Dining Reservations and Table Management

The Dining Reservations and Table Management module allows you to reserve restaurant seatings for both hotel and outside dinner guests. This
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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.

Reservation Management

PT— Enter the b_eginning time f_or service under Shift Start.
Application Setup Enter the time of completion of the last service under

9|  Resv. Management Settings

— Shift End. Use a 24-hour clock format such as 15.30
T Cut for 3:30 pm.

Time:

SeatPy Time Setup

Daily View [Grid View] | Daily View [Listi Application Settings
E—

Table|Seats | 03:30PM | 03:45M 7’—
j,,.l il Suniday:
. Moncy | Enterthe INA RQa GAYS RAALA L&
Shift Start Tz 7
16.30
- o HoyidsNI GKS GAYS (2 +Htt2s
Friday: /
cuTmen [ Saly You may enter a special daily price if you wish.

Minutes:

Reservation Time: 120 Update:

The Stat.Cut Time field is not used.
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Next, go to Setup > Seating Time Setup.

Reservation Management

|_elick Import Day. This will import your table

Reporting _ Exit  Table Seating Management == _,_ 2 2 A ~
R I AYTF2NNEGA2Y Ayld2 GKS RI
B/20/2003 Inport Dy - : .
FmEre i SgheT Ng < Each table is listed in order of table number in the
Dialy View (iid View] | Dy Vielhistin i
e ‘E e 000 [0000 (0000 [0000 0000 [0odo 7 Table# column.
B || WeiETrY | WEdry 004 |0 |ooon |0 |oooo |poo0  [ooon |ooon oo Joooo |oooo he number of seats at each table is listed in the
004 o000 [obo0 [oooo oo [onodooon |ooos m 3 |
04 O[O0 J0000 (o000 [oooo [ooo0_ [oooo_[oooo__ {000 Covers column.

004 0000|0000 |0000 (0000 0000 (0000|0000 0000 (0000 {0000
004 0000 0000 onnn 0000 0000 0000 0000 0000 000 00oo
004 0000|0000 (0000 (0000 0000 (0000|0000 0000|0000 (0000
004 0000 0000 onnn 0000 0000 0000 0000 0000 000 00oo
004 0000|0000 (0000 (0000 0000 (0000|0000 0000|0000 (0000
004 0000 0000 onnn 0000 0000 0000 0000 0000 000 00oo
004 0000|0000 (0000 (0000 0000 (0000|0000 0000|0000 (0000
006 0000 0000 onnn 0000 0000 0000 0000 000 000 00oo
002 0000|0000 (0000 (0000 0000 (0000|0000 0000|0000 (0000
010 0000 0000 onnn 0000 0000 0000 0000 000 000 00oo
004 0000|0000 (0000 (0000 0000 (0000|0000 0000|0000 (0000
004 0000 0000 onnn 0000 0000 0000 0000 000 000 00oo

The remaining columns represent your seatings. For
example, Seatl 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

3 such as 1730 for 5:30 pm. All of the squares do not
i g have to be filled in. Tables with squares with no
o] [ cmven | | e — Sontues | [ En | time entered for specific seatings will be unavailable
for reservations.
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Dining Reservations and Table Management

Your completed grid will look like this: Notice that Table 1 is available in thirty-minute increments beginning at
 Table Seating Management ==l | 5:30 pm and lasting until the final seating at 9:30 pm.

872072003
” Table 10 is available in two-hour increments beginning at 5:30 pm and
lasting until the final seating at 11:30 pm.

1730|1800 1830 1500|1930 2000 2080|2100 (2130 0aoo
1730 1930|2130 2330|0000 |0000 0000|0000 0000 0aoo
1730|1800 1830 1900|1930 2000 2030|2100 2130 0000
1730|1800 1830 1900|1930 2000 2030|2100 2130 0000
1730|1800 1830 1900 1930|2000 2030|2100 (2130 0000
1730|1800 1830 1900 1930|2000 2030|2100 (2130 0000
1730|1800 1830 1500|1930 2000 2080|2100 (2130 0aoo
1730|1800 1830 1900|1930 |2000 2030|2100 |2130 0ooo
1730|1800 1830 1900|1930 2000 2030|2100 2130 0000
1730|1800 1830 0000|0000 (0000 0000|0000 (0000 0000
0000|0000 (0000 0000|0000 (0000 0000|0000 (0000 0000
1730|1800 1830 1500|1930 |2000 2080|2100 |2130 anon
1730|1800 1830 1500|1930 2000 2080|2100 (2130 0aoo
1730 1800|1830 1900 1930|2000 2030|2100 2130 0ooo
0000|0000 (0000 0000|0000 (0000 0000|0000 (0000 0000
0000|0000 (0000 0000|0000 (0000 0000|0000 (0000 0000

E You can copy this day to the next 365 days by clicking Copy Year

Table 19 is unavailable for reservations.
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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

[ Copy Day ] i Copy rear ] l Dup. Layout Save Current ] [ Exit ]
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Making dining reservations

You can make dinner reservations6 & F YA S SNAY I a, S&¢ (2 dal 1S 5AYY SN veSwdionlheavhilbes K ¢
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.

NEW 0 F . # Add/Change Reservation =]
rom the i I
Group cods: =¥ | L From the list, select a Frosdurs Information
Anival dater [B2008 4 Thy Days: [2 = B sun i table type (the number
Ha.of cams |1 (Shamuih ) (5 Sertings Avaiable =) of guests the table can
coH
emizs A [par2072008 [Geats 004 Time: 05,30PM ‘ accommodate) and Foserostion Date
5 (_Find ] L
el Q Cend] [ | PR PATMENT service time. How  Min MM Sekelin 10
Adults/child: |1 0 - .
S Sests 0 FIELAIS & CHATEAL The selection shown at fuivalTine |09 e e Thu Price| 14800
ate code; © 0 e R
Seals: 004 Time: 05.30PH ;
diax 68263 Netdue 68263 50 [08/2072008 | Dl
Roor rate: [195.00 Sed 004 Tine 05 S0PW et ot due Ieft.seats4 and is Gueﬂmzumuest =
Compary, Seats: 004 Time: 05.30PH available at 5:30 pm.
Seats: 004 Time: 05 30PM y & . TKATHERINE Lockup
Seats: 004 Time: 05:30PM lick Make ResvA new,
Guest Name: [FOX, KATHERINE Seats: 004 Time: 0530PH tee code: |54 Al .
addess || | S 004 Tine D530RM . window opens.
hess: Seats: 006 Time: 05.30PM ° [ Guest InHouse Motes; [Guests
. . Ll -
Ciy 3232 31”5 m: BE %Em piration ct. |D108 Enter then er of Katherine & Jaseph Fox and their chiden Jacob
i dEl
State/couniy Seats: 004 Time: 05-30PM datedue |00 A al| guests. and Elisa
Seats: 002 Time: 05 30PH i o ot ffer aloobal
Postal cod Seats: D02 Time: 05.30PH QR @ Add notes if any.
Seats: 002 Time: 05:30PH a :
Ernsl sdfess Seals: 002 Time: 05.30PH i i i Confirmalion Codk
Seats: 002 Time: 05.30PM Click View/Edit SDR erimelien zade
Home phore Seats 005 Time: 0530PM > Fesemett. N for special dietary =
Bus. phore: | 1 lattsr?: [T .
bon, Price o requirements. Use 5. Evere e Nete |
Comment 1 Pl folio?; [N 5 X
e [0 ot orders "
Comment 3 special orders
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Dining Reservations and Table Management

 Special Order Form

Paity Name

‘ANDERSUN,SEUTT

Dinner Only

[¥] House Guests.

Es

S0F Dese ‘Ehamnagr\

HouseKeeping?:

& w/ Ross

‘//

Due By

Dinner:
Drinks: |4mand de Brignac: Special Order
Dessert:
Floral: |1 RedRose
Babysitter:
Massage:
Card: Inscription:
other: |
Payment Timing*
[] check-in [] Check-Out [] upon Seating "] Dessert [Tl check
[] Other [Prepaid MC See Folio 012042
Dietary*
Special
[Aiter dessert s served =
Order Taken By 1 Date: 08/21/2009
Last View/Mad By Date:

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.

Salled ltems @ No Prel.
Eogs @ MoPrel.

Cheese @ NoPr

Fish © NoPre
Shelfish © NoPrel.

Ped Me:

st @ NoPrel,

Fork @ NoFiel.

Liquor CookOue @ Mo Pret
Seads @ NoFiel

Nuts/Hut Oils

 Can Not

) Ean Mot Have

Can Not Have
Can Not Have
Can Mot Have

) Can Nat Have.

Can Not Have
Can Not Have

an Not Have
an Not Have
Can Mot Have

) Can Nat Have

Can Not Have
Can Not Have

) Can Not Have.

Can Not Have

) Can Not Have.

Can Not Have
Can Not Have

) Can Mol Have

) Can Not Have.

Moderationy/Dist
Moder

Moderationy/Dist
Modsration/Dist

) Allergic:

) Allergic:

Allgie

Allegic

) Pllergic

Allegic
Allegie.

) Pllergic

Allegic.

) Pllergic:

Allegiec
Allergie

) Pllergic:

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
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Changing a reservation:

From your Execu/Tech menu select Dinner Reservations.

Reservation Management

Setup Reporting Exit

Select the date.

Select Date ? 08/21/2009

Doy View (G View)| Dl iew [Lising) | —

=
Gst. InHouse

Resv.Time |Resv. Hame #Gst SOF  [SDR

Special Hotes

Click the Daily Vew/Listing tab.
_L- Double-click the guest to change.

05:30 PM (ANDERSON, 5COTT 2 23 |YES YES 10TH ANNIVERSARY,
InHouse 05:30 PM GRAY, BILL 6 60 |YES NO [ SI 5
05:45 PM FOX, CHARLES 4 27 |NO MOTHER'S 75TH BDAY - REBA SMITH K
05:45 PM FITZGERALD, WAYNE ’{ NO N0 PARTY OF 12 IN TERRACE
InHouse 06:00 PM BEAVER, WILLIAM L 2 66 [NO NO
06:00 PM BLACK, BARBARA & 2 15 |NO NO
InHouse 06:00 PM ROSE, JOHN AND KAREN 2 33 |NO N0 KAREN'S BDAY AND ANNIV—6:30 DINNE
InHouse 06:00 PM ROWLAND, KEITH AND SARAH 2 33 |NO NO HONEYMOON il
= . - R
Fri. Price  Before 800 After 8:00
Tables Reserved [int} g
SeatsReseved 026 ang

FTANEIG

Chik dwal / Make Resv. ] [ Exit I

event notes.

Double Click on Grid to View Existing Reservation

Displaying Availability:

¢KS 3IdzSaidQa
Make the necessary changes
such as table Selection. You can
change the date. To change the
time you have to select a date
SOSYy AT A
You can add notes or special

NB g

# Add/Change Reservation

Procedure Infomation

Reservation Data

How M AMIPM Selection 15
Arival Time |05 w PM Fil Pice| 15800
 of Guests 05.00FH [08/21/2003

Guest Lookup

{BLACK. BARBARA

[ Guest InHouse Notes:

—

Confimation Code.

Sp. Event /Resv. Note: ‘

View/EditSOF | | View/Edit SDR

Lackup

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.

Beseraation Management
Setup Reporing

Seieca Dot w0

[ e e Pl N P L P

ok vl Make e,

CaRTER €

Seats: 004
Seats: 004
Seats: 004
Seats: 004
Seats: 004
Seats: 004
Seats: 004
Seats: 004
06 D0FM

Seats: 004
Seats: 004
06 30PM

Seats: 004
Seats: 004
Seats: 004

 Seatings Available

05 30FM P

=

. Seating times

display with a list
of available
seating. Selecta
seating and time.
Click Make Resv
and continue with

Time: D5:30PM =

Time: 05:30PM
Time: D5:30PM

Time: DB00PM

Time: DB00PM

Time: 06:30PM
Time: D5:30PM
Time: DB30PM =

Tue. Price [158.00
Cw ]

the reservation as
previously shown.
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Dining Reservations and Table Management
Seating Guests:
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gAtt

E E B ¢ ¢ 9+ OK dlFofSQa ydzyroSN 02
number on the reservations grid. To seat a guest
having a reservation, touch or click Reservations.
¢t2RlI eQa NBASNDIOGAZ2YA ¢
23
. " Daily ReservationView &=
[Ty R e —
[ v rey——— | b w
oeusPM  [smALL, ROBERT 3 no o
Main Menu ‘ ‘ Display Checks ‘ ‘ Combine Checks: ‘ Cash Out ‘ ‘ Clock Out ‘ ‘ Ne Sale ‘ ‘ Tab ‘ Resenations.
E]:::m Show “Seated Guests” Aairved ot seated] Seat/Place New Aeservaton | Bt
. : )  Daily Resesvation View =
Awaiting Arrivals lists expected S
JdzSaitaoe { SMeS|
pe mevep— B P e then click one of the following: | [wsay]| waeu scart 2|3 s s o smevensaay
i e— me——— T e e MArrived (not seated) ugfor| e fouar s oo po  wsnores
inHouse | G600 P |ROSE, JONN AND KAREN 2 o o KAREN'S BOAY AND ANNIV-6:30 O rtﬁeauplace. / . — _
e o T e T / Double-click a
om4S PI|SMALL, ROBERT 2 wo  |wo tn!ln‘nmmsrmumm ¢ K S ¢ 2 ﬁ I é 03 /N guest to VieW the w,m::::v fwwmmwl
ey Ev— T e o e guests who have arrived. Click reservation P ettt
Show Seated Guests to view information. [sperass
both waiting and seated guests. e ll"—‘
Click Seat/Place to seat a —
waiting guest. ‘ .
Show "Sesied Guests” Auved ol seated] Seat/Placs HewResmaien | [ £ 99 R SeallPlece e Fecenision HL

Reporting:

N -

vy )

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.
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