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Introduction

As part of the Novtel Hospitality Software package, the Events System has been developed to:

Create an Event Master File and 
set up Timeslots – If required

Make Reservations for Events, 
and when Payment is received, 

Issue the Event Tickets

Sell Tickets directly from the POS 
System and Issue it from the 

Ticket Office

Manage the Event Board to 
display the various Event 

Statuses; the time for the next 
Event, etc. 

Ticket Image: <a href="https://www.flaticon.com/free-icons/validating-ticket" title="validating ticket icons">Validating ticket icons created by surang - Flaticon</a>

Create and Manage Event 
Reservations directly from a 

reservation or group reservation 
for accommodation, and issue 

tickets from there too
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Introduction

Examples of Events may include the following:

✓ Wine Tasting Tours

✓ Cave Tours 

✓ Exhibition Tours

✓ Game Drives

✓ Bungee Jumping

✓ Zip Line Excursions

✓ Scuba Diving

✓ Shark Cage Diving

✓ Concerts 

✓ Festivals

✓ Entrance to a Zoo; Elephant Park; Bird Sanctuary; etc.

Various events can be set up and managed in Novtel.

The following classifications will determine how and when an event will 

be available for selection to either sell tickets or create reservations for 

specific timeslots.
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Introduction

1. Zip Line Activity

Open daily, and activity timeslots will be created from 9am to 4pm.

2. Wine Tasting Tours

Open daily, but different timeslots will be applicable, namely:

✓ Monday – Thursday: 10am and 3pm only.

✓ Saturday and Sunday: 9am – 4pm (Hourly timeslots).

3.  White Water Rafting

 Saturdays and Sundays Only, and Only at 10am and 2pm.

4. New Year’s Concert

The 31st of December Every Year, starting at 8 pm.

Multiple Events can be created and managed. 

For Example:
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Introduction

Tickets can only be redeemed ONCE, after which it is invalid.

Depending on the setup applied, a ticket can either be 
redeemed by entering the ticket ID, or by scanning it with 
a barcode scanner.
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Introduction

A single charge can be created and charged as an event item.

A ticket will then be issued per selected charge at the normal price.

Novtel can also combine 2 or more event charges in a POS 
Package, and for which a discounted price will apply.

The POS Package will be selected from the POS System.
Separate Tickets per event will be issued for the purpose of 
redeeming each at the entrance of the respective event locations.

Please note that the event dates can differ, and all events do not 
have to occur on the same date.

Zip Line – Adults

R200.00

White Water Rafting – 

Adults

R350.00
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Introduction

When the event master file is set up, it can be set to either issue a single 
ticket for the number of attendees selected, and for a specified date and 
time (Admit 25 Adults / Children),

OR:

A ticket can be issued per individual (Admit 1 Adult / Child), and then the 
selected number of attendees will each receive an individual ticket.

Reservations for ticketed events can also be made if required.

Reservations can then be converted into tickets directly from the Retail 
POS System linked to the Restaurant’s POS System, and issued to the Guest 
upon arrival.
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Introduction

Events can also be displayed on the Event Board – if activated.

Event Statuses and Times will be displayed as follows and can 
be managed by a dedicated Event User.
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Introduction

To effectively manage Ticket Sales and the event board, there are 2 types of 
Users needed, namely:

✓ Restaurant POS Users 

▪ To sell tickets.

▪ And convert reservations into tickets from the POS System.

✓ Event Users

▪ To manage the timeslot statuses on the event board.

▪  To redeem tickets.

▪ Make and Manage event reservations.
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<a href='https://www.freepik.com/photos/hotel-reception'>Hotel reception photo created by freepik - www.freepik.com</a>
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Selling Event Tickets

From the Restaurant POS system, the POS Retail 

system can be accessed by clicking on this button:

This system allows for the following:

✓ The Guest can have a meal in the restaurant;

✓ Purchase Items from the shop located within or adjacent to 

the restaurant;

✓ And also buy tickets to events such as a Zip Line Activity; 

Exhibition Tour; Concert etc. – for a once off payment and a 

single invoice.

Please note:

✓ A barcode scanner can be used to scan items from the 

Retail POS system, provided that the barcode is set up and a 

scanner is in use.

✓ These combined transactions can be sold on all of the 

Tender Methods, namely:

➢ Cash

➢ Credit Card

➢ Voucher

➢  Posting the charges to an ‘In-House’ reservation for 

accommodation

➢  Posted to a Guest’s Account
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There are various search options by which the System User 

can search for the required item, namely:

• Code 

• Description

• Barcode

• One of 5 Custom User Defined Fields

Selling Event Tickets
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Selling Event Tickets – Single Event – Single Timeslot

For demonstration purposes, we will now sell the 

following tickets and quantities for the Zip Line Activity, 

and at the normal price:

✓ 4 x Tickets for Adults @ R200.00 per ticket

✓ 6 x Tickets for Children @ R120.00 per ticket

The tickets will be sold for the 18th of October 2022, 

and for the 10am timeslot.
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Double clicking on an event charge, the following screen is displayed:

1. At the top of the screen, the specific location and event master file the charge is 

linked to, is displayed.

2. The event date can be selected according to the Guest’s request, or it can be left 

unaltered to sell tickets for the current date. The created timeslots for the selected 

date are listed.

3. The ‘capacity’ – as set on the event master file is indicated, and next 

to each timeslot, the available number of tickets are listed.

If the event is capped at capacity, no more than the number of tickets 

listed, can be sold per timeslot.

However: If not capped at capacity, the User will be able exceed the 

listed number.

4. The number of attendees cannot be set here. The option will only be 

available in the next screen.

5. The  required timeslot is selected by clicking on it. In this case, 10am.

Selling Event Tickets – Single Event – Single Timeslot
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The selected date and timeslot is now displayed at the top of the 

screen and cannot be altered here.

By entering the number of ‘Attendees’, the number of available 

tickets for this timeslot is reduced accordingly.

Clicking ‘Accept’, the captured number of attendees are 

displayed, and the timeslot is displayed in red.

To continue, click ‘Accept’.

Selling Event Tickets – Single Event – Single Timeslot
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1. The 4 Adult Tickets are now captured here, and at a total   

amount of R800.00.

2. To now sell the 6 children’s tickets, the corresponding event 

charge is selected by double clicking on it.

3. The required timeslot is now selected by clicking on it.

Selling Event Tickets – Single Event – Single Timeslot
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The number of attendees is now inserted before clicking ‘Accept’.

In the next screen, the selected number of Attendees is 

indicated, and the timeslot displayed in red.

To continue, click ‘Accept’.

Selling Event Tickets – Single Event – Single Timeslot
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Selling Event Tickets – Single Event – Single Timeslot

The selected charge is now inserted here, and the 

total amount amended accordingly.

To continue, click ‘Accept’.
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Selling Event Tickets – Single Event – Single Timeslot

By clicking on the ‘Tender CASH’ button, the User will be able to either 

sell the tickets for immediate payment – using the ‘Cash’ option, or the 

charges can be posted to:

✓ An Account

✓ In-House Reservation for Accommodation

✓ Or an In-House Group Reservation for Accommodation

For demonstration purposes, we will use the ‘Cash’ option, and click on 

the ‘Sale Cashup’ button to receive payment and issue the tickets.
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Selling Event Tickets – Single Event – Single Timeslot

There are different payment methods by which the Guest can settle the 

outstanding balance, namely:

 CASH

The cash amount received from the Guest, will be entered in the ‘Cash’ 

field.

If the amount received exceeds the outstanding balance, Novtel will 

automatically calculate the amount in change to be handed to them.

CREDIT CARD

When a Credit or Debit Card is presented, the exact outstanding total 

will be entered in the ‘Credit Card’ field.

No Change will be applicable here.

But please note that the transaction must first be successfully approved 

before clicking ‘Accept’ and issuing the receipt and event tickets.
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Selling Event Tickets – Single Event – Single Timeslot

Clicking ‘Accept’, the tax invoice will print first, followed by the event tickets.

The first event ticket is to admit 4 adults to the zip line activity on the 18th of October at 10am.

The second event ticket is to admit 6 children to the same activity; on the same date and time. 

This event was set up for tickets to be 

redeemed by means of a barcode scanner, 

and therefore, the barcode will be displayed 

on the ticket.
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Selling Event Tickets as Part of a POS Package

2 or more event charges can be combined in a POS Package, 

which means that the package price may be more beneficial 

than buying the tickets separately.

The POS Package is selected from the Retail POS System 

accessed from the Restaurant’s POS System.

The first event linked to the Package will be displayed and:

1. The required date is selected;

2. And the requested timeslot is selected.
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Selling Event Tickets as Part of a POS Package

The number of Attendees is captured, and the ‘Accept’ button clicked.

1. The number of Attendees is now displayed here, and the  selected 

timeslot displayed in red.

 2. If another timeslot is needed to accommodate another 10 people 

for this event, the timeslot is selected here too.
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Selling Event Tickets as Part of a POS Package

For the second timeslot for the same event, the number of attendees 

must be captured and the ‘Accept’ button clicked.

The ‘Attendees’ are now indicated as 20, and both the 1pm and 2pm 

timeslots are displayed in red.

Upon clicking ‘Accept’, the second event linked to the POS Package is 

displayed.



Page 27

Selling Event Tickets as Part of a POS Package

1. Please Note that the date does not have to correspond with 

the first event’s date. If the Guest requests that the tickets 

must only be issued for the following day, the date can be 

selected accordingly.

2. The applicable timeslot can now be selected.

The quantity for the attendees will now be set and accepted.
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Selling Event Tickets as Part of a POS Package

Clicking ‘Accept’, the charges are displayed separately for each selected 

timeslot and Event.

The reason being that 3 tickets must be issued to allow entry as follows:

✓ 10 Adults at 1pm at the Zipline Activity on the 19th of October.

✓ 10 Adults at 2pm at the Zipline Activity on the 19th of October.

✓ 20 Adults at 10am on the 20th of October for the White-Water 

Rafting Event.

Click ‘Accept’ to continue.
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Selling Event Tickets as Part of a POS Package

As we are selling the tickets for immediate payment, 

the ‘Tender Cash’ button is left unchanged, and we 

will now select the ‘Sale Cash Up’ button.

The payment amount is entered in the corresponding 

payment method field, and when the transaction is 

approved, the ‘Accept’ button is clicked.
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Selling Event Tickets as Part of a POS Package

1. The Tax Invoice is printed first.

2. Then the Event Tickets are issued to allow entry for the selected number of Adults as selected.
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Redeeming a Ticket and Managing the Timeslot Status

When an Event User logs into Novtel, the 

‘Redeem Ticket’ button is clicked, and the 

required event is selected.

All timeslots for the current date will be 

displayed, and each can be managed 

individually.

In this case, we will select the 12pm timeslot.
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1. As this is a ‘guided’ event, the required guide must be 

selected first. 

2. Next, the status for this timeslot is changed to ‘Open’.

3. The Ticket ID can now be entered, and the ‘Get Ticket ID’ 

button clicked, or the ticket scanned with the barcode 

scanner.

The Event ID will now be indicated in this screen, and the 

number of Attendees linked to the ticket, displayed.

The details cannot be altered in any way.

To continue, click’ Accept’.

Redeeming a Ticket and Managing the Timeslot Status
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As this ticket is valid, the wording is displayed in green, and the ticket 

has been redeemed successfully.

All other tickets can now be redeemed in the same manner.

When the tour is about to start, the ‘Record Time Out’ button is 

clicked – which will insert the exact time according to your computer’s 

clock.

The status is also changed to ‘In Progress’ automatically.

Redeeming a Ticket and Managing the Timeslot Status
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The event board will display the updated status, as well as the Guide selected for this event.

Redeeming a Ticket and Managing the Timeslot Status
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Completing an Event Timeslot
When the event has been completed, the 

Event User will click on the ‘Redeem Ticket’ 

button and access the required timeslot.

Next, the ‘Record Time In’ button is clicked – 

which will immediately change the timeslot 

status to ‘Completed’ and insert the current 

time according to your computer’s clock.
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Completing an Event Timeslot

The timeslot is now marked as ‘Completed’ and 

the timeslot is removed from the Event Board.
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Invalid Tickets – Causes and Communications

Ticket Redeem Error – Ticket Not For This Event

At a facility where more than 1 event is hosted, always ensure that the correct event 

is selected when redeeming a ticket. Also check the ticket thoroughly before entering 

the ticket ID for the selected event. If attempting to redeem a ticket for the incorrect 

event, Novtel will respond as follows:
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Invalid Tickets – Causes and Communications

Ticket Redeem Error – Ticket Already Redeemed

A ticket can only be redeemed once. If attempted to redeem a ticket again, the following 

error will appear:
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Invalid Tickets – Causes and Communications

Ticket Redeem Error – Ticket Not For Current Date

If a ticket was bought for a future date, and the User attempts to redeem it on any 

other date prior to the ticket date, Novtel will respond as follows:
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Event Reservations

Event Reservations can be created from the Event 

Manager’s screen, and reservations can also be 

created from a reservation and group reservation 

for accommodation.
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Event Reservations

If not yet converted to tickets, event reservations 

can be:

✓ Reprinted to either a slip printer or report 

printer.

✓ The reservation quantity can be increased or 

decreased.

✓ The reservation can be moved to another 

date and/or timeslot.

Tickets can also be moved to another date and / or 

timeslot if required.

Tickets – which were paid for but not yet printed – 

can be printed from here too.

And tickets – not yet redeemed – can be reprinted.
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