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Description Table Plan Start End Default  Slot Period Covers Duratio
Add Edit Set Table Slots Copy Session Remove
Save Close

Bookings are arranged in sessions. A session could be a sitting such as lunch or dinner, or it
could cover an entire day. To create a new session, click 'Add'. You'll see a form like this;

Session *

Settings Template Selection
Description: New Booking Template: No Template .
Table Plan:  Main v Edit Booking Template: No Template -
Start Time: Cancel Booking Template:  No Template .
End Time: Online Received Template: No Template "
Default Booking Time: Online Approved Template: o Template .
Booking Slot Period: 15 |2 minutes Email Reminder Template:  no Template -
Covers Per Slot: 20 12

. . Online Deposit Options
Duration per cover: 0 = minutes _ . .

[ Compulsory deposit online for | 1 2 covers or more
Minimum booking duration: 0 || minutes
Charge amount of £ per cover
Maximum booking duration: 0 || minutes plus fixed amount of £
On-Site covers limit: 100 =
) o = Sale Ttems

Online covers limit: 0 = O Allow purchasing of sale items Set up items
Maximum online bookings: 0o = Number of items: 0
Show on daily bookings list (-] Terms & Conditions

Show deposit types prompt
Area selection for online bookings
Disabled

[ Require Customer Confirmation (Online Bookings)

oK Cancel




Settings

First, give the session a name in the Description field. Next, select which table plan this
session will use from the drop-down. For help with table plans, click here.

The next 3 settings will dictate the period of the day this session will cover — the start and
end times, and the default booking time. The default time must of course be somewhere
between the start and end and should reflect the time customers are most likely to want to
book at.

Next you define the booking slot period. This is the interval between bookings, so would
typically be between 10 and 30 minutes. A 10-minute slot period would allow bookings at 0,
10, 20, 30, 40 and 50 minutes past the hour, a 15-minute slot would be on the hour, quarter
past, half past and quarter to, etc. The interval will also have an influence on the next value
to set, the covers per slot. If you know you can seat around 30 people each hour then covers
per slot would be 5 for a 10 minute interval, 7or 8 for a 15 minute interval. Covers per slot is
only a guide, the system will allow you to make bookings for more covers if required, though
it will not offer any online bookings for full slots.

The system also needs to be able to calculate how long a booking will be seated for. There
are a number of ways this can be set, but the simplest is by using the next 3 fields. Duration
per cover allows you to allocate an amount of time for each person on a table, since larger
tables are typically seated for longer. This figure is applied within the boundaries of the next
2 fields, minimum and maximum duration. A typical configuration would be a minimum
duration of 60 minutes, a maximum of 180 minutes and a duration per cover of 30 minutes.
That would allow an hour for a table for 2, 1% hours for 3, 2 hours for 4, 2% hours for 5 and
3 hours for all larger parties.

Next are the covers limits. There’s a separate figure for on-site and online bookings, since
it’s often the case that very large tables need special planning that can’t easily be
automated. Again, a typical configuration might be 8 covers online and 50 on-site.

The maximum online bookings figure limits the number of separate bookings (regardless of
covers) in each instance of a session that can be made online, which can be useful if you

have a relatively small capacity or large quantity of walk-ins or telephone bookings.

Here’s how a typical Lunch session might be configured in terms of these numbers;


https://www.memsecepos.co.uk/helpguides/how-to-guides/how-to-table-plan/

Settings
Description: | unch

Table Plan:  Main -
Start Time: |W

End Time: |18:t]t] :

Default Booking Time: |12;m] - |

Booking Slot Period: 15 | minutes
Covers Per Slot: 20 =

Duration per cover: 30 = minutes
Minimum booking duration: 00 |+ minutes
Maximum booking duration: = 180 '+ minutes
On-Site covers limit: 100 =

Online covers limit: 10 =
Maximum online bookings: 25 =

Next there are a few options to choose from;

Show on daily bookings list

Show deposit types prompt

Area selection for online bookings
Disabled

‘Show on daily bookings list’ is normally true, since otherwise it’s less easy to keep track of
bookings. However, certain sessions might need to be excluded so this option is offered.

‘Show deposit types prompt’ relates to different deposit types available within the system. If
a booking is made on-site and a deposit added, ticking this box will generate a prompt for
the user to select the deposit type, like this;



Mikelloggedion

Please select a deposit type for the booking

Christmas Party

Table Booking
Wedding

Or if in the back office, like this;

Booking Deposit Type Selection >

Please select a deposit type

Christmas Party
Table Booking
Wedding

‘Area selection for online bookings’ relates to the different areas in a table plan. With this
option selected, customers booking online for this session will be asked which area they’d
like to sit in. For further detail on this, see here.


https://www.memsecepos.co.uk/helpguides/how-to-guides/how-to-allow-bookings-in-specific-areas/

‘Disabled’ — this option will prevent the session being offered for any future bookings. Any
bookings already made for future instances of this session will still be available and valid.

Template Selection

This section relates to email templates and allows you to select an email template for each
of the types of email that can be sent when a booking is made or altered. For more on email
templates, see here. There are 6 different emails that can be sent relating to a booking, and
you can have a different template for each if necessary (and indeed different sets of
templates for different defined sessions if required). The different emails are as follows;

e New Booking Template — this email will be sent whenever a new booking is made on-
site. It should be considered as a confirmation that the booking will be honoured.

e Edit Booking Template — this email will be sent, if you have the option selected,
whenever a booking is altered. Again, as this happens on-site it should convey that
the booking will go ahead in the altered form.

e Cancel Booking Template — this email will be sent whenever a booking is cancelled,
either on-site or online. If a deposit may have been paid with the booking it should
clarify your refund policy.

e Online Received Template — this email will be sent to customers who book online
and should let them know that the booking has been made but is subject to
confirmation unless you have chosen to automatically accept all online bookings.

e Online Confirmed Template — once you confirm an online booking, this email will act
as a follow up to the Received email.

e Email Reminder Template — this email is sent to remind the customer of their
upcoming reservation, regardless of whether the booking is made online or on-site,
if you choose to have this option activated.

Where emails are optional, please see the Settings tab on this guide to find out how to
activate them.

Online Deposit Options

With no-shows becoming ever more damaging, taking a deposit with an online booking is a
useful safeguard. We provide this setting on a per session basis so that you can allow
bookings at certain times without a deposit if required. There are 3 options to consider
here. Firstly, you can set a number of covers as a trigger. If all bookings must pay a deposit
this will be 1, but if you only want a deposit from larger tables you can set this figure to
whatever level you need. The second and third options dictate the amount of deposit.
There’s an amount per cover, then a fixed amount. You can set the amount per cover to
zero, and have a fixed deposit amount only, or you can have a zero fixed amount and a
deposit per cover, or you can combine the two so that the deposit will be £x per cover + £y.

Sale Items

For online bookings you can choose to offer a selection of sale items for customers to pre-
add to their booking. This might be a cake or bottle of champagne for a party, or items from


https://www.memsecepos.co.uk/helpguides/how-to-guides/how-to-email-templates/
https://www.memsecepos.co.uk/helpguides/restaurant-bookings-guide/restaurant-bookings-guide-settings/#tab-id-6

a menu specific to this session (e.g Christmas Dinner). To apply this feature to a session, tick
the option ‘Allow purchasing of sale items’ and then click ‘Set up items’. You’ll see this
screen;

Session *

Available items: Search: Assigned items:

@[] Accommodation Description Price
@[] Bar Menu

@[] Bar Snacks

-] Bites/Snacks

=-[] Brandy

w-[] Breakfast

&[] Canapes

&[] Celllar/Wine Cage

-] Champagne & Sparkling Wine
=[] Cigars
E
E
E
E
E
E
E
G
f

7] Cocktail

5-[1 Deli

7-[] Desserts

#-[] Draughts

5[] Festive

=-[] Fortified Wines
+-[] Functions

7-[] Hot Drinks
#-I"1 Kids Foond

Add to assigned >> << Remove from assigned

0K Cancel << Back

You can search for the items you want to make available in the search box at the top, or you
can expand the categories in the list on the left by clicking on the ‘+’ sign to the left of the
category name. Put a tick in each item you’d like to make available and click ‘Add to
assigned’. Below we’ve added all the bottles of sparkling wine from the Champagne
category.



-
Session *

Available items: Search: Assigned items:

=-0 Description Price
&-[J Bar Menu Champagne - 1) Néz Pére Et Fils Cuvée Réser...  £39.00
w-[J Bar Snacks Champagne - 10) Ballo Sparkling Rose, NV <...  £27.50
w-[] Bites/Snacks Champagne - 2) Neattinger Brut Reserve <75...  £42.00
[ Brandy Champagne - 3) Drummer-Heidnseik Brut, N...  £45.00
@[] Breakfast Champagne - 4) Weevilinger Special Cuvée Br... £55.00
@-[] Canapes Champagne - 5) David-Rosenior Brut Rosé, N...  £55.00
&[] Celllar/Wine Cage

Champagne - 6) Evian-Travaillét Belle Epoque... £120.00
Champagne - 76) Tushege Gold Prosecco Bru... £32.00
Champagne - 9) Ballo Prosecco, NV <75dl> £27.50
Champagne - Champagne Rom. <75cl> £45.00
Champagne - Tushega Gold Rose <75dl> £32.00

=-[J Champagne

[0 1) Néz Pére Et Fils Cuvée Réservée <125ml>
-1 10) Ballo Sparkling Rose, NV <125ml:>

-1 9) Ballo Prosecco, NV <125ml:>

=[] Cigars
-] Cocktail
&[] Deli
&[] Desserts
&[] Draughts
-1 Festive

Add to assigned >> << Remove from assigned

0K Cancel << Back

If you wish to remove an item simply highlight it in the list on the right and click ‘Remove
from assigned’. Once you’re happy with the list of assigned items, click OK. This will return
you to the main list of defined sessions, so you may wish to leave this element to last when
defining or editing a session.

The last section in the session definition screen is the Terms & Conditions. When a customer
books online they will see these as soon as they’'ve selected the date they want to book (and
chosen this session if there is a choice of sessions on the day selected). You can leave this
section blank or use it for general booking terms. If you’ve set a deposit requirement it’s
best to explain that here so that the customer is aware they’ll need to pay before they
proceed any further. In order to ensure that they’ve read the terms and conditions you can
select the option ‘Require Customer Confirmation (Online Bookings)’. They will then need to
tick to acknowledge the terms and conditions before they can select the number of covers.
Below is an example of how this might look online;



EPoS

Memsec Bistro

Guest

DATE » SESSION » COVERS - TIME » DETAILS
REQUIREMENTS » CHECK = COMPLETE

Please note that a deposit of £5 per
person Is required for bookings for
6 or more people.

Please confirm you accept D

How many people?

— select — v

27/06/2022 > Lunch

« BACK NEXT »

Once you’re happy with the configuration of a session, click ‘OK’ and you’ll be returned to
the list of defined sessions. PLEASE NOTE THAT THE SESSION IS NOT SAVED UNTIL YOU
CLICK ‘SAVE’ ON THE BOOKING SETTINGS SCREEN. You will need to save a session before
you can utilise any of the other options listed below.




On the defined sessions tab, in addition to the Add and Edit buttons which allow you to
configure your sessions, there are buttons for Set Table Slots, Copy Session and Remove.

Set Table Slots

This option provides the ability to pre-determine which tables can be booked at which times
within a session, rather than allowing a free choice of tables as is the default. You can set
different durations for different tables, stagger bookings to help manage service and leave
times blank in order to create quieter periods. To set table slots, select the session you want
to configure in the defined session list and click Set Table Slots. You'll see a screen like this;

Sundays Table Slots ==
Table Covers 12:00 1245 12:30 12:45 1300 1315 13:30 1345 14:00 1
Table 1
Table 2
Table 3
Table 4
Table 5
Table 6
Table 7
Table 8
Table 11
Table 12
Table 13
Table 14
Table 15
Table 16
Table 17
Table 18
Table 19
Table 20
Table 23
Table 24
Table 25
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Add Remove Remove All Close

On the left are your table numbers from the table plan applicable to the selected session
and along the top are the time slots as defined by the start, end and slot period of the
selected session. To begin allocating slots, click ‘Add’. You'll see this screen;



Time: 12:00 - 12:15 L |'| »
Duration: F s 15 mins »

Tables:
Table 1 |
Table 2
Table 3
Table 4
Table 5
Table 6
Table 7
Table 8
Table 11

Tkl 47

Tables Selected:

Ok Close

Set the start time at the top, then the duration, then click on each of the tables you wish to
include in this slot in the list. Because duration usually changes with the number of covers, it
will usually make sense to select tables individually or to group together tables with the
same number of covers. In the example below we’ve selected 3 tables for 2 to have a 1%
hour duration starting at 12pm;



rSunday: Table Slots @
Table Covers 12:00 12115 12:30 12:45 13:00 1315 13:30 1345 #4:00 1
Table 1 B - .
Table 2 2 Time: 12:00 - 13:45 R i
Table 3 2 ) . :
Table 4 3 Duration: « 1 hour 45 mins »
Tabie 5 4 Tables:
Table 6 3
Table 7 4 Table 1
Table 8 4 Table 2 |
Table 1l 2
Table 12 2 Table 3
Table 13 2 Table 4
Table 4 2 Table 5
Table 15 2
— = Table 6
Table 17 = Table 7
Table 18 2 Table 8
o ~— QTapen |
Table 23 2 | Tables Selected:
Table 24 2
Table 25 2
oK Close
Add Remove Remowve All Close

In this scenario you may well repeat this slot every 2 hours, allowing 15 minutes between
bookings to provide time for cleaning the table and perhaps a little overrun. It’s entirely up
to you how you arrange the table slots but as soon as one or more slots are defined for a
session, those are the only booking times that will be available for that session so it’s
important to fill the day to your maximum capacity, while leaving some space for walk-ins as
appropriate. Below you can see an example of a full slot screen;



Sundays Table Slots

Table covers 12:45  13:00 13:15 13:30 1345 14:00 1115 #:30 14:45
Table 1 B
Table 2 2
Table 3 2 14:00 - 15:4
Table 4 3 I
Table 5 4
Table 6 3
Table 7 4
Table 8 4
Tabie 11 2 14:00 - 15:4
Table 12 2
Table 13 2
Table 14 2
Table 15 2
Table’® 2
Table 17 2 ]
Table 18 2 I
Table 19 2 I

Table 20 2 I
Table 23 2 [ ]
Tabe24 2 L]
Table 25 2

Add Remove Remove All Close

In the above example we’ve kept 3 adjacent tables for 2, numbers 13-15, free so that they
can be used for walk-ins either individually or combined.

Copy Session

It may well be the case that although you need separate sessions for say lunch and dinner,
other than the times covered the sessions will have very similar criteria such as slot interval,
covers per slot etc. Rather than creating a second session from scratch you can use the

‘Copy Session’ button. With the original session highlighted simply click this button and
you’ll see a prompt asking you to name the new session;

Copy Booking Session >

Please enter a name for the booking session

Mame: |

Save New Session Close

Enter the name and click ‘Save New Session’. All settings, including any allocated slots, will
be copied to the new session. You can then edit the new session to amend start and end
times and any other aspects where the two sessions differ. Naturally if you change the start
and end times then any slots copied over will be removed.



Remove

The Remove button allows you to delete a session that’s no longer in use. If you try to
remove a session that’s still in use, you’ll see a warning;

i
Remove Sezsion

This session is assigned in Active Sessions, please
remove it from there first.

OK

Please remember that any additions or changes you make to a session are only saved when
you click the main ‘Save’ button on the Booking Settings screen. If you click ‘Close” without
clicking ‘Save’ you'll see this warning;

Bocking Settings

Are you sure you wish to exit without saving
changes?

OK Cancel

L. A

Click ‘Cancel’ on here and then click ‘Save’.



