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Introduction

Quotations can be issued for any combination of, or all of the following:
v" Accommodation

Venue Hire / Conference Facilities

Meals

Events / Activities

NEENNIAN

And any other required ‘charges’

The quotation process will not affect room availability, since the quotation was not yet
accepted, and the reservations made for specific rooms.

A gquotation is issued for a Group Owner who will be liable for the payment of all costs involved
when the quotation is accepted.

A Group reservation will be created in this case, and a single invoice and reservation statement is
issued to the Group Owner only.



Introduction

IMPORTANT!!

Only once a quotation is issued, accepted
and converted into a Group Reservation, will
the details be available on the Activity
Tracker (Function Sheet).

Directly creating a Group Booking in Novtel,
will result in the Activity Tracker not being
populated for the specific Group Booking.

It is therefor important to follow the correct
steps to achieve the desired result.

Quotation

Group
Booking

Activity
Tracker
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Setup Procedures

In order to use the Quoting system and Activity Tracker feature successfully and to its fullest potential, there
are a few setup procedures that will initially take time to complete, but which will save the system operator
a great deal of time when issuing a Quote, and ultimately, managing the Activity Tracker.

Therefore, the following setup procedures are highly recommended:

v

DN N N N W N N

Departments not related to the Restaurant Module
Room Types

Activity Grouping Options

Activity Locations

Activity Codes

All Charges needed

Discount — If Allowed

Terms and Conditions




# lovtel Hospitality Ultimate Enterprise 7.9.0.3 - [ ltem Grid)

Terms and Conditions to be displayed on a Quote Document, as well as the Activity Sheet
W File Edit Modify = Setup  Process Reports  Help

document, can be set up from the ‘Setup — Documents — Terms and Conditions’ tab.

e Company

d-

BNNNREER |

il

Interfaces »

User Defined Fields

The first 4 fields are reserved for the various sets of Terms and Conditions to be displayed
on a reservation statement, and according to the set of T’s and C’s linked to a Customer
Master File.

Uzers / Passwords

:

ao
Documents

)
g
=1

Cash Drawer

(]
g
=]

The 5t field is specifically intended for the Terms and Conditions to be displayed on a
Quote document, and the last field, for the Terms and Conditions to be displayed on the
Activity Sheet.

Database Set
Reminders

Tag Reader
Authorization
T Please note that an unlimited number of characters can be used here.
Workstation

POs

# Documents Setup x

RLERLL

Irvoices T Letters | wodbDocuments | DocumentsNotes | POS Terms and Conditions

Tour Operatars
TERMS AND CONDITIONS: ~

The deposit percentage of B0% is payable: 30 days prior to arival,

Individual Guests
BODKING AGREEMENT )

EBetiwesn Maropeng a'Afiika Leisure [Pty Ltd [hereinafter called “Maropengl)

Corporate Guests

Header for Group Statement
Header for Reservation Statement
TERMS AND CONDITIONS: ~

The rale quated is subliect to length of stay. Any future amendments wil be subject to
v

Thank you for allawing us 10 look, after your event at o facilty. Below are our ~
cortract, teims and condiions. Please initial each page and sign the last page in ful

v

Accept Cancel
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Setup Procedures - Discount on Accommodation

As a rule, negative charges are NOT allowed to be added to the ‘Additional Costs’ tab of the ‘Group Details’ window.

BUT, when a Discount Charge was set up and linked to the ‘Company Setup — Financial’ tab, and this charge is used
to allocate discount on the quotation, this charge ONLY will be the exception to the rule, and will cause no problems
in being negative when the quotation is converted into a Group Reservation.

# Edit Charge x

Code Imum I~ Physical ltem
|¥ Display On Invaice I~ Use Custom Rate

Description IApprnved Discount |~ Service Charge ltem [~ Master Price @ Company Setup x
I~ EwentItem I~ Blocked

Baicode I Company Details T General T I Financial I T Preferences T Images

# Select Charge x
T Properties T “Youcher T Price Update T Foreign Cunency T Activity Tracker VAT EST(;’: Sjles Ta
Usze T *

se e & 3 Cods__| Desciiplion | Excl [ Tax | Incl | ~ Accept |

oo Rare 0.00 0.00 0.00
Tai Mumber I123458?89 2 Wedium w00 o o . ‘

Allow Tax v |15 -%at - Standard rated [15%) ;I Default Tax Type 003 Medium Fare 0.00 .00 o.0o 4|amce
004 edium - wel Done 0.00 0.00 0.00
. =, 006 el D 0.00 0.00 0.00
Cost Price Excl I oo Markup % I oo |15 “Vat - Standard rated (15%) ;I pres Sc?athI:: o o o
Rate Incl | 0.00 Charge Excl | 0.00 Fried - Medium 000 6.0 0.00
? [ ServiceCharge Fried - Soft 0.0 0.00 0.00
Tax on Service Charge [l Sunny Side Up 0.00 0.00 0.00
Bioiled 0.00 0.00 0.00
\User Defined Field 1 Charge Code Service Charge IW % Clear oached 0.00 0.00 0.00

- Approy urt I
User Defined Field 2 [TLoot Q] [Towism Lavy Discount - Quotation 0.00 0.0 0.00
7 i tini Galf 17.39 281 20.00
Uszy Def!ned F!EId g Invoiced Service Charge Code - Link to Charge Code ﬂl FL‘IWIFaz\aI 0.00 0.00 0.0
Wy efiesl At | al | Fries - Half Partion 13.04 196 15.00
Uszer Defined Field 5 Bacon 13.04 1.96 16.00
BARODZ  Bar One Chocolate Bar E9E 1.04 8.00
Customer Category 0I- Mo categary ;l . BDOO1 EBad Debt Charge 0.00 0.00 0.00
= = Includs Service Charge in Charge Total r BEERM  “windhosk Light 375ml 21.74 326 26.00
Ci Category - Impl d at Reszervation and Group Additional Cost BEERDZ2  “indhosk Lager 375ml 21.74 326 25.00
when selecting Charges. The Customer Category as setup for the Customer/ ~ Bad Debt Charge Cod BEERO3  Castle Light 375ml 21.74 326 25.00
Guest will be used to only display Charges with the same Customer Category BEERO4  Castle Lager 375ml 21.74 326 25.00
selected here. Delault is Mo Category for Charge. [Activated per Customer) |EDDD1 &I |Ead Crebt Charge: BREODT  Sunrise Breakfast 34.78 5.22 40.00
BREODZ  Farmers Breakfast EOO0 a0n 300 v
r~ Membership Cazh Accoun Saach B 1 . "
POS Button Caplion “CO P /’ ;Ii ‘ seachfor || Reservation Discount Account
Accept Pastel Inventory Code[AB001 Sluots Discount a Cancel [Camot ] Clear| [MEMBER v i Rezervation Dizcount Account [Feservation Quatation)
_— Reservation Discount gcount
View Audit Log | | Multi Store code for retrieving Cost Price I E | | IEash Membership fccount ’V ficselonbizogy decasiceeisd ol clotien) I"I:""l:""l:"'I:":I-I Elear | Ié"F'F'fDVEd D iSCDunt
D —— Clear I

Accept Cancel

W.ﬁ.ccept | Cancel |




@ Setup Procedures - Depariments

Departments not related to the Restaurant Module are set up for the following purposes:

v' To link a Department to rooms; room types and charges

v' To search for charges linked to a specific Department

Rooms

# Edit Room

Code

Description

ICUD1

IChaIet 1 -2 Bedoom

General

r Details T

Financial TUserDElined Fie\dsT Pastel Interface T Fixed Add Costs T Activity Tracker

Branch [ [Chalet, 2 Bedioom ~|

Guest Tariff IEEBUU'I - Chalet 2 Bedroom

&I Force Guest Tariff

r

I Department IF‘ESEF‘V

al IHeseNatiDns I

Room Type IE
Subhire ltem [

al |2 Eedioom Chalst

Show On Grid 2
Monthly Billed Itern [
Show On'web r
One Day Booking |
Event YVenue r

Erclude from Reports
(Utiization and Rental [~
Statistics)

‘Web Image

Accept | Cancel |

Departments

Charges

# Edit Charge

Code |PHDD|J1

[¥ Display On Invoice

Description IPn:qu:Iur

Barcode

I~ Service Charge ltem
I~ Evert ltem

I~ Physical ltem

[ Use Custom Rate
I~ Master Price

I~ Blocked

Waucher T Price Update T Fareign Currency T Activity Tracker

™ POS ltem
I Barltem
I Shop lkem

POS Category: lﬂ

Clear |

Meru ltem

Cormpanent |term
Breakfast (& Other o

undable Charge ltem Lunch (®) Mot Meal Type &
Dinner (o)
Department ICDNFEF\ &I IEunfElencmg
et Pastel Inventory Code PRO00T Projectar &I Cancel |

View Audit Log | | Multi Store code far retrieving

Cost Price
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Setup Procedures - Departments

# Departments X
b etz The Departments linked to selected rooms and charges, will be displayed in the

Lighthouse Festaurant .
Curio Shop column of the Quotation form.
Wine T asting Faoam
Dreli

The &nchor Restaurant
Pirates Pub

Achor Restaurant

Pool Side Restaurant
Haotel Festaurant

IDEI

)
o
oo
@

L0 00 ) O LT = L RO =

COMFER Conferencing
| HREST Lighthouse Restaurant
RESO Student Accammadation Quotation Copy Quaotation LT |HBHS Teachers Teambuilding Sept 2022 Status :  |[eIEl]
RESERY Reservations
TO-Ex Ticket Qffice
T0-FR Ticket Office - Faloon River Select Al
T0-Fw Ticket Office Falcon Woods Customer Code : MOS001 Q, |t ossel Bay High School Select None
ED ‘whedding B - a
Country : |South Africa J Apply Service Charge | 0
Start Date : RN BN 3| End Date : 2022/09/04 Create Events As Add Cost Move Bookingls

Order Mumber :

Reservation Type : |4 S Bed and Breakfast
Cloze Agent Code 07 <, W Louise

Consolidate Acc Packages Bemove Lineds

Add

AddRoom /| Change | Select Foom Type Ta Add Country Clear T ariff * Select Select Select Chlld Clear Select *
Charge Fiaam Guest Raoarm * ear 4l T ariff * Type * Rate 1-5 ear SEles

[ [Roomitonfac|DEfo] Guest| Guest Name 7 tom | Note [PPITRICH] —Date In—| Dalto Out_|o0] Tart |Type] 61 [Adut]|Chid[Chid 1-5]Tota Inc |
E D201 fod v || 0 MOS0 [Mossel Bay High School 24 [l [ 1™ [ 2022/08/03 v |[2022/09/04 »[[1 HDROOT[ | 2 |—E|I|—E|I|— [ofofofo[ 120000
BUFD0T 07| 1| 0MOSD0[Butfet Breakisst - Adubs T 1 1 [2022/09/04 ~|[2022/09/04 ~|[1 [HDROO1[ [ 2[ 0 [0[o[o[oa 0o0E
[E| BUF002[0d| 1] 0MOSDD[Evifel Ereakiast - Chicien @ [0~ T[2022/09/04 > |[2022/09/04 ~|[1 [WDROOT[ [ 0] 0 |—:| :||— ofofo[afo i+
E D202 {09 v || 0 MOS0 Mossel Bay High School 2 [iv (1 |1 [2022/03/03 v |[2022/08/04 »|[1 [WDROOT[ [ 2[2 |_:| :||_ ofofo[afo] o000
K| eUroorfig[ 1| 0MOSO0[Euret Breskisst - Aduts [T T [2n22/09n4 ~|[2022/09/04 ~ |1 [HDROOT[ [ 2] 0 |—:| :||— ofofo[afo 0o
[E| BUF002fiq] 1] 0[MOSDD[Evifel Ereakiast - Chicien S [0~ T[2022/09/04 > |[2022/09/04 ~|[1 [WDROOT[ [ 0] 0 |—:| :||— ofofo[afo i+
D203 12 v || 0 MOS0 Mossel Bay High School 2 |11 11" [2022/03/03 v |[2022/08/04 »|[1 [WDROOT[ [ 2[2 |_:| :||_ ofofo[afo] 1ooooof T
K| Bur00Tfig] T[] 0[MOSD0[Euifet Breakiast -Adubs S [0 T [2022/09/04 ~ [ 2022/09/04 ~|[1 [HDROOT[ [ 2] 0 |—:| :||— ofofo[afo 0o0E
[E|  BUF002[14] 1] 0[MOSDD[Evifel Ereakiast - Chicien @ [0~ 1[2022/09/04 > |[2022/09/04 ~|[1 [WDROOT[ [ 0] 0 |—:| :||— ofofo[afo i+
E B2 [19 v [ 0 MOS0 [Mossel Bay High School & |1 |1 1™ [2022/08/03 v |[2022/08/04 »[[1 HDROOT[ |2 |_§|| §|||_ [o[afofo[ 100000F
BUF0OT f1€[ 1f 0[MOS00[Bufet Breakiast - Adubs |11 |1 [2022/09/04 [ 2022/09/04 ~|[1 [WDROOT[ | 2[ 0—f 0-—o[0[ofafo 0o0E

Accent |- Per Person TR - Tariff to Reservation  |CR - Charges ta Reservation << First < Previous Mest » | Legiss ‘ Quatation Close |

b |DC - Duration Charged IGT - Guest/Itern Tatal |tvailable [Unavailable Il
|DE - Department |RE - Foom Type Gty
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B3 Room Type Setup

Double
F arnily

Conferencing
Wedding
2 Bedroom Chalet
3 Bedroom Chalet
Camping
Drarm Room Bed

Code |'|

The setup and use of Room Types are optional, and not at all mandatory to set up or use.

The ‘Room Type’ is used to group similar rooms (The room or per person rate, as well as the
number of people to be accommodated) together for use with the Reservation Quotation feature.

Per Room Master File, the relevant Room Type option is selected and saved.

Dezcriptian ISingIe

Add Mew

Edit

Delete

Cloze

# Edit Room

Code IEDE|1

Description Ithalet 1 - 2 Bedroom

Department IHESEH\-" ﬂ IH ezervations
I Flsem Type |3 Q| [2Bedoom Chalet |
Subhire ltem [

General T Detailz T Financial T zer Defined Fields T Pasztel Interface T Fized Add Costs T Activity Tracker
Branch [] IEhaIet, 2 Bedroom ;I Show On Grid v
Guest T ariff |E2E 0 - Chalet 2 Bedroom &I Force Guest T ariff [ Monthly Billed Item -
Show On'web r
One Day Booking I
Ewvent Venue r

Exclude from Reports
(Utilization and Fental [
Statistics)

Web Image

Cancel




Quotation

T status - [ETEETED When a quotation is to be created for specific room types,
ot this option is selected from the ‘Add Room / Charge’ button.

Customer Code :

Select None
Counbiy : i T
Start Date - Create Events As Add Cost Move Bocking/s
Order Number :
R Consolidate Acc Packages
Reservation Type : Remove Lineds

The specific Room Type can now be selected.

W ey NESN 0kt | (i Soect=
[ Jroonten]atod SELECT oo i roe[ 61 [rcur]chiafcia 5] Totrnc]]
| HRE :!_!_Uﬁéﬁéﬁﬁﬁﬁﬁlwfr
4 SELECT ROOM TYFE —hmmjmjmﬁlﬁlﬁ o] ool
W T [ ] == = 1 Y o
W TTfer T T
= R T 1
=’—FPg’_ SELECT CHARGE _P Quotation | ® Room Type " Quotation -
Search
| I [
— Select &l
. |—r Wl_li SELECT ACTIMITY CODE _’_ Customer Code : AFROOT 3, | A sesrch By |E°d9 j
.’—rrml_li ’_ N | Select None
| B I = = - === v A | Couintry - South Afrca 9
B j 1T [2nzzmet < |[20z2/08011 <0 | I | 5tart Date - 2022052~ tove Booking/
“PP —— T T — - Order Humber : | Code | Dol ove Bookingds
- Per Persan - Taiiff to Reservation - Charges to Reservation . - - R p R Line/:
Aocspt |DC - Duration Charged  |GT - Guest/ltem Total [wvailable [Unavaiable <« Fist < Previous et || (EERallD U 8 | ﬂ | ! Single srove e
[DE - Department |RQ - Room Type Gty

Select
Charge Room Guest

[ [RoontcalaLpEfra]Gust

Add Roamn / ‘ Change

00D T T e L

Dom Room Bed

5 [Total ncl]
Bp[e[]__ompr
o ] ]
o ] ]
o ] ]
Bofafa[o]—omrr
Bofafa[o]omer
o ] ] ]
o ] ]
o ] ]
o ] ]
o 1 ]

]
i *

Accept ”PP el Px.arson [T - Tari ‘ Quaotation Close ‘
|DC - Duration Charged |GT - Gudg
IDE - Department TAT Fy— Cancel |




- Room Types

Quotation Copy Quotation TSI Test May 2022 Status :

Select All

The required quantity is set in the ‘RQ’ column, and the
number of Adults and / or Children selected.

Customer Code : AFROOT L A frica Tours Select Mone
Country - South &frica &I Apply Service Charge v ] 1]
Start Date : PP End Date - 2022/05/23 = Create Events As Add Cost [@
Order Number :

F C lidate Acc Pack. R
Reservation Type : Bed and Breakfast onsolidate Acc Packages [ Femove Line/s

Move Bookingds

The Accommodation Package Items linked to the selected
Guest Tariff, will automatically be loaded to quotation too.

AddRoom /| Charge | Select|  Foom Type To idd Coun .| gelect s I t Select Child . H H T i
tree | oo | Gea| "m i | iy Tt = 3ot | St [ [ St ) iy st Producing the quotation, the Room Type is indicated, as well
[ [RoontenjaL o] ﬁmﬁ!mn : , ‘oA
0 S0 o o [l |1 ) Towaoero < jovzrszs <][i7 fiomann foafafo[o] emum " as the quantity as set in the ‘RQ’ column.
BUFDOT[ST [ 1| 1 APROU[Buifet Brokissl - adile O [ 1 1111|2000 Er e = || O et =TT HIE ) 1 1 L I+
B[ EUFOW[S2[ 1] 0 pFROT Guiet Breakinst - Chien O | |1~ [~ [2022/0512 v |[2022/05/28 -] [17 [HDROO1 o[ o[ oo o [ile mi
] [ W W Jz0z2/0511 < || 2022008/11 =] [0 ifo ofofofofo [ i
]| 0 o, [T [20220541 - ][20z208:11 ][0 i[o ofofofafo [ e QUOTATION Date : 202210511
]| i SN 2022705011 - |[2022/0541 ][0 o[ o n[a[ofofo [ile mi ; Start Date 2022/05/12
H [ o NN T2022/05/11 ~ [[2022/051 ][0 ofo ofofofofo [l mi End Date : 2022105129
]| 0 o N W [z02e005m - |[2022/0511 ][0 HIE BEEEE [le i )
.I 0 2NN 2022/05:11 || 2022405411 ][0 oo nfofofofo nong | Quotation Number : BQYS
]| [ W 202200511 - || 202200811 |0 of o ojofojofo 0,000
]| 0 o, NN T2022/05011 ] [2022/0511 <] [0 HIE o[ofofafa [lii]e mi Oasis Lodge
— —
- - - 77 Long Beach Road
PP - Per Person TR - Tariff to Reservation |CF| - Charges to Reservation . | | | |
fiocept First P Mest Last pat Cl
— DC - Duration Charged GT - Guest/ltem Total lﬂvallahla |Unava||ah|e. e ¢ Frevious sty ast > il °se Long Beach
DE - Department RO - Room Type Gty - h : S . - WMossel Bay
Africa Tours 6500
PO Box 452 South Africa
Cape Town Tel : 044 123456789
8000 Fax: 044 123456789
Email : oasis@restaurant.com
VAT No : 123456789 VAT No : 123456789
Date Description Duration Qty Tax Incl
202210512
2022/05/12
Full Buffet inclusive of coffee, tea or juice.
202210512 Buffet Breakfast - Children up to 15 0 0 RO.00 RO.00
Tourism Levy 0 0 RO.00 R161.05




Setup Procedures — Activity Grouping

Activity Grouping options are to be created to be displayed on Quotation Layout 3 and 4, as well as the Activity Sheet.

These are created to assess WHAT is happening. Example may include:

v

Catering

This Grouping can be linked to menu and bar charges, and when selected on
the quotation, the ‘Grouping’ will automatically be displayed as a heading on
the Quotation document, and the charge or charges below it.

Equipment

To be linked to charges such as a Projector; Multi-Plug; Extension Cord; PA
System, etc.

Events / Activities

Event Charges, such as the Zip Line Activity; White Water Rafting; Exhibitions;
Cave Tours etc. will be linked to this Grouping option.

Accommodation

All Types of Rooms used for accommodation can be linked to this Grouping
option.

Venue
To be linked to Conference Rooms and Wedding Venues.
Room Set-up

Will be used in conjunction with Activity Codes to display a certain requested
layout for the Conference Room Layout.

QUOTATION Date : 202210107
= 4 StartDate : 2022/09/03
: End Date : 2022100704
Quote #: 100

Oasis Lodge

77 Long Beach Road
Long Beach

Oasis

LT : M ossel Bay
Wossel Bay High School 6500
PO Box 789654 South Africa
Wossel Bay Tel : 044 123456739
6500 Fax: 044 123456739

Email : oasis@restaurant.com

VAT No : VAT No : 123456789
3 Sglemlmrzlﬂ
Accommodation
00:00 00:00 2 Room 201 - Double R1200.00 R147.37 R1200.00
00:00 00:00 2 Room 202 - Double R1200.00 R147.37 R1200.00
00:00 00:00 2 Room 203 - Double R1000.00 R122.81 R1000.00
00:00 00:00 2 Room 204 - Double R1000.00 R122.81 R1000.00
Total For: 3 September 202 R540.36 R4 400.00

Total For: Accommodation R540.36 R4 400.00
# Included in modation/Event Package)

Conference
00:00 00:00 8 Conference Room 1 R7 50000 R921.05 R7 50000

Total For: 3 September 202 R921.05 R7 500.00
4 September 2022

Conference
00:00 00:00 8 Conference Room 1

R7 50000 R921.05 R7 50000




Setup Procedures — Activity Grouping

The respective Activity Grouping Options can be linked to Rooms and Charges in the ‘Activity Tracker’
tab of the Room and Charge Master File.

An ‘Activity Description’ can also be captured per Room and Charge, and this description will
automatically be displayed on the ‘Note’ field of the selected charge or room on the Quotation and

Activity Sheet.
* B X
Code ICHEUU1 ¥ Physical ltem
¥ Display On Irevoice I~ Use Custom Rate
Description IHefreshments Day 1 - Session 1 [~ Service Charge ltem [~ Master Price . ®
[~ Ewentltem [~ Blocked _

Barcode I
Code ICDD1

Description IEhaIet 1 -2 Bedmwom

General T Froperties T oucher T Frice Update T Fareign Currency TA

General T Detailz T Financial T Uszer Defined FieldsT Pastel Interface T Fined Add Costs T Activity Tracker
Grouping: IE"B‘TEF”NG &I ICate[ing /

Activity Description:

Grouping: IAEEDM ﬂ F\ccommodation 4
Option &
Coffee and / or tea = —
ariety of Muffing Activity Descriphion:

Option B
Coffee and / or tea
Scones; Jam and Cheese

Option C
Coffee and / or Tea
Savoury Bizcuits and cheese

%ccept | Cancel

Accept

Pastel Inventary Cade CREOOT Refreshments Day 1 - Session 1 ﬂ Cancel |

View Audit Log || Multi Store code for retrieving Cost Price I E | |




Setup Procedures - Activity Grouping

Per Line Item, the Activity Grouping Option and ‘Activity On ‘Quotation document Layout 3’, the Grouping options will
Description’ - as entered on the charge or room master file - be displayed in the dark green headers.

will automatically be inserted on the quotation’s ‘Note’ field. The note captured to the Item’s Master File, will be displayed

below the item on the quote document.

.
However: Please Note that the settings can be changed on the QUOTATION Date 2022105112
I Start Date : 2022/05/12
. . . . . e . 1
quotation without influencing the original settings on the End Date 202200513
. Quote #: 95
room or charge master file.
Oasis Lodge
Oasis 77 Long lieachBRoa':j
ong Beac
- - Lodge E e Mossel Bay
Mew Quotation Copy Quotation EEMEEMTALLEES55 Conference May 2022 Status : Southem Shores Shipping Company 6500
cotont Al PO Box 748474 SoutnAfrica
Sec Cape Town Tel : 044 123456789
Select None mm Fax: 044 123456789
0 Email : oasis@restaurant.com
Mowve Booking/s VAT No : 111222333444 VAT No : 123456780
Scones: Jam and Cheese Fenselines
Location FReport Grouping Time Start Time :nd
LHREST 9 12:00 =|12:00 12 May 2022
Activity Grouping
Add Fioom / Add Count | Select | Seleat I Sel tCh'Idl |
ch R P Clear T ariff TZ&?,‘ Tee:ﬁ 5521_5& Clear Select Chalet Area
@w GrENane IEn]NETE jadl J i Total Incl] - | 00:00 00:00 2 Chalet 1 -2 Bedroom R700.00  R91.30 R700.00
155500 [Southem Shor| [No Title] 2022/05/12 || 2022/05/13 ~ | C2B00 —Iofo 70000 — -
BUFO0T 0[55500° [Buffet Breakfast - Adults 2. I~ | 2022/0512 ~ || 202200513 ~|[1 | C2BOOT 2 —Jojojofojo noof Activity Grouping
BUFO02 0[55500°|Buffet Breakfast - Chiien [~ | 2022/0512 - || 2022/0513 ~|[1 | C2BOO1 [ —jojojofojo [INT) o Lighthouse Restaurant
D-__ NN 202205012 - || 202200512 =] - —lofojofofo] 11000
0 o NI | 2022705012 _~ | [ 2022706012 <] [0 0 —Io[afafafo [l o 00:00 00:00 2 Se?eslmems Day 1- Session 1 R35.00  R14.35 R110.00
e - ption
i o W | 2022008012~ ||2022/08512 ~ |0 [ —Iofofofo]o [N o Coffee and/ or tea
0 SN N 2020542 || 2022008412 > |0 0 —{0[o]afojo 000 Variety of Muffins
0 o I [anzzisnz - [[z0zz00snz [0 0 = BIEEEE e Option B Note Captured on
0 NN 20220512 > || 2022005012 |0 i —lofojojofo 000 Coffee and/ or tea the Charge Master
0 SO Temzrmsnz < [20zzrenz ] o 0 ~FEEEE [ile o Scones; Jam and Cheese File
0 o W | 2022008012~ ||2022/08512 ~ |0 [ —Iofofofo]o [N o Option C
— — Coffee and/ or Tea
- — - - 2 Savoury Biscuits and cheese
fcoept [IFP PE[P.E[an TR - Tariff to Reservation  |CR - Charges tDF‘ESE'_Va“D”. << First | < Previous Hewt > | Last 33 | Quotation Close Total For: 1 ay 2022 R105.65
DC - Duration Charged GT - Guestdltern Total |ewailable |Unavailable { *Non-financial transactions. Not included In Grand Total)
DE - Department R - Room Type Gty {# Included in Accommodation/Event Package)




Iqi Setup Procedures - Activity Locations

All possible locations where activities can take place at your
facility, and even accommodation locations, are to be set up.

Examples may include:

Activity

Conference Room 1

Conference Room 2
Wedding Chapel
Falcon Woods — Zip Line

Falcon River — Rafting

<N X N X X

Tasting Room




Setup Procedures - Activity Locations

Default ‘Locations’ can then be linked to the respective room and charge master files.

# Edit Room

W Select Location

¥

- G
Cancel |

Code ICUU'I Code | Dezcription
AMPHI Amphi Theatre
D excription IEhaIet 1-2Bed | CAMPING Camping Area
CHALET Ch. &3
CORFERT Conference Room 1
COWFERZ Conference Room 2
General T Deg COMFERZ Conference Room 3
CONFER4 Conference Room 4
Location: ICHN-ET ) DORM [hormn Floams
EXHIBITION  Exhibition Centre
f HATEL Hutel
: IAEEDM I
Gloubio: = LHREST Lighthouse Restaurant
Activits D escrition: FICHIC Picnic Area
S BIE RIVER River - wihits Ww/ater Ralting
SAFARI Safari Lodge Ine
WED Wedding Yenue
WO0Ds ‘Wionds - Zip Line
— Search By
Code LI

Search For I

dd Costs | Activity Tracker

W Edit Charge

Code |PLUDD1

v Digplay On Invaoice

Description IF'icnic Lunch

Barcode I

[~ Service Charge [tem
[~ Ewventltem

W Physical ltem

[~ Use Custom Rate
[~ Master Price

[~ Blacked

Accept | Cancel |

General T Properties T “Youcher T Price Update T Foreign Cunencyj

Location: IF'IENIEZ &l IPicnic Area .__;
Growping: |CATERING O] [Catering
Activity D escription:
Fichic Basket:
Bread, cheese, cold meat, pickles and jams.
Coctail gourmet pies and sauzages.
Grape Juice

Accept

View Audit Log

Pasztel Inventory Code

vt Store code for retieving Cost Price

PLUOM Ficnic: Lunch

&I Cancel

[ &




Setup Procedures - Activity Locations

Quatation 9% B Description :

555 Conference May 2022 Status : [PPSO

Select Al

Adding a charge or room to the quotation, the set ‘Location” will automatically be added to
the line item’s ‘Note’ field, but can be changed if the requested location for this quotation
A 0 will differ from the normal one.

Grape Juice
Move Booking/s

Remove Line/s

On Quotation Document layout 2, the On Quotation Document layout 3, the

PICNIC O, |CATERING
. . . ( . ) .
o 5] 5 ] [ ‘Locations’ will be displayed under each Locations’ will be grouped under the
I Y 0 ) O T 6 [ et 0w _|od 47 5] Total ncl -]

B[ e [56] 7| 0[5SS00 [Refeshent Dz 1 -Gee (22 < | [amzemoria < [T ]_rjrjrﬂ'rr Tl Charge and room respectlvely but no Actl\/'ty ACtIVIty Grouplng ea Ing 1t i1s linked to.
I (5057 [ - N N 17 | |1 [202205n12 <[ 202205012 I---Tj jrrrrr s \m ’
E 001 [53 RV | 0 [55500°[Scuthem Sheres Shigping f 1 |z022/0502 < |[z0zz06na - |1 [C2B00T[ [ 22 HEEEE L » . . . .
[E[ 5UF00 [54] 1| 055500 [Buifel Breakiast -Adals I\ Tauzienz < |[zzmens <[ [czBoo1] | 3| Di §||7!7D|E|E|E oo G rou p| ng IS I|n kEd tO thIS dOCU ment |ayOUt.
B[ BUF00[55] 1 [SSS00Buifet Breakiast - Chidren <. | |~ || 202200512 | [2022/05/3 = |[7_[C2BO0T[ [ o[ 0 fo[ofofafo [ u
E D201 [57 iV | 0[55500 S outhem Shores Shipping. % v [T 1™ [2022¢08/12 = [2022/05/13 =] [1_ [HDROOT[ 2| 2| z:I :Ir ofafafofo] 120000
BUFODT [58[ 1| 0[SS500°[Bufiet Breakizst - Aduls 1 |z022/0512 ~ |[20z2083 - |[1 [HDROOT[ [ 2] uj jryﬁﬁﬁﬁ [ e o
B[ EUFO02[53[ 1| 055500 [Buiiet Breakfast - Chidren O [N || [2022/05/12_~[2022/05/13 <] [1_[ADAOOT[ [ o ui‘ élr [a[a[a[a s
|} [T Tof [ | |z02z/0502 < |[20zemsnz < ][0 | [T o D:I jr]E|E|E|E [l e u
| I [ N [2022/05012 < | [0z = [0 | [ 1 D:l jﬂ—uﬁﬁﬁ O &
| K [ ||V [z02200512 ~ |[2022:05112 < ][0 | [ [ o[ o= o=o[o[s[o[o [ QUOTATION Date : 2022/05/2
- QUOTATION Date:
[[PP~-Per Ferson [TF: - T to Fleservation _|CF - Charges to Reservation Strtpate: 2v2zerz 3 Start Date :
420 | Duration Charged BT Guslem Toial  Paictle  [Unevaiabiell | ‘ ‘ | oy Clese ‘ End Date: 2022081713 End Date :
IDE - Depatiment [ -Ram Type Oty Quote #: 95 Quote # : %
Oasis Lodge one Lodge
i " g °=*~* T
L Mossel Bay Ladge
Southern Shores Shipping Company 6500 Southern Shores Shipping Gompany MDSSE::Z
PO Box 748474 South Africa PO Box 48474 Sauth Africa
Cape Town Tel: 044 123456789 Cape Town Tel : 044 123456788
L Fax: 044 123456789 B Fax: 044 123458788
Email : casis@restaurant.com Email : cssis @resteurantoom
VAT No : 11222333444 VAT No : 123456789 VAT No : 111222333444 VAT No : 123458783
12 May 2022
Stat  End No's Description Unit Price Tax Incl Amount
00:00 00:00 2 Chalet1-2 Bedroom R700.00 R91.30 R700.00
00:00 00:00 2 Chalet1-2 Bedroom R700.00 R91.20 R700.00
00:00 00:00 2 Room 201 - Double R1200.00 R147.37 R1200.00
00:00 00:00 2 Room 201 - Double R1 20000 R147 37 R1 20000
10:00 10:30 4 Refrashments Day 1 - Session 1 R55.00 R28.70 R220.00
:
i nt
Option A
Coffee and/ or tea 1000 10:30 4 Refreshments Day 1- Session 1 RES00  R28.70 R220.00
Variety of Muffins Cption A
option B ety Sttt
Coffee and/ or tea
Scones; Jam and Cheese Option B
Coffee and / or tea
Option © Scones : Jam and Cheese
gu(fee and/ U[Tea Option
avoury Biscuits and cheese e o Ten
13:00 14:00 4 RE9.00  R45.43 R356.00 e Savoury Biscuits and chesse
Picnic Basket: 13:00 1400 4 Picnic Lunch REJ00 R48.43 RAEE 00
Bread, cheese, cold meat, pickles and jams. Picnic Baskat
Coctall gaurmet pies and sausages Breas, cnesse, cols mest, pickles snd jgms
Grape Juice Coctail gourmet pies and sausages
G J
Total For: 12 Mar;zﬁoﬂﬁ R313.80 R2 476.00
{ * Nonfinancial trans actions. Not included in Grand Total)
{#Included in Accomm odation /Event Package)




Setup Procedures — Charges

# Edit Charge e
Bl IDFADm X Physical ltem

v Display On Invoice v Use Custor Rate
Deszcription IDverflow Accommaodation [~ Service Charge ltem Master Price

[~ Eventltem |~ Blocked
Barcode I

General T Properties T “Youcher T Price Update T Foreign Cumency T Activity Tracker

When charges are added to the reservation quotation, the price is fixed and
cannot be changed at all.

Allow Tax [V |15 -Vat - Standard rated [15%) |
CostPiice Exel [ 0.00 Makup [ 000 However: There are exceptions to the rule where a specific charge’s total

Charge Incl I 0.00 Charge Excl I 0.00

might fluctuate from one quotation to another.

LierDefiredFeld | In this case, such a charge will be classified as a ‘Custom Rate’ directly on the
User Defined Fisld 3 charge master file.

User Defined Field 4

User Defined Field 5

Important: A Charge can only be marked as a Custom Rate item if the
Cusztorner Category - Mo categary ;I . . , . .
Customer Category - Implemented at Reservation and Group Additional Cost Phy5|ca| |tem CheCkbox ISu ntICked .

when szelecting Charges. The Customer Category ag 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 Inventory Code Cancel |

View Audit Log || Multi Store code for retrieving Cost Frice | E | |




When the charge is added to the Quotation, the rate can be changed as required.

RE I 21 Rv | 0[D1S001 |Discover 54 and Beyond 9 |11 1 [2022/05/05  |[2022/05/06 ~|[1 [HSRoo1| | [ 1= o=—jo[ofofofo] so000f 0
BUFO01[22] 1| 0[DIS001 [Buffet Breakiast - Adults & [~ ™| 2022/05/05 v |[2022/08/06 »[[1 [HSROOT[ | 1] 0= o—o[ufufofo 0.00 0

B[ T OF2001] O] [ 0[oIS001[verflow Accommedation | 9% |4 |1 1T | 2022/06/06 ]| 2022/05/05 ] [1 | | | 1] u=j o=fojojojojo] Ly

== =T =y IO Tariff to Bacaruabiosn [CE . Chorcce be Dacarochice, | | | | |

The ‘Total Incl” column for all other charges, not
classified as a ‘Custom Rate’ item, will be disabled,

Quotation Status :  |[[eQTENGT

Select 4l

Customer Code - [EITNCY Select None and simply cannot be altered.
Country : |South Alrica | 7
Start Date : 2e2/05/05 1= Create Events As Add Cost Mave Booking/s
Order Humber : c idate Ace Pack g

eservation e: Q, | B ed and Breakfas MIEEILRE GAES PRIl Remove Line/s
Rorerotion T KRR ‘ IMPORTANT!!

All Charges selected are subject to the Tour

Add Cauntry

AddRoom /| Change | Select| Foom Type To Clear Tariff * ‘ Select Clear Select =

Chorge | Foom | ouet| - Roon ket | St [ [ Sgeachis Operator Discount, provided that the selected
[ [Feonlen]at erafGues Guest Name 7 tom [ Noto JPFITRICH] —Dote In | Doto 0u_[DT] Torf [Type] 6T [Adut] hiChid 1 -5]Tota ni] - charge is setup at the Customers’ Tour Operator

fl| BUFDOI[13] 1] 0[DIS00T [Buftet Breakfast - Aduts O [ T[T 2022008008 +[200zv0806 ~|[1 [C2B000[ | 2[ o] o=fo[o[ofo[o]  ooofir .
RE[  GUFD0Z[14[ 1 0[DIST0T [Buifet Breakiast - Chidien & ||| 2022/05/05 v ][2022/06/06 = |[1 [€2B001[ | of o o=juo[o[ofa[o]  coofar Discount tab.
RE I |5 7>V | 0[D1S007 [Discover 54 andBeyond | @ | I~ || [2022/05/05 | [2002/05006 ~|[1 [ASRO0T[ [ 1[ 1=t 0—Ja[o[o[ofo] sooool
[E[  BUF01[T6[ 1| 0[pIS00T [Euiet Breakiast - Adils | @ |1 || |2022/05/05 «|[2002/0506 ~|[1 [HSRO0T[ [ 1[ o= odo[o[o[ofo] oo
EE R (17 v | 0[DiS007 [Discover 54 and Bepord E [ [ |20zz/05/05 ~]|2022/05/06 ~|[1 [HSROOT |_|_1|—‘|E|—DE|E [a[ofofo[  so0oa Discounts can also be set up per Customer or
IE[ BUFO0I[18] 1] 0[DISOOT [Butfet Breakiast- Acubs O || [ [20z2/06/05 |[2022/08/06 ~|[1 [HSROOT[ [ 1[0 o—ofo[ofofo[  ooori
W 15 v | 0[DIS001 [Discover 54 andBeyord | .| [ |1 |1 |2022/06/05 »|[2022/05/08 ~|[1 [ASR001[ [ [ 1= o—Jo[ofo[o[o[  soooor Customer Category.
[ BUFDOT[20[ 1| 0[DISO0T [Buffel Breakiast - Aduts O |1 |1 |1 | 2022/06/05 »|[2022/06/08 ~|[1 [ASRO01[ [ 1[0 oJo[of[o[o[o[ ooorr g ) g .
IE I |21 v | 0[D1S007 [Discover 54 andBeyond | @ | 1~ || [2022/05/05 | [2002/05006 »|[1 [ASRO0T[ [ 1[ 1=t 0—Ja[o[o[ofo] sooool On the quotation, Novtel will check if a discount
EE[  BUFDDT[22] 1] 0[DISO0T [Bufiet Breakfast - Aduts Q| 1|1 | T [2022/05/05 = ||200z/05/08 ~|[1 [HSROOT[ [ [ o= o=[o[o[o[o[o]  ooofir i
Bl oFe00T[ O [ 0[pIS00t [Overfiow Accommedation @ | 1|1 | 2022/05:05 v |[2022/05705 < |[1 | |_|_1|—D:|—D:|E|E|E|E|E|Wou¢¢r' structure s S.et up for the selected Customer,. and
o S ~ charge the price as set up, and not the normal price.
fecept |PP - Per Person |TR - Tariff to Reservation  |CR - Charges to Feservation << First < Previous et > ‘ Last 35 ‘ Quotation Close ‘
DG - Duration Charged |GT - Guestltem Total |wvailable [Unavaiable 1l

IDE - Department |RG - Foom Type Gty




Activity Codes are created to be linked to the Quotation, and
ultimately, the Activity Tracker.

Activity Codes can be used more than once per Quotation since NO
FINANCIAL VALUE is linked to it.

Activity Codes are used to inform a Department of a specific action to
be taken, such as:

v Setting up the requested layout of the conference room.

v" A note for the restaurant personnel to bill an in-house charge
to the reservation, etc.

Activity codes can be added to the quotation by clicking on the ‘Add
Room / Charge’ button, and selecting the last option in this screen.

The specific Activity Code can now be searched for and selected.

Quotation

Quotation

Customer Code :

SS50M < WS

Status :  |[afiETT

Select All

Select None

|Soulh Africa

2022/0512

Reservation Type :  |H

Country -

Start Date -
Order Humber :

2022/0313 = Create Events As Add Cost

4| Apply Service Charge | 0

Move Booking/s

Consolidate Acc Packages Remove Lineds

SHACKS
ZIPLINE

Search By

fEdd Ridiiy| Change | Select|  Room Type To t Select Select Child o
W, Foom | Guest Foory Type * Rale 1.5+ | Hlear Select
[ [Foonzion] . SELECT FOoM [ iove] a1 Jadut]Cd[Chid 5[ Totat ]
e [T #[ o= ofo[ofofufo] zznooFRT
W[ [popT of SELECT ROOM TYPE —'_'_4|—U: u—ﬁﬁﬁrﬂmr .
IE I : o[ [ 2[z=g o {o[afo[a[e] mmml "
[E[  EorooT[54[ 1] ofsssar ﬁ|_|_2|—n:|—nfﬁ|ﬁ|ﬁ|—|— il =
E[ coroozfss[ ] o sssuur SELECT CHARGE Elilinrn; o=Jo[o][o[o [l
IE I 57 v | ofsssoo . o1 2 z[z=]o—o[ofofafo] Tzm00f i
BUFD0T [58[ 1| 0[55500 [Builet Breakfast - Aduls I EE= u—mﬁﬁﬂ— (e
BUFDD2(68| 1| 0[S5500°(Butfet Breakfast - Childrer o1 of o= o=jofofojo 000N
SELECT ACTIMITY CODE = —
[E [ERTE | 0FR | 0[55500 [Southem Shores Shipping JE[ 2] a[a n—ﬁﬁﬁﬂ— 15000.00 [
| ] [TT0 e e ) IR ES n—ﬁ|E|E|:|’ [liile m
| ] T o j N Tenzzinenz < |[z0z20en2 [0 | = U—ﬁﬁﬁ 0ol e
Select Act Cod
Py |IPP - Per Person TR - T ariff to Rest @ Select Activity Codes . Close ‘
[DC - Duration Charged  [GT - Guest/Item T| —
IDE - Department IRD - Rioom Type Code ‘ D.e.sc:nptlo.n Hﬂ
BILLIMNG Billing Action
CIMER A Raoom Setup - Cinema
CLEANUP  Clearup Cancel

Fior -Shape
le Llne Actlwty Extra Tlmeslot

Code

j Search For




Setup Procedures — Activity Codes

| Quotation

Copy Quotation IS T 555 Conference May 2022 Status : A note and aCtion timeS Can be inserted, and the |Ocati0n
and activity grouping selected manually.

Select Al

Il Fioom setup must be completed by Bam sharp. -
elect Mone

| 0
Move Booking/s

———— On Quotation Document Layout 3, the following will be
. displayed according to the applied settings:

‘ Hoorﬁn Tvpe To Add Country Clear Tariff * Select Select ‘ Select Child Clear Select ©
oom * T ariff Type * Fate 1-5* .. .
| |Room/ttem]aL|DE[R] Guest] Guest Name 7 1tem | Note [PPTRI|CR|]  ‘DateIn | "Date 0ut  [oc] Taritt JType] 6T [Adult| Child[Child 1 - 5] Total Inci] - 1. The ACtIVIty Grou ping

IE[  CRE0T[SB[ 1] 055500 [Refieshments Day 1-Sess % [N gha2/06/12 - |[2022/05012 1| [ [ #[o=foofofofofo] 22000fH

W[ P01 [60[T [ 0SS0 FierioLunch | o ||| Jeozz/52 ~]|z0zz/mnz <1 | [ [ #[ooJcfa[o[ofo] w00 .
[ Co0i[53RV[ 0[FSS00 [Southem Shores Shipping | ©. [ 12 2022/06/12 ~|[2022/0513 < |[1_[€2B001 [ | 2| z—J o—Jo[afo[ofo[ roooofar 2. The Location
[ ©0F001[54 1| 0 FSS00 [Buffet Breakiast - Aduts | . [ 2022/06/12 ~ |[2022/05/13 < |[1_[€2B00T[ | 2] o—J o—Jo[a[o[a[o [T o
[ ©UF002[55 [ 1| 0[FSS00 [Buffet Breakfast - Chidren | . [T | 2022/05/12 - |[2022/0513 <[ [C2B001[ | of o— o—da[a[o[afo] oo
[ O [57 V| 055500 [Southem Shores Shippng O [he 1 |2022/06/12 < || 202z/0e13 <] [1 |ADRODT | 2| 2| 2= oJo[o[o[o[5[ Temmf 3. Action Times
G| EUFC0T[58[ 1| 05500 [Buffet Breakfast -Aduts | . | I T | [ |2022/0512 ~][2022/06013 < |[1 [ADROOT[ | 2| 0— o=Jco[o[ofo[o]  ocoofr
B[ EUFC0Z[59[ 1| 05500 [Buffet Breaktast - Chidren 2. |1 |1 [2022/0512 ~[2022/0613 < |[1 [ADRO0T[ | of 0— o=Jco[ofofo[o]  ocoofur
Emﬁﬁﬁmm__} NI [2022/05012 < |[2022/05/13 <] [T [VENDE[ 2| s[s=F o=Jo[a[o[o[o] Tsoonm 4. The selected Activity Code
IE 0 | N || o222 oo~ N M 5] 5 —{c[o[o[c5] ool
[ | e o NN Tonz2i052 < [2022005m12 <o | [ [ oo oJo[o[o[ofo[ ooy
5. Captured Note
Accept ||F'F'-F'er Perzon |TR - T aiiff to Reservation  |CR - Charges to Reservation ‘ ‘ ‘ ‘ Quatation Close
|DC - Duration Charged |G T - Guest/ltern Total lvailable [Unavailable Il

|DE - Department IR - Foom Type Qiy

Conference Room 1

06:00 0&:00 1 Room Setup - U-Shape ﬂ RO.00 RO.00 RO.00*
Room setup must be completed by 8am
sharp.

Total For: 12 May 2022 R1 234.85 R9 976.00

{ *Non-financial transactions. Not included in Grand Total}
{# Included in Accommadation/Event Package)




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



9 Quotation Layout Options

Layout 1 — Date and Grand Total

Depending on whether the ‘Use Date on Reservation Quotation Document’
option ticked or unticked in the ‘Setup — Company - General’ tab, the quotation
document will either display the following in the first column:

QUOTATION Date : 2022105109
Start Date : 2022/08/07
End Date : 2022/06/10
Quotation Number : BQYZ
Oasis Lodge
77 Long Beach Road
b Long Beach
Lodge EIEEN Massel Bay
Southemn Shores Shipping Company 6500
PO Box 748474 Soulh Africa
Cape Town Tel: 044 123456789
i Fax 044 123456789
Email : oasis@restaurant. com
VAT No : 111222333444 VAT No : 123456789
Code Description
COND10 Conference Lunch O ption 1
ONE Coffee, tea OR Soft drink Included per
person
Salad Bar available - Variety of salads
coo1 Chalet 1 - 2 Bedroom 3 R547. 83 R4 20000
Southern Shores Shipping Company -
Guests: 4
Room
BUF 001 Buffet Breakfast - Adults 0 12 RO.00 R0.00
Breakfast is included in the Accommeodation
Rate
Consists of various fruits, yogurts and
cereals
Eggs, bacon, sausages, mushrooms,
hashbrowns, baked beans and tomato relish
Pastries and bread.
Juice, coffee and tea.
BUF 002 Buffet Breakfast - Children up to 15 0 0 RO.00 R0.00
cooz Chalet 2 - 2 Bedroom 3 R515.79 R4 200.00
Southern Shores Shipping Company -
Guests: 4
Room must be ready daily at 14:00 sharp

Company Detals | General 1 Financial

Automaic Risfiech Interval 0 Secords
Erver 010 dsable avtomss efresh

Hurtbe of iows on Giid i
Murber of coamns on Ged =

Hursbos of yesis on Grd Past] 5
Nursbat cf yoars oo Brid Fuse) 2

Actvate Morhl Biling @ Yez  No
‘Acirvale Access Corlrol © Yer @ No
Foros Ageri Cemmission Y 6 Mo
In (140000 -5 DelsutTime Out [100000 =
[7< o

-
7 =+ haues

Ol i E i Fisssevation

Al Customer Note Edi and Deke

Al changig Sishs bo InHouse for Fubure beckings
Activate Nowel Orfine Boskings

Activate Reservation Demo Mods

Ao furival Arvd Dispartuee Time.

Force Customer Fiequited Fid: Display Accommesation Uit Pice on Documerts

Use Date On Reservaion Guatation Document

1 Prelesences 1 Images |
Defauk Inaface :
Pastal >

QUOTATION

PO Box 748474

Aciivate O Account Selecton &1 Custamers: Use Floom Setup Cart Code on Fieservatons 2
Hide Waster Cushormes Fram Selechion For Transachions ¥ Change Accommodslion Ameurt with Supervso: Femmission ¥
Date : 2022/05/09
Start Date : 2022/06/07
End Date : 2022106110 | |
Quotation Number : BQ92
Oasis Lodge
77 Long Beach Road
Long Beach
Mossel Bay
6500
South Africa

Cape Town Tel :
mnm Fax
Email

VAT No : M1222333444 VAT No :

044 123456789

044 123456789
oasis@restaurant.com
123456789

Ticked = The Date

Duration Qty

Tax Incl

2022/06/07

2022/06/07

2022/06/07

2022/06/07

2022/06/07

Conference Lunch Option 1 ] 14

ONE Coffee, tea OR Soft drink Included per

person
Salad Bar available - Variety of salads

Chalet 1-2 Bedroom 3

Southern Shores Shipping Company -

Guests: 4

Room

Buffet Breakfast - Adults o 12

Breakfast is included in the Accommodation
Rate

Consists of various fruits, yogurts and
cereals

Eggs, bacon, sausages, mushrooms,
hashbrowns, baked beans and tomato relish
Pastries and bread.

Juice, coffee and tea.

Buffet Breakfast - Children up to 15 ] o
Chalet 2 - 2 Bedroom 3

Southern Shores Shipping Company -

Guests: 4

Room must be ready daily at 14:00 sharp

R36522 R2 80000

R547.83 R4 200.00

R0.00 R0O.00
R0.00 R0.00
R515.79 R4 20000




Layout 2 - Group By Day + Day Total

1. Date and Grand Taotal

2 By Dap + Dap Total

3. By Dap/Report Grouping/Location + Day Total

4. By Tupe/Day/Location/Report Grouping + Dap Total

CLOSE

The report is sorted by Day and
Location.

It displays the total Tax and including
amount per day.

The Unit price per line, if available, is
displayed.

OMNE Coffes, tea OR Softdrink Included
person
Salad Bar available - Variety of salads

per

QUOTATION Date : 2022/05/08
- StartDate : 20220807
End Date : 20220610
Quote # : 93
Oask Lodge
77 Long Beach Rosd
Long Beach
L.Ddgc b > Mossel Bay
Southern Sheres Shipping Cempany 8500
PO Box 748474 Seuth Afriea
Cape Town Tel @ 044 123456789
11 Fax: 044 122458785
E mail : oasis @restaurant.com
VAT No : 111222333444 VAT No : 123456789
7 June 2022
Start End Ngo's Description Unit Price Tax InclAmount
00:00 00:00 4 Chalet1 -2 Bedroom R1 40000 R18281 R1 400.00
Chalet Area
Room
00:00 00:00 4 Chalet2 - 2 Bedroom R140000 R171.92 R1400.00
Chalet Ares
Room must be ready dsily st14:00 sharp
00:00 00:00 2 Room 201 - Double R1 20000 R147 37 R1 20000
Hotel
00:00 00:00 1 Room 101 - Single R200.00 R11052 R500.00
Hotel
00:00 0000 1 Room 102 - Single R200.00 R110.53 R200.00
Hotel
07:00 08:00 2 Room 202 - Double R1 200.00 R14737 R1 200.00
Hotel
13:00 1400 14 Cenference Lunch Option 1 R200.00 R91.30 R700.00

Lighthouse Restaurant

Page: 1

00:00 00:00 14 Conference Room 1 R11250.00 R1 28158 R11250.00
Conference Room 1

Total For: 7 June 2022 R2343.22 R18950.00

[ * Nonfinancial transactions. Mot included in Grand Total)

(#Inciuded in Accomm odation/Event Package)

8 June 2022

Start End MNo's Description Unit Price Tax Inel Amount

00:00 00:00 4 Chalet1 - 2 Bedroom R1400.00 R182.61 R1400.00
Chalet Area
Room

00:00 0000 4 Chalet2 - 2 Bedroom R1400.00 R171.82 R1 40000
Chalet Area
Room mustbe ready daily at 14:00 sharp

00:00 00:00 2 Room 201 - Double R1200.00 R147.37 R1200.00
Hotel

00:00 00:00 1 Reom 101 - Single R200.00 R110.53 R200.00
Hotel

00:00 00:00 1 Room 102 - Single R900.00 R110 53 RS00 00
Hotel

07:00 08:00 2 Room 202 - Double R1200.00 R147.27 R1200.00
Hotel

07:00 08:00 4 Buffet Breskfast - Adults RO.00 RO.OO0 RO.00H
Lighthouse Restaurant
Breakfast is included in the A d
Rate.
Consists of various fruits, yogurts and
cereak
Eggs. bacon, sausages, mushrooms,
hashbrowns, baked beans and tomato relish.
Pastries and bread.
Juice, coffee and tea

07:00 08:00 0 BuffetBreakfast- Chiliren upto 15 RO.00 RO.00 ROO0#
Lighthouse Restaurant

07:00 08:00 4 Buffet Breakfast - Adults RO.00 RO.00 RO.00H
Lighthouse Restaurant

Page: 2




Quotation Layout Options

Layout 3 - Group By Day/Report Grouping/Location + Day Total

QUOTATION Date : 2022/05/09
M Start Date : 2022/06/07 Conference Room 1
1. Date and Grand Total :
End Date : 2022/06110 00:00 00:00 14 Conference Room 1 R71250.00 R1381.58 R11 250.00
Quote #: 93
Total For: 7 June 2022 R2343.22 R18 950.00
{ *Non-financial transactions. Not included in Grand Total)
2 E_'rl DEI_',' o DEI_'.-' Tl:ItEll Oasis Lodge {# Included in Accommodaticn/Event Package)
Oasis 77 Long Beach Road 8 June 2022
S e ) Long Beach
geec i e Mossel Bay
Southern Shores Shipping Company 6500 C halet Area
3. By Dap/Report Grouping/Location + Day Total PO Box 748474 South Africa
Cape Town Tel : 044 121456789 00:00 00:00 4 Chalet1 -2 Bedroom R4 400.00 R182.61 R1 400.00
11 Room
Fax: 044 123456789
Email : oasis@restaurant.com 00:00 00:00 4 Chalet 2 - 2 Bedroom R 400.00 R171.93 R1 400.00
4. By Type/Dap/Location/Report Grouping + Dap Total VAT No : 111222333444 VAT No : 123456789 Hotel Rioom must be ready daily at 14°00 snarp
00:00 00:00 2 Room 201 -Double R1 200.00 R147.37 R1 200.00
7 June 2022
CLOSE 00:00 00:00 1 Room 101 - Single RO00.00 R110.53 R900.00
Chalet Area
00:00 00:00 1 Room 102 - Single RO00.00 R110.52 RO00.00
00:00 00:00 4 Chalet 1-2 Bedroom R1400.00 R182.61 R1400.00
Room
07:00 08&:00 2 Room 202 - Double R1200.00 R147.37 R1200.00
00:00 00:00 4 Chalet 2 -2 Bedroom R1400.00 R171.93 R1400.00
H Room must be ready daily at 14:00 sharp
The report is sorted by Day, Report |.,...
. . Lighthouse Restaurant
GrOUplng and Locat|on. 00:00 00:00 2 Room 201 - Double R1200.00 R147.37 R1200.00
07:00 08:00 4 Buffet Breakfast - Aduts RO.00 RO.00 RO.00#
Breakfast is included in the Accommodation
It displays the total Tax and includin 00:00 00:00 1 Roem 10T- Sihat Re00.00  R110.53 Re00.00 o
p y g Consists of various fruits, yogurts and
cereals.
00:00 00:00 1 Room 102 - Single Eggs, bacon, sausages, mushrooms,
a mou nt per day' g R300.00 R110.53 R900.00 hashbrowns, baked beans and tomato relish.
Pastries and bread.
The Unit price per line, if available, is || w2 Reomznz-poute R120000 RWZY  R120000 e e e
’ ’ 07:00 08:00 0 Buffet Breakfast - Children up to 15 RO.00 RO.0O0 RO 00#
Lighthouse Restaurant 07:00 08:00 4 Buffet Breakfast - Adults R0.00 RO.00 RO.00%
13:00 14:00 14 Conference Lunch O ption 1 R200.00 R91.30 R700.00
ONE Coffee, tea OR Soft drink Included per 07:00 08:00 0 Buffet Breakfast - Children up ta 15
person
Salad Bar available - Variety of salads




Quotation Layout Options

Layout 4 - By Type / Day/ Location / Report Grouping + Day Total

QUOTATION Date : 2022/10/06
Start Date : 2022/05/05
End Date : 2022/05/06
Quote #: 94
Oasis Lodge
77 Long Beach Road
Long Beach
Mossel Bay
1. Date and Grand Tatal 6500
PO Box 987 South Africa
Cape Town Tel: 044 123456789
m Fax: 044 123456789
Email : oasis@restaurant.com
2 By Day + Day Total
VAT No : 987654321 VAT No : 123456789
3. By Dap/Report Grouping/Location + Day Total
Accommodation
00:00 00:00 2 Room 201 - Double R700.00 RE5.96 R700.00
4 E_I,.I T_','pE:.-"Da_','.-"LDDatiDH.-"HEpD[t Gmuping + Da_l,.l Trtal 00:00 00:00 2 Room 202 - Double R700.00  R85.96 R700.00
‘ 00:00 00:00 2 Room 203 - Double R850.00 R104.39 R850.00
00:00 00:00 2 Room 204 - Double R850.00 R104.39 R850.00
00:00 00:00 1 Room 101 - Single R900.00 R110.53 R900.00
00:00 00:00 1 Room 102 - Single R900.00 R110.53 R900.00
00:00 00:00 1 Room 103 - Single R900.00 RO.00 R900.00
00:00 00:00 1 Room 104 - Single R900.00 R110.53 R900.00
Total For: 5 May 2022 R712.28 R6 700.00
Total For: Accommodation R712.29 R6 700.00
{# Included in Accommedation/Event Package}




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



Creating a Quotation in Novtel

® Noviel Hospitality Ultimate Enterprise 7.9.0.3 - [ Iltern Grid]

The Quoting system is accessed by clicking on this icon:
Dbl ITAL 2N

10 | 11
q Reservation Cuctation |
fivriry irriry

Maon | Tue

Quotation Description
When a new Quotation is created, the wording A Unique description for this reservation quotation
will always be displayed as ‘New Quotation’. must be entered in this field, which is easily

identifiable when the quotation is searched for.

CQuotation

Status

Quotation

Hew Quotation ﬂ

Copy Duotation EEIEEIENATL R 555 Conference June 2022 Status - [[ERIENT)

By default, the status of a new

Quotation will always be displayed
(uatation = as ‘Quotation’.
Accepted As we progress with this set of
Eopeted manuals, we will explain the use o
Cancelled each status.




Copy Quotation VT

P— ] The Customer Code, Description and Country

Salect All

Customer Code :

Select None
Countive ® Customers 0
v - Descipin e T |Gy Epprevey| LT By clicking on the Customer Search option, a new Customer Master File
Africa Tours 021 123456783 ol - Remove Line/s . . . .
ANDOOT | Anchews, Shawn 029232 252 752 Sauh Aiica =P fid Nows <F6> can be Created |f It does not yet exist In NOVteI.

ANDOOZ | Anderson, Peter 029 543 438 483 South Africa
BELOOT | Bell, Beverly South Africa

AdFoon [ Chargt BONIN | ore: 59 St By clicking ‘Add New’, all details for this Customer can be created. After
. CaMOm Cash Membership Account] TG - . ) .
R L Bh saving the newly created Customer master file, it can be selected
. —— C00001 | Cooper Richard 077 723741 147 Netherlands .EEﬂ{‘ u ’ *
. —— C00002 | Cooper Richard 2 Netherlands .EEﬂ(‘ u
. —— DAVODT | Davids, Gregg (029 473 874 478 South Africa .EEﬂP u
. - DELOM Delport, Francois South Africa _E 0 &
. rr. DIso01 Discover 54 and Beyond | 021 333 333 333 South Africa _Elﬁ N
. rr. DUNOOT | Duncanvile High School | 011 123 456 789 South Africa j _Elﬁ il &
| | rr_ _E|E 0.00F |
[ — GO/ »
rn & Mumber " Description ’7 oo o0
i - e (R | -
]| R o PRI Tanzzr05:04 - [z0z2s06004 [0 | (I Dzhaﬁﬁﬁﬁﬁ [0 [lile =
[ s i Cuies) @ Customers - X : : ’
BE Depatnent 2 -Fom T Alternatively: If the Customer to be linked to this
Mumber D escription Fax Couintry Fiefrash <F5» . . . ’
5: ing [021 333 444 555 ﬁﬁ oren s | Quotation already exists in Novtel, the Customer is

STAD04 | Johan Grabe
STAO0S | Annalie Grabe
STA006  |Zanthe Hone
WESOO  [*west, John 044 123458?89\

iton 55 | searched for and selected.

Edit

In this case, we will simply select the ‘Number’
search option and enter the Customer Code — or
part thereof —in the search field.

South &frica

When matched by Novtel, the Customer Master File
will be displayed at the top of the Customers
Window, and can be selected by clicking on it, and

Search Select <F7» . . ¢ )
(e MDescnption |SSS 0 o ClICkIng SeIeCt .
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Creating a Quotation in Novtel

Cuctation

Quotation |Hew Quotation <, |0 Copy Duotation ARG 555 Conference June 2022

Customer Code : |SSSDEI'I v 221 S outhern Shaores Shipping Compary

Country South Africa V E Apply Service Charge

The Customer’s Code and Description — as created - and Country selected on the Customer Master File, is displayed in these 3 respective fields.

Please note that the Customer selected here, will be liable for the payment of all accommodation; meals; venue hire; additional charges and
tickets to events — if selected on the quotation.

The Customer Code and Description for all reservations WILL be the same than this Customer Code and Description, and therefore — when the
quotation is accepted and converted into reservations, the deposit will be raised on the ‘Group Container’ booking only.

All payments will also be processed against the Group Container Booking — as we will explain in future manuals and videos.

This Customer is also referred to as the Group Owner.




Creating a Quotation in Novtel

End and Start Dates

By default, the current date will be displayed as the start date, and the end date as the very
next day. However, the requested end date can now be selected first, followed by the start date.

# File Edit Modify Setup Process Reports  Help

i rzz I I 0 m:j‘l

{ Quotation §
03 = 10
zuza zaaz maa # Quotation |New Quotation 4, Copy Quotation VST H |555 Conference June 2022 Status - [RIAEILT Jm 1‘;‘:2 z‘r];:z z‘r];:z
cont . Tue Th Tha

Select Al
Customer Code - 55500 . Southern Shores S hipping Compary Select None

cooz
’T Countiy : th Af ﬂ Apply Service Charge 1]
s Start Date - IR ..o Evonts Ac Add Cost

Move Booking/
Order Number : ove Bocking/s
Consolidate Acc Packages

Reservation Type : Remove Lineds

Addﬁsuntw Clear T ariff = ?Zﬁft ?3:?3 S;‘;?Eg“f Clear Select =

[Dotc Out_[oc Tarit [Type] GT [Adub Cha[chid 15[ ota el

e e

A E

= 1R IR E
al m [ille o
= & = rliliﬁlij jrrrrrlﬁrr
| Hmsoo1 | &l = :II—:II—I—I—I—I—IWF -
0] & = l—l_l_l—zll—zll—l—lﬁlﬁlﬁl—ﬂﬂﬂf“r L
View Roams by 2NN enzzisima < [20z2/060 l_!_|— :||— :||—|—|E|E|E [ s o O Cancelled r
& Code AN znzz/si4 < [2022/0604 ][0 :||— :||—|—|E|E|ﬁ [+ m [ Pravisianal 3
" Rate Per Person N [2022/05/04 < |[2022/0808 ][0 | [I|— E= DECED [ile u [0 Confirmed 2
® Rl R | NI [nzzssima < | [20z22i06ms <] [0 | :||—:||—|—|E|E [o[ woofar OinHouse M
% News Reservalion NI [nz2sm5ma | [2022/06me ][0 | [T o™ jrﬂﬁmﬁ 000N ;Dapa"ad ’E
= = I Tenza 5008 < [[znezros < [0 e~ EEEEE 000 I Ry Petd =
2022/06/03 2022/0610 il | | [ | [ [ ofo= EEEC D Nom Fiew v
pe e e e i | ches | hew | L‘“‘”N toe_|
[DE - Dapartment [FQ - Froom Typs Gty \

User : Adrit Database Path : C:A\Users\User\MovtelD ata\Hospitality\HospitalityCourses\HRA mdb
4 131
# -« R €@ ® E G 0 O ¢ ¢ i & 21°C Sunny A = 2022/05/04 %




Creating a Quotation in Novtel

Quotation e troraron o] oo e Dl 55 Contorence Jume 2022 P—— Clicking on the ‘Add Room / Charge’ button, one of 4 options can be
e accessed, namely:

Customer Code :

Select Nons
Country : ﬂ Apply Service Charge 1]

Start Date : 20227010 - | [N Move Backing/s

Order Number : B ) S I R m
Reservation Typs - Cansofidate Acc Packages Remove Line/s ‘/ ele Ct (0]6)

v' Select Room Type
st Roem | = ,7,75;{;215_2"? Clesr Select ™

| T
o ey e v Select Charge

B = = 0

|
| SELECT ROOM TYPE :,_,_D|—D:I|—n |E|E|E|E’E el o
| BN = = 6 G s v' And Select Activity Code
I SELECT CHARGE :Fpﬁzﬁjﬁﬁﬁﬁﬁﬂr o
aj o a={ofajojojo 000N .o . . .
| —,—,—u@@mmmmmrr To add specific rooms to the quotation, click on the ‘Select Room’ option.
I SELECT ACTIVITY CODE 7’7’7”|7°j|7°ﬂ|6 [e[oa [ ) B
l
|

e el O I 110 N » =
j W Je022/5,04 - |[20zz/0504 ][0 | I ES E=EHEEEE (il i
|PP - Per Persan [TF - Tariff to Reservation |CR - Charges to Reservation . . . . . .
‘Igg,gm?n%.ged BT BT foie el | 00| P | 7 ) PR | The ‘Available Rooms’ window is opened, and specific available rooms can
- Departmen ~Fioom Type Gy

be selected to be added to this quotation — including a Venue if required.

In this case, the Customer requested a quote on accommodation and
conference facilities as follows:

v' 2 Rooms accommodating 4 Adults each (2 Bedroom Chalet)

2 Rooms accommodating 2 Adults each (Hotel Double Room)

v
v" And 2 Rooms accommodating single persons (Hotel Single Room)
v

One Conference Room is also required



Creating a Quotation in Novtel

Now please note that different types of rooms are charged at different rates.

By selecting the same type of room, the specific Guest Tariff applicable to this room type, can be selected.

First click on the first applicable room and press and hold the Control key on the keyboard. Then
select the next room as well before releasing the Control key and clicking ‘Accept’.

Novtel will respond with this message, and by clicking ‘Yes’, the
Guest Tariff applicable to this room type can be searched for and
selected.

The default number of Adults and Children for all selected rooms
is set before clicking ‘Accept’.

® Available Rooms e
i~ Search
Search By I Code ;I
Search For I
ol ~
o1 For example: 2 x 2 Bedroom Chalets.
i &L 3 - 2 Bedinom
Coo4 Chalet 4 - 3 Bedroom
C0o05 Chalet 5 - 3 Bedroom
CAam Carmping 1
Canz Camping 2
CAO3 Camping 3
CAnd Camping 4
Coo1a Staff Room 1
D2m Room 201 - Double
D20z Room 202 - Double
D203 Room 203 - Double
Dznd Foom 204 - Double
HMS001 Honeymoon Suite 1 - .
HMS002 Haneymoan S 2 Movtel Hospitality
510 Room 101 - Single
5102 Room 102 - Single
5103 Room 103 - Single
5104 Room 104 - Single
STAT Staff Room 2
YENDOT Conference Room 1 . .
VENDOZ Conference Aoom 2 | Would you like to pre-select the Guest Tariff?
YENDO3 Conference Room 3
YENDO4 Conference Room 4
WENODS Wedding Yenue and Chapel
*®TUuLM Single Hatel Roorm - Tulip Inn
HTULDZ Sinale Hotel Room - Tulip Inn

IMPORTANT!

Accept ﬁ?

e —

You will only be allowed to select up to the maximum number
of people set to be accommodated on the Room Master Files.

7 =
s ) mo |
Boo Cuotation Roo eselec| i Select Guest Tariff Seasons >
] Price Per Boom Frice Per Adult Véccept |
Guest T ariff I omﬁ Chalet 2 Bedroom
C3e0m Chalet 3 Bedroom 1000.00 550.00 —
T CamOo Camping Rate 400.00 150.00 |
==l
fl s [ +=|© DIS 00T Discounted Fate 0.00 0.00
] I_D_l HOROO Hotel Double Room 1000.00 £00.00
Children =] HEROO1 Hotel Single Roam q00.00 0.00
PLHOO None 0.00 0.00
STAFF Staff Accommodation 150000 0.0
WEMUE “enue Hire 15000.00 0.00

This number cannot be exceeded, and it attempted to do so,
Novtel will communicate the following:

Guest Taift [C28001 [&] Ehalet 2 Bedroom CIEarl %
X

Adults 5= [Novtel Hospitality

—

Children
§ b Mumber of Guests more than set at Room setup

Accept |




Creating a Quotation in Novtel

Both the rooms are now listed here as selected by the User.

Quotation

Quotation |New Quotation O, [N Copy Ouctation EEEETITLH |SSS Conference June 2022 LU (] Lotation

p— 1. The ‘RQ’ (Room Type Quantity) field is disabled as we have already selected the
Customer Code : . .
County - : — required number of rooms for this type of room.
2:::;0;::1;&[- ’W Create Events As Add Cost Move Booking/s . [ , .
Reservation Tyve - (RGN (GECETTEr Ty Co"ltote Act Packages e || 2. Where applicable, the ‘PP’ checkbox is selected to enable Novtel to charge the
rate per person opposed to the room rate.
e | e || et ceavan-| SO | G || EREoes| | 3 The ‘Date In’ and ‘Date Out’ for all reservations are derived from the Start and
.ﬁ w Date In Date Out DO} Tariff ITypel GT AduIITulaIIm:I
I 6801 0 [W55500 [ Srnes Shiprg 9 [191)- r o=Ja[o[o]s ol samm End Date selected globally.
W[ BR[O T[N [ESS00 [Butel Breakisat -Adits |1 |1 [2022/06/07 - [ 20220600 ][5 [C2B00T[ 4|—n:‘|—n:|ﬁ|ﬁ|ﬁ|ﬁ|ﬁl—nnnrr
[E| eUFoo2] 0f 1] 0[s5S007[Euiet Breakfast - Chidren | T | [2022/08/07_~ |[2022/08010 ~|[2 [€2B001[ | o] o] o=foofa[o[o[ Dm0 ‘ ’ .
N IESE 6|0 [55500 [sarem Sranes Sprg 0| || |zuaareercr <] zneareerio <] 7 [ezmoot| 2| i = 5oy mmr” | 4.  As we have selected the dates as 7 — 10 June 2022, the ‘DC’ column (Duration
| o0ro0 [ 0] 1| 0[S5500 [Euiiel Ereakizst - Addis | S| 1| | 1| 2022/08/07 v |[2022/0610 | [3 [€2m001 [ [ <[ oJufofofafo] oo .. . . . .
I TR i e i o e s N T i Charged) is indicated as 3, since the Guests will be charged for the nights of the
| e [ 2022005004~ [[20zzr0504 [0 [T oo oofafo]ofo Done
=|—FFEPI7: o o I—IznzzxusmatjlznzzmsmjP} FEIE:"—DEIEIEIEIEIE’WF - 7th’ 8th and 9th of June.
1) IR B | 20220504 2022/05/04 0 aj o o=—j{0fojajojo 0.008°0
W [T o [ = [ememsme o][zneememd ][0 | |_|_0|—Uj|—U:|E|E|E|E|E|Wr m . . "
B T EE e Jaewn e | [ eeooppep e | 5. The selected Guest Tariff code is inserted here automatically as we have
e [FEFOPa TR Tl Fomion R oo, iy | crous | o | o |t | oo | selected this Tariff to be linked to both, 2 Bedroom Chalets previously.
|DC - Duration Charged [T - Guest/ltem Total [Available [Unavaizble il
|DE - Department |Ri - Room Type Gty

6. The ‘Type’ column for all selected rooms displays either the globally selected
‘Reservation Type’, or the reservation type linked to the Guest Tariff Master File.

7. The number of Adults are displayed here as set previously, and the
accommodation package items linked to the Guest Tariff will also be displayed at
the number set for the Adults and / or children.

8. In the ‘Total Including’ column per room, Novtel will calculate either the ro

rate or the rate per person according to the settings applied. In this

R350.00 per person x 4, and for 3 nights — which equals R4200.0

Page 37 item.



|New Quotation S Copy Duotation DT |SSS Conference June 2022 Status - [[XDWENT hd

Soimct a1 All other rooms are selected in the same manner.

Customer Code : 555001 <, | W Southern Shores Shipping Company Select None
Country : |South Africa S Apply Service Charge | 0

Start Date : 2022/06/07 :lv End Date : 2022/06/10 :lv Create Events As Add Cost
Order Mumber : 5550822 C lidate Ace Pack
Reszervation Type : |4 ﬂ Bed and Breakfast LIRS (B PR Remove Lineds

The Quotation is saved by clicking ‘Accept’, and ‘Yes'.

tove Booking/s

A dedicated ‘Quotation Number’ is now allocated
to this quotation.

Add Foom /| Change | Select Fioom Type To Novtel Hospitality i Select Select Child Clear Select *
Charge Foom | Guest Foom Type * Rate 1.5+ | Siear aelect

[ [Foomitonlai Pefra] Guest] Guest Namo / o [P Tyoe] 67 [adut] hid[chia 1 5]Total ]
| BUFDD2|—U|—1|—D|SSSDD'|BuHet Broakfast - Chid | I Would you like to proceed with the processing? I_D|—D:|—D:|E |ﬁ|ﬁ|ﬁ |ﬁ oo
El S0 [ 0 V[ 055500 [Southern Shores Shipp [ 2[ [ 1 0—{o[ofo[o[o[ 270000
[E[  BUF0T[ O] 1] 0[sSS00°[Buffet Breakiast - Adul BN ES ESHEEEE [ e _
L [SHGE | OV | 0 [55500 [Soutnem Shores Shinn /S e | w | [ 2[ (1= o=Ja[a[a[o[o[ zzoona 1 e _
{E[  0F00i [ O] 1 055500 euiet Breakiast-Aduts (I 2/05707 < 20z2rern =2 [WSROOT| | 1| o—J o—Jo[o[o[ofa] ool W Quotation: 33 created
IE | VENGDI[ 0ER| 0[5SS00[Sauthem Shores Shipping @ " [2022/08/07 - |[2022/06/10 - |[3 [VENUE[ 2| 4[1a=J 0—fu[u[ofa[o] ss0on0af o
B [T o [ Z T [z0zz/m6/04 ~ |[202z/05/04 [0 | [ [ ofo=Jo=jo[o[ofofo (il e
i R | o SN Teozzns/0s <|[2022/05/04 ][0 | [ [ ofo=fo=o[o[o[afo none =
R o [ 2N Tanzzis s < [2nzsmsms ][0 | [ [ o[o=fofofo[o[o[s[ ooor oK
i RE (9 I [2022/05/08 - ][2022/05/04 [0 | = ES EEEEE []e
B [T o (9 I T2022/05/08 - ][2022/05/04 [0 | = ESEEEEE [T e

Accent - Per Perzon ITF - Tariff to Reservation  |CR - Charges to R eservation << First < Previous Nest > | Letiss | A Close |

2 ||DE -Duration Charged |G T - Guest/ltern Total 1y ailable [Unavailablelll
|DE - Department |R - Room Type Gty




Creating a Quotation in Novtel

#® Edit Charge X L. )

oo GO N  Frssaton If a note was captured on the ‘Activity Tracker’ tab of the room or charge’s master file, the
Description |Buffiet Breakfast - Adults [~ Sewvice Charge ltem [~ Master Price H . . { 7’ H H H

o li'— - Evert e - Bt note will be displayed in the ‘Note’ field by default and can be altered on the quotation if

applicable.

Genesl | Fropeties | Voucher | PiceUpdate | ForsignCurency | Activity Tracker

Lacation:  |LHREST a [Hahthouse Restaurant

i The changes made to the note on the Quotation, will not affect the original note entered

sty Deserion on the room or charge’s master file.
Full Buffet inclusive of coffes, tea or juice] 4__.,

|Quotatic-r1

A custom note can also be entered manually per quotation line — where
applicable.

Quotation

Customer Cade - ||—_|sssnm q Simply click on the magnifying glass next to the required line. The selected
Country : South Africa

Strt Date - e line will be highlighted and the ‘Note’ field will be activated where a custom
Order Number - note can be entered, pertaining to this line item.

Reszervation Type :

Please note that you will be able to copy and paste information from a digital
document to Novtel, and from one line item’s note field to another.

Quotation

Add Foom /| Change | Select Fioom Type To
Charge Room Guest Room

FRoon/ton]QLIDERa[GucstGucst Name  tom | Note [PPITRICH]  auotvon  EINNNCY NSTHTERED

EW|—0|SSSDD'|Southem Shores Shipping S ) v [ [ |20

1 BUFO0T[87[ 1[ 0[55S00"[Butfet Breakfast -Adultss(L =
BLFOOZ2 'ﬁ |—1 |—D |SSSDD' |Buffet Breakfast - Children

Description : ’ﬁ

Note :

[ [ | 200 Breakiast is incuded in the Accommodation Fiate.
Consists of various fruits, yogurts and cereals.

[ [ | 2QME qg=. bacon, sausages, mushiooms, hashbrowne, baked bears and tomata relish,

Pastries and bread.

Juice, coffes and tea.

All other lines will be deactivated while
the ‘Note’ field is open.

[LHREST o cetering 2700 —= 8:00

| [Roontenjat pefia[cussGuest Nae 7 ton TN PP el Dot |

IE[ conoTo[25] 1] 055500 [Conference Lunch Option <. [IEA I [2022/06/1)

W[ CooTfeE RV 0[5SS00 [Southem Shores Shinping. Ol [ [2022/06/)

I | I e 7|~ T

| cUroizfes| 1] o[55500 [Buffet Breakfast - Chidren 2 |11 [ 202206/
4 (02389 B 0 LI otbhans Shog bicoing




Quotation

Quotation Copy uotation

Breakfast iz included in the Accommodation Fate.
Congiste of various fuits, yoguits and cereals.

DIl 555 Conference June 2022 Status :

Eqgs, bacon, sausages, mushrooms, hashbrowns, baked beans and tomata relish.

Pastiies and bread.
uice, coffes and tea.

o fcaterng  af7.00

PG THpE T
Fioom

=

[ CONDO[25[ 1| 0[5SS00 |Conference Lunch Option
W cooT[es iV | 0[55500 Southen Shorwes Shpmng.
IE I T
[E| Euroeefss| 1] 0[5SS007[Buffet Breakfast - Childen
E co0z [ 0[55500 [Scuihem Shores Shipping.
| [ 0[E5500 [Bufiet Breakfast - Aduts
BUF002 | 0[55500[Bufiet Breakfast - Chidren
E oo [ 0[55500 [Southen Shores Shipping.
E

E

EUFO0T 3] 1| 0[SSS0T [Buffat Breakfast - Aduls
fi D202[85 fiV [0 [BES0 S cuthern Shares Shipping

[
R
K
[
R

1

[5:00

Quotation

Select Al

Select None
1}

Mave Booking/s

Locations and Report Grouping options will either be automatically
displayed per line item on the ‘Note’ field of the quotation if linked to a
Room or Charge, or it can be manually searched for and selected.

Remave Line/s

.« | Selec
Clear Tarift | Tarif |

T i
FLaeone7 [azzmeno s [ [ [ 4]0
[2022/06/07 - |[2022/08010 - [3 [C2B00T[ 2[4 4
pEErEEEEE | | | (B
I [z022/06/07_~ 2022006110 ~][3 [c2B00T[ | 0] 0
[ |2022/06/07 - |[2022/06n0 - |[3 [C2BOOT[ 2| 4] 4
[z0zz/607 < |[20z208n0 ][5 [€2BO0T[ [ 4]0
[ z022/06/07_~ 2022006110 ][5 [C2B00T] [ 0[O
[ [z0z2/06/07_~|[z2022/08/0 ~[3 [ADAOOT [ 2[ 2] 2
[20zz/0607 - |[2022006n0 ][5 [ADROOT[ [ 2[ 0
[ z0z0/06/07_~ (202200610 <[5 [HDAROOT] | 0[O
™ [z0z2/06/07_-|[z2022/06n0 - ][5 [ADROOT [ 2[ 2] 2

Quotation

H u

E iR EEERENR
E e EEEEEN

[TR - T aniff to Reservation

BUFD02}94] 1 055500 [Buffet Breskfast - Chidien
HPP - Per Person

Accept

|DC - Duration Charged  |GT - Guestdltem Tatal

[DE - Department |RE - Room Type Oty

[CR - Chaiges to Reservation | | |
|Available [Uinavailabl= Il

Breakfast is included in the Accommodation Fate.
Consists of warious fruif

Description :

555 Conference Ju

Copy Guatation

# Select Location X

Code D escription | Accept
AMPHI Amphi Theatre

CaMPING Camping &rea

CHALET Chalet Area Ceree]
COMFERT Conference Room 1

COMFERZ Conference Room 2

COMFER3 Conference Room 3

COMFER4 Conference Room 4

DORM Corm Rooms

EXHIBITION
HOTEL

Exhibition Centre
Hotel

LHR
FICHIC Fichic &rea
RIVER River - white \Water R afting
WED ‘wedding Yenue
woops Woods - Zip Line Quotation Copy Huotation EEEEEETLL N SSS Conference June 2022

Mote :

Breakfast iz included in the Accommodation Rate.

Congigts of various fruite, yogurts and cereals.

Eags. bacon, sausages, mushrooms, hashbrowns, baked beans and tomato relish.

Pastries and bread.

Juice, coffes and tea,

W Select Activity Grouping X
Search By — —
| |[Code ] Search For Report Grouping MRS | Description | g Accept j
ACCOM Accommodation
Accept |PP-PE_ _ [LHREST 2. |CATERING ACTIMITY  Ackivitp
|DC - Duration Charged |GT - Guest/ltem Tatal |Bwailable BILLIMNG Biling Action Carncel
DE - Department [RE - Room Type Oty CATERING
‘ | ‘ COMFEREM... Conference
EQUIPMENT  Egquipment
| _|Room/Item|QL|DE[RG) Guest SETUP  Fioom Selup
CONDT0[25[ 1] 055800 [Contd | TASTINGS  Wine Tasting




Creating a Quotation in Novtel

Action times can be inserted for the items to be displayed in the correct order on the quotation document.

In this case, the Buffet Breakfast is served in the Lighthouse Restaurant, and from 7:00 — 8:00am daily and
for the duration of the reservation quotation.

H Quotation

! Quotation Copy Cuctation T (Bl 555 Conference June 2022 : GHuotation j

Select Al

Bl EBreakfast iz included in the Accommodation Rate.
Q8 Consists of warious fruitz, pogurts and cereals,
Eqgs, bacon, zauzages, mushrooms, hashbrowns, baked beans and tomato relish.
b ll Faztries and bread.
Juice, coffee and tea.

Select Mone
| 0
tove Booking/s

FRemove Line/s

|

Qi LHREST

Room Type To Clear Tarif * ‘ Select | Select Select Ehilxd| Clear Seloct |

Add Country
Foom § T ariff Tupe * Fate 1-6

1 Roomttenfat [oEa[ues]Guos Name / e T NorePPITFICA] _Date In_| Date Dut_[pl Tart [Type] 6T [Adut] Chid[chid 1 -5]Total nc] -

B[ CONOTO[25[ 1| 0[ESS00° Conference Lunch Option <. IS I | 2022/06/07 |[2022/06710 <[+ | B E= E=ECEEEEEL]s x
[ CooT[BE RV [ 0[5S500°[Southem Shores Shippng. 2 | [~ [2022/06/07 ~ |[2022/08110 |3 [C2B001 | 2|_|_:| jﬂﬁﬁﬁﬂﬁf‘ l—
T oaE ] B’ [~ [2022/06/07 ~|[2022/06/10 < ] .---|_:| :I [ofoofe] oo0fA
J[E|  BUF002j88| 1 0[SSS00°[Euffet Breakizst - Children 2. | ~[2022/08/07 - |[2022/08/10 - ][5 [C2BOOT | él :l ofofofofo[ " noo T

IE CO02[BI Y[ 0 [55500°[Southern Shores Shipping : I~ [2002/06/07 ~|[2022/06010 ][5 [C2BOOT[ 2 |_ [+ :l i [ofofoo[ 4200000
| IE [ F0F00T [0 [ 1 [ 0 [55500 [Buffet Breakfast -Adds [ [ooeosoesnr ~1[opasmenn -l [eaBoot| {0 [o[ofofo oo

[}

| W<l N
BN EEN

Please note that when closing the ‘Note’ field, the settings are saved. Hovering on the ‘Note’ search option
for the line edited and closed, this ‘tool-tip’ will indicate the Location, Grouping option and start time.




Creating a Quotation in Novtel

On Quotation Layout 3, the location, report grouping, and action time will be displayed for the specific charge and day.

Location Lighthouse Restaurant
Action Times 0700 08:00 4 Buffet Breakfast - Adufts

The note captured (S —

for this line item,
is also displayed
directly below the
charge.

Breakfast is included in the Accommaodation
Fate.

Consists of various fruits, yogurts and
cereals.

Eggs, bacon, sausages, mushrooms,

hashbrowns, baked beans and tomato relish.

Fastries and bread.
Juice, coffee and tea.

RO.00D

RO.00D

RO.00&#




Creating a Quotation in Novtel

Any relevant charges — not included in the accommodation package - can be added to the quotation.
Such charges may include the following:

v" A Projector

v/ Stationary

v' Specific Refreshments

v" Lunch or Dinner

v' Events such as a Zip Line activity; Exhibition; Wine tasting, etc.

Please note that charges classified as ‘Menu’ or ‘Bar’ items, which are sold from the Restaurant POS system, can be added to the quotation, but can be
removed when the quotation is converted into a reservation.

v' If removed, the quoted for menu and bar items will have to be charged directly from the restaurant to the ‘In-House’ reservation.

v" If not removed, the menu and bar items will be added to the reservation’s additional costs and MUST NOT be charged from the restaurant again.

As a rule, the price for all charges are FIXED, and therefore it cannot be changed on the quotation.

The ‘Total Including’ field for such charges is disabled.

However: If set up by the System Administrator, certain charges can be classified as a ‘Custom Rate’ charge, and therefore the total can be am

Please consult your System Administrator in this regard.



Quotation

Quotation

Customer Code :
Country -

Start Date -
Order Number

Reservation Type -

5550822
|

Bed and Breakfast

Consolidate Acc Packages

Status - ([fIEIAT) hd

Select &l

Select Mone
0
Muove Booking/s

Remove Line/s

Clicking on the ‘Add Room / Charge’ button, the ‘Select Charge’ option is selected
to add the necessary charges to the quotation as requested.

fEddREEEY  Che Select| R Type T 4 Select Select Child =

R G || Recpraeee [ T [ 58 o s
[ roonmenfatloealcues[Guest Hame 7 en Jrove] a1 ] chudlemia 1] Toar il
I B 56 Fov [ 0 /5™ag[Southem Shares Shipping o1 2] af 4= o={ofofofofo] 4200000
| BuFon a7 [ 1] of5ssn0[E Mg ieakisst - addls ot [o[ofofofo e =
B[ EOF00Z[E8 [ 7] 055507 [Bfot Ero ey Chider SELERIHOUMEE o GEEEE oorr
1] EEEEED z o[ 2 0[o[o[o o] 4200001
B[  cUrtoi[a0| 1] 0[5S500 [Buftet Breakrast - Adults o1 EEEEE [

—r— — SELECT CHARGE —_ —r=r=r
E EUFDDZ'ﬁ 1| 0|55500° [Buffet Brealkfast - Chidrer 01 ajojojo|n 000
|G IS |92 v | ©[55500°[Southern Shores Shipping o[ 2 fo[o[o[ofo[ sso000r
] R ) e e e S AT CIEE o1 EEEEE (Il m
[E|  BuUF002ja4 | 1] 0[5SS00[Eufiet Ereakiast - Chidrer o u[ofafofo (e =
JE IR |95 |2V | [SS500[Southern Shores Shipping 7w |11 02000 0r | co G oo a0l [ 2 BEEEEREEL .
IE[ suroifss[ 1] o Sssuo'mg I~ |1 [z /08007 <] [202208 10 ~[3 [ADROOT [o[o[o[a]o [l
|[PP - Per Persan [TR - Taiff to Reservation _JCR - Charges to Resarvation . ‘ | . |
Accept BT~ Dureion G ged 6T~ Gueathe Tord Fovaiabie 0 — << First < Previous Next > Last »» Quotation Close
[DE - Department |RE - Fioom Type Oty

# Select Charge x

Code | Diescription Excl ‘ Tax | Incl | D epartmnent | ~ Accept

ADDOM Fries - Half Portion 1304 1.96 1500 Lighthouse Restaurant

BALCOM Bacon 1304 196 15.00

BAROOZ Bar One Chocolaie Bar 696 1.04 8.00 e

EDOM Bad Debt Charge 0.00 0.00 0.00

BEERC1 “windhoek Light 375ml 2174 326 25.00

BEEROZ “windhoek Lager 375ml 2174 326 25.00

BEERDZ Castle Light 375ml 2174 326 25.00 Lighthouse Restaurant

BEERD4 Castle Lager 375ml 2174 326 2500

BREOOT Sunrise Breakfast 3478 522 4000 Lighthouse Restaurant

BREOD2 Farmers Breakfast B0.00 5.00 B9.00 Lighthouse Restaurant

BREOD3 Bankers Breakfast 7739 1161 8900 Lighthouse Restaurant

BREOD4 Plain Omelette and Taast 4348 B52 5000 Lighthouse Restaurant

BREODS Breakages oao 0.00 ooo

BREMO Breakfast Included n.oo 0.00 0.0

BUFOO1 Buffet Breakfast - Adults 130043 1357 15000  Lighthouse Restaurant

BUFOOZ Buffet Breakfast - Childien up to 15 E957 10.43 8000 Lighthouse Restaurant

BUROOT Cheese Burger and Chips 7391 11.09 8n.00

BURODZ Pepper Burger and Chips 7391 11.09 8n.00

BUROD3 Hamburger and Chips E&70 10.30 7900 Lighthouse Restaurant

Bi/0001 Boerewors 17.39 261 2000

casoo Cash Deposit Fee oao 0.00 ooo

CFCom Chocolate Cake and Filter Coffee E0.00 0.00 EO.00  Lighthouse Restaurant

CHAO Champagne 750ml 8261 1239 35.00

CLEDDT Cleaning Fees 86.96 1304 100.00

cHUuoo Caramelized Nuts per 100g 34.78 .22 40,00 hs

Search By I

Search For
Taiilf to Reservation  |CR :Ehalges ta Hesel.vatmn s Firat ¢ Prewious Mest = | Lastss ‘ Duotation ‘ I
L Guest/Item Tatal & ailable [Unavailzbie Il
Department Fioom Type Gty

The applicable charge can be searched for by means of the following search criteria,
and when matched by Novtel, the charge must be selected:

v' Code

Description

Excluding VAT amount
Tax Amount

Including VAT amount

N N N NN

Department




The selected charge is now
added to the gquotation, and
for the duration of the first
day only.

Quotation

Quotation Copy Quctation R IM

Customer Code : 555001 a,

Southem Shores Shipping Compary

Country : |South Africa
Start Date : e YRR | End Date : 2022/06/10

Order Humber : 5550822
Reservation Type : | ﬂ

Bed and Breakfast

|SSS Conference June 2022

ﬂ Apply Service Charge
M| rreate Events As Add Cost

Consolidate Acc Packages

Status : Quctation

Select Al

Select Mone

0

Move Booking/s

Remaove Line/s

|RG - Roam Type Gty

AddRoom /| Change | Select | Add Countty | oy g« [ Select | Select ’7 Select Ch||d Clar Selact *
Charge Room | Guest i Boomw... mar an T ariff = Type * mar SEiee
oo o cue e Name e e PPITER] Dot n—| Dot o o] ot [rpefeT Ol 15 frotn] |
ll|  BUFO02[S7[ 1] 085500 [Euifet Breakiast -Chicren [0~ 1111 [2022/06/07 ~|[2022/08/10 |[3 [WDROOT[ [ o[ o—f o—Ju[o[ofo[o oo
RE NG (55 RV | 0[55500Southern Shores Shipping . | T 1™ 11 [2022/06/07 v |[2022/0610 ~|[3 [HSROOT[ 2] 1] 1= 0-[ofa[ofofo z7oo00r ™
[E| BUFD0T[SS[ 1] 085500 [Eufet Breakiast -Adults Q0 [~ 1T [2022/06/07 ~|[2022/08/10 |[3 [HSROOT[ [ 1] o—f o—Ju[o[o[o[o oo
R I 00 v | 0[55500°Southern Shores Shipping % | T 1 11 [2022/06/07 v |[2022/06/10 ~|[3 [HSROOT[ 2] 1] 1 0=[ofa[ofofo z7ooo0r ™
RE[ BUFO01 [07 | 7] 0[5S500Buifet Breakiast - aduls [ 1 || 2022/08/07 ~|[2022/08/10 »|[3 [HSRO0T[ [ 1[ 0—f0—o[o[o[o[o oo
G BRI 02 F R | 0[35500°Southern Shores Shipping % | T 1™ 11 [2022/06/07 v |[2022/06/10 ~|[3 [VENUE| 2| 1414 0-[0[aofo o] ss000.007 "~
| PRO00T[ 0FR|[ 055500 Frojector S 2022008007 v |[ 2022006007 ~|[1 | [ [ 1[o=fo=Jufo[ofofo] 500000~
| S NN Tonzz2/05/10 2022706710 0 | [ [ ofo=fo=Jofofu[o]o [Tl e
| N Tz022/0510 2022005010 ][0 [ [ ofo=fo=Jufu[ofofo ooy
| = 022/051 0 [[2022/0510 ][0 | [ [ ofo=fo=Jofofu[o]o 0o
| 2 N T2022/05/0 - [2022/0510 [0 | [ [ ofu=fo—ufu[ofofo ooy
|TR - T ariff to Reservation  |CR - Charges to Reservation << First < Previous Nest s | Last 55 ‘ Quatation Close |
IGT - Guest/temn Tatal | ailable [Unavailable Il

The department code the charge
is linked to, is displayed here.

=

The rate connected to
the charge is inserted
and cannot be changed
from the ‘Quotation’
screen.




Quotation

Quotation ﬂ Copy Duotation [EESEINGLUEE 555 Conference June 2022

[CONFERT o [eauirMent a0 -+ E:00 =

Select
Tope *

Select
Taiff =

AddESU Y| Clear Tarift *

Room Type To
Room

Select Child =
Fate 15 Clear Select

ELELUTE Ouctation

Select Al

Select None
1]
Move Booking/s

Remove Line/s

[ [Roon/ttenfurocfio] Guest[Gusst Name it Rote FPFITFCH] Date In

Dote Out_[oc Tan [Iype] G [Acut]Chi[Chid 1 5] ot Inc]-|

[ curooz[s7 [ 1] 0[5S500 [Buitet Breakiast - Chitmen o [0 I 2022#05#07mrmﬁﬁr;rjrrrrﬂmf u
EE|  storfsspv| ofsssonSouthem Shores Shipping . 2 (111202205 [2022/08/10 -][3_[HSROOT[ 2] 1] 1 fo[o[e[ofo] 2ronoori
[E[ Guro01 [83 [ 1| 055500 [Guiet Breakiast -aauts | [ | r|2033¢ﬁ5/07J|2022J05/10J|3—|HSRﬂﬂl|_]_1|—j jrrrrﬁlwr I
B[ ST02[00 RV 0[S5500 [Southem Shores Shippng 2 [ |1 T ZZJUBKUFJ|2E|22;‘UBJ1UJ|3—|HSRUU1|_2’_1|—:‘ jrrrrﬁlmf‘ r
E[ BUFa0T[07 [ 1| 0[S5500 [Bottet Breakfast -Aduks | 2 [T |1 |2nzzznaxn:J|2nzzmsnnJ|3—|HSRDDI|_]_1|—:‘ jﬂﬁﬁﬂﬁlﬁr r
[E[  VEN0T[02 ER 0[5SS00 G outherm Sheres Shippng . | L~ [o072006/07 < |[2022/060 <] [3_[VENUE |_2W|—§ imﬁﬁmﬁlmf m
I [ 0 Fr | o I R 7| [onz2r06/07 - | [2022/06/m9 l---l—jl—:‘lﬁlﬁﬁlﬁlE #0000 I
B (0o [ =W W [eezsio ~|[z0zz/msi0 -0 | I E= E= CEEEE s =
B (0o [ =l W [eozziso ~|[20ze/ms0 <0 | [ [ o |—j|—|—r|—|E|Wr r
| [T Tof NN Tanezi0510 = [[z022/0510 =] [0 | [ [ oo o-fo[ofafofa] oo
| [T Tof o [ [20z2i06m0 - [[202z/050 < [0 | [T of o= oofofufufo]  ooopir

Aecept |[PP - Per Persan [TR - Taiff to Reservation  |CR - Charges to Reservation | | |
|DC - Duration Charged |GT - GuestAtem Total [vailable \Unavai\ah\e.

| Quotation Close |

|DE - Department IRE - Room Type Gty

Conference Room 1

00:00 00:00 14 Conference Room 1

R11 250.00 R1381.58

R11 250.00

Conference Room 1

03:00 17:00 3 Projector

R1500.00 R195.65

R1 500.00

Total For: 8 June 2022
{ *Neon-financial transactiens. Not included in Grand Total)
(# Included in Accommodation/Event Package)

R2 447.57

R19 750.00

Creating a Quotation in Novtel

By clicking on the search option in the ‘Note’ column next to
the item, the line is highlighted and the ‘Note’ field is activated.

A custom note can be entered to be displayed on the
Quotation, and ultimately, on the Activity Tracker too.

Select the applicable ‘Location’, ‘Report Grouping’ option and
action times before clicking ‘Close’ to save the changes made to
the ‘Note’ field.

On quotation layout 3, the selected charge will be displayed for
each day set.

The ‘Report Grouping’ option is displayed in green, with the
underlined ‘Location’ below it.

The action times are also displayed as selected.




Creating a Quotation in Novtel

Menu and / or Bar Charges can be added to the quotation in order to correctly quote for meals, beverages and other refreshments.

As per our example, we have added the following Menu Charges for the 7t" of June already, and changed the quantity to 14 — as

14 Guests must be catered for:

Add Room /| Change | Select Room Type To Select Child | § ,e

Charge Room Guest Room Rate 15+ |iZ i

E/  PRO00 28R | 0[5SS00[Frojectar o [ofafo[o] 450000 F

| ExCom [27 ER [ 0[65500° [Extension Cord - 10m = CIEEE B0.00F

[E[ MU0 28 R | 0 [ES500 ok Flug o afafo[o BO.00f
EI CREODOT|29) 1) 0555007
B conoia[so[ 1] ofsssor
EI COWD3|37| 1| 055500°

7 June 2022

Lighthouse Restaurant

11:00 11:45 14 Refreshments Day 1 - Session 1 R55.00 R100.43 R770.00

Coffee and/ or tea
Variety of Muffins

13:00 14:00  [@)Conference Lunch O ption 17 R250.00 R456.52 R3 500.00
OME Coffee, tea OR Soft drink Included per
person
Salad Bar available - Variety of salads

Starter
Vegetable Soup and freshly Baked Bread

M ain

Buffet - Roast Beef, pork belly and chicken
pie

Sweet potato, grilled mixed veg, green
beans, rice.

Desert
Chocolate Mouse peppermint crisp tart fresh
mixed fruit

20:00 21:00 {41 GGiiference Dinner - Option 1 R250.00  R456.52 R3 500.00




Creating a Quotation in Novtel

Novtel also incorporates an Event system where either
reservations can be made for a free event, but only a limited
number of people can attend, or, event tickets can be quoted for.

Event charges can either be selected as a single event and a
ticket will ultimately be produced by the responsible department
for this event only.

Or, 2 or more charges could have been combined in a POS
Package at a discounted price, and a ticket for each event will be
produced separately.

For demonstration purposes, we have created a POS Package for
the Zip line and White-Water Rafting activities at a package price
of R470.00 per adult. The normal selling price is R550.00 if the
tickets are bought individually.

P Edit Package

Package
Package Type
Description

Barcode

Package Cost Incl
Selling Price Incl

Package Incl Tatal

ITEDMD1

¥ Hultiplz ltem Package

|POS Type Default [CODE12Numeric] =l

Copy Package To Barcode

|Ticket Combo Adultz

oo

IESD.DEI
|4?D.DD

- Package ltems
D I Package Code I Charge Code | Description I Gty | Eostl Frice [Each]l FPackage [Each]l
5 TCOMO ZLA0m Zip Line Adult 1 0.00 200,00 170,00
3 TCOMO ZWROm Wwhite Water Rafting - ... | 1 0.00 350.00 300,00
" Item Cost Price
Add Packaage tem | Edit Package tem | Remaove Packaage [tem | Package Item Price From & ltem Selling Price

Cancel |




Depending on whether or not the
‘Create Events As Add Cost’ option
is selected when the quotation is
converted into a reservation, the
following will be true:

‘Create Events As Add Cost’ - Ticked:

Quotation

Quotation

Customer Code : 555001 Q,

Country : |50uth Africa

Start Date :
Order Number :

Reservation Type :

Select None
ﬂ Apply Service Charge | 1]
W Create Events As Add Cost Move Booking/s
Congolidate Acc Packages Femaove Lineds

Quatation

Select Al

=l

The charges classified as ‘Event’ items, will be added to the reservation’s Additional Costs’ tab. This will enable the Grid User to
manage the Events from the Group Reservation and print the tickets at the Front Desk.

‘Create Events As Add Cost’ - Unticked:

When the quotation is converted into a reservation, the following steps will be taken to manage the Event reservation and issuing

tickets:

1. The Event Reservation will be created by an Event Manager in the dedicated Events system.

2. And the Event Tickets will be printed from the Retail POS system accessed from the Restaurant POS system. The
outstanding total can also be settled from the Restaurant POS system / Ticket Office.




Quotation

Quotation ELE LT () otation

Select Al

For demonstration purposes, we will now add the POS Package with our 2
Event charges linked to it.

Customer Code : Select Mone

S Apply Service Charge | 1}
Create Events As Add Cost
Consolidate Acc Packages

Country -
Start Date :
Order Number :

Reservation Type

2022/06/410
Move Booking/s

Remove Lineds

First click on the ‘Add Room / Charge’ button, and click on ‘Select Charge’.

Select|  Room Type Ta t| geleat Select Chid | e
Guest Room Tppe * Fiate 15 BavSaE:
|| OLjDxy SELECT ROOM t_|Tvpe] 6T Jadult| Child Child 1 - 5]Total Inclf *|
[E[  Prooni 28R 0559 [ I E=ES EEREE s =
EXCO01 [27 FR |0 [55500° [ BE = E=EHEEEE 0000
E[ MuLou2sfR] i fsssor SELECT RODTYPE [ [ 3[=fo=fo[o[s[o[o] mmonri
[E|  creooi[za] [ ofsssor B B E= E= ElElEE E i =
[ Conoia[30[ 1| 0[FS500° Conference Lunch Dptier SELECT CHARGE B E E= E= HEEEEREETE ' s
[E[  COnTT3[37[ 1[0 [ESS00 Conference Dinrer - Opir B E = E= HEEE D EEX] ' s
CREDDA[39[ 1| 0[ESS00 |Richeshments Day 2 - Ge. [ [#[o=[o=fa[o[[a[c] Trnonrir
K| cononif4o] 1] 05500 Conference Lunch Dptier SEUEET AT GIGE [ E u:'_u:E E E E E 3E00.00 00
Econodfalif o sssnu'mh <
E| CrEoms[42[ 1] 055500 [Reiesh] Fect Hharge
EDNE”E'E'—-IW S8 |Corferer] ["Eoge | D escription Excl | Tax | Incl | Department P Accept
A SUNOM Sunzcreen Cream S0ml ER.22 9.7 75.00 =
[PP-PeiPerson SUNO02 Sunscreen Spray S0ml 86.09 ) 99.00
A ! .
| oot |G G| | v Spakling Water el o oncel The Package Code for our combined events was
DE - Department [Ra| | SwOoo Sparkling ‘Water Deli X
SwWROO Sparkling Water - Restaurant ‘ Y] . ( y)
AT Teasted Cken s Wit X created as ‘TCOMO1’. We will now use the ‘Code
fToomMOT [ Ticket ©
TCOMO2 Tic ) ) ) : : . :
TCOMO3  School Group Package 245.00 0.00 245.00 search option, and then insert this code in the
TEA001 Eal Gey Tea 13.04 1.96 15.00 . ,
TEADDZ 5Roses Tea 13.04 1.96 15.00 H
TEADD3 Rooibos Tea 13.04 1.96 15.00 SearCh FOr fIEId-
TESTOO Test Charge 0.00 0.00 0.00
TESTO! Test Charge 2 0.00 0.00 0.00 . s "
TESTIM Custom R ate Demonstration Charge 0.00 0.00 0.00
TESTIOT [ Curom e 000 000 000 The matched charge is highlighted and can now be
TE=0M Tex Chocolate Bar E.09 0.9 F.a0
TMLOOT Tourism Levy o.oo 000 0.0 selected.
TOADD Toasted Chicken Mayo and Chips 3813 RE7 45.00
TO&AD02 Toasted Cheese and Tomato and .. 478 h22 40.00
TOADODZ Toasted Bacon and Eqgg and Chips 4261 B39 43.00
TOWwW0m Extra Towel Charge 870 1.30 10.00
TRFOO1 Ticket Fefund 0.00 0.00 0.00
TSHOO! T-Shirt with Logo Size Smal 104.35 15.65 120.00 Curio Shop
TSHO02 T-Shirt with Logo Size Medium 113.04 16.95 130.00 v
Search By
Code = Search For [TCOMOT




LAty N
Hospitality Quatation

Quotation ﬂ (TSI D escription : |SSS Conference June 2022 Status :  [IGETN

The 2 events are loaded at the same time, but in separate lines.
The purpose is to manage each event’s date and time slot
(ePREL Y Y R 555001 A [ Southe Shores Shipping Company — . L. . .
o e Y 501 Service Charge : individually, and to ultimately produce 2 tickets for entry at the

Start Date : 2022/06/07 - | EECIDERE EEIANA (/. .ic Events As Add Cost

Order Number : 5550822 ) . .
Reservation Type : |4 ﬂ ’W Copcobidatcliicoliacknoes Remove Lineds Va r | O u S | Ocat | O n S o

Mave Booking/s

Also note that the discounted price per ticket is inserted here, and
Add Room /| Change | Select [ Fraian Type To

Add Country Clear Tariff * Select Select Select Child Clear Select .
Charge ... Boom..... " Tariff * Type * Rate15* at a q u a nt I ty Of 1 ea C h
| |Room/item|QL|DE[RQ| Guest] Guest Name / Item | Note|PP[TR|CR|  Date In | Date Out DO} Tarift [Type| GT JAdult|Child[Child 1 - 5]Tatal Incl| ~ | :

EE[ EUF001 [36] T[ 0[SSS00 [Buitet Breaktast - acuts & [T 1 2022/06/07 = |[2022/06/10 ~|[3 HORO0T [ [ 2[ 0—J o=fu[ofo[u[o[ " 0mfI
B[ EUFO002[37 [ [ O[5S0 [Buiet Ereakizst Chidien O | I | [ | [ |2022/06/07 ~|[2022/06/10 ~][3 HDROOT[ | 0| o—{ o=ja[o[a[a[d[  ooof
EX I |55 v | 0 [S5500 [Southem Shores Shipging O | [ | 1| || 2022/06/07 = || 2022/06/10 < |3 |ASRO0T| 2| 1| 1=J 0=—Ja[o[o[ofa] 2rao00t
B[ urooi[38] 1] 0[sSS00 [Euliet Breakisst- Aduits | @ ||| 1| 20220807 = [ 2220610+ |[3 [ASRoo [ [ [ o= o=Jo[ofo[ofo] ooorur . e ey .
IS N [0 ¥ [5555 [ S Siing | | 2226t = zznerio =1 5 [ASuwa| 2] [ 1=4 5Jo[c[o[o[o] Zranonl " The applicable dates for the activities can now be set. It can either
B[ EUF00T [07 [ T[ 0[SS500 [Buifet Breakizst - Aduls O |11 [ [2022/06/07 = |[2022/06/10 ~|[3 [ASRO0T [ [ 10— o—[u[ofofufo[ " ome
[ IR 02 R [ 055500 [Southern Shores Stippng. S |1 1|1 [2022/06/07 ~ | (202240610 < |[3 [ VENUE| 2[ 7¢[14 = 0—Jo[nfo[n o[ ssomonc i i
e e e Y o A N L [ = LG U » = happen on the same date, or different dates.
ES[| ZwRo0i [ 0FR| 0[SSS00 [whie water Fafing-Adu S | [ |1 | 2022/06/07 ~|[2022/08/07 [T | [ !_WI—D:W:IEEWWIEIWI -
B NER 11| 20z2/0510 ~ || 202200510 = [0 | [ | oJo=]o=ofofoo]a]  ooofdT
| ] e I Tenzarsno - j[20z205n0 [0 | [ [Tofo=Tada[e[u[o[a [l »
. — . : . . . ‘ ) £
e [ e (P e << | <Pios | News | Lews | duten | oo The correct quantity to be quoted for is set, and the ‘Note’ fields
|DE - Department |R@ - Room Type Oty

for the individual charges accessed to apply all other settings too.

E[ z.2001[ 0fw[ 0[ES5007[Zip Line Adui S| T T [2022080 7| 20227080 =] [1 | B EsEs
B[ 2/R001[ OFR|[ 0[E5S00 [whie water Raiting - adu S [P |1 [2022/06A10 )=l |2022/08/100% [ | [ P 0= o
- ! —— =T —r—r —

——r——r—r

[ofofofo] 23s0.00f]
ofofofof  4200.00f

—r—r—rr

=1 =l

10 June 2022
River - White Water Rafting On Quotation Layout 3, the report grouping, location and times
11:00 13:00 14 White Water Rafting - Adults R200.00 R547.83 R4 200.00 will be displayed for the set date.

Woods - Zip Line

08:00 10:00 14 Zip Line Adult R170.00 R310.43 R2 380.00
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Creating a Quotation in Novtel

Discount can be allocated to a Quotation in the form
of a charge entered as a negative amount and is
inserted as a single line item on the quotation.

The charge must have been set up by your System
Administrator for you to utilize this option, and to
make the charge available for selection.

In our system, the charge code is ‘AAA001’, and the
description is ‘Approved Discount’.

For demonstration purposes, we will now continue
with Quotation 93, and the original quoted for amount
is R108 958.63.

Quotation Copy Quotation MR |SSS Conference June 2022 Status - [JAEGIETa

Select All

Customer Code : Southerm Shores Shipping Company Select Nore

Country : i E Apply Service Charge 0
Start Date : 2022/06/07 | REGIEILE 2022406110

Order Number : 5550822
Reservation Type : || E Eed and Breakfast

M| reate Events As Add Cost Move Booking/s
Consolidate Acc Packages

Remove Line/s

Add Room /| Change | Select Foom Type Ta I— Add Cuuntry Clear Taniff * Select Select ’_ ’_ Select Child Clear Select *
Charge Foom Guest Faom T arilf * Type * Rate 1

lllﬁﬁ@ﬁimﬁzmi
[E[  FROMD 26 ER [ 0[5350T [Frojector O T [2022/0607 ~][2022/08/08 ~ ][5 | I E E= E= EDE G EEET:E s =
[ 500127 R | 0[5S500 [Eversion Cord - 10m | @ ||| ]| 202208007 ~ | [2022/06708 ~| |2 | E= j|— ofofofofo] evoofar
[E[ MO0 28R [ 0[SS500°Miulk Flug a1 20226007 v (202200608 < B | E= j|—|—r|—|— 000
[ CREo01[28[ 1| 0[5S500 [Feheshments Dap 1 -Ses: @ || || 202208007 | [2022/08707 = [T | [0 j [a[ofofa[o] Frooofi
[E[  CONOT[30[ 1 0[ESS07 [Conference Luncn Option 9. | [ ||| 2022/06/07 v [2022/06/07 ~|[1 | [ [ |—u:|—uj|ﬁ [o[o[ofo[ ==o0oofir
[E|  CONOTE[37[ 1 O[55S00 Conference Dinner - Optior @ | [ ||| | 2022/06/07 | [2022/068/07 = |[1 | [ [ |—u:|—uj|ﬁ [o[ofofo] =Eo0o0f
[E[  CRE00d[38[ 1 O[55500 Fetreshments Day 2-Sest 9| 1| || |2022/06/08 ~ | [2022/06/08 = |[1 | I_IT|—U:|—U:‘|E|EE|E|E [iCEl e
B[ CONOTI[40[ 1] O[5SS00 [Conference Luncn Uption @ | [ ||| |2022/06/08 ~ | [2022/06/08 = |[1 | |_|T|—u:|—uj|ﬁ|ﬁﬁ|ﬁ|ﬁ EZTT] o
[E[ CONOTE [T [ 1] O[5SS00 [Conference Dinner Option. S | [ ||| | 2022/06/08 ~ | [2022/06/08 = |[1 | |_|T|—u:|—uj|ﬁ|ﬁﬁ|ﬁ|ﬁ EZTT] o
[E[  CREO0E[4Z[ 1] O[55500 |Fetreshments Dy 3-5est 9| 1| || |2022/06/09 ~|[2022/06/08 = [1 | [ 14|—u:|—uj|ﬁ|ﬁﬁ|ﬁ|ﬁ FE0] e
IE[  conmz[a3[ 1] 0[53500 [Carierence Lunch Option & | 1~ 1~ | [2022/06/08 | [2022/06/08 | [T | [ 14|—D:|—:‘|E|EE|E|— IB0000F

e ||F'F' - Per Perzon [TR - Taiff to Reservation  [CR - Charges to Fleservation g Fl < Previous et > ‘ Lastss A Close ‘

|DC - Duration Charged |GT - Guest/Item Total lvailable U navailah\e.
|DE - Department |RE - Room Type Oty

Tax Total : R13 665.13

Excl Total : R95 293.50

Incl Total : R108 958.63




Quaotation Status - [RFGIETENY -

Customer Code : 355001 a

Country - ‘Snulh Africa
Start Date -
Order Number :

Reservation Type :

Create Events As Add Cost
Consolidate Acc Packages

Select
Type *

:t

Change | Select Room Type To
Guest Room

‘ SSEiZtEE‘Iﬂ Clear Select * |

The Discount charge is added to the quotation in the
exact same manner than other charges, namely:

Select Al

Select None

CEDRTE Click on the ‘Add Room / Charge’ button and click on
‘Select Charge’.

1-5[1otal inl] ]
ofofofafo] #0000
—rer In this case, we will use the ‘Code’ search option, and
e~ = search for charge code ‘AAA001’ — then select it to be

o added to the quotation.

3500000

AO0 OO0

El ol ol ol ol ol =l ol =l
El ol ol ol sl =l el sl =l
El ol ol ol ol ol =l =l =l
AEEEEEEEE
El ol ol sl =l ol ==l

i ar] SELECT ROOM i |Type] 61 JAdul]C
ol M ENEEE
Il - =
I 00001 28 R [ 5500 i g SELECT ROOM TYPE IEEE
[E| CRE01[23] 1] 0[55500 [Refreshments Day 1- e B EE=
IE[  CONOTO[3O[ T 0[FSS0T Corierence Lunch Opto SELECT CHARGE [ [ [0
T e ) e e A
i K=
[ CONDTTA0[ 1T 0[SSSOT [Corterence Lunch Dpior SELECT ACTMITY CODE | [ [rfos
T O ] e e =
e o T el
mmﬁﬁmmﬂ [0 [2022/08/09 - || 2022/08009 |1 | I ouotation

Copy Ouotation DI AT Bl S55 Conference June 2022 Status : Quotation -

Accept ||PP - Per Person [TR - Taiiff to Reservation  [CH - Charges to Aeservation @ B ¢ Previous Ned mle
|DC - Duration Charged  [GT - Guest/ltem Total {Available [Unavailable Il | # Select Charge >
|DE - Department |RT - Room Type Oty f_
Code ‘ D escription Excl | Tax | Inc! | Department \_H Accept
o Rare 0.00 000 0.00 Lighthouse Restaurant
onz Mediurnm 0.0 0o 0.00  Lighthouse Resta 0/s
003 Medium Flare 0.00 0.00 0.00  Lighthous®®aurant Cancell [
004 Medium - ‘el Done 0.00 0.00 0.00_LigPouse Restaurant E/s
ooe Well Done 0.00 2 Lighthouse Restaurant |
o7 Scrambled 0.0 Lighthouse Restaurant E
oog Fried - Medium 0.00 0.00 Lighthouse Restaurant
oog Fried - Soft 0.00 Lighthouse Restaurant Bl
010 Sunny Side Up 000 0.00 Lighthouse Restaurant F
o011 ooo 0.00 Lighthouse Restaurant _|
5 012 0.00 0.00 0.00 Lighthouse Restaurant
I N ng
l ACTOO 17.29 2E1 20.00 .
|__ ACTO03 Full Facial 0.00 0.00 0.00 | |
E |_' ADDOOT Fries - Half Portion 1304 1.96 15.00 Lighthouse Restaurant u
BACOM Bacon 1304 1.98 15.00
Er- BAROO2 Bar One Chocolate Bar E.96 1.04 a.00 | |
nr’ EDO0 Bad Debt Charge 0.00 n.og 0.00 u
BEERD1 ‘windhoek Light 375ml 21.74 328 25.00
Er- BEERDZ Windhoek Lager 375ml 21.74 326 25.00 m
|_' BEERD3 Castle Light 375ml 2174 326 2500 Lighthouse Restauiant =
BEERD4 Castle Lager 375ml 21.74 326 25.00
i |_- BREDOT Surniss Breakfast 3478 522 4000 Lighthouse Restaurant | |
E |_' BREODZ Faimers Breakfast 60,00 .00 £3.00 Lighthouse Restauant he =
E |_' Search By u
B [code | Search For [444001 -
Accept ”F'F' - Per F'n.arsnm TR - Tariff to Reservation  |CR Charges to Reservation < Fist | ¢ Previous Nest > ‘ Last 3> | Quotation Close |
|DC - Duration Charged |GT - Guest/ltem Total |Available [Unavaizblelll
|DE - Department |RD - Fioom Type Oty




Hospitality

Cluotation

Quotation i iption : Status :  ([RlETET

Select Al

Customer Code : 555001 Q, || Southemn Shares Shipping Compaty

Select Naone
Country : |South Alrica ﬂ Apply Service Charge 0
Start Date : 2022/06/07 LU RIE G 022060 - Create Events As Add Cost Move Booking’s
Order Number : 5550822 )
Reservation Type : |4 ﬂ Bed and Breakfast Consolidate Acc Packages Remaove Lineds

Add Room / Select Select Select Chlld
Charge Clear T ariff * | T ariff * Tupe * ‘ Rate 1 ‘ Clear Select *

llmmmﬁimmn

Add Countl}l

EE[ Aon001[ OFR| 0[55500 [appraved Discount S [ [ z022/06/07_~ [ 2022006007 ~ 1 | [ [ 1[o=fo=ofo[ofafo] " "aoofl™
- 0 . o e O = = I A
B T 719 | 0 [2022/08/11 = [ 20227050 =P [ o[ o—ToJa[ofofo i o
B T 7T | K = = I—|2D22HE|5£11J|2D22305£11J|D—| [ [ of o= 0=0ooofa] ooofir
B T o NN 202270511 [ 20220511 < ][0 | [ [ ofo=Todofo[ofo[c] woofir
W [ [ To [ o TN [eozzrost = |[zozzmsit <0 | [ [o[o=Todofofo[o[ omeir

Quetation

Quotation Gl D escription : |SSS Conference June 2022 1G0T (uictation -

Select Al

Customer Code : S55001 Q, | Southern Shores Shipping Company Select Mane

Country - |South Afiica E Apply Service Charge 0
Start Date : 2022/06/07 - |LLNLENIS 202206010 - Create Events As Add Cost

Order Humber : 5550822

Move Booking/s

C lidate Acc Pack. v .
Reservation Type : [ S Bed and Breakfazt ma ikl dee Fedbanee ) Remaove Lines

Add Hoomf‘ Change | Select| Foom Type To add County | =27 2 + | Select ‘ Select ‘ Select Child‘ Clear Select * ‘

Charge Foom Guest Foom T ariff Type * Rate 1-5

[ Jroomtonfat o Gues [ Guost Nam 7 em 1 Noto PPTRICR] — Datsin—| Dote 0u_[be] Torit [Type[ G [Adu] Chi[chia 15[ ol nc]

EE|  A24001[ OFR[ 055500 [appoved Discourt & [T 202200607 ~ | [2022/08007 =1 [ [ 1[o=f o=Jo[ofofo[o]] Emmm

| ] B | 0 [2n2zi0511 < |[2022/0811 < [0 | |_|_|_:| :I|_|_|_|_|_ e

| ] B | I [20zzi0511 ~|[2022/08411 <[[0 | |_|_D|—:| :||—|—|—|—|— nooe
|

ol e | o e el TN PR | TN | ol | i S e e i il non i

The charge is now inserted at a zero amount.

Very Important:

A custom amount can be added here, but to allocate
discount, you MUST insert it as a negative amount.

Simply add the minus sign and enter the amount to be
discounted. In this case, -5000.00




Quotation in Novtel

Date - 202208 11 The charge will be displayed on the quote document, and the
Start Date : 2022106107 total quoted amount has been reduced accordingly.
End Date : 2022/06/10
Quote #: 93
Oasis Lodge Tax Total : R13 012.95
77 L B h Road
o ong Beach Excl Total : RO0 945.68
Mossel Bay
o 200 Incl Total : R103 958.63
PO Box 748474
Cape Town Tel : 044 123456739
i Fax: 044 123456789
Email : oasis@restaurant.com
VAT No : 111222333444 VAT No : 1234567849
When a quotation is accepted and converted into Reservations, the
7 June 2022 discount will be displayed on the Group Reservation’s Additional Costs tab

_ and can be amended or removed while the reservation’s status is either

Provisional; Confirmed or In-House.
|UU:UU 0000 1 Approved Discount R0O.00 -RB52.17 -R5 000.00
rT— As soon as the reservation’s status is changed to ‘Departed” and saved, an
00:00 00:00 4 Chalet1-2 Bedroom R1400.00  R82.51 R1 400,00 ‘In-House’ credit note is automatically issued against the reservation.

Room

an-nn nn-on 4 Chalat3 3 Dadennen

The invoice and statement will display the credit, and the amount will be
deducted from the total accordingly.




Hospitaity

Quotations can be printed to a selected printer, or it can be
exported to PDF format, saved, and emailed to the Customer
as an attachment.

# Reservation Quotation
5?3‘}14»” 1/13
Export Report

Southern Shores Shipping Company
PO Box 748474

Cape Town
1111

1
]

VAT No : 111222333444

Export >

Format:

= e oo {PDF} ﬁ
E I'J.ljl'ltlF- .I'J.l'r|'||:|5|1' IFF'['IF.'I My

Cancel

= Crystal Reports (RFT)

=) HTML 3.2

=) HTML 4.0

= Microsoft Excel 97-2000 (XLS)

= Microsoft Excel 97-2000 - Data only (XLS)
| | & Microsoft Word (RTF)

|| & Micrasoft Ward - Editable (RTF)

=) ODBC
m oCet




@ NOVteI@ Hospitality Management

The Quoting System

Converting a Quote to
a Group Reservation
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Converting a Quote to a Group Reservation

Quotation

When the Customer is satisfied with the quotation, they will
formally accept it, and the reservations will have to be created.

Quotation o Copy Quotation UM |SSS Conference June 2022 Status :  |[ilEY

Select Al
oo ot : e p——— | oo For quotation 93, the ‘Create Events as Additional Cost’ option is
e T e =5 11 P ticked and therefore the ticket reservations can ONLY be made
Reservaton Tyve: NN R 1 Pemove Lne/s from the Group Reservation itself, and the tickets also issued from
there.

AddRoom /| Change | Select Foom Type To Add Eountr sow | Select Select Select Child @ . o o
Charge | Room | Guest|  Room | cma e SR | S [ [ e cewseen| Because of the fact that this option is selected, the Event
B I ) G B | e |2 ) Ol i
K| Froooi[2s R o[55500 Frosctr 12022705030 | 2022006002 =] [4 | |_|_|—4 —rrrrrlmr r reservation will not be available from the dedicated Event
[ CRE00i[29] 1] 0[55S00°[Refieshments Day 1 - Sess @ | |1 |1 |2022/05/30 v |[2022/05/30 < |[1 | [ []o =Jufa[ofofo] 71500 . . .
[ CONOT0[30 7| 0[5SS05 |Coriererce Lurch Opion O |- K 1| 2022/08/30 =] 2022008730 < 1 | |—m|—§| s [ofo[ofo] ot Management screen, and the ticket office will not have the
CONDT3[37 [ 1| 0[5S500°[Corference Dinner - Optior O, | [~ | [ | 2022/05/30_~ | [2022/05/30_~ | 1 13 o[afo[ofo] sz=nooar - . . .
EW%FE% Refeshments Day 2 5o @ [0 1 1 |2022/06/31 ] 2022305;312}1:} ICII;I::I EEEEE’WP r Capablllty to print these tickets from their system.
[ conoi[40] 1] 0[55S00°[Conference Lunch Option @ | |1 | 1 |2022/05/31 »|[2022/08/31 =|[1 | l_mrj = [ OEE e =
[ CON0T4[#1[ 1 055500 |Conference Dinner Option & |\ ||| 2022/05/31 ~|[2022/05/3 <[ | l_mrj = FEEE E =] -
K| CReooe[42] 1] 0[55S00[Refieshments Day 3 - Sess @ | |1 |1 |2022/06/01 = |[2022/08/01 <|[1 | l_mrj o I L O
E[  conmiz[43] 1] 0[58S00°[Conference Lunch Option @ | |1 |1 |2022/06/01 »|[2022/08/01 <|[1 | l_mrj = [ OEE e =
[E|  coNmis[44 [ 1] 0[55S00°[Conference Dinner Option @ | 1|1 | I |2022/06/01 »|[2022/08/01 =|[1 | l_mrj ufa[o[o[o] szE0m0 i
IE|  ZLA00T[45[w [ OSSO0 [Zp e fdul & || [ |2022/06/02 v |[2022/06/02 < [[1 | l_mr:lr—mﬁmﬁmwt‘ r
FP - Per Person TR - Tariff to Reservation  |CR - Charges to Reservation - . .
Accept |IDE-Duration Charged IGT-Guesl.-"Item Total llé«\u'ailableg |Unavailable. <« First < Previous Meut> ‘ Last>> ‘ BhrelEftar Close ‘
|DE - Department IR - Foom Type Gty




The status of a quotation cannot be changed directly from
‘Quotation’ to ‘Completed’ to create the reservations on the
Grid.

When a quotation is accepted, the Status is first changed to
‘Accepted’, after which the action is saved by clicking ‘Accept’
and ‘Yes’ to process the change.

Please note that the reservations will not yet be created on
the Grid upon changing the status to ‘Accepted’.

The status of this quotation is now displayed as ‘Accepted’ in
the ‘Select Reservation Quotation” window too when searching
for an existing quotation.

Quotation

Quotation

Customer Code :

Country -
Start Date -
Order Number :

Reservation Type :

2022/05/30

AddRoom /| Change | Select
Charge Faom Guest

llwmﬁimﬁ:mmi

5550022
EY

Rd| End Date -

HDDm Type To
Room

FRO00T[26 ER | 0 [55500 [Projector

ﬂ Apply Service Charge

2022/06/02 -
Bed and Breakfast

Create Events As Add Cost
Consolidate Acc Packages

Add Euunlry Clear T aiiff * §reaI:f|’:l

Select Select Ch\\d Clear Select *
= Rate 1

\ CREO0T [29 1] 0[55500 [Refieshments Day 1 -

[E|  COnoT0[30[ 1] 055800 Confersnce Lunch Opi

| CReE00E[38[ 1] 0[5S500°[Refreshments Day 2 -

o [T Tonozsasn v llzozemeie =l | [
Movtel Hospitality
[E[ cONOTE[EF[ 1] 0SS0 [Corference Dinver - 0 i
' Would you like to proceed with the processing? :I

BE| COonOTi[40[ 1| 0[S8500 [Conference LunchOpt|

| conoté[#[ 1] 0[55500°[Conference Dinner Opt

| CRE0OG[42[ 1] 055500 [Refieshments Day 3 -

[ ConoTz[#3[ [ [5S500 [Conference Lunch Oni]

“—_ . |H

[E| ConOTS[#4[ 1| 055500 [Conference Dinner Optiom i‘l T
aQ,

IE|  ZLooot[45 fw ([ 055800 [Zin Line Adul

AT = ]| 2022700 = 1T |

[ [2mzisaz | [z0zzmenz =[]

lilfj u—rrrrﬂmr I
0= Q00

73

=
| G AR AR R
=
=
=

IS Qe UE LR

Status : [T =
(Quclation af |
ted 4
Completed
Expited
Cancelled
0

Move Booking/s

Remove Line/s

oz [efo[oo] misorir

HUOEE T =
HHOEE e =
o oo o o] P
OB
O EE EE =

=)
=
=

=l =l =
=1 =1 =
=l =

= OO E e
= RO E R

=)

[TR - Tariff to Reservation |CR - Charges to Reservation

<< First

- " [FP - Per Person
Accept
( "

DC - Duration Charged

[GT - Guest/Item Tatal

DE - Department

[R - Floom Type Oty

[vailable

[Unavailablelll

< Previous

Mest > ‘ Lasty> ‘ Quotation

Clase |

New Quotation [l Copy Quotation [EITERINITLE

® Select Reservation Quotations

Status :

Quotation >

Test May 2022

<

ANDOO2

AFROOT Afiica Tours

Anderson, Peter

2022/05/05
2022/0612

Nurber | Desorption [ Customer Code | Custon®Mgeeription [ Stat Date [ Status
Great High Schos! Team Buiding GREODZ  Greal High 5o 2020007715 Quotation
DEASE 1011 July 2020 MBADDT  Matons, Daniell AE0ATHD Aocepted
Great High School Team Buiding MOSODT  Maseel Bay High Schosl 020/07.115 Dustation
Test DIsaat Discover 54 and Beyond Accepted

Huotation

n
Quotation

X
! Accept !

Cancel

Search By
MNurnber - Search Faor
[IPF - Per Persan TR Taif o Feservalion_|C - Charges toFeservalion i | previous | Nests | . ‘ T —_— |
DT Duralion Charged |67 - Guestlem Total _ [fwvalable  [Unavaiablelll
PE - Depanment R - Room Tyge Gty




Converting a Quote to a Group Reservation

VERY IMPORTANT:

Check that the Guest Totals for each reservation are correct - as well as the totals for the accommodation package items - before

proceeding since the Activity Tracker will be updated accordingly.

The User will encounter this message if the Guest Total and Accommodation Package item totals do not correspond — as in the case

The quotation will only be converted to reservations on the Grid once the status is changed to ‘Completed’ and the changes saved.

of Quotation 60, and for Room D202 where 2 Guests are to be accommodated, but only 1 meal is set.

In such a case, first correct the totals before continuing.

Quotation

Customer Code :

555001

|S outh Africa
2020-07-03

Country -
Start Date :
Order Number :

Reservation Type -

2020-07-06

[ Apply Service Charge
M| [rzate Events As Add Cost

Conzolidate Acc Packages

Sta

Completed -

Select Al

tus -

Select None
| 0
Mowe Bookings

FRemove Lineds

K
E

19

% Accommodation Package Totals Less Than The Guest Total - CIearTariff*‘ ST.ZIEF?Ee 'S[E:_f:tx ‘Add CEUH[I}' SHBE;SFEIM Flear Select *

Date In | Date Out |00 Taritt |Type] 6T [Adu] Chita[Chid 1 -5]Totalincl]
ik ~[20z00701 [z [€2Bo0t| [ 4] o= oJo[o[ofo[o[  oooFFT
es G 05 ~|[3 WDRO0T[ 2| 2|z o-—fofo[ofo[o] 3eonoo
ey . o ol 070 v |[2020-07-07 PMe JHDROOT [ [ z[ 0 oJu[a[ofo[o[ oo
D202[91| | 0[5S500°[Southem Shores Shipping & | | [ | |2020-07-03 ~ || 20200706 «|[3 H 2| 2| 24 0o[ofofafo] =eonoori
| BUFO01{98[ 1| 0[S3500°[Buffat Breakiast - Adube | @ | [ |1 [ |20200701 ~|[202007.01 ~|[3” [HDROOT o odo[ofo[o[o] ool
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Cluotation

Quotation Status ©  [[eGeEeCN] -

Quatation
Accepted
C =ted

Customer Code : 5550M Expired
Country : |SouthAfrica Lanceled 0
Start Date : 2022/06/30 - ;
Drder Number - 5550822 ; - Mave Booking/s
Reservation Type : (M J Eed and Breakfast Consolibeteliecischades Remove Line/s
‘ E;ggﬁe ‘ Hoorﬂn;’glnﬁe To AddCxountry CIearTariff"‘ gl'eaﬁ?t* ?_3::::& ‘ SFT[;:EE“E‘ EIearSeIect"‘
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[ CONDT3[37[ 1] 085500 [Conference Dinner - Optior S ||| 1[2022/05/20 v |[2022/05/30 ~ [T | [ [ 1z[ o] o=jJufu[ofofo] szsnoof i , , . . .
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|DC - Duration Charged  |GT - Guest/Item T atal Ivailable [Unavailable Il . . .
IDE - Deparment (L ot T reservation, is straight forward.
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Converting a Quote to a Group Reservation

If Novtel finds a room or rooms that was Overlapping existing Reservations - Failure List
linked to the QUOtation, but have been PRINTED DATE: 18 MAY 2052 TIME: 2:00:5% P&
booked in the meantime, this report will Overlapping existing Rezervations - Failure List

be dlsplayed Foom = o0l Omerlapping exizting Pazsnaton

ROO ms Wh |Ch are ava | |a b | e fo r the e nt| re Quotation Copy Quatation KR M |SSS Conference June 2022 Status : Eompleted

required period, will be displayed in a _ Select Al
. Customer Code : Southemn Shores Shipping Company & elect None
green background colour on the Quotation [[ZYE [South Africa o [ —
Start Date : BTz | End Date :  EiEEI
screen. S ’W Cleate-E vents As Add Cost Move Booking/s
Reservation Type : [ Bed and Breakiast BTaeel et (e (Rl Remave Line/s
However: If the selected room(s) are not

. . . Change Foom Type Ta Add Eountry‘ EIearTariff"‘ Select Select Select Ehlld Clear Select *
available anymore since a booking was e Fioom : Taitt= | Type- Fate 15
. . [ Jroonmen AR ﬁimﬁnrmn
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oom . E[ BOFO0Z[88[ 1| 0[ESSO0 [Buifet Breakfast - Childien E N N |—|2022;05;31j|2022305302ﬂ|3_|m|_|_0|_05 DEEEEEE,WF [~
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<< First Quotation

< Previous | Mext > | Last >>
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| Quotation Copy Quotation

Description : |SSS Conference June 2022

Customer Code : 555001 Southern Shores Shipping Comparny

Country : |S outh Africa

Start Date : T TR 4| End Date - 2022/06402

Order Number : 5550822
Heservation Type : |4 J

Change Foom Type Ta
Room

Jroon tonfat e ru[uesues Rams
. ’W |— F |— |SSSDD |W'h|te ‘wiater Rafting - Adu Q4
.'Wrrrpssﬂﬂ |Dverf|ow Eccommodation || |
’W@r|—0|85800'|€offee Americano Q
B AeA001 [48ER | 0[FSS00 [Bppoved Discount | |
E’mrr|—|85800'|ﬁoom Setup - U-Shape <,

-Ltjel Bummf_|—|—|sssoo [Buifet Breakfast - Aduls al

BUFDDZ[88| 1| 0[55500 [Euiet Bieakast - Chidien Q|
C002{83 RV | 1 55500 [Souther Shores Shipping < |
B[ BOFCOT|90[ 1| 055500 [Bufict Breakfast - Aduls | |

Bed and Breakfast

BUFO02[81 [ 1] 055500 [Buffet Breakfast - Chidren Q

Completed - |

J Apply Service Chage
Create Events As Add Cost
Consolidate Acc Packages

By selecting the line for a room which is no longer
available, and clicking on the ‘Change Room’
button, an available room can be selected instead.

Select Ehlld Clear Select *

Add Country
l:ﬂmullﬁﬁmmlmlﬁmnnﬁﬁnmm
~|[zn22/08/m2 ~][1 |

= e »
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Search By |E0de
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T|_|_|

[ [2022/05/0 - |[2022006002 ~|[3 [C2BOOT[ 2[4 |—4— [0[ofo[ofo] 4200007

[ [2022/05/31 ~|[2022/08/02 ~|[3 [C2B0DT |_|_4|—n— EEEEE 0.00 0

e

_|_|

[~ [2022/05/31 ~|[ 2022006002 ~|[3 [€2B00T[ | o[ 0—f o0 [a[o[a[0 (e o

Accept ||F'F' Per Perzon |TR - Taiiff to Reservation

|CR - Charges to Reservation

|DC - Duration Charged |GT - Guest/ltem Total

|DE - Department IR - Fioom Type Oty

lwailable m navailable.

Mest > ‘ Last »» ‘ Quaotation

Coo2

coos
Co0%
A
Canz
CAD3
CAana
Coota
D2m
Dan2
D203
D204
HMS 00
HMS5002
s
s102
S103
S104
STA1
YENDO
YENDO2
YENDO3
YENDO4
YENDOG
KTULM
#TuLnz
KTULO3

Chalet 2 - 2 Bedroom
Chalet 3 - 2 Bedroom
Chalet 4 - 3 Bedroom
Chalet 5 - 3 Bedroom
Camping 1

Camping 2

Camping 3

Camping 4

Staff Foom 1

Room 201 - Double
Foom 202 - Double
Room 203 - Double
Foom 204 - Double
Honeyrmaon Suite 1
Honepmoon Suit 2
Room 101 - Single
Foom 102 - Single
Room 103 - Single
Foom 104 - Single
Staff Room 2
Conference Room 1
Conference Room 2
Conference Room 3
Conference Room 4

‘wiedding Yenue and Chapel
Single Haotel Room - Tulip Inn
Single Hotel Room - Tulip Inn
Single Hotel Room - Tulip Inn

Cancel
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Converting a Quote to a Group Reservation

Customer Code : 555001 Southem Shores Shipping Compary

Country : [Scuth Afica

Start Date :
Order Number :

ice Cherge

93 a, LIS 555 Conference June 2022

As Add Cost

[ |RoomttenjaL[peia]Gues Novtel Hosptalty

3
13

Stal

tu;

R Corpleted -

Sedect All

Select Mone

e

ove Booking/s

0

Remave Lines

ot e 15[ ot o]
bl

Zu/RO0T[46 FR [ 055500 [white water R E = = EEE ] =
OFa00T[47[ [ 0[58500°[Qvarflow Accor ‘-g-‘ Would you like to proceed with the process of creating the [ 70:70:5 [ofofafo] sseacoiT
| COFODT[48[ | 0[SSSO0|Coffer fneiical WP Resenvations? [17[ o= o=Jo[ofofafo[ 70T
[E[ “es001[45[ER| 055500 [bpproved Dise 0= o=da[o[c[o[o] -so0acafar
[E[ UsHerE[ss| [ 0[58500 Floom Setup- | Mo IEEEEEEEE 0 [Tl e o
:“!’EW 01[55500 [Southerm Shore - 4[ 4= oo[o[ofo[o]  sz0000( 0
[ BUFO0T [87[ 1] 0[5S500 [Buifet Bieakiast - Aduts & |17 Sz2.06031 v |22z ez +|[3 [C2BO01[ | a[u—) o—Jofufufufo oo
BUF002f88 [ 1| 0[55500 [Ruire [ | [20z2/06731 = |[2022mem2 ][z [€2B001] | o] 0— [0[o[ofo]o oo
002 [89 i | 0 [55500 [southe W [ [2022/05/30_+ || 202200602 +|[3 | C2B001 2] 2[4 (0[ofofo[o[  4zo0000
B[ BUFG0T [90[ 1] 055500 [euiiy |1 [20z2/0671 = (200262 [ [€2B001| | 4] 0— [0[ofofofo [lii]e
B[ BUFGoZ[ai[ 1] 0 [FS5meiie 261 - Childien | 20220061 =|[2002m62 ][ [€28001| | 0] 0— [0[ofofofo [lii]e
focep: ol Fex Peroon [TR - Tarlf o Riosorvation_[CR - Charges toResaation oo | pravions | et ‘ Lastss | Duatstion Close
DC - Duration Charged  |GT - Guest/item Totsl  [Bwailable [Unavailablelll

DE - Department |G~ Room Typs Gty

The room has been changed to C003, and clicking
‘Accept’ and ‘Yes’, Novtel will ask whether to add
Menu and Bar Charges as Additional Cost to the
Reservation.

| Add Menu and Bar Charges as Additional Cost to
' Reservation?

Yes Mo

Yes

Clicking ‘Yes’, the items added to the quotation which are actual Restaurant and Bar charges, will automatically
be displayed on the reservation’s Additional Cost tab, and MUST NOT be billed by the restaurant or bar

personnel since the charges will be duplicated, and the stock will be deducted twice.

No

Clicking ‘No’, the Restaurant and Bar items will NOT be added to the Reservation’s Additional Cost tab and must
be charged by the Restaurant and Bar personnel directly from the restaurant’s Point of Sale system as an ‘In-

House Group’ charge.

In both cases, you will have to clearly communicate to the Restaurant and Bar personnel how the billing

process must be conducted to avoid unnecessary mistakes and confusion.

Please familiarise yourself with your company’s policy and procedure in this regard.




Clicking either ‘Yes’ or ‘No’ — in accordance with your company’s policy - the Group
Reservation is created, and a dedicated Group Number is allocated to it.

In this case, Group Number 95.

I Please note that as Quotation 93 has now been
converted into reservations, it is removed from the

Select Mone

® et psenaion Gt x Quotation screen and is no longer accessible.

Mumber | Descrigtion | Customer Code | Customer Description | start Date | status | Acoept ‘

a7 1 y AFROOT Africa Towrs 20220541 = 1

% Test Way 2022 " AFRODT Alrica Tours 2022/05/1] 0 Movtel Hospitality Ultimate Enterprise 7.9.0.0 - [ ltem Grid]

34 Test x Disoon Discover 54 and Beyond 20220508 .

92 W7.8.0.8 Test Quate DIsom Discaver 54 and Beyand n2a05/] W File Edit Modify Setup Process Reports Help

91 Test anNDOn2 Anderson, Peter 2022/081 =

5 Test Disn Discover Gt and Beyond 22/ v v ® @ 7 "

a0 Great High Schoal Team Building MOS001 Massel Bay High School 202000741 i l—

70 DSAAE - 1011 July 2020 Mas0m Maartens, Danielle 20200071

(13 Great High School Team Building GRE0OZ Great High Schoal 202000741
Viewing the Grid, the reservations
are now displayed in the colour of

{ H ?

the ‘Provisional’ status, and the

_— rooms have been booked.

Number - Search For ||

|UE - Department AT - Foam Type Oty

[ Cancelled [
& Frovisional ~d -
[ Confirmed v
[ In House v
B Departed [
V— I Fully Paid v
s pe P i - [ Mon Rev v




The Group Reservation can be accessed in various ways, of which one these 2 methods can be used:

Method1: From any Reservation linked to the Group

Hovering on a
reservation linked
to the Group, it is
indicated that the
reservation is ‘Part
of Group 95

® Novtel Hospitality Ultimate Enterprise 7.9.0.0 - [ Itern Grid]
W} File Edit Moedify Setup Process Reperts Help

Maddhd:lral

iew Fooms by
* Code

" Rate Per Person
" Rate Per Room

|2022/05/30 - | [2022/06412 |

Restaurant and Diet Group Rates Allocation Manager

Right-clicking on any reservation linked to the
Group, the ‘Group — View Group Details’ option
is selected to open the Group Details window
for this Group Reservation.

Documents ¥ Group 4

# Group Details

Email Document Status

Sl Giroup Murber N | PROVISIONAL
(i) o (g Group Description : |SSS Conference June 2022
Change Guest (Custorner)
General T Financial T Reservations T Additional Costs T Quick Yiew T In-House:

Imvoice Mumber : ’—

Customer Code : W

Customer Dezcription |5Dulhem Shores Shipping Company

Country : |Snuth Africa

Start Date : W End Date ’W

Order Humber : 'W

Group Status : ’W‘

Booking Mumber : '5487

Reservation Type : |2 |Bed and Breakfast

[wone [ e ]

Page b6




The Group Reservation

Method2: From the ‘Edit — Group’ menu option

® Novtel Hospitality Ultimate Enterprise 7.9.0.0 - [ Item Grid]
W File Edit Modify  Setup  Process  Reports  Help

an Room @ % E

The required Group can be searched for by means of
either the Group Number or Group Description;
Customer Code or Customer Description, or the

— Customers ;
— Reservation start or end date.
Suppliers =
Con Branches # Group Details
Charges Graup Number © I%_E e —
o # Select Group ®
G uest Ta ri'FFs Group Description ISSS Conf‘ence June 2022
T '-‘ T_ Number | Drescription | Custorner Code | Custo ~ Accept | | —
— ; General Firfericial 000073 5§55 Conference 555001 Soutr InHouse
i Menu CEtEg = 000074 Peterson Wedding PETOM Peter:
000avs Discaver SA 1 -5 April 2021 DIS001 Disco Cancel
— Glﬂup 0o0o7s Cooper Group cooooz Coop
C 00oav? DHS Teambuilding ‘wWeekend DUNOO Dune
: . 000073 Test AFROM Africa
I Mumb
Group Bulk Manage picE Humher 00073 TestQuots BONOOT Borwi
C Customer Code 000080 Test AFROOT Africa
SPECi a | 5 anooz 555 Conference Feb 2021 55500 South
T Customer Description : nooos2 Diutch Group 015001 Disen
000083 tozel Bay High Teambuilding rOso01 Moz
Country : 0000a4 Tour Group - Metherlands DIS001 Digco
. 000085 Bonnitec Conference BONDOT Bonni
Dkl 000085 Bunritec Conference BONODT Bonni
Order Humb 0000a7? Test ANDODT Andre
e HUmber - 000068 loets DIS00 Disco
G Status - 000083 Dizcaver 54 and Beyond Conference DIS001 Disco
1AL 2kt - 000040 Mossel Bay High School Team building MOS0 Moz
Booking Number 000031 Test DIS0T Disco

oooas2 Bonnitec Conference - 1-3July 2022 BONODT Bonni

R X 000093 555 Conference 3 - 4 May 2022 55500 South
ezervation Type

Search B 1
“Number ;|| ‘ Search For I ‘




The Group Reservation

Please note that as the ‘Create Events as Additional Costs’ option were ticked, and the menu and bar charges were also added to the Group
Reservation’s Additional Costs tab in this case, the charges are displayed on the Group Reservation.

Group Details
P

Group Mumber : 95 G,

Group Description : ISSS Caonference June 2022

General T Financial T Feservations T Additional Costs T Guick Yiew T In-House

Line Type |Charge |Descnplion | Gty | Excl| Tax| Inc||
PROOM | Projectar 391304 586.96| 4500.00

-

35545.26

The Event Reservations will be made from this screen, and the
tickets will be issued from here too.

In the case where the menu and bar charges are added to the
Group Reservation’s Additional Costs tab, the Restaurant must be
notified not to bill the conference lunches, dinners, Additional
Coffee and refreshments from the Restaurant’s POS System, as it is
already captured here, and the amount added to the reservation.

Also note that no negative amounts are to be entered here —
EXCEPT for the Discount Charge Code displayed in the Red block,
and which is derived from the Quotation.




@ NOVtGF Hospitality Management

The Quoting System

Accessing the Activity Tracker and
Activity Sheet



Accessing the Activity Tracker and Activity Sheet

Once the status of a quotation is changed to ‘Completed’, a Group Reservation is created,
and the Activity Tracker is updated according to the information inserted on the Quotation.

IMPORTANT:

The Activity Tracker for Group Reservations will ONLY be relevant when a Quotation was
created first, and then converted into a reservation.

For Group Reservations created directly from either the ‘Group Bulk Manage’ screen, or
‘Edit Group Details’ screen, the Activity Tracker will not list the booking details and only
‘Activity Code’ lines can be added to the Activity Tracker screen.




"} Accessing the Activity Tracker and Activity Sheet

To access the Activity Tracker screen for a specific Group, click on ‘Edit — Activity Tracker’.

® Novtel Hospitality Ultimate Enterprise 7.9.0.0 - [ Itemn Grid] . . . . ‘ ) e .
® Fle it Modfy Setup Process Reports Help By clicking on the search option in the ‘Group Number’ field, all Groups linked to the
£ Reom ® X ‘Provisional’; ‘Confirmed’ and ‘In-House’ statuses are displayed.
Customers |
Suppliers However: As said before, the Group Reservation details will only be displayed on the
Copt  Branches Activity Tracker if a Quotation was issued first, and then converted into a Reservation.
l_( Charges
[ CuestTefs As we have created Quotation 93 and converted it into Group 95, we will now search
Menu Categories . . .
I for this Group Reservation and select it.
C
,,:( Group Bulk Manage
< Specials
E Charge Price Matrices %
i Country Select Al
,’: POS Package Select Group (Mot Departed) > P
C 1 _ -
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g Activity Codes . |— gé gour_ﬁrot,grl;ietherlands BDDIiDDUDT1 giscq o D| 000
® L Activity Tracker 0 [ i Bonnie Conisenes BONIDT  Bomi of o ool
T Ra . 0 [ &7 Test ANDDDN Ancre [ | [0} e
='—||:’— F gg t[?iitcsover 5S4 and Beyond Conference g:gggl g:zzg E'_EI EEE; F
DISOD] Disca }
(| [ B i o o ompar
[ NE (N - of of ocoopds
B |— < e o[ o[ ocoorir
Search B
=’—||:|— Nurnber ) j Search For |35 E,—EI EEE: 'I:
<< First < Previous Mext » ‘ Last »> Feport ‘ Cloze ‘




Activity Tracker

Group Number -

Customer Code :

Start Date -
Order Number :

555001
[

Description -

Southern Shares Shipping Company

2022/05/30 End Date :
5550822

2022/06/02

555 Conference June 2022

Select All

Select Mane

0

Femove Line/s

Add Activity Code ‘ Clear Select *
0 ST 3 ) e (T (ST M BT D O O L
E| 2e200072] conrer Al 2. [[z022/05/30 [ 12.00 —=[1200 = A [ of 1 soonoof
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[E| COFO0Tj68| [HREST @ [LHREST . |[CATERING . |[2022/05/30 || 12:00 -=[1200 = a [ o[ nr[ amsm T
[ CREO0T[53| [HREST 2 [CONFERT S |[CaTERING @ [[2022008/30_~[11:00 = [11:48 = a | [ o[ 3] 7msoo
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[E[ Enoni 83 conreR o [CONFERT o, [[conrerence & f2022/05/20 ~ 1200 = [12:00 = a| | o[ 13[ 45000000

Accept | | << F\rst | < Previous Mext > | Last »» | Repart Close |
I

Activity Tracker

Group Humber :

Customer Code :

Start Date :
Order Number :

555001

Description :

202205430

S550822
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The Activity Tracker window for this Group Reservation is
displayed as follows, and spans over a few pages — which can be
accessed by clicking on the relevant buttons at the bottom of the
screen.

All details — as entered on the Quotation — will now be displayed
here per line item.

The ‘Department’ linked to each room and charge, will also be
indicated here.

If a Department, Location or Report Grouping is not inserted; or
it is inserted incorrectly; or the Location for a day must be
changed, you will be able to alter it by clicking on the ‘Search’
button in the relevant field, and select the required option.

Hovering on a specific Room or Charge code, the description
thereof will be displayed at the top of the screen.




Accessing the Activity Tracker and Activity Sheet

Activity Tracker

Group Number : Description -

3 additional coffess per day per person = 39 per day to be catered for on 30 and 31 May, as well az 1 June.
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The Action Date; Start, and End Times are derived from the
settings on the Quotation.

However: If needed, it can be changed on the Activity Tracker.
Per line item, existing notes can be accessed, viewed or changed

if required. New notes can also be captured.

No charges or rooms can be added to the Activity Tracker, but if
needed, Activity Codes can be added to capture additional
information.
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Group Mumber :

Customer Code : 55500

IETE LR 555 Conference June 2022

W Select Activity Codes

Start Date : 202240530

Order Number : 5550822

Add Activity Codg

[ [Roon/iten]AL] Deparment

Code | Dezcription | Accept
BILLIMG Billing Auction

CIME bl Room Setup - Cinemna

CLEANUP  Cleanup Cancel

SMACES Refrezhments
IISHAPE Room Setup - U-Shape
ZIPLIME £ip Line Activity Extra Timeslot




"} Accessing the Activity Tracker and Activity Sheet

Activity Tracker

Event Charges will also be displayed on the Activity tracker — P— PP S Conference June 2022
If quoted on.

Select Al

Customer Code : 55500 Southern Shores Shipping Company

VE RY IM Po RTANT: Start Date : ’W‘ End Date : IW‘
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Select None

| 0

Remove Line/s

This does not mean that the Event Timeslots have been
booked and the availability reduced!! Not by all means!
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The Event Reservations will EITHER be made from the Grid
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By clicking on the ‘Report’ button, the ‘Activity Sheet’ is accessed.

At the top of the window, the ‘Group / Quote’ line displays the
Group number linked to this Activity Sheet — which is 95 — and
the quotation number of the quote converted into reservations —
which was quotation 93.

Please check all details again to ensure that everything has been
captured correctly.
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ACTIVITY SHEET

Oasis e
Lodge o RN

Southern Shores Shipping Company
PO Box 748474

Date :
Start Date :
End Date :

2022105117
2022/05/30
2022/06/02

Group /| Quote #:

951783

Casis Lodge

77 Long Beach Road
Lang Beach

Mossel Bay

6500

South Africa

Cape Town Tel : 044 123456789
i Fax: 044 123456789
Email : oasis@restaurant.com
VAT No : 111222333444 VAT No : 123456789

30 May 2022

Start

00:00 00:00 1 Approved Discount
Booking Mumber: 548

Accommodation
-halet Area
Start  End NO'S

00:00 00:00 Chalet 2 - 2 Bedroom

Bonking Miumbsr 66100
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ACTIVITY SHEET Date : 2022/05/17
- Start Date : 2022/05/30
End Date : 2022/06/02

Group/ Quote #: 95/93

Oasis Lodge

Oasis 77 Long Beach Road
Lods: . omia Long Beeen
Southern Shores Shipping Compan
. . Group Humber :
As the start date for our Group Reservation is | |rocsem " ey 02

11

the 30t of May, all line items for this date are Gy

grouped first according to the settings selected. VAT No : Stest Dale -
Order Humber : ’W

7.00 08:00 2 Room 202 - Double
Booking Number. 552

Catering
~onference Room 1

art _End No's Desc
1:00 11:45 13 Refreshments Day 1- Session 1
Booking Number: 548

Coffee and/ or tea
Variety of Muffins

0:00 00:00 1 Approved Disg Add Activity Code

The ‘Accommodation’ Grouping Option is B"‘”“””“mlm _

H H n| AMDU1P?_| CONFER Q| |2U22".IEI5".l Booking Number. 548
displayed in the grey background.

CDUZP_| RESERY 9 ||CHALET |2E|22.-"El5.-" 3 additional coffees per day per person = 39 per day to be catered for on 30

and 31 May, as wel as 1 June

20223053’
T T 300 14:00 13 Conference Lunch Option 1
B 1 HOTEL 202205/ Booking Number 548
5102[86[ RESERV . [HOTEL [ 2022405/ ONE Caffee, tea OR Soft drink Included per persan
- Salad Bar available - Variety of salads
| 202205/

ghthouse Reslanmnl

Accommodation

MO'S

Chalet 2 - 2 By n'

Booking NumE DZUZEM

0:00 00:00

.

Starter
Vegetable Soup and freshly Baked Bread

And the ‘Location’ is displayed in the blue
background. 0:00  00:00

Main
Buffet - Roast Beef, pork belly and chicken pie
Sweet potato, grilled mixed veg, green beans, rice

.

Chalet 3 - 2 Bedroom
Booking Number: 54

Desert
Chocolate Mouse peppermint crisp tart fresh mixed fruit

p0:00 21:00 13 Conference Dinner - Option 1
Booking Number: 5438

0:00 00:00 2 Room 201 - Double
Booking Mumber: 551

Conference
~onference Room 1
Start__End N
0:00 00:00 1 Room 102 - Single 0:00  00:00 13 Conference Room 1

Booking Number: 553 Booking Number. 554
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Thank you for allowing us to look after your event at our facility. Below are our confract, terms and conditions. Please
initial each page and sign the last page in full

BOOKING AGREEMENT
Between Oasis Lodge (Pty) Ltd (hereinafter called 'Oasis Lodge”)
And

(hereinafter called "the client”)

1. DETAILS OF BOOKING
a. Attached is a copy of the Quotation with details of the booking

b. Please check that you are satisfied that the details are correct, and email or fax a signed copy back to your O asis
Lodge Representative, as per the details on the Quotation

c. Any changes must be made in writing.

2 MARKETING OF EVENT

a. Qasis Ledge has an extensive website www.novtel.com and is always looking for interesting stories. Should the
client wish to publicize the event, please send the necessary information and pictures to info@noviel.co.za and a
Movtel representative will contact you

b Allinformation appearing on the website in this regard will be approved by the client befare publication

3. FOODAND BEVERAGE
a Should the client require menu options, please request the menu pack from your Oasis Lodge representative
b. Please advise the O asis Lodge representative of your choice and of any dietary requirements in writing.

c. If your menu selection has not been received on finalization of your function sheet, Oasis Lodge shall select a menu
on your behalf

W Activity Sheet

Print Report

Accessing the Activity Tracker and Activity Sheet

Also note that we have set up Terms and Conditions to be
displayed on the Activity Sheet, and which is a contract the
Customer will sign.

This is displayed as from page 12 to 16 as per our example.

If all is found to be in order, the Activity Sheet can be
exported to PDF Format, or printed to a PDF Printer, and
emailed to the Group Owner.

It can also be produced and given to the relevant
Departments at your facility to inform them of actions to
be taken; stock to be bought, and catering items to be
prepared.
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