Total ; 0.00
In Houze Tatal ; 41.00
Group Total ; 0.00
Otker Tatal ; 15200.00
Shift Tatal - 35578.00

. > 5

C Repart | EEES:; Accept Cancel
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Date : 204114
Operator : James
Shift Humber : SFTO0001
Shift Start : 20141112 02:02:37 Shift End : OPER
Operator Cash Up flwm

CLOSING TOTAL : 35576.00
Cash B437.00
= Float 400.00
BOS7.00
Cheques .00
Credit Cards 10250.00
Bank Transfer 400000
Other .00
20337.00

Vouchers
0.00
2033700
Short / Over .00
BALANCING TOTAL : 20337.00
On Account 0.00
In House 41.00
Group 0.00
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e Click on "Shift Summary" in order to view all "Transaction Types" such as totals for "Reservation
Payments"; Deposits; "In-House Charges" etc.

Shift Pre-Import Summary - Supervisor h
Cashier : James - Shift : SFT00001
Shift Start : 2014/11/12 02:02:37 PM - Shift End : 2014/11/14
Time and date report was printed : 2014/11/14 02:06:55 AM

+ Account Payments 0.0
+ Bezervation Payments 11537.00
+ Deposits (Paid) £300.00
+ Unallocated Funds 0.0
- Befindable Charge Fefimd 0.0
- Megative Raceipts 000
- Eeservation Refind Cash 000
- Reservation Refund Bank 000
+ Deposit Forfert Invoice 0.0
+ Bezervation Invoice 15200.00
- Eeservation Credit Mote 000
+ Group Invoice 0.0
- Group Credit Note 000
+ Cazh Imvoice 0.0
- Cash Credit Mote 0.0
- Cash Supplier Payments 0.0
+ Account Invoice 000
- Aceount Cradrt Mote 000
+ In-House Imvoice 41.00
- In-Housze Cradit Note 0.0
+ Group In-House [nvoice 0.0
- Group In-Houza Credit Note 0.0
+ Befundable Charge Invoice 0.0

Total : AE57E.00
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e When you select "Detailed report", the specific transaction amounts for each individual customer account,

will be displayed
Detailed Shift Summary - Supervisor: h

Cashier: James - Shift #:SFTO0001
Shift Start 2014/11/12 02:02:37 PM - Shift End 2014/11/14
Time and date report was printed: 20141114 09:10:37 AM

In-House Sales

4 GIN00001 ERD03 ANDOOL - Andraws, Ehaam +1.00

41.00

Reservation Invoices and Credit Notes

REZFEVATION CUSTOMER

12 CE0D0OS 2 BLAOD] - Black, Varmon 1200.00
il CRD000E ] ERAQD] - Eragmus, Exica TOO0.00
32 CRHD00OT + CARNC] - Cazr, Stam TOO0.00

1ZH00.00

Reservation Payments

CUSTOMER

11 BECOD003 EBLADD] - Black, Vermon 2 T37.00
ped:] RECOOO1L ERAND] - Eraseens, Erica 3 4500.00
0 RECOD012 CARDDL - Carr, Biam 4 &300.00

1153700

Deposits

DEPDEIT EES# CON#& DT MO CIISTOMEER AKMOUNT
Paid 1 ] RECODD0L ANDOO] - Andreas, Shawn &00.00
Paid 3 i} RECOD002 EL AN - Black, Veenon &00.00
Paid 3 i} RECOD00R EUTONL - Buttom, Stevs 450,00
Paid £ ] RECOO00 CARDI] - Carr, Stan T00.00
Paid 5 ] RECOOOLD DURO0Y - Duramd, IT 000,00
Paid -] ] FECOD00S EFANNL - Erazmens, Frica 2500.00
Paid 7 ] RECOD00T ESPD0L - Espin, W ernar T50.00
Paid B ] RECODD0G FOUL - Fourie, David T50.00
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e Selecting the "Daily Takings" option, will display all Cash / Credit Card / Bank Transfer receipts and

amounts separately, as well as the type of transaction that was done

Daily Takings Payment Summary h
Cashier: James - Shift £:5FT00001
Shift Start 20141112 02:02:37 PM - Shift End 201411714
CASH h

#  DOCUMENT ¥ TYPE ARMOTNT

1 RECI000S Dagosits Faid 45000

4 EECIO0OS Dispesaits Paid 450,00

13 EECII00T Dispenais Paid 000

11 BECIOD0E Dhepesits Paid 00

11 EECIO00S Depesits Paid 2500.00

M EECI0004 Diagosits Faid 0000

8 EECIOO0 Dagosits Faid f00.00

Total: 620000
CREDIT CARD «

#  DOCUMENT ¥ TYPE PAYMFNT DETAILS AROTNT

0 EECI00L Fatarvation Paymants :f[?f{”l £300.00

% EECIOOLL FRasarvation Paymants {_[;.i_"“ £500.00

11 RECO0003 FRasarvation Paymants e 73700

6 EECI0OL Diagosits Faid T 2000.00

1 EECI0O0L Dagosits Faid %3[3;45575? f00.00

Totl - 14137.00
e Click on "Cash-Up"
W Shift Cash Up [E3m)

Shift Tranzactions : Tranzaction Type | j Shift Murmber | SFTO0001

Type Time Stamp | Doc Mum | .fi‘n.muunt| Uzer [Shift Owner):  James
Shift Start ; 20149142 020237
Shift End :
Shift Statusg OPENM
Phugical Amount ; 20337.00

Surpluz Amout ; 0.00

35578.00

{ CashlUp ;Money Count | Shift Summary | Detaled Report

. Daly Takings

Cloze
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e The "Shift Status" is now "Closed". Click "Close" to exit the window
W Shift Cash Up [wE3m)
Shift Tranzactions Transaction Type | j Shift Mumber : SFTO0001
Tupe Tirne Stamp | Doz Mum | .fl‘-.mnunt| User [Shift Dwner]:  James
Shift Skart : 20141142 020237
Shift End : 2014/11414 09:28:54
CLOSED
20337.00
Surplus Amount : 0.00
Shift Surmmary | Detalled Report | Daily Takings

e The "Supervisor' must log in for the "Cash-up" to be completed. Click on the "User" -

in this case it is

James. See how all James' transactions are displayed in the left-hand side of the window. Now click on

"Supervisor Shift Cash-up"

'” Supervisor shift Cashup :&&
File Reports Credit Mote
View Location: [f&] - Supervizor _ Shift 3 LTI
Transacton (SFT0000)
1D Customer Type Total w ! Shift # User Total Invoice Date
1 AMDOD Deposit Raized B00.00
2 AMDOOT Ceposit Paid B00.00 Restaurant
3 AMDOOT Deposit Applied B00.00
4 AMDOOT Sales 41.00 SETO0002 Stella 284.00
7 BLADD Deposit Raized B00.00
8 BLAOO Ceposit Paid B00.00
5 BLADNT Deposit Applied 50000 Front Desk
1 BLAOO Res. Payment 737.00 SFETO0001 1201441114 =
12 ELAOOM Rezervation lnvoice 1200.00
13 BUTOM [eposit Raized 450,00
14 CARODT Depost Raised 700.00 Shop
15 DUROM Deposit Raized 2000.00 SETOOO03 Mick 0.00
16 ERADM [eposit Raized 2500.00
17 ESPOO [eposit Raized 750,00
18 FoUom [eposit Raized 750,00
19 FRAOO [eposit Raized 450,00
20 Carom Deposit Paid T00.00
21 ERADDM Ceposit Paid 2500.00
22 FOuom Ceposit Paid 750,00
23 ESPOM Ceposit Paid 750,00 ﬂ
© Batch Shift le Shift | |Open Shift EEEESTIRINEE 35862 .00
Supervizor SJpervisor
Edit Shit | Shi Cashup} Clas ‘
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Mowtel Hospitality £3

| Continue Cashup?

Yes Mo

e The "Cash-up" is complete, and the data sent to Pastel
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Step 13 - Reports

There are quite a few reports to be viewed in Nowvtel Hospitality, and we will only show you a few for
demonstration purposes. Feel free to have a look at all the other reports as well.

The Gate Arrival List

The "Gate Arrival List" is printed specifically in order for the personnel at the facility entrance to keep track of

all expected arrivals for the day

e Click on "Reports - Arrivals and Departures - Gate Arrival List"

.’ Movtel Hospitality 6.0.0.9 - [ Tkern Grid]

W File Edit Modify Setup  Proce Reports )Help
Arrivals And D
o Frivals A epar‘tures
dh =

Bctivity
List Of Awvailability

Rental Statistics

T 10 11

Max Mov | Mav
oRODT (& ’; 5 ’;’;
[ pRont ----=
[ bRooz_

Usage Report

Utilizatian

Brrivals List (Display Group)

Gate Arrival List

Departure List (Display Group)

Gate Departure List

Arrivals List (Display Custormer Categony
Departure List (Display Customer Category)

e The current date will be automatically selected. When you click "Accept", the report will be displayed in

HTML format and minimized to your internet browser.

In order to print the report, click on "File - Print"

R,
— 'IIQ :>\I| a CihlsersiLouise®dppData\localhTemph\TermpReporthtml

File Edit ‘iew Favorites Tools  Help
Report Date - 13 November 2014

NE. ROOMNR. CUSTOMER ARRIVAL TIME VEHICLE REG NR. VEHICLE DESC
1 SR003 ANDOO01 - Andrews, Shawn 02:00:00 PM ABC123 White Toyota Camry
3 SR0O01 BUTO001 - Button, Steve 02:00:00 PM ABC444 Green Honda Civic
5 HS002 DURO001 - Durand, JJ 02:00:00 PM ABC333 Blue Prado
7 DRO04 ESP001 - Espin, Werner 02:00:00 PM ABC222 Red Nissan XTrail
8 DRO0O03 FOUOO01 - Fourte, David 02:00:00 PM ABC111 White VW Polo
9 SR002 FRAOQ0L - Frankhn, Douglas 02:00:00 PM ABCS555 White Audi A3
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The Daily Activity Report

e This report gives an overview of Guests arriving and departing on a daily basis, and which rooms are involved
e Click on "Reports - Activity - Daily Activity Report"

" Mowtel Hospitality 6.0.0.9 - [ Tkern Grid] -~

W File Edit Modify Setup  Process elp
e ——

Brrivals And Departures »
dh o = — e
Activity Daily Activity Repart
o A | List OF fuvailability Current Activity
2014 CUPEY EIRY (2014 (2014 .
DRO0T . Fri B ST | #en | Tue Rental Statistics > Mo seediis Rapest

e Select the dates and "Statuses" to be viewed, and click "Accept"

W Daily Activity Report @
From |2014/11/08 - To |EOEA1AT7 -
[] Cancelled

2 Provisional v
[] Confirmed v
] InHouse v
B Departed v
[] Hon Rev |
] Fully Paid Iv
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File Edit ‘View Favorites Tools  Help
sl Daily Activity Report
From 2014/11/08 To 2014/11/17
PRINTED DATE: 12 NOVEMEER 2014 TIME: 02:47:00 PM

TIME ARRIVALDEPARTURE CUSTOMER RES NUM ROOM DESCRIPTION ROOM NUMEER

08 November 2014
02:00:00 PM Arrival Black, Vernon 2 Single Room Nr 2 SRO02
02:00:00 PM Arrival Carr, Stan 4 2 Bedroom Suite Nr 2 HS003
02:00:00 PM Arrival Erasmus, Erica B 2 Bedroom Suite Nr 7 HS001

12 November 2014
02:00:00 AM Departure Black, Vernon 2 Single Room Nr 2 SRO02

13 November 2014
02:00:00 AM Departure Carr, Stan 4 2 Bedroom Suite Nr @ HS5003
02:00:00 AM Departure Erasmus, Erica & 2 Bedroom Suite Nr 7 H5001
02:00:00 PM Arrival Andrews, Shawn 1 Single Room Nr 10 SRO03
02:00:00 PM Arrival Button, Steve 3 Single Room Nr1 SROD1
02:00:00 PM Arrival Durand, JJ 5 2 Bedroom Suite Nr 2 Hs002
02:00:00 PM Arrival Espin, Wernar T Double Room Mr @ DROD4
0Z:00:00 FM Arrival Fourie, David & Double Room Mr S DROD3
02:00:00 PM Arrival Frankfin, Douglas a Single Room Nr 2 SRO02

16 November 2014
02:00:00 AM Departure Button, Steve 3 Single Room Nr1 SROD1
02:00:00 AM Departura Curand, JJ 5 2 Bedroom Suite Nr 3 H5002
02:00:00 AM Departure Espin, Wernar T Double Room Mr @ DROD4
02:00:00 AM Departure Fourie, David ] Double Room Mr 5 DROD3
02:00:00 AM Departure Frankfin, Douglas a Single Room Nr 2 SRO02
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The Utilization Report

This report will indicate how well the rooms in the facility are utilized for the dates selected, and occupancy is
measured percentage wise

e Click on "Reports - Utilization"

W Novtel Hospitality 6.0.0.9 - [Ttern Grid] g

W File  Edit Modify  Setup  Procesf | Reports )-halp
Srrivals And Departures [

Boctivity k
List OFf Zvailability

Rental Statistics k
Usage Report

Utilization

Sudit Log By User

Cornmments & Rernarks

Transaction Sudit

List 3

List Room Links

List Un Paosted Reservations
List Posted Reservations

List Qutstanding Reservations

u List Outstanding Groups
Wiew Fooms by Deposits ,
* Code
" Rate Per Person Morth-End
" Rate Per Room Incorne Ta..,
%| | Mew Rezervation | sales Histary »

Cash Takings

201411407 «| |201412/21 -
| J | J Takings Per User

Restaurant and Diet Report
Housekeeping Report
Bednights Report

Customer 4
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e Select the dates to be viewed as well as the option to view the report by:

» Guest Tariffs - Select either "All Guest Tariffs", or "Selected" (If you choose the latter option, select
the specific tariffs to be viewed in the report)

» Rooms (We hawe selected the "All Rooms" option)
W Utilization Report @
* From 2041 = to (20141148 -

020000 PM == 08:00:00 AWM ==
(" Guest Tariffs Code | Description -
O [WlDROM  Double Foom Mr 3
~ [wl DROOZ  Double Foom Mr 4

[Wl DROO3  Double Foom Mr 5
[*l DROO4  Double Foom Mr 6
H5000 2 Bedroom Suite Mr 7
H5002 2 Bedroom Suite Mr 8
H5003 2 Bedroom Suite Mr 9
[¥] SFO01  Single Room Mr 1 L

[ Include Mon Bev Beservations —
Accept Cancel

e As soon "Accept" is clicked, the report will be created in HTML format, and minimized to your internet

m

browser
Utilization Report e
From 2014/11/01 To 2014/11/18 (16.75 Days)
PRINTED DATE: 13 NOVEMBER 2014 TIME: 03:34:06 PM
ROOM DURATION ;‘E}IE“N"TT(’;
DROO1 Double Room Nr 3 o 0.00 %
DROO2 Double Room Nr 4 o 0.00 %
DROO3 Double Room Nr 5 278 18.42 %
DROO4 Double Room Nr 8 278 18.42 %
H30O1 2 Bedroom Suite Nr 7 475 2838 %
Hs002 2 Bedroom Suite Nr 3 278 18.42 %
H3003 2 Bedroom Suite Nr 2@ 475 2838 %
SROO1 Single Room Nr1 278 18.42 %
SR0O02 Single Room Mr2 6.5 3881 %
SRO03 Single Room Nr 10 478 2838 %
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The Charges Report

e When you click on "Reports - List", there are different sub-reports to be viewed as shown below. The report
we are going to view, is for all the "Charges" in the system

M Fil: Edit Modify Setup Procesf [Reports | Help
Arrivals And Departures 2
a0

-
Activity 4
aT
Mo
20
Fri

in 11 3 2 ang 2z 23 24 | 25 26 27 |2z =

Moy | Mow List OF A‘\.l'allablllt}f O IOCEN | Mov | Mew | Bov | Moy | Moy

14 Ry EIRRY (2014 (2014 R 2014|2014 (2014 [Z014 (2014

DROOT . Mon | Tue Rental Statistics 3 i ¥on | Tue | Wed | Tha | Fri
oroo: [

DROD3

Usage Report

Utilization
Audit Log By User
DROO4 Comments & Remarks

HS001 Transaction Audit

H5002 List » Guest Tariffs

H5003 List Room Links

Roorms
SROO1

List Un Posted Reservations Charges
SRO0Z2 i

List Posted Reserations Charges not linked to Pastel
5RO03 . . . Cust Pri Price Matri
List Outstanding Resersations ustomer Prices (Price Matrices)

-$il

Lt Giss Custorner Category Prices (Price Matrices)

Yiew Fooms by Charges By Menu Category

Deposits b
* Code e
" Rate Per Person onth-En
" Rate Per Room Incorme To..,
Sl [ e slsHisry '

|201411/07 ~| |2014012/21 +| Cash Takings

Takings Per User

Restaurant and Diet Report
Housekeeping Report
Bednights Repoart

Custormer 3
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-
List Charges iw—
PRINTED DATE: 13 November 2014 TIME: 02:56:43 PM

I I o s e S S
ADDO01 AddEgg ADDOO1 1.50 338.67 092 7 5.08 14.00
ADDO02 Add 150g of Bacon ADDOO2 5.00 215.80 1379 221 18.00 10.79 14.00
ADDO03 Lamb Sausage ADDO03 5.00 110.60 10,33 1.47 12.00 5.53 14.00
ADDO0 Add Hamburger Patty ADDO04 10.00 7540 17.34 246 20.00 7.54 14.00
ADDO0S Add 100g Steak ADDOO3 12.00 60.33 1930 270 22.00 7.30 14.00
ADDO0OS Add Slice of Toast ADDO0S 1.00 163.00 2163 037 3.00 1.63 14.00
ADDOOY Pork Banger ADDOOT 3.00 97.38 1579 221 18.00 7.79 14.00
ADDO0E Cheese ADDOOZ 5.00 110.60 10.33 147 12.00 5.53 14.00
ADDO0S Chips Portion ADDOOY 10.00 7540 17.34 246 20.00 7.54 14.00
ADDO10 Onion Rings ADDO10 3.00 64.50 1316 1.34 15.00 5.16 14.00
ALCO01L Windhoek Light 375ml ALCO01 10.00 T75.40 1754 246 20.00 7.54 14.00
ALCO02 Windhoek Lager 373ml ALCO002 10.00 7540 17.34 246 20.00 7.54 14.00
ALCO03 Castle Light 375m] ALCO003 10.00 T75.40 1754 246 20.00 7.54 14.00
ALCO04 Castle Lager 375ml ALCO04 10.00 T75.40 17.34 248 20.00 7.54 14.00
ALCO03 Dry Bed Wine per Glass ALCO003 12.00 2275 2193 3.7 25.00 9.93 14.00
ALCO06 Dry White Wine per Glass ALCO06 12.00 2275 2193 3.7 25.00 9.93 14.00
ALCOO7 Fed Wine per Glass - Semi-Sweet ALCOOT 12.00 2275 2193 3.7 2500 9.93 14.00
ALCO08 White Wine per Glass - Semi Sweet ALCO08 12.00 82.75 2193 3.07 23.00 9.93 14.00
ALCO09 Fed Wine per Glass - Sweet ALCO09 12.00 2275 2193 3.7 2500 9.93 14.00
ALCO10 White Wine per Glass - Sweet ALCO10 12.00 2275 2193 3.7 25.00 9.93 14.00
ALCO11 Smirnoff Spin 375ml ALCO11 3.00 97.38 1579 221 18.00 7.79 14.00
ALCO12 Smirnoff Storm 373ml ALCO12 3.00 97.38 1579 221 18.00 7.79 14.00
BAF.001 Bar Charge BARO01 0.00 0.00 0.00 000 0.00 0.00 000
BHDOO01 Filter Coffee EHDO01 2.00 426.50 10,33 1.47 12.00 8.53 14.00
BHDNODY Crinnnchinn BHNDOOT 300 138 AT 1318 184 15 00 1016 14 00
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The Income Projection Report

An "Income Projection" Report can be printed in order to view the possible income for reservations made in
advance

e Click on "Reports - Income To"

B Povtel Hospitality 60,09 - [ Ttern Grid] E

W File  Edit Modify  Setup F'ru:u:eselp

= Arrivals And Departures *
A.ctivity *
List Of Lwvailability

Rental Statistics 2
Usage Report

Utilization

Audit Log By User

Cormrments & Rernarks

Transaction Audit

List 2
List Room Links

List Un Posted Resercations
List Posted Reservations
List Outstanding Reservations

List Qutstanding Groups

=
1]
=
]
> @
=]
[l
g

Deposits 2
Manth-End

Incame Ta.. h

e Select the dates to be viewed - in this case it is the month of November. Select the specific "Statuses" to
be included in the report

* Code
" Rate Per Person
" Rate Per Room

W Income Prajection

(i :: 3
From ' 2014711701 (3

To 2441430 - Eermeal
Sort By | Reservation Numb v |
" Select Al ™ [ Cancelled
- SelectSpecifiea v O P“:"*’!S":'”al
v [ Corfirmed
#W @ InHouse
9 v B Departed
v [J MonRev
V¥ O FullyPaid
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e As soon as you click "Accept", the report will be created

INCOME PROJECTION
Date and Time Report printed : 2014/1113 04:13:57 PM
Report for the period 1 HNovember 2014 to 30 November 2014

Res Customer Arrival Date Departure Date Status Total
1 AMDOODT - Andrews, Shawn 1301152014 TaM152014 In House R 1 838.00
3 BUTO01 - Button, Steve 13112014 TRM12014 Canfirmed R 800.00
1 CAROODT - Carr, Stan ogiM1r2014 13112014 In House R 7 000,00
A DURDOT - Ddrand, JJ 13112014 TEM112014 Canfirmed R 4 200.00
G ERAQDT - Erasmus, Erica  08/M1172014 T3IM1r2014 In House R 7 000.00
T ESPO01 - Espin, Werner T3IM1r2014 TEM112014 Canfirmed R 1 500.00
a Fou0o1 - Fourie, David 13112014 TEM152014 Canfirmed R 1 500.00
g FRADDT - Franklin, Douglas 1301152014 TEM1I2014 Canfirmed R 800.00

R 24 988.00

Copyright © 2015 Novtel ® Louise Janse van Vuuren



80 Novtel Hospitality Manual V3.01

The Housekeeping Report

In order for the Housekeeping staff to see special notes regarding the occupied rooms, this report can be
printed. These notes are entered in the "Reservation Details Screen - General" tab

e Click on "Reports - Housekeeping Report"

W Movtel Hospitality 6.0.0.0 - [ Ttern Grid] g

W File Edit Modify Setup Procesf [ Reports | JHelp

Arrivals &nd Departures *
Activity 2
List Of Availability

Rertal Statistics *
Usage Report

Utilization

Sudit Log By User

Comments & Rernarks

Tranzaction Audit

List 3
List Room Links

List Un Posted Reservations
List Posted Resercations
List Qutstanding Reservations

List Qutstanding Groups
Yiew Fooms by

Deposits 3
- Code Maonth-End
" Rate Per Person onth-En
(" Rate Per Room Incorme Tao..,
%| | Mew Feservation | _ Sales History *
L UrDAr Cash Takings
2014111507 »| |2man2/21 +| JEER
dougfr: Takings Per User

Restaurant and Diet Report

Housekeeping Report h

Bednights Repaort

Custormer »
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e The current date will already be entered. Simply click "Accept" to display the report

HOUSEKEEPING REPORT

Date and Time Report printed : 20141113 04:26:21 PM
Report for the period 13 Hovember 2014

Room Status Customer Time VYisit Dur Adult Child Arrival Memo Notes
DROD3  Arrive Fourie, David 1111352014 2:00:00 FM 0 3 2 0 Extra Pillows
Reguested
DROO4  Arrive Espin, Werner 11352014 20000 P 0 3 1 0 Do not disturh
before 9am
HES001 Depart  Erasmus, Erica 1111352014 8:00:00 AM 0 a 1 0 Do not disturb
hefore 9am
HE00Z2 Arrive Carand, Jd 1101352014 2:00:00 Fi 0 3 2 2 Fresh Towels
Draily
HS003 Depart  Carr, Stan 1101352014 8:00:00 AW 0 a 2 2 Guest requested
no service
SRO01T  Arrive Button, Steve 1111352014 2:00:00 FM 0 3 1 0 Guest
Reguested 2
extra pillows
SRO0Z Arrive Franklin, Douglas 1171352014 2:00:00 PM 0 3 1 0
SRO03 Arrive Andrews, Shawn 1171352014 2:00:00 P M 0 B 1 0 Guestwil he Fresh Towels
arriving after Draily
gpm Mo room service

hefare 10am

* Please have a look at all the other reports as well
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Step 14 - POS Packages (New Feature)

e The "Package" feature was deweloped specifically for Avon, using the Nowtel Hospitality system - primarily

for the Point of Sale part of the program. The need for the "Package" feature arouse because this company
is part of a "Franchise Group" which uses a monthly catalogue to advertise the nation-wide specials for the
specific month. In order to administrate the "Special Prices" without changing the selling prices on every
"Charge Master File" each month, "Packages" are created for the "Items" on special ONLY.

¢ |n this manual, we will demonstrate exactly how "Charges" and "Price lists" in Pastel and Nowtel are linked

and updated when the "Package Month-End" procedure is performed

e In order to create "Charges" in Nowvel, click on "Edit - Charges - Add New"

1. For demonstration purposes, we are creating a fictional "Item" and price. In this case, all "ltem Codes" in

the franchise's catalogue consists of 5 numbers, and this will be applied to the "Item's Inventory Code"

2. The "Description" will also be entered exactly the same as in the catalogue
3. Do not enter a "Barcode" here. When a "Package" is created, the system will generate the barcode

according to the combination of information that will be entered by the "User"

4. Tick the check-boxes to:

» Create the Item in Pastel (When this check-box is not selected, the "Charge" will have to be created
manually in Pastel)

» Display on Inwoice
» Physical ltem

5. In the "General" tab, tick the check-box to "Allow Tax" in the case of the company being Tax registered,

and select the "Tax Rate" - in South-Africa it is 14%

6. Enter the "ltem's" cost price excluding tax - this is the price the company is buying the "lItem" for from the

supplier

7. Enter the "ltem's" selling price next to "Rate Including". This is the price your Customers will be paying

for it, and the price is inclusive of tax

8. The system will automatically calculate the "Markup %" and the "Charge's selling price excluding tax"

W 2dd Mew Charge S
Code |33221 6 [v Create ltem In Pastel
Dezcription |Mnisturiser 0il Freel 6 ' Display On Invoice
Barcode | 3] [~ Blocked

[w Physzical ltem

{ General } T Properties T Yaucher

Alow Tax [ @1 -Vat - Standard rated [143) |

Cozt Price Excl i§ 15 Markup % 3386
Rate Incl o FR.0O0 Charge Excl BR.79 l_
Ve.3.0.6

e Proceed to the "Properties" tab and tick the check-boxes to classify this "Charge" as a "POS and Shop

Item"

e The "Voucher" tab is not applicable here. Please see "Step 15" for a detailed explanation on the subject
e Click "Accept" to sawe the "Charge", and import it to Pastel as a "Physical Item"
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Creating Packages

As explained previously, a "Package" is created for each "ltem" on special for the month. Please note that
the "Packages" must have been created before the starting date for the special, since it will be updated to the
system on the last day of the previous month when the "Package Month End" procedure is performed.

e Click on "Edit - Package"

" Movtel Hospitality Ultirmate Standard 6.2.0.6 - [ Ikern Grid]

'! di Sety Process FReports  Hel
p P p
Roorm ‘ ?l\
b - o
ustarmers
Suppliers
——] -

| 2015-09-

Package h

e The window containing all previous "Packages" in the system will open. Or in the case where the first

"Package" is being created, the window will be blank. Click on "Add Package"

W Package Setup @
Code | Description | Barcode | Start | End |Type | Pric +
010071507142 Fizz Control Conditi... 010071507142 2015-07-01 2015-07-31 POS Type (CODESYYMM... 58.0
010251508030 Renewal 14 Day S_.. 010251508030 2015-08-01 2015-08-31 POS Type (CODESYYMM... 3900
010251509126 Renewal 14 Day S... 010251509126 2015-09-01 2015-09-30 POS Type (CODESYYMM... 259.0
011921504131 Barbie Spritz 100ml 011921504131 2015-04-01 2015-04-30 POS Type (CODESYYMM... 2713
012321507072 Ultra Sexy Body N__. 012321507072 2015-07-01 2015-07-01 POS Type (CODESYYMM... 61.9
012321508098 Ultra Sexy Body N... 012321508098 2015-08-01 2015-08-31 POS Type (CODESYYMM... 61.9
012321509088 Ultra Sexy Body N__. 012321509088 2015-09-01 2015-09-30 POS Type (CODESYYMM... 61.9
013501507142 Yolume Boosting T... 013501507142 2015-07-01 2015-07-31 POS Type (CODESYYMM... 338
013501508117 Yolume Boosting T... 013501508117 2015-08-01 2015-08-31 POS Type (CODESYYMM... 335
013501509160 Yolume Boosting T... 013501509160 2015-09-01 2015-09-30 POS Type (CODESYYMM... 85.9
013511507045 CT Light Foundatio... 013511507045 2015-07-01 2015-07-31 POS Type (CODESYYMM... 849
013511508086 CT Light Foundatio... 013511508086 2015-08-01 2015-08-31 POS Type (CODESYYMM... 84.9
013511509049 CT Light Foundatio... 013511509049 2015-09-01 2015-09-30 POS Type (CODESYYMM... 49.0
013521507045 CT Light Foundatio... 013521507045 2015-07-01 2015-07-31 POS Type (CODESYYMM... 84.9
013521508086 CT Light Foundatio... 013521508086 2015-08-01 2015-08-31 POS Type (CODESYYMM... 849
013521509049 CT Light Foundatio... 013521509049 2015-09-01 2015-09-30 POS Type (CODESYYMM... 49.0
013951507072 F/A Solid Perfume 5g 013951507072 2015-07-01 2015-07-31 POS Type (CODESYYMM... 139.0
013951509182 F{A Solid Perfume 5g 013951509182 2015-09-01 2015-09-30 POS Type (CODESYYMM... 69.9
015721507067 Hot Pink Towel He... 015721507087 2015-07-01 2015-07-31 POS Type (CODESYYMM... 99.0 _
e — e == - B e —

|Click on Column Header to sort. Double Click on line to display Transaction.
Search By Statug
|C0de ﬂ Search Far | All ﬂ
{ Add Package ‘ Edit Package Delete Package ‘ Cloze
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e Firstly, we need to explain how the "Package Code" works:

W Add Package

Package
FPackage Type

Dezcriphion

—

w

[ Multiple ltem Package

Copy Package To Barcode

The "CODES" part means
that the "ltem Code" is 5
characters long - as
created in "Edit
Charges”

The "YY" part means
that the year will be
entered as "15" for the
year 2015

T

—

The "MM" part is the
month during which
the special is
running

The "PPP" part is the
catalogue page
number where the

special appears

&

2] 3]

e Point 1 to 4 combined creates the "Package Code" as follows:
» 55393 is the "Charge Code" for the item: "Deep Cleansing Cloths"

» 15 is short for 2015 - the year during which the special is active
» 10 is the month of October

> 115 is the page number where the special is to be found in the catalogue. If the page number is 1, it will
be entered as 001

e Now click on "Copy Package to Barcode" to create the "barcode" with the combined characters. When
the "barcode" is scanned at the POS station, the price we are creating in this "Package", will be charged

W Add Package V6.3.0.6 .Ié’

Package Type 1F'|:|5 Type [CODESYYMMPPF) ﬂ Copy Package Ta Barcode
Dezcription |
Barcode

—
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1. The "Description" has been entered according to the "Charge Description" connected to the "Charge

Code"

2. The "Barcode" has been copied from the "Package Code"

3. The "Start and End Dates" was inserted according to the month and year entered in the "Package Code"
4. The "Charge's" cost price from the supplier has been inserted as entered on the "Charge" itself

5. The same goes for the "Selling Price Including Tax" - This is the normal selling price

(W Add Package

Package
FPackage Type
Description
Barcode

Start Date :

End Date:
Fackage Cozt [ncl
Selling Price Incl
Fackage Frice Incl
FPage Mumber

Quantity Total

Package [tems

55333510115

£

|POS Type [CODESYYMMPPP] ¥ |

Copy Package To Barcode

|ES Blemizh Deep Clhzing Cloths o

EESETICN
T —
T —
wn @
@

D | Package Code | Charge Code | Description | Gty | Cast Price Package

2886 55333510115 §5393 CS Blemish Deep Clngi.. 1 18.00 E3.00 n.o0

Add Package [tem ‘

" Item Cozt Price

| | Package Item Price From | & ltem Selling Price

' g Accept ’

Cancel V6305 |

6. The "Package Price Including Tax" is the special price as advertised in the monthly catalogue
7. The "Page Number" is inserted as entered in the "Package Code"
8. Click "Accept" to sawe this "Package"
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e In order to view all "Packages" for the month of October 2015, select "Start" from the drop-down menu
beneath the "Search By" field; enter "15" in the "Search For" field and scroll to the bottom of the list

. Package Setup @
Code | Description | Barcode | Start | End |Type | Pric »
988931509115 AC Rich Moisture F._. 988931509115 2015-09-01 2015-09-30 POS Type (CODESYYMM... 27.0
989051509106 Our Story BfLotion ... 989051503106 2015-09-01 2015-09-30 POS Type (CODESYYMM... 7158
989541509134 AC Light Moisture F... 989541509134 2015-09-01 2015-09-30 POS Type (CODESYYMM... 145
989871509049 CT Oil Control Pres_.. 989871509049 2015-09-01 2015-09-30 POS Type (CODESYYMM... 490
990641509166 Glow Bronzing Duo... 990641509166 2015-09-01 2015-09-30 POS Type (CODESYYMM... 99.9
990851509054 Ethnic Scarf 990851509054 2015-09-01 2015-09-30 POS Type (CODESYYMM... 89.0
992201509166 Relfective EfLiner ... 992201509166 2015-09-01 2015-09-30 POS Type (CODESYYMM... 499
992211509054 Aqua Scarf 992211509054 2015-09-01 2015-09-30 POS Type (CODESYYMM... 89.0
992781509182 F{A Shimmering Bf... 992781509182 2015-09-01 2015-09-30 POS Type (CODESYYMM... 69.9
994821509153 Hello Kitty Bubble ... 994821509153 2015-09-01 2015-09-30 POS Type (CODESYYMM... 37.9
998151509126 Clean Comforting ... 998151509126 2015-09-01 2015-09-30 POS Type (CODESYYMM... 89.0
998171509126 Anew Clean Purifyi.. 998171509126 2015-09-01 2015-09-30 POS Type (CODESYYMM... I@}
271891510036 CS Pro Liquid Extra... 271891510036 2015-10-01 2015-10-31 POS Type (CODESYYMM... T
312781510045 Truly Unique EDT ... 312781510045 2015-10-01 2015-10-31 POS Type (CODESYYMM... 2500
324071510244 AC Invisible AP Ro... 324071510244 2015-10-01 2015-10-31 POS Type (CODESYYMM... 12.0
325361510225 TTA Daydream ED... 325361510225 2015-10-01 2015-10-31 POS Type (CODESYYMM... 290.0
327331510014 GS EfLiner Starry ... 32733151001 015-10-01 2015-10-31 POS Type (CODESYYMM. .. 349
327451510023 GS EfLiner Cosmic ... 327451510023 2015-10-01 2015-10-31 POS Type (CODESYYMM... 349
553931510115 CS Blemish Deep __. 553931510115 2015-10-01 2015-10-31 POS Type (CODESYYMM... 400 _
Fl [ *

|Click on Column Header to sort. Double Click on line to display Transaction.

Search By = Statuz
|Start ( ﬂ , Search For |15 Al j
Code ———
Description

Package ‘ Delete Package ‘ Close
Type
Price
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15.1 Package Month End Procedure

e |t is essential to perform this procedure at the end of the last day of the month in order to reset the price

lists. The prices of "ltems" that have been on special the previous month will reset to the regular selling
price if the "Items" are not on special again this month. All "Package Prices" created for the next month
will then come into effect

Click on "Process - Package Month End"

—_

" Mowvtel Hospitality Ultimate Stand_a_r;d_ﬁé.[l.ﬁ - [ Ikern Grid]

W File  Edit Modify  Setuf ZEFIDH:S Help

Process

Recurring Billing
i

Price Matrices Update
T T T

se | cer | cer Package Month End
2015 |2015 2015 wrﬂu: |ZU1:| |Z|.|1:| |Z|.|1:|
Lo kAONd Iﬁl ur 3 ooy - 1 = ar o 4oy

. Select the month and year of the current month. Remember that this must be done on the last day of the

month - Therefor we have selected September 2015

‘U'I-POON

. Select the "Inventory Goods" option for the "Inventory Group"
. Tick the check-box to "Update the Cost Price"
. Select the "POS Items" option in the "Selection" field
. Click "Select All" in order to update all the "Packages", and then click "Update"
Package Month End @
| Update Packages | Pleaze select the Charges
Current Manth ’Wl € CurentYear [2m5 ﬁ Code | D.esc:ription - | Amount |
moov Fizz Control Conditioner 250m| 5a.00
01025 Fenewal 14 Day System Kit 390,00
Package Type  [POS Type (CODESYYMMPPF) =l 01132 B srbie Spritz 100ml 2730
maiz Ultra Sexy Body Mectar 125m| E1.95
Discount : ’D_ ﬁ 01350 Wolume Boosting Trtment 150ml 3357
MultiStore Selection 351 CT L?ght Foundat?on Med 30ml 8495
01352 CT Light Foundation Tan 30ml 84,95
bult Stare: 001 - Default Store - 01395 F# Solid Perfume 5g 139.00
Maev2 Hot Fink Towel Head ‘wrap 33.00
Inventor Group: [002 - Invertoy Goods @) =l 01620 Make-Lp Setting Sprap 125ml 14995
m7o Diestination Grand Canyon EDT?... 30.00
myos CT L/S Neon Orchid 59,95
myav CT L/S Sun Bleached Pink. 59,95
¥ Update Cost Frice (€) 01231 CT L/S Drenched Coral 59,95
01839 Churiztian Lacroix Muit Him EDT 7... 209.30
Sart By Code +| Search '7 02041 SuperE xtend E ALiner Pro Black 113.95
. 02145 E=ploration EDT 75ml 000
Seeiioy 02207 Rielfective E /Liner Malten Gurim.. 109.95
Alllterns - 0z209 Anti-Fade W Spray 150ml 82490
POS [tems o o 02245 AL Firming B /Lotion 400m| 25.90
02411 L/Gloss SPF15 Mulbery 109.90
02436 Foundation Bruzh 428
02438 Concealer Bruzh 59.95
02537 Relfective ELiner Molten Copper 10995 -
] b

Select Al Select None ‘ Update ‘ Cloze
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e Click "Yes" to proceed

Movtel Hospitality £3

e Please be patient since the update takes a few minutes to be completed

[] ]

Select Al

Select Mone ‘ ‘

e Click "OK" when the update was successful, and then "Close" to exit the window

» Package Month End

| Update Packages

V6.3.0.6 B

Flease select the Charges

Current Morth September = Current Year (2015 ﬁ Code | D.esc:ription = | Amaunt | -
01007 Fizz Control Conditioner 250ml 58.00 | |
Packags T m02s Renewal 14 Day System Kit 390.00
ackage Type  |POS Type [CODESYYMMPPF] =l o182 Barbie Spritz 100ml 27.30
masz Ultra Sexy Body Mectar 125ml B1.95
Discount : ’D_ j 01350 Wolume Boosting Triment 150m] 3357
MultiStore Selection 01351 CT Light Foundation Med 30ml 4495
01352 CT Light Foundation Tan 30ml 84.95
Mult Store: [001 - Default Store | %] 01395 F/t, Solid Perfume 5g 139.00
a7z Hot Pink Towel Head 'Wiap 93,00
Invertory Group: 002 - Inventary Goods 01620 Make-Uip Setting Spray 125mi 14995
m7o Drestination Grand Canywon EDT?... 0,00
01705 CT L/5 Meon Orchid 59.95
ora7 CT L5 Sun Bleached Fink 59.95
I Update Cost Price et CT L/S Drenched Coral 59.95
_ 01839 Christian Lacroix Muit Him EDT 7... 209.30
Sort By Code -| Search 02041 SuperExtend E/Liner Pro Black 119.95
. @] 02146 Exploration EDT 75ml 310.00
Selza Relfective E/Liner Mokten Gunm,. 109.95
All ltems - Anti-Fade IV Spraw 150 82.90
FOS ltems o AL Firming B /Lotion 400m| 25,90
| /Gloss SPF15 Mulberry 109.90
428
59.95
Relfective olten Copper 10995 -
T b

Select Al

Select Mone Update

)

e After the "Package Month End" procedure, the "ltem Prices" created as "Packages" for the new month
will come into effect, and all "Package" prices for the previous month will revert to the normal selling prices
as entered on the "Charges" itself in "Edit - Charges - General Tab" - provided that it is not connected to

a new "Package" in the current month
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15.2 POS Transactions

¢ In order to demonstrate how the "Package" prices for October 2015 have now come into effect, click on the
arrow next to the "POS Icon", and select "Sales (POS)"

" Movtel Hospitality Ultirmate Standard 6.3.0.6 - [ Itern Grid]
W File Edit Modify  Setu

il 'L::' 2

i |02 Sah;Sl:F'OS:I «
Cet | Cet
DEMODT [ BOLS 2015 Reservation Payments
Deposits
IW-. P
0

Payouts

Account Payments

“iew Rooms by Reservation Refunds
¢ Code

" Rate Per Person Shift Cash Up

" Rate Per Room Shift Surnmary
v |

e Either scan the "ltem" with the bar-code scanner, or enter the bar-code manually. The "ltems" we hawe
created as "Packages", now all display the "Special price"

W Noveel Hospitality Utimate L Lm0 ey ber SFT00004 = ===
M} File Edit Modify Setu
‘O‘NOV.I‘EL Admin PAYMENT DUE
661.80
o [ wwwnovtel.com " [ [ [2 [ K
at | ot A -
uis jeats Select Itemis] Selected Item(s] P el el il el
DEMOOL -- Barcode | Code | Description [ Rate Inclusi... | Qty Code ‘ Description YPnce Incl ckage Code -----
01007 Fizz Cantrol Conditioner 250m| sgo0 L X1 55393 CES Blemish Deep., 931510115
0 01025 Renewsl 14 Day System Kit 390,00 X1 32745 GSE/Liner Cosmi 3451510023 |
View Riooms by 11192 Berbis Sprite 100m 2730 ®1 32733 S E/Liner Starry 3490 328331510014 DCanceled
* Code 01232 Ultra Sexy Body Mectar 125ml 6195 X1 32536 TTA Daydrearn E| 290.00 328361510225 B Provisional ~
 Rate Per Peson M350 Yolume Bonsting Trimart 160ml 3357 W1 32407 AL Invisible AF R 3071510244 i ¥
© Rale Per Room 01351 CT Light Foundation Med 30ml §4.95 ®1 31ers Truly Unicue ED. N2781510045 DinHouse ]
- S 01352 CT Light Foundation Tan 30ml 8495 B Depated "
% MenlREERET 11335 F/ASolid Perfums 5g 13300 EES =
smEAnAT -l 1nA1114 01872 HotPink Tawel Hesd Wiap 9300 OFuy P =
4 . »
Search by : Search for: .
\Barcode j “ﬁf
Pastel Inventary Details
a
On Hand On Oider a Sold Bakance:
[ 100 | -1.00 | oo | 100
User: Admin

e The "Packages" set up for October 2015

B Package Setup h (=]

Code | Description | Barcode Start End Type

312781510045 Truly Unique EDT ... 312781510045 2015-10-01  2015-10-31 POS Type (CODEEWMM...% 250.0
324071510244 AC Invisible AP Ro_.. 324071510244 2015-10-01 2015-10-31 POS Type (CODEEWMM_..Q’, 12.0
325361510225 TTA Daydream ED... 325361510225 2015-10-01 2015-10-31 POS Type (CODEEWMM...Q’, 290.0
327331510014 GS E/fLiner Starry ... 327331510014 2015-10-01 2015-10-31 POS Type (CODEEWMM_..*" 349
327451510023 GS E/Liner Cosmic ... 327451510023 2015-10-01 2015-10-31 POS Type (CODEEWMM...% 34.9 |
553931510115 CS Blemish Deep ... 553931510115 2015-10-01 2015-10-31 POS Type (CODEEWMM_..& 40.0 _
4| 1 +

|Click on Column Header to sort. Double Click on line to display Transaction. V6306
Search By Status

Start j Search For |19 Al ﬂ
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Step 15 - Vouchers Explained

Creating a Voucher Charge

The "Voucher" feature was developed in Version 6.3.0.6, which was released on 2015/09/23. This feature
enables any guest to purchase "Vouchers" for the Restaurant, Bar, Take Aways and Deliveries at present.

(October 2015)

In the future, the options for Accommodation and POS Shop Vouchers will be enabled, and the principal will

be exactly the same as described in this tutorial

Please note that a "Voucher" can be purchased by anyone - either for themselves; for somebody else or for
a "Group". The person in possession of the "Voucher" will be able to redeem it at the relevant department

as selected on the "Charge" itself

The very first step in setting up "Vouchers",

"Voucher" is sold. Click on "Edit - Charges" in order to create this "Charge"

"' Mowtel Hospitality Ultirmate Standard 63,008 - [ Itern Grid]

E dify Setup Process REpDr‘tS Help
Room

»

Customers

Suppliers
Ol Branches
lﬁ Charges h
A Guest Tariffs

15 1d 17
et et et
2015 (2015 Rk

:I Tha IR JdI Sat

EEUB

¢ Click "Add New"

W Charge Setup VE.3.0.8 '@
Code Descriptian | Arnourt | -
ADDOm AddEgg 750 |=|
ADDO02 Add 1503 of Bacan 1800 —
ADDOOG Lamb Sauzage 12.00
abDood Add Hamburger Patty 20.00
ADDO0R Add 100g Steak 2200
ALCO0S Dy Red‘Wine per Glass 2500 -
Sort By Code ﬂ Search ||

Code |

Dezcrption |

Charges |

( tddNew ) | Close
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1. The "Charge Code" can be created as an abbreviation of the Restaurant's name. For example: CAS001
2. The "Description" can be entered as "Casidy Voucher"
3. Tick the check-boxes to:
» Create ltem in Pastel
» Display on Inwice
4. In the "General" tab, select the option to "Allow Tax", and select the standard tax percentage

5. Enter the "Charge Including Tax" amount, or alternatively, leave it blank in order for the "User" to enter a
custom amount when the voucher is sold. The system will automatically enter the "Charge Excluding
Tax" amount

W 2dd Mew Charge @
Code |CASO01 (1) v Create ltem In Pastel
Description |Easiu:|_l,l Voucher B IV Display On Invoice
[ Service Charge [tem
seeady | T Blocked
[ Physzical ltem
T Froperties T YWoucher
Allow Tax v Q‘I -Wat - Standard rated [14%) j

Cost Price Excl Q.00 bl arkup % | Q.00
Charge Incl |B R0.00 Charge Excl | 43.86

| v63.08

¢ In the "Properties" tab, select the options to classify this "Charge" as a "POS and Shop Item"

W Add Mew Charge @

Code ||:.-'1'-.SEIEI1 [v Create ltem [n Pastel

Drezcription |Easidy‘~ﬁ:uuu:her ' Display On Invoice

[ Service Charge ltem

[ Blocked
[ Phyzical lkem

T Wioucher

Barcode |

General T

J s
ﬁ'r? POS Item =

[ Barltem POS Categony: | o,
'*TIF Shop Ikem |

Clear |

[ Menu ltem

I = PR PR [ S —

VEB.3.0.8
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e Proceed to the "Voucher" tab and tick the check-box to activate this "Charge" as a "Voucher Item"

(W 2dd New Charge e

Code ||:.-'1‘-.SEIEI'I [v Create ltem ln Pastel

Drescription |Easidy‘-.-’u:uuu:her ' Display On Invoice

[ Service Charge ltem

[ Blocked
[ Physical ltem

Barcode |

General T Properties T

Youcher [tem D

VE.3.0.8

1. Enter the "Voucher Description"

2. In this case the "Voucher" will be valid from the day it was created, and only for the duration of that day. In
order to extend the number of days this type of "Voucher" are to be valid, enter the number as 30, 60 etc in
the "Valid End Days" field.

3. Select only the specific area - or select multiple areas where "Vouchers" created with this "Charge Code",
can be redeemed

4. Click "Accept" and import the "Charge" to Pastel as a "Service Item"

W 2dd Mew Charge @

Code |E.f1'-.SEIEI1 [v Create ltem In Pastel

Dezcription |Easiu:|_l,l Waoucher ' Display On Invoice

[ Service Charge [tem

[ Blocked
[ Phyzical [bem
i —

General T Froperties T { Youcher ’

Barcode |

Youcher [berm v [
“"v"u:uucher D ezcription: |Easid_l,l Yaucher
v [
Y alid Start
f* lzzue Date i

g Walid End
i+ Dapz { 1|

“Woucher Redeem - Accommodation [ Youcher Bedeem - Bestaurant 9 [w"

—

Woucher Redeem - Bar Youcher Bedeem - Takeaway

Youcher Redeem - POS Shop [

R

Woucher Redeem - Delivery

V6.3.0.8 ( g! Accept } Cancel
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e If attempted to redeem a "Voucher" on any other date than the allowed one day - as set up in the previous
screen shot - the system will not accept the "Voucher" as valid, and the guest will be liable for payment of
the entire bill. This "Voucher" will now be invalid

W Movtel Haospitality @

@ Date after Youcher End Date.
( 0k D
V6.3.08

1. In order to adjust the "End Date" number of days this type of "Voucher" will be valid for in the future, click
on "Edit - Charges"; double click on the specific "Charge"; Proceed to the "Voucher" tab, and change the
number to whatever it should be

2. Please note that specific dates cannot be selected at present. But for information purposes: in the future
the function will be activated where specific start and end dates can be entered

3. Click "Accept" to save the changes

W Edit Charge =
Code |CASO01
Dezcription |Easid_l,l Waucher W Display On Invoice
[ Service Charge [tem
seeds | I Blocked
[ Phyzical [tem
General T Froperties T hfuu[:her
Youcher ltem v [
Youcher Description: |Easid_l.l Youcher
[+ [
Y alid Start
{* |zzue Date (" 9
Walid End
{+ Days { EQ "
Youcher Redeem - Accommodation [ Woucher Bedeem - Regtaurant [
Youcher Redeem - Bar [w “Waoucher Bedeem - Takeaway [w
Youcher Redeem - Delivery [w “Waoucher Bedeem - POS Shop [
Paztel Inventary Code CAS0M Caszidy Woucher E
bulti Store code for retnieving Cost Price | J | |
VB.3.08 ( E! Accept ! Caticel

e |t is important to know that there are no limit on the number of "Charges" to be classified as "Voucher
Charges"
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16.1

Creating a Voucher

¢ In order to create a "Voucher", it must actually be sold by means of the POS system. Please ensure that a

shift was opened for the "User" to enable them to perform transactions

a0 -u'=' ]

Help

" Mowtel Hospitality Ultirmate Standard 6.3.0.8 - [ Itern Grid]
W File Edit  Modify  Seps cess  Reports

> pOS

et
2015
CaManT . Fri n

13 14
Ot Ot | et
2015 2015 (201

Tue | Wed | Thu

v6.3.08 L

-- @5
15 1d

W

e Search for the "Charge" and double click on it in order to be selected

" Sales - Shif Mumber SFTO0016

www.nov tel.com

@NovTEL

V6.3.0.8

PAYMENT DUE

50.00

Select Item(z] :

Barcode Description

CLOO0Z  T-Shirtwith Logo Size Me
CLO004  T-Shirtwith Logo Size XL
CLO005  T-Shirtwith Logo Size #xL
CLO006  Kids T-Shirtwith Logo
CLODO?  Hat-Peakwith Logo
CLOO0§  Hat- Cap with Logo
CLOO09  Hatwith Logo - Kids
Juinnm Orange Juice 500ml
Juiooz Guava Juice 500m|
Juioos Apple Juice 500ml
Juioo4g Mixed Fruit Juice 500m|
Juioos tango Juice
SCDO09  Coke Zero 350ml

1212121212, SDCO01  Coke 350ml
SDCO0Z2 - Sprite 350ml
SDCO003  Fanta Grape 350ml
SDCO004  Fanta Orange 350ml
SDCO05  Cream Soda 350ml
SDC006  Appletizer 350ml
SDC00?  GrapetizerdbOml
SMADODT  Lays Plainky Salted 300

CLOO03  T-Shirtwith Logo Size Large

Fate Inclusi...

m

Selected ltem(s) :

City Code Description | Frice Incl | Fackage Code
*1 CASOM Casidy Voucher 50.00
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e Should the guest require a "Voucher" to the value of a specific amount, double click on the "Price
Including" amount, and enter the custom amount. The "Payment Due" amount has been adjusted

accordingly
e Click on "Transaction Cashup"

" Sales - Shif Mumber SFTO0016

Multi Store:
www.nov tel.com

VE6.3.0.8

L2 ]
PAYMENT DUE

. 180.00

e Enter the amount in the field of the payment type -

R180.00

Select ltem(s] : Selected tem(s] : 4
Barcode I Code I Description I Fate Inclusi... | - Oty I Code Description / Price Incl [fPackage Code|

CAS001  Casidy Youcher 50.00 1 CASOM Casidy Youcher I
CLOO0T  T-Shirtwith Logo Size Small 120.00

CLOD0Z  T-Shirtwith Logo Size Medium 120.00

CLO003  T-Shirtwith Logo Size Large 120.00

CLO004  T-Shirt with Logo Size XL 140,00 | _

CLOO0E  T-Shirt with Logo Size *XL 15000 |7

CLO006  Kids T-Shirtwith Logo 70.00

CLOO0?  Hat-Peak with Logo 80.00

SDCO05  Cream Soda 350ml 12.00

SDCO06  Appletizer 350ml 15.00

SDCO0?  Grapetizerablml 15.00

SMADOT  Lays Plainly Salted 30g 5.00

In this case we are receiving the cash amount of

e Click "Drawer" to open the cash drawer, and then "Accept" in order to print the receipt

-’ﬂ

CREDIT CHRD

CHERUE

BRAMK. TRAMSFER

000

Inc ded

DIs

0.00

PAYHENT DUE

FPRYMENT RECEIVED

180.00

CHAMGE
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e At the bottom of the receipt, the "Voucher Number" has been generated as NV000002. This receipt must
be safe guarded by the guest since this will be the only copy containing the "Voucher Number". If
attempted to reprint the receipt, it will print, but WITHOUT the "Voucher Number"

TALINVOICE

m1 CASDD - Casidy Woucher 2211 130.00

Description Cash
Customer Cazh Customer
Payment Type : Caszh
Payment Due 180.00
TaxMAT Total 221
Payment Received 180.00
Change : —EIIIIIII
Discount : 0.o0
Youcher 0.0a
Staff member Aclmin
Print Date 2013-10-09
Time : 125733 PM
Shift Mumber : SFTO0016

Receipt Mumber : RECO0O042 'ﬁ'

Thank You.

— o ———

{_ mvoooooz )

e For demonstration purposes: This is how the "Voucher" sale will display on the "Shift Detailed Report"
when the cash-up is done at the "Front Desk"

Detailed Shift Summary - Supervisor:

Cashier: Admin - Shift #:5FT00016
Shift Start 2015-10-09 12:31:09 PM - Shift End 2015-10-09
Time and date report was printad: 2015-10-09 01:17:11 PAL

Cash Invoices and Credit Notes

105 (REC00042)

CA3M] Casidy Voucher 1 180,00
TEANSACTION TOTAL: 1 16030

SHIFT TOTAL: ]
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16.2 Redeeming a Voucher

e This is an example of the bill this guest accumulated in the restaurant. For demonstration purposes, the
guest entered the gratuity as R37.00, and are ready to make the payment

Tahle: 2
Fitter Coffee 2 294 24 .00
Lasagne 1 B47 £9.00
Hake and Chips 1 B.75 55.00
Dy Red Wine per Glass 1 307 25.00
Casztle Light 375ml 1 246 20.00
Choc-Mut Sundae 1 307 25.00
Choclate Brovwenie and 1 553 45.00
Cream
Service Charge 1 0.00 0.0a
Tatal Excl ; 23071
Tax: 3229
Total 263.00
Dizcourt Included : 0.0a
Gratuity: R37.00
Waitron © Stella
2015-10-09 01:36:08 P
SFTOOD14
Thank You.
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e This is how the payment will be administrated:
1. Enter the "Gratuity" amount. The total payment amount due is now R300.00

2. Click "Redeem Voucher"

CREDIT CRARD

CHERLUE

LAUCHER

REFUMD

TRAMSACTION TOTAL

263.00

GRATUITY

+ 1

SERVICE CHARGE
0.00

DISCOUMT

0.00

Included

PAYHENT DUE

w

PAYMENT RECEIVED

0.00
CHANGE

0.00

—

2
I
I

REOEEH
LDUCHER

HEE
B
HEE
TTP

DRAWER CAMCEL
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e Now enter the "Voucher Number" as displayed on the receipt, and click "Accept"

Redeem Voucher

Voucher Count: 0
[ Pleass Enter The Vousher Number

D

'.
f Accept 4 Cancel |

99
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e The amount of R180.00 will be recognized by the system since it is linked to the "Voucher Number". It will
be inserted in the "Refund" field, and the amount is entered as "Payment Received"

TRAMSACTION TOTAL

263.00

CREDIT CARD GRATUITY

SERUICE CHARGE

0.00

DISCOUNT

CHEGQUE Included 0 00

PAYHENT DUE

LIOUCHER
PAYMENT RECEIVED

180.00
CHANGE

0.00

REFUMD

DRALER CAMCEL

REDEEM
LIDUCHER
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e The guest is liable for the outstanding amount of R120.00 - which is the difference between R300.00 and
R180.00. Enter the payment amount in the relevant payment field, and click "Accept"

e The "Voucher" should be placed in the till as proof of "Payment" - although it is not an actual exchange of
money at this point, since payment was already received when the "Voucher" as purchased

TRAMSACTION TOTAL

263.00

GRATUITY
CREDIT CARD GRATUIT

SERUICE CHARGE
0.00

DISCOUMT

— - \
CHERLE Included 0. 0

PAYHENT DUE

LUQUCHER:
FAYMEWT RECEILVED

300.00
CHANGE

0.00

REFLHO

DRALER CAHCEL ACCEPT

REDOEEM
LOUCHER
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e When the money count is done at the end of the shift, the "Voucher Amount" must be entered next to

"Vouchers", otherwise this amount will be seen as a "Shortage"

w» Maoney Count @
Cash: 32875
100000 [ 0+ ns0 [ 1 Cheque : 0.00
RO0.00 0 jl 025 0 jl Credit Card : 0.00
2|:||:||:||:| I_u ﬂ |:| 2|:| 1 ﬂ EEII"Ik Transfer . l].["]
100,00 |_3 jl 010 0 jl Yauchers 180.00
s0.00 [ 3 oos [ 1 Dz 0.00
2000 [ 11 j noz| o j Total: 1008.75
10.00 Wﬁ om [ o j Flogt [ a0d
500 [ 6= R ——
=1 Physzical : B03.75
200 [ 14 :‘
1.00 uﬁ Surplus : 0.00
Shift Total Cash - 608.7%
Comments : Acoount Total 0.00
| Houze Total 0.00
Group Total ; 25.00
Other Tatal : 0.00
Shift Tatal ; 633.79
Repart ‘ E.:;E:a ‘ Aocept ‘ Cancel
W Money Count @
Cash: 328.75
100000 [ 0 ns0 [ 1 Cheque : 0.00
50000 0 jl .25 0 jl Credit Card : 0.00
EDDDD I_I] ﬂ D zn -l ﬂ Eank Transfer . I].["]
100,00 |_3 j 010 0 ﬁ YWouchers 0.00
s0.00 [ 3 nos [ 1 Hisie: 0.00
2000 [ 11 :‘ noz| o :‘ Total: 82875
1000 | 10 j om | 0 j Float - 400.00
500 [ 6 —
=] Phuysical : 42875
200 [ 14 j
100 [ 0 6.3.0.8 ¢ Shortage : 180.00 »

This concludes the Nowtel Hospitality Basic Manual. For more information on Hospitality Point of Sale, as well

as the Restaurant Point of Sale System:

¢ Download the PDF Manuals from our website at www.nowtel.co.za

e Register on Novtel's Forum by following this link: http://www.novtel.com/forum/index.php
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OUR PRODUCTS

Our 5age Pastel integrating software include products for:

* Property Management

NOVTEL GROUP * Vehicle Hire®
Compar s SclfStorage®

e Equipment Hire*

® Relations Management®

s (Contract Management®

e Hospitality*

® Point of Sale: Retail*

® Point of Sale: Restaurant®

® Gate/ Facility Access Control*

* Can also be used as stand-alone applications

OUR WEB PORTALS

GLOBAL +

. PROPERTY ONLINE

ANOVTEL COMPANY "

oviel
Ay et 15y

MOVTEL APPROVED DISTRIBUTORS

| SOUTHAFRICA | Global Property Online and Country related Website Portals are the marketing
outhern Cape medium between Estate Agents | Private Owners and Property Buyers |

em Cape KwaZuli sl Renters. These Portals also include an Online ¢RM (Customer Relations

tern Cape

1ern Region Cauteng Management) System:

I INTERNATIONAL | ® Global Property Online — www.globalpropertyonline.net

alia Botswana ® Buy Property in Spain — www.buypropertyinspain.net

ybean Kenya

* Property in Portugal for sale —www.propertyinportugalforsale.com
Dubai Migeria
® Australia Property — www.australia-property.net

aland Tanzania

b n Uganda * BLOG - www.blog.globalpropertyonline.net
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