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The Dining Reservations and Table Management module allows you to reserve restaurant seatings for both hotel and outside dinner guests.  This 
ƭƛƴƪǎ ǘƻ DǳŜǎǘ tǊƻŦƛƭŜΣ ŀƭƭƻǿƛƴƎ ȅƻǳ ǘƻ ŜƴǘŜǊ ŀƴŘ ǎŀǾŜ ȅƻǳǊ ƎǳŜǎǘǎΩ ǇǊŜŦŜǊŜƴŎŜǎ ƛŦ ȅƻǳ ǿƛǎƘΦ 
 
 

Setup: 
 
Setup begins in POS administrator with the table setup.  Once this is done, go to Dinner Reservations on your Execu/Touch Food & Beverage menu. 
 
 
Go to Setup > Application Setup. 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
Next, go to Setup > Seating Time Setup. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

Enter the beginning time for service under Shift Start.  
Enter the time of completion of the last service under 
Shift End.  Use a 24-hour clock format such as 15.30 
for 3:30 pm. 

 
Enter the ƎǊƛŘΩǎ ǘƛƳŜ ŘƛǎǇƭŀȅ ƛƴŎǊŜƳŜƴǘǎ ƛƴ ƳƛƴǳǘŜǎΦ 
 
9ƴǘŜǊ ǘƘŜ ǘƛƳŜ ǘƻ ŀƭƭƻǿ ŦƻǊ ŜŀŎƘ ǊŜǎŜǊǾŀǘƛƻƴΩǎ ǎŜŀǘƛƴƎΦ 
 
You may enter a special daily price if you wish. 
 
The Stat.Cut Time field is not used. 
 
/ƭƛŎƪ ¦ǇŘŀǘŜ ǿƘŜƴ ȅƻǳΩǊŜ ŦƛƴƛǎƘŜŘΦ 

Click Import Day.  This will import your table 
ƛƴŦƻǊƳŀǘƛƻƴ ƛƴǘƻ ǘƘŜ ŘŀȅΩǎ ƎǊƛŘΦ 
Each table is listed in order of table number in the 
Table# column.   
The number of seats at each table is listed in the 
Covers column. 
 
The remaining columns represent your seatings.  For 
example, Seat1 is the first seating, Seat2 is the 
second and so on. 
These are the fields that you will edit.  Each square 
on the grid represents a seating time for each table. 
Fill in each square as appropriate, in military time 
such as 1730 for 5:30 pm.  All of the squares do not 
have to be filled in.  Tables with squares with no 
time entered for specific seatings will be unavailable 
for reservations. 
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Your completed grid will look like this: 

 

Notice that Table 1 is available in thirty-minute increments beginning at 
5:30 pm and lasting until the final seating at 9:30 pm. 
 
Table 10 is available in two-hour increments beginning at 5:30 pm and 
lasting until the final seating at 11:30 pm. 
 
Table 19 is unavailable for reservations. 
 
¸ƻǳ Ŏŀƴ ŘǳǇƭƛŎŀǘŜ ǘƘƛǎ ŘŀȅΩǎ ƭŀȅƻǳǘ ǘƻ ŀƴƻǘƘŜǊ Řŀȅ ōȅ ŎƭƛŎƪƛƴƎ Dup. Layout 
and selecting the date to copy to from the calendar which displays. 
 
You can enter another day by clicking Change Date. 
 
You can copy this day to the same weekday for the next 52 weeks by 
clicking Copy Day. 
 
You can copy this day to the next 365 days by clicking Copy Year. 
 
²ƘŜƴ ȅƻǳΩǊŜ ŦƛƴƛǎƘŜŘΣ ŎƭƛŎƪ Save Current.  
 

 
 

Making dining reservations: 
 
You can make dinner reservations ōȅ ŀƴǎǿŜǊƛƴƎ ά¸Ŝǎέ ǘƻ άaŀƪŜ 5ƛƴƴŜǊ wŜǎŜǊǾŀǘƛƻƴǎΚέ ǳǇƻƴ ŎƻƳǇƭŜǘƛƻƴ ƻŦ ŀ ƎǳŜǎǘ ǊƻƻƳ reservation.  The available 
seatings will display so that you can select a table type (number of seats/covers) and time.  You can also make a new reservation from Dinner 
Reservations on the Execu/Touch menu. 

 
 

 
 
 
 
 
 
 

From the list, select a 
table type (the number 
of guests the table can 
accommodate) and 
service time.   
The selection shown at 
left seats 4 and is 
available at 5:30 pm.   
Click Make Resv.  A new 
window opens. 
Enter the number of 
guests.   
Add notes if any.   
Click View/Edit SDR     
for special dietary 
requirements.   Use 
View/Edit SOF for 
special orders  
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Changing a reservation: 
 
From your Execu/Tech menu select Dinner Reservations. 

                                                            
 
 

Displaying Availability: 
 
 
 

 
 
 
  
 
      
 

 

 

The SOF (Special 
Order Form) can 
be used for guest 
accommodations 
outside of your 
normal provided 
services.  These 
services include 
floral deliveries, 
babysitting 
services, drivers, 
etc.  Typically the 
services are 
prepaid and 
prearranged.  
These can be 
printed. 

The SDR is used for special dietary restrictions or 
preferences.   A list is provided for your convenience; 
just click the appropriate instruction.  You can enter 
ŀŘŘƛǘƛƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ άǎǇŜŎƛŀƭ LƴǎǘǊǳŎǘƛƻƴǎέΦ 

Select the date. 
Click the Daily Vew/Listing tab. 
Double-click the guest to change. 
 
 
¢ƘŜ ƎǳŜǎǘΩǎ ǊŜǎŜǊǾŀǘƛƻƴ ǿƛƭƭ ƻǇŜƴΦ  
Make the necessary changes 
such as table Selection.  You can 
change the date. To change the 
time you have to select a date 
ŦƛǊǎǘ ŜǾŜƴ ƛŦ ƛǘΩǎ ǘƘŜ ǎŀƳŜ ŘŀǘŜΦ  
You can add notes or special 
event notes.   

From your Execu/Tech menu 
select Dinner Reservations.  
Select the date to display.  
Click the Daily View/Grid View 
tab.  Each table is listed.  The 
seating times are displayed at 
the top in increments you 
designated in setup. 
 Click Chk Avail/Make Resv.   

Seating times 
display with a list 
of available 
seating.  Select a 
seating and time.  
Click Make Resv 
and continue with 
the reservation as 
previously shown. 
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Seating Guests: 
  
¸ƻǳǊ ƘƻǎǘΣ ŎŀǇǘŀƛƴΣ ƳŀƛǘǊŜ ŘΩΣ ŜȄǇŜŘƛǘƻǊΣ ŜǘŎΦΣ ǿƛƭƭ ǾƛŜǿ ǘƘŜ ¢ŀōƭŜ {ŜƭŜŎǘƛƻƴ ǎŎǊŜŜƴ ƛƴ 9ȄŜŎǳκ¢ƻǳŎƘ th{Φ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Reporting: 
 

                                                                                                       

9ŀŎƘ ǘŀōƭŜΩǎ ƴǳƳōŜǊ ŎƻǊǊŜǎǇƻƴŘǎ ǘƻ ǘƘŜ ǘŀōƭŜ 
number on the reservations grid.  To seat a guest 
having a reservation, touch or click Reservations. 
¢ƻŘŀȅΩǎ ǊŜǎŜǊǾŀǘƛƻƴǎ ǿƛƭƭ ŘƛǎǇƭŀȅΦ   
 

 

 

Awaiting Arrivals lists expected 
ƎǳŜǎǘǎΦ   {ŜƭŜŎǘ ǘƘŜ ƎǳŜǎǘΩǎ ƴŀme 
then click one of the following: 
ҦArrived (not seated) 
ҦSeat/Place.  
 
 
¢ƘŜ ¢ƻŘŀȅΩǎ !ǊǊƛǾŀƭǎ ǘŀō ƭƛǎǘǎ 
guests who have arrived.  Click 
Show Seated Guests to view 
both waiting and seated guests.  
Click Seat/Place to seat a 
waiting guest. 

 

Double-click a 
guest to view the 
reservation 
information.   

 

From the Dinner Reservations screen select the 
date and then go to Reporting to view or print 
the daily reservations.  This report shows arrival 
times for each guest, table type (seats), special 
notes or comments, contact phone number, and 
whether there is an SDR or SOF for the guests.  
At the bottom is listed the number of tables and 

seats reserved. 


