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Inirodueciion

Novtel Hospitality is a comprehensive system by which the entire facility can be managed.
From the Restaurant POS System, the following actions can be taken:
v" Selling from the Table Sitting; Takeaways; Deliveries and Bar tabs
v' Processing Account Payments
v" Selling Event Tickets
v' Converting Event Reservations into Tickets
v

Selling items from the Retail POS system accessed from the Restaurant to produce a single invoice

Novtel integrates with Sage Pastel and Sage Evolution, and detailed financial reporting is obtained from the
financial system when transactions are performed from Novtel.

In this document, we will focus on key features associated with the Restaurant POS system as part of the
Novtel Hospitality software package.




Inirodueciion

The following posting methods are available with Novtel’s Restaurant POS System:
e (Cash Sales

These sales require immediate payment.

e ‘On Account’ Sales

The Customer can either:

v' Pay immediately
v' Settle the account on the agreed date — such as on the last day of the month

v" Or make a payment when the Credit Limit set on their account, has been reached

¢ In-House sales
When a guest is checked in for accommodation, items purchased from the Restaurant or Bar can be billed to the reservation for
payment upon departure.

e In-House Group sales

This posting method is used when a person or company is liable for the payment of all Guests linked to the Group and checked into
the facility.




Inirodueciion

Multiple Restaurants can be managed with this one system, by setting up:

v Individual departments

v Creating dedicated menu categories per Department

v Linking charges and selling prices to each menu category and department
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Inirodueciion

Multiple User profiles can be created per person, and access granted to
the required Department by means of a Master Password or Fingerprint.

# Noviel Hospitality Ultimate Enterprise 7.9.0.2
File

Movtel Hospitality

i

Enter Password Logln

Cancel

Unlock

Use OSK

4 - Lighthouse Restaurant : Grant Keen <

4 - Lighthouse Restaurant : Grant Keen
16 - The Anchor Restaurant : Grant Keen
17 - Deli : Grant Keen

18 - Pool Side Restaurant : Grant Keen

d




Inirodueciion

Set up Discount Structures per Customer
Category — where applicable — and the
discounted price will be charged
automatically from the Bar, Restaurant
and / or Shop’s POS System.

Novtel Checks for
Discount set on the
linked Customer

Category, and
charges the
discounted price
automatically

A Customer is

linked to Customer
Category

Price Matrices Update

Uze Cost Price . Uze Seling Price o
Update Single Categamn o Update All Categories .
Customer Categary — [g Q, | Gold Membership
Rate Type

Bar 2 Seling Price - | 20 %

Restaurant v

Rounding I
Shop v

Pre-Update Report | Clear Price Matices | Update Price Matrices

The Customer
Account is
selected before

adding charges to
the POS Systems

A Specified
Discount
Percentage per
Customer
Category is set up




Inirodueciion

Create Restaurant POS Specials to be charged automatically at the set days / dates / times.

# Edit Special
. escription  |2000 Rurmp Steak and Chips
200g Rump Steak and Chips Desei = :
Normal Price = R150.00 InEffect
D'escription Stark End
D aily 11:00:00 14:00:00
Add Remove
Special Price Every
MO N d Oy Tepe Tirne Start Tirne Erd
from 11am to 2pm |Daily j 110000 == 40000
— R ] 2500 Manthly
Last Day OF Manth
Specific Date
Date-Ta-Date Accept Cancel




Inirodueciion

@ Edit Charge ®
Code ICDKUTD W Phuwsical lkem
W Display On Invoice I~ Use Custom Rate . . .
Description ICUkeBEDmI [~ Service Charge ltem [v Master Price AS Only 1 Menu Category can be Ilnked per Chargel and dlfferent mUItI_
Bacee [ [ Event leg [1locked stores may apply, a charge must be created multiple times with unique
codes for each to be linked to the applicable Restaurant and or Bar
General T Froperties T Woucher T Price Update T Foreign Cumency T Activity Tracker Depa rtment to make It avallable for seIeCtlon'
Update Cost Price | Update Selling Price Update WAT /T ax Code Ird Select Al | Select None | Selllng prlces may dlffer per Department'
ﬁcoma — Dozt MF Novtel incorporates the functionality to create a ‘Master Price’ charge,
aKe m op 3 . . . . .
Ko e e T T and link all of the same items to this charge code — provided that the
| S Coke 3507 Menu 0.00 1400 1 Pastel Inventory Code is the same for all.
[E[-RCORESSIML[Coke 250m1 Menu 0.00 1800
[ | 0.00 oo From the Master Price Charge, the cost and selling prices can be
= - - :: updated simultaneously when changes occur.
|| 0.00 ool
| | 0.00 ool
. 0.00 nooi
. 0.00 nooi
<< Firat | < Previous Mest > | Last »> | Apply Changes |
Aecept Pastel Inventory Code |COKO02 Coke 350 o | Faneel
Yiew Audit Log | | Multi Store code faor retrieving Cost Price IDEH g | |




Inirodueciion

If set up, a Restaurant or Bar User can only perform certain
actions if a Supervisor gives consent by either entering their
password or scanning their fingerprint.

The following are examples for which supervisor permission may
be necessary:

v' Printing or reprinting the bill

Removing Items from the bill

Transferring a Table from one User to another
Reprinting the Preparation note

On Account Postings

In-House Postings

In-House Group Postings

Closing a table and cashing up a sale

DN N N N N N RN

Cashing up a User’s Shift

On a Global level, the following can be allowed or denied for all
Departments using the Restaurant POS System:

v

DN N N N NN

AN

< N X X

Closing a Table without Transactions

No Charge Transactions

Using the Bulk Quantity option

Setting up and Forcing the Use of Agent Codes

Setting up and Forcing the Use of Cost Codes for specific Agents
Set up and allow a maximum discount percentage

Setting up a Fixed Gratuity Percentage to be added to all
Restaurant and Bar Transactions

Allow Multiple Shifts per POS User

Customer Note Editing or Deleting when a Customer Master File
is selected on the ‘In-House’; ‘In-House Group; and ‘On Account’
tender methods

Activate the use of the Special Preparation Note

Activating the use of a Dedicated Cashier

Notify the Kitchen or Bar of Cancelled Order Items

Enabling the Selling Price on Buttons
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Company anad Restaurant POS Sertup

® Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ ltem Grid] From the Setup Menu option, the following setup procedures must be performed:
W File Edit Modi Setu Process Reports  Hel
. y lfp . . » Company:
i [E oo 1zal
o ’ 1 * . . . . .
a7 S5 Minterfaces , U= - ** The company details and financial tabs are especially important.

User Defined Fields
blesers. J Passwords

> Interfaces:

[E B v ** Here, the Company’s Accountant MUST be involved, since the settings
| coo1 gDocuments determine which accounts in the financial system will be affected.
IT Cash Drawer
Database Set » Users and Passwords:
| 003
IT Reminders s System Users are to be set up. Administrators; Supervisors and
Tag Reader Restaurant Users must be created. For Restaurant Users, the specific

|-'
S
En

Authorization Department (Restaurant) where they are employed, must be selected.

Customer Emails +»* Pre-created ‘Gratuity’ Charges (No Tax) must exist to be selected on a

Restaurant or Bar User’s Master File.

i
INERREER

Workstation

V.J POsS

2

> Documents:

i

K/

%* The required POS Invoice Slip Layout must be selected, and document
notes captured to be displayed on the documents.




Company anad Restaurant POS Sertup

# POS Setup *

r— Front Desk/Shop

Enable Discount ¥  Use Default POS Shop r
= Show Inventory Details

M ax Dizcount Percentage |5 j Enable Quick gcan ||: > Pos Setu p:

Frint Access Permit [~ Remove itern without Supervisor permission v

Dizplay Footnote on Front Desk Documents V¥ Force Cost Code for specific Agent (Front Desk] D i

Dizplay Footnote on Shop Documents ¥ Force Cost Code for specific Agent [Shop) = ¢ Th e n u m be r Of ta bI es a re to b e Set u p I n t h e

restaurant, as transactions are performed
—In Houze Charge Festaurant Accommodation Package:
Allow Back Posting of InHouse Charges W Allaw In-House Transactions for Departed Feservations [Supervisor) v T Bt Ehees O Assammeskliam Feekess lems r pe r ta b I e .
Festaurant/Bar In Houze Change Code |INHDD1 ﬂ ||nhouse Restaurant Transaction Clear
. . . .

PO5/Shop In House Charge Code IINHDD2 &I Ilnhouse ShopTranzaction Clear QQ’ A” Other Settl ngs must be COﬂSIdered
POS/Shop In House Payout/Credit Mote |EHEDD2 al |Eredit |zzued Clear |

Restanant/Bar carefully; implemented and saved.

Frirt Bill with Supervizor permiggion W Allow close table without Transactions

Fieprint Bill with Supervizor permission ¥ Display Footnote on Bar Documents

Femove item without Supervizor permizzion [~ Display Footnote on Restaurant Documents

Remove item with Supervisor permizsion After Bil [~ Set Focus on Payment instead of Gratuity

Prirt Bill/Feceipt combination instead of Receipt W Allow No Charge Transactions

Frint Kitchen =lip on Kitchen and Waitron printsr [ Use Bulk Quantiy [T ouch-S creen keppad) Al Departmerts
Enable Confirmation Eefore Printing Bil/Receipt [ Table Transfer With Supervisor Permission

On Account Tranzaction with Supervisor permission r
In-Houge Tranzaction with Supervizor permizsion r
In-House Group Transaction with Supervisor permission |
Enable Quick Scan

Dizplay Selling Price on buttons

Cloze T able ‘With Supervizor Permizsion
Fixed Gratuity Percentage

U e A e i A
?I‘LI‘LI?I—I

Hide POS Package Detail: On Bill/Invoice [~ Force Cost Code for specific Agent (Flestaurant] Dedicated Cashier

Allow Restaurant/Bar Discount ¥ Reprint Preparation With Supervisor Permission Delay after Card Read [Seconds) :I
Dizcount with Supervisor permission W Activate Special Preparation Note Matify Kitchen/B ar of Cancelled Order ltems

Mumber of Tables IED Keep Only Latest Special Preparation Note Max Discount Percentage |1 1] ﬂ
Posting of Shortages/0ver Journal by Supervizor Shift Cashup [~ Display Receipt as Invoice (Mot recommended) r

Hide Shift totals on Maoney count I~ Megative Stock NOT allowed [Evolution Interface Globalf I

Use Detailed Shift Repart [Unchecked - Detailed Cash Split Beport) [ Allow Multiple Shifts For POS User r

Supervisor Cashup - Force Megative Stock Walidation I~ Hide Daily T akings Buttan [Shift Cash Up) r

Supervizar Cashup - Negative Stock Walidation per Shift I

Accept Cancel
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"} Setting Up Restaurant Departiments

Multiple Departments can be created — each linked to a specific Multi-Store or Warehouse in the Financial System - if required.

By creating each restaurant as a Department, a unique set of menu categories and charges can be created for each Department
and accessed by the applicable Users employed at the various Departments.

# Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ ltem Grid] To create a new ‘Department’, click ‘Add’.
W File Edit Modify Setup Process Reports  Help

Reservation Type
Departments
Event Master

Room
[ [ ] # Departments poe
Custormers
Suppliers Code Crescription
1 Lighthouse Restaurant
£om Branches 2 Curio Shop
C Charges a3 Wine T asting Room
0 Guest Tariffs 4 Del
) 5 The Anchar Restaurant
I_( Menu Categories E Firates Pub
l—( Group 8 Pool Side Restaurant
I_': Group Bulk Manage
Specials
l—{ P
< Charge Price Matrices
Country Edit Cloze
C
POS Package
C
Agent




(3 Add Departments - B X 1. A Unique Department Code is to be entered in the first field.
Depatment Code 3 2. Next, the department’s description is required. We recommend that the description is
Descipion (€ [Ftei Festauran entered as the restaurant or bar’s name.
e Fiiod T Al (£ or The following will be linked to Departments:
_ v" Menu Categories and Charges.

— Restaurant Module Settings

izplap Stock On Hand i

D r v’ Users to access the Department’s unique set of buttons to perform
Use Department Menu Il

transactions.

Optiong below only active if not set global at Setup POS

Negative Stock NOT slowed [Eveton nerace] - 3. Since the department is related to the Restaurant module, this checkbox is to be
Uze Bulk Quantiby [Touch-S creen keypad) v Selected - Wh'Ch W|“ aCtlvate the lRestaurant MOdUIe Sett|ngsl beIOW |t.

_ Per Department, the following options can be activated if required, by ticking the

Cancel | relevant option(s):
» Display Stock On Hand

# Departments *

Code [ Daserition » Use Department Menu (For an extra level of buttons on the Restaurant or Bar
1 Lighthousze Restaurant

2 Cuno Shop menu )

3 “wine T asting Foom

4 Deli

5 The Anchaor Restaurant . o

0 PraesPub Please note that the ‘Negative Stock NOT allowed (Evolution Interface)’, and ‘Use Bulk
S Hotel festaurant ‘//— Quantity (Touch Screen Keypad)’ options can only be activated per selective Department if

not globally activated in the ‘Setup — POS’ screen.

u - o :Dm | Clicking ‘Accept’, the Department has been created successfully.
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9 Creaiing Menv Categories

The Restaurant POS System can be set up to either contain 2 or 3 levels.

To activate an extra level of buttons to be created, the ‘Use

Department Menu’ option must be selected on the Level 1 Categories may include grouping options such as:
Department Master File: O Main Meals O Alcoholic Drinks
v Level 1: Department Level Menu Category O Deserts O Hot Drinks
v Level 2: Category Level Menu Categories O Kiddies Meals O Cold Drinks and Juices
O Kiddies Drinks

v Level 3: Charges

oz

9\/ Buffet — Adults v’ Hamburger v’ Hawaiian v’ Alfredo v/ 200g Sirloin
v’ Buffet — Kids v’ Cheeseburger v’ 4 Seasons v’ Carbonara v 300g Rump
v’ Sunrise v’ Pepper Burger v’ Chicken and Avo v’ Lasagna v’ 500g Ribs
v’ Bankers v’ Spaghetti v Surf and Turf

Bolognese
v' Farmers &



Crealing Menv Calegories

As we have not activated the ‘Department Menu’ option on the Department, there will
only be 1 Level of Menu Categories, and charges linked to each respectively.

This means that all Menu Categories will be listed as follow in the Restaurant Module:

El KN KEES 2 %

BT p
EEEEEE

R

TENDER - CASH




9

)

Crealing Menv Calegories

# Novtel Hospitality Uttimate Enterprise 7.9.0.2 - [ item Grid] Menu Categories for a specific Department are created to group
W File Edit Modify Setup Process Reports Help

ah oo ‘0 7 7

certain items together.

Customers This means that a button can be created as ‘Breakfast’, and all
ST 9 [ breakfast Charges can be linked to the same button.

Branches

Charges

Guest Tariffs From the ‘Edit’ menu, select ‘Menu Categories’, and click ‘Add’ in

Menu Categaries the ‘Menu Categories Setup’ screen.

[CooT
l_(
l_(
l_(
l_(
-

Group
Group Bulk Manage
Specials
# Sclect Menu Departments X
# Add Menu Category —
Code | Description | el Arcel
1 Lighthopuse Fiestaurant g
Code oo Extra 2 Curia Shoy . . . .
‘ : 3 Wine Tasting Floam Cancsl 1. A Unique Code and Description is to be created
4 Del
Description Breakfast e Anchor Bestauran i
P ' — first.
Dz | ! Fod S Fesasen
e Level [Crey E H— 2. The specific Department where this button is to be
Deptmnt Lk | = added, must now be selected. In this case,

Department 9 - the Hotel Restaurant’.

Accept Cancel Search By

Code j Search For




# Add Menu Category *

The ‘Menu Level’ is selected as ‘Category’ since we have not opted for an extra level

o i i X of buttons in this Department, and therefore, the ‘Department Link’ is not applicable.
Description IBreakfasl

esatment I 8 et Resaant The ‘Extras’ option is not selected, since it is not applicable to this menu category.

Menu Level yﬁ

Desatment Link X oo | Clicking ‘Accept’, the Menu Category is created and linked to Department 9.

To create all other Menu Categories for this Department, simply repeat the process.

[ N

# Menu Category Setup X
Code Drescription Department | Menu Level |Link Code | Extra ;I
WwikZ2 Wines - White 1 Category
100 Claothing 2 Categony
ADRBES Aleoholic Drinks 5 Department
BRESRE Breakfast 5 Departrment
CORBSS Cold Drinks [} Departrment
DIMGEE Diinner Menu 5 Department
LUMNERE Lunch Menu 5 Departrment
WwDREEE wharmn Drrivkg [} Departrment
BHTA55 Breakfast Hot 5 Categony BRESSS
BRCEA5 Breakfast - Cold 5 Category BRERES
COFE55 Coffee 5 Category WwhDREEE
TEARES Tea 5 Category WwhRE55

Add Edit Delete Cloze |




@ Creaiing Menu Calegories

|® Menu Category Setup x We have created 12 Menu Categories (Buttons) under the ‘Hotel
Code Description Departrent | Menu Level |Link Code | Extra ;I Restaura nt’S’ POS System,
TEABRRS 5 Cateqgary WhDREES
E I L : : o
002 Beveragss - Beer 3 Logging into this POS System, and opening a table sitting, the Menu
o [Peverages Tl = ceteoy Categories are displayed as set up.
a04 Beverages Cold 9 Cateqgary
aos Pizzaz 9 Cateqgary
s Burgers 9 Cateqgary
007 Ribs and Steaks q Category - 2 S
a0z FPastas 9 Cateqgary m - - = 24 \
oos Salads 3 Categony DESCRIPTION arY  PRICE
a0 Dieserts 9 Cateqgary i _ i
o1 wines - Hed 9 Cateqgary
a2 wines - White 9 Cateqgary

Edit

Delete

R

Print Kitchen Line Discount Document Discount TENDER - CASH Drawer

Sale Cash Up Print Bill



# Add Menu Category X

Code 050 i 2 In Novtel, specific preparation methods; extra items to be added to a meal,
Dessiption [Preparation - Heat and even food allergies can be linked per plate for the attention of the chef.
Department IS &I IHoteIHestaurant

To achieve this, Menu Categories — classified as ‘Extra’” — must have been pre-

Men Level [Category xf =l created.
Department Link I y = Clear |

If the ‘Extra’ checkbox is selected on a Menu Category, the ‘Menu Level’ and
‘Department Link’ options are deactivated.

W Cancel | # Menu Category Setup X
e

Code Drescription Department | Menu Level |Link Code | Extra ;I
ons Pizzas 9 Categary

00e Burgers 9 Categarny

oo7 Ribz atd Steaks 9 Cateqory

0og Pastas 9 Category

003 Salads 9 Category

0o Deserts 3 Category

011 YWines - Red 9 Category

mz2 WWines - White 9 Category v_
050 Preparation - Meat 9 Categarny

051 Preparation - Eggs 9 Categorny

052 Preparation - Fish 9 Category

053 Food Allergies 9 Category

054 Add 3 Category

Chdd T Edit Delete Close |




I@i Creaiing Menuv Cealegortes = EXTRAS

El EIEEEET

‘Extra’ Menu Categories will not appear with the
‘Non-Extra’ categories.

These are only accessible from the activated
‘Lightning Bolt’ button — as we will explain in
another chapter.
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Creating Charges and Linking it to
the Applicable Menu Categories



Creaiing Charges

Different types of charges to be used in the Restaurant POS system can be created in Novtel.

W File
(]

Cao

Edit

Meodify  Setup
Room
Customers
Suppliers
Branches
Charges
Guest Tariffs
Menu Categories

Group

Gropun Baalle bdsman

# Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ Item Grid]

Process Reports  Help

haciral

From the ‘Edit’ menu, click ‘Charges’, and click ‘Add New’ in the

‘Charge Setup’ window.

22
Aug
2023
Maon
# Charge Setup had
Code | Diescription | Amaunt -
BERED Buffet Breakfast -
BDO01 Bad Dbt Wiite-Off @ Add New Charge X
BEERDO1 Windhoek Light 375ml v
Code HREURDOT v Cieate |tem In Pastel v Physical ltem
BEERDZ W\ndhm_ak Lager 375mi I [+ Display On Inwaoice [~ Use Custom Rate
BEERO3 Castle Light 375ml Description IHamhurgar and Chips [~ Service Charge ltem [~ Master Price
BEERO4 Castle Lager 375ml m el I Blocked
BREOM Surrise Breakfast B I—
BREOOZ2 Farmers Breakfast
BREOOZ Earkers Breakfast
BREOO4 Plain Omelette and Toast
BREDDS Breakages General T Properties T Youcher T Price Update T Foreign Cumency T Activity Tracker
BREO10 Breakfast Included
BUFOOT Euffet Breakfast - Adults
BUFO0Z Euffet Breakfast - Childien)
BLFE5S Breakfast Buffet _ AlowTax [ [15-Vat - Stanard rated (15%) =]
BUROO Cheese Burger and Chips
BUROOZ2 Pepper Burger and Chips Cost Price Excl 0o Markup % | 0.00
Charge Incl 85.00 Charge Excl I 7391
Sort By ICode vl Search ||
User Defined Field 1
User Defined Field 2
Code I User Defined Figld 3
User Defined Field 4
Desciiption | User Defined Field 5§
Charges I— Customer Category 0- No category LI
Customer Category - Implemented at Reservation and Group Additional Cost
- when selecting Charges. The Customer Category as setup for the Customer/
) ; Guest will be used to only display Charges with the same Customer Category
édd New Edit | Delete | o selected here. Default is Mo Category for Charge. [Activated per Customer]

Accept Pastel Inventary Code

ﬂ Cancel |

View Audit Log

fulti Store code for retieving Cost Price

- |

The Charge code must always be
unique, but if allowed, the description
does not have to be — meaning that
the same description can be allocated
to a charge to be linked to another
Restaurant too.

The selling price is entered in the
‘Charge Including’ field.




Crealing Charges = Menu [iems

A charge classified as a Menu Item, is linked to the applicable pre-created
menu category — which in turn, is linked to a specific Department.

The charge will then be available for selection in the specified

Department, and under the selected Menu Category.

# Add New Charge X B = =
Code IHHBUHDU1 ¥ Create Item In Pastel ¥ Physical ltem E m‘g ao‘;sz
¥ Display On Invoice [~ Use Custom Rate Man Tue Wed
Diescription |Hamburgar and Chips I~ Service Charge Item [~ Master Price
I~ Ewentltem [~ Blocked
Barcode N
# POS Menu Categories ’ X
Code | Description | Dept ~ Acepl |
General I Properties IT “Youcher T Price Update Forg | 100 Clathing 2
ADREES Alcohalic Drinks 5
EHTEES Breakfast Hot 5 Cned
BRCHES Breakfast - Cold ]
I~ POS Item = BRESSS Breakfast 5
CORS555 Cold Drinks 5}
I~ Barltem POS Categary: I ﬁl COFERS Coffes 5
I” Shopll DIN5E5 Dinner Menu 5
| DUED [ | LUNSEE  Lunch Menu 5
v Menu ltem TEASSS Tea 5
! "WDREES Wwarmn Drinks ]
™ Comporent ltem oo Breakfast =]
ooz Beverages - Beer El
003 Bewverages - Hot 9
o4 Beverages Cald =]
I~ Payout ltem a5 Fiezas 3
I~ Scale ltem
Breakfast © Oter | |07 Ribs and Steaks 3
™ Refundable Charge Item Lunch -~ Not Med | 008 Pastas g
. ong Salad: 9
I~ Recipe Item ", | Dinner s 010 DZ:S:S g
o1 Wines - Red 9
Department &I I mz wines - Wwhite 9 v
< >
Search B 1
“EDdE LI| ‘ Search For I ‘
Accept Pastel Inventory Code &l EATEET | 3

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

[ |

#® Add New Charge

Code |HF|BUF|DD1

¥ Physical ltem
I~ Use Custom Rate

¥ Create ltem In Pastel
¥ Display On Irwvoice

Deszcription IHamburger and Chips

Barcode I

[~ Master Price
[~ Blocked

[~ Service Charge Item
[~ Ewent Item

Properties T

General I

Woucher T

Frice Update T Foreign Currency T Activity Tracker

I~ POS Item
[ Barltem

[~ Shap ltem
v Meru ltem

I Component ltem

POS Categary: IUUE ql

| Burgers 1 | Clear I
Split Bull. ATY Items For Preparatio -
Breakfast « Other e

* Mot Meghl Type

Dinner «

[~ Payout Item

[ Scale ltem

I Refundable Charge Item
™ Recipe Item
Department 9

E IHnteIFlestaurant -F'

Aceept Pastel Inventory Code

View Audit Log

Cancel |

Multi Store code for retrieving Cost Price

[ A




Crealing Charges — Compoenent [fems

Component Items are created in order to link the following to a specific plate as instruction to
the chef when the order is printed in the kitchen:

v' A specific meat / fish / eggs preparation method (Non-Chargeable).

v' To add an extra item such as fries; toast; sausage, etc. which is chargeable and is
linked to a Menu Item.

v' To remove an item as requested by the Guest.

v' To inform of a specific food allergy.




P Add New Charge

Code |HF|PF|EF'DD1

Description IEggs Sunny-Side Up

Barcode I

[~ Ewent Item

¥ Create ltem In Pastel
¥ Display On Invoice
[~ Service Charge ltem

[~ Physical ltem

[~ Use Custom Rate
[~ Master Price

[~ Blocked

Menu ltem I Properties T Woucher T Price Update T Fareign Currency T Activity Tracker ] _
| I
# POS Extra / Component Categories *
™ POS ltem = |
Code | Dieseription | Diept Accept
[ Barltem POS Category: BT Add Extras 1
I FALOO Food Allergies 1 |
I Shop ltem l FRE Meat Preparation 1 Cancel
[~ Menu ltem FREDOZ2 Eqggs Preparation 1
FREDDZ Fizh Preparation 1
¥ Component ltem I RE=01 Remove ltem 1
050 Preparation - Meat 9
Preparation - Eggs q
[~ Payout ltem 052 Preparation - Fish 9
053 Food Allergies 9
Scale It 054 Add |
] Sepllem Breakfast e Other
[ Refundable Charge Item gk e Mot Mea
I Recipe ltem Dinner [
Department &I I
Aocept Pastel Inventory Code
—_— £ >
View Audit Log | | Multi Stare code for retrieving Cost Price I E Search By |
“Eode j| ‘ Search For I ‘

Cintol

When classifying a charge as a ‘Component Item’, only
Menu Categories for which the ‘Extra’ checkbox was
ticked, will be available for selection.

Ensure the correct menu category — as linked to the
relevant Department — is selected here.

In this case, it is the Egg Preparation Extra Category.

Please note that no price is applicable to these items,
and even though it is not an actual charge in the true
sense of the word, it must be linked to an Inventory
Category in the financial system to prevent the Cashup
process from failing.

We recommend that a single ‘Preparation’ inventory
item be set up for ALL Novtel preparation and food
allergy charges to be linked to it.




Crealing Charges = Component liems = Chargealble

P Add New Charge x .
e [T T Iltems to be added to a meal, and which are chargeable,
¥ Dizplay On Invaoice I~ Use Custom Rate . .. ¢ ;. .
([oesemion [Erries | Eiontiphn Bl will also be classified as a ‘Component’ item, and linked

Barcode I

I
— to an ‘Extra’ Menu Category.
I
.
|
X

enu Item | Properties T Woucher T Frice pdate T Foreign Currency T Activity Tracker | .. . . .
| In addition, the charge must be linked to an existing
# POS Extra / Component Categories . ¢ 1]
I Positem = | | v charge in the ‘Menu Item’ tab.
[~ Bailtem POS Category: l_@ Code Diescription Dept Acept |
EXT &dd Extras 1
[™ Shop Item | FALOOT Food Allergies 1 — L. . ) 3
7 Meultem oL | HealPrpseein ! [ ew | When this item is added to a meal, the price will also
¥ Companert Item PREOOZ Fizh Preparation 1 .
REXM Femove llem 1
\ 050 Preparation - Meat | be added to the bl“'
051 Preparation - Egas 3
I~ Payout ltem 052 Preparation - Fish 9
053 Faod Allergies 9
B ez Breakfast Adid ®
[~ Refundable Charge ltem Lunch ~ ot Me
I Recipe ltem — i . Code IHHEXTDD'I — Cr.eate Item In F‘_astel ¥ Physical ltem
- v Dizplay On Invoice I~ Use Custam Rate
Desgcription IExtla Friez I~ Service Charge ltem [~ Master Price
Department X
IR —I I [~ Ewentltem |~ Blocked
Barcode I
Accept Pastel Inventory Cade | Menu ltem IT Properties T Voucher T Frice lpdate T Fareign Curency T Activity Tracker
Wiew Audit Log || Multi Stare code for retrieving Cost Price I E < >

Search B ]

ICDde LI‘ ‘ Search FO’I Menu lkem I CIearMenuIteml

| D atabase Path : C:hlsershlls ’7

furirh 1ink ad Hana lham- 1
# Select Charge /
Description

ADD00T
ARCOK...  Coke 350ml 13.04 1.96 15.00
BACDN  Bacon 1204 156 15.00 Cancel |
BEREOT  Buffet Breakfast 108.70 16.30 125.00
BEEROT  ‘“windhoek Light 375ml 2174 326 25.00
BEERDZ  ‘“Windhoek Lager 375ml 2174 328 25.00
BEERO3  Castle Light 375ml 21.74 326 25.00
BEERD4  Castle Lager 375ml 2174 326 2500
BREDOT  Surrise Breakfast 34.78 5.22 40.00
BREODZ  Farmers Breakfast £0.00 9.00 E9.00
BREODZ  Bankers Breakfast e | 11.61 83.00
BREOO4  Plain Omelette and Toast 43.48 6.52 50.00
BUFOO  Buffet Breakfast - Adults 130.43 150.00
BLIEQO Buffat Braakfact - Childran oo bo 15 E9R 2000




# Add New Charge > . . .
-  Codoloninpatel I~ Phosiodion A single Voucher charge can be created, and the ‘Custom Rate’ option selected in order to sell
I ¥ Display On Irwoice [v Use Custam Hatel . . o
Drescription |Hule\Heslaurant\u"uucha| Fgerviczla Charge Item lzgllast:r:rice |t at a Speclflc amount - as req uested by the Guest.
vent |tem OCK 2

Barcode I— . L
The Voucher will be classified as:

General I IPmpellies IT Youcher T Price Update T Fareign Cunency T Activity Tracker

v A‘Menu Iltem’ in the ‘Properties’ tab and linked to the ‘Vouchers’ Menu Category.

[~ POS Item = : ‘ ’ H
— ros cose: [T v" A Voucher Item in the ‘Voucher’ tab, and the relevant settings entered.
I Shap ltem /'Wouchals | Clear I
¥ Menu ltem Split Bulk QTY [tems For Preparation |
I~ Comparent tem
# Add New Charge X
I Payoutltem Code IHHVDUDD] [¥ Create Item In Pastel Physical lterm
I Scale ltem Broakfast P th P v Dizplay On Invaice ¥ Use Custom Rate
r fRartas = Dreseription IHoteI Restaurant Youcher I~ Service Charge ltemn Master Price
Fefundable Charge Item e ‘® Mot Meal Type & I Eventltem I Blocked
™ Recipe ltem "o | Dinner [ Barcode I
Department | E Hotel Restaurant o e . . . . .
! : : : : A specific period can be set within which it
General T Properties T Voucher \I’ Frice Update T Fareign Currency T Activity Tracker
Vouherlen @ Sgevoucher [~ can be redeemed at the selected
Single Youcher checked will create only ane voucher . . .
Accel | pagel nverton Dode | 9 irspecive o quanity set. Unchecked wil reate departments. The date upon which it is
—| —_— individual woucher to the total of the quantity set
View Audit Log | | Multi Store code for retrieving Cost Price H
st [l | — sold, is day 1.
‘oucher Description: Hotel Restaurant Voucher
Dizplay Youcher Mumber On Receipt [ i I
“alid Stark Q g
(,,q e i ‘ If the voucher is valid for 365 days, the last
Vsl End _ day it can be redeemed, is on day 365.
* Days " Specific Date 5
oucher Redeem - Accommadation [ Woucher Redeem - Restaurant v
“foucher Redeem - Bar Il “Youcher Redeem - Takeaway Il
‘Woucher Redeem - Delivery - ‘Woucher Redeem - POS Shop -
Aceept Pastel lnventary Code ﬂ Cancel |

View Audit Log | | Multi Stare code for retrieving Cost Price E | |




Crealing Charges = Craiuvily

# Edit Charge *
Code IGHAUUE x" Physical ltem
¥ Display On Invaice Use Custom Rate
Description IEratu\ly I Service Charge Item I Master Price
I~ Eventltem I~ Blocked
Barcode
General T Properties T Youcher T Price Update T Foreign Currency T Activity Tracker
BlowTay [~ xﬁ Tan Type 0(0%) =l
"
Cost Price Excl 0.00 Markup % 0.00
Fiate rx’ 0.00
>
User Defined Field 1
User Defined Field 2
User Defined Field 3
User Defined Field 4
User Defined Field 5
Customer Category ID - Mo category j
Customer Category - Implemented at Reservation and Group Additional Cost
when selecting Charges. The Customer Category as setup for the Customer/
Guest will be used to only display Charges with the same Customer Category
selected here. Default is No Category for Charge. [Activated per Customer]
Accept | Pastel Inwventory Code GRADDS Gratuity 3' Caricel |
View Audit Log || Multi Store code for retrieving Cost Price E l:l

Gratuity amounts can be awarded by Guests to Restaurant and Bar Users specifically.

A Gratuity charge:

1.
2.
3.
4

IS NOT a physical item
Is NOT taxable
Is NOT linked to a specific rate

Is NOT classified as a anything in the ‘Properties’ tab and not linked to a

Menu Category.

# Edit Charge

Code IGHAUUE

Description IGratuit_l,l

Barcode

I~ Ewent Item

v Display On Invaice
I~ Service Charge ltem

[ Physical ltem

|~ Use Custom Rate
I~ Master Price

I~ Blocked

General I :_I_'—_'_ggpg_l_ti T Youcher T Price pdate T Foreign Curency T Activity Tracker

[~ POS ltem =]

I~ Barltem FPOS Categoy: I x’ ql

I Shop! X' —

op liem C | Clear I

I Menultem

I Component ltem

I~ Payout Iter

Scale It

'] Sezlolln Breakfast (o Other o

™ Refundable Charge ltem Lomeh e NotMeal Type &

™ Recipe Item Dininer (ol
Department &I I

Accept Pastel Inventory Code GRA00S Gratuity ﬂ Cancel |

VYiew Audit Log

ulti Store code for retrieving Cost Price

[ ||




Crealing Charges - Craivily

» B

General

1

Permizgions T Pastel I - I Departments

: [Activate Dedicated Cashier At
Crsiter e r Setup POS Must Be Activated)
Tranzaction Cashup Only By D edicated Cazhier =

lUze Keyboard I~ Use On-Screen Keyboard [

Gratuity Charge

IGHADDS Qi

IGratuity

Gratuity GL Account [Short And Over)

I—EI Clear I
|

Department

R

IH otel Restaurant

Cost Code

I—EI Clear |
|

s

Accept | Cancel |

A single Gratuity charge can be created and linked to all Restaurant
/ Bar Users in the ‘Restaurant’ tab.

OR: A gratuity charge can be created for each Restaurant / Bar User
individually and linked accordingly.




Crealing Charges = Event Charges

#® Edit Charge *
Code |ZWF|DD1 [ Physical ltem
v Display On lrwoice [~ Use Custom Rate
Description | EAIER R afting - Adulks [~ Service Charge Item [~ Master Price
v Evert Item [ Blocked
Barcode |?8?8?8?45454545
|Event Code: |2 ﬂ IFaIcon River - White Y ater R afting i Clear IAttendee Description: iAduIts |
General T Properties T Woucher T Frice Update T Foreign Currency T Activity Tracker
AllowTax W [15-Vat - Standard rated (15%) ~|
Cost Price Excl I 0.00 Markup % I 0.00
Charge Incl I 350.00 Charge Excl I 304.35
Uszer Defined Field 1
Uszer Defined Field 2 B Edit Crarge %
User Defined Field 3 I Prysicallt
d 2 Code ZWR00T DEEallEn
User Def!ned F!EH 4 I [¥ Display Or Invoice I~ Use Custom Rate
User Defined Field 5 Description IW’hite “Water Rafting - Adults [ Service Charge Item I Master Price
[w Ewentltem I~ Blocked
Customer Category 01+ Mo category v| || Barcade  [ravarvarssesanss
Cust Category - Impl ted at Reszervation and Group Additional Cost Event Code: [2 Faloon Biver - Whits Water Fiafti o Attendee Description: [Adult
when selecting Charges. The Customer Category as setup for the Cust ! | vent -ode I ﬂl cleon et e water hafing e I endee Desrplion I e
Guest will be used to only display Charges with the same Customer Category G | P z Vouch Price Updat " At Theel
selected here. Default is Ho Category for Charge. [Activated per Cust: ] enera T/ toperties T oueher T EORLIED T SEECEIEE) T Sl Ve
[ POS Item =l
[~ Barltem POS Category: I Q,
Accept Pastel Inventory Code w/RO0T wihite W ater R afting - Aduls
_— [V Shop ltern |E= |
View Audit Log | | Multi Store code for retrieving Cost Price I E | ™ Menu ltem
[T Component lterm
[~ Payout ltem
I St s Breakfast i DOther i
™ Refundatls Charge ltem Lunch £ NotMeaType @
[T Recipe ltem "L | Dinres i«
Department TO-FR &I ITlcket Office - Falcan River
Accept Pastel Inventory Code ZwRO01 White Water R afting - Adults &I Cancel |
Yiew Audit Log || Muli Store code for retrieving Cost Price I E l:l

Novtel incorporates an event system where tickets to events can be sold from
the ‘Retail POS System’ linked to the Restaurant POS System.

It is classified as an ‘Event Item’ and linked to a pre-created Event Code.

The Attendee Description can be entered as ‘Adults’; ‘Pensioners’; ‘Kids’, etc.

In the ‘Properties’ tab, the Charge is classified as a
‘Shop Item’, and is NOT linked to a Menu Category,
since it is NOT a menu item.




# Add New Charge

Cods |HF!ELIF!DD1

|~ Create Item In Pastel

Description IHambulgal and Chips

—

Barcode

|+ Display On Invoice [~ Use Custom
I~ Service Charge Item [~ Master Price
I~ Eventltem [~ Blocked

¥ Physical ltem

Rate

When a charge is to be linked to an existing Pastel Inventory code, the option to ‘Create Item In

Pastel’ must be unticked.

By selecting the search option in the ‘Pastel Inventory Code’ field, the list of existing Pastel

Inventory Codes is displayed.

Simply search for and select the applicable code.

General Properties T Voucher T Price Update T Foreign Cunency T Activity Tracker
I~ FOS ltem =
I Barltem POS Categony: IDDB a
I~ Shaop ltem Bugers | ] I
¥ Menu ltem Split Bulk QT Items For Preparation -
I~ Component Itam
I~ Papout ltem
Scale It
[ SeeloliEm Breakfast i« Other o
™ Refundable Charge Item ol o Mot Meal Type
™ Recipe ltern ".| Dinrer s
Department ] E IHoteIF\eslauramt

Accept Pastel Inventory Code

&
\/

Yiew Audit Log | | Multi Store code for retrieving Cost Price

raf ]

W Select Pastel Inventory Code

| D ezcription

Accept

Cancel |

X

The code is now displayed in the ‘Pastel Inventory Code’ field,
and the charge is saved by clicking ‘Accept’.

Code | A

BACOO B acon

BAMOM Bandages

BaAROO2 Bar One Chocolate Bar

BOOO Bad Debt Charge

BOTOO Bad Debt

BEERO Windhoek Light 375ml

BEERDZ “windhoek Lager 375ml

BEERO3 Castle Light 375ml

BEERD4 Castle Lager 375ml

BLAOD Chocolate Cake and Filker Coffes

BLUEQOBO Blue Anchor Apartment B0

BREOO Buffet Breakfast

BREOOZ2 Famers Breakfast

BREOO3 B ankers Breakfast

BREOO4 Plain Omelette and Toast

BREOOS Breakages

BREOTO Breakfast Included

BURDO Cheese Burger and Chipsz

BUROOZ2 FPepper Burger and Chips

BLIR Hamburaer and Chips

BwO001 B oerewaors

oo Chalst 1 - 2 Bedioom

COO0e Chalet 1 - Split Booking

cooz Chalet 2 - 2 Bedioom

Coo3 Chalet 3 - 2 Bedmoom v
—Search By
IEode ;I Search For Ibur

# Add New Charge

Code |HREUROOT

I~ Create ltem In Pastel
¥ Display On Invoice

[v Physical ltem
[~ Use Custom Rate

Description IH amburger and Chips

Barcode

[~ Service Charge ltem
I~ Ewventltem

I~ Master Price
[~ Blocked

General Properties T Youcher T Price Update T Foreign Currency T Achivity Tracker
™ POS ltem =3
I Barltem POS Category: [gog a,
I Shop ltem Buigers | Clear |
¥ Meru ltem Split Bulk ATY Items For Preparation r
™ Comporent Item
™ Payout ltem

Seale It

LEele Breakfast ol Other i~
I Fiefundable Charge ltem Lunch & NotMeal Type
I Fiecipe ltem "o | Dinner o
Department IEI E IHﬂleIRestaurant

": =]
Accept Pastel Inventory Code ’EJF!DDB

View Audit Log

Hamburger and Chips Cancel |

Multi Store code for retrieving Cost Price

ra ]




Saving Charges = Create n the Financial System

P Add New Charge *
¢ . ) . . . . . ¢ )
Code  [FBLRGE ¥ CiselieninPasel| [ Prysicallem If the ‘Create Item in Pastel’ option is ticked upon clicking ‘Accept’ to save the charge,
v Dizplay On Invoice I~ Use Custom Rate . ,
Desciiption [Cheesebuger and Chips minbelin mE the ‘Import Inventory Item’ screen is displayed, and the Item will be imported to the
went ltem OCKE
Barcode . . . . . .
| linked financial system as an inventory item automatically.
Geneiol | Properties | Veuchw | Pice Update | Foregn Curency | Activiy Tracker Re-accessing the charge after saving it, the created inventory code is linked to it.
755 e =) W Edit Charge X
[~ Barltem POS Cate Code IHHBUH002 27| Fligeeetlzm
# Import Inventory tem Iv Display On Invoice [T Use Custom Rate
[ Shop ltem BumEs Description |y burger and Chips: [~ Service Charge Item [ Master Price
V' Menu ltem Split Bulk Code IHHBUHDDE Cade | Description Bl I— [ Ewent Item [~ Blocked
I™" Comporent ltem Description ICheeseburger and Chips oo Deetault Stare
| tory G ooz - | tory Good -
[~ Payout ltem AR EELD I nvenioty oods _I General T Properties T Youcher T Price Update T Fareign Currency T Activity Tracker
™ Scale ltem Excl Seling F'ricg I 78.26 ' Phyzical ltem
]  Service ltem
™ Refundable Charge e
Lunch Allow Tax v |15 -Wat - Standard rated [15%) LI
I Recipe Item 'T Diinner
Cost Price Excl I 0.00 Markup % I n.on
— Multi-Store Select
Department E & [t Chargelnel [ 90.00 Charge Excl [ 78.26
All Multi-Stares o
Selected Mulli-Stares e
V User Defined Figld 1
/ User Defined Field 2
Aeocept Pastel Inventory Code Acocept | Uzer Defined Field 3
- - | ; o ] j Izer Defined Field 4
Yiew Audit Log || Multi Store code for retrieving Cost Price I_ | | | | User Defined Field &

Custorner Categary 1 - Ho category LI
Customer Category - Implemented at Reservation and Group Additional Cost
when selecting Ch . The Cust Category as setup for the Customer/
Guest will be used to only display Charges with the same Customer Category
selected here. Default iz Mo Category for Charge. [Activated per Customer]

| |
Accept Pastel Inventory Code HREUROOZ Cheezeburger and Chips ﬂ Cancel |

T o

View Audit Log | | Multi Store code for retrieving Cost Price
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Creating User Master Files



Creaiing User Master Files

System Users are created and linked to the specific department where they are employed. Restaurant and Bar Staff may be rotated
throughout the facility — in which case a User Master File is created per User for each department to unlock the specific set of menu
categories and charges associated with the different departments.

A Master Password can be created, and when logging in with this password — or by means of a fingerprint scanner, a list of the Departments
they are linked to, will be displayed and the applicable department can be selected.

® Novtel Hospitality Ultimate Enterprise 7.9.0.2 -  Item Grid] All Users are created from the ‘Setup — Users / Passwords’ menu
M File Edit Modify = Setup  Process  Reports  Help option, and cIicking ‘Add".

wwtE o |

— Interfaces
- . Users Group First Mame Last Mame -
U SEr D Eﬁ n Ed FI EI d 5 [T Administrator  Ben Lewis
F & Cashier Bar Cashier Cashier
I:l:":” User"s Jlr Passwﬂrds 6 David FRestaurant Diavid Lessing
L= ﬂ Duncan Event Duncan Sawper
ﬁ Ernily Restaurant Enmily Quinne
cml_ D acum Ents ﬁ Estie Event Estie Walters
ﬂ Franco Riestaurant Franco Struwig Eemiesims i Bem
ooz I: d 5h D rawer £ Grart AR Festaurant Grant Keen
& Grant DELI Restaurant Grant Keen
Grant LH Festaurant Grant Feen
Database Set £ ;
Coo3 & Giant PR Fiestaurant Grant Keen Edit Rooms v
. £ Hein Evertt Hein Stevens Edit Branches v
C Reminders £ HeinlR Festaurant  Hein st Edit Charges v
004 £ James Restaurant James West Edit Guest Tariffs v
Tag Reader 6 Janed Festaurant  Janed Garcia
c‘ms g ﬁ Jalanda Custam Emily Jackzon Update Invices v
A th - t £ Kevin Restaurant Kevin Scott Select Noviel Database v
u orization ﬁ Louise Administrator - Louise Jue Interface ¢ Company Setup v
CAD1 i 6 Peter Event Peter Franklin Users Selup v
Customer Ernails & Quirton Administrator  Guirton Davids . ; =
CADZ2 - € Rita Custom User User
= ﬁ Ruan Supervisor ... Ruan Pretorivs
WD rkStatl on 6 scon FRestaurant Scott West Select User Groups
CAD3 - € stells Shap Stella Wertwarh o
F' G S. € Supervisar Gerald Green Permission Type Al Users hd
CAD4 £ Test2 Restaurant Test 2 Test2
ﬂ Test3 Fiestaurant Test3 Test3 Hide temporary deactivated users r
€ Test User Restaurant Test Test v Hide users linked to Master users r
< >
Add Delete Edt




Creaiing User Master Files

W Add user *

I General I T Permizsions T Pastel T Departments

The General Tab

The Username; Password; First and Last Name is mandatory

User Mame ICarina . , , .

. to be entered in the ‘General’ tab — regardless of creating an
assword  |ABC123

TeoBets | Administrator; Supervisor; Restaurant or Bar User.

. : Please note that fingerprints can be captured in order for
irst Mame ICanna

Lost Name. [Wassencel Users to log into Novtel using a fingerprint scanner.

Hide User From Dizplayi Select List . . . . .
e WserFrom Dislasng n Select st If the option is not set up, the ‘Capture Fingerprint’ button is
Cazhup *With Supervizor Permizsion I

R - ot sl [ deactivated on all User Master Files.

IMaster Supervisor =

Allow Supervizor Access ta User Shift I

Accept | Cancel |




W Add user

General

T Permissions T Pastef

Service Multi-Store

0m 9| IDefault Store

Restaurant Muli-Stare

0m 9| IDefault Store

Bar Multi-Stare

0ot Q| [Default Stare

Shop Multi-Strore

iliy A [Defaut Stars

Import Custamer Documents to Pastel User

|DD - Louize ﬂ
Import Supplier Documents to Pastel Uzer

|DD - Louize ﬂ
Lirk to Pastel D atabase ~2

Daily T akings Control Account (B alance Sheet Account]

gloo0n 4] Clear

|F'DS Cash Control

Departments

Sales/igent Code 005

S Eleer |Carina

Accept Cancel

The Pastel / Evolution Tab

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

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

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

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

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

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

v' Aglobal account used for all Users in the system;

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

Should the default account be applicable as setup in the ‘Interfaces’ screen for
either Pastel of Evolution, this field can be left void.

And lastly: A dedicated Agent Code can be linked per User Master Fi
when a transaction is performed by this User, the selected Agent
linked to all of this User’s transactions.




W Add user X

General T I Permissions I T Pastel T Departments

The Permissions Tab

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

Permizzion Type

Item Grid Shop

Edit Rooms Supervizor Cashup
Event
Edit Branches Customn
Edit Charges [v Users classified as ‘Administrators’, have full rights to set up and edit everything in
Edit Guest Tariffs [v . .
Updat Invioss M the system — including Users and Passwords.
Select Nowtel Databaze . . e s
| - Although Novtel allows for an unlimited number of Administrators to be created,
nterface / Company Setup Fﬂ

we recommend that the number is limited by your Company for the simple
reason of control and security.

Accept | Cancel |




W Add user

General

Permissions

Permizzion Type

T Pastel

Departments

Supervisar Cashup _v.]

Adriniztratar
Festaurant

Accept |

Cancel |

A Supervisor has the ability to:

v
v
v

AN NN Y N N N

Set up Printer settings
Open new shifts for Users when applicable

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

Obtain the list of items to be manufactured when ‘Recipes’ are in use
Release locked User passwords

Issue credit notes

Produce various reports

Track sales as it is processed by the Restaurant or Bar User in real time
Re-open a shift which was accidentally and prematurely closed by a User

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




W Add user X

_— _ T S T When classified as either a Restaurant or Bar User, the ‘Restaurant’ tab is activated on
eneral I ermissions aztel ezlauran epartments

the User Master File.

Permissin Type  [Resatan > In this tab, the following must be selected:

Sipasa Cano 1. The Gratuity Charge to be displayed on the Goods Issued Note and Tax Invoice
when a gratuity amount is entered on the Sale Cash Up screen.

Custom

Supervizor Cashup IT

o When clicking on the ‘Gratuity Charge’ search option, the system will indicate

= that only charges for which tax are not allowed, will be displayed.
W Add user X
General T Permissions T Pastel T I Restaurant I I Departments Sea rc h fo r a n d se I ect t h e a p p I | ca b | e C h a rge .
Eeliitlly [Activate Dedicated Eashler At
L Setup POS Must Be Activated)
Tranzaction Cazhup Only By Dedicated Cazhier r B s s x
Gereral | Pemissions | Fstel | Restawant | Diepartments
|Jze Keyboard I~ UseOnScreen Keyboard [
Aoept | Cancel | # Select Charge X
=ty Ciees Code | Description | Evel | Tax | Indl| A Fy—
I . BDOO Bad Debt Write-0ff 0.00 0.00 0
. CASOM  Cash Depasit Fee om om 1]
- CFCO01T  Chocolate Cake and Filter Coffee 60.00 0.00 60.00 Cancel
Novtel Hospitality CLEOD!  Cleaning Fees 5.6 130 100,00
CREDD2  Credit Issued 0.00 0.00
DAMOOT  Damages 0.00 oo 0.00
" . DELOOT  Deli - Mossel Bap CED 1723 2E1 2000
Mote - Use Charges with TAX se_t to zero, Only Service Charges with Use DELOGZ D:‘:::;i R Hsi?:'a”;y U7 522 4000
Custom Rate un-checked are displayed DELOOZ  Hartenbos 1 25 2000
DELOD4  Delivery - Diaz Beach 70 120 10.00
DELOOS  Foom Delivery 435 0ES 5.00
EXCO0T  Extension Cord - 10m 17.23 2E1 2000
ExHO01  Exhibition 4783 77 56.00
FDWOOT  Voucher 0.00 0.00 0.00
FFADM  Facial - Full 17391 2609 200.00
I Ql FORDD1  Forfeit Fee 0.00 0.00 0.00
GRADM  Gratuity - Grant 0.00 0.00 0.00
GRADDS  Gratuity - Jared 0.00 0.00 0.00
GRANDG
I HRPRE... Egags Sunny-Side Up 0.00 0.00 0.00
INHOI  Inhouse Restaurant Transaction 0.00 0.00 0.00
INHODZ  Inhouse ShopTransaction 0.00 0.00 0.00
o ode MULOO  ult Plug 173 261 2000
a, i NOBOM MO BACON 0.00 0.00 0.00
I 4 ear NODEOOT  NO EGG 0.0 0.0 oo v
Search B ;
I ’]CDdE ;|| | SearchFor [ora ‘
Acoept | Cancel | pccept | Concel |




Crealing User Master Files = Restaurant / Bar Users

W Add user X
General T Permizsions T Pastel T FRestaurant Departments
- _ Select the Gratuity GL Account to which gratuity charges are to
Casin e[ pcivaDodenCosririe : o
_ _ _ be posted in the financial system.
Tranzaction Cazhup Only By Dedicated Cashier |

Use Keyboard [~ UseOnScreenk W Select Menu Departments

ratui arge Code | Diezcription | I
IGGF:ASE% 12 Eight%lése Restaurant 4'

sty 3 \[,)E'lnfiraiﬁngnm Cancel | Select the specific department this User will access with the
Gratuity GL Account [Shart And Owver] g ;i?:tj;;tobmesmwam password Set In the IGeneraII tab’

I EI ﬂl g ';gzrérézséael‘s[;r::rant

I Hotel Restaurant

TO-Ex Ticket Office

[ epartrment

| When done, click ‘Accept’ to save the User to the system.

Cost Code

l—&l Clear |
|

Accept | L Search By
ICode LI Search For I

44
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User Shifts




Opening @ New Shf

# Supenrvisor Shift Cashup - Interface: Pastel x
File Reports Credit Note

A new shift is opened by the Supervisor when a User is on duty.
¥iew Location: ’ﬁ

supervisor (TR v + A shift number is linked to the User’s name which is date and time
Transaction stamped.
[n} Customer Table / TA Type Total « Shift # User Total Invoice Date

All activity by this User during their shift is recorded and various reports
are available to the Administrator and Supervisor.

The Supervisor will log into the system and click on the ‘Supervisor Open
Shift” button.

Select User

Available Users
Carinal [Front Desk)
Carina2 [Credit Hote)
Carinad [Restaurant)

All available Users without an open shift at
Cashier [Bar]

Duncan

present, are displayed in this screen.
Estie i‘

Selected Users

@ Batch Shift © Single Shift Dpen Shift
Check Customer Vupewisor

Integrity | Open Shift

Grant DELI [Restaurant]
Grant PR [Restaurant)

To select a User, simply double click on their
Hein

| HeinHR [He-stauranlll Username.
Louize [Front Desk]

Peter

Accept | Cancel |




Opening @ New Shf

Select User

Carinal [Front Desk] HeinHR [Restaurant] V/
Carina2 [Credit Hote]
Carina3 [Restaurant]
Cashier [Bar]
Duncan
E stie 4
Grant DELI [Restaurant] ==
Grant PR [Restaurant] 2
Hein T
Louize [Front Desk]
Peter

{ Accept ! Cancel

Immediately, the selected User will be displayed in the right-hand side of the window.

Repeat the process for all other relevant Users, and click ‘Accept’.

1. A Shift Number has now been allocated to the Supervisor.

2. The User for whom the shift was opened, does not yet
display in this window, since he has not yet logged into
the system. As soon as he logs in, the shift number and
date will be displayed here.

® Supervisor Shift Cashup - Interface: Pastel X
File Reports Credit MNote
View Location: ] h Supervisor shift # ENEIIIERET

.
20X

@ Batch Shift © Single Shift [ [Upen Shit IEEETTREER 000}

Check Customer
Inteqrity

Supervisor
Edit Shift

Supervisar
Shift Cashup

Cloze ‘




Opening @ New Shf

File Reports Credit Note

View Location: Supervisor Shift # SUZIITIIE]
Transacion —ew ]
1D Customer Table / TA Type Total « Shift # User Total Invoice Date

Restaurant

SFTO007E HeinHR 0.00 %

® Batch Shift & Single Shift

T TTT U7 i
Integrity

Shift Totak

Supervisor
Edit Shift

Shift Cashup Close |

# Supervisor Shift Cashup - Interface: Pastel *

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

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

P Novtel Hospitality Ultimate Enterprise 7.9.0.2
File

#® Supervicor Shift Cashup - Interface: Pastel X

File Reports Credit Note

View Location: Supervisor Shift # EJIITE]

1D Customer Table / TA Type Total « Total Invoice Date

a1 CAS00M Table 7 Sales 540.00
a82 a0t Table 26 Sales 88.00
884 Meaannt Table 0 count Payme 361.00
885 Dawant Table & Sales 570.00 SFT00076 HeirHR  4293.00
966 DUNOO Table 22 Sales 1300.00
887  CAGOD 1440.00

Restaurant

@ Batch Shift © Single Shift [ ]Dpen Shift]
(IO TTTTTTTTTTTTTTTTTTTT] et
Integrity

Shift Total: 4299.00

Supervisar
Edit Shift

Supervizor
Shift Cashup

Close |




@ NOVT61® Hospitality Management - Restaurant POS

Opening a Table and Adding
Items to the Transaction



Transactions can only be performed once a table is
opened.

| (,l. ; In this case, the Guests have been seated at table 7.

By clicking on this table number, the ‘Current Sitting’
window is opened, and the selected table number
displayed.

By default, the number of persons are indicated as 1,
and the correct number can now be selected by
clicking on the ‘up’ arrow to increase the number to
reflect the exact number of people seated.

v' Please note that this number is used for
statistical reporting, and is important to be
selected correctly.

Now click on ‘New Transaction’ to continue.

shift Cash Up Shift Repart
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Depending on your company’s settings, one of various options will be
activated to enable the User to enter a custom description — if
required.

In this case, the default keyboard is displayed to the screen, indicating
#1 in the description field.

If this customer is a Walk-in guest who will settle the bill immediately,
no description may be needed, and the ‘Accept’ button can be clicked
immediately without entering a description.

However: Any applicable description can be entered here, such as an
In-House Guest’s name or room number.

Immediately, the table number will be displayed at the top right-hand
corner of this window, and the menu categories — as set up by the
system administrator for this department - will be displayed.




Opening @ Table Stiing

Please note that it is extremely important to select the correct ‘Tender’ option in order to obtain the correct posting results.

Cash Sales

By default, the ‘Tender — Cash’ option is displayed, and is left
un-altered when the Customer will settle the bill immediately.

On Account Sales

This option is mostly used when managers or authorized
personnel can charge items to their account, and for payment
at the end of the month.

On Account Postings has NO LINK to reservations for
accommodation.

Customer and Customer Category discounts can be set up, and
by selecting the ‘On Account’ tender option, Novtel will check
for the best price according to the Customer, or the Category
they are linked to, and automatically charge the discounted
price.

‘On Account’ postings can be settled immediately too.

In-House Postings

Charges can also be billed to a Guest’s In-House Reservation
for Accommodation, and to be paid upon departure. In this
case, the ‘In-House’ tender option will be selected; the Guest’s
‘In-House’ reservation selected, and then will the charges be
added to the transaction.

This will cause the transaction to be displayed as ‘In-House
Unprocessed’ on the reservation itself when the Front Desk
Personnel opens the reservation.

In-House Group Postings

Charges can also be billed to an In-House Group Reservation
for Accommodation, and to be paid upon departure. In thi
case, the ‘In-House Group’ tender option will be selectec




Adding [fems (o @ Transaction

ElTEE KRN ¢
! X As the menu categories for each establishment can differ
— to display the unique setup for items to be sold, the layout
of the restaurant where you work may differ, but the
concept is the same.
Charges are grouped together by means of a menu
category.

Should the guest order 2 Americano coffees; 1 Filter
Coffee and 1 Rooibos Tea, the process of selecting these
items, are as follows:

First click on the ‘Hot Beverages’ button in order to display
all beverages linked to this category.

TENDER - CASH




m’i-’i_- ) If the ‘Bulk Quantity’ option is not activated, click on the ‘Americano’

=l Option twice to insert 2 of these charges.
However: If the ‘Bulk Quantity’ feature is activated, the default keyboard

will be displayed after each selection, and the quantity is to be inserted
by clicking on the number required, and clicking ‘Accept’.

The Filter Coffee and Rooibos Tea buttons are also clicked to capture the
ordered items.

As charges are added, the amount at the bottom of the screen will
increase.

To return to the main menu, click on the ‘Notepad’ Icon in the top left-
hand side of the screen.

If a slip printer is installed in the Kitchen, and the items are to be
prepared in the Kitchen, select the ‘Print Kitchen’ button. The slip
will be printed in the Kitchen, indicating the following

e information:

. v' The Waitron placing the order
v' The table number and description linked to the tr.
for which the order is placed

v The order number linked to this docu

Page 56 . B ol I Wt W v The exact date and time the or




ElTEE KRN

- The items sent to the kitchen for preparation turned white
- - — indicating that the order was already sent.

Should more items be added to this table sitting, it will be
displayed in black until the order is printed in the kitchen.

To exit the screen to either tend to another table or fetch
this table’s the drinks order, first click ‘Accept’.

CURRENT SITTING

Table :

Persons :

Ii Now click ‘OK’ in this screen.
I e
| v
| New Transaction | | Ok




Adding [tems (e @ Transaction

Table number 7 is now displayed in a green background colour. This
means that the table is open, and the Guests seated here, are served by
the current User logged into Novtel.

The number of people linked to this table sitting, is 4.

Should a table be displayed in a light grey colour, as in the case of tables
1,11, 17, 20 and 24, it means that it is open under another User’s name
and cannot be accessed by the current User.

To access the open table again, simply
click on it and select the table sitting.



I@i Acding lrems 1o @ Iransaction

E - —- ¢ For demonstration purposes, we will select 2 breakfasts to
o show you how to add ‘Egg Preparation’ per plate.
- — The Guests have also ordered a Pizza and a Burger.
Clicking on the ‘Breakfast’ button, all Breakfast charges linked
to this Men Category, are displayed.
O KR

- By selecting the ordered items, it is added to the bill
7 A — - immediately.
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Clicking on an item, a line is duplicated beneath it.

And by clicking on the duplicated line, the ‘Lightning Bolt’
icon is activated.

By clicking on this activated icon, it turns red, and the
‘Extra’ categories are displayed.

The ‘Preparation — Eggs’ button is now selected, and the

ordered preparation method for this plate can be
selected.

DESCRIPTION




Adding [tems (e @ Transaction

El  EEEERrS
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If this guest also ordered additional items to be added to
the order, simply click on the arrow pointing to the left to
return to the previous screen.

All of our additional item — which are chargeable — are
linked to the ‘Add’ menu category.

Clicking on it, the extra charges are displayed.




I@i Adcing lrems 1o @ Transaciion

El EEEEEKECY

Selecting the chargeable items, it is added to the plate
7 7 specifically, and the additional costs are added to the bill.

El"El KB
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To add the ‘Egg Preparation” method to the ‘Farmers
Breakfast, click on the charge, and click on the duplicated
charge beneath it to activate the ‘Lightning Bolt’ icon,
and select the order items.

El EIENEES

S
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I@i Acding lrems 1o @ Iransaction

El EN KB

7 - | Next, the ordered Pizza is to be selected.

ElVAEN KB

T




‘gi Adcing lrems 1o @ Transaciion

And lastly, the ordered burger is added to
C/ the table sitting.




Adding [fems (o @ Transaction

ENFAEN  EKEEN %

r— ' : Clicking the ‘Print Kitchen’ button, the order is sent
ELE Aneriano : to the kitchen printer for preparation — after which
these items also turns white as the order has been

placed.

HeinHR

Table: 7 #1
Order: 1-2022/08/22 08:36:34

X1 Farmers Breakfast DESCRIPTION

[+ 1 Eggs - Fried - Medium]

[+ 1 Add Bacon] !

X1 Fries -Half Portion

X1 PorkBanger
Bacon =
Bacon and Feta Pizza -
Bacon and Egg Burger

Pages: M |4 |1

Sale Cash Up Print Bill Print Group Print Kitchen Line Discount ’ Document Di

Sale Cash Up Print Bill Print Group Print Kitchen Line Discount Document Discount TENDER - CASH



@ NOVT61® Hospitality Management - Restaurant POS

Printing the Bill, and
Closing a Table



Bill anel Closing @ Talble

E Print Bill

Efl Zoom [100% -
D Dasis Lodge ﬁ

77 Long Beach Read

Long Beach
044 123458789
044 123458789

oce: mooset L When the Guest requests their bill, it is obtained by
clicking on the ‘Print Bill' button in the table sitting

Table: 7 S
ers Breakfas w568 screen.
Fiter Coffee 1 235 18.00 =
Rootos Tea 1oam s - . The bill is date and time stamped for the exact
Bankers Breakfast 183 70.00 ' : moment |t was prOduced.
Farmers Breakfast 11239 95.00 SRS -
por Banger " oas The Guest can now check the bill and award a gratuity
vorwome by entering the amount in the ‘Gratuity’ field.
Bacon and Feta Pizza 1 15.65 120.00
Bacon and Egg Burger 1 11.61 29.00
Total Excl: 42433
Tax: 63.67
Gratuity : 0.00
V Total:  488.00

Gratuity:
Waitron . HeinHR
2022/08/22 09:43:10
SFT0007E

Thank You.




Cash Sales

myﬁ - \¢ If the Guest is settling the bill immediately, the

‘Tender’ method is selected as ‘Cash’

' 48800 - By now clicking on the ‘Sale Cash Up’ button, the ‘Sale
: Cash Up’ screen indicates that this is a ‘Cash’

Bankers Breakfast

S transaction.

Fries - Half Portion

ADDITIONAL PRYHENT TYPES Included 0.00 Pork Banger

- By entering the ‘Gratuity’ amount — as awarded by the
S - Guest’” - the ‘Payment Due’ amount increases

Bacon and Egg Burger

0.00 accordingly.

EALANCE DUE

0.00
CHANGE

0.00

PRAYMENT RECEIVED

DRAVER

TRAMSACTION TOTHL

\FEEIIT CARD 488 00

AGH [= :"'E:
J o A
CT A
BRATUITY
Sale Cash Up Print Bill f Print Kitchen Line Discount Document Discount TENDER - CASH U I‘
EF“II E CHARGE
OISCOUNT

AODITIONAL PRVHENT TYPES |
ncluded 0 00

REDEEN CUSTOMER
OUCHER NOTE

PII YHENT DUE
FRYMENT RECEILED

youc HEF (Externall 0.00

BALAMCE OUE

..H...HEF Uneernst 540.00

CHANGE ’ DRAWER ’ CRNCEL
0.00
AGENT CODE
SELECT REENT e CUSTRER



REENT CODE

|

SELECT RGEWT

TRAMSACTION TOTAL
488.00
GRATUITY

+

SERUICE CHARGE

+ 0.00

Included 000

PAYHENT DUE

FAYMENT RECEIVED

BALANCE OLE
3 -60.00
CHANGE

FEEEEH

CASH PAYMENT

payment field.

TRANSACTION TOTAL

FEI:IT CARD 488.00

BRATUITY
+

VISA SERUICE CHARGE

+ 0.00

DISCOUNT

ADDTITIONAL PAYMEMT TYPES Included 0 00

PAYNENT DUE

PAYMENT RECEIVED

540.00

BALANCE DUE

CHANGE

0.00

AGENT CODE
SELECT RGEMT

[

’ ORAWER CAMCEL ’ ACCEPT

1. Should the Guest pay cash, the amount received will be entered in the ‘Cash’

2. The ‘Payment Received’ amount is indicated according to the cash amount entered.

And Novtel will indicate the amount in change to be handed to the Guest.

CREDIT CARD PAYMENT

Should the Guest pay by credit card, the
exact outstanding amount is entered in the
‘Credit Card’ payment field.

The amount in change, is therefore zero.




Caslh Sales

FE[!T CARD

E

AODITIONAL FAVMENT THPES

E

HHEF (Ext

FEEIT CARD

AODITIONAL PAYMENT TYPES

HHEF uternal)

SELECT AGENT

Ihcluded

Included

TRANSACTION TOTAL

488.00

GRATUITY

PAYHENT RECEIVED

300.00

BALANCE DUE

240.00
CHANGE

0.00

REDEEH
UQUCHER

488.00

GRATUITY

SERVICE CHARGE

0.00

0.00

PAYHENTI DUE

PAYHENT RECEIVED

540.00

BALANCE DUE

0.00
CHANGE

0.00

BEREED,
ICAER

CASH AND CREDIT CARD PAYMENT

A Guest can also request to settle the bill as follows:

v Cash —R300.00
v" Credit Card — R240.00

By entering the cash amount as R300.00, the
‘Balance Due’ amount is indicated as R240.00, and
the ‘Accept’ button remains deactivated as the
exact outstanding amount has not been covered
by the cash payment alone.

By entering the balance due amount in the
‘Credit Card’ field, the ‘Balance Due’ amount is
displayed as zero; the ‘Accept’ button activates,
and can now be selected to produce the receipt.

W Receipt: RECO0409

&l =

Zoom I 100% hd l

Oasis Lodge
77 Long Beach Road
Leng Beach
Mossel Bay
5500

Tel: 044 123456788
Fax : (44 123456789

Tax : 123456789

TAXINVOICE
QT  Description Unit  Amount
s Americano 18.00 36.00
1 Fiter Coffee 18.00 18.00
1 Rooibos Tea 18.00 18.00
1 Bankers Breakfast T0.00 T0.00
1 Farmers Breakfast 85.00 85.00
1 Fries - Half Portion 15.00 15.00
1 Pork Banger 12.00 12.00
1 Bacon 15.00 15.00

1 Bacon and Feta Pizza 120,00 120.00

1 Bacon and Egg Burger 25.00 29.00

1 Gratuity 52.00 52.00
Description : Table - 7 #1
Customer : CASO0
Payment Type : Cash
Payment Due : 540.00
Tax/\VAT Total : 63.67
Payment Received : 540.00
Change : 7&00
Discount(0%) o.00
Voucher : o.00
Staff member : HeinHR
Payment Date : 2022/08/22
Print Date : 2022/08/22
Time : 07:27:46
Shift Number SFT0007S
Invoice Number : INODO323
Thank You.




Caslh Sales

Clicking ‘OK’ in the ‘Current Sitting’ screen, the table is closed, and is

immediately available again for selection by either the same waitron to
- seat new guests, or by another waitron.

ﬁhﬁﬁ

|

Shift Cash Up ShiftReport || Account Payment




On Account Posiings

Ell "EN EKEIN
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TENDER - CASH

The ‘On Account’ tender option is mostly used when managers or authorized
personnel may charge items to their account, and for payment at the end of the
month.

On Account Postings has NO LINK to reservations for accommodation.

Customer and Customer Category discounts can be set up, and by selecting the ‘On
Account’ tender option and selecting the Guest from the list BEFORE adding any
items, Novtel will check for the best price according to the Customer, or the Category
they are linked to, and automatically charge the discounted price.

#® Customers X
Murmber Description Telephone Fax Country ;I Fiefrash <F5 |
DELODM Delport, Francoiz South Africa
N N Add N FE Customer Code : MAADDT
DIs0o01 Dizcover SA and Bepond | 021 333 333 333 South Africa ew <Fh> s 5
Des=cription : Maartens, Danielle
DUMOOT | Duncanville High School [ 011 123 456 783 South &frica .
- i |
DUMO0Z2 | Dunn, Frank South Africa P Staff Room 2
GREOOT | Green, Jane 011123 456 789 Sauth Africa Dasiz Lo
GREOOZ | Great High School 021111 222 333 South Africa _I 70 Long Beach Road
JOHOO! | Johnzon, Chiis 029 558 835 558 Mamibia Mossel Bay
JOROM | Jordan, Celeste South Aiica B
KEEDM | Keen, Mike 077 799799 852 United Kingdom
LEWOM | Lewis, Francine 044 905 123455 South Afiica Telephone

MOS0

Maartens, Danielle

Mosgel Bay High School

Cellphone : 077 147 9
ﬁw Email : maartens@danielle. com

South Africa Credit Limit :

FETOO

Peterson, Gail

Searc
’7 & Mumber " Description

‘h ;I Account Balance :
Select <F7> |

Close |
| Payment Methods | Accept




W Receipt: NASDO0S1

g?l Zoom [100% -

Oasis Lodge
77 Long Beach Road
Long Beach
Mossel Bay
6500

Tel: 044 123456783
Fax : 044 123458729

Tax : 123456789

TAX INVOICE

QTy  Description Unit
1 Sunrise Breakfast 55.00

1 Cappuccino 25.00

1 Gratuity 2.00

Amount
55.00

25.00

8.00

Description : Table - 26 #1

Customer MAADD1 - Maartens,
Danielle

Payment Type On Account

Payment Dulg
Tax/VAT Total :

Payment Received :

Change :
Discount(0%)

Woucher :

Staff member HeinHR
Payment Date : 202210822
Print Date 202208022
Time 10:44:21
Shift Number : SFTO007E

Invoice Number : INOOD324

Thank You.

Signature

When the sale is cashed up, the ‘On Account’ tender
method will be displayed at the top of the ‘Sale Cash Up’
screen.

A gratuity amount can be entered if awarded by the
Guest.

Now please note that ‘On Account’ transaction can be
settled immediately — if requested by the guest.

But for demonstration purposes, we will now simply click
‘Accept’ to post the charges to the Guest’s account in
Novtel.

The ‘Payment Received’ amount is zero, since no payment
has been received for this transaction.

The Guest must also sign the slip in recognition of
receiving the items, and to be posted to their account.

The Waitron will include this slip in their
Documents at the end of their shift.




On Account Posiings

W Receipt: RECO0410

§‘| Zoom |1uuz v[

Oasis Lodge . . .
N I At the agreed upon time, the Guest will settle their
ong ceac 0a
Tabe v — ” Long Beach Account, and the payment can be processed directly from
ccount Payments
s Hossei By the ‘Restaurant POS screen, and by:
MAADDT 6500
]
1 aarters, D aniele Tel : 044 123456789
' Fax: 044 123456789 v Clicking the ‘Account Payments’ button;
Credit Card - Vat : 123456789
RECEIPT v Selecting the applicable Guest Account;
i - T e v" Selecting the method of payment used by the
- 2022/08/22 hd Baniele G u est;
Payment Type : Credit Card
I 361.00 . .
o - Credi Card Number v' Entering the payment amount in the ‘Amount
o0 Credit Card Type : VISA Paid, fleld;
Account Balance 351.00
. ; ono7s v" And clicking Accept’.
Per: Payment Received : 351.00
New Baanee 000 The account payment has now been processed
successfully.
Staff member : HeinHR
Payment Date : 202208022
Print Date : 2022z
Time : 11:02:18
Shift Humber : SFTO007G

Receipt Number RECO0410

Thank You.




In=-House Posiings

B Novtel Hospitality Ultimate Enterprise 7.8.0.2 - [ Iterm Grid]
W File Edit Madify Setup Process Reports Help

Ell EN KBS

- ==
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Whenever an individual guest is staying at the facility, and the reservation is
linked to the ‘In-House’ status, ‘In-House’ charges can be posted from any
department to the reservation, for payment upon departure.

We recommend that the Restaurant and Diet report is obtained daily, to
indicate which Guests are In-House, and to enable the Waitron to post the
charges to the correct reservation.

Before selecting any charges, first select the ‘Tender’ method
as ‘In-House’.




In=-House Posiings

W Select Reservation *
ResoNun | Roon Code | Customer Code _| Cutoe Descipion ey The list of all individual reservations which are
51 COoT JOHOOT Johnsan, Chiis
134 ZCa001 MOS001 Mossel Bay High School Cancel ‘In- 7 i
135 ZCA002 555001 Southem gho_rgesShippin ompany 4' currently In-House » 1S NOW dlsplayed, and the
O J0R001 bl correct reservation is to be selected.
DAY

Reservation#: 645

Room Code : coo1
Description : Chalet 1 - 2 Bedroom

Customer Code - The selected reservation is indicated here, and the
eserion: Dav, Srees posting method is displayed as ‘In-House".

< Silver Membership

— Search By

Fese Mum ;I Search For I

Clicking ‘Accept’, the ordered items can be selected.

| Payment Methods | Accept




In=-House Posiings
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While this table remains open in the restaurant,
the reservation will display that there is an
unprocessed transaction in the restaurant, which
has not yet posted to the reservation.

DESCRIPTION

WJ

Table Sittings

# Novtel Hospitality Ultimate Enterprise
W File Edit Modify Setup Process

7.9.02 - [ ltem Grid]

Reports

- B

Help

Table : 11

1#1]

Sale Cash Up Print

Table : 17
1

Persons:1

|
:
:
F

Reservation

Shift Cash Up. ot

Shift Report

Account Pagment

al a
gle s

g g

g | LR

dilh
HeinhR - Hotel R¢ = = Reservation Details
e Eml = = Genersl | Financid | Deposts | AddfionalCosts | QuickWiew | InHouse
coo1
| Fioom Number ~ [C00] | [Phalet 1- 2 Bedioom
ooz Guest Tarif [C2B0M Thalet 2 Bedioom 000 B Clear

Reservation # 645

Customer Code | Day/007T Search <F5» |

IDawds, Gregg
E [Bed and Breakfast

Order #

Edit Customer| | Wembership |

Departure Date | 2022/08/24 ~
Departure Time [ 10:00:00  —

Payment Method—————————————————
jv

Payment Type

Feservation Type |2

Housekeeping I

Country

[Sauth iica [- |
Wehicle Reg Mo Wehicle Desc

Ariival Memo |

Adul [z Chid Fia
. 2 Upta 6-10 1-15
. Children 7= 1= 2= 1= 1= =

" Rate Per Person
" Rate Per Room

View Fooms by
|:f? Code

[

2022/08/22 ~

N

Mew Reservation

1

2022/09/04 =

Collection Address / Departure Addr

Confirmation Date :| 2022/02/21 ~
InHouse ¥

Status

(RO ERECDITTEN | Created: 2022/08/22 11:07-04




In=-House Posiings

Selecting the ‘Sale Cash Up’ button, the tender method is displayed as ‘In-House’ at the top of the
‘Sale Cash Up’ window. The Guest and Reservation number is also indicated.

As these charges are posted to an In-House Reservation, no immediate payment can be received, and
the ‘Accept’ button is to be clicked after entering the gratuity amount awarded by the Guest.

The ‘Goods Issue Note’ is produced, and the charges are successfully posted to the reservation. The
Guest must sign this document to confirm that they received the items listed, and the document
must be retained to be included in the Cash Up documents at the end of the Waitron’s Shift.

I EN EIEY

DESCRIPTION QTY  PRICE

DISCOUNT
ADDITIONAL PAYHENT TYPES I
ncluded 0.00

PAYHENT DUE

PAYHENT RECEIUED

0.00

EBALANCE DUE

570.00
CHANGE

0.00

Print Kitchen Line Discount Document Discount TENDER - IN-HOUSE Drawer

# Receipt: GINOD114

= ﬁ‘l Zoom [100% -]

Oasis Lodge
77 Long Beach Road
Long Beach
Mossel Bay

6500

Tel: 044 123456788
Fax : 044 123456785

Tax : 123456789

GOODS ISSUE NOTE

4 Coke 350ml 522 40.00

s Salami Pizza 352z ZT0.00

s Chicken and Avo Pizza 2738 210,00

1 Gratuity 0.00 50.00
Description : Table - 5 #1
Customer DAVO01 - Davids, Gregg
Room : CO01 - Chalet1-2
Bedroom
Payment Type : In-House: Res # 645
Payment Due : 570.00
Tax/VAT Total : 67.83

Payment Received :

Change : 7&00
Discount(0%) o.00
Voucher : 0.00
Staff member : HeinHR
Payment Date : 2022/08/22
Print Date 20220822
Time : 11:23:42
Shift Number : SFT00076
Invoice Number : INDDO326
Thank You.
Signature




In=-House Posiings

# Novtel Hospitality Ultimate Enterprise 7.9.0.2 - [ tem Grid]
| ile  Edit Modify Setu rocess Reports €l
File Edit Modify Setup P Rep Help

2- - ORZA W

S Resenaton Deslls Viewing the reservation’s ‘In-House’ tab, the transaction was
- L Dok | et | Geiver ] ' successfully posted, and the amount is added to the Guest’s total
* IrHouse Purchases ™ Irvvoice/Credit Note Histary H
Transaction # | Date | Document # | Invoice # | Shift # | Cepartment | Inclugive |V bl“ for payment u pon depa rtu re.
885 2022/08/22 GINODT14 INODO326 SFTOO07E  Restawrant/Bar 570.00 /

Display | Refresh T

“iew Rooms by

& Code

" Rate Per Persan

" Rate Per Foom
ql Mew Reservation

|azzimesez - [2022/08/04 =]

| INHOUSE PROCESSED || Created: 2022/08/22 11:07:04




Table 22 \;"

DESCRIPTION aTY  PRICE

»

Customer Code

DM 000

Cancel |

When a Group Booking for accommodation is made, and the Group is
currently ‘In-House’, restaurant charges can be posted to the Group
reservation.

Selecting the ‘In-House Group’ option, all Groups linked to the ‘In-House’
status, will be displayed. The required Group can now be selected.

Next, the reservation linked to the Group, must be selected.

Now please note that different scenarios may apply, for which person
linked to the Group Booking will be liable for the payment of the
accumulated ‘In-House Group’ charges.

In this case, the Group Owner is liable for the charges of all reservations
listed here, and any of these reservations can be selected. But we prefer
to post the charges to the Group Container booking.

# Select Reservation

Reservation

| R oom Code | Customer Code | Cuztomer Dezcription

E23
630
631
B32
B33
< > 634

Search By 1
“Number LI| ‘ Search For I

D203 DUWo0T Duncanville High School
D204 DUWo0T Duncanville High School
5101 DUNOO0T Duncanvile High Schaol Cancel
5102 DIIMOm Duncanville High

5103 DUMoo D s

5104 DO Luncarville High School
SEROLIPOT LHO0T Duncanville High School




igh Tearnbuilding

DUMDD

ion: DUMO0T - Duncanwille High School
No Category

Payment Methods

In=-House Grouvp Posiings

The ‘In-House Group’ tender method is now displayed at the top of the
screen, and the selected Group number and Reservation is displayed
here. To continue, click ‘Accept’.

The items ordered can now be captured as received from 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
posting the charges to the Group Reservation.

a + 4 ¥a

10

IAI 00 “

# Receipt: GINOD115

E?l Zoom [100% -|

Oasis Lodge

77 Long Beach Road

Long Beach

Mozzel Bay

8500

Tel : 044 123458789
Fax : 044 123456789

Tax:

123455789

GOODS ISSUE NOTE

10 Farmers Breakfast 12391 850.00
3 Americano T.04 54.00
4 Hot Chocolate 18.26 140,00
3 Rooibos Tea T7.04 54.00
1 Gratuity 0.00  102.00
Description : Table - 22 #1
Customer : CUNO001 - Duncanvile High
School
Room : ZGROUPO - Group
Container
Payment Type : Group # 103 Res # 635
Payment Due : 1300.00
Tax/VAT Total : 15625

Payment Received :

Change: 000
Discount(0%) o.00
Woucher : 0.00
Staff member HeinHR
Payment Date : 2022/08/22
Print Date : 2022/08/22
Time : 1212:08
Shift Number : SFT0007T6
Invoice Number : INDOO327
Thank You.
Signature



@ NOVT61® Hospitality Management - Restaurant POS

10,

The Retail POS System

Accessed from the
Restaurant’s POS System



Description

Price Incl | Package Code

Full Facial

Bar One Chocolate Bar
Bad Deht \Write-Off
Caramelized Nuts per 100g
Coke Zero 360m|

Caoke 360ml

Caoke 350ml
CreditIssued

Exhibition

Facial - Full

Fritos Tomato Chips
Grapetizer 350ml

Hat - Peak with Logo

Hat- Cap with Logo

Kit Kat Chocolate Bar
Lays Plainly Salted 30g
Laws BBQ Chips 30g

Lays Salt and Vinegar 30g
Lays Plainly Salted 30g
Mixed Muts 1000

8.00
0.00
40.00
12.00
12.00
15.00
0.00
55.00
200.00
B.00
15.00
80.00
90.00
200
10.00
6.00
B.00
B.00
10.00

1111000010

he Retall POS System Accessed rom fhe Restaurant’s POS System

From the Restaurant’s POS System, the Retail POS can be accessed.
Examples of where these systems will be used in conjunction, are:

»  Facilities where the shop is situated within the Restaurant.

ltems ordered in the restaurant, and items sold from the shop,
will appear on the same invoice, and a single payment can be
received.

» Novtel incorporates a complete Event system where tickets are
sold from the Retail POS system accessed from the restaurant’s
POS system specifically.

The Guest can have a meal in the restaurant, and also buy tickets
to events such as a Zip Line Activity; Exhibition Tour; Concert etc.
— for a once off payment and a single invoice.

Please note:

v’ A barcode scanner can be used to scan items from the Retail POS
system, provided that the barcode is set up and a scanner is in
use.

v’ These combined transactions can be sold on all of the Ter
Methods.




A practical example may be that a family is having lunch in
the restaurant.

T T T e o While the order is being prepared, the teenagers decided

Mixed Muts 100g 10.00 TSHOD3  T-Shitwith Logo ... 280.00

N et sher am to browse through the shop and came across t-shirts they
Salted Peanuts 250g 6.00 . . .

Feanits end isins 2503 £ would like their parents to purchase for the family of 4.
Sunscreen Cream 50ml 75.00

Sunscreen Spray 50ml 359.00

Sparkling \Water 15.00
Ticket Combo Adults 470.00
Ticket Combo Children 300.00
School Group Package 245.00
Tex Chocolate Bar 7.00

The Waitron will be able to access the Retail POS system;
search for, and select the items to be added to the bill.

T-Shirt with Logo Size Medium 130.00
T-Shirt with Logo Size Large 140.00
Youcher - All Departments 0.00
Woucher for Accommodation 0.00
Wyine Tasting Tours 0.00

Zin Line Adult

200.00 1234567891 v
>

ENT TR R

able
DESCRIPTION
5Roses Tea- | Americano- | Cappuccino- | Filter Coffee -
18.00 18.00 25.00 18.00 Lemon-25.00 | Mint-25.00
Print Bill Print Group ? Print Kitchen Line Discount Document Discount TENDER - CAS

NCALL NC A‘v‘x

1090.00

Line Discount Document Discount TENDER - CASH



N AT T

Price Incl | Package Code

Caramelized Muts per 100g

1 swl ]

Lays Salt and Vinegar 30g

Tickets can also be purchased from the Retail POS System
linked to the Restaurant POS System — if an ‘Event Master
File’ has been set up, and Event charges are linked to the
Master.

Selecting an ‘Event Charge’, a specific timeslot can be
booked on a specified date.

Oasis Lodge Youcher - Shop

W

< >

Bl | |

tnevacout | socumentiscous | Tenen_casu L

reness:

Print Group i Print Kitchen

Main Building QTY  PRICE
Exhibition

Tickst @ Reservation @
Medium 2 26000

Large 2 28000

sficficlof=l=l<l=

ol cff o o =f =ff =f =

(=] E=1 E=1 =] E=] l=] =1 [=]

(=] =1 E=) =] N=) =] N=) R=]

[Cantact Number

‘Ema\\.&ddress ‘

1090.00

Print Group i Print Kitchen Line Discount Document Discount TENDER - CASH Drawer

Page 86




Main Building
Exhibition

Time Slot

The number of Attendees are to be set, and the ticket charges are also
added to the Restaurant bill.

Available :

C45001  |Custamer Name: Contact Number Country

[Email Addiess |

HeinHR 220.00

Descrpton Rtz Inclusi__ | Barcods Code___| Description | Price Inci | Packsge Code:

Biad Dabt Wiite-Off 000 ExHOO Exhibition

Caramelized Nuts per 1005 4000 1111000010,

Coke Zero 350 1200

Coke 350l 1200

Coke 350l 1500

Credd Issued 000 ; :
Exhibition 55,00

Ftoe Tom o0 E-—
Fitos Tometo Chips 600 ! |
Grapetizer 350m 1500

Het- Pesk wih Loga 8000

Het- Cap with Lage 40.00

hocolete Bar 7o

DESCRIPTION
5Roses Tea- Americano-  Cappuccino - | Filter Coffee - GreenTea - GreenTea- | Hot Chocolate = Rooibos Tea -
18.00 18.00 25.00 18.00 Lemon-2500| Mint-2500 -35.00 18.00

fs 100g
Oasis Lodga Voucher- Shop
Netional Park Fess

‘|Code

Sale Cashup | Print B |Pml6rup

NCALL | NC - ‘ A4 ‘ X

1310.00




he Retall POS System Accessed rom fhe Restaurant’s POS System

E3 Print Bill M Receipt: RECDD411 I’ Event Ticket
: @1 Zoom [100% -] =] ﬁ‘l Zoom |1IJEIX vI
Oasis Lodge
Dasis Lodge g
7L B h Road 77 Long Beach Road .
ong Beach Roa:
Long Beach Oasis Lodge
Long Beach Mossel Bay
044 123456789 eso0 EVENT TICKET
044 123455785 Tel: 044 123456789
Fax : 044 123456789 Tel: 044 123455785
Invoice : IN0DBET Tax - 123456788
Fax : 044 123456739
WAT Number: 123456789 TAX INVOICE
The Bill @ Deserpton w om | The Tax Invoice Main Building
2 4 Seasons Pizza 120,00 240.00
Table: 26 o
2 Hawaian Pizza 10500 210.00 Exhibition
Seasons Pizza 2 3130 240.00 4 Cappuceine 2500 100.00
wvent Date : 2022108122
Hawaiian Pizza 2 2739 210.00 2 T-Shirt with Logo Size  130.00  260.00
Medium
Cappuccing 4 13.04 100.00 2 '{;Sr.;lian with Logo Size  140.00  230.00 wvent Start Time @ 1500000
o ) 4 Exhibiion 5500 22000
-Shirt with Logo Size 2 3381 260.00 alid for any Event Start Time on Date specified
Medium 1 Gratuity 130,00 130,00 .
_Shirt with Logo Size 2 3652 280.00 : The Event Ticket
Large Description : Table - 26 #1 icket Number : 2022081500133
Exhibition 4 2870 220.00 Customer CASOM
llowe Entry : 4
Total Excl: 113914 Payment Type Credit Card
Tax: 170.85 Credit Card Number -
Gratuity : 0.00 Credit Card Type :
Total : w Payment Due : 1440.00
Di L — Tax/VAT Total 170.88 Ticket Number : 2022081500133
iscount Included : 0.00
Payment Received : 1440.00
Change © 0.00 Event Ticket ID : 133
Discount{0%) 0.00
Gratuity: Voucher 0.00 ENID : 35862
Waitron :  HeinHR .
Staff member : HeinHR Rﬂprlnt ) ]
2022/08/22 12:39:38 Payment Date : 2022108122
SFT0007E Print Date 2022/08/22
Time 123452 Thank You.
Thank You. Shift Number : SFT00076
Invoice Mumber : IHOD0328
Thank You.




@ NOVT61® Hospitality Management - Restaurant POS

The Shift Cashup Procedure



In order to cash up a shift at the end of the day, click on the ‘Shift
Cash Up’ button.

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

includes Cash Sales; In-House and In-House Group Transactions;

: Account Postings and Payments; Voucher Sales, and Vouchers
:: Redeemed.

The Gratuity amount of R342.00 — which forms part of the cash-
up - cannot be removed from the till. In doing so, the shift totals
2221% “23220 will not balance.

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

v" The amount of cash
v' The combined total for payments received by credit cards

v' Cheque payments — if allowed by your company

v" And the total for Vouchers redeemed during the shift.

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



Ihe Shift Cashup Procedure

Transactions

Shift Summary

Items in Transaction

Table: 7
Table: 26
Table: 0
Table: b
Table: 22

Table: 26

Shift Total:
Shift Gratuity: 342.0

4299000 print | Detailed
0 Summary| Report

Performing the Money Count Procedure

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

# Money Count

Cash: 0.00
100000 [0 = 050 [ 0 Chedue : 0.00
=] =] Credit Card : 0.00
500.00 I D;I 025 I U;I
=] =] Bank Transfer : 0.00
200.00 I l];I 0.z20 I l];I vk oo
e | e | ouchers ; .
100.00 I l];I 010 I l];I .
s000 [ 0 aos [0 ez 0.00
20m [0 02 [0 PayPal 0.00
100 [0 oot [0 BitFay 0.00
S o GiroPay 0.00
200 I uﬂ Tatal : 0.00
100 [0 - Float: [ 0.00
Physical : n.ao
Comments :
Shortage : g 2341.00
Shift Total Cash : 2341.00
Account Total : 88.00
In House Tatal : 570.00
Group Total : 1300.00
Other Total : 0.00
Shift Total : 4299.00
Feport Sere Feport [Slip] Accept Cancel

Capture

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

1.

Shortage and Shift Total Cash

Since the money count has not yet been
performed, Novtel indicates a Shortage amount —
printed in Red.

According to Novtel, the ‘Shift Total Cas
is the same than the ‘Shortage’
payments received in cash; b
and Vouchers, will be
relevant fields.



Shortage ©: 2341 .00

Shift Tatal Cash 2341.00

Account Total ;

I Howse Tatal ;
Group Tatal ;

Other Tatal
Shift Tatal

. Shift Total (R4299.00)

. Account Total (R88.00)

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

. In-House Total (R570.00)

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

. Group Total (R1300.00)

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

. Other Total (R0.00)

Should payment have been received by means of an alternative posting method, the
total will be reflected here.

The Shift Total is the combined total of all amounts indicated — which in
gratuities captured.



Ihe Shift Cashup Procedure

# Money Count

*
Caszh : 1301.00
I = I =1 Chi : I 0.00
1000.00 I];I 050 I];I eque
50000 | u% 0.25 | ué ;redlitTCafdif 144:23
I - I . ank. Transfer ; I X
200.00 2;| 020 I];I
10000 [ 6 ot [ 0 el [ 0.00
5000 [ 3] oos [ 0] SliEIR [ 0.00
2000 [ 4 o2 [ 0 PayFal [ 0.00
1000 [ 3 oo [0 BitPay I 0.00
=i I—S;I GiroPay I 0.00
L = ——
2100 I Bj Total: 2741.00
100 [ 4 | - Float: | ik |
Physical : 2341.00
Comments :
Surplus : 0.00
Shift Total Cash : 2341.00
Account Tatal @ 88.00
In House Total : 570.00
Group Total : 1300.00
Other Toatal : 0.00
Shift Toatal ; 4299.00
He{ | Screen Repart [Slip] Accept Cancel |

Capture

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

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

v/ R200.00 notes x 2
R100.00 notes x 6
R50.00 notes x 3
R20.00 notes x 4
R10.00 notes x 3
R5.00 coins x 5

SRR NN NN

R2.00 coins x 6
v" R1.00 coins x 4

The ‘Float’ amount of R400.00 is entered in the ‘Float’ field, and is deducted from the cash
sales amount.

Our company policy dictates that no cheques will be accepted, and this field is lef
it is not applicable.

The combined total for all credit card payments — as manually calc
credit card slip totals for this shift — is entered as R1440.00.



Ihe Shift Cashup Procedure

’ Money Count
8] & oo [ Clicking on the ‘Report’ button, the Operator Cash Up report is produced in A4 format.
pate: szzaze operator hemiR sis srroou7e The ‘Report (Slip) option will print the report to the slip printer.
Shift Start: 2022/08/1% 12:24:40 ShiftEnd: OPEN
Operator Cash Up Both the Waitron and the Supervisor will sign the report after checking the cash and
CLOSING TOTAL: 290,00 documents. The Supervisor will now be responsible for the pre-mentioned.
Cash 1301.00
- Float 400.00 . . ¢ , ¢ ), . .
— Clicking ‘Accept’, the ‘Money Count” window is closed.
Cheques - oo
Credit Cards 1440.00
Bank Transfer 0.00
Other 0.00 # Money Count e
PayPal 0.00
BitPay 0.00 Cash : 1301.00
GiroPay 0.00 1oo000 [0 oz [0 Cheque : [ owo
2341.00 soooo [0 nzm [ 0= Credit Card : [ a0
Vouchers 200,00 l—zﬁ 0.20 l—uj Bank Transfer : 0.00
- 100.00 I_Eill 010 l_nﬁ Youchers : 0.00
50.00 I—gj 0.05 I—uﬁ Other : 0.00
20,00 l_“:II 0o l—uj PayPal 0.00
wm [ 3= o [0 z‘_‘P? :gg
500 I—sj iroPay .
0.00 200 |_s:|| Tatal- _ Tam
2341.00 100 |_4j - Float: | 400.00
Short | Over 0.00 I Physical T
Surplus : 0.00
BALANCING TOTAL : 72}“.00 Shift Total Cash : 2341.00
Acocount Tatal : 88.00
On Account 38.00 In Hause Total : 570.00
In House 570.00 Group Total : 1300.00
Group 1300.00 COther Total : 0.00
Shift Total - 4299.00
Other o.00
SHIFT TOTAL : T &% poo_| Cone | _Popon(Si Q&'"ce‘
Comments




Ihe Shift Cashup Procedure

The Detailed Report is displayed as follows:

Transactions | ltems in Transaction

Table: 7 |

Table: 26 Detailed Shift Summary - Supervisor:
Tebe 3 Cashier: HeinHE - Shift £ SFT00076

Table: 22 Shift Start 2022°051% 12:24:40 - Shift End 2022/08/22
Table: 26 Time and date report was printed: 20220822 13:39:07

| Cash Invoices and Credit Notes | Account Sales

DESCRIPTION

CUSTOMER
551 (INDD0323) CEETL

Double click on line ta re-print Transaction ress <Enter> o - -
v’ Tuhile & AL Frics - Hall Pertior 1 5.0 S Ik 3 Aa Al - Masriens, Danizllc =
4299.000  print éiled Md | - ——
34200 Summary| Report | C o S o ) EL.0D

Runbeors Brcakfas 1 i

L In-House Sales

RCOF3 160 CUSTOMER
HRFPIZMS P 12100
HRTFANNL a0
Tubik: 57 FRAD] 20 STDD
TRANSACTION TOTAL: 1t S41.00
R E——— In-House Sales Group
| Credit Card Invoices and Credit Notes | CUSTOMER
= TNl [k [ ] - Dhurscar c High Schix S
DESCRIFTION L3000
357 (INO00325) .
T 2f EXHOa1 Eahibitim 4 22
e e i ! e Account Pavments
T 26 ROOFm2 4 b -

CUSTOMER

TRANSACTION TOTAL: i7

SHIFT TOTAL: 144000




Ihe Shift Cashup Procedure

Shift Summary
Transactions Items in Transaction

Table: 7

The Daily Takings — Payment Summary Report:

Table: 26

Daily Takings Payment Summary

Cashier: HeinHE - Shift = SFT 000746
Shift Start 2022/08/19 12:24:40 - Shift End 102270822

Shift Total: 4299.000  print | Detailed| Money Cash Up || Daily o
Shift Gratuity: 342.00 Summary| Report Count P Takings

CASH
DOCTMENT & AMOUNT
RECO409 Salex 1L
Total : ELLE D]
CEEDIT CARD
DOCTMENT & FAYMENT DETAILS AMOUNT
2ET  RECOD41] Sale
2Bl RFCO0409 Rale
Ak RECOD4ID Accuunt Faymenta




Ihe Shift Cashup Procedure

Cashing up and closing the Shift

Transactions It.ems in Transaction
Table: 7 | am . . p , . ) .
o ® Novtel Hospitality x By clicking on the ‘Cash-Up’ button, Novtel will confirm if you
ablel
Table 0 Ave you sure you want to cash up your o wish to cash up the shift. Selecting ‘Yes’, the ‘Shift Summary
Table: & shift? 225 . . .
Table: 22 a6 Report” will print automatically.
Table: 26 aa7
W Shift Summary - O X
= = Zoom [100 -]
Hein’s Shift is now closed, and he is logged
ot 4299.000  print | Detailed| Money Cash U out of Novtel.
: 342 00/ Summary| Report Count P
Shift Summary
Shift#: SFT00076
HeinHR Movtel Hospitality
Shift Start: 2022/08/19 12:24:40
Date 2022/08/22 e Lag In
ransaction#  Table# / TA D Table Total Enter Pasaword =4
881 Table: 7 540.00 EEIHCE-'l
282 Table: 26 83.00
884 Table: 0 361.00 |_|r'||I:Il:|'=I.
285 Table: 5 570.00 —
286 Table: 22 1300.00
27 Table: 26 1440.00 Use OSK.
Table Total: 4255.00
Take Away Total: o.00
Delivery Total: o.00
Bar Sales Total: 0.00
Total ~ 4298.00
End of Shift Summary
Pages:mﬂ'l—ﬂil «| | j




Ihe Shift Cashup Procedure

® Supervisor Shift Cashup - Interface: Pastel X . )
The Supervisor’s Screen
P T T T T e Hein’s Shift is no longer displayed in pink since it has been closed on the
Restaurant date captured next to it.
SFTO007E HeinHR 4299.00 |2022/08/22 =
The Supervisor will now perform the ‘Supervisor Shift Cash-up’ procedure
for Hein’s shift in order to send the data to the financial system — after
which the shift will be removed from the Supervisor screen.
® Supervisor Shift Cashup - Interface: Pastel X ® Supervisor Shift Cashup - Interface: Pastel *
File Reports Credit Note File Reports Credit Note
: _
ae1 Casom Table 7 Sales 540.00 i Im oice Date
882 MAA0M Table 25 Sales 88.00 Restomant port Status
ggg gﬁﬁﬁﬁl 1:2::2 CCWQLE?M 251033 SFTO007E HeinHR 429900
DUNOD1 Table 22 Slas 1300.00

CA5001

SFTO00076 Successful “’

1440.00

p2/08/22 ~ .

[« | 2l
Dione.

INENNNREEER —

Failed Documents
ISR shif Totk 4299.00/

Check Customer ‘
Close

Integrity
@ Batch Shit © Single Shift [ [Open Shirt IEERITRERY  4299.00

Check Customer 1 Cl |
Integrity a3e

Supervisar

Supervisar
Edit Shift

Shift Cashup
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