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1. Explanation of symbols 
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2. Put in an order 
 

Change Outlet  

 
 

Select the table  
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Areas in the room 

Table is unoccupied 

Table is occupied (items have been ordered) 

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 

 
 

 

 
  

 
 

 
 

 

 

 

 

 

 

 

  

Select the 1
st

 product 

hierarchy  

 

Select the 2
nd

 product 

hierarchy  

 

Choose a article  

 

If you want to order a Starter / First / Second / Dessert, 

you first need to select the right course  

Then select the item. 
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1. Select the 

right article 

2. Select the 

right course.  

The course has been 

changed.  

 

When you order a food 

item, you can select a 

kitchen remark by 

clicking on a yellow 

button on the right. You 

can use  ‘open text’ to 

write down a remark 

yourself. The remark 

will appear on the 

ticket from the kitchen 

printer.   

If you selected the wrong course, you can always change the course of an article. 

With the button “Change Courses” 
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3. Delete an article in POS 
 

  

 

 

 

 

 

 

 

  

To delete 1 article (i.e. delete 1 beer when you ordered already 10). 

To delete the entire line (delete all 10 beers at once). 

First select the item you 

want to delete, then select 

the delete button. 

If you delete an article 

after you have  

already accepted it, you 

will be asked to 

select the reason for 

deleting.  
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4. Ask the kitchen to serve courses 
 

 

  

  
 

A ticket will be printed by the 

kitchen printer with an overview 

of all dishes that need to be 

prepared. 



 

10 

 

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 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the new 

table and all 

items will be 

transferred to 

that table.  

 

You can select 

one item to 

transfer to the 

new table or 

all items. 
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5.2 Transfer ticket to another 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. 
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6. Split a ticket 
 

 
 

6.1 Split a ticket in equal parts 

 

 
     

 

 

 

 

 

 

 

 

 

 

 

  

Select the button ‘split in equal parts` 

 

Enter the number of persons  
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6.2 Split a ticket per article 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

The system has created  

sub-tickets  

 

Select the items you 

want to transfer to 

another bill 

You can see that the ticket has been split 

when you look at the quantity and amount 

Select the button ‘split per article’ 

 

Once the ticket has been 

split, the table will be 

dark blue. 

If you select the table, the 

system will show the sub-

accounts 
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7. Discount 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The discount will be applied to all articles.  

 
 

 

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

 

 

 

  

Select button Discount 

 

 

Select the right discount 
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8. Complimentary Charges 
 

8.1. Management Team Invitation 

 

 

 

Markierung des Artikels der comply gebucht werden soll. 

 

 

 

Complimentary Buchungen müssen begründet werden. 

 

 

 

 

 

 

 

 

 

 

 

  

A&G Complymentary 

Invoices must be charged at 

TMS for POS via discount – 

STAFF CONSUMPTION 

This means all invitations 

from General Manager, 

Depuys, Managers and BU 

Managers like regional 

directors. 
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8.2. Sales & Marketing 

 

  

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 

 

 

 

8.4. Human Resources   

 

  

  

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 

in 8.1. 

 

Complimentary Guest: 

These invoices must be 

charged at TMS for POS via 

discount – INVITATION 

COMMERCIAL 

Please proceed as described 

in 8.1. 
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8.5. Packages & Arrangements  

 

   

 

 

 

 

 

 

 

 

 

 

8.6. Walk Out Guest 

 

 

 

 

 

 

 

 

  

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. 

Walk Out Invoices must be 

charged at TMS for POS via 

free article – BREAKAGE 

AND SPILLAGE 

Please proceed as described 

in 8.1. 
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9. Print a ticket 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Use this button to 

print the ticket 

without knowing  

the payment 

method. You can still 

order items after 

you printed the 

ticket.  
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10. Close an invoice 
 

 
   

 

 

  

First select 

the method 

of payment. 

 

Cash payment                                                       

Roomcharge payment             

Master 

 

Diners 

 

Maestro 

Visa payment 

American Express 

payment 

Pin payment 

To confirm the payment 
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10.1 Close an invoice in cash 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

  

Press Cash and 

confirm by press 

the banknotes-

button 
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10.2 Close an invoice in a room 

 

 

 

 

 

 

 

 

 

 

 

   

    

              

 

   

                 

 

 

 

 

 

 

Click on the button 

CHARGE 

 

Hotel room 

 

Enter the room number  

Or  

Select List to see all 

guests in house 

 

Once you selected the  

room, details will appear   

(room number & name 

guest) 
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10.3 Close an invoice with different kinds of payment 

 

 

 

 

 

 

 

10.4. Charge tips 

 

 

 

 

Enter the full amount 

the guest wants to pay 

(including the tip) 

Select the method of 

payment  

Confirm by pressing 

the Banknotes-button 

 

• Enter the amount 

• Choose the method of payment 

• Confirm by clicking on the banknotes-button 

• Repeat step 1 to 3 for all methods of payment until the full amount has been paid 

• 5. If everything is paid, the ticket will be closed 
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The system will ask you if it is correct that the amount is different than the total ticket amount   

 

 

 

 

 

 

 

 

 

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 

 

 
 

 
 

 

press Yes to 

confirm. 

You’ll need to choose: 

 

TIP ���� to charge the extra amount as Tip 

CANCEL ���� To go back and change the payment 

 

When you have no 

charges on a table, 

you can close it 

with using the 

LOCK-button. 
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11. Ordering a long drink 
 

 
 

 

 
  

The system will 

automatically calculate the 

right price.  

 

If a guest wants to order a long 

drink (f.i. Bacardi + coca cola), 

first order the spirit. 

 

Then select the soft drink. 
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12. Fast ticket 

 

 
  

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. 
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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 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 This is the overview of all tickets of the Room: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A ticket will be printed with an overview of: 

• Name employee out 

• Name employee in 

• Overview sales amount per payment method 

• Overview of all tables which are still open  

 

Both employees need to sign the ticket for agreement.  

  

Select Shift change or Shift change Employee 

Check if the sales amount 

of all payment methods 

match with your tickets and 

the cash in your drawer.  

 

Select Employee out : the 

person who is going home 

(enter password) 

 

Select Employee in: the 

person who starts  (enter 

password) 

 

Press  to accept.  
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14. Close till 
 

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

E-login.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

. 

  

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

 

Check if you still have any open tables in POS 

From here you can 

immediately select the ticket  

and close it                                                               
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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) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 

• 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  

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

• 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 

 

 
 

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.  

 

 

Select Hotel 

Select Date 
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Select the current Close till. 

Set Filter and accept. 
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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. 


