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Introduction

<ahref="https://www.freepik.com/photos/hotetreception>Hotel reception photo created lixeepik - www.freepik.com</a>



Inroclueiion

NovtelHospitalityis a comprehensivesystemby whichthe entire facility canbe managed

Vv
Vv
Vv

Reservationgor accommodatior{(Individualand GroupReservations)
APOSystemaccessedlirectly from the FrontDeskto managethe salesof items soldfrom Reception

A TouchScreenbasedRestaurantPOSSystemwhich canbe set up for a singlerestaurant,or multiple
restaurantsg eachwith its own setof menucategoriesandcharges

A dedicatedRetail POSSystemto managesales issuequotationsfor items sold from the shop, and
managetakeaways

An Eventssystemby whichticketscanbe soldandreservationscanbe made

The ReservationQuotation Systemto issue quotations for reservations venue hire, catering, event
reservationsor tickets, etc.




Inroclueiion

Sdage Sdage

Pastel Fvolution

NovtelHospitalityintegrateswith:

( *
V  SagePastelPartnerand Xpress ni QhTSbl"i dge jﬁ%
SageEvolution

NightsbridgeOnlineBookings
Microsoft Office(Word; Excel AccessSQLand Outlook)

Novtel Acces<ontrol

< < < < <

NovtelRelationdManagement

.

X




Inroclueiion

Pleasenote that in this manual,we will only focuson the basicsof the Reservationgart of the system,and
basicmanualson the Restauranand RetailPOSsystemgespectivelyare alsoavailablefor download

TheBasic9f the Retail POSSystem
https://www .novtel.co.za/Manuals/Hospitality/Novté OHospitality@2 0-%2 0T he2? 0Basic&® 0of¥2 0the %2 ORetai? 0P O SR 0Syste mpdf

TheBasicsf the RestaurantPOSSystem
https://www .novtel.co.za/Manuals/Hospitality/Novtéli2O0Hospitality® 0-%2 0T he¥2 0Basic%a 00f%2 Othe¥®? ORestaurar@ 0P O ¥ 0Syste mpdf

Also note that there are a lot more information available on the features of Novtel, and which are not
discussedn 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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Setup Procedures



Sertup Procecures

SetupCompany
V  The Companydetailsto be displayedon all documentsthroughout the systemare
entered
V  Thedefault TaxRateis selected,and the tax number is entered to displayon the
documents
V  Thenumberof rowson the Gridis set¢ whichrepresentshe rooms
V  Thenumberof columnsare set ¢ whichrepresentthe numberof daysto be viewed
simultaneouslhon the Grid
V  Seasonsanbe activatedon eitherthe:
0  RoomLevel
U  Oronthe GuestTarifflevel
V  ChildRatescanbe activatedon the GuestTariff Leveland customcaptionsset up to
be displayedon reservationsand GuestTariffMasterFile
V 4 Customcaptionsare setup for Termsand Conditiongto be selectedon a Customer
Master File, and for the selectedterms and conditionsto be displayedon the
ReservatiorStatement
V  Theuseof the Fingerprintscannercan be activated,and the path ¢which must be
accessiblérom all workstationson the network ¢ is selected
V  Thedefaultdepositpercentageto be automaticallycalculatedon all reservationgor

accommodation

IntegrationSettings

AsNovtelis integratedwith SagePastelor Evolution,pre-created
GLAccountsand entry types are selectedto which the financial
datais postedfor detailedreportingfrom the FinanciaSystem

The following options can also be activated and used in Novtel
oncesetup in the financialsystem

V  Multi Stores/ Warehouses
V  CostCodes
V  AgentCodes




Sertup Procecures

Documents

l

Invoices

3 DefaultLayoutsare availableto choosefrom, andyour O 2 Y LJI lgf@c&be addedto 2 of the layouts

Novtel Hospitalityalsoincorporatesthne W C 2 BJ8 & A Bpfic Mdch enablecompaniesto designand use their
own custominvoice

ReservationStatements

ReservatiorStatementswill displaythe costfor the accommodatiorfirst, after whichthe total for all chargesposted
to the W H y2 dzéeSeationwill be listed.

Word Documents

As Microsoft Word integrateswith Novtel, Word Documentscan be set up and linked to Novtel which will use
bookmarkdo deriveinformationfrom the reservationand Customeifor displayon the document

DocumentNotes

DocumentNotescanbe setup for displayon variousdocumentsin the system

Termsand Conditions

4 Different sets of Termsand Conditionscan be set up in Novtel When the specificoption is selectedon the
CustomemMasterFile,the Termsand Conditionsare displayedon the reservationstatement




@ Selup Procedures

BranchewsRoomType
® s ‘ Branchesare usedto colour code the rooms on the Grid It means
] Coo that:
O EhaI:t ? SBteddroom Agsigned Colour |:|
EE:?:t ;S;;:om Ii:::?ngsandcmm V Al Y5 2 daodmS @ay be displayedin a specific colour,
S ::at:lAccommodationz:til:elor Flat T Whlle LIJ { 7\ yoamsséﬂisplayedn a dlﬁerent COIOU[

[venue

W +/eddings and Wenue

V  However some companiesmanage multiple Lodgesfrom
the sameGrid, and the rooms linked to a specificlodge are

linkedto the sameBranchandcolour- regardlessof the type
Add New Edit | Delete | Cloge | Or S|Zeof the room.

Room Typesare created to group similar rooms together on a quotation, for
example

V  2xSingleRooms

V. 6xDoubleRooms h B3 Room Type Setup — O >

V 3 xFamilyRoomsetc

Thismeansthat one line can be created on the quotation with the number of

. . : : . 1 Single
roomsrequiredper roomtype, andthe pricewill be calculatedaccordingo either = Dnuhle
the room, or per personrate - dependingon your settings 3 Farnily
) ) ) . 4 Conferencing
However This setup is optional, and availablerooms can be selectedon the 5 2 Bedroom Chalet

guote from the start.

Roomsare not reserveduntil the quote is acceptedand the quote is converted
into reservationsg provided that the rooms are still available If not, different
roomscanbe selected




Sertup Procecures

L3
M File Edit Modify Setup Process

Reports  Help

[

[=]

iyl

L2]

636 Anderson, Peter

g Reservation Details

i

General T Financial T

Deposity T Additional Costs T Auick View

In-House

=)
=1

TOTAL DUE :

- RECO0405 - Deposit
- RECO0D40E - Res Payment
- Credit Reserved

g g g

g | LI

CURRENT DUE :

Ll |

iew Fooms by
* Code

" Rate Per Person

" Rate Per Room

| Description |Person]| Ot | Tan|  Ewclusive|  Inclusive «
+ Chalet 1 - 2Bedroom 1 104.35 69565 a00.00
+ PAROOT - National Park Fees 1 261 17.39 20,00
+ REFOO0T - Refundable Key / Breakage Depe 1 0.00 500.00 500.00
2 44.87 29913 344.00
1 4278 28622 328.00
1 0.00 E9E E.9E

- + INHO0Z - Inhouse ShopTrangsaction
+ [NHOO1 - Inhouse Restaurant Transaction
+  THMLOOT - Taurism Lewy
0

19461 1804.35 1998.96
200.00

1198.96

0.0o

0.00 0.00 0.00

oE

TourismLevy(Servic&Charge)

Novtel can automatically calculateand add a set Tourismlevy
percentageto all reservationsor accommodation

The chargemust be created as a servicecharge,but no rate is
linkedto it.

Thecreatedchargecodeis selectedin the W C A y Ita 6fxhke f Q
Company setup screen and the percentage of the
I 002 Y'Y 2 Rdtalitd b2 gh&ded,s entered

On the Room Master File, the charge is added as a fixed
additional cost which will be calculatedand indicated on the
reservationwhenareservationis madefor the room.
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Users and Passwords



Users ana Passworas

A UserMasterFileis createdfor the purposeof:

V  Linkinga personto a specificsetof permissions

V  Tolink a passwordto their Username- or capturetheir fingerprint when usinga fingerprint scannerg in order for
themto gainaccesgo the applicablepart of the system

V  Wheneverthey performtransactionsduringtheir shift, a Shiftnumberis allocated,and an audit trail is obtained

® Add user

I General I T Permissions

Pastel

User Mame ||
Pazzword I
Tag Code I

First Mame I
Lazt Mame I

Hide User From Displaying on Select Lists [~
Caszhup ‘With Supervizar Permission I
I aster ser Prafile =

I aster Supervizor =

Allow Supervisor Access to User Shift =

Capture Fingerprint

Master User [D

—

Accept |

Cancel |

TheGeneralTab

WhenaddingUsersto the systemfromthe W{ S{Q!dAS NE kKt | 84 6 2 NR 2
menu, the Username PassworgFirstand LastNameis mandatoryto

be entered in the WD Sy Sal ¢t r@gardless of creating an

Administrator, SupervisorRestauranor BarUser

Pleasenote that fingerprintscanbe capturedin order for Usersto log
into Novtelusinga fingerprint scannerlIf the option is not set up, the
W/ | LI d3NBES buittdd s gedctivatedon all UserMaster Files




Users ana Passworas

Inthe Wt S NJY Atdbdtte Bpfian Selectedhere will determinethe permissionsa Userwill have,and they will accesghe relevantpart
of the systemwhenenteringtheir password

M Add user

General

Pastel

Departments

Item Grid

Edit R oams

Edit Branches

Edit Charges

Edit Guest Tariffs
Update Invoices

Select Movtel Database

Interface ¢ Company Setup

SEEER

Administrators

UsersclassifiedasanW! R Y A y Ahavieftllirigh® tEeBup and edit everything
in the systemg includingUsersand Passwords

AlthoughNovtel allowsfor an unlimited number of Administratorsto be created,
we recommendthat the number is limited by your Companyfor the simple
reasonof control and security

B Add user

General

Departments

Permizzion Tupe I.-'l'-.dministratcur

Administrator
Festaurant
Bar

Shop
Supervizor Cazhup
Event

Cuiztom

Item Grid

Edit Roomsz

Edit Branches




Users ana Passworas

. W Edituser
Supervisors
General T Permiszionsz T Pasztel
A Supervisohasthe ability to:
V  Setup Printersettings
v 0 hiftsfor U h licabl Permizzion Type | Supervisor Cashup _ﬂ
pennew snitrtstor userswnenapplicanie A dminiztator
. . . “ Restaurant
V  Performthe Supervisorcashup process; whichsendsthe a K A datat@Rastel Bar Bar ]
or Evolution E!Eil_ln;er'-.-'i:s:-:nr Cashup T
- Event
ReleasdockedUserpasswords Supervisor Cashup[BESEL
. ]
ISSueCredIt nOteS File Reports  Credit MNote
. iew Location: upervisor ift
Producevariousreports. o Lo T —
1D Customer Table / TA Type Total « Shift # User Total Invoice Date

Tracktransactionsasit is processedy the FrontDeskpersonnelin realtime.

Reopena shift whichwasaccidentallyand prematurelyclosedby a User

< < < < < <

Approveor denyactionsthat requiresa{ dzLJS NJpetndis®idnlie éontinue

Thisisthe screenthe Supervisowill accessvhenenteringtheir password ‘

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

Supervisor
Shilt Cashup | Close ‘

Check Customer
Integrity

Supervisor
Open Shift




I@i Users ana Passwores

Allow SupervisorAccesgo UserShifts
Theoptionto W! f $Supedvisoccesso User{ K A @ptio iQonlyactiveon W { dzLJS N3&rprafiledNIO

Whenthe option is selected,the normal Superviso(NOTthe Master Supervisoj will haveaccesdo the open shifts of RestaurantJsersin
orderto loginto their shiftsand performtransactionson their behalf

Pleasenote that we do not recommendthis, aseachUseris responsiblefor their own takingsat the end of their shift.

Master Supervisor

AWa | ¥ (08.08 NiRsktaipad e solepurposeof managingcashupson behalfof other Supervisors

TheWa | ¥ (d4.08 Niddthe Bikding capabilitiesandlimitations:
1. Theywill be ableto login asanyother supervisowith anactiveshiftin orderto completethe supervisorcashup on their behalf
2. Cannotissuecredit notesor performanyother actionon another{ dzLJS NJ8hiftZothed.dha:

V  PrintingShiftReports
V  AndperformCashups

3. CannotaddUsersto their own shift
4. Cannotaccesghe shift of aPOSJser




Users ana Passworas

CustomUsers

Asthe W{ S armiAVID Rrenugre availablefrom the Grid, it is recommendechat all
FrontDeskUsersbe classifiecasW/ dza Us2raa somepermissionde restricted

Paier S 0 e Thereasonbeingthat if not restricted, the Userscanaccesgnformation and settings
Gorera ]@ w3 | Fae | Retawar )| Depatems which mustonly be accessedy personsin authority, suchasthe ¥ | O Adwhel] GEQa

or top-levelManagers

Custom

Permiszion Type
Adminiztrator

R, _ Whenan option is unticked it meansthat the CustomUserswill not haveaccesdo it.

: Bar
Item Grid Shop

Edit Fooms Supervizor Cashup

Elt ranches Pleaseconsiderthe optionscarefullyand untick the requireditems,
Edit Charges I_ . . .

Edit Gusst Taris — Theoptionsareto restrictthe ability to:

Update Invoices IT

Select Nostel Database — 1 Editor createRoomsBranchesChargesand GuestTariffs
Interface / Company Setup I_;I

Updatelnvoices

Selecta NovtelDatabase

Accept Cancel

Changehe Interfacesettings

Accesshe CompanySetupsettings

Accessedit or createUserMasterFilesand passwords
Un-update Invoicesand makingchangedo a previously invoi
IssueCreditNotes

=4 =24 =4 =4 =4 = =



#® 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 |

ThePastel/ EvolutionTab

Dependingon Novtelbeingintegratedwith PastelPartneror XpressORSageEvolution,
the 3" tab will be displayedaseither Wt | &R 2@ €. dzi A 2 y Q

When your systemis not activated for the use of Wa d#taies/ 2 I NB K 2 the S &
W5 S F{l {dZ idi@p@licablefor all Usersasthe W{ S NRestaunt Bar, and Shop
Multi-{ (0 2.NB & Q

However As Multi Stores/ Warehousesare set up in our system, the relevant
Warehousds selectedfor eachoption individually

Selectthe specificUserin Pastelor Evolutionto whomthis! & S dba&tentsmust be
imported.

Selectthe W5 | TakingControl! O O 2 idAyastélto whichthis! & Sthdibactionsare
to beimported, if a CUSTOMccountisrequired Thisaccountmaybe:

V  Aglobalaccountusedfor all Usersin the system

V  ORa separateaccountcan be createdfor every Useror Departmentin the
systemandselectedhere.

If activatedand set up in the financialsystem,a dedicated¥! 3 6 & Rcartbe linked
per UserMaster File,and when the User performstransactionsin the Novtel S
their AgentCodewill automaticallybe linkedto eachtransactionthey perform




. |
. b .

General T Permissions T Pastel T Departments

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 [
e Quintan D D avids Cuinton Deli o
Bl QuintonCs Davidz Quinton Curioz Shop [

=

»

<< 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

TheMaster Password-unctionality

In a company where one User may work in different
Departments,a Userprofile is neededfor eachareain order to
unlockthe specificDepartmentmenu

Novtel hasthe ability to link all UserProfilesfor a singleperson
to a MasterProfile

This entails that an existing profile is classifiedas the Master
Profile,andall other UserProfilesfor this personare linkedto it.

Whenlogginginto the systemwith the Wa | & (N Nassw& @
or fingerprint, the Departmentwherethe Userisworkingon the
specificday, is selectedin order to unlockthe part of the system
to whichthe Usermusthaveaccess




<ahref:'https://www.freepik.com/photos/hote\lrectio >Hotel reception photo created Ilineepik - www.freepik.com</a>



User Shifils

Detailed Shift Summary - Supervisor: A new shiftisopenedby the Supervisowhena Useris on duty.

Cashier: Rita - Shift 4:SFT00048 A shift number is linked to the ! & S ha@@which is date and time
Shift Start 2019-10-17 0%9:44:40 - Shift End 2019-10-24 08:10:53

Time and date report was printed: 2019-10-14 06:17:02 stam ped

In-House Sales Group All activity by this Userduringtheir shift is recordedand variousreports
are availableto the Administratorand Supervisar

In this case, Shift W { 0O@4J1s linkedto Rita,andthe shift startedon 17

October2019at 09:44, and wascashedup on the 24" of October2019
Reservation Invoices and Credit Notes at 08:10.

1 IS 11 IS0 - Dseover SA and Heyomd LMY

330.00

RESEEVATION CUSTOMER

ME (B k4 OO - Cooper, Bichard SELLIRET
141} I i JOMGE - Johnsos, Chris EICIRE DEPDSitS
150 1P Dedi | B3 BELH - Hell, Heverly SELLIRET
4200.00 DEPFOSIT EES# CON§ DOCNOD CUSTOMER AMOUNT
Faid i i RECHIZ LRED - Green, Jame 1 51HY
1 3 Faid n? i RECHIZIN AMIRHEE - Anderson, Peter IR
Group Inveices and Credit Notes . e, Pete
Faid o i RECHIZ M DISML - Discover 54 and Beyond LSRR HE
1103800
[ICEE ] e 11 IMS00] - [riscover 54 and Heyomd LGERHE
° E— Hoised (1111 i IFEPDOL Y CREMM - Groen, Jame S0 .AHF
I 00 HKaised n? i IFEPDOL AMIRHEE - Anderson, Peter IR
HKaised o i RPN DISML - Discover 54 and Beyond LSRR HE
Resenfation Pﬂ.}’IIIEIltS Raised o ] [REPOOGLS MOROOL - Jordas, Celeste 450100
HKaised B i IFEPUOLG SHAD - Mrs Shaw, Wendy IR
HKaised Hl i IFEPDOLT BAAHN - Maanezs, Damiclle IR
HKaised HZ i IFEPUOLE HELMN - Bell, Beverly IR
M35 RECHIZ] 2 COHHNOL - Cooper, Rickard Hd SEE.HE
HKaised H3 i IFEPUOLY MHMROGOL - Jordan, Celeste IR
() RECHIZLS JOIHAHFL - Jodmson, Chris His AH1LHE
1395800
L2 k] RECHEIZIS HELES] - Hell, Beverdy H3 S{HLAHK
L2111 RECHIZLS HELE] - Hell, Beverdy B3 1OESHE N . .
: Agpplied n? il IRE P AMIHHIEE - Anderson, Peter CCIRE]
uy RECHE2 ] IHS0EE - Dhsconver 54 and Heyond "y VEIAHE
- ” o aadl Beypou _ Applied o i IMEPdNEE | [HSHH - Discover S5 and Beyoni V) 1488 M)
3ra.00 1065800




User Shifils

® Supervisor Shift Cashup - Interface: Pastel

File Reports  Credit Mote x Openln@Shlft

View Location: |[E] - Supervisor m Shift # _

Transaction

Pleasenote that Front Deskpersonnelwill not evenbe able to raisea depositwithout an
1D Customer Table / TA Type Total Shift # User Total Invoice Date Openshift Iinked tO their username

Therefore,the Supervisomwill log into the systemand click on the BupervisorOpen ShiftQ
button whenno other openshiftsare present

Shouldeither open or closedshifts be displayedin this window, the 6 dz{i {capfidnvill
react W{ dzLJSBIIB{A KRG O

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 D
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 Shif - -m Shift Total: 5174.00

Supervisor Supervizor
Edit Shift Shift Cashup

Check Custamer
Integrity

Cloze ‘




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]

Accept ‘ Cancel

All availableUserswithout an openshift at present,are displayedn the left-

handsideof this screen

Toselecta User,simplydoubleclickon their Username

Immediately,the selectedUserwill be displayedin the right-hand side of the
window. Repeatthe procesdor all other relevantUsersandclickW! OO S LJi Q

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

b Reparts  CreditNote The Userfor whom the shift was opened,doesnot yet displayin this window,

view Locatior: [ - supervisor (XTI shirt % sinceshehasnot yet loggedinto the system
1D Customer Table f TA Type Total w» Shift # User Total Invoice Date u
Restaurant
SFTO0042 Kewvin 193000 | 20191011 -
SFTO0044 James 0.00
SFTO0045 David 0.00
Shop

e risto [T When Ritalogsinto Novtel, her Usernameis displayedat the bottom left-hand

SFTOma7 el 630,00 sideof the screenbelowthe Grid

X

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

S = OO

Batch Shift XS shift Total: 5174.0

Supervizor ‘ Supervizar

Check Customer

Intedrity Edit Shift Shift Cashup

Close ‘

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 . . . . . .
Viewing the Supervisorscreen after Rita has logged into Novtel with her
View Location: [ - Supervisor m Shift # . . ) . .
dedicatedpassworda shift numberhasbeenlinkedto her name,andthe shift is
1D glustoner Table ZTA ) Tvpe Total Shittlh e LTI - | displayedn a pink backgroundcolourwhichindicatesthat the shiftis open
Restaurant
SFTO0043 Kevin 193000 [20131011
SFTO0S  James oo AsRitaperformstransactionsthe Supervisoicantrack the actionsby clickingon
SFTO0045 [rawid 0.00 . H H . H
the openshift. Alltransactionsare displayedherein realtime.
Front Desk
SIFTITE e o W Supervisor Shift Cashup - Interface: Pastel *
Sh File  Reports Credit Mote
op
SFT00046 Stella 2546.00 [201310145 ¥ View Location: [ isor [ shitt +
SFTO0047 Stel £98.00
= Transacton (ST T0004)
Customer Type Total w Shift # User Total Invoice Date n
AMDOOZ Deposzit Raiged 1000.00
=l 323 GREODT Deposit Faised 750.00 Restaurant
] s ] ] 324 DISOO Deposit Raised 19635.00
# Batch Shift Single Shift [ Open Shitt EEEETTIREIRY  5174.00 35 JOROOT Dieposit Faised 550,00 SFTO0042 Kevin 193000 [2o13091 =
: 326 ANDOO2 Deposit Paid 100000 SFTO0044 | 00
BR=REET || B ‘ Close ‘ 37 DIS001 Deposi Paid 13688.00 e '
ntegty o 28 GRECDT Deposit Paid /0.0 SFTO0045 David Y
329 SHADM Deposit Raised 100000
30 MAADDT Deposit Raised 100000 Fromt Desk
33 BELOM Deposit Raised 100000
332 JORDM Deposit Raised 100000
33 ANDOD2 Deposit Applied 100000
334 DISOO Deposit Applied 19635.00 sh
341 DISOm Sales 330.00 op
33 conoot Res. Payment 598.00 SFTO0046 Stella 254600 [20190795 ~
344 JOHDM Fez Payment R00.00
245 BELO0T Res. Payment 500.00 SFTO004? Stela B9800
346 BELOOT Fez Payment 1085.00
47 Disom Fes. Payment 230,00
345 Co0oo01 Fiessrvation Invoice 140000 | -]
@ Batch Shift @ Single Shift | |Open Shift TR 33745 00|
Check Customer Supervisar Supervisar ol
Integrity Edit Shift Shift Cashup 0se




@ NOV‘(@F Hospitality Management

CreatingCharges



Crealing Charges

A companywill continuallyadd new chargedo their Novtelsystemwhenneeded
We recommendthat only Administratorswill havethe ability to add chargego the systemasthe setupisto be donecorrectlyin orderto:

V  Avoidcashupfailuresatthe endofa! & SR &

V  Achievethe correctfinancialpostingresults

@ Edit Charge X - .

[ o —— POStem (FrontOffice/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

T Any chargeapplicableto an item sold via the POS(Sales)system accessible

from the Novtel main grid, mustbe specifiedasaWt K {i S Y Q
POStemsarenotlinkedtoaWt h § 6§ S32 NB Q

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

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 ISTDDm ¥ Physical lterm
w Display On Irvoice ™ Use Custom Rate
User Defined Field 1 - . .
Description IFanta Grape 250 ml [~ Service Charge ltem I~ taster Price

User Defined Field 2
User Del!ned Field 3 Barcode l—
User Defined Field 4

User Defined Field 5

[~ Ewvent ltem I~ Blocked

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

¥ POS Item -

I Barltem POS Category: I_xj ql

Accept Paste! Inventory Code 5 TD00 Fanta Grape 250 mil &I Fancel | I Shap ltem

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

| Clear |




® roport wsatory e x| Whenthe optionistickedto W/ NJdmin$ | & arfe thexhargeis savedit
SR T R— Cote [ Detpion —| will beimportedto Pastel Pleasenote that the specific¥ L y @ DyNP2dakBO

- [Jom Lighthouse Restaurant . ] ) i ) - .
| — :Famaampezsom' = Bl e be selectedto which this item is to be linked, and the applicableWa dzt U A
Ireeentone Grow 002 - Inventory Goods hd 003 Curio Shop A v 1A, , . . - = A “
ExclSe"i:anc: | = B !h cal L C — Store(s) 2 I NB K 2 dzhli seledte@beforeclicking®?! OO S LI Q
. [ Se!rrlviceltem ar The Anchor Bakery
Os Pirates Pub

- Mot Store Select Onlywhen a chargeis classifiedasa POStem, will it be availablefor selection
All Multi-Stores . . .
l e by front office personnelto processa salestransactionfrom the grid.

Selected Multi-Stores

fecert_J Sl Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ ltem Grid]
WM File Edit Modify Setu

Process  Reports  Help

uinton
- - = Qui 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 by Search for
Code j |
4




Crealing Charges

# Edit Charge
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 T Fareign Currency
[~ POS Item
[~ Earltem P05 Categony: I O‘I
[~ Shop Item Clear I
[ Menultem
[~ Component ltem
[ Payout ltem
Scale It
LEEsele Breakfast o Other e
Lunch [ Mot Meal Tope (#
™ Recipe ltem ", | Dinner -

Refundabl€Chargdtem

Anychargewhichis refundableto the Customerjs not anincome
to the companyandis classifiecasaWw S F dzCiralgd i & Y Q

Forexample

AKey/ BreakageDepositwill be classifiedasa RefundableCharge
Item asit is chargedto the Guestat arrival ¢ which canbe added
to their reservationautomaticallyif set up; and refundedto the

Guestat departure,oncethe key wasreturned to receptionand

the room foundto bein order duringcheckout.




@ Edit Charge X

o STVUPRRUIR - st Chargeso be Linkedo an AccommodatioPackage

—_— ™ Eventltem ™ Elocked . . -

_ : e AccommodatiorPackagesanbe addedto GuestTariffMasterFiles

e I Pleasenote:
[~ Barltem POS Categary: m
[ Shop Item Clear . - . .
fe ]t Chargesaddedto the AccommodationPackageare limited to menu items only, and
B the priceisincludedin the AccommodationTotal.
it i e € Onthe ChargeMasterFile,the followingclassificationsire available
Department 1 J ‘L\ghthnuse Restaurant

® Edit Guest Tariff

Detailed Motes

Marne C2B001 Tariff riat in use r
Desciiption [Ehalet 2 Bedraom

Seagonal rates set up untl Movember 2030,

Reservation Type |2

B |Bed and Braskfast Clear

Accommodation Packages (Limited To Menu Items And Included in Accommodation Total]

The default setting is Wb Méal ¢ & La®dselectingthe
correct Meal Typeis necessarywhen includingthe specific

chargeaspartofan¥! OO02YY 2 RIOG.x AY Q
The Meal Type classificationis used to group meal types

Add Package [tem | Edit Package Item ‘

T e 5 T together in order to give the guest the option to select
s e b S T different mealsrelated to the mealtype ¢ if set up on the

Remove Package |

Low 2030-06-01 2030-11-30

High 202912-M 2030-05-21 850.00 350.00
Low 2023-06-01 2023-11-30 850.00 350.00
High 2028120 2025-05-31 850.00 350.00
Low 2028-06-011 2028-11-30 850.00 350,00
High 202712 2028-05-31 850.00 350.00
Low 2027-06-01 2027-11-30 850.00 350.00
High 2026120 2027-08-31 850.00 350.00
[ E AC SC113 oFNAN IR0 AN
<

Adt flate | Uptob | 610 1115 | 1] apiea |

0.00
0.0o0
0.0o0
0.00
0.00
0.00
0.0o0
0.00
A an

AccommodatiorPackage

100.00 16000 000 0.00

g Novtel will read this classification when the meal is

|
100.00 150,00 0.00 0.00 |
100.00 180,00 0.00 0.00 |
100.00 160.00 0.00 0.00 | M
b redeemedin the restaurant
100.00 150,00 0.00 0.00 |
100.00 180,00 0.00 0.00 |
100.00 160.00 0.00 0.00 |

The classificationselectedhere, will also be displayedon

I = B L | N v N o2t 1 s L oL L o . | I - == |

the chargeitem line when linked to an Accommaodatic

,7 2004-06-29 2004-06-29 |

New Season | ‘ | |

Accept

0.00 | 0.00 |

0.00 |

.00 | 0.00 | 0.00 |

0.00 .
Packagen the GuestTariffscreen

Cancel




Crealing Charges

® Eait Charge x VoucherCharges
Code  [vOLOD! % Display On e ) Lo
Descron [Bacs Lode Vouche T o P A singleVoucherchargecan be created,andthe W/ dza G 2 Y
e [ Frentten [ kel w | (pfién selectedin order to sellit at a specificamount
¢ asrequestedby the Guest
General T Froperties T Youcher T Price Update T Fareign Currency . L
Vouche e - e o) TheVouchemwill be classifiedas

Single Youcher checked will create only one voucher

e ity Uk e 1. AWt h @ SR Wt N2 LXaiNdiokder i e
soldfrom the Front5 S & ROy stem

Woucher Description: IDasis Lodge Youcher
E)i::::'s\‘:::chel Mumber On Receipt W Pririt W oucher Document I~ Oasis Lodge 2 . A Voucher Item In the LIJ i 2 sz&{) ’$mhe

@ lsueDale " Speciic Dee VOUCHER relevantsettingsenteredandselected
—Walid End Tel: 044 123456759

9 D < Speullis Lz [365 Fa : 044 123456758
Youcher Redeem - Accommodation W Youcher Redeem - Restaurant v Ciazis Lodge YWaucher
Woucher Redeem - Bar I~d Woucher Redeem - Takeaway | walidd From : 2019-10-24
“oucher Redeem - Delivery r YYoucher Redeem - POS Shop v } .

“alicd Uritil : 2020-10-22 B H H H H B M H
— A specificperiod canbe linkedto it within whichit canbe

“oucher Mumber : HY 000048

Vo Aot 50000 redeemedat the selecteddepartments The date upon
whichit issold,isday 1.

Redeemable at the following departmernts

JRSS———— If the voucheris valid for 365 days,the lastdayit canbe
Restaurart : YES redeemed,ls on day365-

Bar : YES

Takesway MO

Delivery : [ie}

POS Shop : YES

Thank You.




. Mowvtel Hospitality Ultirate Enterprise 7.3.0.3 - [ e Grid]
B File Edit Miodify  Setup  Process  Reports  Help

Reservation Details

Oasis Lodge
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

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.

erits

( Deposits

T Additional Cost T

Qluick View T

| =] [Cheletd

alet 2 Bedroom  0.00 &I _C

tdembership

] IEed and Breakfast

[ Search <F5 IJohnsom, Chrig

Wehicle Desc

Child Rateg—————|
Up lo B B 10

] |: Departure Address

T

[reated: 20191016 145632

3. Redeemn Woucher — m}

Redeem Youcher

Voucher Count: 0
[Tt |

MYO00042

Within the settime period, the vouchercanbe redeemedat one
of the allowed departmentsasa method of payment,usingthe
W+ 2 d40 éz8 dl&splifted on the VoucherDocument

The redeemed Voucher total will be displayed on the
NB a S NID-AlyA 2808sihdicadedhere.

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) ...

0o
0o

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

[IN‘HOUSE PROCESSED. || Created: 20191016 14:55:32




@ NoOVte] Hospitality Management

Guest Tariffs; Child Rates; Seasons
and Accommodation Packages



W Company Setup

Compary Details T General

T Preferences T Images

~WAT /G5T / Sales Ta

UseTax % Yes  No

TaxNumber  [123456783

I Default Tax Type

|15 -¥at - Standard rated (15%) -l

—ServiceCharg
Tax on Service Charge m

Charge Cade Service Charge |1 % Clear |
ITMLDU‘I &I ITnunsm Lewy
Invoiced Service Charge Code - Link to Charge Code Clear |

| 4

Include Service Charge in Charge Total r

—Bad Debt Charge Code
[Eoom @ [Bad Debt wite-Off

— Update Customer [nvoice:

Nest Invoice Mumber Format I\NDDD31?

[BANNMMNN]
Irwvaice D ate bethod IFleservation EndDate  «

~ Update Customer Credit Mote:

MNest Credit Mate Number ICNDDDU42

Farmat [AANNNNNN]

 Update Seliing Pric:

Found Seling Frice to nest I 0.5

Example: 0.05 [0.33 to 0.35] 0.50 (0.33 ta 0.50]
Default Markup Percentage I 1}

~ Seazon Processing
Allow Seasons by Room r

|: Child R ate:

Default Deposit Percentag
|7 Calculated on Accommodation Tatal I 1aa Z’ |

— Membership Cash Account:
P05 Button Caption

[camnm o Clear| [MEMBER

|Cash tembership Account

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

ICASUD1 &I Clearl |Custnmer Cash Account

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

IAAAUm &I Clear | }Approved Discount

Additional Payment Type Caption
Caption 1 IF'ayF‘aI

Caption 2 IBitF'a_u

Caption 3 IG\roPay

There are multiple waysin which rates can be set up in
Novtel However to activatethe optionto useW{ S| a2y
aswellasW/ Kwil-f (RBe&s&bptions must be selectedin
theWCA Y ltaf @thed YW/ R Y Ik $ & staiedd

Inthe Wt NB F StdbRcysOiScaionscanbe allocated
to be displayedon the GuestTariff Master File,aswell as

on Reservations

W Compary Setup

Company Details

General

Finatcial

Accept | Cancel |

— Rezervation Type

Lewy 1 Captioh
Lewy 2 Caption
Default Code

ILev_l,J 1

ILev_l,J 2

IE_EIBBEI and Breakfast

— Guest Tariff Child B ate

Child Rate 1 Caption
Child Rate 2 Caption
Child R ate 3 Caption
Child Rate 4 Caption

Child Rate 5 Caption

IUthB

|B-1D

|11-15

v

a (




Mo c2a001 Tarif nat n use r
Desciiption Chale! 2 Bedioom

Detailed Nates Seasonal rates set up untl November 2030

Reservat tion Type |2 ﬂ |Bed and Breakfast Clear

Accommodation Packages [Limited To Menu ltems And Included in Accommodation T atal]

@ Edit Guest Tariff o

ID_| Category | Charge | Description [ Dept [ Included | Adut | Child | Meal Type | Oty | Cost Piice | Package

Add Package ltem ‘ ‘ |

[Aauhioe T ptot |10 [ 1158 [T Cupvea |
o

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

R s 0T T 15

Low 20200601 - ||202011:30 || 975,00 [ 7500 000 | 175,00 Z2500 0.00 000 N
New Seasen | Edit Sesson ‘ ‘ ‘

Accept Cancel

W Edit Guest Tariff X
Name C2B001 Taiiff notin use r
Description Chalet 2 Bedioom
Detaled Notes  [Seasonal rates set up unti November 20301
Reservation Type [2 al [Bed and Breakfast Clear
Accommadation Packages (Linited To Menu llems And Included in Accommodation Tatal)
ID | Categoy | Chags | Deseription | Dept | Inchided | Adut | Chid | Meal Type [ Qw | Cost | Price | Package |
1 CzBoot BUFO0T Yes  HNo 1
z  CczBooi BUFO02

Bulfet Breakiast - Aduls Lighthouse Fie..  Yes Breaklast [iTi] 150,00 12500
Buffet Breakfast - Childen upto 15 Lighthouss Re.. s Ho Yes Breakfast 1 M &
emove Pacl

£dd Package Item ‘

Edit Package ltem ‘

nnnnnnnn

175.00

2020-11-30
20120-05-31
Low 208-06-01 201811-30 32600 425.00 0oo 150,00
High 20181201 201805-31 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

Guest Tarilis; Child Rales; Seasons and Accommodaiion Packages

Seasonatates can either be set up per room or per person,or both on the Guest
TariffMasterFile

Ratescanbe set up for yearsin advanceif required,and a completehistory of how
the rateshavechangedcanbe obtained

If an AccommodatiorPackages linkedto the GuestTariff,itemsthat form part of
the accommodationpackagewill be redeemableagainstthe Accommodation
total at the RestauraniModule.

The quantity available per day per packageitem, will be determined by the
numberof Adultsand/or Childrenasselectedon reservationlevel

Chargesaddedto the AccommodationPackageare limited to menu items only,
andthe priceisincludedin the AccommodationTotal.

Forexample

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

V  R52500will be allocatedto accommodation

V AndR125.00is allocatedto the Restauranivhenthe item isredeemed




<ahref:'https://www.freepik.com/photos/hote\lrectio >Hotel reception photo created Ilineepik - www.freepik.com</a>



Roonms

@ o Hospiolty Urimae Enterpise 7902 e i) Allrentablefacilitiesare createdasW w 2 2 EXamflesncludethe following:

8 File Edit Modify Setup Process Reports Help
S = O AW
% [ 7 [

15 [

V  HotelRooms

s =

Room Setu X
EE L "
CO0 Chalet 1 - . g ~
coo1 002 Chlet 2 2 Bedroom 000 V ( h al etS
coo2 o3 Chalet 3 - 2 Becroam 0.oo
Cood Chalet 4 - 3 Becroom 0.00
e s Chalet 5 - 3 Bedroom 000
can Camping 1 0.00 .
— i 2 V  CampingSpots
coos A0z Camping 3 0.00
CAD4 Camping 4 0.oo
@i coolA Staif Foom 1 000
D20 Fiaom 201 - Dauble 0.oo HHS
cap2
D202 Floom 202 - Double 0.00 V f d: I t
Conference-acilities
D204 Floom 204 - Double 0.00
H5001 Haneymeon Suite 1 0.oo
HM5002 Honeumaon Suite 2 000 ¥ V Wedd i n gVe n u eS

Code Cost Price
Guest Tariff Fiental per day [Excl]

Aulo Crzate U
Rental per day (Incl)

V  Amphitheatre

cA03
CAD4
)]

[ e Roomscanbe addedand edited at anytime but canonly be deletedif it has
e e | o | o | o= | not beenlinkedto areservationyet.
# Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ Item Grid]

# File Edit Modify Setup Process Reports  Help
oo S =-0HA
P [ [ e[ NN - [ - [ =
[cont E]’
Coo1

# Edit Room X

S TheRoomCodeon the Gridis displayedin the colour of the

L Desciiption Il:ha\sﬂ - 2 Bedroom hI . k .
—— Branchlinkedto it.
coo4
Gen | et | Financidl | UserDefinedFields | FPastellnteface | FisedAddCosts | Activiy Tracker
coo5
cAoL
Aoz 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

‘w/eh Image | Arcept Cancel
1+ Code




Roonms

# Edit Room = . . . . A
. A Detaileddescriptionof the room can be addedin the W5 S utabAandtie
Descipton. . [EhdT- ZBedoom maximumnumberof peopleto be accommodatedn the roomis determinedby
General Dala||s T Financial TUserDehnsd Fls\dsT Pastel Interface T Fixed &dd Costs T Activity Tracker the numberof bedSSeIeCted

When a reservationis made for the room, the maximum number set here,

Living Area with Television and DVD player. Cannotbe exceeded

Single Beds: l_2i|| Double Beds: IT_ZI Accommodates: Id_
‘Web Image | Accept | Cancel |
# Edit Roomn X . -~ .
e Ratescanbe setinthe W C A y Itayy,Ouk i fotCusedat all when
ez | EEEIRELETE) seasonandchildratesare setup on the GuestTariffs

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

TheVatRateis derivedfrom the option selectedon globallevelin

penen pae the CompanySetup screen, but can be altered on the room
Rental Per Day Excl Tax 0.00 0.00 . . .

w [ [ masterfile if required

Rental Per Day Incl Tax | oo | 0.00

Thedefault rate to be chargedas derived from the GuestTariff,
will be calculatedbasedon the selection of either the Yw 2 2 Y
Accommodation Tax: Default Charge to Use: i I uoétlgbzpt -S @N\E&y‘ Q

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

Novtel also incorporates a Reminder System Reminders
regardingthe room canbe setup andthe date sethere.

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
Geesl | Detsis | Fiencidl | UserDefived Fisis |[Pastel interface | FiedAcdCosts | Activiy Tracker Inventory Code to which financial information is
postedwhenthe roomisrented.

PastelInventory Code. [C001 G| [Chalet 1 -2 Bedioom | _cka | A PastelCostCodecanalsobe linkedto the Roomto
determinethe costof aroomwhenrented.

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

‘wieb Image | Accept | Cancel |




ROOGMS

# Edit Room X
Code coot
Description |Ehalet 1 -2 Bedroam
General T Detailz T Financial T Uszer Defined Fields T Pastel Interface Activity Tracker

e — - Inthe ¥ C AAsditiknal/ 2 &ab,@hargesto be billed automatically
Rer0t Fetemiable ke Breakage Depost wheneverthe room is reserved,can be added here, such as the
Ww S F dzgeéyl. RS {dépash ationalparkfees, etc.

Add/Edit Fired &dditional Costs

Code Description

I o] |

‘web Image Accept ‘ Cancel ‘

# Edit Room =

N In the W!I O G & MIA GRS AB[ 2 O} W R B/ dabdfioyf dAna

Description |Ehalet 1 -2 Bedoom o . o P
W1 O USASBAQINEEEanhe Ankey g@r room.
General T Details T Financial T User Defined Fields T Pastel Interface T Fized Add Costs i
Location: [CHALET @] [FhaketAiea Theseare automaticallydisplayedon a quotation for reservations
Giouping [ACTOM o] [Acconmodaton whenthe roomisaddedto the quote.

Activity Description:

When the quotation is acceptedand convertedinto a reservation,
the detailswill alsoappearonthe W! O (iThagkar (Fénction{ K S S

web Image Accept ‘ Cancel ‘




@ NoOVtel Hospitality Management

Customers / Guests



Cusiomers / Guests

In the Hospitalitylndustry,Customers; in reality - are calledGuestsHowever TheNovtelsystemrefersto these GuestsasCustomers

TheGuestisthe personliablefor the invoiceissuedfor the Reservatiorandall other costsincurredduringthe reservationperiod.

ThesecostsmayincludeW #Ky2 dzReSt@urantBaror Shopchargesallocatedto the 3 dzS #esefvdtion

Examplef Customersmayincludethe following:

V IndividualGuestswho haseither madea reservationin advanceand paid a depositto confirmthe booking,or hasarrivedasa W g FAfy1Q
guestandcheckin immediatelyupon makingthe reservation

WeddingGuestsor ConferenceéAttendeesattendinga function held at your facility, and are bookedfor accommodatiortoo.

1. In Novtel,a Customercanbe linkedto a specificCustomerCategory

V  CorporateGuestausingthe facility whentravellingfor business

V  TourOperatorsreservingmultiple roomsfor atour group.

Vv

V  Monthly Customers suchasemployees makinguseof StaffAccommodation
Edit Custormer

Account Code I.-“-‘-.NDEIEI'I

D eszcription I.ﬂ.ndrews,Shawn

Customer Eategar}lﬂ? - Memberzhip - Gold

Country a&:uth Africa

Foreign Currency IEIEI - Home Currency

Ll L2] Lo

¢ asset up in the financialsystem¢ and for which POSdiscounts
canbe administrated

RentalStatisticReports(Accommodationan also be obtained for
Customerslinked to a specific Customer Category,and over a
selectedperiod of time.

2. A Countryis linked to a CustomerMaster File,and rente
per countrycanbe obtained



Cusiomers / Guests

Edit Custarner
Account Code  [CO0002 ¥ Corparate 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

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

Countmy INetherIandS Fareign Currency Far Display

Ll 2] L]

Fargign Currency IDEI - Hame Currency 9

3. Whena Customeris addedto Novtel,andthe Multi-Currencymoduleis activatedand setupin the financialsystem,the
| dza ( 2 MrSed@&iZurrency can be selectedhere. The Novtel Invoiceis producedin RandValue, but the Pastel/
Evolutioninvoiceis producedin the selectedcurrency,andaccordingo the currentexchangeate.

4. TheNovtel ¥ C 2 NBdeNENIsgv€lopraentwasdone on requestof a specificclient

All of their accommodatiortariffs; huntingand photo safaripricesare quotedin Eura Thefixedrate isto be displayedon

the W C 2 NOSdeNENFCyrabaat@invoicesand Group reservationstatementsc which will be additional to the normal
Corporateand Groupinvoiceand statementsin SouthAfricanRand

Theuseof the ¥ C 2 NSdeNENGegtdall only be relevantwhen:

V  Additional Costis addedto a groupreservation

V  Only for customers/guestsfor which the W C 2 NBukedgyFor5 A A Ldptlo i€set to any other option than
Wl 2 ¥&NNByYy Oe Q

V  Theoption isactivatedonthe / dza (i 2 MaStakRi&to W5 A aFbdéidgn@urrencyon GroupL y @2 A O S



| Delivery udresses | sl

Postal Address |PO Box 55
MNewlands
E5ES

5. Aspecificset of Termsand Conditionscanbe linkedto the Customerandif setup, the
Termsand Conditionswill be displayedonthe/ dza (i 2 ReSeN®iarStatement

56 Davids, ¢

14 15 1d

et et et

20 2019 2019
Wad

1T

et
2019
Tha

Wiews Dietails <F5
Restaurant and Diet
Documents

Status

Update Irwvoice

Give Motice
Email Document
Send To Back
Bring Ta Front

Novtel integrateswith Microsoft Outlook, and Invoicesand reservation
statementscanbe sentfrom the Gridreservation,usingOutlook

Dependingon the email setting selected,an email can either be send
directly to the Guest,ORit canfirst be savedto the Draftsfolder in order
to accesst andadda custommessagédefore sendingthe email

A

2 KSy GKS /dzaid2YSNXQa SYIFIAf | RRNBaa
File, the email address will be added to the email automatically.

=] &=

HOME New Tab SEND f RECEIVE FOLDER VIEY ESET

General T Delivery Addreszes T Uszer Defined Fields T POSDocuments

Al Unread

Flease Find Your

el J

By Date ~

shawna@gmail com
Noutel Hospitality Invoice

Hewest b

0B
None
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Nowtel Hospitality Invaice

To  shawns@gmail.com

Please Find Your Reservation Invoice Attached

Postal Address |PO Box 55

[ Inactive Customer

Mewlands

[stalata

Telephone Mo |029 232 252 252

Fax Mo |

Mobile Phane |058 147 258 369

Tawx Reference |

Email Address | SaElaEE N )

Tag Code |D

Credit Lirmit |




Cusiomers / Guests

TourOperators

Tour Operatorstypically combine different aspectsof a holidayin one packagedeal, which may include flights; travel by coach accommodation
sightseeingselectedor all meals,and sometimesevenservicecharges

Most companiesn the Hospitalityindustrywill havespecialarrangementswith variousTourOperators

TourOperatorswill typicallymakereservationdor their guestsat your facility.

TheGuestwill then receivean invoicefrom the TourOperatorat your ¥ | O Anbrinal térifd A

However,the Tour Operatorwill automaticallyreceivediscountedpricesc assetup on the Customermasterfile - andwill W S | tinddiflerenceasan
income

TourOperatordiscountsare setup onthe W ¢ zhdzD& NJ NMatdlEll&,&ahd per ReservatioType
Onlyif a Customeiis classifiedasa W ¢ zhdzl&) NJthie @ K Ef=xdtors A & O sablmyllibexctivated
In Novtel,4 pre-created¥w S & S NJ8 ILiB&sElable namely

Edit: Customer
[™ Carporate Customer
A t Cod Dis0oot
V Bed O n Iy e 0_ y = I~ Monthly Customer
Description |D|scover SA and Beyond 7] Tour Operator
V B e d an d B re akfast Customer Category |4 - South African Agent j I” Use Category For Additional Cost Grouping
Country |50U[h Afiica ﬂ Foreign Currency For Display
H Foreign Currency | 00 - Home Currency 000 - Horne Currency -
V  Allinclusive ' = | =
General T Delivery Addresses T User Defined Fields T POSDocuments T Tour Dperator Discount T Email Contacts
V F u I I C o m p I | m e ntary Rent Discounts (Per Resarvation Type) Charge Discounts
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

TheseWw S & S NJ8 ILiB&d®playedn the W w SyA (R O 2sdeijonditlils screen

Discountpercentages<anbe setup for each,andto be appliedto a singleday,and/or multiple daysreservation




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 Breakfazt 5.00 8.00 Ay A 4 Ay o
» YT - o0 S0 Shouldmore Ww S a S NI Libasayed by the System
a Ful Complimentary 10000l 100.00 Administrator, it will also appear in this window and
5 Camping 5,00 500 discountpercentagesanbe seton thosetoo - if applicable
B Conferences Qoo 0.00
7 Weddings 0.00 0.00
g Staff Accommodation 0.00 0.00 Discount percentagescan also be set up for specifically
2 Verue Hire 0.00 0.00 selected chargesif applicable,and will only be allocated
whenthe TourOperatoris 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| Add
ZLAanm Zip Line Adult 20.00 20.00

Remove

Zip Line - Kids 20.00




@ NoOVtel Hospitality Management

Restaurant and Diet Settings



Restaurant and Dier Seliings

P Restaurant & Diet X
Feservation . )
Customer Code : Customer Description Restauranand Dlet Settlngman be entered On:
Start Date : End Date L. )
V Individualreservations
 Schedule
Doy: 1ok 2 CurertDat V  Globallyon GroupReservations
s A~ B i = Novtelmakesprovisionfor thesemealoptionsto be selectedwhere applicable
2 r - 2 - Gluten Intalerant
L 7 [ et V  Breakfast
V  Lunch
V  Dinner
Copy Day | Copy Person |i| s | Fa— LI V LunChPaCkS
Accept | Cancel |
Restaurant & Diet Report
Report Dete - 7 Housmber 2019 SpeciaDietaryNotescanbe entered,and which will displayon
PERSON BREAKFAST LUNCGH  DINNER  LUNGH PACK SPECIAL DIET ROTES the Restaurantand Diet Reportnext to each personlinked to
the reservation, such as food allergies and other special
I ROOM & o0 RES#E?I AGENT: COET CODE: CUETOMER : AMDOOZ - Anderson, Peter preferences
1 - Acdult || O O Laciose Inbalerant
2- Adult O O O Glusten Intoherant
3 - Chikd O O O Paarir Adergy
4-Chi O 0 i O | vesn
i} i} 4 a




@ NoOVtel Hospitality Management
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Reservations and Statuses



Reservaiions ana Statuses

Reservationson the Grid are colour coded to easily track the status of the
reservations

3n

Sep
2018

Man

The Receptionistwill be able to identify the status of a reservation,by simply

04
Ot
2019
Fri

01
et
anie
Tue

nz

Ot
2019

Yed

03
Ot
2019
Tha

glancingon the Novtel grid. Eachtime a NB & S NIstatiisisaryie@ded,it will
appearin a different colour
Note:

ONLYif the checkboxesext to the following statusesbelow the grid, are ticked,
will the reservationgontainingthe selectedstatus,be displayedon the grid.

1. Cancelled

Anyreservationlinked to the €ancelledxstatus,shouldnot be displayedon
the grid, sincethe reservationwill not be honoured But shouldthe option
be selectedto be displayedthe NB & S NI&tatiiskaoyti@light grey.




Reservaiions ana Statuses

E) [ [H] 5] o . .

Sp et et et a

AEIEAEAF rovisiona
ton Tue Wed Th Fr

|E ——

65 Andrews, Shawn

Areservationhasbeencreated andthe roomis only reservedfor the selectedperiod.

A depositmight havebeenraised,but the reservationis not yet confirmedwith a depositpayment

0z

03
et et
2019 2019
Wed Th

2019
Tue

65 Andrews, Shawn
—

A reservationis €onfirmedXnce the Guesthas paid either the full, or partial
depositamountasraisedonthe NB & S NIDepboditPaly” Q a

64 Ross, Calvin |

. Themomentthat the depositis receipted,the statusis changedby the system
kﬂﬂmwd “| automatically

@ Provisional
[ Confimed
1

30
Sep
2019

02

et
2019
Weod

et
2019
Tue

65 Andrews, Shawn
s s s ——

T —— In-House

— S The Guest has checked in on the day of arrival, and the
— B reservationstatusis $h-HouseQ
o

[ cancelled
@ Provisional
[ Confirmed
DinHouse
[ Departed
O Fuly Paid
CIMon Rev

Pleasenote that this is a manual processperformed by the
Receptionist

<X R R R A
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et et
2119 2119
Wad Th

65 Andrews, Shawn

Departed

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

1 [
Sq et et et et
2019 2018 2019 2018 2019

n Tue Wedl Th i

65 Andrews, Shawn

TheGuesthascheckedout onthe NB & S NJ&hdiddtenyd€hé status
is PepartedAt will remainassuchuntil the balanceis settledin full,

The Guesthas settled the account,and there are no outstanding

balancegpresent

Thestatusof the reservationis therefore W C deaidé

D

[ Cancelled v
@ Provisional v
[ Confirmed v
OinHouss v
B Departed v

v

v

O Fuly Paid
[ Mon Rev

30
S
an1p
whan

[T
cer
2018
Tue

02 02

ot ot
2019 2019
Wed Th

04

ot

2019
Fri

65 Andrews, Shawn -
o s e ——|
EENECT TR |
| S—

60 Davids, Gregg

61 Johnson, Chris

63 Keen, Mike

64 Roes, Calvin

oE

[ 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

status

complimentaryand no GuestTariffis charged

IS

A WNon-Revenué&Xeservationmust be authorizedby

your O 2 Y LJI nyaBa@eimentincethe Guestwill be
stayingfor free for the entire reservationperiod.




@ NoOVtel Hospitality Management

New Individual Reservations



® loviel Hospitality Ultimate Enterprise 7.9.0.2 - [ Itemm Grid]

W File Edit Modify Setup Process Reports Help
(e - ® @ 4 g
15 16 17 18
Aug Aug Aug Aug
2022 2022 2022 2022
Com . Man Tue Wed Thu

#B File Edit Modify Setup Process Reports Hel

2022/08/15 ~| | 2022/08/28 ~

-~ O A

Room Number

| Financial | Deposite | AddtionalCosts | QuickView | AccessTags | IHouse

oot

j |Ehalel1 -2 Bedioom

Ariival Date | 2022/08/15 =

® Customers

x
i‘ Refesh <F5

Numbsr | Descrption Telaphons
AFRODT | i Tours 121 123856788
ANDODT | Andrews. Shawn D s New <6
[anpon2 W 1123 643 438 489
Edt
BELODT | Bell Beverly
BONIOT | Boriec g 6
CAMIOT | Cash Membership Account
CASDDT | Customer Cash Aocaunt N
00001 | Cosper Richard 0TI AT | Hetherkands
00002 Coaper Richard 2 S |Hethernds
DAV | Davids, Greag 123 470 674 478 South Afica
DELOTT | Delpot, Fro siics
DISOT | Discover 54 and Beyond | 021 333 333 333 South e,
DUNOM_| Duncarwile High Schosl | 1 173 456 783 South Afica ey
Search \-> Select <F7>
® Mumber " Description
Dlose

IN-HOUSE PROCESSED 2022/08/15 1328119

New Individual Reservaiions

Theprocessof reservinga singleroomis aseasyas Click Hold Dragand Release

In the column¢ representingthe NB & S NIstaril dat@, ¥ind & the row next to
the required room ¢ click hold the mousebutton down; dragthe cursorto the
NB a S NIZhditldte2ayiddsdeasethe button.

During the process,a purple line will appear ¢ representinga new reservation
linkedto the Wt N2 O statds2 y | £ Q

Uponreleasingthe mouse,the Ww S & S MBI (hvilr#lof i© openedfirst, and
thenthe W/ dza O fiNdSVINE Q

1. New Guest

In the casewhere a new Guestis reservinga room, a Guestmasterfile canbe
createdfrom this window by clicking¥! R B gAfter savingthe Guestto the
system their accountcanbe selected

2. ExistingGuest
AnexistingGuestcanbe searchedor by either:
i Selectinghe Wb dzY opiiddlndenteringthe D dzS Zdcdddicode

i Or selecting the W5 S a O N@ptidh /ardyeftering the DdzS & & Qa
descriptionascreatedon their masterfile.

Eitherway, the systemwill highlightthe matchingcriteria after whichthe Guestis
selectedby clickingW{ Sf SOG Q



TheGeneralTab

TheWw S & S MBI twindog ishow displayedand linkedto:
V  Theselected¥/ dza (i &N E Q

V  Theroom for whichthe reservationwasmade

V  Andthe Arrivaland Departuredatesasselectedon the Grid

Toaccesghe window containingall pre-createdW D dz§ 1a NJEIEKF & Q2

on the searchoptionin the W D dz5 & Nifeld. ¥ Q

V Pleasenote that these tariffs cannot be edited or created

fromthe W{ S Guesitilr NEirfov.Q

The applicableGuestTariff can now be searchedfor by either the
W/ 2R 9 8S a O Ndatclibptiény selectedby clickingon it and

then clicking®! OOS LJi Q

New Individual Reservaiions

Reservation Details

General | |

Financial T

Depozits

| Addiional Costs |

Quick Wiew

T InHouse

Fioom Mumbe ||:c|n1

;l IEhaIeH - 2 Bedioom

Guest T ariff

Reservation #

|
INew Reser

S Gea|

Order # I

Departure Date I2D22£DB£‘|E "I

2022/08/415 -
140000 =

Customer Code I.-’-‘«NDDIJE Search <Foe Edit Custarmer Membership .
| | | Departure Time |1D:DD:DD :‘
I.-’-‘mdersnn, Peter F Pay |
Reservation Details
General T Finaneial T Depozits T Additional Costs T Quick, View T InHouse

2022/08415
140000 =

Fioom Number  |C001 x| [Chalet 1 - 2 Bedroam
Guest T ariff I
ReseryatigER i el Cledar
W Select Guest Tariff Seasons /
Custamer O
| Chalet 2 Bedroom

Rieservatia Chalet 3 Bedroom

Cakd0n Camping R ate
Housekesq | pygo0 Discounted Fate

HDROM Hatel D ouble Room
Country Hr5001 Honeymoon Suite

HSRO01 Hotel Single Room
“ehicle Fe | PLHODT MHane

STAFF Staff Accommodation

SUBO01 Tulip Inn Single Room
Arival Men | ENLE Wenue Hire

Price Per Room

Frice Per Adult

8 I

v
Aocept /
Cancel |




Immediatelythe selectedW D dz& & NBagb&einserted
onthe reservationandthe Ww S & S NJ2 I[LlikEro/the
GuestTariff,is alsoinsertedautomatically

An official reservationnumberis only allocatedoncethe
reservationis saved

Thefollowingcanbe enteredon the reservation

1. OrderNumber

Onlyif an order numberis suppliedby a guest,it will be entered here and is
ultimately displayedon the D dzS dnwofed If not applicablethis field is left

blank

2. HousekeepindNotes

Any notes entered in this field will be displayedon the daily W1 2 dzd S { S
report andfor the attention of the Housekeepingtaffexclusively

Shoulda Guestrequestadditionaltowels, 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 Housekeepingstaff could be

responsiblea detailednote is capturedhere.

New Individual Reservaiions

Resersation Details

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

i Cl - -

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

Reservation Mumber INew Reservation

Departure D ate |2EI1 9-11-08 vl

Order Mumber I tembership | _ —_
Departure Time I'IEI:DD:EIEI ==

Reservation Type |2 Q-I |B ed and Ereakfast <d——" Pyt bt

Customer Code IANDDD2 Search <Fo: II.-’-'mdersan, Peter ’;a}lment Type : I ;I

“eservation Details

General T

Financial T Depositz T Additional Cozt

Fioom Mumber IEEIEI‘I ;I IEhaIEt 1 - 2 Bedroom
Guest T ariff |C2B001 Chalet 2 Bedroom 0.00 a Elearl
Reservation # INew Resery Order # I.-'i'-.BE'I 23 "

Customer Code IANDDDE Search <F5>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 Individual Reservaiions

3. VehicleRegistrationand Description

Sinceindividual Guestswill mostly arrive by means of either their own vehicle or a rental vehicle,the S KA Of S Q&
descriptionand registration number may be required by your company Shouldthe @ S K A rédisagii number and
descriptionbe capturedhere, it will be displayedon the W D lAirialListingw S LIiniedior the specificarrivaldate.

4. Arrival Memo
Thememoenteredin this field, will be displayedonthe W/ 2 Y Y &wgwiSY I Mjhod finted for a specificperiod.
In addition, this note will appearonthe W1 2 dza S w$ $I3NgieBay of the D dzS ariiv@laswell.

“ezervation Details

General T Financial T Depositz T Additional Costs T Quick Yiew T In-Houze
Fioom Number | CO01 v | |Chalet 1 -2 Bedroom 2022/08415
i Cl | IR P

Guest T ariff IEEBDD'I Chalet 2 Bedroom 0.00 EI ear 1 4:00:00 j

Feszervation # INEW Resery Crder # I.-'i‘-.EE'I 23
| | | Departure [ ate |2EIE2.I’EIE.:’1 G vI
Cuztomer Code I.-'i‘-.NDEIEIE Search <F5> Edit Customer b emberzhip
D eparture Time |1E|:EIEI:EII:I j

I.ﬁ.ndersnn, Peter

— Pavment kMethod
Reservation Type |2 &I IBed and Breakfast Payment Type ; I ;I
Haousekeeping Pleaze do nat disturb befare 10a&m.
Counry [South Afica EY

Yehicle Reg Mo, IJHBEIEI'I B YWehicle Desc

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

“White Toyota Coralla

Arrival Memo




New Individual Reservaiions

Reservation Details

General T Financial T Deposits T Additional Costs T Quick iew T In-House
Room Number  [C001 | [Enalet 1 - 2 Bedioom Aniveal Date | 2022/09415

Guest T ariff |CZEDD1 Chalet 2 Bedroom  0.00 S Clear Arival Time | 14:00:00 =
Feservation # New Resery Order #  |ABCT23
Departure Date | 2022/08/16 +
Customer Cade  |AMDO0OZ  Search <F5: Edit Customer Membership
| | | Departure Time | 10:00:00
|Ande|son, Peter Papment Method
Rieservation Type |2 4| [Bed and Breakfast Paprnent Type : -
Housekeeping Pleaze do not disturb before 10am
Cauntry |South Africa S
“ehicle Reg Mo, |JHEOOT “ehicle Desc [White Toyota Corolla
Arrival Mema Guest will arrive a bit early. Please have the room ready by
11:30am)|
Adults P Child R ates
=1 Uptok 6-10 11-15

Children 2 JI 15 15 0-5 0-5 0-5
Collection &ddress / Departure Address
Confimation Date : | 2022/08/14 =

Statuz Provizional

5. Thenumberof Adultsand Children

Sincea statisticalvalue s linked to the number of peopleto visit the facility over a
period of time, it is important to always enter the number of people on the
reservationg regardlesof the option selectedto bill the rate per person,or per room.

However,when the Wt & SNIra&eyis@harged,the number of Adults and children
enteredon areservationwill determinethe invoicetotal for accommodatiorcharges

Usingthe option to bill customchild rates, the number of childrenmust be selected
under the applicableW/ Kwklf (R®&gfbup caption The combinedtotal of children
will then automaticallybe displayedin the field containingthe number of children -
situatedto the left of the screen

6. Collectionand DepartureAddresses

Whenevera Guesttravels by aeroplane bus or train, and arrangementshave been
made for a dedicateddriver from your companyto collect or return them to the
airport, busor train station, the specificaddressesre entered here.

Whenthe daily ! NMIS @Id€ziint@d for the specificday this D dzS &e$efvation

starts, the details entered in the W/ 2 f { |SFORI MERE Wik be displayedon this
report.

Likewise TheW5 S LJ W3 LdizFédiheCspecificdate upon which the Guestis
checkout, will displaythe detailsas enteredin the NB & S NJA# 50SA
field.




uickView | InHouss ’

T Financial T Depasits T Additional Costs T
Fioom Number  [C001 _v| [Phelet:7-2 Bedicem Arival Date | 202240815 |
Gusst Tariff |C2B00T Chalet 2 Bedioom  0.00 ] Clear divel Tima | 140000 =
Reserval tion # Mew Fesery Order # IAEE1 23 B o TR
epaiture Date 'I

Customer Code  |ANDOO2  Search <F5» E dit Customer kembershi

| | d Departure Time | 10.00:00  ~—

IAnd eeeeee Peter Pagment Method
Feserval tion Type |2 &I IBad and Breakfast Payment Tupe vI
Housekeeping IP\ease do wat disturb befare 10am,
Courntry [outh Afica 4|
Yehicle Reg Mo.  |JHBOOT Wehicle Desc IWh\Ls Toyota Corolla
Aival Memo Guest wil arrive a bit early. Please have the room ready by
11:30am.
Adults 7= Child Rat
— UptoB £-10 11-15
Children =z = 1 [Ty e Ll
Collection Address / Departure Addies:
Confimation Date | 2022/08/07 ~
Status IF‘ro =l OEREES ~l
I IN-HOUSE PROCESSED I 2022/08/1513:28:19 3?1 o g 130 141 152 153

14 1B 17 18 19 20
2102 23 24 %/ % H
22028 0N 12 oz
4 5 B 7 8 3 10
Today: 2022/08/15

Status

ConfirmationDate

A date can be set by which the reservationmust be confirmed
This is especiallyuseful when your company makes use of the
Ww S Y A ByRtEMWhich must be set up by your system
Administrator

Fordemonstrationpurposes,we haveset up the systemto notify
the Receptionistwheneverreservationsare not confirmedby the
datesetinthe WD S y &NJ £ Q

Normally, the D dzS &déserption will be displayed within the
reservationon the Gridafter beingsaved

’ Movtel Hospitality Ultimate Enterprise 7.9.0.2 - [ Item Grid]
M File Edit Modify Setup Process Reports Help
T =

+ES -~ OFAW

However Assoonasthe set confirmationdate is reachedand the
Guest has not confirmed the reservation, the Wt NR @A

reservation on the Grid will display the words Wh SN m @ = &
& o o cor
/| 2y T A NiMsteadadf thg'dzS d@esdcigtion =

Status

ANB & S NI&tatishi afn@ysbe Wt NB & hyadafaily until: Q
T
T

Adepositpaymenthasbeenreceivedandreceipted

Or the statusis changedto W H y2 dzévi$@a W2 |-Lf yEQestarrivesat the
facility; makesthe reservationwhile at receptionand checksn immedi



New Individual Reservaiions

Reservation Details h - " I-I_ b
General I :{Financiat T Deposits T Additional Costs T Quick. Yiew T InHouse I e F I n an C I a a

Included In Accommadation

Accommodation [Including] IW In-House [Including 000 InHouse Tax 000 F = - . . . .
il i el IR L |_l TheW C A Y ltay display&h@ financialinformation of the reservation

Mon-Standard Tax [~

[ Srtoasd 157 E Accordingto the Guesttariff selected the number of nights booked, and the number of
ﬂl = LY € Use Price Per Room @ Use Price Per Person

i o peopleenteredin the Generalttab, the W! O 02 Y Y 2dRal willl becgidlatedautomatically

Caloulated by * Peentage

© Amount -
Apply Service Charge I~

ot =T L If chargesare addedto the room by default, it will automaticallybe addedto the NS & S NIJ I § A ;

Wi R R A/02\ &@apdafdinvoicetotal.

Conentoun When an accommodationpackageis set up and it is linked to the selectedGuestTariff, the

Restauranttaff will redeemthe applicablemealsagainstthe reservation¢ which will reduce
o the amountfor accommodationandwill be addedto the NB & ( | dzdehug 0 Q &

ServiceCharge

If a servicechargeis setup ¢ suchasthe TourismLevy¢ andthe option is selectedto W! LJLJ e
e | P | Owed || pddonaiCots | Quoiven [ e Service/ K I NNBb&eDill calculatethe set percentageon the accommodationtotal only,

_ andaddittothe WL y @203 Q

| Thischargewill be listedin the N5 & S NI3HvId#M 208@8dY! R R A/G2\ Bapd @

Item FPARO0T | National Park Fees 20.00

e
I
@
r
o

Item REFO01 | Refundable Key / Breakage Deposit 1 B00.00 0.00 A00.00)
5 TMLOD | Tourism Levy

526.96

Refrash Add Remark. Add Delste




New Individual Reservaiions

Reservation Details

General T Financial T I Deposits I T Additional Costs T Quick View T In-House
v | 1.] Deposit Raised ] [Shift - SFT00068 |Quinton
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

_0 IShift - SFT00068 [Quinton

Deposit Amount : I 200,00 Deposit Due : |2022;DB,-'15 vB Pay Deposit B
[ 2.] Deposit Paid ]
[ 3] Deposit Applied ]

[ 3] Deposit Refunded ]

TheDepositsTab

A default deposit percentagemay apply to all reservations,and if
setup, Novtelwill automaticallycalculatethe amountbasedon the
accommodatiortotal only.

Pleasenote that a depositpaymentCANNODe receiptedin Novtel
if adepositwasnot raisedon the reservation

Toraisethe deposit,clickon the checkmarkn front of the W5 S LJ2 & A
wl A &ie®lR Q

1. TheWs5 S Li2lam diegbdRanow turned the colour of the
Wt NP O status,andthd c@rentdate (Thedate on which
the depositwasraised)will alwaysbe displayed

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

3. TheWt b 8 LJ2batlonlighctivated But pleasenote that a
deposit must NEVERbe receipted unless the proof o
payment has been received We will demonstrate
depositpaymentsare receiptedfrom the W t




Genersl | Financid | Deposis | AddionalCosts | [Quickview] | InHouse

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

+ Chalet 12 Bedroom 1 eI EHHES 80000

+ PARDDT - National Park Fess 1 261 17.39 200

+ REFO0T - Refundable Key / Breakage Dep 1 000 S0000 50000

+ TMLOOT - Taurism Levy 1 0on 696 696
TOTAL DUE - 106.95 122000 1326.95
* Deposits Report
Deposit Raised - 2022/08/15 800.00

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

TheQuickView Tab

Thistab displaysall itemslinkedto the reservation,andwhichis payableby the Guest

Thedepositraisedamount,andthe date on whichit wasraised,is alsoindicatedhere.

At the bottom of the Ww S & S N3ZS (iil- s&2é¢s, Click W! O OB Istivexhe
reservationandclick¥W/ f @ eet@r@to the Grid

’ File Edit Modify Setup Process Reports Help
7

- - O BRZ W

18 13
Aug Aug
2022 2022

Reservation Details

Immediately,the reservationnumberis allocatedand
linkedto the Wt NP O xedekvatignbnith@ Grid

22 23 24

T Financial T

Deposits T Additional Costs T Quick Yiew T In-House

Doubleclickingon the reservation,it is opened,and

Fioom Number  [CO01 _v| [Chalet T2 Bedraom Arival Date | 2022/08/15 ~ |

the reservationnumberis captureheretoo.

GuesT g |E2BDD1 Chalet 2 Bedroom 0,00
Reservation # £36

Customer Code IANDDD2 Search <F5: | Edit Customerl 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

FPayment Type : I vl

Reservation Type |2 E IBed and Breakfast
Housekeeping Fleaze do not disturb before 10am.
Country [South Afica

e

L=l
W A Y
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New Group Reservations
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New Croup Reservarions

Group Number -

Invoice Number : Booking Number : |G

Group Bulk Managernent

Description - |Discnvel SA and Beyond - Group 255 Group Status - E

Select Al
Customer Code - DIS007 I Discover 54 and Beyond Selact None
Country - South Africa J | 0

Start Date :

Order Number :

Move Booking/s
Apply Service Charge 2

Reservation Type - Cancel Booking/s

Add Room

Restaurant/Diet

Event

Change | <

Select
Roorn

: Select | g Notes #| Select Child
Tariff

I— Clear T ariff * Type = Rate 16~

D D I | S| 9 (T T 5 B9 g
Discover 4 and Beyond v [X/]zmsmm ~l[zmanze <[t [ c2so0[ 2] z[z=ToToofofo[o[ ermE I
[Discover 54 and Beyord | S naroa <m0z <[ | c2s001 ]_|—|—:| = BECEEmEEl .
[Givcover 5 andBayand | 0| 0 rmmrmhrrj S [iofo o[ TEmm
[Dscover 5 srd Beyond | 2 [0 [ rmmrmﬁrrﬂ OS] =
e R e e E R e DM n
[Discover 52 and Beyord | @ | [ (20199021 ~|[20131022 ~|[1 | HDROOT ’—|—|—j|—7 [ofofa o[ 11an00 0
[Discover 54 and Beyond | & | [ [ [20191021 _~][zma102z ~[[1 [HDROOT[ 2] 2[2- [a]afafo[ 11a0007 0
[Discover S and Beyond | @ | [ [20199021 _~|[20131022_~[[1 [ HDROOT ]_|—|—§ [ofafafo[ 11a0007 0
I [zois021 <|[2os102z <1 | BEEE |——

Clear Select *

=)

=)
=)

=)
=)

=
=

Accept

H \P\PIPIPIPIPIPIPI

HHHHHHE\E\

Discover 54 and Beyond Wl [ams1021 »|[2ms1022 |1 [ HDROOT[ 2| z[ 2= [ofafa o[ 11a000F 0
f CIC N [emaqo2r ~|[eoaio2r <o | R EES E= EEEEHE 000

L

Q

Discover 54 and Beyond |— |— |E ’E 0ooeN
TALS > |

|PP - Per Person |TR - Taiiff to Reservation  |CR - Charges to Fleservation

<< First
|DC - Duration Charged |GT - Guest Total [Persons) [Restaurant and Diet

< Previous

MNext > | Last x> | Cancel

Group reservationscan be made and managed
by meansof the W D NBulkhJl v | fHafuce.

It is extremelyimportant that the required settingsfor eachGroupindividuallyis
entered and selectedcorrectly, sincethese settingswill most definitely affect the
invoiceto the W D NJ dzlyJ Sallul as invoicesissuedto Guestslinked to the
Group

Dependingon the selectedsettings,the followingwill be true:

V  One person or company will be liable for the payment of the
accommodationandall chargedor ALLreservationslinked to the Group

-

A TheGrouph ¢ y SQu¥d@nerCodeis the samethan that of all of the
reservationdinkedto the GroupReservation

A The W¢ | IwWBHR S NIATR)dn@ Y/IOK | B3 S NIAER)A 2 Y O
optionsare inaccessiblend cannotbe selectedsincethe total invoice
is for the Grouph ¢ y* Saddount

A 1 Invoice will therefore be issued to the Group Owner for all
accommodationand all chargesincurred by the Guestslinked to the
Groupreservation

A The deposit is raised on the WD NECdritdiner. 2 2 | Aand AI0
paymentsare receiptedagainstthis bookingspecifically




New Croup Reservarions

V A person or companywill be liable for one or more NS & SN A 2y Qa

accommodationcostandcharges

1  Whenthe CustomerMaster File of the reservationslinked to
the Group is the same than that of the Group Owner, the
GroupOwneris liable for the paymentof the accommodation
andcharges

1  Asfor the rest of the reservationsthe CustomerCodediffers
and therefore the W ¢ wrd W/ wdlons are activated If
selected,it will causean invoiceto be issuedto the individual
Guestsundertheir own CustomerCode

1 The deposit for reservationswith the same CustomerCode

than the Group Owner, is raised on the W D NECdatdiner

2 2 1 anga paymentsare receiptedagainstthis booking
specifically

1 Depositsfor the Guestswith a different CustomerCodethan
the GroupOwner (andthe W ¢ tickKds selected)are raisedon
the individual reservations,and not on the Group Container
Booking All payments are receipted on the reservations
individually

Group Bulk Management

Group Mumber :

Invoice Number :

=8| D escription : |Discov9l S5A and Beyond - Group 255

7

Booking Number :

Customer Code : |DISEIEI'I

Select Al

ﬂl|D|sc:over 5S4 and Beyond
Y

Country : |South Alrica
Start Date :
Order Humber :

Reservation Type :

Change

Add Room -

Select None

Apply Service Charge

0

tove Booking/s

Cancel Booking/s

Fiestaurant/Diet

Event

Select Child

Select %
Add Mates Rat

Type *

Select
T ariff *

Clear Tariff * ‘

1457

Clear Select *

Guest MName

PPITAICR] —Date In—| ~Doto Out_[oT] Terit [TspelGT]Adul]Chid[chid 1 - Tota nc]

R 0001 [Drcove S ndeend @ (19 | Jporstoan <[laoistoze |1 | 20001 2] o[ 2+ o—{o[ofofolo] _aursor "
£o02 [N [P15007  [Discaver 54 and Beyend | v |1 [pots-1021 ~|[20131022 ~|[1 | C2B001[ 2| z[ z—{ 0—fo[a[a[ofo[ sors0f
Co03 [ [o15001 [Discover s& and Beyend 2 | Iv | |1 [poTs1021 ~|[20131022 ~|[1 [ C3B001|[ 1| 4| 2= z—[1[1[0[o[o[ 1z3m00f
£004 [ D1S00T [Discaver 54 and Beyord | @ | v [ | [ |E0191021 v |[2ma102z ~|[1 | €38001[ 1| 5[ 2= 1=Jo[i[o[a[o] 1200
4 CO005 DISO0T [Discover 5 and Beyand | @ | W [ [ |po1s1021 ~|[2ma1022 ~|[1 [ €3Bo01 [ 1] 4[ 2= z=Ja[o[z[a[o] 15200001
E D2D1- GHOOT [Jahnson, Chiis ok ¥ le|amisi021 <2022 ~|[1 [HORO0T[ 2| z2[ 2= o=Ju[ofofo[o] tzon0ar i
E D202 [ [ROS00T [Fiass. Calvin ‘o | | M[ams1021 v |[amsnzz «|[1 [HOROOT[ 2| z[ 2= oJo[o[o[afo] Tz00000
E O [E FEEWT [Keon, Wik a| v e[2031021 _~[2marezz ~|[1 [HOROOT [ 2| z2[ =z odu[ofofo[o] zo000c
E D204 |8 [GREDDT [Green, Jane Al vl e[0131021 ~[zmarezz <[ [HOROOT[ 2| z[z-= 0-fu[ofofo[o] tzo000r
[E[ZsrouroT [ [P'S007 [Discover 54 and Bayord | <. [ I[N |z0131021 ~][zmain2z <|[1 | [z =Todu[e[o[e[o] wcoofir
] [ [ [ oI Tants021 ~[2os1021 ][0 | [ [o[o=Joa[s[a[a]o e
TOTALS > [

Accept |PP - Per F'x.arson |TR: - Tariff to Reservation  |CR - Charges to H.eservalion << First < Previous Nest > ‘ Leslisn ‘ Cancel ‘

|DC - Duration Charged |GT - Guest Tatal [Persons] [Restaurant and Diet




New Croup Reservarions

Group Bulk Managerment

Group Humber : 11 l*8| D escription : |Discov9l 5A and Beyond - Group 255 Group Status : E

V A personor companywill be liable for the accommodationof
all reservationslinked to the Group, but none of the charges

Invoice Number : l— Booking Humber : I??— Select All

i n Cu rred Customer Code : |DISDD‘I SI|Discover 54 and Beyond Select None
Country : |South Alfrica ﬂ | 0

1 If the CustomerCode of the Reservationsare the same (P~~~ EIES e Mo Bk

Cancel Booking/s

Bed and Breakfast

than that of the Group Owner, the Group Owner will be [[inilta
liablefor the paymentof the accommodatiorand charges

Restaurant/Diet

Event
. Ay A - % . AddRoom | Ghange | seleet | EIearTariff"‘ Select | SeRet | g Notes *| 2Rt ERI pieg Getect -
T Shouldthe linkedN5 a S NIZustomergodeslifer from | g s ey pr{IRcA] Dot 1 Daio 0t [l Tt [ ypefoTjndu]Chaalchua - St il
. ooKIn m ate Uul L} anl L 1l ] - otal Inci
that of the Groupowner, and the W/ opfon is selected, Ml =00 00T [Dicove 34 andBayord_ 0. [V Tans 1021 - |[2ms1022 ~|[1 [ €28001[ 2] 2f 25 o[ofo[s[o] sorsoli
. . K C002 [IEA DIS001 [Discover 54 andBeyord S | | |1 [2ma1021 ~(ams1o22 ~[[1 [ c2B001| 2 z[z-f o=—fu[a[ofofo] ao7s0( 1~
but not the W ¢ eihérkboxthe Group Ownerwill be liable |B oo o [Gicover 5 and Beyond oI [ Jaoist021 ~][2oi31022 <[ | €38001| 1| 4| 2=d 2 7[7[o[oo] zam00f S
. E coo4 [ [DIS001 [Discover & andBeyond . || [~/ 1 [2019-1021 ~|[2ms102z ~[[1 [ €38001[ 1] 3[ 2= 1—Ja[1[o[ofo] 123500(
for the payment of the Accommodation,but not the | ETE D [ |DiscoverSAandBejond oV [ [amatn2n v|[amatozz +|[T [ €38001[ 1| 4| 2= o—Jo[o2[0 o[ Tsenon
. E D207 [N JOHO0T [Johnson, Chiis o [ [vEmsioa ~|[amsiozz ~|[1 [HOROOT[ 2] z[ 2 0Jo[ofo[ofo] 114000
Chargesncurred by the Guest E D202l [FOS007 [Foss, Cabin o |k I | lorsioat ~|[zmsinzz |1 [WDRO0T[ 2] z[ 2z o—Ja[a[ofoo[ Tre000
) ) . . K 020 KEEQDT [Keen, Mike | whnsioer <|[ansioze <[ [HDROOT| 2] 2[z=f 0—o[afofo[o] Tranoof
ﬂ The GrOUp Owner will receive an invoice for the E D204-IGHEDD1 IGreen,Jane A v ensna ﬂIzms-w-zzﬂPI HDRUU1|’2|E|Ei|—D:||E||E||E||E||E 114000
. . . . ZGrROUFCT [ P500T [Discover 54 andBeyond | O, |1 | 20151021 ~|[20191022 <] | HE S E EE E ]
receivean invoicefor all chargesncurred IBIER B I
1 Thedepositis raisedand receiptedon the GroupContainer | = | bt st o1 tatas fret fessssramva <™ | Poor | o | wn | oo |

Booking




New Croup Reservarions

V A personor companycanbe liable for all chargesincurred by
the Guests linked to the group, but not for the
accommodation

1 Whenthe CustomerCodeof the reservationlinked to
the Group differs from the that of the Group Owner,
andthe W ¢ optibn is selected,the Guestwill be liable
or the paymentof their own accommodation

1 Ifthe W/ optbn is not selected,the GroupOwnerwill
receive an invoice for all chargesbooked againstthe
Group

1 The Deposit will be raised and receipted on the
individual reservationsfor which a different Customer
Codewasselected

Group Bulk Management

Group Number : L*8| D escription : |Discovet 5A and Beyond - Group 255 Group Status :

Invoice Humber : Booking Humber - [ Select All
Customer Code : Select Mone
Country : i | 0

Start Date :
Order Humber : Apply Service Charge

Reservation Type : Cancel Booking/s

Move Booking/s

Restaurant/Diet

Ewvent

Clear Select

Change | Select Select «| Select Child
Add Roam Foom | Guest® T ariff * Type * (et et Rate 1-5*

| Foon [Sooking] Guest | GuestName—JPPITRICH] Dote n | Dote Out_|oq] Tanit_[TypefGTfAdur]chid[chid 1 -5[Toal el

| Clear Tariff * ‘ Eelect

K coot [IEE DIS001 [Discover 54 and Beyond 2 [ |1 [2ams1021 ~|[2o1s1022 ~|[1 | €2B001[ 2 2] 2=J 0—o[o[ofa[o[ eo7s0 i
B 002 B8DIS00T [Discover S andBeyond | | |1 [ |20181021 ~|[2m1s1022 +|[1 | €28001[ 2| z[ 2= u—Ja[ofofufo]  eo7s0f
E| o038 DIS007 [Discover S andBeyond | | | [ |20181021 ~|[201s1022 +|[1 | €38001[ 1] ¢f 2= 21 [7[ou[o] 1zmo0 i
E| o0 piS007 [Discover 54 andBeyord | | I [ | [201s1021 ~|[2mia1022 ~|[1 | €3Boo1| 1| 3] z=4 1=do[i[o[ofo] 1zme0r i
E £005 |2 15001 [Discover 54 and Beyond | & | v [ | [ |20190:21 +|[20181022 ~|[1 [ €3Boon[ 1] «[ 2=t z=do[o[z[o[o] 1s2mo0r i
[E[ 200 [ GHGGT [Johrson, Chis | W[Vl 20131021 ~|[20131022 ~|[1 [HDROOT[ 2] [ 2= o—Jo[a[o[o o] 1zo0oa
E 02 [R50 [Ross, Cabvin | w VI 20131021 ~ (20131022 ~|[1 [HDROOT[ 2] 2] 2= o—Jo[a[o[o o] 1zoooa
B 020 EE00T [Keen, Mike | w VI 20131021 ~ (20131022 ~|[1 [HDROOT[ 2] 2] 2= o—Jo[a[o[o o] 1zoooa
E| 020 [GREDDT [Green, Jane | w VI 20131021 ~ (20131022 ~|[1 [HDROOT[ 2] 2] 2= o—Jo[a[o[o o] 1zoooa
[E[ ZGrouroT [ 015001 [Discover 56 and Beyord | <. [T 11_|2m13-1021 ~|[201a10.22 |1 | [ 2z [T odo[e[u[e[e[ o
] | | [ N Tenst02r ~J[eois0zr ][0 | [ [o[ofo=Jo[ofofo[o il e
T o |
Acoept |F'F'-F'erF'§rson |TR, - T ariff to Reservation |EIF|-Ehargestoﬂ.eservation e B ¢ Previous Mest > ‘ Lestiss ‘ Cancel ‘
|DC - Duration Charged |GT - Guest Total [Persons) |Restaurant and Diet




New Croup Reservarions

Fromthe GroupBulk Managewindow, all reservationslinked to the Groupcanbe managedsimultaneously
Thefollowingactionscanbe applied

V  Bookingssanbe movedto adifferent date.

V  TheRestaurantand Diet Settingscanbe set up globallyand will displayon the Restaurantand Diet
Reporton the reservationdates However If a specialnote appliesto a specificreservationlinkedto
the Group,it cansimplybe addedto the specificreservation

V  EventTicketscanbe issuedto the Groupif the chargewasaddedto the GroupDetailswindow and
the quantity set

V  Eitherselectedbookings.or the entire GroupBookingcanbe cancelledrom this screen




® Novtel Hospitality Ultimate Enterprise 7.8.0.2 - [ ltem Grid]
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=
T
=
I
o
]
=
1
g

* Code
" Rate Per Person
" Rate Per Room

|2022/08113 ~| |2022/08/26 ~|

052 444 444 4444

For demonstration purposes, we have linked all
reservationgo the sameCustomerCode

Therefore, a single invoice will be issuedto the Group
Owner for all accommodationand extra chargesincurred
by the Guestdinkedto the Group

Thereservationson the Grid is displayedin the colour of
the Wt NP O statdsagdimbvidgthe cursoracrossany
of the reservationsthe info areabeneaththe Griddisplays
the Groupinformationandthe current GroupBalance

All of thesereservationsare linkedto GroupNr 104.




Group Bulk Management

Now pleasenote that whenthe roominglist is finalizedand
the GroupOwnersendsthe namesof eachGuestlinked to

Group Humber :

Invoice Humber : Select Al
Costone Code - SR foscorersh andseyns Select None the Group,the Guestdescriptioncanbe overtypedon the
ountry : |South Africa

[ 0 A . . .
stavte: - T ~ _ Move Bockings WD NIBdi# 4 I y I Scg€hwithout compromisingany
Reservation Type : |4 4, | e Cancel Booking/s Settl ngS

Restaurant/Diet

Evert Thisis ONLYdone when the Group Owneris liable for the

Agent Code

AddRoam | fo0ee | SE0CL | Ciar T~ | S8 | 9955 | nganots | Sgect NS o st paymentof the accommodation
|| Foon [Booking] Guest | Guest Name —JPPITRICR DatoIn | Dato Out_[pq] Tarir [1ype]aTjadu] Chi]Chid 1 5[Total Inl] |
D201 [IRNEEH DIS00T [Mr and Mis Smith A |—|2022;08;14J|2022£08;1?JF| HDHIJIHPFF—F—EEEFF 32000 When Saved, the altered Guest Descriptions per
D202 [INBSADIS001 [Mr and Mrs Pretorius | O | e | T [ 2022/08/14_~|[2022/0817 ~|[3 | HDROOT 2] o=Jafa[ofafo] @200
020 [JEE8 [DTS00T [Fir and birs Fourie |1 T Jenzzi0ere v |[2022/08017 ][5 [HOROOT[ 2| 2[ 2= 0o [a[o[a[a] ssizon i reservationwill be disp|ayecbn the Grid
D204 [JEHA 015001 |Mr and Mrs Cooper 9| | [202200804 v |[2022008n7 < |[3 [ HDROOT[ 2| 2| 2 0—Jo[ofa[o[o] 3312007
S107 [EH 015007 [br Foss o | T [e022/08014 v |[2022/08n17 ][5 [HSRO0T [ 2[ 71— 0—[a[o[ofa[o] 2sse00 i
5102 |62 [DIS007 [Mr Dunn S| [2022/08/14 | [2022/0817 +([3 [ HSROOT[ — 2[ 1] 1] 0=Jo[ofa[ofo] 2sse00 0 L
5103 [[6A8 [DIS00T |Ms Fienaar o | T [2022/08/14 ~ 202208017 ~ ([ [ HSROOT[2[ 11— 0—fo[afo[o[o] 24840000 W File Edit Modify Setup Process Reports Help
5104 |6 [DIS00T [Ms Malan S| [2022/08/14 | [2022/0817 +([3 [ HSROOT[ 2 1] 1- 0o [ofa[ofo] 2sse00 0
[ [ zRourPa1 [NBAR DIS001 [Discover 54 and Beyand | 4 |11 | [2022/08/14 - [[2022/0817 - [[3 | [ 2[1[1=fo=fufu[o[afo [T} o
| | o N [2022/08/16 - |[2022/0818 ][0 | [ [o[o=fo=jo[ofa[o]o nooear-
| | | o W T20z2/08/18 > [[2022/0818 =0 | [ [ofo=fo=Jufu[o[afo oo
TOTALS > [
Accept |F'F'-F'erF'§rson |TR - Tariff to Reservation  |CR - Charges toF!.eservation < [T < Previous Mest s ‘ Leshss ‘ Cancel ‘
|DLC - Duration Charged |GT - Guest Tatal [Persons) |[Flestaurant and Diet




New Croup Reservarions

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

RaisingGroup Deposits

oo @ 7
Suppliers Toraisea depositon the GroupContainerBookingwhenthe GroupOwneris liable for the payment
i B of the accommodatiorof 1 or more bookingslinkedto the Group,
Guest Tariffs
Menu Categories And/ OR
Group
= croup Bl anage Whena Guestc linkedto the Group- is liable for the paymentof their own accommodationand
| e therefore liablefor the paymentof a depositto confirmtheir booking - clickon ¥ 9 R N2 .dzLJQ
# Group Details *
Graup Murnber : 104 Q, _
Group Description : IDiScover 5S4 Group
General T Financial T Feservations T Additional Costs T Guick View T In-House

Invoice Number :

Custorner Code :

Country :

Start D ate :
Order Murnber :
Group Status :

Booking Mumber :

Reservation Type :

Agent Code

Dezcription

I R I/

|
IDISDD‘I

Customer Description : IDiscover 5S4 and Beyond

ISouth Africa

|2D22£DBJ1 4 End Date :
I Frovisional hd l

E45

|2D22a’08£1 7

|2 |Bed and Breakfast

a—

[Couize

TherelevantGroupcannow be searchedor and selected

Pleasenote that no changescan be made to the Group
Bookingwithout first clickingon the W 9 RttdnQ




New Croup Reservarions

W Group Details *
Group Mumber : 104 Apply Service Charge 2
Group Descr iption 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

EEGEI I o A L ) N S B

In this casethe ¥ D NB dzi/J3shable for the paymentof
the accommodationand all chargeslinked to the Group,
asthe WY ¢ amd®/ dcoluinsdisplayan W bnéxtto each
reservationto indicate that the Guestsare not liable for
anypaymentto our facility.

Toraisethe combineddepositfor all reservationdinkedto
the group, the WD N2 @3 | bookiSgielccessedy
doubleclickingonit, or selectingit andclicking®5 A a LJt | € Q

Disgl Reservation Details
isplay
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

Immediately,the GroupContainerBookingis opened,and
the depositcanbe raisedin the W5 S LJaah Ayicl&kihg
onthe checkmarkn front of the W5 S Li2lam &eRiR Q

[T v —




New Croup Reservarions

Gened | Financil | Deposits |  AddtonalCosts | OuickMiew |

InHouse

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

Pay Deposit

_‘/ [5hift - SFT00068 [auinton

Thedate upon which the depositwasraisedis indicatedin the W5 S LJ2 la M detdRafd the
date by whichthe depositisdue,isto be selected

Onceagain If the depositwasnot yet receivedithe Wt 5 8 LJ2Gttoriindiust NOTbe selected

Nowclick%W! O Géshiliétlee actionandclosethe reservation

TheGroupContainerBookingnow indicatesthat a depositof R23 184.00 wasraised
Tosavethe changesclickW { I add®l0sethe GroupBooking

[ Created: 2022708716 10:10:59

g

# 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 |HoomCode |HoomDesc

| Cust Code | Cust Desc

| Totalincl | TTR [ CTR | Deposit Raised | Single Be... | Double B... | TotalSle... |

637

Dbam

Baa D20z
B33 D203

B40 D204

B41 510

B42 s102

643

E44

ZGROLP

Dizplay |

Room 201 - Dou...
Room 202 - Dou...
Room 203 - Dou...
Room 204 - Dou...
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 |

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

EE EEEEE |
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Deposit Receipting and
the Confirmed Status



Deposii Recelpiing and 1he Confirmea Status

Onlyonceadepositwasraised,canit be receipted Andoncereceipted,the N5 & S NI&tatlisivi# gfidhgeto W/ 2 Y T AutbMidicaly

Pleasenote that if the statuswaschangedo W/ 2 y F manaflylR deposit CANNOBe raisedon a booking In orderto do so, the status
mustfirst be changedbackto Wt NP @ Atle AcBoyisade@andonly then the depositcanbe raisedwhenthe reservationis edited.

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

Depositsfor both individual and group reservationsare dh
receiptedby clickingon the arrow nextto the Wt hreriu
andselectingthe W5 S LIdgtidni & Q

Sales (PO5)

Reservation Payments

—
=
=
E

Deposits

Payouts

Account Payments
Reservation Refunds
Account Refunds
Bad Debt

Bad Debt (Group)

I

Shift Cash Up

:

15
Aug
2022
Maon
63
[ ]

Shift Surmrmary

i




IndividuaReservations

Deposit History :
I Date ] Type ] Amount |

@ Sclect Reservation x
Accep“

Customer DeXcription :

Rese Num ‘ Customer Code | Customer Description ‘ Room Code Date Due

Whenreceiptinga depositfor an individualreservation,the ¥ w S & S NIz Yo Xaigky
win - vweowt omo aine o= || g selected Clickingon the Wa S | oyniibK @ the Ww S & S NBJdzYl & R all
AT S reservationgor which a depositwasraised,are displayed
Searchfor andselectthe applicablereservationfrom the list.
b= Quinton 1. Thereservationnumber and Guestlinked to it will immediatelybe displayedin the
shitk SFT0008 left-handsideof the window, andthe amountraisedon the reservationis displayedn
the W! Y 2 wlay Xl diekiR Q
™| I = [ 2. Unlessan amountis enteredin the Wt | @ WS Y% LieliStthe @1 O Cobittalii vl
not activate
®
:_ P Ty V  Pleasenote that the amount does not have to match the payment due
EEEEEEEEEE - (2% |4 amountin order to issuea receipt Thepaymentamountcanbe lessthan the
Conot &l e T Wes Tha Fri P e = Wes Thal ~ ~ s
T & - X Wt | e ¥ 8z@runt
oo : . o
o — - However Shouldan amount in excessof the Wt | & Y5 $z&iMount be
e frowe e \ entered,Novtelwill issuechangeandwill not keepthe amountasa credit.
— V  Morethan 1 depositreceiptcanbe issuedper reservationif required
Amount Paid 0.00
— gy O e 3. Thepaymentmethod, asreceivedform the Guest,must be selectedhere in order to
— B — obtainthe correctresultsduringthe Cashup procedure
s User Quinton ;:ffﬂj o o
s SO0 E— 800.00 4. Toprint the receipt,clickW! OO S LJu Q
% Newj - . <F2>-Acceplb Close




Deposiit Recelpiing and the Confirmea Siaius

# 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.

IndividuaReservations

Thedepositreceiptdisplayshe followinginformation:

C Theroom linked to the reservation The Customer Thereservationnumber, The Method
by whichthe paymentwasreceived,andthe detailsassociatedvith the payment

C Thepaymentamountreceived.

C TheStaff memberwho hasperformedthe transaction Thedate upon which the payment
occurred The exacttime accordingto your LJO §2tlings The Shift number linked to the
Userloggedinto Novtel,andthe ReceiptNumber

Closingthe DepositReceiptingwindow, the NB & S NJZ&blduragdytards will AUTOMATICALLY
changeto thatofthe W/ 2 v T &t SR Q




Deposiit Recelpiing and the Confirmea Siaius

# Noviel Hospitality Ultimate Enterprise ?.s‘o.za—i \t:m G:d] I nd iViduaReSe rvations

= Movingthe cursoracrossthe reservationon the Grid, the following detailswill be
displayedbelowthe Grid

=)
g
=

i

n
H
7

V  TheDepositPaidamountis indicatedasper the amountenteredon the
Receipt

V  TheReceiptTotalis alsodisplayed- asreceivedfrom the Guestfor this
reservation

V  Andthe WwS & S NIJ I (i yyaiySaedin red - isthe WL Yy @2AN0 S Q
MINUSthe W w S OtSAGWiIEh@he Guestwill settle uponarrival

2022815 ~| |2022/08/28 -

Reservation Details

General T Financial T T Additional Costs T Guick View T In-House

Accessingthe reservation and proceeding to the
IEETENNETT i -SFE00H |0 W5 S LJ2ab Ahie 3G S Li2 1a Middd)s displayedin
the colour of the W/ 2 y T 5thids,&ritl €he amount

Depasit Amount : ’m Deposit Due : ’WI
[ 2)Depost Pai ] paidisindicatedbelowit.
Paid Amount :
{ 1) Deposit Applied J
J[ 3.) Deposit Refunded }

Partial Refund :

-
Amount Forfeit 400.00

Amount Fefunded 400.00

Forfeit Percentage 80 :I




Deposiit Recelpiing and the Confirmea Siaius

DepositPaymenbn Reservationkinkedo a GroupBooking

Whether a Group Owner is liable for the payment of the deposit raised on the
GroupContainerbooking,or the Guestdinkedto a Groupare liablefor the payment
of the depositraisedon their booking,the W D NB dzlvJo &ptikis selected

Thesearchoption in the ¥ D NB dzlvJo fizNJvesaccesso all Groupsfor whicha
depositwasraised Searchor and selectthe applicableGroupNumber

| Cugt Code | Cugt Descrption
DIs00 Discover 5S4 and Bepond
DI5001 Discover S& and Bevond




Deposiit Recelpiing and the Confirmea Siaius

DepositPaymenbn Reservationkinkedo a GroupBooking ® fec ot

f @1 Zoom [100% -

Thespecificreservationnumber¢ linkedto the group¢ for Oasis Lodge
whicha depositwasraised,is requiredto continue 77 Long Beach Road
Long Beach
In this case, a deposit was only raised on the Group Mossel Bay
. . . . . 5500
ContainerBookingsincethe GroupOwneris liable for the .
paymentof all costs Fax: 044 122456789
Tax 123458789
Therefore, only this reservationis displayedhere and is DeroST Rt
Description : 104 - Discover SA Group
SeleCted Customer glsou:d- Discover SA and
# Deposits * i 13{0
Payment Type : Bank Transfer
DEZotzitHistory: | o | pocet| Bank Account 123456
Bank Type : ABSA
The amount ¢ as receivedfrom the Guestc is e R
: ) - o 2 m oA~ Tax/VAT Total
enteredin the Wt | @ WS Y& XigliSaRdahe et Feceved 2518800
s 4 smomfes: [ applicablePaymentmethodis selected Change - 000
o e e Anaun P o0 /| Clicking?! O OtBelDépoasitReceiptis produced,
23184.00 H H X,
listing the D N2 ddefgéllg the payment method .
used the payment amount received, and the PaymentDale: 202208116
PAYMENT DUE Staffmemberperformingthe transaction e
231 84. 00 Shift Number : SFTO0068
Receipt Number : RECO0407
<F2» - Accept w Cloze | 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

Closinghe DepositReceiptwindow, all reservationdinkedto GroupReservatiorl04,
hasautomaticallychangedo the W/ 2 y T &oldf dhéRs@utus

Movingthe cursoracrossany of thesebookingson the Grid,the followinginformation
isdisplayedbelowthe Grid

V  TheGroupDepositamountpaid

V  TheGroupReceipftTotal

V  Andthe BalanceDueamountindicatedin red

" Rate Per Room

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

#® Group Details X
Group Number e af | CONFIRMED
Group Description [Discover S Group
General T Financial 1 Reservations 1 Addtona Costs | | ik View: | In-House
Code | Description | Dur [ aw [ Tas| Inclusive |
D201 Foom 201 - Dauble 3 2 4 331200 . A 7 . p
D202 Foom 202 - Doubh 32 kT4 3200 .
E R B U Accessingthe WD NI dzlid | wintlodv @nd proceedingto the
D204 i 32 ey 331200
5101 31 505 24400 = a n
5102 3 1 30605 248400
A I L T Wv dzi 0Stab Bhe paymentprocesseds displayedhere.
5104 Foom 104 - Sinle 31 aWs05 246400
Addiional Costs o 20642
Payments Made 0 -2mesa0n




@ NoOVtel Hospitality Management

Guest Checin and
the InnfHouse Status



Guest Checlk-In and ihe In-House Staitus

OnlyonceanindividualGuestor an entire Grouparrivesat the facility, will they be checkedn on Novtel

Fromthe momenttheir reservationis W H y2 dzaitbtley be ableto chargeitemsto their reservationfor paymentupondeparture

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

> O

us | .

I
Maove
View Details <F5>

Group

Restaurant and Diet

Documents

Status

Cancelled

Provisional

Email Document

Send To Back

~  Confirmed

Change Guest (Customer) Departed

Non Rev

I N

IndividuaReservations
Forindividualreservationsthe checkin procedureis a very
simpleandeasyprocess
1  Simplyright clickon the applicablereservation
" Movethe cursoracross¥{ U I (i dz& Q
AndselectW H y2 dza S Q




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

8- @@

il
il 16 | 17 =
PISIN " rderzon, Peter Res Mo B36 i
Coo 2022 s u:s:E: ‘ a_::_:hzf
| coo1
Con2

Guest Checlk-In and ihe In-House Staitus

Immediately,the systemrecognizeghat a deposit paymentfor this reservation
hasbeenreceipted,andwill communicatethe following:

W lorder to changethe statusto W H y2 dzdh8 depositmustfirst be applied. Do
youwishto applythe RS LJ2 & A (1 K Q

Shouldthe Receptionistselect Wb 2ede, the NB & S NIdtatusivallyredrain
W/ 2 v T anlwiliSHe Questnot bereflectedasWH y2 dza S Q

By clicking ¥, Sttie @IEposit is applied to the reservation instantly, and the
NEB & S NJoladurardd gtadion the Gridchangedo WH y2 dza S Q




Guest Cheeclk-In and he In-House Staius

Viewingthew S & S NJ2Depasidab Q a
In order to demonstratehow the NB & S NJ3¥ 50S\Lagyaaes] Q

beenaffected, the reservationis openedby doubleclickingon it,
andproceedingo the W5 S Ld&a@E A G Q

Here,the W5 S LIz LALAE (iel§Hagurned the colourof the WE vy
| 2 dzat&uQ,andalsostipulatingwhich SagePastelaccountwas

debited, and simultaneouslycredited the W/ dza !2 YGNdzy
linkedto this reservation

Pleasenote that a Reservatiorpaymentwill normallybe required
to settle all currently outstandingbalancesupon checkin, suchas
the refundablekey/ breakagedeposit

Pleaserefer 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 ]

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




Guest Checlk-In and ihe In-House Staitus

® Novtel Hospitality Urtimate Enterprise 7.9.0.2 - ltem Grid] Grou pReseNationghecH n Procedure

W File Edit Mudlfy Setup Process Reports  Help
e HE---OBIW
“ - ‘ & 2 ; Rightclickon any reservationlinked to the arrived Group,
I

oo E——— = andselect¥ D NR @miuipArrivals[ A.a 0 Q

_| S TR View Details <F5> 1___
_ _| __638Mr and Mrs Pretorius T View Group Details . . v =4 .
_ _’W Restaurant and Diet Group Rates Allocation Manager Im medlately, the LIJ D N\:%Idmals [ A WI adQN IS Opened’
_ _IW Documents Group Arrivals List H H 1 1 .
 mmsoor ===== Emeil Document Stats displayinghe following detailsat the top:
_ Send To Back
,T B41 Mr R | Bring To Front V GrOUpNumber

—
—
p—

Mon

. s@2MrDumn Change Guest (Customer)

—

vt vt e I T V  GroupDescription
I

V  Thestartandenddatesfor the Groupreservation

M Group Arrivals List x
Gioup Number [ios
e 2 distinct sectionsare displayed eachlinkedto a significant¥ { U lcalodzasfbllow:

. soA ~
Res Num | Room Code | Room Description [ Time Aviived | Customer C... | Customer Desciiption 1 The LIJ ! NJ\I$eﬂ|8rR ! 2

Currently,none of the bookingsare linked to this sectionwhich s displayedin
the samecolour asthe W H 2 dz&t& colour, sincethe W D NJhaizhdt yet

R beencheckedn.
v
w LA~

Un e 2. TheW | -y NNASEGidh Q
Fes Num | Fioom Code__| Room Desoription [ETa | Customer C___| Custom ciiption " e I -
B37 D201 Room 201 - Double 08:00:00 DIS001 v an
638 D202 Room 202 - Double 08:00:00 DIs001 Hr an . . . o . . . o
B33 D203 Room 203 - Double 08:00:00 DIS001 i
B0 DM P babe  BONW  OE0I N Thissectionlists all reservationslinked to Group 104, and is dlsplayedln the
642 5102 Room 102 - Sing\e 08:00:00 Dis001 M ~ ~
E43 5103 Room 103 - Single: 08:00:00 DIS001 H:
544 5104 Fioom 104 - ingls DN DISOO s l-IJ/ 2 y -'F staﬂ“@lmﬂ
E45 ZGEROUPOT Group Container 08:00:00 DIS001 Dise

In order to select all of these reservationsand move them to th
Pageg7/ section,the followingstepsare requirec




Guest Checlk-In ana the In-House Status GroupReservationheckin Procedure

@ e bl * Asthis Group of people arrived simultaneouslyby bus, all reservationsare to be moved to the
Group Description : [Discover 54 Gioup LIJI NJ\I%@(S] ﬁ Q

Start Date [ozzzoarra End Dats [ozzzoars
V  Clickonthe first reservation(Reservatior637 asper our example)

Res Mum | Room Cods | Fioom Desoription | Time Arrived | Customer C._ | Customer Description
V  Pressand hold the W { KKeyior tie keyboardwhile clickingon the last reservation(645 ¢
Group/ 2 Y U | rdsghétidif) Thisactionwill highlightall reservationdor selection

V Releasdhe W { Kkeyandickonthe W dzrdow.

B Goup Akt *| Immediately,all selectedreservationsare displayedn the

Group Mumber : 104 ' . A ~
Group Description : |Discover Sh Group I H N ‘N % @(8] R Q
Start Date : 2022/08/14 End Date 2022/08/17

— By clickingW! O Odb thadlib&tom right-hand side of the
Destun Pomiode | foon feseipter | e sihes D€ | Dot ssion WD NPAd#&Els [ A &diie@n, all reservationslinked to

B35 D202 Room 202 - Double 10:55:46 DlS00 Mr and Mrs Pretorius . . . .
£33 D23 Fioom 203 - Double 105545 DI Mr and Mis Fourie I I b d I d h G d h I f
E40 D204 Room 204 - Double 10:55:46 DIS0om Mr and Mrs Cooper Group 104 WI e |Sp aye On t e rl In t e CO Our O
E41 5101 Room 101 - Single 10:55:46 DIS0m r Ross ~

E42 5102 Room 102 - Single 10:65:4E DIsom Mr Dunn V )4

643 S103 Rioer 103 - Single 10:55:46 DIS001 Ms Pieniar / th e W H }2 d Zatﬁl,@

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 - [ ltem Grid]
M File Edit Modify Setup Process Reports Help

e an o AP '»'0@7*@

v

Un Arrived :
Fies Num | Foom Code | Fioorn Description | ETA | Custorner C. | Customer Description

=




Guest Cheeclk-In and he In-House Staius

GroupReservation€heckin Procedure

# Group Details

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

D escription Inclusive

=

Foom 207 - Diouble
Roamn 202 - Diouble
Room 203 - Double
Room 204 - Double
Room 101 - Single
Fioom 102 - Single
Room 103 -

Roamn 104 -

D eposit Appliec
Additional C
Papments tade 1]

0 2339042

3312.00
2484.00
2484.00

[N IV A S

2484.00

23184.00
-23184.00

Viewingthe Wv dzA XO$tab 6f the GroupDetails
screen for Group 104, the deposit has
automatically been applied to the Group
Reservatiorwithout communicationto the User




@ NoOVtel Hospitality Management

In-House Transaction Postings



In=-House Transaciion Posiings

Fromthe Grid,the POSsystemis accessedby FrontDeskpersonnelspecifically

All chargesclassifiedasaWt h {i Sviit Be availablefor selectionhere.

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

POStemscanbe soldon the following¥ ¢ S yriefhouk

Vv

Cash
ForimmediatePayment
OnAccount

Foreither immediate paymentor for paymentat the agreedtime suchas
at the end of the month. Thisoption is usedto applyspecificdiscountsper
Customeror CustomerCategorythe Customeirislinkedto.

In-House
ltems sold from the Front Deskcan be postedto an individualD dzS & (i Q&
reservationwhile linkedto the W H 2 dz&t&u’ Alsonotethatfor D dzS & (i Qa

linked to a Groupreservationand responsiblefor their own accumulated
chargesthis TenderMethod will alsoapply.

In-HouseGroup

Wheneverthe GroupOwneris liable for the paymentof chargesncurred
by the Guestslinked to the Group Booking,this option is selectedwhen
postingchargego a Groupreservationis linkedto the W H y2 dzatsus




. Quinton
Multi Store:

WWW.110V tel_ cOoln Shift # SFTO00E8

PAYMENT DUE

. 0.00

elect [kem(s elected ltemls) :

Code | Diesctiption | Fiate Inclusi... | Barcode | ol City Code Description | Price\ncl| Package CDde|

COKOM0 Coke 350ml BAR 15.00

CREODZ  Creditlssusd 0.00

FOWO0T  Youcher 0.00

FFADM  Facial-Full 200.00

FRIO0T Fritos Tomato Chips G.00
LGRADN2 _ Grapetizer 350m| 1500

HATOO01  Hat- Peak with Logo 80.00 I

HATOOZ  Hat - Cap with Logo 90.00

KIToo Kit Kat Chocolate Bar 200

LAYDO03  Lays Plainly Sakted 30g. 10.00

LANYDO Lays BBQ Chips 30y G.00

LAYO0Z  Lays Saltand Vinegar 30g 6.00

LAYO03  Lays Plainly Salted 30g 6.00

FAROOT  MNational FPark Fees 20.00

FEADDT  Sahed Peanuts 250g 6.00

FEADDZ  Peanuts and Raising 250g 6.00

RO Festaurant Youcher 0.00

SPROM Sprite 350m| 12.00

STDO01  Fanta Grape 250 ml 9.00

SUNO01  Sunscreen Cream 50ml #5.00 b

< >

Search by IC Searchfor: |hat
ode °

Guantity : |4

Dizcount

Aocept Cancel

In=-House Transaciion Posiings

If a barcodescanneris in use, and the barcode has been set up on the
chargemasterfile, an A (i Sba@atlecansimplybe scannedand it will be
selected

However As a barcode scanneris not in use in our demonstration
databasewe will simplyselectthe W{ S |. Ra@#on asW/ 2 &n8ednter
the A ( Scédei the W{ S ICIRIBIO

Thematchingcriteria will be highlightedin a faint greyline andis selected
by simplydoubleclickingoniit.

Sincethe Wv dZA ORoption hasnot been enabledin our POSSetup, this
screenwill appeareachtime anitem is selected

The quantity can be set ¢ as selectedby the Guest¢ and the ¥! OO
button isclicked




In=-House Transaciion Posiings

o Quinton PAYMENT DUE
Multi Store: 07
www.novtel.com Shift # SFT00068 E ) 320 - 00 Th I d i i d i | d i h i h h d d f h
W : L — e selecteditem Is displayedin the top right-hand side of the screen,
elect |kem(s] elected |tem(s]
Code | D i | Rate Inclusi... | Barcod " [ Di i Price Incl | Package Cod . - . . .
T T e Lot e e e o el P oo indicatingthe quantity andthe combinedtotal.
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 L 60.00 . . . . - .
Iy Simplyrepeatthe processuntil all selecteditems are displayedin the right
KITO01 Kit Kat Chocolate Bar 700
LAYO003  Lays Plainky Salted 30g. 10.00 .
LAYD0T Lays BBQ Chips 30 6.00
e handsideof the screen
LAYD03  Lays Plainly Saled 30g 600
PARONT  Mational Park Fees 20.00
PEANDT  Salted Peanuts 250y 6.00
PEADDZ  Peanuts and Raisins 250g B.00
Serant S o 120 ’-NOVTE[ ST PAYMENT DUE
STDO0T  F Gi 280 ml 9.00 ulti Storez
SUNDO1 SS:Lacre’:fgreammEDm\ 75.00 h t 1 & | 344 0 0
g s WWwWwW.noviel.coimn Shift # SFT00068 b
Search by Search for: 3 3
Code j S elact ltem(s): Selected Item(s) :
Code | Description | Rate Inclusi... | Barcode | ”~ Cityy I 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 by COdE j Search for |




- Quinton PAYMENT DUE

Multi Store: ’W

www.novtel.com Shift # SFT00068

elect Item(s]

Code | Description
COKDTD  Coke 350ml BAR
CREDDZ  Creditlssued
FDVODT  ou

FFADDI  Faci

FRIODT  Frito
GRADZ  Gray
HATOD1  Har
HATO0Z  Har
KITO01 K
LAYDOOS  Lay
LAYODT  Lay
LAYO0Z  Lay
LAYO03  Lay
PARDDT
PEADDT  Salted Pe

IndividuaReservations

Topostthe chargego anindividualW H y2 dzéesationclick
onthe W ¢ Sy R SiMGAON andselectthe W H 2 dzapfd.

S8 Fress Num | Froom Dods ] Customer Cads ] Customes Deserption Accspt

= S Qme e el o All individual reservationscurrently linked to the WL y
o mme fzhc?:Shc | 2 dzStat@s,will be displayedhere. Searchfor and
o 5 selectthe applicablereservationandclick®! OO S LJi Q

In this window, the following information is
displayed

V  TheselectedPostingMethod.

Paged4

ver Membership

V  The ReservationNumber Room Number
and RoomDescription

V  The Customer Code Descriptio
Categorythis Guestislinkedto.

’7:@,’7 ) After ensuringthat the detail
_ W! O0S Eiigs




® Goods Issue Mote : GINODT10

& ﬁ'l Zoom [100% -]

In=-House Transaciion Posiings

Oasis Lodge

77 Long Beach Road

TheW ¢ S yaRsSiNKignawisplayedasW H y2 dza S Q

Tofinalizethe sale,clickonthe W ¢ NIy Ehst) (L QR0 T

Tel: 044 123456789
Fax : 044 123456789

-@NovTE[, E . 34200 e
www.nov tel com Shit # SFT00068 . H GOODS ISSUE NOTE
e The Goods Issue Note is produced
Code | Description Rate Inclusi... | Barcode: | ~ Qty Cods Description | Price Incl | Package Cade | . d . I . d . . h X4 Hﬁ_\ﬂ:ul_m - Hat - Peak 4174 3Z0.00
COKOT0  Coke 350m| BAR 15.00 4 HATOOT  Hat-Peak with L 32000 with Logo
CREW?  Crecttlestied 0.00 %2 LAYI03 L:;S p\?mféaui 1200 Imme Iate y’ In |Cat|ng t € Room X2  LAYDO3- Lays Plainly 157 12.00
FDVOD1  Voucher 0.00 X2 PEANDT  Salted Peanuts 2 1200 . . Salted 30g
A el 200 Guestand Reservationnumber linked X2 PEAOD! - Sated 157 1200
GRAINZ  Grapetizer 360ml 15.00 . Peanuts 250g
HATOD1  Het- Peak with L 80.00 - -
o St e to this document covt ot -2
KITOm Kit Kat Chacalate Bar 7.00 Customer : Anderson, Peter
LAYNO003  Lays Plainky Salted 30g 10.00
LAY0D1  Leys BBQ Chips 30g 6.00 Reservation # 636
LAYDO0Z  Lays Saltand Vinegar 30g 6.00
LAYO03  Lays Plainly Salted 30g 5.00 Payment Type : In-House
PARDO1T  Mational Park Fees 20.00 .
PEAN0T  Saltad P 250 5.00 Yh] -
PEANNZ P:ﬁ(\:uta Z‘:Su;?awaimg 280g 6.00 VE R po rtant'
R0l Riestaurant Woucher 0.00
SPRODT Sprite 350mI 12.00
STDO0T FS:(‘: Gra;rjﬂe 250 ml 5.00 ) Payment Due : 34400
i ol The Guest must sign the GoodslIssue TaVAT Total: sasr
Search by Search far: . " Payment Received : 0.00
" code | Note in recognition that they have crange: 0%
< . . . ) .
indeed received the goods, and this
. . Voucher : 0.00
documentis to be retainedby the Front
H H Staff member : Quinton
Desk Staff Member to be included in
their cashup documentsat the end of print Dte 202208116

Time : 07:38:32

their shift.

Shift Number : SFTO0088

Goods lssue Note :  GINOO110

Thank You.

A second copy can be printed and
handedto the Guest

Signature

Thank you. Have a great day!



L

# File Edit Mod

ITIT‘LII:'

Setup

Process Reports Help

Viewing the NB &4 S NIZW U dz2 @ 18 #ab, the

%T T\m — transactionwas added to the total payableby the

| REREEERE

D 4

Guestupondeparture

TOTAL DUE :

- RECO0405 - Deposit
- Ciedit Reserved

CURRENT DUE :
* Deposits Report

Deposit Raized - 2022/08/15
Deposit Applied - 2022/08/1%

Wiew Rooms by

* Code

" Rate Per Persan
" Rate Per Room

Ql NewF\esarvalinr\l
2022/08115 +| [2022/00/28 =

| Deseription |Person| Gty | Tas|  Exclusive]  Inclusive
+ Chalet T- 2 Bedioom 4 1 10435 59565 200.00
+ PARDDT - Mational Park Fees 1
+ REFO01 - Refundable Key / Breakage Depc 1
+ INHOOZ - Inhouse ShopTransaction 3 4487 29913 344.00
+ THLODT - Toursm Levy 1

e o Thetransactionis also capturedto the NS & SNIJF G A 2y Q&
W y2 dzia® @nd can be viewed from here by

151.83 151913 1670.96

simplydoubleclickingon the transaction

0.00

0.00 0.00 870.96

Reservation Details

General T Financial T Deposits T Additional Costs T Quick Yiew T

| IN-HOUSE PROCESSED || Crested: 2022/08/15 1326:1

r~In-House Detail
@ InHouse Purchases " Irwaice/Credit Note History
Transaction # | Date | Daocument # | Invaice # | Shift # | Department | \ncluswal
264 2022/08/18 GINOOT10 IN000317 SFTO006%  Shop 344,00

Display | Refresh |

[IN-HOUSE PROCESSED || Crected 2022/06/15 132619




www.novtel com
elect Iber(s]
Code |
ACTO03 ul
BDOOT
BREDOS reaka
CHADDT
COko02
COKOM0 Coke 350ml BAR
CREODDZ  Creditlssued
FDW001  Voucher

FFADDT Fe
FRIOOT Fr
GRADDZ  Gr
HATO01 Hat
HATODZ  H
KIToo Ki
LAYD003 L
LAYD01 Lays
LAYN02  Lays Saltand Vinegar 30g
LAYO03  Lays Plainly Salted 30g
PARODT  National Park Fees
PEADDT Salted Peanuts 2500

A

Quinton PAYMENT DUE
Multi Store: 07 &
Shift # SFT00068 402 - 00
ate Inclusi.. | Barcode ~ ode 25 Criptiol
b

iition | Price Incl | Package Cod |
Fess 24000

GroupReservations

90,00
7200

Onlywhenthe GroupOwneris liable for the payment
of the WH y2 dz&h&r@esncurredby the Guestdinked
to the Group,will the W tHguseD N2 tzhder method
be selected

FhEEFES

Fen |Sean:hby |Code

m —
Q| New eservation
2022/08/13 = 2022/08/26

o1 : Guinton

W Select Group X

Only Group reservationscurrently Iinked tO Nmber I:||S\;|r||:t|‘_?i;h-|-ambui|ding | Customer Code |Eustome Accept AII reservatlonsllnked to the Group WIII be

the WH y2 dzat&u@will be displayedhere. IS coce displayed here, and for which the W/ wQ

_ checkboxs NOTselected
Searchfor and select the applicable Group

Bookingc whichin this case is Groupnumber A specificreservationcan be selectedhere
104 PYr— d accordingo the Guestpostingthe chargeso

Fieservation | Fioom Code | Customer Code | Customer Diescription Accept th e G ro u p res e rvati O n ; O R th e G ro u p

B37 D201 DIs00 Mr and Mrs Smith

E38 D202 DIs001 tr and Mrs Pretoriug . D .
£33 D3 pison _==_|| Contai nerbookingcanbe selectedhere sinc

tr and Mrs Cooper

641 S101 DIso01 Mr Ross p P
642 5102 B Mr D " b b " d h
all chargeswill be billed to the Gro
£44 5104 DIS001 Ms Malan

@ le4s [ ZGROUPO] 015001 Diiscover 54 and Bayon

anyway

Search
Murnber

€ >

Search By ]

“Heservation ;I‘ ‘ Search For ‘




In=-House Croup Transaciion Posiings

Thedetailsof the selectedGroupReservations displayedn this screen

Click®! O Gécodifime
o D TheW¥ ¢ S ydptHNINow displayedas W tHguseD N2 .dih post the
selectedchargego the GroupBookingclickW ¢ NJ vy &ash ULAR v

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

Payment Methods ’ ONOVI“ Quinton PAYMENT DUE
Multi Store: ivd o,

www.novtel. com Shift # SFT00068 | 402 ) 0 0
elect ltem(s| elected Itemis) :

Code | Description I Riate Inclusi | Barcode | o Oty Code I Description | Price Im:l| Packade Cndel
ACTO0D3  Full Facial 0.00 ®iz PARDDT National Park Fees 240.00

BDO0T Bad Debt Write-Off 0.00 =B Sw01 Sparkling Water 90.00

BREOOS  Breskages 0.00 ®E CoKnoz  Coke 350ml 7o

CHADDT  Champagne 750ml 95.00

COK00Z  Coke 350m| 12.00

COKMO  Coke 350ml BAR 15.00

CREODZ  Creditlssued 0.00

FOVOOT  “oucher 0.00

FFADDT  Facial - Full 200.00

FRIODM Fritos Tomato Chips B.00

GRADDZ  Grapetizer 350ml 15.00

HATOOT  Hat- Peakwith Logo 60.00

HATO0Z  Hat- Cap with Logo 40.00

KITOm Kit Ket Chocolate Bar 7.00

LAYO0O03  Lays Plainly Salted 30g. 10.00

LAYDOT  Lays BBQ Chips 30g 6.00

LAYONZ  Leys Salt and YVinegar 30g 6.00

LAYD03  Lays Plainly Salted 30g B.00

PARODT  National Park Fees 20.00

PEANDT  Salted Peanuts 2600 6.00 v

< >

Search for

ISaan:hhy ICOde j I

# 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!

{e



In=-House Croup Transaciion Posiings

W Group Details

Group Mumber 104 Q,

I Viewingthe W! R R A /(i A 2ayidydtl y2 dz&aBs@n the
Group Descriplion |Discaver 5 Group

— WD NI5 dli) Fwintlodv @r Group 104, the chargesare
addedto the bill.

General T Financial

W Group Details

x

e T I

Group Description : ID\scnver SA Group
General T Financial T Feservations T Additional Casts T Guick 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.




@ NoOVte] Hospitality Management

Checking a Reservation for
Unprocessed HHouse Transactions



General T Financial T Deposits T Additional Costs T Quick Wiew T

Fioom Number  [CO01 | [halet 12 Bedioam

Guest T ariff [C2B00T Chalet 2 Bedhoom 0.00 I-| Arival Tme 150115 —
Reservation # 536 Order 8 JABCT23
Departure Date | 2022/08/16
Customer Code |AMDO02
| ‘ | Departuie Time | 10:0000 =
‘Ander:on, Peter Payment Method
Fieservation Type |2 12 [Bed and Breakfast Fayment Type

Amival Date | 2022/02/15

When a Guestis ready to checkout, alwaysopen the reservation
and checkfor un-processedn-Housetransactionsin other parts of
the systemsuchas at the Restaurantwhere a table might still be
open under this D dzS &nan@ g which will be displayedin red at

Housekeeping Pleaze do not disturb befare 10am. th b tt f th
Country [South Aftica =
Wehicle Reg Mo, [JHEODT Wehicle Desc |'white Taoyota Corolla
Arival Memo Guest will arive a bit early. Please have the room ready by
11:30am

Adult (== Child Rates

ults 2= ; . .
Child | Reservation Details

ildren 24 I

Collzction Address / Departure Address General T Financial T Deposits

T Additional Costs T

IreHouse Detail

& InHouse Purchases

ate Per oo
Q Mew Reservation [
2022/0814 ~ 2022/08/27 - -

" Invoice/Credit Mote History

IN-HOUSE OUTSTANDING | Tranzaction # ‘ Date | Document # | Invoice #

a70 2022/08/16 Open Shift SFTO0053  Restaurant/Bar

Display Refresh

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

[ECu

If an un-processed transaction is present,
proceed to the WH y2 dzieh Qo view the
Departmentwhere the transactionis open In
this case,it isatthe Ww S & { I . deNalkkfhe
wording for this line in the WL y @O@IAnth & Q
displayedasWh LJSK/A F U Q

The department can be contacted to finalize
the transactionand postit to the reservation




When postedto the reservation,the chargewill be addedto the NBE & SN (1 A 2y Qa
balance and an Invoice number and amount is linked to the WH y2 dza S Q

Document

Whenno un-processedn-Housetransactionsare present,the wording will read

Checking @ Reservalion for Unprocessed n-House Transaciions

W IHguset NP O Sandwdll Re@iBplayedn agreenbackgroundcolout

# File Edit Modify Setup Process Reports  Help

-pvo Zl

ar

il
15
Aug
2022
Coon : Man

16

=1

iy ||| || CEREREED
T

" Rate Per Person
" Rate Per Room

% Mew Reservation

|2022/08/15 | |2022/08/28 ~|

rvation Details
General T Financial T Depositz T Additional Costs T Quick View T In-House
In-House Detail
* In-Housze Purchaszes " Invoice/Credit Maote Hiztory
‘ Trahsaction 3 | Date Documnent # Invaice Shift # Departrnent | Inclusivel
8RS 2022/0816 SFTO00EE  Shop 3244.00

a0
IMO00318

3| MO0
GINOO111

Dizplay | Refresh | Feallocate Credit Mate

F estaurant/Bar

SFTO00S3

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

ﬁ____




# Group Details b3 . .
P — To checka Qrogp Reservatiorfor un-processedn-Housetransactions,accesshe
Gioup Deserplin:  [Disscver 54 Group Grou p Detai |SW| n d OW.
General 1 Financisl i Fisservations 1 Addiional Costs 1 Quick Yisw 1 InHouss
If suchtransactionsare present,the GroupDetailswindow for the selectedGroup
T N will displaythat there isan outstandingW H y2 dzé&aé@gactionpresent
Country: [South Afiica
[ TheReceptioniswill accesthe W H y2 dz&aly €heckand contactthe Department
= where the transactionis unprocessedand when the transactionis finalized and
T T postedto the GroupReservationthe GroupDetailswindow for this Groupwill no
longerindicatean outstandingtransaction
Group Numbsr 104 Q #V
Group Description [Discaver 54, Group
General 1 Financial 1 Fieservations 1 Addiional Costs || Quick View 1 InHouss
Inwoice Mumber : l—
Customer Code W
Custamer D sscription IDlscover 54 and Beyond
Country [South Atrica
Start Date : IW End Date IW
Didler Mumber : —
B St [mbowse <]
Reservation Type |2 |Bed and Breakiast
Agent Code (T




@ NoOVtel Hospitality Management

Reservation Payments



Reservaiion Payments

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

Sales (POS)

oo i REEW.EIﬁDI‘i Payrnents

Deposits

(]
g
[l
g

Payouts
Account Payments

Reservation Refunds
Account Refunds
Bad Debt
Bad Debt (Group)

Shift Cash Up
Shift Summary

Normally,ReservatiorPaymentsare requiredfor all outstanding
amounts not covered by the deposit payment ¢ such as the
refundablekey or breakagedepositc¢ when a Guestarrivesfor
checkin.

Whenthe Guestis ready to checkout, the reservationwill be
checked for outstanding balances of WH y2 dzicBddges
accumulatedduringthe D dzS &tayQ &

To process a reservation payment for both Individual
reservationsand Group reservations,proceedto click on the

arrow next to the Wt hfddu and select YwSa SN GA2Y

tF2YSyiao




Selected tem(s] :

Higtaor

Code |Description

| Du | aw |

TaHl

Ihclugive |

o % InHouse

3 Month
" Pre-payment - [No Outstanding Balance]

oAl

W Select Account

Cusztomer I']P%‘mpn :

<)

Customer Code
ANDODZ

Fes Mum

Anderson, Peter

Customer Description

1
Accept “
Cancel |

# Reservation Payments X
Selectzd Items) : History: ¢ InHouse ¢ 3Month |
Code | Description | Dhur | Gty | Tan | |hclusive I " Pre-paymertt - [No Outstanding Balance]
coot Chalet 1 - 2 Bedroom 1 4 104.35 500.00
PAROOT  Mational Park Fees 1] 1 261 2000
REFO01  Refundable Key / Brea.. 1} 1 0.00 500.00 Humber
TMLOOT  Tourism Levy a 1 0.00 E.96 IE?'B a, I
INHOOZ  Inhouse ShopT ransacti... a 3 4487 344.00
INHOD!  Inhouse Restaurant Tra.. O 1 42.78 328.00 Custamer Deseription :
- Deposit Applied 0.00 800.00 AMDO02 - Anderson, Peter
FPayments hade 104.35 800,00
" Group Number
Payment Type : Payment D ate :
W cedtcad  ~|[z0z208n6 |
Credit Card Mumber :
| 73654124
Credit Card Type :
IS4 vl
Status Departed : [
Give Change: [
Payment Received : 1198.96
Change : I 0.00
<F2> - Accept | <F3> - Reset User: Quinton shit# SFTO0068 Cloge

IndividuaReservatioiPayments

To accessreservationswith an outstanding balance, selectthe WwS & S NI |
b dzY o &ptilkandclickonthe Wb dzY Séamdtiption beneathit.

Searchfor and selectthe Guestfor whom the reservationpaymentis to be
processed

Thew S & S NJZdetdilsageio&vad

1.

Tofinalizethe paymentprocessglick®¥! OO0 S LJi Q

The correct Wt | & ¥ ® Wi ®lectedaccordingto the method of
paymentreceivedby the Guest If the Credit Cardoption is selected,
Novtel will automaticallyenter the exact outstandingbalancein the

Wt | @ WS PG KicliS R Q

TheW{ G b & 4& NptiGrRAst ONLYbe selectedwhile the Guestis

in the processof checkingout. If selected the NB & S NIstatiisivil y Q
changeto W5 S LJI ahitbntticaly

In the casewhere a Guestmakesa deliberate overpayment,and the
option is NOTselectedto WD N &S vy tHeSa@aunt in excessof the

paymentdue amountwill be kept asa reservationcrediton this D dzS a
account,and canbe allocatedagainsta future reservation




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

TheReservatiorReceiptis printed.




i Reservation Payments

Selected ltem(s)] :

Code | Description | Durl (ty | TaHl Inclusivel

To processa reservationpaymentfor a Group Reservation,
selectthe ¥ D NB dziYJo Sphdandclickonthe Wb dzY 6 S NXQ
Searchoption to display all Group Reservationswith an

# Select Group Account outstandingbalance
Group Mum | Customer Code Customner D escription Irvoice Murn Accept
DI5001 Dizcover 54 and Bevond

Cancel |

P Reservation Payments

Selected tem(s] :

Code | Dezcription | Ciur | Oty I Taxl Inc:lusi\-'el
2 406.74 3Nz00
2 406.74 33Nz00
2 406.74 331200
2 406.74 3Hz00
1
1

D2m Room 207 - Double
D202 Room 202 - Double
D203 Foom 203 - Double
D204 Room 204 - Double
51 Room 107 - Single

5102 Foom 102 - Single 306.05 2484.00
5103 Room 103 - Single 1 0.00 243400

The selected Group will be displayed, but the specific

reservation number is to be selected against which the
Sioi Foon 101 Snge ryrr— » paymentis receipted In this case,as the Group Owner is
THLOO! Touon Low e T oo oo\ Accep_‘/-‘ liablefor ALLcosts the W D N2 &zyJi | bboKisgs¥lected

305.05 248400

L0 L D0 L3 LD L) L)

INHO0Z  Inhouse ShopTransact...

INHOOM  Inhouse Restaurant Tra... 637 D2m DIS001 M and s Smith
. Payments b ade B33 paoz DIsom Mr and Mrs Pretoriuz
£33 D203 Disam trand Mrs Faurie Cancel

B40 D204 DIsom Mr and Mrz Cooper

641 5101 DI5001 Mr Ross

642 5102 DI5001 Wr Durin

643 5103 DI5001 Ms Pienaar

644 5104 15001 Ms Malan

ZGROUPD] DIS001 Discover S& and Beyond




Group Reservalion Payments

# Reservation Receipt : RECD0402

i _‘l Zoom Im

Oasis Lodge

WP Reservation Payments

Theoutstandingamount ¢ aslinked to the Group

Selected Item(z] :

77 Long Beach Road

R t. .II t t. II b d. I d . Code | Dezcription I Durl Oty | Taxl Inclus\vel
D201 Room 2071 - Doubl 3 2 40874 3312.00
eserva IOﬂC WI automatica y e |Sp aye in ooz R T i — Yk AR Long Beach
« PN z D203 Foom 203 - Double 3 2 40674 331200 Mossel Bay
. D204  Room 204 - Doubl 3 2 40674 331200
the LIJt I e 3 Szﬁm 5101 nﬁﬁ%m,sﬁ;; 31 305.05 248400
5102 Room 102 - Single 31 30505 248400 8500
5103 Room 103 - Single 31 000 248400
H H 5104 Room 104 - Sing) 31 05.05 248400
Selectthe applicablepayment method by which BN et o A Tel 044 12345679
THMLOOT  Tourism Lewy 1} 1 0.00 208.42
INHOOZ * Inhouse ShopTransacti, [II] 5243 402.00 Fax : 044 123458729
[N

paymentwasreceivedfrom the Guest If the W. |y (] |wio preenchorie: % s e <]
¢ NJ y arfuS NGB R NdRgtian is selected, the
Wt | & WSYOE AieddSviRliCbe populated with

the exactWt | & ¥ 8z@r@bunt

However If the amount receivedis lessthan the

Tax 123455785

RESERVATION RECEIPT

Cust Description : Discover SA and Beyond
Cust Code : som
Room : D201

r

u

| tonsaz

| omo
PAYMENT DUE

outstandingbalance the specificamountreceived, 1604.42

Payment Type : Credit Card

isentered <F2>‘_{{'cep. Jr— User: Quinton shits: SFT00068 Close

Payment Due : 1804.42

Pleasenote that the Guestmayalsomakea deliberateoverpaymentandwhenthe WD ¥ &$ yoBtisQ
is NOTselected the amountwill be reservedasa credit on afuture reservationby this Guest

Clicking! O OtBelRéser¥atiorReceipts printed.

Payment Received : 1604 .42

Change :

Cinton

2022/08M6

Staff member :

Payment Date :

Print Date 202210818

Time 11:54:25

Shift Number : SFTO00G2

Receipt Number : RECO0403

Thank You.



@ NoOVtel Hospitality Management

Guest Departure



Guest Depariure

Ifthe W{ ( b 6 dak Nt RESNot selectedwhenthe reservationpaymentwasprocessedthe NB & S NI&tatishvilt rgnainW L y2 dza S Q

It is extremelyimportant to checka Guestout in Novtelwhen they are standingin front of you. If the reservationremainsW H y2 dzit ®iD >
leavean opportunity for W H y2 dzira®<actiongo be billed to the reservationby mistake

An Invoicecannotbe updated,andan official Invoicenumberallocatedif the NS & S NI&tatiisis Boy4eEasS LI NI SR Q

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

18-~ O FD W

Move

View Details <F5>
Restaurant and Diet
Documents

Status

Email Decument

Send To Back

Bring Te Front

Change Guest (Customer)

~

Cancelled
Provisional
Confirmed

In House

Departed ‘V/
Mon Rev

Fully Paid

IndividuaReservation€heckOut

Rightclickon the reservationandselectthe statusasW5 S LJ. NIi SR Q

Immediatelythe NB & S NJ&olaurard gtaduisis changedaccordingly

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




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 pleasenote that eventhough a reservationis fully paid, it will not be
reflectedassuchunlessthe invoiceis updated

The option to update a Customerinvoice is ONLYavailable when the
NB & S NIBtatiislks@ §¥ 8- NI SRQ

Selectinghe option, Novtelwill confirmif youwishto updatethe invoice

Clicking W, SNo9el will communicate that the Invoice was updated
successfully

AnInvoiceNumberis now linkedto the booking

If no outstanding amount is present, the status of the reservation will
changeto W C dzfl tAaRd® Will turn green

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

636 Anderson, Peter

BT |
Ii 1 T




Guest Depariure

® Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ Item Grid]

® Fie Edt Moy Seup Process Fepors Help To producean Invoicefor individual reservations,simply right
> O HAE clickonthe reservationandselect¥ 5 2 O dz{ISYy @A &A OS Q

19
Aug
2022
Fri

oA

4

(1]

] J ® Invoice
536 Anderson, peter  ERREEEEEE = Zoom [100% =]
View Details <F5> _
Restaurant and Diet [ ]
- Documents Quote <Ctrl+Q>
- Status Invoice <Ctrl+ > V/
Unupdate Reservation Statement
Give Motice MS Word Documents 16 August 2022
Refund Refundable Charges
Email Document TAX INVOICE TEL : 044 123456789 OASIS LODGE
- Send To Back _ FAX : D44 123456789 77 LONG BEACH ROAD
- TAX # 123456789 LONG BEACH
Bring To Front WMOSSEL BAY
Change Guest (Customer)
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

Toproducea ReservatiorStatement,right clickon the
reservationandselect¥wS & S NI H G828y 0 Q

View Details <F3=
Restaurant and Diet

Quote <Ctrl+0>

Invoice <Ctrl+[>

Documents

Status

Reservation Statement
MS Word Documents

Unupdate

Give Notice

Refund Refundable Charges
: 08/ Date: 202208116
Email Document Departure Statement Date: 20220818 Departure Statement ate
4 Start Date : 20220815 ¥ StartDate : 202200815
Send To Back .
End Date: 202208118 End Date: 20220816
Bring To Front Invoice Number ; 1H000319 Invaice Number : IN00O318
Change Guest (Customer)
Oass Lodge Oass Lodge
77Leng Beach Road S 77 Long Beach Road
Long Beach = Long Beach
o Mossel Bay iy \ O = Mcssel Bay
Anderson, Peter 8500 Anderson, Peter 8500
FO Box 38 South Africa FO Box 38 South Africs
Reoodepoort Tel : 044 122456789 Roodepoort Tel : 044 123456789
Johannesburg Johannesburg :
2000 Fax: 044 123456788 B000 Fax: 044 123456789
Email : ocasis @restaurantcom Email : ossis@rastaurant.com
VAT No : VAT Ho : 122456788 VAT No : VAT No : 123456785
CATERING AND SERVICES:
ACCOMMODATIO
5 ; Document#  Shift# Invoice#  Transaction Date Tax Incl Amount
G Hosrtion Dumtion  Unit AT ncl Ao GINDDTT1 SFT00052  INOOD31B  202208/16 R4278 R325 00
cont Chalet1 -2 Bedroom 1 R800.00 R104.25 RE00.00 Catering And Services Total : R42.78 R328.00
Anderson, Peter -
Booking Number : 838
Order Number:  ABG123
Accommodation Total : R104.35 R800.00 RECEIPTS .
INCIDENTALS : Document # ipti Date Type  Amount
REC00405 Deposit- EFT 202208118 3 RE00.00
Code i aty Tax Incl Amount
PARDD1 NationalPart Fees S FErT) 220,00 RECO0400 Reservation Fayment - Card - VISA 202208118 1 113538
REF001 Refundable Key / Breakage Deposit 1 R0.00 R500.00
TMLOOT Tourism Levy 1 RO.00 Ro.se Receipt Total: R1 998
Incidentals Total: R2.61 R526.96 TERMS AND CONDITIONS:
Store: The deposit percentage of 50% is payable 20 days prior to arrival
= Free cancalltion up to 21 dsys prior to srrival
Document &  Shift# o TiE T T Tax CrEIOTT Forfei fee of 25% applies for cancellations 7 - 21 days prior o arrival
SIN00110 SFT0005F  M00iITT  202208nE EYrrTS T7200 Forfei fee of 50% applies for cancellation & days end kss prior o arrival
Store Total : T ResEs  R3M00
Tax Total : Tax Total : R194.64
Payment Total : R1998.96 | | ExclTotal : Payment Total : R1998.96 | | ExclTotal : R1804.35
Page: 1 Balance Due : RO0.00 | | Inci Total : Page: 2 Balance Due : RO.00 | | Inci Total : R18998.96




Grouvp Depariure

In order to simultaneouslycheck out all Guestslinked to the
Group and with the same CustomerCode- proceedto the
WD Sy @Gi\aFtiie @ D NB SzliJlwhdod Q

V  Pleaserememberthat no changesare permitted without
first clicking 9 RA G Q

V. Onlynowthe WD NR dzLJdadbe €hangedo W5 S LIF NI S
after whichthe W { | b@t®is clicked



















