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Introduction



Inirodueciion

Novtel Hospitality is a comprehensive solution for the entire facility to manage:

v

v
v
v

<N

Reservations for Accommodation.
Quotations to be issued for accommodation; venue hire; catering; activities, etc.
Sales performed from Reception.

A touch screen-based Restaurant POS system which can manage either a single restaurant, or multiple restaurants — each with an
individual set of menu categories; charges and selling prices.

An Event system by which tickets can be sold for activities, concerts etc.

And a dedicated Retail POS System which can manage sales from the Shop, and for which a barcode scanner can be used.




Inirodueciion

The details set up from the ‘Setup — Company’ screen, will be relevant to all departments and areas at your facility, and includes the following:

v
v

The company details to be displayed on ALL system generated documents.
The default 3 party interface setting can be set to Sage Pastel or Evolution — according to the financial package your company uses.

Should the default option be deactivated or changed by a User to anything different than set up, all Users will be warned upon login to
rectify the discrepancy.

The default tax percentage — applicable throughout the system — can be set, and the Company’s tax number entered to be displayed on all
documents.

A default ‘Cash Customer’ account is set up and selected when processing cash sales throughout the system.

The activation of the option to use a fingerprint scanner for Users to log into Novtel rather than entering a password.

From the ‘Setup — Documents’ menu option, notes can be set up for display on the documents printed from the Retail POS system.

v

If set up, an Agent and Cost code can be forced for all sales performed from the Retail POS system.

v

The layout of these documents can also be set up according to your company’s preferences.

Agent and Cost Codes are set up in the Financial System and is imported to Novtel.




Inirodueciion

From the Retail POS System, items classified as ‘Shop Items’ can be sold.

Quotations for POS Items can be issued.

Takeaways can be administered for which a sequential number is issued
as takeaways are ordered.

System generated Vouchers can be sold from this system.

Valid system generated Vouchers can be redeemed against a transaction.

Account Payments can be administered from this System.

Account
Payments

Redeeming
Vouchers
against a

Transaction

Quotations
for Shop
ltems

The Retail POS
System

Takeaways

Voucher
Sales
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Setting up Users and Passwords



Setling Up Users and Passworals

® Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ Item Grid] —
M File Edit Modify = Setup  Process  Reports  Help
[ Company 7 -
il D Jl_ s "4
Interfaces -
User Defined Fields o
i 2022 o
IEEIEI'I . Users / Passwords — e
ool - Documents
002 - Cash Drawer .
conz__ I Database Set Town v | hemmmaare F
(AD Dele Edit [ e |
® Add user X
I ﬁenelall r Permissions T Pastel T Departments
Uszer Name | Christy
Pasword [wopzs The General Tab
Tag Code li
e [ When adding Users to the system from the ‘Setup — Users/Passwords’
T menu, the Username; Password; First and Last Name is mandatory to
b= Uz e Bl o e =2t be entered in the ‘General’ tab — regardless of creating an
Cashup “Wwith Supervisor Permizsion r .. .
P - Mosa Uerld [ Administrator; Supervisor or Shop User.
Master Supervisor = . . N
Please note that fingerprints can be captured in order for Users to log
HovlS:perneiizees Uiz st I into Novtel using a fingerprint scanner. If the option is not set up, the
‘Capture Fingerprint’ button is deactivated on all User Master Files.
Accept | Cancel




# Add user

General

T Permizsiaons T I :Pastef I

I

Departmentz

Shop Multi-Strore

IUm QI |Default Store

Restaurant Multi-Store

IDD'I QI IDefault Store

Bar kulti-Store

[0 | Default Store

Service Multi-Store

[0 | Default Store

Irmport Custormer Documents to Pastel User
IDD - Louise LI
Import Supplier Documents to Pastel User

IDD - Louige LI

Link to Pastel D atabase r

Daily T akings Control Account [Balance Shest Account)

[s100/000 @] Clear |

IF'DS Cash Contral

Sales/tgent Code |D1D Clear IIChrist}l

Accept | Cancel |

The Pastel / Evolution Tab

Depending on Novtel being integrated with Sage 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: If Multi Stores / Warehouses are set up in your system, the relevant
option is selected for each one individually.

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

Always tick the option to ‘Link to Pastel Database’ for both Administrators and
Supervisors.

If a CUSTOM account is required, select the ‘Daily Takings Control Account’ in
Pastel to which this User’s transactions are to be imported. 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.

A dedicated Sales Agent Code can be linked per User Master File, and when the
User performs a transaction in Novtel, not only will their Username be linked
the transaction, but also their Agent Code.




The Permissions Tab

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 or scanning a fingerprint.

Supervisors

A Supervisor has the ability to:

v
v
v

AN N N N

<\

Set up Printer settings
Open new shifts for Users when applicable

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

Release locked User passwords

Issue credit notes

Produce various reports

Track sales as it is processed by the User in real time

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

Approve or deny actions by the Shop personnel that requires
a Supervisor’s permission to continue

Setling Up Users and Passworals

M Add user

General

T I Permissions | T Pastel T Departments

Permizzion Type I.&dministratnr
Adminiztrator
Restaurant
Bar

Shop

Item Grid

Edit Rooms Supervizar Cazhup

Ewent
Edit Branches Custam
Edit Charges IT
Edit Guest Tariffs [v
Update Invaices IT
Select Movtel Databasze IT
Interface / Company Setup Fj

Administrators

Users classified as ‘Administrators’, 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.




Setling Up Users and Passworals

" Add user "

General T I Permissions I T Pastel T Departments

Shop Users

Err—— A User for whom the ‘Shop’ permission option is selected, will ONLY have

Remanant access to the dedicated Retail POS system which is displayed as follows:
Bar

Permizsion Type

Supervizgar Cashup
Ewvent
Supervigor Cashug Custom

# Novtel Hospitality Ultimate Enterprise 7.9.0.2 -
File

=]
X

Stella
Multi Store:

PAYMENT DUE

h 0.00

Shift # SFT00D54

www.novtel.com

elect Ikem(s| elected |tem(s]
Event IT Code | Description Rate Inclusi... | Barcode | ~ City Code Descrigtion | Frice Incl| Fackage Cudel
j ACTO03  Full Facial 0.00
hd BARODZ  Bar One Chocalate Bar 5.00
BDO0M Bad Deht Write-Off 0.o0
CHUDOT  Caramelized Nuts per 100g 40.00 1111000010...
COKO01  Coke Zero 350m| 12.00
COKOoD2  Coke 350rm| 1200
COKO10  Coke 350m| 15.00
CREODZ  Creditlssued 0.00
FFADODT  Facial - Full 200.00
FRIO01 Fritos Tomata Chips B.00
GRADDZ  Grapetizer 350ml 15.00
HATO0T  Hat- Peakwith Logo a0.00
HATO002  Hat- Cap with Logo a0.00
KIToo Kit Kat Chocolate Bar 700
LAYON03  Lays Plainly Salted 30g 10.00
LAYD01 Lays BBO Chips 30g 6.00
LAYO02  Lays Saltand Yinegar 30g 6.00
LAYO03  Lays Plainly Salted 30g B.00
MI<001 Mixed Muts 100g 10.00
Accept | Cancel | OLv001  Oasis Lodoe YWoucher - Shon 0.00 4

< >

Search by IC Search for
ode S

User : Stella
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User Shiiis

Detailed Shift Summary - Supervisor:

Cashier: Christy - Shifi #-5FT0M7TT
Shift Start 20220823 08:00:29 - Shift End 20220823 12:51:47
Time and date report was primted: 20220823 12:56:08

A new shift is opened by the Supervisor when a User is on duty.
A shift number is linked to the User’s name which is date and time stamped.
All activity by this User during their shift is recorded and various reports are available to the Supervisor.

In this case, Shift ‘SFT00077’ is linked to the User, Christy.

The shift started on the 23" of August 2022 at 8am, and was cashed up on the same day at 12:51pm.




User Shiiis

® Supervisor Shift Cashup - Interface: Pastel

X
File Reports Credit Note
View Location: [ - Supervisor shift # [N O en | ne a Sh Ift
Transncion PENIng
1D Customer Table / TA Type Total « Shift # User Total Invoice Date

Please note that no transactions can be performed without an open
shift linked to a Shop User’s Username.

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

© Single Shift [ JOpen Shirt EEEEIUREER 0.00]

Check Custamer Supervizor Supervisar I
Integrity OpenShi, | Shilt Cashup B3

File Reports  Credit Mote

View Location: B =

Transaction

L Ruan ESTESUP00002

ID Customer Table / TA Type Total « Shift #f User Total Invoice Date n

Restaurant

SFTO0043 Kevin 1920.00 20191011 =

SFTO0044 James 0.00

SFTO0045 D avid 0.00 . . . p . p

Should either open or closed shifts be displayed in this window, the

Shop

SFT0Ms sl 25600 [aaTots button’s caption will read: ‘Supervisor Edit Shift’.

SFTO0047 Stella £38.00

-l

® Batch Shift ©@ Single Shift | JOpen Shiit Shift Total: 5174.00]

Supervisor Supervisor
Edit Shift Shift Cashup

Check Custamer
Intedrity

Close ‘




User Shiiis

Select User
Awvailable Users Selected Users . . . . .
All available Users without an open shift at present, are displayed in the left-

Carinal [Front Desk]
hand side of this screen.

Carina2 [Credit Hote]
Carina3 [Restaurant]
To select a User, simply double click on their Username.

Cashier [Bar]
Chisty (Shopl (/7
Duncan
Estie
Grant DELI [Restaurant]
Gramt PR [Restaurant]
Hein
HeinHR [Restaurant]

Louize [Front Desk]
Peter
Select User
Available Users Selected Users

Carinal [Front Desk]

Canna? [Credit Note]

Carnina3 [Restaurant]
Cashier [Bar]

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’.

AdEs

Christy [Shop]) VZ

Accept ‘ Cancel ‘
Duncan
Eszhie
Grant DELI [Restaurant]
Grant PH [Restaurant] | 3
Hein

HeinHR [Resztaurant]
Louize [Front Desk]
Peter

%cept ‘ Cancel




User Shiiis

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

1.

A Shift Number has now been allocated to the Supervisor.
Supervisor Shift #
2.
]

Yiew Location: |31 -

e —

The User for whom the shift was opened, does not yet display in this
window, since she has not yet logged into the system.

Viewing the Supervisor screen after Christy 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.

® Supervisor Shift Cashup - Interface: Pastel >
File Reports Credit Note
View Location: |1 - Supervisor Shift # EULUIITIES
@ Batch Shift © Single Shift | JOpen Shift ISP 0.00] - -
Check Custamer Supervizor Supervisar Ch 1D Customer Table / TA Type Total « Shift # User Total Invoice Date
Integrity Edit 5hift Shift Cashup =5
Shop
SFTO007F Christy 0.00
@ Batch Shift @ Single Shift | JOpen Shift [EEETTIRMSE  0.00]
Check Customer Supervisor Supervizor i

Integrity Edit Shift | |} Shitt Cashup; s




User Shiiis

# Supervisor Shift Cashup - Interface: Pastel

File Reports Credit Mote

Yiew Location: [l

1D Customer

aeg Cas0Mm
289 Cas0Mm
830 Cas500m
891 DaW001
232 DUMAm

833 FAANDT
894 CAS00

-

Type Total «
Sales EE.00
Sales R27.00
Sales 1550.00
Sales H500
Sales 400,00
Sales 11200

@ Batch Shift

@ Single Shift

C—— Shitt %
Transasion (SFT0007)

Shift #

Shop

SFTO00FF

Uzer

Chiizty

Total Invoice Date

37000

Check Custorner
Intedrity

Superyizor
Edit Shift

Shift Total: 3170.00

Supervizor
Shift Cazhup

Cloze ‘

As Christy performs transactions, the Supervisor
can track the actions by clicking on the open shift.

All transactions are displayed here in real time.
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Allowing Discount

M POS Setup

A maximum discount percentage can be set up from the ‘Setup — POS’ screen, and Front Desk/Shor
which will be applicable to both the dedicated Retail POS system, and the POS System Enable Discount v

accessed from the Front Desk. s el enmmegs |5 :| 4_)

W Movtel Hospitality 4

VYalue entered exceeds Max Dizcount
The User will not be able to allocate a percentage in excess of the maximum percentage allowed !
set here. If attempted to do so, they will receive this communication from Novtel: Max Discount - 5 %.
Ok
# POS Setup
As the Retail POS system can also be accessed from the Restaurant’s POS system too, ~Fon Desk/Shar j
Enable Dizcaunt
the option to allocate discount WITH Supervisor permission here, determines whether Mas Discount Peroentage [5 =
or not a Supervisor’s permission will be required when allocating discount at the Shop. Py Fee o B
Dizplay Foatnate on Shop Documents I

InHouse Charge
Allow Back Posting of InHouse Charges W 4

If the option is selected, a Supervisor will have to give permission to allocate a discount P —— IEI
percentage —and ONLY up to the maximum allowed percentage. R |

POS/5hop In House Payout/Credit Mote I—
. . . Festaurant/Bar
If not selected, the User will have the authority to allocate discount randomly (Up to S N v
Feprint Bill with Supervisor permission v
the set maximum Percentage) without the Supervisor’s permission. R
emove iem ywi LIPEMIEON PEMMIEEIONn el ol

Prirt Bill/Receipt combination instead of Receipt v
Pririt Kitchen slip on Kitchen and “Waitron printer [
Enable Canfimation Before Printing Bil/Receipt [~
Hide POS Package Detail: On BillArvoice
Allow Restawrant/Bar Discount

Digcount with Supervisor pemission

KU
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Creafing Shop [tem Charges

Shop Items

All Charges classified as a ‘Shop Item’, will be displayed in the Retail POS screen.

Please note that when Multi-Stores / Warehouses are in use, a charge is linked to a specific warehouse.

Therefore, a charge must ONLY be classified as a ‘Shop Item’” which is linked to the applicable warehouse associated with it.

Dedicated ‘Shop Items’ are not linked to a POS Category, nor a Department.

W Edit Charge

Code |B4R002

v Display On Invaice
I~ Service Charge ltem
I~ Ewent ltem

[BI2aNTTl |E & One Chiocolate Bia

EBarcode I

¥ Physical ltem

I~ Use Custom R ate
I~ Master Price

I~ Blocked

I Genelall T

Properties T Youcher T

Price Update T Foreign CurrencyT Activity Tracker

Bllow Taw v |15 -at - Standard rated [15%)] ;I

Cost Price Excl I 4.00 Markup % T4.00
Charge Incl I 8.00 Charge Excl E.96

User Defined Field 1

User Defined Field 2

User Defined Field 3
User Defined Field 4
User Defined Field &

Custorner Category 01- Mo categary ;I
Customer Category - Implemented at Reservation and Group Additional Cost
when selecting Charges. 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 Mo Category for Charge. [Activated per Customer]

# Edit Charge

Code |EAF|DDZ

¥ Dizplay On Invoice

Description IEar One Chocolate B ar

Barcode

|~ Service Charge ltem
[~ Eventltem

W Physical ltem

™ Use Custom Rate
|~ Master Price

I Blocked

#ocept Pastel Irventory Code BARDD2 Bar One Chocolate Bar

&I Cancel |

View Audit Log | Multi Store code far retrieving Cost Price o03 |

Yiew Audit Log

General T Waoucher T Price Update T Foreign Curency T Activity Tracker
[ POS ltem el
I Barltem POS Categon: I x' O‘l
[ Shop\teml (aa | Clear I
[~ Menultem
I~ Componert ltem
I~ Multiple ltem
I~ Payout Item
Scale Ik
L Breakfast i« Other i«
™ Refundable Charge Ikem Lol ‘ol Mol Meal Type &
I PRecipe ltem Dinner e
Department &I I
AR Pastel Inventory Code EAROOZ Biar One Chocolate Bar &I Eancel |

tulti Store code for retrieving Cost Price 03 ‘




Creaiing Youcher Charges

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:

v" A ‘Shop Item’ in the ‘Properties’ tab

v" A Voucher Item in the ‘Voucher’ tab, and the relevant setting are 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.

# Edit Charge x # Edit Charge ® # Edit Charge x
Code [a0onz [~ Physical ltem Cods [vounez [ Physical ltem Code [vauae I~ Physical ltem

[¥ Display On Invaice [ Use Custom Rate ¥ Display On Irvoice ¥ Use Custom Rats ¥ Display On Invoice ¥ Use Custam Rate
Description |G I~ Service Charge ltern I Master Price Description |Vuucher—AHDepautments I~ Service Charge Item [~ Master Price Drescription |Vnunher-AHDEDaltments I~ Service Chaige ltem I~ Master Price

I~ Eventltem [~ EBlocked [~ Eventltem I~ Blocked [~ Eventltem [~ Blacked

Baicode

EBaicode

Barcode

General T Piopetties T Woucher T Piice Update T Foreign Currency T Achivity Tracker General T Properties T Woucher T Price Update T Foreign Cunency T Activity Tracker General T Properties T Woucher T Price Update T Forsign Curency T Activity Tracker
! Waucher Item W) Single Waucher O
- Single Youcher checked will create only one voucher
Allow Tax [ [15-Vat - Standard rated [15%) | I PO ltem = itespective of quantity set. Unchecked wil create
™ Barltsm POSCassoy [ &) individual woucher to the tokal of the quantity set
Cost Price Excl 000 Markup % 000 - s =
W Shop Item
Charge Incl Ix" 0.00 Charge Excl 0.00 i “E"" | Clear Vol Dssaettan oucher - Al Depatments
I Component tem Display Youcher Mumber On Receipt & Piint Youcher Document 2
User Defined Field 1 (\iahd A &
e Dl A < Issue Date Specific Date
User Defined Field 3 I Payoutitem valid End
User Defined Field 4 Scale i o
: I~ Scale ltem D -~ - - ((‘ Days € Speciiic Date E ‘
emnlieiel A0 I Refundable Charge liem
S | 0 Lunch (® NotMesl Type & ‘ioucher Redeem - Accommodation ¢ Vouchsr Redeem - Restaurant I
ustomer Lategory 0-No category hd Fecipe It | Di
5 _ I =z zelm ol| e C Voucher Redeem - Bar ¥ Woucher Redeem - Takeaway v
Customer Category - Implemented at Reservation and Group Additional Cost
when selecting Charges. The Customer Category as setup for the Customer/ Blereia &l Voucher Redeem - Delivery ¥ Voucher Redeem - FOS Shop ~
(Guest will be used to only display Charges with the same Customer Category
selected here. Default is No Category for Charge. [Activated per Customer)
feac! Pastsl lnvertory Code [TILIONZ oucher - Al Depattments ] Eancel | Accept Pastel lnventoy Code [WOLIOOZ aucher - & Departments a] Cancel | e Pastel Invenio Code (OO0 Vaucher - &1l Departments al . |
View Audit Log || Muli Stars cods for retisving Cost Prics - [ View Audit Lo || Muli Store cods for retrisving Cost Price = [ View Audit Log || Muli Store code for retrieving Cast Frice = [




Creaiing Scale liem Charges

Scale Items

A wide range of ‘Scale Items’ can be created and classified as Shop Items in addition to the ‘Scale Item’ option being selected. For example:
v' Caramelized nuts sold per 100g
v Fresh fruit sold per kilogram
v Biltong sold per kilogram
v

Some shops may even sell raw hake; calamari or meat for barbequing, and the scale must be set up to weigh the item and charge the
customer accordingly.

W Edit Charge X
Cads ICNUDU] ) v Physical ltem
|¥ Display On Invoice I~ Use Custom Fate
Description IEaramehzed Muts per 100g I Service Charge Item I Master Price
I~ Eventltem I~ Blocked
Barcode |1T11DDDDT o001 I
Please note that ‘Scale Item’ sales will only be administrated correctly when a
General I P[ T WVoucher T Price Update T FoleignCurrenc}lT Activity Tracker .
bar-code scanner is used.
[~ POS ltem L= . . . .
|~ Barten PoS Categ [ ] The ‘Scale’ itself must be set up by a Novtel Professional, since it must generate a
[+ Shop ltem . . . . . .
m:” | _ces | bar-code multiplying the ‘Charge Rate’ per kilogram with the item's physical
S weight in order to calculate the total payable by the Customer.
] [~ Papout Item
.@ Breakfast i Other (o
[~ Refundable Charge ltem Lunch - NotMesl Type &
™ Recipe Item " | Dinner e
Department &I I
Bl | Pastel Inwventory Code CHLIO0T Caramelized Muts per 100g &I Cancel |

View Audit Log | | hfulti Store code for retrieving Cost Price 003 E | |
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POS Paclkages

o 2 or more charges can be combined in a POS Package, and at a
Code | Description | Barcode | Start | End | Type Price | . .
101 BarOne and Coke .. 2022/08/23 2022{08/23 POS Type - Default 17.00 | oA EEECEE discounted price.
Icket L.ombo AdUlts | &y Fdit Package *
TCOMD2 Ticket Combo Chil... . .
TCOMO3 School Group Pac... An unlimited number of POS Packages can be created, but
Package ’1017 vl .
Package Tupe |F'DS Type Default [CODE 2Numeric] j Copy Package To Barcode plea Se note that.
Description Barlne and Coke 350m H. i
Boreode :7 v' Combining Event charges and non-Event charges in a
single Package deal, are not allowed.
Pockegs Bostlrel—— Jo00 Only Event Charges can be combined in a packaged
Selling Price Incl ’20007
Package Il Tt y—}w.uo deal, OR non-event charges can be combined — but not
a mix between the charges.
m_“ Package ltems
é:lchey = ID_ | Package Code | Chargs Code | Description [oy | Cost | Price [Each] |_Package (Each] | v Charges must have been pre_created in order to be
o Eoaoe Boke o] 210 1500 1000
AddPackege Edi Packsge linked to a POS Package.
v' Event Tickets — whether linked to a POS Package or
cdPackogs e | Packose temPiceFem | 5 1o e not — can only be accessed and printed when sold
from the Retail POS System accessed from the
Cancel
Restaurant’s POS System.

As per our example, we have created a package for a Bar One Chocolate Bar and 350ml Coke.

The normal selling price is R20.00, but the package price is R17.00.




POS Paclkages

When the package is selected from the Retail POS system, the items will be listed
individually at the discounted price. The ‘Package Code’ is linked to each item accordingly.

# Novtel Hospitality Ultimate Enterprise 7.9.0.2 - *

File
ONOVIE‘ Christy PAYMENT DUE
Multi Store: a, 1 7 00

WWW.I10V tel COIn Shift # SFTO0077

Select [kem(s elected [tem(g] :
Code | Description Rate Inclusi... | Barcode | ~ Oty I Code Description | Price Incl| Package Code |
m BarOne and Coke 350rm| 1100 *1 BAROOZ Bar One Chocolat 200010
ACTO03  Full Facial 0.00 =1 COK002Z  Coke 350ml 10.00) 101
BAROODZ  Bar One Chocolate Bar 8.00
BOO01 Bad Delt Write-Off 0.00
CHUDD  Caramelized Muts per 100g 40,00 1171000010
COKDOl  Coke Zero 350ml 12.00
COKO00Z  Coke 350ml 12.00
COKD10  Coke 350ml 15.00
CREOOZ  Creditlssued 0.00
FFAD01  Facial-Full 200.00
FRIoo Fritos Tomato Chips B.00
GRADDZ  Grapetizer 350ml| 15.00
HATO01  Hat- Peskwith Logo 80.00
HATOO0Z2  Hat- Cap with Logo 90.00
KITom KitKat Chocolate Bar 7.00
LAYOO003  Lays Plainky Salted 30g 10.00
LAay001  Laws BEQ Chips 30g 6.00
LaY002  Leys Salt and Vinegar 30g 5.00
LAYOD3  Lays Plainky Salted 30g 6.00
MIx001 Iixed MNuts 1000 10.00 v
< >

Code j

ISearch by

Search for: |

I Uszer : Christy
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Items can be searched for by means of the following search options:

www.novtel.com

Code | Description | Rete Inclusi. | Borcode | ~ ﬁ

R e b v" Code

GRAD0Z  Grapetizer 350m| 15.00

HATO01  Het-Peakwith Logo 80.00

HATO0Z  Hat- Cap with Logo 8000

KITOO1 kit Kat Chocolate Bar 700 . { Vi . .

USRS ety et i By selecting the ‘Code’ option and entering the product code as created

LAY002  Lays Seltend Vineger 30g 600

LAYD03  Lays Plainly Salted 30g 600 . . . . . . . . .

L 1L — ne in Novtel, the matching criteria will be displayed in a faint grey line.

PARDDT  Nationel Park Fees 20.00

PEADDT  Salted Peanuts 250g 6.00

PEADDZ  Peanuts and Raisins 250g 6.00

SPRO0T Sprite 350ml 1200

SLINDD1 wgSunscreen Cream 50m| 7500

SUNDZ en Spray S0ml 99.00

SWIm 5 15.00

TAWDD Tg::sucmw and Mo with Chios 5000 v 5 Christy

< > L ON()U lm Multi Store: 010 a

S [Femchior [W wWww.novtel.com Shift # SFT00077
lect Item(s) i
EE:;;EDH | Code | Rateindusi. | Barcode [ A i
Fritos Tomata Chips FRIDOT 6.00 / D M t'
i U escription
Hat- Cap with Logo HATOO02 40.00
Hat- Peak with Logo HATO0 80.00
Kit Kat Chocolate Bar KITO01 7.00 . { . . ] . . . .
3 Lo o Selecting the ‘Description’ search option and entering the description
Lays{Plainly Salted 30g LAYDD3 6.00
Lays{Plainly Salted 30g. LAYD0D3 10.00
Lays|Sat and Vinegar 30g LAY002 6.00 H H { ’ H H . . .

— or part of it — in the ‘Search For’ field, the matching criteria will be

Mixed Nuts 100g Mixa01 10.00
National Park Fees PARDIDT 20.00
oo Voo oy i highlighted in a faint grey line.
Peanuts and Raisins 250g PEADDZ 600
Salted Peanuts 250g PEAIN 6.00
Sparkling Water SW0o1 15.00
Sprite 350rml SPROM 12.00
Sunscreen Cream 50m| SuNoot 75.00 v
: .
IsEamm |Description j Soachior 1oy |

PAYMENT DUE

* 0.00

www.novtel.com —

T Fc;:{;‘ [Detert Trsmincen T || o e P \/ Ba rCOde
i i By selecting the ‘Barcode’ option and scanning
Code g ] p i )
i the item’s barcode, the item will be matched
User Defined Flo|d,. = .
User Defied Fil - in Novtel and selected.
Iﬂ::: g:::::: :::: 1 v win Chios s ¥

[**¥ [Barcode L




ONOVI'EL christy PAYMENT DUE
Multi Store: oo a
www.novtel.com Shift # SFT00077 0 . 0 0
| s

Select Item(z] : Selected Ikem(s) : ‘ : ’ : :

Code |Descripti0n |Rate Inclusi... | Barcode Cty ICDdB Description | Frice Incll Fackage Code| Please nOte that the Enable QUICk Scan OptIOI’l IS nOt
FFADO1  Facial- Ful 20000 ; ; ;
ER0 T Eras Tomeia Ghios = activated in our system, and therefore the User will
GRADDZ G 350ml 15.00 . . . .
HATOO! et Peak withLogo 38000 encounter this option every time when selecting a
HATO0Z  Hat- Cap with Logo 40.00 . . .

KITOO1  KitKat Chocolate Bar 7.00 charge by double clicking on it.

LAYD003  Lays Flainly Salted 30g. 10.00

LAYD01 Lays BEQ Chips 30g
LAYD0Z  Lays Salt and Yinegar 30g

: The quantity can be set per item as selected by the
LAYOD3  Lays Plainky Salted 30g

hAl007 bdixed Muts 100 1

X ggek\;gucher_smp Sy e Customer, and a discount percentage per selected
ational Park Fees . . . .

PEADD!  Salted Peanits 250 600 | Dieount: 0 item — up to the allowed maximum percentage, and if

PEADDZ  Peanuts and Raisins 250g 6.00 . . .

SPRODT  Sprite 350l 1200 |( Accept ) Cance applicable — can be set here before clicking ‘Accept’.

SUMD0T  Sunscreen Cream 50ml 7h.00

SUMNO0Z  Sunscreen Spray 50ml 99.00

SwWo01 Sparkling Water 15.00

TAWI01  Toasted Chicken and kaswo with Chins RO.00 v

£ >

Search by : |Code

i

Search for : |




ONOV—TEI; Christy PAYMENT DUE
Multi Store: on a,
www.novtel.com Shift # SFT00077 66.00 Whenever a Customer will be settling the payment due
Select tem|s Selected tem(s] : . . .
Code |Descripti0n |Rate Inclusi... | Barcode | ~ Oty lCode |Descripti0n | Frice Incll Package Code| amount Immedlately for Items SeIeCtEd from the Shop: the
101 BarOne and Coke 350ml 17.00 ®3 LAYODO3  Lays Plainly Salte.. 30,00 .
ACTOOS  FllFocial 0.00 X2 cowm Cozemdom 2400 default tender option, namely, ‘Tender — Cash’ — must
BAROODZ  Bar One Chocolate Bar 8.00 ®1 CoKon2 Coke 360ml 12.00 .
EDO01  Bad Deht'rite-Of 0.00 remain unchanged.
CHUDD  Caramelized Nuts per 100g 40.00 1117000010...
COKDM  Coke Zera 350ml 12.00
COKDOZ  Coke 350m 12.00
COKDT0  Coke 350ml 15.00
e ol logeed 20000 If a Customer selected 3 packets of Lays Plainly Salted Chips;
FRI007 Fritos Tamata Chips 6.00 .
GRAIDZ  Grapetizer 350 1500 2 Coke Zero’s and 1 Coke, the process will be as follows:
HATOO01  Hat- Peak with Logo g0.00
HATOOZ H.at—Capwith Logo 90.00 . . ) . ..
KITOD1  KitKat Chocolate Bar 7.00 1. Each Item is double clicked first and individually;
LAY0003  Lays Plainky Salted 30g 10.00
LAYOD?  Loye St and vinetenr 30 00 hen th ity
A2 _{ave Seltore Vinager g o0 2. Then the Quantity is entered and accepted
MIXIDT  Mixed Nuts 1000 10.00 v
Search by Code j Search for : I
Novtel automatically calculates the ‘Payment Due’ amount
as items are added.




Cash Sales

www.novtel com

Christy

Multi Store:

Shift # SFTO0077

m
ACTO03  FullF
BAROD2Z BarC
BOOO
CHuom CREDIT CARD
COorom
COkooz
COK010
CREOOZ
FFADN
FRI001

HATOO
HATO0Z
KITO01

LAYO003  Lays
Lay00 Lays
LAY00Z  Lavs
LAY003 Lays
MI001 WML Eriik TRANSFER

<

Search by C UDUCHER (Internal)
o

~

GRADDZ ADDITIONAL FAYMENT TYFES

Included

PAYMENT DUE
| PR

TRAMSACTION TOTAL

66.00

DISCOUNT

0.00

PAYHENT DUE

PRYMEMT RECEILIED

0.00

EBALANCE DUE

66.00

0.00

To finalize the sale and receive payment from the Customer,
click on the ‘Transaction Cash-Up’ button.

As the ‘Tender’ method remained ‘Cash’, the ‘type’ of sale
is indicated as ‘Cash’ in the ‘Sales Cash Up’ screen.

Full and immediate payment is required from the Customer.

Please note that unless the full payment amount is entered
in any of the payment method fields, the ‘Accept’ button
remains deactivated and the sale cannot be finalized.




Cash Sales

# Receipt : RECO0412

2| 8 zeem o ] All sales for which the ‘Tender Cash’ option is selected,
Cash Payment Oasis Lodge will be accumulated and cleared against the Cash
Should the Customer pay cash, the amount is entered ng;Eh:d Customer Account.
in the ‘Cash’ field. Novtel will them calculate the o The following information is displayed on the Tax
amount in cash to be handed to the Customer. re o4 1224eren Invoice:
Lo . , . i . AT #: 123456789 v H H _
Clicking ‘Accept’, the Tax Invoice is printed. TAX INVOIGE The method by which payment was received

in this case the payment amount was entered in

QTY  Description Unit  Amount
X3 LAYOO0S-LaysPlainy 1000 3000 - the ‘Cash’ field
X2 gSODKDIM - Coke Zero 12,00 2800
<1 coNoos. Corestom 1200 1200 + v' The staff member who has performed the
TRAMSACTION TOTAL Description : Cazh t ransa CtIO n
66 00 Customer : Cash Customer
' Norber - v' The date and time the transaction was
Payment Type : Cash
I performed
Payment oue- w00 v The Shift Number linked to the Transaction
AOOITIOMAL PAYMENT TYPES DISEAUNT Tax/VAT Total * - 361
I Included 000 Payment Received : 100.00 ‘/ And the InVO'Ce Number
‘W Change N W
Discount : 0.00
Voucher : 0.00

PRYMEMT RECEIVED

BAMK_TRANSFER 100.00 Staff member : Christy ' Mowtel Hos p ital It}

Payment Date :

EALAMCE DUE
UDUCHER (Internal) 34 00 Print Date : 202210823
H i _ S Time - 10:34:21 Customer change : 34 .00
CHANG
34 00 Shift Number : SFTO0077
. Invoice Number : INOOO328

Thank You.




Cash Sales

® Receipt: REC00413

Credit Card Payment @ @ oz [ o]

For Credit Card Payments, the ‘Tender Cash’ method is also applicable. Oasis Lodge
77 Long Beach Road
. . . . Long Beach
From the ‘Sales Cash Up’ screen, the exact payment due amount is entered in the ‘Credit Card’ field. Mossel Bay
8500
No change is applicable here, since the exact amount is being paid. e
VAT #: 123456789
The ‘Accept’ button will only be clicked once the payment was approved — after which the Tax TAXINVOICE
. . . ATy  Description Unit  Amount
Invoice is prlnted' X2 HATOO!-Hat-Peak 8000 16000 ©
with Logo
- Christy . aammm| PAYMENT DUE X2 H,e_\ﬂ:uLuz-Hat-Cap 90.00  180.00 *
with Logo
Oliu m.‘ Multi Store: oo a X1 SUNDOZ-Sunscresn  99.00  99.00 +
www.novtel.com Shift # SFTO0077 2_| | 527 - 0 0 Spray S0ml
T ——— X4 SWO01-Spardng 1500 6000 *
Code | Desc X4  TEXDO1 -Tex 700 2800 *
HATOOT  Hat- Chocolate Bar
Eli-nrg?z E‘atha S 2AHSAC 0TA Description : Credit Card
LAYO003  Lays Type VISA
LAY Lays | Il
LAYONZ  Laws
m;nuﬂuwa Ih_::i/sf Payment Type : Cash
OLVO0l  Oasic I Credit Card
PARDN  Natio
PEANDT  Salte
PEADDZ PE:: ADOITIONAL FAYHENT TYFES DISCOUNT Payment Due - 53700
gmg?‘ gi”; I Included -00 Tax/VAT Total * - 88.74
SUNDDZ  Suns: TAYHENT DUE
SW07 Spart Payment Received : 527.00
TAWDDT  Toas _
TEXON  TexC ) _ Change : 0.00
TSHOD2  T-shil FAVIENT REGEIVED Discount : 0.00
TSHOO3 T-Shi BANK. TRAMSFER 527.00
(7 BALANGE DUE Voucher : 0.00
Search by UDUCHER ( Internal) Staff member - Christy
Cot 0.00 ’
CHANGE HRAMER Payment Date :
0.00 Print Date : 2022108123
Time - 10:41:36
Shift Number : SFT0007T
Invoice Number : INO0O330

Thank You.




Cash Sales

W Receipt: RECO0414

Split Payment T @]  zen[on o

Novtel can also handle split payments where the Customer requests to settle a Oasis Lodge
. . . o . 77 Long Beach Road
portion of the invoice by means of — for example - a credit card, and the rest in ong Beach
cash- Mossel Bay
8500
Unless the ‘Payment Received’ amount matches the Payment Due amount, the ToE ous izseres
‘Accept’ button will not activate. VAT #: 122456789
TAX INVOICE
QT Description Unit  Amount
T Christy PAYMENT DUE X10 PARODT -National 2000 20000 *
Multi Store: Park Fees
e e Ghift 4 SFTO0077 1550.00 X5 Ig.gggzizgdgggzt:nh 130,00 65000 *
clect ltem3): X5 TSHO03-T-Shitwih 140.00  700.00 +
Code Logo Size Large
LAYDD3 " Description : CashiCredit Card |
MIX001 e
oLvon . TRANSACTION TOTAL Type WasterCard
PARIN i —I 1550.00 -
PEADDT CREDIT CARD
FEADDZ Payment Type : Cash
SPeu Credit Card
v MasterCard -
SWoOT
Pé‘;‘é%”ﬁ I S Payment Due : 1550.00
Cheque - 0.00 AT 221
w0001 T PAYHENI DUE Payment Received : 1550.00
\\iggggé Change : 0.00
w001 PRYMENT RECEIVED Discount : 0.0
ZMG[” BRHK. TRANSFER ‘ _
. 1550.00 Woucher : 0.00
——— e BALANCE DUE Staff member ; Christy
lmla T ; 000 o - - Payment Diate :
:| ow | - - Print Date : 202210823
0.00 Time : 10:54:05
Shift Number : SFTO007Y
Invoice Number : INOO0331

Thank You.




Sales: In-House Posiings

As Novtel is a fully integrated system for the entire facility, Individual Guests checked in for accommodation can charge items purchased
throughout the facility, to their In-House Reservation.

These charges can be accumulated during the duration of their stay and a once off payment can be made on the day of departure.

In order to do so, the Tender Method is selected as ‘In-House’.

Y qu, Shristy - PAYMENT DUE A list containing all Guests linked to the ‘In-House’ status,
B : . 315.00 o :
www.novtel.com Shit 1 SF100077 : is displayed and the correct Guest is searched for and
Select Itemls) : Selected |tem(s) : . . . . .
Code |Descripti0n |Rate Inclusi... | Barcode | *‘ IQty ICDdB |Descripti0n | Price \ncl| Package CDdE!| selected. In thIS Case, |t IS Mr DaV|dS N room COO].,
HATO01  Hat-Peak with Logo Feak with Lo 160.00
HATO0Z  Het- Cap with Loga ot Chocolats.. 1400 Reservation Number 646.

KITom Kit Kat Chocalate Bar
L0003 Lays Plainky Salted 30g
L0 Lays BBOQ Chips 30g
Lav002  Lays Salt and Vinegar 30g
Lav003  Lays Plainky Salted 30g
001 Mixed Muts 100g

OLv001  Oasis Lodge Youcher - Shop
FAROOT  Mational Park Fees

FEADDT  Salted Peanuts 250g
FEADDZ  Peanuts and Raisins 250g

=d Peanuts £.. 12.00
netizer 350rml 30.00
ECreen Spray .. 99.00

W Select Reservation

K
Rese Mum | Room Code | Customer Code | Cugtomer Description ! Accept |
19 CO014 GREOO Green, Jane

51 oA JOHOM Johnsan, Chiis
134 ZCA00T MO5 001 Mussel Bay High Schacl Cancel

. 135 ZCA002 555001 Southern Shores Shipping Comgfany
SPRO01  Sprite 350m B15 Co04 JOHOO! Johrison, Chiis
gmgg; g““wee“ gfeamsnﬂml' B16 HMS 00T JOROO Jordan, Celeste
oy G4 A1)
SWO01  Sparkling Water | E N 04001

TAWDD  Toasted Chicken and Mayo with C
TE=N0T  Tex Chocolate Bar

TEHODZ  T-Shirtwith Logo Size Medium
TSHO03  T-Shirtwith Locao Size Laroe

<

Search by

Code

£ >

—Search By

Fese Mum ;I Search For I




Sales: In-House Posiings

The In-House Guest’s details are displayed here. Ensure that the details are correct and click ‘Accept’ —

after which the ‘Tender’ method is displayed as ‘In-House’.

Reservation # :
Room Code :
De=scription :

Customer Code :

De=scription :

coo1
Chalet 1 - 2 Bedroom
DAVDO1

Davids, Gregg

Silver Membership

Payment Methods Accept

When all items have been added to the
transaction, click ‘Transaction Cash-Up’.

Immediately, the ‘Goods Issue Note’ is
produced, indicating the details of the In-
House Reservation and stating that no
payment was received.

The Guest will be required to sign the
document in recognition of receiving the
goods.

This signed document will be retained by the
Cashier for inclusion with the cash-up
documents at the end of their shift.

M Goods Issue Note : GINOD116

= Zoom [100% -

Oasis Lodge
77 Long Beach Road
Leng Beach
Mossel Bay
8500

Tel: 044 123456789
Fax : 044 123458789

Tax : 123456789

GOODS ISSUE NOTE

X2  HATOD1 - Hat - Peak 2087 160.00
with Logo
X2 KO0 - Kit Kat 183 14.00
Chocolate Bar
K2 PEADD - Salted 157 12.00
Peanuts 250g
X2 GRAD0Z - Grapetizer 3m 30.00
350ml
X1  SUNDOZ - Sunscreen 123 99.00
Spray S0ml
Room # C0071-Chalet1-2
Bedroom
Customer : Davids, Gregg
Reservation # 646
Payment Type : In-House
Payment Due : 315.00
Tax/VAT Total : 41.09
Payment Received : 0.00
Change : 0.00
Digcount : 0.00
WVoucher : 0.00
Staff member : Christy
Payment Date
Print Date : 2022/08/23
Time: : 11:07:00
Shift Number SFT00077T

Goods Issue Note :  GINOO116

Thank You.

Signature




Sales: In-House Posiings

. Christy PAYMENT DUE
@PNOVTE, 3 000 A copy can be reprinted for the Guest’s record if required.

WWW.1N0V tel cOo1mn Shift # SFT00077

elect |tem(s) : Selected ltem(s)

Code ‘ Description Piate Inclusi.. | Barcode ‘ ~ Qiy Code Description | Price Incl | Package Code . . P . . ), .
101 Bertne and Goke 350 1700 H Simply click on the ‘Reprint Receipt’ button and double click on
ACTO03  Full Facial 0.00

BARDDZ  BarOne Chosolate Bae ann . .

BOODT  Bad DabtW

U1 Coonsicod . A— the applicable transaction.

COKOO1  Coke Zero 31 Transactions Total

COKOOZ  Coke 350ml ¥ "

o e In-House: GINOD116 315.00

CREDDZ  Creditlssuad Cash: REC00414 1550.00

FFADD1  Facial - Full B} .

FRIODDT  Fiitos Tomat Cash: REC00413 527.00

GRADDZ  Grapetizer 3}

AATOD - Hat- Peakw Cash: REC00412 66.00 T

HAT002  Hat- Cap wit it ’ Movtel Hospitality *
KITO01 Kit Kat Choc

LAYDO03  Lays Plainly

LAYDN  Lays BBQCY

LAYON?  Lays Seltani B : ;

LAYD03  Lays Plainky Prnt To Shp Pranter?

MIx001 Mixed MNuts 1 -

o Double click on ine to re-print Transaction

I renrs 2458 .00 ————
= [~ e o0
No

# File Edit Modify Setup Process

i o ‘I.II:I

Reports Help

aldhdl = lE4]: )

_ 25 26 29 30 3 o0
[ Aug A A Ang s
22 2022 2022 2022 2022 2022
= e o == P Tha

Viewing the Guest’s reservation for
General T Financial T Deposits T Additional Costs T Quick View T I In—HnusaI

et o accommodation, the ‘In-House’ charges
Tranzaction # | Date Document # Invoice # Shift # Department Inclusive have been posted to the reservation.
\ 665 2022/08/22 GINOOT14 IN000326 SFT00076  Restaurant/Bar 570.00

a9 2022/08/23 GINOOT1E IMO00332 SFTO0077  Shop 1600




Sales: In-[Hovuse Group Posiings

Christy

PAYMENT DUE

Multi Store:

400.00

Code

WWW.1NNOV tel CcOoIn Shift # SFTODD77
elect [kem(s) : Selected ltem(s] :
Code | Description | Fate Inclusi.. | Barcode | A ‘ I City I Code Description | Price Incll Package Code|
COKO0Z  Coke 350ml onal Park Fees 400.00
COKDI0 Coke 350rml
CREOOZ  Creditlssued
FFAODODT  Facial - Full
FRI001 Fritos Tormato Chips
GRADDZ  Grapetizer 350ml
H&TO01  Hat- Feak with Logo
HaT002  Hat- Cap with Logo
KIT0o1 Kit Kat Chocolate Bar
LAY0003  Lays Plainky Salted 30g.
LAY001 Lays BB Chips 30g
LAaY002  Lays Saltand Vinegar 30g
LaY003  Lays Plainky Salted 30g
M=001 Mixed Nuts 100g
oLwvoat Oasis Lodge Youcher - Shop
FARODT  National Park Fees
FEAODOT  Salted Peanuts 250g
PEADDZ  Peanuts and Raisins 250g
SPRO0T  Sprite 350m]
SUNODT  Sunscreen Crearn S0ml
<
Search by

Only if the Group owner is liable for the charges posted to
the Group reservation by any of the Guests linked to an In-
House Group reservation, will the ‘In-House Group’ option be
applicable.

However: All personnel must be informed of your company’s
policy — and agreements with a Group owner — before
selecting this option and posting charges to a Group
Reservation.




W Select Group

¥
Mumber Description Custorner Code | Customer Accept
03 Bellville High Teambuilding DILIM OO

The ‘In-House Group’ reservation must be searched for and selected, and
then the applicable reservation — linked to the Group, and to which the
charges are to be posted, must be selected. In this case, we have selected the
Group Container Booking since the Group Owner will be liable for the
payment of the charges anyway.

Cancel

W Select Reservation

*
Feservation | Fioom Code | Customer Code | Customer Descripli e A\coept |
629 D203 DUMNOD igh Schoal
B30 Lz204 DuMam uncanville High Schaool Group Mumber :
631 5101 D Duncanwille High School Cancel |
E32 5102 KO0t Duncanvilz High School Group D 1 ellville High Teambuilding
B33 510 DUNOO Duncanville High School

534 DIJNO01 Duncanvile High Schaol Reservation # :

ZGROUPI DUMO07 Duncanville High School

Customer Code DUMO0

. Cuztomer O tion:  DUMOOT - Duncanville High S chool

No Category

—Search By

Furmber ;l Search For I_

< >

—Search By Payment Methods Accept
Rezervation ;I Search For I




Sales: In-[Hovuse Group Posiings

The ‘In-House Group’ tender method is now displayed. ® Goods sue Note GNDOTT7
g = Zoom [100% -]

After selecting all relevant charges, the ‘Transaction Cash Up’ button is to be

se I eCted Oasis Lodge
) 77 Long Beach Read
The ‘Goods Issue Note’ is produced immediately, indicating the selected Group Lo et
. ossel Bay
and Reservation Number. 6s00

Tel: 044 123456789
Fax : 044 123458789

= Tax : 123456789
S Christy PAYMENT DUE
ONO Multi Store: q, 400 00 GOODS ISSUE NOTE
WWW.110V tel coimn Shift # SFTO0077 = K20 E:eRSDM - National Park 5217 400.00
Select ltem(s Selected tem(s] : Room # ZGROUPD - Group
Code | Description Rate Inclusi... | Barcode | ~ Oty I Code | Description | Price Incl | Package Code | Customer gﬁﬁgg'fr
CoKO02  Coke 350ml 12.00 ®z20 PAROD Mational Park Fees 400.00 Group # 103 Res #635
CORDI0 Coke 350l 15.00
CREDDZ  Creditlssued 0.00 Payment Typs . Wn-House Group
FFA001 Facial - Full 200.00
FRIOmM Fritos Tamato Chips 6.00
GRADDZ  Grapetizer 350ml 15.00
HATOM Hat - Peak with Logo ao.00 Payment Due : 400.00
HATO02  Hat- Cap with Logo 90.00 .
KITOO!  KitKaf Chocolate Bar 700 TvaTTo 2 The Goods Issue Note must be
LAYDD03  Lays Plainly Salted 30g. 10.00 Payment Received : o.00 . .
LAY001  Lays BB Chips 30g 6.00 Change: 000 SIgned by the appropriate person,
LAYO02  Lays Saltand Winegar 30g 6.00 Discount 000 p g .
LAY003  Lays Plsinly Sslted 30g 6.00 ' ' and the slip retained to be included
k=001 hixed Muts 100g 10.00 Voucher: 0.00
OLvO01  Oasis Lodge Youcher - Shop 0.00 in the Cash Up Documents.
FARODT  MNational Park Fees 20.00 Staff member - Christy
PEADODT  Salted Peanuts 260g 6.00
PEANDZ  Peanuts and Raisins 250g £.00 Payment Date :
SPRO0T  Sprite 350ml 12.00 Print Date 20220823
SUMNDDT  Sunscreen Crearn 50rml 75.00 b
< > Time: 115302
S i Shift Number : SFT00077
Sesrehnby: |C0de j e | Goods lssue Note - GINOO117
Thank You.

Signature
Thank you. Have a great day!




PAYMENT DUE

0.00

novtel. it . . .
O — = Special Prices can be linked to a Customer, or to the Customer Category
Code | Description | Rate Inclusi | Barcode | A | I Oty Code | Description | Prica Inc\| Package Cnde\

linked to the Customer Master File.

o BarOne and Coke 350m|
ACTO03  Full Facial

BARODZ  Bar One Chocaolate Bar
EDO01 Bad Deht Write-Off
CHUDDT  Caramelized Nuts per 100g
COK001  Coke Zero 350ml
COKooZ  Coke 350ml|

COKOD Coke 350ml

CREDDZ  Creditlssued

FFANDT  Facial - Full

FRI001 Fritos Tomato Chips
GRADDZ  Grapetizer 350ml
HAT001  Hat-Peakwith Logo
HATO02  Hat- Capwith Logo
KITom Kit Kat Chocolate Bar
LAYO003  Lays Plainly Salted 30g
LAYO0T  Lays BBQ Chips 30y
LaY002  Lays Saltand Winegar 3lg
LAYO03  Lays Plainly Salted 30g
MI=001 Mixed Muts 100a

<

By first selecting the tender method as ‘On Account’ BEFORE adding any
charges, and selecting the applicable Customer from the list, Novtel will
check for, and apply the best price as associated with the selected
Customer or Category they are linked to.

Search by

Code

On Account purchases can be accumulated and can be settled by an
agreed date — such as at the end of the month.

W Customers x
Mumber Drescription Telephone Fax Country ;I Refrash <F55 |
CO0002 | Cooper Richard 2 Netherdands
DAVON | Davids, Gregg 029 475 674 478 South Africa Add New <FE> |
DELOOT | Delport, Francois South Africa )

Disom Discover S& and Beyond 021 333 333 333 South Africa Ll
DUMOOT | Duncanville High School | 011 123 456 789 South Africa |

DUNDO2 | Dunn, Frank South Africa

GREOOT | Green, Jane 011123 456 783 South Africa

GREDDZ | Great High Schoal 021111 222 333 South Africa

JOHODT | Johingon, Chris 029 558 985 558 Namibia

JORODT | Jordan, Celeste South Africa

KEEDO Keen, Mike 077 783 753 852 United Kingdom

LEWDO0 | Lewis. Francine 044 885 123456 South Africa

Search Iy Select <F7» |
’7 & Nurnber © Description I |
Cloze




Sales: On Account Posiings

Customer Code :
Description :

Address

Telephone :
Cellphone :

Email :

Credit Limit :
Account Balance :

MAADD1

Maartens, Danielle

Staff Room 2

Oasis Lodge

70 Long Beach Road
Mossel Bay

6500

077 147 2
maartens @
500.00

Payment Methods Accept

The ‘Tender Method’ is now indicated as ‘On Account’.

When posted to the Account, the Tax Invoice will be
produced which the Customer must sign.

As with ‘In-House’ and ‘In-House Group’ postings,
the signed document will be retained by the Cashier
and included in the Cash-Up documents at the end of
their shift.

Account payments can also be received from the Retail POS window by the Cashier logged into the system.

# Receipt : NASDODS3

gﬁ‘l Zoom m

Oasis Lodge
77 Long Beach Road
Long Beach
Mossel Bay
6500

Tel# : 044 123455789
Fax #: 044 1234567859

VAT # : 123456789

TAX INVOICE
QTY Description Unit  Amount
X1 HATO0Z - Hat- Cap T2.00 TZ00 *
with Logo
X2 EZWMGO01 - Mini Golf 20.00 4000 *
Adctivity
Description : Account Customer
Customer : Maartens, Danielle
Account # MAARD1
Payment Type : On Account
Payment Due : 112.00
TaxVAT Total * : 14.61
Payment Received : 0.00
Change : 0.00
Discount : 0.00
Voucher : 0.00
Staff member : Christy
Payment Date :
Print Date : 202208023
Time : 12:07:54
Shift Number : SFT00077
Invoice Number : INOQO334
Thank You.

Signature




b
NOVt61® Hospitality Management - Retaill POS

Takeaways



lakeaways

W Receipt: RECO0415

Zoom I 100% - I

The queue for takeaways can become a nightmare if there is no proper system by which it can be managed.

In Novtel, and with the Retail POS system, the count on the takeaway slip resets and starts at 1 every day. Oasis Lodge

This way, Management can keep track of the number of takeaway transactions processed each day. m‘:”“‘;““:“"
ong Beac

The order number is printed on the slip printed to the kitchen, as well as on the Tax Invoice. ”“‘:’;jf“

Tel#: 044 123455729

When the order is ready, the number on the slip is read aloud and the Customer can collect their takeaway e a4 123450759
WAT #: 123455789
from the counter.

TAX INVOICE
QTY  Description Unit  Amount
P Novtel Hospitality Ultimate Enterprise 7.9.0.2 i
File X4  TAWIM - Toasted 50.00 20000 +
™ Christy PAYMENT DUE E::;ﬁen and Mayo with
Multi Store: mo
www.novtel. com Shift # SETO0077 | 20 0 . 0 0 Description : Cash
I 1 n Customer : Cash Customer
elected Item(z) :
B3 Print Kitchen - mi X Qty Code | Description | Price Incl | Package Code | Number —
2= = x4 TAWD0!  Toasted Chicken ... 200.00
= Z 100% -
EI oo * Payment Type : Cash
Christy ORDER NUMBER 1
Table Order: 1 Payment Due : 200.00
2022/08/2312:15:14 Tax/VAT Total * - 26,09
Payment Received : 200.00
X4 Toasted Chicken and Maye with Change : 0.00
Chips
Digcount : 0.00
Voucher : 0.00
Staff member : Christy
Payment Date :
Print Date : 20Z22/08/23
Time : 12:16:18
Shift Number : SFT0007T
Invoice Number : INODO335

Thank You.
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The Shift Cashup Procedure

~ Christy PAYMENT DUE . . .
ONOVTE[; Mult Store: a 0.00 1. In order to cash up a shift at the end of the day, click on the ‘Shift
Wwwlnovtel_com Shift # SFTO0077 b CaSh Upl button.

Select tens] elected [tem(s)
Code | Descrigtion | Fate Inclusi.. | Barcode | A Oty I Code Description | Price \ncl| Package Code‘ . . . . . .
101 BarOne and Coke 350m 17.00 In this case, the Shift Total is displayed as R3170.00 which includes
ACTOD3  Full Fasial nnn
BAROD?  Bar 01 @ ShitCoh Up x Cash Sales; In-House and In-House Group Transactions; Account
Ararm ift Transactions : ranzaction Type : lﬁ ift Murnber : 1 .
Corn  cor e Irnacten op Sitimbe: - SFTO007? | o Postings and Payments; Voucher Sales, and Vouchers Redeemed.
COKD02  Coke 3 e ime Stam) oc Hum o User (Shift Dyaner) . Christy
COKOTD  Coke 3 = e o | o h ’s Shif b d is displ d h f
CREZ - Cre N e 2. The User’s Shift number and Username is displayed at the top o
El;ﬁgwuz gritas' shitEnd: 0 the window.
HATOOT H;ﬁ’?; Shift Status : e OPEN
el S T 3. Each Shift is date and time stamped. In this case, the shift started
LAYDD03  Lavs B Physical Amourt : I 0.00
Lavom taisg Shotoetnan | 294300 on the 23" of August 2022 at 8am.
s
LAYO03  LaysH . . . .
MIXDOT bied > 3170.00 4. Since the shift has not yet been closed, the ‘Shift End’ details are
Iml_c(’d not available.
Cash Up Maney Count | Shift Summary | Deta] ort | Daiy Takings Claze |

5. At present, the shift is still open, and the wording is displayed in
green.




The Shift Cashup Procedure

The User will count the physical amounts in the cash drawer and capture:
v' The amount of cash
v' The combined total for payments received by credit cards
v' Cheque payments — if allowed by your company
v" And the total for Vouchers redeemed during the shift.

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

M Shift Cash Up X

Performing the Money Count Procedure

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

-2343.00

SHIFT TOTAL

3170.00
NN I A e e e




The Shift Cashup Procedure

M Money Count *
Cash: 0.00
1000.00 | [13' 050 | uill Cheque: [ 0.00
500.00 I 0 j 0.25 I 0 j Credit Card ; 0.00
200,00 I_"ill 020 I_"ill Bank Transfer : 0.00
100.00 I_u:l 010 I_u:l Youchers 0.00
| | Otk : 0.00
B0.00 I I];I EI.EISI I];I oupa —

= = apFa I .

20.00 I I];I ooz I I];I Bib 00
1o [ 0 om [0 g |
-1 l—u;l GiroPay 0.00
. =i ——
210 I ﬂﬁ Total : 0.00
100 [ 0 - Float: [ 0.00
Physical : 0.oa
Comments : —
Shortage : _ 2343.00
Shift Total Cazh 2343.00
Accaunt Tatal : 112.00
In House Total : 315.00
Group Total : 400.00
Other Tatal : 0.00
ShitTotal: (@) 3170.00

Report E;;TS:B Report [Slip) | Aocept | Cancel |

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 as the ‘Shortage’
amount.

Account Total

Any transactions posted, using the ‘On Account’ tender method, will be calculated
and inserted here. Although part of the Shift Total, ‘On Account’ postings are not
‘counted’ by the system user.

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

Group Total

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

The Shift Total is the combined total of all amounts indicated




The Shift Cashup Procedure

As Christy 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 4
R50.00 notes x 6
R20.00 notes x 4
R10.00 notes x 2
R5.00 coins x 2

DN N N N N

R2.00 coins x 1
v" R1.00 coins x 4
The combined Credit Card slips total is captured.

Since we have not received payment from Customers using any of the other
payment methods, these fields are left at zero.

# Money Count

Cazh: 1216.00
o0 [0 ng0 [ 0 Chedue : | 0.00
500,00 I 0 ill 0.25 I _| Credt Card ; I 1927
200,00 I_zill 0.0 I__I Bank Transfer : I 0.00
100,00 |_4ill 040 0 j Wouchers I 0.00
5000 [ 6 oo [ 0 Other [ 0.00
20.00 I_"‘jl 0.0 I—_| PayPal I 0.00
= _l BitPay I 0.00
oee]_2ed L S T

so0 [ 2 v '
210 I 1ﬁ Total : 2743.00
100 [ 4= Float : | 400.00
Phugical ; m

Comments :
Surplus : 0.00
Shift Total Cazh 2343.00
Account Total : 112.00
In Houze Total : 31500
Group Total 40000
Other Total : 0.00
Shift Takal : 370.00
Y

Fepart | gg;?&r; Fepart [Slip) Accept Cancel




The Shift Cashup Procedure

# Money Count

& =

Zoom | 100% hd l

Date : 2022/08/23 Operator: Christy Shift : SFT00077
Shift Start: 2022/08/23 08:00:5% Shift End : OPEN
Operator Cash Up
CLOSING TOTAL : 3170.00
Cash 1216.00
- Float 400.00
816.00
Cheques 0.00
Credit Cards 1527.00
Bank Transfer o.00
Other 0.00
PayPal 0.00
BitPay 0.00
GiroPay 0.00
2343.00
Vouchers
0.00
2343.00
Short / Over 0.00
BALANCING TOTAL : 2343.00
On Account 112.00
In House 315.00
Group 400.00
Other 0.00
SHIFT TOTAL : 3170.00
Comments

Operator Sign

Clicking on the ‘Report’ button, the Operator Cash Up report is produced in A4
format. The ‘Report (Slip) option will print the report to the slip printer.

Both Christy and the Supervisor will sign the report after checking the cash and
documents. The Supervisor will now be responsible for these.

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

# Money Count

Cash 1216.00
10000 [0+ 050 [0+ Cheque : [ 0.00
500.00 I 0 j' 0.25 I 0 j' Credit Card : I 1527.00
200,00 |_2:|l 020 l_u:ll Bank Transfer : I 0.00
10000 |_4j 010 I_uj Wouchers : I 0.00
5000 [ 6 oS [ 0 Other 0.00
2000 [ 4 002 [0+ PayPal 0.00
R = BitP. 0.00

1m0 [ 2+ oo [0 i
=l GiroPay 0.00

5.00 I 2;|
200 I 1j Total: 2743.00
100 [ 4= - Float [ 400.00
Physical : 2343.00
Comments :

Surplus : 0.00
Shift Taotal Cazh 2343.00
Account Total : 112.00
It Housze Total : 315.00
Group Total ; 400.00
Other Tatal : 0.00
Shift Tatal : 3170.00
Report g‘:;?ﬁ:e Report [Slip) Acce/l Cancel




The Shift Cashup Procedure

@ Shift Cash Up X

Cashing up and closing the Shift

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

1
By clicking on the ‘Cash-Up’ button, the shift status is

 — changed to ‘Closed’ immediately, and the Shift End
SHIFT TOTAL

3170.00 Date and Time is captured.

t Shift Summary | Detailed Report | Daily Takings

# Shift Cash Up

Clicking ‘Close’, Christy is logged out of Novtel.

Movtel Hospitality

Enter Pazzword

2343.00

SHIFT TOTAL

3170.00

Shift Surmmary | Detailed Repaort |  Daily Takings



Shift Pre-Import Summary - Supervisor
Cashier ; Christy - Shift - SFT000TT
Shift Start : 20220823 08:00:59 - Shift End : 2022/0823 11:51:47
Time snd date report was prioted - 2022/08/23 12:53:14

+ Accomnl Paymenis

+ Ruzmorvali

+ Dieppeesis [Pl
+ Urnalliszatzad Fusids

- Rizfundibl

- Giroup In-Huws:

+ R fimlat

- Supplisr Invvicz

Paymis

Charge lnvice

Er]

Tezal :

Batch Totals

Diepeses Pual

Shafl Invuaa: Total

Refu

Dicprensit B

Sugp

Cuastimseer Revipt Tortsl

Shaft Creadit Muke Totl

: Charge Jorrsil Total

i Dicpusil Contrel Acoound)

The Shift Summary Report

COEE

OOk
IR M2
HaTisd |

HaTin2

Pagonl
SUMONT
W]
TAW NI
TEXDG

TSHo0T

LAY D=

Cash Sales

DESCRIFTION OTY NCL AMOLNT
Coke: Fone 220l 1 I4.00
Carke 350ml 1 12.00
Hat - Peak with Loge 2 L&D
Hal - Cap with Lego 2 1 E0.D0
Ly Plasinly Saltual 3y 3 30,00
Mutional Park Feon ] e L]
Sumazcen Spray Sl 1 FL00

Sparkhng Walcr -4 R0
Tuasizd Chukon and bayo with Chips 4 L]
Tex Chuculaie R 4 .00
T-Shird wilh Logo Siec Modum 5 A50.00

T-5hirt with Logo Siec Lange

Testald : 2343.00

CODE
HaTin2

AHEG01

Account Sales

DESCRIFTION
Hut - Cap with Logn

Mlarm el Adiviky 2

Tedal :




@ The Shift Cashup Procedure

355 (IN0OD319)

E00 (IN0O0IIL)

Detailed Shift Summary - Supervisor:

Cashier: Christy - Shift #-3FT00077

Shift Start 20220823 08:00:50 - Shift End 2012/08/23 11:51:47

ok

Ok

LAV

PARD
SHOO

SHOD

304 (IN0OD335)

Time and date report was pristed: 202270823 11:56:03

Cash Invoices and Credit Notes

DESCRIPTION

Lays Plainky Suicd 30y,

TRANSACTION TOTAL: §

Park Feen

THANSACTION TOTAL: w

Tuastial Chichen sl Mayn with Chips +

TRANSACTION TOTAL: 4

SHIFT TOTAL:

155000

150600

Credit Card Invoices and Credit Notes

DESCRIFTION

TRANSACTION TOTAL: 15

SHIFT TOTAL:

Account Sales

CUSTOMER

MAADD] - Musrscrs, Drssicll

In-House Sales

CUSTOMER

In-House Sales Group

CUSTOMER

wille High Sschual

400,00

400,00

The Detailed Report

The Daily Takings Report

Shift Start 202208/23 08: 00:50 - Shift End 202270823 11:51:4

Daily Takings Payment Summary

Cashier: Christy - Shift #5FT007T

CASH
L DOCTMENT & AMOUNT
A RECOD4LS
a0 RECTELE
A RECOEL? Sulen AR
Total = 1 L]
CEREDIT CARD
DOCTMENT & FAYMENT DETAILS AMOUNT
a0 RECTELE Sulen 101 30
st
AE7  RECOEL Sulen - 5370
Total = 1822700




"} The Shift Cashup Procedure

® Supervisor Shift Cashup - Interface: Pastel X o y)
The Supervisor’s Screen
View Location: |f] - Supervizor Shift #
Transaction Christy’s Shift is no longer displayed in pink since it has been closed on
[} Customer Table / TA Type Total « Shift # User Total Invoice Date the date Captured next to it_
Shop
SFTO0077 Chiisty 370,00 | 2022/08/23 -
The Supervisor will now perform the ‘Supervisor Shift Cash-up’ procedure
for Christy’s shift in order to send the data to the financial system.
® Supervisor Shift Cashup - Interface: Pastel x
File Reports Credit Note
View Location: |1 - Supervisor Shift #
1D Customer Type Total « Shift # User Total Invoice Date |mpl:ll"t Status
458 CASOO Sales E6.00 =
@ Batch Shift 289 cAs0nt Sales 527.00 Shop
gg? g:iggl g:::z 1215233 SFETO007F Christy 3170.00 _2022/08/23 - SHIHIER Successhul
852 DN Sales 400.00

853 MAADOT Sales 112.00

CASOO

Sales

< | i

Done.

5 ful
@ Batch Shift © Single Shift Shift Total: | 3170.00 lllllllllll HeEEsEl

Check Customer
Integrity

Failed Documents

Supervizar
Edit Shift

Superdisar
Shift Cashup

Close ‘
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