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1. lll Property Management System (PMS) — User Guide

1. i Property Management System (PMS) — User Guide

Version: 1.0.0
Last Updated: June 2025

Welcome to the official documentation for the Property Management System (PMS) — an end-to-end solution designed to simplify and automate operations for

hotels, guesthouses, serviced apartments, and other hospitality businesses.

1.1 # About the System

This PMS enables property owners and staff to manage:

* Reservations and front desk operations
* Guest check-ins and check-outs

* Room setup and inventory tracking

* Housekeeping and service tasks

* Restaurant orders and POS

* Vendor and staff profiles

* Accounting and finance reports

* Real-time dashboards and analytics

All in one centralized, web-based platform.

1.2 <& Core Modules

Module

Front Desk

Room & Inventory
Housekeeping
Restaurant (POS)
Finance

CRM

User Roles

Settings

Description

Handle bookings, guest arrivals, check-outs
Manage room details, rates, and availability
Assign tasks, track items, view service history
Take orders, manage menu, monitor sales
Track payments, generate invoices and reports
Maintain guest profiles and preferences
Define staff access and responsibilities

Configure system preferences and integrations

1.3 &% User Roles

* Admin: Full access to all modules and system settings

* Front Desk Officer: Reservation and check-in/check-out tasks

* Housekeeping Staff: Task management and inventory tracking

* Finance Staff: Payment entries and financial reporting
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1.4 # How to Use This Guide

* Restaurant Staff: Order processing and POS activities

1.4 4% How to Use This Guide

Navigate through the Modules tab above to explore detailed instructions, features, and usage tips for each functional area.

Each section includes: - Purpose and overview - Step-by-step guides - Screenshots or layout descriptions - Practical notes and common issues

1.5 & Need Assistance?

If you face issues or have questions: - Reach out to your system administrator, or - Contact support@yourcompany.com

Thank you for using our PMS. We hope it helps your team run your property more efficiently and professionally.
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2. Analytics

2. Analytics

2.1 ml Analytics — Dashboard

Module: Analytics

Section: Dashboard

Location: Modules > Analytics > Dashboard
Version: 1.0.0

Last Updated: June 2025

2.1.1 U Overview

The Dashboard provides a visual, real-time snapshot of your property's performance. It consolidates key data from all operational areas — such as reservations,

revenue, occupancy, and service statuses — into an easy-to-understand interface.

This page is typically the home screen for Admins and Managers.

2.1.2 = Interface Preview

£ 0 R o— Booking S @ & B O EE engishv Demo Customer 1v
soLuTIONS N
ANALYTICS Revenue Paid Receipt Room Status Reservation y
o i 36.6°C
C o _ S
33 DASHBOARD O 37.4 & 3.2 () Total Available Confirmed Payment Percentage | |
. 5
. Previous Payment
OPERATIONS Total Occupied Check In

Total Reserved

4 9 13 4 5 5 ° kG Previous Receipt n

B ° Today Payment
[ RoOM & INVENTORY . Total Closed AL "
Today Receipt
0
) SERVICE MANAGEMENT
Room Status Check-In Date .
Booking Revenue
CHANNEL MANAGER
RESTAURANT MANAGEMENT Total Available L
« 5 o
CAFETORIA / CAFE N
Total Occupied
. . o v
{ifle HousEKEEPING .
Total Reserved ®
FINANCE . o A
Total Closed o
EgiecouRERNeE o O O OO0
- . - - Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
MANAGEMENT
fal, PROPERTY/HOTEL MANAGEMENT ~ " =) .
= i Recent Activities @ Pending [@ Confirmed ® Cancelled @ Checked-In G Checked-Out
Reservation status has been changed. 06/2025 Reservation Details £ Check In £ Check Out Bill & Payment
Status: Confirmed. 8:06 P
. 0: 10 #20240808101501 Total  :  SAR 4519_17m
Version 1.0.0 G Logout Al rights reserved - CIS Tech Ltd © 2026

I Image: The main dashboard displaying revenue, booking status, and occupancy rate widgets.
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2.1.3 2. Who Can Access

Role
Admin
Manager

Staff

2.1.4 » Key Features

Access Level
Full access
View only (default)

No access (unless granted)

« (2] Booking Summary: Visual cards showing total, active, and upcoming bookings.

& Revenue Insights: Bar/line charts for daily, weekly, and monthly earnings.

* 1 Occupancy Rate: Room utilization shown via colored indicators.
+ & Service Alerts: Pending housckeeping and maintenance items.

+ 23 Check-in Timeline: List of today's arrivals and departures.

2.1.5 | Step-by-Step Guide
1. Accessing the Dashboard

* Go to Modules > Analytics > Dashboard from the top navigation.

* The system will auto-refresh and display updated figures.

S - |

Revenue Paid Receipt

o % 36.5°C
e &
037.4 O eae ()

aEmD

Room Status

F O R oo
soLuTiOns

ANALYTICS
83 DASHBOARD

OPERATIONS

[ RooMm & INVENTORY
SERVICE MANAGEMENT
CHANNEL MANAGER

i RESTAURANT MANAGEMENT Total Available
. 5

. CAFETORIA / CAFE
Total Occupied

HOUSEKEEPING ' ©
Total Reserved
FINANCE a ®
Total Closed
ACCOUNTS & FINANCE 0

MANAGEMENT

2, PROPERTY/HOTEL MANAGEMENT
Recent Activities

Reservation status has been changed.
Status: Confirmed.
Detail:

Version 1.0.0 G Logout

I Image: Navigation to the dashboard via the top menu.

@ @ & B O EE egishv

Room Status Reservation

Total Available Confirmed
. 5
Total Occupied Check In
0
Total Reserved Check Out
. 0
Total Closed Pending
[
Check-In Date
o- mm mm N
3 4
[CINCIPM [ Confirmed @ Cancelled
Reservation Details

#20240808101501

All rights reserved - CIS Tech Ltd © 2026
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@ Checked-In

B Check In

Payment Percentage
Previous Payment
Previous Receipt
Today Payment

Today Receipt

Booking Revenue

2.1.3 £ Who Can Access

Demo Customer 1 v

Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec

B Check Out

G Checked-Out

Bill & Payment

Total H SAR 4519.17 m



2. Exploring the Widgets
Each card or chart shows important operational metrics:

* Clicking Bookings opens Reservation History

* Clicking Revenue opens Transaction Reports

2.1.6 ¢

Best Practices

3. Filtering Data
You can filter dashboard insights using the date range selector:
Date Filter

I Image: Date filter control for custom and predefined ranges.

4. Exporting Reports
Use the export icon on top-right of each widget:

* Formats supported: CSV, PDF

* Use the print layout for meetings and reporting

2.1.6 . Best Practices

* W4 Use a large screen for live display in the admin office
* & Refresh periodically to ensure the data is current

* & Restrict financial views to relevant roles only

2.1.7 ! Troubleshooting

Problem Solution

Charts not loading Ensure internet connectivity; refresh page

No data showing Ensure bookings, transactions, or housekeeping tasks exist in the system
Access denied Check your user role permissions under Settings > User Roles

2.1.8 # Related Modules

* Reservation History
* Transaction Reports

*» Housekeeping Status

2.1.9 % Support
Need help with interpreting dashboard data or customizing widgets?

* Ask your system administrator

* Or email support@yourcompany.com
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2.1.9 & Support

ul The dashboard empowers you to run your property efficiently — based on real-time, actionable insights.
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3. Operations

3. Operations

3.1 Front Desk

3.1.1 New Booking /Reservation

Add Reservation - Front Desk

Module: Front Desk

Section: Add Reservation

Location: operations > Front Desk > Add Reservation
Version: 1.0.0

Last Updated: June 2025

OVERVIEW

The Add Reservation page allows front desk users to create new bookings for individual, group, or company customers. It includes fields for selecting dates, time,

source, room, and guest details. The reservation summary and billing panel update in real-time as the form is filled out.

INTERFACE PREVIEW

= E;gum 8aoking n @ @ & B O E ogev Oceanview Hotel -
Reservation Type: Bllling Information: &
L) Group Q Individual < e Company Name:
o 2 o] B
- & ¥ 1 o
Chack.in Tme Nights foptienall Email:
1:00 1 Address:
Te Date Crack cul Time Seurce/relurred By Total Guest: 0
9.062026 14:00 Fecepticn

Reservation summary:

Reservoton Stotus Refurence 12
Wed, 18 Jun 2026 Thu, 16 Jun 2026
Room and Guest Information: Total Night Of Star: Days
Room Room Number Check In & Check Out Guests Total
Totol Amount: 0
Nghts: |
2026-06-1¢ 202506-1¢ Per Night Prica: san Discount {SAR) £ @ 0
Tolol Price: san
AMer Discount Ameunt: 000
Grand Total 0.00

> Additional Information:

Version 1.0.0

I Image: Booking interface with fields for customer type, dates, times, guest info, and billing summary.
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WHO CAN ACCESS
Role Access Level
Admin Full access
Manager Full access
Receptionist Add/Edit
Staff No access (default)

3.1.1 New Booking /Reservation

»* KEY FEATURES

* 22 Reservation Type: Supports Individual, Group, and Company bookings.

« 7' Date & Time Selection: Choose check-in/out dates and times.

* %7 Source/Referred By: Track how the guest came to book.

+ [ Room and Guest Info: Add room number, stay duration, and number of guests.

 — Billing Information: Automatically calculates nights, total cost, discount, and grand total.
+ “\, Editable Discount: Allows manual input of a discount amount.

« &) Auto Calculation: Updates totals and billing data dynamically.

FORM SECTIONS

1. Reservation Details

Field Required Notes

Reservation Type Choose between Group, Individual, or Company
From Date Start date of stay

To Date End date of stay

Check-in Time Time of arrival

Check-out Time Time of departure

Nights Optional Auto-calculated if date range provided

Source e.g., Reception, Website, Phone

Reference ID Optional Custom reference (if needed)

2. Room and Guest Information

* Add multiple rooms with corresponding check-in/out dates.
* Select room type/number from dropdown.

* Enter number of guests per room.
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3. Billing Information Panel

Label

Name, Phone, Email
Total Night of Stay
Total Amount
Discount

Grand Total

HOW TO RESERVE A ROOM - STEP BY STEP

1. Navigate to the Reservation Page

*Goto Front Desk > Add Reservation from the left sidebar.

S8 DASHBOARD

NEW BOOKING /RESERVATION
ADD RESERVATION
ALL DOOKINGS
BOOKING CALENDAR
AVAILABILITY
PAYMENT COLLECTION
TRANSACTION HISTORY
CURRENT QUEST
ROOM SERVICES
TODAY'S

CHECK-OUT

m ROOM & INVENTORY

dEk RESTAURANT MANAGEMENT

Version 1.0.0

2. Choose Reservation Type
* Select from:
* Individual
* Group

» Company

Description

Pulled from guest profile once selected/added
Auto-calculated from dates

Sum of room prices * nights

Optional SAR amount that reduces the total

Final amount after applying discount

- 11/189 -
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3ooking n

Reservation Type:
ﬁﬂ. Group A  Individual
sYa For Groug é ndvidual Customer

®

‘% Company

3. Select Date and Time
¢ Pick From Date and To Date.

* Choose Check-in Time and Check-out Time.

F O R som—
soLuTiONns

Reservation Type:

DASHBOARD

Backing n

M Individual

vidua lomar

OH" Group
WY For Groug
Frem Dale
= sl 18-06-2025
NEW DOCKIN
‘e Cate
ADD RESERVATION 19-06-2025

Check-in Tivw

1100

Check-out Time

14:00

4. Specify Booking Source and Night Limit

* Select how the reservation was received (e.g., Reception, Agoda, Booking.com).

« Increase or decrease night limit, it will also update From Date and To Date automatically.
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3.1.1 New Booking /Reservation

Nights (optional)

1

Source/referred By

Reception

5. Assign Room and Guests

* Select Room , Room Number and Check In & Check Out date will automatically generate.

AVAILABILITY
Room and Guest Information:

PAYMENT COLLECTION Room Room Number Check In & Check Out Add Guest Total

Nights: 4
TRANSACTION HISTORY
—  702/4 gl &)§ 702 2026-06-2° — 2025-07-01 ey Per Night Price: SAR 200

Total Price: SAR 800
CURRENT GUEST

ROOM SERVICES > Additional Information:

TODAY'S CHECK-IN

* Click + Add Guest , select New Guest, click on check box(Check for Billing Information) and fill in:
* Full Name

* Phone Number (with country code)

* Email Address

* ID Type and Number

* Nationality etc.
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3.1.1 New Booking /Reservation

> Add Guest
Existing Guest @) New Guest
Check for Billing Information

BGuest Personal Information
image

+
Upload

Note: Plecse uplcod up to 8 Files [J00, 220, PNO) with o
maxmum size of IMBE each
Guest Name

"Guest Email

Cunst Phone

- +966

Date Of Birth

Gender

Guest Address

There is another option:

* Select Existing Guest , click on check box(Check for Billing Information), select any Existing Guest from Select Guest dropdown field.
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3.1.1 New Booking /Reservation

. Add Guest

© Existing Guest New Guest

Check for Billing Information

Select Guest

{ J

Tal al Din Imad Safar

a oFf 966456450877

£ toj@sharklasers.com

Qudsiyah Azza Abboud
oF 900876700558
] azza@sharklasers com

Jilon Sulafah Samaha
g oF 96664564568
L)

2 samaha@sharklasers.com

Afra Mariyah Quirguis

6. Enter Optional Information
¢ Add a rReference 1D (if applicable).
e Apply any Extra Discount (%) . This discount ammount have view discount and hide option (This will automatically appear to invoice after create any reservation)
Room Selection

« Leave notes or internal comments.

Vv Additional Information:

Comments Remarks

EN
EN
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3.1.1 New Booking /Reservation

7. Review Billing Summary
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3.1.1 New Booking /Reservation

* Verify:

* Subtotal

* Discount

* VAT (Tax)
* Grand Total

« Total Amount could be additable with admin permission.
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3.1.1 New Booking /Reservation

Total Guest: 1

Reservation summary:

CHECK IN CHECK-QUT

Fri, 27 Jun 2026 Tue, 01 Jul 2026

Total Night Of Stay: “4 Days
Tetal Amount: ¢ 200

Disceurt [SAR) £: ® M
After Discount Ameunt: 71000
Grand Total 710.00

Add Reservation

. Supervisor Identity Verification

“Supervisor

r

“Password

a8

« Also confirm stay duration, number of guests, and room details.
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Bllling Information: &

Name:
Phone:
Email:

Address:

Total Guest: 1

é

Reservation summary:
CHECK-IN

Fri, 27 Jun 2026

Total Night Of Stary:

Tetal Amount:
Discourt (SAR) £:
After Discount Amount:

Grand Total

£

Neve A Ford
9668028714417

neva(@sharklasers.com

CGECC-OUT

Tue, 01 3l 2025

4 Doys

800
@ @

710.0¢

710.00

Add Reservation

- 19/189 -
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8. Finalize the Reservation

* Click the Add Reservation button to submit the booking.

Booking

Reservation Type:

™. Group

a

|ndiviéuc| ®

L}
From Date
27-06-2026 11:00
To Date
01-07-2025 14:00

Reservation Status

Room and Guest Information:

Check-in Time

Check-cut Time

Nights {optional)

4

Source/referred By

Reception

Reference 1D

Room Room Number Check In & Check Out
o 702/ el 3, £ 702 2026-06-2 2025-07-01
v Additional Information:
Comments Remarks

9. Post-Submission

* The new reservation will appear in the 211 Bookings list with the assigned status (Confirmed, Pending, etc.).

FOR mu—
sS0LUTIONS

Booking Number

Room No

ADD RESERVATION

ALL BOOKINGS

Baooking

Reservation Type

Customer Phone

- 4960

@ 0 O B O

@ Company

Guests Total

Nights: 4
& Per Night Price: SAR 200
Total Price: SAR 800

Al rights reserved - CIS Tech Lid © 2026

Check In & Check Out

3.1.1 New Booking /Reservation

BE gnglish v Oceanview Hotel v
Billing Information: @ £
Name: Neva A. Ford
Phone: 9668028714417
Email: neva@sharklasers.com
Address:
Total Guest: 1
Reservation summary:
Fri, 27 Jun 2026 Tue, 01 Jul 2026
Total Night Of Stay: 4 Days
Total Amount: 800
Discount (SAR) £: ® 90
After Discount Amount: 710.00
Grand Total 710.00
Add Reservation

@ O

Custormer

o

O EE engish v Oceanview Hotel +

m -

(D) Reservation (3 Billing [ Check In £ Check Out © Amount (SAR) @ Status & Action
AVAILABLITY ~ A Ford { Total SAR 80.00
eva A Ford | v
#1000030 Pal SAR 0.0¢
o 9668028714417 5 27-06-2025 5 28-06-2025 Paid SAR0.00
"
[ nevo@sharklosers.com
TR — Due SAR 80.00
T ; Total SAR 710.00
leva A. Ford | iiviuc
#1000029 Dl R ¢ %
o 9668028714417 5 27-06-2025 B 01-07-2025 Toc Sy ® (1]
[ neva@sharklasers.com
Due SAR 710.00
Qutb Abdul-Aliyy Masih | Growp
#1000028 5 A8 30000
o 96645678456789 £ 19-06-2026 £ 20-06-2026 aid SAR 300.00 o 2@
[ Qutb@sharkdasers.cor
@ tho e Due SAR 0.00
Total saziso00 IR

Jilan Sulafah Samaha  ndividusl

All rights reserved - OIS Tech Ltd = 2026

[\*)
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! TROUBLESHOOTING

Issue

Room dropdown is empty
Guest count not updating
Discount not applied

Add button is disabled

Solution

Make sure rooms are added in inventory
Click the + button to assign guests
Ensure proper SAR value and format used

Required fields may be missing

3.1.1 New Booking /Reservation

¢ RELATED PAGES

* Reservation List
* Payment Collection

* Room Availability

%, SUPPORT
Need help adding reservations or encountering errors?

* Contact your front desk supervisor

* Or email: hello@cistechltd.com

Efficiently manage guest stays and maximize property occupancy with accurate reservation handling.
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3.1.1 New Booking /Reservation

7' Reservation List - Front Desk

Module: Front Desk

Section: All Bookings / Reservation List

Location: operations > Front Desk > All Bookings
Version: 1.0.0

Last Updated: June 2025

OVERVIEW

The Reservation List page displays all existing reservations in a searchable and filterable format. It provides quick access to booking details, billing, status, and

actions such as edit, delete, view, and print.

This page supports daily operations for front desk staff and management.
INTERFACE PREVIEW

= F DR s—
S0LUTIONE

— n Q@ 0 O BF 0 Bumv Oceanview Hotel «

Bceking Number Reservaten Type Check In & Chack Out tomer

Roem Mo [

Reservation List

[5) Resarvation [ siling Chack In E Chack Out Amount (SAR) & Stotus [ Action

Tota

: = w
PBAYNENT COLLECTON
Due SAR 0.00
Tola
va kdhidia
3 19-06-2026 £ 20-06-2026 Paid m
Due SAR 0.00
o Neva A, Ford | nduicus
m iy 3 19-06-2026 B 20.06-2026
) reva@n-ark
SAR 170.00
ta SAR
“an Herbert $. & '

I Image: Table of all reservations with filtering options and status indicators.

WHO CAN ACCESS

Role Access Level
Admin Full access

Manager View/Edit/Delete
Receptionist Add/Edit/View
Staff View only (optional)
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3.1.1 New Booking /Reservation

-+ ADVANCED SEARCH FILTERS

Filter Description
Booking Number Search using exact reservation ID
Reservation Type Individual / Group / Company
Check-in & Check-out Filter by date range
Customer Name Search by guest name
Customer Phone Filter by mobile number
Status Paid / Not Paid / Pending / etc.
] TABLE COLUMNS EXPLAINED
Column Description
Reservation Displays ID, source (e.g. Reception), customer type
Billing Contact number and email of guest
Check-In Booking start date
Check-Out Booking end date
Amount (SAR) Total, Paid, and Due amounts in Saudi Riyal
Status Displays reservation status (Confirmed, Pending, Checked Out, etc.)
Action Icons to view, edit, delete, and print reservation details

@ STATUS INDICATORS

Status Color Description
Confirmed Green Booking confirmed, not yet checked in
Checked Out Purple Guest has completed the stay
Pending Yellow Reservation created, not confirmed
Not Paid Dark Blue Payment not yet received
Paid Light Blue Payment fully settled
2 ACTIONS AVAILABLE
Icon Action
@ View reservation details
N Edit reservation information
g Delete the reservation (if allowed)
= Print the reservation receipt
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3.1.1 New Booking /Reservation

HOW TO VIEW RESERVATION LIST - STEP BY STEP

1. Navigate to the Reservation List Page

*Goto Front Desk > All Bookings from the left-side navigation menu.

88 DASHBOARD
OPERATIONS
FRONT DESK

NEW BOOKING /RESERVATION
ADD RESERVATION
ALL BOOKINGS

BOOKING CALENDAR

AVAILABILITY

PAYMENT COLLECTION

TRANSACTION HISTORY

CURRENT GUEST

ROOM SERVICES

CHECK-IN

CHECK-OQUT

[@ moom & mvenTORY

i RESTAURANT MANAGEMENT

Version 1.0.0

2. Apply Advanced Filters (Optional)
* Use available fields to narrow down search results:
* Booking Number
* Reservation Type (Individual / Group / Company)
¢ Check-in & Check-out Date Range
* Customer Name or Phone Number
* Room No

* Reservation Status (Confirmed, Cancelled, Pending, Checked In, Checked Out etc.)
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3.1.1 New Booking /Reservation

= @Z?ﬂﬁ.—a Booking n Q@ ® D B 0 Egev Oceanview Hotel +

Reservation Type

NEW BOOKING /RESERVATION

AVAILAE:

PAYMENT o ’ Reservation 2 n
Te—— g o sansoco RN
¥19905%0 oy, £ 27.06.2026 3 28-06-2026 Paid SAR 0.00
UpgENT nchsseeiriin £ 27-06-2025 £9 26-06-202
- Due SAR 00.00

RESTAURANT MANAGEMENT

Varsion 1.0.0

3. Review Reservation Data
* Review columns including:
* Guest and Contact Info
* Check-in / Check-out Dates
« Total, Paid, and Due Amounts

* Current Status (Confirmed, Checked Out, etc.)

Reservation List

(%] Reservation F2 silling {5 Check In £ Check Out ® Amount (SAR) @ Status [E] Action
Not paid
Neva A. Ford 1 Total :  SAR80.00
jeva A. Ford | Individual
#1000030 i .
o 9668028714417 £ 27-06-2025 £ 28-06-2025 Paid : SAR 0.00 5

Reception
B nevo@sharasers.com

Due : SAR80.00

4. Perform Actions on Reservations
* Use action icons in the last column:
* @ View — See full reservation details
« ., Edit — Modify existing reservation info
+ T7 Delete — Remove the reservation (if permitted)

« & Print — Print the reservation invoice or summary
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3.1.1 New Booking /Reservation

00

[%) Reservation [2 Billing 5 Check In ) Check Out ©® Amount (SAR) © Status [E] Action

Not paid
Total SAR 80.00

Neva A. Ford  Individual

#1000030 i . —
o 9668028714417 B 27-06-2026 £ 28-06-2025 Pold :  SAR0.00 °© B E
[ neva@sharklasers.com
Due : SAR 80.00

5. Perform Additionals Items on Reservations
* Add button to go to add reservation
* Excel file download option

* View reservation list column selection option

Room No. Customer Phone Status

NT DESK
FRONT DESK m- | +966

ADD RESERVATION
Reservation List

ALL BOOKINGS
e [5) Reservation & eilling £ Check In £ Check out ® Amount (SAR) & status ‘Action
ieva A. For 0
#1000030
o 9668028714417 £ 27-06-2025 £ 28-06-2025 Paid : SAR 0.00 : @
PAYMENT COLLECTION A
e Due SAR 80.00
TRANSACTION HISTORY
CURRENT GUEST jeva A. Ford _Indiiduo
#1000029
. o 9068028714417 B3 27-06-2025 £3 01-07-2026 Paid SAR 0.00 ©
RoOM 5 [ neva@sharklasers.com
ROOM 58 @ Due SAR 710.00

TROUBLESHOOTING

Issue Solution

No results found Clear filters or adjust search parameters

Status not updating Ensure check-in/check-out processes are completed
Payment not reflected Confirm payment under Payment Collection module

RELATED PAGES

* Add Reservation
* Payment Collection

¢ Current Guest List

SUPPORT
For issues with viewing or updating reservations:

* Contact your system administrator

* Or email: hello@cistechltd.com

Easily manage, track, and update reservations with a detailed, filterable reservation list.
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3.1.2 ¥ Booking Calendar — Front Desk

3.1.2 7' Booking Calendar — Front Desk

Module: Front Desk

Section: Booking Calendar

Location: Operations > Front Desk > Booking Calendar
Version: 1.0.0

Last Updated: June 2025

&) Overview

The Booking Calendar module provides a visual representation of all current and upcoming reservations across different rooms. It includes both monthly calendar

and Gantt-style timeline views, allowing staff to manage room occupancy and plan effectively.

This view is essential for front desk users, room allocators, and hotel managers to track daily check-ins, check-outs, and availability.

= Interface Preview

7 Monthly Booking View

Todey  Back June 2025

* Displays a calendar layout for June 2025.
» Shows booking blocks for guests like Afra Mariyah Guirguis and Ira Wilcox.
* Helpful for visualizing stays across days/weeks in a single glance.

* Navigation options: Month, Week, Day, Agenda.
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ul Booking Calendar (Gantt Style)

Gantt Booking View

* Timeline view with room categories on the left and booking dates along the top.

* Colored blocks represent bookings (e.g., Reception, Booking.com, etc.).

* Supports filtering by source (Agoda, AirBnB, etc.).

* Includes an Import/Export button for data operations.

" Booking Details Popup

: ~
3.1.2 "7 Booking Calendar — Front Desk

5 £ OR mm—
sOLUTIONS

b City View Deuble

ANALASILIT

PAYMENT COLLECTION » The Grond Debuse

» The Premium Stay

b Oouble Debgat

b At
N s 5
P Wy juih pls

b e cizls

b oy i ol pls
b bk gl ple

b gl die

b

» 401
Version 10.0

* Popup appears on clicking a booking block.
* Includes:

* Guest Name: [ra Wilcox

* Contact Info: Phone, Email

* Source: Reception

» Amounts: Total (SAR 800), Paid (SAR 80), Due (SAR 720)

Booting

* “View Details” link for extended booking information.

(U Navigation Panel (Left Sidebar)

* Main Sections:

* Front Desk

* New Booking / Reservation
* Booking Calendar

* Availability, Payment, History, Room Services

-28/189 -
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3.1.2 ¥ Booking Calendar — Front Desk

* Check-in/Check-out
* Room & Inventory
* Finance and Housekeeping

* Sidebar includes logout and version number ( v1.0.0).

X Who Can Access
Role Access Level
Admin Full access
Manager View/Edit
Receptionist View
Staff View only (optional)

(4 View Modes and Filters

View Mode Description

Month / Week / Day / Agenda Switches between calendar views

Gantt View Horizontal timeline across rooms and dates

Source Filter Filters bookings by origin (e.g., Agoda, Booking.com, Reception, etc.)
Room Type Filter Show only selected room categories or floors

" Booking Details Displayed

Field Description

Guest Name Full name of the customer

Contact Info Phone and email address

Source Origin of reservation (e.g., Reception)
Total Amount Total reservation value (in SAR)

Paid / Due Payment breakdown

View Link Redirects to full reservation detail

(0 Navigation Panel Highlights

Section Purpose

New Booking / Reservation Add individual, group, or company booking
Availability View room availability in real time
Payment Collection Manage payments and dues

Today’s Check-In / Out Track daily guest flow
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3.1.2 ¥ Booking Calendar — Front Desk

How to check booking Calender - Step by Step

1. Access the Booking Calendar

* Navigate to Front Desk > Booking Calendar from the left-side menu.

F O R somm—
soLuTIONS

DASHBOARD

FRONT DESK

NEW BOOKING /RESERVATION
ADD RESERVATION
ALL BOOKINOS

BOOKING CALENDAR

AVAILABILITY

PAYMENT COf

TRANSACTION HISTORY

CURRENT QUEST

TODAY'S CHECK-OUT
m ROOM & INVE

RESTAURANT MANAGEMENT

Version 1.0.0

S

0/189 -



3.1.2 ¥ Booking Calendar — Front Desk

2. Switch Between Views
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3.1.2 ¥ Booking Calendar — Front Desk

« Use the top toolbar to select:
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3.1.2 7 Booking Calendar — Front Desk

* Monthly Calendar View: Click on marked area, it will change the view. Monthly Calendar View

* Yearly Calendar View: Click on marked area, it will change the view.

F O sm—
soLuTions

Booking n & ® O B 0 MW igshv Oceanview Hotel -

e’ e’ o D oD D e B

88 DAsHBOARD

Add New Booking

January February March April May June July August October November

City View Double

The Grand Dehuxe
RESERVATION

The Premium Stay

'BOCKING CALENDAR
» Doule Delight 5

AVARABILITY oo
» gt dby
P gl by g {

¥ Wlog puibyi plis

CURRENT OUEST b A ol plir

oy ik il pls

TODAY'S CHECK-IN iyl plis

TODAY'S CHECK-OUT b 4oty i

b

RESTAURANT MANAGEMENT

Varsion 1.0.0

D

189 -

-
- J:
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3.1.2 7 Booking Calendar — Front Desk

* Daily,or hourly View: Click on marked area, it will change the view.

BE ingish v Oceanview Hotel v

DASMBOARD

» City View Double

» The Orand Detuxe
» The Premium Stay
» Deuble Defight

> AL s

DAYMENT S
P gl s haipg

TRANSACTION .
P oy puisyd plis

RRENT GUEST b il call gl
P oy iyl Sl gl
[

b Al dy

o

) BB ingish v Oceanview Hotel

P City View Double

e

P The Premium Stay

P Double Delight

AVAILABIITY

b g dayen

S sesn st —

N HeroRy P oy uiht plar
b b ki gl
b Wy i i plis

WECK IN b it g g

P ot @

JAURANT MANASEMENT

Version 1.0.0
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3.1.2 %7

Booking Calendar — Front Desk

* Gantt-style Timeline View

Booking n & @ & B O Bl engishv Oceanview Hotel v

82 DASHBOARD

b City View Double
4 FRONT DESK

» The Grand Detuxe

» The Premium Stay

Double Delight

LABILITY

ERIRTEVR

PAYMENT C
b gl b iy g

TON HISTORY b Wloy puiid zle

CURRENT GUEST b i ol pls

> Aoy i Ok plir

TODAY'S CHECK-IN St )l rls

TODAY'S CHECK-OUT b sl iy

SN A
[ moom & mventory

Version 1.0.0

3. Filter Bookings
* Apply filters to narrow down data by:
* Source (Reception, Agoda, Booking.com, etc.)
* Room Name

* Date Range

Bocking n D @ O B O M wgnv Oceanview Hotel

DASHBOARD

» City View Doubie

» The Grand Detuxe
NEW BOOKING /RESTRVATION

» The Prembum Stay

» Doubie Detight

> A dalt

P [0

b lag ot plin

b dhe Sk gl
P Wlog it ki e
P b g gl

» dst, dbi

e a

189 -

w

-
-3
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3.1.2 "7 Booking Calendar — Front Desk

4. Review Booking Information
* Click a booking block to view:
* Guest Name and Contact Details
* Source of Booking
* Total, Paid, and Due Amounts

* Quick link to full reservation details

= F O R s
soLuTIoNS

82 DpasHBOARD

Booking @ B O BE inglishv Oceanview Hotel
@ O : ng

e’ e’ 2 e

Add New Booking

1 2 3 4 B 6 7 B 9 0o m 12 13 14 B W

> ity View Dousie
» The Grand Deze o |
» The Premium stay

» Double Delight o

AVAILABILTY

> sl s,
Booking Details View Details

> gl s

TRANSACTH > oy it gl
CURRENT GUEST > iy gl Billing Details

b Wl G ol ples

b Byl gzl

b by in

> ldae
& INVENTORY Transaction Amount
» a0t » Total
RANT MANAGEMENT
» 402 "
» 403
» aoa

Version 1.0.0 At rghts . fach Lid © 2025
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3.1.2 "7 Booking Calendar — Front Desk

5. Manage Calendar Data
* Use the Import/Export button (top-right) to:
* Click on Kebab Menu ( :)
* Export booking data in supported formats
* Import external reservation data (if needed)

= FOR s—
soLuTions

Scokiey O B QO B gy Oceanview Hotel -
@ 0 9 _

o o oo oD D BN EED Emm

» Oty View Deuble

P The Gromd Dese h

» mervenem ey | (R

[7 Gxport

P Doubie Delight

LS

P e g
P oy b pls

b S e

b Wy it i pls
b i gl e

>l
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3.1.2 ¥ Booking Calendar — Front Desk

6. View Inividual Room wise reservation

« Click on any room to view room wise reservation

£OR mumm— Booking n QD ® & B O EE igishv . Oceanview Hotel v

° ==

Add New Booking

DASHBOARD

» City View Double

» The Grand Deluxe

» The Premium Stay

BOOKING CALENDAR
e

AVAILABILITY

> sl dsya

PAYMENT COLLECTION . X
P el badyg -

TRANSACTION HISTORY

P oy puidé plix
CURRENT GUEST b b o pls

> o uiyi 3k glis
P iyl gl

P dl, @

ROOM & INVENTORY

Version 1.0.0

Today = Back | Next July 2025 Month | Week = Day | Agenda X

Sun Wed Fri sat
03 04 05

Qudsiyah Azza Abboud

06 07 08 09 10

Qudsiyah Azza Abboud
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3.1.2 7 Booking Calendar — Front Desk

7. Go to Add Reservation

* Click on Add New Booking button to to go to Add Reservation page

F OR mm——
soLuTions

DASHBOARD

Booking n @ ® & B O EE igishv Oceanview Hotel v

1
=’ =° em®

Add New Booking ; 2 3

) City View Double

» The Grand Deluxe B B
NEW BOOKING /RESERVATION

» The Premium Stay

BOOKING CALENDAR
e

AVAILABILITY
b sl &a

PAYMENT COLLECTION 2
Pipeteiat ﬂ

TRANSACTION HISTORY b oy puityé gl

CURRENT GUEST b b Gl plis
ROOM SERVICES b oy st ol plis
TODAY'S CHECK-IN b i gl plis
TODAY'S CHECK-OUT b b, By
a
ROOM & INVENTORY N
» 401
RESTAURANT MANAGEMENT
» 402
°  HOUSEKEEPING
» 403
» 404
Version 1.0.0
! Troubleshooting
Issue Solution
Booking block not showing Ensure reservation dates are valid and not expired
Overlapping reservations Use availability module to avoid room overbooking
Filter not working Reset filters or reload the calendar

& Related Pages

* Add Reservation
* Reservation List

« Availability

<, Support
For help with calendar display or booking conflict resolution:

* Contact your front desk manager

* Or email: hello@cistechltd.com

Visualize and manage your hotel s occupancy with the intuitive and flexible booking calendar view.
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3.1.3 ki Room Availability — Front Desk

3.1.3 k=1 Room Availability — Front Desk

Module: Operations

Section: Availability

Location: Front Desk > Availability
Version: 1.0.0

Last Updated: June 2025

&) Overview

The Room Availability screen provides a color-coded, real-time overview of all hotel rooms and their current statuses — including available, reserved, in

housekeeping, under maintenance, and more.

This module is essential for front desk agents and reservation managers to manage check-ins, bookings, and room readiness efficiently.

= Interface Preview

ﬂ;gtunons Booking n & @ D B O = igmv .Oannvi-wlbhlv

==
Cale

-

I Full view showing all rooms with their current status.
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3.1.3 ket Room Availability — Front Desk

= FOR s— ook O B 0 B \
E::ﬂ.wm: L=l n @ @ AR oL

= G 0.

Der02 >#703
-

NT MANAGEMENT

I Rooms filtered by Floor 7, showing only available rooms.

4 Who Can Access

Role Access Level
Admin Full Access
Manager Full Access
Front Desk Full Access
Housekeeping View Only
Staff No Access
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3.1.3 ki Room Availability — Front Desk

& How to Check Room Availability - Step by Step

Follow the steps below to effectively check room availability from the Front Desk module:
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3.1.3 ket Room Availability — Front Desk

1. Navigate to Availability Screen

*Goto Front Desk > Availability from the main sidebar.

F O R o
soLuTiONnsS

WING RESERVATION

WING CALENDAR

TRANSACTION MHISTORY
RENT OUESY
OM SERVICES
S CHECK-IN
TODAY S CHECK-OUT
m 2 W R INVENTORY
RESTAURANT MANAGEMENT

HOUSEXEEPINO

Version 1.0.0
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3.1.3 ket Room Availability — Front Desk

2. Use the Search Bar

* 4 Enter a Room Number to filter specific results.

8ocking B 0O EE engishv Oceanview Hotel v
@ @0 O B C ng

F OR mmm—
soLuTions

m Clear H| B
o ek

83 DAsHBOARD

FRONT DESK

BOOKING CALENDAR

Fousekeeping

PAYMEN

HOUSEKEEPING

Version 1.0.0

- 44/189 -



3.1.3 =i Room Availability — Front Desk

3. Apply Date Range
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3.1.3 i Room Availability — Front Desk

< 17 Select a Start Date and End Date to filter room status during that timeframe.
« Select start and end date
« Click on Filter button

« Click on Clear button to refresh

-46/189 -



3.1.3 i Room Availability — Front Desk

8ooking n @ @ H B O B engishv .Oeoarwlcwuohlv

F OR s
soLuTions

or Clear

[ 01-07-2026

Jul 2025 Aug 2025

Tu We Th

The Premium Stay
=1

BOOKING C.

AVAILABILITY

Varsion 1.0.0

8ooking n @ 0@ O B O B gishv ‘Oooumhwuchlv

F OR s
soLuTions

[ 01-07-2026 m Clear

Jul 2025 Aug 2025

Su Mo Tu We Th Fr Sa Su Mo Tu We Th Fr Sa

BOOKING CALENDAR

AVAILABILITY

@ #208
”

Version 1.0.0
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AVAILABILITY

Varsion 1.0.0

—— n

[ 01-07-2026

Jul 2025

Tu We Th

City View Double

s

3.1.3 i Room Availability — Front Desk

@ O 2

©

BE English v . Oceanview Hotel v

Clear - |
—J

Aug 2025

Tu We Th

« Or choose a preset period option (e.g., Today, This Week) for quick selection.

« Select any time period

« Click on Filter button
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3.1.3 i Room Availability — Front Desk

Booking n @ @ & E O BEE epgishv 'Ommkwucle

( B2 o H|E
Current Week

-
O o JO Susinrecmin JE) oo R
Current Month k \

Current Yoor

B #702 |+ B #4803

Last Week
Last 2 Weeks
Last 30 Days

Last 180 Days

T meb bhanbh

AVAILABILITY

CURRENT ¥

Versien 1.0.0

F OR s
soLuTions

8ooking n @ @® & B 0O B egishv .Ommlevluohlv

[ [current Month 01-07-2025 31-07-2025 Clear H B

(R (R (T (O
\

BOOKING CALE

AVAILABILITY

CURRENT G

Versien 1.0.0
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3.1.3 i Room Availability — Front Desk

FOR s 8ooking @ @ H BE O BEE ngishv . Oceanview Hotel v
soLuTions
[ frurrent Month 01-07-2025 31.07-2025 m Clear H| B

)

AVAILABILITY

Versien 1.0.0
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3.1.3 =i Room Availability — Front Desk

4. Toggle Room View
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3.1.3 i Room Availability — Front Desk

« () Use the All Rooms / By Floor toggle on the top-right to switch views.

= F OR sm—
- soLuTions

0O EE gngiish v ‘Omrwhwwv

B @00 P C
=
[ -claar qEIE

Ve /
o et e 0 Ol : m m
\

P %403

Booking

AVAILABILITY

CURRENT G

Version 1.0.0

@ @ & B O E mgisnv 'o«umicwuawv

s |
( - S 2]
(=]

/ ?
o S eolCatR o ot :\m m

The Premium Stay

[ Y

AVAILABILITY

Version 1.0.0
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3.1.3 ket Room Availability — Front Desk

0O EE gngiish v Oceanview Hotel v

* In By Floor view, use the sidebar to select a specific floor.

\U}

@ QO 0

F O R sm— Booking
soLurions

o @ Waiting For Check In o @ Upcoming Booking

88 DAsHBOARD

| FRONT DE

=1

BOOKING CALENDAR

SACTION HISTORY

TODAY'S CHECK-IN

Version 1.0.0

-53/189 -



3.1.3 i Room Availability — Front Desk

5. Review Room Cards
« Click on any room card
 Each room appears as a card showing:
* Room Info

* Room Pricing

= ﬁ;g{m Booking n D @ & B O EE egishv 'o«cmmwv

= - n[=
(

-—

The Premium Stay

[ JY

AVAILABILITY

& Room Details

Updata Room Status BlLock Room

The Premium Stay O Base : SAR 200.00
# No 2703 O saturday  : SAR 200.00
{2 Building B2 o
=0 : sunday  : SAR 200.00
T Bods 4 OMonday  : SAR 200.00
& Balcony 1 O Tuesday  : SAR 200.00
& Bathrooms : 1 & Wednesday : SAR 200.00

4

A Max Guests
J Details b ioyd 2o don, & Thursday  : SAR 200.00
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3.1.3 i Room Availability — Front Desk

6. Check Room Status Color

« Refer to the color codes (see #” Room Status Indicators) for real-time status:

« [l Available

« [l Reserved

* | Housekeeping
¢ Maintenance

« [l Upcoming Booking

@ @ @ B O EE egishv Oceanview Hotel v

F O R soms— Booking
soLurtions
[ I e
° © Waiting For Check In @ © Upcoming Booking

DASHBOARD

@i Ol Pl

Upcoming Booking =K

USEKEEPING

Version 1.0.0
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3.1.3 i Room Availability — Front Desk

7. Click Room for Aditional Features
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3.1.3 i Room Availability — Front Desk

« Clicking a room opens:
« Click on room card

« Click on Update Room Status button then it will open Update Reservation window
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3.1.3 i Room Availability — Front Desk

Booking n D @ & B O EE egishv 'MMNWV

FOR s
soLuTions

= - n[=
(

The Premium Stay

[ JY

AVAILABILITY

& Room Details

Updata Room Status BlLock Room

Room Info

A Name The Premium Stay O Base : SAR 200.00
# No @ saturday  : SAR 200.00
{2} Building

= & sunday SAR 200.00
@ Bods O Monday  : SAR 200.00
[H] Balcony O Tuesday @ SAR 200.00
& Bathrooms & Wednesday : SAR 200.00

A Max Guests
 Detalls 5 Sl go dnpe Bpul day)l e . @ Thursday  : SaR 20000
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 Lock/Unlock options for special use (e.g. group bookings)
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Update Room

Room Information
Room Type
Vo
Floor

Floor 7

Room Number

703

Status

Reserved

Room Images

Featured Image

Upload

Note: Piecie -

4 Back

3.1.3 i Room Availability — Front Desk

Buikding
B2

Room Name

The Premium Stay
Room Details
Paragraph v B I 212 @ & H

Experience luxury in this beautifully designed room featuring a
king-sized bed, premium finens, and a plush seating area.
Floor-to-cailing windows offer stunning viaws, while the en-
suite bathroom boasts marble finishes and high-end toiletries.

Qallery Imoges

+

Upload

. Note: lease es (PO, JPEO, P .



3.1.3 =i Room Availability — Front Desk

e /)

Update Room Status Block Room

A Name The Premium Stay & Base : SAR 200.00
e 108 O saturday  : SAR 200,00

{2 Building B2
 Ploor Osunday  : SAR 200.00

7
T Bods 4 & Monday : SAR 200.00
1
1
4

8] Balcony O Tuesday  : SAR 200.00

& Bathrooms & Wednesday : SAR 200.00

A Max Guests

J Detalls 5 e byl g O Thursday  : SAR 200.00

* Only Available room card have extra button New Reservation to go to add reservation directly

& Room Details
Update Room Status

R Name 5 & Base : SAR 200.00

; No : & saturday  : SAR 200.00
Building

3 : @ sunday : SAR 200.00

@ Beds. 3 < Monday  : SAR 200.00

Bakony O Tuesday  : SAR 200.00

& Bathrooms  : & Wednesday : SAR 200.00

2 Max Guests : 4
) Detal 128 03b e Boipm Bl A i S O Thursday  : SAR 200.00




3.1.3 i Room Availability — Front Desk

/” Room Status Indicators

Color Status Meaning
M Green Available Ready for check-in
B Red Reserved Room is booked
Yellow Housekeeping Under cleaning
& Purple Upcoming Booking Assigned but not yet arrived
Gray Maintenance Unavailable due to maintenance
M Blue dot Waiting Check-In Guest arriving today
Orange Checked-Out Recently vacated, pending housekeeping

. Best Practices

W4 Refresh the page frequently during peak check-in/check-out hours.
+ & Coordinate with housekeeping via real-time availability data.
* & Use Lock Room only for admin-approved bulk or long-term reservations.

* 11l Use the Status Summary Panel for a quick glance of the overall occupancy.

! Troubleshooting
Problem Solution
Room not showing Remove filters or refresh the page
Status not updated Click "Refresh" or sync with housekeeping module
Can't change room status Check role permissions or locked state

/ Related Modules

* Reservation Calendar

* New Booking

<, Support
If you're experiencing issues:

* Contact your Property Admin

* Or email hello@cistechltd.com

I ket Keeping track of room availability ensures smooth check-ins, better guest satisfaction, and optimal housekeeping coordination.
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3.1.4 == Payment Collection — Front Desk

3.1.4 == Payment Collection — Front Desk

Module: Operations

Section: Payment Collection

Location: Front Desk > Payment Collection
Version: 1.0.0

Last Updated: July 2025

() Overview

The Payment Collection module is used by front desk and finance teams to view, manage, and record guest payments for active or past reservations.

It provides a real-time status of each booking, including total due, amount paid, payment method, and invoice history.

This view supports filtering by customer, booking source, and status — making it easier to keep financial records transparent and up-to-date.

4 Who Can Access

Role Access Level

Admin Full access

Finance Full access

Front Desk View & Add Payment
Housekeeping No access

Guest No access

= Interface Preview

F OR s
S0LUTIONS

Boaking n & O O B O E gy Oceanview Hotel

Backing Number Reservation Type Customer Type

- E

Payment Callection (o]

) Resarvation 7 sling 7) Due Amount (SAR) b Stotus £ Action

Jilan Sulafoh Samaha

Elsa~cho@ sers.com
Nava A. Ford
# 50001 SAR 0.00 me D @ E
B nesa@ior
Merbert 5. Symons o |
o 966346363634 SAR 0.00 Omn "
ElHerbert@shorkiasers.com
=
= - B :
» Jilan Sulatoh Samaha
o 50504504808 SAR 6519.92 OO-dudll O F
Elsamche@sharkissers.com
Nava A. Ford
Nt paid =
o 950020714417 SAR 1010,00 Omn & il

[ nevoi@sharkdosers.com
Varsion 10.0
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Image: Full UI view showing reservations with payment statuses and actions.

3.1.4 == Payment Collection — Front Desk

= Key Columns & Descriptions

Column
Reservation

Billing

Due Amount (SAR)
Status

Payment

Actions

Description

Booking ID or reference, categorized by source (e.g., Walk-in, OTA)

Guest name, phone number, and email address

Remaining amount to be paid in Saudi Riyal (SAR)

Guest’s check-in status (e.g., Reserved, Checked-In, Checked-Out)

Status label: Paid, Partial, or Not Paid

Buttons to view, add payment, delete record, or print invoice

= Payment Status Tags

Tag Color Meaning

Paid M Teal Full amount received

Partial Orange Partial payment made, balance pending

Not Paid @ Dark Gray No payment has been recorded yet

» Action Icons

Icon Action Purpose

@ View View reservation billing and history
Add Payment Register a new payment for the booking

= Print Invoice Generate and download invoice (PDF)

Guest Check-in Update Guest Check-in (if permitted)

< Filters and Search Options

Use the top filter panel to narrow your results:

* Booking Number: Search by Booking Number.

* Reservation Type: Filter by booking type (Single, Group, Package).

 Customer Type: Filter by Individual or Company.

[ How to Check Payment Collection - Step by Step

1. Navigate

*Goto Front Desk > Payment Collection page from the main sidebar.
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3.1.4 == Payment Collection — Front Desk

Iil
|

ANALYTICS

38 DASHBOARD

OPERATIONS

FRONT DESK

NEW BOOKING /RESERVATION

BOOKING CALENDAR

AVAILABILITY

PAYMENT COLLECTION

CURRENT QUEST

ROOM SERVICES

TODAY'S CHECK-IN

TODAY'S CHECK-OUT

ROOM & INVENTORY

RESTAURANT MANAGEMENT

HOUSEKEEPING

Version 1.0.0

2. Use Search Filters:
* Booking number (Reservation ID)
* Reservation type (Single, Group, Package)
* Customer type (Individual, Company)
* Select any type of Filter or multiple Filters

* Click search button
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3.1.4 == Payment Collection — Front Desk

Baoking n @ ® & B O EE egihv Oceanview Hotel

= F O R s
soLuTIONS

Advance Search

Booking Number Raservation Typs Customer Type
4 n c
Payment Collection (o]

T Reservation 2 Billing @ Due Amount (SAR) @ Status [ Action

BOOKING CALENS

AVAILABILTY

J— Qudsiyah Azza Abboud
o 900870700858 SAR 1020.00

:
1 azza@sharklasers.com

Jilan sulafah samaha

e TaE #1000033

TODAY'S CHECK-IN J 96664884508 SAR 150.00 | Checkad
=  samoha@sharkiases com
R, Herbert 5. Symons

SAR 3304.00

El ou:ﬁ::\

TAURANT MANAGEMENT llan sulatah he
Jilan sulafah Ssamaha

@) @ @ (@
1606

#1000027
o 96664564565 SAR 0.00 | Checked
f# Housexeeine 2
5 (%) samaha@sharkiasers.com
#1000024

SAR 0.00

) nevo(@sharklasers.com

Merbert S. Symons.
o 966345353534 SAR 0.00

() Herbert@sharklasers.com

#1000011

s 0 o B
]

(=)

|Checked In

Version 1.0.0

3. Use Column View Control:
* Click on the View Column Control (@ icon)

¢ Check or Uncheck columns to view necessary column (only for your current view)

= £ O R sm—
s0LUTIONS

Booking n @ @ O B 0 =E gy Oceanview Hotel +

Advance Search
Booking Number Reservation Type Customer Type
n c

Payment Collection .

[#) Reservation

AVAILABILITY

[Z) Reservation %) Due Amount (SAR) @ status
£2 Billny
#1000034 4 U G siting
® Due Amount (SAR)
#1000033 & Status
= SAR 150.00 Om I & Status
[E] Action
#1000032
s s e
M & INVENTORY
#1000027
onoon =1 .
RESTAURANT MANAGEMENT
#1000024
HOUSEKEEP NG - $AR 0.00 &3 @ESTD )
#100001
noco £ .
Receptior
#1000010
oo @

Version 1.0.0

4. Understand Key Columns:
* Reservation: Booking number and source
* Billing: Guest’s name, mobile, and email
* Due Amount (SAR): Remaining balance and payment status

* Status: Reservation status (e.g., Reserved, Checked-In)
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CURRENT OUEST

ROOM st

TODAY'S CHECK-IN

ROOM & INVENTORY

RESTAURANT MANAGEMENT

HOUSEKEEPING

ACCOUNTS & FINANC

Version 1.0.0

Booking

3.1.4 == Payment Collection

@ @ O B O = gy

Oceanview Hotel

Advance Search v

Booking Number

(7] Reservation

21000034
#1000033
#1000032
#1000027
#1000024
#100001

#1000010

5. Perform Actions (Action Column):

 + Add Payment: Opens payment entry form

* @ View Details: See full billing and guest info

* i@ Print: Generate invoice in PDF

* W4 Guest Check-in: Trigger guest check-in

F O R s
soLuTions

BOOKING CALENS

AVAILABILTY

CURRENT GUEST
TODAY'S CHECK-IN
M & INVENTORY

RESTAURANT MANAGEMENT

i HOUSEKEEPING

Version 1.0.0

6. Use Page Refresh Option:

* Click Refresh button to reload and reflect latest data

Advance Search

Booking Number

[#] Reservation

#1000034

#1000033
=

#1000032

#1000027

#1000024

R

#100001

#1000010

Reservation Type

Booking

© Due Amount (SAR)

SAR 1020.00
SAR 150.00
SAR 3304.00
SAR 0.00
SAR 0.00
SAR 0.00

SAR 0.00

Reservation Type

%) Due Amount (SAR)

SAR 1020.00

SAR 150.00

SAR 3304.00

SAR 0.00

SAR 0.00

SAR 0.00

SAR 0.00
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Customer Type

 Portal |
=
[ ot pod
=
=

Customer Type

e

Payment Collection @

@ status [E] Action

(O checked in o

(O checked in

(O checked in

(O checked in

=D
@D
=D
@D m
O cracac o)
(O checked in
@D

(O checked in

Oceanview Hotel

@ @ O B O = ugimv

B

Payment Collection @

[E) Action

Qi ‘ ‘

(O checked In

(O checked in

(O checked in

Front Desk



3.1.4 == Payment Collection — Front Desk

Booking n @ ® & B O EE wgishv Oceanview Hotel +

= £ OR s
soLuTions

FRONT DESK

Booking Number Reservation Type Customer Type

B o

Payment Collection

AVAILABILTY

PAYMENT COLLECTION
TR ey (i) Reservation ® Due Amount (SAR) & Status ] Action
~ T #1000034 - _
CURRENT OUEST SAR 1020.00 (O crecedin 0) =
=
#1000033 —
SAR 150.00 “ Om In @ e
- e 0
1 & INVENTORY
#1000027
= SAR 0.00 (=) (O chacked in
Receplior
RESTAURANT MANAGEMENT
#1000024 Not poid
% HOUSEKEEPING SAR 0.00  otpoi | (O checked in o)
#10000Mm
e = .
#1000010
SAR 0.00 u OM In
A

Version 10.0 Al rignts reserved - IS Tech Ltd © 2025

Notes

* . All amounts are displayed in SAR (Saudi Riyal).
 ~+ Guest email and contact info is automatically pulled from reservation data.

* & Invoices can be re-generated and printed at any time.

# Related Modules

* Reservation List

* Transaction History

{, Support
For issues related to payment logs, sync errors, or access:

* Contact your Finance Department

* Or email hello@cistechltd.com

¥ Keeping guest payments accurate ensures smooth operations and builds long-term trust.
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3.1.5 £% Transaction History — Front Desk

3.1.5 = Transaction History — Front Desk

Module: Operations

Section: Transaction History

Location: Front Desk > Transaction History
Version: 1.0.0

Last Updated: July 2025

() Overview

The Transaction History module provides a detailed log of all payments received for reservations.

It helps the front desk and finance teams verify financial activity, reconcile totals, and filter data by booking number, payment method, and type.

A Who Can Access

Role Access Level
Admin Full access
Finance Full access
Front Desk View Only
Housekeeping No access
Guest No access

= Interface Preview

= £ OR mm—
soLurions

Recking n @ @ O B O = mgunv Oceanview Hotel +

Becking Nurrber Fay—ant Memod Baymect “ype Satus

Transaction History 00

ALENDAR =
(3] Reservation Amount Poyment Method Payment type

AVAILABILITY
Poyment Recsived Far Reservation No oo
Amcurt : SAR 90
» 202412120

. Totol : SAR 440.46
4 2024-12-13

Peymant Racsived For Reservation No
Amcurt. : SAR 45

Totel : SAR 440.45

241212

5 2024-12-13

Poyment Recsived For Reservation No
! Amcurt : SaR 105.45

Tolol : SAR £40.45

241212

2024-12.13

Poyment Received For Reservabion No
Ameurt : SR 20

Toid : SAR £40.46

» 2024121

# 2024123
rpmt sived For Reservation

SESTALRANT MANASEMINT Poyment Recelved Far Resarvollon No ot SABis0

» 20241212

- A : Totol : SAR £40.45

HOUSEREEPNG 024-2-8

Peymant Racsived For Reservation No

Ameurt
» 202412130

Version 100

Image: Ul showing payment transaction list with booking ID, amount, method, and status.
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3.1.5 £% Transaction History — Front Desk

" Key Columns & Descriptions

Column Description

Reservation Booking number and date of transaction

Amount Payment received (per entry) and the total invoice amount in SAR
Payment Method Mode of payment (e.g., Cash, Card, Transfer)

Payment Type Label indicating the transaction type (usually shown as “Receive”)

(4 Filters and Search Options
Use the Advance Search panel at the top of the page:

* Booking Number: Enter reservation number to filter specific transactions.
* Payment Method: Select method (e.g., Cash, Card, Bank Transfer).
* Payment Type: Choose type such as Receive, Refund, etc.

« Status: Filter based on transaction or reservation status.

Click the Search (‘4) button to apply filters, or the Reset (¢) button to clear them.

_ How to Use Transaction History — Step by Step

1. Navigate to Transaction History

*Goto Front Desk > Transaction History from the left sidebar.

= F O R s
soLuTions

DASHBOARD

Booking n @ @ & B O EE engishv Oceanview Hotel ~

Advance Search

Booking Number Payment Method Payment Type Status

Transaction History 00

T Reservation Amount Payment Method Payment type

P 1t Received For R tion No :
ayment Received For Reservation No Amount : SAR 90

»20241212103200 Roceive
Total SAR 440.45 -
£ 2024-12-13
Payment Received For Reservation No :
N Amount : SAR 45
#20241212103200 Receive
4 Total : SAR 440.45
£ 20241213
Payment Received For Reservation No :
Amount : SAR 106.45
»20241212103200
e . Total : SAR 440.45
. £ 2024-12-13
TODAY'S CHECK-OUT Payment Received For Reservation No :
::o:-nzmonoo ) [ eceive |
% | Total : SAR 440.45
ROOM & INVENTORY 1420241213
R — Payment Received For Reservation No : RO,
»20241212103200 Receive
 2024.02.73 Total : SAR 440.45 =
#  HOUSEKEEPING 9202412
Payment Recsived For Reservation No :
R s s i Amount : SAR 3536.26 =
2 Talal « CAD 2674 26

Version 1.0.0 All ights reserved - CIS Tech Lid © 2028

2. Apply Filters via Advance Search
* Enter Booking number, Payment method, Payment type or status (Select any type of Filter or multiple Filters)

* Click the search icon to load relevant records.
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3.1.5 £% Transaction History — Front Desk

B english v Oceanview Hotel

O

e wice |8 @ 0o

HBOA
DO Bocking Number Payment Method Payment Type status I
n c

00

Transaction Hi

NEW BOOKING /RESERVA

T Reservation Amount Payment Method Payment type
ssTy
L Poyment Recelved For Reservation No :
Amount : SAR 90
»20241212103200

PAYMENT COLLECTION " Total : SAR 440.45
£ 20241213

i

[IRAEACTEON HESFORY; Payment Received For Reservation No :

»20241212103200
£ 2024-12-13

Amount : SAR 45
Total : SAR 440.45

CURRENT GUEST

Payment Received For Reservation No :
»20241212103200
TODAY'S CHECK-IN [ 20241213

Amount : SAR 105.45
Total : SAR 440.45

i

Payment Received For Reservation No :
»20241212103200
£9 20241213

Amount : SAR 20
Total : SAR 440.45

RANT MANAGEMENT Pywsari Rucsbvee Fov Russrvaliog He 1 Amount : SAR 180

Total : SAR 440.45

»20241212103200
920241213

i

Payment Received For Reservation No :

Amount : SAR 3536.25
»20241213084740

Tabal - €D 2674 76

Version 1.0.0 Al Fights reserved - CIS Tech Lid © 2026

3. Use Page Refresh Option:

* Click Refresh button to reload and reflect latest data

0 EE Engiish v Oceanview Hotel ~

A;g?m Baoking n @ ® O

Looking Number Payment Method Payment Type Status

NEW BOOKING /RESERVATION

00

BOOKING CALENDAR
Reservation Amount Payment Method Payment type

AVAILABILTY
Payment Recsived For Reservation No :

»20241212103200
4 2024-12:13

Amount : SAR 90
Total : SAR 440.45

i

Payment Received For Reservation No :
»20241212103200
B 2024-12-13

Amount : SAR 45
CURRENT GUEST Total : SAR 440.45

ROOM SERVICES Payment Received For Reservation No :
Amount : SAR 106.45

Total : SAR 440.45

»20241212103200
TODAY'S CHECK-IN B 2024-12-13

TODAY'S CHECK-QUT Payment Received For Reservation No :
! Amount : SAR 20

Total : SAR 440.45

»20241212103200
[R room s mvenTory [ 2024-12-13
Payment Received For Reservation No :
Amount : SAR 180
Total SAR 440.45

» 20241212103200
£ 20241213

Payment Received For Reservation No :

Amount : SAR 3536.26
»20241213084740

Tt © 2824 28

Version 1.0.0

4. Use Column View Control:
* Click on the View Column Control (@ icon)

* Check or Uncheck columns to view necessary column (only for your current view)
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3.1.5 £% Transaction History — Front Desk

Booking L = 0 English v/ Oceanview Hotel
@ 0 O B ¢ ng

Bocking Number Payment Method Payment Type status
n c

F O R s
soLuTions

DASHBOARD

Transaction History 00

INO /RESERVATION

BOOKING CALENDAR [3) Reservation
[#) Reservation Payment Method
AVALABIUTY Amount
Payment Received For Reservation No : *
»20241212103200 . Payment Mathod

£ 2024-12-13

Payment type
Payment Received For Reservation No :
»20241212103200
[ 2024-12-13

Payment Recsived For Resarvation No :

Z
i

»20241212103200 ’

£ 2024-12-13
AY'S CHECK-OUT Payment Received For Reservation No :
» 20241212103200 -
ROOM & INVENTORY [ 2024-12.13

RESTAURANT MANASEMENT Payment Received For Reservation No :

»20241212103200
B 2024-12-13

* HOUSEKEEPING

Payment Recsived For Reservation No :
»20241213084740 ’

]
i

Version 1.0.0

All ights reserved - CIS Tech Ltd © 2026

5. Export to Excel Report:
* Click the Excel Export (=*) button located at the top-right corner of the Payment Collection page
 An Excel file will be generated containing the visible data columns
* Exported data respects filters (date range, customer type, booking number, etc.)

* Ensure column visibility settings match your export needs
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F O R s
Asuwmans

88 DASHBOARD

NEW BOOKING /RESERVATION

AVAILABILTY

CURRENT GUEST

TODAY'S CHECK-IN

TODAY'S CHE

HOUSEKEEPING

Version 1.0.0

Booking Number

Transaction History

Payment Recsivad For Resarvation No
»20241212103200
[ 20241213

Payment Received For Reservation No
»20241212103200
£ 2024-12-13

Payment Received For Reservation No
»20241212103200

5 2024-12-13

Payment Received For Reservation No
»20241212103200
[ 2024-12-13

Payment Recsivad For Resarvation No
»20241212103200
(1 2024.12.13

Payment Received For Reservation No
#20241213084740

1. Understand Key Columns — Payment Logs:

Baoking

Payment Method

7] Reservation

Amount :

Total

Amount :

Total

Amount :

Total

Amount :

Total

Amount :

Total

Amount :

Payment Type

Amount

SAR 90
: SAR 440.45

SAR 45
: SAR 440.45

SAR 106.45
: SAR 440,45

SAR 20
: SAR 440.45

SAR 180
: SAR 440.45

SAR 3536.26

© 2824 95

+ Reservation: Booking number (¢ clickable, links to reservation details) and transaction date (/')

* Amount: Paid amount and the total bill in SAR

* Payment Method: Indicates the method used to make the payment — &7 Cash, == Card, |

« Payment Type: Specifies whether the transaction is a Receive or a Refund

F O R —
soLuTions

DASHBOARD

ERVATION
ALENDAR

AVAILABILTY

CURRENT GUEST

TODAY

Version 1.0.0

Advance Search

Baoking Number

Transaction History

Booking

Payment methad

(3 Reservation

Payment Received For Reservation No :
»20241212103200
[ 2024-12-13

Payment Recsived For Reservation No :
» 20241212103200
[ 2024-12-13

Payment Received For Resarvation No :
»20241212103200
[ 2024-1213

Payment Received For Resarvation No :
»20241212103200
4 2024-1213

Payment Received For Reservation No :
»20241212103200
[ 20241213

Payment Received For Reservation No :
»20241213084740

Payment Type

Amount
Amount : SAR 90

Total : SAR 440.45
Amount : SAR 45

Total : SAR 440.45
Amount : SAR 105,45

Total : SAR 440.45
Amount : SAR 20

Total : SAR 440.45
Amount : SAR 180

Total : SAR 440.45
Amount : SAR 3536.25

Talal - €AD K74 2K

All rights reserved - CIS Tech Lid © 2026
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I Bank Transfer, or

@ @0 L B

Status

Online

Status

Payment Method

Payment Method

.5 £% Transaction History

~

D EBE English v

English v/

Front Desk

Oceanview Hotel v

Payment type

B0 aaea

Oceanview Hotel +

Payment type

B0

i

©0



3.1.5 £ Transaction History — Front Desk

! Notes

* . Amounts are displayed in SAR (Saudi Riyal).
+ " Transactions are auto-linked with the booking number.

* ©, Date format is shown as YYYY-MM-DD.

# Related Modules

» Payment Collection

* Reservation List

<, Support
For issues related to incorrect logs, missing payments, or sync failures:

* Contact your Accounts & Finance team

* Or email: hello@cistechltd.com

¥ Accurate transaction records are essential for audit, finance reconciliation, and transparency.
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3.1.6 § Current Guest

3.1.6 t Current Guest

Module: Front Desk

Section: Current Guest

Location: Modules > Operations > Front Desk > Current Guest
Version: 1.0.0

Last Updated: June 2025

() Overview

The Current Guest section provides a real-time overview of all guests currently staying at the property. This module helps the front desk manage occupancy, track

guest check-in/check-out dates, and access contact and contract details.

= Interface Preview
= @m_
soLuTions

88 DASHBOARD

Bocking n & @ & B O E mgsnv Oceanview Hotel +

Suest Name Suest Emci Suest Phare Cutemer Type

C

BOOKING CALENDAR

Contoct Information Reservation Details Poid Remaining Contract
Room No
= Quib@shorklas —
Outb Abdul 4 +9664867 Booking No SAR0.00 S4R 0.00 @
[ vistor | 9 4023 Center Avenue F A Check In
£3 0102169 Check Out
Room No 120
il com —
Q8656 5646 Booking No SAR 0.00 SAR 0.00 @
m ' Check In
Check Out
5 30-05-1950
@ = nina@sharkia
. RANIATAIOIRTA €0 AN B Am &

I Image: Table showing current guests with personal, reservation, and payment details.

4. Who Can Access

Role Access Level
Admin Full access
Manager View only (default)
Receptionist View + basic edits
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3.1.6 § Current Guest

» Key Features

» .4 Advanced Search by guest name, email, phone, ID, room number, or status

* 1 Guest Details with profile picture, role (e.g., Citizen or Visitor), and date of birth

=1 Contact Information including phone, email, and address

* 1 Reservation Info such as room number, suite type, booking number, check-in/out dates
* & Payment Summary with paid and remaining amount

+ ™ Contract Access button for viewing or printing contract documents

! ) How to Check Current Guest - Step by Step

1. Navigate to Current Guest

*Goto Front Desk > Current Guest from the left sidebar (A list of all current guests with active reservations is displayed)

FOR
soLUTIONS

DASHOCARD

FRONT DESK

NEW BOOKENG

BOOKING CALENDAR

aAvaiLamLurTy

PAYNENT COLLECTION

TRANSACTION HISTORY

m B M & INVENTORY

RESTAURANT MANASEMENT

Version 1.0.0
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2. Searching For a Guest

* Use filters in the Advanced Search bar:

* Guest Name or Email

* Phone Number (supports country code)
 ID Number or Room Number

» Customer Type (Citizen, Visitor)

« Status (Checked-in, Reserved, etc.)

« Select any type of Filter or multiple Filters

* Click the search icon to load relevant records.

Advance

@ 0 o

(]

O EE ingish v

88 DASHBOARD

Ouest Name

D Number

Ouest i

Roam Number

Sues: Phare

- <966

Stotus

PAYNENT COLLECTION

TODAY'S CHECK-IN

SESTAURANT MANASEMENT = 30.05-1950

@

Version 10.0

3. Use Page Refresh Option:

* Click Refresh button to reload and reflect latest data

Contoct Information

9664667

4023 Cervie eive F

dtskaks@gmail.com

~Q865E 5646

= nina@sharkio:

RANIATAI0INTA

-76/189 -

RoomNo  : 802
Room
Booking Ne
Check In
Check Out

Booking No
Check In
Check Out

Room No  : 106
Room dllay

Banking Na

3.1.6 § Current Guest

Oceanview Hotel

soid Remaining Controct
SAR 0,00 SAR €.00 @
5AR 0.00 SAR 0.00 @
€ad A AN B nnn &



3.1.6 § Current Guest

£0% mme— Buckiyg n & @ O B O EE mgsnv Oceanview Hotel «

Advance S

Suest Name Ouest b

D Number Room Number Stotus n

AVLABLITY

PAYNENT COLLECTION Reservation Details Poid Remaining

Room No  : 802

Room Home Away Sute

966466 Booking Ne SAR 0.00 SAR 0.00 &

4023 Certer Avenve F Check In
Check Out

8 CHICK-IN

Room No 20

Room o

[@ scoma mvnroey Booking No
Check In

. ’ Check Out
JZANT MANASEMEN & 30-05-1950 ‘

Room No - 106
= nima@sharkia Roam sy

RANIATAIOINTA Banbing Na rena €AD A AN AR A =

SAR0.00 SAR 0.00 @

Version 10.0

4. Understand Key Columns — Current Guest:
* Guest Details: Displays guest name, type (e.g., Visitor), date of birth, and profile photo if available
* Contact Information: Shows email, phone number, and guest address
* Reservation Details: Includes room number, booking number (¢ clickable), check-in and check-out dates
« Paid / Remaining: Indicates amount paid and outstanding balance (SAR)

* Contract: Shows contract status and gives option to view/download ((2] icon)

Duckig n @ @ O B O EE mgsnv Oceanview Hotel +

Ouest Name Ouest b uent Phare Custemer Type

D Number Room Number Stotus n

Contoct Information

PAYNENT COLLECTION said Femaining Controct

Reom No  : 802
Room
Booking Ne

we F \ Check In
Check Out : 140

SAR 0,00 @

Room No 20

Room -

Booking No
Check In

5AR 0.00 SAR 0.00 @

B

URANT MANASEMENT & 30-05-1950 Check Out

Room No 06

Banbing Na rena €AD A AN &AB A0 =)

Version 10.0
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3.1.6 § Current Guest

5. Print Guest Reservation Details
* Use the & Print icon under the Contract column in the Current Guest table
* Clicking the icon opens a printable view of the guest’s reservation contract
Included in the Print:
* Guest Name and Contact Info
* Room Number and Room Type
* Booking ID, Check-In and Check-Out Dates
* Payment Breakdown (Paid, Remaining Amount)

« Contract Terms and Signature Section (if applicable)

= 7 DR -
soLuTIONE

2 DASHBOARD

Bocking n Q@ @ O B QO EE mgshv Oceanview Hotel +

Duest Name Suent b S

D Number Room Number Stotus n

Current Guest

Guest Details Contoct Information Reservation Details Poid Remaining
. Room No 802
Z Quib@shorklas Room Home Away Sute
Quib Abdul 966484 Booking No 2 SAR 0.00 SAR 0.00 @
nna 4023 Cervie Check In
i q Check Out
Room No 20
dtskoks@gmall.com s 3
~Q865E 5646 Booking No SAR 0.00 SAR 0.00 @
m 0 Check In
LZANT MANASEMENT A 30-05-990 Check Out
Room No 06
= nina@sharkia Room dlay
RANKTAQOANTA Bankine Ma - 202209 cad AN AR AN =]
Version 10.0
Best Practices
» W4 Verity guest contact info and ID before check-in
» 7 Use contract icons to reprint or view guest agreements
« %' Monitor check-out dates daily for planning room availability
! Troubleshooting
Issue Solution
Guest not listed Ensure guest has an active reservation and is checked in
Incorrect payment info Review payment logs under Transaction History
Contract not opening Confirm PDF viewer compatibility or try another browser
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# Related Modules

* Booking Calendar

* Transaction History

3.1.6 1 Current Guest

<, Support
Need help managing guest data or correcting reservation entries?

* Contact the Property Manager

* Email: hello@cistechltd.com

i The Current Guest module is essential for day-to-day operations, providing full visibility into active stays and guest details at a glance.
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3.1.7 A Room Services — Front Desk

3.1.7 2 Room Services — Front Desk

Module: Operations

Section: Room Services

Location: Modules > Operations > Front Desk > Room Services
Version: 1.0.0

Last Updated: July 2025

() Overview

The Room Services section allows hotel staff to manage, view, and maintain a list of all available in-room services offered to guests. This includes food,

entertainment, relaxation treatments, and essential guest requests.

This module ensures a smooth and personalized guest experience while enabling efficient backend service tracking.

= Interface Preview

Boating n @ ® 2 B 0 Emgnv Oceanview Hotel «

Service Name Code Status

Name Code Details Amourt Status  Action

1. 24-Hous

om Service: Avcilcbie anylime, cur teom ansLres you hove ccoess to meals, refreshmants, ond assistance whanever you need it 2.

Gereral Room spotiess reom with cur dally cleaning service, inchuding frash Inens ord replenished tollstries. 3. Loundry ond Dry Oacni ng: et us take care of your clotnes with quick and saR
cervioes 101 affidant washing, Iraning, and dry-cleaning sarvices. 4. Woiks-Up Call Service: Navar miss @ momant with par od waks-up cals tallorad to your schadula. €. In-Room 20000 e ¢
Diring: Saver gourmat dishas ard bevaroges deliwared directly fo your room for a private diring axpariance. 6. Turn-dawn Sarvice: Reiax in comfort with our evaning servica.
inclucing bed preparaticn and a special treat fke chocelotes or toa.
S 1. Breakfast in Bed: Start your day luxuricusly with a freshly prepored breokfast served in the coméort of your bed. 2. Mini Bar Replenishment: Enjoy a well-stocked miribar
b 1og  ith snacks, drinks, and spacially fems, restocked daily. 3. Seock and Beverage Delivery: Cravings at odd hours? Choose from our extensive menu of snacks and beverages saR ca -
S delivered cn demand, 4. Cuslomizable Meal Oplions: Dietary preferences? Our chefs prepare meals tailored to your needs, ensuring o perfect dining experience, 5. Private 120,00
Luxury): Induige in o perscraized cufnary experience with o private che! preporing meals just for you i your suite.
1, On-Demand Mevies: Browse cur curated libeory of movies and seris aveiloble for straceing cirectly an your in-room TV. 2, High-Speed WI-Fi Access: Stay cornected with
Camfert ond seamiess, high-speed Interrat for werk or entartalneent. Bhastooth Spaakers for rMusic: Set the meod with b h-quality Blustoath th:Wivi avoliable In yeur reom. 4, Pillow SaR
Entartalnmant R Manu: Choesa from o vorlety of pllows to ensure the perfact 'Vgh's seep talerad e your comfort, &. Complimentary Newspaper: Stay informec with o dally salection of 140.00 m
newspapars dafverad o your room.
1. In-Room Spa Troctments: Pamper yourself with mes=oges, focials, or beauly treatmesy # to your rocm. 2. Perzcnal Fitnass Equipmend: Sicy fit with in-room
Welbessord  eauipment lie yoga mals, dumbbells, or resistance bands upan request. 3. Yogo Mat and Videos: Erjoy peaceful sireiches or meditation sessions wilh @ yoge mat nd guded saR =9 oy
Relaxation video bulcriols. 4. Aromatherapy Service: Enharce your relaxation with custorized aromatheropy scents delivered to your room. 5. Balhrobe and Slippers: Luuriate in comfort 180,00

with plush balhrebes and cozy slippers provided during your stay;

1. Extra Bed or Crib Service: Need more sleeping spoce? We'll sel up on exira b

ib for your fomily's comfert, 2. Childeare ond Eabysitling: Trust our profest

Varslon 10.0

I Image: Room service table showing service name, code, description, price, status, and actions.

A Who Can Access

Role Access Level
Admin Full Access

Front Desk Add / Edit Services
Manager View Only

Housekeeping No Access
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» Key Features
» .4 Advanced Search by service name, code, or availability status
» . Service List with detailed descriptions, pricing, and availability
» + Add New Services to expand guest offerings
« / Edit/Delete Options for managing existing services

« (&) Status Control to activate or deactivate services in real time

_| How to Manage Room Services - Step by Step
1. NAVIGATE TO ROOM SERVICES

*Goto Front Desk > Room Services from the sidebar.

* A full list of available guest services will be displayed.

F OR -
soLuUTIONS

HACARD

NEW DOOKING /WES

BOOKING CALENDAR

PAYNENT COLLECTON

TRANSACTION HISTORY

CURRENT

S OMICE N

OM & INVENTORY

NISANT MANASMMINT

HOUSEREEPNG

Version 10.0
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3.1.7 & Room Services — Front Des

2. SEARCHING FOR A SERVICE

* Use filters in the Advanced Search bar:
* Service Name

* Code

* Status (Active/Inactive)

* Click the Search icon to apply filters and load matching results.

E trginn v Oceanview Hotel

B o 0

F L —
soLuTIONS

DASHECARD .
Service Name

EW BOC KN

BOOKING CALENDAR
Name Code Details Amourt Status  Action

bie anylime, cur teem ensures you hove cccess to meals, refreshmants, and assistance whenever you need it, 2

y Housekeeping: Ery

spatiess room with cur dally cleaning service, inckuding frash Inens ond raplenished tollstries. 3. Loundry ond Dry Cleaning: Let us take care of your clothes with quick and

PAYNENT COLLECTON Gererol Room . saR
- 101 aficiant washing, iraning, and dry-cleaning sarvices. 4. Wake-Up Call Service: Naver miss a momant with parsanalized wake-up cals tallorad to your schadule. 6. In-Room e [ Aciive |
. Diring: Savor gaurmet dishes ard bevaroges delvared diractly o your room for a private dining experiance. 6. Turn.dawn Service: Raiax in comfart with cur evaning sarvica
o inclucing bed preparation and a special treat ke chocalates or toa
1. Breakfast in Bed: Start your day luxuricusly with a freshly prepored breokfast served in the comfort of your bed. 2. Mini Bar Replenishment: Enjoy a well-stocked miribar
1oy ith saacks, crnks, and specialty ems, restocked daily. 3. Seock and Beverage Delivery: Crovings ot odd hours? Choose fram our exlensive men of snacks and beverages -
i delivered cn demand. 4. Cuslomizable teal Oplicns: Dietary preferences? Our chefs preoore meals & 5. P 12000
i Chel Service {Lusuryl: Induige in o perscraized cufinary experience with o privote chel greporing meal
1. On-Demand Movies: Brows urated libeary fes NG series araiobie for straceing cire m TV, 2, High-Speed WI-Fi Access: Stay conmected with
Comfert ond SHAMSSS, '\n_]’hl‘j-‘-d Interrat for work or entartairment. Blustocth Speckers *or Music: Set the meod with Vgh-g: ality Bluetoath KP&.’I}HS aveoliable In your reom. 4, Plllow SAR
Entortolnment  '°° Menu: Chooss from o veriaty of pllows to ensurs the perfect night's seep talcred fe yeur comfart, 5. Complimentary Newspaper: Stay réormed with a daily salection of 140.00 [ 2cte ]
SOOM & WVENTORY newspapars delverad fo your room.
1. In oom Spa Treciments: Pamper yourself with moszoges, focials, or beauly raatments brought right ta your racm. 2. Perscnal Fitness Equipment: Stoy fit with in room
Wellnsssond  equipment like yoga mals, dumbbells, or resistance bands upon request. 3. Yogo Mat and Vidsos: Enjoy peaceful sirelches or meditation sessions with o yoga mat ond guided saR A
Fekaxater % ideo tulorials. 4. Aromatherapy Service: Enhance your rekamaiion with cusiomized aromaherapy scants delivered b0 your room. 6, Balivobe and Siippers:Luturiole in comlort 180,00 3
with plush bathrobes and cozy slippers provided during your stay
R 1. Exira Bed or Crib Service: Need more sleeping spoce? We'll set up on axtra bed or crib for your fomily's comlot, 2. Childcare rd Babysitting: Trust our prolessional

Varsion 10.0

3. USE PAGE REFRESH OPTION

* Click the Refresh button to reload and reflect the latest list and updates.
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3.1.7 & Room Services — Front Des

& trginn v Oceanview Hotel

508 e . - | @ 00 B

DASHBOARD

Service Name

NEW BOOKN:

BOOKING CALENDAR

Name Details Amourt  Status  Action
AVALABILITY
1 Servie: Avcilcbie anylime, cur tecm ensures you hove occess to meals, refreshmants, and assistance whanever you need it, 2. Daly Housekeeping: Erjoy o
- spotiess reom with cur dally cleaning service, irchuding frash Inens ard replenished tolistries. 3. Loundry and Dry Clecring: Let us take care of your clothas with quick and N
PAYMENT COLLECTION Gereral Room ! " . saR
aticlant washing, iraning, and dry-cleaning servicss. 4. Waiks-Lp Call Service: Naver miss a mament with parsanallzed wake-up cals ballorad to your schadule. 6. In-Room [ Aciive |
Services N . Y 100,00
vor qourmat dishes and bevaroges delivared diractly fo your room for a privata diring experiance. 6. Turn.down Service: Relax in comfort with cur evaning servic
TION HISTORY
inclucing bed preparaticn and a special treat fke chocolotes or tea
SRV L Broakfast in Bed: Stort your day lururicusly with a freshly prepared breokfast served n the comort of your bed. 2. Mini Bar Replenizhment: Enjoy @ well stocked mibar
o0a
. with snocks, crinks, and specially fems, restocked daily. 3. Soack and Beverage Delivery: Crovings ot cdd hors? Choese from our exlensive menu of snacks and beverages sAR
bowoge 102 : =
Eea delivered on demand, 4. Customizable Meal Oplions: Distary preferences? Our chefs prepare meals lailored ko your needs, ersuring o perfect dining experience, . Privote 12060
Services
Chel Service (Lusuryl: Induige in o perscraized culnary experience with a privote che! preporing meals st for you in your suite
1. On-Demand Movies: Erowse cur curated librory of movies and serks avoilobie for stracming clrectly on your In-ream TV, 2, High-Speed WI-Fi Access: Stay cormected with
Camtert ond 03 seamiess, high-speed Interrat for werk or sntartalrment. Blustocth Speakers for Music: Set the meod with Wgh-quality Blustooth speakers avallabie In your reom. 4. Pillow SaR m
Entartalnment Manu: Choesa from o variaty of pliows to ensure the perfact night's sieep talored fo your comfart. 5. Complimentary Newspaper: Stay informad with a dally selection of 140.00
FOOM & INVENTORY newspapaers dalverad fo your room.
L In Aoom Spa Trectments: Pamper yourself with mossoges, focials, or beauly treatments brought right b your roem. 2. Personal Fitness Equipment: Stoy fit with in room
Welbessond  ecuipment lie yoga mals, dumbbells, or resistance bands upon request. 3. Yoga Mat and Videos: Erjoy peaceful sireiches or meditation sessions with o yoga mat ond guided saR i)
Relaxation video buloriols. 4. Aromatherapy Service: Enhance your reéaxalion wilh customized aromatheropy scents delivered to your room. 5. Balhrobe and Slippers: Luuriate in comfort  180.00

with plush bathrobes and cozy slippers provided during your stay

Trust our professiol

bed or crib for your fomily's comlort, 2. Childcare crd Babysitt

1. Extro Bed ¢ sleeping spoce? We'l sel up on @

Varsion 10.0

4. UNDERSTAND KEY COLUMNS - SERVICE LIST

* Name: The label of the service (e.g., General Room Services, Food & Beverage)
* Code: Unique identifier for internal reference

* Details: Full service breakdown, including specific benefits offered to the guest
* Amount: Price charged to the guest (in SAR)

« Status: Indicates if the service is Active or Inactive

« Action: Edit (/) or Delete (7) service
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3.1.7 A Room Services — Front Desk

& trginn v Oceanview Hotel

DASHBOARD

Sarvice ¥

NEW BOOKN:

BOOKING CALENDAR

Name Details Amourt Status  Action
1 Service: Avcilcbie anylime, cur tecm ensures you hove cccess to meals, refreshmants, ond assistance whenever you need It. 2 Housekeeping rjoy o
N spotiess roem with cur dally cleaning service, nckuding frash Inens and raplenished tollstries. 3. Laundry ond Dry Cleaning: Let us take care af your clothes with quick and B
PAYMENT COLLECTON Gereral Room ) . . N ) 548
101 aficiant washing, ironing, and dry-cleaning services. 4. Waike-Up Call Servica: Naver miss @ momant with parsanallzed waks-up cals tallored to your schadule. . In-Roam [ Aciive |
Services ) . . 100.00
Diring: Savor gourmat dishes and bevaroges delivared diractly to your room for a private diring expariance. 6. Turn-dawn Service: Relax in comfort with cur evaning servica
ACTION HISTORY
inclucing bed preparaticn and a special treat fke chocolotes or tea.
ey 1. Breakfast in Bed: Stort your day luxuriously with a freshly prepared breokfast served in the comfort of your bed. 2. Mini Bar Replenishment: Enjoy @ well-stocked minibar
ood
.. with snocks, drinks, and speciclty #tems, restocked daily. 3. Seock and Beverage Deliver at cdd hours? Choese from our extensive menu of snocks and beverages saR
Beverage 02 - 3
. delivered on demond. 4. Customizable Meal Oplions: Dietary preferences? Our chefs prepore meals toilored to your needs, ersuring o perfect dining experience. 8. Privote 120,00
Services
Chel Service (Luxuryl: Induige in o perscralized culinary experience wilh o private chel preporing meols just for you in your suite.
1. On-Demand Movies: Browse cur curated librory of movkes and serks availobie for streceing cire: Accass: Stay cornected with
Camfert and o3 ™amiest, high-spesd interrat for work or eetartalrment. 3. Blastooth Speakers for Music: Set the meod wih y Bustooth speakers cvallable In yeur reom. 4, Pilkyw [icie]
Entartainmant Manu: Choesa from o variaty of pliows to ensure the perfact night's sieep talored fo your comfart. 5. Complimentary Newspaper: Stay informad with a dally selection of 140.00
QM & INVENTORY nawspapars dalverad fo your room
1. In- Room Spo Trectments: Pamper yourself with mossoges, focials, or beauly treatments brought right to your racm. 2. Personal Fitness Equipment: Stoy fit with in.room
Weliness and toq  “Cuipment lite yoga mats, dumbbell, or resistance bands upon request. 3. Yoga Mat and Videox: Enjoy peaceful sirelche: or meditation sessi ith @ yoga mat ond guided saR [ici
Relaxation video tulcriols. 4. Aromatherapy Service: Enhonce your refaxalion wilh customized aromatheropy scents delivered to your room. 6. Bathrobe and Slippers: Luxuriate in comfort 18000

with plush bathrobes and cozy slippers provided during your stay

= N 1. Extra Bed or Crib Service: Need more sleeping spe

o7 Viell 56l Lp on

erib for your fomily's are crd Babysitting: Trust our professionel

Varsion 10.0

5. ADD A NEW SERVICE

* Click the + Add icon (top-right).
* Enter:

* Service Name

* Code

* Details (what is included)

* Amount (in SAR)

* Status (Active or Inactive)

* Click Save to create the service or click on Refresh to clear all data.
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3.1.7 &8 Room Services — Front Desk

Boating n @ @ 9 B 0 Eugnv .Oucmlbhlv

Service Name Code Status

Name Code Details Amount Status  Action

1. 24-+our Room Service: Avcilobie anylime, cur tecm ensures you hove ccoess fo meals, refreshmants, and assistance whanever you need it. 2. Dally Housekeaping: Erjoy ¢
spotiess roam with cur dally cleaning servics, inchuding frash Inens and raplenished folletries. 3. Loundry and Dry Cleaning: Let us take care of your clotnas with quick and

Gereral Room SaR
S 101 aHficiant washing, iraning, and dry-cleaning services. 4. Waks-Up Call Servica: Navar miss a momant with parsanallzed waks-up calls tallerad to your schadule. E. In-Room 30080
Dining: Saver gaurmat dishes and bevaroges delivared diractly to your room for @ private diring experience. 6. Turn-down Service: Reiax in comfort with cur evaning service
inclucing bed preparaticn and a special treat fke chocolotes or tea.
S 1. Breakfast in Bed: Stort your day luxuricusly with a freshly prepared breokfast served i the comfort of your bed. 2. Miri Bar Replenishment: Enoy @ well-stocked minibar
o 1gg  ith snocks, crinks, and spacialty fems, restocked daily. 3. Seack and Beverage Delivery: Cravings at cdd howrs? Choese from our exlensive menu of snocks and beverages saR 2t
A delivered on demord. 4. Cuslomizoble Meal Oplicns: Dietary preferences? Our chefs prepare meals tailored to your needs, ersuring o perfect dining experience. 5. Privote 120,00
Chel Service (Luxuryl: Inéuige in o persenaized culinary experience with o private chel preporing meals just for yeu in your suite.
1. On-Demand Movies: Browse cur curated librory of movies and series availobie for streceing cirectly on your in-ream TV, 2, High-Speed WI-Fi Access: Stay corncted with
Comfert ond oy Mamess high-speed Interrat for werk or setartalment. 3. Blastooth Spackers for Music: Set the meod with Ngh-quallty Biustooth speakers cvallable In your reom. 4, Pillow SAR
Entartainmant Manu: Choesa from o vorlaty of pliows to ensure the perfact night's sieep talored fo your comfart. 5. Complimantary Newspaper: Stoy informed with a dally salection of 140.00
newspapars dalverad o your roam.
1. In Room Spa Trectments: Pamper yoursalf with massoges, focials, or beauly treatments brought right o your rocm. 2. Perscnal Fitness Equipment: Sty fit with in room
Welhessord  eauipment like yoga mats, dumbbells, o resistance bands upan request. 3. Yoga Mat and Videas: Erfoy psaceful sirelches or meditation sessions with o yoga mat ond guided saR i B
Relaxation video tuleriols. 4. Aromatherapy Service: Enhonce your refaxalion with customized aromatheropy scents delivered to your room. 5. Bathrobe and Slippers: Luxuriate in comfort 180.00

with piush balhrobes and cozy siippers provided during your stay

. 1. Extra Bed or Crib Service: Need more sheeping spoce? Well sel Lp on exira bed or b for your fomily's comlort, 2. Childcare ond Babysitting: Trust cur prolessional

New Service

Service Name

Details

6. EDIT OR DELETE AN EXISTING SERVICE

« To Edit: Click the / icon beside the service row.
« Update any field and click Save, or click on Refresh to clear all data.
* To Delete: Click the T icon.

* Confirm deletion in the popup dialog.
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3.1.7 &8 Room Services — Front Desk

Boating n @ @ 9 B 0 Eugnv .Oucmlbhlv

Service Name Code Status

Name Code Details Amount Status  Action

1. 24-+our Room Service: Avcilobie anylime, cur tecm ensures you hove ccoess fo meals, refreshmants, and assistance whanever you need it. 2. Dally Housekeaping: Erjoy ¢
spotiess roam with cur dally cleaning servics, inchuding frash Inens and raplenished folletries. 3. Loundry and Dry Cleaning: Let us take care of your clotnas with quick and

Gereral Room SaR
S 101 aHficiant washing, iraning, and dry-cleaning services. 4. Waks-Up Call Servica: Navar miss a momant with parsanallzed waks-up calls tallerad to your schadule. E. In-Room 30080
Dining: Saver gaurmat dishes and bevaroges delivared diractly to your room for @ private diring experience. 6. Turn-down Service: Reiax in comfort with cur evaning service
inclucing bed preparaticn and a special treat fke chocolotes or tea.
S 1. Breakfast in Bed: Stort your day luxuricusly with a freshly prepared breokfast served i the comfort of your bed. 2. Miri Bar Replenishment: Enoy @ well-stocked minibar
o 1gg  ith snocks, crinks, and spacialty fems, restocked daily. 3. Seack and Beverage Delivery: Cravings at cdd howrs? Choese from our exlensive menu of snocks and beverages saR 2t
A delivered on demord. 4. Cuslomizoble Meal Oplicns: Dietary preferences? Our chefs prepare meals tailored to your needs, ersuring o perfect dining experience. 5. Privote 120,00
Chel Service (Luxuryl: Inéuige in o persenaized culinary experience with o private chel preporing meals just for yeu in your suite.
1. On-Demand Movies: Browse cur curated librory of movies and series availobie for streceing cirectly on your in-ream TV, 2, High-Speed WI-Fi Access: Stay corncted with
Comfert ond oy Mamess high-speed Interrat for werk or setartalment. 3. Blastooth Spackers for Music: Set the meod with Ngh-quallty Biustooth speakers cvallable In your reom. 4, Pillow SAR
Entartainmant Manu: Choesa from o vorlaty of pliows to ensure the perfact night's sieep talored fo your comfart. 5. Complimantary Newspaper: Stoy informed with a dally salection of 140.00
newspapars dalverad o your roam.
1. In Room Spa Trectments: Pamper yoursalf with massoges, focials, or beauly treatments brought right o your rocm. 2. Perscnal Fitness Equipment: Sty fit with in room
Welhessord  eauipment like yoga mats, dumbbells, o resistance bands upan request. 3. Yoga Mat and Videas: Erfoy psaceful sirelches or meditation sessions with o yoga mat ond guided saR i B
Relaxation video tuleriols. 4. Aromatherapy Service: Enhonce your refaxalion with customized aromatheropy scents delivered to your room. 5. Bathrobe and Slippers: Luxuriate in comfort 180.00

with piush balhrobes and cozy siippers provided during your stay

1. Extro Bed or Crib Service: Need more sleeping spoce? We'll sel up on exira bed or oib for your fomily's comfort, 2. Ohildcare ond Babysitting: Trust cur profes

Edit Service

Service Name

General Room Services

Details

1. 24-Hour Room Service: Available anytime, our team ensures you have access to meals, refreshments, and
assistance whenever you need it.

Status.

Active
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3.1.7 & Room Services — Front Desk

English v Oceanview Hotel

F OR m—
soLutions

Status

RONT DESK

EW BOO KN

BOOKING CALENDAR
Details Amourt  Status  Action

Name

1 anylime, cur tecm ensures you hove occess to meals, refreshments, and assistance whenever 2 Housekeaping &
spotiess rcom with cur dally cleaning service, rchuding frash Inens ard replanishe: 3 dry and Dry Cleaning: Let us take care of your clothas with quick and N
PAYNENT COLLECT ) Y ) 9 h .
= 0! aMiclant washing, iraning, and dry-cleaning services. 4. Waiks-Lp Call Service: Naver miss a mament with parsanallzed wake-up cals ballorad to your schedule. 6. In-Room [ Active |
Services 100.00
Diring: Saver gourmet dishes and beveroges delvarad diractly fo ye a privota diring experiance. 6. Turn-down Service: Reiar in comfort with cur evaning service
TRANSACTION HISTORY of
inclucing bed preparaticn and a special treat fke chocelotes or
SRV L. Breakfast in Bed: Stort your day luxuricusly with a freshly prepared breokfast served in the comfort of your bed. 2. Mini Bar Replenishment: Enjoy a well-stocked minibar
fona
2 with snacks, drinks, and speciclty #tems, restocked daily. 3. Srack and Beverage Delivery: Cravings at cdd hours? Choose from our extensive menu of snocks and beverages saR
severage 3
e delivered on demond. 4. Cuslomizable Meal Oplions: Dietary preferences? Our chefs prepare meals tailored to your needs, ensuring o perfect dining experience, 5. Privote 120,00
Services
Chel Service (Luxuryl: Inéuige i o perscraized culnary experience wilh o private chel prepering meols Just fee yeu i your suite
1. On-Demand Movies: Browse cur curated librory of movies and series availoble for stracming cirectly an your in-room TV. 2, High-Speed WI-Fi Access: Stay cornected with
Comfert ond 03 seamiess, high-speed Interret for work or entartalnment. 3. Blustocth Speakers ‘or Music: Set the meod with gh-quality Biuetosth speakers avaliable In your reom. 4. Plllow SAR m
Entartalnment Manu: Cheesa from o verlety of pllows to ensure the parfact night's seep talered fo your comfart. 5. Camplimantary Newspaper: Stery informad with a dally selection of 140.00
M & INVENTORY nawspapars defverad o your room
NT MANASEMINT L In-R0om Spa Trectments: Pamper yourself with massoges, focials, or beauly troatments brought right b your rocm. 2. Personal Fitness Equipment: Stoy fit with in.room
Wellnsssond  eauipment like yoga mats, dumbbells, or resistance bands upon request. 3. Yogo Mat and Videos: Erfoy peaceful sirelches or meditatio with & yoga mat ond guided saR i)
AOUSEEEPNG Relaxaticn video bulcrials. 4. Aromatherapy Service: Enhance your relaxalion with customized aromatheropy scents delivered to your room. 5. Bathrobe and Slippers: Luxuriate in comfort ~ 180.00

with plush bathrobes and cozy slippers provided during your stay

Crib Service: Need

1. Exiro Bed o cur professioncl

ore sheeping spoce? Viell sel up an extra bed or erib for your fomil Childeare crd Babysitting: Trus

Varsion 10.0

Booking n @ @ O B O EE igishv Oceanview Hotel v

Advance Search v

Service Name Code Status

£ O R -
soLuTIons

83 DASHBOARD

FRONT DESK

Delete the record?

NEW BOOKING /RESERVATION

BOOKING CALENDAR

Name Code Details Are you sure you want to delete this record?
AVAILABILITY A - - - No m
1. 24-Hour Room Service: Avallable anytime, our team ensures you have access to meals, refreshments, and assistance whenever you need it. 2. Daily Housekeeping:
spotiess room with our daily cleaning servics, including fresh linens and replenished toilatries. 3. Laundry and Dry Cleaning: Let us take care of your clothes with quick ana
PAYMENT COLLECTION General Room y S . : 5 g N " SAR .
s 101 efficient washing, ironing, and dry-cleaning services. 4. Wake-Up Call Service: Never miss a moment with personalized wake-up calls tailored to your schedule. 5. In-Room ey [ 2ciive A
ervices .
RANSACTON HiTOR Dining: Savor gourmet dishes and beverages delivered directly to your room for @ private dining experience. 6. Turn-down Service: Relax in comfort with our evening service,
ANSACTION HISTORY
including bed preparation and a special treat like chocolates or tea.
it T 1. Breakfast in Bed: Start your day luxuriously with a freshly prepared breakfast served in the comfort of your bed. 2. Mini Bar Replenishment: Enjoy a well-stocked minibar
o
with snacks, drinks, and specialty items, restocked daily. 3. Snack and Beverage Delivery: Cravings at odd hours? Choose from our extensive menu of snacks and beverages SAR
ROOM SERVICES Beverage 102 . . . . . X . . R =3
= delivered on demand. 4. Customizable Meal Options: Dietary preferences? Our chefs prepare meals tailored to your needs, ensuring a perfect dining experience. 5. Private 120.00
ervices
Chef Service (Luxury): Indulge in @ personalized culinary experience with  private chef preparing meals just for you in your suite.
TODAY'S CHECK-IN
1. On-Demand Maovies: Browse our curated library of movies and series available for streaming directly on your in-room TV. 2. High-Speed Wi-Fi Access: Stay connected with
[IODAXE CHECE VT Comfort and 103 seamless, high-speed internet for work or entertainment. 3. Bluetooth Speakers for Music: Set the mood with high-quality Bluetooth speakers available in your room. 4. SAR
Active
Entertainment Menu: Choose from a variety of pillows to ensure the perfect night's sieep tailored to your comfort. 5. Complimentary Newspaper: Stay informed with a daily selection of 140.00
ROOM & INVENTORY newspapers delivered to your room.
RESTAURANT MANAGEMENT 1. In-Room Spa Treatments: Pamper yourself with massages, facials, or beauty treatments brought right to your room. 2. Personal Fitness Equipment: Stay fit with in-room
Welnessand  equipment ike yoga mats, dumbbells, or resistance bands upon request. 3. Yoga Mat and Videos: Enjoy peaceful stretches or meditation sessions with a yoga mat and guided SAR i P
HOUSEKEEPING Relaxation video tutorials. 4. Aromatherapy Service: Enhance your relaxation with customized aromatherapy scents delivered to your room. 5. Bathrobe and Slippers: Luxuriate in comfort  150.00 -

with plush bathrobes and cozy slippers provided during your stay.

1. Extra Bed or Crib Service: Need more sleeping space? We'll set up an extra bed or crib for your family’s comfort. 2. Childcare and Babysitting: Trust our professional
fersion 1.0.0
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Sample Services Table (as shown)

3.1.7 Q Room Services — Front Desk

Name Code Details Summary Amount Status
General Room Services 101 24-hour room service, laundry, in-room SAR 100.00 Active
dining, etc.
Food & Beverage 102 Breakfast in bed, minibar, dining SAR 120.00 Active
Services preferences
Comfort & 103 Wi-Fi, streaming access, newspapers, SAR 140.00 Active
Entertainment pillows
Wellness & Relaxation 104 Spa, fitness equipment, bathrobes, yoga SAR 160.00 Active
. Best Practices
* W4 Regularly update service details and pricing
» 7 Keep descriptions informative but guest-friendly
* 5 Only Admin should have delete permissions
* 1l Monitor service trends via transaction data to adjust offerings
! Troubleshooting
Issue Solution
Service not displaying Ensure it’s marked as Active and refresh the page
Unable to delete service Only Admin roles can remove services
Price not updating Make sure the form was saved properly after editing
Fields missing on add/edit form Refresh browser or check for UI loading errors

# Related Modules

* New Booking / Reservation
* Check-In Services

* Transaction History

<, Support
Need assistance managing room services?

« Contact the System Administrator

* Email: hello@cistechltd.com

2 Enhance guest satisfaction through personalized and well-maintained service offerings.
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3.1.8 %= Today's Check-In — Front Desk

3.1.8 “= Today's Check-In — Front Desk

Module: Front Desk

Section: Today's Check-In

Location: Operations > Front Desk > Today's Check-In
Version: 1.0.0

Last Updated: July 2025

() Overview

The Today's Check-In page enables front desk staff to view and manage all guests checking in on the current date. The table includes reservation details, guest

information, payment status, and check-in confirmation actions. It streamlines the check-in process for efficient guest service.

= Interface Snapshot

= F DR mu—
soLuTions

Boacing n @ @ 2 B 0 Ewmgmv Oceanview Hotel +

Advance Search

Bocking Number Reservetion Type Customer Type

Today's Checkin List

NEW BOOEND

DOOKING CALENDAR
[ Reservotion [2 Biing Dus Amount (SAR) @ Status Acticr

AVALABILITY

#1000024 Sy

SAR 0.00
PAYMENT COLLECTION

R p—
#1000020
SAR 170.00
#1000027 Jdan sulafah Samaha s 15000 OCM
o V6064E66560
Version 100
22 Access Permissions
Role Access Rights
Admin Full Access
Manager View & Confirm
Receptionist View & Confirm
Staff View Only (Optional)
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3.1.8 %= Today's Check-In — Front Desk

» Key Features

* »~ using booking number, reservation type, customer type, or status to search

* W4 Real-time guest check-in status

» =7 Billing and due amount view

* @ Printable check-in confirmation

+ = Quick access to guest contact info

« @ Action icons for view, edit, print, and cancel

_| How to Manage Today's Check-In - Step by Step

1. NAVIGATE TO TODAY'S CHECK-IN

*Goto Front Desk > Today's Check-In from the sidebar.

» A complete list of reservations scheduled for check-in today will be displayed.

NEW BOOEND SE3ES

avaiLapaumy

PAYNENT COLLECTON

TRANSACTION HISTORY

CURPENT GLUEST

[a SOOM B INVYENTORY

RESTAURANT MANAGSEMENT

HOUSENE EPING

Vesion 100
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3.1.8 %= Today's Check-In — Front Desk

2. FILTER RESERVATIONS

* Use filters in the Advanced Search bar:
* Booking Number

* Reservation Type

* Customer Type

* Status

* Click the Search icon to apply filters and load matching records.

= F DR mum——
soLuTIONS

Bocking n Q@ 0@ D B 0 Ewmv Oceanview Hotel -

Secking Nurmbser Reservenion Type Custemer Type

[2 siting Due Amount (SAR) @ Status = Actior

AVRLABILITY
Neva A Ford

o 9668028714477 SAR 0.00

PAYNENT COLLECTION -
nevo@sharklasers.com

™ TION HISTORY

#1000020

. SAR 170,00

#1000027
¥ 96664868565

Jdan Sulafah Samaha

SAR 150,00

shardasers.com

RANT MANAGEMENT

Vesion 100

3. USE PAGE REFRESH OPTION

* Click the Refresh button to reload and reflect the latest reservation data.
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3.1.8 %= Today's Check-In — Front Desk

= F DR mu—
soLuTIoNs

Sccking Nurmbser

[ Reservotion

#1000024

(——

TION HISTORY
#1000020

#1000027

Version 100

4. UNDERSTAND KEY COLUMNS - RESERVATION LIST
* Reservation ID: Unique booking reference
* Source: Booking origin (e.g., Reception, Online)

* Guest Name: Full name of the customer

* Contact Info: Guest's phone/email

Reservenion Type Custemer Type

[ eiting Due Amount (SAR)
S5AR 0.00

= neva@sharklasers.com

Neva A Ford

o 9000020714477 SAR 170,00

=@ sharklasers. tom

SAR 150,00

* Due Amount: Amount payable at check-in (SAR)

* Check-In Status: Displays if the guest is Confirmed, Checked-In, or Pending

* Action: Perform reservation-level actions
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3.1.8 %= Today's Check-In — Front Desk

Boasing n @ 0 2 B 0 Ewgmv Oceanview Hotel +

= F DR mu—
soLuTIoNs

Sccking Nurmbser Reservenion Type Custemer Type Status

I [ Reservotion [ Biting Due Amount (SAR) @ Status = Actior I

#1000024

#1000020 gy o
O corrmec

SAR 0.00

#1000027

=@ sharklasers. tom

SAR 150,00

Version 100

5. PERFORM ACTIONS

* Use the icons in the Action column to manage reservations:

* @ View Reservation — See full booking details

* & Print Check-In Confirmation — Generate a printable slip
» 2 Contract — See full contract details

* W4 Guest Check-in: Trigger guest check-in

Action Column

# Troubleshooting

Issue Solution

Guest not listed Confirm the booking is for today’s check-in
Cannot confirm check-in Ensure dues are paid and billing info is entered
Due amount not accurate Recheck payment collection status or adjustments

4 Related Modules

* Today's Check-Out
* Reservation List

* Payment Collection
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3.1.8 %= Today's Check-In — Front Desk

<, Support

For assistance with check-in tasks:
# hello@cistechltd.com

X Contact your front desk supervisor

I Ensure a seamless and quick check-in experience for all guests using this module.
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3.1.9 @ Today's Check-Out — Front Desk

3.1.9 @ Today's Check-Out — Front Desk

Module: Front Desk

Section: Today's Check-Out

Location: Operations > Front Desk > Today's Check-Out
Version: 1.0.0

Last Updated: July 2025

() Overview

The Today's Check-Out page allows the front desk team to manage all guest check-outs scheduled for the current day. It displays key details such as reservation ID,

guest contact, due amounts, and checkout status. This ensures timely departures and accurate billing.

= Interface Snapshot

= @;%F{m Becking n @ @ & E 0O B ngihv Oceanview Hotel
£ccking Murrber Reservaten Type Custemer Type Stalus

o

CALENDOR

AVNLABILITY

Todays Check-out List

%) Raservation 2 sling Due Ameount (SAR| & status  Action

Herbert 5. Symons

J 565345202534 SAR 200.00 B
[ Hor brt @-cor bl v
Version 100
22 Access Permissions
Role Access Rights
Admin Full Access
Manager View & Confirm
Receptionist View & Confirm
Staff View Only (Optional)
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3.1.9 @ Today's Check-Out — Front Desk

» Key Features

* »- Filter guests by booking number, reservation type, customer type, or status
%, Quick guest contact overview

» =7 Billing summary & due amount

* %@ Printable checkout documents

* @ Manage reservations with action icons

_| How to Manage Today's Check-Out - Step by Step

1. NAVIGATE TO TODAY'S CHECK-OUT

*Goto Front Desk > Today's Check-Out from the sidebar.

* A full list of scheduled guest check-outs will be displayed.

F OR m—
soLuTIONS

NEW DOOUNG

DOOKING CALENDAR

AVaILABILITY

PAYNENT COLLECTION

TRANSACTION HISTORY

m ROOM & INVENTORY

VESTAUSANT Ma IEMENT
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3.1.9 @ Today's Check-Out — Front Desk

2. FILTER RESERVATIONS

* Use filters in the Advanced Search bar:
* Booking Number

* Reservation Type

* Customer Type

* Status

* Click the Search icon to apply filters and load matching records.

= F OR mnm—
soLuTIONS

Bocking n @ @ O E O B cegihv Oceanview Hotel

Bcebing Nurrber Reservaten Type Custemer Type Stalus

AVRLABILITY

PAYMENT COULECTION

) Reservation

[ siling Dua Ameunt (SAR| b Status Acticn
ON HISTORY 3

o Herbert 5. Symons

m J 965345282534 SAR 200.00
[ Her ke @ bl

& INVEN

S SESTAUSANT MANAGEMENT

Version 100

3. USE PAGE REFRESH OPTION

* Click the Refresh button to reload and display the latest list.
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3.1.9 @ Today's Check-Out — Front Desk

= F OR mnm—
soLuTIoNS

Bocking n @ @ & E O B kgihv Oceanview Hotel

Beebing Nurrber [

en Type ustemer Type Stalus

AVRLABILITY

PAYMENT COULECTON

) Reservation [ sing Due Ameunt (SAR) b status Acticn

Herbert 5. Symons

J 965245253534 SAR 200.00
c e P———

Version 100

4. UNDERSTAND KEY COLUMNS - RESERVATION LIST

* Reservation ID: Booking reference number

* Source: Reservation origin (e.g., Reception, Online)

* Guest Name: Name of the checking-out guest

* Contact Info: Phone and email of the guest

* Due Amount: Final payable amount (in SAR)

* Check-Out Status: Displays if the check-out is Pending or Completed

* Action: Manage each reservation entry
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3.1.9 @ Today's Check-Out — Front Desk

Bocking n @ @ & E 0O B engihyv Oceanview Hotel «

F OR mu—
soLuTIONS

Beebing Nurrber Re

Stalus

AVRLABILITY

PAYMENT COULECTON

2 sliing Due Ameunt (SAR| & status Action I
Herbert S. Symons

5 965345283834 SAR 200.00

1) Herkur

ESTAURANT MANAGEMENT

s

b nousexzions

TS & FINANCE

Version 100

5. PERFORM ACTIONS

Use the Action column icons to manage reservations: - @ View Reservation — Open booking details
- & Print Check-Out Slip — Generate a printable receipt
- 2 Contract — View terms or billing agreement

- Guest Check-Out — Finalize guest departure

£ e el - @ 0o

B nglich v Oceanview Hotel -

Boeking Nurrber

Stalus

AVRLABILITY

PAYMENT COULECTION

) Reservaticr [ sliing Dua Ameunt (SAR] & Status Action
TION HISTORY

CURSENT GUEST
SAR 200.00

RANT MAMAGEMENT

NTS & FINANCE

0o

- 99/189 -



3.1.9 @ Today's Check-Out — Front Desk

#z Troubleshooting

Issue Solution

Guest not appearing Ensure reservation is scheduled for today’s check-out
Unable to check-out guest Confirm billing is settled and payment info is updated
Incorrect due shown Recheck with payment collection or update room charges

& Related Modules

* Today's Check-In
* Reservation List

* Payment Collection

<, Support

For support during guest check-out:
# hello@cistechltd.com

X Contact your front desk supervisor

I Ensure a smooth, accurate, and professional check-out experience for departing guests.
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3.2 Room & Inventory

3.2 Room & Inventory

3.2.1 &3 Room Rate Setup — Room & Inventory

Module: Room & Inventory
Section: Room Rate Setup

Location: Operations > Room & Inventory > Room Rate Setup
Version: 1.0.0
Last Updated: June 2025

() Overview

The Room Rate Setup page allows admins and managers to configure and manage pricing for different room types across the week. This ensures transparency and

consistency in rate structures applied during the booking process.

Users can define base prices, minimum and maximum values, day-wise rates, discounts, and tax percentages.

= Interface Preview
- @_
soLuTIONS

99 pas o
98 oasHEoARO

Configura and maraga tha rates for difarant rocm types available in you

m. Ensuro that all rates are accurately sof to reflect tha current pricing structura.

Thiz helps in maintaining fransparency and consistancy n the boaking proce:

Room Type Base Price Min Max Soturdoy Sunday Merdoy Tuesdoy Wadnesdoy Thursdey Friday Discount Tax
& INVENTORY - il bl “a 150 @R 0 W 0| s 150 SR 150 S 10 SR 150 SR 150 S 150 R 150 3 ol =
LosdLu L L s 170 A 260 s\ 00| s M0 me M0 s M0 w0 A 0 s 10 sa 10 0 5

DYNAMIC RATE SETUP

»" aa 200 “r 170 a 200 “an 200 @R 200 S 200 “ap 200 an 200 200 200 A Q0 . 5

SOOM SETUP @ DN 4R 210 SR 0 SR 0 AR m SR m SR m SaR m SR m SR m L] 5
Ot ) plis SR 560 S8 0 SR 0 8 BBO sw B8O R EB0 s BB ) B8O 8 E50 8 B0 3 0 3 4

ua 600 “r 0 R 0| A 600 MR 600 A 600 WA 600 SR 600 S €00 R 600 0o = B

4R 500 San 0 SR 0 Sar 500 SR 500 SR 500 Sap 500 San 500 SaR 500 S 500 [ 5

eyt sl Pls 38 800 SR 0 SR 0 8 600 SR B0 S8 600 s 60D SR 600 S8 600 A 600 3 ] 5

business chass wa 500 “R 0 s 0 s 600 R 600 %A GO0 M 600 SR 600 S GO0 s 60D 0 = B

can 500 an 0 “an 0 s 500 “ap 500 San 500 sar 500 aan 500 S 500 an 500 9 5

Version 10.0

I Image: Editable grid for entering room rates for each day of the week.
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3.2.1 B8 Room Rate Setup — Room & Inventory

L Who Can Access
Role Access Level
Admin Full access
Manager View/Edit
Receptionist View only (optional)
Staff No access

[ Table Columns Explained

Column
Room Type
Base Price
Min / Max
Days (Sat—Fri)
Discount (%)

Tax (%)

Description

Name of the room (supports multilingual names, including Arabic)
Standard rate applied by default

Minimum and maximum rate limits allowed

Daily custom rate values

Discount percentage applied to base/daily rates

Tax percentage applied (e.g., 15%)

(&) Supported Room Types

Examples (as seen in image)

43U 43,4l (Double Room)

business class

Studio Room

allay o e & ~Ua (3-Bedroom Suite)

4ailed 48 ¢ (5-Bed Room)

=" How to Use

. Navigate to Room & Inventory > Room Rate Setup.

. Select the checkbox beside the room type you wish to update.
. Enter values for:

. Base Price

. Min/Max Range

. Daily Rates

. Discount and Tax

. Save changes to apply new pricing across the system.

- 102/189 -



! Troubleshooting

Issue Resolution

Fields not editable Make sure the room type is selected using the checkbox
Tax not applied correctly Confirm the global tax rate in system settings

Rates not reflected in booking Refresh availability and clear browser cache

3.2.1 B8 Room Rate Setup — Room & Inventory

& Related Pages

* Dynamic Rate Setup
* Room Type Setup

* Add Reservation

<, Support
For rate calculation errors or Ul issues on this page:

« Contact your inventory manager

* Or email: support@yourcompany.com

Maintain pricing accuracy across the property with structured room rate control.
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3.2.2 A Dynamic Rate Setup — Room & Inventory

3.2.2 ~ Dynamic Rate Setup — Room & Inventory

Module: Room & Inventory
Section: Dynamic Rate Setup

Location: Operations > Room & Inventory > Dynamic Rate Setup
Version: 1.0.0
Last Updated: June 2025

() Overview

The Dynamic Rate Setup page allows users to configure flexible room pricing based on demand, availability, and business rules. It helps hotels maximize revenue

through automated adjustments while maintaining control over inventory.

Users can view daily pricing across multiple room types and adjust parameters such as base rates, revenue maximizer triggers, and minimum night requirements.

= Interface Preview

Bocking n @ 0 O B C

BE Englsh v Oceanview Hotel +

Dynamic Rates & Online Inventory

M Thidin262025 < Prev7days | Next7days > m

Mirimum Nights Revenue Maximizer [ CTD/CTA Cptions

Men, 14, Jon Man, 15, Jan Mon, 16, Jan Men, 17, Jan Man, 18, Jon Men, 19, Jan Men, 20, Jan Meon, 21, Jan
Dynamic Rates — —_— — —_— — — — J—
40% 40% 40% 40% 40% a0 40% 40%
’i"’k Room $100 w00 207 100 20 100 20% wo 207 100 200 100 20 100 2 100 20
v$80 a$120 vS80 aS120 v380 vS80 a$120 vSE0 & v$80 a5120
1 1 1 1 1 1
Double Room 5100 P 204 2 2 201 ’ 2 20
vS80 a$120 vS80 AS120 vS80 aSI20 v580 as120 vS80 A$120 vsE0 v580 A$120 vS80 AS120
1 1 1 1 1 1
Delux 5100 2 o > 2
vS80 A5120 vS80 AS51720 w580 AS5120 w580 45120 w580 AS5120 v580 w580 5120 580
1 1 1 1 1 1
King Suite 100 o : ’
v580 A5120 w580 A5120 w580 5120 v580 a5120 w580 a5120 v580 5120 v5S80 5120 w580 aS5120
1 1 1 1 1 1 1
Triple Room 100 ¢ 2 ) ’
w580 a5120 vS80 A 85120 w580 aS5120 v580 a5120 w580 a5120 w580 a5120 w580 a5120 w580 aS120

I Image: Calendar-based dynamic pricing table showing daily rate adjustments, revenue range, and minimum night stays.

A Who Can Access

Role Access Level
Admin Full access
Manager View/Edit
Revenue Team Full access
Receptionist View only
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Date Controls

« Use the left/right arrows to navigate weekly ranges.

* Select the current or future start date (e.g., Thu Jun 26, 2025).
* Toggle visibility of:

* W4 Minimum Nights

* W4 Revenue Maximizer

* W4 CTD/CTA Options (Closed to Departure/Arrival)

3.2.2 # Dynamic Rate Setup — Room & Inventory

k< Room Types

Room Type
Single Room
Double Room
Deluxe

King Suite

Triple Room

Description

Standard single occupancy
Two-person capacity
Premium room class
High-end suite with king bed

Large room for three guests

il Dynamic Rate Table Breakdown

Field Description

Base Rate Default starting price for the room

Dynamic Rate (%) % adjustment applied to base price (e.g., 40%)

Revenue Maximizer Targeted price range (e.g., $80 to $120) to optimize income
Min Nights Minimum nights required for a booking on that day

All cells are editable and saved automatically upon update.

Weekly Columns
Each day (Mon, Tue...) shows the adjustable rates for each room:

* Blue bar represents demand or occupancy
* Green/red markers show price range

* Percentage labels (e.g., -20% ) indicate discount or markup logic

How to Use

1. Navigate to Room & Inventory > Dynamic Rate Setup
2. Select a date range or use arrows to browse weeks
3. Adjust dynamic rates, minimum nights, and revenue targets for each room

4. Click "Online Inventory" to sync changes to booking platforms (if integrated)
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3.2.2 # Dynamic Rate Setup — Room & Inventory

! Troubleshooting

Issue Resolution

Rates not applying Ensure "Dynamic Rate Setup" is enabled in system configuration
Can't edit certain cells User role may not have edit permission

Revenue Maximizer not working Check minimum and maximum values are logical and non-zero

& Related Pages

* Room Rate Setup
* Online Inventory Control

* Add Reservation

<, Support
For issues configuring dynamic rates or syncing to inventory:

* Contact the revenue manager

* Or email: support@yourcompany.com

Use Dynamic Rate Setup to automate pricing strategies and boost profitability based on demand.
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3.2.3 Room Type Setup

3.2.3 Room Type Setup
k< Add Room Type - Room & Inventory

Module: Room & Inventory

Section: Add Room Type

Location: Operations > Room & Inventory > Add Room Type
Version: 1.0.0

Last Updated: June 2025

OVERVIEW

The Add Room Type page allows hotel administrators to define new room types by specifying detailed information such as room capacity, amenities, pricing

structure, and associated media.

This form is essential for expanding or updating inventory listings within the PMS system.

INTERFACE PREVIEW

= @ e Sockeg n Q0 D FE - e v T

Oars

Fachrnd inoge Caery nagen

I Image: Form layout to create or configure a new room type with weekly pricing and tax setup.

WHO CAN ACCESS

Role Access Level
Admin Full access
Manager Add/Edit
Staff View only
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«. ROOM INFORMATION FIELDS

Field Description

Name Name of the room type (e.g., Deluxe King)
Room Size (Sq. Ft) Area in square feet

Number of Beds Total beds available

Number of Bathrooms Count of attached bathrooms

Number of Kitchens Count of kitchens included

Number of Balconies Total number of balconies (if any)
Number of Sofas Optional sofa count

Maximum Guests Guest capacity allowed

Description Rich text field to describe room features

3.2.3 Room Type Setup

PRICING AND FEES

Field Description
Base Price Standard base rate for the room
Saturday—Friday Daily custom rates for each day of the week
Discount (%) Percentage discount (optional)
Tax (%) Tax rate applicable (default: 15%)
Commission Commission to be applied per booking (if any)
MEDIA UPLOADS

Field Description
Featured Image Upload a main photo representing the room (JPG/PNG, max 1MB)
Gallery Images Upload up to 6 additional images for the room type

4 HOW TO USE

1. Navigate to Room & Inventory > Add Room Type.

2. Fill in Room Information fields such as name, capacity, and description.
3. Enter the Pricing and Fee details for each day of the week.

4. Add tax, commission, and discount (if applicable).

5. Upload a featured image and optional gallery photos.

6. Click Save to create the new room type.
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3.2.3 Room Type Setup

! TROUBLESHOOTING

Issue Solution
Cannot save room type Ensure all required fields (e.g., price, name) are filled
Image upload failed Verify file size is under 1IMB and correct format
Field reset on submit Click Save, not Reset

¢ RELATED PAGES

* Room Rate Setup
* Dynamic Rate Setup

* Room Type List

%, SUPPORT
For help with adding or editing room types:

* Contact hotel system administrator

* Or email: support@yourcompany.com

Easily configure diverse room types with detailed pricing and specifications for improved reservation management.
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k< Room Types - Room & Inventory

Module: Room & Inventory
Section: Room Types

Location: Operations > Room & Inventory > Room Types

Version: 1.0.0

Last Updated: June 2025

OVERVIEW

3.2.3 Room Type Setup

The Room Types page displays a list of all configured room types within the hotel PMS. It provides details such as room size, amenities, pricing for each day of the

week, tax, commission, and room status. Users can edit or delete room types directly from this interface.

INTERFACE PREVIEW

7 O s—
soLuTIONS

88 DasHECARD

DYNAMIC RATE SETUP

TYPE SETUP

oM SETUP

Varsion 10.0

Advance Search

Room information

Studio Room (Oceanview Hotel]
[1200 it

& 1 Bothrooms

81 Belcorry

business class (Ocearview Hotel)
1200 it

& 1 Bothrooms

1 Belcory

sy i pLi> [Oceanview Hotel)

[k #

A | Beds
B 1 Kitchen
£1 Sofa

A | Beds
B 1 Kitchen

£1 Sofa

ol O Rocle

» Thu: SAR 500.00

» Base:SAR 500.00

» Base:SAR 500.00
¥ Sur: S4R 600.00
b Tias SAD BON PO

I Image: View of all configured room types, including pricing, tax, and basic features.

WHO CAN ACCESS

Role

Admin

Manager

Staff
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+! DISPLAYED ROOM INFORMATION

Field Description

Room Name Name of the room type (e.g., Studio Room, Business Class)
Room Size Size in square feet (e.g., 200 {t?)

Beds Number of beds available

Bathrooms Count of bathrooms

Kitchen Number of kitchens

Balcony Number of balconies

Sofa Sofa count (if any)

Image Room image or placeholder if not uploaded

3.2.3 Room Type Setup

PRICING AND FEES

Field Description

Base Price Default pricing used unless overridden by daily rates
Day-wise Rates Custom pricing per day (Sat—Fri)

Discount Discount amount (if applicable)

Tax (%) Tax percentage (default shown is 15%)

Commission Commission charged on bookings (e.g., SAR 0.00)

@ ROOM STATUS AND ACTIONS

Field Description
Status Current state of the room type (e.g., Active, Inactive)
Edit Allows modifying existing room type details
Delete Permanently removes the room type from the list
4 HOW TO USE

1. Navigate to Room & Inventory > Room Types.

2. Review the list of available room types with detailed specifications.
3. Use the Edit icon to modify any room type.

4. Use the Delete icon to remove outdated or unused room types.

5. Click the Add Room Type button to create a new room configuration.
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3.2.3 Room Type Setup

! TROUBLESHOOTING

Issue Solution
Room not showing in booking Ensure status is set to Active
Incorrect price showing Verify daily rates override base price correctly
Missing room image Upload a featured image during room type creation
¢ RELATED PAGES
* Add Room Type

* Room Rate Setup

* Dynamic Rate Setup

%, SUPPORT
For assistance with managing room types:

* Contact your hotel system administrator

* Or email: support@yourcompany.com

Easily manage multiple room types with customizable pricing and feature sets for improved operational efficiency.
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3.2.4 Room Setup

3.2.4 Room Setup

'l Add Room - Room & Inventory

Module: Room & Inventory

Section: Add Room

Location: Operations > Room & Inventory > Add Room
Version: 1.0.0

Last Updated: June 2025

OVERVIEW

The Add Room page is used to assign and register individual rooms under predefined room types. This interface captures room-specific data like room name,

number, location (building/floor), status, detailed description, and associated images.

INTERFACE PREVIEW

= £ OR mm—
SOLUTIONS

ANALYTICS

Recking n @ @ & B  EE mguhv Oceanview Hotel

88 DasHBOARD

FRoom Information

Room Type Dukding Floor
NT DESK
Room Name Room Number
@ scom s wntosr
ROOM RATE SETUP Room Detals
Passgraph v B I T2 @ « B~
CANAMIC RATE SETUP ' m
FOOM TP SETLS
M SETLP
Shatus
avelloble
ALIRANT MANAGEME Room Imoges
.2 Fuatured Image Goliury Imoges
 HosEEEnG
+ +
Upload Upload

Version 100

I Image: Form for adding individual room details under a selected room type with optional media upload.

WHO CAN ACCESS

Role Access Level
Admin Full access
Manager Add/Edit
Staff View only
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3.2.4 Room Setup

«. ROOM INFORMATION FIELDS

Field Description
Room Type Dropdown to select an existing room type
Room Name Name or identifier of the room (e.g., Ocean View Deluxe 101)
Room Number Unique number of the room (e.g., 101, 202, etc.)
Building Enter the building name housing the room
Floor Select the floor number
Room Details Rich text box for detailed description of room amenities/features
Status Dropdown to set room status (e.g., Available, Maintenance, etc.)
ROOM IMAGES
Field Description
Featured Image Upload one main image representing the room (JPG/PNG, max 1MB)
Gallery Images Upload up to 5 gallery images (JPG/PNG, max 1MB each)
4 HOW TO USE

1. Navigate to Room & Inventory > Add Room.

2. Select an existing Room Type.

3. Fill in room name, number, building, and floor.

4. Provide a detailed description in the Room Details field.
5. Set the room Status.

6. Upload a Featured Image and optional Gallery Images.

7. Click Save to complete room registration.

! TROUBLESHOOTING

Issue Solution
Cannot save room Ensure all required fields (e.g., Room Name, Room Type) are filled
Image not uploading Ensure image file type is JPG, JPEG, or PNG and <IMB
Room number conflict Use unique numbers for each room within the hotel
¢ RELATED PAGES

* Room Types
* Room Rate Setup

* Room Setup
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3.2.4 Room Setup

. SUPPORT
For help adding or managing rooms:

* Contact your hotel system administrator

* Or email: support@yourcompany.com

Use the Add Room page to populate your hotels inventory with individually configured rooms for more accurate room-level tracking and availability.
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3.2.4 Room Setup

#% Rooms - Room & Inventory

Module: Room & Inventory
Section: Rooms

Location: Operations > Room & Inventory > Rooms
Version: 1.0.0
Last Updated: June 2025

OVERVIEW

The Rooms page provides a visual grid of all rooms listed in the PMS, including essential information like room number, occupancy, status, and actions. Users can

search, filter, edit, or delete rooms from this central dashboard.

INTERFACE PREVIEW

sccking n @ @ & B & Ewgmv Oceanview Hotel «

2 DASHECARD . =
Room Type Floor Room Number Stotus

S0OM & INVENTORY

B SESTAURANT MANAGEMENT

T —

I Image: Visual grid showing all rooms with details like number, capacity, and action buttons.

WHO CAN ACCESS

Role Access Level
Admin Full access
Manager View/Edit/Delete
Staff View only

-116/189 -



4 SEARCH & FILTER OPTIONS

Filter

Room Type

Floor

Room Number

Status

Description

Filter rooms based on predefined room types
Filter by the floor number

Search for a specific room using its number

Filter by room status (Available, Maintenance, etc.)

3.2.4 Room Setup

+. ROOM CARD DETAILS

Each room is displayed in a card format with the following information:

Element

Room Number
Occupancy Icon
Status Marker

Actions

Description

Displayed prominently on each card

Indicates the room’s capacity (e.g., 2 or 3 guests)
Color-coded indicator (e.g., red dot for unavailable)

Buttons to Edit, View, or Delete the room

X AVAILABLE ACTIONS

Action Icon Description
View Eye icon — View room details
Edit Pencil icon — Modify room configuration
Delete Trash icon — Remove the room
4 HOw TO USE

1. Navigate to Room & Inventory > Rooms.

2. Use filters at the top to narrow down rooms by type, floor, or number.

3. Click the View icon to inspect room details.

4. Use the Edit icon to update information.

5. Use the Delete icon to remove rooms (confirmation required).

6. Click the + icon (top-right) to add a new room.

7. Click the @ Bulk Add Rooms icon (beside the = button) to open the Multiple Room Add page and register multiple rooms at once.

! TROUBLESHOOTING

Issue
Room not showing
Cannot delete room

Edit not saving

Solution
Verify if filters are excluding it
Room may be linked to current booking — check status

Ensure all required fields are valid and complete
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& RELATED PAGES

* Add Room
* Room Types

* Room Setup

3.2.4 Room Setup

%, SUPPORT
For issues with room listings:

* Contact your hotel system administrator

* Or email: support@yourcompany.com

Easily monitor and manage all room assets visually for efficient inventory tracking and guest readiness.
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3.3 Restaurant Management

3.3 Restaurant Management

3.3.1 POS
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3.3.2 Sales History

3.3.2 Sales History
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3.3.3 Category

3.3.3 Category
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3.3.4 Menu List

3.3.4 Menu List
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3.3.5 Tables

3.3.5 Tables
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