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1. Overview

This PMS —Front Desk User Guide provides staff with detailed instructions on managing Creating a
Reservation, Editing a Reservation, Searching for a Reservation, and Updating Reservation Status. The guide
is designed to ensure clear, step-by-step instructions for effective use of the system in front desk system
screen processes.

2. Room Status

Available under PMS > Front Desk Function > Room Status Menu Tap, this function allows staff to Check the
real-time overview of the current room status in the hotel, Check the occupancy percentage (OCC%), the
number of available rooms in the system, and the total number of rooms in the system.

B oews 14.22%0CC_ Available: 180 ROOMS 4 G e Room(s) Current Status Q& A& 6 l@mE~s iR s J
Coendor tavs Floor Plan Foam Overvin
Room : 101 Deluxe Pool Access Double Bed Room : 102 Deluxe Pool Access Double Bed . Room: 103 Deluxe Pool Access Double Bed Room : 104 Deluxe Pool Access Double Bed Room : 105 Deluxe Pool Access Double Bed o7
125000001 °° | RR25000023,(125000016 °° RR25000062,125000025 125000017 o d
Miss 5ssuAS wam Khun GOWqa SMF(2) Miss Sana SA Miss Jenny JA
MMANARAR 5 g e
i f&folale] o] iw s 8 0 B ilwe s e o = =]
Room : 106 Deluxe Pool Access Twin Bed Room : 108 Deluxe Pool Access Twin Bed Room : 109 Deluxe Pool Access Twin Bed Room : 110 Deluxe Pool Access Twin Bed oc
RR25000064 RR25000084 i (125000014 B
Miss Fafa Af Miss Vivian QA Miss Mali MA
Remark : 000000000000000000000000000000X Remark : SHOW ROOM
g g 3

& @ ® 0 &% ¢ &6 & ¢ @ 8o =]
Room : 111 Deluxe Twin Gms Room : 112 Deluxe Twin Omw Room : 113 Deluxe Twin Dnmw1 Room : 114 Deluxe King Room : 115 Deluxe Twin Tnun -
RR25000068-1,C125000023 % RR25000073 A RR25000075 A 125000019 oc ve
Mrs. Tippa PA Miss Nana NA Miss App AP Miss Helena HA /Mrs. Hiyeena sonfrti

3 P 3 I 5 I 5 P s

il®& &> @ 8]0 B l® o> ® 0 B il %S ®® O B il#% S e O B b 2D =]
Room : 116 Deluxe Twin Gmen Room : 117 Boutique Deluxe Suite Room : 118 Boutique Deluxe Suite Room : 119 Boutique Deluxe Suite . Room:121 Grand Family Suite with Balcony -
Out of Invel RR25000077 i C125000012 ' 25000020 .
Reason ; Out of Inventory Miss Asa AS Wiss Warisara TY Miss Gesal AA

Remark : Test Ravfiau
8 whlamlalalalo SIIMMRNMAR
i wd s e o i w]els]e] o] ENEEI L EYEE =)
Room : 122 Grand Family Suite with Balcony Room : 123 Grand Family Suite with Balcony vc  Room: 124 Grand Family Suite with Balcony . Room:125 Grand Family Suite with Balcony ¢ Room:126 Grand Family Superior w
Qut of Order RR25000074 .
Reason : Air Condition Repair Mrs. TEST 001
B i % 360 =] =] =]

Page |3




SORASD

L

Room details displayed

Click the icon [J to expand the field
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Room Status Calendar Status

Current Status Today Arrival

Room : 101 Deluxe Pool Access Double Bed
125000001
Miss sssuAS wam

SR80 E

Room : 106 Deluxe Pool Access Twin Bed
RR25000064
Miss Fafa Af

S @@ O

Room : 111 Deluxe Twin Tme
RR25000068-1,C125000023
Mrs. Tippa PA

hw o s 6 o

Room : 116 Deluxe Twin Tmen
Out of Inves
Reason : Out of Inventory

Room ; 122 Grand Family Suite with Balcony
Out of Order
Reason ; Air Condition Repair

14.22% OCC  Available: 180 Rooms

220 Guest Room(s) Current Status
Floor Plan Room Overview
In House

Due Out

Room : 102 Deluxe Pool Access Double Bed

°° | RR25000023,C125000016 o
Khun GOWga SMF(2)
Bl 0w o s & e =]

Room : 107 Deluxe Pool Access Twin Bed

Qut of Service

Reason : Show Room

Remark ; Xx00000000a0RaXORK00KKK

Room : 112 Deluxe Twin Tmu
RR25000073
Miss Nana NA

hwoase o

Room : 117 Boutique Deluxe Suite
RR25000077
Miss Asa AS

w4 e o

Room : 123 Grand Family Suite with Balcony

Room : 102 Deluxe Pool Access Double Bed
RR25000062,C125000025
Miss Sana SA

wold® O

Room : 108 Deluxe Pool Access Twin Bed
RR25000084
Miss Vivian QA

P& &3 & @

Room : 113 Deluxe Twin Dme1
RR25000075
Wiss App AP

w Room
Remark : Test Ravdau

Room : 124 Grand Family Suite with Balcony
RR25000074
Wrs. TEST 001 .

w o’ B O

=]

Q@

Room : 104 Deluxe Pool Access Double Bed
125000017
Miss Jenny JA

w o @ e 0

Room : 109 Deluxe Pool Access Twin Bed
Out of Service

Reason : Show Room

Remark ; SHOW ROOM

Room : 114 Deluxe King
125000019
Wiss Helena HA /Mrs. Hiyeena sonfrti

& ¢ s @ o

Room : 119 Boutique Deluxe Suite
C€125000012
Miss Warisara TY

i wlelmle] ol

Room : 125 Grand Family Suite with Balcony

D

A

oc

oc
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N
Ex
18

welk o ¢
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Room : 105 Deluxe Pool Access Double Bed

Room : 110 Deluxe Pool Access Twin Bed
€125000014
Miss Mali MA

& S @ ® O =]

Room: 115 Deluxe Twin mu1

Room: 121 Grand Family Suite with Balcony.
125000020
Wiss Gesal AA

DEagBaesE E

Room : 126 Grand Family Superior

Note: Screenshot before pressing the button K

E PMS

Room Status

Calendar Status

Current Status

Today Arrival

Room : 101 Deluxe Pool Access Double Bed
125000001

Miss sssuds wam

Checked-In : 20/03/2025 1549

Due Out : 23/03/2025 12:00

No. OF Night : 3 Night
wannaporn.smartfinder@gmail.com
Company/Agent : SMART-QA

Balance : 797

||l e] o]

Room : 106 Deluxe Pool Access Twin Bed
RR25000064

Miss Fafa Af

Arival : 23/03/2025 14:00

Departure : 26/03/2025 12:00

No. Of Night : 3 Night

Company/Agent :

Balance : 0

w a0

Room : 111 Deluxe Twin Tmen
RR25000068-1,C125000023
Mrs. Tippa PA

Checked-In : 23/03/2025 11:31
Due Out : 24/03/2025 12:00
No. Of Night : 1 Night
Company/Agent :

Balance : 0

WO & @ O &

14.22% OCC Available: 180 Rooms

220 Guest Room(s) Current Status
Floor Plan Room Overview
In House

Due Out.

Room : 102 Deluxe Pool Access Double Bed

°° | RR25000023 (125000016 ‘
== Khun GOWqa SMF(2)

|F3 | Checked-In: 22/0312025 17:33 =]
—— Due Out: 23/03/2025 15:00

No. Of Night: 1 Night
Company/Agent : Piriya-International Co., Ltd
Balance :-500

I ®wos & 6 O

00BC000OAB0D00E

Remark : X00000000000000000
Start ; 23/03/2025 08:00

Room : 112 Deluxe Twin omun

°° RR25000073 e
Miss Nana NA
B Arrival : 23/03/2025 14:00 =]

Departure : 26/03/2025 12:00
No. Of Night : 3 Night
Company/Agent :

Balance :0

w e’ ® O

Room : 103 Deluxe Pool Access Double Bed
RR25000062,C125000025

Miss Sana SA

Checked-In: 23/03/2025 1435

Due Out: 26/03/2025 12:00

No. Of Night : 3 Night

Company/Agent :

Balance : 0

(& >80

Room : 108 Deluxe Pool Access Twin Bed
RR25000084

Wiss Vivian QA

Arrival : 23/03/2025 14:00

Departure : 24/03/2025 12:00

No. Of Night : 1 Night

Company/Agent :
Balance: 0

o wEF e o

Room : 113 Deluxe Twin I
RR25000075

Wiss App AP

Arrival : 23/03/2025 14:00
Departure : 26/03/2025 12:00
No. Of Night : 3 Night
Company/Agent :
Balance: 0

w OB GO

Q@

Room : 104 Deluxe Pool Access Double Bed
125000017
Miss Jenny JA
P Checked-in : 22/03/2025 09:50
+ 26/03/2025 12:00

No. Of Night: 4 Night

Company/Agent

Balance : 4,500

ac
[2=J Remark : SHOW ROOM
Start: 20/03/2025 08:00
1/03/2025 17:00
:114 Deluxe King
- 19

Miss Helena HA /Mrs. Hiyeena sonfrti
B3 Checkedn:22/03/2025 09:56
e Out : 25/03/2025 12:00
No. Of Night: 3 Night
Company/Agent
Balance : 3,000

w e @& ® O

D

oc

Room: 105 Deluxe Pool Access Double Bed oy

Room : 110 Deluxe Pool Access Twin Bed

125000014

Miss Mali MA

Checked-In: 22/03/2025 15:44 =]
Due Out : 25/03/2025 12:00

No. Of Night : 3 Night

Company/Agent :

Balance : 5,950

w o @ e O

Room : 115 Deluxe Twin Tmn

Note: Screenshot after pressing the button

Z
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2.1 Current Status
Purpose: Displays a real-time overview of the current room status in the hotel.

Common information shown:

e Total number of rooms

e Available rooms

e Occupied rooms

e Qut of Order (O00) / Out of Service (O0S) room

e Dirty rooms
e Other room statuses

Benefits:

e Allows staff to monitor the current status of all rooms
e Helps in planning housekeeping and room allocation
o Useful for front desk staff, housekeeping, and hotel management

Room : 101 Deluxe Pool Access Double Bed
125000001

Room : 102 Deluxe Pool Access Double Bed
RR25000023,C125000016

o Room: 103 Deluxe Pool Access Double Bed .  Room:104 Deluxe Pool Access Double Bed v« Room: 105 Deluxe Pool Access Double Bed
RR25000022-1

0 RR25000045-2 -
Group DR. TOMMY MY

A

Miss auade wam Khun GOWga SMF(2) Miss Sarapat Yang

0OARE BIESEE B % o8& e I CENBOBOE =

Room : 106 Deluxe Pool Access Twin Bed Room : 107 Deluxe Pool Access Twin Bed Room : 108 Deluxe Pool Access Twin Bed Room : 109 Deluxe Pool Access Twin Bed Room : 110 Deluxe Pool Access Twin Bed N
v e Out of Service 125000014 o

Reason ; Show Room
Remark : SHOW ROOM

Miss Mali MA

= B th m [}

w e’ B O =]

Room : 111 Deluxe Twin Gmu
RR25000022
Group DR.TOMMY MY

Room : 112 Deluxe Twin Bmu

Room : 113 Deluxe Twin Bmu
RR25000022-2
Group DR. TOMMY MY

Room : 114 Delue King

Room : 115 Deluxe Twin T
RR25000022-3
Group DR. TOMMY MY

& ¢la]|& e & Bl w¢ s8] o =] B i®(¢s]e] o =
Room : 116 Deluxe Twin Gmun Room : 117 Boutique Deluxe Suite Room : 118 Boutique Deluxe Suite >  Room:119 Boutique Deluxe Suite oo | Room: 121 Grand Family Suite with Balcony w
RR25000002-4,C125000002 Out of Orde 125000012 <
Group BABY BLIE 2025 555 Reason : Air Condition Repair Miss Warisara TY
i ) <= [e] o] ElO00B88E B B
Room : 122 Grand Family Suite with Balcony v  Room:123 Grand Family Suite with Balcony v Room:124 Grand Family Suite with Balcony v Room: 125 Grand Family Suite with Balcony v Room:126 Grand Family Superior v

=] =] =] =] =]

2.2 Today Arrival
Purpose: Displays the list of all reservations scheduled to check in today.

Common information shown:

e Guest name

e Reservation number

e Reserved room type

e Reservation status (e.g., Confirmed, No-show)
e Room readiness status
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Benefits:

e Helps prepare rooms before guest arrival
e Used to check in guests upon arrival
e Assists front desk staff in managing arrivals efficiently

Colendar st Fior ian Room Overven
Current Status Today Arrival In House Due Out = ©,  Filter A

Room : Lanna Corner «  Room: Deluxe Twin Gmn 4 Room:Deluxe Twin Gmn «  Room: Deluxe Twin Gmwa «  Room:DeluxeKing .
RR25000018 RRZ5000024 RR25000025 RR25000026 RR25000027

Khun GOWqa SMF Mr. Tew QA Mz Tom MM Miss Sarah QA Miss Pawana QA

i ® S = O B w6 0 B il®% s 6 O B wwr o e O Bl #®% ¢ 6 O =
Room : Deluxe King Room : Deluxe Twin Gms1 Room : Deluxe King . Room: Deluxe Twin Gm1 Room : Deluxe King

RR25000028 ™ RR25000032 " RR25000034 ™ RR25000037 ™ RR25000040 =
Miss Twin QA Mr. IAm SAM Miss Warin KL Mir. TAm SAM(1) Miss Naree NA

& ¢ e O B oww s e 0 B We s e O B oW es e 0 B &% s e o =
Room : Deluxe King Room : Deluxe Twin Gn1n Room : Grand Deluxe Plus King . Room: Grand Deluxe Plus King Room : Deluxe Pool Access Double Bed

RR25000041 " RR25000042 ®  RR25000043 ®  RR25000044 *  RR25000046 "
Miss Tanee AA. Miss Pensri DD Miss Wanna AQ Miss Teena QA Mr Ben ben

N ®w<$a @0 B ohHwes e o B %< e O Bl %S ®m e O BOl#% e e O =
Room : Deluxe King Room : Deluxe King Room : Deluxe King . Room: Deluxe King Room : Deluxe King

RR25000047 ® RR25000048 RR25000050 ®  RR25000051 ®  RR25000052 -
Miss Kabee KB Miss Linda LIN Mrs. tanaway test Mrs. Gee G Mt Sam MM

& <¢s=e O B w6 0 B i®$s 6 O B il®os e 0 Bl #% s 6 O =
Room : GPVILLAS Room : 116 Deluxe Twin Bmist Room : 202 Deluxe Twin i) Room : 204 Deluxe Twin Tmis) Room : 205 Deluxe Twin Gmin

RR25000053 " RR25000049 “° RR25000038-1 “° RR25000038-2 > RR250000383 *
Mr; SAM SA. Miss Rinda DA Group Meeting 0 Group Meeting 0 Group Meeting 0

& <¢3 e 0 B fiw]¢ 3 8]0 B & |¢] 380 B W wes e 0 B &[S M 8|0 =

2.3 In House
Purpose: To monitor all current in-house guests.

Common information shown:

e Shows all guests who have already checked in and are currently staying at the hotel.
e Allows staff to view room numbers, length of stay, and guest preferences.
e Useful for managing guest services, room status, and tracking occupancy.

Benefits:

e Helps manage the check-out process smoothly.
e Supports housekeeping in planning room cleaning and turnover
e Prevents unnotified late check-out

Room Status. Calendar Status. Floor Plan Room Overview
-

Room : 101 Deluxe Pool Access Double Bed oo | Room :102 Deluxe Pool Access Double Bed o Room:110 Deluxe Pool Access Twin Bed o Room: 116 Deluxe Twin Gmn .. Room:119 Boutique Deluxe Suite
€125000001 RR25000023,C125000016 125000014 RR25000002-4,C125000002 © 125000012
Miss Auad8 wam Khun GOWga SMF(2) Miss Mali MA Group BABY BLIE 2025 555 Miss Warisara TY

W& ¢ls @0 B % ¢85 6 B il® e 6o B & olale) o Bl 0 #w[¢la]|e]o =]
Room: 131 Standard oo Room:202 Deluxe Twin Gmn o Room:204 Deluxe Twin Gm ., Room: 205 Deluxe Twin Tmw oo | Room:701 Pool Suite Twin Bed Gmin o
RR25000021,C125000011 RR25000015,C125000009 RR25000012,C125000008 " RR25000012-1,C125000007 “ | RR25000033,C125000015 <
Miss Sainam SSA Mrs, Wanpen WAN Miss Momo MO Miss Momo MO Group SORYBY-2025 SORYBY-2025

I R =Y ke Bl &P ale]o Bl |®|>lale] o Bl |0 |&[|olale) o Bl 0 ® P s 60 ]
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2.4 Due Out

Purpose: To manage guests who are scheduled to check out today.

Common information shown:

e Lists all in-house guests with today's check-out date.

e Helps front desk prepare for check-out procedures (billing, luggage, etc.).

e Assists housekeeping in planning room cleaning and turnover.

e Prevents delays and ensures rooms are ready for the next guest.
Benefits:

e Helps manage the check-out process smoothly
e Supports housekeeping in planning room cleaning and turnover
e Prevents unnotified late check-outs

Calendar Stats Floor Plan Room Overview
Room : 116 Deluxe Twin G o Room : 202 Deluxe Twin Gme Room : 204 Deluxe Twin Gmu1 o~ Room : 205 Deluxe Twin Gmuw N
RR25000002-4,C125000002 " RR25000015,C125000009 “* " RR25000012,C125000008 “’ " RR25000012-1,125000007 o
(Group BABY BLIE 2025 SSS Mrs. Wanpen WAN Miss Momo MO Miss Momo MO
i) olsle] o] B i w]e)a]e] o] B |iw]|e)ae)o] B i) welale)o] B
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3. Color symbols and icons on the system screen

3.1 Press on Vacant Clean Room (VC).

The system perform the following actions:

Exit — Exit this menu

Make Reservation — Create a new reservation

Check In — Records the check-in time

Make OOS (Out of Service) — Set the room status to “Out of Service”
Make 00O (Out of Order) — Set the room status to “Out of Order”
Make OOI (Out of Inventory) — Remove the room from inventory
Inspect — Confirms the room is ready for new guests

Catendar satus Fioor ian Room Oveniew
Room : 101 Deluxe Pool Access Double Bed o Room : 102 Deluxe Pool Access Double Bed ac Room : 103 Deluxe Pool Access Double Bed ac Room : 104 Deluxe Pool Access Double Bed Room : 105 Deluxe Pool Access Double Bed %
C125000001 RR25000023,C125000016 RR25000045-2 00022-1
Miss Au#d8 wam Khun GOWga SMF(2) Miss Sarapat Yang Group DR. TOMMY MY
[ B4 B 23 K€d K B | w<o s & e B il &% 3 e 0 )] & Pla) 80 =]
Room : 106 Deluxe Pool Access Twin Bed Room : 107 Deluxe Pool Access Twin Bed Room : 108 Deluxe Pool Access Twin Bed Room : 109 Deluxe Pool Access Twin Bed Room : 110 Deluxe Pool Access Twin Bed
Out of Service 125000014
Reason : Show Room Miss Mali MA
Remark : SHOW ROOM
=] @ i & e m e o =]
Room : 111 Deluxe Twin Gn1w . §>| Make Reservation Room : 113 Deluxe Twin Dmu1 4o | Room:114 Deluxe King v Room:115 Deluxe Twin T 0
RR25000022 RR25000022-2 RR25000022-3
Group DR. TOMMY MY Group DR. TOMMY MY Group DR. TOMMY MY
[ R Y el =] fi&f¢lale|o Bk Bl & ¢ e 0 =]
B Make 00S [X] Makeoo0
Room : 116 Deluxe Twin dns1 o Room : 118 Boutique Deluxe Suite 5  Room: 119 Boutique Deluxe Suite oo || Room :121 Grand Family Suite with Balcony w
RR25000002-4,C125000002 125000012 .
Group BABY BLIE 2025 $55 & WakeoO! ﬁ Inspect Miss Warisara T¥
iwolale) o = 3 B i fw[olae]o = =]

3.2 Press on Vacant Dirty Room (VD).

The system perform the following actions:

Exit — Exit this menu

Clean This Room - Change the room status to 'Clean’

Make Reservation — Create a new reservation

Make OOS (Out of Service) — Set the room status to “Out of Service”
Make 00O (Out of Order) — Set the room status to “Out of Order”
Make OOI (Out of Inventory) — Remove the room from inventory
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Calendar Status Floor Plan Room vervien
Room : 101 Deluxe Pool Access Double Bed o Room : 102 Deluxe Pool Access Double Bed o Room : 103 Deluxe Pool Access Double Bed ac Room : 104 Deluxe Pool Access Double Bed v Room : 105 Deluxe Pool Access Double Bed 0
C125000001 RR25000023,C125000016 RR25000045-2 RR25000022-1
Miss AU wam Khun GOWga SMF(2) Miss Sarapat Yang Group DR. TOMMY MY
sl Al el & = 8 + =N 0 + o +
LbtdEY ) ied = $ s & B B ilwda s e = B & dla 6 O =]
Room : 106 Deluxe Pool Access Twin Bed Room : 107 Deluxe Pool Access Twin Bed Room : 108 Deluxe Pool Access Twin Bed Room : 109 Deluxe Pool Access Twin Bed Room: 110 Deluxe Pool Access Twin Bed
Out of Service C125000014
Reason : Show Room Miss Mali MA
Remark : SHOW ROOM
= @ il om0 =
£} Clean This Room Room : 112 Deluxe Twin Tmu Room : 113 Deluxe Twin Gmu1 Room : 114 Deluxe King Room: 115 Deluxe Twin Tme1
RR25000022-2 RR25000022-3
Group DR. TOMMY MY Group DR. TOMMY MY
R Make Reservation W Make 005
| B i w[dla 6 O = B i& o s 8]0 =]
E] Make 000 & Make 001
| Room : 117 Boutique Deluxe Suite Room : 118 Boutique Deluxe Suite Room : 119 Boutique Deluxe Suite Room : 121 Grand Family Suite with Balcony _
@ [ Out of Order Y2 ci25000012 ® ve
Group BABY BLIE 2025 S§§ Reason : Air Condition Repair Miss Warisara TY
L Rd = ke ke =) B lilw]|eale) o = =]
Room : 122 Grand Family Suite with Balcony " Room : 123 Grand Family Suite with Balcony v Room : 124 Grand Family Suite with Balcony w© Room : 125 Grand Family Suite with Balcony v Room : 126 Grand Family Superior w
=] =] =] =] =]

3.3 Press on Assign Clean Room (AC).

The system perform the following actions:

Exit — Exit this menu

Check In — Check in the guest

Update Guest — Update guest information

Copy Link — Link for check in on web check in

Dirty This Room — Update room status to dirty
Edit Reservation — Edit reservation details

Send Mail — Send reservation information to guest
Activity Log — View activity log

Inspect — Room inspection after cleaning

Print Booking — Print booking information

Print Register — Print registration form

Print Blank Register — Print blank registration form
Print Meal Coupon — Print meal coupon

Print Luggage Tag — Print luggage tag

Copy — Copy Reservation

Tour Order — View tour order

Print Tour Order — Print tour order
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Ctendsr satus FloorPan Room Overvew
Room : 101 Deluxe Pool Access Double Bed o | Room:102 Deluxe Pool Access Double Bed o | Room: 103 Deluxe Pool Access Double Bed 4 | Room 104 Deluxe Pool Access Double Bed Lo Room: 105 Deluxe Pool Access Double Bed o
Q25000001 RR25000023,C125000016 RR25000045-2 RR25000022-1
Miss Auads wam Khun GOWga SMF(2) Miss Sarapat Yang Group DR. TOMMY MY
AN M AR = g + = 2 s o +
LR =l el kel Bl i ® s E e Bl % < afe B i®¢]ls 6 O =]
Room : 106 Deluxe Pool Access Twin Bed o | Room :107 Deluxe Pool Access Twin Bed - CheckIn Room : 109 Deluxe Pool Access Twin Bed Room : 110 Deluxe Pool Access Twin Bed o
&5 Out of Service 125000014 <
Reason : Show Room Miss Mali MA
= Remark : SHOW ROOM
ZY Update Guest E CopyLink
g "
=] = @ & o me o =
@ piry This Room 5P cditResenvation
Room: 111 Deluxe Twin Gt Lo | Room:112 Deluxe Twin mun " Room : 114 Deluxe King e Room: 115 Deluxe Twin Omn -
RRZ5000022 RR25000022-3
Group DR. TOMMY MY 42 send Mail & AcwityLog Group DR. TOMMY MY
NERBEE 2 oo FEp—— SINERBDEE =)
Room : 116 Deluxe Twin fmu1 Room : 117 Boutique Deluxe Suite print Register ) bt Bene feose | ROOM: 119 Boutique Deluxe Suite o | Room : 121 Grand Family Suite with Balcony V,
RR25000002-4,C125000002 Out of Order rint Registes ‘=] Print Blank Register C125000012 <
Group BABY BLIE 2025 S55 Reason : Air Condition Repair Miss Warisara TY
Print Meal Coupon =) Print Luggage Tag
5 + 3 P
& 8 ) & ke 1k &4 EY & (8 =) =]
Copy ZP Tour Order
Room: 122 Grand Family Suite with Balcony L | Room:123 Grand Family Suite with Balcony - Room : 125 Grand Family Suite with Balcony . Room:126 Grand Family Superior .
l@]  Print Tour Order
=] ~ ~ =] =]

3.4 Press on Assign Dirty Room (AD).

The system perform the following actions:

Exit — Exit this menu

Clean This Room — Update room status to Clean
Update Guest — Update guest information

Copy Link — Link for check in on web check in

Edit Reservation — Edit reservation details

Send Mail — Send reservation information to guest
Activity Log — View activity log

Inspect — Room inspection after cleaning

Print Booking — Print booking information

Print Register — Print registration form

Print Blank Register — Print blank registration form
Print Meal Coupon — Print meal coupon

Print Luggage Tag — Print luggage tag

Copy — Copy Reservation

Tour Order — View tour order

Print Tour Order — Print tour order
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Colendar satus Hoor pan oom Gvervow
Curret tats Today Al Tbouse bue Ot = 2

Room : 101 Deluxe Pool Access Double Bed oo | Room :102 Deluxe Pool Access Double Bed oc  Room: 103 Deluxe Pool Access Double Bed .  Room: 104 Deluxe Pool Access Double Bed | Room: 105 Deluxe Pool Access Double Bed o
C125000001 RR25000023,C125000016 RR25000045-2 RR25000022-1
Miss Aua28 wam Khun GOWga SMF(2) Miss Sarapat Yang Group DR. TOMMY MY

WE e EIE B3] & a5 B ilwdase B i =]

w ¢ s ® 0

Room : 106 Deluxe Pool Access Twin Bed Room : 107 Deluxe Pool Access Twin Bed Room : 108 Deluxe Pool Access Twin Bed Room : 108 Deluxe Pool Access Twin Bed @ CleanThis Room
Out of Service

Reason : Show Room

Remark : SHOW ROOM

[ copyum

T3 Update Guest

=] =] =M ()
P EditReservation 0 Send Mail
Room : 111 Deluxe Twin Dmu Lo | Room:112 Deluxe Twin Tmun 4o Room: 113 Delue Twin Gmun 4o | Room:114Delue king e
RR25000022 RR25000022-2
Group DR. TOMMY MY Graup DR-TOMMY MY ] Actvity Log @] Print Booking
il < a5 & (=] B ifilw < a0 [~ M = Print Register @) Print Blank Register
e ;&gglggw (o ;(:;r:f: 117 Boutique Deluxe Suite Room : 118 Boutique Deluxe Suite « ) ‘3192 Boutique Deluxe Suite o @ printmealcoupon || T8 PrintLugoage Tog
Group BABY BLIE 2025 S5 Reason : Air Condition Repair Miss Warisara TY.
L . - @mpy P Tour Order
g P 5 +
WA EEI B &[] a @)]0) =)
(@) Print Tour Order
Room : 122 Grand Family Suite with Balcony . Room :123 Grand Family Suite with Balcony v« Room: 124 Grand Family Suite with Balcony .  Room: 125 Grand Family Suite with Balcony "
=] =] =] =] =

3.5 Press on Occupied Clean Room (OC)

The system perform the following actions:

Exit — Exit this menu

Edit Check In — Edit reservation details

Cashier — Go to cashier functions (e.g., payments, folios)
Dirty This Room — Update room status to dirty

Do Not Disturb — Do not want staff to disturb at the moment
Activity Log — View activity log

Print Booking — Print booking information

Print Register — Print registration for

Print Blank Register — Print blank registration form
Print Meal Coupon — Print meal coupon

Print Luggage Tag — Print luggage tag

Copy — Copy Reservation

Item Posting — Post charges or items to the guest folio
Message & Mail — Send or view messages and emails

Calendar Status. Fioor Plan Room Overview

g

Room : 101 Deluxe Foal Access Double Bed
125000001

Room : 102 Deluxe Pool Access Double Bed oc | Room : 103 Deluxe Fool Access Bouble Bed v
RR25000023,C125000016 RR25000045-2

Room : 104 Deluxe Pool Access Double Bed . Room : 105 Deluxe Pool Access Double Bed
RR25000022-
Khun GOWga SMF(2) Miss Sarapat Yang Group DR, TOMMY MY

MI5S AU oM
[BEIR S Y Bl &% & aF 6 =] B &[S ale]o =]

Room : 110 Deluxe Pool Access Twin Bed
€125000014
M

[ & 64 =) A2 Ked =

Room ; 106 Deluxe Poal Access Twin Bed

Room : 108 Deluxe Pool Access Twin Bed

s Mali MA
B cashier @ Dirty Tis Room
=] il ® ¢la & O =]

f Reiesem Do bt ;l Activity Log
Room : 111 Deluxe Twin dnwn ) Room : 113 Deluxe Twin Omun Room : 114 Deluxe King . Room : 115 Deluxe Twin dmun
RR2! Ao RR25000022-2 4o e RR25000022-2 o
Group DR. TOMMY MY [ Print Booking @) Print Register Group DR. TOMMY MY Group DR, TOMMY MY
I I EYED ) B3| || @ printeunkregster | & print Mesl Coupon ilwmlelalelo = B lil® o alelo =]
Room : 116 Deluxe Twin dnwn = = Room : 118 Boutique Deluxe Suite Room : 119 Boutique Deluxe Suite . Room : 121 Grand Family Suite with Balcony
o ate )| @ rrtuggesersg | B c v o w
(Group BABY BLIE 2025 SSS. Miss Warisara TY

li|&#j¢fal@)o B i |#ielaf@]o =] =]
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3.6 Press on Occupied Dirty Room (OD)

The system perform the following actions:

Exit — Exit this menu

Clean This Room — Update room status to clean

Edit Check In — Edit reservation details

Cashier — Go to cashier functions (e.g., payments, folios)

Do Not Disturb — Do not want staff to disturb at the moment
Make Up Room — The guest has requested housekeeping service
Activity Log — View activity log

Print Booking — Print booking information

Print Register — Print registration form

Print Blank Register — Print blank registration form

Print Meal Coupon — Print meal coupon

Print Luggage Tag — Print luggage tag

Copy — Copy Reservation

Item Posting — Post charges or items to the guest folio
Message & Mail — Send or view messages and emails

Coendar satus Fioarian Room ovenvew
Current Status Today Arrival In House Due Out 88 = o, Filter 7||

Room : 116 Deluxe Twin Gmu1 Room : 117 Boutique Deluxe Suite Room : 118 Boutique Deluxe Suite Room : 119 Boutique Deluxe Suite Room : 121 Grand Family Suite with Balcony

€125000012
Miss Warisara TY

oo

RR25000002-4,C125000002 of Order
Reason : Air Condition Repair

a| [i]&]ol=]e]o]

) Clean This Room

5 =

Room : 126 Grand Family Superior

Room : 122 Grand Family Suite with Balcony Room : 123 Grand Family Suite with Balcony Room : 124 Grand Family Suite with Balcony

& editcheckin D% Cashier

5

Do Not Disturb TZ Make Up Room

&)

Room : 131 Standard
v RR25000021,C125000011 o8
Activity Log @ PrintBooking Miss Sainam SSA-

Room : 127 Grand Family Superior
Out of Inver
Reason : Out of Inventory

Room : 128 Grand Family Superior Room : 129 Grand Family Superior

=] =] @l Print Register = prntslankregiser || | G f ol > M@ ) O ‘@‘
Room : 132 Standard w Room : 133 River Suite v Room : 134 River Suite e = Print Meal Coupon = Print Luggage Tag Room : 201 Grand Deluxe Plus King e
E Copy ﬁ Item Posting
=] =] =] =]
3| Message & Mai
Raom : 202 Deluxe Twin Tmun Raom : 203 Deluxe King Room: 204 Deluxe Twin Tmen . Roam : 206 Grand Deluxe Plus King .
RR25000015,C125000009 °° 2 RR25000012,C125000008 °* J e
Mirs. Wanpen WAN Miss Momo MO Miss Momo MO
&) els )] of =) jlis =8 0 B k= () (=3 2| i elaje]o] =] JE =]
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3.7 Press on Room under maintenance : 00S, 000 and OOl

The system perform the following actions:

Exit — Exit this menu

Activity Log — View activity log

View OO0S - View room status detail

Release OOS - Release the room from maintenance status

Floor Plan Room Overview

Room Status Calendar Status

Current Status Today Arrival In House Due Out

Room : 116 Deluxe Twin dmw
RR25000002-4, 2
Group BABY BLIE 2025 555

Room : 117 Boutique Deluxe Suite

Out of Orde
Reason : Air Condition Repair

Room : 122 Grand Family Suite with Balcony te with Balcony

B

&) ActvityLog
=]
@ View 000
Room : 127 Grand Family Superior serior
Out of Inver
Reason : Out of Inventory @ Release 000

Room : 133 River Suite

Room : 132 Standard

Room : 118 Boutique Deluxe Suite

Room : 124 Grand Family Suite with Balcony

Room : 129 Grand Family Superior

Room : 134 River Suite

Room : 204 Deluxe Twin Gmu1
RR25000012,C125000008
Miss Mome MO

Room : 119 Boutique Deluxe Suite
€125000012
Miss Warisara TY

= B 7]

Room : 121 Grand Family Suite with Balcony -
]

Room : 126 Grand Family Superior "
=~

Room : 131 Standard o

RR25000021,C125000011

Miss Sainam SSA.

R ———— L

lif#f<la]e]o) =

Room: 201 Grand Deluxe Plus King e
]

Room: 206 Grand Deluxe Plus King v

£l ~

ENEE M EISE &)
v Room:125 Grand Family Suite with Balcony .
=] =]
v Room:130 Grand Family Superior .
=] =]
- Room : 135 River Suite D
=] =] =]

Room : 202 Deluxe Twin Gnun Room : 203 Deluxe King Room : 205 Deluxe Twin imun

RR25000015,C125000009 o0 “ " RR25000012-1,C125000007

Mirs. Wanpen WAN Miss Momo MO

| olslefof EIE ElHEREBEE

3.8 Symbols in guest rooms

The system perform the following actions:

=
==

Display number of guests

Display types of guest stay status
Display special request

Display group reservations
Display deposit

Display unable to move the room
Display trace

Display connecting room

Display room photos

Do not disturb

Room inspect

Make up room

Send mail to guest

Pre Check-In Pre check in

W

S 2

O ®

CQe=m3
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Room : 101 Deluxe Pool Access Double Bed oc
C125000001
Miss sssuAS wwam
Checked-In : 20/03/2025 15:49 %)

Due Out : 24/03/2025 12:00

Mo. Of Night : 4 Night
wannaporn.smartfinder@gmail.com
Company/Agent : SMART-QA
Balance: 797

i S B ® O

Details of Each Line:

Room number and type

Check-in ID or Reservation Number

Guest Name

Check-in Date & Time

Check-out Date & Time

No. Of Night

The contact email used for the reservation

The name of the company or travel agent who made the reservation
Balance or outstanding amount to be paid

LN WNPRE
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4. Filter (Room status check operation)

Available under PMS > Front Desk Function > Filter Button, this function allows staff to searching for rooms

by status, room type, and building location.

To perform the task:

1. Select Front Desk Function and click Filter button
2. Inthe Search Field,

- Enter the guest name or company name

- Click the Search Button,

- The system will display the corresponding information.
3. Room Status Button,

- Select the Room Status Button

- Click the Search Button,

- The system will display rooms with the selected status.
4. Room Type Section

- Select the Room Type Button

- Click the Search Button,

- The system will display the room types based on the search criteria.
5. Building Section

- Select the Building Button

- Click the Search Button,

- The system will display the building based on the search criteria.
6. Wing / Zone Section

- Select the Wing / Zone Button

- Click the Search Button,

- The system will display the wing / zone based on the search criteria.
7. Room View Section

- Select the Room View Button

- Click the Search Button,

- The system will display the room view based on the search criteria.
8. Feature Section

- Select the Feature Button

- Click the Search Button,

- The system will display the feature based on the search criteria.
9. Bed Type Section

- Select the Bed Type Button

- Click the Search Button,

- The system will display the bed type based on the search criteria.
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Last Updated: 18 June 2025
E{ PMS 20.45% OCC  Available: 174 Rooms )0 o0 Room(s) Current Status Q_ search Search & Filters b4
Colendar s Pl Pan Room Overview Search
Current Status Today Arrival In House Due Out
= = AC AD Not Assign v VD Due-out
14 H 17 184 6 4
Room : 220 Grand Deluse Plus King . Room:221Deluxe King . Room:222Grand Deluxe King
oc oD 00s felele}
3 7 1 0
Total Room
] ] 20
Room : 224 Deluxe Parent-Child Room : 225 Deluxe Parent-Child Room : 226 Deluxe Parent-Child
e v Room Type
Boutique Deluxe  Boutique Queen Deluxe King Deluxe Pool
Suite Room Access Double...
~ ~ -
Deluxe Pool Deluxe Twin Deluxe Parent- Deluxe Suite
Access Twin Bed Ml Child
Room : 228 Deluxe Parent-Child Lo Room:228 Deluxe Parent.Child o Room:230Deluxe Parent.Chid
Deluxe with Family Twin Grand Deluxe Grand Deluxe
Balcony Plus King Plus Twin
=] =] Grand Deluxe Grand Deluxe Grand Family Grand Family
King Twin Suite with... Superior
Room : 232 Lanna Corner . Room:233Lanna Corner . Room:234Lanna Corner
Grand Suite King Lanna Family Lanna Corner Lanna Deluxe
room with...
~ ~ Lanna Standard Lanna Studio Lanna Signature Lé’"“:'?"”[“"*
uite
Room : 236 Lanna Standard . Room:237Lanna Standard e Room:238Lanns Standard .
Lanna Triple Mini Queen Room  Maraya Suite Pool Deluxe
Superior
pagodaSuite  Pool Suite Double  Pool Site Twin Poolvilla View
(=] (=] Bed Bed T Lanna garden...
Room : 240 Lanna Standard Room : 241 Deluxe Pool Access Twin Bed Room : 242 Deluxe Pool Access Twin
ve Vo Search
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5. Room move / Upgrade

Available under PMS > Front Desk Function > Room Status Menu Tap this function allows staff to perform a
room move for upgrade, downgrade, or within the same room type.
To perform the task:

1. Press the Room Status Button.

i | & |@ @0 &

Room : 113 Deluxe Twin Oniw
RR25000022-2
Group DR. TOMMY MY

2. Dragthe selected room to the Clipboard section.

Caendar scarus FloorPan Room Overiow
[4 dipvoara
Cument status Today Artl I House Bue out Please drop room on this clipboard to be transfer
Room : 101 Deluxe Pool Access Double Bed o Room : 102 Deluxe Pool Access Double Bed ac Room : 103 Deluxe Pool Access Double Bed " Room : 104 Deluxe Pool Access Double Bed v Room : 105 Deluxe Pool Access Double Bed D
125000001 RR25000023 RR25000022-1
Miss auade wae Khun GOWga SMF(2) Group DR. TOMMY MY
3 4 8 + ] +
[ &4 B 23 il K& B i &% ¢ e 0 =] Bl B {&|$]=a 80 =
Room : 106 Deluxe Pool Access Twin Bed v Room : 107 Deluxe Pool Access Twin Bed ve Room : 108 Deluxe Pool Access Twin Bed ve Room ; 109 Deluxe Pool Access Twin Bed Room : 110 Deluxe Pool Access Twin Bed ac
i C125000014 <
Miss Mali MA
Remark : SHOW ROOM
= = 2 [u] o S e O =]
Room : 111 Deluxe Twin dnmu1 w0 Room : 112 Deluxe Twin dmw1 vo Room : 113 Deluxe Twin Gms1 Room : 114 Deluxe King w Room : 115 Deluxe Twin O D
RR25000022 RR25000022-2 - RR25000022-3
Group DR. TOMMY MY Group DR. TOMMY MY Group DR. TOMMY MY
&P a6 o =] B |l #[¢ 26 O =] B & a6 0 =)
Room : 116 Deluxe Twin dmw o Room : 117 Boutique Deluxe Suite ve Room : 118 Boutique Deluxe Suite oo Room : 119 Boutique Deluxe Suite Room : 121 Grand Family Suite with Balcony ve
RR25000002-4,C125000002 CI25000013 " 25000012 <
Group BABY BLIE 2025 555 M Panya PA Miss Warisara TV
[ R B 2 kS K& =] Bl w Pl a @10 Bl Cla 8]0 =] 3
Room : 122 Grand Family Suite with Balcony v, Room :123 Grand Family Suite with Balcony v RoOM :124 Grand Family Suite with Balcony v RoOM:125 Grand Family Suite with Balcony v Room:126 Grand Family Superior o

3. Select "None" for the same room type.
Select "Up" for upgrading the room.
Select "Down" for downgrading the room.

4. Select the destination room.
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Group DR. TOMMY MY
Current Status Today Arrival In House Due Out None up Down
Room : 104 Deluxe Pool Access Double Bed .  Room:107 Deluxe Pool Access Twin Bed v Room:108 Deluxe Pool Access Twin Bed . Room:1121 Boutique Queen Room "
=] =] =] =]
Room : 1122 Boutique Queen Room w  Room:1123 Boutique Queen Room . Room:1124 Boutique Queen Room v Room:1125 Boutique Queen Room o
=] =] =] =]
Room : 1126 Boutique Queen Room w  Room:1127 Boutique Queen Room v, Room:1128 Boutique Queen Room w  Room:1129 Boutique Queen Room .
=] =] =] =]
Room : 1130 Boutique Queen Room . Room:117 Boutique Delue Suite . Room:133RiverSuite v Room:134River Suite .
=] =] =] =]
Room : 221 Deluxe King w  Room:223Deluxe ParentChild . Room:224Deluxe Parent-Child v Room:225Deluxe ParentChild w
=] =] =] =]
Room Transfer xX
Reference No, : RR25000022-1 Destination nma
Origin 105 Room Type Boutique Queen Room (BQR)
Room Type : Deluxe Pool Access Double Bed (DLXPACCDBL) Arrival : 22/03/2025 14:00
Arrival : 22/03/2025 14:00 E> Departure : 24/03/2025 12:00
Departure 24/03/2025 12:00

Guest Name :

Rate Code :

Room Rate

DR. TOMMY MY

OPEN

6,000

Approved By :

Remark :

Select Rate Condition :

@ CurrentRate

Post Date
22/03/2025

23/03/2025

New Rate

Current Rate

6,000

6,000

Upselling
New Rate Difference
6,000 0
6,000 0

Confirm ‘ Cancel
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6. Calendar Status

Available under PMS > Front Desk Function > Calendar Status Menu Tap, this function allows staff to

searching for rooms by calendar.

To perform the task:

1. Press Room View : The system displays the details sorted by room number.
Press Room Type View : The system displays the details sorted by room type.
Press Room Zone View : The system displays the details sorted by zone view.

2. Press on Calendar Button to select the start date of the date range.

Press on Home Button to return to the current date.
3. Press on Vacant Clean Room (VC).
The system perform the following actions:
Exit — Exit this menu
Make Reservation — Create a new reservation
Make OOS (Out of Service) — Set the room status to “Out of Service”
Make 00O (Out of Order) — Set the room status to “Out of Order”
Make OOI (Out of Inventory) — Remove the room from inventory

TI0OLPACCTWN  Mali MA

HouT DR, TOMMY MY

143 0001 DR, TOMMY MY

115 0LXT DR, TOMMY MY

116 01T Meer

e

1. Press on Assign Clean Room (AC) or Assign Dirty Room (AD).
The system perform the following actions:

Exit — Exit this menu

Edit Reservation — Edit reservation details
Check In — Check in the guest

Activity Log — View activity log
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Print Booking — Print booking information
Print Register — Print registration form
Print Blank Register — Print blank registration form
Print Meal Coupon — Print meal coupon
Print Luggage Tag — Print luggage tag
Tour Order — View tour order
Print Tour Order — Print tour order
P—— Flsar Plan oom Overvien
Room View Room Type View Zone View £ O || 22032025 B>
Room Mi?‘zzn!f’z‘a M:Ezs N;la’ia Mz:l; M;nza szdlzan:ﬂf; ATpuvi ::“2 Arp"lu3 A:‘Li AS:lE ANL(:W? ATpuveE :::da A;:“:D AvanM A;izn":f:d A;lymw; Av:'e?é A:r“:? A;.ﬂm Asya‘m
112 DLXT
113 DLXT DR. TOMMY MY
114 DLXK Out ...
115 DLXT DR. TOMMY MY
116 DLXT
117808 Pﬁ;} Exit 3 EditReservation
118 80s Check In =| Activity Log
119 8DS
R & Print Booking i@ Print Register
12zcr8 = PrintBlank Register || @) Print Meal Coupon
123 GFB
=) Pprint Luggage Tag ¥ TourOrder
124 GFB
125GFB i@ Print Tour Order
126 GFS
127 GFS
128 GFS
129 GFS
130 GFS
2. Press on Occupied Clean Room (OC) or Occupied Dirty Room (OD).

The system perform the following actions:

Exit — Exit this menu

Edit Check In — Edit check-in details

Cashier — Go to cashier functions (e.g., payments, folios)
Activity Log — View activity log

Print Booking — Print booking information

Print Register — Print registration form

Print Blank Register — Print blank registration form
Print Meal Coupon — Print meal coupon

Print Luggage Tag — Print luggage tag

Item Posting — Post charges or items to the guest folio
Message & Mail — Send or view messages and emails
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Room Status,

Room View

Room

101 DLXPACCDBL

102 DLXPACCDEL.

103 DLXPACCDBL.

104 DLXPACCDEL.

105 DLXPACCDBL.

106 DLXPACCTWN

107 DLXPACCTWN

108 DLXPACCTWN

110 DLXPACCTWN

111 DIXT

112 DLxT

113 DIXT

114 DLXK

115 DLXT

116 DLXT.

17808

1188DS

Calendar Status Floor Plan Room Overview
Room Type View Zone View

st JETR von  Tie | Wes  Thu Fri sat [JECR Mo e weds  Thu Fri ot TR Vor | Tee
war22 [VENPER Mar2s Mar2s Mar26 Mar27 Mar2s Mar2o [YBEMN Mar3t Apr1 Apr2  Apr3 Apra Aprs [RRR Aer7 | Aprs

e & editcheckin

B8 cashier @ Activity Log
DR

B peint Booking ) Print Register

=) print Blank Register | @) Print Meal Coupon

ED

Print Luggage Tag Item Posting

Mal| X Message & Mai

DR, TOMWIY MY

DR, TOMMY MY

DR. TOMMY MY

Meeti..

< | O | 22032025 > - Filter
Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon
Apro  Apri0 April  Apri2 [ESMER Apri4  Apris  Apris  Apri7  Apris  Apri19 [ISENN Apr21

3.

The system perform the following actions:

Room Status

Room View

Room

101 DLXPACCDBL

102 DLXPACCDBL

103 DLXPACCDBL

104 DLXPACCDBL

105 DLXPACCDBL

106 DLXPACCTWN

107 DLXPACCTWN

108 DLXPACCTWN

110 DLXPACCTWN

111 DLXT

112DLXT

113 DLXT

114 DLXK

115 DLXT

116 DLXT.

17805

1188DS

119EDS

121GFe

122GF8

123GFE

Exit — Exit this menu

Activity Log — View activity log

View OO0S - View room status detail

Release OOS - Release the room from maintenance status

Press on Out Of Service Room (00S), Out Of Order Room (O00) and Out Of Inventory Room(OOI).

Calendar Status Floor Plan Room Overview
Room Type View Zone View
s QO v e wed e fn s [JEGEN ver e wed T Fi sa [JCTON Mon  Tue
Mar22 [[UNGER Mar2é Mar25 Mar2s Mar27 Mar2e Mar2o [ Mar3t  Apri  Aprz  Apr3  Apra  Aprs |GG Aer7  apre
Aua.. Sarap...
GOW. Sarap...
Sarap.
DR TOMMY MY
| Bxit Activity Lo ”
Mall MA e
(R T T view 00 5 Release 005
DR TOMMY MY
DR TOMMY MY
Rinda..
Meeti.
Waris...

< | O || 2270312025 Filter
Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon
Apro apri0 aprit Apri2 [JRSEEN Apri4 Apris Apris Apri7  Apris  aprio USRSl Apr2i
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7.Floor Plan

Available under PMS > Front Desk Function > Floor Plan Menu Tap, this function allows staff to searching for

rooms by floor and view the room status on each floor.

To perform the task:
7.1 Press on Room Building to select a building
7.2 Press on Floor Number to select a floor
7.3 Press on Vacant Clean Room (VC).

The system perform the following actions:

Exit — Exit this menu

Make Reservation — Create a new reservation

Check In — Check in the guest

Dirty This Room — Update room status to dirty

Make OOS (Out of Service) — Set the room status to “Out of Service”
Make 00O (Out of Order) — Set the room status to “Out of Order”
Make OOI (Out of Inventory) — Remove the room from inventory
Inspect — Room inspection after cleaning

Room Facility — In-room amenities
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7.4 Press on Vacant Dirty Room (VD).

The system perform the following actions:

Exit — Exit this menu

Clean This Room — Update room status to clean

Make Reservation — Create a new reservation

Check In — Check in the guest

Make OOS (Out of Service) — Set the room status to “Out of Service”
Make 00O (Out of Order) — Set the room status to “Out of Order”
Make OOI (Out of Inventory) — Remove the room from inventory
Room Facility — In-room amenities

ﬂ 8 7
| Faull ]
=
L— 4._] T VR
:
L 5

B206 DLXD  AC i -E

Khun Minji Choi = 5208 GSTD w

! gE ('a © CeanThis Room

r Gl Make Reservation Checkin

:@‘ o 5207 GOLD
W Make 00s Make 000
¢ =
FO_

8201 XD oc | | B202 DLXT 8203 DLXD oc [ | B204 OLXT c ll| 8205 oo (o)

Mr. TAKEO SAWADA |l | Mr OLEG TARYGIN Miss IRINA FESHC. Mr. ANDRIAN SOFL.

& Make 00! 4 Room Facility

7.5 Press on Assign Clean Room (AC).

The system perform the following actions:

Exit — Exit this menu

Check In — Check in the guest

Update Guest — Update guest information

Copy Link — Link for check in on web check in
Dirty This Room — Update room status to dirty
Edit Reservation — Edit reservation details

Send Mail — Send reservation information to guest
Activity Log — View activity log

Inspect — Room inspection after cleaning

Print Booking — Print booking information

Print Register — Print registration form

Print Blank Register — Print blank registration form
Print Meal Coupon — Print meal coupon

Print Luggage Tag — Print luggage tag

Copy — Copy Reservation
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Room Facility — In-room amenities

Room sats Calendarstatus Room Overvew

Room Building

loor Floor 3
e e e

— ﬂ'_ N 3

LU

| (R
B202 DLXT oc

B201 DLXD  OC

i
B206 DLXD AC : l ¢
=
®

8203 X0 oc [ | 8204 DT vc [ B205 DLX0 (0B

Mr. TAKEO SAWADA |l | Mr. OLEG TARYGIN Miss IRINA FESHC. Mr. ANDRIAN SOFL...

CheckIn

T Update Guest B copyrink ’ |

Edit Reservation GDLD o

9

® iy This Room

¢ l > 42 Send Mail &) ActivityLog

— 77,_. SV — . ——— g
T Release Inspect @) Print Booking
=) Pprint Register {@) Print Blank Register

i@l Print Meal Coupon @l Print Luggage Tag
[rg copy @ Room Facility

7.6 Press on Assign Dirty Room (AD).

The system perform the following actions:

Exit — Exit this menu

Clean This Room — Update room status to clean
Update Guest — Update guest information

Copy Link — Link for check in on web check in

Edit Reservation — Edit reservation details

Send Mail — Send reservation information to guest
Activity Log — View activity log

Print Booking — Print booking information

Print Register — Print registration form

Print Blank Register — Print blank registration form
Print Meal Coupon — Print meal coupon

Print Luggage Tag — Print luggage tag

Copy — Copy Reservation

Room Facility — In-room amenities

Page |24




Lc)b SORA&ST —

Version : 10.02

Last Updated: 18 June 2025
Author : QA Team

Room Status Calendar Status Floor Plan Room Overview
Room Building
B Floor B Floor 8 Floor 8 Floor
Hotel B - 1 ome 6 7 8 Y Filter
108 BUPAL | o0 | [102 OLXPA..  oc | {103 DLxPA.  ac |, f 104 oLeA.  ve | [l105 DAL s || of 106 DA vo [iif107 oA ve [ f108 DLRA. v o5 110 DLXPA.  oc || 111 bIxT 0
Miss auads waay Khun GOWqa SMF(2) | miss Sarapat Yang Group DR TOMMY. Miss Mali MA Group DR TOMMY..
e .- — o - —
I | PP I
112 DLXT w | 113 puxr 0 | | 114 Dk ve [ |15 oo 0 w| |18 8os oo]| |121 68 ve 122 GF8 vc| [123cr8 ve
- -
Group DR. TOMMY..| Group DR. TOMMY.. n Miss Warisara TY
P Ly Update Guest E Copy Link e S i L
l l P EditReservation 42 Send Mail
124 GFg ve || 125 cre ve [f | 126 Grs v e l I I l
b &) Activity Log @ Print Booking \
) Print Register Print Blank Regi
T T T T UL ik Rt @) print Blank Register T _I—[ —
241 00PA.  ve || |242 o00a. v | 243 DAL v 244 DA vC @ PrintMealCoupon || @) PrintLuggageTag | PUPA. v 248 DUPA. Ve 249 DUCPA. e 250 DDPA.. Ve
8 - —
el e [‘@ Copy > Tour Order — J
| — I — I
1121 BQR ve 1122 BQR ve 1123 BQR Ve 1124 BQR vo &= Pprint Tour Order @ Room Faciity BQR ve 1128 BQR vc 1129 BQR Ve 1130 BQR vo
{ o | F [ ] I J f— - —

7.7 Press on Occupied Clean Room (OC).

The system perform the following actions:

Exit — Exit this menu

Edit Check In — Edit reservation details

Cashier — Go to cashier functions (e.g., payments, folios)
Dirty This Room — Update room status to dirty

Do Not Disturb — Do not want staff to disturb at the moment
Activity Log — View activity log

Print Booking — Print booking information

Print Register — Print registration form

Print Blank Register — Print blank registration form
Print Meal Coupon — Print meal coupon

Print Luggage Tag — Print luggage tag

Copy — Copy Reservation

Item Posting — Post charges or items to the guest folio
Message & Mail — Send or view messages and emails
Room Facility — In-room amenities
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@ Room Facility

7.8 Press on Occupied Dirty Room (OD).

The system perform the following actions:

Exit — Exit this menu

Clean This Room — Update room status to clean

Edit Check In — Edit reservation details

Cashier — Go to cashier functions (e.g., payments, folios)

Do Not Disturb — Do not want staff to disturb at the moment
Make Up Room — The guest has requested housekeeping service
Activity Log — View activity log

Print Booking — Print booking information

Print Register — Print registration form

Print Blank Register — Print blank registration form

Print Meal Coupon — Print meal coupon

Print Luggage Tag — Print luggage tag

Copy — Copy Reservation

Item Posting — Post charges or items to the guest folio
Message & Mail — Send or view messages and emails

Room Facility — In-room amenities
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7.9 Press on Room under maintenance : 00S, 000 and OOl

The system perform the following actions:

Exit — Exit this menu
Activity Log — View activity log
View 0OS - View room status detail

Release OOS - Release the room from maintenance status

Room Facility — In-room amenities
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8.Room Overview

Available under PMS > Front Desk Function > Room Overview Menu Tap, this function allows staff to

searching for rooms by floor and view the room status on each floor.

To perform the task:

8.1 Press on Room Building to select a building
8.2 Press on Floor Number to select a floor
8.3 Press on Vacant Clean Room (VC).

The system perform the following actions:

Exit — Exit this menu

Make Reservation — Create a new reservation

Check In — Check in the guest

Dirty This Room — Update room status to dirty

Make OOS (Out of Service) — Set the room status to “Out of Service”
Make OO0 (Out of Order) — Set the room status to “Out of Order”
Make OOI (Out of Inventory) — Remove the room from inventory
Inspect — Room inspection after cleaning

Room Status CaendrStatus Floor lan
Hotel A “ Floor 1 Floor 2 Floor 3 Floor 4 Floor 5 Floor 6 Floor 7 Floor 8 Floor 9 Floor 10 Floor 11 Floor 12 Floor 13 Floor 14 Floor 15 > 7'
Room : 131 Standard o Room : 132 Standard D Room : 133 River Suite M Room : 134 River Suite M Room : 135 River Suite D
RR25000021,C125000011 . .
Floor | MissSainam SSA
1
filwl|o al@fo] 3 B3 B3 =] =]
- — B et Gl Make Reservation — —
Room : 201 Grand Deluxe Plus King e Room:202 Deluxe Twin Gmu - : 204 Deluxe Twin D .. Room:205 Deluxe Twin Gmun 4o | RoOM:206 Grand Deluxe Plus k
. RR25000015,C125000009 . 0012,C125000008 - RR25000012-1,C125000007 -
Mrs. Wanpen WAN lomo MO Miss Momo MO
Sloor P Checkn © oy This Room >
=TI b R Y G (=) SR EYEIE EREIEI S EN S
W Make 005 [X] Makeo00 —
Room : 301 Grand Deluxe Plus King _ Room:302 Deluxe Twin dnw N x @ 304 Deluxe Twin mu1 . Room:305 Deluxe Twin Gmu _ Room:306 Grand Deluxe Plus k
ve ve 8 Make 001 ﬂ Inspect ve ve
Floor >
=] |2 Bl =] =]
Room : 406 Grand Deluxe Plus King v Room : 407 Grand Deluxe Twin v Room : 408 Grand Deluxe Twin v Room : 409 Grand Deluxe Twin v Room : 410 Grand Deluxe Twin v Room : 411 Deluxe King
Floor
A >
=] b ~ =] [~ [~
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8.4 Press on Vacant Dirty Room (VD).

The system perform the following actions:

Exit — Exit this menu

Clean This Room — Update room status to clean

Make Reservation — Create a new reservation

Make OOS (Out of Service) — Set the room status to “Out of Service”
Make 00O (Out of Order) — Set the room status to “Out of Order”
Make OOI (Out of Inventory) — Remove the room from inventory

Room status Coendsr sarus FloorPan
Hotel A “ Floor 1 Floor 2 Floor 3 Floor 4 Floor 5 Floor 6 Floor 7 Floor 8 Floor 9 Floor 10 Floor 11 Floor 12 Floor 13 Floor 14 Floor 15 > A

Room : 131 Standard o Room : 132 Standard w oom : 133 River Suite M Room : 134 River Suite e Room : 135 River Suite \D
RR25000021 (125000011 . ©
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HIF|SIB®ON B3 =] =] =] =]

2} Ciean This Room
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- Miss Mamo MO Miss Momo MO
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= =I5 Ed ETEET B S Y B 2 el ke =)
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Floor

Room : 301 Grand Deluxe Plus King Room:302 Deluxe Twin Omit y  Room:303 Deluxe king . Room:304 Deluxe Twin imun _ Room: 305 Deluxe Twin Gmwn ,  Room:306Grand Deluxe Plus k
Floor
3 >

Room : 406 Grand Deluxe Plus King _ Room:407 Grand Deluxe Twin _ Room: 408 Grand Deluxe Twin Room : 409 Grand Deluxe Twin _ Room:410Grand Deluxe Twin _ Room:411Deluxe King

Floor
4 >

8.5 Press on Assign Clean Room (AC).

The system perform the following actions:

Exit — Exit this menu

Check In — Check in the guest

Update Guest — Update guest information

Copy Link — Link for check in on web check in
Dirty This Room — Update room status to dirty
Edit Reservation — Edit reservation details

Send Mail — Send reservation information to guest
Activity Log — View activity log

Inspect — Room inspection after cleaning

Print Booking — Print booking information

Print Register — Print registration form

Print Blank Register — Print blank registration form
Print Meal Coupon — Print meal coupon

Print Luggage Tag — Print luggage tag

Copy — Copy Reservation

Tour Order — View tour order
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Print Tour Order — Print tour order
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;l‘"" TY Update Guest @ copyumk >
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8.6 Press on Assign Dirty Room (AD).

The system perform the following actions:

Exit — Exit this menu

Clean This Room — Update room status to clean
Update Guest — Update guest information

Copy Link — Link for check in on web check in

Edit Reservation — Edit reservation details

Send Mail — Send reservation information to guest
Activity Log — View activity log

Print Booking — Print booking information

Print Register — Print registration form

Print Blank Register — Print blank registration form
Print Meal Coupon — Print meal coupon

Print Luggage Tag — Print luggage tag

Copy — Copy Reservation

Tour Order — View tour order

Print Tour Order — Print tour order
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8.7 Press on Occupied Clean Room (OC).

The system perform the following actions:

Exit — Exit this menu

Edit Check In — Edit reservation details

Cashier — Go to cashier functions (e.g., payments, folios)
Dirty This Room — Update room status to dirty

Do Not Disturb — Do not want staff to disturb at the moment
Activity Log — View activity log

Print Booking — Print booking information

Print Register — Print registration form

Print Blank Register — Print blank registration form
Print Meal Coupon — Print meal coupon

Print Luggage Tag — Print luggage tag

Copy — Copy Reservation

Item Posting — Post charges or items to the guest folio
Tour Order — View tour order

Print Tour Order — Print tour order

Message & Mail — Send or view messages and emails
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Room Satus Calendar Siatus Floorlan
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8.8 Press on Occupied Dirty Room (OD).

The system perform the following actions:

Exit — Exit this menu

Clean This Room — Update room status to clean

Edit Check In — Edit reservation details

Cashier — Go to cashier functions (e.g., payments, folios)

Do Not Disturb — Do not want staff to disturb at the moment
Make Up Room — The guest has requested housekeeping service
Activity Log — View activity log

Print Booking — Print booking information

Print Register — Print registration form

Print Blank Register — Print blank registration form

Print Meal Coupon — Print meal coupon

Print Luggage Tag — Print luggage tag

Copy — Copy Reservation

Item Posting — Post charges or items to the guest folio
Message & Mail — Send or view messages and emails
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8.9 Press on Room under maintenance : 00S, 000 and OOI
The system perform the following actions:
Exit — Exit this menu
Activity Log — View activity log
View 00S - View room status detail
Release OOS - Release the room from maintenance status
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9.Check In Room

Available under PMS > Front Desk Function, this function allows staff to checking in or recording the guest's
stay.

To perform the task:

Press on Vacant Clean Room (VC) or Assign Clean Room (AC).

Press on Check In button

Enter guest details in the Guest Profile menu.
Press on Confirm button to confirm check in.

pPwNp
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2 |Bf o Joesccn e i 18 . Y S0 € 0 @ Som
Booking Info Guest Profile Note & Attachment Hotel Transfer Posting Instruction Deposit & Payment Other
Guest Profile
Guest 1 Adg Guest
Information Address Register Profile Note
Title Gender First Name Last Name Date Of Birth ID Card / Passport
Miss Female Sarapat x Q Yang B
Expiry Date Mobile No. Email VIP Type Guest Type Nationality
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Country Social Media Social Media ID License Plate Membership ID
Thailand Please Select
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@ (eop History
1 Card / Passport Guest Photo Other Other
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