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Inroclueciion

Novtel Hospitality is a comprehensive system by which the entire facility can be managed:

v
v
v

Reservations for accommodation (Individual and Group Reservations).
A POS system accessed directly from the Front Desk to manage the sales of items sold from Reception.

A Touch Screen based Restaurant POS System which can be set up for a single restaurant, or multiple
restaurants — each with its own set of menu categories and charges.

A dedicated Retail POS System to manage sales; issue quotations for items sold from the shop, and
manage takeaways.

An Events system by which tickets can be sold and reservations can be made.

The Reservation Quotation System to issue quotations for reservations; venue hire, catering, event
reservations or tickets, etc.




wmﬁ[f@d@@ﬁ@@ sage sage

Pastel Fvolution

Novtel Hospitality integrates with:

v’ Sage Pastel Partner and Xpress mgh-l-sbrldgeﬁﬁ

Sage Evolution

Nightsbridge Online Bookings
Microsoft Office (Word; Excel; Access; SQL and Outlook)

Novtel Access Control

NS NEE NEE NEEN

Novtel Relations Management

X




Inroclueciion

Please note that in this manual, we will only focus on the basics of the Reservations part of the system, and
basic manuals on the Restaurant and Retail POS systems respectively, are also available for download.

The Basics of the Retail POS System
https://www.novtel.co.za/Manuals/Hospitality/Novtel%20Hospitality%20-%20The%20Basics%200f%20the%20Retail%20P0S%20System.pdf

The Basics of the Restaurant POS System
https://www.novtel.co.za/Manuals/Hospitality/Novtel%20Hospitality%20-%20The%20Basics%200f%20the%20Restaurant%20P05%20System.pdf

Also note that there are a lot more information available on the features of Novtel, and which are not
discussed in this document.



https://www.novtel.co.za/Manuals/Hospitality/Novtel%20Hospitality%20-%20The%20Basics%20of%20the%20Retail%20POS%20System.pdf
https://www.novtel.co.za/Manuals/Hospitality/Novtel%20Hospitality%20-%20The%20Basics%20of%20the%20Restaurant%20POS%20System.pdf
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Sertup Procedures

Setup Company

v' The Company details to be displayed on all documents throughout the system are
entered.

v' The default Tax Rate is selected, and the tax number is entered to display on the
documents.

v" The number of rows on the Grid is set — which represents the rooms.

v" The number of columns are set — which represent the number of days to be viewed
simultaneously on the Grid.

v/ Seasons can be activated on either the:

»  Room Level
»  Oron the Guest Tariff level

v' Child Rates can be activated on the Guest Tariff Level and custom captions set up to
be displayed on reservations and Guest Tariff Master File.

v' 4 Custom captions are set up for Terms and Conditions to be selected on a Customer
Master File, and for the selected terms and conditions to be displayed on the
Reservation Statement.

v' The use of the Fingerprint scanner can be activated, and the path —which must be
accessible from all workstations on the network — is selected.

v' The default deposit percentage to be automatically calculated on all reservations for

accommodation.

Integration Settings

As Novtel is integrated with Sage Pastel or Evolution, pre-created
GL Accounts and entry types are selected to which the financial
data is posted for detailed reporting from the Financial System.

The following options can also be activated and used in Novtel
once set up in the financial system:

v" Multi Stores / Warehouses
v" Cost Codes
v' Agent Codes




Sertup Procedures

Documents

e Invoices
3 Default Layouts are available to choose from, and your company’s logo can be added to 2 of the layouts.
Novtel Hospitality also incorporates the ‘Forms Designer’ option which enable companies to design and use their
own custom invoice.

e Reservation Statements
Reservation Statements will display the cost for the accommodation first, after which the total for all charges posted
to the ‘In-House’ reservation will be listed.

e  Word Documents
As Microsoft Word integrates with Novtel, Word Documents can be set up and linked to Novtel which will use
bookmarks to derive information from the reservation and Customer for display on the document.

e Document Notes

Document Notes can be set up for display on various documents in the system.

e Terms and Conditions

4 Different sets of Terms and Conditions can be set up in Novtel. When the specific option is selected on the
Customer Master File, the Terms and Conditions are displayed on the reservation statement.




Branches vs Room Type

® Sranches ‘ Branches are used to colour code the rooms on the Grid. It means
[ Camping Outdaar that:
[ Chalet 2 Bedroom Aissigned Colowr [
[ Chalet 3 Bedroom Section ¢ ] . . .o pe
B Howl Doute et ot s v" Al ‘Double’ rooms may be displayed in a specific colour,

[ Hatel Single
O staff Accommadation Batehelor Flat
M ‘/eddings and Yenue

Room Tyge while ‘Single’ rooms are displayed in a different colour.

[venue

v However: some companies manage multiple Lodges from
the same Grid, and the rooms linked to a specific lodge are

linked to the same Branch and colour - regardless of the type
Add New | Edit | Delete | Cloge | or Size Of the room.

Room Types are created to group similar rooms together on a quotation, for
example:

v' 2 xSingle Rooms

v
6 x Double Rooms h B3 Room Type Setup — O >

v" 3 x Family Rooms, etc

This means that one line can be created on the quotation with the number of

1 single
rooms required per room type, and the price will be calculated according to either 2 Diouble
the room, or per person rate - depending on your settings. 3 Farnily
) ) i . 4 Conferencing
However: This setup is optional, and available rooms can be selected on the g 7 Badioon Chalet

quote from the start.

Rooms are not reserved until the quote is accepted and the quote is converted
into reservations — provided that the rooms are still available. If not, different
rooms can be selected.




Sertup Procedures

L3
M File Edit Modify Setup Process Reports Help Tou rism Levy (Service Charge)
o 0 - -0 X7

IWI“ F - = ““ a3 5 Novtel can automatically calculate and add a set Tourism levy

oot I Aroerson. Poter ______ percentage to all reservations for accommodation.
,T _— g Feservation Details

oo G| Frd | Dwowe | edionsitons | = e The charge must be created as a service charge, but no rate is
cos I linked to it
« I '
CcAQ2 _— | Deseription |Person]| Ot | Tan|  Ewclusive|  Inclusive «
o  PARDD! -Nao Pt Focs P e wm mw The created charge code is selected in the ‘Financial’ tab of the
CAQ4 _— + REFO0 - Refundable Key / Breakage Depe 1 0ng 500.00 500.00
o] — \: i S SR Company setup screen and the percentage of the
_ _ + TMLOOT - Tourism Lew 1 0o E.96 E.96 . .
Coo N o accommodation’s total to be charged, is entered.
_ _E TOTAL DUE : 194.61 1804.35 1998.96
=== e e e On the Room Master File, the charge is added as a fixed
- Credit Reserved 0.0o
o CURRENT DUE - voo oo om additional cost which will be calculated and indicated on the
iew Fooms by -
Gl L | mi reservation when a reservation is made for the room.
" Rate Per Room




<a href="https://www.freepik.com/photos/hotel-reception">Hotel reception photo created by freepik - www.freepik.com</a>



Users ana Passworas

A User Master File is created for the purpose of:
v' Linking a person to a specific set of permissions.

v' To link a password to their Username - or capture their fingerprint when using a fingerprint scanner — in order for
them to gain access to the applicable part of the system.

v' Whenever they perform transactions during their shift, a Shift number is allocated, and an audit trail is obtained.

® Add user it
I General I T Permissions T Pastel T Departrments
The General Tab
Passerd | | When adding Users to the system from the ‘Setup — Users/Passwords’
Tag Code | menu, the Username; Password; First and Last Name is mandatory to
T be entered in the ‘General’ tab — regardless of creating an
LastName | Administrator; Supervisor; Restaurant or Bar User.

Hide User From Displaying on Select Lists [~

B Please note that fingerprints can be captured in order for Users to log
SSAUp it upendzor Fermiszion

S - MasetlsrD [ into Novtel using a fingerprint scanner. If the option is not set up, the
Master Superuisor r ‘Capture Fingerprint’ button is deactivated on all User Master Files.

Allow Supervisor Access to User Shift =

Accept | Cancel |




Users ana Passworas

In the ‘Permissions’ tab, the option selected here will determine the permissions a User will have, and they will access the relevant part
of the system when entering their password.

M Add user

General I Permissions I T Pastel

Departments

Permission Type I.ﬁdministrator -

Adrinistrator
Restaurant
Item Grid

p

Edit Roars Supervisar Cashup
Event

Edit Branches Custom

Edit Charges lT
Edit Guest Tariffs lT
Update Invoices lT
Select Movtel Database lT

ra

Interface ¢ Company Setup

Administrators

Users classified as an ‘Administrator’, have full rights to set up and edit everything
in the system — including Users and Passwords.

Although Novtel allows for an unlimited number of Administrators to be created,
we recommend that the number is limited by your Company for the simple
reason of control and security.

Accept Cancel |

B Add user x

General T @T Pastel T Departments .

Permizzion Tupe I.-'l'-.dministratcur

Adrministrator
Festaurant

A Bar
Item Gnd Shop
Edit Rooms Supervizor Cashup
Event

Edit Branches Cuiztom




Users ana Passworas

. # Edit
Supervisors o

General T Permizzions T FPastel

A Supervisor has the ability to:

v" Set up Printer settings.

Fermnizzion Tepe | Supervizor Cashup _ﬂ

Admiriztrator
Restaurant

v' Open new shifts for Users when applicable.

v' Perform the Supervisor cash-up process — which sends the shift’s data to Pastel
or Evolution.

Release locked User passwords. e R s Custom
. # Supervisor Shift Cashup - Interface: Pastel
ISSUQ Credlt nOteS. File F;(epor'ts CreditNo’:e
. View Location: Supervigor m Shift # _
Produce various reports.
1D Customer Table / TA Type Total « Shift # User Total Invoice Date

Track transactions as it is processed by the Front Desk personnel in real time.

Re-open a shift which was accidentally and prematurely closed by a User.

DN N N N SN

Approve or deny actions that requires a Supervisor’s permission to continue.

This is the screen the Supervisor will access when entering their password. ‘

@ Batch Shift @ Single Shift | |Open Shift IEEEITTREEE  0.00f

Supervisor
Shilt Cashup | Close ‘

Check Customer
Integrity

Supervisor
Open Shift




Users ana Passworas

Allow Supervisor Access to User Shifts
The option to ‘Allow Supervisor Access to User Shifts’ option is only active on ‘Supervisor’ User profiles.

When the option is selected, the normal Supervisor (NOT the Master Supervisor) will have access to the open shifts of Restaurant Users in
order to log into their shifts and perform transactions on their behalf.

Please note that we do not recommend this, as each User is responsible for their own takings at the end of their shift.

Master Supervisor

A ‘Master Supervisor’ is set up for the sole purpose of managing cash-ups on behalf of other Supervisors.

The ‘Master Supervisor’ has the following capabilities and limitations:
1. They will be able to log in as any other supervisor with an active shift in order to complete the supervisor cash-up on their behalf.
2. Cannot issue credit notes or perform any other action on another Supervisor’s shift, other than:

v Printing Shift Reports
v" And perform Cash-ups

3. Cannot add Users to their own shift

4. Cannot access the shift of a POS User




Users ana Passworas

Custom Users

As the ‘Setup’ and ‘Edit” menus are available from the Grid, it is recommended that all
Front Desk Users be classified as ‘Custom’ Users and some permissions be restricted.

P T e The reason being that if not restricted, the Users can access information and settings
B ]Cp;.missions) I Patel | Aestawart | Depatments which must only be accessed by persons in authority, such as the facility’s Owner; CEO

or top-level Managers.

Permiszion Type | Custom

Adminiztrator

Rostorant | When an option is unticked, it means that the Custom Users will not have access to it.
Item Grid Bar
Shop

E dit Rooms Supervisor Cazhup
Ewvent

Edi Branches  [SYAET Please consider the options carefully and untick the required items.
Edit Charges

=
Edi Gusst Tarifs — The options are to restrict the ability to:
[v

Update Invoices W

Select Mowtel Database

- e Edit or create Rooms; Branches; Charges and Guest Tariffs
Interface / Company Setup I_;I

e Update Invoices

e Select a Novtel Database

Accept Cancel

e Change the Interface settings

e Access the Company Setup settings

e Access; edit or create User Master Files and passwords
e Un-update Invoices and making changes to a previously invoi

° Issue Credit Notes



#® Add user
General T Permizzions T I Pastel Departments

Service Multi-Store

IUU1 QI ID&fault Stare

Restaurant Multi-Stare

IDEI1 Q.I IDefault Stare

Bar Multi-Stare

| afl

Shop Multi-Strore

| all

Import Cugtomer Documents to Pagtel User

IDD - Louige LI

Import Supplier D ocuments to Pastel User

IDU - Louize ;I

Link ta Pastel Database |

Daily Takings Control Account (Balance Sheet Account)

I &l Clear |

Sales/dgent Code I &l Clear “Agent Drescription
Aocept | Caticel |

The Pastel / Evolution Tab

Depending on Novtel being integrated with Pastel Partner or Xpress, OR Sage Evolution,
the 3" tab will be displayed as either ‘Pastel’ or ‘Evolution’.

When your system is not activated for the use of ‘Multi-Stores / Warehouses’, the
‘Default Store’ is applicable for all Users as the ‘Service; Restaurant; Bar; and Shop
Multi-Stores’.

However: As Multi Stores / Warehouses are set up in our system, the relevant
Warehouse is selected for each option individually.

Select the specific User in Pastel or Evolution to whom this User’s documents must be
imported.

Select the ‘Daily Takings Control Account’ in Pastel to which this User’s transactions are
to be imported, if a CUSTOM account is required. This account may be:

v" A global account used for all Users in the system;

v" OR a separate account can be created for every User or Department in the
system and selected here.

If activated and set up in the financial system, a dedicated ‘Agent Code’ can be linked
per User Master File, and when the User performs transactions in the Novtel S
their Agent Code will automatically be linked to each transaction they perforn




¥ oo ) ) B ==

General T Permissions T Pastel T Departments

Select Al Select Nohe

AddUser Dept | Remove User Dept

Uszer Mame Surname And Name Department Status -

10 QuintonB D avids Guinton Bakery [

i} [uintonlLF D avids Quinton Lighthouse Restaurant o

(5] [uinton MR D avids Quinton Mautiluz B estaurant o

7 QuintorS R D avids Gluinton Seagull Festaurant o

e Quintan D D avids Cuinton Deli o

E] QuintonCs D avids Quintan Curios Shop o

=

|| R B |

<< First | < Previous Meut » | Last »» |

(—Accept ' Cancel |

1 - Administrator : Quinton Davids

1 - Administrator : Quinton Davids
9 - Lighthouse Restaurant ;. Quinton Davids
6 - Nautilus Restaurant : Quinton Davids

7 - Seagull Restaurant : Quinton Davids
8 - Deli : Quinton Davids

9 - Curios Shop : Quinton Davids

10 - Bakery : Quinton Davids

The Master Password Functionality

In a company where one User may work in different
Departments, a User profile is needed for each area in order to
unlock the specific Department menu.

Novtel has the ability to link all User Profiles for a single person
to a Master Profile.

This entails that an existing profile is classified as the Master
Profile, and all other User Profiles for this person are linked to it.

When logging into the system with the ‘Master Profile’ password
or fingerprint, the Department where the User is working on the
specific day, is selected in order to unlock the part of the system
to which the User must have access.




itality Management
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User Shifils

Detailed Shift Summary - Supervisor: A new shift is opened by the Supervisor when a User is on duty.

Cashier: Rita - Shift #:5FT00048 A shift number is linked to the User’s name which is date and time
Shift Start 2019-10-17 09:44:40 - Shift End 2019-10-24 08:10:53
Time and date report was printed: 2019-10-24 08:17:02 stamped.
In-House Sales Group All activity by this User during their shift is recorded and various reports
are available to the Administrator and Supervisor.
oo P e e — In this case, Shift ‘SFT00048’ is linked to Rita, and the shift started on 17

October 2019 at 09:44, and was cashed up on the 24t of October 2019
Reservation Invoices and Credit Notes at 08:10.

RESEEVATION CUSTOMER

348 154 54 OO - Cooper, Richand 140000}
] IR 8 JOHNAE - Johnses, Chris LML D‘EPDSifS
351) 10K | 85 BELOOL - Bell, Beverly 140000}
A200.00 DEPOSIT RES# CON# DOCNO CTUSTOMER AMOUNT
Paid it 0 RECH211 GREDO! - Groes, Jase 15000}
s : Paid 67 0 RECH0204 ANDOUZ - Andersan, Peter LEHLIHE
Group Inveices and Credit Notes : : .
Paid 0 RECH20% DS - Discover $A and Beyand L SEE.H)
2103E.00
185 IO 2 11 IS0 - Discover SA and Heyomd 1B H)
’ I Raised it 0 IFEPINGGL S GREDO! - Groes, Jase T50.0H}
13ess.00 Raised 67 0 IFEPINGL 2 ANDOUZ - Andersan, Peter LEHLIHE
Raised 0 IFEPINGL4 DS - Discover $A and Beyand L SEE.H)
: s VE PN S 101 - Jardas, Celeste 5504
Reservation Pﬂ.}’IIIEIltS Raised 4 it IFEPIOOLS MORDGOL - Jordan, Celeste S01.0H}
Raised 80 0 IFEPIGOLG SHADGE - Mrs Shaw, Wendy LEHLIHE
Raised 81 0 IFEPINGL T MAAMH - Manress, Dasielle LEHLIHE
CUSTOMER
Raised a2 0 IFEPINOL & HELNL - Bell, Beverly LEHLIHE
343 RECHHI212 COOR0L - Cooper, Rickard 84 S8 0} .
Raised 83 0 IFEPINGL4 JORDOL - Jordan, Celeste LEHLIHE
344 RECHHI213 IO - Jokmson, Chris 86 S4M1.1H
135EE.00
543 RECHIZ14 HELGO - Bell, Beverdy 4% S4H1.1H
41 RECIHIZ1S HELO0] - Bell, Beverdy 4% 10851} . y ) N
h Applied o? i IFE PN AN DL - Anderson, Peter LHKILAH)
147 RECHI2 1 DS - Discover 84 and Heyoud 77 541 1H)
: ” e aad Reyou Applied 77 0 [FE DL | DS - Discover SA and Beyond LS8 M)
e.00 2065500




User Shifils

® Supervisor Shift Cashup - Interface: Pastel

X H 1
File Reports  Credit Mote Openlng a Shlft

View Location: |f] hd

Supervisor (TN v I

Transacion

Please note that Front Desk personnel will not even be able to raise a deposit without an
1D Customer Table 7 TA Type Total » Shift # User Total Invoice Date open shift |inked to their username.

Therefore, the Supervisor will log into the system and click on the ‘Supervisor Open Shift’
button when no other open shifts are present.

Should either open or closed shifts be displayed in this window, the button’s caption will
read: ‘Supervisor Edit Shift’.

N
- - File Reports  Credit Mote
@ Batch Shift @ Single Shift [ |Open Shi IEEESTREEE  0_00]
Check Customer Supervisc“l {"Slperisar o View Location: | - Supervisor m [T % 45 UP00002
Integrity Open Shil? i Shift Cashup i 263
1D Customer Table 7/ TA Type Total » Shift # User Total Invoice Date n
Restaurant
SFTO0043 Kevin 193000 | 20191011
SFTO0044 James 0.00
SFTO0045 D avid 0.00
Shop
SFTO0046 Stella 284600 |201910-15 ~
SFTO0047 Stella £38.00
@ Batch Shift © Single Shift =R Shift Total: 5174.00
Check Custormer Supervisor Supervizor ol
Integrity Edit Shift Shift Cashup 058




User Shifils

Available Users

Select User
Selected Users

Duncan
Jolanda [Front Desk]

Rita [Front Desk)
-F:uan ;gre;: ﬂu:ei

AdES

Kevin [Restaurant]

Jamesz [Restaurant]

David [Restaurant]
Stella [Shop]

All available Users without an open shift at present, are displayed in the left-

hand side of this screen.

To select a User, simply double click on their Username.

Immediately, the selected User will be displayed in the right-hand side of the
window. Repeat the process for all other relevant Users and click ‘Accept’.

Accept ‘ Cancel

Select User

Available Users

Selected Users

Duncan
Jolanda [Front Desk)
Louise [Front Desk]
Ruan [Credit Mote)

-

Kevin [Restaurant)
James [Restaurant]
David [Restaurant)

I Rita [Front Desk] I

( Accept ? Cancel




User Shiftrs

N
Fle Reparts CreditNote The User for whom the shift was opened, does not yet display in this window,

View Location: [ - supervisor [TTECNNN Shitt # since she has not yet logged into the system.

1D Customer Table f TA Type Total w» Shift # User Total Invoice Date u
Restaurant
SFTO0043 Kevin 193000 |2019410:11 -
SFTO0044 James 0.00
SFTO0045 David 0.00
Shop

e o oo [T When Rita logs into Novtel, her Username is displayed at the bottom left-hand

SFTO00T Stele 30,00 side of the screen, below the Grid.

X

- ® Novtel Hospitality Ultirnate Enterprise 7.3.0.3 - [ Irern Grid)
# File Edit Modify Setup Process Reports Help

Open Shift ST Y 5174 0p S-=-OH7 W

28 2 30 31 ot 0 5 0 07

axt e a at ot act ot Gt ot ar | oo Nov Now Nor | Ner | Mov
Cloze 2010 | 2019 2019 | 2010 | 2oty | zoww
Th Fri o e Fri ton Tue Wed | T Fri thon Tue | Wed | T

"
Now
2019
Fri

Check Customer

Supervizor Supervizar
Intedrity

Edit Shift Shift Cashup

View Roons by (.
(* Code I3 Frovisional W~
¢ Rle Per Person O Confimed ¥
" Rate Per Room Din House i

Q, Hew Rieservation @ Depared o
O Fuly Paid ~

0131047 -] [amsz ~
[ Non Rev ~

[T e— Database Path : G \HospilaltyCourses\HRA.mdb




User Shifils

W Supervisor Shift Cashup - Interface: Pastel *
File Reports  Credit Mote
View Location: | - Supervizor m Shift # LIS
1] Customer Table / TA Type Total « Shift # User Total Invoice Date n
Restaurant
SFT00043 Kevin 1930.00 |201910-11 =
SFT00044 James 0.00
SFTO0045 Dravid 0.00
Front Desk
SFTO0048 Rita 0.00
Shop
SFT0004E Stella 2546.00 |2019-1015 =
SFTO0047 Stella £98.00
@ Batch Shift Single Shift BT=EET shit Total: 5174.00
Check Customer Supervigor ol
Integity EdikShift | |} nse

Viewing the Supervisor screen after Rita has logged into Novtel with her
dedicated password, a shift number has been linked to her name, and the shift is
displayed in a pink background colour which indicates that the shift is open.

As Rita performs transactions, the Supervisor can track the actions by clicking on
the open shift. All transactions are displayed here in real time.

W Supervisor Shift Cashup - Interface: Pastel

File Reports

SuDEIViso' m Shift el

Transaction (SFT00041)

Credit Mote

1D Customer Type Total w n Shift # User Total Invoice Date n

322 AMDOOZ Deposzit Raiged 1000.00

323 GREOD Depozit Raised 7h0.00 Restaurant

324 Disoom Deposzit Raiged 19638.00

325 JORO0 Depozit Raised 550.00 SFTO0043 Kewin 193000 |20191011 =

326 AMDOOZ Deposzit Paid 1000.00 SETOOD44 - 000

327 D15001 Depozit Paid 19688.00

328 GREOOT Deposit Paid 350.00 SFTO0045 Diavid 0.00

323 SHAQD1 Depozit Raized 1000.00

330 MaA001 Depozit Raised 1000.00 Front Desk

ee)| BELOO Depozit Raized 1000.00

332 JOROM Depozit Raised 1000.00

333 ANDOO2 Deposit Applied 1000.00

334 Disoom Depazit Applied 19688.00 Shop

34 Disoom Sales 330,00

343 cooom Res. Payrnent 588.00 SFTO0046 Stella 254E.00 |2019-1015 -

344 JOHDM Fez Payment R00.00

5 BELOM Res. Payment 500,00 SFTO047 Stella B3E.00

346 BELOOT Fez Payment 1085.00

47 Disom Fes. Payment 230,00

348 Coooo Reservation Invoice 140000 | -]
@ Batch Shift @ Single Shift mm Shift Total: _33?45.["]

Check CU§tomer Suqervi§0r Sypewisor Close |
Intedrity E dit Shift Shift Cazhup

X




<a href="https://www.freepik.com/photos/hotel-reception">Hotel reception photo created by freepik - www.freepik.com</a>



Crealing Charges

A company will continually add new charges to their Novtel system when needed.
We recommend that only Administrators will have the ability to add charges to the system as the setup is to be done correctly in order to:

v" Avoid cashup failures at the end of a User’s shift

v" Achieve the correct financial posting results

# tdit Charge > . .

e [T T POS Item (Front Office/Reception)
|v Dizplay On Invaice ™ Use Custom Rate

Description IFanta Grape 250 ml I~ Service Charge Item I~ Master Price
I~ Ewent ltem I~ Blocked

Bacote [ Any charge applicable to an item sold via the POS (Sales) system accessible

from the Novtel main grid, must be specified as a ‘POS item’.

General T Properties T Youcher T Price Update T Foreign Currency T Activity Tracker

POS Items are not linked to a ‘POS Category’.

Allow Tax B [15-Val - Standard ated (15%) |
Cost Price Excl 0.00 Markup % 0.00
Charge Incl .00 Charge Excl 783 # Edit Charge X
Code |STDDD‘I ¥ Physical lterm
w Display On Irvoice ™ Use Custom Rate
User Defined Field 1 D P . .
) ezchption IFanta Grape 250 ml [~ Service Charge ltem I~ taster Price
User Defined Field 2

[~ Ewvent ltem I~ Blocked

User Defined Field 3
N Barcode
User Defined Field 4

User Defined Field 5

Customer Category 0- Mo category LI

Ci Category d at Reservation and Group Additional Cost %’

when xelecllng Chalges The Customer Category as setup for the Customer/
Guest will be used to only display Charges with the same Customer Category
selected here. Default is Ho Category for Charge. [Activated per Customer)

Wallcher T Price Update T Fareign Currency T Activity Tracker

v FOS Iteml -
I Barltem POS Category: x‘ ql
Cancel | I_H

Pastel Inventary Code STDODT Fanta Grape 250 ml &I |_ Shop |tem |

e Clear |
View Audit Log || Multi Store code for retrieving Cost Price I E l:l I~ tenu ltem

Accept




® Import Inventory ltern x | When the option is ticked to ‘Create Item in Pastel’, and the charge is saved, it
Code  [STOOOT Code | Descrption [ will be imported to Pastel. Please note that the specific ‘Inventory Group’ can
- — p [Jom Lighthouze Restaurant . . . . . . .
| Pese :F o Brepe 20 - Due o be selected to which this item is to be linked, and the applicable ‘Multi
Inventory Growup 002 - Inventory Goods v oo3 Curio Shap ] )
A — !h — 1084 Wwine T asting Room Store(s) / Warehouse(s)’ can be selected before clicking ‘Accept’.
®ol oeling Fnce . . wzIcal ltem
. W S lEm Oar The &inchaor Bakery
Os Firates Pub
- MuliStore Select Only when a charge is classified as a POS item, will it be available for selection
Al Multi-Stores [
e s l @ by front office personnel to process a sales transaction from the grid.
fecert_J Sl Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ ltem Grid]

W File Edit Modify  Setup  Process  Reports Help

s | - @I PAYMENT DUE
.‘l’. 'I' ...... Multi Store: a 0 0 0
WWW.1NN0OV tel CcOom Shift # SFT00068 b
15 16 elect ltemis) elected ltems|
Aug p[}s Aug Code | Description | Rate Inclusi | Barcode | ol Oty Code | Description | Price Incl| Package Cnde|
2082 2002 LAYD003  Lays Plainky Salted 30g 10.00
con LAYO01  Lays BEQ Chips 30g 6.00
Mean Tue LAYO02  Lays Salt and Vinegar 30g 6.00
LAYD03  Lays Plainky Salted 30g 600
PAROOT  Mational Park Fees 2000
Coo1 _ PEANDT  Salted Peanuts 250g 600
[——— PEANDZ  Peanuts and Raisins 250g B.00
Con2 Fy001 Piestaurant Youcher 0.00
SPRO0T  Sprite 350m| 1200
e STDO01  Fanta Grape 250 ml V/ q.00
LR L SUMD0T  Sunsereen Cresm S0ml 7500
SWao1 Sparkling Water 15.00
TEXD0OT  Tex Chocolate Bar 7.00
TSHO02  T-Shitwith Logo Size Medium 13000
TSHO03  T-Shitwith Logo Size Large 140,00
YOU001  Oasis Lodge Youcher o.0a
YOuUnoz  Woucher - All Departments 0.00
WOU00s  Youcher for Accommodation o.oo
WTTO0T  ine Tasting Tours 0.00
v
< >
Search for
Search by Code j I
4




Crealing Charges

W Edit Charge

[~ Component ltem

[ Payout ltem
[~ Scale ltem

v A

[ Recipe ltem

Breakfast o Other
Lunch [ Mot Meal Tope
Dinner [

Cade |HEFUD1 [ Physical lber
v Dizplay On Invoice [~ Usze Custam Rate
Dezcription IHefundabIe Fey / Breakage Deposit [~ Master Price
[~ Ewent ltem [~ EBlocked
Barcode I
General T Properties Woucher T Frice Update Fareign Currency
[~ POS Item
[~ Earltem P05 Categony: I O‘I
[~ Shop Item Clear I
[ Menultem

r
"

Refundable Charge Item

Any charge which is refundable to the Customer, is not an income
to the company, and is classified as a ‘Refundable Charge Item’.

For example:

A Key / Breakage Deposit will be classified as a Refundable Charge
Item as it is charged to the Guest at arrival — which can be added
to their reservation automatically if set up; and refunded to the
Guest at departure, once the key was returned to reception and
the room found to be in order during check-out.




@ Edit Charge s

o [ e A Charges to be Linked to an Accommodation Package

:'s:::un [Bankers Breakfast ? gjy:m eE':arge\lem '|: m:zt:;:uce

_ N ———— Accommodation Packages can be added to Guest Tariff Master Files.

P = Please note:
[~ Barltem POSCategony: [BRE
 Worion =l Charges added to the Accommodation Package are limited to menu items only, and
[~ Component ltem
s the price is included in the Accommodation Total.
I~ Scale ltem Bradat @ Other ~ . . .o . .
rsetumen e ¢ vt On the Charge Master File, the following classifications are available:
Department 1 - | [Uighthouse Restaurant

® Edit Guest Tariff hs

Name Eo Tatrtimuse The default setting is ‘Not Meal Type’ and selecting the

Desciiption |Chalet 2 Bedioom . . . L
N correct Meal Type is necessary when including the specific
charge as part of an ‘Accommodation Package’.

T N - The Meal Type classification is used to group meal types

~Accommodation Fackages [Limikes o Menu [tems and Included in Accommodation [ okal)

D Calegory IEhﬂge | Description | Dept | Included | adut | Chid Meal Type || Qi | Cost [ Price |  Package [ together in order to give the guest the option to Select

1 Czeom BUFODOT Buffet Breakfast - Adults Lighthouse Re...  Yes Yes Mo Breakfast 1 0.00 150.00 125.00

5 RN e —— R i = different meals related to the meal type — if set up on the
AddPackagelteml Ed\lFackagelleml HEmUVEPaCkaDEl Accommodation Package.

[ Descrption | StartDote | EndDate | Aoom Aate ] Adultate | Upto | 6-10 | 1115 | | | Eapied |

L 2030-06-01 2030-11-30 850.00 350.00 0.00 100.00 160.00 0.00 0.00 | H H Hd 5 2 o
o e T B N R T i e Novtel will read this classification when the meal is
Low 2023-06-01 2023-11-30 850.00 350.00 0.00 100.00 150,00 0.00 0.00 |

High 202812-M 2029-05-1 850.00 350.00 0.00 100.00 150,00 0.00 0.00 | .

Low 20280601 5026-11-30 85000 5000 .00 10000 15000 000 .00 | red eem ed Int h e restaurant.

High 202712 20280531 850.00 350.00 0.00 100.00 150.00 0.00 0.00 |

Low 2027-06-01 202711-30 850.00 350.00 0.00 100.00 150,00 0.00 0.00 |

High 2026-12-M 2027-05-1 850.00 350.00 0.00 100.00 150,00 0.00 0.00 | o .o o . .

hin > The classification selected here, will also be displayed on

oom Rate ult R ate . . .
Descrip CEE [ E [ ChmGED | [FRHGED [ Whee [ =W [ W= [ [ [[E5] the charge item line when linked to an Accommod
 — T | ETTEEEEN | 000 | )| 000 | 000 | 000 | 000 | 000

New Seeon | EatSecen | |DeteSeasen|  pop | Package on the Guest Tariff screen.

Accept Cancel




MW Edit Charge

Code |v0uon1

Drescription |Dasis Lodge Youcher

Barcode I

General

Voucher Charges

A single Voucher charge can be created, and the ‘Custom
Rate’ option selected in order to sell it at a specific amount
— as requested by the Guest.

The Voucher will be classified as:

1. A ‘POS Item’ in the ‘Properties’ tab in order to be
sold from the Front Desk’s POS system

*
Ph j = | =1ni]
¥ Display On lrvoice ¥ Usze Custom R ate
M aster Price
I~ Ewent Item I~ Blocked
T Froperties T Youcher T Price Update T Fareign Currency
Youcher ltem Ird Single Yaoucher I~
Single Youcher checked will create only one voucher
imespective of quantity set. Unchecked will create
individual voucher ta the tatal of the quantity set.
Woucher Description: IDasis Lodge Youcher
Dizplay Youcher Murber On Receipt [ Frirt Youcher Document I3 .
) Oasis Lodge
—Walid Start
* |ssue Date " Specific Date VOUCHER
—Walid End Tel: 044 123456759
* Days { Specific Date |355

Fax . 044 123456789

Youcher Redeem - Accommodation W
Woucher Redeem - Bar I~d
“oucher Redeem - Delivery r

YWoucher Redeem - FRestaurant I3
Woucher Redeem - Takeaway |
Youcher Bedesem - POS Shop v

Casis Lodge Woucher
“alicd Fram : 2019-10-24
“alicd Urdil : 2020-10-22

“oucher Mumber : HY 000048

“oucher Amount @ 500,00

Redeemable at the following departmernts

Accommodation : YES
Restaurant : YES
Bar : YES
Takeawvvay M
Delivery ills]
POS Shop - YES

Thank You.

2. A Voucher Item in the ‘Voucher’ tab, and the
relevant settings entered and selected

A specific period can be linked to it within which it can be
redeemed at the selected departments. The date upon
which it is sold, is day 1.

If the voucher is valid for 365 days, the last day it can be
redeemed, is on day 365.




. Mowvtel Hospitality Ultirate Enterprise 7.3.0.3 - [ e Grid]
W File Edit Modify Setup

IIIT‘LII:'

Process

Reports  Help

Reservation Details

Oasis Lodge

Coo1
Co0Z YOUCHER
Co03 Tel: 044 123456789
Co04 Fax: D44 123456789
CoDs Oasis Lodge Youcher
CAO1 Walid From : 2019-10-24
(e Valid Uil 2020-10-22
£ao3 Woucher Mumber © HY000048
CAD4

Woucher Amourt : 500.00

Redeemsble at the following depart

erits

Deposits

T Additional Cost T

Qluick View T

| =] [Cheletd

alet 2 Bedroom 0,00

tdembership

al g

] IEed and Breakfast

[ Search <F5 IJohnsom, Chrig

Wehicle Desc

Child Rateg—————|
’7Upl08 E-10

3

Departure Address

I_D_I

|7

. Accommodation : YES
Wiew Rooms by Restaurant : YES
* Code
Bar : YES
" Rate Per Persan
" Rate Per Fioom Takeawway : [{le]
C& New Reservation Delivery : N
[amsosas ~| [emsanzs - POS Shop VES
Thank You.

[reated: 20191016 145632

3. Redeemn Woucher — m} X

Redeem Youcher

Voucher Count: 0
[Tt |

MYO00042

Within the set time period, the voucher can be redeemed at one
of the allowed departments as a method of payment, using the
‘Voucher Number’ as printed on the Voucher Document.

The redeemed Voucher total will be displayed on the
reservation’s Financial’ tab as indicated here.

Reservation Details

General I

Deposits T Additional Costs T Qluick. Yiew T In-Houge

Inchuded In Accommadation

I 300.00 | |nHause (Including) I 0.00 In-House Tax
I 782E1 | aocamm + Included I 900.00 In-House SC

Accommodation [Including) ...
Accommodation [Excluding) ...
Mon-Standard Tax [T

7 vat - Standard rated [15%) B |
il | T I 117.29
Dol o € Use Price Per Room % Use Price Per Person
it Duration Charged I 4 ﬁ Persons I 1 j
Calculated by : " Percertage
& Amount i
Apply Service Charge r
Percentage : I o i’
Amount : n.oo
Irvvoice Tatal : 300.00
Receipt Tatal : 0.00 Fieceipt Histar
Amount Farfeit 0.00 Document Mumber | Transaction | Amourt| TimeStamp
Amount Fefunded : 0.00
Current Due : 800,00
Credit Reserved : 0.00
Woucher Total : 500.00 A I I




@ NOVter Hospitality Management

Guest Tarffs; Child Rates; Seasons

and Accommodation Packages



@ Compary Satvp . , . ’ “| There are multiple ways in which rates can be set up in
Compary Details General Preferences Images . .
Novtel. However: to activate the option to use ‘Seasons’
AT /GST / Sales Ta ~ Update Customer Invoice: AddltlonalPTyment Type Caption as well as ‘Child Rates’, these Options must be selected in
Use Tax (& Yes  No Mext Invoice Mumber Format W Caption 1 |PayPal . .
et SR ALY ] Conton2 [5 the ‘Financial’ tab of the ‘Company — Setup’ screen.
I Default Tax Type - Update Custorner Credit Note: Cplamd IG”DPa‘P
[[15 -Vt - Standand rated (15%] =] e [Erou0oez
—ServiceCharg  Update Seliing Pric:
TwonseiceChage || poceigPicstres |05 In the ‘Preferences’ tab, custom captions can be allocated
Charge Code Service Charge |1 % E\ear| Example: 0.05 [0.33 to 0.35) 0.50 (0.33 ta 0.50) . H H
o6& e . lt—o to be displayed on the Guest Tariff Master File, as well as
Invoiced Service Charge Code - Link to Charge Code Clear | B e on Rese rvatio ns.
I &I I Allow Seasons by Room r
Blow Seasons by Guest Tarlft. 7|
Include Service Charge in Charge Total r [hild Frate:
PRTy——, EEEECTEE— © Cornpany Secuo
EDO0T o, [Fad Debtwite-Off =t Depost: Ternentads .
I _I I |VCaIcuIated onAccommodation Total WZ’ | Company Dietals T General T Financial T

— Membership Cash Account:
P05 Button Caption

A Oear| [MEMBER

|Cash tembership Account

[Famnm

r~ Default Sales Account
Cash Sales Account (Customer Account]

ICASUD1 &I Clearl |Custnmer Cash Account

r~ Reservation Discount Account
Reservation Dizcount Account [Reservation Quotation)

|paannt G Clear | [opproved Discount ~ Reservation Type
Lewy 1 Captioh ILev_l,J 1

Accept | Cancel | ;
S il Lewy 2 Caption ILev_l,J 2

Default Code |2 3, |Bed and Breakfast

— Guest Tariff Child B ate

Child Riate 1 Caption IUp to B
Child Rate 2 Caption |5 -10
Child Rate 3 Caption I‘I1 -15

Child Fate 4 Caption |

Child Rate 5 Caption |




Name 28001 Tarif nat in use r
Dessiplion Chale! 2 Bedioom

Detailed Nates Seasonal rates set up untl November 2030

|2 &I IBed and Breakfast Clear
a

jon Packages [Limited To Menu ltems And Included in Accommodation T otal)

@ Edit Guest Tariff o

| Charge. | Desciiption | Dept | inchued | At | Child [ MealType | Qyp | Cost | Price | Package |
Add Package ltem | Edit Package Item | i Paiass |
A Rato | Uptot | 610 | 5 | ] ] toowed |

2020-06-01 2020-11-30
2ma12401 2020-05-31
2015-06-01 2m311-30
2018120 280531
2018-08-01 2018-11-30
2017120 2080531
2017-06-01 27-11-30
2016120 207053

Rasnse bt |10 ] 1115 T
Low 20200601 - | [202011-30 || 75,00 | 475,00 ] 00 175.00 22500 000 000 Mo

New Seasan | EdiSeson | Dol Sesson | ol |

Accept Cancel

® Edit Guest Tariff ®

Name C2BO01 Taiiff nat in use r
Description Chalet 2 Bedroom

Detailed Notes Seasonal rates

set up until Movember 20301

Reservation Tope |2 a] [ped and Breakiast Cleat
~ Accommadation Packages (Limited To Menu liems And Included in dation Total)
ID | Categoy | Charge | Description | Dept | Included | Adut | Chid | Meal Type [ gty | Cost | Pice | Package
1 CzBoot BUFO0T Bulfet Breakiast - Aduls Lighthouse Fie..  Yes Yes  No  Breakiast 1 [iTi] 150,00 12500
z  CczBooi BUFO02 Buffet Bieakiast - Chidien upto 15 Lighthouse Fle...  Yes No  Yes  Breaklost 1 M on
£dd Package Item | Edit Package ltem | Remave Package

175.00

20190601 m3 oo 15000

o
High 20181201 H 85000 650.00 .00 176.00 200.00 0.00 o.00 |
I o nc o1 nMedtan  oanan 400 a0 ann 198 o0 1760 nan oon

Seasonal rates can either be set up per room or per person, or both on the Guest
Tariff Master File.

Rates can be set up for years in advance if required, and a complete history of how
the rates have changed can be obtained.

If an Accommodation Package is linked to the Guest Tariff, items that form part of
the accommodation package will be redeemable against the Accommodation
total at the Restaurant Module.

The quantity available per day per package item, will be determined by the
number of Adults and/or Children as selected on reservation level.

Charges added to the Accommodation Package are limited to menu items only,
and the price is included in the Accommodation Total.

For example:

If the Adult Rate per night is R650.00, and the Buffet Breakfast of R125.00 is
included, then:

v" R525.00 will be allocated to accommodation

v" And R125.00 is allocated to the Restaurant when the item is redeemed




<a href="https://www.freepik.com/photos/hotel-reception">Hotel reception photo created by freepik - www.freepik.com</a>



Roonms

® oo Hospaty Utimstc Enterpis 7502 - e 61 All rentable facilities are created as ‘Rooms’. Examples include the following:

8 File Edit Modify Setup Process Reports Help

S~ ORTW v

Hotel Rooms

Aulo Crzate U
Rental per day (Incl)

[ = [ [ [
# Room Setup X
LU Chalet 1 - . g ~ / t
e Chelet 2 - 2 Bedh oan Ch I
= D G saeden alets
£ Chalet 4 - 3 Bedroom oan
e s Chalet 5 - 3 Bedroom 000
a0l Carmping 1 oan ‘/ C . S t
a0z C 2 om
= BE s amping >pots
ra0s Caming 4 om
@i coolA Staif Foom 1 000
TE Db Feomaie Dok i v Conf Faciliti
oo 202 - Doble
cAb3 D203 Room 203 - Datle 0o onrerence racilities
204 Floom 204 - Double oan
Cany His001 Horepmoon Suite 1 000
[owor HMS002_ Horssrnaen Suite 2 oon ‘/ .
— Wedding Venues
Cade — Cost Price
= e T v )
— Amphitheatre
)]

4

Description |

Vigw Rooms by
& Code Branch O

" Rate Per Person
" Rale Per Room
ol ol

Rooms can be added and edited at any time but can only be deleted if it has
not been linked to a reservation yet.

——

pddbew | fd | oo | clse |

# Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ Item Grid]
# File Edit Modify Setup Process Reports  Help

P = Oﬁlm
P e v e NN e [ s [ =
IEDDW E]

# Edit Room X

- The Room Code on the Grid is displayed in the colour of the

coo1
L Description Il:ha\sﬂ - 2 Bedroom . .
ot Branch linked to it.
coo4
Gen | et | Financidl | UserDefinedFields | FPastellnteface | FisedAddCosts | Activiy Tracker
coo5
cAoL
cAD2 Branch [ [Chalet, 2 Bedroom | Show On Grid I
cAo3 Guest Tarff | 3‘ Force Guest T ariff [~ MonthlyBilled Item [~
caoa
_ Show On'Web v
_ One Day Booking -
- Event Venue r
- Diepartment IHESEHV &I IHD‘E‘ Accommadation Exclude from Reports
- [Utiization and Rental [
_ Fioom Type |5 4] [2Bedoom Chaizt Statistics)
[} Subhire ltem [~

View FRooms by

i ‘weh Image | Accept Cancel
i Code




Roonms

# Edit Room x

e A Detailed description of the room can be added in the ‘Details’ tab, and the
Deserition [Cralt T -2 Bectoom maximum number of people to be accommodated in the room is determined by
General Detaiis | || Financial | UserDefinedFisids | PastelInleface | FiredAddCosts | Aclivity Tracker the number of beds selected.

Detailed Description of Raoom
Seaiew Unit.

2 Separstebedoons: Hichen; and bathoam ith sher el When a reservation is made for the room, the maximum number set here,

Living Area with Television and DVD player.

cannot be exceeded.

Single Beds: 2:‘ Double Beds: IT i‘l Accommodates: |4

‘Web Image Accept Cancel
2 | e || @ |
W Edit Room ¥ . P . , .
e [ Rates can be set in the ‘Financial’ tab, but is not used at all when
e o 1-2Becoon seasons and child rates are set up on the Guest Tariffs.

General T Details T Financial: rUselDeFinad FialdsT Pastel Interface T Fixed Add Costs T Activity Tracker

The Vat Rate is derived from the option selected on global level in

peten IPaPersm the Company Setup screen, but can be altered on the room
Rental Per Day Excl Tax 0.00 0.00

W [0 [ o master file if required.

Rental Per Day Incl Tax | oo | 0.00

The default rate to be charged as derived from the Guest Tariff,
will be calculated based on the selection of either the ‘Room
Accommodation Tax: Default Charge to Uss: Rate" Or the ’Per Person’ rate.

15 - Vat - Standard rated [15%) ;I " PerRoom (% PerPerson

“Web Image | Accept Cancel




Roonms

# Edit Room X

Code ICUU'I _

Description |Chalet 1 -2 Bedoom

General T Details T Financial Jzer Defined Field§ Fastel Interface T Fixed Add Costs T Activity Tracker

4 Novtel also incorporates a Reminder System. Reminders
regarding the room can be set up and the date set here.

Fire Extinguizher Service Due |2D23.-"02.-"D1 - l
Room Airconditioner Service |2D23.-"1 2/ > l

‘wieb Image | Accept | Cancel |

P Edit Room x
Code |EDD1
Description IChaIet 1 - 2 Bedroom

The Pastel Interface Tab will display the Pastel
Genwal | Detals | Francid | User DefinedFickds |[Pastelintertace | FiredAdd Costs | Actviy Tracker Inventory Code to which financial information is
posted when the room is rented.

Pastel Invertory Cods [C00T o] [Chalet T- 2 Bedrcom | kot | A Pastel Cost Code can also be linked to the Room to
determine the cost of a room when rented.

Pastel Cost Code IAEEDS &I |Accom - 2 Bedroom Chalet | Clear |

‘wieb Image | Accept | Cancel |




ROOGMS

Activity Description:

# Edit Room X
Code coot
Description |Ehalet 1 -2 Bedroam
General T Detailz T Financial T Uszer Defined Fields T Fastel Interface Activity Tracker
Charge Code D ezcription Quantity
PARDM Mational Park Fees 1
REFOM Refundable Key / Breakage Deposit 1
Add/Edit Fired &dditional Costs
Code Description
A
‘web Image Accept ‘ Cancel ‘
# Edit Room =
Code Coo
Description |Ehalet 1 -2 Bedoom
General T D etails T Financial T User Defined Fields T Pastel Interface T Fixed Add Costs
Lacatior: |[CHALET | [Ehalet area
Grouping: |ACCDM ﬂ P.c:c:ommodation

web Image

Accept ‘ Cancel ‘

In the ‘Fixed Additional Cost’ tab, charges to be billed automatically
whenever the room is reserved, can be added here, such as the
‘Refundable Key / Breakage’ deposit; national park fees, etc.

In the ‘Activity Tracker’ tab, a ‘Location’; ‘Grouping’ option and
‘Activity Description’ can be linked per room.

These are automatically displayed on a quotation for reservations
when the room is added to the quote.

When the quotation is accepted and converted into a reservation,
the details will also appear on the ‘Activity Tracker / Function Sheet’.



<a href="https://www.freepik.com/photos/hotel-reception">Hotel reception photo created by freepik - www.freepik.com</a>



Cusiomers / Guests

In the Hospitality Industry, Customers — in reality - are called Guests. However: The Novtel system refers to these Guests as Customers.

The Guest is the person liable for the invoice issued for the Reservation and all other costs incurred during the reservation period.
These costs may include ‘in-house’ Restaurant; Bar or Shop charges allocated to the guest’s reservation.

Examples of Customers may include the following:

v"Individual Guests who has either made a reservation in advance and paid a deposit to confirm the booking, or has arrived as a ‘walk-in’
guest and check in immediately upon making the reservation.

v' Corporate Guests using the facility when travelling for business.
v" Tour Operators reserving multiple rooms for a tour group.
v' Wedding Guests or Conference Attendees attending a function held at your facility, and are booked for accommodation too.
v" Monthly Customers - such as employees - making use of Staff Accommodation.
Edit Custamer 1. In Novtel, a Customer can be linked to a specific Customer Category
— as set up in the financial system — and for which POS discounts
Account Code  [4NDOOT can be administrated.
el e Shawn Rental Statistic Reports (Accommodation) can also be obtained for
Customer Eateg”“’a? - Membership - Gold = Customers linked to a specific Customer Category, and over a
Courtry @ ouith Afiica Ky selected period of time.
il gl 1 Hore Curercy = 2. A Country is linked to a Customer Master File, and re

per country can be obtained.



Cusiomers / Guests

Edit Custarner

Account Code  [CO0002 IV Corporate Customer
L - [~ Monthly Customer
Description |I:|:u:||:uer Fiichard| I Tour Operator

Cuztarmer Categary |3 - International Custarmer [~ Use Categaory For Additional Cost Grouping

™ Display Foreign Currency Tatal On POS nvoice

Foreign Curreney For Display P [ Faoreign Currency on Group [nvoice/Statement
IEUH - Euro Member Countries a' — hd

Country INetherIands

Ll 2] L]

Fargign Currency IDEI - Hame Currency 9

3. When a Customer is added to Novtel, and the Multi-Currency module is activated and setup in the financial system, the
Customer’s preferred currency can be selected here. The Novtel Invoice is produced in Rand Value, but the Pastel /
Evolution invoice is produced in the selected currency, and according to the current exchange rate.

4. The Novtel ‘Foreign Currency’ development was done on request of a specific client.

All of their accommodation tariffs; hunting and photo safari prices are quoted in Euro. The fixed rate is to be displayed on
the ‘Foreign Currency’ Corporate invoices and Group reservation statements — which will be additional to the normal
Corporate and Group invoice and statements in South African Rand.

The use of the ‘Foreign Currency’ feature will only be relevant when:

v' Additional Cost is added to a group reservation.

v' Only for customers/guests for which the ‘Foreign Currency For Display’ option is set to any other option than
‘Home Currency’.

v' The option is activated on the Customer’s Master File to ‘Display Foreign Currency on Group Invoice/State



General

| Delveyhddiesses | UserD)

Postal Address |PO Box 55
MNewlands
E5ES

Tax Reference
TagCade [0

5. A specific set of Terms and Conditions can be linked to the Customer and if set up, the
Terms and Conditions will be displayed on the Customer’s Reservation Statement.

56 Davids, ¢

14 15 1d
et et et
20 2019 2019
Mon

Wiews Dietails <F5

Restaurant and Diet

Docurnents
Status

Update Irwvoice
Give Motice
Email Document
Send To Back
Bring Ta Front

1T
et
2019

Customer [nwaoice

Reservsation Staternent

Novtel integrates with Microsoft Outlook, and Invoices and reservation
statements can be sent from the Grid reservation, using Outlook.

Depending on the email setting selected, an email can either be send
directly to the Guest, OR it can first be saved to the Drafts folder in order
to access it and add a custom message before sending the email.

When the Customer’s email address is entered on the Customer Master
File, the email address will be added to the email automatically.

BEOBQ= General T Deliveny Addresses T Uzer Defined Fields T POSDocumernts
HOME MNew Tab SEND / RECEIVE FOLDER WIEWY ESET
T Ignore Yy Oy e Bl Manuals op Sta... €3 To Manager ¥ Su |
e 5 »\:<\_I H;(‘—I FL_)‘d :'ME“‘"B o eem M lejl u\_‘d/ Ctl
clete | Reply Reply Forward B Morer | peply &Delete # Create N = Mov nread/ Categ .
. Al St F fmehe Rz - Postal sddress PO Box 55 [ Inactive Custamer
Delets Respond Quick Steps [ Mowe Tags
1 Favorite N Search Drafts [Ctri+E) P | Cument Folder - e = = Mewlands
Al Unread ByDate *  Hewest b Hone B5E5
shawna@gmail.com b B Telephone Mo |D28 232 252 252
Novtel Hospitality Invoice None Nowte! Hospitality Invoice
Please Find Your To  shawna@amai.com |
. Fax Mo
Beo
Mobile Phone |038 147 258 369
Message  E§ANDOOY Involce_12837.pdf (57 KB) T ax Reference |
Dratts (1] Email Address | SaElTEERET Neleiy
Pleass Find Y our Reservation Invoice Attached Tag Code ||j
Credit Limit |




Cusiomers / Guests

Tour Operators

Tour Operators typically combine different aspects of a holiday in one package deal, which may include flights; travel by coach; accommodation;
sightseeing; selected or all meals, and sometimes even service charges.

Most companies in the Hospitality industry will have special arrangements with various Tour Operators.

Tour Operators will typically make reservations for their guests at your facility.

The Guest will then receive an invoice from the Tour Operator at your facility’s normal tariff.

However, the Tour Operator will automatically receive discounted prices — as set up on the Customer master file - and will ‘earn’ the difference as an
income.

Tour Operator discounts are set up on the ‘Tour Operator’s’ Master File, and per Reservation Type.

Only if a Customer is classified as a “Tour Operator’, the ‘Tour Operator Discount’ tab will be activated.

In Novtel, 4 pre-created ‘Reservation Types’ are available, namely:

Edit: Customer
/ ™ Carporate Customer
Account Code  (D1S001
Bed O n Iy I~ Monthly Customer
Description IDiscover SA and Beyond I Tour O perator
/ Bed an d B rea kfa St Customer Category |4 - South African Agent LI ™ Use Category For Additional Cost Grouping
Country ISUU[h Afiica ﬂ Foreign Currency For Display
H Foreign Currency | 00 - Home Currency - 000 - Horne Currency -
v All Inclusive ! N £
General T Delivery Addresses T User Defined Fields T POSDocuments T Tour Dperator Discount T Email Contacts
/ F u | I CO m pl i m e nta ry I~ Rent Digcounts [Per Reservation Twpe] Charge Dizcount:
Fes. Type Code |Res. Type Description Single Day| Multiple Day Fate Cade ‘ Fiate Description Single Day| Multiple Day| Add
1 Bed Only 5.00 8.00
2 Bed and Breakfast 5.00 8.00 RS |
3 All Inchusive 5.00 a.00
4 Full Camplimentary 100.00 100.00

These ‘Reservation Types’ are displayed in the ‘Rent Discounts’ section of this screen.

Discount percentages can be set up for each, and to be applied to a single day, and/or multiple days reservation.




Cusiomers / Guests

— Rent Dizcounts [Per Reservation Tupe]

Rez. Type Code |Res. Type Descrption Single Day| Multiple Dayp

1 Bed Only 5.00 2.00

2 Bed and Breakfast 5.00 3.00 .

3 Al i — - Should more ‘Reservation Types’ be added by the System
1 Full Complimentary ool 10000 Administrator, it will also appear in this window and
5 Camping 5.0 2.0 discount percentages can be set on those too - if applicable.
B Conferences .00 0.00

7 weddings 0.00 0.00

g Staff Accommaodation 0.00 0.00 Discount percentages can also be set up for specifically
5 Wenue Hire 0.00 0.00 selected charges if applicable, and will only be allocated

when the Tour Operator is billed for it directly.
General T Delivery Addresses T Izer Defined Fields T FOSDocuments T Tour Operator Discount T Email Contacts ]

— Rent Dizcounts [Per Reservation Type]

Rez. Type Code | Res. Tupe Description Single Dap| Multiple Day
1 Bed Only 5.00 2.00
2 Bed and Breakfast 5.00 8.00
3 All Inclusive 5.00 8.00
4 Full Complimentary 100.00 100.00

Charge Discounts

Rate Code | R ate Dezscription Single Da_l,l| kultiple Da_l,l|
Zip Lire Adult

Zip Line - Kids

&dd

— A Remove
20.00 20

ZLk0m




<a href='https://www.freepik.com/photos/hotel-receion Hotel reception photo created by freepik - www.freepik.com</a>



Restaurant and Dier Seliings

P Restaurant & Diet X
Reservation . .
R Customer Descripton Restaurant and Diet Settings can be entered on:
St Date: EndDac
v"Individual reservations
~ Schedule
Day: 1of 2 Crent Date v" Globally on Group Reservations
Person | Breakfast | Lunch | Dinner |LunchPack|SpeciaIDietNotes .. . .
1 r ~ ~ T Laciose Inolrant Novtel makes provision for these meal options to be selected where applicable:
2 - | I | Gluten Intolerant
3 - | I’ | Peanut Aller
4 I I v I Yegan ” ‘/ B rea kfa St
v Lunch
v Dinner
£opy Person |i| Back | Forward LI \/ Lunch Packs

Accept | Cancel |

Restaurant & Diet Report

Report Dete - 7 Hovember 2018 Special Dietary Notes can be entered, and which will display on

the Restaurant and Diet Report next to each person linked to
the reservation, such as food allergies and other special

PERSON BREAKFAST LUNCH DINMER LUNCH PACK SPECIAL DIET NOTES

I ROCM# COD1 nEsaer AGENT: COST CODE: CUISTOMER : ANDOO2 - Arvderson, Peter preferences.
1+ Acuk L O O Lactass Intederart
2. fduk O O O Cluten Iniclerant
3+ Chid O O O Pesarus Adergy
4. Chidd O O | O Vg
]

=
B
=1
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Reservaiions ana Statuses

Reservations on the Grid are colour coded to easily track the status of the
reservations.

3n

Sep
2018

Man

01
et
anie
Tue

nz

Ot
2019

Yed

03
Ot
2019
Tha

04
Ot
2019
Fri

The Receptionist will be able to identify the status of a reservation, by simply
glancing on the Novtel grid. Each time a reservation’s status is amended, it will
appear in a different colour.

Note:

ONLY if the checkboxes next to the following statuses below the grid, are ticked,
will the reservations containing the selected status, be displayed on the grid.

1. Cancelled

Any reservation linked to the ‘Cancelled’ status, should not be displayed on
the grid, since the reservation will not be honoured. But should the option
be selected to be displayed, the reservation’s status colour is light grey.




Reservaiions ana Statuses

D m [ [ o

55 &1 et et P P
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65 Andrews, Shawn

—
60 Davids, Gregg

A reservation has been created; and the room is only reserved for the selected period.

61 Johnson, Chris

63 Keen, Mike

A deposit might have been raised, but the reservation is not yet confirmed with a deposit payment.

64 Ross, Calvin

anceled
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2019 2019
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65 Andrews, Shawn
—

A reservation is ‘Confirmed’ once the Guest has paid either the full, or partial
deposit amount as raised on the reservation’s Deposit Tab.

CThoes camn | - The moment that the deposit is receipted, the status is changed by the system
kgg:;:l:; “| automatically.
I~

[ Confimed
1

2019
Tue

In-House

The Guest has checked in on the day of arrival, and the
54 Ross, Caluin reservation status is ‘In-House’.

o

[ cancelled ~ o .

Brewos @ | Please note that this is a manual process performed by the
[ Confirmed v . .

Onieee | Receptionist.

B Ceparted v

O Fully Paid v

[ Mon Rey v
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65 Andrews, Shawn

64 Ross, Calvin |

[0 Cancelled v
@ Provisional v
[ Confimed v
inHouss v
W Departed v

Departed

01
Gt et et et
2019 2019 2019 2019
Tue Wed i

0z

65 Andrews, Shawn

—
64 Rogs, Calvin

[ Cancelled
@ Provisional
[ Confirmed
OinHouss
B Departed
O Fuly Pid
[ Mon Rev

AR EAAA

The Guest has checked out on the reservation’s end date and the status
is ‘Departed’. It will remain as such until the balance is settled in full.

The Guest has settled the account, and there are no outstanding

balances present.

The status of the reservation is therefore ‘Fully Paid’.
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65 Andrews, Shawn
—

64 Roes, Calvin

[ Cancelled v
[ Provisional v
[ Confirmed v
DinHouse v
B Departed v
O Fully Paid v
[ Mon Rev v

Non-Rev

Any reservation linked to this

complimentary and no Guest Tariff is charged.

A ‘Non-Revenue’ reservation must be authorized by
your company’s management since the Guest will be
staying for free for the entire reservation period.

status s
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New Individual Reservations



® Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ ltem Grid] The process of reserving a single room is as easy as: Click; Hold; Drag and Release.
W File Edit Modify Setup Process Reports Help . . , .
Q @ m In the column — representing the reservation’s start date, and in the row next to
= - @ &7 . .
dh == the required room — click; hold the mouse button down; drag the cursor to the
15 18 17 18 .
s ‘ as ‘ s ‘ s reservation’s end date, and release the button.
Com . Man Tue Wed Thu

During the process, a purple line will appear — representing a new reservation
linked to the ‘Provisional’ status.

Upon releasing the mouse, the ‘Reservation Details’ window is opened first, and
then the ‘Customers’ window.

® e e T 1. New Guest
w o ES-=-ORZM . . .
7 In the case where a new Guest is reserving a room, a Guest master file can be
o Gemeral | Financiel | Deposits | AddionelCosts | OuickView | AccessTags | InHouse . . . . p , .
o S I created from this window by clicking ‘Add New’. After saving the Guest to the
o003 ® Customers ‘ x i
- s system, their account can be selected.
E:: _— AFROOT | Aftica Tours 021 123456789 South A %aw -
] ; - 2. Existing Guest
’T BONOOT B::‘:t:ew . . .
o hion_|comvitricon N\ An existing Guest can be searched for by either:
_ CO0001 | Cooper Richard 077 799 741 147 \ Hetherlands
COD002 | Cooper Richard 2 S [Hethetlangs . . .
— » Selecting the ‘Number’ option and entering the Guest’s account code;
_ DIsom Dj::\'fl ;:I; Beyond | 021333 333 333 South im‘:a
o EERN g i » Or selecting the ‘Description’ option and entering the Guest’s
VFME:;E”'"S by Search e ol > g p p g
S = description as created on their master file.
Qf B newRsservaien [ IN-HOUSE PROCESSED | 2205132819 [ SumhRe
s 2] s o E‘____ Either way, the system will highlight the matching criteria after which the Guest is
I selected by clicking ‘Select’.




The General Tab

The ‘Reservation Details’ window is now displayed and linked to:
v The selected ‘Customer’s’ account
v" The room for which the reservation was made

v" And the Arrival and Departure dates as selected on the Grid

To access the window containing all pre-created ‘Guest Tariffs’, click
on the search option in the ‘Guest Tariff’ field.

v"  Please note that these tariffs cannot be edited or created
from the ‘Select Guest Tariff’ window.

The applicable Guest Tariff can now be searched for by either the
‘Code’ or ‘Description’ search options; selected by clicking on it and
then clicking ‘Accept’.

New Inhdividual Reservaiions

Reservation Details

Financial T

Fioom Mumbe ||:c|n1

;l IEhaIeH - 2 Bedioom

Guest T ariff I

Reservation # INew Reser
Customer Code I.-’-‘«NDDIJE Search <Fhe |

| Addiional Costs |

Departure Date M
Departure Time W

Order # I

Edit Custnmerl

I.-’-‘mdersnn, Peter

Reservation Details

General T

Finaneial T

Rioom MNumber II:EIEH

;l |Eha|et1 - 2 Bedioom

Guest T ariff I

IM e B Ly

Reservatiop-t

Custamer O

W Select Guest Tariff Seasons

Reservatio
Houzekee, E?S%DDT
HOROmM
Country Hr5001
HSROO1
“ehicle Fe | PLHODT
STAFF
SUBOOT

Arrival Men | WENUE

Chalet 2 Bedroom
Chalet 3 Bedroom
Camping R ate
Dizcounted Rate
Hatel D ouble Room
Honeymoon Suite
Hotel Single Room
MHane

Staff Accommodation
Tulip Inn Single Room
Wenue Hire

— Payment Method

| Addiional Costs |

2022/08415
140000 =

Aocept V/




Immediately the selected ‘Guest Tariff’ has been inserted
on the reservation and the ‘Reservation Type’ linked to the
Guest Tariff, is also inserted automatically.

An official reservation number is only allocated once the
reservation is saved.

The following can be entered on the reservation:

1. Order Number

Only if an order number is supplied by a guest, it will be entered here and is
ultimately displayed on the Guest’s invoice. If not applicable, this field is left

blank.

2. Housekeeping Notes

Any notes entered in this field will be displayed on the daily ‘Housekeeping’
report and for the attention of the Housekeeping Staff exclusively.

Should a Guest request additional towels, blankets, pillows or complimentary
coffee sachets; does not wish to be disturbed before a set time in the
morning, or any other need for which the Housekeeping staff could be

responsible, a detailed note is captured here.

New Inhdividual Reservaiions

Resersation Details

Reservation Mumber INew Reservation
Drder Humber I tembership |

General T Financial T Deposits T Additional Costs T Guick YWiew T InHaouze
Room Number |C001 x| [Ehalet1 m

i Cl A =

Guest Tariff [C2B001 Chalet 2 Bedioom 0.00 at | 140000 =

Departure D ate |2D19-1‘|-E|8 vl
Departure Time I'IEI:DD:EIEI ﬁ

Reservation Type |2 C'-I IBed and Breakfast -dp=—

Cusztormer Code IANDDD2 Search <F&e II.-’-'mdersan, Peter

aurment Type I ;I

"F'a_l,lment tethod
FI

“eservation Details

General T

Financial T Depositz T Additional Cozt

R oomm Murmber IEEIEI'I

;I IEhaIeH - 2 Bedroom

Guest T ariff ||:25 001

Reservation #

INew Resery
Customer Code IANDDDE Search <F5x I

Chalet 2 Bedroom  0.00

ﬂ Elearl
Order & I.-':'-.BE'IEE i'

Edit Eustu:umerl Memberzhip I

I.ﬁ.ndersun, Peter

Reszervation Tupe |2

ﬂ IBEd and Breakfast

Houzekeeping

Pleaze da nat disturb before 10am. 9




New Inhdividual Reservaiions

3. Vehicle Registration and Description

Since individual Guests will mostly arrive by means of either their own vehicle or a rental vehicle, the vehicle’s
description and registration number may be required by your company. Should the vehicle’s registration number and
description be captured here, it will be displayed on the ‘Gate Arrival Listing Report’ printed for the specific arrival date.

4. Arrival Memo

The memo entered in this field, will be displayed on the ‘Comments and Remarks’ report printed for a specific period.

In addition, this note will appear on the ‘Housekeeping Report’ on the day of the Guest’s arrival as well.

“ezervation Details

General T Finanzial T Depositz

| Addiional Costs |

Quick Yiew T In-Houze

|cont
IEEBI:IEI'I Chalet 2 Bedroom 0,00

I MHew Fesery

Roor Humber ;I Il:halet 1 - 2 Bedroam

EI Clear |
Order # I.-“-‘-.EI:1 23

Euest T ariff

Feseration #

Cuztomer Code I.-'i‘-.NDEIEIE Search <F5> | Edit Eustu:umerl b emberzhip |
I.ﬁ.ndersnn, Peter

Reservation Type |2 &I IBed and Breakfast

Haousekeeping Pleaze do nat disturb befare 10a&m.

Counitry |5 outh Africa EY

Yehicle Reg Mo, IJHBEIEI'I B YWehicle Desc

“White Toyota Coralla

Arrival Memo
11:30am.

Guest will arrii a hit early. Pleaze have the room ready by

2022/08/15 -

140000 =
Departure [ ate |2EIE2.I’EIE.:’1 G vI
D eparture Time |1E|:EIEI:EII:I j

— Pavment kMethod
Papment Type : I ;I




New Inhdividual Reservaiions

Reservation Details

Customer Code IANDUD2 Search <F&» I

E dit Customer I

Membership I

General T Financial T Deposits T Additional Costs T Quick Yiew T In-House
Floom Number  |CO01 _v| [Chalet 1 - 2 Bedroom Ariival Date | 2022/08/15 =]
i Cl T 3 5
Guest T arif |C2B001 Chalet 2 Bedroom 0,00 4 Clear Ayl Time [ 140000~
Feservation # INBW Fesery Order # IABC‘I 23

Departure Date | 2022/08/16 vl

IAndelson, Pater

~ Payment Method

Reservation Type |2

al |Bed and Breakfast

Payment Type - I - l

Housekeeping

Pleaze do not disturb before 10am

Departure Time | 10:00:00 j‘

"COIIection Address / Departure Addre:

Cauntry ISouth Africa ﬂ
“ehicle Reg Mo, IJHEDm “ehicle Desc IWhite Toyaota Corolla
Arrival Mema Guest will arrive a bit early. Please have the room ready by
11:30am)|
Adults I P Child R ate:
=1 ’7Upt08 6-10 11-15
Children I 2 Tl 15 15 0-5 0-5 0-5
Confimation Date : | 2022/08/14 =

Statuz I Provizional l

5.

o

The number of Adults and Children

Since a statistical value is linked to the number of people to visit the facility over a
period of time, it is important to always enter the number of people on the
reservation — regardless of the option selected to bill the rate per person, or per room.

However, when the ‘Per Person’ rate is charged, the number of Adults and children
entered on a reservation, will determine the invoice total for accommodation charges.

Using the option to bill custom child rates, the number of children must be selected
under the applicable ‘Child Rates’ age group caption. The combined total of children
will then automatically be displayed in the field containing the number of children -
situated to the left of the screen.

Collection and Departure Addresses

Whenever a Guest travels by aeroplane; bus or train, and arrangements have been
made for a dedicated driver from your company to collect or return them to the
airport, bus or train station, the specific addresses are entered here.

When the daily ‘Arrival Report’ is printed for the specific day this Guest’s reservation
starts, the details entered in the ‘Collection Address’ field will be displayed on this
report.

Likewise: The ‘Departure Report’ for the specific date upon which the Gues
check out, will display the details as entered in the reservation’s ‘Dep
field.




New Inhdividual Reservaiions

Reservation Details confirmation Date
General T Financial T Deposits T Additional Costs T Quick View T In-House ’
et ] R A date can be set by which the reservation must be confirmed.
GuestTarff  [C2B001 Chalet2Bedioom 0.00 o Clar| PR .
R =" o e This !s especially useful‘ when your company makes use of the
Customer Code I:N:Dnz PSEarch(FE)l Edit Customer | Membership | Depate Te l—wou.uu _i' IRemInder) System Wh|Ch mUSt be Set up by your System
nderson, Peter Payment Method ————————————————
Fieservalion Type [2 9 [ped and Breakfast Payment Type lﬁ Administrato r.
Housekeeping Pleaze do not disturb befare 10am,
Country [South Afica 4| 1 1
e For demonstration purposes, we have set up the system to notify
prvabons  [os e s Foosl Fosms s T B the Receptionist whenever reservations are not confirmed by the
1:30am.
ks date set in the ‘General’ tab.
Children [2H [ T [0 [T [ o
r"“"”"”“'“””E“"“”"‘dd'“ cmaocae s ||| Normally, the Guest’s description will be displayed within the
s Jroe o2 2l ragaryation on the Grid after being saved.
| TN-HOUSE PROCESSED | 2022/08/15 132819 3?1 ] S 130 141 152 153 ® Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ ltem Grid]

vDrrer2l However: As soon as the set confirmation date is reached and the [ # i e vosty scup process neoons 1o

2029 WM 12z . . L. “ Tl
e | GuUest has not confirmed the reservation, the ‘Provisional’ [%* - ’ _ ejeal

reservation on the Grid will display the words: ‘Overdue | @ @l = = s
Confirmation’ instead of the Guest’s description. — Cotosocon 1|

Status

Status

- A reservation’s status will always be ‘Provisional’ by default, until:

e A deposit payment has been received and receipted;

e  Or the status is changed to ‘In-House’ when a ‘Walk-In” Guest arrives at th
facility; makes the reservation while at reception and checks in immedia



Reservation Details

General I :{Financiat T Deposits T Additional Casts T Quick Wiew T InHouse

Included In Accommadation

Accommodation (Including) B00OD | | House [Including) 0.00 InHouse Tax I 0.00
Accommodation [Excluding] ... B9565 | accomm + Included 800.00 |nHouse SC I 0.00

Mon-Standard Tax [~

[15 - Vat - Standard rated (15%] & |
Details | T. 104.35
S € Use Price Per Room @ Use Price Per Person
i Diuration Charged 1 ﬁ Persons I 4 ﬁ
Caloulated by * Peentage
© Amount E
Apply Service Charge =

Percentage : I_IJ:I
Arnourt : i) Agent Details———————————————
Agent Code il

Inwoice Total : 1326.96 Lovise
Receipt Total 0.00
Amount Forfeit : 0.00
Amount Refunded : o.oo
Cumrent Due : 1326.96
Credit Reserved 0.00
Woucher Total 0.00
| IN-HOUSE PROCESSED | 2022/08/15 12:28:19

Reservation Details

Genesl | Financiel | Deposits | | {Additional Costs | QuickView | InHouss
Line Type Charge | Description Gty Excl Tax Inc
Item PARDOT | Mational Park Fees 1 17.39 261 20.00)

Item REFO01 | Refundable Key / Breakage Deposit 1 B00.00 0.00 A00.00)

TMLODT | Tourism Lewy

526.96

Refrash Add Remark. Add Delste

New Inhdividual Reservaiions

The Financial Tab

The ‘Financial’ tab displays the financial information of the reservation.
According to the Guest tariff selected; the number of nights booked, and the number of

people entered in the General tab, the ‘Accommodation’ total will be calculated automatically.

If charges are added to the room by default, it will automatically be added to the reservation’s
‘Additional Costs’ tab, and invoice total.

When an accommodation package is set up and it is linked to the selected Guest Tariff, the
Restaurant staff will redeem the applicable meals against the reservation — which will reduce
the amount for accommodation, and will be added to the restaurant’s revenue.

Service Charge

If a service charge is set up — such as the Tourism Levy — and the option is selected to ‘Apply
Service Charge’, Novtel will calculate the set percentage on the accommodation total only,
and add it to the ‘Invoice Total’.

This charge will be listed in the reservation’s ‘Quick View’ and ‘Additional Costs’ tabs.




Reservation Details

General T Financial T I Deposits I T Additional Costs T

Quick Yiew T In-Hause

1.] Deposit Raized ] IShiﬂ' - SFT00068

|Quintun

Depaozit Amaunt :

[ 2.1 Deposit Paid ]
[ 3] Deposit Adpplied ]
[ 3] Deposit Refunded ]

Reservation Details

General T Financial T I Depusilsl T Additional Costs T Guick Yiew T

In-Hoze

[Shift - SFT00068

Deposit Amaunt : I 80000 Deposit Due : |2D22.-’DBH15 'B

[ 2.] Deposit Paid ]

IQuintnn

Pay Deposit B

[ 3] Deposit Applied ]

[ 3] Deposit Refunded ]

The Deposits Tab

A default deposit percentage may apply to all reservations, and if
set up, Novtel will automatically calculate the amount based on the
accommodation total only.

Please note that a deposit payment CANNOT be receipted in Novtel
if a deposit was not raised on the reservation.

To raise the deposit, click on the checkmark in front of the ‘Deposit
Raised’ field.

1. The ‘Deposit Raised’ field has now turned the colour of the
‘Provisional’ status, and the current date (The date on which
the deposit was raised) will always be displayed.

2. A specific date can be selected by which the deposit
payment must be received.

3. The ‘Pay Deposit’ button is activated. But please note that a
deposit must NEVER be receipted unless the proof of
payment has been received. We will demonstrate
deposit payments are receipted from the ‘POS’ i




New Inhdividual Reservaiions

Reservation Details

Gereal | Financial

| Deposis | Addiional Costs |

I Quick Viewl I InHouse

| Description

|Person|_ Ot | Taw|__ Ewchusive] Inclusive
4

+ Chalet 1- 7 Bedmom

TOTAL DUE -

' Deposits Report

+ PARDOT - Mational Park Fees 1
+ REFO01 - Refundable Key / Breakage Depo 1 0.00
+ TMLOOT - Taurism Levy 1

1 104.35
261

0on

10696 122000 1326.96

Deposit Raised - 2022/08/15

E35.65 &00.00

17.39 2000
500.00 500.00
696 696

800.00

IN-HOUSE PROCESSED |

2022/08/15 13:28:19

The Quick View Tab

This tab displays all items linked to the reservation, and which is payable by the Guest.

The deposit raised amount, and the date on which it was raised, is also indicated here.

At the bottom of the ‘Reservation Details’ screen, click ‘Accept’ to save the
reservation, and click ‘Close’ to return to the Grid.

’ File Edit Modify Setup Process Reports Help

18 13 22 23 24
Aug Aug g Aug g
2022 2022 2022 2022 2022

Immediately, the reservation number is allocated and
linked to the ‘Provisional’ reservation on the Grid.

Foom Humber
GuesT g

Reservation #

Custorner Code IANDDD2 Search<F5>|

T Financial T

Deposits T Additional Costs T Quick Yiew T In-House

Double clicking on the reservation, it is opened, and

IEDD‘I LI IEhaIet'I - 2 Bedroom

O e the reservation number is capture here too.

|E2BDD1 Chalet 2 Bedroom 0,00
E36

Edit Customer | tembership |

B Cea| Atival Time | 140000 —
Onder # [ABCTZ3
Departure D ate |2U22.-"08.-*18 vl

IAnderson, Peter

Departure Time I'IU:DD:DD Z‘

FPayment Method

Feservation Type |2 E IBed and Breakfast FPayment Type : I vl
Housekeeping Fleaze do not disturb before 10am.
Country [South Afica

e

L)
N O O A Y
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New Croup Reservarions

M File Edit

® Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ ltem Grid]
Medify Setup  Process Reports

Help

Group Bulk Managernent

Group Number -

Invoice Number :

Description -

Start Date :
Order Number :

Reservation Type -

i
-

E,W_ DISO01
1| R | ]
[E|  co s
E|  cos | oisoo
E|  cosEE S0
| EE D | CE

Discover 54 and Beyond

E D204 [ o500
| IR | E

J

|Discnvel SA and Beyond - Group 255

Booking Number : |G
Customer Code - DIS007 I Discover 54 and Beyond

Country - South Africa

Apply Service Charge

Guest Hame  PPITRICA] Date In | Dote Out_Joq Tanit_|Tyve]at]pur]Chid[Chad 1-5]T ot ncl

« | Select
Clear T ariff ‘ T it <

Seleet | 4 g Notes =
Type

s 1o Y

Select Al

Select None

0
Move Booking/s

Cancel Booking/s

Restaurant/Diet

Event

Select Child
Rate 1.5~

Clear Select *

lX/]zmsmm ~|[amsrozz ~[1] EZBDU1I_|—|—J -

'H‘h|2n15m21 v|[zmaanzz <[t [ €2BO0[ 2] 2] 2=
W 1 [eamstoar ~|[2msiozz [T [ C3e0O1[ 1[4z
W 1 [emsto2t ~|[2o1s1022 |1 [ caooi| 1] 32
- Jamsaa - ansna -I[1 | w00t [ 4[ 2

v [ ] [misd02 ~|[z2ms102z ~|[r [HOROOT[ 2] 2[2

W [ [amsq021 ~|[z2mat02z ~|[t [HDROM[ 2] 2[ 2=

W [ [amaq02r ~|[2191022 ~|[t [HORODT[ 2] 2|z

W 1 [amsq02r ~[[z2mato2z |t [HDROOT[ 2] 2] 2=
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Group reservations can be made and managed
by means of the ‘Group Bulk Manage’ feature.

It is extremely important that the required settings for each Group individually is
entered and selected correctly, since these settings will most definitely affect the
invoice to the ‘Group Owner’, as well as invoices issued to Guests linked to the
Group.

Depending on the selected settings, the following will be true:

v'  One person or company will be liable for the payment of the
accommodation and all charges for ALL reservations linked to the Group

= The Group Owner’s Customer Code is the same than that of all of the
reservations linked to the Group Reservation.

» The ‘Tariff to Reservation’ (TR) and ‘Charges to Reservation’ (CR)
options are inaccessible and cannot be selected since the total invoice
is for the Group Owner’s account.

= 1 Invoice will therefore be issued to the Group Owner for all
accommodation and all charges incurred by the Guests linked to the
Group reservation.

= The deposit is raised on the ‘Group Container Booking” and al
payments are receipted against this booking specifically.
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v' A person or company will be liable for one or more reservation’s
accommodation cost and charges

When the Customer Master File of the reservations linked to
the Group is the same than that of the Group Owner, the
Group Owner is liable for the payment of the accommodation
and charges

As for the rest of the reservations, the Customer Code differs
and therefore the ‘TR’ and ‘CR’ options are activated. If
selected, it will cause an invoice to be issued to the individual
Guests under their own Customer Code.

The deposit for reservations with the same Customer Code
than the Group Owner, is raised on the ‘Group Container
Booking’ and all payments are receipted against this booking
specifically.

Deposits for the Guests with a different Customer Code than
the Group Owner (and the ‘TR’ tick is selected) are raised on
the individual reservations, and not on the Group Container
Booking. All payments are receipted on the reservations
individually.

Group Mumber :

Invoice Number :
Customer Code :
Country :

Start Date :
Order Humber :

Reservation Type :

Group Bulk Management

Desctiplion : |Discov9l S5A and Beyond - Group 255

Select Al

ﬂl|D|sc:over 5S4 and Beyond

Select None

0

tove Booking/s

Cancel Booking/s

Fiestaurant/Diet

Event

Clear Tariff * ‘

Clear Select *

- DIS007 | Discover SA and Bepond

Co0z [N 15001 [Discover 54 and Beyond ?

<l

ooz [ [D1S001 [Discaver 54 and Bepond

<l

004 [ [D1S00T [Discaver 54 and Bepond

<l

<
5
=]

Dizcover 54 and Beyond

<N R

<

Co0s
Dam

<

=

D20z [ [ROS00T [Ross. Calvin

<]
<l

[=]
[=]

0203 [0S [KEEGOT [Keen, Mike

<l
<l

|2] 2] 0] 2] 2] 2| 2]

<
<
=]

D204 [ T8 [GREDDT [Green, Jane

=]
=]

Haaaaaaaﬁ

[E | zGrR0urot [ [D1S00T [Discover 54 and Beyond

-
-

3

| ] R SR
HEEEHHHH?E

PP TRICR] DateIn | Date Out | Tanrr h||d1 Total Incl| = |
co191021 _~|[201910-22 JFIWI_FF—
bors1021 v |[2manez ~|[1 [ €28001[ 2| 22—
D1191021 v |[2ma1022 +|[1 | C3BOOT| 1] 4 2=
D1191021 v |[2ma1022 +|[1 | C3BOOT[ 1] 3[ 2=
s 1021 vl[209022 <|[1 | C300T[ 7| 4 2+
20131021 ~|[20131022 ~|[1 | HDROOT[ 2| 2[ 2=
v[2019021 v|[zme10zz < [T [HDROOT[ 2[ 2[ 2=
wv[amaozr ~|[amst022 ~[T [HDROOT[ 2| [ 2=
¥[ms1021 ~|[2a13022 +|[1 | HDROOT[ 2[ 2[Z—]
[[emsa021 ~[[amsnzz ~[1 | —
C I [emsa021 ~|[zos1021 ][0 |

~fofofofafo]_eorsor i

HOC O
= [T
[0 Tzmml
[0 Ts20m0( |
[0 T2000(
e
RETs
R
s =
s =

|TR - Tariff to Reservation |CR - Charges to Reservation

& |PP - Per Person
coept -
|DC - Duration Charged

- Mext = ‘ Last »> ‘
|GT - Guest Tatal [Persons] [Restaurant and Diet

—

Cancel ‘




New Croup Reservarions

v" A person or company will be liable for the accommodation of
all reservations linked to the Group, but none of the charges
incurred

If the Customer Code of the Reservations are the same
than that of the Group Owner, the Group Owner will be
liable for the payment of the accommodation and charges.

Should the linked reservations’ Customer Codes differ from
that of the Group owner, and the ‘CR’ option is selected,
but not the ‘TR’ checkbox, the Group Owner will be liable
for the payment of the Accommodation, but not the
Charges incurred by the Guest.

The Group Owner will receive an invoice for the
Accommodation of all reservations, while the Guests will

receive an invoice for all charges incurred.

The deposit is raised and receipted on the Group Container
Booking.

Group Bulk Managerment

Group Humber :

Invoice Number :

i*8| Description - |Discov9l 5A and Beyond - Group 255

Customer Code : |DISDD‘I

SI|Discover 5S4 and Beyond

|S outh Africa
2M310-21

Country :
Start Date :
Order Number :

2 3

Reservation Type :

Select
Guest *

Change
Room

Add Room

123567891

pd| End Date :

201310-22 A
Bed and Breakfast

Clear T ariff * ‘

Apply Service Charge

Select

Select
Type *

T ariff *

Add N

ates *

-

Select Al

Select Mone

| 0
Move Booking/s

Cancel Booking/s

Restaurant/Diet

Ewvent

SF?Inatct1EP51|Id Clear Select *

i g | B VG55 GO0 | D000 | LK ] g )20 B BRI
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v" A person or company can be liable for all charges incurred by
the Guests linked to the group, but not for the
accommodation.

e  When the Customer Code of the reservation linked to
the Group differs from the that of the Group Owner,
and the ‘TR’ option is selected, the Guest will be liable
or the payment of their own accommodation.

e If the ‘CR’ option is not selected, the Group Owner will
receive an invoice for all charges booked against the
Group.

e The Deposit will be raised and receipted on the
individual reservations for which a different Customer
Code was selected.

Group Bulk Management
Group Number : Desctiplion : |Discovet 5A and Beyond - Group 255 Group Status :

Invoice Number : i : Select Al

Customer Code :

Select Mone
Country : i | 0
Start Date : 201910-21 M| End Date : 20181022 -
Move Booking!:
Order Humber : 123567391 Apply Service Charge ove Soaninare

Cancel Booking/s

Reservation Type : |4 ﬂ Bed and Breakfast

Restaurant/Diet

Evert
AddRioom | [hange | select | EIearTariff"‘ Select ‘ Felect | add Notes *[ 2 | Clea Select -
"] Foon_[Booking| Guest | Guest Namo—JPP[THIcA] —Date n| ~Dote Ou_[oe] Tarit_[Typefajadur]chid[Chid 1-5]Tota nc] |
K co0t [FNEH D1S00T [Discover 54 andBeyond & [ 11T~ [2ms1021 ~|[20131022 [+ [ €2B001[ 2| z[ z-~f o—afa[ofafa] " sozs0 i
E C002 [INBH D100 [Discover 54 and Beyand | O | v [ | [ [20131021 ~|[2mai022 ~|[1 | €2B001[ 2| z[ 2= o—Jo[ofofofo] ewrsor
E| o038 DIS007 [Discover S andBeyond | | | [ |20181021 ~|[201s1022 +|[1 | €38001[ 1] ¢f 2= 21 [7[ou[o] 1zmo0 i
E|  Cco0¢FIDIS00T [Discover S andBeyond | | |1 [ |20181021 ~|[2ms1022 +|[1 | €38001[ 1] [ 2= 1 Ja[t[o[u[o] 1zmo0 i
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From the Group Bulk Manage window, all reservations linked to the Group can be managed simultaneously.
The following actions can be applied:

v" Bookings can be moved to a different date.

v' The Restaurant and Diet Settings can be set up globally and will display on the Restaurant and Diet
Report on the reservation dates. However: If a special note applies to a specific reservation linked to
the Group, it can simply be added to the specific reservation.

v" Event Tickets can be issued to the Group if the charge was added to the Group Details window and
the quantity set.

v'  Either selected bookings, or the entire Group Booking can be cancelled from this screen.
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|2022/08113 ~| |2022/08/26 ~|

052 444 444 4444

For demonstration purposes, we have linked all
reservations to the same Customer Code.

Therefore, a single invoice will be issued to the Group
Owner for all accommodation and extra charges incurred
by the Guests linked to the Group.

The reservations on the Grid is displayed in the colour of
the ‘Provisional’ status, and moving the cursor across any
of the reservations, the info area beneath the Grid displays
the Group information and the current Group Balance.

All of these reservations, are linked to Group Nr 104.




New Croup Reservarions

Group Bulk Management

Group Humber : [*8| D escription : |Discov3l SA Group

Invoice Number :

Customer Code : |DISDD1
|South Alfrica

2022/08/14

ﬂl|Discover 5S4 and Beyond

Country :
Start Date :
Order Number :

Reservation Type :

Agent Code

Change | Select

Select
Ak Rz Foom | Guest®

T Add N

| EIearTariff"‘ Sellem ‘

T ariff *

otes *

Select Al

Select Mone

| 0
Move Booking/s

Cancel Booking/s

Restaurant/Diet

Ewvent

S;Iec:tf?lld Clear Select *

[T _Foon _[Booking] Guee]

PPITRICH] —Datein | “Date Ou_[oc] Tarit [Type]a1]adut [ Chia[Chia 15[ ool nc

Now please note that when the rooming list is finalized and
the Group Owner sends the names of each Guest linked to
the Group, the Guest description can be overtyped on the
‘Group Bulk Manage’ screen without compromising any
settings.

This is ONLY done when the Group Owner is liable for the
payment of the accommodation.

When saved, the altered Guest
reservation will be displayed on the Grid.

Descriptions per

N
W File

Edit Modify Setup Process

Repaorts

Help
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® Novtel Hospitality Ultimate Enterprise 7.8.0.2 - [ Itern Grid]
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Guest Tariffs

Menu Categories
Group

Group Bulk Manage

Specials

hlll

Charge Price Matrices

Raising Group Deposits

To raise a deposit on the Group Container Booking when the Group Owner is liable for the payment
of the accommodation of 1 or more bookings linked to the Group,

And / OR

When a Guest — linked to the Group - is liable for the payment of their own accommodation, and
therefore liable for the payment of a deposit to confirm their booking - click on ‘Edit — Group’.

# Group Details *
Foup Number: M2 [ PRovisioNaL
Group Description : IDiScover 5S4 Group
General T Financial T Reservations Additional Costs T Quick View T In-House

Invoice Number : I

Custorner Code : IW

Customer Description : IDiscover 5S4 and Beyond

Country : ISouth Africa

Start D ate : W End Date : W
Order Murnber : I—

Group Status : lm

Booking Mumber : E45

Reservation Type : |2 |Eed atd Breakfast

Agent Code -]

Description |Louise

I R I/

The relevant Group can now be searched for and selected.

Please note that no changes can be made to the Group
Booking without first clicking on the ‘Edit’ button.
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W Group Details

Group Number :

104

Apply Service Charge 2

Group Description ID\scover 5S4 Group

General

T Financial

T I Reservations I T Additional Costs T Quick View T InHouse

Res Mum I Room Caode I Room Desc I Cust Code | Cust Desc | Tatal lnclfl TTR I CTR | Deposit Raized | Sinale Be.. | Double B... | Total Sle... |
637 bzm Room 2071 - Dou... DISO01 Discover SA an. 3312008 M M o.oo o 1 2
638 Dame Room 202 - Dow.. DISO01 Discover 54 an.. 33200 N N 0.0 0 1 2
639 D203 Foom 203 - Dow...  DIS001 Discover SA an. IN200 N N 0.oo 1} 1 2
640 Dand Foom 204 - Dow..  DIS001 Discover 54 an. 3N200 N N 0.oo 1} 1 2
=431 5101 Room 107 - Single 015001 Discover SA an. 2484000 N N n0.oo 1 o 1
B42 5102 Room 102 - Single 015001 Digcover 54 an.. 2484000 N M 0.oo 1 1] 1
643 5103 Room 103 - Single 015001 Discover 54 an.. 2484000 N M 0.oo 1 1] 1
644 5104 Room 104 - Single  DISO01 Discover 54 an.. 2484.000 N il 0.00 1 0 1

ZGROUPOT | Group Cantainer 0.00 | N N oo o0 [ o0 | 0]

Display

In this case, the ‘Group Owner’ is liable for the payment of
the accommodation and all charges linked to the Group,
as the ‘TTR” and ‘CTR’ columns display an ‘N’ next to each
reservation to indicate that the Guests are not liable for
any payment to our facility.

To raise the combined deposit for all reservations linked to
the group, the ‘Group Container’ booking is accessed by
double clicking on it, or selecting it and clicking ‘Display’.

Reservation Details

General T Financial T I :Deposits; I T Additional Costs T Quick View T InHouse

v | 1.) Deposit Raised ] IShiﬂ ~ SFTO00RS IQuintun
Deposit Amount 23184.00
[ 2] Deposit Paid ]
{ 3.] Deposit &pplied }
[ 3] Deposit Refunded }

] Created: 2022/08/16 10:10:53

[T v —

Immediately, the Group Container Booking is opened, and
the deposit can be raised in the ‘Deposits’ tab by clicking
on the checkmark in front of the ‘Deposit Raised’ field.
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Gened | Financil | Deposits |  AddtonalCosts | OuickMiew |

InHouse

Deposit Amount 2318400 DeposkDue: [2022/08/18 = Pay Deposit

_% [Shift - SFT00068 union

The date upon which the deposit was raised is indicated in the ‘Deposit Raised’ field, and the
date by which the deposit is due, is to be selected.

Once again: If the deposit was not yet received, the ‘Pay Deposit’ button must NOT be selected.

Now click ‘Accept’ to save the action and close the reservation.

The Group Container Booking now indicates that a deposit of R23 184.00 was raised.

To save the changes, click ‘Save’ and close the Group Booking.

Created: 2022/08/16 10:10:53

W Group Details

Group Mumber : 104 Apply Service Charge v _
Group Description IDiscover 5S4 Group
General T Financial T Reservations T Additional Costs T Quick View T In-House
Fes Mum | Foom Code | Foom Desc | Cust Code | Cust Desc | Totallncl.l TTR | CTR | DepositHaisedl Single Be... | Double B... | Total Sle... |

837 D201
] D202
et D203
B40 D204
B41 510
B42 5102
643 5103
544 5104
ZGROLP

Dizplay |

Room 201 - Dou...
Room 202 - Dou...
Room 203 - Dou...
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Fioom 101 - Single
Fioom 102 - Single
Fioom 103 - Single
Fioom 104 - Single

Group Container

DIsom
DIsom
DIsom
DIsom
DIsom
DIsom
DIsom
DIsom
DIs001

Discover 54 an..
Discover 54 an..
Discover 54 an..
Discover 54 an..
Discover 54 an..
Discover 54 an..
Discover 54 an..
Discover 54 an..

Discover 54 an...

AddNew |

33200
33200
33200
33200
2434.00
2434.00
2434.00
2434.00

Remove |

iZZZZZZZZ

iZZZZZZZZ

0.o0

0.o0
0.o0
0.o0
0.o0

1
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Deposit Receipting and
the Confirmed Status



Deposii Recelpiing and 1he Confirmeac Starus

Only once a deposit was raised, can it be receipted. And once receipted, the reservation’s status will change to ‘Confirmed’ automatically.

Please note that if the status was changed to ‘Confirmed’ manually, a deposit CANNOT be raised on a booking. In order to do so, the status
must first be changed back to ‘Provisional’; the action saved, and only then the deposit can be raised when the reservation is edited.

# Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ ltem Grid]
M File Edit Medify Setup  Process  Reports  Help

bl 4],

Sales (POS) 18

Reservation Payments

1

Deposits for both individual and group reservations are il
receipted by clicking on the arrow next to the ‘POS’ menu
and selecting the ‘Deposits’ option.

—
=
=
E

Deposits

Payouts

(]
S
Pd

Account Payments
Reservation Refunds
Account Refunds
Bad Debt

Bad Debt (Group)

Shift Cash Up
Shift Surmrmary

.

QECREL




Deposit History :

| Date

[Type |

Amount |

@ Sclect Reservation

Customer DeXcription :

Rese Num ‘Eustnmar Code |

Customer Description ‘ Room Code

Date Due

GREOOT
SHADM
Maa001
BELOOT

ANDOOZ
D001

Green, Jane
btz Shaw, Wendy
M aartens, Danielle
Bell. Beverly
Anderson, Peter
Davids, Greag
Anderson. Peter

201941042
201841042
201341042
201841042
202170672
2021/07/0

x
Accep“
Cancel

User:  Quinton
skt SFT0006
um; Search By
Rese Hum j Search For
®
#} File Edit Modify Setup P Reports  Help
o o AP - W 5 ?

0122 /MRS

i
o
B om

Coo1

cAoL
CAD2
CAD3

" Rate Per Room

S Hew Reservation

—on
oo
oo

oo

022 /0] |

‘ ‘

§Rzn

R

#® Deposits

Reservation Mumber

636 a

Customer Description :
[ANDO0Z - Andersen, Peter

Deposit History

Date Type

" Group Mumber

800.00

aised
mountPad: [ 0.00

Payment Type

Bark Transfer - e

Papment Date :

Paymert Received: [  800.00
Chenge: [ 0.00

2022/08/15 -
. Bank Account Number
User Quinton 12154787
Bank Type
shit:  SFTO0068 ess < 800.00
<F2> - Accept " Cloge

Individual Reservations

When receipting a deposit for an individual reservation, the ‘Reservation Number’ option
is selected. Clicking on the ‘search’ option in the ‘Reservation Number’ field, all
reservations for which a deposit was raised, are displayed.

Search for and select the applicable reservation from the list.

1. The reservation number and Guest linked to it will immediately be displayed in the
left-hand side of the window, and the amount raised on the reservation is displayed in
the ‘Amount Raised’ field.

2. Unless an amount is entered in the ‘Payment Received’ field, the ‘Accept’ button will
not activate.

v'  Please note that the amount does not have to match the payment due
amount in order to issue a receipt. The payment amount can be less than the
‘Payment Due’ amount.

However: Should an amount in excess of the ‘Payment Due’ amount be
entered, Novtel will issue change and will not keep the amount as a credit.

v

More than 1 deposit receipt can be issued per reservation if required.

3. The payment method, as received form the Guest, must be selected here in order to
obtain the correct results during the Cash-up procedure.

4. To print the receipt, click ‘Accept’.




Deposiit Recelpiing and the Confirmea Siaius

W Receipt: REC00405

g?l Zoom [100% -]

Oasis Lodge
77 Long Beach Road
Long Beach
Mossel Bay

8500

Tel: 044 123456789
Fax : 044 123456785

Tax 123456785

DEFPOSIT RECEIPT
Description : CO01 -Chalet1-2
Bedroom
Customer ANDOO2 - Anderson, Peter
Reservation 636
Payment Type : Bank Transfer
Bank Account 12154787
Bank Type : ABSA
Payment Due : &00.00
TaxAT Total
Payment Received : &00.00
Change : 0.00
Discount : 0.00
Staff member : Quinton
Payment Date : 20220815
Print Date : 2022/08M15
Time : 14:51:36
Shift Number : SFT00068

Receipt Number : RECO0405

Thank You.

Individual Reservations

The deposit receipt displays the following information:

L The room linked to the reservation; The Customer; The reservation number; The Method
by which the payment was received, and the details associated with the payment.

0 The payment amount received .

U

The Staff member who has performed the transaction; The date upon which the payment
occurred; The exact time according to your pc’s settings; The Shift number linked to the
User logged into Novtel, and the Receipt Number.

Closing the Deposit Receipting window, the reservation’s colour and status will AUTOMATICALLY
change to that of the ‘Confirmed’ status.




Deposiit Recelpiing and the Confirmea Siaius

® Noviel Hospitality Ultimate Enterprise 7.9.0.2 - [ ltem Grid] I n d ivi d u a I Rese rvatio ns

W File Edit Modify Setup Process Reports Help
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Moving the cursor across the reservation on the Grid, the following details will be
displayed below the Grid:

=)
g
=

636 Anderson, Peter.

v" The Deposit Paid amount is indicated as per the amount entered on the
Receipt.

v" The Receipt Total is also displayed - as received from the Guest for this
reservation.

g | L1 EREEEEE
AR

v" And the ‘Reservation Balance’ — displayed in red - is the ‘Invoice Total’
MINUS the ‘Receipt Total’ which the Guest will settle upon arrival.

Wiew Fooms by
@ Code

" Rate Per Person
" Rate Per Room

Q New Reservation
202200815 | [20220828 =

Reservation Details

General T Financial T ‘Deposits: T Additional Costs T Guick View T In-House

Accessing the reservation and proceeding to the

[lowotrins e IShift - SFT00068  [Quinton ‘Deposits’ tab, the ‘Deposit Paid’ field is displayed in
‘ H ’
oepnthonet. [T oeputtue: [T the colour of the ‘Confirmed’ status, and the amount
[2.]DepositF’aid ] pald is indicated below it.

Paid Amount : 800,00

{ 1) Deposit Applied

[ 3.) Deposit Refunded }

Partial Refund : r
Amount Forfeit 400.00
Amount Fefunded 400.00

Forteit Percentage 50 :I




Deposiit Recelpiing and the Confirmea Siaius

Deposit Payment on Reservations Linked to a Group Booking

Whether a Group Owner is liable for the payment of the deposit raised on the
Group Container booking, or the Guests linked to a Group are liable for the payment
of the deposit raised on their booking, the ‘Group Number’ option is selected.

The search option in the ‘Group Number’ field gives access to all Groups for which a
deposit was raised. Search for and select the applicable Group Number.

DIs00 Discover 5S4 and Bepond

1500 Vscover S and Bevon
D15 001 Dizzover 54 and Bevond Carcel

X
| Cugt Code | Cugt Descrption | Acicept |




Deposiit Recelpiing and the Confirmea Siaius

Hospitaity

Deposit Payment on Reservations Linked to a Group Booking ® Fecept: RECo0i07

The specific reservation number — linked to the group — for Oasis Lodge
which a deposit was raised, is required to continue. 77 Long Beseh Road
Long Beach
In this case, a deposit was only raised on the Group Mossel Bay
. . . . . m
— Container Booking since the Group Owner is liable for the .
1d Beyand | ZGROUPDT 2022708/ payment Of a” costs. Fax : 044 123456739
Tax 123458789
. .. . | DEPOSIT RECEIPT |
Therefore, only this reservation is displayed here and is
Description : 104 - Discover SA Group
selected : Customer DIS001 - Discover SA and
Beyond
Group 104
Payment Type : Bank Transfer
Bank Account 123456
Bank Type : ABSA
The amount — as received from the Guest — is PaymentDue:  23184.00
- . . . Tax/\VAT Total :
entered in the ‘Payment Received’ field, and the ayment eceied. 2518600
o5 3 applicable Payment method is selected. Change 000
Clicking ‘Accept’, the Deposit Receipt is produced,
- , .
listing the Group’s details; the payment method ot ounon
used; the payment amount received, and the PaymentDate:  2022108/16
. . Print Date : 2022/08M18
PAYMENT DUE Staff member performing the transaction. o e
231 84. 00 Shift Number : SFT00058

Receipt Number : RECO0407

Thank You.




Deposiit Recelpiing and the Confirmea Siaius

® Novtel Hospitality Uttimate Enterprise 7.9.0.2 - [ Item Grid]
W File Edit Modify Setup Process Reports Help

oo FES- - OHIW

Closing the Deposit Receipt window, all reservations linked to Group Reservation 104,
has automatically changed to the ‘Confirmed’ colour and status.

Moving the cursor across any of these bookings on the Grid, the following information
is displayed below the Grid:

v" The Group Deposit amount paid

v' The Group Receipt Total

v And the Balance Due amount indicated in red

" Rate Per Room

sl Per Fioo
a
2022/0813 = | [2022/08/28

#® Group Details X
Group Number 104 S | CONFIRMED
Group Description [Discover S Group
General T Financial 1 Reservations 1 Addtona Costs | | ik View: | InHouse

Code | Description | Dur [ aw [ Tas| Inclusive |
D201 Foom 201 - Dauble 40674 31200

D202 Foom 202 - Double 406.74 32,00 ’7
40674 anzon 23390.42

Accessing the ‘Group Details” window and proceeding to the
‘Quick View’ tab, the payment processed is displayed here.

[ERSERERRRERFAYRY
| s o o [

D203 Foom 203 - Double
D204 Foom 204 - Double 40674 331200
S101 Room 101 - Single 505 2484.00
5102 Room 102- Single 305.05 2484.00
S103  Foom 103 - Single 000 248400
5104 Foom 104 - Single 30505 2484.00
- Addltional Casts 000 206.42
Payments Made 0 -2mesa0n
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Guest Cheeclk-In and ihe In-House Status

Only once an individual Guest or an entire Group arrives at the facility, will they be checked in on Novtel.

From the moment their reservation is ‘In-House’ will they be able to charge items to their reservation for payment upon departure.

# Movtel Hospitality Ultimate Enterprise 7.9.0.2 - [ ltern Grid]
W File Edit Modify Setup Process Reports Help

s @ EZ W Individual Reservations

For individual reservations, the check-in procedure is a very
simple and easy process.

View Details <F5> e  Simply right click on the applicable reservation
Group

Restaurant and Diet ) Move the cursor across ‘Status’

Documents

Status Cancelled L] And Se|eCt I|n-HOUSE'

Email Document Provisional

Send To Back ~  Confirmed

Change Guest (Customer) Departed

Non Rev

I N




Movtel Hospitality

& I order ta change the status to 'In Howse', the deposit must
| first be applied.

Do youwish ta apply the depasit ¥

# Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ lter Grid]
M File Edit Modify  Setup  Process  Reports  Help

> ORI W

il
1derson, Peter Fes Mo: B36
oo Statuz : In u:g:E:
| coo1
Conz2

Guest Cheeclk-In and ihe In-House Status

Immediately, the system recognizes that a deposit payment for this reservation
has been receipted, and will communicate the following:

‘In order to change the status to ‘In-House’, the deposit must first be applied. Do
you wish to apply the deposit?’

Should the Receptionist select ‘No’ here, the reservation’s status will remain
‘Confirmed’ and will the Guest not be reflected as ‘In-House’.

By clicking ‘Yes’, the deposit is applied to the reservation instantly, and the
reservation’s colour and status on the Grid changes to ‘In-House’.




Guest Cheeclk-In and he In-House Staius

Viewing the Reservation’s Deposit Tab

In order to demonstrate how the reservation’s ‘Deposit’ tab has
been affected, the reservation is opened by double clicking on it,
and proceeding to the ‘Deposit’ tab.

Here, the ‘Deposit Applied’ field has turned the colour of the ‘In-
House’ status, and also stipulating which Sage Pastel account was
debited, and simultaneously credited the ‘Customer Account’
linked to this reservation.

Please note that a Reservation payment will normally be required
to settle all currently outstanding balances upon check in, such as
the refundable key / breakage deposit.

Please refer to the chapter on how to process Reservation
payments.

Reservation Details

General T Financial T Deposits T Additional Costs T Quick Yiew T In-House

E=T=NETT (Ghift - SFT00068 [Quinton

Depozit Amount : 80000 Deposit Due : |2|322,'[|3,"|5 vl

[ 2.] Depozsit Paid ]

Paid Amount ; 200,00

Dt - LDDDDDD [Deposits Control Account) ‘ BDD.D!

Cr - ANDO0DZ [Customer sccount) B00.0

[ 3.) Depozit B efunded ]

[TINHOUSE PROCESSED || Created: 2022/08/15 13:28:19




Guest Cheeclk-In and ihe In-House Status

 Nowa sy Himae e 7507 i G Group Reservations Check-In Procedure

W File Edit Modify  Setup  Process Reports  Help

~- O K7
- ‘ M Right-click on any reservation linked to the arrived Group,
s Confimed and select ‘Group — Group Arrivals List’.

637 Mr and Mrs Smith
View Details <F5>

638 Mr and Mrs Pretorius =
Group View Group Details

Restaurant and Diet Group Rates Allocation Manager Immediately, the lGrOUp Arrivals List’ WindOW iS opened,

Documents Group Arrivals List

Email Document S displaying the following details at the top:

Send To Back

Bring To Front / Group Number

Change Guest (Customer)

v" Group Description

v' The start and end dates for the Group reservation

M Group Arrivals List x
Group Number ’154—
B 2 distinct sections are displayed, each linked to a significant ‘Status’ colour as follow:
AF(’:::I:; Foom Code__ | Room Description [ Time Arived | Customer C__| Customer Diescription 1- The lArriVed’ Section
Currently, none of the bookings are linked to this section which is displayed in
the same colour as the ‘In-House’ status colour, since the ‘Group has not yet
- been checked in.
UR';::::T :Runmf.ude | Room Dessription [ETa | Customer C_._| Customer Desoiption 2' The lun-ArriVEd’ SeCtion
T T e This section lists all reservations linked to Group 104, and is displayed in the
ERx 3 ‘Confirmed’ status colour.
In order to select all of these reservations and move them to t

Page 87

section, the following steps are required:



Guest Cheeclk-In and ihe In-House Status

#® Group Arrivals List

Group Mumber 104

Group Description : | Discaver 54 Group
Statt Date 2022/06:14 Erd Date 2022/08/17
Anived :
Res Mum | Room Cods | Fioom Desoription | Time Arrived | Customer C._ | Customer Description
-,
h
Un Arived -

Group Reservations Check-In Procedure

As this Group of people arrived simultaneously by bus, all reservations are to be moved to the

‘Arrived’

v
v

v

section.

Click on the first reservation (Reservation 637 as per our example).

Press and hold the ‘Shift” key on the keyboard while clicking on the last reservation (645 —
Group Container’ reservation). This action will highlight all reservations for selection.

Release the ‘Shift’ key and click on the ‘up’ arrow.

" Group Arrivals List

Group Mumber :

Group Description :

104

|Discover Sé Group

Immediately, all selected reservations are displayed in the
‘Arrived’ section.

Start Date : 2022/08/14 End Date 2022/0817
. . ¢ ’ . .
By clicking ‘Accept’ at the bottom right-hand side of the
Amived :
Fies Num | Room Cade | Fioom Description | Time Anived | Customer C... | Customer Description ‘ 1 H ’ 1 1
Group Arrivals List’" screen, all reservations linked to
B35 D202 Room 202 - Double 10:55:46 DlS00 Mr and Mrs Pretorius
639 D203 R 203 - Doubl 10:55:46 DIS0o tr and MrsF H H H H
B0 D204 Foom20i-Doble 105545 DISID] bit 3nd i Cooper Group 104 will be dISplayed on the Grid in the colour of
E41 5101 Room 101 - Single 10:55:46 DIS0m r Ross
E42 5102 R 102 - Singl 10:55:48 DIsom bdr D V’ ( ]
643 5103 aﬂﬂﬂma.siﬂgé 10:55:46 DIS00 M s / the |n-HOuse status.
E44 5104 Room 104 - Single 10:55:48 DIsom s Malan
645 ZGROUPOT Group Container 10:55:46 DISoom Discover 54 and Beyond
® Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ rem Grid]
M File Edit Modify Setup Process Reports Help
-~
w
Un Arrived :
Fies Num | Foom Code | Fioorn Description | ETA | Custorner C. | Customer Description

=




Guest Cheeclk-In and he In-House Staius

Group Reservations Check-In Procedure

W Group Details

D escription

=

Inclusive

Roaom 201

Roaom 101

- Double
Roaom 202 -
Room 203 -
Room 204 -
- Single
Foom 102 -
Room 103 -
Roamn 104 -

Drouble
Drouble
Double

Single
Single
Single

D eposit Applied
Additional Costs
Papments tade

[N IV A S

“n

ga12.00
3312.00
2484.00
2484.00

2484.00

23184.00

2339042
23184.00

Broup Humber: w5 |
Group Description : IDiScover S Group
General T Financial T Reservations T Additional Costs T Quick Yiew T In-House

Viewing the ‘Quick View’ tab of the Group Details
screen for Group 104, the deposit has
automatically been applied to the Group
Reservation without communication to the User.
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In-House Transaction Postings



In=-House Transaciion Poslings

From the Grid, the POS system is accessed by Front Desk personnel specifically.

All charges classified as a ‘POS Item’ will be available for selection here.

#® Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ Iltem Grid] POS items can be sold on the following ‘Tender’ methods:
M File Edit Modify  Setup  Process  Reports Help v Cash

a0 ‘I.II:I e AR % Z g For immediate Payment

Aug v" On Account

For either immediate payment or for payment at the agreed time such as
at the end of the month. This option is used to apply specific discounts per
Customer or Customer Category the Customer is linked to.

v"  In-House

Items sold from the Front Desk can be posted to an individual Guest’s
reservation while linked to the ‘In-House’ status. Also note that for Guest’s
linked to a Group reservation and responsible for their own accumulated
charges, this Tender Method will also apply.

v"  In-House Group

Whenever the Group Owner is liable for the payment of charges incurred
by the Guests linked to the Group Booking, this option is selected when
posting charges to a Group reservation is linked to the ‘In-House’ status



= Quinton PAYMENT DUE
Multi Store:

www.novtel.com Shift # SFT00068 ’ 0.00 ..
o e et ot If a barcode scanner is in use, and the barcode has been set up on the
Code | Diesctiption |Rate Inclusi... | Barcode | ol City Code Description | Price\ncl| Package CDde| . . ) . . .
COKD10  Coke 350ml BAR 15.00
OO Coke 35 510 charge master file, an item’s barcode can simply be scanned, and it will be
N 20000 selected.
FRIO0T Fritos Tomato Chips G.00
| GRADDZ _ Grapetizer 350m) 16500 i i . .
e o] However: As a barcode scanner is not in use in our demonstration
Kool Kit Kat Chocolate Bar 700 . . .
LAYI003  Leys Plinly Sated 303, 1000 database, we will simply select the ‘Search By’ option as ‘Code’ and enter
LANYDO Lays BBQ Chips 30y G.00
LRI L ity St o0 the item’s code in the ‘Search For’ field.
FAROOT Mational Fark Fees 20.00
FEADDT  Salted Peanuts 25_Dg 6.00 . . . . . . . . . .
PEAIDZ  Paanuts and Raiins 250 . The matching criteria will be highlighted in a faint grey line and is selected
SPROOT  Sprite 350m 12.00 . L. .
STl {Fars g 0w - : by simply double clicking on it.
Search by Icode j Searchfor: |hat

Lluantity ; 4 Since the ‘Quick Scan’ option has not been enabled in our POS Setup, this

screen will appear each time an item is selected.

Discount ;|0

LN

The quantity can be set — as selected by the Guest — and the ‘Accept’

button is clicked.
Aocept Cancel




In=-House Transaciion Poslings

S MQT{';“O" PAYMENT DUE
ulti Store: 07 q
www.novtel.com Shift # SFT00068 320.00 H : : : H H
"WWoviel I The selected item is displayed in the top right-hand side of the screen,
Code Descripfion Fate Inclusi... | Barcode o Q e Descriptian Price Incl | Package Code . . . . .
COKDTD IaneﬁnmlaAR wsnnl %4 HATOD  Hat-Peskwith Lo 32000 Indlcatlng the quantlty and the CombInEd total,
CREOD2  Creditlssued o.on
FOWOD1  “Youcher o.on
FFADDT Facial - Full 20000
FRI0DT Fritos Tomato Chips 6.00
GRADDZ  Grapetizer 350ml 15.00
HATO0  Hat- Peak with Logo 60.00 . . . . . .
Simply repeat the process until all selected items are displayed in the right
KITO01 Kit Kat Chocolate Bar 700
LAYO003  Lays Plainky Salted 30g. 10.00 .
LAYD0T Lays BBQ Chips 30 6.00
e hand side of the screen.
LAYD03  Lays Plainly Saled 30g 600
PARONT  Mational Park Fees 20.00
PEADDT  Salted Peanuts 250g B.00
PEADDZ  Peanuts and Raisins 250g B.00
Serant S o 120 ’-NOVTE[ ST PAYMENT DUE
STDOM  Fanta Grape 250 ml 9.00 ullr Store:
EUNDDW Sunscree:Cream S0ml 75.00 N h t 1 & 344 . 0 0
www.novtel com Shift # SFT00068
Seatchby Code j searchfor: elect ltem(s] : Selected Item(s) :
Code | Description | Rate Inclusi... | Barcode | ”~ Cityy Code | Descrigtion | Pricelncll FPackage Cude‘
CORDT0  Coke 350ml BAR 15.00 x4 HATOO1 Hat-Peak with Lo... 320.00
CREODZ  Creditlssued 0.0 xe LAYOO03 Lays Plainly Salte... 12.00
FOW001  “Youcher 0.00 we FEADDT Salted Peanuts 2. 12.00
FFAODT  Facial - Full 200.00
FRIO0 Ftitos Tamato Chips 6.00
GRADDZ  Grapetizer 350ml 15.00
HATODT  Hat- Peak with Logo 80.00
HATO02  Hat- Cap with Logo 50.00
KIToo Kit Kat Chocolate Bar 200
LAYDNO3  Lays Plainly Salted 30g 10.00
LAYDD Lays BB Chips 30g 6.00
LAYDDZ  Lays Saltand Vinegar 30g 6.00
LAYDD3  Lays Plainly Salted 30g 6.00
PARODT  Mational Park Fees 2000
FPEADDT  Salted Peanuts 250g 6.00
FPEADDZ  Peanuts and Raisins 250g 6.00
F01 Restaurant Youcher 0.oa
SPRO0T Sprite 350m| 12.00
STDOM  Fanta Grape 250 ml 9.00
SUNODT  Sunscreen Cream 50ml 75.00 b
< >
: Search for
Search by COdE j |




In=-House Transaciion Poslings

Quinton PAYMENT DUE

SN E - 344.00 Individual Reservations
voode | A|

Rate Inclusi... | Bar

COKO10
CREDD2
FDVOOT
FFADDT
FRIODT

GRADDZ
HATO0
HATO0Z
KIToo1

LAY0003
Lav001

LAY002
LAY003
PARO0T
PEADDT al
PEAD2  Pe:
RVODT

SPRO0T i
STDO01  Fanta Grape

To post the charges to an individual ‘In-House’ reservation, click
on the ‘Tender Cash’ button and select the ‘In-House’ option.

ar
inly Salted 30g.
EQ Chips 30g

Vi

M Select Reservation X

< — Reze Mum I Room Code | Cuztomer Code | Customer Description Accept
9% Code 5 coma oHOm otr O PR : : ‘
o [otat Sathi e i e Cance All individual reservations currently linked to the ‘In-
135 ZCann2 S550M Southern Shores Shipping Cgfipany , . .
T JoRoot Jvtan, Caese House’ Status, will be displayed here. Search for and
5 ” Davids, Greag . . .
—— select the applicable reservation and click ‘Accept’.

In this window, the following information is
displayed:

1 -2 Bedroom

anderso,Pee v' The selected Posting Method.

Silver Membership

v" The Reservation Number; Room Number
and Room Description.

v'  The Customer Code; Descriptio
Category this Guest is linked to.

’ , ’ After ensuring that the detail
‘Accept’.

Page 94



In=-House Transaciion Poslings

The ‘Tender Method’ is now displayed as ‘In-House’.

To finalize the sale, click on the ‘Transaction Cash Up’ button.

<

Quinton PAYMENT DUE
Multi Store: o7 Q,
WWW.HOVtel.COIH Shift # SFTD0068 344'00

slect e lected Item(s) :

Code I Description I Rate Inclusi I Barcode I ~ Oty Code Description I Price In:II Package Cnda‘

COKD10  Coke 350mi BAR 15.00 X4 HATOO1 Hat- Peak with Lo 32000

CREDDZ  Creditlssued 0.00 X2 LAYO03 Lays Plainly Salts 1200

FDWVODT - Voucher 0.00 ®2 PEADDT Salted Peanuts 2 1200

FFADDT  Facial - Full 200.00

FRIDDT Fritos Tomato Chips 6.00

GRADDZ  Grapetizer 350ml 15.00

HATOO01  Hat-Peak with Logo 60.00

HATO0Z  Hat- Cap with Logo 90.00

KITOm Kit Kat Chocalate Bar 7.00

LAYNO003  Lays Plainky Salted 30g 10.00

LAYI01 Lays BBQ Chips 30g 6.00

LAYDO0Z  Lays Saltand Vinegar 30g 6.00

LAYD03  Lays Plaink: Salted 30g 6.00

PARDOOT  National Park Fees 20.00

FEAONT  Salted Peanuts 250y 6.00

PEAONZ  Peanuts and Raisins 260g 6.00

Rv01 Restaurant Youcher 0.00

SPRO01T  Sprite 350ml 12.00

STDO01  Fanta Grape 250 ml 9.00

SUNDDT  Sunscreen Cream 50ml 75.00 v

Search for

F““ o |Code j

The Goods Issue Note is produced
immediately, indicating the Room;
Guest and Reservation number linked
to this document.

VERY important:

The Guest must sign the Goods Issue
Note in recognition that they have
indeed received the goods, and this
document is to be retained by the Front
Desk Staff Member to be included in
their cash up documents at the end of
their shift.

A second copy can be printed and
handed to the Guest.

® Goods Issue Mote : GINODT10

& ﬁ'l Zoom [100% -]

Oasis Lodge

77 Long Beach Road

Long Beach

Mossel Bay
5500

Tel: 044 123456789
Fax : 044 123456789

Tax : 123456725

GOODS ISSUE NOTE

X4  HATOM - Hat - Peak 4174 3Z0.00

with Logo
X2 LAYD03 - Lays Plainly 1.57 12.00
Salted 30g
X2 PEADM - Salted 1.57 12.00
Peanuts 250g
Room # CO01 - Chalet1-2
Bedroom
Customer : Anderson, Peter
Reservation # 636
Payment Type : In-House
Payment Due : 344.00
Tax/\VAT Total : 4487
Payment Received : 0.00
Change : 0.00
Discount : 0.00
Voucher : 0.00
Staff member : Quinton
Payment Date :
Print Date : 2022108186

Time : 07:38:32

Shift Number : SFTO0088

Goods lssue Note :  GINOO110

Thank You.

Signature

Thank you. Have a great day!



In=-House Transaciion Poslings

#® Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ Item Grid]
# File Edit Modify Setup Process Reports Help

--leﬂ- . Viewing the reservation’s ‘Quick View’ Tab, the

[ [ Il
— Reservation Details \ .
; % : transaction was added to the total payable by the
m eral Financial T Deposits T Additional Costs T"ﬂuick View: T ImHouse
Can Guest upon departure.
ooz
| Deseription |Person| Gty | Tas|  Exclusive]  Inclusive
@ + TChalet T- 2 Bedioom 1 10435 95,65 200.00
coos + PARDDT - Mational Park Fees 1 261 17.39 20.00 . . . ’
s " REFUN oo o Besoge 0o 1 DI S0m  soum The transaction is also captured to the reservation’s
+ INHOOZ - Inhouse ShopTransaction 3 4487 29913 344.00
cAOL + THLODT - Toursm Levy 1 000 £.98 £.96 ‘ )’ .
| In-House’ tab and can be viewed from here by
e TOTAL DUE : 151.83 151913 1670.96
CAO3 . . . .
= - RECO0OS- Dok mom simply double clicking on the transaction.
_ - Credit Reseved 0.0
- CURRENT DUE : 0.00 000 870.96
- * Deposits Report
| poa Dieposit Raised - 2022408415
- Deposit Applied - 2022/08/15 Reservation Details
- General T Financial T Deposits T Additional Costs T Quick Yiew T
InHouse Detai
View Fiooms by
* Code @ InHouse Purchases " Invaice/Credit Note Histary
? 2::2 E: :z:;n Transaction # | Date | Daocument # | Invaice # | Shift # | Department | \ncluswal
863 202240816 GINOO10 IM000317 SFTO00E8  Shop 344.00 M

|£

NewF\eservallnr\l | IN-HOUSE PROCESSED || Crested: 2022/08/15 1326:1
2022/0815 «| |2022/08/28 ~

Display | Refresh |

I Created: 2022/08/1513:28:19




@ Noviel Hospitelity Ultimate Enterprise 7.0.0.2 - [ ltem Grid]

Quinton
Multi Store:

07 a

www.novtel. com Shift # SFT00068

PAYMENT DUE

| Price Incl | Package Cod |

kFees 240.00

© Rate Per Room

Q) New Roservalir|
2022/08/13 = 2022/08/26

Only Group reservations currently linked to
the ‘In-House’ status will be displayed here.

Search for and select the applicable Group
Booking — which in this case, is Group number
104.

elect Iber(s] Selected Item(s]:
== Code | Description Rate Inclusi... | Barcode Aoy Code Descrigtion
[omr ACTOD3  Full Fagial bnel Park Fee:
BDO01 Bad Debt Write-Off
[ o202 BREODS  Breakages
| o2 CHADDT  Champagne 750ml
[ oms COKI02  Coke 350ml
COKTTD  Cake 350mi BAR
| HMs001 | CREOD?  Creditlssue
hnsoo2 | FDVOO!  Voucher
FFADDT  Fa
st FRIODT  Fi
s102 GRADDZ G
5103 HATOO1T  H
HATODZ  H
104 KO0 KitKet Chocolate Bar
[ s LAYD003  Lays Plainly Salted 309
[ venoor LAY001  Lays BBO Chips 30g
LAYD0Z  Loys Saltand Vinegar 30g
Ev[ vtioo2 LAYO03  Lays Plainly Salted 30g
] venoos PARDDT  Nafional Park Fees
. < E’EADDT Salted Peanuts 2500
\:Lew Rooms by [P
+ Code earchiy
{(‘ Rate Per Person | |C0de

Group Reservations

Only when the Group Owner is liable for the payment
of the ‘In-House’ charges incurred by the Guests linked
to the Group, will the ‘In-House Group’ tender method
be selected.

W Select Group

Nurnber

| D escription

| Custamer Code |Eustome

X

Accept
S Cancel

<

Search
Murnber

M Select Reservation

Fieservalion | Fioom Code | Customer Code | Customer Diescription
E37 D2m DIS001 Mr and Mrs Smith
E38 D20z DIs00 Mr and Mrs Pretoriug
B33 D203 DIs00 Mr and Mrs Fourie
B0 D204 DIs001 tr and Mrs Cooper
E41 101 DIS001 Mr Ross
E42 5102 DIS001 Mr Dunn
E43 s103 DIS001 Ms Pienaar
E44 5104 DIS001
45 [ZGROUFPDI Jiscover 54 and Bevon
< >

Search By
“Heservation

=

‘ Search For ‘

>

Accept

Cancel |

All reservations linked to the Group will be
displayed here, and for which the ‘CR’
checkbox is NOT selected.

A specific reservation can be selected here
according to the Guest posting the charges to
the Group reservation, OR the Group
Container booking can be selected here sin
all charges will be billed to the Gro
anyway.




In=-House Croup Transaciion Posiings

Group Nunber -
Group iption :

Reservation # :

-D
eddings

Payment Methods

The details of the selected Group Reservation is displayed in this screen.

Click ‘Accept’ to continue.

The ‘Tender’ option is now displayed as ‘In-House Group’. To post the

selected charges to the Group Booking, click ‘Transaction Cash-Up'.

The Goods Issue Note is produced and is to be signed by the

responsible person.

o Quinton
Multi Store:

Shift # SFT00068

www.novtel.com

PAYMENT DUE

| 402.00

elect ltem(s| elected Itemis) :
Code | Description I Rate Inclusi | Barcode | A Oty Code I Description | Price Im:l| Fackage Cndel

ACTO0D3  Full Facial

BD007 Bad Debt Write-Off
BREODS  Breskages

CHADDT  Champagne 750ml
COK00Z  Coke 350m|

COKMO  Coke 350ml BAR
CREODZ  Creditlssued

FOVOOT  “oucher

FFAODT Facial - Full

FRIODM Fritos Tomato Chips
GRADDZ  Grapetizer 350ml
HATOOT  Hat- Peakwith Logo
HATO0Z  Hat- Cap with Logo
KITOm Kit Ket Chocolate Bar
LAYO0O03  Lays Plainly Salted 30g.
LANDOT Lays BBQ Chips 30g
LAYONZ  Leys Salt and YVinegar 30g
LAYD03  Lays Plainly Salted 30g
PARODT  National Park Fees

PEANDT  Salted Peanuts 2600
<

0.00
0.00
0.00
45.00
1z2.00
15.00
0.00
0.00

200.00

6.00
15.00
G0.00
40.00

7.00
10.00

6.00

E.00

6.00
20.00

6.00

®12
=6
®E

PARODT MNational Park Fees 240.00
Sw01 Sparkling Water 90.00
CoKnoz  Coke 350ml 7o

ISaan:h by

ICOde j ISealchful

# Goods lssue Mote : GINDD112

i) Zoom |muz -|

Oasis Lodge
77 Long Beach Road
Long Beach
Mossel Bay
6500

Tel: 044 123456789
Fax : 044 123455789

Tax : 123455789

GOODS ISSUE NOTE

¥ 12 PARDM - National Park 3130 240.00
Fees
X6  SW001 - Sparkling 1174 50.00
Water
X8 COK002 - Coke 350ml 9.39 72.00
Room # ZGROUPO1 - Group
Container
Customer : DIS001
Group # 104 Res #545
Payment Type : In-House Group
Payment Due : 402.00
Tax/WAT Total : 5243
Payment Received : 0.00
Change : 0.00
Discount : 0.00
Woucher : o.00
Staff member Quinton
Payment Date
Print Date : 2022/08/16
Time : 11:14:34
Shift Number SFT00068

Goods lssue Note:  GINDO112

Thank You.

Signature

Thank you. Have a great day!



In=-House Croup Transaciion Posiings

W Group Details X
H H { Hr ’ { ’
Group Nuber T I Viewing the ‘Additional Costs’ and ‘In-House’ tabs on the
Group Description ID\scnver SA Group . . , .
: — Group Details’ window for Group 104, the charges are
General T Financial T Reservations T Quick View T In-House
added to the bill.
W Group Details *

e T I

Group Description : ID\scnver SA Group

General T Financial T Feservations T Additional Costs T Quick View T

r~ In-House Detail
% InHouse Purchases i Invoice/Credit Note History
Trangaction # | Date | Daocurment # | |nvoice # | Shift # | Department | Inclusivel /
608.42 876 2022/08/16 GINOO112 IN000320 SFTO006E  Shop 402.00

Diigplay | Riefresh |

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




@ NOVter Hospitality Management

Checking a Reservation for
Unprocessed In-House Transactions



W File Edit Modify Sety

" Rate Per Person
" Rate Per Room

Q Mew Reservation [
2022/0814 ~ 2022/08/27 - -

Reservation Details

General T Financial T Deposits T Additional Costs T Quick Wiew T Ir-House
Foom Nurber  [CODT | [Cralet - 2 Bedoom Anival Date | 2022/08/15
Guest T ariff [C2B00T Chalet 2 Bedhoom 0.00 I-| Arival Tme 150115 —
Reservation # 536 Order 8 JABCT23

Departure Date | 2022705416
Departuie Time | 10:0000 =

Payment Methad

Customer Code

[ANDODZ | \ |

‘Ander:on, Peter

When a Guest is ready to check out, always open the reservation
and check for un-processed In-House transactions in other parts of
the system such as at the Restaurant where a table might still be
open under this Guest’s name — which will be displayed in red at

Display Refresh

IN-HOUSE OUTSTANDING | Created: 2022/08/15 13:28:19

[ECu

Fieservation Type |2 12 [Bed and Breakfast Fayment Type
Housekeeping Pleaze do not disturb befare 10am. h b f h
| - the bottom of the screen.
Wehicle Reg Mo, [JHEODT Wehicle Desc |'white Taoyota Corolla
Arival Memo Guest will arive a bit early. Please have the room ready by
Adult | Child Rates
ults 2= ; . .
Child | Reservation Details
ildren 24 I
Colizotion Addiess / Departure Adess Gerea | Financid | Deposts |  AddionalCosis | OuckView | lin-House
IreHouse Detail
hal & In-Housze Purchases " Invoice/Credit Mote History
; IN-HOUSE OUTSTANDING | Tranzaction # ‘ Date | Document # | Invoice # ‘ Shift # | Department | Inclusive‘
a70 2022/08/16 Open Shift SFTO0053  Restaurant/Bar 0.00

If an un-processed transaction is present,
proceed to the ‘In-House’ tab to view the
Department where the transaction is open. In
this case, it is at the ‘Restaurant / Bar’ and the
wording for this line in the ‘Invoice’ column is
displayed as ‘Open Shift’.

The department can be contacted to finalize
the transaction and post it to the reservation.




Checking @ Reservalion for Unprocessed In-House Transaciions

When posted to the reservation, the charge will be added to the reservation’s
balance and an Invoice number and amount is linked to the ‘In-House’
Document.

When no un-processed In-House transactions are present, the wording will read:
‘In-House Processed’, and will be displayed in a green background colour.

# File Edit Modify Setup Process Reports  Help

—

[ | Reservation Details
General T Financial T Depositz T Additional Costs T Quick View T In-House
r~ In-House Detail
* InHousze Purchases " Irvoice/Credit Mote Histary
| Tranzaction $# | Date | Document # | Invoice # | Shift # | Department | Inclusivel
869 31N 00110 MO00 Shop 344.00
GINOT 1000318 TO00ES | Restaurant/Bar [ 326.00 ]
Dizplay | Refresh | Feallocate Credit Mate W

Wiew Fooms by
* Code
" Rate Per Person
© Riate Per Room

Q,,l | Mew Reservation | Created: 2022/08/15 13:2819

o ====_




#® Group Details

Bt [ Al T
Gioup Description: [ Discover 54 Group
General 1 Financial T Fleservstions 1 Addonal Coste | Huick View 1 InHouss
Invaice Number
Customer Code [psoor
Customer Description |Dm.ve. 54 and Beyond
Countiy: [South Afiica
Start Diate: 202270614 EndDate:  [2022/08/17
Order Number : —
EmpEEis [nbowse =]
Boaking Mumber 545
Reservation Type |2 [Bed and Breakfast
Agent Cade -]
e

Checking a Group Reservalion for Unprocessed In-House Transaciions

To check a Group Reservation for un-processed In-House transactions, access the
Group Details window.

If such transactions are present, the Group Details window for the selected Group
will display that there is an outstanding ‘In-House’ transaction present.

The Receptionist will access the ‘In-House’ tab; check and contact the Department
where the transaction is unprocessed, and when the transaction is finalized and
posted to the Group Reservation, the Group Details window for this Group will no
longer indicate an outstanding transaction.

WP Group Details X
Guphurber: B2 R—C
Group Description [Discover SA Group
General 1 Financial 1 Fiesarvations 1 Addiional Costs || Quick View 1 InHouss

Invoice Number :

Custamer Code: DIso01

Custamer D sscription IDlscover 54 and Beyond

|

Country [South Atrica

Start Date : IW End Date IW
Order Mumber : —

B St [mbowse <]

Booking Mumber B45

Reservation Type |2 |Bed and Breakiast

Agent Code

=re
I
|.

Description uisE




<a href='https://www.freepik.com/photos/hotel-receion Hotel reception photo created by freepik - www.freepik.com</a>



#® Noviel Hospitality Ultimate Enterprise 7.9.0.2 - [ temn Grid]
WM File Edit Modify Setup Process Reports  Help

T e R e _‘ Z

Sales (POS)
Reservation Payments

Deposits

()
S
=
g

Payouts

Account Payments

Reservation Refunds

Account Refunds
Bad Debt
Bad Debt (Group)

Shift Cash Up
Shift Summary

Normally, Reservation Payments are required for all outstanding
amounts not covered by the deposit payment — such as the
refundable key or breakage deposit — when a Guest arrives for
check in.

When the Guest is ready to check out, the reservation will be
checked for outstanding balances of ‘In-House’ charges
accumulated during the Guest’s stay.

To process a reservation payment for both Individual
reservations and Group reservations, proceed to click on the
arrow next to the ‘POS’ menu and select ‘Reservation
Payments’.




Reservaiion Payments

@ Reservation Poymert - Individual Reservation Payments

Selected tem(s] :

Code | [ ezcription | Durl Oty | TaHl Inclusivel

To access reservations with an outstanding balance, select the ‘Reservation
Number’ option and click on the ‘Number’ Search option beneath it.

Search for and select the Guest for whom the reservation payment is to be
processed.

W Select Account

Customer Code Customer Description
ANDOO2 Anderson, Peter

Fes Mum

The Reservation’s details are loaded.

1. The correct ‘Payment Type’ is selected according to the method of
payment received by the Guest. If the Credit Card option is selected,
Novtel will automatically enter the exact outstanding balance in the

' Reservation Payments

Selected Item(s) :

e e Lol L | el ‘Payment Received’ field.

FARDOT  Mational Park Fees 1] 1 261 2000

REFO01  Refundable Keyp / Brea... 1] 1 0.o0 500,00 p , . . p

I e R S 1Y AR 2. The ‘Status Departed’ option must ONLY be selected while the Guest is
1] 1

INHOOT  Inhouse Restaurant Tra... 4278 32800

Pamene s T s in the process of checking out. If selected, the reservation’s status will

change to ‘Departed’ automatically.

3. In the case where a Guest makes a deliberate overpayment, and the
| option is NOT selected to ‘Give Change’, the amount in excess of the
I |
I

: payment due amount will be kept as a reservation credit on this G
account, and can be allocated against a future reservation.

PAYMENT DUE To finalize the payment process, click ‘Accept’.

1198.96
74

<F2> - Accept | <F3> - Reset User: Quinton shit# SFTO0068 Cloge




Hospitaity

# Reservation Receipt : REC00406

!I Zoom [100% -

Oasis Lodge
77 Long Beach Road
Long Beach
Mossel Bay
G500

Tel: 044 123456789
Fax : 044 123456788

Tax 123456785

| RESERVATION RECEIPT |

Cust Description : Anderson, Peter

Cust Code : ANDODZ
Room : com
Payment Type : Credit Card
Payment Due : 1198.96
Payment Received : 1198.96
Change : 0.00
Staff member : Quinton
Payment Diate : 2022/08M18
Print Date : 20220816
Time : 08:39:22
Shift Number : SFT00063
Receipt Number : RECO0406

Thank You.

Reservaiion Payments

The Reservation Receipt is printed.




’ Reservation Payrments

Selected ltem(s)] :

Code | Description | Durl (ty | TaHl Inclusivel

To process a reservation payment for a Group Reservation,
select the ‘Group Number’ option and click on the ‘Number’
Search option to display all Group Reservations with an
outstanding balance.

# Select Group Account

Group NumI Customer Code | Customer D escription | Irvoice Murn I Accept
D500 Dizcover 54 and Bevond [ ]

Cancel |

P Reservation Payments

Selected tem(s] :

Code | Description | Diur | Oy I Tax | Inclusive |
D2m Room 207 - Double 2 406.74 331200
D202 Room 202 - Double 2 406.74 I3z200
D203 Room 203 - Double 2 406.74 331200
D204 Room 204 - Double 2 406.74 331200
s1m Room 107 - Single 1 305.058 2484.00
5102 Foom 102 - Single 1 306.05 2484.00
5103 Room 103 - Single 1 0.00 243400
5104 Room 104 - Single ’ Select Reservation

- Deposit Applied

TMLOOT  Tourism Lewy

The selected Group will be displayed, but the specific
reservation number is to be selected against which the
payment is receipted. In this case, as the Group Owner is

L0 L D0 L3 LD L) L)

X

, . ¢ . ’ . .
INHO02  Inhouse ShopTransacti.. Reservation | Foom Code | Cuztomer Code | Custamer Description\ Accepv Ila ble fo r ALL COStSI the G rou p CO nta Iner boo kl ng IS SeIeCted -
IMHOO1  Inhouse Festaurant Tra... B37 Db2m Disom r and krz Smith
. Payments Made 638 D202 DIS0m Mr and Mrs Pretoriuz

B33 D203 DIS 00T Mr and Mrs Faurie Eance]

B40 D204 DIsom Mr and Mrz Cooper

E41 S1m Cisao Mr Ross

E42 5102 Disao i Dunn

£43 5103 oisao Ms Pienaar

644 5104 15001
ZGROUPD] DIS001




Group Reservalion Payments

# Reservation Receipt : RECD0402

ﬁ'l Zoom |muz v[

. . W Reservation Payments Qasis LDdgE
The outstanding amount — as linked to the Group S 77 Long Seach oad
. . . . . Code | Dezcription I Durl Oty | Taxl Inclus\vel
Reservation — will automatically be displayed in T AR Long Beach
the ‘Payment Due’ field. S0 Bemih el & 1 aems oo VosselBay
5102 Fioom 102 - Single i1 0505 2484.00 8500
. . 5103 Foom 103 - Single 3 1 0.00 2454.00
Select the applicable payment method by which B o A1 Tel: 044 123456789
THMLOOT  Tourism Lewy 1} 1 0.00 208.42
. ‘ INHO0Z Inhouse ShopTransacti.. 0 3 5243 402.00 Fax : 044 123456789
payment was received from the Guest. If the ‘Bank NAET bass fessasn o 01 123 s
- ‘ayments Made . Tax 123456789
Transfer’ or ‘Credit Card’ option is selected, the S ESERVATION RECEIPT
‘Payment Received’ field will be populated with
. , - Cust Description : Discover SA and Beyond
the exact ‘Payment Due’ amount. - Cust Code - DIS001
. . | tonsaz Room : D201
However: If the amount received is less than the [ oo . _ .
) o ) PAYMENT DUE ayment Type Credit Card
outstanding balance, the specific amount received, 1604 .42
IS ente red' <F2>{(epl ¢F3 - Feset User: Quinton shitt #: SFTO0068 Clase
Payment Due : 1804.42
Please note that the Guest may also make a deliberate overpayment, and when the ‘Give Change’ option Payment Received 1604.42

is NOT selected, the amount will be reserved as a credit on a future reservation by this Guest. chane

Clicking ‘Accept’, the Reservation Receipt is printed.

Cinton

2022/08M6

Staff member :

Payment Date :

Print Date 202210818

Time 11:54:25

Shift Number : SFTO00G2

Receipt Number : RECO0403

Thank You.



<a href='https://www.freepik.com/photos/hotel-receion Hotel reception photo created by freepik - www.freepik.com</a>



Guest Depariure

If the ‘Status Departed’ option was not selected when the reservation payment was processed, the reservation’s status will remain ‘In-House’.

It is extremely important to check a Guest out in Novtel when they are standing in front of you. If the reservation remains ‘In-House’, it will
leave an opportunity for ‘In-House’ transactions to be billed to the reservation by mistake.

An Invoice cannot be updated, and an official Invoice number allocated if the reservation’s status is not ‘Departed’.

® Novtel Hospitality Ultimate Enterprise 7.8.0.2 - [ Item Grid]
W File Edit Modify Setup Process Reports Help

Individual Reservations Check-Out

18 1%
Aug Aug
2002 2082
Thu Fri

Right click on the reservation and select the status as ‘Departed’.

—
‘F‘{'ie"t“”e“it'“;’_et I Immediately, the reservation’s colour and status is changed accordingly.
Documents ;

Status Cancelled

Email Decument Provisional

Send To Back

® Noviel Hospitality Ultimate Enterprise 7.9.0.2 - [ ltern Grid]
W File Edit Modify Setup Process Reports  Help

Confirmed

Bring Te Front ~  InHouse

Change Guest (Customer) Departed ‘V/
T ———

- e




W Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ ltem Grid]
¥ File Edit Medify Setup  Process Reports  Help

View Details <F5>
Restaurant and Diet
Documents

Status

Update Invoice
Give Motice

Ermail Document

Send To Back

Bring To Front

Change Guest (Customer)

Movtel Hospitality

':0:' Update invoice 7

Now please note that even though a reservation is fully paid, it will not be
reflected as such unless the invoice is updated.

The option to update a Customer invoice is ONLY available when the
reservation’s status is ‘Departed’.

Selecting the option, Novtel will confirm if you wish to update the invoice.

Clicking ‘Yes’, Novtel will communicate that the Invoice was updated
successfully.

An Invoice Number is now linked to the booking.

If no outstanding amount is present, the status of the reservation will
change to ‘Fully Paid’, and it will turn green.

#® Novel Hospitality Ultimate Enterprise 7.9.0.2 - [ [tem Grid]
W File Edit Modify Setup Process Reports Help

636 Anderson, Peter

TR
Ii 1 T




Guest Depariure

® Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ Item Grid]
W File Edit Modify  Setup  Process Reports  Help

-»v“@zg

oA

4

(1]

View Details <F5>

636 Anderson, Peter

; Restaurant and Diet
Documents
= Status

Unupdate
I
.
]

Give Motice

Refund Refundable Charges

Email Document

Send To Back

Bring To Front

Change Guest (Customer)

19
Aug
2022
Fri

Quote <Ctrl+ Q>
Invoice <Ctrl+|> V/

Reservation Statement
MS Word Documents

To produce an Invoice for individual reservations, simply right

click on the reservation and select ‘Documents — Invoice’.

’ Inveice

) Zoom [100% -

16 August 2022
TAX INVOICE TEL : 044 123456789 ‘OASIS LODGE
_ FAX : 044 123456769 77 LONG BEACH ROAD
> TAX # 123456788 LONG BEACH
MOSSEL BAY
8500
Anderson, Peter INVOICE NUMBER : INDDO319
BOOKING NUMBER : 636
PO Box 39 DateIn: 20220815
Roodepoort Date Out : 2022/0816
Johannesburg ORDER #: ABC123
oooo
Room/ltm Description Days Person/Q Unit Tax Incl Price|
coot Chalet 1 - 2 Bedroom 1 4 300.00 104.35 300.00
PARDO1 National Park Fees 1 281 20.00
REFO0O1 Refundable Key / Breakage Deposit 1 0.00 500.00
TMLOO1 Tourism Levy 1 0.00 696
INHOOZ Inhouse ShopTransaction 3 44387 344.00
INHOOT Inhouse Restaurant Transaction 1 42.78 3zz.00
Total Tax 194 81
Total Excl Tax 1804.35
Total Incl Tax 1988.58
Memo :

‘Guest will arrive a bit early. Please have the room ready by 11:30am.

Please use the following Banking Details for all deposit and account payments:
ABSA Bank
123456788




Guest Depariure

’ MNovtel Hospitality Ultimate Enterprise 7.9.0.2 - [ Itern Grid]

W File Edit Modify Setup Process Reports Help

View Details <F3=
Restaurant and Diet
Quote <Ctrl+0>

Invoice <Ctrl+[>

Documents

Status

Reservation Statement
MS Word Documents

Unupdate

Give Notice

To produce a Reservation Statement, right click on
reservation and select ‘Reservation Statement’.

the

Refund Refundable Charges

: 202210816
Departure Statement Date
- StartDate : 20220815
End Date : 202210816
Invoice Number : INDOD218
Casis Lodge
77 Long Beach Road
Long Beach
Lodge Mossel Bay
Anderson, Peter 6500
o ox 28 South Africs
Roodepoort Tel = 044 123456789
Johannesburg
000 Fax 044 122458789
Email : ossis@restsurantcom
VAT No : VAT No : 123456783
CATERING AND SERVICES:
Document # Shift# Invoice # Transaction Date Tax Incl Amount
GINDO111 SFT00053 INDDD218 2022/08/M186 R4278 R328 00
Catering And Services Total : R42.78 R328.00
RECEIPTS
Document # Date Type Amount
RECa040 Deposit- EFT 202008015 N Ra00 a0
REC 00408 Reservation Fayment - Card - VISA 2022/08/16 1 R1 138 88
Receipt Total: R1 998,

TERMSAND COMDITIONS:

The deposit percentsge of 50% is payable 30 days pri
Free cancalistion up to 21 days prior to srrival
Forfeit fee of 25% applies for cancellations 7 - 21 days pr

to arrival

to arrival

i
Forfeit fee of 50% applies for cancellation 6 days and less prior to arrival

Email Document Departure Statement Date: zozzosie
3 Start Date : 20220815
Send To Back
End Date: 202208186
Bring To Front Invoice Number : IN00021S
Change Guest (Customer)
Ossis Lodge
77 Long Beach Road
Long Beach
Mossel Bay
Andersen, Peter 8500
EO Box 35 South Africa
Roodepoort Tel : 044 122456789
Johannesburg
0000 Fax 044 122456789
Email : easis @restaurantcom
VAT No : VAT No : 122458789
ACCOMMODATIO
Code Description Duration __Unit Tax__Incl Amount
coo1 Chalet1 - 2 Bedroom 1 RE200.00 R104.35 RE200.00
Anderson, Peter
Booking Number : 838
Order Number: ABC123
Accommodation Total : R104.35 RB00.00
INCIDENTALS :
Code aty Tax___InclAmount
PAROOD1 National Park Fees 1 R281 RZ20.00
REF001 Refundable Key / Breakage Deposit 1 RO.00O RE00.00
TMLOO1 Tourism Levy 1 RO.00 RE.9¢
Incidentals Total: R2.61 R626.96
Store:
Document # _Shift# Invoice #_ Transaction Date Tax___InclAmount
GINDO110 SFTO00EE INOOO317 20220816 R4488 R244.00
StoreTotal : Ra408 R344.00
Tax Total :
Payment Total : R1998.96 | | ExclTotal :
Page: 1 Balance Due : R0.00 | | Incl Total :

Payment Total :

Page: 2 Balance Due :

Tax Total : R194.61
R1998.96 | | ExclTotal : R1804.35
R0.00 | | Incl Total : R1998.96




@ Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ tem Grid] -
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R - Maadd:ral )

In order to simultaneously check out all Guests linked to the
burber: i 4 I .
e | lﬁ‘a‘ Group and with the same Customer Code - proceed to the
i S ‘General’ tab of the ‘Group Details” window.

Irveoice Number

Customer Code: DIS001

S e, | v Please remember that no changes are permitted without

Shart Date : [zmans EndDye [omezmeny H . . ( W)
ey e— first clicking ‘Edit’.
G St e —
v" Only now the ‘Group Status’ can be changed to ‘Departed’,
] Reservation Type [z [Bed and Breakfast . . .
e oty U — after which the ‘Save’ button is clicked.
[? e

Q) Mew Reservation
oe2nd | [mz2isiz -

Group Description : IDiscovar 54 Group

General T Financial T Reservations T Additional Costs T Quick Yiew T In-House

Irwoice Mumber :

Customer Code : DIs001 Qi

Cugtomer Description IDlchver 5S4 and Beyond

|

Country : ISoulh Afica ﬂ
Start Date lm End Date W
COirder Number : li

Group Status : Departed =

Boaoking Mumber : E-,Dngrg;d

Reservation Type ed and Breakfast

Agent Code

Description

[ A




P Group Details

Group Murnber : 104 Q

Graup Description :

IDiscﬂver S Group

General T

Financial T

Reservations T Additional Costs

T Quick View T

In-House

Invoice Mumber :
Customer Code :
Customer Description :
Country :

Start Date :

Order Murnber :

Group Status

Booking Mumber :

Reservation Tupe:

Agent Code

Description

——
[Discover 54 and Beyond |
[Southifica |
[az2/0814 EndD)

Update

@ Update group invoice 7

|

Departed -

|45

MNovtel Hospitality

P

@ Group invoice update completed successfully.

Only once the Group Status has been changed to ‘Departed’
and the change saved, will the ‘Update’ option be activated.

By clicking this button, the Receptionist can select ‘Yes’ to
update the Group Invoice and allocate a unique ‘Tax Invoice
Number’ to this Group reservation.

# Group Details

Group Mumber 104 Q,

Group Description ID\scnver Sa Group

General T Financial T Fieservations T Additional Costs T Quick View T InHouse

(inooozzz |

D150

IDichver SA and Beyond

I Invoice Mumber

Custorner Code

Customer Description :

Courty ISouth Africa

Start Date : IW EndDate: IW
(Order Number l—

Giroup Status lm

Booking Mumber B45

Rieservation Type : |Bed and Breakfast

=1
=

Agent Code |

Desrpon
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637 Mr and Mrs Smith 3
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638 Mr and Mrs Pretorius s
 e—————————— ——
639 Mr and Mrs Fourie

640 Mr and Mrs Cooper
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5101
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n
=
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@
g

View Fooms by
&+ Code fobile 4 444 4444
" Rate Per Person
" Rate Per Room

|2022/08113 =| [2022/08/26 =

If an outstanding balance is present, the reservations will
be displayed in the colour of the ‘Departed’ status.

If no outstanding balance is present, all reservations
linked to the Group Booking will turn green — the colour of
the ‘Fully Paid’ status.




Grovp Depariure

# Novtel Hospitality Ultimate Enterprise 7.0.0.2 - [ Item Grid]
# File Edit Modify Setup Process Reports Help

18-~ S HAW

5 --

View Details <F5>

By right clicking on any of the reservations linked to Group, the cursor is moved
across the ‘Documents’ option and the required document type selected.

For Group Reservations, and when the Group Owner is liable for the payment of
the accommodation, the ‘Corporate Invoice’ option is selected.

Group.

Restaurant and Diet

Documents > Quote «Ctrl+Q>
Give Notice Invoice <Ctri+1>
Email Document orporate Invoice

Send To Back

Group Reservation Statement

MS Word Documents >

642 Mr Dunn
Bring To Front

Change Guest (Customer)

643 Ms Pienaar

644 Ms Malan

Date: 20220818 TAX INVOICE Date: 2022/08/16
Start Date : 2022/08/14 Start Date : 20220814
End Date: 202208117 End Date: 20220817
Invoice Number : Noo0322 Invoice Number : IN00D322
Ossi Lodge Qssi Lodge
77 Long Beach Road Dasis 77 Long Besch Road
Long Beach
Long Beach
S g i | Al ti linked to the G displayed
D cover 55 and Beyang ceon Dacover SA and Seyond ceon reservations linke 0] e @Group are displaye
South Africa
20 Box 887 South Africa PO Box 887
Cape Town Tel : 044 123458788 Cape Town Tel : 044 123458789 t h . . d t h t t I t f t h
111
o Fax: o4 123280730 Fax: P on € Invoice, an € 1otal amoun or e
Email oasis@restaurant.com Email ocasis@restaurantcom . . . .
VAT Mo ; sores<azt | | VATHo i VAT Mo - seressadt | | VATHo il reservation — as invoiced —is located at the bottom
RESERVATIONS ADDITIONAL COSTS rlght—hand side of the last page of the invoice
Code Description D uration unit Tax Incl Code Description aty Tax Incl d OC u m e nt
.
D201 Room 201 - Double 2 R1104.00 R408.74 R2 212,00 INHO0Z Inhouse ShopTrans sction 2 RZZ2.43 R&0z00
Mr =nd Mrs Smith INHOO1 Inhouse Restsurant Transaction 1 R129.92 R93800
Booking Number : 837
TMLOO1 Tourism Lavy 1 R0.00 R208 .42
D202 Roam 202 - Double 3 R1104.00 R408.74  R2312.00
Mr ang Mrs Pretorius
Booking Number : 638
D202 Roam 203 - Double £l R1104.00 R406.74  R2312.00
Mrand Mrs Fourie
Booking Mumber : 839
D204 Roam 204 - Double 2 R1104.00 R208.74  R2 31200
Mr and Mrs Cooper
Booking Number : 840
sto1 Roam 101 - Single 3 R828.00 R20505  R2 48400
Mr Ross
Booking Number 1 641
s10z Roam 102 - Single £l R828.00 R205.05  R2 48400
Mr Dunn
Booking Number : 842
s102 Room 102 - Single 2 R328.00 ROOD  R2 42400
Ms Piznaar
Booking Number : 842
s104 Room 104 - Single 3 R828.00 R20505  R2 48400
Ms Malan
Booking Number : 844
Tax Total : Tax Total : R2724.48
ExclTotal : Excl Total : R22063.97
Page: 1 Incl Total : Page : 2 Incl Total : R24788.42
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637 M

638 Mr and Mrs Pretorius

Group

Mrand Mrs Fourie

540 Mr and Mrs Cooper.

641 Mr Ross

Documents
Give Notice
Email Docurment

Send To Back

542 Mr Dunn

Bring To Front

643 Ms Pienaar

644 Ms Malan

View Details <F5>

Restaurant and Diet

Quote <Ctrl+Q>
Invoice <Ctrl+l>

Corporate Invoice

Group Reservation Statement

To print the Group Reservation Statement, select this option.

As per our example, the Group Reservation Statement displays the ‘Accommodation’
section first, as well as the additional ‘In-House’ charges which were billed to Group 104.

The Group Reservation Statement also displays the total for payments received, as well as
the ‘Balance Due’ after the payments have been deducted.

MS Word Documents

Change Guest (Customer)

Date: 20220818 Date:: 2022108118 Provisional Groun Statement Date: 20220818
Start Date : 2022/08/14 Start Date : 20220814 r StartDate : 20220814
End Date: 20220817 End Date : 202200817 End Date: 20220817
Invoice Number : Moogaz2 Invoice Number : Nooo222 Invoice Number : IN0D0222
Oask Lodge Dase Lodge Oasis Lodge
77 Long Beach Road 77 Long Beach Road 77 Long Besch Roas
Long Beach Long Beach Lod Long Beach
&
Messel Bay Lodge g Massel Bay L Mossel Bay
Discover SA and Beyond 8500 Discover SA end Beyend 8500 Discover 54 and Beyond 8500
South Africa
PO Box 987 South Africa PO Box 987 South Africa FO Box 887
Cape Town Tel : 044 123456785 Cape Town Tel : Das 122456788 Cape Town Tel : 044 123456785
1111
B Fax 042 122456789 m Fax 042 123456789 Fax: 044 122256789
E mail : oasis@restaurant.com Email : ossis @restaurant.com E mail : ossis@restaurantcom
VAT No : 887654321 VAT Ho : 123456789 VAT No @ BETEE4321 VAT No @ 123488789 VAT No : 987854321 VAT No : 123456789
s104 Rocm 104 - Single 3 RB28.00 R305.05 R2 48400 CATERING AND SERVICES
Ms Malan
p Document# _ Shift# Invoice # Booking # Date Tax Incl Amount
Code Duration Uit Tax Incl Booking Number : 844
EETTE———— Booking 645 D cover SA and Beyond
Accommodation Total : R254241  R23184.00
o201 Roem 201 - Double 2 R1104.00 RageT4 R3212.00 GINOO112 SFT00052  INO0D221 845 z02208/18 R128.92 R395.00
WMr and Mrs Smith INCIDENTALS :
- Total Booking # €45 Dicover SA and Beyond R129.92 R996.00
Bosking Numbar : 637
Code Description aty Tax Incl Amount Catering And Services Total : R129.92 R996.00
D202 Room 202 - Double 3 R1104.00 R208.74 R3312.00 TMLOOT Tourism Levy 1 R0.00 220042
Mr snd Mrs Pretarius -
Booking Number : 638 Incidentals Total: R0.00 R206.42
D202 Room 203 - Double E R1104.00 R208.74 A2212.00 Store;
Mrand Mrs Fourie
Booking Numbar : 639 Document #  Shift # Invoice #  Booking # Date Tax Incl Amount Document # Date Type Amount
REC00407 Group Depesit- EFT 202200818 3 R23184.00
D204 Room 204 - Double 3 R1104.00 R408.74 R3212.00 Cediie (5 Discover SA and Beyond e oer
Mr 2nd Mrs Cocper GInoo112 SFToDOEE  INODO220 @45 20220818 RE2.43 R402.00 REC00408 Group Peyment - Card - VISA 202210818 1 R1804.42
Booking Number : 640 Total Bosking # 845 Discover SA and Beyond RE2.43 R402.00 -
Receipt Total: R24788.42
s101 Room 101 - Single E R828.00 R305.05 RZ 484.00 Store Total : RE243 240200 2478842
Mr Rass _—
Booking Number | €41 [TERMS AND CONDITIONS:
§102 Room 102 - Single 2 R828.00 R205.05 RZ 484.00 [The deposit percentage of 50% s paysble 30 days prior fo amiv;
Mr Dunn Free cancellation up to 21 days prior to arrival
Forfeit fee of 256% appiies for cancellations 7 - 21 days prior fo arrival.
Beeking Numper ; 642 Forfeit fee of 50% applies for cancellation 8 days and less prior to arrival
s103 Room 103 - Single E R828.00 RO.00 RZ 484.00
Ms Piensar
Booking Humber : 43
Tax Total Tax Total : Tax Total : R2724.46
Payment Total : R24788.42 | | ExclTotal : Payment Total : R24788.42 | | ExclTotal : Payment Total : R24788.42 | | ExclTotal : R22063.97
Page: 1 Balance Due : R0.00 | | Inct Total = Page: 2 Balance Due : R0.00 | | Incl Total : Page : 3 Balance Due : R0.00 | | Incl Total : R24786.42
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Reservation Payments

Deposits

Payouts

Account Payments
Reservation Refunds
Account Refunds
Bad Debt

Bad Debt (Group)

Shift Cash Up
Shift Summary

At the end of every user’s shift, the user will be required to
perform a shift cash-up in Novtel.

To start the Shift Cash-Up procedure, click on the arrow next
to the POS icon in the menu bar and select ‘Shift Cash Up’.

In this case, the Shift Total for Rita (SFT00048) is displayed as
R48 259.00 which includes Deposit Payments; Reservation
Payments; Cash Sales; In-House and In-House Group
Transactions; Account Postings and Payments; Updated
Reservation Invoices; Voucher Sales, and Vouchers Redeemed.

® Shift Cash Up

X

Shift Transactions :

Type Tirne Starnp | Doz Nur | Amount| User (Shift Owner):  Rita

Transaction Type . | ~ | || Shift Number : SFT00048

Shift Start : 20191017 09:44:40
Shift End :

Shift Status OPEN

Phwyzical Amount : 0.00
Shortage Amount : -24041.00

48259.00

Cash Up toney Count | Shift Summary | Detailed Report|  Daily Takings




The Shift Cashup Procedure

The User will count the physical amounts in the cash drawer and capture:

v
v
v
v
v

The credit card slips; redeemed voucher documents and signed Goods Issued Notes will be included in the cash up documents.

Performing the Money Count Procedure

To start the Cash-up process, click on the ‘Money Count’ button.

The amount of cash

The combined total for payments received by credit cards
Cheque payments —if allowed by your company

Bank Transfer Amounts

And the total for Vouchers redeemed during the shift —if any

. Shift Cash Up

SHIFT TOTAL

48259.00

Detailed Report | Daly Takings




The Shift Cashup Procedure

# Money Count
Cash: 0.00
100000 | [ 050 Wj Cheque : 0.00
500.00 I—U; oz [ 0 Credit Card - 0.00
200,00 ’_l]; 0.20 ,_uj Bank Transfer 0.00
100.00 ’_BE 010 ,_nj Youchers 0.00
soon [ 0= aos [ 0= Dther 0.00
wm [ 0 ooz [ 0 Total: 0.00
1000 [0 o [0 ~ Flaat- [ oo
ZEE gg Physzical : 0.00
1[0 Shortage : g24041.00
Shift Total Cash: 24041.00
Comments Account Total 0.00
In House Tatal 0.00
Group Taotal : 330.00
Dther Tatzl 23888.00
Shift Total: 48259.00
Fepart | g:n?::a Report [Slip) | Accept | Cancel
Shortage : 24041.00
Shift Tatal Cazh 24041.00
Account Taotal : 9 0.00
In Houze Total : 3 0.00
Group Total : 330.00
Other Tatal: © 23888.00
Shift Total (® 43259.00

At present, the Money Count window indicates the following information:

1. Shortage and Shift Total Cash - Since the money count has not yet been performed, Novtel indicates a
Shortage amount — printed in Red.

According to Novtel, the ‘Shift Total Cash” amount is the same than the ‘Shortage’ amount.

Only payments received in cash; by credit card; cheque; Bank Transfers and Novtel Internal Vouchers, will
be counted and entered in the relevant fields.

2. Account Total - Any transactions posted, using the ‘On Account’ tender method and for which no
immediate payment was received, will be calculated and inserted here. Although part of the Shift Total,
‘On Account’ postings are not ‘counted’ by the Waitron.

3. In-House Total - The combined total for transactions posted during this shift - using the ‘In-House’
tender method — is displayed here.

4. Group Total - The combined total for transactions posted during this shift - using the ‘In-House Group’
tender method — is displayed in this field.

5. Other Total - The total amount for all invoices updated during this shift, is calculated and
inserted by Novtel in this field automatically.

6. Shift Total - The Shift Total is the combined total of all amounts indicated from the ‘Shif
Total Cash amount to the ‘Other Total’ amount.



The Shift Cashup Procedure

As Rita now counts all the money in her cash register (which includes her cash
float), she will be required to insert the exact physical number of notes or coins,
in the corresponding field here (and not the value of the notes or coins).

In this case, the following number of notes and coins are present in the cash
register, which includes a R400.00 float:

v" R200.00 notes x 2
R100.00 notes x 6
R50.00 notes x 8
R20.00 notes x 11
R10.00 notes x 8
R5.00 coins x 10

NN N NN

The total Cash amount, as well as the Total and Physical amounts are all indicated
as R1750.00 at present, and the shortage amount of R22 291.00 is displayed in
red.

P icney Count

Cazh: 1750.00

wonon | o :II Cheque : I 0.00
E00.00 I a0 il- _ Credit Card : I 0.00
200,00 I_zﬁ 020 o Bank Transfer : I 0.00
10000 [ 6 o0 o belist: | 0.00
5000 [ 8- nos [ o= Blt=ps | 0.00
20.00 I 11 :II 0oz 0= Tatal : 1750.00
o [ 8- om [ 0= Float o
500 [ 10 S ——

ﬂ. Physical : 1750.00

2.00 1] _I

100 [ 0 Shortage : 22291.00

Shift Tatal Cash : 24041.00

Cornrments : Account Tatal 0.00
[ House Tatal : 0.00

Group Total : 330,00

Other Tatal : 23888.00

Shift Tatal : 48259.00

Repart | e | Repaort [Ship] Aocept Caricel

Capture




P tioney Count

Cazh : 176R0.00
100000 [ 0 g0 [ 0 Cheque 1 0.00
50000 I_uﬁ .25 o ﬁ Credit Card : m
20000 I_zj 020 o j Bark Transfer : m
10000 [ 6 ot [ 0 Vauchers o ow
s000 [ 8- oos [ 0] Other [ oo
2000 [ 11+ o2 [ 0 Total 0 2unm
1000 [ 8- oo [ 0 Flot [ oo

=00 mj Physical : 24441.00
200 [ 0 —

100 [ 0 Surplus : @ 400.00

Shift Total Cash : 24041.00

Camments : Account Total : 0.00
In Housze Total ; 0.00

Group Total ; 330,00

Other Tatal : 2388800

Shift Total : 48259.00

Repart | SorEen | R eport [Ship] Accept Cancel

apture

Our company policy dictates that no cheques will accepted, and this field
is left blank as it is not applicable.

The combined total for all credit card payments — as manually calculated
by adding up the credit card slip totals — is entered as R1673.00.

The total amount for payments received by means of a Bank Transfer
during this shift, is R21 108.00, and is entered here.

No Novtel internal vouchers were redeemed against a reservation, and
therefore this field is left at zero.

The Total and Physical amounts increased to R24 441.00.

The ‘Surplus’ amount is R400.00, displayed in blue. This is due to the float
amount which has not yet been deducted.




# Money Count >
Cazh: 1750.00
100000 [ 0 :II 050 [ o :II Cheque : | 0.00
500,00 I o ﬁ 0.25 o ﬁ Credit Card ; I 1673.00
200,00 I_zﬁ 020 ] ﬁ Bank Tranzfer : I 21018.00
10000 [ 6 ot [ 0 Wouchers : | 0.00
5000 | 8- oos [ 0 ek | 0.00
2000 [ 11 j 0.0z o j Total: 24441.00
1000 [ 8- oot [ 0 Float - I_EI!IE |
500 [ 10 —_——
= Phuysical ; 24041.00
200 [ 0
100 [ 0= Surplus : 0.00 v
Shift Total Cazh 24041._00
Comments ; Account Tokal ; 0.00
In Housge Total ; 0.00
Group Tatal ; 330,00
Other Total ; 2388800
Shift Total ; 43259.00
Hepm% g:ﬁs:; | Repart [Slip] i Accept !l Cancel

By entering the float amount in the designated field, the
amount is deducted from the total of R24 441.00 for a
physical amount of R24 041.00.

The Surplus amount is zero and displayed in blue.

The Physical amount and the Shift Total Cash amounts
correspond — which means that the cash up is in balance.

Clicking on the ‘Report’ button, the Operator Cash Up report
is produced in A4 format.

Both Rita and the Supervisor will sign the report after
checking the cash and documents. The Supervisor will now
be responsible for the pre-mentioned.

Clicking ‘Accept’, the ‘Money Count” window is closed.




The Shift Cashup Procedure

M shift Cash Up X

Time Stamp

Cashing up and closing the Shift

At present, Rita’s shift is still open, and no end date
and time has been captured yet.

SHIFT TOTAL

48259.00

W Shift Cash Up *

Time Stamp

By clicking on the ‘Cash-Up’ button, the shift status is
changed to ‘Closed’ immediately, and the Shift End
o Date and Time is captured.

SHIFT TOTAL

48259.00

Shift Summary | Detalled Report|  Daily T akings




® Supervisor Shift Cashup - Interface: Pastel
File  Reports  Credit Mote

View Location: [

Transaction
Customer Table / TA Type

& Single Shift

@ Batch Shift

Supervisor [T N Shift # R

Shift # Total Invoice Date [
Restaurant
SFTO0043 Kevin 193000 |201910-11 -
SFTO0044 James 0.00
SFTO0045 David 0.00
Front Desk
SFTO0048 Rita 48269.00 |2019-10-24 =
Shop
SFTO0046 Stella 254600 | 20191015 =
SFT0O047 Stella £35.00
| |Open Shift IEEETTRETEY  53433.00
Check Custarmer Supervizor [V
Itearity E dit Shift "r/ Cloze |

The Supervisor’s Screen

Rita’s Shift is no longer displayed in pink since it has been
closed on the date captured next to it.

The Supervisor will now perform the ‘Supervisor Shift Cash-
up’ procedure for Rita’s shift in order to send the data to the
financial system.
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