Training
Manual

1

Table of Contents:
Topic

Page

1.Login
1a. Weather Widget
1b.Time Widget
1c.Login Procedure
1d. Forgotten Password

5-7
5
5
5
5-7

2. Default Dashboard (brief overview of all action tabs)
2a. Upload Logo
2b. Change Outlet
2c. Outlet Location
2d. View Site
2e. Settings
2f. Logout
2g. Diary
2h. Orders
2i. Reservations
2j. Marketing
2k. Search Anything
2l. Home
2m. Make a Booking
2n. Walkin
2o. List View
2p. Table Layout View
2q. Waitlist
2r. Print
2s. Quick Stop Bookings
2t. Reservation Report
2u. Total bookings
2v. Total Covers
2w. Auto Refresh Control Panel
2x. Calendar
2y. Scroll Session Tab
2z. Grid
2aa. Booking
2ab. Intelligent Events
2ac. Tables Available
2ad. Activity at a Glance
2ae. Choose Session
2af. Waitlisted
2ag. Late Arrivals
2ah. Table Expected Available

9-15
9
9
9
9
9
9
10
10
10
10
10
10
11
11
11
12
12
12
13
13
13
13
13
14
14
14
14
14
14
14
15
15
15
15

2

3. Simple Settings
3.1 Restaurant Info
3.2 Opening Times
3.3 Restaurant Areas
3.4 Table layout
3.5 Time Slot
3.6 Default Table Turn Around Time
3.7 Max Covers
3.8 Change Password

16-19
16-17
17
18
18-19
19
19
19
19

4. Advanced Settings
4.1 General Settings
4.1.1 Smallest/Largest Booking
4.1.2 Promotions
4.1.3 Staff
4.1.4 Terms & Conditions
4.1.5 Booking Information Options
4.1.6 Multiple or Chain Restaurants
4.1.7 Social Media
4.1.8 Upload Logo
4.1.9 Get Customer Feedback
4.1.10 Source Management

20-27
20-24
20
20-21
21-22
22
22
22-23
23
23
23-24
24

4.2 Table Settings
4.2.1 Table Ranking
4.2.2 Closed Tables
4.2.3 Table Joins

25-26
25
25
26

4.3 Area Settings
4.3.1 Closed Area
4.3.2 Area Joins

26-27
26
26-27

4.4 Opening Times

27

5. Search Anything

28

6. Diner Profile

29-30

7. Make a Booking

31-32

8. Clicking on a Booking

33-34

9. Walk in Booking

35

10. Create a Waitlist Booking

36-37

11. List View

38

3

12. Table layout view

39

13. Quick Stop Bookings

40

14. Task & Reminder Management

41-43

15. Notes

44

16. Reports

45-49

17. Intelligent Events

50-51

4

1. Login

Fig: 1.1

1a) Weather Widget: Located in the top left hand corner. It tells you the
weather based on your location of the device you are accessing ResPilot
from.
1b) Time Widget: Located on the top right hand corner. The first line gives
you the date, followed by the Month, Year and Day of the week. The
bottom line tells you the time in HH:MM AM/PM format.
1c) Login procedure: Enter your user id as created (remember to use capital
letters if part of the user id), enter your password and click the ‘Log In’ tab.
1d) Forgotten Password: If you cannot remember your User Id, then please
contact the Administrator.
If you cannot remember your password then click the ‘Forgot Password’
tab.
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Fig: 1.2

Now enter your email id and click ‘Send’.
The system will auto generate a link and send it to your email id in order to
create a new password.

Fig: 1.3

Click on the ‘Click Here’ tab.

6

You will then be directed to the below web page

Fig: 1.4

Enter your new password (minimum 4 characters alpha-numeric)
Re-enter your new password and click update.
Now you will be redirected to the Log in page. Enter your User id and
password to log in to ResPilot.
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2) Default Dashboard
Once you log in the first view will be the Default Dashboard. This is the
main view of ResPilot which provides the user with a host of information
regarding the reservations.

Fig: 2.1

Fig: 2.2
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2a. Uploading Logo: Located at the top left hand corner. This is the logo of the
Restaurant using this system. The logo can be added or changed by clicking
Settings > Advanced Settings > General Settings > Logo. Currently only the
following image formats are compatible –
.gif
.png
.jpg
.jpeg
2b. Change Outlet: Located on the top of the page in the black ribbon.
Clicking this tab will display all the outlets linked to the Super Admin user id.
Selecting an outlet will show the Default dashboard of the chosen outlet. This
enables the Super Admin to access any outlet, observe live data, make changes
in real time from anywhere in the world (you will need broadband internet
access of course) and from any internet ready device with a browser.
2c. Outlet Location Displayed: Located on the top of the page in the black
ribbon. Displays which outlet is being viewed currently.
2d. View Site: Located on the top of the page in the black ribbon. Clicking the
‘View Site’ tab allows user to view the outlet website. This is just to check the
site after some changes have been made in the Content Management System.
2e. Settings: Located on the top of the page in the black ribbon. Allows the
user to access all the settings options for ResPilot in order to create, edit or
view rules. Detailed view of the settings tab is discussed later on in this
manual.
2f. Logout: Clicking the ‘Logout’ tab allows user to sign off ResPilot and go
back to the ‘Login mode’. Logging out is highly recommended when there is a
possibility of multiple users accessing ResPilot. The system records actions for
each booking based on the user id. By logging off it becomes easy to see which
user has changed the booking and on what date and time.
Also every user may have different access levels based on their designations
within the organization. By signing off it becomes impossible for a user with
specific rights accessing areas not within their remit.
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2g. Diary: Clicking the ‘Diary’ tab allows user to access ResPilot and all related
tasks and activities. Clicking on this tab also gives the user 4 options –
 Task & Reminders – Access to a comprehensive task management
system.
 Notes – Allows easy access to important information for the users
 Reports – A suite of reports providing incisive insights on customer
behaviour and usage patterns
 App Tray – One place for all your daily browsing activities.
2h. Orders: Allows authorised users CMS access to the online ordering widget.
The online ordering widget shares the same database as ResPilot and is linked
to it.
2i. Reservations: Allows authorised users CMS access to the online Booking
widget. The online booking widget shares the same database as ResPilot and is
linked to it, thereby enabling restaurants to offer real time online booking
facilities to their clients.
2j. Marketing: Clicking this tab gives the user access to Digital Restaurants
comprehensive Marketing tools and price plans. Increase your revenue and
grow your business. Easy signup and get a dedicated online marketing team
working for you.
2k. Search Anything: ResPilot’s search bar is powerful, intuitive and provides
results in real-time as you type. You can search for clients –
By name
By telephone number
By address
By email
By Company
By Preferences
By Guest Comments
2l. Home: Clicking on the ‘Home’ button takes the user to the Default
Dashboard mode in which he/she can view all the reservations in a grid view as
shown in Figure 2.1.
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2m. Make a Booking: Clicking this button opens up a Booking form which
enables the user to create a new booking. This process is a simple and quick
one, involving minimal usage of the keyboard.
2n. Walk In: Any customer who comes to dine in your restaurant without a
reservation is termed as a Walk In (provided you are able to accommodate the
customer). It is crucial to record all Walk In clients in ResPilot as it will provide
many important insights about your client mix, your peak and slow periods,
your staffing requirements etc.
2o. List View: Clicking on this tab enables the user to see all the bookings of the
day (all three sessions – breakfast, lunch and dinner) in a list form as shown in
the figure below:

Fig: 2.2

Only in the list view can a user see even the ‘Cancelled’ and ‘No Show’
bookings of the day.
Each booking is colour coded as per the status and the guide below the List
makes it easy for the user to understand what status each colour signifies. A
few days of use will ensure that the user does not need to refer to the status
guide anymore.
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2p. Table Layout View: Clicking on this tab enables the user to see the current
status of all the tables in the restaurant in a visual representation as shown in
page 12 Fig: 2.3
Please note that in this view you can only see the status of each table at the
current time.

Fig: 2.3

2q. Waitlist: Clicking on this tab enables the user to create a waitlisted booking
for a customer. This option is provided in case there is no availability for the
day and session desired by the customer. In this case the user can then waitlist
the customer by either clicking the ‘W’ tab or by clicking ‘Add’ next to the
Waitlisted column below the ‘Activity at a Glance’ bar.
Once there is availability then the user can convert the waitlisted booking into
a confirmed one by clicking on the name of the waitlisted customer.
2r. Print: Clicking on this tab will enable the user to print wherever this
functionality is available.
A user can print a list of all Tasks
A user can print the reservations shown in the list view (If you are using a
monochrome printer, only black ink, then printing this way is not
recommended. It will be much clearer if the reservation list is printed using ‘R’
tab in position 2t.)
A user can print any report
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2s. Quick Stop Bookings: Clicking this tab enables the user to quickly close out
the remaining part of the session without having to go into settings. This
feature is particularly useful when you are extremely busy and want to prevent
anybody from taking any further bookings or also preventing users from
making any bookings using the online booking widget.
2t. Reservation Report: Clicking this tab enables the user to quickly generate a
list of reservations within the user defined date range. By default, the system
will generate a list of all the bookings for the month.
The bookings are organised date wise in ascending order (from the 1st of the
month to the last day of the month).
This report provides the following details –
Date of Booking
Time of Booking
Name of Customer
Pax (Number of guests)
Table number assigned
Booking Status (whether Confirmed, Tentative, Cancelled, No Show, Seated)
Contact Number
Remarks
Source of the booking
2u. Total Bookings: This shows the total number of bookings for the day (a
total of all 3 sessions).
2v. Total Covers: This shows the total number of pax / covers for the day (a
total of all 3 sessions).
2w. Auto Refresh Control tabs: The system is programmed to refresh all
content at periodic intervals. This happens so that all new activity is saved and
the same content is shown regardless of the number of devices each
restaurant uses. This will prevent people from making changes, adding a new
booking for a table already allocated etc.
However, if only one device is being used by the restaurant then the user can
pause the refresh. Then the system will only refresh when a new activity is
detected.
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2x. Calendar: Use the calendar to navigate to different dates. Once a new date
is clicked then the details shown will be for that date, except the tables
available column, which is for the current date and current time only.
2y. Scroll Tab: Use this tab to navigate to the different sessions of the day.
You cannot use this tab to navigate to a different date.
2z. Grid: This is the grid on which the bookings will be shown. The grid has the
time slots on the ‘x axis’ and the table numbers (with the maximum covers of
each table shown against each table number) on the ‘y axis’. This grid is
scrollable only vertically.
2aa. Booking: This is how a booking is shown on the grid view. The information
shown is as follows
Time of booking
Salutation (Mr., Ms, etc)
First Name
Last Name
Number of guests / pax the booking is for
2ab. Intelligent Events: Intelligent Events is a unique tool which prompts the
user periodically (at pre-defined intervals) with incisive data or information
which will enable the user to increase their revenue and enhance customer
satisfaction. This system uses AI (Artificial Intelligence) to act as a conduit of
information for the user to make quick decisions.
2ac. Tables Available: This tab shows the number of tables available at the
current time. Any table that has already been allocated will not get populated
in this list. During busy periods this will give the user a quick snapshot of all
the tables available and how many pax can be seated on each table.
2ad. Activity at a Glance: This bar allows the user to access information which
will enable him/her to make quick decisions and never turn back a customer
due to lack of information. All the information shown under this heading is of
the current date and based on the session chosen.
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2ae. Choose Session: The user will need to choose the session to access
information related to the session. By default, it will show the current session.
2af. Waitlisted: Here the user can see all the waitlisted bookings, add new
waitlisted bookings and confirm waitlisted bookings when there is availability.
2ag. Late Arrivals: Here the user can see all customers who are more than 5
minutes late from their time of booking. This prompts the user to call them in
order to check whether they are coming in or getting further delayed. This
increases the yield and reduces empty tables.
2ah. Tables Expected Available: Here the user can see what tables are
expected to be available in the next 30 minutes. This is based on the default
table turnaround time entered while making the booking. This is by no means
accurate but gives the user a fairly good idea in order to resell tables and
increase yield.
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3. Settings:
Clicking the settings tab opens up a box with options for ‘Simple Settings’. A
number of options are displayed in this box which the user will have to
fill/create in order to set up the restaurant outlet.

 The settings option can only be accessed using the admin user id. This
cannot be accessed by user having Manager or server rights.
There are 2 other tabs in this box –
‘Back to Dashboard’ This enables the user to navigate back to the Grid view.
‘Go to Advanced Settings’ This enables the user to navigate to Advanced
Settings options.
3.1 Restaurant Info
Clicking this tab opens up an information box, where the user will have to
enter information related to Restaurant.
Name: Please enter the name of the Restaurant
Restaurant is a Hotel Restaurant: Leave this box unticked if this restaurant is
not part of a Hotel.
Admin Mobile: Please enter the Admin’s mobile number here. Any crucial
updates will be sent on this number for speedy access to the information.
Address: Enter the address of the Restaurant
Town: Enter the city/town where the Restaurant is located.
Zipcode/Postcode: Enter the complete code here. This will be used to show
the location of the restaurant on any emails sent to the customer.
Telephone Number: Enter the number that you want your customers to
contact you on.
Fax Number: Enter the fax number here. Hardly anyone uses the fax anymore
but we put it just in case!!
Email (For Bookings): Enter the email id, which will be used to send
confirmation emails to clients.  Please note that clients will respond to this
email id and therefore should be one that is monitored frequently.
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Email Web Bookings to the Bookings email address: Leave this tick marked as
any booking made by the guest using our online booking widget will be
emailed to this id.
Auto send email booking confirmations to guest: Leave this tick marked unless
you do not wish to send the automated booking confirmation email.
Additional booking email message: Apart from the default text of the email
(which is hard coded into the system and cannot be changed) here you can
enter some text which will be added to any auto confirmation email sent to
clients after a booking is made in their name. It could be anything related to
terms & conditions, a marketing message or even some general information
about the restaurant.
Email or technical/admin/forgotten password emails): Here we would
recommend that the email id of the admin is entered here, as password
reminders for all staff will be sent here.
Website Address: Enter the restaurant’s website address
SMS Mobile number: Enter the mobile number from which you wish to send
the booking confirmation and booking reminder texts from. Please remember
that guests might respond to this number and should be monitored frequently.
Table Layout Settings: To generate the table layout view, the table sizes and
dimensions have been set at a particular figure by default. However if the user
wishes to reduce or increase the size of the tables then it can be done from
here. For your convenience the default table sizes are mentioned for each
table, in case you wish to revert to the default table size at any point of time.
Save:  Please ensure that you do click save after making any changes,
otherwise the changes will not be saved and you will have to do them again.
3.2 Open Times: Here you enter the days of the week that your restaurant is
open (normally) and the times. You can have split opening times during each
day.
 Please mention the last order time correctly because the system will not
take bookings beyond the last order time. For example if your restaurant
closes at 3pm for lunch and you allow customers to come in even at 3pm, then
your last order time and your closing time will be the same that is 3pm.
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3.3 Restaurant Areas: A restaurant may have several areas where customers
can be seated, for example - ‘Lounge’, ‘Mezzanine’ etc, you can add them here.
If you have more than one restaurant area and you only open these areas for
larger bookings, please enter the smallest table size required to open these
areas. If the area is always open, simply leave the box blank.
By entering the smallest
3.4 Table Layout: Here you can create a representational layout of the
restaurant. This layout will be used in the table layout view.
You can create table layouts for all the different restaurant areas that you have
created.
You can choose to keep the grid or remove it by unticking the check box. We
would recommend that while creating the table layout the grid is displayed so
that proper alignment can be achieved while positioning the tables or any
features that you may want to add.
To add a table –
 Add the table number
 Add the maximum covers that you can forsee the table ever being used
for.
 Select the shape of the table
 Now you will see the table in the centre of the grid above. Click on the
table and drag to the desired position.
To Delete a table –
 Click on the table and then click the ‘Remove’ button.
 The system will ask you to confirm that you wish to delete the selected
table. Press enter and the table will be deleted.
To locate a table –
 If you are unable to find a table in the area and you find that the table is
in the drop down list, which is located below the ‘Show Grid’ Check box,
then select the table from the drop down list.
 Now click reset.
 You will find that the selected table has appeared to the centre of the
grid.
 Now you can click and drag it to the desired location.
To add/edit a feature –
 Select the feature you wish to add and then click ‘Add’
 Now click on the feature and drag to desired location in the grid.
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 You can increase or decrease the size of the features by clicking on it and
then bringing your cursor to the edge of the feature until you see
 You can rotate the feature clockwise or anti clockwise by clicking on the
feature and then clicking on the ‘Rotate’ tab.
 You can delete the feature by clicking on it and then clicking the
‘Remove’ tab.
 If you have clicked on a feature or a table and then want to add or edit
another feature or a table then you have to first click on the grid once to
release the selected table or feature and then select the next one.
3.5 Time slots: Set the intervals between each time slot here. For example, to
show time on the grid in 15 minute intervals set it as 15 minutes.
 For optimum viewing we would recommend that you keep the timeslots set
to 15 minutes.
3.6 Default Table Turn Time: Based on experience we can guess fairly
accurately how much time a customer spends in our restaurant from the time
he/she sits down to the time he/she vacates the table. This is called the
‘Default Turnaround Time’. For example, it might be 120 minutes or 150
minutes for a fine dining restaurant and 30 minutes for a fast food restaurant.
This figure is also used to calculate the tables expected to be available.
3.7 Max Covers: You might want to regulate how many covers can be taken for
one time slot. For example, you might want not more than 25 guests for one
time slot. If your restaurant is frequently booked in its entirety or you do get
large bookings regularly then you might want to have the maximum guests set.
For example - if your restaurant capacity is 100 and you do get frequent
bookings of party size 30, then you should at least enter 30 here.
3.8 Change Password: When Digital Restaurant creates a new restaurant it will
create a user id and password for the admin.
When the admin logs in to the system for the first time then we strongly
recommend that he/she changes the password for access. This can be done
here.
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4. Advanced Settings
To access ‘Advanced Settings’ please click the Settings tab and then the
‘Advance Settings’ tab. A number of options are displayed in this box which
the user will have to fill/create in order to set up the restaurant outlet.
 The settings option can only be accessed using the admin user id. This
cannot be accessed by user having Manager or server rights.
There are 2 other tabs in this box –
‘Back to Dashboard’ This enables the user to navigate back to the Grid view.
‘Back to Simple Settings’ This enables the user to navigate to Simple Settings
options.
 User can also click on the ‘Home’ Button to exit the Settings box completely
and return to grid view.
4.1 General Settings: This tab is clicked by default and gives 10 sub settings
options, which need to be completed.
4.1.1 Smallest/Largest Booking: On a busy day like Saturday or Valentine’s Day
you might not want to take bookings of 1 cover, for example or you might
want to restrict any large bookings on a specific day. Here you can specify day
wise and change it any number of times as per your requirement.
4.1.2 Promotions: Here you can create promotions, which can be then assigned
to a booking. There are no limits to how many you can create. Please note that
the promotions can be assigned only as per the start and end date you
mention. You can also specify how many bookings can avail the promotion.
 First give a name to the promotion. The name can be alpha numeric, or
comprises of just alphabets or just numbers. For example, I create a
promotion code called JanPR16.
 Specify the promotion detail in the ‘Description’ box. For example, ‘40%
discount on Food’. Keep the description short.
 Specify the start and end date of the promotion.
 You can specify the number of covers/pax that can use the promotion.
For example, you might want to keep the limit to 100 covers or 1000
covers. This is based on your requirement. If you are not sure, keep a
lower figure initially and then increase it later on.
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 Click save to confirm all the details of the promotion and activate it.
 There is a table in this setting which displays the details of the various
promotions –
Name of Promotion
Start Date
End Date
Remaining covers from the total allocated to each promotion
Covers that availed each promotion
There is an edit option, which allows user to edit the promotion details.
There is a Delete option if you wish to delete old promotion details.
4.1.3 Staff: Here you can add the employees allowed to use the system, create
a username and password and also specify the access level for each employee.
This function is accessible only to the Admin.
 It is recommended that all staff using this system have individual log in
credentials. This will enable one to see an audit trail on who has made what
changes to each booking.
To create log in credentials –
Enter First Name
Enter Last Name
Enter email id of the user
Create User name. It can be alpha numeric, or comprises of just
alphabets or just numbers.
Create password. It can be alpha numeric, or comprises of just
alphabets or just numbers.
Define Access levels from the drop down menu.
Click save.
Access Levels
Server Permissions Login
Make notes
Add a task and reminder
Make a booking
Edit Booking
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Server cannot Access Intelligent Events
Server cannot delete task
Manager Permission All server permissions
Can Access Reports
Can access intelligent events
Manager cannot Access multiple outlets
Manager cannot access Settings
Manager cannot delete task
Admin Permissions –
All server permissions
All Manager permissions
Can access and edit Settings
Can delete tasks
4.1.4 Terms & Conditions: Here you can customise the T&C’s which will then
appear as a footer in every booking confirmation email that is sent to
customers. You can also choose to deactivate it by unticking the box.
4.1.5 Booking Information options: Here you can create or delete quick labels
that can be assigned to customers. For example, if a customer has Gluten
Allergy then by clicking this field while making the booking will permanently
store it in the system. Next time when the same customer makes a booking,
the diner profile will show that detail. These fields are also searchable from
our ‘Search Anything’ tab.
 Do not make the list too long as it will also increase the height of the Make a
booking form. We would recommend that you create labels that are
frequently used in your restaurant.
4.1.6 Multiple or Chain Restaurants: If you manage/own a chain of restaurants
or have multiple restaurants then you can create their profile. Please note that
you will have to send a request to served@digital-restaurant.co.uk There will
be additional charges to create a new restaurant profile. However once done
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you can manage all your restaurants from anywhere in the world, from any
device as long as you are connected to the internet.
A table in this section shows the details of the multiple restaurants.
Restaurant Name
City/Town of location
Ability to go in to settings of each restaurant and edit if needed
Delete the Restaurant.
 However please note that once the restaurant is deleted all the information
along with it will be permanently deleted. So we would recommend that prior
to deleting please back up all your data.
 Only the Owner or an authorised person can view multiple chains. But once
you have access, ResPilot allows you to get real time access to any restaurant
of your chain from any device and from anywhere in the world as long as you
have internet.
4.1.7 Social Media: Specify your restaurant’s social media link here. Once done,
all booking confirmation emails will contain a link for the customer to click and
interact with your social media profile.
4.1.8 Logo: This is the logo of the Restaurant using this system. The logo can
be added or changed by clicking Settings > Advanced Settings > General
Settings > Logo. Currently only the following image formats are compatible –
.gif
.png
.jpg
.jpeg
 Please do not upload large files as this will slow down the system. Also as
the logo displayed will be small there is no need for a high resolution image.
4.1.9 Get Customer Feedback: Here you can create the feedback criteria which
will be displayed on the client profile and also in the booking form and then
used to record their satisfaction level after each visit.
You could create criteria’s like ‘Food’, ‘Service’, ‘Experience’ etc.
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The criteria will be displayed in the profile. So when feedback is received from
the customer, user can access the customer profile by searching by name or by
clicking on the booking.
Then update the star based feedback system and click save.
1 star is the lowest and 5 star being the highest.
Next time when the customer makes a booking their latest feedback will be
displayed in the booking form itself enabling the user to react accordingly.
4.1.10 Source: Here you can create sources of your bookings. For example, you
may get bookings via the telephone, email, Opentable or even from concierges
of various hotel.
By creating a list of sources one can analyse the performance of each source
vis a vis the other.
 When a hotel is created as a source please definitely add the word 'Hotel' in
it as it will be then used to analyse performance of concierges.
For example, do not create a source called 'Ritz Carlton'' but create 'Ritz
Carlton Hotel'. You can also assign the commission paid to each source for easy
monthly reports, reducing your admin time.
In this window you will also see a table which will list
Name of Source
Commission (if any)
Telephone number of the source
You can edit the source
You can delete the source (We would recommend not to delete a source as all
data connected to it will then disappear)
To create a new source the user will need to enter the following
Name of Source
Contact name of source (if there is, it could be the name of the head concierge)
Commission per pax
Telephone Number
Fax Number
Email
Facebook URL of the source (This can be used to post important details about
upcoming events or promotions on the Source’s Facebook page)
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4.2 Table Settings: Here the user can set rules regarding allocation of tables,
table joins or even close of tables (making it not available for use, in case of
any maintenance works or any other reason)
Clicking table settings result in 3 further sub menus.
4.2.1 Table Ranking: You may have a preference for what order that you want
ResPilot to allocate tables. Maybe you only use your "Mezzanine Area" when
you are really busy. Maybe Table 1 is near the kitchen entrance and should be
allocated last.
It could be that you prefer to use one part of the restaurant when you only
have a few covers.
All this can be done here. Remember you can always move reservations to
different tables, either at the time of booking or later. ResPilot will always
know that 5 covers can't go on a table of 4. ResPilot will always try and allocate
tables most efficiently and put a 1 on a two cover table and 2 on a 2 cover
table first, before allocating 2's to 4 cover tables. This will happen based on
the ranking of the tables that you as a user will have to create.
In the table the user will need to enter the
Ranking of the table (whether 1 or 2 or even 35. So a table ranked 1 will be the
first to be allocated by ResPilot based on the number of covers for the booking)
Table number
Minimum and maximum covers for each table
Area
You can toggle the rankings by moving the tables up or down.
4.2.2 Closed Tables: Here you can decide to make a table not available for
seating between a date and time range.
In the form you will need to enter
Table Number that you wish to make not available
Start Date
Start Time
End Date
End Time
You can edit this entry
You can delete this entry
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4.2.3 Table Joins: When you join tables together for larger parties, you may be
able to fit more covers on the joined tables than were on the individual tables.
This maybe because you join them with extensions or just that you can get
more chairs around the larger table.
You can show the maximum covers here that you can fit around each table if it
is joined.
You should set the minimum normally to 1.
At all other times except when joined, the table will have the standard number
of covers you set the table up for originally.
The system will also allocate table joins based on the rankings you have set up
in point 4.2.1 ‘Table Ranking’.
In the form, in order to create a table join you need to enter
Minimum covers that a table join should be allocated to
Maximum covers you need to allocate a table join to
Add the tables that you want to be part of the table join
Click save and it will appear in a tabulated form.
4.3 Area Settings: Here the user can decide which areas to close when needed
and also join 2 areas in case they can be allocated together for an event.
When you click on this tab you will get 2 sub menu options
4.3.1 Closed Areas: Here you can decide on the areas that need to be closed
for a specific date within a time range.
In the form the user will need to enter
The date that the area needs to be closed
Start Time
End Time
Select the area to be closed
Click save to get the details in a tabulated form
4.3.2 Area Joins: Join 2 areas to allow the automatic joining of tables from
these areas. This setting also allows the user to allocate 2 areas for a private
event.
In the form the user will need to enter
Area 1
Area 2
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Click save to see the result in a tabulated form.
4.4 Opening Times: Here the user can decide on which day the entire
restaurant including all the areas is completely closed.
This can be done by simply selecting the date in the calendar and clicking save.
You can see the result in a tabulated form.
Click ‘Delete’ to undo the closing.
You can also keep Partial Open times in case you are doing a reduced timing
due to Christmas or some refurbishments during the day, for example.
The user will need to enter the following information
Date on which you want partial opening times
Open time (What time do you want the restaurant to open)
Last order time
Closing Time
Clicking on save will populate the details in a tabulated form.
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5. Search Anything
ResPilot’s search bar is powerful, intuitive and provides results in real-time as
you type. You can search for clients –
By name
By telephone number
By address
By email
By Company
By Preferences
By Guest Comments
Once the search results are populated you can click the ‘Edit’ tab
To export the list as a .csv file
To export a list of all clients with Email id in order to send a quick email
You can even select the people from the list by ticking the check boxes next to
the names.

Fig: 5.1

Click on any of the names populated in the search result to access the Diner
Profile
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6. Diner Profile
You can access Diner/customer profile via 2 ways
By searching for the customer in the search box and then clicking on the
name.
By clicking on the booking of the customer and then clicking the ‘View
Profile’ tab.
The Diner Profile is the place where all customer related information is
stored. Viewing the profile will provide intelligence about the customer
which will enable the user to enhance the dining experience of the
customer.

Fig: 6.1

Information that a user can get from the profile is given below –
 Contact details of the Diner
 Birthday or Anniversary dates
 Diner Preferences (Nut allergy, VIP, Regular etc)
 Customer notes (The notes section is editable and is also viewed
while making a booking)

29

 Feedback. Here you can also add or change the feedback scoring
given by the customer
 Booking History: See the list of all the bookings – past and future
related to the particular customer
 Clicking on the ‘eye’ on the Booking History table will enable user to
view all the Booking Notes (Booking Notes are a record of all the
changes made to a particular booking including who made the
changes at what date and time. This is like an audit trail and not
editable by anyone. These notes enable a user to see who has
created the booking and who has made changes to the booking
subsequently) for that particular reservation.
 Diner Stats: See the spend of the customer in various categories and
also the rank of the customer based on total spend and number of
visits.
 You can also make a reservation from the diner profile by clicking
‘Add to Reservation’
 If you make any changes to the Diner Profile then do not forget to
click ‘Save’ or else the changes will not be reflected.
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7. Make a Booking
Click the Booking Tab to open a booking form as shown in the figure below.

Fig: 7.1

Once the Booking tab is clicked then a booking form opens up which will
enable the user to make a booking quickly.
Information that needs to be entered to make a booking –
 Select Venue. By default the system will select Restaurant (Main
dining area), however one can select the appropriate venue from the
drop down list.
 Select the date of the booking
 Select the session
 Enter the number of pax/customers
 Select the source of the booking. This has been made mandatory as
this allows useful reporting features. In a nutshell it will enable the
user to find out which sources provide bookings and their numbers.
 Duration. By default the system will populate the duration entered in
the settings, but this can be changed while making the booking.
 Please note that the duration can be entered only in minutes.
 Select the time slot
 The system will automatically allocate the table/s, however it can be
manually overridden by the user.
 Status. By default the status will be selected as confirmed, however
the user can change it from the drop down list
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 If the customer gives a promo code this can be selected from the
drop down list.
 Enter the name of the diner. If the diner is already registered then
the system will generate a list to select from and then will auto
populate all the details. However if this is a first time customer then
the following mandatory fields will need to be entered Title
First Name
Last Name
Phone (if the number entered is not a mobile number then please
untick the ‘Opt in’ button. If it is unticked then the system will
classify the number as ‘not a mobile number’, which will be useful
when sending sms confirmation of bookings or sms marketing).
 Select the preferences if the customer informs you
 Enter any comments (if you need to)
 Just have a quick glance at the booking summary
 Click ‘Complete Booking’ to create the booking and send a
confirmation either by email or SMS.
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8. Clicking on a Booking
The user can perform multiple actions for a booking by clicking on it. The same
actions can be performed in any of the 3 views –
Grid View
List View
Table Layout View

Fig: 8.1

Multiple Actions that a user can perform are –
Change status of the booking (mark seated, change to tentative etc)
Mark the guest as No Show (if the guest does not turn up inspite of making the
booking). Marking the guest as No Show will remove the booking from the
Grid view and the Table Layout View.
Mark the guest as cancelled. Marking the guest as Cancelled will remove the
booking from the Grid view and the Table Layout View.
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Make the table available. This action can be done only after the guest has
been marked as ‘Seated’ and while the customer is on the table. The purpose
of having this option is in case the guest leaves earlier than the duration of the
booking, due to any reason, then the table can be made available in order to
sell it again.
Quick View of the booking showing important details about the reservation like
contact details, departure time, guest comments, preference, source and table
allocated.
View Customer profile by clicking on the ‘View Profile’ tab
Edit the booking: Change the date, pax, time, area reserved, table allocated,
Diner details etc by clicking this tab.
Repeat the booking: Create another booking for the same customer for
another date or session and save time by not having to enter the Diner details
all over again.
Delete Booking: Only the admin has the authorization to delete bookings
Lock a Booking: This option is given in case you wish to ensure that no details
is changed of the customer once the booking has been made. For example, if a
customer has specifically asked for a particular table then after making the
booking the user can lock the booking. A lock symbol will appear next to the
booking, which will inform all other users that no details of this booking should
be changed.
To make changes the user will have to unlock the booking by clicking the same
tab once again.
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9. Walk In Booking
Any customer who comes to the restaurant without a booking is termed as a
Walk in.
It is essential that all walk ins are recorded in the system as this data is used to
populate reports which give insights On the busy and slack times
On Footfall by the hour
On ratio of Reservations vs Walk in
The above reports enable the user to make duty rosters with fair amount of
accuracy and also decide on promotions to promote slack periods.

Fig: 9.1

Click the ‘Walking person’ tab to open a booking form for a Walk in
booking.
The details that need to be entered to complete the booking are –
Pax/Number of Customers
There are a few other details that can be changed in the form –
Duration of the booking (you may decide to take a walk in for less than the
default duration)
You may decide to override the table selection of the system.
As you can see taking a walk in booking is a very quick process designed to
encourage users to record this statistic.
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10. Create a Waitlist Booking
ResPilot offers the facility to waitlist a booking in case there is no availability
for a particular date and session. Therefore when availability does arise
due to cancellation, no show or any other reason the waitlisted booking can
be then confirmed, ensuring no revenue is lost.

Fig. 10.1

Clicking the ‘W’ tab will open a form to create a Waitlisted booking.
Details that need to be entered to create this booking are –
Date of the booking
First Name
Last Name
Session (whether Breakfast, lunch or Dinner)
Number of Pax
Phone number of customer
Once the Wailist booking has been created it will populate the Waitlist
column below the ‘Activity at a Glance’ heading.
To confirm a Waitlisted booking all the user has to do is click on the booking
itself. This will open the usual booking form. Now enter all the relevant
details and save the form to create a confirmed booking.
One can also add a Waitlisted booking by clicking the ‘Add’ tab in the
waitlisted column.
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Fig: 10.1
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11. List View
This is another method to view all bookings for the day. The bookings are
displayed in a list form as shown below:

Fig: 11.1

Clicking the circled tab will display all the bookings of the day in a list form.
This is the only place where you can see even cancelled and no show
bookings.
All the bookings have a colour coded status with the legend given below the
table to figure out what each colour signifies.
The user can click on any booking to do multiple actions as discussed in
point 8. Clicking on a Booking.
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12. Table Layout View
Table Layout View: Clicking on this tab enables the user to see the current
status of all the tables in the restaurant in a visual representation as shown
below:

Fig: 11.1

Please note that in this view you can only see the status of each table at the
current time.
However, you can navigate by clicking on the desired time slot as shown in
the above figure.
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13. Quick Stop Bookings
Clicking this tab enables the user to quickly close out the remaining part of
the session without having to go into settings. This feature is particularly
useful when you are extremely busy and want to prevent anybody from
taking any further bookings or also preventing users from making any
bookings using the online booking widget.

Fig: 13.1

As shown in the figure above the user can perform the following –
Close a particular session for the current date for the selected area
Close all sessions for a particular date for the selected area
Close all areas for a particular session for the current date
Close all areas for all the sessions for the current date
The user will have to mention the reason for the closeout, which can be
accessed separately.
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14. Tasks & Reminders
Click on the ‘Diary’ tab to access a sub tool bar which has a ‘Task &
Reminder’ tab. Clicking on the tab opens the Tasks & Reminders
management page.

Fig: 14.1

By default the page with the most recent tasks will be displayed, as shown
below:

Fig: 14.2
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If you wish to see all the tasks then please click the tab ‘Back to All Task’
and you will be taken to the page displaying all the task created till date, as
shown below:

Fig: 14.3

In the above figure you can view –
All completed tasks (tasks with a strike through)
All overdue tasks (tasks in red text)
Due Date of each task
Who has the task been assigned to
Reminder date set for each task
User can sort the list in ascending or descending order based on tasks, Due
date, Person task assigned to, reminder date.
User can delete tasks by clicking on the ‘x’ tab located next to each task. Tasks
can be deleted only by the Admin.
The list of tasks can also be printed as per what is shown on the screen, by
clicking the Printer icon.
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Create a New Task: User can create a new task by clicking the cursor on ‘Click
here to add a new Task’ tab.
By doing so a form opens up as shown below:

Fig: 14.4

Enter the task
Select the Due date
Assign it to a person
Add a reminder date and time
Click submit to create the task.
When the user clicks submit an email is sent to the person, who the task is
assigned to, with all the task details including the due date.
If a reminder is selected then a reminder email is sent at the selected date and
time to the same user reminding him/her of the task due for completion.
 This is a great tool to increase productivity and ensure that users rarely
forget tasks assigned to them.
User can also edit a task by clicking on it and making the necessary changes.
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15. Notes
Clicking on the ‘Diary’ tab opens up a sub tool bar. Here one can see a tab for
‘Notes’.
Clicking on this tab opens up a box with a calendar and an area for adding
notes as shown below –

Fig: 15.1

User can select a date and then enter the notes in the box below. Once the
notes have been entered please click ‘Save’.
Any date that has notes will be highlighted in red.
Next to the notes the name of the user entering the notes will be mentioned.
This is based on whose login id has been used to log in to the system.
The notes can be deleted but only by the admin.
The notes section can be used for the purpose of disseminating information
between all the users.
For example if a customer has forgotten his/her umbrella, then a note can be
entered informing the name of the customer and the place where it is stored.
Now all users will be aware of the same and correspond with the customer in
case of any query.
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16. Reports
Clicking on the ‘Diary’ tab opens up a sub tool bar with the ‘Reports’ tab.
Clicking on this tab opens a window with a list of 16 reports.

Fig: 16.1

These reports provide incisive insights on customer behaviour and usage
patterns.
 All reports are enabled for sorting in ascending or descending order.
 All reports can be printed or exported in a .csv format
The list of reports are mentioned below  Customer Spend by Categories: Clicking on this report will give the user
information of all customers and their spending patterns.
By default the report generates data for the current month. However
the user can choose a date range and generate the report.
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 Customer Activity Report: Clicking on this report will give the user
information of all customers and their usage patterns.
By default, the report generates data for the current month. However,
the user can choose a date range and generate the report.
This report also shows the date of the last visit made by each customer
 Event Report: Clicking on this report will give the user a list of all
upcoming events in the restaurant.
By default, the report generates data for the current month. However,
the user can choose a date range and generate the report.
 The system identifies the booking as an event booking when atleast 2
fields of the Event Booking tab are filled in. So if the booking is an event
then please fill in atleast 2 tabs of the event details in the Booking form.
 Walk in Report: Clicking on this report displays the date wise and session
wise breakup of walk in customers.
By default, the report generates data for the current month. However,
the user can choose a date range and generate the report.
 Customer Mix by Day of the Week: Clicking on this report will give the
user a breakup of the covers through bookings vs covers through walk
in, consolidated by day of the week.
By default, the report generates data for the current month. However,
the user can choose a date range and generate the report.
 This report helps the user to understand the walk in trend and
therefore help in forecasting revenue as well as staff roster.
 Contact List: Clicking on this report will give the user a list of all the
customers who have visited the restaurant since time began and their
contact details.
 We strongly recommend that you export the entire list as a .csv file at
least once every month. This will ensure that your data is never lost
even if the world ends.
 Reservation Report: Clicking on this report will give the user a list of all
upcoming reservations in the restaurant.
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By default, the report generates data for the current month. However,
the user can choose a date range and generate the report.
The report is generated date wise and also gives the status and source of
each booking.
 Always print a list of the days booking and keep at the reception.
 Footfall Report: Clicking on this report will give the user an hourly
breakdown of covers coming in to the restaurant consolidated for the
day of the week for a month.
By default the report will generate figures for the last 60 days, for the
next 5 hours from the current time.
However, the user can select the date range and the time range to
generate a new report.
 This report will give a clear indication on the slack hours of the day
and will help the user to formulate promotions and staff roster.
 Promotions Report: Clicking on this report will help the user to monitor
the performance of the promotions held in the restaurant.
By default the report will generate the current month data, however the
user can select a date range to generate fresh data.
 Through this report the user can see the number of covers come
through due to the promotion vs the regular covers.
 Booking Source Cover Report – Overview: This report shows the
performance of each source based on the number of pax/covers each
source generates.
By default the report is generated for the last 60 days but the user can
select the date range to generate a fresh report.
 This report helps the user to monitor the performance of the source
and then take decisions on incentives or means to improve yield from
low performing sources.
 Booking Source Cover Report – Detailed: This report gives a detailed
view of each source.
By default it shows the top most source shown in the drop down menu
while making a booking for a period of last 60 days.
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However, the user can select the date range and select the source from
the drop down menu and generate a fresh report.
In this report one can also calculate and commissions given to sources
like the hotel concierges.
 This report will reduce a lot of admin work if you are a restaurant that
deals with a lot of concierges and pays them commission for each cover
they generate.
 Concierge Performance: This report helps the user to monitor the covers
generated by concierges of different hotels.
This will help users identify Hotels that are generating lot of covers and
reward them or Hotels that are low yield and need further
incentivization.
By default it shows the top most source shown in the drop down menu
while making a booking for a period of last 60 days.
However, the user can select the date range and select the source from
the drop down menu and generate a fresh report.
 While creating the source it is very important to mention ‘Hotel’ for
every hotel name. That is how the system identifies and generates
Concierge related reports.
For example – ‘Four Seasons Hotel’ is the correct way and not – ‘Four
Seasons’
 Concierge List: This report generates a list of all the Hotels, the names of
the concierges, contact details of the Hotels and their Facebook pages.
This list can be used for calling concierges of various Hotels or updating
their Facebook pages with info about your restaurant.
 No Show Bookings: This report generates a list of all customers that have
not turned up inspite of having made bookings.
By default the list is a compilation of the current month, however the
user can select a date range and generate a fresh report.
 Cancelled Bookings: This report generates a list of all customers that
have cancelled their bookings.
By default the list is a compilation of the current month, however the
user can select a date range and generate a fresh report.
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 Waitlisted Bookings: This report generates a list of all customers that
have been waitlisted due to lack of availability.
By default the list is a compilation of the current month, however the
user can select a date range and generate a fresh report.
 This report can be useful in order consolidate all the waitlisted
bookings and see if they can be confirmed.
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17. Intelligent Events
Intelligent Events is a unique tool which prompts the user periodically (at predefined intervals) with incisive data or information which will enable the user
to increase their revenue and enhance customer satisfaction.
This system uses AI (Artificial Intelligence) to act as a conduit of information for
the user to make quick decisions.
This tool gently prompts the user into taking action on certain pre-defined
criteria’s in order to increase revenue and enhance customer satisfaction.
Some of the prompts have their origin from the Reports section. However the
reason for that is to convert a passive user of ResPilot to an active one,
because it will then help the business grow.

Fig: 17.1

Whenever there is a notification (an Intelligent Event prompt) the number
within the red box will change from 0 to 1 or 2 or even 6.
Clicking anywhere on the Intelligent Event tab opens up a box displaying all the
notifications.
Currently the type of IE prompts are –
 Birthdate or Anniversary of customer
 List of guests who have not visited in the last 90 days
 Booking Source breakdown, in order to encourage users to reward star
performers and take steps to increase covers from laggards.
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 List of all tentative reservations for the current month. This prompt
encourages the user to try and confirm all tentative bookings and if not
happening then clear the booking diary.
 Walk in Prompt: This prompt shows the user the consolidated count of
walk in customers day wise for the previous month, enabling them to
figure out busy and slack periods.
 Waitlist Prompt: This prompt generates a list of all customers that have
been waitlisted due to lack of availability.
This prompt can be useful in order consolidate all the waitlisted
bookings and see if they can be confirmed.
All the data listed in the prompts can be exported in order to communicate
with the customers via SMS, email or even calling them.
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