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1. Overview

This PMS — Reservation User Guide provides hotel staff and system users with detailed, step-by-step
instructions on how to manage reservations, bookings, cancellations, and recoveries. It covers critical
functions such as creating, updating, and canceling bookings, as well as managing guest preferences and
handling related tasks efficiently. The guide is designed to support smooth hotel operations and improve
guest services.

2. Search & Filters

Available under PMS > Reservation > Room List, this function allows staff to search and filter guest
information efficiently. You can search using various criteria such as guest name, room number, folio
number, or other related details to quickly locate the desired reservation or transaction.

To perform the task:

1. Press Filter to open the Search & Filter function.
2. Enter the information or select some options for searching:
e Search: Allows you to search by room number, booking number, guest name, etc.
e Arrival / Due Date: Select whether to filter by Arrival Date or Due Date.
e From / To: Specify the date range to search within.
e Building: Select the building.
Booking Type: Type of booking (e.g., Walk-in, OTA, Direct).
Guest Name: Guest's full name.
Company: Company name (if booked under a corporate account).
Agent: Booking agent or intermediary.
e Source: Source of the booking (e.g., Website, Agoda).
e Booking No.: Booking reference number.
e Rate Code: Rate plan code.
e Mobile No.: Guest or booker's phone number.
e Nationality: Guest's nationality.
e VIP Type: VIP level (if applicable).
e Transfer Service: (None / Pickup / Drop off). If you select Pickup, it will show the Pickup Type,
Pickup Date, and Pickup Time. If you select Drop off, it will show the Drop off Type, Drop off
Date, and Drop off Time to select.
e Room Type Original: The originally booked room type.
e Non-Group / Group / Both: You can select to search and filter by Group, Non-Group, or both.
e Group Info: Search by group name or tour group.
e Party Info: Search by subgroup within a group.
3. Press Search to search for the information you selected or entered.
4. Press Reset to clear all the fields that you selected or entered.
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o PMS [} Search & Filters X
| Smart Soraso Hotel 1 T makeResenvation B Roomassign el Prine Blank Regs 3 exgon Allotment searth
Right: ALL ADMIN
Booking Today Arrival No Show Cancellation Waiting List Holding List Int
{_) Trace & Track @ Arival Booked On Stay On
Reference No. RLType Code [ Room GuestName 1/2
Original RM.Type Code ) o
i Fore N S
il Forecest @ Q) Ri Lanna Standard KHUN HUO1 01 | Khun 23/03/2025 24/03/2025
- Building Baoking Type
roup & Block @ O B&' Deluye Twin Gmu Tew QA | Mr
No Select . No Select
-] 7 S
] Reservation @ O igg:gmg Pool Suite Twin Bed .. YXX01 Lastname01(1... Gt Na Coenpary
@ o Eggtgmg Pool Suite Twin Bed .. XXX03 Lastname03(1...
Agent Source
05 Cashier @ O :gg:ﬁmg Pool Suite Twin Bed .. J00X05 Lastname0S(1...
=
~ DLXPACCTWN 106 Booking No. Rate Code
¢
Sttt @< DLXPACCTWN Deluxe Pool Access T...  F2ra AT | Miss
= oL 205 .
@ © DLXT Delue Twin Gmun iy {1 Mobile No. Email
0om Maintenance
@ o B§ Deluxe Twin Gmu Tippa PA | Mrs.
¥ Lost & Found e i Nationality VIP Type
@ RVS River Suite GGE | M= No Select . No Select
S Monthly
) - DPC 224 ;
@© DPC Deluxe Parent-Child ~ CERMA SMF | Khun @ None Pickup Drop off
} Audit & End Of Dat = T Room Type Original
: @ "
e No Select
2Q configuration @ o DLXT 112 Nana NA | Miss
oL Deluxe Twin Gmun

Note: You don't have to enter or select all the fields. Only choose the ones that are necessary for your

search.
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3. Edit Booking

3.1 Change Room Type/Room No.
Available under PMS > Reservation > Booking, this function allows staff to change the room type or room
number for a reservation.

To perform the task:

1. Select Reference No. room.

o 0OCC%: Current occupancy rate.

e Available: 198 Rooms: Total number of available rooms.

e Date & Time: Current system date and time.

o RR Ref. No.: Reservation reference number.

e Room / Type: Selected room number (108) and room type.

e Arrival / Departure Date: Check-in date/ Check-out date.

e Room Availability: Room number assigned from available rooms.

e Rooms / Total Guest: Specifies the number of rooms booked and the total number of guests.
e Rate Code / Avg. Rate: Identifies the applied rate plan and its average nightly rate.

e Breakfast: Details the breakfast inclusion and its cost per night.

e Extra Charge: Represents additional charges related to extra beds or additional guests.

e Other Breakdown Add-On: Lists any other supplementary charges applied to the booking.

e Total Daily Rate: Summarizes the total daily rate including base rate and add-ons.

e Total Charge: Calculates the overall charge for the entire stay duration.

2. Press [ to view room no.

e Search: Allows users to find specific rooms by Room No., Room Name, Room Type, Building,

Floor, View, or Special criteria.
e Room Type: Filters the list by room type.

E o a@ n#e @ ek s @
EDIT BOOKING & foom st = erim [ acvitytog ORT’; ’;:{ :I‘; RR25000084
Room / Type o ::' ;i:‘(z'r‘:‘g':[c Room Availability Roomi(s) Total Guest R::;_%‘;d[:‘ Breakfast " Bi’;”s:‘;:‘;'ogn‘; Avg. Other E’“ﬁ;‘g” T‘“;,‘(', ST:I:S;\:?Q[:\
oo s ) NEIE: E] - ’ JE =
Booking Info Guest Profile Mote & Attachment Hotel Transfer Posting Instruction Deposit & Payment Other

Booking Info.

Arrival Departure Night(s) Booking Status Booking Type
23/03/2025 i 14:00 ® 24/03/2025 | 1200 [¢] 1 Night Confirmed Booking Mormal
Arrived By Detail Departure By Detail
Please Select + Example:Flight No. / Car Reglstratior Please Select +
Contract Email Telephone No. Contact Persan Use Rate Fram
Q Guest
Agent Ermail Telephone No.
Source Email Telephone No.
Market Segmentation
Market Segment Source Of Business Channel Sales Person
Airlines Other Other Please Select

Created By : SAIPARN 5P DG/08/2025 12:07  Last Updated By : SAIPARN S¢ 06/08/2025 12:07 m"ﬁ 'mk‘&n;md Confirm Booking
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3. Press Select to select room.
Search: Allows users to find specific rooms by Room No., Room Name, Room Type, Building,
Floor, View, or Special criteria.

e Room Type: Filters the list by room type.

e All Room: This system display all room.

Room List X
Search Room Type
DLXPACCTWN | = - All Room
Room No. Status Room Name Room Type Building Floor View Special

@ 241 o Room 241 DLXPACCTWN : Deluxe Pool Access Twin Bed Hotel B B Floor 1 Tmw Tree Nen-Smoking
@ 247 VC Room 242 DLXPACCTWN : Deluxe Pool Access Twin Bed Hotel B B Floor 1 Tmw Tree Non-Smoking
@ 243 VC Room 243 DLXPACCTWN : Deluxe Pool Access Twin Bed Hotel B B Floor 1 Tmw Tree Non-Smoking
@ 244 o Room 244 DLXPACCTWN : Deluxe Pool Access Twin Bed Hotel B B Floor 1 Tmw Tree Non-Smoking
@ 245 Ve Room 245 DLXPACCTWN : Deluxe Pool Access Twin Bed Hotel B B Floor 1 Ome1 Tree MNon-Smoking
@ 246 Ve Room 246 DLXPACCTWN : Deluxe Pool Access Twin Bed Hotel B B Floor 1 Ome1 Tree MNon-Smoking
@ 247 vC Room 247 DLXPACCTWN : Deluxe Pool Access Twin Bed Hotel B B Floor 1 G Tree Non-Smoking
@ 248 Ve Room 248 DLXPACCTWN : Deluxe Pool Access Twin Bed Hotel B B Floor 1 Tmw Tree Non-5moking
@ 249 Ve Room 249 DLXPACCTWN : Deluxe Pool Access Twin Bed Hotel B B Floor 1 mw Tree Non-5Smoking
@ 250 Ve Room 250 DLXPACCTWN : Deluxe Pool Access Twin Bed Hotel B B Floor 1 mw Tree Non-5Smoking

4. Press Edit to view room type.
e Search: Allows users to find specific rooms by Room No., Room Name, Room Type, Building,
Floor, View, or Special criteria.

Q@ Ndowa o siko @
- RR. Ref. No.: RR25000084
EDIT BOOKING & Room Status =) Print B  ActivityLog
H . OTA Ref. No.:
Arrival Date - " Rate Code Extra Charge Avg. Other Breakdown Total Daily Rate
Room / Type Departure Date Room Availability Room(s) Total Guest avg. Rate Breakfast (RS Persiing Ao Total Charge
+ 23/03/2025 OPEN ABF [1] 5,000
[DLXPACCTWN 1 1 2 0 3 '
E[ 24/03/2025 zf 4,600 400 0 "__‘ 5,000
Booking Info Guest Profile Mote & Attachmant Hotel Transfer Posting Instruction Deposit & Payment Other
Booking Info.
Asrival Departure Nightls) Booking Status Booking Type
23/03/2025 14:00 @ 24/03/2025 12:00 @ 1 Night Confirmed Booking - Normal -
Arrived By Detail Departure By Detail
Please Select - + Example:Flight h Please Select )
Contract Email Telephane Na. Cortact Person Use Rate From
Q Guest -
Agent Email Telephane Na.
Saurce Email Telephane Na.
Market Segmentation
Market Segment Source Of Business Channel Sales Person
Airlines - Other - Other. Please Select -
Creat SAIPY P 0G/0B/2025 12 - a - SAIPY > 06/08/2025 12 Confirm & Send :
Crestd iy SAPARN SP GXOBZ0ZS 12407 Last Updotd By SAIPARN 5 061082025 1207 p——
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5. Press Select to select room.
e Search: Allows the user to quickly search or filter room types by code or name.

Room List

Search

Room Type

|
o

BDS : Boutique Deluxe Suite

¢

-,
A

BOQR : Boutigue Queen Room

(

-
.

DLXK : Deluxe King

¢

-
.

Y

DLXPACCDEL : Deluxe Pool Access Double Bed

—

C DLXPACCTWN : Deluxe Pool Access Twin Bed
fé: DLXT : Deluxe Twin G

<3 DPC:Deluxe Parent Child

25 DST:Delue Suite

::: DWE : Deluxe with Balcony

3 FLS:Family Twin

fé: GDPK : Grand Deluxe Plus King

Note: This VC status is vacant clean.
This VD status is vacant dirty.
This OC status is occupied clean.
This OD status is occupied dirty.
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3.2 Change Arrival/ Departure Date

Available under PMS > Reservation > Booking, this function allows staff to modify the arrival and departure
dates for a reservation.

To perform the task:

1. Select Reference No. room.
2. Press Arrival/Departure & Time to select check-in/out dates and times.

Night(s): Automatically calculates the stay duration based on arrival and departure dates, or
allows manual selection of the number of nights.

B s 15.14% OCC  Available: 178 Rooms @ N d el g E o=~ s E ) @
. s RR. Ref. No.: RR2Z5000084
EDIT BOOKING : € Room Status =l Print = Activiylog
e OTA Ref. No.:
Arrival Date - Rate Code Extra Charge  Avg. Other Breakdown Total Daily Rate
Room / Type Departure Date Room Availability Room(s) Total Guest Avg. Rate Breakfast (Bed & Person) Add On Total Charge
+ 23/03/2025 OPEN ABF 0 5,000
- DLXPACCTWN 1 1 2 0 3 v
s [[ 24/03/2025 zr 4,600 E 400 0 l: 5,000
Booking Info Guest Profile Note & Attachment Hotel Transfer Posting Instruction Deposit & Payment Other
Booking Info.
Arrival Departure Hight(s} Buooking Status Booking Type
234032025 i 1400 @O 24/03/2025 i 1200 @ 1 Might Confirmed Booking Mormal
Arrived By Detail Departure By Detail
Please Select + Examnple-Flight No. / Car Registration Please Select +* { Example:Flight Mo. f Car Registration )
Contract Ernail Telephone MNo. Contact Person Use Rate From
Q Guest
Agent Ermail Telephone No.
Q
Saurce Ermail Telephone No.
Q
Market Segmentation
Market Segment Source Of Business Channel Sales Person
Airlines Other Other Flease Select
e e, O B oF - ——— X D Confirm & Send £
Created By : SAIPARN 5P 0B/08/2025 1207 Last Updated By : SAIPARN 5P D6/0%/2025 13:42 Confirm Booking
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3.3 Change Room Rate
Available under PMS > Reservation > Booking, this function allows staff to modify the room rate for a
reservation.

To perform the task:

1. Select Reference No. room.
2. Press Edit button Rate code Avg. Rate to edit the rate details.

E e 15.14% OCC  Available: 178 Rooms & A& ol E = s E & @
) RR. Ref. No.: RR25000084
EDIT BOOKING ¢ Room Status =l Print ] activity Log
H OTA Ref. No.:
Arrival Date T Rate Code Extra Charge  Avg. Other Breakdown Total Daily Rate
Room / Type Departure Date Room Availability Room(s) Total Guest Avg. Rate Breakfast (Bed & Person) ‘Add On Total Charge
t 23/03/2025 OPEN ABF a 5,000
[ DLXPACCTWN 11 1 2 (1} ¥ .
b 12 24/03/2025 ] 4,600 “ 400 0 & 5,000
Booking Info Guest Profile MNote & Attachment Hatel Transfer Posting Instruction eposit & Payment Other
Booking Info.
Arrival Departure Night(s} Boaking Status Booking Type
234032025 i 1400 (® 24/03/2025 i 1200 (@ 1 Night Confirmed Booking Mormal
Arrived By Detail Departure By Detail
Please Select + Example:Flight No. / Car Registration Please Select * { Example:Flight No. / Car Registration )
Contract Email Telephone No Contact Person Use Rate From
Q Guest
Agent Email Telephone No
Q
Saurce Email Telephone No
Q
Market Segmentation
Market Segment Source Of Business Channel Sales Parson
Airlines Other Other Please Select
Created By : SAIPARN SP 06/08/2025 12:07  Last Updated By : SAIPARN SP 06/08/2025 13:42 Ccng:cnm_&n;end Confirm Booking
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3. Press Confirm to Saves the entered information and closes the popup.
Press Cancel to Discards any changes and closes the popup.

e Rate Name: The name of the rate plan applied to the room.

o Room Rate: The nightly room rate for the selected room type.

e Breakfast Code: The breakfast plan applied to the booking.

e Adult Breakfast Rate: The price of breakfast for adult guests.

e Child Breakfast Rate: The price of breakfast for child guests.

Rooms Code and Rooms Rate { DLXPACCTWN ) x
Rate Name OPEMN RATE
Room Rate 4,500
Breakfast Code ABF
Adult Breakfast Rate Child Breakfast Rate

Confirm Cancel
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3.4 Add Guest/Extra bed/Additional Guest

Available under PMS > Reservation > Booking, this function allows staff to add extra guests, extra beds, or
modify the number of guests in a booking.

To perform the task:

1. Select Reference No. room.
2. Press Edit button Room(s) to edit the guest details.

< 15.14% OCC  Available: 178 Rooms "~ a B o Pry
B @ néokm® ke @
EDIT BOOKING * & Room Status =l Print r-=“| Activity Log g_& l;e; :0': RR25000084
ef. No.:

Arrival Date " Rate Code Extra Charge  Avg. Other Breakdown Total Daily Rate

Room / Type Departure Date Room Availability Room{s) Ll Avg. Rate ik (Bed & Person) Add On Total Charge

* 23/03/2025 OPEN ABF o 5,000

DLXPACCTWN 1 1 2 1} I '
108 [[ 24/03/2025 zf 4,600 zf 400 0 ': 5,000
Eooking Info Guest Profile Note & Attachment Hotel Transfer Posting Instruction Depuosit & Payment Other

Booking Info.

Arrival Departure Might(s) Booking Status Booking Type
23/03/2025 w1400 O 24/03/2025 m (1200 @ 1 Night Confirmed Booking Normal
Arrived By Detail Departure By Detail
Please Select + Example:Flight No. f Car Registration Please Select + Jht No. f Re
Contract Email Telephone No Contact Person Use Rate From
Q Guest
Agent Email Telephone No
Sourca Email Telephone No
Market Segmentation
Markat Segment Source Of Business Channel Sales Person
Airlines Otheer Other Please Select

Created By : SAIPARN SP 06/08/2025 1207 Last Updated By : SAIPARN SP 06/08/2025 13:42 Cnnﬁ 'mkf;‘;énd Confirm Booking
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3. Press Confirm to Saves the entered information and closes the popup.
Press Cancel to Discards any changes and closes the popup.
e Room: The number of rooms included in the booking.
e Adult: Number of adult guests.
e Children: Number of children guests.
Infant: Number of infants (babies or toddlers).
Extra Person: Additional person not included in the standard occupancy.
Additional Guest: Other guests beyond the standard configuration.
Extra Bed: Extra beds requested.
e Total Extra Charged: Displays the total cost associated with extra persons or extra beds.

X

Rooms and Guests

Room

Adult - 2 +
Children - 0 +
Infant - 0 -

Extra Person/Bed

Extra Person — 0 +
Additional Guest - 0 +
Extra Bed - 0 +
Total Extra Charged 0
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3.5 Change Contract/Agent/Source

Available under PMS > Reservation > Booking, this function allows staff to change the contract associated
with the booking.

To perform the task:

1. Select Reference No. room.
2. Press Search button to select Contract/Agent/Source.

< 15.14% OCC  Available: 178 Rooms P s g e
B oo @ ndeowmEsike @
] RR. Ref. No.: RRZ5000084
EDIT BOOKING : 4 RoomStatus = Print = actvityLeg
& OTA Ref. No.:
Arrival Date Rate Code Extra Charge  Avg. Other Breakdown Total Daily Rate
Roprm £ Typs Departure Date Room Availability Roomis) Total Guest Avg. Rate Breakfast (Bed & Person) Add On Total Charge
+ 23/03/2025 OPEN ABF 1] 5,000
DLXPACCTWN 11 1 ) o E '
. [[ 24/03/2025 ﬁ 4,600 EJ 400 0 l"__ 5,000
Booking Info Guest Profile Note & Attachment Hatel Transfer Posting Instruction Deposit & Payment Other
Booking Info.
Arrival Departure Mightis) Boaking Status Booking Type
23/03/2025 i 1400 (@ 24/03/2025 it 1200 @ 1 Night Confirmed Booking Mormal
Arrived By Detail Departure By Detail
Please Select + Example:Flight MNo. f Car Registration Please Select * :Flight No. / Car Registration )
Contract Ermail Telephone No. Contact Person Use Rate From
Q Guest
Agent Ermail Telephone No.
Q
Source Ermail Telephone No.
Q
Market Segmentation
Market Segment Source Of Business Channel Sales Person
Adrlines Other Gither Flease Select
Confirm & Send
Crea SAIPARN SP 06/08/2025 12 ast Upda SAIPARN SP D6/04/2025 13:42 r
reated By : SAIPARN SP 06/08/2025 1207 Last Updated By - SAIPARN SP DB/0&/2025 13:4: Confirm Booking
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e Both: show all companies.

e Active: show only currently active companies.

e Inactive: show only inactive companies.

e Search Bar: Allows users to search companies by name, contract number, or related keywords.
o Refresh Button: Reloads or resets the list based on selected filters and search input.

3. Press Select to select company.

Search Company ‘
Both @ Acive Inactive
Q_ search

Contract No. Company Name Telephone Email Remark  Total Revenue Status
5  COR0000001 : 35,357.00 @
%5 CORO000002  SMART-QA 937,988.04 ®
<> DIR00000O3 CONG TY 407,908.00 ®
L A
> FIT0000000001 0.00 ®
Z5  0TA0000001 Agoda dwusin 229,559.66 [ )
%> 0TA0000003 LibertyChannel 0.00 ®
< rty g
=
>  SRSO01 , 0.00 &
£ 70000002 TEST RATE CONTRACT 21,605.00 [ )
= »
25 WLK0000001 Walk In (s5u Rate Code) 457,090.00 @
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3.6 Update Guest Profile/Add Guest
Available under PMS > Reservation > Booking, this function allows staff to update guest profile information.

To perform the task:

1. Select Reference No. room.

2. Press the Guest Profile tab.

3. Fillin the guest details as follows:

e Title / Gender: Guest's title (Mr./Ms.) and gender.

e First Name / Last Name: show only currently active companies.

e Date of Birth: Guest’s birthdate.

e |D Card / Passport: Guest’s identification type.

e Expiry Date: ID or passport expiry date.

e Nationality / Country: Guest’s nationality and country of residence.

e Mobile / Email: Contact information.

e Guest Type: Type such as Walk-in, OTA, Corporate, etc.

e Social Media/Social Media ID: Optional social media details.

e License Plate: The guest’s car license plate number.

e Access ID: A unique identifier used for access control (e.g., room key system, RFID card).

e Keep History (toggle): A switch that allows the system to save the guest's profile information for
future use.

e |D Card / Passport Image: Upload scanned ID or passport image.

e Guest Photo: Upload guest’s photograph.

e Other (Type of File): Additional file uploads (e.g., travel document, note).

= 11.93% OCC Available: 185 R g e
E s wailable: coms @ ® i BH o~ B % @ 9
F01TBOCKING - ¢ roomsisus m e Bl rawirion C'}f; gg;- oy RR25000061
A Ref. No.
Arrival Date ’ Rare Code Extra Charge Avg. Other Breakdown Total Daly Rate
Roam / Typs e Room Availability Roomis) Toral Guest P Breaktass  fFea charge donn oy A
. DLXPACCTWN 23/03/2025 OPEN ABF e 4,500
108 12 DLXPACCDEL 260372025 " i & 2 2100 | & 400 o a 13500
Baskang infa Guest prafiie Nots & Actachment arel Transfer Posang nstruction Depast & Paymen other
Guest Profile
- P
Information Address Profile Note:
Title Gender First Name Last Name Date Of Birth 1D Card / Passport
Mrs. Femzle Vivian x Q Wl 20/01/1963 il 71
Expiry Date Mobile . Emall WIP Type Guest Type Nationality
- NON Regular Guest Thai
courtry Sacil Media 10 Licsnse Flsie Msmbseship 0
Thailang
Access 1
Gusst Phata
Get 7 Upload 73 Upload 73 Upload v Upload
L mage - -
Notirs & Palicy Remark
\RN SPO4NB/2025 1017 Lasi Updsted By : SATPARN SP 04/08/2025 1559 c““g;’:ﬁl‘;e"’ Confirm Booking
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4. Press Add Guest to add guest information. (The system will automatically update the total guest
count.)
5. Fillinformation guest details.

PMS 15.14% OCC  Available: 178 Rooms @ ﬂ 35 G | m
EDIT BOOKING : ¢ Room Status =l Print =] ActivityLog
Arrival Date " Rate Code Extra Charge  Avg. Other Breakdown Total Daily Rate
R Availabil R Total Guest Breakfast
Raom /Type Departure Date o Avadstiity aomis) s Avg. Rate thio e (Bed & Person) Add On Total Charge
+ 23/03/2025 OPEN ABF a 5,000
DLXPACCTWN 1 1 2 (1] £ .
s Er: 24/03/2025 z 4,600 Z 400 L] l"__ 5,000
Booking Info Guest Profile Note & Attachment Hatel Transfer Posting Instruction Deposit & Payment Other
Guest Profile
Add Guest
Guest 1 gt
Information Address Profile Note
Title Gender First Name Last Mame Date Of Birth ID Card f Passpart
Miss Female Vivian x O Qa
Expiry Date Mobile Na. Email VIF Type Guest Type Mationality
NON - Reqular G - Thai
Country Social Media Social Media ID License Plate Membership 1D
Thailand Please Select
Access ID First Visit
Keep History
L p ¥
1D Card / Passport Guest Photo Other Other
Type fila onky ( ype file only (jpg). (.png) ype file only (jpg). (.png) Type file only (jpg), (.png)
size must be less than 1 Mo size must be less than 1 Mb size must be less than 1 Mb size must be less than 1 Mb
Confirm & Send
Cres +SAIPARN $P 06/08/2025 12 ast Unds SAIPARN 5P 06/08/2025 13:42 d
reated By : SAIPARN P 06/08/2025 1207 Last Updated By : SAIPARN SP 06/08/2025 13:4. Confirm Booking
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3.7 Add on Service from Posting Instruction
Available under PMS > Reservation > Booking, this function allows staff to add additional services or charges
to the guest's booking through Posting Instructions.

To perform the task:

1. Select Reference No. room.
2. Press the Posting Instruction tab to manage services.
3. Select Posting Instruction button.
e Posting Instruction: Lists all charges that will automatically be posted day-by-day.
E 11.93% OCE  Available: 185 Rooms @ 04 6 W aE-6lks a
EDIT BOOKING : € Room Ststus e PrinL f—‘ Aetivity Log RR. Ref. No.: RRZS0D0051
_ T OTA Ref. No.:
Room / Type D;‘;:—r‘ﬁ‘r‘:?:m Room Availability Roomis) Total Guest “:;;;‘:‘i: greakfast EE‘:;‘: fy"::ﬁ; Avg. ther Breakdonn Toea ba g‘:fg‘:
108 LIl v e i o 2 o | o0 c 0 & e
Booking Info Guest Profile Note & Attachment Hoted Transfer Posting INStruction Depasit & Payment Other

Posting Instruction & Add-On

B Posting Instruction | @ Add On

= [ Special Billing

Posting Date Rate Code Market Segment Falia Type I:: ig‘:e Qty Price Disc. % Disc. Amount Total Charge  Remark [
230372025 OFEN AIRL Master Falio oo 1 4,100 0 ) 4,100
Roam Chargs
241032025 OPEN AIRL Master Folio ABE 2 200 o o 400 ABF for 2 Adult
! st BREAKFAST : o 2
24/03/2025 OPEN AIRL Master Falia oo 1 4,100 i 0 4.100
Roam Charge
2570372025 OPEN AIRL Master Folio ABE 2 200 o o 400 ABF for 2 Adult
st BREAKFAST : ° :
. . o 100
251032025 OPEN AIRL Master Folio Roam Charge 1 1,100 0 o 100
260372025 oPEN AIRL Master Fol ol 2 200 0 0 400 ABF for 2 Adult
£/03/202! AR aster Folio e 2 2 10 or 2 Adu

Proforma Invoice

Creatind By SAIPARN 5P D/D8/2025 10:47  Last Undsted By : SAIPARN SP 0S/0B/2025 10:24 c“"g'.']';'“sr";md Canfirm Booking

4. Press the New button to additional services.

e Post Date / To: Selects the date or date range for applying the charge.

e All Day: Checkbox to indicate if the charge applies to the all day.

e Folio Type: Dropdown to select the folio to which the charge will be posted.
e Transaction: Dropdown to select the type of transaction.

e Qty: Number of items or units to be charged.

e Price: Price per unit.

e AMT / %: Choose whether the discount is applied as an amount or a percentage.
e Disc. Amount: The discount value (based on selected AMT or %).

e Total Amount: The calculated final charge after applying quantity and discount.

e Post Next Day: Checkbox to schedule the post for the following day.

e Remark: Optional text for additional notes or clarification about the charge.
Press Confirm to Saves the entered information and closes the popup.
Press Cancel to Discards any changes and closes the popup.
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Version :

Last Updated :

Author :

10.02
08 Auguest 2025
QA Team

X

Add Post
Post Date To
23/03/2025 23/03/2025 All Day
Qry Price
1 0 [ I %
Remark

Folie Type Transaction

Please Select Please Select

Disc. Amount Total Amount

Post Next Day

6. Press Add on button.

Add-On: Used for configuring additional services or packages

L
e 15.14% OCC  Available: 178 Rooms & N #E e g E e s i & g
£
- RR. Ref. No.: RR25000084
EDIT BOOKING : & RoomStatus = prine ]  Acenityiog
OTA Ref. No.:

Arrival Date Rate Code Extra Charge  Avg. Other Breakdown Total Daily Rate

Room / Type Departure Date Room Availability Roomis} Total Guest Avg. Rate Breakfast (Bed & Person) Add On Total Charge

+ 23/03/2025 OPEN ABF a 5,000

108 [F—- DLXPACCTWN 24/03/2025 " ! Z 2 4,600 z 400 ° 1,000 6,000

Booking Info Guest Profile Note & Attachment Hatel Transfer Posting Instruction Depaosit & Payment Other

Posting Instruction & Add-On

[} Posting Instruction

Posting Method Post Date Item Code

Every end day 23/03/2025 ADOOT

Proforma Invoice

Created By : SAIPARM SP 06/08/2025 1207 Last Updated By : SAIPARN SP 06/08/2025 14202

Item Name Qry Price

FLOWER 1 1,000

Total Charge  Item Remarks

1,000

Confirm & Send
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Press the New button to additional services.

Posting Method: Selects how the add-on will be posted.
e Posting From Date: Start date for applying the add-on charge.
e Posting To Date: End date for applying the add-on charge.

e Select Item: Dropdown to choose the add-on item.
e Qty: Quantity of the item.
e  Price: Price per unit of the selected item.
e Remark: Optional notes for internal reference or billing detail.
Add-On x
Posting Method * Posting From Date Pasting To Date
Please Select 23/03/2025 il
Select Iterm * Quy * Price =
Please Select a o
Remark

Confirm Cancel

Press Special Billing to define custom billing instructions.
e Post to Room: Search and assign charges to a specific room number.
e Charge to Room: Enables charges to be posted to the selected room.
e Default Folio: Marks this folio as the default for all automatic postings.
e Package Folio: If selected, links this folio to package charges only.
e Guest Name: Field for selecting the guest responsible for this folio.
e Folio Limit Balance: Optional limit on how much can be charged to this folio.
e Show on Mobile App: Toggle to allow this folio/charge setup to be visible in the guest's mobile
app.
9. Press Confirm to Saves the entered information and closes the popup.
Press Cancel to Discards any changes and closes the popup.

special Billing

frea o Fackaqe

Post To Room

Q v/ | Charge To Room | Default Folio Package Folio

Guest Name Folio Limit Balance

N Show On Mobile App

Trans Code Trans Name
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3.8 Create a Proforma Invoice

Available under PMS > Reservation > Booking, this function allows staff to create and manage proforma
invoices for guest bookings.

To perform the task:

1. Select Reference No. room.
2. Press the New button to create the proforma invoice.

15.14% OCC  Available: 178 Rooms " ~ [ = pr
B oems & D # e |~ m @ = B E s @
EDIT BOOKING : & Room Status = Print B  ActwyLeg OR#‘\ F:(E? :IU-: RR25000084
ef. No..

Arrival Date e Rate Code Extra Charge  Avg. Other Breakdown Total Daily Rate

Room / Type Departure Date Room Availability Room(s) Total Guest Avg. Rate Breakfast {Bed & Person) Add On Total Charge

o 23/03/2025 OPEN ABF a 5,000

N DLXPACCTWN 11 1 2 1} ¥ .
108 lr— 24/03/2025 ﬂ 4,600 ﬁ 400 1,000 C 6,000
Booking Info Guest Profile Note & Attachrment Hatel Transfer Posting Instruction Deposit & Payment Other

Proforma Inveice

== = 77
Ref No. Times Printed  Times Sent  Total Amount
v FP25000011 4] o 1,000

Special Request

Transaction Remark

Send Booking & Confirm & Send
Created By: SAIPARN $P 06/08/2025 1207 Last Updated By - SAIPARN SP 06/08/2025 14:02 s
reated By : SAIPARN 5P 06/08/2025 12:07  Last Updated By : SAIPARN SP 06/08/2025 1401 e e Booking Confirm Booking

Select Proforma template.

Payment Type: Dropdown to select the method or type of payment.
e Total Amount: Editable field to enter the billing amount for this invoice.
o Payment Date: Scheduled or expected payment date. Defaults to today's date or check-in date.
4. Press Preview Proforma Invoice button to preview the details of the proforma Invoice.

Press Confirm & Send Proforma Invoice to confirm the invoice and send it to the customer's
email.

Press Confirm Proforma Invoice to confirm and save the proforma Invoice without sending.
Press Cancel to Discards any changes and closes the popup.
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Proforma Invoice x
@ Proforma Template 1 (FOF) Proforma Template 6 (PDF)
=
Period 1
Payment Type Total Amaount Payment Date
o 23/03/2025 =
Total
13,500
Preview Proforma Confirm & Send Confirm Proform. c |
Invaice Proforma Im Invoice ance

5. Press the Reprint icon to reprint the proforma invoice.

6. Pressthe Revise icon to make changes to the proforma invoice.
7. Press Send icon to send the proforma invoice to the customer via email.

25/03/2025 OPEN AIRL

Proforma Invoice
= @ 4 T
Ref No.

Times Printed  Times Sent  Total Amount

v FP25000010 0 a 1,000

Special Request

Created By : SAIPARN 5P 04/08/2025 10:17

PMS 12.84% OCC  Available: 183 Rooms @
EDIT BOOKING - & Room Status = erine B Actiity Log

Arrival Date R Rate Code
Room / Type Departure Date Room Availability Room(s) Total Guest Avg. Rate

* DLXPACCTWN  23/03/2025 OPEN

11 1

108 i3 DLXPACCDBL 26/03/2025 = 2100 4
Booking Info Guest Profile Note & Attachment Hotel Transfer Posting Instruction

Master Folia 120 1 4100

Room Charge

Last Updated By : SAIPARN SP 05/08/2025 15:21

nEolka I siks @

RR. Ref. No.: RR25000061

OTA Ref. No.:
Extra Charge Avg. Other Breakdown  Total Daily Rate
Breakfast (3048 Person) AddOn  Total Charge
ABF 0 ¥ 4,500
400 0 0 "’TJ 13,500
Deposit & Payment Other
a o 4100

Proforma Invoice

Confirm & Send - .
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3.9 Request Deposit
Available under PMS > Reservation > Booking, this function allows staff to create and manage deposit
requests for guest bookings.

To perform the task:

1. Select Reference No. room.
2. Pressthe Deposit & Payment tab to access deposit information.

15.14% OCC  Available: 178 Rooms ™ =G e
B oems & NdEolmBE=8ER & 9
- RR. Ref. No.: RR25000084
EDIT BOOKING : Room Status = Print =] Activity Lo
€ ' Bl ey iog OTA Ref. No.:
Arrival Date o Rate Code Extra Charge  Avg. Other Breakdown Total Daily Rate
Room / Type Departure Date Room Availability Roomis) Total Guest Avg. Rate Breakfast (Bed & Person) Add On Total Charge
o 23/03/2025 OPEN ABF [i] 5,000
DLXPACCTWN 11 1 2 0 + g
108 1l 24/03/2025 “ a0 | & 400 1000 F 6,000
Booking Info Guest Profile Note & Attachment Hotel Transfer Posting Instruction Deposit & Payment Other
Deposit & Payment
Period Status Deposit Amount  Due Date Deposit Type Receive Location Receive By Receipt No. Deposit Remark

Guarantees

Created By : SAIPARN SF 0B/08/2025 1:07  Last Updated By : SAIPARN 5P DB/08/2025 1421 I’S:Jrf.:rma l'::‘“g)‘i Cnng:ﬂnk‘_&n;&nd Confirm Booking

Press the New button to create deposit request.

Seq. No.: Sequence number of the deposit entry.
e Due Date: The date by which the deposit must be paid.
o Payment Date: Scheduled or expected payment date. Defaults to today's date or check-in date.
e Deposit Type: Dropdown to select the type of deposit.

o Deposit Amount: The amount to be collected as a deposit.
e Total Period: Number of payment periods or installments for this deposit request.

e Location: Selects where the deposit will be handled or recorded.

e Remark: Free-text field for internal notes or additional information about the deposit.
4. Press Save to saves the entered information and closes the popup.

5. Press Cancel to discards any changes and closes the popup.
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Add Deposit Request X
Seq. No. Due Date Deposit Type * Deposit Amaunt *
1 23/03/2025 Please Select 0
Total Period Location *

1 Please Select

Remark

Save Cancel

6. Select Deposit & Payment.
7. Press Edit to make changes to the deposit request.
Press Delete to remove the deposit request.

Eﬁ PMS 12.84% OCC Available: 183 Rooms @ al L 6 | ﬁ 2‘ o~ B & {"3} a
5 -
EDIT BOOKING - & RoomStatus = Print Activity Log RR. Ref. No.: RR25000061
OTA Ref. No.:
Arrival Date . Rate Code Extra Charge Avg. Other Breakdown  Total Daily Rate
Room / Type Departure Date Room Availability Room(s) Total Guest Avg. Rate Breakfast (Bed & Person) Add On Total Charge
* DLXPACCTWN 23/03/2025 ‘OPEN ABF 0 4,500
11 1 2 0 1
108 i3 DLXPACCDBL 26/03/2025 =4 a0 | & 400 0 A 13,500
Booking Info Guest Profile MNote & Attachment Hotel Transfer Posting Instruction Deposit & Payment Other
Deposit & Payment
= 5 il
Period  Status Deposit Amount  Due Date Deposit Type Receive Location Receive By Receipt No. Deposit Remark
v 1 1,000 23/03/2025 Bank Transfer Deposit  Chiangmai
Guarantees
Created By : SAIPARN SP 04/08/2025 10:17  Last Updsted By : SAIPARN SP 05/08/2025 15:21 SendiBcok] Canfer !_?.Send Confirm Booking
Proforma Invoice Booking

Page |24




('E)b STIRAST —

Version : 10.02
Last Updated : 08 Auguest 2025
Author : QA Team

8. Press Receive to record the receipt of the deposit.
Press Pay button to posts the deposit to the folio.
Press Pay & ABB button to posts the deposit and generates an ABB (official receipt).
Press Pay & Print button to posts the deposit and immediately prints a receipt.
Press Cancel button to clears the input and closes the deposit action panel.

B oeus Q@ DdomE s ko @
=m -
¢ Back To Booking 5 ransfer -_ Check-out W earyoo @ kename Folio = Print Lﬁ‘ Item Posting TE"_ Fast Post
. RR25000084/ - Vivian QA -
RR25000084 Deposit
Due-out: 24/03/2025 12:00 Room Type : DLXPACCTWN "
w 800: Cash Deposit
Check-In: 23/03/2025 14:00 Carnpany :
. RR25000084 Folio Ma
”—: Vivian QA 0
RR2500008
. E
No. Posted Ref No. Q Transaction Total Amount nﬁ » Amount
Mo result feund
Ref No.

0

Group Invoice

(=)=~
=)o)

Remark

B~
.

I
n

Pay Pay & ABB Pay & Print

Outstanding Balance Total RR25000084

B 0 @ - 0
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3.10 Other
Available under PMS > Reservation > Booking, this function allows staff to manage additional room features
and guest preferences.

To perform the task:

1. Select Reference No. room.

2. Pressthe Other tab.
POS Online: Enables POS (Point of Sale) usage for this room. When turned on, charges from
outlets can be posted directly to the room.

e Can Use Internet: Grants the guest access to internet services.

e Super Block: Locks the room from being changed or reassigned.

e Use Contract Address: When enabled, the system will auto-fill the guest’s address from the
associated contract or company.

e Non Cancel: Prevents the booking from being canceled.

e Do Not Move: Prevents the room from being moved to another room during the stay.

e Room Credit Limit Amount: Allows setting a credit limit for in-room charges. Once the toggle is
turned on, you can enter the credit limit amount in the adjacent field.

12.84% OCC Awvailable: 183 Rooms “~ 5 =g = L
B oews @ ndolmE - sike @
NEW BOOKING : & Booking List M Colndarview g ForecsstView = Frine RR. Ref. No.. RR25000061
== OTA Ref. Na.:
Arrival Date . Rate Code Extra Charge Avg. Other Breakdown  Total Daily Rate
Room / Type Departure Date Room Availability Room(s) Total Guest Avg. Rate Breakfast (Bed & Person) Add On Total Charge
T DLXPACCTWN 23/03/2025 OPEN ABF o 4,500
11 1 2 1} 1
e [[— DLXPACCDBL 26/03/2025 E 4,100 ﬁ 400 o "__| 13,500
Booking Infa Guest Profile Note & Attachment Hotel Transfer Posting Instruction Deposit & Payment Other
U ECaTe
Payment Policy Cancellation Policy
0r300
Other
POS Online . Can Use Internet . Super Block Use Contract Address .
Credit Li
Non Cancel Do not move Room Credit Limit Amount ﬁgrcrrun‘ =dit mic
Created By : SAIPARN SP 04/08/2025 10:17  Last Updated By - SAIPARN SP 05/08/2025 16:53 i Booking_& G Confirm Booking
Proforma Invoice Booking
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4. Copy Booking

Available under PMS > Reservation > Booking, this function allows staff to duplicate an existing booking for

quick creation of similar reservations.

To perform the task:

B ems

& Make Reservation

Booking

000000 OOOOGOO6

1. Select Booking.
2. Press Copy button. The system displays a pop-up for copying the booking.

© checkinbooking B Roomssign TGy Cancel Booking
Today Arrival No Show Cancellation
RMType Code /
Rfwrence Ho Original RM.Type Code
z, < LNS
B 6% (2
& & (%a) RR25000017 i
& oz 00¢ b
9 VD DLXT
& (@ (o) rezsoooosa POOLSTTWNE
=/ &2 \B/ T POOLSTTWNB
& & POOLSTTWNB
) 68 (W) BTN POOLSTTWNB
& o POOLSTTWNB
) a8 (a) ER200000 POOLSTTWNB
& @& @ DLXPACCTWN
T as S DLXPACCTWN
& (@ (@) rrzsoooos DLXT
2 (%) RR25000067 Al
& @ @ oL
& @& B 0 o
& @& (@) mmosooo RVS
&) &a Thttn RVS
& =, DeC
) 48) (a) FREUONI DPC
& @ @ oLt
H) (&) (%B) RR250000 2 Rl
& DLXT
Er as 1>Y SRV DLXT

] aamyioo

B Copy = i
Waiting List Holding List In House
Room Guest Name 1/2 Arrival

Lanna Standard

Deluxe Twin Omw

Pool Suite Twin Bed

Pool Suite Twin Bed ...

Pool Suite Twin Bed

106

Deluxe Pool Access T...

205
Deluxe Twin 0mw

Deluxe Twin Omw

134

River Suite

224
Deluxe Parent-Child

202

Deluxe Twin Gmu

12
Deluxe Twin 0mw

KHUN HUO1 01 | Khun

Tew QA | Mr.

X0X01 Lastname01(1

XX03 Lastname03(1....

XX05 Lastname05(1

Fafa Af | Miss

Jason SON | M

Tippa PA | Mrs

Girl GG | Miss

GERMA SMF | Khun

LUNA SMF | Khun

Nana NA | Miss

23/03/2025
14:00

23/03/2025
14:00

23/03/2025
14:00

23/03/2025
14:00

23/03/2025
14:00

23/03/2025
14:00

23/03/2025
14:00

23/03/2025
14:00

23/03/2025
14:00

23/03/2025
14:00

int

@
2
History

Departure

24/03/2025
12:00

24/03/2025
12:00
24/03/2025
12:00
24/03/2025
12:00
24/03/2025
12:00
26/03/2025
12:00
24/03/2025
12:00
24/03/2025
12:00
24/03/2025
12:00
26/03/2025
12:00
27/03/2025

12:00

26/03/2025
12:00

Version

Last Updated :

Author :

Export &

Room (s)
Night (s)

Adult (s)
Child (s)

2A
0COF

24
0COF

2A
0COF

2A
OCOF
2A
0COF

2A
0COF

2A
0COF
2A
0COF
2A
1COF
2A
0COF
2A
0COF
2A
0COF

10.02

08 Auguest 2025
QA Team

@l m &

Room Share

EN

el o @)

Guest Company
Contract Name

Walk In (sou Rate Code)

Walk In (s2u Rate Code)

Walk In (sou Rate Code)

Agent Name
Source Name

Press Confirm to confirm copy booking. The system displays the edit booking page for further

modifications.

Press Cancel to discards and closes the popup.

Copy

Do you want to copy RR25000067

Cancel
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4. Press Confirm to edit booking. The system display edit booking page to edit information.
5. Press Cancel to discards and closes the popup.

Do you want to Edit Booking RR25000081

| Cancel
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5. Cancel Booking

Available

under PMS > Reservation > Booking, this function allows staff to cancel an existing booking.

To perform the task:

1.
2.

Select Booking.
Press Cancel booking button.

B s

G Make Reservation

Booking

@ o
v @ o
® o
@ o
@ ©
[« (@)
@ o
(C Nte}
(© X(e}
@ o
® <
[ M)

@ DéokwE-ske @
> QEe— gr-p— - —— (S | (- I — | = | G Y- I | 7 g—
Today Arrival No Show Cancellation Waiting List Holding List In House History 127 0f 27
o, SIS o Gotmets e oeee  fmd M amscmeny
&) (&) () RR25000017 t:: Lanna Standard KHUN HUO1 01 | Khun ﬁ/ougrzozs fz’gj'ﬂm : fj‘(‘ -
&) (&%) (%) RR25000024 g% Deluxe Twin 0mu Tew QA | Mr. ﬁl/gg/mﬁ 3;{83’2025 : on
& & RR25000054 iggtzg\f:s Pool Suite Twin Bed .. X0X01 Lastname01(1... saga 202> 230312025 ] ééos Walk In (3u Rate Code)
&) (&%) () RR25000055 ’;ggtzgazz Pool Suite Twin Bed .. YXX03 Lastname03(1... 53/53/2025 f-zlfgjlzczs ; jéw Walk In (s5u Rate Code)
& (& RR2500005 :ggﬁgx:z Pool Suite Twin Bed .. XXX0S Lastname0s(1 fjfgg"ozs fi{gg'mﬁ : géo; Walk In (sou Rate Code)
& @ (@) rezso000es DLXPACCTUN 106 ) AR RIS 220032025 26103/2025 1 24
RRz3000064 ACCTWN Deluxe Pool Access T... 12:00 1200 3 ocoF
5@ &) emsuns oba DeluseTwingmun  PsonSONIMe Lo oo 1 ocor
&) (£ (%) RR25000068-2 3&: Deluxe Twin Gmu Tippa PA | Mrs ﬁfgjfzuzs fz’gj“ﬁzs 1 j’éuF
& @ (o) mmzsoooss Ris River Suie Gir G | Mis o e , o
& & ore Doluse Parent.Chig CERMASME [ Knun - 300025 00028 3 ocor
T oo B wsien B mems 1
T R

Guest Cancel By: Required field to enter the person who requested the cancellation.

Guest Cancel Tel: Required phone number for the person who canceled.

Search Icon: Used to select a predefined remark or cancellation reason from a list.

Remark: Optional field to add reason or internal notes for the cancellation.

Cancellation Policy: This box is reserved for showing the applicable cancellation policy, including
refund rules or penalty charges.

Press Confirm & Print button to confirms the cancellation and prints the cancellation.

Press Confirm to confirm the cancellation process without printing.

Press Cancel to discards and closes the popup.
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Booking Cancellation X
Reference No. RR25000057 o 11 o Guest Cancel By*
Group Infio :
Guest Mame : Jason SON | Mr Guest Cancel Tel®
Room Type : DLXT - Deluxe Twin Dns
Arrival : 230372025 14:00
= || Q
Departure : 2400372025 12:00
Remark :
Falio Balance : [i]
00
Guest Nama : Jason SOM
Cancellation Policy
Stamus Fayment Type Period AMT  Receipt Date Amount  Receipt By Fayment Due Receive Location Remark

Note: This status will prevent the system from allowing the booking to be canceled.
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6. Recovery Booking

Available under PMS > Reservation > No show, this function allows staff to recover a booking that was
marked as "No show."

To perform the task:

1. Select Booking.
2. Press Recovery booking button. The system will display a pop-up for recovery.

@ towmiske @
=
Booking Today Arrival No Show Cancellation Waiting List Holding List In House History 1.48 of 48
Reference No. Original M Type CodeFo0M GuestName1/2  Amhal  Departure Night () Chia(  Conracthume Saurs bamme
@0 @ an o mresn  ® e 22O mEs L 2
oo Emm o T o S
00B6m mx = e S BROS mms
'YL E My e BEES mems
Q) (&) @ (&) Ns25000028 ggj Deluxe Twin Omin Tew QA(1) | Mr o, ahns : e
v e O &g e o Deluxe Twin Gmun Tom MM | Mc S ! o
e O @ @ () 2o Rt Deluxe Twin Ime Sarah QA | Miss il E s
O 6 RRzoona o Deluxe King Pawana QA | Miss 20072025 2200312025 vy SMART-QA
QoBom M s e BROS BmEs
Q) (& & il < - MeetingVIP | Group ~ 22/03/2025  23/03/2025 B Walk In (s2u Rate Code)
®c 5

3. Press Confirm button to confirm recovery booking. The system will display the booking tab.
4. Press Cancel to discards and closes the popup

Recovery X

Check-in/out date is earlier than the system date. Do you
want to move to the current period?

Cancel

Note: The system will display the Arrival/Departure dates as the same day the room was recovered.

Page |31




Version : 10.02
Last Updated : 08 Auguest 2025
Author : QA Team

7. Activity Log
Available under PMS > Reservation > Booking, this function allows staff to track and view a log of all actions
related to a specific booking.

To perform the task:

1. Select Booking.
2. Press Activity log button.

& 0 & 0 |l & @& @
© checkingooking B Room Assign & Cancel Booking B copy fia]  AcwityLog = print 3] expont Allotment &%  Roomshare
Today Arrival No Show Cancellation Waiting List Holding List In House History 127 0f27
Geronet/z  wl o fond e Gecmony
@ O) (& 6 (% tli Lanna Standard KHUN HUO1 01 | Khun ﬁ.é\guazs fgt’gj/mﬁ ‘ ;20;
v ® o & g% Deluxe Twin Gmis Tew QA | M ﬁ:/ggfzozs f;{gg/zozs ! g@o;
O (& iggt:gmg Pool Suite Twin Bed .. Y001 Lastname01(1... ﬁgj/mzs fjﬁ/mzs ! éﬁm Walk In (s2u Rate Code)
O (& f}gg’ggmg Pool Suite Twin Bed .. Y00X03 Lastname0(1... fi/gj”2°25 fg{gg*”li : rﬁén; Walk In (s3u Rate Code)
@ Q) (& :gg:‘;mxg Pool Suite Twin Bed J00(05 Lastname0s(1 ‘zi/gus:zozs f;/gg-‘zozs ; ;i‘w Walk In (s3u Rate Code)
YR s g e Rges wews 1 o
@0 o w mwum B i v REES M
O) (&) @ & 2 oy Deluxe Twin men Tippa PA | Mrs 22025 2400/2025 ! %
@ O (& & B 8$E Un?uxeFarcm—(mm GERMASME:|-Khun ﬁsgg/zuzs f;vgg/mzs ‘3 ééc:
@c® s

e Seq. No.: Sequential number of each logged activity.

e Action Date: The date the action was performed.

e Time: The exact time the action occurred.

e Action User: The username of the person (or system) who performed the action.
e Function: The type of action performed.

o Reference No.: Related booking or transaction reference number.

e Room/Table: The room or table associated with the action.

o Reference Name: Guest or reservation name.

e Remark: Additional details or descriptions of the action.

@ ctok@seas ko @
Seq. No. Action Date Time Action User Function Reference No. Room/Table Reference Name Remark

1 23/03/2025 09:13 am SAIPARN SP Recover Booking Recovery by: SAIPARN SP 2025-03-23
2 22/03/2025 10:04 am AUTOPOST Noshow NS25000028 Tew QA Noshow By AUTOPOST
3 22/03/2025 11:30am SAIPARN 5P Delete Routing Instructions RR25000024 Tew QA Deleted posting item(s): 100,103,ABF,100,1C
4 22/03/2025 11:30 am SAIPARN SP Night RR25000024 Tew QA Update Number of nights From 4 To &
5 22/03/2025 11:30am SAIPARN SP Check Out Date RR25000024 Tew QA Changed Departure date from 26/03/2025 1
6 22/03/2025 11:30am SAIPARN 5P Delete Routing Instructions RR25000024 Tew QA Deleted posting item(s): 100,ABF,100,ABF,1(
7 22/03/2025 10:32am SAIPARN 5P New Booking RR25000024 Tew QA Mew Booking
B 22/03/2025 10:32am SAIPARN SP Avg Room Rate RR25000024 Tew QA Changed Avg. rate from 0.00 to 6,100.00
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