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1.HOW TO ADD NOTES 2.HOW TO SELECT DATE & SHIFT

How to Add Daily Notes How to Select a Date and Shift
Use daily notes to remind your staff of important information for the day such as special event
bookings! Your staff can check for daily notes both on the iPad and the Web Portal

-
Tus, Mar 26 > v Dinner
Ounmtri Jemtics - T
John Alex . o
"
Avsra Donna
s e , @

asom 3 - O
Samuel Burkhardt BryanPritcharg ¥ Maian
7:00 PM 1
Oylan Baldwin =
715 1
Damon Stork

P 1
Dan Pelles s |
5. Burkhardt £
#:00 P14
william Kim
8:30 P Dinner
Bryan Pritchard
.

som
Derek Baley

9:30 P14
Jenniter Sedgewick




1.HOW TO UPDATE RESERVATION STATUSES 2.LAYERS

How to Update Reservation Statuses Layers

Assure that everyone is on the same page by keeping reservation statuses up to date. Statuses Activate different data layers to help you better understand your floorplan in service

are customizable! (Refer to the web training)
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1.HOW TO BOOK A RESERVATION 2.HOW TO BOOK A RESERVATION (CONTINUED)

How to Book a Reservation How to Book a Reservation (continued)
Book a Reservation at any time! How to read and select an existing guest profile
1. Date

Alexa Detzi
SevenRooms - +1(610) 657-2327 - deetz@sevenrooms.com

Alexa met our GM in Las Vegas last summer, they are very close
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1.HOW TO SEAT GUESTS 2. HOW TO SEAT GUESTS (CONTINUED)

Additional Details How to Seat a Guest (continued)

Mar‘;age communications that are sent out to your guests

NOTIFICATIONS

. Send Booking Notification Email Now @

D Send Reminder Email &

. Send Reminder SMS @

‘ Send Feedback Email @

How to Seat a Guest

Seating can be done one of two ways




1.RESERVATION TAB 2.RESERVATION FLYOUT OVERVIEW

Reservations Tab Reservation Flyout Overview
View just your upcoming reservations for the day
1. Reservation Overview - See reservation 2. Profile - Review the profile under this

details in one view! reservation and update any new information!

Mr Rusten Asadorian
P

14 Reservations

5. Activity - Activity log will list any

3. SMS - Send SMS message with 4. History - View historical visits, changes or updates made to this
your client and remind them of his/her track historical POS spending with our reservation and include the user that's
reservation! integration. affiliated to it.

CLIENT TAGS

b. Filter: configure default reservation view




1.GRID VIEW 2.HOW TO MANAGE YOUR WAIT LIST

Grid View

Visual r

How to Manage your Waitlist
Waitlist - You can add a walk-inr
availability using the blue button

entation of r

rvations by table, interval and duration

servation to the waitlist when you don’t have immediate

Note: Each box represents a reservation and it reflects the status, party size, table number, client name, table
assignment and provides users the ability to adjust the move and change the duration
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1.HOW TO MANAGE YOUR WAIT LIST (CONTINUED) 2.COVER FLOW

How to Manage your Waitlist (continued)
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Cover Flow

View your upcoming reservations in chronological order or expected turn times of occupied
tables. (Each box is a reservation, the number within = party size of the reservation, different
colored boxes represent the status of the reservation
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1.TURN FLOW 2.TURN FLOW (CONTINUED

Turn Flow Turn Flow (continued)
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1.HOW TO MAINTANE A GUEST LIST 2.HOW TO MANAGE A GUEST LIST

How to Maintain a Guest list
No more pen and paper for checking in guests at events
accessible way to check your Guestlist at the door or on the go

Suestlist on Mobile is your easy and
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1.ASSING SERVERS

Assign Servers
Keep your server roster up to date and a
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1.HOW TO TRACK LIVE SPENDS 2.HOW TO FIND A CLIENT PROFILE

How to Track Live spending How to Find a Client Profile

See what your tables are spending in real-time using our POS integration You can search by name, phone number or reservation number to surface client profiles
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Additional Settings

Discover settings that will help you customize SevenRooms to your own preferen

a Wed, Apr 24 Dinner

Change Venue Default
Unassign All Tables Table { Bar
Reservation & Seating Seating Area
Chit Printing & POS Paying / Comp

Notifications

Show Waitlist Entries in Arrived Section

Layouts

Smart Sort (recommended)
Tables

Sort By Arrived Time
Seating Areas

Rooms Sort By Reservation Time [ Expected Seating Time

‘ \ D D I I I O‘ \ N L Reservations
Show Problem Reservation Alerts
S E I I I N G S Show Upcoming Table Combinations on Floorplan

Show Table Recommendations
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