
HOTEL MANAGEMENT SYSTEM: FRONT OFFICE 

We’ll start with the login screen of FRONT OFFICE:  

 

a) Select the Financial year 
b) Enter your username and password and click OK to log into the Front office module. 
c) Keep note that the missing features of the software might not have provided to you by the 

administrator. 
d) Upon clicking OK, you’ll see the GUI of FRONT OFFICE module on which you’ll work. 



 

   
Overview of Front office :  
 Top of the screen contains the menu bar which contains all the functions related to software. 
 Below the menu bar is the quick shortcut keys to the menu options used frequently. 
 Then you have the refresh and update button along the room color indicator. 
 Next, we have the most important Room chart which contains all the information of status of 

Room. 
 Below that, you have the occupancy info along with other information as vacant, booked, 

inactive rooms. 
 Towards, the right of the screen we have the Hotel information. 
 Hope that’s all you would need to know to run this module effectively. 
 Let’s start with the menu bar items and thereon:  

 

1. CHECK-IN: It’s the first menu option and the most used too. The main objective of any 
software application is to check-in and check-out the guest, we’ll discuss the entire 
complexion and details while check-in a guest. So, let’s start with the menu CHECK-IN: 



 
A) Guest Check-In: This is the normal ‘guest check-in’ or the conventional way. If you wish 

to quickly complete this process then ‘Quick Check_in’ is the way for you. 
Clicking ‘Guest Check-In’ will popup the guest form screen. It appears as the picture 
below: 

 
 Arrival Date would be your software current date and you can’t move it to 

backwards. 
 Departure date can be setup by the user by only to the forward but later than 

the arrival date. 
 Arrival Time too can be changed by the user. By default it would contain the 

system time. 
 You can check the Room type availability by Selecting the Room type from the 

drop down menu and click Check Room Availability and it would show the 
Vacant room on that specific room type. Here is an example: 



 

 The above picture shows that 3 rooms are vacant in DELUXE category. You can 
also check for other room’s category through this process. 

 Next, click on Walk-In Guest to let the Guest Form appear. 

 

 This is the guest form fill-up section and the fields in Red are compulsory to fill. You 
cannot proceed next without filling them. 

 Reg. no and Hotel Reg. no will be preloaded, you can change the Hotel Reg. no though. 
 Key in the guest name, address, state, Age, country, contact no, email, pax, purpose, 

arrival from, departure to and other details in the form. 
 State drop down menu will be empty for the first time, so you need to click on New 

state from the drop down and enter the state names to save in the database. Here is an 
example:  



 

 I clicked on, New state from the State drop down menu and STATE DETAILS menu 
appeared, wherein I write the State name and saved it by clicking on ADD button. 

 If you like to have the ID proof details of the guest saved in the software too, then set 
the status as YES and this window will appear: 

      

 Select the ID Proof Type and write in the ID no. You can also browse the scanned 
picture of the ID proof and attach it to the image and click OK to save the information. 

 Select the Mode of transport from the drop down option. 
 Select the Payment mode. If the guest is COMPANY GUEST then you’ll need to fill the 

information to move next. Let’s take an example: 



 

 You’ll need to enter the company name. If it’s not in the list then create it through 
COMPANY GUEST and select it. 

 Select the Grade and discount you wish to provide the guest and click ok to save. 
 Write in the remarks for the guest and attach the scanned photograph of the customer 

if you need to and click ROOM ALLOTMENT to move next. 

 

 This will load the next page, wherein you can allot them the room. Let’s see how: 



 

 You can check mark the Room No you want to allot the guest. It will prompt you to 
enter the single or double occupancy room as shown in the next image: 

 

 S will take up the single occupancy charges and d for double. 
 Tick the Guest type. It consists of 3 types: 
a) GUEST CHECK-IN: If selected, it will take the room rent as described in the database for 

single or double as selected.  



 

 You can change the default rate set in the database through Flat Rent. Tick the YES 
option and a popup window will appear as shown next: 

 

 Enter the user defined amount here and check mark the taxes option if you wish to 
include all takes in the amount itself or leave them as it is if you wish to calculate the 
takes above the user defined amount. Here is the image: 

 

 If you like to allot the room for a total of 1500 including all the takes then tick all the 
taxes and see the changes in the next image: 

 

 

 



b) COMPLIMENTARY GUEST: We use this option when allotting a room to guest without 
any charge. Hence just tick the option and leave everything as it is. Here is an example: 

 

c) PACKAGE: If the guest is under some special package, then this option is used and also 
requires some other options to be selected too as shown below: 

 

 Select the Package ID from the drop down list. It might be empty for the first time as it 
might not have been created. You can create one in MIS under Master as PACKAGE 
MASTER.  

 Once created, it will show in the drop down list. Select the Package ID and details will fill 
up automatically and save it as shown below: 

 



 Click SAVE to allocate the selected room with the customized rate to the guest. 
 Upon completion of check-in, you’ll find the guest room status in the ROOM CHART on 

the home screen of the software as shown below: 

 

 

B) QUICK CHECK-IN: This option is generally used when the user is in hurry or has to check-
in many guests at a time, so he can go through without filling the not so important 
details to increase the efficiency. Here is the menu button to start this option: 

 

 This will bring up the check-in form, but will be more composed and short as to the 
normal check-in method.  

 Here is the date and time setting first:  



 

 Click proceed to move next: 

 

 Enter the Register number in GRC No and so on other details too. 
 Select the Room from the Room No drop down list. 
 Click the ‘save’ button to check-in the guest. 
 You can later on add more details to the guest account through Modify guest check-in 

details. 
2. RESERVATION: As the name suggest this section deals with the early reservation of the 

guest. This section is again sub-divided into 5 parts. Let’s look and understand each section:  

 

 



2.1)   New Reservation: This section deals with pre-check-in booking so as the system 
remember and blocks the reserved room for the advanced booking guest. Here is the 
screenshot of how it appears and works: 

 

 First window is similar to that of Guest Check-In and shows you the room type 
availability. 

 

 Next is the window with the guest information fill-up. It’s similar to normal guest check-
in excluding a few option, we’ll discuss them one by one: 

 Reservation no. will be default and cannot be changed. Enter the salutation for name 
and other information. 

 Make sure that fields in RED COLOR are compulsory to fill. 
 Enter user name in Booked by and mobile no. in Contact no. , booking mode, facility and 

date of booking. 



 Click ADD to save the booking in the database as shown in the next screenshot: 

 

 These will pop-up a notification near the address field to confirm the booking as shown 
in the above picture. 

 Click on ROOM ALLOTMENT to continue booking. The next window will appear like this: 

 



 Select the room category you wish to allot the guest. It will pop-up for single or double 
occupancy. Mention s for single and d for double and the next window will appear like 
this: 

 

 Click Yes if you want to add any special Tariff and No if you don’t. 
 Next, select the guest type as we did in the normal check-in above. 
 The most important section in this window is TENTATIVE AND CONFIRMED. If you tick 

Tentative then software will not block the room for the guest and if done so then it will 
block the allotted room on the BOOKING GUEST ARRIVAL DATE. 

 Clicking CONFIRMED will again pop-up a window to let you block the room from the list 
of ROOMS under that category as shown in the screenshot : 

IF clicked YES, it will show the list of rooms: 



 

 Select the room no from the list and save the booking by clicking on SAVE button. 
 This will confirm the booking and since the guest arrival date was TODAY’S DATE, hence 

the room chart blocked it and indicating it through the green color: 

 

 Booking confirmed and we’re ready to move the next section. 



2.2)   RESERVATION CANCELLATION: Yes, the name says it all. You can cancel the already 
booked rooms in this section. Let’s see the interface of the cancellation: 

 

 You can search the booking through the guest name or Registration no too. 
 Another method of searching the booking is through the date interval. 
 We can see the booking we did just now in this list and can cancel it. 
 Select the booking and click on OK button to continue the cancellation. 

 

 Just put in the remarks and clicks CONFIRM to cancel the booking. 
 We are not cancellation it to show other sections in reservation and will do it at last. 



2.3)   RESERVATION STATUS: This will let you know how many rooms have been booked 
by now and their details. Here is the overview of how it appears: 

 

 You can view all categories status at once as shown above by selecting the ROOM 
TYPE as ‘-------ALL ROOM TYPE------’ and each category separately too by selecting the 
category from the drop down list. 

 You can also export the status information to excel sheet by clicking on EXPORT 
button. 

2.4)   RESERVATION REPORT: You can have the monthly/yearly report of how many 
booking being made till date through this option. Here is how it appears and works: 

  

 Click OK button to generate the report. We are generating the report for the month of 
October.  

 Let’s see how the reports appears: 



 

 It shows the booking we made earlier, since there were no other booking for the 
month. 

 You can print out this report for future use. 

2.5)   MODIFY RESERVATION: This feature allows you to make changes to the already 
booked rooms and do a lot other things:  

 

 Select the guest booking and click OK to continue. 



 

 You can make the desired changes in this section and click ROOM ALLOTMENT to 
continue. 

 

 Change the room rent and room for the guest you wish to and click SAVE to confirm 
the changes. 



3. MODIFICATION: This section deals with the modification of already checked in guests. You 
can modify anything to everything of the guest you wish to and save to effect the changes.  

 

This section again consists of two parts: “modify check in details” and “room shifting”. We’ll 
learn their usage and working in the next pages: 
3.1)   MODIFY CHECK IN DETAILS: This part is all about the guest account modification from 

changing his name to his room rent. Let’s go ahead and see how it works: 

 
 Let’s try to modify the guest we have checked in at the start of this manual i.e. Gopal 
 You can either double click the guest or select it and click OK to continue. 
 This will pop up a new window with the guest details you have selected and you can 

thereon change the information as shown in the next screenshot:  



 

 The information appeared in this window can be changes here and to continue click on 
ROOM ALLOTMENT:  

 

 You can change the no. of Pax, guest type, room rent, package and anything to the guest 
account you wish and click Save to let the changes take place. 

 Upon saving, click YES twice to the popup windows confirming the changes and it’s 
done. 



3.2)   SHIFTING ROOMS: You can use this section as a two way device which can perform 
both room shifting and user details modification. Let’s have the look and feel of the 
window:  

 

 Either double click the guest or select the guest and click OK to continue. 

 

 Make sure to mention the country in this section otherwise a RUN TIME ERROR will 
appear. If there is no Nation available to select then go to menu option TOOLS----> 
COUNTRY MASTER to create a new nation. 

 Click on the ROOM ALLOTMENT button once the changes being done to continue. 
 The next window will show the list of rooms vacant at the given time for you to select 

the room you wish to move to. Here is the screenshot: 



 

 The default selected room no would be the one guest is staying in and needs to be 
changed. 

 Un-tick the room no from which the guest is moving and tick the one he is shifting to. 
 This will prompt you to select the room occupancy as single or double as shown in the 

next window:  

 

 Write s for single and d for double and OK to continue. 

 



 TO save the changes being made click on Save button and Yes to confirm and room will 
be changes for the specified guest. 

 

 Have a look to the room chart now for the room being changes from 122 to 123:  

 

 



4. BILL POSTING: The bills other than regular one’s are considered in this section. You can post 
any bill to the guest account he used by using bill posting. Let’s see how it appears and works:  

 

 Select the Room no. or Registration no. of the guest to post the bills to his account. 
 Let’s post some bills to room no: 123 we have just shifted: 

 



 Let’s start with the EXTRA BED provided to the guest. 

 

 After entering all information just click on SAVE button to apply the changes and click YES to 
the confirmation popup. 

 The service tax percentage in this section differs from particulars to particulars. 
 Particulars under front office such as ROOM RENT, EXTRA BED have s. tax of 7.42% 
 Particulars other than this will take the s. tax percentage from OTHER TAXES in SETTINGS 

NO: 3 OF MIS 
 You can exclude the S.tax from any particulars by just un-tick the service tax column. 
 You can also have the print out of the bill post by selecting the printing format and click on 

PRINT BUTTON. 
 You could also DELETE any post through the DELETE option provided in the window itself. 

 
5. PAX PER ROOM: This will help you to find the number of guest staying in each room and the 

total number of guest staying in your hotel. It appears as this:  

 



5.1)   PAX PER ROOM: The name tells it all. Let’s see how it works and looks:  

 

 It will be filled with all the PAX information pertaining to that specific room as shown in 
the next screenshot:  

 

 Click on ADD INFO and this will open a new window to let you add all the information 
pertaining to the pax staying in that room:  



 

 Put in all the information and click ADD  to enter the information and SAVE to confirm the 
changes. 

 You can similarly UPDATE the pax information using the UPDATE button as this:  

 



6. VOUCHER ENTRY: This can be used to accept ADVANCE AMOUNT from the guest and all 
other types of vouchers needed to be kept while doing money related work continuously. 
This section comprises of 4 sections and we’ll look at the working of each of one in detail: 

 

6.1)   ADVANCE RECEIPT FROM GUEST: You can enter the advance received from the just 
checked in guest in this section. Here is how it works: 

 



 Enter all the information and click SAVE and YES for confirmation to add the advance to 
guest account. 

 You can either take a printout of the receipt by selecting the receipt from the grid and 
click PRINT button. 

 You can view the advance amount in GUEST STATEMENT as below:  

 

6.2)   RECEIPT (OTHERS): You can add all sorts of receipts in this section.  Here is how it 
works:  

 



 Enter the amount and payment mode, write in the account of which you received the 
money and the information of the person or authority you received the money from and 
click save to apply the changes. 

 

 You could also take the print out of the receipt as done before. 

6.3)   EXPENSE VOUCHER: In this section you could include all the expenses lent out from 
your counter to take track of each expense. Here is how it works:  

 

 Select the expenses type as Others and write in the particulars for which amount was 
lent, quantity and amount with remarks and click save to add it to your expenses list. 

 Here is how it works:  



   

 You can also view your daily expense list by Selecting the Today’s expense voucher:  

 

 Select others and click OK 

 

 You can cancel the voucher by selecting the voucher from the list and click on VOUCHER 
CANCELLATION. 

 Similarly you could export the expense list to excel sheet for future reference and 
printing.  

 

 



7. BILLING: It’s one of the most important and basic feature of the software and deals with the 
bill printing to bill modification. It consists of 8 sub functions. Let’s see their working one by 
one:  

 

7.1)   MASTER BILL: You can create master bills after the guest is being check-out and you 
are ready with the bill presented to the guest. This sections deals with guest checkout and 
bill printing. 

 

 Let’s again understand this process with the guest we have check-in at the start. i.e, 
GOPAL. I have later added room service bill to it for better understanding of Bill splitting. 

 You can either double click the guest from the list or select the guest and click on CHECK 
OUT to continue to next screen.  



 

 You can review all the details once more before check-out in this section, once check-out 
no modification can be done in FRONT OFFICE for the said guest. 

 You can split the bill (meaning take the print out of each particulars separately) in this 
step or later in BILL REPRINTING too. 

 Select the print mode to NEAT MODE and click PRINT BILL button to check out the guest. 

 

 Click YES to confirm check out and this will generate the bill for the guest we have 
checked out. 



 

 

 This is the bill printout provided to the guest. 
 You can give print command and provide it to the guest. 

 

 

 



7.2)   MASTER BILL REPRINT: You can have the printout of the today’s checkout guest bill 
again from this section. It won’t be available on the next day and will be generated only 
through MIS. 

 

 Select the guest you want to reprint the bill for and click VIEW or either double click the 
guest name. 

 This will again launch the window with guest bill statement and you can have the 
printout of it as shown in the next screenshot:  

 

 We can have the printout again by following the same steps above but we’ll discuss and 
learn the bill splitting in this section. Click on the Split bill button and the next window 
will appear like this:  



 

 Uncheck the particulars you don’t want in your bill and when done click on process bill to 
have the separate printout as shown next:  

 

 We have here selected the room rent, discount and luxury tax and left the room service 
bill. Let’s see how the printout appears:  

 

 



7.3)   MASTER BILL SETTLEMENT: This section is simple and easy to work and understand. 
You just need to settle the bills for which you have received the amount. The guest we have 
just checked out has provided us money and we need to show the inward of amount 
through this section. Here is the overview of how it appears:  

 

 Select the guest whom bills you wish to settle and click VIEW or just double click the 
guest to view the next window. 

 

 Since the guest was COMPANY GUEST, hence the bill amount and company name were 
taken automatically by the software and you just have to click the SAVE button in order 
to settle the bill 



 If you wish to settle the bill in CASH then remove the amount and company from the 
BILL TO COMPANY section and enter the amount in CASH field and save to settle the bill. 

 You can also settle the bill in any payment mode the guest has provided to you using the 
different options available in this section. 

 

7.4)   CLEAR CREDITS: The pending credits amount will appear in this window so that you 
can trace the credits pending and can clear them when the amount is paid by the guest 
company or any other media. Here is the overview of this section: 

 

 Select the particulars drop down list and chose the date range for the credits to appear 
by clicking the SHOW button: 

 



 This will clear the bill from the list of pending credits to be received. 

 

 

7.5)   PRODUCT/SERVICE BILLING: Suppose you have an exhibition in the hotel for some 
antique products or just any product and guest or just normal user purchases them, then 
you can have that record saved in this section:  

 

 Select the mode of Payment for the GUEST purchasing the product. 
 CASH for guest paying at the spot and ROOM CREDIT for guest staying in your hotel and 

would like to add the amount to their room bill. 
 We’re billing for the CASH guest: 



 

 Type in the guest name, select the particulars from the drop down menu of products 
enter the quantity and click ADD. It would prompt you to enter the payment mode again 
and click SAVE to apply the changes. 

 



 Click OK to save the purchase and it will automatically shows the print preview of the 
bill.  

 

 

7.7)  PRODUCT/SERVICE BILL REPRINT: This feature is just to reprint the bill for product and 
services. Select the bill and click Print:  

 



8. CASH STATUS: You can have the daily money transaction as in all credits and debits of your 
front office counter, be it the room service bills too. Here is the overview:  

 
 The guest we have check-out shows no receipts or credits because it’s being checked 

out and all amount pertaining to him has been settled and received. 
 We have the advance from room no: 121 and hence the amount shows in receipts. 
 An expense of 30 shows in the table because we have provided this through expenses 

voucher. 
 You can have the print of the table by using the print command and have it exported to 

excel sheet too. 
 Make note that this table fills up only the daily expenses and receipts of the current 

date. 

 

 

 

 

 



9. GUEST: This tool helps you to find the foreign guest stayed in the hotel and also add 
company name to the guest account presently checked in. Here is the screenshot on how to 
view this control: 

 
9.1)   COMPANY GUEST: You can generate and add new company to the list of companies 
and have other information linked with it. Have a look to the overview of this function:  

 
 
 
a) Adding new company and details: Enter the company name, contact person, city, address, 

phone, fax and email of the guest. 
 Set grade (A+, A, B) and services (FRONT OFFICE, ROOM SERVICE) and the discount you 

wish to provide the guest. 
 Click the save button at the end of the window to apply the changes. 



 

b) Modify the guest company already created: Yes, you could modify the details of the company 
created just now:  

  
 

c) Delete the company created: Just select the company from the list and click delete. The system 
will prompt for confirmation and click YES to confirm. 



 
d) You can also view the company list by different orders as mention in the lower end of the 

window, be it the ascending, descending or just find company order. 
e) You could also export the list to excel sheet for future reference. 

9.2)   FORIEGNER GUEST: You can search for the entire overseas guest stayed in your hotel for the 
time period you mention in the tool. Here is the overview:  

 

 Select the date range and click OK to generate the list of guest stayed in the hotel for that 
specific time period. 



 We are here looking for the list of guest stayed from 1st Jan 2014 to 30th Oct 2014: 

 

 You can do anything to everything with the list generated: as modify the record, print or view 
the details. 

 Double click the guest you wish to see the record and the printout preview will appear: 

 

 



 You can also have the guest C form information edited. Select the guest from the list and click 
the EDIT button to do so:  

 

 You could also print the C form’s of all the guest at once by clicking PRINT ALL or just the 
selected guest. 

 You can also search for the specific record via the REGESTRATION NUMBER search given at the 
first tab of the window:  

 

 Select the REGISTRATION NUMBER and click OK to view the guest in the list below and then you 
can do all functions as defined for the above list in DATE WISE search. 

 



10. REPORTS: These are the most used and important tool in any business related software and 
considered as the backbone of the software. You can view here from anything to everything details 
via the reports and can print them whenever you wish or need them. Here is the quick overview:  

 
 There’s a lot more reports, which were not fit in the page but we’ll discuss and view them all:  
a) STATEMENT OF GUEST ACCOUNT: This report shows the current status of the guest bill and his 

details. You can have the printout of this report to provide the guest with his current bill 
statement:  

 

 Select the guest and click OK 
 You could either double click the guest:  



 

 You can also have the print-out of this statement:  
 Click the Print button to achieve this:  

 

 Click YES to have the print out: 



 

 

b) BILL WISE PRODUCT/SERVICE BILLS: If you have any products or services bills through the 
handicraft sale in your hotel or any other exhibition provided by you to the guest then you can 
have the information of it through this report:  



 
c) DAILY OUTSTANDING REPORT: This report shows the daily money that is pending to receive:  

 

d) AVERAGE ROOM RENT: You can have a report showing the daily average room rent:  

 

 Select the time period for the repot and click OK: 



 

e) DAILY FLASH REPORT: This report is used to find the daily transaction in the hotel for all 
modules you are using:   

 



f) BILL POSTING REPORT: This report will show all the bills being posted for the given time period: 

 

g) BILL POSTING DELETE REPORT: This report helps to find the bill posting being removed by the 
users and the reason for it:  

 

 We have here selected today’s date as per the software and click OK button: 

 



h) DAILY ROOM SALES REPORT: This report will generate the bills of guest being checked out 
today. 

 

i) GUEST HISTORY: This report will show the list of guest stayed in the hotel for the specific time 
period:  

 

 You can print the statement by clicking the PRINT button. 



 

j) STATE WISE GUEST RECORD: You can have the list of guest stayed in your hotel group by their 
STATES. Here is the overview: 

 

 Click VIEW to get the list of guest of selected state: 



 

 Here is the list of guest stayed for the period starting from: 1st Jan 14 to 7th Nov 14 from the 
state: DELHI 

 You can have the print of this list via clicking the PRINT button or can export it to excel sheet. 
 

k) OCCUPIED ROOMS: You can have the report with all the room status being currently active and 
guest is staying in it:  

 



l) COMPANY GUEST: If you need to view the company wise guest stayed in your hotel for the 
specific time range then use this option: 

 

 Select the time range and click SHOW: 

 

 It will generate the report of all the guest stayed order by their company name.  
 It will generate the list of all the companies and report size will depend on the number of 

companies or the guest. 

 

 



11. DAY-END: It’s another important feature of the software and have to be properly used. This feature 
helps you to complete the day transactions and work and move to next day in the software. It’s not 
system dependent and needs to be manually done every day to let the day’s work complete and 
move to next date. 

 
 Click YES to confirm and system will prompt you to take backup for the day’s work.  
 Click on BACKUP, note that you can’t skip this step and you would need to take backup to let the 

DAYEND complete. 
 

12. LOGOUT: The users can logout from the module if his work/shift is completed and let the other user 
login. It’s important to logout as your ID might be used for all the transactions if not log out. 

 
 

13. TOOLS: This can be said to all the miscellaneous options that are being used rarely but very 
important when needed. Hence, you can have all other options in this section:  

 
 REOPEN RESTAURANT: It’s used when you have mistakenly day end restaurant and needs to 

reopen it in the same date. 



 REOPEN BAR: The same goes for bar. 
 CALCULATOR: When needed for calculation. 
 COUNTRY MASTER: When needed to create new countries. 
 STATE MASTER: Used to create new states. 
 ONLINE FORM: You can view your software details and hotel registration information with us. 
 LICENCE DETAILS: It will show you the number of days left in expiration of the software. 
 FRONT COLOR CODE: You can view the meaning of each color appearing in the ROOM CHART: 

 

 

14. ABOUT US: You can have the contact information and information related to us the DEVELOPERS OF 
THE SOFTWARE:  

 
 

 


