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2. Putin an order

Change Outlet

[E Restaurant LISA-LUMCH-Room Service

Restaurant
Qua_ | Item | amou_ |
Ear
EQT
Select the table
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Table is unoccupied
Table is occupied (items have been ordered)

o)
' A part of the ticket has been paid, but there is still an amount left

Table has been split in 2 or more sub-tickets

Fill in your Employee
password (provided by
the F&B manager) &
press enter

Fill in number
of guests &
press enter
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Overview of:
Room Period of the day Name employee — Table number — Number of couverts

a Engelrnarin-|
...... Starters FIrSt Seconds Desserts Change Serve Fr.ee DE!e{e }
courses | courses | =article article
Ticket
Oua.. |1tem | amou | Dis,_ |
. Corn "
C;:'g;;” Chicken e?';:'ll_ido‘t 2;‘::: Lamb raintes Steak
Supreme

Select the 1* product
hierarchy

: Carn , Choose a article
Chicken Chick Grilled House Lamb Mainhd Stk
breast PEERN | e rtrecat Steak & SLLES =3
Suprems

If you want to order a Starter / First / Second / Dessert,
Starters | First Desserts you first need to select the right course
Then select the item.

Select the 2™ product
hierarchy

Mt Pt CThenga Serew Fram Cobatm

ket | '
Fist

1,00 Cacsar Sk 13,00
Berords Corawal | Cheara | Chexsa | Choooiet|  Dedy [Pt
1,00 Lamb 24,70 .""'"“" Facwrsis Bowd | Cabn | pu | cessar | T | 1S
Cremrnmgte
Fiad Terla e
1,00 Dedy dessort B0 ;-,.-_1- o Lt
sEELT Pk Famr Fursar
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Change If you selected the wrong course, you can always change the course of an article.

courses With the button “Change Courses”

Ticket l—l 710 raLiping

Qua, |Item |ﬂ«mou__, |Dij

First Starters 1. Select the
1,00 Caesar Salad 13,00 ] right article

Secands 2. Select the
1,00 Lamb 24,70 L=t right course.
Diesserts

The course has been

1,00 Daiy de oua_ |Item |ﬁm0u___| Seconds changed.
Starters
L 1,00 Lamb 24,70
First Dessart=
1,00 Caesar Salad 13,00
Desserts
1,00 Daily dessert 2,90

[E Restarant LISA-LUNCH-ADom Senviee-Lss Ergeimanr+-iew ticket-Cners 1

Tkt |

Cua_ | [em Ao | Dk

. When you order a food

1,00 Cacsar Sabd 19,00 .
Secords item, you can select a
L0 Lamh 2.7 kitchen remark by

[rrmemais
e clicking on a_yellow

. button on the right. You
o el oo e o romank
e Y T R Y YR [ [ i
e e ol el | Bl o] 2 M e on the
EﬂﬂﬂiﬂJjjdju% = - P :)I:_:il:]ette:rom the kitchen

Total 46606 = @ |
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3. Delete an article in POS

D:!eile To delete 1 article (i.e. delete 1 beer when you ordered already 10).
artizle

Del=tz | To delete the entire line (delete all 10 beers at once).

line
it [ .D " D!I'I;I Drr- H'- I:Hh
Ticket
G | Ao, | O,
Fast

1,00 Cassar Sabad 13,00

ot Chia ban Mailed | Heowow

: : P larbk | Msinbas Sk
1||I| "L'Th — zq;lru .. -

et TERT here |

Carsaits
Error mistake by employee

100 Dy desmrt

First select the item you
want to delete, then select
the delete button.

Order cancellation or mistake by guest

Offer out of stock )
If you delete an article

after you have

already accepted it, you
will be asked to

select the reason for
Price error deleting.

Other changes in ticket

Walk-out guest
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4. Ask the kitchen to serve courses

=4 Fart

, H-Roo

Ticket

Starters First Seconds | Dessert= IR B Fr.ee DE!EtE
courses | courses || article article

[ Shippir
Qua,_, |Item |ﬂ\mou___ |D
First
1,00 Caesar Salad 13,00 Serve Starters
Seconds
L0 tamo 270 Serve First
insert TEXT here
Desserts
1,00 Daily dessert 2,90

Serve Seconds

Serve Desserts

Free text
Rertaurant
Main HesTaurmn®
FOFDY
241 ) A ticket will be printed by the
0o kitchen printer with an overview
of all dishes that need to be
repared.
S aprge Hesopds p p

AANT ITEM

a0 CEEAEREM LDIF
00 SEBAFFEM EENTIEREmsm
00 GEBAREEH l‘tF-'r'.'l'].'Ti'I:-'."L'rE'i.'l"r-.

b =



® =T

5. Transfer a table/ticket
You can either transfer the ticket to another table within the room or to a different room.

5.1 Transfer ticket to another table within the same room

1

(o=

=

Delate
article

Free
article

Serve
courses

Change
courses

Starters First Seconds | Desserts

>

Ticket
Qua. . |Item |Amuu___ |DiS... |
First
1,00 Caesar Salad 13,00 =2 ”i

TETIXER

B *TETIER

Select the new

[= Transfer of tables

3
2

*
2

table and all
items will be
transferred to
that table.

Table 5010/000 Table 5009/000 y | t
Ou Can selecC
T - [ - | | T - |
one item to
Move all == | << Move all | _
transfer to the
T A | ST e
all items.
bemeken(apozs 1w alltems
Cocacom) 1w

10
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5.2 Transfer ticket to another room

= aurant

rant L _H m =

Starters First Seconds | Desserts

Change Serve
COUrSes | courses

Free
article

Delate
article

>

1,00 Caesar Salad 13,00 2

Ticket
Qua_ |Item |ﬂ\m0u___ |Di5... |
First

[= Chiice room

Overview of all available rooms.

Select the right room and you will
go to that room plan where you
can select the new table.

11
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6. Split a ticket

heal Frint . . Delete Ticket | Customer| Cancel
; Oi scourt| Split n : ) . n
plan receipt line summary| invoice | inwvoice
Ticket
Qua |Item |Am0u___L
Divide

1,00 Coca Cola (0.21) 5,00 .
- - in equal parts
1,00 Heineken (Draft 0.33) 3,20
Divide nd FFT_IHT:Sk Heineker| Heineker| Heineker I;Ieingklilr
Eer 5 o 0.z5 033 05 Y
article ) )
| m Falm Falm Falm
Exit 23 0.50 Royale Sauvin
6.1 Split a ticket in equal parts
Diwide . pes R
Select the button ‘split in equal parts

in equal parts

Diwide
per
article

E:xit

Enter the number of persons

12
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[= Information

The system has created

v Has create 002 sub-bill for table 5010
sub-tickets

[ERestaurant L LUMCH-Roorm Service-Lisa Engelmant

You can see that the ticket has been split

when you look at the quantity and amount Ticket
QJua |Iterr| |Amn:uu___|Dis___ |
0,50 Coca Cola (0,210 2,50
0,50 Heineken (Draft 0,330 1,60 |

6.2 Split a ticket per article

[ Split. table

Diwide
in equsal part=s
——— Select the button ‘split per article’

per
article

Exit

[= Transfer of tables

Table 5010/000 Table 5010i002
DT - o« || T - o+ | select the items you
Move al > | == Nowe 2l | want to transfer to
another bill
TR A | T R
Heineken(Tap02s) 050
CocaCo@2) 050
1T}
Once the ticket has been
i split, the table will be
dark blue.
i E If you select the table, the
system will show the sub-
accounts

13
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7. Discount

[E Restaurant LISA-LUMCH-Room Service-Lisa Engelrmann-Table S001/000-Diner Select button Discount

s Mesl Print |
%I T |ﬁ§§ { pian | racaipt | Orseout
Select the right discount
Ticket | ' (& Apoly discount '
Qua_ |Item | srmou, | Dis. | .
0,50 Coca Cola (0.20) 2,50 ot
0,50 Heineken (Draft 0,320 1,60 Discount 10%
Employee
Dizeaint S0%,
Inwvitation
Cormmerncial 100%
StaH
Consumption 100%
Manual
digourt Enter it manually
Dalsta
dissourt Delete a previous added
disrrimt
Exat
m—
Total 410/ 6= < |—

The discount will be applied to all articles.

QJua | Item Amou_ | Dis
1,00 Heineken (Tap 0,251 2,00 |30,
1,00 Coca Cola (0.20) 1,92 |30,

If you want to apply discount to one article, first select the line and then add the discount

Qua | Item Arnou | Dis

1,00 [Heineken ({ltem p5I) T 2,85

1,00 Coca Cola (0,200 2,79
Qua | Item Armou | Dis_
1,00 Heineken (Tap 0.251) 2,57 |10,
1,00 Coca Cola (0.21) 2,75

14
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8. Complimentary Charges

8.1. Management Team Invitation

15



L5 GERDICTENER HRLCEL 3,00
LOD  TASEE KAFFEE “ame

Sales & Marketing:
These invoices must be
charged at TMS for POS via
discount —  INVITATION
COMMERCIAL

This means all invitations
from Sales responsible like
Sales Manager, MICE Sales
Managers.

Please proceed as described
in 8.1.
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8.3. Complimentary Guest

e
ﬂmmmmmuﬁ, 3,0
i e am

Complimentary Guest:
These invoices must be
charged at TMS for POS via

discount —  INVITATION
COMMERCIAL

Please proceed as described
in 8.1.

8.4. Human Resources

Ficket:
1,00 GEROLETEINER SPRUDEL 3,00

100 TASEE KAFFEE am

Human Resources:

These Invoices must be
charged at TMS for POS via

discount = STAFF
CONSUMPTION

This means for all job
interviews and team
meetings

Please proceed as described
in8.1.

17
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8.5. Packages & Arrangements

i

13 e T

Packages and Arrangement:
Should be used when the BU
requires a booking for usage
of articles, that have already
been paid. Like packages with
a High Tea (Flair), bottle of
cava (Romantic Get-Away) or
dinner included or the actual
usage which is included in
Meeting  Packages Please
proceed as described in 8.1.

8.6. Walk Out Guest

18
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9. Print a ticket

= e [ - [ ] e
S print the ticket
fn. 3 EEEEEEEEE
iy 0oxe o 1.2 e the payment

Finirva bar| Huirva bar| Hainabar| im0

BEY [oomiesi@es) g method. You can still
020 | Bk | 02 (g, | 026 | DA (o8 | T, order items after
you printed the

Loy Harien | Homnip Fair Falrs Falre Falre

GF | 88 | 92| 0M | o | e | Senin ticket.
ey | -
4 _ﬂ_ﬁﬁ“” EHII:E:
1z [a ] o] .
o . c ™
Total 4106 = » |—

19
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10. Close an invoice
[E Restarart LTS8-LLWH-Anom Gevice-Liss Ergedmener Tisble: 5001V 00-Diney
Ticket |
o b o lllllllll
0,50 Cocs Dols 030 2
050 Horalaon [Dradt 033 140
. e uni u.'au ::-n u:au m am "‘;i‘“
Harign | Ko Farn Farn Farn Farn
u! o= oz onm na Fomda Emrdin
First select
the method
of payment.
P
2o 3
Tpn
4,10

Cash payment Maestro

Roomcharge payment Visa payment

Master

American Express

Diners Pin payment

To confirm the payment

g
o LR B

20
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10.1 Close an invoice in cash

Press Cash and
confirm by press
the banknotes-
button

21
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10.2 Close an invoice in a room

Iy

Roorm

Fast Transfer | Change | Transfer
Tables | ficket | #°%%Ft | Gobles | outiet | ticket |
! 1
Ticket
Qua,_ |Item |Am0u___ |Dis___ |
0,50 CocaCola (0.21) 2,50
0,50 Heineken (Draft 0,221 1,60

Master
charge

Group

Exit

Click on the button
CHARGE

Hotel room

Enter the room number

Or

Select List to see all
guests in house

|Tota| 4,10

DINERS

[ER tior list
& EFEEFL ELEL (B)E )@ =) 0
Foom | MO pax t-1 |Guest Marne |Gr. name| POS canc. | Meal plan|
1001 2 SHAGHEER, ABDULAZTS BB
1003 1 MIk, COHEM x ER
1006 2 ZIMMERMAMNM, MANFRED RO
1012 2 SHAGHEER, ABDULAZIZ EE
1106 2 TAROM, GRIGORY AN RO
I — — -
: I i
| eagi | DTl
—
T B8 | S - Once you selected the
4 8 g | i :,'.’..,. : ;‘: room, details will appear
i — L. s, (room number & name
102 3 | ueasel suss || neseressossisssssis nsomse guest)
— 1 TRNETMASH, MASHRD
6. le E i"— | msanreEn TonerreAREN
e | Rl
o o ||EEEES

22
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10.3 Close an invoice with different kinds of payment

g ==

(o e e ] ]
Pr. = DEEEEEEEE

TMS:P0OS

__Hm Efe— 2
9| S '
Pt |
§ ﬂ. e
1.2 |3 || e s
o] . |e m .
Total 35048~ » ——

e Enter the amount
e Choose the method of payment
e Confirm by clicking on the banknotes-button

e Repeat step 1 to 3 for all methods of payment until the full amount has been paid
e 5. If evervthing is paid. the ticket will be closed

10.4. Charge tips

ol e 2=z,
& e
b T T ST I Enter the full amount
o B ] [l cnl s, the gUest wants to pay
o T M (including the tip)
| e ] TR select the method of
Peats | T | | e | B || PAYmMent
13.2 ... Confirm by pressing
7 g = the Banknotes-button
4 8 ﬂ e | COMPLIE
i
o o
Total 8,206 = =

23
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The system will ask you if it is correct that the amount is different than the total ticket amount

[& Change

5,00 You’ll need to choose:
Ti TIP = to charge the extra amount as Tip
P CANCEL - To go back and change the payment
CANCEL

WE ONLY USE THIS WHEN TIP IS PAID BY CARD OR CHARGED TO THE ROOM. (Tip by cash will not be
registered by the POS system).

Important: Every time the guest wants to pay with credit card or room charge we have to use the
button “print receipt” and after the guest has signed it we can check out the table. Please not forget
that you need than both bills for your close shift.

10.5 To close a ticket without charges

et Thege | Bwen Fram [alety ’
‘...... - o=
Ticket

A Db

[ | mam

When you have no
charges on a table,
you can close it

with using the
7 8= _ LOCK-button.
4|5 o 8 amE
12|38
0 c =
Total 0,006 = <

press Yes to
ﬁ hes e will be choged confirm.

24
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11. Ordering a long drink

e e o

EBacardi | Bacardi | Bacardi | Bacardi | Bacardi | Bacardi | Bacardi
290 | Bk | B | Lwen | Gumean| mese | whes If a guest wants to order a long

drink (f.i. Bacardi + coca cola),
first order the spirit.

shnw  Sprh

. e Nz | B
7 8 g9 :1_- Then select the soft drink.
1 2 3 g s Calz
ﬂ iizel fezan %&%
L 1lii=re
A= @

'Ticket

Qua, | Item | Aol | Dis_, |

1,00 Bacardi+Coca Cola (0.21) 8,35 automatically calculate the
right price.

The system will

25



12. Fast ticket

[E Restaurant LISA-LUNCH-Room Service-Lisa Engelmanin

Tlcket

a. | Ttem |amou | Dis |

Total 0,00

You can use Fast ticket when the guests
orders and pays immediately.

Select Fast ticket and order the items.

Then choose the method of payment
and close the table.

26
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13. Shift change / Shift change Employee

We use ‘Shift change” when the shift of 1 employee has ended and he/she will be replaced by
another employee.

We only use ‘Shift change Employee’ when the employees all work with their own wallet with money
and only cash the invoices they closed themselves. Then you can print an overview per employee
when he/she finished work

.... Select Shift change or Shift change Employee

This is the overview of all tickets of the Room:
Check if the sales amount

of all payment methods
match with your tickets and

Saduren Foae 0,00 }

the cash in your drawer.
Fopmwanr matton  Ralsnes ‘Femal Arroeine Tl
e 15,50 1,50 1 E_: Select Employee out : the
T [N (L] 1 = . .
s r e R person who is going home
BT 17,41 1ra 3 (enter password)

Select Employee in: the
person who starts (enter
- password)

(VI Cancal 37 woaly ancards | | | Enpenes cut (58 engoean || Press ) to accept.

A ticket will be printed with an overview of:
e Name employee out
e Name employee in
e Overview sales amount per payment method
e Overview of all tables which are still open

Both employees need to sign the ticket for agreement.

27



14. Close till

IMPORTANT: The ‘Close till’ should be done only with the generic POS login and not with a personal
E-login.

... Check if you still have any open tables in POS

'\cketl Tahle ID| Pay Methudl Amount |Ruum| Resery, ‘Date in Time in Ticket 5t
1003 26,19 24,10.2014  10:06:22  Inprogre
1999 9,75 24.10.2014 13:03:21 In progre
1999 18,50 24.10.2014  13:34:36  Inprogre
TO09 5,90 24102014 125406 Inpoge From here you can
immediately select the ticket
and close it
[ 0

Once all tickets are closed, you can start the close till.

28
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Check if all sales amounts per payment method match with your tickets.
If the amounts do not match, you can now still correct the tickets. Just cancel the report and correct
the tickets. (Once you do the close till you cannot correct the tickets anymore. Only F&B managers

can)

Pastrant method  Babnoe Pizal Aot Tokal
ENEX 12,30 13,50
CARGD LN 6,98

CASH Frey

FIT 17,41 17,41

W e e

[o#]| Carcal [ rpodfy amounts I.ﬁ Ermploves: ot

When everything is correct,
select ‘Employee out’ and fill in
your password. Your name will
then appear on the report.

Confirm

Check the printed close till and
sign it when everything is
correct.

Sign off the Pin Terminal (see manual for pin terminals). (Depends on the hotel if the F&B signs off
the terminal or the FO, stick to the procedure you are used to in your hotel).

Take the close till, all tickets and the cash to the Front Office

e Front Office: check if the close till is shown correctly in TMS and print the till overview. Print
this 2 times: 1 for FO manager and 1 for F&B manager. BOTH PRINT SCREENS NEED TO BE
SIGNED BY THE F&B EMPLOYEE & FRONT OFFICE EMPLOYEE

e (Credit)card tickets & room charges go to the Front Office

e Cancelled tickets & Invitation tickets go to the F&B Manager

14.1. Close till (temporary replacement “x” report, with full details of tickets per employee)

After the Close till was made as described in point 14. the waiter has to print following report:
Report: /CCSHT/POS PAYMENTS - Tickets by payment method

Tickets by Pavmment method
£
Plant: NLZH.DHLAG
F.oorm
Date
Payment method
1

S_FaCT

to Select Hotel
||

to
1

to Select Date
1

to
1

to
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Tickets by Payrrent method
4 AFFES @ 1 ATH
Mand ATOR. DALE
ot
Data 13.07.2015
Lapout Lapout
- — i L Rorrt
eI, e ew EMMI e (F [Pvogect Ora CENTRAL EURCEE (dont dekita) Lo T o e T T
ELEY, ELATTAR 24,90 ELR 47 AF001LTe
EALLANCE, CORROR. 4,00 ELR 7 4ES0011T0
1 HODOE, [mabely 00 ELR 4T 4FTA11TE
EATURD, Alkazardird 11,7 EUR 47 4ESHO011TE
oty Darmanchal 1510 ELR 47 AF001LTe
i!éigaumi BHNOERS, BRSTIEN 1190 ELR 7 4ES0011T0
45,80 ELR 4T AE=IO01LTR
re5dd  CAatH CASH 500 EUR 47 4ESHO011TE
LoD:OoT  cARd CARH o0 ELR 47 AEA1LTe
111910 CASH CASH 10,10 ELR 7 4ES0011T0
L1350 CARGD ARG 1502 4437790 FRAUEMAATH, DAGHER B0 ER 4T 4fE0011T
iigoia CatH CASH 2,50 EUR 47 4ESHO011TE
DOOTIONSS] Jennthr Boac LD CARH CARH 090 ELR 47 AEA1LTe
Le3nda  CASH CASH 14,00 ELR 7 4001170
Tickets by Payment method
o ATFYTFEE & B w0n B A s
PlantATO9. WV IEAD
Room Fiscal ¥r | Ticket Employee * Time in Pay Method | Paym.meth, i Tip Room | Resery, Name = Amount | tp, reason Reason Close M,
[Restaurant] 2015 0414006422 Benedicta Piranty 13:54:03 AMEX AMEX 160,20 217
Restaurant 2015 0414006422 13:54.03 AMEX X 10,00 217
AMEX =8 = 170,20
Restaurant 2015 0414006343 07.52:27 CARGO CARGO 3522 5018761 AKIMTUMDE KOSO THOMAS 12,45 217
Restaurant 2015 0414006352 08:29:55 CARGO 5542 4585433 BRUCE] BREITZMAM 24,90 217
Restaurant 2015 0414006353 08:30:39 CARGO 5543 4585510 DOMNALDALANMR JUBEL 24,90 217
Restaurant 2015 04140063585 08:46:52 CARGO 2501 S015953 SPYRIDOM Katsilds 24,90 217
Restaurant 2015 0414006367 10:20:59 CARGO 9528 3948304  Armaud HERMANT 24,90 217
Restaurant 2015 0414006403 13:31:56 CARGO 2054 4403876 Declan Boyle 23,60 217
CARGO &b = 135,65
Restaurant 2015 0414006350 08:09:28 CASH CASH 24,90 217
Restaurant 2015 0414006354 08:43:24 CASH S,00 217
Restaurant 2015 0414006352 09:36:00 CASH 48,80 217
CASH i . 832,70
Restaurant 2015 0414006358 08:52:09 MAESTRO  MAESTRO 24,90 217
Restaurant 2015 0414006358 08:52:09 MAESTRO X 1,00 217
Restaurant 2015 0414006366 10:22:38 MAESTRO 24,90 217
MAESTRO o4 " 50,80
Restaurant = 2015 0414006350 09:27:.08 MO MASTERCARD 24,90 217
MASTERCARD [, . 24,90
Restaurant 2015 0414006431 14:18:39 WISA WISA 135,40 217
Restaurant 2015 0414006431 14:18:39  WISA x 10,00 217
Restaurant 2015 0414006438 15:06:33 WISA 15,50 217
VISA i = 160,90
Benedicta Piranty 11, == 626,15
Bar 2015 0414006537  Christian Bank| 22:02:29 CARGO CARGO 4507 4884900 Hermann Staudacher 14,10 218
Ear 2015 0414006537 22:02:29 CARGO X 4507 4884900 Hermann Staudacher 0,90 218
it tp. reason Reason Close M.
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' Details Select the current Close till.
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Tickets by Payment method
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FO and F&B have to sign the report incl. all tickets, afterwards put them together. If an employee

handled more than one room, this report must be printed per room.
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Roorm Fiscal ¥r | Ticket Ermployee: = Time in Pay Meth Payrn.rmeth, = Tip  Roomn Resety, MName E  Amount tp. reason Reason . Close,

Restaurant 2015 0414006422 Benedicta Piranty 125403  AMEX LMEX 160,20 [ 217 :

Restaurant 2015 0414006422 135403 AMEX 10,00 217
AMEX &y = 170,20

Restaurant 2015 0414006349 07.58:27  CARGD CARGO 3522 5018751 AKIMTUMDE KOSO THOMAS 12,45 217

Restaurant 2015 0414006352 08:20:55 CARGO 5542 4585433 BRUCE] BREITZMAM 24,90 217

Restaurant 2015 0414006353 08:30:39  CARGO 5543 4585510 DOMNALDALANMR JUBEL 24,90 217

Restaurant 2015 0414006356 0:46:52  CARGO 2501 S015953 SPYRIDOM Katsikis 24,80 217

Restaurant 2015 0414006367 10:30:59  CARGD 5528 3948354 Arnaud HERMANT 24,90 217

Restaurant 2015 0414006409 123156  CARGD 2094 4403876 Declan Bovle 23,60 217
CARGO L = 135,65

Restaurant 2015 0414006350 08:09:28 CASH CASH 24,90 217

Restaurant 2015 0414006354 02:43:24  CASH 9,00 217

Restaurant 2015 0414006362 09:36:00  CASH 49,80 217
CASH &y . 83,70

Restaurant 2015 0414006358 08:52:09 MAESTRO MAESTRO 24,90 217

Restaurant 2015 0414006358 08:52:09 MAESTRO 1,00 217

Restaurant 2015 0414006366 1m22:38  MAESTRO 24,80 217
MAESTRO b = 50,80

Restaurant 2015 0414006260 09:27:09  MC MASTERCARD 24,90 217
MASTERCARD [y " 24,90

Restaurant 2015 0414006431 14:18:39  VISA WISA 135,40 217

Restaurant 2015 0414006431 14118:39  VISA 10,00 217

Restaurant 2015 0414006438 15:06:33  VISA 15,50 217
VISA &y = 160,90

Benedicta Piranty & =n 626,15

] |



