HOTEL MANAGEMENT SYSTEM: FRONT OFFICE

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

User Login

Userid:
a—

m

Webline

The Wab Dovelopment Company TECHN'C)‘\L SUPPORT
PH:- 8979938296,7251070101,7900765287
Email Id:- support@webline.in

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.
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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:
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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:



™3 Thursday, October 30, 2014 USER :- ADMIN FRONT OFFICE MODL
Check-In | Reservations Modification  Bill Posting  Pax Per Room

Guest Check-In

1
Otk Check: in Eﬂ
ﬂm‘m—rmvm—\—v\‘ru Cazh Status

CURRENT ROOM STATUS AS ON

Refresh|  update | JVETE0 [T

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:
I :: Check-In Details :: Front Office Module i - ' . D ! o Ll @ﬂ&
| GUESTCHECKNDETALS |

-
F
[]

Room Shifting

Arrival Date - 30/0cti2014 ~ Departure Date : 31 0cti2014 *
Arrival Time - 11:28:53 AM

Room Type | -

[ Check Room Availability ]

[ Walk-In Guest ] [ Check-In Thru Advance Booking l [ Cancel ]

> 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:



Arrival Date -

Arrival Time -

|30/0ctr2014 »|  Departure Date - [34/0cti2014 >

111:28:53 A Front Office Module &J

Room Type

|DELUSE

Available DELUXE Rooms 3

Walk-In Guest | | Check-I

» 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.

3 »: Check-In Details :: Front Office Module:

i JE B B RN ]

UEST CHECK IN DETAILS

G
Fields in RED color are mandatory : Mod of transport ,—L]
Reg. No. 736 Hotel Register No 553 Search Billing Instruction ’ﬁ
Guest Name [ - |
Address 1 | Guest Through  [Walk-In Guest |
Address 2 | Remarks ‘
Address 3 | i
Address 4 | |
State | L] Age I
Country [INDI&N =1
Contact No [
E-Mail |
Pax (Adult) Children — Clear image | |Browse image .
Purpose | L] |
Arrival From |
Departure To |
Stat
ID Proof Details | .o o
l
[ Room Allotment ] [ Back ] [Cancel l I

| —

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:



[ : Check-In Details = Front Office Module . (] - . » iiﬂl

' GUEST CHECK IN DETAILS

Fields in RED color are mandatory : B - State Moctars Mfs- = ﬂ

Reg. No. 1?36 Hotel Register Mo ;1558
Guest Name  [ur ] [GoPAL STATE DETAILS
Address 1 [PUSHP VIHAR 5

- State Details -
Address 2 [LAME NO &

State Name |I.F!TARAKH.AHD |

Address 3 ]GUJJ ROWALI
Address 4 [RAIPUR | [ Add ] [ Modify ] [ Delete ] [ Exit l
State [NEWw STATE <A [ | - |

St MIS L= |
Country [ IMDIAN | E WE
Contact Mo [ B - F
E-Mail ] é‘ I@I Record added successfull!
Pax (Adult) | Children | cf i
Purpose ] | g i
Arrival From ] Hil OK

l H
Departure To |
- Status -

ID Proof Details | ~°0° o ‘

[ Room Allotment H Back I[Cancell

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

> Ifyou 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:

Purpose 1D Procf Details Purpose 1D Proof Details

Arrival From D Proof Type - Arival From ID Proof Type [VOTER ID =
ID Proof No. - :

Departure To oorie Departure To IExEenoin ['rIP2547558
Image Image :

1D Proof Details ID Proof Details

[ ok [arowse | [_stesr | [ comeat | (o ) [owee J [_genr ] [comeer |

» 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:



Mod of transport |BY TRAIN M

Billing Instruction |BILL TO COMPANY |

Select Company j
Company Mame |H,&NBM j

Grade |-‘:"-'| ﬂ
Digcount[%] 10

[ ok | [ concet |

> 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.

3 :: Check-In Details mentOfﬁce Mo&ul;: L - _. . a ! - P |sonn=h

GUEST CHECK IN DETAILS

H

Eields in RED color are mandatory : Mod of transport |EIY TRAIN j

Reg. No. [736 | HotelRegisterNo -[568
Lo oh i Search | Bijling Instruction |BILL TO COMPANY ~

Guest Name  [MR. ~|[coPaL

Address 1 [PUSHP VIHAR Guest Through | WalkcIn Guest i

Address 2 ILANE NO 5 Remarks ‘NICE BEHAVIOUR

Address 3 |GUJIROWALI e .
Address 4 |R.\\|F|UR |
State [UTTARAKHAND | Age 21 |
Country [IMDI&N |

Contact No [

E-Mail |

Pax(Adut) [t Chidren [0 Clear Image | [Browse Image .
Purpose | TourisT | |

Arrival From ]DELHI

Departure To  [DELHI

- Status

ID Proof Details & Yo i
CLCK HERE
TO I
CONTINUE

[ Room Allotment H Back HCancell

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



m : Check-In Details : Front Office Module W T W & N T | T ks

GUEST CHECK IN DETAILS
AVAILABLE ROOMS  agivg) Date - 30-Oct-14

[~ UserDefined Rate

Departure Date : 31-Oct-14

ROOMNO | ROOM TYPE | sne.occue... | DBL. occup... | LocaTioN B
O EXECUTIVE 3000.00 300000 GROUND FLOOR
0123 SEMI DELUXE 1000.00 1000.00 1STFLOOR
0123 EXECUTIVE 3000.00 3000.00 1STFLOOR
mEby; SEMI DELUXE 1000.00 1000.00 2ND FLOOR 3
O3 DELUXE 1350.00 1350.00 GROUND ELOOR |
mBE?) DELUXE 1350.00 1330.00 GROUND ELOOR |
0133 DELUXE 1350.00 1330.00 GROUND ELOOR
Wy lwwonue  loww | wowlstrook o B
0138 SEMI DELUXE 1000.00 1000.00 2ND ELOOR I
':ll 141 REMIMETITITVE "![N\.I'I (171 1NN PN ET m'l?l § T
~Guest Type
p Walk -in Guest r Comphmemor]r Guest l_ Package ng‘:f;ge 1 |

Paciaaed | ] package Crages | |

Plans | | Pax [1 Amount Limit[00 | Market Sogment | B
™ Inclusive I Exclusive
Days Room No. | |  Room Rent :l
Total Room Rent |:| Discount % Discount Rs. |:| Total Rs. |:|
-~ Flat Rent |
W No [ Yes [ Discounts H Guest H Save “ Back HCanceI]

> 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:

I3 : Check-In Details : Front Office Module ) P » o L ] =R

| GUEST CHECK IN DETAILS

AVAILABLE ROOMS  apiya) Date - 30-Oct-14 Departure Date - 31-Oct-14
[ User Defined Rate

12 EXECUTIVE | HMS - . ‘-
L3 i P ter Room Type. S for Single 0 D f

= eaze enter Room Type. 5 for Single Occupancy, D for 0K
E ii?‘ g;g‘[iﬁ Double Dccupanc -
0 131' DELUXE write s for single an or Cancel | E
01 DELUXE EdDUHE j
133 DELUXE —
O1s7 SEMIDELUXE || ° L
M QEMT NET TTVE 1000 NN 100N nn 'mnt'rnhr.'l Et
4| m b

S will take up the single occupancy charges and d for double.

Tick the Guest type. It consists of 3 types:

GUEST CHECK-IN: If selected, it will take the room rent as described in the database for
single or double as selected.
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Guest Type Pack
ackage i
v Walk-in Guest I C Details :

Package Id - Package Charges

[ Package

Plans ~| a1 Amount Limit
l J D Market Segment - | -
[ Inclusive | Exclusive
Days Room No.  [122 | Room Rent
Total Room Rent Discount % D Discount Rs. Total Rs.
i Flat Rent
¥ No [ Yes [ Discounts H Guest H Save H Back HCancell

e 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:

Flat Rent
" No |v ¥es FlatRoom Rent | |

[ Inclusive Luxury Tax | Inclusive Service Tax
[ Inclusive Service Charge
e 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:

Days RoomMNo. [122 | Room Rent
Total Room Rent Discount % D Discount Rs. D Total Rs.
Flat Rent-

Mo ¥ Yes FlatRoomRent 1500 [ Discounts H Guest H Save H Back HCanceI]

[~ Inclusive Luxury Tax [ Inclusive Service Tax

[ iInclusive Service Charge:

e Ifyou 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:

Days RoomNo.  |122 | Room Rent {1277.00
Total Room Rent  [1277.00 Discount % D Discount Rs. D Total Rs.  [1277.00
Flat Rent |
[ Mo [ Yes FlatRoom Rent [1500 [ Discounts H Guest H Save H Back HCanceI]
[ Inclusive Luxury Tax v Inclusive Service Tax

I Inclusive Service Charge:




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:

Guest Type
 Pack Package
[~ Walk-in Guest ¥ © 8CRA08 | Datals -
Packaae Id - Package Charges
Plans ~| Pax |1 Amount Limit
| E I—‘ D Market Segment - | v
[ Inclusive I Exclusive
Days Room No.  [122 | Room Rent
Total Room Rent Discount % D Discount Rs. Total Rs.
Flat Rent
¥ No [ Yes [ Discounts H Guest H Save H Back HCanceI]

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:

Guest Type

Pack
[~ Walk-n Guest | Complimentory Guest v Package Dgit:ai;g?
Package Id - || ~| Package Charges
Plans «| Pax |1 Amount Limit
| = ICI Market Segment - | -
[ Inclusive ™ Excluzsive
Days Room No.  [122 |  Room Rent
Total Room Rent Discount % EI Discount Rs. Total Rs.
Flat Rent
¥ Mo [ Yes [ Discounts H Guest H Save H Back HCancell

e 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.

e 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:

Guest Type
Package |PICK N DROP, FOODING AND BEVERAGES

[~ Walk-in Gueg Details -

' Package Charges

[~ complimentory Guest ¥ Package

Plans Pax Amount LimitD
D Market Segment : | -
[ Inclusive ™ Exclusive
Days Room MNo.  [122 | Room Rent
Total Room Rent Discount % D Discount Rs. Total Rs.
Flat Rent

W No [ Yes [ Discounts ” Guest ] qve [ Back ][Cancell




» 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:

Check-In  Reservations Modification Bill Posting Pax PerRoom  Voucher Entry  Billing Cash Status  Guest Reports DayEnd Logout T

<

4
Check In Check Out

g L —d T L - L el ps
QOccupancy | Cash Status | Room Shifting | Guest Account | Day end Web Receipts SME Dates Reservations

| CURRENT ROOM STATUS AS ON 30-Oct-14 1:21:48 PM |

T3] Vacant JJoccupied] Dirty [finactive Jj Booked |

121 o 124 s
Y £ y £
SUPER DELUXE R EE o SUPER DELUXE SOPTH CeliE
SEMI DELUXE
MR. RAJESH : MR. CHRISTOPHER e e
e MR. GOPAL e DR. ASHOK PANVIAR
129

128

= - 9 130
127 mllat ) ST EXECUTIVE SUPER DELUXE

SEMI DELUXE -
LD B R 2L MR. SUMEET DAGAR | MR. TIMOTHY GENE

MICHAEL

137 138 141
SEMI DELUXE SEMI DELUXE SEMI DELUXE

CGUEST CHECK-IN JUST NOW

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:

Check-In | Reservations Modification Bill Posting Pax Per Room
Guest Check-In

p

TRTRSCE I SIS T S CU AN Y ‘ Cash-Et:a.I:us
CURRENT ROOM STATUS AS ON

Update |

e This will bring up the check-in form, but will be more composed and short as to the
normal check-in method.
e Hereis the date and time setting first:

bk
1

R.oom Shifting

-




Arrival Date : |EE—UET-'14 - Departure Date : 30-0ct-14 -|

Arrival Time : [1:32:31 PM

Proceed Cancel

e Click proceed to move next:

7 = Quick Check-In = Fromr CoTree Do T """ lil_lﬂ
QUICK CHECK IN
Reg No. 737 GRC No - Mod of transport I LJ
e i3] | Billing Instruction l LJ
R J Advance 00
o |
Mationality [ | Mod of payment | E|
ContactNo | Remarks I |
Pax (Adult) [ Childem
AT I Room No - i
Purpose l LJ |
Arrival From
| | Save ‘ ‘ Back ‘ ‘ Cancel ]
Departure To |

e Enter the Register number in GRC No and so on other details too.
e Select the Room from the Room No drop down list.
e Click the ‘save’ button to check-in the guest.
e 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:

£ Thursday, October 30, 2014 US ] _ | I \
Check-In | Reservations | Modification  Bill Posting  Pax Per Room Voucher Entry B

Exit | Mew Reservation |
=ﬂ I Reservations Cancellation L K‘:;;:n I
Check In Reservation Status Foom Shifting | Guest Account | Dav
Reservation Report
Mudify Beservafion [US AS ON 30-Oct-14 .

EEfrE‘-ihl Update Vacant Occu P ied




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:

Arrival Date - }3,3-@.31_14 v] Departure Date : 131_0,:1_14 v]

=
Front Office Module

Room Type | DELUNE

l Check Roor AVAILABLE DELUXE ROOMS 3

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

o - BDDI-(ing D_etais = Front Office Madule :ﬁ L | e (i
RESERVATIONS
Fields in "RED" color are mandatory
Reservation Mo 1 Search Mod of transport ] :J
I| | Guest Name * - | | Billing Instruction | K
Address 1 | | Advance Cl
Address 2 | | Mod of payment | =l
Address 3 | |
Address 4 | | Booked By | |
State * ] E Booked By | |
Nationalitv? Contact Mo.
ationality | -] Sooking Viod
Contact No | | Fm'|'ltr;g £ || jJ
acili -
E-mail Id
" | . | Date : [30-0ct1a ~]
Pax (Adult) * l:l Children E ADD
c Time 12:00:00 P ==
ompany 1 Lj
Remarks
Purpose * ] Ll
Arrval From * | |
Departure To * | |
Exp. Time of Arrval *|12.0000 P -
Room Allotment ‘ Back ‘ Cancel ‘

e Nextis 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:

e Reservation no. will be default and cannot be changed. Enter the salutation for name

and other information.
e Make sure that fields in RED COLOR are compulsory to fill.

e Enter user name in Booked by and mobile no. in Contact no. , booking mode, facility and

date of booking.



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

3 :: Booking Detais = Front Office Module

i SN - .
RESERVATIONS

Fields in "RED" color are mandatory

Resarvation No. ’1—‘ Search Mod of transport IBY AR ;]

Guest Name * [MR. =] |GANESH | Billing Instruction imSH ;I

Address 1 RMPUR | Advance j(em——

Address 2 aclity Date Tirne Remark. of payment I :]

Bt 1| N7, M-0ct14 DE:_DD PM. 6.

Addregs 4 adsiend _ o TR |

State |7895936314 |

Mationality”

Contact No IPhone Call .ZI

E-mail Id Jya =l

Pax (Adult) * Children [0 | EZEED = [ep

Company C4RLSBERG . — 20000 =

Purpose * |OFFICIAL

Arrival From * |DELHI |

Departure To * [DELHI | §

Exp. Time of Amival *[ 3 3000 Py — click add to confirm bookiqg

Room Allotment | Back | Cancel|

e These will pop-up a notification near the address field to confirm the booking as shown
in the above picture.
e Click on ROOM ALLOTMENT to continue booking. The next window will appear like this:

I3 :: Booking Detais : Front Office Module

B —

RESERVATION |

CATEGORY

| []DELUXE
CJEXECUTIVE
[ SEMI DELU...
] SUPER DEL...

| smeLE occu. | DoUBLE OC... | Type
1330.00 1330.00
3000.00 3000.00
1000.00 1000.00
2500.00 2500.00 |

I NoofRoom I Tariff I

{Guest Type ‘ Package Details : i

v Guest [ Complimentory Guest [ Package

Package Id :

<] Package Charges 009

Market Segment : ! cmbMktSeq

Days i1 Mo of Rooms IU
Total Room Rent ID Discount % IU

v Tentative [ Confirmed

Room Rent ll}
Discount Rs. Ii.‘r Total Rs. Iﬂ

[ Save l [ Back ] [Cancel]




e 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:

A : Booking Detais :: Front Office Module IS _;._ il S
I RESERVATIONS

i
RESERVATION
CATEGORY | SINGLE OCCU. | DOUBLEOC_ | Type | NoofRoom | Taritf
DELUXE 133000 1350.00
CJEXECUTIVE  3000.00 3000.00
[J SEMIDELU... 1000.00 1000.00
[]SUPERDEL... 2500.00 2500.00
& ™
Front Office Module e S—
Yes Mo ‘ |
~Guest Type *

| ¥ Guest " Complimentory Guest

Package Id : ] v 1 -

Market Segment :] cmbMktSeg Lj Package Charges :
Days |1 No of Rooms lt] Room Rent +ﬂ
Total Room Rent ]EJ Discount % 1'3 Discount Rs. iE} Total Rs. 10
- e [ Save l [ Back l lCanceIl

e Click Yes if you want to add any special Tariff and No if you don’t.

e Next, select the guest type as we did in the normal check-in above.

e 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.

e 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 :

Front Office Module ||

Do ¥ou Want To Block the Rooms

Yes Mo |

i
EI; ]|F clicked YES, it will show the list of rooms:




[ Booking Detais = Front Office Module |5 R |
S i e

RESERVATIONS

RESERVATION
CATEGORY | SINGLE OCCU. | DOUBLEOC_.. | Type | NoofRoom [ = |
DELUXE  13350.00 1330.00 DOUBLE 0 11| Roomo [ category
[JEXECUTIVE  3000.00 3000.00 131 DELUXE
[J SEMIDELU... 1000.00 1000.00 0132 DELUXE
[JSUPER DEL... 2300.00 2500.00 0133 DELUXE
Front Office Module
[@ Save Booking.
~Guest Type i
¥ Guest | Complimentory Guest |
Package Id - | "I v

ot Segnent | cnovicsca =] Pacioge Chages 000

Days |1 Mo of Rooms |U Room Rent 1350
Tatal Room Rent |0 Discount % |D Discount Rs. |i} Total Rs. Iﬂ

I” Tentative W Confirmed [ Save ] [ Back ] [Cancel] |

e Select the room no from the list and save the booking by clicking on SAVE button.
e 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:

Check-In  Reservations Modification  Bill Posting  PaxPer Room  Voucher Entry  Billing  Cash Status  Guest Reports DayEnd Logout T

ERE 0[5 I IFAEAE:

Check Out | Occupan Day end SMS Dates | Rezervations

Hing
i

Room Shifting

%
Guest Account

Check In

CURRENT ROOM STATUS AS ON 30-Oct-14 3:16:01 PM

Al Vacant Joccupied] Dirty JJNRGGHVET Booked |

121 o e 126

- : 2 | | -
SUPER DELUXE S 123 SRR SRt SUPER DELUXE
SEMI DELUXE

MR. RAJESH MR. GOPAL MR. CHRISTOPHER DR. ASHOK PANWAR

KHANNA ROBIN

128

SUPER DELUXE 129 130

EXECUTIVE SUPER DEF UXE

MR. CHRISTOPHER
MICHAEL

133 137 138 141
DELUXE SEMI DELUXE SEMI DELUXE SEMI DELUXE

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

MR. SUMEET DAGAR | MR. TIMOTHY 3ENE




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:

=« Booking Concelaton 2 rent Otfce Movu NSNS B | SR W B ===
[ BOOKING CANCELLATION '

LIST OF ADVANCE BOOKING

Search Criteria - [ By Name-| | OR By ResNo- | | View ]
[ From Date |05Mov-14 ~| To Date 105440\,.14 vi View ‘ ]
GUEST NAME | RES NO. | RES. DATE | ARR DATE [ DEP DATE | NO OF ROOMS | COMPAN
MR GANESH 1 30-10-2014 30-10-2014 31-10-2014 0 CARISBE i

] n | +

Export_| C:mcel]

e You can search the booking through the guest name or Registration no too.
e Another method of searching the booking is through the date interval.

e 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.

7 5 Booking Cancellation & Front Ofce Moclc SRS, S | SRS Sl S ==

Resemvation MNo. 1 Contact No |
Reservation Date 130—001—14 Company jCARLSEIERG
Arrival Date jBD—Gd—M i [ﬁ*—‘
Arrival Date [31-0ct14 -

Remarks
Guest Name |MR. GANESH
Address |RAIPUR

Booking Cancellation Remarks

1 | Confim | Back‘Caﬂcel‘.

e Just put in the remarks and clicks CONFIRM to cancel the booking.
e 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:

e e T
| Reservation Chart '

[ From: |3p-oct-14 ~| 7@ [30-Oct-14 ~| RoomType : | Il Raarm Typ | [ ok || Es | ]

ROOM TYPE CATEGORY 30-10-2014 Thu =
Total Rooms i P
Available 3

DELUXE Occupied 0] |
Booked I o] | i
Over Booked | !
Total Rooms 3
Available 2

EXECUTIVE Occupied _1 |
Booked ———
Over Booked | ]
Total Rooms 5 '
Available 5

SEMI DELUXE Occupied 0
Booked ol
Over Booked |
Total Rooms 5
Available 5

SUPER DELUXE Occupied 0] |
Over Bonked i

= [] EFORT
Available Rooms Occupied Rooms Booked Rooms

e 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.

e 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:

-

\
[me [01-0ct14 ~| To |20-0ct-14 ;I]

o A
e Click OK button to generate the report. We are generating the report for the month of

October.
e Let’s see how the reports appears:




Zoom I'IDDZ -

VIP Resort BOOKING STATUS

131/4C, Y Point
; FROM : 2014-10-01 TO 2014-10-30
Paonta Sahib

Himachal Pradesh

ResNo Guest Name Company NOR Room Type Pax Arrdate DepDate Nights Tarriff Remarks Adv(Rs) B.Status
1 MR. GANESH CARLSBERG o DELUXE 1 30-Oct-14  31-Oct-14 1 1350 0 C
Total NOR 0 1

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

BOOKING UPDATION

LIST OF ADVANCE BOOKING
Search Criteria :- ’ By Name- | | OR By ResNo- l:l View | ‘

From Date |g5Nov14  ~| To Date IE'5'M°V'14 ~ ﬂl ]

] I | 3

| Bypat | | Ok | Cacel|

e Select the guest booking and click OK to continue.



&:: Booking Updation:-.ll:;ntOﬁ'nCEMh u l ! l- l ‘ - M

= - ——
= Booking Updation :: Front Office Module

BOOKING UPDATION

Arrival Date : IE-O‘:"M ,l Departure Date : I31_0ﬂ_14 ,l

Reservation No.

Guest Name

Address

State

Nationality

Contact No

Pax (Adult)

Company

Purpose

Arrival From

Departure To

Exp. Time of Arrival

Mod of transport
Billing Instruction

Advance

—

[ ~||MR.GANESH

[RAIPUR

[UTTARAKHAND |
[INDIAN ~|
|

[ 'child|o

[CARLSBERG

|oFFICIAL -

IDELHE

DELHI

|BY AR |
|casH |
“T—

Mode of payment | |
Remarks |
Booked By [HARISH
Contact No. [7895936314
E-mail Id [
Booking Mode  [phone Call -
Facility I |
Date : [16-Mar02 ~]
Time W L
Remarks

5.No | Facility |Date |Time |Hemark

N/& Doid4 1200

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

continue.

e R e
| BOOKINGUPDATION

| Room Allotment || Back ||Cance]i

CATEGORY | SINGLE OCCU. | DOUBLEOC.. | Type | NoofRoom | Tariff |

MIDELUXE  1330.00 1330.00 DOUBLE 0 1330

CIEXECUTIVE  3000.00 3000.00

[J SEMIDELU... 1000.00 1000.00

[]SUPER DEL... 2500.00 2500.00
~Guest Type

[~ Complimentory v Guest

Days [1 No of Rooms |0 Room Rent  |1350.00  Total Rent Ia.na

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

the changes.

[~ Tentative v Confirmed

| save || Back || Cancel |




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.

I3 Thursday, October 30, 2014 USER - IQDULE
Check-In Reservations | Modification | Bill Posting Pax PerRoom  Voucher Entr_-,r Bi
Exit Modify Check In Details

=ﬂ % Shifting Rooms

Check In Check Out

g | Guest Account | Dav

CURRENT ROOM STATUS AS ON 30-Oct-14 3

pdate |

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
changlng hIS namegghls room rent. Let sgo ahead and see how it works:

=

" ——
Eﬂ : Modify Check In Details = Frant Office Module

SR.NO | GUEST NAME REG. NO ARR_DATE DEP_DATE ROOMNO CONTA
i [MR.TIMOTHYGENE 728 06-10-20id4 __[30-10-2014 __Jis0 ]

2 MR. CHRISTOPHER MICHAEL 729 26-10-2014 30-10-2014 128

3 MR. CHRISTOPHER ROBIN 731 27-10-2014 30-10-2014 124

4 MR. SUMEET DAGAR 733 28-10-2014 30-10-2014 129

5 DR. ASHOK PANWAR 734 28-10-2014 30-10-2014 126

6 MR. RAJESH KHANNA 735 29-10-2014 30-10-2014 121

7

MR. GOPAL 736 30-10-2014 31-10-2014 122 @

“0c | | cawat | [crse]

e 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.

e 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:




, r : . o — _ - — )
3 = Modify Chei In Details :: Front Office Module ! -1 S . - L‘* = ﬂ
MODIFY CHECK IN DETAILS
[ Arrival Date - Ef-Oct-14 _~ Departure Date - 31-Oct-14 = Arrival Time - 1:20:13 PM ]

Reg. MNo. 736 Hotel Reg. No. [568 Arrival From |DELHI
Guest Mame  [MR.  ~|[GOPAL Departure To [DELHI
Address 1 |PUSHP WIHAR Mod of transport [Bv AR -
Address 2 |LANE NO 5 Yomris |
Address 3 |GUJIROWALI Photo
Address 4 |RAIPUR |
State |UT TARAKHAND | |
Country [INDLAN -]
Contact No |
E-Mail ID [
Pax (Adult) 1 child [o 1
Purpose ]TOURIST _vJ Clear Image ] [ Browse Image 1

i+ Yes i Mo
Billing Instruction _I Select Company : I

C M -

Guest Through [ B

| Discount(%] J1D—

[ oK ] [ Cancel ]

| Room Allotment || Back HCa.ncel |

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

"B : Modify CheckIn Detalle & Front Office Modula ! _!. l R =]
MODIFY CHECK IN DETAILS

ROOM DETAILS :
ROOMNO | ROOM TYPE | sINGLE occu. | DOUBLE oC... | LocaTION
122 EXECUTIVE 3000.00 300000 GROUND FLOOR
|
4 [Tl | r |
- Guest Type - | Package -
v Walk-in Guest [ Complimentory Guest [~ Package Details :
Plans | | Pax 1 Amount Limit [0.00 = |
I+ Inclusive [~ Exclusive Packg Id :] :] Packg Chrg I:I |
Days 1 Room Mo.  [122 Room Rent [0.00
Total Room Rent 10.00 Discount % 110 Discount Rs. 1300.00 Total Rs. |-300.00
-Flat Rent- ]
¥ No [ Yes

Guests | Save

e 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.

e 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:

rl; i Shifting Rooms & Front Office h_q__'l;oduEe-.—- L] e — b — ,IEZ'nl — Ig
SHIFTING ROOMS

GRC. NO | GUEST NAME REG. NO | ARR_DATE | DEP_DATE | ROOMNO CONTACT NO
561 MR. CHRISTOPHER MICHAEL 729 26-10-2014 30-10-2014 128
562 MR. CHRISTOPHER ROBIN 731 27-10-2014 30-10-2014 124
565 MR. SUMEET DAGAR 733 28-10-2014 30-10-2014 129
566 DR. ASHOK PANWAR 734 28-10-2014  30-10-2014 126
567 MR. RAJESH KHANNA 735 29-10-2014 30-10-2014 121
568 MR. GOPAL 736 30-10-2014 31-10-2014 122

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

rg i Shifting Rooms :: Front Office Nloduie_.- - L — ,1@-_-04 =" Ig-‘
SHIFTING ROOMS

Arrival Date ]TJ-“’L! Departure Date : [31-0Oct-14 v] Arrival Time : [1:20:132 PM
Reg. No. : 736 Hotel Reg. Mo. @ |5568 Arrival From : ]DELHI
Guest Name : [MR. GOPAL Departure To : |DELHI
Address :  [PUSHP VIHAR Mode of Transport : [BY AIR ~|
Country : | ~| Billing Instruction : [BILL TO company |
Contact No. : ] Adwvance : ]0.00
Pax : r Child : ]0— Mode of Payment : ] __J
Company : |RANBAXY Remarks : ]
Purpose : |TOURIST 4|

Room allotment | Back ‘ Cancel J

e 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.

e (Click on the ROOM ALLOTMENT button once the changes being done to continue.

e 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:



3 :: Shifting Rooms = Front Office Module
| SHIFTING ROOMS
AVAILABLE ROOMS Arrival Date : 30-Oct-14 Departure Date : 21-Oct-14
ROOMNO | ROOM TYPE | snG. occu... | DBL. occu... | LocaTion [TaxaBLe [ d
122 EXECUTIVE 3000.00 3000.00 GROUND FLOOR YES
123 SEMI DELUXE 1000.00 1000.00 15T FLOOR YES
125 EXECUTIVE 3000.00 3000.00 15T FLOOR YES
127 SEMI DELUXE 1000.00 1000.00 2MND FLOOR YES
121 DELUXE 1350.00 1350.00 GROUMND FLOOR YES H
Odi1z2 DELUXE 1350.00 1350.00 GROUMD FLOOR ¥YES i
1123 DELUXE 1350.00 1350.00 GROUMD FLOOR YES
137 SEMI DELUXE 1000.00 1000.00 15T FLOOR YES i
[Jizs SEMI DELUXE 1000.00 1000.00 2MND FLOOR YES [
141 SEMI DELUXE 1000.00 1000.00 3RD FLOOR YES
| ]
4 | I | 3
- : i
Guest Type Package i |
¥ Walk-In Guest [ Complimentory Guest [~ Package Details - L
Plans : ] _v_j Pax: 1 Amount Limit : |0.00 Packg Id rﬁ PackgChig[ ]
Days : |1 Room Mo. : ] Room Rent : |0.00
Total Room Rent @ |0.00 Discount %% |10 Discount Rs. : |300.00 Total Rs. : 1-300.00

=

— Flat Rent

Back J gancel‘ |

W Mo [ Yes

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:

: Shifting Rooms :: Front Office Module = s |
SHIFTING ROOMS

AVAILABLE ROOMS Arrival Date : 30-Oct-14 Departure Date : 31-Oct-14
ROOMNO | ROOM TYPE _, Lenc ﬂf‘% TAXABLE | G
O122 EXECUTIVE | HMS - - ] YES

123 SEMI DELUX YES

Please enter Foom Twpe. 5 for Single Dccupancy, D for

0125 EXECUTIVE [ Plase erlerfoom YES

127 SEMI DELUX = YES

0131 DELUXE s YES

[1132 DELUXE YES

0133 DELUXE YES

137 SEMI DELUX YES

138 SEMI DELUX YES

O141 SEMI DELUXE 1000.00 . YES

[ T ol b

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



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

B - Shifting Rooms = oDt Modulc S - - - o= il
| SHIFTING ROOMS
AVAILABLE ROOMS Arrival Date : 30-Oct-14 Departure Date : 31-0Oct-14
ROOM NO | ROOM TYPE [ snG. occu... [ pBL. occu... [ LocaTioN [TaxaBle | d
O1z2 EXECUTIVE 3000.00 3000.00 GROUND FLOOR YES
123 SEMI DELUXE 1000.00 1000.00 15T FLOOR YES 5
Oi2s5 EXECUTIVE 3000.00 3000.00 15T FLOOR YES
Oi1z27 SEMI DELUXE 1000.00 1000.00 2ND FLOOR YES
Oi131 DELUXE 1350.00 1350.00 GROUMND FLOOR YES
132 DELUXE 1350.00 1350.00 GROUND FLOOR YES
Oi1z2 DELUXE I m— e iND FLOOR YES
0137 SEMI DELUXE RoomShiing = OODR YES
[dizs SEMI DELUXE OOR YES
| Oia1 SEMI DELUXE OOR YES
|| Save Changes 7
| | ' | '
—Guest Type ,«
W Walk-In Guest [ Complimer‘lto!:ll
Plans : | -] Pax: [1 Amount Limit : [0 Packg Id I =] Packg Chrg| ]
Days : 11 Room No. : [123 Room Rent : I1{}DE}.I}D
Total Room Rent :  [1000.00 Discount % |1EJ_‘ Discount Rs. © |100.00 Total Rs. : |900.00
- Flat Rent
F No I ves Save | Back | Cancel | I

e Have alook to the room chart now for the room being changes from 122 to 123:

7 Thursday, October 30, 20

Check-In  Reservations Modification

<

Check In Check Out Occupancy

Bill Posting Pax Per Room  Woucher Entry  Billing  Cash Status

B | O

1.
‘ Cash Status Dav end Web

Guest Reports DayEnd Logout T

o

A
Guest Account

)

Feceipts

v

F.oom Shifting SNIS Dates Fezervations

1]

CURRENT ROOM STATUS AS ON 30-0Oct-14 4:42:15 PM

=il Vacant JJOccupiedl] Dirty [Jinactive]

121
SUPER DELUXE

124

=
p SUPER DELUXE

SEMI DELUXE

126
SUPER DELUXE

122

EXECUTIVE EXECUTIVE

MR. RAJESH
KHANNHA

MR. CHRISTOPHER

MR. GOPAL ROBIN

DR. ASHOK PANWAR

128 -
SUPF & DELUXE 12

EXECUTIVE

130
SUPER DELUXE 131
DELUXE

MR. f . HRISTOPHER
MICHAEL

MR. SUMEET DAG+ R | MR. TIMOTHY GENE

137
SEMI DELUXE

138
SEMI DELUXE

141
SEMI DELUXE

GUEST MOVED FROM

GUEST MOVED TO



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:

3 :: Add Extra Charges & Fromt Cfice Module ﬁ

N T W T T e

ADD EXTRA CHARGES

| Selectﬂegﬂu| = | or Room. No

|| | 6uest name |
Room No. |

Date 30-0Oct-14 ¥
Particulars | e
Refrence | |
Type of Tax [ Service Tax

Charges [ |

Dot Matrix Forma »| | PRINT || _sSAVE || DELETE || canceL |
DATE | PARTICULARS | REFRENLCE |CHARGES |57

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

Ll ™
[ Add Extra Charges = Fromt Office Module [ﬁ
. i A
ADD EXTRA CHARGES
|
i| | Select Reg. Ho |735 ~| or Room. No | 133 -
| | 6uest Hame R GOPAL | '
Room MNo.  [123
Date 30-0ct-14 ¥
Particulars

EXTRA BED
LAUNDRY BILL
Type offfax MISC. CHARGES L |
OTHER CHARGES =l
Charges PAID OUT
RESTAURANT BILL
ROOM RENT
ROOM SERVICE

Dot Matrix Formz ~ | SAVE || DELETE || CAMNCEL |

DATE | PARTICULARS | REFREMCE |CHARGES |




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

1 :: Add Extra Charges i Fromt Cffice Module - M

— i i — =

ADD EXTRA CHARGES

|| | Select Reg. Ho |;.r35 ~| or Room. No | 433 -

Il | Guest Name [\R GoPAL |
Room No. (123 |

Date 30-0Oct-14 ¥

Particulars |mm BED = O
|

Refrence  |ROOMNO 123

. P T e ia put in the
P S infoermation for
Charges the bill posting

amount tick if you want to
apply s. tax on it

Dot Matrix Forma »| | PRINT || _sAve || DELETE || cancer |
DATE | PARTICULARS | REFRENLCE |CH&RGES |

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

e The service tax percentage in this section differs from particulars to particulars.

e Particulars under front office such as ROOM RENT, EXTRA BED have s. tax of 7.42%

e Particulars other than this will take the s. tax percentage from OTHER TAXES in SETTINGS
NO: 3 OF MIS

e You can exclude the S.tax from any particulars by just un-tick the service tax column.

e You can also have the print out of the bill post by selecting the printing format and click on
PRINT BUTTON.

e 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:

"3 Thursday, October 30, 2014 USER :- ADMIN FRONT OFFICE MODULE VIP Resort

Check-In  Reservations Modification  Bill Posting | Pax Per Room | Voucher Entry  Billing  Cash Statu

39 [0 b

Check In Check Out Cecupancy | Cash Status |-

Pax Per Room

Occupancy Report @

CURRENT ROOM STATUS AS ON 30-Oct-14 4:42:15 PM

e oSN Vacant W Occupied | Inactive




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

PAX PER ROOM

select the

room you
Select Reg. No. | [ want to view
728 the details of
729
Guest Name | 731
733
Room MNos. | 734
735
736
— Details

SMNO Room Mo.

Pax

[ ]
Child I:I

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

PAX PER ROOM
Select Reg. No. |T-"36 __:J
Guest Name [MR. GOPAL |
Room Mos. |123 |
SMNO c:rn Mo. Details
123

TICK THE ROOM NO

AMND THEMN ADD

INFO TO ADD

INFORMATIOMN

[ Add Info ] [ Update ] [ Cancel ]

e 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:



ADD PAX INFORMATION

[ Front Office Module l"‘"‘-“"]l
Name : | |
|f0] Saverecord T
Phone : @ |INDIAN 4
Address | |
Yes No I .123 Add

Email Id
5r. No. | Name |Room No |Father/Husband [Sex [Age |Phone  |Nationality |Address [C

1| GOPAL 123 h.s. rawat Male 21 95936314 INDIAN raipur d
« | 3

Save | Qeletel ganceIJ

e Putin all the information and click ADD to enter the information and SAVE to confirm the
changes.
e You can similarly UPDATE the pax information using the UPDATE button as this:

PAX PER ROOM

Select Reg. No. 736 B2
Guest Name |I"-'1R. GOPAL |
Room Mos. |123 |
SNO | RoomNo. | ik
1 123
. Pax

Front Office Module &J Child

':o:' Update Successfull CHILD PAX INCREASED TO 1(FROM O

Info H Update H Cancel




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:

22 Thursday, October 30, 2014 US \ FRONT OFFICE MODULE VIP

Check-In  Reservations Modification  Bill Posting  Pax Per Room | Voucher Entry Ellllng Cash Status  Guest Repo
Exit

Advance Receipt From Guest

Receipt (Others)
Expenses Voucher Pk :
(ate Pass | g

CURRENT ROOM STATUS AS ON
foich| it

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:
;_E_ i Advance Cash Details = Front Office Module | 2 !

Select Reg. No. : | 736 +| Select Room No. |123 vh SELECT THE

NROOM NO
« (ADV-2-2013
Advance Voucher No. : FROM DROP
DOWN LIST

Guest Name : |MR. GOPAL |

Room Mo. : |123 MODE OF

| :]/"PAYMENT
Amount : Payment Mode : |CASH -
- T Wy
[neat Mu:u:le/ | PRINT gANCEL J EXIT ]
AMOUNT RECEIVED

S.No. [Date |Receipt Na. |Vu:r|.|u:her N, |Amu:|unt |Pavment Mode |Remar|-cs

Front Office Module -

|el Add records.

|




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:

[ i Guest's Account Statement i Front Office Module Elﬂlm
L ——

Regs. No Guest Name [MR. GOPAL | Check Out Date Check In date
Company [RANBAXY | Room Ho. Pax Chidren [0 | Proceed To
PARTICULARS REFRENCE
30-Oct-14 | ROOM RENT ROOM NO 123 1000.00 [ o.00 [ GEEEEG_—E
DISCOUNT @ 10% ROOM NO 123 0.00 100.00 200.00
|
|
|
|
Total Amount 900.00 Total Luxury Tax Rs. 0.00 Service Tax Rs. 0.00
S mie e 0.00 Total Discount Rs. 100.00 :t_! "ﬁt;?lﬂ g::: II}:- g-x
[ Plan Value 0.00 st ' :
Tax on Plan 0.00
Service Tax 0.00 ADVANCE RECEIVED
Het Amount 900.00 FROM THE GUEST :
Less Advance 1500.001=" [Dot Matrix Format v|  print I <<Back | Cancel |
Het Receivable Rs. -600.00

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

3 :: Advance Cash Details = Front Office Modum M

RECEIPT (OTHERS)

Voucher No. OTH-1-2013
Amount :l Payment Mode : _vj

Account Of | |
Recieved From :| |

| -] PRINT | SAVE CANCELI EXIT I

S.No. |Date Receipt No. |VD|.|c:hE'.r MNo. Amount Payment Mode REemarks




e 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.

£ = Advance Cash Details = Front Office Module 1_:'1 w

RECEIPT (OTHERS)

Voucher No.  |0TH-2-2013 |

Amount | | Payment Mode : |CASH |
Account Of | |

Recieved From :hdfc |

L] BRINT I SAVE ‘ CANCEL | EXIT ‘
S.No. |Date Receipt No. | voucher No. Amount Payment Mode |Remarks
1 30-Oct-14 2HOTH-1-2013 500.00 CASH frant offid

e 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:

-

i 9 Expense Allocation Voucher : Front Office Module | = || Bl ||wém|

EXPENSES ALLOCATION VOUCHER E
Woucher Mo, 101
Ok

Expenses Tupe : OTHER .
Particularz 1SELEET FROM COMBO OR TYPE L]
Aty. : 1 Amount : 1
Remarks : 1
] L] Print | Save | E wport | Cancel |

SO |vOU. MO, |PARTICULARS [ATY | AMOUNT

e 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.
e Hereis how it works:



i Expense Allocation Voucher: Front Office Module ml (=] @ i Expense Allocation Voucher : Front Office Module E = @

EXPENSES ALLOCATION VOUCHER EXPENSES ALLOCATION VOUCHER
Yaucher Mo 1002 Yaucher Ho. 103 ﬂ
Ok :

Espenses Type ‘DTHEH j Expenses Type !DTHEH LJ

Particulrs : [BREAD PURCHASE | i 2
ty. Amount :

Qty. - 1 Amount: o oy e
Remarks : |

Remarks - [GIVEN 10 OFFICE BOY

; Y| Fint ‘ Save ‘ Export ‘ Eancel‘
v Pt ‘ Save ‘ Esport | Eance||

SNO.[VOUND.  |PARTICULARS |GTY_|AMOUNI
SHD.|VOUND.  |PARTICULARS |07y |AMOUNY 1 102 BREAD PURCHASE 1

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

VOUCHER DETAILS
Voucher Type : |COMMISSION ~| Dk
OTHER
SNO|WOU MO, | COMMISSION TYPE | MAME ['VEHI

e Select others and click OK

£ : Voucher Details : Frant Office Module® e =

Voucher Tvpe : |DTHEH

SO |WOU.ND. | PARTICULARS |21y [AMOUNT | REMARES |VOUCHER STATUS
1 101 MILK PURCHASE 1 50.00 GIVEM T0O OFFICE BOY ACTIVE
2 102 BREAD PURCHASE 1 20,00 GIVEN T OFFICE BOY ACTIVE

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

e 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:

A Thursday, October 30, 21'.)1_!-1—115 R:- Al
Check-In  Reservations Modification

= Master Bill |
1 =
:ﬂ % f:& 'Ss_'l g Master Bill Re-Printing
Check In Checlk Out Occupancy | Cash Status | Room Shifting | Guest Account | 1) Master Bill Settlermnent &l

Settled Master Bills
CURRENT ROOM STATUS AS ON 30-0Oct-14 Clear Croiibs

- - - Laundary Cash
b I s I Vacant DccupIEd Product/Service Billing
‘ Product/Service Bill Reprint

. | | __ | @® 1

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.

3 i Guest Check Out (Master ]!;ii} i Front MM ﬂ
et =

Today's Departure Guest
[ Room no | GUEST nAME | company [ pax | chioren | ProcEED TO
130 MR. TIMOTHY GENE 1 0 DELHI
128 MR. CHRISTOPHER MICHAEL 1 0 DELHI
124 MR. CHRISTOPHER ROBIN 1 0 DELHI
129 MR. SUMEET DAGAR 1 0 GURGAON
128 DR. ASHOK PANWAR 1 0 GURGAON
121 MR. RAJESH KHANNA 1 0 DEHRADUN
b3 . [MR.GOPAL . [RANBAXY . [i Jo  [DELHI |
i
|
]
SELECT THE GUEST ]
BEING CHECK-OUT AN
THEN CLICK CHECK QU
TO CONTINUE TO THE
NEXT WINDOW
Ol Il b, '
Check Out J Cancel ] I

e Let’s again understand this process with the guest we have check-in at the start. i.e,
GOPAL. | 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.



= = Guest Check Out (Master Bill) = Front Office Mndu!em_“_g: ﬁ
e i = -

Bill Mo [a30 GuestMame [MR. GOPAL Pax [4 Children [o Rosm Mo [123
Check In date  [30-10-2014 Check Out Date  [30-10-2014 Check In Time |1 :20:13 PM Check QutTime |5:45:59 PM
DATE [ PARTICULARS | REFRENCE [ CHARGES | CREDIT | BaLANcE [ |
30-Oct-14 ROOM RENT ROOM NO 123 5000.00 0.00
LUXURY TAX @ 10% 500.00 0.00 5500.00
Total Amount 5500.00 Total Luxury Tax Rs. 500.00 ]
Service Charge 0.00 Print Mode : |Dot Matrix Format _»|  Erint Bill
= s["‘”'\‘ﬁ“’“ 37;'33 Service Tax Rs. 360.19
5 T o aplze 0'00 Education Cess Rs. 7.20
KON it : High. Edu. Cess Rs. 3.60 _ : -
Net Amount 5871.00 View/Print Advance Details ‘
Less Advance 1500.00
Net Receivable Rs. 4371.00 ——
Adjustment Rs. | 0| | [Cashier: aDMiN M S-Bark ‘ Eanec! |

e 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.

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

3 1 Guest Check Out (Master Bill) :: Front Office Module |_E:§_'
Bill No |a30 Guest Name |MR. GOPAL Pax [4 Children o Room No |123

CheckIn date  [30-10-2014 Check Qut Date  [30-10-2014 CheckInTime [1:20:13 PM Check Qut Time |5:.45:59 PM

DATE | PARTICULARS | REFRENCE | cHarces| CREDIT | BALANCE | |
30-Oct-14  ROOM RENT ROOM NO 123 5000.00 0.00
LUXURY TAX @ 10% 500.00 0.00 5500.00
' 5
Guest Check Out -

|el Are you sure you want to check out selected guest ?

Yes Mo ‘
Total Amount 5500. - 00| | '
Service Charge 0.00 Print Mode : |Neat Mode _v_J
Carvira Tav 274 nn |l ]

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



VIP Guest House/Resort
131M4C, Y Point

Paonta Sahib, Himachal Pradesh

LT NO-53040200001, 5.T NO-ABLPAR3T4KSDO0A

Master Bill
Guest Hame : MR GOPAL Bill Ho 830
Company : RANBAXY Req. No. 736
PUSHP VIHAR Hotel Reg. No. 568
LAME NO 5 Plan
(NS GUJJROWALI Contact No
RAIPUR State : UTTARAKHAMD
Arrival-Date 30-10-2014 Departure-Date : 30-10-2014 Pax (Adult) 1
Arrival-Time :  1:20013 PM Departure-Time :  11:40:50 AM Pax (Children) 0
Room No. 122
Date  Particulars  Reference =~~~ Charges ~ Credit  Balance
30-10-2014 ROOM RENT ROOM NO 122 3000.00 0.00
DISCOUNT @ 10% ROOM NO 122 0.00 300.00
LUXURY TAX @ 10% 270.00 0.00
ROOK SERWICE ROOM SERWVICE 750.00 0.00 3720.00
Total DiscountRs.  300.00 Plan Value 0.00 Total Amount Rs. 3720.00
Luxury Tax Rs. 270.00 Service Charge Rs. 0.00
Ser. Tax 19497 Service Tax at 7.42% Rs. 200.00
Edu. Cess 3.88 Net Amount Rs. 3920.00
Sec. High. Edu. Cess 1.94
Total Room Rent 3000.00 Less Advance Rs. 0.00
Total Room Service 750.00 Adjustment Rs. 0.0
Net Receivable Rs. 3920.00
THREE THOUSAND NINE HUNDRED TWENTY ONLY
Customer's Signature Cashier/Authorized Signatory
ADMIN

Thank you for your visit

Powered by:-Webline
Reprint=d Gill

e This is the bill printout provided to the guest.
e 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.

|7 Master Bill Reprinting = Eront Office Mod C=REE X ]

BILL NO ROOM NC GUEST NAME COMPANY CHILDREN

123 MR. GOPAL RANBAXY __

i 1 | 3
‘ View i Cancel |

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

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

E3 :: Master Bill Reprinting = Front Office Module Qﬂu‘
Bill No. : Guest Name : |MR. GOPAL | Pax : |1 | Child : |0 | Room Nao. :
Arr. Date :[30-Oct-14  |Dep. Date :[30-Oct-14  |In Time :[1:20:13 PM |Out Time : [11:40:50 AM|Room Rent :
DATE | PARTICULARS | REFRENCE | CHARGES | CREDIT | BALANCE ||
30-Oct-14 ROOM RENT ROOM NO 122 3000.00 0.00
DISCOUNT @ 10% ROOM NO 122 0.00 300.00
LUXURY TAX @ 10% 270.00 0.00
ROOM SERVICE ROOM SERVICE 750.00 0.00 3720.00

[~ Print "Duplicate” in Bill

| Total Amount Rs. 3720.00 || Total Luxury Tax 270.00
[ ; 0.00 .

2 ;:”_mg"a'ge 200,00 || Service TaxRs. 19447 Print Made : [neat Mode -]

blagatls : Education Cess Rs. 3.88 [
| [ Pan e 0.00 || high. Edu. Cess Rs. 194
Tax on Plan 0.00

MNet Amount Rs. 3920.00 || Cashier: ADMIN Split Bill | <<Back | Cancel |

Less Advance Rs. 0.00

Net Receivable Rs. 3920.00

e 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:



|22 2 Master Bill Reprinting

- Split Bill Utility
DATE [ PARTICULARS REFRENCE CHARGES CREDIT | saLance [ [1] |
30-Oct-14 ROOM RENT ROOM NO 122 3000.00 0.00
DISCOUNT @ 10% ROOM NO 122 0.00 300.00
| LUXURY TAX @ 10% 270.00 0.00
ROOM SERVICE ROOM SERVICE 750.00 0.00 3720.00
Il

e 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:

[E : Master Bill Reprintin

- Split Bill Utility
PARTICULARS REFRENCE [
ROOM RENT ROOM NO 122 3000.00 N
DISCOUNT @ 10% ROOM NO 122 0.00 300.00
| LUXURY TAX @ 10% 270.00 0.00
O ROOM SERVICE ROOM SERVICE 750.00 0.00 3720.00

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

VIP Guest House/Resort
131/4C, Y Point
Paonta Sahib, Himachal Pradesh
L T.MO-53040200001, 5.T NO-ABLPAS3T4AKSDO0
Master Bill
Guest Name MR. GOPAL Bill No 830
Company RAMBAXY Reg. Ho. 736
PUSHP VIHAR Hotel Req. No. 568
LAME MO 5 Plan
Adrees GUJJROWALI Contact No
RAIPUR State UTTARAKHAND
Arrival-Date 30-Oct-14 Departure-Date : 30-Oct-14 Pax (Adult) 1
Arrival-Time 120013 FPM Departure-Time : 11:40:50 AM Pax (Children) 0
Room No. 122
Date Particulars Reference Charges Credit Balance
30-10-2014 ROOM RENT ROOM NO 122 3000.00 0.00 0.00
DISCOUNT @10% ROOM NO 122 0.00 300.00 o
LUXURY TAX ROOK NO 122 270.00 0.0 1]
0.00 0.00 2970.00
Total Discount Rs. 300.00 Plan Value 0.00 Total Amount Rs. 2970.00
Luxury Tax Rs. 0.0 Service Charge at 0% Rs. 0.00
Ser. Tax 0.0 Service Tax at 7.42% Rs. 200.00
Edu. Cess 0.0 Net Amount Rs. 3170.00
Sec. High. Edu. Cess 0.0
Total Room Rent 0.0 Less Advance Rs. 0.00
Total Room Service 0.0 Adjustment Rs. 0.0
Total Room Service (Bar) 0.0 Het Receivable Rs. 3170.00

THREE THOUSAND ONE HUNDRED SEVENTY ONLY

Customer's Signature

Cashier/Authorized Signatory

Thank you for your visit

ADMIN

Powmrmd by - -Weblice



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:

[ = Master Bill Seﬂléze_r:t -+ Emm% cﬂ-loau 3 \ L=
. MASTER BILL SETTLEMENT

UN-SETTLED MASTER BILL
ROOM NO GUEST NAME COMPANY CHILDREN Bill Amount
b2 JMR.GOPAL ________JRamBAXy ____Ji ___Jo |
l View ] l Export l l Cancel ] |
|

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

@ i Master Bill Settle‘r:ben't ;m&-ﬁoduie _=== — ' L“:'" Bl ﬂ
: MASTER BILL SETTLEMENT
I Bill Mo Guest Name - [MR. GOPAL | Bill Amount
|
Cash Amount Rs. I
Amount Rs. Chegue Mo Date ]DE-Nov-M |
Cheque
Bank Mame - | |
s = ™ ]
Credit Card |
Card Type | | Card Validity iDE-Nov-M ~| 1
k. o =
[Bill To Cotmpany ] Amount Rs. Company  [RaNBAXY | ]
Feed Back | save | [ <<Back| | Exit |
| |

e 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



e |f 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.

e 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:

CREDIT CLEAR FORM

Select Particulars __:J From Date I3u-oc:-14 ~-| To Date IB!]-—Oct—14 -1
ALL e —— .
BILL TO COMPANY 5 . m )
BILL NO R RescuEQuE ) o1 Bill Date. : 101 .;'
gl CREDIT CARD
e - Bill Amount : .00 Room Neo : 101

Pay Mode | |

Customer Mame : | | ‘

No. | |

Clearance Mode :

El [l 3

[seve ] [_cose |

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

CREDIT CLEAR FORM

Select Particulars !ALL _vJ From Date i3ﬂ—ﬂct—14 vi To Date i.?pﬂ—'l}ct—lil -I
BILL NO I Reg. No. Registration No. : 736 Bill Date. : 30-Oct-14
= 8 Bill No. : 830 Bill Amount : 3920 Room No: 122
select the hill Customer Name : |MR. GOPAL |

Pay Mode |B'|II to Company |

Company Name : |RANBAXV |

Clearance Mode | payment received.

4 i | »

enter remarks for clearence

Save Close l




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

CREDIT CLEAR FORM

Select Particulars |ALL ;I From Date I30-'U'€t-14 vi To Date IBO-{}ct-14 vi
8 : :
BEILL NO I R&g. No. Regstrﬂﬁ[ Webline -n\ﬂ 0-Oct-14

Lo £ Bill No. : ]
i

3920 Room No: 122

—

a—
OI Credit Cleared
OK I

Customer

Pay Mode

Company Nj

Clearance INGAE™

Save ]l Close

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:

B - Product/Service Billing = Front e Modulg
= R Service R i _"! ! !! !! -

PRODUCT/SERVICE BILLING

" Room Credit " Cash

e Select the mode of Payment for the GUEST purchasing the product.

e 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.

e We're billing for the CASH guest:



' 5 . o . o
Product/Service Bﬂ]l% Front Office Modul

| PRODUCT/SERVICE BILLING

© Room Credit

|| cash
Bill No. Guest Name
Select Particulars Code Qty Rate  Amount VAT % Total Amt
| R B = B = | o]
[ add |[ Delste ]
[smo. [copE PARTICULARS [T [raTE AMOUNT  [waT Tax [ToTaL 4

Total Rs. 0o Save | | Print | [ Cancel
Het Amount RS, .00
T Discount @ EI L4 Rili}
Grand Total Rs. .00

Close I

e 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.

£ : Product/Service Billing  Front Office Module; .. 'Y a (== s

Amount Payment Mode : [casH =] -
Account Of [PRODUCT SERVICE BILL 0. 2 |

Recieved From :[ME. ASHOK

SAVE I EXIT | PrintReceiptl

Select Particulars Code Oty Rate Arnount AT Total Amt
WOODEN CHAIR ] Front Office Module (e )| [ .00] | 00|
| Add | [ Delete l
| 1
SMO. [CODE  [PARTICULA. @ Savedizyecessfully I VAT TAx_ |TOTAL 4
1lpo0l  WOODEM{ o.00] 77.00 3

Total Rs.

2500.00

l [ Zancel

Het Amount Rs.

2577.00

[T Discount @ El L

00

Grand Total Rs.

2577.00

Close




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

VIP Resort

13104C, Y Point

Paonta Sahib

Himachal Pradesh
Froduct’Service Bill

Bill Mo, @ 2 Guest Name : MR, ASHOK

Drate v 30-0ct-14 Time : 11:51:34

Roorm Mo, 0

Particulars ity Rate W at Amount

WOODEN CHAIR B 500.00 7700 257700
Total Rs, 2577.00
Sub Total Rs. Z577.00
Met Receivable Rs 2577.00

Amount Receivable [in words)

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

3 1 Bill Reprint - Product/Service Bill : Front Office Madule " ﬁ‘—’ [C=AEE X"
- - — Ry s = — N 3
PRODUCT/SERVICE BILL REPRIINT
Bill Reprint
Bill Detail
BILL NO il betails
1 ] Bill Mo, Guest Name |MRASHOK |
[ Print l [ Cancel l
SNO [ ITEM CODE | PARTICULARS [ qrv | RaTE [ amouUNT
1 PODL WOODEN CHAIR 1 500.00 500,00
4 "T.[.T“ 1
Sub Tofal Rs. 500.00
Net Amount Rs. 515,00
[~ Discount @ El % 0.00
Grand Total Rs. 515,00




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:

A Current Cash Status : Front Offices  ©

— g
-~ |

LX)

5.M0, [PARTICULARS REFREMCE EXPENSES RECEIPTS BALANCE
1| GUEST CHECKOUT FROM ROOM MO 122 |MASTER BILL NO 630 0.00 0.00 0.00
| 2| ADVANCE FROM ROOM NO 121 RECEIPT NO ADV-2-2013 0.00 600,00 500,00
3| milk purchase YOUCHER MO 101 30.00 0.00 570.00
4| CASH FROM PRODUCT/SERVICE BILL BILL MO 1 0.00 515.00 1085.00
5|caSH FROM PRODUCT/SERVICE BILL BILL NO 2 0.00 2577.00 s662.00|| |y
|
(]
i
|
i
i
Total (Rs.) : 30.00 3692.00 3662.["]‘
Print Mode : |pot Matrix Format = Erint ‘ Export ‘ Exit ‘
| |

e 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.

e We have the advance from room no: 121 and hence the amount shows in receipts.

e An expense of 30 shows in the table because we have provided this through expenses
voucher.

e You can have the print of the table by using the print command and have it exported to
excel sheet too.

e 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:

1 Woucher Entry  Billing  Cash 3tatus | Guest | Reports Day End  Logowt T

Cornpary Guest

i G | Fareigner Guest ’/‘
Drarr end Wieh Feoeipts 1 S5 Dates lResen-‘at‘iu-ﬂs

30-0ct-14 10:04:35 AM

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:

i,

Cmest &ccount

E3 = Company Guest Details = u
COMPANY GUEST DETAILS
corpany : || | Contact Person
City : | | Address
Phone : | | Fas : | |
Email : | |
Service ; T i o
Discounts: Bt I:I Service I ___| Discount % Add J
Sr. Mo, |Company |Canta|:t Person |Cit\,f -~
1| AKORM Iy o |
2| CARLSBERG |C i
3| CIFLA LIMITED G b
4| FRLUNTIER F F
S| MARICO | il
AlRILART MUADRK A L8] rl x.
<« | >
Sr. Mo, | Grade Service Discount
Save Modify Delete Export Cancel ]

—Wiew Company Details -
& Ascending Order " Descending Crder i Find Company [s]34

a) Adding new company and details: Enter the company name, contact person, city, address,
phone, fax and email of the guest.
e Setgrade (A+, A, B) and services (FRONT OFFICE, ROOM SERVICE) and the discount you
wish to provide the guest.
o Click the save button at the end of the window to apply the changes.



= = ———— ——

COMPANY GUEST DETAILS

Company : [COCA COLA | Contact Persan : [GOPAL
City s |DEHRADUN | Address . RAIFPUR
||Phone :  [7o5936314 | Fax: [123458 |
Email : |gsr@gmail.cum |

Service . el -1 Di ap
SR Grade : Service : | FRONT OFFICE | Discount % :
Sr. Mo, |Company |Conta|:t Perzon |Cit\,r -

1| AKORMN % o | ]

2| CARLSBERG | (5

3| CIPLA LIMITED & (o

4| FRUNTIER = F

5|MARICO M M

ElRIARMT MUADR A rl L9 S
| | »
Sr. Mo, |Grade [service | Discount

1|4 |FROMT OFFICE | 10—t PPEARS IN THE LIST

CLICK SAVE
TO APPLY
Sawe I Hodif\,r_] Delete Export Cancel |
—view Company Details
" Ascending Order " Descending Order ¢ Find Company oK | ‘

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

COMPANY GUEST DETAILS
Modify Company Guest Details
| | company : |cOCA CoLA | Contact Person : |GOPAL |
City IDEHRADUN | Address : RAIPUR |
Phone: |795936314 | Fax : 123456 |
Emnail |g5r@gmai|.cnm |
Service : e = (e of |—|
Discounts: Grade : I:I Service I _| GleEaUiG .10 &dd |
Sr. No. |Grade | service | Discount:
1|4 FRONT OFFICE 10
Save I <«<Back I Cancel |

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.



COMPANY GUEST DETAILS

Company : | | Contact Person ¢
City : | | Address .
Phone : | | Faw | |
Email : | |
Service , B ) : of,
T Grade : | service .| FRONT OFFICE »| Discount % : [0 Add ]
Front Office Module —!-3"1]
Sr. Mo, [Company o [ city -
11|REMESCO K
12| TIRUPATI MEDICARE T
13| ZEE Lob, | I,__.“_. )| Delete Company COCA COLA =
14| ZECM | z
15| COCh COLA | DEHRADLIM
4] ] Yes Mo _,I_J
5]
Sr. Mo. |Grade e
1|2 :
Save Modify I Delete I Export Cancel ]
—Yiew Company Details
 Ascending Order " Descending Order " Find Company oK

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:

FOREIGN GUEST DETATLS

Fegz. Mo wize T D ate wise 1
From [3n_oct-14 | To [30-0ct-1a =1 [ OK ] [ Clear ] Edit
FID | GUEST NAME | COUNTRY | PASSPORT M. | ¥I3a 1
4 m | k
Showe 1D Show Photo Export Print Selected Print All

e 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 1% Jan 2014 to 30" Oct 2014:

FOREIGN GUEST DETAILS

Regs. Mo wize T Date wise ]
From [g4_gan1a =1 T0 [30.0ct 14 =] [ oK ] [ Clear l [ Edit ]
FID | GUEST NAME | CcOUNTRY | PAsSPORT N, [ VIS
163-1 .. WALERIA DOS SANTOS C.. BRASILEIROCAD FI927036 VI,
171-1 .. VALERIA DO3 3ANTOS C... BRARSILEIROCA) FI27036 VI¢ F
232-1 .. MARLA FLIZA ARAUICOP.. BRAZILEIRO (4) SBOZEELD z
2331 .. FLAVIA SOARES REZEN..  BRASILEIRO (&)  SE027973 -
2341 .. ELLEN NOGUEIRA BRASILEIRA FI118442 Vie
235-1 .. VALERIA DOS SANTOSC.. BRASILEIRO (&)  FI927036 Vle
246-1 .. ANDREAS ORAF DEUTSCH 18736712 VAl
246-1 ... ANDEEAZ GRAF DEUTRICH AlETI6T12 VIl
2431 .. ANDREAS GRAF DEUTRICH A1ETIET1Z VIl -
4 1 b
Show 1D l [ Show Photo ] [ Export l [ Print Selected l [ Print All l

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:

THE REGISTRATION OF FOREIGNERS RULES, 193¢

1. Name Of Hotel :

2.Regs. No. :

3. Hame of Foreign Visitor in full {in

block letters)

4, 5ex:
5. Nationality :
6. Date of Birth :

7. {a) Passport No.:
(b} Date of Issue :
{c) Place of Issue :
(d) Date of Expiry :

8. (a)visa No.:
(b) Date of Issue :
{c) Place of Issue :
{d) Date of Expiry:
{e) Type of Visa:

9. Date & Place of Arrival in India :

10. Arrival from Today :

11. Address in India {other than tourists) :

VIP Guest HouselResort

Form-C
Rule - 14

HOTEL ARRIVAL REPORT
On Thursday, October 30, 2014

131/4C, Y Point

232

MARIA ELISA ARALLIO PESS0A

Female
BRASILEIRD (&)
2810111976

SBo2se10

0B/0B2011
RID DE JAMEIRD RJ
05-Jun-16

01/02i2014

01-Feb-14

011022014 DELHI

MEW DELHI



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

FOREIGNER DETAILS
PERSONAL INFORMATION PASSPORT DETAILS VISA DETAILS
Narne | FL&WIA SOARES REZENDE - Passport No SB027973 WISA Mo

Sex | [Female | Date of Issue (Passport) [16-Mow10 - Date of Issue(VISA) [01-Feb-14 =1
Place (VISA issued)
Mationality : Place of Issue (Passpaort
v 1 [BRASILEIRD (4] (Passport}[ERaSILIA DF WISA Exp. Date MEFET] -

Date of Birth [ 13-Mar-82 - Passport Exp. Date 15Mov-15 - Type of Yisa -

Date of Arrival In India {g1-Feb-14 ~| Mame of Place and Airport IDELHl
whether Employed in = Coming from which place at present IDELHI
India

Date of Arrival in Hotel [01-Fep1a = aaoiglof proposed departure from [g7-Feb-14 | Probable Destination

Mumber, Date and Name of Regs. Office —

7 Attach Photo MNurnber ,7

Proposed duration of

stay in India - Date of Issue 01-Feh-14 -
Attach ID

. Mame of Office 2

Rernarks : i -

Issue of certificate if any | P

sSave

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

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

FOREIGN GUEST DETAILS

Regs. No wize T Date wize 1
Select Regs No. | | l oK ] l Clear ] Edit

22 -
|33 7 -

REGH. NO | = ~ [COUNTRY | PASSPORT N | ¥I3A |
.
72
73
77 sl

L LU F

Show 1D Show Photo Export Print Selected Print All

e 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:

e

Cash Status Guest
(7] ‘ Ly

ek Feceipts

SIS

1:22 AM

pctive Jj Booked

125
L EXECUTIVE

Staternent of Guest Account
Bill weise Product/Service Bill
Daily Qutstanding Reports
Awerage Room Rent

Daily Flash Repaort

Bill Posting Report

Bill Posting Delete Report
Caily Room Sales Report
Staff CheckInOut Infao
Guest History

Guest Histon with Photo
Guest History with ID Prrof
Search Guest

e There’s alot 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:

i

i Guest's Account Statement = Front Office Module L= L=
eesess—"

L, TIMOTHY GENE
. CHRISTORHER MICHAEL
. CHRISTOPHER ROBIN

. SUMEET DAGAR
L ASHOK PANWAR
. RAJESH KHANMA

CHILDREN | PROCEED TO
DELHI

DELHI
GURGACN
GURGACN
CEHRADUN

L
ooooo

e Select the guest and click OK

‘ oK | Qanceli‘

e You could either double click the guest:



3 2 Guest's Account Statement = Front u ==

Regs. No Guest Name [MR. TIMOTHY GENE | Check Dut Date Check In date
Compan | | Room No. Pax ] Chideen | ProceedTo
DATE PARTICULARS REFREMCE CHARGES CREDIT BALANCE ~
DISCOUNT @ 20% ROOM MO 130 0.00 S00.00  2000.00
LUXURY TAX @ 10% 200.00 0.00 |
ROOM SERVICE BILL MO 3774 105.00 0.00 2305.0()
iE
27-Oct-14  ROOM RENT ROOM MO 130 2500.00 0.00 |
DISCOUNT @ 20% ROOM MO 130 0.00 500.00 2000.0(]
LURURY T&% @ 10% 200.00 0.00 |
ROOM SERVICE BILL MO 3778 105.00 0.00 2305.00
28-0Oct-14  ROOM RENT ROOM MO 130 2500.00 0.00
DISCOUNT @ 20% ROOM MO 130 0.00 500.00 2000.0C
LURURY T&% @ 10% 200.00 0.00
ROOM SERVICE BILL MO 3789 315.00 0.00 2515.0C
4 3 I _E L3
Total Amount 9640.00 Total Luxury Tax Rs. 800.00 Service Tax Rs. 576.70
™ Service Charges 0.00 Total Discount Rs. 2000.00 Education Cess Rs. 11.53
: High. Edu. Cess Rs. 577
¥ Plan Value 0.00 U IR
Tax on Plan 0.00
Service Tax 594.00
Net Amount 10234.00
Less Advance 0.00 [Dot Matrix Format _~ | Brint <<Back Cancel
Net Recefvable Rs. 10234.00

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

[ : Guest's Account Statement 2 Front Office Module |E' _! - l e
Regs. No Guest Name [MR. TIMOTHY GENE | Check Out Date Check In date
Company | | Room No. Pax El Children D Proceed To

DATE | PARTICULSRS | REFRENCE | cHarces| CREDIT|  BALANCE »
26-0ct-14 ROOM REMT ROOM NO 130 2300.00 0.00
DISCOUNT @ 20% ROOM NO 130 0.00 200,00
LURLIRY Tax @ 10% 200.00 0.00 |
ROOM SERVICE BILL MO 3774 105.00 0.00 2305.00
27-Oct-14 ROOM RENT ’Front Office Module l-—;_J-‘ D 0.00
DISCOUNT @ 20% - 0 500.00 2000.0c
LUUIRY Tax @ 10% o 0.00 |
ROOM SERVICE ] 0.00 2305.00
Print Guest's Account Statement 7
28-0ct-14 ROOM REMT 0 0.00
DISCOUNT @ 20% 0 S00.00 2000.0C
LURUIRY Tax @ 10% ] 0.00
ROOM SERVICE \HD 0.00 2515.0C
Yes Mo -
4| | J 3
Total Amount 9640.00 Total Luxury Tax Rs. 800.00 Service Tax Rs. 576.70
[ Service Charges 000 Total Discount Rs. 2000.00 || EducationCessRs. 11.53
2 High. Edu. C Rs. 577
[ Plan Value 0.00 (LIRS
Tax on Plan 0.00
Service Tax 5094.00
Met Amount 10234.00
Less Advance 0.00 1Heat Mode vl Print | <«Back Cancel J
Met Receivable Rs. 10234.00

e Click YES to have the print out:



VIP Resort

13104C Y Point

Paonta Sahib
Himachal Pradesh

GUEST'S ACCOUNT

This is not the Bill/Invoice

Guest Name MR TIMOTHY GEME Arrival Date 26-10-2014
Address AKORM Plan T
Company Departure Date : 30-10-2014
Req. Ho Tia Pax 1
Fioom Ho. 130 Children 1]
Date Particulars Reference Charges Credit Balance
26-0ct-14 ROOM REMT ROOM MWD 130 2500.00 0.00
DISCOUNT @ 20% ROOM WO 130 0.00 500,00 2000.00
LUKURY TAX @ 10% 200.00 0.00
ROOM SERVICE BILL MO 3774 105.00 .00 2305.00
27-0ct-14 RO REMT ROOM MO 130 250000 0.0
DISCOUNT @ 20% ROCM WO 130 0.00 500,00 2000.00
LUSURY TAX @ 10% 200.00 0.00
ROOM SERVICE BILL MO 3778 105.00 0.00 2305.00
25-0ct-14 ROOM REMT ROOM MO 130 2500.00 0oo
DISCOUNT @ 20% ROoM WO 130 0.00 500,00 2000.00
LUKLIRY TAX @ 10% 200,00 0.0
ROOM SERVICE BILL MO 3733 35.00 000 251500
29-0ct-14 ROOM REMT ROOM WO 130 2500.00 0.00
DISCOUMT @ 20% ROOM KO 130 0.00 500,00 2000.00
LUXURY TAR @ 10% 200.00 .00
ROOM SERVICE BILL MO 3500 315.00 .00 2515.00
30-Oct-14 ROOM RENT ROCM WO 130 0.00 000 0.00
Total Discount 2000.00 Total Amount Rs. 9640.00
Plan Value 0.00 For 4 Day(s) and 0 Pax 0.00
Tax on Plan Rs. 0.00
Service Charge Rs. 0.00
Service Tax Rs. 59400
Net Amount Rs. 10234.00
Less Advance Rs. 0.00
Net Receivable Rs. 10234.00
TEN THOUSAND TWO HUNDRED THIRTY FOUR ONLY
Guest Signature Cashier
ADIMIM

Thank you for your visit
Pawei=d Dy:-Weanlne

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:



VIP Resort Bill Wise Sales Summary (Product/Service

1314C, Y Point
Paonta Sahib Report on Thursday, Cctobe

Himachal Pradesh

Bill Ho Total Discount Taxable Hon Taxable Vat Tax Total Vat | Het Amount Mode of Payement Room Ho
1% Sale & Sale Vat 1% Vat 4% Cash Room Credit
1 1500 000 0.00 0.00 0.00 000 0on 000 51500 S15.00 ooo |0
2 257700 000 0.00 0.00 0.00 000 0on 000 257700 2577.00 ooo |0
Total 309100 0.00 0.00 0.00 0.00 0.00 0.00 0.00 3092.00 3091.00 0.00
Page : 1

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

[ = Daily Qutstanding Reports : Front Office Module 00 0 = 0

J =qees X" )

Sr. Mo | Guest | Room Mo | Balance B/F | Room Rent | Extra Bed | LTax | Teleo
| 1 MR, TIMOTHY GEME 130 Q640,00 0.00 0.00 0.00 0.00
g MR, CHRISTOPHER ML... 123 9a30.00 0.00 0.0a 0.0a 0.0a
3 MR, CHRISTOPHER RO... 124 73gg.00 0.00 0.00 0.00 0.00
4 MR, SUMEET DAGAR 129 6026.00 0.00 0.00 0.00 0.00
] DR, ASHOE PANWAR 126 5366.00 0.00 0.00 0.00 0.00
f MR, FAJESH KHAMNMA, 121 2410.00 0.00 0.00 0.00 o.oo| @§
I
I
I
TOTAL RS. 40680.00 0.00 0.00 0.00 0.00
< I : p
Date
30-0ct-14 - - :
| - (e | = | |
| 1§

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

i Average Room sl )

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



VIP Resort
1314C, Y Paint

Paanta Sahib
Himachal Pradesh

Average Room Rent Report

From : 01-

Oct-14 To : 07-Nov-14

‘ Total Rooms

Total Room Charges

Total Revenue

Average Rent

| 103

157850

187714

1533.00

€)

modules you are using:

VIP Resort

131704C, % Point
Faonta Sahib
Himachal Pradesh

DAILY FLASH REPORT: This report is used to find the daily transaction in the hotel for all

DAILY FLASH REPORT
Thursday, October 30, 2014

1. ROOM REVENUE
Total Rooms | Resdy Rootns Sald Extra Extra Bed  Compli. | 1 Gross Camm.f Met Rim.
Rooms Bed Rewvenue  Room e, Dizcount Few.
DELUXE L]
SUITE L]
SUPER DELUKE L]
16 16 EXECUTIVE 1 u] 0.oo0 u] 1 3000.00 300.00 2700.00
SEmI DELUXE [1]
Occupancy ¥ 625 ARR: 2700.00
2 FOOQD AND BEVERAGES
Particulars Restaurant Room Service | Packing Sales Bar Coffes Shop Bancuet Tatal
Taxakle 12000 0.oo0 0.00 0.00 .00 .00 12000
Mon-Taxable o.on oon 000 0.0 oo oon o.on
Sub Total Rs. 1z0.00 0.00 0.00 0.00 .00 0.00 1z0.00
Less Discount Rs. 0.00 0.00 0.00 0.00 .00 0.00 0.00
Grand Total Rs. 120.00
3. MISC.
Particular= Revenues Remarks
TelephoneFax 0.00
Travel Desk 0.00
Laundry 0.00
Cthers 0.00
Misc. Sale 0.00
Sub Total 0.00
4. TAX
Particulars Front Office Restaurant | Room Service Bar Packing Coffee Shop Bancuet total
Luxury Tax =00.00 0.00 0.00 0.00 0.00 0.00 0.00 300.00
Wat Tax 0.o0 6.00 0.00 000 000 0.00 0.00 G.00
Service Charge 0.00 0.00 0.00 .00 .00 0.00 0.00 0.00
Service Tax 200.00 0.00 0.00 0.00 0.00 0.00 0.00 200.00
Sub Total S00.00 6.00 0.00 .00 .00 0.00 .00 S05.00
CGRAND TOTAL = (1+2+3+41 = R3. 33Z6.00
5. REVEMUE COLLECTIONS
Particulars Rewenue Remarks
Cash (F&B and Cthers)) 0.0
Cash (Front office) 3662.00
Chegue f DD .00
Credit Cards 000
TOTAL 3662.00




f) BILL POSTING REPORT: This report will show all the bills being posted for the given time period:
9 ; Bill Posting Report = Front Office ﬁudu!“_:_r_-m

EILL POSTING REPORT .

Select Particulars a1 _v| From Date [30-gct-14 -] ToDate [3gp-pet-14 -
| l Show ] I Clear l [ Print ] [ Export I
SO, | DATE | REGS. MO. | GUEST NamME | PARTICULARS | REFEREN
Billed Transaction(s)
1 30-10-2014 736 MR, GOPAL LUXURY TAX @ 10%
2 30-10-2014 736 MR, GOPAL ROOM SERVICE ROOM SE

Total An

Humber of Records found: 2 B Show Unbilled Transactions

| Close |

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

DELETED BILL POSTING REPORT

From: [30 0ct-14 ~] 7To: [30-0ct-14 =]

DD/MMIYYYY DD/MMEYYYY

Cancel l

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

VIP Resort Deleted Bill Posting Report

1314C Y Point

Faonta Sahib
Himachal Pradesh

From Date: 30-10-2014
To Date: 30-10-2014

Uszer Hame Date Remarks PARTICULARS Amount Guest Hame Romm Ho

ADhIN 30-Oct-14 WWROMNG OTHER CHARGES g00 MiF:. 124




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

today.

VIP Resort

13104C, Y Point
Paonta Sahib
Himachal Fradesh

DAILY ROOM SALES REPORT

ROOM NO GUEST NAME

NO OF PAX CHARGES | PLAN

Address

ADULT | CHILD

122 (. GORAL

FUSHR YHAR
M 5 GUNRCHALI RAIFLR

LANE 1 0

270000 |

\ TOTAL

270000

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

period:

3 = Guest History :: Fronf
i e

ME. VINAY SHARMA
ME. RAJENDEE

GUEST HISTORY
From @ |m-0ct14 =] To [300014 <] Search - | |
Il | *Search criteria may be Guest name, Address, Company Name Mobile Mo or Amival Date Search

at. Ho I Guest Hame l Address Phote I AtrDat + |
1 ME. TIMOTHY GENEGOLICH ~ AKORN INDIA 01-Cet-

2 ME. ATAYKHATRI & A3W .. FERRING PHARMA 05-Cet-

3 ME. AAKASHPATIL MARICO 03-Ort-| =1
4 ME. MR SHY AL GHATE CAPCON 08-Cet-

3

JUMED BIOTEE
JARUES

7 ME. EAMESH 3AHU & DEEP..  3EYTECH INDIA
g ME. VIZHAL PATIL MARICO 07-Oct-
g ME. RATENDER. JACUBR 0E-Oct-
10 ME. EAMESH 3AHU & DEEP..  SEYTECK INDIA 08-Oct-
11 ME. AVINASH PANWAR MARICO 09-Oct-
12 I3 MIDHT AGGARWAL MARICO 09-Oet-
13 ME. SURYA MARICO 09-Oct-
14 ME. BAJESH KHANNA FRONTIER 11-Oct-
13 ME. M/3 FAINI RAWAT JACOBS 13-0ct-
14 DR, ASHOK PANWAR AKCRN INDIA 13-0ct- _
.;| S . b o
Print Cancel

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



VIP Resort GUEST HISTORY
13174, Y Point
Faonta Sahih
Himachal Pradesh
REGNO GUEST NAME ADDEESS PHONE ARRK DATE DEP DATE ROOMNO ROOM RENT DISCOUNT
] MR, TROTHY GEME  AKORMN MDA, 01-Oct-14 10-Oct-14 126 2500.00 20
GOLICH
694 MR, AJ8Y KHATRI & FERRIMG PHARMA 05-Oct-14 21-Oct-14 130 2500.00 20
ASMIAN
B35 MR, ASKASHPATIL  MARICO 05-Oct-14 10-0ct-14 123 1000.00 1]
B85 MR MR SHY &M CAPCON 06-Cct-14 11-0ct-14 132 1350.00 1]
GHATE
Ea7 MR YINAY SHARMA  QURMED BIOTEK 07-0ct-14 09-Oct-14 124 2300.00 45
695 MR RaJEMNDER JABUBS 07-Oct-14 07-Oct-14 128 3000.00 10
B399 MR, RAMESH SAHU  SKYTECH IMDIA 07-Oct-14 07-Oct-14 138 1000.00 1]
& DEEPAK RAIMA
Faa MR YISHAL PATIL MARICO 07-Oct-14 10-0ct-14 133 1350.00 1]
m MR RAJEMDER JACUBS 05-0ct-14 10-0ct-14 128 300000 16 66
oz M. RAMESH SAHU  SHYTECK IMDIA 05-Oct-14 09-Oct-14 135 1000.00 i
& DEEPAK RAIMA
O3 MR AVINASH MARICO 09-Oct-14 13-0ct-14 13 1350.00 1]
PARAR
o4 WS MIDHI MARICO 09-Cct-14 10-0ct-14 121 2500.00 45
AGGARASL
705 MR SURY A MARICO 09-0ct-14 10-0ct-14 124 2300.00 45
TO6 MR RAJESH FROMTIER: 11-0ct-14 15-0ct-14 126 2500.00 20
KHAMMA,
a7 MR WS RAJN JACOBS 13-0ct-14 14-0Oct-14 121 2500.00 20
RAWAT
705 DR, ASHOK ARCRMN MDA 13-0ct-14 15-0ct-14 124 2500.00 20
P ARNAR
Tog MR JALDIP A5 TECHOLGY 13-0ct-14 13-0ct-14 123 1000.00 1]
Ealll MR R.APATIL & GLEMMARK 13-0ct-14 14-Oct-14 125 3000.00 16 66
BHAGY AN GADGE

J) STATE WISE GUEST RECORD: You can have the list of guest stayed in your hotel group by their

STATES. Here is the overview:

3 = State wise Guest Report :: Front Dfﬁ‘ce Module

: — STATE WISE GUEST RECORD e e

—Select State

To view State-wise guest record please select a State from the drop-down list.

=l

State _'\_
From e |All
BAMNGLORE

DELHI
Rﬁs it GURGADN

HARYAMA

MAHARASTRA

sz

Yiew Clear Print Export
y
Address1 | Addressz i Address3

4 |

[

select the state vou wsih to

3

Humber of Records: L1} I

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



3 i: State wise Guest Repart & Front Office Module -— ﬂ
| I—

TE WISE GUEST RECORD

-5elect State -

To view State-wise guest record please select a State from the drop-down list.

ahate IDELHI —:] [ View ] [ Clear ] [ Print ] [ Export ] [ Exit ]
FromDate |g1-jan-14 _=|ToDate [g7.Ngy-14 <]

Regs. Mo, I Hotel Regs. ] Mame ] Address1 ] Address2 ] Address3
136 70 MR, PaNKATD RAaMBAXY o MR PN

13 71 MR, R.SEEEKUMAR RAMBAXY o MR PN |
145 79 MR, BHAVHISH k... o MR PN

146 20 MR, BHAVHISH K... o MR P

IR, PARVEER & M. [ MITIN LIFESCIENCE . [N Jmja [

142 g1 MR, HEMANT MNAMNZ PHARMA o MR PN 1
211 130 MR, 5.5 WADERA, MNAaNZ PHARMA T T N |
226 143 MR, 21&% DUBEY D.D. ENTERFPRISES o MR 1N

227 144 MR, RAJEEY walD MaRTI INMDIA v WA 1N |
230 147 MR, SIDDHARTH AKORN INDIA o MR IR 5N
258 173 MR, SaMIay GUPTA  MITIMN PHARMA v A PN |
259 174 MR, DEEPAK YaDay  MNITIMN PHARMA v A A

270 186 M/S IWOTI DHEER — RAKNBAXY o MR N

280 195 MR, PaWAN AGG...  FRUINTER T T I

286 200 M/S RAINI RAVWAT JACUBS e MR M

287 201 MR, SYED MUIIB JACUBS e MR M

288 199 MR, DR, GEGMER A... RANBAXY e MR M

204 215 MR, ROHIT “ISH... BECEMAN CAULTER ... M/fA M

3053 216 MR, MAVEEM JOSE.., AKORN o MR M

322 233 MR, WIKAS GUPTA RAMBAXY o MR SN

323 234 MR, RAIEEY K&R...  RANBAXY o MR M x

1| 1 | 3
Humber of Records: H

e Hereis the list of guest stayed for the period starting from: 1* Jan 14 to 7*" 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:

VIP Resort OCCUPIED ROO
TSTHE, ¥ o Thursday, October 30, 2
Paonta Sahib

Himachal Pradesh

ROOM NO. TYPE Rent GUEST NAME PAX CHILD |PLAN ARR. DATE DEP. DATE REMARKS
121 SUPER e ESH KHANRA 1 0 2901052014 30M02014
124 SUPER CHRISTOPHER: 1 ] oz J0M02014
126 SUPER ASHOK PANWAR 1 ] 2aM052014 J0M02014
128 SUPER CHRISTOPHER: 1 ] 261052014 J0M02014
128 EXECUTIVE SUMEET DAGAR 1 ] 2aM052014 J0M02014
130 SUPER TIMOTHY GENE 1 ] 261052014 J0M02014

ROOMS OCCUPIED 6
GUEST STAYING ] PAX + 0 CHILD



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

;l i Company Guest Repa o= =

El

COMPANY GUEST REPORT

Select Criteria

rt

From Date |pi-oct-14 =) TeDate  fspooct-14 2

Select Company Mame | LD = j

| show | [ close |

e Select the time range and click SHOW:

VIP Resort COMPANY WISE GUEST REPORT
13TE, Yot From : 01-Oct-14 To : 30-Oct-14

Paonta Sahib
Himachal Pradesh
Reg.No. Name Arr. Date Dep. Date No. of Days Bill No. Bill Amount
Cash |Cheque E‘r’;"‘jl:t (g:rt:jit
AKORN
693 MR TIMOTHY GENE GOLICH 01-Cct-14 10-Cct-14 9 7495 oo oo 268420 oo
70s DR, ASHOK PANNAR 13-0ct-14 15-0ct-14 2 203 oo oo 5939.00 oo
71g MR, SUMEET DAGAR 15-0ct-14 17-0ct-14 2 18 0.0a 000 |E923.00 0.00
Total No. of Company Guest 3
Reg.No.  Name Arr. Date Dep. Date No. of Days Bill No. Bill Amount
Cash |Cheque g‘:;':jl:t Ccr:ilit
FRUNTIER
706 MR, RAJESH KHANNA 11-0ct-14 15-0ct-14 5 812 | oo | oo |1 33430 | oo
| Total No. of Company Guest 1 |

o Itwill generate the report of all the guest stayed order by their company name.
o Itwill 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

1
I@I Areyou sure you want to day close, 7 I

Yes

Mo

e Click YES to confi;n and system will prompt yod to take backup for the day’s work.

e 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.
F x i

Yes

i~
| @I Bre you sure you want to Logout ¥

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:

Status  Guest

Reports Day End

| 1 | L

Logout ETDD|S DOnline Repots About Us

b Ly
k] Receipts

-3

SIVIS Dates

-PM

el Eooked |

125
EXECUTIVE

126

SUPER DE

DR. ASHOK H

ReOpen Restaurent
ReQpen Bar

Lock Software..
Calculatar

Send MMessage to Metwork Computer
Backup Database
Attendence form
Change Passwaord
Eill Forrmat
Courntry haster
State Master

Online Form

Licence Detail
131
DELUEE Front Color Code
| [———

|

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

reopen it in the same date.



14.

e REOPEN BAR: The same goes for bar.

e CALCULATOR: When needed for calculation.
e COUNTRY MASTER: When needed to create new countries.
e STATE MASTER: Used to create new states.
e ONLINE FORM: You can view your software details and hotel registration information with us.
e LICENCE DETAILS: It will show you the number of days left in expiration of the software.

e FRONT COLOR CODE: You can view the meaning of each color appearing in the ROOM CHART:

Click the Label to set its Color

Inactive

| Set Color ‘

—

ABOUT US: You can have the contact information and information related to us the DEVELOPERS OF

THE SOFTWARE:
= - i
&= About Us — o
Developed By
webline Infosoft Put. Ltd Dial Us:
18-12, aAbhizhek Tower Phone: +%1-135-265156568
14, Subhash Road Fax : +31-135-24 50950
Dehradun - Uttarakhand Email Us : infoi@weblineinfosoft, com
[India)
ir Details
Serial Ho. 1o version
Hotel Hame 1 WIP Resort

Ho. of User{s)
Type
version
Email Id

User

Hotel Id

H |

1 Licenszed Werszion (142 Daws)
1B (OE1052014)

¢ infoi@wipresort.in

T ADwA TR

T GE0S1

The Wel Dévelopmend Company

Front Office Module

Financial Year : 2012-2013

[ Close l

|




