
Hotel Management System

Introduction
Hotel Management System (HMS) is an ideal software solution for Hospitality Industry that
can be used at hotels, motels, inns, resorts, lodges, hostel, ranch, suites, apartments etc.
This product is a comprehensive software suite consisting of integrated modules for various
aspects  of  hotel  management.  HMS  includes  the  entire  feature  required  in  a  hotel
management  system.  Features  like  Laundry, House-keeping  and  Front-office  are  tightly
integrated for simplicity. 

The below screenshot show the initial window for the hotel management system

All options in the HMS are available from the menu which is located at the left top side of
the initial window. Commonly used functions can be accessed easily from the tool bar under
menus. There is a grid showing date as columns and rooms as rows situated at the center of
the window which provide booking status of each room in each day with color indication. On
the left some options related to grid is given:

 REFRESH: Refresh and reload rooms and status of each day.

 VIEW BOOKING: To view all booking with option to filter with various criteria’s like
room, status etc.

 OCCUPANCY INFO:  Show summary of a day with details like Total Rooms, Total
Booking etc.



 SETTINGS: Here we can set the type of rooms to be listed, from ‘Date’ and no. of
days in which information to be shown in the grid.

 BOOKING KEY: Show indication of each color in the grid.

 GROUP BOOKING:  For Booking, Check-in or Check-out multiple rooms together.
This option can also be opened from menu through Transaction -> Group Booking

 SEARCH CRITERIA: User can filter rooms based on

1. Block wise

2. Floor wise

3. Room-Type wise

Menu wise Details:

1 Master

This option is to initialize the Master Files. These are the different Master Fields in Hostel
Management  system.  Block,  Floor,  Room-Type,  Extras  &  Amenities,  Room,  and
Customer Master are the menus available.

1.1 Block

Here we can create all the buildings or block.

MastersBlock



 Code: To enter block code.

 Name: To enter block name.

 Save: To save the values entered.

 Delete: To delete the selected value from grid.

 Clear: To clear the fields.

 Close: To exit the forms.

1.2 Floor

Here we can create Floor under each Block created earlier.

MastersFloor



 Code: To enter Floor code.

 Name: To enter Floor name.

 Save: To save the values entered.

 Delete: To delete the selected value from grid.

 Clear: To clear fields.

 Close: To exit forms.

1.3 Room Type

Room Type are created here along with their optional tax percentage.

MastersRoom Type



 Code: To enter Room type code.

 Name: To enter the Type name.

 Tax%: To enter the Tax in percentage.

 Save: To save the values entered.

 Delete: To delete the selected value from grid.

 Clear: To clear the fields.

 Close: To exit the forms.

1.4 Extra & Amenity 

Extra & Amenity are the additional facilities provided to customer according to their need.
Extra charges will be applicable on them. Non chargeable items provided can be created as
amenity.

Master  Extra & Amenity



 Code: Enter the code.

 Name: Enter the name of Extra or Amenity.

 Type: Select whether Extra or Amenity.

 Rate: Enter rate if it is an Extra.

 Save: To save the values entered.

 Delete: To delete the selected value from grid.

 Clear: To clear the fields.

 Close: To exit the forms.

1.5 Room

Rooms are created here.



 Code: Enter the code.

 Room No: Enter the name or room no.

 Room Type: Select Room Type from the list. All types created earlier will list here.

 Description: Enter Description of the room here.

 Maximum Occupancy: Enter maximum number of persons allowed in the room.

 Tax%:  Enter  Tax  percentages,  rate  of  for  the  selected  room  type  will  fill
automatically.

 Number of Beds: Enter number of single beds and double beds.

 Room Rate: Rate can be applied in two ways, Per Room and Per Person.

 Room Status: Select status of room.

 Search Type: Select any field to search.

 Search Key: Enter value to search.

 Save: To save the values entered.

 Delete: To delete the selected value from grid.

 Clear: To clear the fields.



 Close: To exit the forms.

1.6 Guest

Guests can be created here.

 Code: Enter the customer Code.

 From Enquiry: To call from enquiry.

Name :Enter the Customer Name

 Last Name :Enter the customer last name

Company :Enter the customer company name



 Gender :Select gender

 Age :Enter the Age

 Address1: Enter the address.

 Address2: Enter the Additional address.

 City : Enter the city 

 State: Enter the State.

 Pin Code: Enter the Pin code. 

 Nationality :Select Nationality

 Telephone: Enter the Telephone number.

 Mobile: Enter the Mobile number.

 Email id: Enter the Email id.

 Fax: Enter the Fax number.

 Deduction: Enter the percentage of deduction.

 Balance:  Account balance.

 Proof Type: Enter the Proof Type.

 Proof No: Enter the proof number.

 Cust. Type: Enter the customer type.

 CC No: Enter the Credit Card number.

 Search Type: Select any field to search.

 Search Key: Enter value to search.

Save: To save the values entered.

Delete: To delete the selected value from grid.

Clear: To clear the fields.

Close: To exit the forms.

Add Attachment: To add attachments.

 Send Email: To send email.



2 Transaction

2.1 Enquiry

 Code: Enter the code.

 Date: select date.

 First Name: Enter first name.

 Last Name: Enter last name.

 Address: Enter address.

 Enquiry type: Enter/Select enquiry type.

 Telephone: Enter phone number.

 Email: enter email.

 Company: enter company name.

 Referred By: Enter the person referred.

 Room type: Enter/Select room type.



 No of persons: Enter the number of persons.

 Remarks: Enter the Remarks if any.

 Expected Arrival: Select the Expected Arrival Date.

 Expected Departure: Select the Expected Departure date.

 Search Type:  Select any field to search.

 Search Key:  Enter value to search.

 Save: To save the values entered.

 Delete: To delete the selected value from grid.

 Clear: To clear the fields.

 Close: To exit the forms.

2.2 Booking - Check in - Check out

Voucher No: Voucher no will be generated automatically.



Date: Select booking date.

 Type: Enter space to choose room type

 Room: Enter space to choose room (Detail of selected room will display).

 Guest Name: Enter space to choose a guest/customer. Click label ‘New’ to create a new
guest/customer.

 Adults: enter no of adult members.

 Children: Enter no of children members

 Arrival: Select arrival date and time.

 Departure: Select departure date and time.

 Days: Number of days or hours depending on the room selected.

 Source: Enter Space to choose the source or Enter the source

 Type: Enter or select purpose of stay.

 Remarks: Add remarks if any.

Status: Select booking status.

 Rent: Room rent will be displayed.

 Extras: Extras & Amenities will displayed.

 Deduction: Add any deduction by percentage/amount.

 Tax: Add tax

 OB (Opening Balance): Pending balance will be displayed for the selected guest if any.

 External: Display other charges(Laundry, room service and sales)

 Round off: Enter round off deduction here.

 Advance: Add advance payment.

 Paid: Add amount paid by customer

 Refund: Add refund amount.

 Balance: Display the balance amount.

Save: To save the values entered.

Delete: To delete the selected value from grid.

Clear: To clear the fields.

Close: To exit the forms.

Attach to group booking: To attach current booking to existing group booking.

2.3 Group Booking - Check in - Check out



Here you can add rooms by clicking the add button and choose the rooms.

 Save: To save group booking.

 Cancel: To cancel group booking.

 Clear: To clear the window.

 Close: To exit the window.

 Status: To select the status of the entry.

 Bill Details: Show the Bill amount against the transaction.

 Payment Details: Shows the Paid amount and also can add new payment by using the
add button.

 Add Room: To add rooms to the grid, it forward the user to another window where 
rooms can be selected accordingly.



 Arrival: Select Arrival Date and Time.

 Departure: Select Departure Date and Time.

 No of  Rooms:  Enter  number  of  rooms  required  and  click  ‘Auto  Fill’  button.  Then
specified number of rooms will added automatically. Tick check box ‘Available Only’ to
select available rooms only in the given arrival and departure period.

 Type:  To Select  preferred  room  type.  After  selection  click  ‘Auto  Fill’  button.  This
selection is optional.

 Room No: To Select any particular room. After selection click ‘Add’ button.

 Save: To save the selection.

 Close: To exit the window.

After save, selected rooms with default data will show in the grid below on group booking
window. We can edit individual rooms by double clicking in the grid. Then a new window
with room details will show where we can add extras and amenities, change room rate, give
deduction etc.



2.3 Laundry



 Room: Enter space to choose room (Type of selected room will display).

 Customer:  Enter  space  to  choose  Customer  (Detail  of  selected  Customer  will  be
display).

 Remark: add remark if any

 Entry date: Select date of invoice.

 Service: Enter space to choose 

 Qty: Add qty of service.

 Rate: Enter the rate of service (default rate automatically displayed).

 Total Amount: Displays the total amount.

 Search Type:  Select any field to search.

 Search Key:  Enter value to search.

 Save: To save the values entered.

 Delete: To delete the selected value from grid.

 Clear: To clear the fields.

 Close: To exit the forms.



2.4 Room Service

Voucher No: Enter the Voucher number.

Housekeeping: select housekeeping if it’s not for customer.

Room Service: Select room service if it’s for customer

Room: Select room.

Party Name: Select customer.

Employee Name: Select employee.

Type: Enter/select type of service (optional).

Service: Select/create new service (Housekeeping or room service).

Remarks: Add remarks if any.

Search Type:  Select any field to search.

Search Key:  Enter value to search.



Save: To save the values entered.

Delete: To delete the selected value from grid.

Print: To take print.

Clear: To clear the field.

Close: To exit the forms.

2.5 Complaint Register

 Compl no: Enter complaint voucher number.

 Date:  Select the entry date.

 Room: Select the complaint room.

 Name: Select the customer who raise the complaint.



 Complaint: Enter the complaint details.

 Attended By: Name of the employee who received the complaint.

 Complaint Type: Select the type of complaint.

 Date resolved: Select the date of complaint resolved

 Staff Assigned: Select the staff who handled the complaint.

 Remarks: Add remarks if any.

 Search Type:  Select any field to search.

 Search Key:  Enter value to search.

 Save: To save the values entered.

 Delete: To delete the selected value from grid.

 Clear: To clear the field.

 Close: To exit the forms.

 3.0 Reports

 3.1 Booking, Check In, Check Out, Shift and Out of Order.

 Select one or two criteria for filter the specified report (Booking type, customer, room, room
type, type and source).

 Date: Select the date for filter report.

 Select criteria for filter by status(Check in, Not check in)

 Show: To show the report.

 Clear: To clear the fields.

 Close: To close the tab.

 3.2 Enquiry

 Select one or two criteria for filter the specified report (Name, last name, enquiry type,
phone no, room type and referred by).

 Date: Select the date for filter report.



 Show: To show the report.

 Clear: To clear the fields.

 Close: To close the tab.

 3.3 Laundry

 Select one or two criteria for filter the specified report (Customer, room, service and date).

 Date: Select the date for filter report.

 Show: To show the report.

 Clear: To clear the fields.

 Close: To close the tab.

 3.4 Room list

 Select one or two criteria for filter the specified report (Room, Room type).

 Show: To show the report.

 Clear: To clear the fields.

 Close: To close the tab.

 3.5 Complaint register

 Select one or two criteria for filter the specified report (Room, name, complaints, attended
by, complaint type, staff assigned and remarks).

 Date: Select the date for filter report.

 Show: To show the report.

 Clear: To clear the fields.

 Close: To close the tab.



 3.6 Extras Used

 Select the type of extras(Extras/Amenities)

 Select one or two criteria for filter the specified report (Extra or amenities, customer, room
and room type).

 Date: Select the date for filter report.

 Show: To show the report.

 Clear: To clear the fields.

 Close: To close the tab.

 3.7 Room Availability

 Select one or two criteria for filter the specified report (room, room type and date).

 Date: Select the date for filter report.

 Show: To show the report.

 Clear: To clear the fields.

 Close: To close the tab.

 3.8 Room Service

 Select the type of task(Housekeeping/Room Service)

 Select one or two criteria for filter the specified report (room, Name, Employee, Type and
Service).

 Date: Select the date for filter report.

 Show: To show the report.

 Clear: To clear the fields.

 Close: To close the tab.



 4.0 Tools

 4.1 Settings

 

 Theme: To change Background theme.

 Status: To add Additional Status.

 Color: To add/change color for additional/Default status.

 Default room status: To set Default status.

 Rent a/c: To set rent account.

 Extras a/c: To Set Extras/Amenities account.



 Deduction a/c: To set Deduction  account

 Laundry a/c: To set Laundry account

 Tax a/c: To set Tax account

 Bank a/c: To set Bank account

 Cash a/c: To set Cash account

 Check out time: Set to default Check out time

 4.2 User Settings

To set menu wise user privilege.

 User Name: To select user.

 Master: Menus under master area is listed here.

 Transaction: Menus under transaction area is listed here.

 Reports: Menus under reports area is listed here.

 Tools: Menus under tools area is listed here.



 Save: To save user settings

 Clear: To clear the window.

 Close: To close this window.

 4.3 Reminder

To set Reminder based on date and time.

 Set Reminder: To set reminder based on date and time.

 Clear: To clear the window.

 History: To view already created reminders.



 4.4 Send Mail

To send offer letters and greetings to the customer. 
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