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NovtelHospitalityisa comprehensivesystemby whichthe entire facilitycanbe managed.

Fromthe RestaurantPOSSystem,the followingactionscanbe taken:

V Sellingfrom the TableSitting; Takeaways; DeliveriesandBartabs

V ProcessingAccountPayments

V SellingEventTickets

V ConvertingEventReservationsinto Tickets

V Sellingitemsfrom the RetailPOSsystemaccessedfrom the Restaurantto producea singleinvoice

Novtel integrateswith SagePasteland SageEvolution,and detailed financialreporting is obtainedfrom the

financialsystemwhentransactionsareperformedfrom Novtel.

In this document,we will focus on key featuresassociatedwith the RestaurantPOSsystemas part of the

NovtelHospitalitysoftwarepackage.
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ThefollowingpostingmethodsareavailablewithbƻǾǘŜƭΩǎRestaurantPOSSystem:

¶ CashSales

Thesesalesrequireimmediatepayment.

¶ Ψhƴ!ŎŎƻǳƴǘΩSales

TheCustomercaneither:

V Payimmediately

V Settlethe accounton the agreeddateςsuchason the lastdayof the month

V Ormakea paymentwhenthe CreditLimitseton their account,hasbeenreached

¶ In-Housesales

Whena guestis checkedin for accommodation,items purchasedfrom the Restaurantor Barcanbe billed to the reservationfor

paymentupondeparture.

¶ In-HouseGroupsales

Thispostingmethodisusedwhena personor companyis liablefor the paymentof all Guestslinkedto the Groupandcheckedinto

the facility.
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Multiple Restaurantscanbe managedwith this onesystem,by settingup:

V Individualdepartments

V Creatingdedicatedmenucategoriesper Department

V Linkingchargesandsellingpricesto eachmenucategoryanddepartment
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Multiple Userprofiles can be createdper person,and accessgranted to

the requiredDepartmentby meansof a MasterPasswordor Fingerprint.
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A Customer is 
linked to Customer 

Category

A Specified 
Discount 

Percentage per 
Customer 

Category is set up

The Customer 
Account is 

selected before 
adding charges to 

the POS Systems

Novtel Checks for 
Discount set on the 

linked Customer 
Category, and 

charges the 
discounted price 

automatically

Setup DiscountStructuresper Customer

Categoryςwhere applicableςand the

discounted price will be charged

automatically from the Bar, Restaurant

and/ or{ƘƻǇΩǎPOSSystem.
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CreateRestaurantPOSSpecialsto be chargedautomaticallyat the setdays/ dates/ times.

200g Rump Steak and Chips

Normal Price = R150.00

Special Price Every 

Monday 

from 11am to 2pm

= R125.00
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Asonly 1 Menu Categorycanbe linkedper charge,and different multi-
storesmayapply,a chargemust be createdmultiple times with unique
codes for each to be linked to the applicableRestaurantand or Bar
Departmentto makeit availablefor selection.

Sellingpricesmaydiffer per Department.

Novtel incorporatesthe functionality to createaΨaŀǎǘŜǊtǊƛŎŜΩcharge,
and link all of the sameitems to this chargecodeςprovided that the
PastelInventoryCodeis the samefor all.

From the Master Price Charge,the cost and selling prices can be
updatedsimultaneouslywhenchangesoccur.
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If set up, a Restaurantor Bar User can only perform certain

actions if a Supervisorgives consent by either entering their

passwordor scanningtheir fingerprint.

Thefollowingare examplesfor whichsupervisorpermissionmay

be necessary:

V Printingor reprintingthe bill

V RemovingItemsfrom the bill

V Transferringa Tablefrom oneUserto another

V Reprintingthe Preparationnote

V OnAccountPostings

V In-HousePostings

V In-HouseGroupPostings

V Closinga tableandcashingup a sale

V Cashingup a¦ǎŜǊΩǎShift

On a Global level, the following can be allowed or denied for all

Departmentsusingthe RestaurantPOSSystem:

V Closinga Tablewithout Transactions

V NoChargeTransactions

V Usingthe BulkQuantityoption

V Settingup andForcingthe Useof AgentCodes

V Settingup andForcingthe Useof CostCodesfor specificAgents

V Setup andallowa maximumdiscountpercentage

V Setting up a Fixed Gratuity Percentageto be added to all

RestaurantandBarTransactions

V AllowMultiple Shiftsper POSUser

V CustomerNoteEditingor Deletingwhena CustomerMasterFile

isselectedon theΨLƴ-IƻǳǎŜΩ;ΨLƴ-HouseGroup; andΨhƴ!ŎŎƻǳƴǘΩ

tendermethods

V Activatethe useof the SpecialPreparationNote

V Activatingthe useof a DedicatedCashier

V Notify the Kitchenor Barof CancelledOrderItems

V Enablingthe SellingPriceon Buttons
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Fromthe SetupMenuoption, the followingsetupproceduresmustbeperformed:

ü Company:

× Thecompanydetailsandfinancialtabsareespeciallyimportant.

ü Interfaces:

× Here, the /ƻƳǇŀƴȅΩǎAccountantMUSTbe involved,sincethe settings

determinewhichaccountsin the financialsystemwill be affected.

ü UsersandPasswords:

× System Users are to be set up. Administrators; Supervisorsand

RestaurantUsersmust be created. For RestaurantUsers,the specific

Department(Restaurant)wherethey areemployed,mustbe selected.

× Pre-createdΨDǊŀǘǳƛǘȅΩCharges(No Tax)must exist to be selectedon a

Restaurantor Bar¦ǎŜǊΩǎMasterFile.

ü Documents:

× The required POSInvoiceSlip Layoutmust be selected,and document

notescapturedto bedisplayedon the documents.
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ü POSSetup:

× Thenumberof tablesare to be set up in the

restaurant, as transactionsare performed

per table.

× All other settings must be considered

carefully; implementedandsaved.
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Multiple Departmentscanbecreatedςeachlinkedto a specificMulti-Storeor Warehousein the FinancialSystem- if required.

Bycreatingeachrestaurantasa Department,a uniquesetof menucategoriesandchargescanbe createdfor eachDepartment

andaccessedby the applicableUsersemployedat the variousDepartments.

Tocreatea newΨ5ŜǇŀǊǘƳŜƴǘΩΣclickΨ!ŘŘΩ.
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1. AUniqueDepartmentCodeis to be enteredin the first field.

2. Next, theŘŜǇŀǊǘƳŜƴǘΩǎdescriptionis required. We recommendthat the descriptionis
enteredasthe restaurantorōŀǊΩǎname.

Thefollowingwill be linkedto Departments:

V MenuCategoriesandCharges.

V Users to access the 5ŜǇŀǊǘƳŜƴǘΩǎunique set of buttons to perform
transactions.

3. Sincethe department is related to the Restaurantmodule, this checkboxis to be
selectedςwhichwill activatetheΨwŜǎǘŀǳǊŀƴǘModule{ŜǘǘƛƴƎǎΩbelowit.

Per Department, the following options can be activated if required, by ticking the
relevantoption(s):

ü DisplayStockOnHand

ü UseDepartmentMenu (Foran extra level of buttons on the Restaurantor Bar
menu)

Pleasenote that the ΨbŜƎŀǘƛǾŜStock NOT allowed (EvolutionLƴǘŜǊŦŀŎŜύΩΣand Ψ¦ǎŜBulk
Quantity (TouchScreenYŜȅǇŀŘύΩoptions canonly be activatedper selectiveDepartmentif
not globallyactivatedin theΨ{ŜǘǳǇςth{Ωscreen.

ClickingΨ!ŎŎŜǇǘΩΣthe Departmenthasbeencreatedsuccessfully.
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TheRestaurantPOSSystemcanbe setup to either contain2 or 3 levels.

To activate an extra level of buttons to be created, the Ψ¦ǎŜ

Department aŜƴǳΩoption must be selected on the

DepartmentMasterFile:

V Level1: DepartmentLevelMenu Category

V Level2: CategoryLevelMenu Categories

V Level3: Charges

Main Meals

PizzaBreakfast Burgers Pasta
Steaks 

and Ribs

V Buffet ςAdults

V Buffet ςKids

V Sunrise

V Bankers

V Farmers

V Hamburger

V Cheeseburger

V Pepper Burger

V Hawaiian

V 4 Seasons

V Chicken and Avo

V Alfredo

V Carbonara

V Lasagna

V Spaghetti 
Bolognese

V 200g Sirloin

V 300g Rump

V 500g Ribs

V Surf and Turf

Level1 Categoriesmayincludegroupingoptionssuchas:

Ç Main Meals

Ç Deserts

Ç KiddiesMeals

Ç KiddiesDrinks

Ç AlcoholicDrinks

Ç Hot Drinks

Ç ColdDrinksandJuices
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Aswe havenot activatedtheΨ5ŜǇŀǊǘƳŜƴǘaŜƴǳΩoption on the Department,there will

onlybe 1 Levelof MenuCategories,andchargeslinkedto eachrespectively.

Thismeansthat all MenuCategorieswill be listedasfollow in the RestaurantModule:
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FromtheΨ9ŘƛǘΩmenu,selectΨaŜƴǳ/ŀǘŜƎƻǊƛŜǎΩΣand clickΨ!ŘŘΩin

theΨaŜƴǳCategories{ŜǘǳǇΩscreen.

Menu Categoriesfor a specificDepartmentare createdto group

certainitemstogether.

Thismeansthat a button can be created asΨ.ǊŜŀƪŦŀǎǘΩΣand all

breakfastChargescanbe linkedto the samebutton.

1. A Unique Codeand Descriptionis to be created

first.

2. ThespecificDepartmentwherethis button is to be

added, must now be selected. In this case,

Department9 - the HotelRestaurantΩ.
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TheΨaŜƴǳ[ŜǾŜƭΩis selectedasΨ/ŀǘŜƎƻǊȅΩsincewe havenot opted for an extra level

of buttons in this Department,andtherefore,theΨ5ŜǇŀǊǘƳŜƴǘ[ƛƴƪΩisnot applicable.

TheΨ9ȄǘǊŀǎΩoption isnot selected,sinceit isnot applicableto this menucategory.

ClickingΨ!ŎŎŜǇǘΩΣthe MenuCategoryiscreatedandlinkedto Department9.

Tocreateall other MenuCategoriesfor this Department,simplyrepeatthe process.
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We have created 12 Menu Categories(Buttons) under the ΨIƻǘŜƭ

wŜǎǘŀǳǊŀƴǘΩǎΩPOSsystem.

Logginginto this POSSystem,and openinga table sitting, the Menu

Categoriesaredisplayedassetup.
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In Novtel, specificpreparationmethods; extra items to be addedto a meal,
andevenfoodallergiescanbe linkedper plate for the attention of the chef.

Toachievethis, Menu CategoriesςclassifiedasΨ9ȄǘǊŀΩςmusthavebeenpre-
created.

If theΨ9ȄǘǊŀΩcheckboxis selectedon a Menu Category,theΨaŜƴǳ[ŜǾŜƭΩand
Ψ5ŜǇŀǊǘƳŜƴǘ[ƛƴƪΩoptionsaredeactivated.
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Ψ9ȄǘǊŀΩMenu Categorieswill not appearwith the
Ψbƻƴ-9ȄǘǊŀΩcategories.

These are only accessiblefrom the activated
Ψ[ƛƎƘǘƴƛƴƎ.ƻƭǘΩbutton ςas we will explain in
anotherchapter.
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Differenttypesof chargesto be usedin the RestaurantPOSsystemcanbe createdin Novtel.

From the Ψ9ŘƛǘΩmenu, click Ψ/ƘŀǊƎŜǎΩΣand click Ψ!ŘŘbŜǿΩin the

Ψ/ƘŀǊƎŜ{ŜǘǳǇΩwindow.

The Charge code must always be

unique,but if allowed,the description

does not have to be ςmeaningthat

the samedescriptioncanbe allocated

to a charge to be linked to another

Restauranttoo.

The selling price is entered in the

Ψ/ƘŀǊƎŜLƴŎƭǳŘƛƴƎΩfield.
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A chargeclassifiedasa Menu Item, is linkedto the applicablepre-created

menucategoryςwhichin turn, is linkedto a specificDepartment.

The charge will then be available for selection in the specified

Department,andunderthe selectedMenuCategory.
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ComponentItemsare createdin order to link the following to a specificplate asinstructionto

the chefwhenthe order isprinted in the kitchen:

V Aspecificmeat / fish/ eggspreparationmethod(Non-Chargeable).

V To add an extra item such as fries; toast; sausage,etc. which is chargeableand is

linkedto a Menu Item.

V Toremovean item asrequestedby the Guest.

V Toinform of a specificfood allergy.
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Whenclassifyinga chargeasaΨ/ƻƳǇƻƴŜƴǘLǘŜƳΩΣonly

Menu Categoriesfor which the Ψ9ȄǘǊŀΩcheckboxwas

ticked,will beavailablefor selection.

Ensurethe correct menu categoryςas linked to the

relevantDepartmentςisselectedhere.

In this case,it is the EggPreparationExtraCategory.

Pleasenote that no price is applicableto these items,

and even though it is not an actual chargein the true

senseof the word, it must be linked to an Inventory

Categoryin the financialsystemto prevent the Cashup

processfrom failing.

We recommendthat a singleΨtǊŜǇŀǊŀǘƛƻƴΩinventory

item be set up for ALLNovtel preparation and food

allergychargesto be linkedto it.



Page 32

Itemsto be addedto a meal,andwhicharechargeable,

will alsobe classifiedasaΨ/ƻƳǇƻƴŜƴǘΩitem, andlinked

to anΨ9ȄǘǊŀΩMenuCategory.

In addition, the chargemust be linked to an existing

chargein theΨaŜƴǳLǘŜƳΩtab.

When this item is addedto a meal, the price will also

be addedto the bill.
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AsingleVoucherchargecanbecreated,andtheΨ/ǳǎǘƻƳwŀǘŜΩoption selectedin order to sell

it at a specificamountςasrequestedby the Guest.

TheVoucherwill be classifiedas:

V AΨaŜƴǳLǘŜƳΩin theΨtǊƻǇŜǊǘƛŜǎΩtab andlinkedto theΨ±ƻǳŎƘŜǊǎΩMenuCategory.

V AVoucherItem in theΨ±ƻǳŎƘŜǊΩtab, andthe relevantsettingsentered.

A specificperiod canbe set within which it

can be redeemed at the selected

departments. The date upon which it is

sold,isday1.

If the voucheris valid for 365 days,the last

dayit canbe redeemed,ison day365.
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Gratuityamountscanbe awardedby Gueststo RestaurantandBarUsersspecifically.

AGratuitycharge:

1. ISNOTa physicalitem

2. IsNOTtaxable

3. IsNOTlinkedto a specificrate

4. Is NOTclassifiedas a anythingin theΨtǊƻǇŜǊǘƛŜǎΩtab and not linked to a

MenuCategory.



Page 35

A singleGratuitychargecanbe createdand linked to all Restaurant

/ BarUsersin theΨwŜǎǘŀǳǊŀƴǘΩtab.

OR: A gratuity chargecanbe createdfor eachRestaurant/ BarUser

individuallyandlinkedaccordingly.
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Novtelincorporatesaneventsystemwhereticketsto eventscanbe soldfrom

theΨwŜǘŀƛƭPOS{ȅǎǘŜƳΩlinkedto the RestaurantPOSSystem.

It isclassifiedasanΨ9ǾŜƴǘLǘŜƳΩandlinkedto a pre-createdEventCode.

TheAttendeeDescriptioncanbe enteredasΨ!ŘǳƭǘǎΩ;ΨtŜƴǎƛƻƴŜǊǎΩ;ΨYƛŘǎΩΣetc.

In theΨtǊƻǇŜǊǘƛŜǎΩtab, the Chargeis classifiedasa

Ψ{ƘƻǇLǘŜƳΩΣandis NOTlinkedto a Menu Category,

sinceit isNOTa menuitem.
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Whena chargeis to be linkedto an existingPastelInventorycode,the option toΨ/ǊŜŀǘŜItem In

tŀǎǘŜƭΩmustbeunticked.

By selectingthe searchoption in the ΨtŀǎǘŜƭInventory/ƻŘŜΩfield, the list of existingPastel

InventoryCodesisdisplayed.

Simplysearchfor andselectthe applicablecode.

Thecodeis now displayedin theΨtŀǎǘŜƭInventory/ƻŘŜΩfield,

andthe chargeissavedby clickingΨ!ŎŎŜǇǘΩ.
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If theΨ/ǊŜŀǘŜItem intŀǎǘŜƭΩoption is tickeduponclickingΨ!ŎŎŜǇǘΩto savethe charge,

theΨLƳǇƻǊǘInventoryLǘŜƳΩscreenis displayed,and the Item will be imported to the

linkedfinancialsystemasan inventoryitem automatically.

Re-accessingthe chargeafter savingit, the createdinventorycodeis linkedto it.
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SystemUsersare created and linked to the specificdepartment where they are employed. Restaurantand Bar Staff may be rotated

throughout the facility ςin which casea User Master File is created per User for each department to unlock the specificset of menu

categoriesandchargesassociatedwith the different departments.

A MasterPasswordcanbe created,andwhen loggingin with this passwordςor by meansof a fingerprint scanner,a list of the Departments

they arelinkedto, will be displayedandthe applicabledepartmentcanbe selected.

All Usersarecreatedfrom theΨ{ŜǘǳǇςUsers/ tŀǎǎǿƻǊŘǎΩmenu

option,andclickingΨ!ŘŘΩ.
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TheGeneralTab

TheUsername; Password; First and LastNameis mandatory

to be entered in theΨDŜƴŜǊŀƭΩtabςregardlessof creatingan

Administrator; Supervisor; Restaurantor BarUser.

Pleasenote that fingerprints can be captured in order for

Usersto loginto Novtelusinga fingerprintscanner.

If the option is not set up, theΨ/ŀǇǘǳǊŜCƛƴƎŜǊǇǊƛƴǘΩbutton is

deactivatedon all UserMasterFiles.
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ThePastel/ EvolutionTab

Dependingon Novtel being integratedwith PastelPartneror Xpress,ORSage

Evolution,the 3rd tab will be displayedaseitherΨtŀǎǘŜƭΩorΨ9ǾƻƭǳǘƛƻƴΩ.

Whenyour systemis not activatedfor the useofΨaǳƭǘƛ-Stores/ ²ŀǊŜƘƻǳǎŜǎΩΣ

theΨ5ŜŦŀǳƭǘ{ǘƻǊŜΩis applicablefor all Users,as theΨ{ŜǊǾƛŎŜ; Restaurant; Bar;

andShopMulti-{ǘƻǊŜǎΩ.

However: If Multi Stores/ Warehousesare set up in your system,the relevant

Warehouseisselectedfor eachoption individually.

Selectthe specificUserin Pastelor Evolutionto whom this¦ǎŜǊΩǎdocuments

mustbe imported.

Alwaystick the option to Ψ[ƛƴƪto Pastel5ŀǘŀōŀǎŜΩfor both Administratorsand

Supervisors.

Select the Ψ5ŀƛƭȅTakingsControl !ŎŎƻǳƴǘΩin Pastel to which this ¦ǎŜǊΩǎ

transactionsare to be imported, if a CUSTOMaccountis required. Thisaccount

maybe:

V Aglobalaccountusedfor all Usersin the system;

V ORa separateaccountcanbe createdfor everyUseror Department

in the system,andselectedhere.

Shouldthe default accountbe applicableassetupin theΨLƴǘŜǊŦŀŎŜǎΩscreenfor

either Pastelof Evolution,this field canbe left void.

And lastly: A dedicatedAgent Codecan be linked per User Master File, and

when a transactionis performedby this User,the selectedAgentCodewill be

linkedto all of this¦ǎŜǊΩǎtransactions.
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ThePermissionsTab

In theΨtŜǊƳƛǎǎƛƻƴǎΩtab, the option selectedhere will determinethe permissions

a User will have, and they will accessthe relevant part of the system when

enteringtheir password.

UsersclassifiedasΨ!ŘƳƛƴƛǎǘǊŀǘƻǊǎΩΣhavefull rightsto setup andedit everythingin

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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ASupervisorhasthe ability to:

V Setup Printersettings

V Opennewshiftsfor Userswhenapplicable

V Performthe Supervisorcash-up processςwhich sendstheǎƘƛŦǘΩǎdata to

Pastelor Evolution

V Obtainthe list of itemsto be manufacturedwhenΨwŜŎƛǇŜǎΩarein use

V ReleaselockedUserpasswords

V Issuecredit notes

V Producevariousreports

V Tracksalesasit isprocessedby the Restaurantor BarUserin real time

V Re-opena shift whichwasaccidentallyandprematurelyclosedby a User

V Approveor denyactionsby the Restaurantor Barpersonnelthat requires

a{ǳǇŜǊǾƛǎƻǊΩǎpermissionto continue
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Whenclassifiedaseither a Restaurantor BarUser,theΨwŜǎǘŀǳǊŀƴǘΩtab isactivatedon

the UserMasterFile.

In this tab, the followingmustbe selected:

1. TheGratuityChargeto be displayedon the GoodsIssuedNoteandTaxInvoice

whena gratuityamountisenteredon the SaleCashUpscreen.

Whenclickingon theΨDǊŀǘǳƛǘȅ/ƘŀǊƎŜΩsearchoption, the systemwill indicate

that onlychargesfor whichtaxarenot allowed,will bedisplayed.

Searchfor andselectthe applicablecharge.
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Selectthe Gratuity GLAccountto which gratuity chargesare to

bepostedin the financialsystem.

Selectthe specificdepartment this User will accesswith the

passwordset in theΨDŜƴŜǊŀƭΩtab.

Whendone,clickΨ!ŎŎŜǇǘΩto savethe Userto the system.
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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 activity by this Userduring their shift is recordedand variousreports

areavailableto the AdministratorandSupervisor.

TheSupervisorwill log into the systemand clickon theΨ{ǳǇŜǊǾƛǎƻǊOpen

{ƘƛŦǘΩbutton.

All available Users without an open shift at

present,aredisplayedin this screen.

To select a User, simply double click on their

Username.
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Immediately,the selectedUserwill be displayedin the right-handsideof the window.

Repeatthe processfor all other relevantUsers,andclickΨ!ŎŎŜǇǘΩ.

1. AShiftNumberhasnow beenallocatedto the Supervisor.

2. The User for whom the shift was opened,does not yet

displayin this window, sincehe has not yet loggedinto

the system. As soon as he logs in, the shift number and

datewill be displayedhere.
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Viewing the Supervisorscreen after Hein has logged into

Novtelwith hisdedicatedpassword,a shift numberhasbeen

linked to his name, and the shift is displayed in a pink

backgroundcolourwhichindicatesthat the shift isopen.

AsHein performs transactions,the Supervisorcan track the

sales by clicking on the open shift. All transactions are

displayedherein real time.
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Transactionscan only be performed once a table is

opened.

In this case,the Guestshavebeenseatedat table7.

Byclickingon this table number,theΨ/ǳǊǊŜƴǘ{ƛǘǘƛƴƎΩ

window is opened, and the selectedtable number

displayed.

Bydefault, the numberof personsare indicatedas1,

and the correct number can now be selected by

clickingon theΨǳǇΩarrow to increasethe number to

reflect the exactnumberof peopleseated.

V Pleasenote that this number is used for

statistical reporting, and is important to be

selectedcorrectly.

NowclickonΨbŜǿTransactionΩto continue.
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Dependingon yourŎƻƳǇŀƴȅΩǎsettings,one of variousoptionswill be

activated to enable the User to enter a custom descriptionςif

required.

In this case,the default keyboardis displayedto the screen,indicating

#1 in the descriptionfield.

If this customeris a Walk-in guestwho will settle the bill immediately,

no descriptionmaybe needed,andtheΨ!ŎŎŜǇǘΩbutton canbe clicked

immediatelywithout enteringa description.

However: Anyapplicabledescriptioncanbe enteredhere,suchasan

In-HouseDǳŜǎǘΩǎnameor roomnumber.

Immediately,the table numberwill be displayedat the top right-hand

corner of this window, and the menu categoriesςas set up by the

systemadministratorfor this department- will be displayed.
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Pleasenote that it isextremelyimportant to selectthe correctΨ¢ŜƴŘŜǊΩoption in order to obtain the correctpostingresults.

CashSales

Bydefault, theΨ¢ŜƴŘŜǊς/ŀǎƘΩoption is displayed,and is left

un-alteredwhenthe Customerwill settle the bill immediately.

OnAccountSales

This option is mostly used when managersor authorized

personnelcanchargeitems to their account,and for payment

at the endof the month.

On Account Postings has NO LINK to reservations for

accommodation.

CustomerandCustomerCategorydiscountscanbe setup, and

by selectingtheΨhƴ!ŎŎƻǳƴǘΩtender option, Novtelwill check

for the best price accordingto the Customer,or the Category

they are linked to, and automaticallychargethe discounted

price.

Ψhƴ!ŎŎƻǳƴǘΩpostingscanbesettled immediatelytoo.

In-HousePostings

Chargescan also be billed to aDǳŜǎǘΩǎIn-HouseReservation

for Accommodation,and to be paid upon departure. In this

case,theΨLƴ-IƻǳǎŜΩtenderoption will be selected; theDǳŜǎǘΩǎ

ΨLƴ-IƻǳǎŜΩreservationselected,and then will the chargesbe

addedto the transaction.

This will causethe transaction to be displayedasΨLƴ-House

¦ƴǇǊƻŎŜǎǎŜŘΩon the reservationitself when the Front Desk

Personnelopensthe reservation.

In-HouseGroupPostings

Chargescan also be billed to an In-HouseGroupReservation

for Accommodation,and to be paid upon departure. In this

case,theΨLƴ-HouseDǊƻǳǇΩtenderoption will be selected.
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Asthe menu categoriesfor eachestablishmentcandiffer

to displaythe uniquesetupfor itemsto be sold,the layout

of the restaurant where you work may differ, but the

conceptis the same.

Chargesare grouped together by means of a menu

category.

Should the guest order 2 Americano coffees; 1 Filter

Coffeeand 1 RooibosTea,the processof selectingthese

items,areasfollows:

Firstclickon theΨIƻǘ.ŜǾŜǊŀƎŜǎΩbutton in order to display

all beverageslinkedto this category.
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If the Ψ.ǳƭƪvǳŀƴǘƛǘȅΩoption is not activated, click on the Ψ!ƳŜǊƛŎŀƴƻΩ

option twice to insert2 of thesecharges.

However: If theΨ.ǳƭƪvǳŀƴǘƛǘȅΩfeature is activated,the default keyboard

will be displayedafter eachselection,and the quantity is to be inserted

by clickingon the numberrequired,andclickingΨ!ŎŎŜǇǘΩ.

TheFilter Coffeeand RooibosTeabuttons are alsoclickedto capturethe

ordereditems.

As chargesare added, the amount at the bottom of the screen will

increase.

To return to the main menu, click on the ΨbƻǘŜǇŀŘΩIcon in the top left-

handsideof the screen.

If a slipprinter is installedin the Kitchen,andthe itemsare to be

preparedin the Kitchen,selecttheΨtǊƛƴǘYƛǘŎƘŜƴΩbutton. Theslip

will be printed in the Kitchen, indicating the following

information:

V TheWaitronplacingthe order

V Thetable number and descriptionlinked to the transaction

for whichthe order isplaced

V Theordernumberlinkedto this document

V Theexactdateandtime the order isplacedin the Kitchen
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Theitemssent to the kitchenfor preparationturned white

ςindicatingthat the orderwasalreadysent.

Shouldmore itemsbe addedto this table sitting, it will be

displayedin blackuntil the order isprinted in the kitchen.

To exit the screento either tend to another table or fetch

thisǘŀōƭŜΩǎthe drinksorder, first clickΨ!ŎŎŜǇǘΩ.

NowclickΨhYΩin this screen.
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Tablenumber 7 is now displayedin a green backgroundcolour. This

meansthat the table isopen,andthe Guestsseatedhere,areservedby

the currentUserloggedinto Novtel.

Thenumberof peoplelinkedto this tablesitting, is4.

Shoulda tablebe displayedin a light greycolour,asin the caseof tables

1, 11, 17, 20and24, it meansthat it is openunderanother¦ǎŜǊΩǎname

andcannotbe accessedby the currentUser.

To accessthe open table again, simply

clickon it andselectthe tablesitting.
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For demonstration purposes,we will select 2 breakfaststo
showyouhow to addΨ9ƎƎtǊŜǇŀǊŀǘƛƻƴΩper plate.

TheGuestshavealsoordereda Pizzaanda Burger.

Clickingon theΨ.ǊŜŀƪŦŀǎǘΩbutton, all Breakfastchargeslinked
to this Men Category,aredisplayed.

By selectingthe ordered items, it is added to the bill
immediately.
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Clickingon an item, a line isduplicatedbeneathit.

Andby clickingon the duplicatedline, theΨ[ƛƎƘǘƴƛƴƎ.ƻƭǘΩ
iconisactivated.

By clickingon this activated icon, it turns red, and the
Ψ9ȄǘǊŀΩcategoriesaredisplayed.

TheΨtǊŜǇŀǊŀǘƛƻƴς9ƎƎǎΩbutton is now selected,and the
ordered preparation method for this plate can be
selected.
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If this guestalsoorderedadditionalitems to be addedto
the order,simplyclickon the arrow pointingto the left to
return to the previousscreen.

All of our additional item ςwhich are chargeableςare
linkedto theΨ!ŘŘΩmenucategory.

Clickingon it, the extrachargesaredisplayed.
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Selectingthe chargeableitems, it is added to the plate
specifically,andthe additionalcostsareaddedto the bill.
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To add the Ψ9ƎƎtǊŜǇŀǊŀǘƛƻƴΩmethod to the ΨCŀǊƳŜǊǎ
Breakfast,clickon the charge,andclickon the duplicated
chargebeneath it to activate the Ψ[ƛƎƘǘƴƛƴƎ.ƻƭǘΩicon,
andselectthe order items.
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Next,the orderedPizzais to be selected.
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And lastly, the ordered burger is added to
the tablesitting.
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ClickingtheΨtǊƛƴǘYƛǘŎƘŜƴΩbutton, the order is sent
to the kitchenprinter for preparationςafter which
theseitems alsoturns white as the order hasbeen
placed.



Printing the Bill, and 

Closing a Table
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When the Guestrequeststheir bill, it is obtained by
clickingon the ΨtǊƛƴǘ.ƛƭƭΩbutton in the table sitting
screen.

The bill is date and time stamped for the exact
momentit wasproduced.

TheGuestcannow checkthe bill andawarda gratuity
by enteringthe amountin theΨDǊŀǘǳƛǘȅΩfield.
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If the Guest is settling the bill immediately, the
Ψ¢ŜƴŘŜǊΩmethodisselectedasΨ/ŀǎƘΩ.

Bynow clickingon theΨ{ŀƭŜCash¦ǇΩbutton, theΨ{ŀƭŜ
Cash ¦ǇΩscreen indicates that this is a Ψ/ŀǎƘΩ
transaction.

ByenteringtheΨDǊŀǘǳƛǘȅΩamountςasawardedby the
GuestΩ - the ΨtŀȅƳŜƴǘ5ǳŜΩamount increases
accordingly.
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CASHPAYMENT

1. Should the Guest pay cash, the amount received will be entered in the Ψ/ŀǎƘΩ
paymentfield.

2. TheΨtŀȅƳŜƴǘwŜŎŜƛǾŜŘΩamountis indicatedaccordingto the cashamountentered.

3. AndNovtelwill indicatethe amountin changeto be handedto the Guest.

CREDITCARDPAYMENT

Should the Guest pay by credit card, the
exactoutstandingamount is entered in the
Ψ/ǊŜŘƛǘ/ŀǊŘΩpaymentfield.

Theamountin change,is thereforezero.



Page 71

CASHANDCREDITCARDPAYMENT

AGuestcanalsorequestto settle the bill asfollows:

V CashςR300.00

V CreditCardςR240.00

By entering the cash amount as R300.00, the
Ψ.ŀƭŀƴŎŜ5ǳŜΩamountis indicatedasR240.00, and
the Ψ!ŎŎŜǇǘΩbutton remains deactivatedas the
exact outstandingamount has not been covered
by the cashpaymentalone.

By entering the balance due amount in the
Ψ/ǊŜŘƛǘ/ŀǊŘΩfield, the Ψ.ŀƭŀƴŎŜ5ǳŜΩamount is
displayedas zero; the Ψ!ŎŎŜǇǘΩbutton activates,
andcannow be selectedto producethe receipt.
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ClickingΨhYΩin the Ψ/ǳǊǊŜƴǘ{ƛǘǘƛƴƎΩscreen,the table is closed,and is
immediatelyavailableagainfor selectionby either the samewaitron to
seatnewguests,or by anotherwaitron.
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The Ψhƴ!ŎŎƻǳƴǘΩtender option is mostly used when managersor authorized

personnelmay chargeitems to their account,and for payment at the end of the

month.

OnAccountPostingshasNOLINKto reservationsfor accommodation.

Customerand CustomerCategorydiscountscanbe set up, and by selectingtheΨhƴ

!ŎŎƻǳƴǘΩtender option and selectingthe Guest from the list BEFOREadding any

items,Novtelwill checkfor the bestpriceaccordingto the Customer,or the Category

they arelinkedto, andautomaticallychargethe discountedprice.
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When the sale is cashedup, the Ψhƴ!ŎŎƻǳƴǘΩtender

method will be displayedat the top of theΨ{ŀƭŜCash¦ǇΩ

screen.

A gratuity amount can be entered if awarded by the

Guest.

Now pleasenote that Ψhƴ!ŎŎƻǳƴǘΩtransactioncan be

settled immediatelyςif requestedby the guest.

But for demonstrationpurposes,we will now simplyclick

Ψ!ŎŎŜǇǘΩto post the chargesto the DǳŜǎǘΩǎaccount in

Novtel.

TheΨtŀȅƳŜƴǘwŜŎŜƛǾŜŘΩamountis zero,sinceno payment

hasbeenreceivedfor this transaction.

The Guest must also sign the slip in recognition of

receivingthe items,andto be postedto their account.

The Waitron will include this slip in their Cash-Up

Documentsat the endof their shift.
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At the agreed upon time, the Guest will settle their

Account,andthe paymentcanbe processeddirectly from

theΨwŜǎǘŀǳǊŀƴǘPOSscreen,andby:

V ClickingtheΨ!ŎŎƻǳƴǘtŀȅƳŜƴǘǎΩbutton;

V Selectingthe applicableGuestAccount;

V Selectingthe method of payment used by the

Guest;

V Entering the payment amount in the Ψ!Ƴƻǳƴǘ

tŀƛŘΩfield;

V Andclicking!ŎŎŜǇǘΩ.

The account payment has now been processed

successfully.
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Wheneveran individualguestis stayingat the facility, and the reservationis

linked to the ΨLƴ-IƻǳǎŜΩstatus,ΨIn-IƻǳǎŜΩchargescan be posted from any

departmentto the reservation,for paymentupondeparture.

We recommendthat the Restaurantand Diet report is obtained daily, to

indicate which Guestsare In-House,and to enablethe Waitron to post the

chargesto the correctreservation.

Beforeselectinganycharges,first selecttheΨ¢ŜƴŘŜǊΩmethod

asΨLƴ-IƻǳǎŜΩ.
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The list of all individual reservationswhich are

currently ΨLƴ-IƻǳǎŜΩΣis now displayed, and the

correctreservationis to beselected.

The selected reservation is indicated here, and the

postingmethodisdisplayedasΨLƴ-IƻǳǎŜΩ.

ClickingΨ!ŎŎŜǇǘΩΣthe ordereditemscanbe selected.
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While this table remainsopen in the restaurant,

the reservation will display that there is an

unprocessedtransactionin the restaurant,which

hasnot yet postedto the reservation.
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SelectingtheΨ{ŀƭŜCash¦ǇΩbutton, the tender method is displayedasΨLƴ-HouseΩat the top of the

Ψ{ŀƭŜCash¦ǇΩwindow. TheGuestandReservationnumberisalsoindicated.

Asthesechargesarepostedto an In-HouseReservation,no immediatepaymentcanbe received,and

theΨ!ŎŎŜǇǘΩbutton is to be clickedafter enteringthe gratuityamountawardedby the Guest.

TheΨDƻƻŘǎIssuebƻǘŜΩis produced,and the chargesare successfullypostedto the reservation. The

Guestmust sign this document to confirm that they receivedthe items listed, and the document

mustbe retainedto be includedin the CashUpdocumentsat the endof the²ŀƛǘǊƻƴΩǎShift.
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Viewing the ǊŜǎŜǊǾŀǘƛƻƴΩǎΨLƴ-IƻǳǎŜΩtab, the transaction was

successfullyposted,and the amount is addedto the DǳŜǎǘΩǎtotal

bill for paymentupondeparture.
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When a Group Bookingfor accommodationis made, and the Group is

currently ΨLƴ-IƻǳǎŜΩΣrestaurant chargescan be posted to the Group

reservation.

SelectingtheΨLƴ-HouseDǊƻǳǇΩoption, all Groupslinkedto theΨLƴ-IƻǳǎŜΩ

status,will bedisplayed. TherequiredGroupcannow be selected.

Next,the reservationlinkedto the Group,mustbeselected.

Now pleasenote that different scenariosmay apply, for which person

linked to the Group Booking will be liable for the payment of the

accumulatedΨLƴ-HouseDǊƻǳǇΩcharges.

In this case,the GroupOwneris liable for the chargesof all reservations

listed here,and anyof thesereservationscanbe selected. But we prefer

to post the chargesto the GroupContainerbooking.
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TheΨLƴ-HouseDǊƻǳǇΩtender method is now displayedat the top of the

screen,and the selectedGroup number and Reservationis displayed

here. Tocontinue,clickΨ!ŎŎŜǇǘΩ.

Theitemsorderedcannow becapturedasreceivedfrom the Guests.

The bill can be produced upon request, and when the Guest has

confirmed that everything is in order, the table can be closed upon

postingthe chargesto the GroupReservation.



The Retail POS System 

Accessed from the 

Restaurantõs POS System
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From the wŜǎǘŀǳǊŀƴǘΩǎPOSSystem,the Retail POScan be accessed.

Examplesof wherethesesystemswill be usedin conjunction,are:

ü Facilitieswherethe shopis situatedwithin the Restaurant.

Items ordered in the restaurant,and items sold from the shop,

will appear on the sameinvoice, and a single payment can be

received.

ü Novtel incorporatesa complete Eventsystemwhere tickets are

sold from the Retail POSsystemaccessedfrom the ǊŜǎǘŀǳǊŀƴǘΩǎ

POSsystemspecifically.

TheGuestcanhavea meal in the restaurant,andalsobuy tickets

to eventssuchasa ZipLineActivity; ExhibitionTour; Concertetc.

ςfor a onceoff paymentanda singleinvoice.

Pleasenote:

VA barcodescannercanbe usedto scanitems from the RetailPOS

system,provided that the barcodeis set up and a scanneris in

use.

VThesecombined transactionscan be sold on all of the Tender

Methods.
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A practicalexamplemaybe that a family is havinglunchin

the restaurant.

While the order is beingprepared,the teenagersdecided

to browsethrough the shopand cameacrosst-shirts they

would like their parentsto purchasefor the familyof 4.

TheWaitron will be able to accessthe RetailPOSsystem;

searchfor, andselectthe itemsto be addedto the bill.
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Ticketscanalsobe purchasedfrom the RetailPOSSystem

linked to the RestaurantPOSSystemςif anΨ9ǾŜƴǘMaster

CƛƭŜΩhasbeenset up, and Eventchargesare linked to the

Master.

Selectingan Ψ9ǾŜƴǘ/ƘŀǊƎŜΩΣa specific timeslot can be

bookedon a specifieddate.
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Thenumber of Attendeesare to be set, and the ticket chargesare also

addedto the Restaurantbill.
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TheBill TheTaxInvoice

TheEventTicket



The Shift Cashup Procedure
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In order to cashup a shift at the endof the day,clickon theΨ{ƘƛŦǘ

Cash¦ǇΩbutton.

In this case, the Shift Total is displayed as R4299.00 which

includesCashSales; In-Houseand In-HouseGroupTransactions;

Account Postingsand Payments; VoucherSales,and Vouchers

Redeemed.

TheGratuityamountof R342.00ςwhich forms part of the cash-

up - cannotbe removedfrom the till . In doingso,the shift totals

will not balance.

TheUserwill count the physicalamountsin the cashdrawerand

capture:

V Theamountof cash

V Thecombinedtotal for paymentsreceivedby credit cards

V Chequepaymentsςif allowedby yourcompany

V Andthe total for Vouchersredeemedduringthe shift.

Thecredit card slips; redeemedvoucherdocumentsand signed

GoodsIssuedNoteswill be includedin the cashup documents.
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Performingthe MoneyCountProcedure

Tostart the Cash-up process,clickon theΨaƻƴŜȅ/ƻǳƴǘΩbutton.

At present, the Money Count window indicates the

followinginformation:

1. ShortageandShiftTotalCash

Since the money count has not yet been

performed,Novtel indicatesa Shortageamountς

printed in Red.

Accordingto Novtel,theΨ{ƘƛŦǘTotal/ŀǎƘΩamount

is the same than the Ψ{ƘƻǊǘŀƎŜΩamount. Only

paymentsreceivedin cash; by credit card; cheque

andVouchers,will be countedandenteredin the

relevantfields.
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2. AccountTotal (R88.00)

Any transactionsposted,using the Ψhƴ!ŎŎƻǳƴǘΩtender method and for which no

immediatepaymentwas received,will be automaticallybe calculatedand inserted

here. Althoughpart of the ShiftTotal,Ψhƴ!ŎŎƻǳƴǘΩpostingsarenotΨŎƻǳƴǘŜŘΩby the

Waitron.

3. In-HouseTotal (R570.00)

The combinedtotal for transactionsposted during this shift - using the ΨLƴ-IƻǳǎŜΩ

tendermethodςisdisplayedhere.

4. GroupTotal (R1300.00)

The combinedtotal for transactionsposted during this shift - using the ΨLƴ-House

DǊƻǳǇΩtendermethodςisdisplayedin this field.

5. OtherTotal (R0.00)

Shouldpaymenthavebeenreceivedby meansof analternativepostingmethod,the

total will be reflectedhere.

6. ShiftTotal(R4299.00)

TheShift Total is the combinedtotal of all amountsindicatedςwhich includesthe

gratuitiescaptured.
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AsHeinnow countsall the money in his cashregister(which includeshis cashfloat), he

will be required to insert the exact physical number of notes or coins, in the

correspondingfield here(andnot the valueof the notesor coins).

In this case,the following number of notes and coins are present in the cashregister,

whichincludesa R400.00 float:

V R200.00notesx 2

V R100.00notesx 6

V R50.00notesx 3

V R20.00notesx 4

V R10.00notesx 3

V R5.00coinsx 5

V R2.00coinsx 6

V R1.00coinsx 4

TheΨCƭƻŀǘΩamountof R400.00 isenteredin theΨCƭƻŀǘΩfield, andisdeductedfrom the cash

salesamount.

Ourcompanypolicydictatesthat no chequeswill beaccepted, andthis field is left blankas

it isnot applicable.

Thecombinedtotal for all credit cardpaymentsςasmanuallycalculatedby addingup the

credit cardsliptotals for this shiftςisenteredasR1440.00.
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Clickingon theΨwŜǇƻǊǘΩbutton, the OperatorCashUpreport isproducedin A4 format.

TheΨwŜǇƻǊǘ(Slip)option will print the report to the slipprinter.

Both the Waitron and the Supervisorwill signthe report after checkingthe cashand

documents. TheSupervisorwill now be responsiblefor the pre-mentioned.

ClickingΨ!ŎŎŜǇǘΩΣtheΨaƻƴŜȅ/ƻǳƴǘΩwindowisclosed.
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TheDetailedReportisdisplayedasfollows:


