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NovtelHospitalityisa comprehensivesystemby whichthe entire facilitycanbe managed:

V Reservationsfor accommodation(IndividualandGroupReservations).

V APOSsystemaccesseddirectly from the FrontDeskto managethe salesof itemssoldfrom Reception.

V A TouchScreenbasedRestaurantPOSSystemwhich canbe set up for a singlerestaurant,or multiple

restaurantsςeachwith its ownsetof menucategoriesandcharges.

V A dedicatedRetailPOSSystemto managesales; issuequotations for items sold from the shop,and

managetakeaways.

V AnEventssystemby whichticketscanbe soldandreservationscanbe made.

V The ReservationQuotation Systemto issuequotations for reservations; venue hire, catering,event

reservationsor tickets,etc.
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NovtelHospitalityintegrateswith:

V SagePastelPartnerandXpress

V SageEvolution

V NightsbridgeOnlineBookings

V MicrosoftOffice(Word; Excel; Access; SQLandOutlook)

V NovtelAccessControl

V NovtelRelationsManagement



Page 7

Pleasenote that in this manual,we will only focuson the basicsof the Reservationspart of the system,and

basicmanualson the RestaurantandRetailPOSsystemsrespectively,arealsoavailablefor download.

TheBasicsof the RetailPOSSystem

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

TheBasicsof the RestaurantPOSSystem

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

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

discussedin 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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SetupCompany

V TheCompanydetails to be displayedon all documentsthroughout the systemare

entered.

V The default TaxRateis selected,and the tax number is entered to displayon the

documents.

V Thenumberof rowson the Gridissetςwhichrepresentsthe rooms.

V Thenumberof columnsare setςwhichrepresentthe numberof daysto be viewed

simultaneouslyon the Grid.

V Seasonscanbeactivatedon either the:

ü RoomLevel

ü Oron the GuestTariff level

V ChildRatescanbe activatedon the GuestTariff Levelandcustomcaptionsset up to

bedisplayedon reservationsandGuestTariffMasterFile.

V 4 Customcaptionsaresetup for TermsandConditionsto be selectedon a Customer

Master File, and for the selected terms and conditions to be displayedon the

ReservationStatement.

V Theuseof the Fingerprintscannercanbe activated,and the pathςwhich must be

accessiblefrom all workstationson the networkςisselected.

V Thedefault depositpercentageto be automaticallycalculatedon all reservationsfor

accommodation.

IntegrationSettings

AsNovtel is integratedwith SagePastelor Evolution,pre-created

GLAccountsand entry types are selectedto which the financial

dataispostedfor detailedreportingfrom the FinancialSystem.

The following options can also be activated and used in Novtel

oncesetup in the financialsystem:

V Multi Stores/ Warehouses

V CostCodes

V AgentCodes
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Documents

¶ Invoices

3 DefaultLayoutsareavailableto choosefrom, andyourŎƻƳǇŀƴȅΩǎlogocanbe addedto 2 of the layouts.

Novtel Hospitalityalso incorporatestheΨCƻǊƳǎ5ŜǎƛƎƴŜǊΩoption which enablecompaniesto designand use their

own custominvoice.

¶ ReservationStatements

ReservationStatementswill displaythe costfor the accommodationfirst, after whichthe total for all chargesposted

to theΨLƴ-IƻǳǎŜΩreservationwill be listed.

¶ Word Documents

As Microsoft Word integrateswith Novtel, Word Documentscan be set up and linked to Novtel which will use

bookmarksto deriveinformationfrom the reservationandCustomerfor displayon the document.

¶ DocumentNotes

DocumentNotescanbesetup for displayon variousdocumentsin the system.

¶ TermsandConditions

4 Different sets of Termsand Conditionscan be set up in Novtel. When the specificoption is selectedon the

CustomerMasterFile,the TermsandConditionsaredisplayedon the reservationstatement.
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BranchesvsRoomType

Branchesare used to colour code the rooms on the Grid. It means

that:

V All Ψ5ƻǳōƭŜΩrooms may be displayedin a specific colour,

whileΨ{ƛƴƎƭŜΩroomsaredisplayedin a different colour.

V However: some companiesmanagemultiple Lodgesfrom

the sameGrid,and the rooms linked to a specificlodgeare

linkedto the sameBranchandcolour- regardlessof the type

or sizeof the room.

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

example:

V 2 x SingleRooms

V 6 x DoubleRooms

V 3 x FamilyRooms,etc

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

roomsrequiredper room type,andthe pricewill be calculatedaccordingto either

the room,or per personrate - dependingon yoursettings.

However: This setup is optional, and availablerooms can be selectedon the

quote from the start.

Roomsare not reserveduntil the quote is acceptedand the quote is converted

into reservationsςprovided that the rooms are still available. If not, different

roomscanbe selected.
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TourismLevy(ServiceCharge)

Novtel can automaticallycalculateand add a set Tourismlevy

percentageto all reservationsfor accommodation.

Thechargemust be createdas a servicecharge,but no rate is

linkedto it.

Thecreatedchargecode is selectedin theΨCƛƴŀƴŎƛŀƭΩtab of the

Company setup screen and the percentage of the

ŀŎŎƻƳƳƻŘŀǘƛƻƴΩǎtotal to be charged,isentered.

On the Room Master File, the charge is added as a fixed

additional cost which will be calculatedand indicated on the

reservationwhena reservationismadefor the room.
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TheGeneralTab

WhenaddingUsersto the systemfrom theΨ{ŜǘǳǇς¦ǎŜǊǎκtŀǎǎǿƻǊŘǎΩ

menu,the Username; Password; Firstand LastNameis mandatoryto

be entered in the ΨDŜƴŜǊŀƭΩtab ς regardless of creating an

Administrator; Supervisor; Restaurantor BarUser.

Pleasenote that fingerprintscanbe capturedin order for Usersto log

into Novtelusinga fingerprint scanner. If the option is not set up, the

Ψ/ŀǇǘǳǊŜCƛƴƎŜǊǇǊƛƴǘΩbutton isdeactivatedon all UserMasterFiles.

AUserMasterFileiscreatedfor the purposeof:

V Linkinga personto a specificsetof permissions.

V To link a passwordto their Username- or capturetheir fingerprint when usinga fingerprint scannerςin order for

them to gainaccessto the applicablepart of the system.

V Wheneverthey performtransactionsduringtheir shift, a Shiftnumberisallocated,andanaudit trail isobtained.
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In theΨtŜǊƳƛǎǎƛƻƴǎΩtab, the option selectedherewill determinethe permissionsa Userwill have,and they will accessthe relevantpart

of the systemwhenenteringtheir password.

Administrators

UsersclassifiedasanΨ!ŘƳƛƴƛǎǘǊŀǘƻǊΩΣhavefull rightsto setup andedit everything

in the systemςincludingUsersandPasswords.

AlthoughNovtelallowsfor an unlimited numberof Administratorsto be created,

we recommend that the number is limited by your Companyfor the simple

reasonof control andsecurity.
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Supervisors

ASupervisorhasthe ability to:

V Setup Printersettings.

V Opennewshiftsfor Userswhenapplicable.

V Performthe Supervisorcash-up processςwhichsendstheǎƘƛŦǘΩǎdatato Pastel

or Evolution.

V ReleaselockedUserpasswords.

V Issuecredit notes.

V Producevariousreports.

V Tracktransactionsasit isprocessedby the FrontDeskpersonnelin real time.

V Re-opena shift whichwasaccidentallyandprematurelyclosedby a User.

V Approveor denyactionsthat requiresa{ǳǇŜǊǾƛǎƻǊΩǎpermissionto continue.

Thisis the screenthe Supervisorwill accesswhenenteringtheir password.
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MasterSupervisor

AΨaŀǎǘŜǊ{ǳǇŜǊǾƛǎƻǊΩissetup for the solepurposeof managingcash-upson behalfof other Supervisors.

TheΨaŀǎǘŜǊ{ǳǇŜǊǾƛǎƻǊΩhasthe followingcapabilitiesandlimitations:

1. Theywill be ableto log in asanyother supervisorwith anactiveshift in order to completethe supervisorcash-up on their behalf.

2. Cannotissuecredit notesor performanyother actionon another{ǳǇŜǊǾƛǎƻǊΩǎshift, other than:

V PrintingShiftReports

V AndperformCash-ups

3. CannotaddUsersto their own shift

4. Cannotaccessthe shift of a POSUser

Allow SupervisorAccessto UserShifts

Theoption toΨ!ƭƭƻǿSupervisorAccessto User{ƘƛŦǘǎΩoption isonlyactiveonΨ{ǳǇŜǊǾƛǎƻǊΩUserprofiles.

Whenthe option is selected,the normal Supervisor(NOTthe Master Supervisor) will haveaccessto the openshiftsof RestaurantUsersin

order to log into their shiftsandperformtransactionson their behalf.

Pleasenote that we do not recommendthis, aseachUseris responsiblefor their own takingsat the endof their shift.
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CustomUsers

AstheΨ{ŜǘǳǇΩandΨ9ŘƛǘΩmenusareavailablefrom the Grid,it is recommendedthat all

FrontDeskUsersbeclassifiedasΨ/ǳǎǘƻƳΩUsersandsomepermissionsbe restricted.

Thereasonbeingthat if not restricted,the Userscanaccessinformation and settings

whichmustonly be accessedby personsin authority, suchastheŦŀŎƛƭƛǘȅΩǎOwner; CEO

or top-levelManagers.

Whenanoption isunticked, it meansthat the CustomUserswill not haveaccessto it.

Pleaseconsiderthe optionscarefullyanduntick the requireditems.

Theoptionsareto restrict the ability to:

¶ Editor createRooms; Branches; ChargesandGuestTariffs

¶ UpdateInvoices

¶ Selecta NovtelDatabase

¶ Changethe Interfacesettings

¶ Accessthe CompanySetupsettings

¶ Access; edit or createUserMasterFilesandpasswords

¶ Un-updateInvoicesandmakingchangesto a previously invoicedbooking

¶ IssueCreditNotes
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ThePastel/ EvolutionTab

Dependingon Novtelbeingintegratedwith PastelPartneror Xpress,ORSageEvolution,

the 3rd tab will be displayedaseitherΨtŀǎǘŜƭΩorΨ9ǾƻƭǳǘƛƻƴΩ.

When your systemis not activated for the use of Ψaǳƭǘƛ-Stores/ ²ŀǊŜƘƻǳǎŜǎΩΣthe

Ψ5ŜŦŀǳƭǘ{ǘƻǊŜΩis applicablefor all Usersas the Ψ{ŜǊǾƛŎŜ; Restaurant; Bar; and Shop

Multi-{ǘƻǊŜǎΩ.

However: As Multi Stores / Warehousesare set up in our system, the relevant

Warehouseisselectedfor eachoption individually.

Selectthe specificUserin Pastelor Evolutionto whom this¦ǎŜǊΩǎdocumentsmust be

imported.

Select theΨ5ŀƛƭȅTakingsControl!ŎŎƻǳƴǘΩin Pastelto whichthis¦ǎŜǊΩǎtransactionsare

to be imported, if a CUSTOMaccountis required. 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 dedicatedΨ!ƎŜƴǘ/ƻŘŜΩcanbe linked

per UserMaster File,and when the Userperformstransactionsin the Novtel System,

their AgentCodewill automaticallybe linkedto eachtransactionthey perform.
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In a company where one User may work in different

Departments,a Userprofile is neededfor eachareain order to

unlockthe specificDepartmentmenu.

Novtelhasthe ability to link all UserProfilesfor a singleperson

to a MasterProfile.

This entails that an existingprofile is classifiedas the Master

Profile,andall other UserProfilesfor this personare linkedto it.

Whenlogginginto the systemwith theΨaŀǎǘŜǊtǊƻŦƛƭŜΩpassword

or fingerprint, the Departmentwherethe Userisworkingon the

specificday,is selectedin order to unlockthe part of the system

to whichthe Usermusthaveaccess.

TheMasterPasswordFunctionality
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Anewshift isopenedby the Supervisorwhena Userison duty.

A shift number is linked to the ¦ǎŜǊΩǎname which is date and time

stamped.

All activityby this Userduringtheir shift is recordedandvariousreports

areavailableto the AdministratorandSupervisor.

In this case,ShiftΨ{C¢00048Ωis linkedto Rita,andthe shift startedon 17

October2019at 09:44, andwascashedup on the 24th of October2019

at 08:10.
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OpeningaShift

Pleasenote that Front Deskpersonnelwill not evenbe able to raisea depositwithout an

openshift linkedto their username.

Therefore,the Supervisorwill log into the systemand clickon theΨSupervisorOpenShiftΩ

button whenno other openshiftsarepresent.

Shouldeither open or closedshifts be displayedin this window, theōǳǘǘƻƴΩǎcaptionwill

read:Ψ{ǳǇŜǊǾƛǎƻǊEdit{ƘƛŦǘΩ.
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All availableUserswithout anopenshift at present,aredisplayedin the left-

handsideof this screen.

Toselecta User,simplydoubleclickon their Username.

Immediately,the selectedUserwill be displayedin the right-handsideof the

window. Repeatthe processfor all other relevantUsersandclickΨ!ŎŎŜǇǘΩ.
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The User for whom the shift was opened,doesnot yet displayin this window,

sinceshehasnot yet loggedinto the system.

When Rita logs into Novtel, her Usernameis displayedat the bottom left-hand

sideof the screen,belowthe Grid.
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Viewing the Supervisorscreen after Rita has logged into Novtel with her

dedicatedpassword,a shift numberhasbeenlinkedto her name,and the shift is

displayedin a pinkbackgroundcolourwhichindicatesthat the shift isopen.

AsRitaperformstransactions,the Supervisorcantrack the actionsby clickingon

the openshift. All transactionsaredisplayedherein real time.
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Acompanywill continuallyaddnewchargesto their Novtelsystemwhenneeded.

Werecommendthat only Administratorswill havethe ability to addchargesto the systemasthe setupis to be donecorrectlyin order to:

V Avoidcashupfailuresat the endof a¦ǎŜǊΩǎshift

V Achievethe correctfinancialpostingresults

POSItem(FrontOffice/Reception)

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

from the Novtelmain grid, mustbe specifiedasaΨth{ƛǘŜƳΩ.

POSItemsarenot linkedto aΨth{/ŀǘŜƎƻǊȅΩ.
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Whenthe option is tickedtoΨ/ǊŜŀǘŜItem intŀǎǘŜƭΩΣandthe chargeis saved,it

will be imported to Pastel. Pleasenote that the specificΨLƴǾŜƴǘƻǊȅDǊƻǳǇΩcan

be selected to which this item is to be linked, and the applicableΨaǳƭǘƛ

Store(s)/ ²ŀǊŜƘƻǳǎŜόǎύΩcanbe selectedbeforeclickingΨ!ŎŎŜǇǘΩ.

Onlywhena chargeis classifiedasa POSitem, will it be availablefor selection

by front officepersonnelto processa salestransactionfrom the grid.
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RefundableChargeItem

Anychargewhich is refundableto the Customer,is not an income

to the company,andisclassifiedasaΨwŜŦǳƴŘŀōƭŜChargeLǘŜƳΩ.

Forexample:

AKey/ BreakageDepositwill beclassifiedasa RefundableCharge

Item asit is chargedto the Guestat arrivalςwhichcanbe added

to their reservationautomaticallyif set up; and refunded to the

Guestat departure,once the key was returned to receptionand

the roomfoundto be in orderduringcheck-out.
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Chargesto beLinkedto anAccommodationPackage

AccommodationPackagescanbe addedto GuestTariffMasterFiles.

Pleasenote:

Chargesadded to the AccommodationPackageare limited to menu items only, and

the price is includedin the AccommodationTotal.

Onthe ChargeMasterFile,the followingclassificationsareavailable:

The default setting is ΨbƻǘMeal ¢ȅǇŜΩand selecting the
correct Meal Typeis necessarywhen includingthe specific
chargeaspart of anΨ!ŎŎƻƳƳƻŘŀǘƛƻƴtŀŎƪŀƎŜΩ.

The Meal Type classificationis used to group meal types
together in order to give the guest the option to select
different mealsrelated to the meal typeςif set up on the
AccommodationPackage.

Novtel will read this classification when the meal is

redeemedin the restaurant.

The classificationselectedhere, will also be displayedon

the charge item line when linked to an Accommodation

Packageon the GuestTariffscreen.
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VoucherCharges

A singleVoucherchargecan be created,and the Ψ/ǳǎǘƻƳ

wŀǘŜΩoption selectedin order to sell it at a specificamount

ςasrequestedby the Guest.

TheVoucherwill be classifiedas:

1. AΨth{LǘŜƳΩin theΨtǊƻǇŜǊǘƛŜǎΩtab in order to be

soldfrom the Front5ŜǎƪΩǎPOSsystem

2. A Voucher Item in the Ψ±ƻǳŎƘŜǊΩtab, and the

relevantsettingsenteredandselected

A specificperiodcanbe linkedto it within which it canbe

redeemedat the selecteddepartments. The date upon

whichit issold,isday1.

If the voucheris valid for 365 days,the last day it canbe

redeemed,ison day365.
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Within the set time period,the vouchercanbe redeemedat one

of the alloweddepartmentsasa method of payment,usingthe

Ψ±ƻǳŎƘŜǊbǳƳōŜǊΩasprinted on the VoucherDocument.

The redeemed Voucher total will be displayed on the

ǊŜǎŜǊǾŀǘƛƻƴΩǎCƛƴŀƴŎƛŀƭΩtab asindicatedhere.
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Thereare multiple ways in which rates can be set up in

Novtel. However: to activate the option to useΨ{ŜŀǎƻƴǎΩ

aswell asΨ/ƘƛƭŘwŀǘŜǎΩΣtheseoptionsmust be selectedin

theΨCƛƴŀƴŎƛŀƭΩtab of theΨ/ƻƳǇŀƴȅς{ŜǘǳǇΩscreen.

In theΨtǊŜŦŜǊŜƴŎŜǎΩtab, customcaptionscanbe allocated

to be displayedon the GuestTariff MasterFile,aswell as

on Reservations.
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Seasonalratescaneither be set up per room or per person,or both on the Guest

TariffMasterFile.

Ratescanbe set up for yearsin advanceif required,anda completehistoryof how

the rateshavechangedcanbeobtained.

If anAccommodationPackageis linkedto the GuestTariff, itemsthat form part of

the accommodationpackagewill be redeemableagainst the Accommodation

total at the RestaurantModule.

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

Chargesaddedto the AccommodationPackageare limited to menu items only,

andthe priceis includedin the AccommodationTotal.

Forexample:

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

included,then:

V R525.00will be allocatedto accommodation

V AndR125.00 isallocatedto the Restaurantwhenthe item is redeemed
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All rentablefacilitiesarecreatedasΨwƻƻƳǎΩ. Examplesincludethe following:

V HotelRooms

V Chalets

V CampingSpots

V ConferenceFacilities

V WeddingVenues

V Amphitheatre

Roomscanbe addedandeditedat anytime but canonly be deletedif it has

not beenlinkedto a reservationyet.

TheRoomCodeon the Grid is displayedin the colourof the

Branchlinkedto it.
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A Detaileddescriptionof the room can be added in the Ψ5ŜǘŀƛƭǎΩtab, and the

maximumnumberof peopleto be accommodatedin the room is determinedby

the numberof bedsselected.

When a reservation is made for the room, the maximum number set here,

cannotbeexceeded.

Ratescanbe set in theΨCƛƴŀƴŎƛŀƭΩtab, but is not usedat all when

seasonsandchildratesaresetup on the GuestTariffs.

TheVatRateis derivedfrom the option selectedon globallevelin

the CompanySetup screen, but can be altered on the room

masterfile if required.

Thedefault rate to be chargedas derived from the GuestTariff,

will be calculatedbasedon the selection of either the ΨwƻƻƳ

wŀǘŜΩΣor theΨtŜǊtŜǊǎƻƴΩrate.
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In the UserDefinedFieldstab, custominformationcanbeadded.

Novtel also incorporates a Reminder System. Reminders

regardingthe roomcanbesetup andthe datesethere.

The Pastel Interface Tab will display the Pastel

Inventory Code to which financial information is

postedwhenthe roomis rented.

A PastelCostCodecanalsobe linkedto the Roomto

determinethe costof a roomwhenrented.



Page 41

In theΨCƛȄŜŘAdditional/ƻǎǘΩtab, chargesto be billed automatically

whenever the room is reserved,can be added here, such as the

ΨwŜŦǳƴŘŀōƭŜKey/ .ǊŜŀƪŀƎŜΩdeposit; nationalparkfees,etc.

In the Ψ!ŎǘƛǾƛǘȅ¢ǊŀŎƪŜǊΩtab, a Ψ[ƻŎŀǘƛƻƴΩ; ΨDǊƻǳǇƛƴƎΩoption and

Ψ!ŎǘƛǾƛǘȅ5ŜǎŎǊƛǇǘƛƻƴΩcanbe linkedper room.

Theseare automaticallydisplayedon a quotation for reservations

whenthe roomisaddedto the quote.

When the quotation is acceptedand converted into a reservation,

the detailswill alsoappearon theΨ!ŎǘƛǾƛǘȅTracker/ Function{ƘŜŜǘΩ.



Customers / Guests

Page 42

Hospitality Management

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



Page 43

In the HospitalityIndustry,Customersςin reality - arecalledGuests. However: TheNovtelsystemrefersto theseGuestsasCustomers.

TheGuestis the personliablefor the invoiceissuedfor the Reservationandall other costsincurredduringthe reservationperiod.

ThesecostsmayincludeΨƛƴ-ƘƻǳǎŜΩRestaurant; Baror Shopchargesallocatedto theƎǳŜǎǘΩǎreservation.

Examplesof Customersmayincludethe following:

V IndividualGuestswho haseither madea reservationin advanceand paid a depositto confirm the booking,or hasarrivedasaΨǿŀƭƪ-ƛƴΩ

guestandcheckin immediatelyuponmakingthe reservation.

V CorporateGuestsusingthe facilitywhentravellingfor business.

V TourOperatorsreservingmultiple roomsfor a tour group.

V WeddingGuestsor ConferenceAttendeesattendinga functionheldat your facility,andarebookedfor accommodationtoo.

V Monthly Customers- suchasemployees- makinguseof StaffAccommodation.

1. In Novtel,a Customercanbe linkedto a specificCustomerCategory

ςas set up in the financialsystemςand for which POSdiscounts

canbe administrated.

RentalStatisticReports(Accommodation)canalsobe obtainedfor

Customerslinked to a specific Customer Category,and over a

selectedperiodof time.

2. A Countryis linked to a CustomerMaster File,and rental statistics

per countrycanbe obtained.
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3. Whena Customeris addedto Novtel,and the Multi -Currencymoduleis activatedandsetupin the financialsystem,the

/ǳǎǘƻƳŜǊΩǎpreferred currencycan be selectedhere. The Novtel Invoice is produced in RandValue,but the Pastel/

Evolutioninvoiceisproducedin the selectedcurrency,andaccordingto the currentexchangerate.

4. TheNovtelΨCƻǊŜƛƎƴ/ǳǊǊŜƴŎȅΩdevelopmentwasdoneon requestof a specificclient.

All of their accommodationtariffs; huntingandphoto safaripricesarequoted in Euro. Thefixedrate is to be displayedon

the ΨCƻǊŜƛƎƴ/ǳǊǊŜƴŎȅΩCorporateinvoicesand Group reservationstatementsςwhich will be additional to the normal

CorporateandGroupinvoiceandstatementsin SouthAfricanRand.

Theuseof theΨCƻǊŜƛƎƴ/ǳǊǊŜƴŎȅΩfeaturewill only be relevantwhen:

V Additional Costis addedto a groupreservation.

V Only for customers/guestsfor which the ΨCƻǊŜƛƎƴCurrencyFor5ƛǎǇƭŀȅΩoption is set to any other option than

ΨIƻƳŜ/ǳǊǊŜƴŎȅΩ.

V Theoption is activatedon the/ǳǎǘƻƳŜǊΩǎMasterFiletoΨ5ƛǎǇƭŀȅForeignCurrencyon GroupLƴǾƻƛŎŜκ{ǘŀǘŜƳŜƴǘΩ.
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5. Aspecificsetof TermsandConditionscanbe linkedto the Customerandif setup, the

TermsandConditionswill be displayedon the/ǳǎǘƻƳŜǊΩǎReservationStatement.

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 accessit andadda custommessagebeforesendingthe email.

²ƘŜƴ ǘƘŜ /ǳǎǘƻƳŜǊΩǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛǎ ŜƴǘŜǊŜŘ ƻƴ ǘƘŜ /ǳǎǘƻƳŜǊ aŀǎǘŜǊ 
File, the email address will be added to the email automatically.
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TourOperators

Tour Operatorstypically combinedifferent aspectsof a holiday in one packagedeal, which may include flights; travel by coach; accommodation;

sightseeing; selectedor all meals,andsometimesevenservicecharges.

Most companiesin the Hospitalityindustrywill havespecialarrangementswith variousTourOperators.

TourOperatorswill typicallymakereservationsfor their guestsat your facility.

TheGuestwill then receiveaninvoicefrom the TourOperatorat yourŦŀŎƛƭƛǘȅΩǎnormal tariff .

However,the TourOperatorwill automaticallyreceivediscountedpricesςassetup on the Customermasterfile - andwillΨŜŀǊƴΩthe differenceasan

income.

TourOperatordiscountsaresetup on theΨ¢ƻǳǊhǇŜǊŀǘƻǊΩǎΩMasterFile,andper ReservationType.

Onlyif a CustomerisclassifiedasaΨ¢ƻǳǊhǇŜǊŀǘƻǊΩΣtheΨ¢ƻǳǊOperator5ƛǎŎƻǳƴǘΩtab will be activated.

In Novtel,4 pre-createdΨwŜǎŜǊǾŀǘƛƻƴ¢ȅǇŜǎΩareavailable,namely:

V BedOnly

V BedandBreakfast

V All Inclusive

V FullComplimentary

TheseΨwŜǎŜǊǾŀǘƛƻƴ¢ȅǇŜǎΩaredisplayedin theΨwŜƴǘ5ƛǎŎƻǳƴǘǎΩsectionof this screen.

Discountpercentagescanbe setup for each,andto be appliedto a singleday,and/or multiple daysreservation.
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ShouldmoreΨwŜǎŜǊǾŀǘƛƻƴ¢ȅǇŜǎΩbe added by the System

Administrator, it will also appear in this window and

discountpercentagescanbe seton thosetoo - if applicable.

Discount percentagescan also be set up for specifically

selectedchargesif applicable,and will only be allocated

whenthe TourOperatorisbilled for it directly.
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RestaurantandDietSettingscanbe enteredon:

V Individualreservations

V Globallyon GroupReservations

Novtelmakesprovisionfor thesemealoptionsto be selectedwhereapplicable:

V Breakfast

V Lunch

V Dinner

V LunchPacks

SpecialDietaryNotescanbe entered,and whichwill displayon

the Restaurantand Diet Report next to eachperson linked to

the reservation, such as food allergies and other special

preferences.
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Reservationson the Grid are colour coded to easily track the status of the

reservations.

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

glancingon the Novtel grid. Eachtime aǊŜǎŜǊǾŀǘƛƻƴΩǎstatusis amended,it will

appearin a different colour.

Note:

ONLYif the checkboxesnext to the following statusesbelow the grid, are ticked,

will the reservationscontainingthe selectedstatus,bedisplayedon the grid.

1. Cancelled

Any reservationlinked to theΨCancelledΩstatus,shouldnot be displayedon

the grid, sincethe reservationwill not be honoured. But shouldthe option

be selectedto be displayed,theǊŜǎŜǊǾŀǘƛƻƴΩǎstatuscolouris light grey.
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Provisional

Areservationhasbeencreated; andthe roomisonly reservedfor the selectedperiod.

Adepositmight havebeenraised,but the reservationisnot yet confirmedwith a depositpayment.

Confirmed

A reservationisΨConfirmedΩonce the Guesthaspaid either the full, or partial

depositamountasraisedon theǊŜǎŜǊǾŀǘƛƻƴΩǎDepositTab.

Themoment that the deposit is receipted,the statusis changedby the system

automatically.

In-House

The Guest has checked in on the day of arrival, and the

reservationstatusisΨIn-HouseΩ.

Pleasenote that this is a manual processperformed by the

Receptionist.
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Departed

TheGuesthascheckedout on theǊŜǎŜǊǾŀǘƛƻƴΩǎenddateandthe status

isΨDepartedΩ. It will remainassuchuntil the balanceissettled in full.

Fully Paid

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

balancespresent.

Thestatusof the reservationis thereforeΨCǳƭƭȅPaidΩ.

Non-Rev

Any reservation linked to this status is

complimentaryandno GuestTariff ischarged.

AΨNon-RevenueΩreservationmust be authorizedby

yourŎƻƳǇŀƴȅΩǎmanagementsincethe Guestwill be

stayingfor free for the entire reservationperiod.
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Theprocessof reservinga singleroomisaseasyas: Click; Hold; DragandRelease.

In the columnςrepresentingtheǊŜǎŜǊǾŀǘƛƻƴΩǎstart date, and in the row next to

the required roomςclick; hold the mousebutton down; drag the cursor to the

ǊŜǎŜǊǾŀǘƛƻƴΩǎenddate,andreleasethe button.

During the process,a purple line will appearςrepresentinga new reservation

linkedto theΨtǊƻǾƛǎƛƻƴŀƭΩstatus.

Uponreleasingthe mouse,theΨwŜǎŜǊǾŀǘƛƻƴ5ŜǘŀƛƭǎΩwindow is openedfirst, and

then theΨ/ǳǎǘƻƳŜǊǎΩwindow.

1. NewGuest

In the casewhere a new Guestis reservinga room, a Guestmasterfile canbe

createdfrom this window by clickingΨ!ŘŘbŜǿΩ. After savingthe Guestto the

system,their accountcanbe selected.

2. ExistingGuest

AnexistingGuestcanbesearchedfor by either:

ü SelectingtheΨbǳƳōŜǊΩoption andenteringtheDǳŜǎǘΩǎaccountcode;

ü Or selecting the Ψ5ŜǎŎǊƛǇǘƛƻƴΩoption and entering the DǳŜǎǘΩǎ

descriptionascreatedon their masterfile.

Eitherway,the systemwill highlightthe matchingcriteria after whichthe Guestis

selectedby clickingΨ{ŜƭŜŎǘΩ.
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TheGeneralTab

TheΨwŜǎŜǊǾŀǘƛƻƴ5ŜǘŀƛƭǎΩwindowisnow displayedandlinkedto:

V TheselectedΨ/ǳǎǘƻƳŜǊΩǎΩaccount

V Theroomfor whichthe reservationwasmade

V Andthe ArrivalandDeparturedatesasselectedon the Grid

Toaccessthe window containingall pre-createdΨDǳŜǎǘ¢ŀǊƛŦŦǎΩΣclick

on the searchoption in theΨDǳŜǎǘ¢ŀǊƛŦŦΩfield.

V Pleasenote that these tariffs cannot be edited or created

from theΨ{ŜƭŜŎǘGuest¢ŀǊƛŦŦΩwindow.

TheapplicableGuestTariff can now be searchedfor by either the

Ψ/ƻŘŜΩorΨ5ŜǎŎǊƛǇǘƛƻƴΩsearchoptions; selectedby clickingon it and

then clickingΨ!ŎŎŜǇǘΩ.
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Immediatelythe selectedΨDǳŜǎǘ¢ŀǊƛŦŦΩhasbeen inserted

on the reservationandtheΨwŜǎŜǊǾŀǘƛƻƴ¢ȅǇŜΩlinkedto the

GuestTariff,isalsoinsertedautomatically.

An official reservationnumber is only allocatedoncethe

reservationissaved.

Thefollowingcanbeenteredon the reservation:

1. OrderNumber

Only if an order number is suppliedby a guest,it will be entered here and is

ultimately displayedon theDǳŜǎǘΩǎinvoice. If not applicable,this field is left

blank.

2. HousekeepingNotes

Any notes entered in this field will be displayedon the dailyΨIƻǳǎŜƪŜŜǇƛƴƎΩ

report andfor the attention of the HousekeepingStaffexclusively.

Shoulda Guestrequestadditional towels,blankets,pillows or complimentary

coffee sachets; does not wish to be disturbed before a set time in the

morning, or any other need for which the Housekeepingstaff could be

responsible,a detailednote iscapturedhere.
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3. VehicleRegistrationandDescription

Sinceindividual Guestswill mostly arrive by means of either their own vehicle or a rental vehicle, the ǾŜƘƛŎƭŜΩǎ

descriptionand registrationnumber may be required by your company. Shouldthe ǾŜƘƛŎƭŜΩǎregistrationnumber and

descriptionbecapturedhere,it will bedisplayedon theΨDŀǘŜArrivalListingwŜǇƻǊǘΩprinted for the specificarrivaldate.

4. Arrival Memo

Thememoenteredin this field, will bedisplayedon theΨ/ƻƳƳŜƴǘǎandwŜƳŀǊƪǎΩreport printed for a specificperiod.

In addition,this note will appearon theΨIƻǳǎŜƪŜŜǇƛƴƎwŜǇƻǊǘΩon the dayof theDǳŜǎǘΩǎarrivalaswell.
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5. Thenumberof AdultsandChildren

Sincea statisticalvalue is linked to the number of people to visit the facility over a

period of time, it is important to always enter the number of people on the

reservationςregardlessof the option selectedto bill the rate per person,or per room.

However,when the ΨtŜǊtŜǊǎƻƴΩrate is charged,the number of Adults and children

enteredon a reservation,will determinethe invoicetotal for accommodationcharges.

Usingthe option to bill customchild rates, the number of childrenmust be selected

under the applicableΨ/ƘƛƭŘwŀǘŜǎΩagegroup caption. Thecombinedtotal of children

will then automaticallybe displayedin the field containingthe number of children -

situatedto the left of the screen.

6. CollectionandDepartureAddresses

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 specificaddressesareenteredhere.

When the dailyΨ!ǊǊƛǾŀƭwŜǇƻǊǘΩis printed for the specificday thisDǳŜǎǘΩǎreservation

starts, the details entered in the Ψ/ƻƭƭŜŎǘƛƻƴ!ŘŘǊŜǎǎΩfield will be displayedon this

report.

Likewise: TheΨ5ŜǇŀǊǘǳǊŜwŜǇƻǊǘΩfor the specificdate upon which the Guestis set to

checkout, will displaythe detailsasentered in theǊŜǎŜǊǾŀǘƛƻƴΩǎΨ5ŜǇŀǊǘǳǊŜ!ŘŘǊŜǎǎΩ

field.
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ConfirmationDate

A date can be set by which the reservationmust be confirmed.

This is especiallyuseful when your companymakesuse of the

ΨwŜƳƛƴŘŜǊΩsystem which must be set up by your system

Administrator.

Fordemonstrationpurposes,we haveset up the systemto notify

the Receptionistwheneverreservationsare not confirmedby the

dateset in theΨDŜƴŜǊŀƭΩtab.

Normally, the DǳŜǎǘΩǎdescription will be displayed within the

reservationon the Gridafter beingsaved.

However: Assoonasthe set confirmationdate is reachedand the

Guest has not confirmed the reservation, the ΨtǊƻǾƛǎƛƻƴŀƭΩ

reservation on the Grid will display the words: ΨhǾŜǊŘǳŜ

/ƻƴŦƛǊƳŀǘƛƻƴΩinsteadof theDǳŜǎǘΩǎdescription.

Status

AǊŜǎŜǊǾŀǘƛƻƴΩǎstatuswill alwaysbeΨtǊƻǾƛǎƛƻƴŀƭΩby default,until:

¶ Adepositpaymenthasbeenreceivedandreceipted;

¶ Or the status is changedto ΨLƴ-IƻǳǎŜΩwhen aΨ²ŀƭƪ-LƴΩGuestarrivesat the

facility; makesthe reservationwhile at receptionandchecksin immediately.
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TheFinancialTab

TheΨCƛƴŀƴŎƛŀƭΩtab displaysthe financialinformationof the reservation.

Accordingto the Guest tariff selected; the number of nights booked, and the number of

peopleenteredin the Generaltab, theΨ!ŎŎƻƳƳƻŘŀǘƛƻƴΩtotal will becalculatedautomatically.

If chargesareaddedto the room by default, it will automaticallybe addedto theǊŜǎŜǊǾŀǘƛƻƴΩǎ

Ψ!ŘŘƛǘƛƻƴŀƭ/ƻǎǘǎΩtab, andinvoicetotal.

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

Restaurantstaff will redeemthe applicablemealsagainstthe reservationςwhichwill reduce

the amountfor accommodation,andwill be addedto theǊŜǎǘŀǳǊŀƴǘΩǎrevenue.

ServiceCharge

If a servicechargeis set upςsuchasthe TourismLevyςand the option is selectedto Ψ!ǇǇƭȅ

Service/ƘŀǊƎŜΩΣNovtel will calculatethe set percentageon the accommodationtotal only,

andaddit to theΨLƴǾƻƛŎŜ¢ƻǘŀƭΩ.

Thischargewill be listedin theǊŜǎŜǊǾŀǘƛƻƴΩǎΨvǳƛŎƪ±ƛŜǿΩandΨ!ŘŘƛǘƛƻƴŀƭ/ƻǎǘǎΩtabs.
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TheDepositsTab

A default deposit percentagemay apply to all reservations,and if

setup, Novtelwill automaticallycalculatethe amountbasedon the

accommodationtotal only.

Pleasenote that a depositpaymentCANNOTbe receiptedin Novtel

if a depositwasnot raisedon the reservation.

Toraisethe deposit,clickon the checkmarkin front of theΨ5ŜǇƻǎƛǘ

wŀƛǎŜŘΩfield.

1. TheΨ5ŜǇƻǎƛǘwŀƛǎŜŘΩfield hasnow turned the colour of the

ΨtǊƻǾƛǎƛƻƴŀƭΩstatus,andthe currentdate(Thedateon which

the depositwasraised)will alwaysbedisplayed.

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

paymentmustbe received.

3. TheΨtŀȅ5ŜǇƻǎƛǘΩbutton is activated. But pleasenote that a

deposit must NEVERbe receipted unless the proof of

payment has been received. We will demonstrate how

depositpaymentsarereceiptedfrom theΨth{Ωmenu.
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TheQuickView Tab

Thistab displaysall itemslinkedto the reservation,andwhichispayableby the Guest.

Thedepositraisedamount,andthe dateon whichit wasraised,isalsoindicatedhere.

At the bottom of the ΨwŜǎŜǊǾŀǘƛƻƴ5ŜǘŀƛƭǎΩscreen, click Ψ!ŎŎŜǇǘΩto save the

reservation,andclickΨ/ƭƻǎŜΩto return to the Grid.

Immediately,the reservationnumber is allocatedand

linkedto theΨtǊƻǾƛǎƛƻƴŀƭΩreservationon the Grid.

Doubleclickingon the reservation,it is opened,and

the reservationnumberiscaptureheretoo.
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Group reservationscan be made and managed

by meansof theΨDǊƻǳǇBulkaŀƴŀƎŜΩfeature.

It is extremelyimportant that the requiredsettingsfor eachGroupindividuallyis

enteredandselectedcorrectly,sincethesesettingswill most definitely affect the

invoiceto the ΨDǊƻǳǇhǿƴŜǊΩΣas well 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 chargesfor ALLreservationslinked to the Group

Á TheGrouphǿƴŜǊΩǎCustomerCodeis the samethan that of all of the

reservationslinkedto the GroupReservation.

Á The Ψ¢ŀǊƛŦŦto wŜǎŜǊǾŀǘƛƻƴΩ(TR) and Ψ/ƘŀǊƎŜǎto wŜǎŜǊǾŀǘƛƻƴΩ(CR)

optionsare inaccessibleandcannotbe selectedsincethe total invoice

is for the GrouphǿƴŜǊΩǎaccount.

Á 1 Invoice will therefore be issued to the Group Owner for all

accommodationand all chargesincurred by the Guestslinked to the

Groupreservation.

Á The deposit is raised on the ΨDǊƻǳǇContainer.ƻƻƪƛƴƎΩand all

paymentsarereceiptedagainstthis bookingspecifically.
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V A person or company will be liable for one or more ǊŜǎŜǊǾŀǘƛƻƴΩǎ

accommodationcostandcharges

¶ When the CustomerMaster Fileof the reservationslinked to

the Group is the same than that of the Group Owner, the

GroupOwneris liable for the paymentof the accommodation

andcharges

¶ Asfor the rest of the reservations,the CustomerCodediffers

and therefore the Ψ¢wΩand Ψ/wΩoptions are activated. If

selected,it will causean invoiceto be issuedto the individual

Guestsundertheir own CustomerCode.

¶ The deposit for reservationswith the same CustomerCode

than the Group Owner, is raised on the ΨDǊƻǳǇContainer

.ƻƻƪƛƴƎΩand all paymentsare receiptedagainstthis booking

specifically.

¶ Depositsfor the Guestswith a different CustomerCodethan

the GroupOwner(and theΨ¢wΩtick is selected)are raisedon

the individual reservations,and not on the Group Container

Booking. All payments are receipted on the reservations

individually.



Page 67

V A personor companywill be liable for the accommodationof

all reservationslinked to the Group, but none of the charges

incurred

¶ If the CustomerCode of the Reservationsare the same

than that of the Group Owner, the Group Owner will be

liablefor the paymentof the accommodationandcharges.

¶ Shouldthe linkedǊŜǎŜǊǾŀǘƛƻƴǎΩCustomerCodesdiffer from

that of the Groupowner, and the Ψ/wΩoption is selected,

but not theΨ¢wΩcheckbox,the GroupOwnerwill be liable

for the payment of the Accommodation,but not the

Chargesincurredby the Guest.

¶ The Group Owner will receive an invoice for the

Accommodationof all reservations,while the Guestswill

receivean invoicefor all chargesincurred.

¶ Thedepositis raisedandreceiptedon the GroupContainer

Booking.
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V A personor companycanbe liable for all chargesincurred by

the Guests linked to the group, but not for the

accommodation.

¶ When the CustomerCodeof the reservationlinked to

the Group differs from the that of the Group Owner,

and theΨ¢wΩoption is selected,the Guestwill be liable

or the paymentof their own accommodation.

¶ If theΨ/wΩoption is not selected,the GroupOwnerwill

receive an invoice for all chargesbooked against the

Group.

¶ The Deposit will be raised and receipted on the

individual reservationsfor which a different Customer

Codewasselected.
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Fromthe GroupBulkManagewindow, all reservationslinked to the Groupcanbe managedsimultaneously.

Thefollowingactionscanbeapplied:

V Bookingscanbe movedto a different 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 cansimplybeaddedto the specificreservation.

V EventTicketscanbe issuedto the Groupif the chargewasaddedto the GroupDetailswindow and

the quantity set.

V Eitherselectedbookings,or the entire GroupBookingcanbe cancelledfrom this screen.
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For demonstration purposes, we have linked all

reservationsto the sameCustomerCode.

Therefore, a single invoice will be issued to the Group

Owner for all accommodationand extra chargesincurred

by the Guestslinkedto the Group.

The reservationson the Grid is displayedin the colour of

the ΨtǊƻǾƛǎƛƻƴŀƭΩstatus,and moving the cursor acrossany

of the reservations,the info areabeneaththe Griddisplays

the Groupinformationandthe currentGroupBalance.

All of thesereservations,are linkedto GroupNr 104.
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Nowpleasenote that whenthe roominglist is finalizedand

the GroupOwnersendsthe namesof eachGuestlinked to

the Group,the Guestdescriptioncanbe overtypedon the

ΨDǊƻǳǇBulk aŀƴŀƎŜΩscreen without compromisingany

settings.

Thisis ONLYdone when the GroupOwner is liable for the

paymentof the accommodation.

When saved, the altered Guest Descriptions per

reservationwill bedisplayedon the Grid.



Page 72

RaisingGroupDeposits

Toraisea depositon the GroupContainerBookingwhenthe GroupOwneris liablefor the payment

of the accommodationof 1 or morebookingslinkedto the Group,

And/ OR

Whena Guestςlinked to the Group- is liable for the paymentof their own accommodation,and

therefore liablefor the paymentof a depositto confirmtheir booking - clickonΨ9ŘƛǘςDǊƻǳǇΩ.

TherelevantGroupcannow be searchedfor andselected.

Pleasenote that no changescan be made to the Group

Bookingwithout first clickingon theΨ9ŘƛǘΩbutton.
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In this case,theΨDǊƻǳǇhǿƴŜǊΩis liablefor the paymentof

the accommodationand all chargeslinked to the Group,

astheΨ¢¢wΩandΨ/¢wΩcolumnsdisplayanΨbΩnext to each

reservationto indicate that the Guestsare not liable for

anypaymentto our facility.

Toraisethe combineddepositfor all reservationslinkedto

the group, the ΨDǊƻǳǇ/ƻƴǘŀƛƴŜǊΩbookingis accessedby

doubleclickingon it, or selectingit andclickingΨ5ƛǎǇƭŀȅΩ.

Immediately,the GroupContainerBookingis opened,and

the depositcanbe raisedin theΨ5ŜǇƻǎƛǘǎΩtab by clicking

on the checkmarkin front of theΨ5ŜǇƻǎƛǘwŀƛǎŜŘΩfield.
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Thedate upon which the depositwasraisedis indicatedin theΨ5ŜǇƻǎƛǘwŀƛǎŜŘΩfield, and the

dateby whichthe depositisdue,is to beselected.

Onceagain: If the depositwasnot yet received,theΨtŀȅ5ŜǇƻǎƛǘΩbutton mustNOTbeselected.

NowclickΨ!ŎŎŜǇǘΩto savethe actionandclosethe reservation.

TheGroupContainerBookingnow indicatesthat a depositof R23184.00wasraised.

Tosavethe changes,clickΨ{ŀǾŜΩandclosethe GroupBooking.
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Onlyoncea depositwasraised,canit be receipted. Andoncereceipted,theǊŜǎŜǊǾŀǘƛƻƴΩǎstatuswill changetoΨ/ƻƴŦƛǊƳŜŘΩautomatically.

Pleasenote that if the statuswaschangedtoΨ/ƻƴŦƛǊƳŜŘΩmanually,a depositCANNOTbe raisedon a booking. In order to do so,the status

mustfirst bechangedbacktoΨtǊƻǾƛǎƛƻƴŀƭΩ; the actionsaved,andonly then the depositcanbe raisedwhenthe reservationisedited.

Deposits for both individual and group reservationsare

receiptedby clickingon the arrow next to theΨth{Ωmenu

andselectingtheΨ5ŜǇƻǎƛǘǎΩoption.
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IndividualReservations

Whenreceiptinga deposit for an individualreservation,theΨwŜǎŜǊǾŀǘƛƻƴbǳƳōŜǊΩoption

is selected. Clicking on the ΨǎŜŀǊŎƘΩoption in the ΨwŜǎŜǊǾŀǘƛƻƴbǳƳōŜǊΩfield, all

reservationsfor whicha depositwasraised,aredisplayed.

Searchfor andselectthe applicablereservationfrom the list.

1. Thereservationnumber and Guestlinked to it will immediatelybe displayedin the

left-handsideof the window,andthe amountraisedon the reservationis displayedin

theΨ!ƳƻǳƴǘwŀƛǎŜŘΩfield.

2. Unlessan amount is entered in theΨtŀȅƳŜƴǘwŜŎŜƛǾŜŘΩfield, theΨ!ŎŎŜǇǘΩbutton will

not activate.

V Pleasenote that the amount does not have to match the payment due

amountin order to issuea receipt. Thepaymentamountcanbe lessthan the

ΨtŀȅƳŜƴǘ5ǳŜΩamount.

However: Should an amount in excessof the ΨtŀȅƳŜƴǘ5ǳŜΩamount be

entered,Novtelwill issuechangeandwill not keepthe amountasa credit.

V More than 1 depositreceiptcanbe issuedper reservationif required.

3. Thepaymentmethod,asreceivedform the Guest,must be selectedhere in order to

obtain the correctresultsduringthe Cash-up procedure.

4. Toprint the receipt,clickΨ!ŎŎŜǇǘΩ.
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Thedepositreceiptdisplaysthe followinginformation:

Ç Theroom linked to the reservation; TheCustomer; Thereservationnumber; TheMethod

by whichthe paymentwasreceived,andthe detailsassociatedwith the payment.

Ç Thepaymentamountreceived.

Ç TheStaffmemberwho hasperformedthe transaction; Thedate upon which the payment

occurred; Theexact time accordingto yourǇŎΩǎsettings; The Shift number linked to the

Userloggedinto Novtel,andthe ReceiptNumber.

Closingthe DepositReceiptingwindow, theǊŜǎŜǊǾŀǘƛƻƴΩǎcolour and statuswill AUTOMATICALLY

changeto that of theΨ/ƻƴŦƛǊƳŜŘΩstatus.

IndividualReservations
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Movingthe cursoracrossthe reservationon the Grid,the followingdetailswill be

displayedbelowthe Grid:

V TheDepositPaidamountis indicatedasper the amountenteredon the

Receipt.

V TheReceiptTotal is alsodisplayed- asreceivedfrom the Guestfor this

reservation.

V And theΨwŜǎŜǊǾŀǘƛƻƴ.ŀƭŀƴŎŜΩςdisplayedin red - is theΨLƴǾƻƛŎŜ¢ƻǘŀƭΩ

MINUStheΨwŜŎŜƛǇǘ¢ƻǘŀƭΩwhichthe Guestwill settle uponarrival.

Accessingthe reservation and proceeding to the

Ψ5ŜǇƻǎƛǘǎΩtab, the Ψ5ŜǇƻǎƛǘtŀƛŘΩfield is displayedin

the colour of the Ψ/ƻƴŦƛǊƳŜŘΩstatus,and the amount

paidis indicatedbelowit.

IndividualReservations
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DepositPaymentonReservationsLinkedto aGroupBooking

Whether a Group Owner is liable for the payment of the deposit raised on the

GroupContainerbooking,or the Guestslinkedto a Groupare liablefor the payment

of the depositraisedon their booking,theΨDǊƻǳǇbǳƳōŜǊΩoption isselected.

Thesearchoption in theΨDǊƻǳǇbǳƳōŜǊΩfield givesaccessto all Groupsfor whicha

depositwasraised. Searchfor andselectthe applicableGroupNumber.
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DepositPaymentonReservationsLinkedto aGroupBooking

Thespecificreservationnumberςlinkedto the groupςfor

whicha depositwasraised,is requiredto continue.

In this case, a deposit was only raised on the Group

ContainerBookingsincethe GroupOwneris liable for the

paymentof all costs.

Therefore,only this reservation is displayedhere and is

selected.

The amountςas receivedfrom the Guestςis

entered in theΨtŀȅƳŜƴǘwŜŎŜƛǾŜŘΩfield, and the

applicablePaymentmethodisselected.

ClickingΨ!ŎŎŜǇǘΩΣthe DepositReceiptis produced,

listing the DǊƻǳǇΩǎdetails; the payment method

used; the payment amount received, and the

Staffmemberperformingthe transaction.
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Closingthe DepositReceiptwindow, all reservationslinkedto GroupReservation104,

hasautomaticallychangedto theΨ/ƻƴŦƛǊƳŜŘΩcolourandstatus.

Movingthe cursoracrossanyof thesebookingson the Grid,the following information

isdisplayedbelowthe Grid:

V TheGroupDepositamountpaid

V TheGroupReceiptTotal

V Andthe BalanceDueamountindicatedin red

Accessingthe ΨDǊƻǳǇ5ŜǘŀƛƭǎΩwindow and proceedingto the

ΨvǳƛŎƪ±ƛŜǿΩtab, the paymentprocessedisdisplayedhere.



Guest Check-In and 

the In-House Status
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Onlyoncean individualGuestor anentire Grouparrivesat the facility,will they be checkedin on Novtel.

Fromthe momenttheir reservationisΨLƴ-IƻǳǎŜΩwill they be ableto chargeitemsto their reservationfor paymentupondeparture.

IndividualReservations

For individualreservations,the check-in procedureis a very

simpleandeasyprocess.

¶ Simplyright clickon the applicablereservation

¶ Movethe cursoracrossΨ{ǘŀǘǳǎΩ

¶ AndselectΨLƴ-IƻǳǎŜΩ
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Immediately,the systemrecognizesthat a deposit payment for this reservation

hasbeenreceipted,andwill communicatethe following:

ΨLƴorder to changethe statustoΨLƴ-IƻǳǎŜΩΣthe depositmust first be applied. Do

youwish to apply theŘŜǇƻǎƛǘΚΩ

Should the ReceptionistselectΨbƻΩhere, the ǊŜǎŜǊǾŀǘƛƻƴΩǎstatus will remain

Ψ/ƻƴŦƛǊƳŜŘΩandwill the Guestnot be reflectedasΨLƴ-IƻǳǎŜΩ.

By clickingΨ¸ŜǎΩΣthe deposit is applied to the reservation instantly, and the

ǊŜǎŜǊǾŀǘƛƻƴΩǎcolourandstatuson the GridchangestoΨLƴ-IƻǳǎŜΩ.
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ViewingthewŜǎŜǊǾŀǘƛƻƴΩǎDepositTab

In order to demonstratehow theǊŜǎŜǊǾŀǘƛƻƴΩǎΨ5ŜǇƻǎƛǘΩtab has

beenaffected, the reservationis openedby doubleclickingon it,

andproceedingto theΨ5ŜǇƻǎƛǘΩtab.

Here,theΨ5ŜǇƻǎƛǘ!ǇǇƭƛŜŘΩfield hasturned the colourof theΨLƴ-

IƻǳǎŜΩstatus,andalsostipulatingwhichSagePastelaccountwas

debited, and simultaneouslycredited the Ψ/ǳǎǘƻƳŜǊ!ŎŎƻǳƴǘΩ

linkedto this reservation.

Pleasenote that a Reservationpaymentwill normallybe required

to settleall currentlyoutstandingbalancesuponcheckin, suchas

the refundablekey/ breakagedeposit.

Pleaserefer to the chapter on how to process Reservation

payments.
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GroupReservationsCheck-InProcedure

Right-clickon anyreservationlinked to the arrivedGroup,

andselectΨDǊƻǳǇςGroupArrivals[ƛǎǘΩ.

Immediately,the ΨDǊƻǳǇArrivals[ƛǎǘΩwindow is opened,

displayingthe followingdetailsat the top:

V GroupNumber

V GroupDescription

V Thestart andenddatesfor the Groupreservation

2 distinctsectionsaredisplayed,eachlinkedto a significantΨ{ǘŀǘǳǎΩcolourasfollow:

1. TheΨ!ǊǊƛǾŜŘΩSection

Currently,none of the bookingsare linked to this sectionwhich is displayedin

the samecolour as the ΨLƴ-IƻǳǎŜΩstatus colour, sincethe ΨDǊƻǳǇhas not yet

beencheckedin.

2. TheΨ¦ƴ-!ǊǊƛǾŜŘΩSection

Thissection lists all reservationslinked to Group 104, and is displayedin the

Ψ/ƻƴŦƛǊƳŜŘΩstatuscolour.

In order to select all of these reservationsand move them to the Ψ!ǊǊƛǾŜŘΩ

section,the followingstepsarerequired:
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GroupReservationsCheck-InProcedure

As this Group of people arrived simultaneouslyby bus, all reservationsare to be moved to the

Ψ!ǊǊƛǾŜŘΩsection.

V Clickon the first reservation(Reservation637asper our example).

V Pressand hold theΨ{ƘƛŦǘΩkey on the keyboardwhile clickingon the last reservation(645ς

Group/ƻƴǘŀƛƴŜǊΩreservation). Thisactionwill highlightall reservationsfor selection.

V ReleasetheΨ{ƘƛŦǘΩkeyandclickon theΨǳǇΩarrow.

Immediately,all selectedreservationsaredisplayedin the

Ψ!ǊǊƛǾŜŘΩsection.

By clickingΨ!ŎŎŜǇǘΩat the bottom right-hand side of the

ΨDǊƻǳǇArrivals[ƛǎǘΩscreen, all reservations linked to

Group104 will be displayedon the Grid in the colour of

theΨLƴ-IƻǳǎŜΩstatus.
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GroupReservationsCheck-InProcedure

ViewingtheΨvǳƛŎƪ±ƛŜǿΩtab of the GroupDetails

screen for Group 104, the deposit has

automatically been applied to the Group

Reservationwithout communicationto the User.



In-House Transaction Postings
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Fromthe Grid,the POSsystemisaccessedby FrontDeskpersonnelspecifically.

All chargesclassifiedasaΨth{LǘŜƳΩwill be availablefor selectionhere.

POSitemscanbe soldon the followingΨ¢ŜƴŘŜǊΩmethods:

V Cash

ForimmediatePayment

V OnAccount

Foreither immediatepaymentor for paymentat the agreedtime suchas

at the endof the month. Thisoption isusedto applyspecificdiscountsper

Customeror CustomerCategorythe Customeris linkedto.

V In-House

Items sold from the Front Deskcan be posted to an individualDǳŜǎǘΩǎ

reservationwhile linkedto theΨLƴ-IƻǳǎŜΩstatus. Alsonote that forDǳŜǎǘΩǎ

linked to a Groupreservationand responsiblefor their own accumulated

charges,this TenderMethod will alsoapply.

V In-HouseGroup

Wheneverthe GroupOwneris liable for the paymentof chargesincurred

by the Guestslinked to the GroupBooking,this option is selectedwhen

postingchargesto a Groupreservationis linkedto theΨLƴ-IƻǳǎŜΩstatus.
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If a barcodescanneris in use, and the barcodehas been set up on the

chargemasterfile, anƛǘŜƳΩǎbarcodecansimplybe scanned,and it will be

selected.

However: As a barcode scanner is not in use in our demonstration

database,we will simplyselecttheΨ{ŜŀǊŎƘ.ȅΩoption asΨ/ƻŘŜΩand enter

theƛǘŜƳΩǎcodein theΨ{ŜŀǊŎƘCƻǊΩfield.

Thematchingcriteria will be highlightedin a faint greyline and is selected

by simplydoubleclickingon it.

SincetheΨvǳƛŎƪ{ŎŀƴΩoption hasnot beenenabledin our POSSetup,this

screenwill appeareachtime an item isselected.

The quantity can be set ςas selectedby the Guestςand the Ψ!ŎŎŜǇǘΩ

button isclicked.
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The selecteditem is displayedin the top right-hand side of the screen,

indicatingthe quantity andthe combinedtotal.

Simplyrepeatthe processuntil all selecteditemsaredisplayedin the right

handsideof the screen.
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IndividualReservations

Topost the chargesto anindividualΨLƴ-IƻǳǎŜΩreservation,click

on theΨ¢ŜƴŘŜǊ/ŀǎƘΩbutton andselecttheΨLƴ-IƻǳǎŜΩoption.

All individual reservationscurrently linked to the ΨLƴ-

IƻǳǎŜΩStatus,will be displayedhere. Searchfor and

selectthe applicablereservationandclickΨ!ŎŎŜǇǘΩ.

In this window, the following information is

displayed:

V TheselectedPostingMethod.

V The ReservationNumber; Room Number

andRoomDescription.

V The Customer Code; Description and

Categorythis Guestis linkedto.

After ensuring that the details are correct, click

Ψ!ŎŎŜǇǘΩ.
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TheΨ¢ŜƴŘŜǊaŜǘƘƻŘΩisnow displayedasΨLƴ-IƻǳǎŜΩ.

Tofinalizethe sale,clickon theΨ¢ǊŀƴǎŀŎǘƛƻƴCash¦ǇΩbutton.

The Goods Issue Note is produced

immediately, indicating the Room;

Guest and Reservationnumber linked

to this document.

VERYimportant:

The Guest must sign the GoodsIssue

Note in recognition that they have

indeed received the goods, and this

documentis to be retainedby the Front

Desk Staff Member to be included in

their cashup documentsat the end of

their shift.

A second copy can be printed and

handedto the Guest.
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Viewing the ǊŜǎŜǊǾŀǘƛƻƴΩǎΨvǳƛŎƪ±ƛŜǿΩTab, the

transactionwas added to the total payableby the

Guestupondeparture.

Thetransactionis alsocapturedto the ǊŜǎŜǊǾŀǘƛƻƴΩǎ

ΨLƴ-IƻǳǎŜΩtab and can be viewed from here by

simplydoubleclickingon the transaction.
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GroupReservations

Onlywhen the GroupOwneris liable for the payment

of theΨLƴ-IƻǳǎŜΩchargesincurredby the Guestslinked

to the Group,will theΨLƴ-HouseDǊƻǳǇΩtender method

be selected.

Only Group reservationscurrently linked to

theΨLƴ-IƻǳǎŜΩstatuswill be displayedhere.

Searchfor and select the applicable Group

Bookingςwhich in this case,is Groupnumber

104.

All reservationslinked to the Group will be

displayed here, and for which the Ψ/wΩ

checkboxisNOTselected.

A specific reservationcan be selectedhere

accordingto the Guestpostingthe chargesto

the Group reservation, OR the Group

Containerbookingcanbeselectedheresince

all chargeswill be billed to the GroupOwner

anyway.
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Thedetailsof the selectedGroupReservationisdisplayedin this screen.

ClickΨ!ŎŎŜǇǘΩto continue.

TheΨ¢ŜƴŘŜǊΩoption is now displayedasΨLƴ-HouseDǊƻǳǇΩ. To post the

selectedchargesto the GroupBooking,clickΨ¢ǊŀƴǎŀŎǘƛƻƴCash-¦ǇΩ.

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

responsibleperson.



Page 99

ViewingtheΨ!ŘŘƛǘƛƻƴŀƭ/ƻǎǘǎΩandΨLƴ-IƻǳǎŜΩtabs on the

ΨDǊƻǳǇ5ŜǘŀƛƭǎΩwindow for Group 104, the chargesare

addedto the bill.



Checking a Reservation for 

Unprocessed In-House Transactions
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When a Guestis ready to checkout, alwaysopen the reservation

and checkfor un-processedIn-Housetransactionsin other parts of

the systemsuchas at the Restaurantwhere a table might still be

open under thisDǳŜǎǘΩǎnameςwhich will be displayedin red at

the bottom of the screen.

If an un-processed transaction is present,

proceed to the ΨLƴ-IƻǳǎŜΩtab to view the

Departmentwhere the transactionis open. In

this case,it is at theΨwŜǎǘŀǳǊŀƴǘ/ .ŀǊΩand the

wording for this line in the ΨLƴǾƻƛŎŜΩcolumn is

displayedasΨhǇŜƴ{ƘƛŦǘΩ.

The department can be contacted to finalize

the transactionandpost it to the reservation.
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When posted to the reservation,the chargewill be addedto the ǊŜǎŜǊǾŀǘƛƻƴΩǎ

balance and an Invoice number and amount is linked to the ΨLƴ-IƻǳǎŜΩ

Document.

Whenno un-processedIn-Housetransactionsarepresent,the wordingwill read:

ΨLƴ-HousetǊƻŎŜǎǎŜŘΩΣandwill bedisplayedin a greenbackgroundcolour.
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To checka GroupReservationfor un-processedIn-Housetransactions,accessthe

GroupDetailswindow.

If suchtransactionsare present,the GroupDetailswindow for the selectedGroup

will displaythat there isanoutstandingΨLƴ-IƻǳǎŜΩtransactionpresent.

TheReceptionistwill accesstheΨLƴ-IƻǳǎŜΩtab; checkandcontactthe Department

where the transactionis unprocessed,and when the transactionis finalizedand

postedto the GroupReservation,the GroupDetailswindow for this Groupwill no

longerindicateanoutstandingtransaction.



Reservation Payments
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Normally,ReservationPaymentsare requiredfor all outstanding

amounts not covered by the deposit paymentςsuch as the

refundablekey or breakagedepositςwhen a Guestarrivesfor

checkin.

When the Guestis ready to checkout, the reservationwill be

checked for outstanding balances of ΨLƴ-IƻǳǎŜΩcharges

accumulatedduringtheDǳŜǎǘΩǎstay.

To process a reservation payment for both Individual

reservationsand Group reservations,proceed to click on the

arrow next to the Ψth{Ωmenu and select ΨwŜǎŜǊǾŀǘƛƻƴ

tŀȅƳŜƴǘǎΩ.
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IndividualReservationPayments

To accessreservationswith an outstanding balance,select the ΨwŜǎŜǊǾŀǘƛƻƴ

bǳƳōŜǊΩoption andclickon theΨbǳƳōŜǊΩSearchoption beneathit.

Searchfor and select the Guest for whom the reservationpayment is to be

processed.

ThewŜǎŜǊǾŀǘƛƻƴΩǎdetailsareloaded.

1. The correct ΨtŀȅƳŜƴǘ¢ȅǇŜΩis selectedaccordingto the method of

payment receivedby the Guest. If the Credit Cardoption is selected,

Novtel will automaticallyenter the exact outstandingbalancein the

ΨtŀȅƳŜƴǘwŜŎŜƛǾŜŘΩfield.

2. TheΨ{ǘŀǘǳǎ5ŜǇŀǊǘŜŘΩoption must ONLYbe selectedwhile the Guestis

in the processof checkingout. If selected,theǊŜǎŜǊǾŀǘƛƻƴΩǎstatuswill

changetoΨ5ŜǇŀǊǘŜŘΩautomatically.

3. In the casewhere a Guestmakesa deliberate overpayment,and the

option is NOTselectedto ΨDƛǾŜ/ƘŀƴƎŜΩΣthe amount in excessof the

paymentdueamountwill be kept asa reservationcredit on thisDǳŜǎǘΩǎ

account,andcanbe allocatedagainsta future reservation.

Tofinalizethe paymentprocess,clickΨ!ŎŎŜǇǘΩ.
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TheReservationReceiptisprinted.
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To processa reservationpayment for a Group Reservation,

selecttheΨDǊƻǳǇbǳƳōŜǊΩoption and clickon theΨbǳƳōŜǊΩ

Searchoption to display all Group Reservationswith an

outstandingbalance.

The selected Group will be displayed, but the specific

reservation number is to be selected against which the

payment is receipted. In this case,as the Group Owner is

liablefor ALLcosts,theΨDǊƻǳǇ/ƻƴǘŀƛƴŜǊΩbookingisselected.
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Theoutstandingamountςas linked to the Group

Reservationςwill automatically be displayedin

theΨtŀȅƳŜƴǘ5ǳŜΩfield.

Selectthe applicablepayment method by which

paymentwasreceivedfrom the Guest. If theΨ.ŀƴƪ

¢ǊŀƴǎŦŜǊΩor Ψ/ǊŜŘƛǘ/ŀǊŘΩoption is selected,the

ΨtŀȅƳŜƴǘwŜŎŜƛǾŜŘΩfield will be populated with

the exactΨtŀȅƳŜƴǘ5ǳŜΩamount.

However: If the amount receivedis lessthan the

outstandingbalance,the specificamountreceived,

isentered.

Pleasenote that the Guestmayalsomakea deliberateoverpayment,andwhentheΨDƛǾŜ/ƘŀƴƎŜΩoption

isNOTselected,the amountwill be reservedasa credit on a future reservationby this Guest.

ClickingΨ!ŎŎŜǇǘΩΣthe ReservationReceiptisprinted.



Guest Departure
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If theΨ{ǘŀǘǳǎ5ŜǇŀǊǘŜŘΩoption wasnot selectedwhenthe reservationpaymentwasprocessed,theǊŜǎŜǊǾŀǘƛƻƴΩǎstatuswill remainΨLƴ-IƻǳǎŜΩ.

It is extremelyimportant to checka Guestout in Novtelwhen they are standingin front of you. If the reservationremainsΨLƴ-IƻǳǎŜΩΣit will

leaveanopportunity forΨLƴ-IƻǳǎŜΩtransactionsto be billed to the reservationby mistake.

AnInvoicecannotbeupdated,andanofficial Invoicenumberallocatedif theǊŜǎŜǊǾŀǘƛƻƴΩǎstatusisnotΨ5ŜǇŀǊǘŜŘΩ.

IndividualReservationsCheck-Out

Rightclickon the reservationandselectthe statusasΨ5ŜǇŀǊǘŜŘΩ.

Immediately,theǊŜǎŜǊǾŀǘƛƻƴΩǎcolourandstatusischangedaccordingly.
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Now pleasenote that eventhough a reservationis fully paid, it will not be

reflectedassuchunlessthe invoiceisupdated.

The option to update a Customer invoice is ONLYavailable when the

ǊŜǎŜǊǾŀǘƛƻƴΩǎstatusisΨ5ŜǇŀǊǘŜŘΩ.

Selectingthe option,Novtelwill confirmif youwishto updatethe invoice.

ClickingΨ¸ŜǎΩΣNovtel will communicate that the Invoice was updated

successfully.

AnInvoiceNumberisnow linkedto the booking.

If no outstanding amount is present, the status of the reservation will

changetoΨCǳƭƭȅtŀƛŘΩΣandit will turn green.
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To producean Invoicefor individual reservations,simply right

clickon the reservationandselectΨ5ƻŎǳƳŜƴǘǎςLƴǾƻƛŎŜΩ.
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Toproducea ReservationStatement,right clickon the

reservationandselectΨwŜǎŜǊǾŀǘƛƻƴ{ǘŀǘŜƳŜƴǘΩ.
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In order to simultaneouslycheck out all Guestslinked to the

Group and with the same CustomerCode - proceed to the

ΨDŜƴŜǊŀƭΩtab of theΨDǊƻǳǇ5ŜǘŀƛƭǎΩwindow.

V Pleaserememberthat no changesare permitted without

first clickingΨ9ŘƛǘΩ.

V Onlynow theΨDǊƻǳǇ{ǘŀǘǳǎΩcanbe changedtoΨ5ŜǇŀǊǘŜŘΩΣ

after whichtheΨ{ŀǾŜΩbutton isclicked.












