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Introduction

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

✓ Accommodation

✓ Venue Hire / Conference Facilities

✓ Meals

✓ Events / Activities

✓ 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 quotation 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.
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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).

Quotation

Group 
Booking

Activity 
Tracker

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.
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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:

✓ 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
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Setup Procedures – Terms and Conditions

Terms and Conditions to be displayed on a Quote Document, as well as the Activity Sheet

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

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.

The 5th 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.

Please note that an unlimited number of characters can be used here.



Page 9

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.
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Setup Procedures - Departments

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

✓ To link a Department to rooms; room types and charges

✓ To search for charges linked to a specific Department

ChargesRooms 
Departments
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Setup Procedures - Departments

The Departments linked to selected rooms and charges, will be displayed in the ‘DE’

column of the Quotation form.
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Setup Procedures – Room Types

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.
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Setup Procedures – Room Types

When a quotation is to be created for specific room types,
this option is selected from the ‘Add Room / Charge’ button.

The specific Room Type can now be selected.
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Setup Procedures – Room Types

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

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

Producing the quotation, the Room Type is indicated, as well
as the quantity as set in the ‘RQ’ column.
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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:

✓ 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.
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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.
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Setup Procedures – Activity Grouping

Per Line Item, the Activity Grouping Option and ‘Activity

Description’ - as entered on the charge or room master file -

will automatically be inserted on the quotation’s ‘Note’ field.

On ‘Quotation document Layout 3’, the Grouping options will

be displayed in the dark green headers.

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 without influencing the original settings on the

room or charge master file.
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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:

✓ Conference Room 1

✓ Conference Room 2

✓ Wedding Chapel

✓ Falcon Woods – Zip Line

✓ Falcon River – Rafting

✓ Tasting Room

Activity Location =‘Where’.
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Setup Procedures – Activity Locations

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

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

will differ from the normal one.

On Quotation Document layout 3, the

‘Locations’ will be grouped under the

‘Activity Grouping’ heading it is linked to.

On Quotation Document layout 2, the

‘Locations’ will be displayed under each

charge and room respectively, but no Activity

Grouping is linked to this document layout.
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Setup Procedures – Charges

When charges are added to the reservation quotation, the price is fixed and

cannot be changed at all.

However: There are exceptions to the rule where a specific charge’s total

might fluctuate from one quotation to another.

In this case, such a charge will be classified as a ‘Custom Rate’ directly on the

charge master file.

Important: A Charge can only be marked as a Custom Rate item if the

‘Physical Item’ checkbox is unticked.
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Setup Procedures – Charges

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

The ‘Total Incl’ column for all other charges, not

classified as a ‘Custom Rate’ item, will be disabled,

and simply cannot be altered.

IMPORTANT!!

All Charges selected are subject to the Tour
Operator Discount, provided that the selected
charge is setup at the Customers’ Tour Operator
Discount tab.

Discounts can also be set up per Customer or
Customer Category.

On the quotation, Novtel will check if a discount
structure is set up for the selected Customer, and
charge the price as set up, and not the normal price.
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Setup Procedures – Activity Codes

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:

✓ Setting up the requested layout of the conference room.

✓ 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.
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Setup Procedures – Activity Codes

A note and action times can be inserted, and the location

and activity grouping selected manually.

On Quotation Document Layout 3, the following will be

displayed according to the applied settings:

1. The Activity Grouping

2. The Location

3. Action Times

4. The selected Activity Code

5. Captured Note
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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:

Unticked = Item Code

Ticked = The Date
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Quotation Layout Options

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.

Layout 2 - Group By Day + Day Total
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Quotation Layout Options

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

The report is sorted by Day, Report
Grouping and Location.

It displays the total Tax and including
amount per day.

The Unit price per line, if available, is
displayed.
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Quotation Layout Options

Layout 4 - By Type / Day/ Location / Report Grouping + Day Total
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Creating a Quotation in Novtel

The Quoting system is accessed by clicking on this icon:

Quotation

When a new Quotation is created, the wording
will always be displayed as ‘New Quotation’.

Description

A Unique description for this reservation quotation
must be entered in this field, which is easily
identifiable when the quotation is searched for.

Status

By default, the status of a new
Quotation will always be displayed
as ‘Quotation’.

As we progress with this set of
manuals, we will explain the use of
each status.
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Creating a Quotation in Novtel

The Customer Code, Description and Country

By clicking on the Customer Search option, a new Customer Master File
can be created if it does not yet exist in Novtel.

By clicking ‘Add New’, all details for this Customer can be created. After
saving the newly created Customer master file, it can be selected.

Alternatively: If the Customer to be linked to this
Quotation already exists in Novtel, the Customer is
searched for and selected.

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

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
clicking ‘Select’.
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Creating a Quotation in Novtel

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.
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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.
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Creating a Quotation in Novtel

Clicking on the ‘Add Room / Charge’ button, one of 4 options can be

accessed, namely:

✓ Select Room

✓ Select Room Type

✓ Select Charge

✓ And Select Activity Code

To add specific rooms to the quotation, click on the ‘Select Room’ option.

The ‘Available Rooms’ window is opened, and specific available rooms can

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:

✓ 2 Rooms accommodating 4 Adults each (2 Bedroom Chalet)

✓ 2 Rooms accommodating 2 Adults each (Hotel Double Room)

✓ And 2 Rooms accommodating single persons (Hotel Single Room)

✓ One Conference Room is also required
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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.

For example: 2 x 2 Bedroom Chalets.

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’.

IMPORTANT!

You will only be allowed to select up to the maximum number
of people set to be accommodated on the Room Master Files.
This number cannot be exceeded, and it attempted to do so,
Novtel will communicate the following:
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Creating a Quotation in Novtel
Both the rooms are now listed here as selected by the User.

1. The ‘RQ’ (Room Type Quantity) field is disabled as we have already selected the

required number of rooms for this type of room.

2. Where applicable, the ‘PP’ checkbox is selected to enable Novtel to charge the

rate per person opposed to the room rate.

3. The ‘Date In’ and ‘Date Out’ for all reservations are derived from the Start and

End Date selected globally.

4. As we have selected the dates as 7 – 10 June 2022, the ‘DC’ column (Duration

Charged) is indicated as 3, since the Guests will be charged for the nights of the

7th, 8th and 9th of June.

5. The selected Guest Tariff code is inserted here automatically as we have

selected this Tariff to be linked to both, 2 Bedroom Chalets previously.

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 room

rate or the rate per person according to the settings applied. In this case, it is

R350.00 per person x 4, and for 3 nights – which equals R4200.00 per room line

item.
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Creating a Quotation in Novtel

All other rooms are selected in the same manner.

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

A dedicated ‘Quotation Number’ is now allocated
to this quotation.
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Creating a Quotation in Novtel

If a note was captured on the ‘Activity Tracker’ tab of the room or charge’s master file, the

note will be displayed in the ‘Note’ field by default and can be altered on the quotation if

applicable.

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

on the room or charge’s master file.

A custom note can also be entered manually per quotation line – where

applicable.

Simply click on the magnifying glass next to the required line. The selected

line will be highlighted and the ‘Note’ field will be activated where a custom

note can be entered, pertaining to this line item.

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.

All other lines will be deactivated while

the ‘Note’ field is open.
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Creating a Quotation in Novtel

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.
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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.

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.
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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.

Report Grouping

Location

Action Times

The note captured

for this line item,

is also displayed

directly below the

charge.
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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:

✓ A Projector

✓ Stationary

✓ Specific Refreshments

✓ Lunch or Dinner

✓ 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.

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

✓ 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 amended.

Please consult your System Administrator in this regard.
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Creating a Quotation in Novtel

Clicking on the ‘Add Room / Charge’ button, the ‘Select Charge’ option is selected

to add the necessary charges to the quotation as requested.

The applicable charge can be searched for by means of the following search criteria,

and when matched by Novtel, the charge must be selected:

✓ Code

✓ Description

✓ Excluding VAT amount

✓ Tax Amount

✓ Including VAT amount

✓ Department
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Creating a Quotation in Novtel

The department code the charge

is linked to, is displayed here.

The selected charge is now

added to the quotation, and

for the duration of the first

day only.

The rate connected to

the charge is inserted

and cannot be changed

from the ‘Quotation’

screen.



Page 46

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.



Page 47

Creating a Quotation in Novtel

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

14 Guests must be catered for:

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

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:

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.
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Creating a Quotation in Novtel

For demonstration purposes, we will now add the POS Package with our 2

Event charges linked to it.

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

The Package Code for our combined events was

created as ‘TCOM01’. We will now use the ‘Code’

search option, and then insert this code in the

‘Search For’ field.

The matched charge is highlighted and can now be

selected.
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Creating a Quotation in Novtel

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

individually, and to ultimately produce 2 tickets for entry at the

various locations.

Also note that the discounted price per ticket is inserted here, and

at a quantity of 1 each.

The applicable dates for the activities can now be set. It can either

happen on the same date, or different dates.

The correct quantity to be quoted for is set, and the ‘Note’ fields

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

On Quotation Layout 3, the report grouping, location and times

will be displayed for the set date.
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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.
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Creating a Quotation in Novtel

The Discount charge is added to the quotation in the

exact same manner than other charges, namely:

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

‘Select Charge’.

In this case, we will use the ‘Code’ search option, and

search for charge code ‘AAA001’ – then select it to be

added to the quotation.
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Creating a Quotation in Novtel

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
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Creating a Quotation in Novtel

The charge will be displayed on the quote document, and the

total quoted amount has been reduced accordingly.

When a quotation is accepted and converted into Reservations, the

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.

As soon as the reservation’s status is changed to ‘Departed’ and saved, an

‘In-House’ credit note is automatically issued against the reservation.

The invoice and statement will display the credit, and the amount will be

deducted from the total accordingly.
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Creating a Quotation in Novtel

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.
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Converting a Quote to a Group Reservation

When the Customer is satisfied with the quotation, they will

formally accept it, and the reservations will have to be created.

For quotation 93, the ‘Create Events as Additional Cost’ option is

ticked and therefore the ticket reservations can ONLY be made

from the Group Reservation itself, and the tickets also issued from

there.

Because of the fact that this option is selected, the Event

reservation will not be available from the dedicated Event

Management screen, and the ticket office will not have the

capability to print these tickets from their system.
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Converting a Quote to a Group Reservation

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

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

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.
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Converting a Quote to a Group Reservation

As specific rooms were selected when the quote was

created, the process to convert the quotation into a

reservation, is straight forward.

To convert the Quotation into a Group Reservation,

change the quotation’s status to ‘Completed’; click

‘Accept’ and confirm the action of creating the

reservations by clicking ‘Yes’.
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Converting a Quote to a Group Reservation

However: If the selected room(s) are not

available anymore since a booking was

made for the room in the meantime by

another guest, the room will be displayed

in a red background colour, and a different

room must be selected – as in the case of

Room C001.

Rooms which are available for the entire

required period, will be displayed in a

green background colour on the Quotation

screen.

If Novtel finds a room or rooms that was

linked to the Quotation, but have been

booked in the meantime, this report will

be displayed.
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Converting a Quote to a Group Reservation

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.
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Converting a Quote to a Group Reservation

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.

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.
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Converting a Quote to a Group Reservation

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.

Please note that as Quotation 93 has now been

converted into reservations, it is removed from the

Quotation screen and is no longer accessible.

Viewing the Grid, the reservations

are now displayed in the colour of

the ‘Provisional’ status, and the

rooms have been booked.



Page 66

The Group Reservation

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’.

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.
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The Group Reservation

Method2: From the ‘Edit – Group’ menu option

The required Group can be searched for by means of

either the Group Number or Group Description;

Customer Code or Customer Description, or the

Reservation start or end date.
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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.

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.



Accessing the Activity Tracker and 

Activity Sheet
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Hospitality Management

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

The Quoting System
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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.
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Accessing the Activity Tracker and Activity Sheet

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

By clicking on the search option in the ‘Group Number’ field, all Groups linked to the
‘Provisional’; ‘Confirmed’ and ‘In-House’ statuses are displayed.

However: As said before, the Group Reservation details will only be displayed on the
Activity Tracker if a Quotation was issued first, and then converted into a Reservation.

As we have created Quotation 93 and converted it into Group 95, we will now search
for this Group Reservation and select it.
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Accessing the Activity Tracker and Activity Sheet

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.
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Accessing the Activity Tracker and Activity Sheet

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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Accessing the Activity Tracker and Activity Sheet

VERY IMPORTANT:

This does not mean that the Event Timeslots have been

booked and the availability reduced!! Not by all means!

The Event Reservations will EITHER be made from the Grid

Reservation if the ‘Add Events as Additional Cost’ option

was ticked at the time of converting the quotation into a

reservation,

OR

If the option was unticked, the Event Reservations will be

created from the dedicated Event Manager’s screen.

Event Charges will also be displayed on the Activity tracker –
If quoted on.
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Accessing the Activity Tracker and Activity Sheet

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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Accessing the Activity Tracker and Activity Sheet

As the start date for our Group Reservation is

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

grouped first according to the settings selected.

The ‘Accommodation’ Grouping Option is

displayed in the grey background.

And the ‘Location’ is displayed in the blue

background.
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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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