HOTELOGIX Overview

smart hoteliering

HOTELOGIX

Jump Start Guide

This Jump Start Guide will quickly familiarize you with the Hotelogix FrontDesk. You will really appreciate and enjoy its
simplicity and power of the system within the next few minutes.

Some sample data is been added for your convenience.

Overview

The FrontDesk Tape Chartis a single screen with a complete status of your Property/Hotel.

= The FrontDesk is designed to make your work really simple.
= The FrontDesk Tape Chart is actually a Reservation Table that shows the latest status of the Rooms in your Property.

= You can work directly on this Tape Chart.
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Overview

= The dates are displayed on the top row of the FrontDesk Tape Chart.
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Click and drag mouse here to reserve....

13. Charleg Jones

= The Tape Chart clearly displays the up-to-the-minute Room'’s status for the dates in the top row.
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The Room Types with
Room Numbers (or
Names) are listed in the
first leftmost column of the
FrontDesk Tape Chart.
Further, Room Types are

shown in bold, with
Rooms under each Room
Type.
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How to make a Reservation?

Room Legends and Housekeeping Legends

Room 5Status
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Housekeeping
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The meaning of colors is shown on the
left side of the FrontDesk.

Click the plus ‘+’ sign in front of Room
Legends. (Colors can be changed from
the Administrator Console).

Click the plus ‘+ sign in front of
Housekeeping Legends. (Colors can be
changed from the Administrator

Console).

So it is simple to look at the status of any
Room along with its Housekeeping
Status in the FrontDesk Tape Chart.

= The FrontDesk is a dynamic Reservation Chart that virtually lets you draw Reservations on it. You can also choose to

assign a Room if you want to. But all Reservations, Single or Groups, when made are not assigned to any specific

Room. In fact, they are placed on the Tape Chart to ensure all upcoming bookings may get easily accommodated,

thus allowing maximum placement to the bookings.

How to make a Reservation?

Here is explained the quick way to make a Reservation:

Step 1: On FrontDesk Tape Chart, click (left-click) in front of the Room Type to be reserved. Drag your mouse (with the

button pressed) from the Check-In date to the Check-Out date.

A yellow panel, i.e. Quick Reservation Form would open up.

Step 2: Select Occupancy (No. of Guests) and the Rate Type.
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Reservation Details

W[] Howto use? i 02 03 04 JOS ©O5 OF 08 0% 10 11 12 13 14
Sa Su Mo Tu | We Th Fr Sa Su Mo Tu We Th Fr
2| Suite Click and d!
101 5
102 3. Jack Davis
1951 Add Quick Reservation How to use? Room Type: Suite Assigr|
104
W Duration Adult Child Rate Type Rooms Price
= Nov05-Nov09 |2 *|/1 v || Sample All Meal Plan (1N) vi1 7] % 1,322.00
u|2|De [mMr. v |[David | [Harris | [s7z3038137  |® SO B ($ 330.50)
1088 | [david.harris@gmail.com | Credit C4rd Guarantee / Deposit
107
109

Guest Details Click to Reserve

Note:

The default Rate which you can see is a Seasonal Rate. Clicking on the Rate Type drop down will show different Rate
Types that you have defined in the Administrator Console. For now, we have added the sample data in the Administrator
Console for you to choose.

Step 3: Enter Guest Details — Name, Phone No. and Email id.

Step 4: Click Reserve and you are done!

Important:
1. The system automatically assigns Room to the Reservation at the time of Check-In.

2. The amenities/ inclusions of the selected Package/Rate also get added automatically.

How to assign a Room?

= Ideally the Tape Chart automatically places the Reservations in the optimum position from its end.

= If you wish to assign a Room at the time of creating a Reservation, simply draw the Reservation in front of the Room
you wish to reserve and click on the Assign checkbox that appears at the top-left corner of the Quick Reservation
form before you hit Reserve.
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How to Check-In a Guest already reserved?

How to Check-In a Guest already reserved?

0 06 OF 08
We Th Fr Sa

Here is explained the right-click quick

function to Check-In the Guest:

Step 1: To Check-In an already reserved Guest,
just right click on the Reservation.

A small menu will show up.

Step 2: Select Check-In and you are done!
28 Joseph Parker

How to Check-ln a Guest making fresh Reservation?

Here is explained the method to Check-In a Guest at one go:

Click to
Check-In

Payments

Step 1: On FrontDesk Tape Chart, click (left-click) in front of the Room Type to be reserved. Drag your mouse (with the
button pressed) from the Check-In date (which should be the Current Date) to the Check-Out date.

A yellow panel, i.e. Quick Reservation Form would open up.

Step 2: Select Occupancy (No. of Guests) and the Rate Type.

Reservation Details

(w5 How to use? Df 02 03 04 |os D8 OF O3 09 10 11 12 13 14
Sa Su Mo Tu |We Th Fr Sa Su Me Tu We Th Fr
|w|~] Suite 3 Nights Click and dr
101 31. Robert King
102 . , — .
Add Quick Reservation How to use? Room Type:Suite Assigr .
103
104 Duration Adult Child Rate Type Rooms Price
Mov 05 - Mov 08 [1 v || 1 v ]| Sample All Mesl Plan (1) v/1 7| 594550
- | Miss ¥ |[Jennifer | [Colins | [o728o64s82  |e Sk {($ 315.50)
lw]#]De | lennirer@hotmaicon] | Credit C4rd Guarantee / Deposit
106
o7 Haoild Till | Temp Reserve | | Reazarve | { Check-In h Single | Group | Agent | Corporate
108

Guest Details Click to Check-In
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Note:

The default Rate which you can see is a Seasonal Rate. Clicking on the Rate Type drop down will show different Rate
Types that you have defined in the Administrator Console. For now, we have added the sample data in the Administrator
Console for you to choose.

Step 3: Enter Guest Details — Name, Phone No. and Email id.

Step 4: Click Check-In and you are done!

Important:
1. The system automatically assigns Room to the Reservation at the time of Check-In.

2. The amenities/ inclusions of the selected Package/R ate also get added automatically.

How to Check-Out a Guest?

Here is explained the method to Check-Out a Guest from the FrontDesk Tape Chart:

Step 1: Just right click on the Occupied
Room.

A menu will show up.

Step 2: Select Check-Out

Click to The Payment screen with all the accounts
Check-Out till date will open up.

Payments

R ’ “iew Details [

Messages/Tasks

Step 3: Settle the payments and you are done.

The Checked-Out Room is automatically marked dirty.
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How to use? 01 o2 03 04 0O 06 OF 08 09

S 3u Mo Tu We Th Fr Sa Su
[w[=] Suite

Dirty Checked-Out

13. Charles Jones

Front Desk [z REuE x . L -
| | Payment Screen Date : M 14 Time : 2:13:PM
Res ID: 120432 Check-in: Nov 05, 2014 Check-out: Mov 0%, 2014 How to use?
BOOKING DETAILS FOLIOLIST
Guest Name: Mr. David Harris [PZ?) Mo Folio Generated. Generate Now | zg te separate Folio for Other Chal
Address: Phone: 9722039197
Email: david.harris @gmail.com
Created On Stay Details Room(s)/Person(s) Amount
Nov DS, 2014  Suite(102) Roomi{s )3 (2 Adults 1 $ 1,322.00

Nov 05, 2014-Nov 09, 2014(4 Nights) ~ Chikdren)

ACCOUNT STATEMENT

[ ] Date Description - References Folio # Disc/Allwnce Charges Payment
(] Mov 05, 2014 Sample All Meal Plan Room Rent Suite/102 - $330.50 50.00
(] Mov D6, 2014 Qty 1 Sample Sandwich - Sample Restaurant (Folio# 1) - 53.00 5000
(] Mov 05, 2014 Qty 1 Sample French Fries - Sample Restaurant (Folio# 1) - 5400 5000
(] MNov D6, 2014 Sample All Meal Plan Room Rent Suite/102 - 533050 50.00
(] Mov O7, 2014 Qty 1 Sample Balinese Massage - Sample SPA (Folio# 1) - 540.00 50.00
(] Nowv 07, 2014 Sample All Meal Plan Room Rent Suite/102 - $330.50 50.00
(] Mov 08, 2014 Qty 1 Sample Chantilly Wine - Sample Restaurant (Folio# 2) - £10.00 S0.00
(] Nowv 08, 2014 Sample All Meal Plan Room Rent Suite/102 - £330.50 S0.00
(] MNowv 09, 2014 Oty 1 Sample Brownie - Sample Restaurant (Folio# 3) - $5.00 5025
(W] MNov 09, 2014 Oty 1 Sample Chicken Moodles - Sample Restaurant (Folio# 3) - 5 10.00 $0.50
Total - $1,394.00 $0.75 § 0.00
Booking Total $1,322.00
Other Charges $72.00
Total Tax $0.75
Total Disc/Allw 5 0.00
| Generate Folio || Consclidate Account || Other Charges || Custom Charge/Allowante H Guest Check-out Total With Tax $1,394.75
Total Paid $0.00
Balance $1,394.75

Currenty Converter

Payments Payment Gateway is not integrated. Credit card wil nct be charged

Type Amount CC/Cheque No Receipt # Diescription
Select v ]| [Select v] [138475 ] [ Wl Wl W ray Now Converter
y
| Back || check-out  ||Express Check-out] Seftle Folios || Delete Proforma Invoices || Close |[ Print |
to 7 Audit Trail

Accept Payment here

Payments Payment Gateway is not integrated. Credit card will not be charged.

Mode Type Amount CC/Cheque No Receipt # Description
[ Select v | [Sekect v| [E8475 | | | | | | | I
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How to reserve more than one Room?

Here is explained the method to make a Group Reservation:

Step 1: On FrontDesk Tape Chart, click (left-click) in front of the Room Type to be reserved. Drag your mouse (with the
button pressed) from the Check-In date to the Check-Out date.

A yellow panel, i.e. Quick Reservation Form would open up.

Step 2: Select Occupancy, number of Rooms to be reserved and the Rate Type.

Reservation Details

Hnwtouse? OF 08 0os 10 i 12 13 14 15 16 17 18 19 20 M
Fr Sa Su Mo Tuj We Th Fr Sa Su Mo Tu We Th Fr

s I

101 Add Quick Reservation How to use? Room Type: Suite Assigrid

102

102 Duration Adult Child Rate Type Rooms Price
Nov13-New20 |2 v |[1 v || Sample All Meal Plan (1M) v |3 v $ 6,940.50

o | Miss v ||Betty | [Taylor | [s3z8353453 | J® b (5 991.50)

105 |betty taylor@hctmail.c on| Credit C4rd Guarantee f Deposit

|w| 2| Deluxe
106 Hold Till Check-In | Group | Agent / Corporate
107
Group Owner Details Click to Reserve

Note:

The default Rate which you can see is a Seasonal Rate. Clicking on the Rate Type drop down will show different Rate
Types that you have defined in the Administrator Console. For now, we have added the sample data in the Administrator
Console for you to choose.

Step 3: Enter Group Owner details — Name, Phone No. and Email id.

Step 4: Click Reserve and you are done!

Note:

The amenities and inclusions of the selected Package/Rate get added automatically to all the Rooms reserved.
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How to handle Payments?

o7 o8 i 10 11 12 13 14 15 16 17 18 19 20
Fr Sa Su Mo Tu We Th Fr Sa Su Mo Tu We Th
< Click and drz
37. Betty Taylor(G)
Group
Reservation

39. Betty Taylor(G)

How to handle Payments?

Here is explained the method to take Payments:

Step 1: Right-click on the Reservation.

Step 2:
options that show up.

Select Payments from the

The Payment screen for the clicked
Reservation will open up with up-to-date
accounts.

Step 3: At the bottom of this Payment
screen, type the amount and select the
Mode & Type of Payment.

Click to go to Step 4: Click Pay Now and you are
Payments ifp— 9
: e B Payments done!
Split Reservation Screen
“iew Details . .
Print the Account Statement if needed.
Mowve
Messages/Tasks |
15. Edward
Fayments Payment Gateway is not integrated. Credit card will not be charged.
Mode Type Amount CC/Cheque No Receipt # Description
Cash v] [Cash v| EES M | | | | [ {Pay Now
-
| Back || Delete Proforma Invoices || Close Il Print |
low to use?

Click to accept Payment
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How to change the Housekeeping Status of a Room?

Here is explained the method to change the Housekeeping Status of Room:

Step 1: Right-click on Room Name/Number (on the first leftmost column) in FrontDesk Tape Chart.

Step 2: Select the desired Housekeeping Status and you are done!

" Front Desk
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For further information, please contact:

HMS Infotech Pvt. Ltd.

E-66, 1st Floor, Sector-6, Noida, UP — 201301, India
Phone: +91 120 4312912/13

US Phone: + 1214 245 4631

Email: support@ hotelogix.com
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