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1. PRIMARY DATA

1.1 How to Add a New Room

Screen Path Reservation > Master > Rooms

Screen Name Rooms

Description

The Room screen is used to Add a New room and to modify the existing details of the
room.

Screen Display

4 | 2 | 4 |P| |

Tab1 |

Room Mumber | 209
Roorn M ame |
Cateqory | Drdinary
Floor [ 2
Location | |ﬂ
Statuz [ OPEM TOALL [ RESERWED FOR“IP

Hew | | | Locate | | | | Dose |

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a search will be displayed,
you can select appropriate data by entering and once desired data is shown, Click on
“Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.
Click on “"New” button to add a new record in the screen.

» Room Number: Enter the Unique Room Number and should be a unique.
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like add in the hotel.

V'V VYV

Finally when all the details of the room have been enter click on “"Save” button to save the

record.

1.2 How to Add a new Location

Room Name: Enter the Room Name, a short description of the Room which you

Category: Enter the appropriate category of the room E.g. Ordinary etc.
Floor: Enter Floor on which room resides E.g. 1 or 2.
Location: Select the appropriate location by clicking on the search button.

Status: Check status of the room between “open to all” and “reserved for VIP”.

Screen Path

Reservation > Master - Locations

Screen Name

Locations

Description

The Locations Screen is used to add a new location in the hotel and also edit/modify the

exiting locations in the hotel.

Screen Display

ECS Details Of Location

Tahll

Location Code |3_

Descrphion | Transit iew

Hew | Ed |

Locate Save fis Mew | |

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,

and to revert the changes by clicking on “Undo” button.
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Close the screen by clicking on “Close” button after the completing the task.

Click on “"New” button to add a new record in the screen.

> Location Code: Enter location code as desired and it should be unique.

> Description: Enter the Description of the location and it is mandatory.

Finally when all the details of the have been enter click on “Save” button to save the
record.

1.3 How to add a new Client

Screen Path Reservation > Master - Client
Screen Name Client
Description

The Client Information screen is used to capture the details of the client. Client
Information is used at various levels in the hotel. It is also used to store the plans and
charges offered to different clients.

Screen Display

ELS Client Information Ellﬁ@

| Tab2| Tab 3|

Client Code

Client Mame

Client Addrezs

Feference Given By

Contact Perzon

HNew | | | Locate | | | ‘ Cloze ‘

Steps and Field Explanation
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Click on the “Locate” button to Edit/Modify the existing records, a search will be displayed,
you can select appropriate data by entering and once desired data is shown, Click on
“Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.
Click on "New” button to add a new record in the screen.

» Client Code: Enter the Client code as desired and it should be unique and it is
mandatory.

> Client Name: Enter the Client Name as desired and it is mandatory.

> Client Address: Enter Client detailed client address, this can be used to
communicate with the clients.

> Reference given by: Enter details of the person/organization that has referred
the client to the hotel.

» Contact Person: Enter the name of the person at the client place for contact.

ECS Client Information

Flan | | ¢ |
Package Rate | .an
Foad Dizcount | a0
T aniff Dizcount | a0
Special T ariff [~ Yez [ Mo
Special Discount | Jili]
Hew ‘ | | Locate | | | | | Llose |

Click on Tab 3 to record plan, charges and discounts given to the client.

> Plan: Select the appropriate Plan by clicking search button.

> Package Rate: Enter the Package rate as applicable and as decided for the client.
> Food Discount: Enter the food discount if applicable and as decided for the client.
>

Tariff Discount: Enter the Tariff Discount as applicable and as decided for the
client.

> Special Tariff: Check whether the customer is eligible for the special tariff as
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decided for the client.

> Special Discount: Enter if any special discount the customer is eligible for.

Finally when all the details of the have been enter click on “Save” button to save the
record.

1.4 How to Enter Flight Schedules

Screen Path Reservation > Master > Flight Schedular
Screen Name Airline Schedular
Description

The Flight Scheduler screen is used to record the details related to Airlines and there flight
Schedules. It also records the information related to flights like source, destination, days
on which flights are available and also the fares of the route.

Screen Display

ELS Airline Schedular

Tabl | Tab 2|
Air Code | | #4 |
Sz | )
D exstination | |ﬂ
Maonday [
Tuesday [
Wednesday I
Thursday [
Friday I
Saturday [
Sunday [
First Class Fare ,—DD
Buisness Class Fare ,—DD
Tourist Class Fare [ g0
Flight |nformation
- Flight Murnber | Deparbure T Arrival Time| Source Destination
Hewm ‘ Edit | Delete Lucaie Save fs Hew | ‘ | Pt | Llose |
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Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a search will be displayed,
you can select appropriate data by entering and once desired data is shown, Click on
“Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.
Click on “"New” button to add a new record in the screen.

» Air Code: Select the Airlines by clicking on the search button in the air code field
and it is mandatory.

» Source: Select the source location of the Airlines by clicking search button and it is
mandatory.

> Destination: Select the destination location of the Airline by Clicking search and it
is mandatory.

Select the flight operating Days between Monday to Sunday, check the appropriate day on
which flights are operated.

The Fare can be entered in First class Fare, Business Class fare and Tourist class fare as
applicable to the airlines provided respectively.

Enter the Flight Information of the airline like Flight Number, Departure time and Arrival
Time as required.

Finally when all the details of the have been enter click on “Save” button to save the
record.

1.5 How to Add Hotel Charges

Screen Path Reservation - Master - Charges

Screen Name Charges Details

Description

The charges code, Description with applicable amount of the charges involved in the hotel
can be added, modified from the Charges details screen.
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Screen Display

ELS Charges Details

Tabll

Charge Code lﬁ
Description |E><TH.|‘1". BED CHARGES

Charges | 400,00
Applicable Date 1995
oo iyl Y
Luury Charges | 4100 Form [P
Hew | Edit | Delete | Save fis Hew | | | Pt | Cloze |

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a search will be displayed,
you can select appropriate data by entering and once desired data is shown, Click on
“Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.
Click on "New” button to add a new record in the screen.

» Charge Code: Enter the Charge code as desired and it is mandatory.

> Description: Enter the Charge Name in the Description Field and it is mandatory.
» Charges: Enter the applicable charges to the charge created and it is mandatory.
>

Applicable Date: Enter the applicable date for the charges from the date it is
applicable and it is mandatory.

Enter the Luxury charges if any applicable to the charge which you are creating and also
the Form type as applicable.

Finally when all the details of the have been enter click on “Save” button to save the
record.
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1.6 How to Add a new Plan

Screen Path Reservation > Master > Plans

Screen Name Plans Details

Description

The various plans can be recorded, modified in the plan screen which are running in the
hotel.

Screen Display

Plan Cods |7
Charge Code |_
Description 0
Plan Arnount | .00
Boomn Rent | 00
Ly T.ax Ammount | o0
Food Amaount | .00
Food Dizcount | 0o
o | 3o [ s | o | soebten | ooe | o | 10 || oo |

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a search will be displayed,
you can select appropriate data by entering and once desired data is shown, Click on
“Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.

Click on “"New” button to add a new record in the screen.
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> Plan code: Enter the plan code sequentially and should be unique and it is
mandatory.

Charge Code: Enter the Charge code as created in the Charges screen if you like to tag
with the existing or the new plan which you about to create.

> Description: Enter the Name of the plan in the description field and it is
mandatory. Plan Amount: Enter the plan amount.

> Room Rent: Enter the room rent as applicable to the plan and it is mandatory.

Enter the Luxury Tax Amount, Food Amount and Food Discount as applicable in the
respective fields.

Finally when all the details of the have been enter click on “Save” button to save the
record.

1.7 How to Add Car/Coach Hire charges

Screen Path Reservation - Master - Car/Coach Hire Charges

Screen Name Car/Coach Hire Charges

Description

The Car/Coach Hire charges screen is used to capture all the charges of the Air/Coach Hire
Charges.
Screen Display

ELS CarfCoach Hire Charges

Tab1 |
Tuoe | ]
Type Code IRE
ehicle | | 44|
Area | | 4|
Fixed / Minimum Charges | 1200.00
Fized / Minirun Hours )
Fized / Minimum Kilometres | 20,00
Extra Hours | 0o
Extra Kilometers | .00
E=tra Hour Fate | Rl
Extra Kilometer Armount | Juli]
| | Lo | |_see | moo | |_gee |
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Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a search will be displayed,
you can select appropriate data by entering and once desired data is shown, Click on
“Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.
Click on "New” button to add a new record in the screen.

» Type: Select the appropriate type by clicking on the search button. Type is type of
travel like Local limits, out station etc. and it is mandatory.

> Type Code: Enter the Type Code as desired and it is mandatory.
» Vehicle: Select the appropriate vehicle from the search provided.
> Area: Select the appropriate charges from the search provided.

Enter the details related to the charges and kilometers traveled as desired in the fields
given Fixed Charges or Minimum Charges, hours and kilometers.

Finally when all the details of the have been enter click on “Save” button to save the
record.

1.8 How to Add a new Airline

Screen Path Reservation - Master > Airline

Screen Name Airline Information

Description

Airline information can be added, modified in the Airline information screen.

Screen Display

ECS Ajrline Information

Air Code |

Air Line |

N I N e e e
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Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a search will be displayed,
you can select appropriate data by entering and once desired data is shown, Click on
“Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.
Click on "New” button to add a new record in the screen.

> Air Code: Enter the Air Code, Unique and it is mandatory.

> Air Line: Enter the Airline name in the Airline field and it is mandatory.

Finally when all the details of the have been enter click on “Save” button to save the
record.

1.9 How to Add City

Screen Path Reservation 2> Master > City

Screen Name City Information

Description

City Names can be added modified from the city master.

Screen Display

B3 City Information [ZIIEI[‘S_TI

City Code
City M ame |

o x|t | o | v | oo | v | e || oo |

Steps and Field Explanation
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Click on the “Locate” button to Edit/Modify the existing records, a search will be displayed,
you can select appropriate data by entering and once desired data is shown, Click on
“Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.
Click on "New” button to add a new record in the screen.

» City Code: Enter the city as desired and it is mandatory.

> City Name: Enter the City Name you like to add and it is mandatory.

Finally when all the details of the have been enter click on “Save” button to save the
record.

1.10 How to Add Vehicle

Screen Path Reservation - Master - Vehicle

Screen Name Vehicle Information

Description

Vehicle Information can be added modified in the vehicle master. Vehicle master also
stores information such as of the vehicle number, Insurance and RTO details.

Screen Display

ELS ¥ehicle Information

YehicleType |_

Wehicle D Humber |

Yehicle Name |

Yehicle Begistration Mumber |

Inzurance Beneual |

RTO Tax |

I e Y e e e e
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Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a search will be displayed,
you can select appropriate data by entering and once desired data is shown, Click on
“Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.
Click on “"New” button to add a new record in the screen.
Vehicle Type: Enter the Vehicle Type as desired.
» Vehicle ID Number: Enter the Vehicle ID Number as desired and it is mandatory.

Enter the other details of vehicle in vehicle Name, Vehicle registration Number and RTO
Tax details in the field provided respectively.

Finally when all the details of the have been enter click on “Save” button to save the
record.

1.11 How to add Tax Master

Screen Path Reservation - Master - Tax

Screen Name Tax Master

Description

In Tax Master the Tax details such as tax code, tax description, tax percentage and
applicable tax group can be added modified as required.

Screen Display

ECS Tax Master

Tabl |

Tax Code ST

Tax Deszcription |5 T

TanWalue | 1296

Tax Group | | M|
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Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a search will be displayed,
you can select appropriate data by entering and once desired data is shown, Click on
“Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.
Click on “"New” button to add a new record in the screen.
» Tax Code: Enter the Tax code as desired it should be unique and it is mandatory.
Tax Description: Enter the Tax Description as required.
Tax Value: Enter the applicable Tax Percentage in the Tax Value.

> Tax Group: Select the Tax Group from the search besides Tax Group field and it is
mandatory.

Finally when all the details of the have been enter click on “Save” button to save the
record.

1.12 How to Add Item in the Master

Screen Path Reservation > Master > Item Master

Screen Name Item Master

Description

In the Item master all the items in the hotel can be stored modified. Item master also
contains detailed such as item rates, item type, various rates and tax applicable on it.

Screen Display
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ELS Item Master

Item Code |
Itern D escription |
Services | |ﬂ
Iterm Tvpe [ FoodRate ltem [ Service [tem
Rate | .00
Festaurent R ate | g
Floom R ate | .00
Conference Fate | g
Ta= | | & |
Hexa | | | Locate | | | | | LClose |

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a search will be displayed,
you can select appropriate data by entering and once desired data is shown, Click on
“Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.

Click on "New” button to add a new record in the screen.
» Item Code: Enter the Item Code as desired it is unique and it is mandatory.
> Item Description: Item Name in the Item Description and it is mandatory.

> Services: Select the Service form the search besides Service field and it is
mandatory.

> Item Type: Check whether the Item is belongs to billable Item or Service Item in
the Hotel and it is mandatory.

Enter the Rates required in the Rates fields, you can specify various rates like rate,
restaurant rate and room rate respectively, and also select the appropriate the Tax
Applicable to this item.

Finally when all the details of the have been enter click on “Save” button to save the
record.
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1.13 How to Add Banquets

Screen Path Reservation - Master - Banquet Menu

Screen Name Banquet Menu

Description

Banquet details are stored in the Banquet menu you can add modify them as required.
You can define type of the item, name, description and rates in the Banquet menu.

Screen Display

ELS Banquet Menu

Entry Tupe [ Hall [ Babguetltermn [~ Extra ltem

[tem Code

Itemn Dezcription
BATE

.00

|

|

| il
Splith atel | o

|

|

|

Special Bate

SplitR ate2 o

Finimum Person

Perzon For all

Tax | |ﬂ

b |55 [ s [ oo | it | o | 5 | oo || o |

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a search will be displayed,
you can select appropriate data by entering and once desired data is shown, Click on
“Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.
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Click on “"New"” button to add a new record in the screen.

> Entry Type: Check desired the type from Hall, Banquet Item and Extra Item and
you have to select one.

» Item code: Enter the Banquet code in the Item code field and it is mandatory.

> Item Description: Enter the Banquet Name in the Item Description filed and it is
mandatory.

> Rate: Enter the applicable rates of the items in the Rate, Special rate, split ratel
and Slit rate2 Field respectively.

Minimum Person: Enter the Minimum Person required for booking the banquet
Person for All: Enter the Person allowed.
Tax: Select the Tax from the search besides Tax field.

Finally when all the details of the have been enter click on “Save” button to save the
record.

1.14 How to Add Tax Group

Screen Path Reservation - Master - Tax Group

Screen Name Tax Group

Description

The Tax groups are used to group the taxes applicable; you can add modify the groups
from the Tax group master.

Screen Display

ELS Tax Group E”E”‘s__q

Tab1 |

Tz GroupMame [y T ‘

Hew | Edit | Delete | Lu:u:ate% Save fis Mew | | | Print | Llose |
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Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a search will be displayed,
you can select appropriate data by entering and once desired data is shown, Click on
“Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.

Click on "New” button to add a new record in the screen.

» Tax Groupname: Enter the tax group name.

Finally when the data as been entered click on “Save” button to save the record.

1.15 How to Add Travel Type

Screen Path Reservation - Master - Travel Type

Screen Name Travel Type Details

Description

The Travel Type can be added and modified from the Travel Master.

Screen Display

LS Travel Type Entry

Tab1 |

Lue  |DROP ‘

Hew | Edt | Delete | Lu:u:ateg Save Az Hew | | | Pt | Close |

Steps and Field Explanation
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Click on the “Locate” button to Edit/Modify the existing records, a search will be displayed,
you can select appropriate data by entering and once desired data is shown, Click on
“Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.
Click on “"New” button to add a new record in the screen.
» Type: Enter the Travel Type E.g. Drop.

Finally when the data as been entered click on “Save” button to save the record.

1.16 How to Add Travel Location

Screen Path Reservation > Master - Travel Location

Screen Name Travelling Location Entry

Description

The Traveling Location can be added modified from the Travel location master and also
the Type of the travel can also changed.

Screen Display

ECS Travelling Location Entry

Laocation |

e | | #4|

T I e I e e e

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a search will be displayed,
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you can select appropriate data by entering and once desired data is shown, Click on
“Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.
Click on "New” button to add a new record in the screen.
> Location: Enter the location of the Travel as desired and it is mandatory.

» Type: Select the appropriate Type from the search besides the type field and it is
mandatory.

Finally when all the details of the have been enter click on “Save” button to save the
record.

1.17 How to Add Conference

Screen Path Reservation - Master - Conference

Screen Name Conference Party Entry

Description

The Conference party entry screen stores details regarding the conference party into
hotel. It also stores the contact details of the person/organization booking it.

Screen Display
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ELS Conference Party Entry E”E'E'

Address |

Contact Person |

Special Tanff [

o I e Y e e e e e

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a search will be displayed,
you can select appropriate data by entering and once desired data is shown, Click on
“Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.
Click on “"New” button to add a new record in the screen.
» Code: Enter the code for the conference entry as desired and it is mandatory.

» Name: Enter the name of the person/organization for which the conference is
being booked and it is mandatory.

> Address: Enter the address of the person/organization and it is mandatory.

> Contact Person: Enter the Contact person name of the organization and it is
mandatory.

Special Rate: whether special rate is applicable to the Conference party.

Finally when all the details of the have been enter click on “Save” button to save the
record.
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1.18 Head count in the hotel

Screen Path Reservation > Master > Data Entry Form

Screen Name Employee Details

Description

Data Entry Form is used to record the number of employees with segregated between
gender and profile.

Screen Display

ELS Employ Details ['-_||E|f5__<|
4 | 4M
banagerial / Executive Male | BE Female |
Skilled Operators Male | 12 Female |
Unszkilled Operators Male | 45 Female |
o [ o [ oo [ o |

Steps and Field Explanation

Edit: Click on Edit button to edit/modify the existing data in the form.

Enter the Employee data as per skill set given, and once required data is entered click on
the “Save” button to save the data.

2. HMS TRANSACTION

2.1 How to do Reservation

Screen Path Reservation > HMS Transaction - Room Reservation
Screen Name Reservation Screenl
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Description

Room Reservation is used to reserve and maintain the details of the rooms for the guest.

Screen Display

ELS Reservation Screen? E”E'E'

Suites[¥/N]
e m Mo OF Rooms : Occpancy
From Date E Confirmed I:I e I:I
To Date E Waiting List I:I Double I:I

Steps and Field Explanation

Suites(Y/N): Select whether the room reservation is for Suites Yes or No, Select as
desired.

Enter the Date Range Form Date to To Date for which you would like to do the
Reservation.

Enter No of Rooms in the column provided, system will shown the waiting or confirmed
status of the rooms.

Enter the Occupancy whether the single or Double.

Once you Enter all the details properly a new window will pop up as shown below
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ECS Reservation Screen

2

Guest MName |

Name | | |
_ Company
Client Type Payment |
" Corporate Type - [ Direct " Bill To The Company
I Travel Agent
| Dther Mode - " Cash (  Creditcard ¢ Chegue
Department | |
Reference Contact Person | |
Plan | | ﬁ| Package Rate

Special T ariff |:|
Food Dizcount [X]I:I

Advance Amount : Rs |:| Receipt Ho |:|

Confirmation required [Y/N] 7 Yez [ Mo

Dizcount On T ariff

Specizl Dizcount |:|

Ok

In this screen the details related to the Guest needs to be entered.

Guest Name: Select the Guest Name by clicking on the search button besides Guest

name, the below screen will open

Guest Details £

i+ By Selection

" By Typing

FistMame M3 ENGEL

Compary m

Accept

v | SurMame |OLIA |

‘ RBeject ‘

You have to select the appropriate Guest name, surname and company name can also be
selected, click on the "“Accept” button then selected details will be loaded into the

Reservation form.
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Payment: There are two types of payment option available in the system, Direct and Bill
to company. If checked “Direct” the Guest needs to make the bill payment at the hotel
counter else if “Bill to company” selected the Bill needs to be booked to the guests
company.

Mode: Mode of the payment whether with cash or from Credit card.
Client Type: Select the appropriate client type.

In the Reference field, you can enter the name of the person/firm who has referred the
client.

Plan: Select the applicable Plan for the guest by clicking on the search button besides
Plan field.

Package Rate: Enter the Package rate.
Discount of Tariff: Enter the Discount.
Special Discount: Enter the special discount.
Special Tariff: Enter Special Tariff if any.
Food Discount®: Enter the food discount %

Advance Amount: Enter the amount given by the guest as advance.

Once you press enter after entering the amount the system will automatically generate
the Receipt no and will ask for the Confirmation required Yes/No, Select appropriate.

Finally when all the data entered click on OK button then the Reservation Screen3 will
appear; Customer Flight and Other details need to be recorded in this screen as shown
below.
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ELS Reservation Screen3 g|ﬁ|@
No Of Rooms [ ] mName [IEWAIN] | [WHITFORD

Reszervation From :I:l:l |
Reservation To :I:l:l Address 5SS YORK ROAD —

Guest List
Adultz Ijl Childrens I:I Extrabeds I:I

Amival Details [ Courtesy Coach
Amival Date Check Out Details

Arrival Time [2048 Date : :l:l:l
AirLine |:| E Time - [1200

Occupancy

Preferences | |:| ~
Ok
| | o Retention -

:

Special Bequirement

Select the Airline and enter the Flight No in the Flight No field.

In Check Out Details enter the Date and Time of the check out.

You can also record Guest Special Requirement and Preference by Clicking the fields
“Special Requirement” and “Preference” fields respectively.

\lr) Record Saved Sucessfully! 1! and Your Reservation Mumber is734622
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PBST x|

‘!J‘) The Details are Updates in all the rooms

Finally once the required data has been captured then click on “Save” button and the
details will be saved, a pop up will confirm the transaction processing and also will display
the Reservation Number which can be used for future reference as shown above.

2.2 How to do Check IN

Screen Path Reservation > HMS Transaction - Check IN

Screen Name Check IN

Description

Check IN Screen is used when the Guest enters into the hotel. In Check IN the room is
allocated to the guest and other information of the guest is also stored in this.

Screen Display

ELS Check In
Guest Type
i+ Walk In " With Beservation

Expected Check In Date D:l:l
Expected Check Out Date I:I:I:I
Suites Mo Of Rooms I:I

Steps and Field Explanation

Guest Type: Select the Guest Type whether the Walk In or With Reservation.
Enter the Expected Check Out Date, Suites “Yes”/“NO” and No of Rooms and system will
check for the availability and if available a pop up will notify and a new window will open
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as shown below.

ELS Check In E'E'@

Guest Type | | Room Mo | 3l]1|
Guest Hame | | ﬂ
Occupancy - o ~ Mo Of Persons
Single Double ﬁ-du'tsl:lthildrensI:lE HllahEdsD
P k
Type  : = Diick ~ Bill To The Company
Hame | | | | Coming From | |
Company | ﬂ Leaving For | |
Purpoze
Address

Certification Of Regiztration

Mo | Date F“Ia-::e| |

Diplomat / Fmnloved In India - .
% Yes ' Ho Hates Applicable &4 |5pl T ariff

Package Rate |Fd Dizc %]
Patment D etails

Mode * Cash ! Credit card O Dizc On Tariff Spl Dizsc
— _ Departure

Card Nu:hame | D ate E S00G Emﬂﬁrza';;l
Ad P k - |
Fes [« No  Adv Frozerf | Airline [ ] A Fiight N ]

Adv Amount : Flsl:lﬂecpt Mo I:I Save | Cancel |

Room NO: Enter the Room No and system will check for the availability of the specific
room number if available then you can go ahead.

Select the Guest Name by clicking on the search button, Occupancy Type whether “Single”
or “"Double” and No of Persons, once you entered the no of persons a screen will pop up to
capture some more details of the guest like Passport Details, Visa Details, Date of arrival
and Duration of Stay once required data is captured again will come to Check.

Enter the name in case of new guest and also select the company by clicking on the
search button.

Address: Enter the Address of the Guest which is mandatory.

Coming From: Enter Coming from and it is mandatory.

Leaving for: Enter the Leaving for and it is mandatory.

Enter the Certification details and Diplomacy details if required.
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Rates Applicable: Select the plan in the rates applicable and is mandatory.

Enter the Package Rates and applicable discount if any in “Spl tariff”, “fd disc (%)"”, “disc
tariff” and “spl dis” respectively.

Payment details needs to be entered like Mode of payment and Card No, if payment made
by Credit Card.

If the Guest is giving any advance payment then the details related to the adv payment
needs to be captured, so click on Advance Payment “Yes” , a screen will open as shown
below

LS Advance Details

Advance Against |Eheckln j

Room Mo Check In No |

Guest Namel

Date [ 25] 03] 2008] Time ~ Shift-1  Shift-2 " Shift-3

+ Cazh " Credit Card I Cheque

Cheque Date I:I:I:I Cheque/Credit Ho |

Bank Hame | | Bank Branch | |

Receipt Mo |45354 | Advance Amount |:|

T otal Advance Amount |

Enter the required data and click on Save button to save the advance details.
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PRST x|

» | ) Record Saved Sucessfully!!! and Your Check In Mumber is 5739

Finally all the required details are entered Click on save button on the Check IN Screen,
and the record is successfully saved and Check IN for the Guest is done.

2.3 How to do Check OUT

Screen Path Reservation > HMS Transaction ->Check OUT

Screen Name Final Bill Generation / Printing

Description

Check OUT screen is used to make the entry when the guest checks out of the hotel. In
Check OUT the total amount of the bill is also calculated.

Screen Display
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ELS Final Bill Generation / Printing

* CheckinNo[ | R / C Rate| | Plan| |Mangil[ |

Mame Of Guest | Duration OF Stay Dayz

Amival Time | Arrival Date : Company | |

Services 22409 23/09 24/03 25/09 26/09 27409 28/09 Tatal

|4/ | b
Nanatiun| Food Disc % I:IFDD[' Disc |:| |
Room To be Held till Check Dut Time |:| Total Cancel
Baggage In I:I Advanced Adiustedl:l

Met Payahble |:|

Steps and Field Explanation

Room No: Enter the Room No of the Guest who is check out of the hotel, After you enter
the Room no all the details related to the specific guest and room no will be automatically
loaded including Guest data and also the payment details of the guest.

y The Guest is successfully Checked Out

Enter the Narration and Click on the Print button to save and print the transaction, Final
bill will be printed from the screen.

2.4 How to do Cancel Reservation

Screen Path Reservation > HMS Transaction > Cancel Reservation
Screen Name Cancellation of Reservation
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Description

This screen is used to cancel the reservation which are reserved for the guest and who has
not yet checked IN into the hotel.

Screen Display

ELS CANCELLATION OF RESERVATION

& Heservabion b Time Reserved By f Company :

- CheckinDate [ [ | ] L[ 1 | |
Detailz Of the person making the cancellation Mame OF Guest -

Name | | | |

Contact Hos | | Check In Date | | | ” |

Remarks Check Out D ate I:I:l:l

Address

Confirmed Abort Occupancy Type

Steps and Field Explanation

Reservation No: Enter the Reservation number which you would like to Cancel, after
typing the Reservation no a pop up will shown the list of guests in the reservation number

specified as shown below.
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LS List Of Guest o]
Guesth ame expoindt

p MR ANDY WHITFORD| 3/25/2008

Double Click on the Guest Name displayed then the data related to the guest will be
loaded in the Cancelation Screen as shown below.

FLS CANCELLATION OF RESERVATION =3
= Reservation No Time Heszerved By / Company :
" Check InDate [ 7] 0] 00 21z ] | |
Detailz OF the person making the cancellation Mame Of Guest -
Mame | | | |

Contact Mos | | Check In Date | | | ” |

Remarks Check Out Date I:I:l:l
Address
”
w
LConfirmed Abort Occupancy Type
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Enter the details of the Person like Name, contact no and remarks, who is making the
cancellation and click on the “Confirmed” button to cancel the Reservation.

PBST (X

\lj) The Reservation was Cancelled Successfully

Your Reservation has been cancelled and you can also do more Reservation cancellation
by being in the same screen.

2.5 How to Confirm Waiting List

Screen Path Reservation > HMS Transaction > Confirm Waiting List

Screen Name Confirm Waiting List

Description

This Screen is used to confirm the waiting list. The Waiting list contains details of the
guest who has reserved there rooms in the hotel but not got any specific room no. The
screen allocates the rooms which are vacant and are unreserved.

Screen Display

EL5 Confirmation Of The Waiting List

Conhrmation OF Rezervation Between

& oo 2008] and [ 25] o] 2000

Confirm | Cancel |

Steps and Field Explanation

Enter the Date Range for which you like to confirm the reservation for the waiting list.

Click on the Confirm button to confirm the reservation for the dates specified. The system
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will check for the available rooms against the waiting list of the guest and allocate the
rooms accordingly.

2.6 How to do Weekly Bill Print

Screen Path Reservation > HMS Transaction - Bill Printing > Weekly Bill

Screen Name Weekly Blll

Description

Weekly bill can be printed by using the weekly bill option.

Screen Display

L5 Weekly Bill NS

Date Of Execution I:I:I:I

Billing For The Week

Proceed Cancel |

Steps and Field Explanation

The Weekly Bill print option will be displayed with one week’s date range, the dates

ranges are not editable.
Click on the proceed button to go ahead with the weekly bill generation; once the same is

clicked below screen will appear.
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EL5 Weekly Bill Generation / Printing

TERN BillNo[ | BilDate:[ [ [ U0[sill Timel ]
~ CheckInNo[ ] R / C Rate| | Plan | |

Mame OF Guest | | Expected Check Out I:I:l:l
Arrival Date : I:I:I:I Arrival Time : I:I[:Dmpaml | |

Services 18/09 13/09 20409 21/09 22/09 23/09 24/09 Tatal

Services 18/09 19/09 204039 21./09 22409 23/09 24409 Tatal
b |Foom Charge 4000 4000 4000 4000 4000 4000 4000 28000

Harratinn| | Food Disc % I:IFDDd Dizc [ l Hext |

Total [—] Print

Advance Amount (4000 Advanced Adi"'StEd[—] Cancel
Met Payable -

The Screen will show all the bills for a particular week, you can browse through the bills by
clicking on the “Next” button.

Your can enter the Narration as per your convenience and Advance Amount as desired.

Once you found the data is proper then Click on the “Print” Button to Print the Bill.

2.7 How to Transfer the Room

Screen Path Reservation > HMS Transaction - Transfer the Room
Screen Name Transfer of Room
Description

The Room transfer means guest is transferred from one room to other.

Screen Display
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ELS Transfer Of Room Elli@

Room Detailz

From To Room

Mame[s] OF The Guest[zs]

Froceed | Cancel

Steps and Field Explanation

Enter the Room no in “From” and “to room” to which guest needs to be transferred.
The Name of the Guest will be displayed for confirmation.

Click on the “Proceed” to move the Guests.

PBST X

1 ) The Guests Are Moved Successfully

Guest Movement has been completed.

2.8 How to Do Move IN Details

Screen Path Reservation > HMS Transaction - Move IN Details

Screen Name Move IN Details

Description

The Move IN Details is used to add the guest into existing occupied rooms. It will allow up
to 3 guests to move IN.

Screen Display
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ELS Move In Details E“E|E|
GUEST DETAILS Time
Room No 201 Name lsatish | |- |
E'[':':k in No Nationality INDIAN |
uest List
MS ABIRA Occupation | | Age |:|

Paszzport Detailz

Mumber |:| Date OF lzzue I:I:I:I
ValidUpTo [ [ | |PlaceOflssue| |

No OF Adults Expected Checked Out ﬁ 2008

Childrens Date Of Arrival In India [T T 1

Extrabeds Duration OF Stay |:| Days
{ ¥ B %

Steps and Field Explanation

Room No: Enter the Room No in which the Extra guest are Moved IN, Once you enter the
Room no it will check for the Room occupancy status, if found available then it will allow
you to go ahead to add the Guest into the Room.

Enter the Name, Nationality, Occupation and Age of the guest is supposed to be moved
IN.

And also enter the Passport Details and Duration of Stay day’s details.

Click on save button to save the record and the Guest will be added to the Room No
specified.

2.9 How to Do Move OUT

Screen Path Reservation > HMS Transaction - Move OUT Details
Screen Name Move OUT Details
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Description

The Move OUT Details is used to Move the guest OUT of the existing occupied rooms.

Screen Display

LS Mowve Out Details

"' Check In Number |:|

Mame | || |

Arrival Date I:l:l:l Arrival Time I:I
Departure Date :EE 2008| Departure Time Duratinn OF Stay I:I

Company | |

Save Cancel |

Steps and Field Explanation

Room No: Enter the Room No from which the guests are Moved OUT, once you enter the
Room no it will display the list of Guest present in the room as shown below.

ELS List Of Guest Staying In The Room E”E|E|
RoomMNo 1D FirstH ame LaztName
[ 3 E“ 455512582 5= -
201 719475864 M5 ABIRA -CHATTERJEE
201 870932458 |satish -

Double click on the Guest you like to Move OUT from the Room No Specified.
Enter the Departure Date, Time and Duration of Stay.

Click on save button to save the record and the Guest will be moved OUT of the Room No
specified
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2.10 How to Print C - Form

Screen Path Reservation > HMS Transaction - C - Form Printing

Screen Name C- Form Printing

Description

This is Form is used to print the C-Forms.

Screen Display

B € - Form Printing

Do You Want To Print The C- Form For The
Current Check In ?

Humber Sales Bill |:|

Dispatch Date Of C-Form | 25 03] 2005

Yes | Ho |

Steps and Field Explanation

For C-Form printing we have two options by which C-Form can be printed.

Number: Enter the check In number in the Number field it will print C-Form for the
number specified.

Sales Bill: Enter the Sales bill for which you would like to print the C-Form.

Once the desired the number/sales bill has been entered, click on the “yes” button to print
the C-Form.

2.11How to do Modification of Guest Details
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Screen Path Reservation > HMS Transaction - Modification
Screen Name Modification Details

Description

Modification screen is used to modify the existing Guest details which are recorded earlier.

Screen Display

ELS Modification Details

M odification Request (M7= 1| ﬂ

Time * Foom Mo 201

Detailz OF Perzon Requesting The Changes

Mame | |

Contact Ho | |

Remarks

Steps and Field Explanation

Modification Request: In the modification request select the whether the Guest is a
Check IN or Reserved.

Room no: As soon as you enter the Room No. a new screen will populate with the details
of the guest as shown below
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ELS Modification Of Guest Details

RoomMo

Mame | | | |

Departure

Date [ 23] 09] 2009

£ i+ | Direct
. 1200
AirLine |:|lﬁ light Nu " Bill Company
Company | | J

Patment Details
Mode :* Cash [ Credit card ©  Cheque

Card Ho |:| Mame |

Plan | | E Special Tariff [ 0
Package Rate |:| Food Discount [%] Ijl
Dizcount On T aniff Ijl Specizl Dizcount Ijl
Advance Received : Rs

Payment Type

Save | Cancel

You can make the modification as required and Click on the Save Button to Save the
changes, once the changes made then you will again come to front screen of the

modification details.

You have to enter the Details of the person who is requesting change like Name, contact

no and Remarks for future reference.

Once the Required changes in the guest details have been made, Click on the "OK” button

to save.

2.12 How to do Final Receipt Entry

Screen Path Reservation - HMS Transaction - Final Receipt Entry

Screen Name Final Receipt Entry

Description

This Screen is used to make the Final Receipt of the Guest.
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Screen Display

B3 Final Receipt Entry

Tab 1

Final Beceipt Mumber | 72934

Final Beceipt Amount | 4.00

Date E 2008 Shift [~ Shitt1 W Shitt2 [~ Shift 3
Payment By [~ CASH | CaRD | CHEGQUE
Cheque / Credit Mo |

oo [T

Bank Mame |

Bank Branch |

Final Receipt D etails

L |Bill Mumber Bill &mount | Bill Date Party Mame Company Boon Mum
p |A3165 4530.00 6/3/2008 MRS-PRABHU / MR RANGAMATHAN-PRALSATYAM COMPUTER 5]

Save Aus New ‘ ‘ ‘ Bt ‘ LClose |

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.

Click on "New"” button to add a new record in the screen.

Final Receipt Number: This is auto generated by the system.

Final Receipt Amount: Enter the Final Receipt Amount of the Guest and it is mandatory.
Date: Enter the Date on which the Final Receipt has to be taken and it is mandatory.
Payment By: Select the Payment type between cash, card and Cheque.

Enter the Cheque No, Cheque Date, Branch Name and Branch if the payment is made via
Cheque.

Final Receipt Details:
Enter the Bill Number in the Bill Number Field against which you would like to take the
Final Receipt. Once you enter the Bill humber all the relevant data of the bill will be
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displayed in the columns besides bill number.

Finally when all the details of the have been enter click on “Save” button to save the
record.

3. AIRLINE SCHEDULE

3.1 How to Make the Car Bill

Screen Path Airline Schedule > Car/Coach Bill Entry
Screen Name Car/Coach Bill Entry

Description

The Screen is used to make the car bills which are used for the guests.

Screen Display
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ELS Car f Coach Bill Entry

|
Eill D ate late Traveled Eill Tu:u| | ]

Bil Ta |G C MWORLD WIDE
MName OF Passenger ||3 C MWOFRLD “WIDE

Type | |ﬂ Chi Tope / Lu:u:atiu:un| |
vaic | 8]

Start Time End Time |

Start KM o0 Endkm | .00

Extra Time .00 Extra Amount per Hr | 80,00

Entra Kilo Meter oo Extra &mount per kKM | 1200

Tax % np  Govt Charges |

Credit Card Mame
Credit Card Mumber

0

Diriver Allowence | o0

|
|
|
|
Mormal Amounts | Eutra Amounts |
|
|
|
Total Charges |

I e e e e R

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.

Click on “"New” button to add a new record in the screen.

Bill No: Bill No will be automatically generate.

Bill Date: Enter the Date on which you like to make the bill. Bill date is mandatory.

Date Travelled: Enter the Date on which the guest has travelled in the vehicle.

Bill To: Select the Bill to on whom you like to Make the bill and is mandatory.

Name of the Passenger: You can change the Name of the Passenger and it's a

PentaHMS Page - 50 - of 183
User Manual



PENTASOFT CONSULTANCY SERVCES
PentaHMS - User Manual

Effective Date | 22" September 2008 ‘ Version ‘ 1.0

mandatory.

Type: Select the Type of the Service like Drop, Local limits and outside limits etc.
Chq Type/Location: Select the appropriate location and its mandatory.
Vehicle: Select the Vehicle which was used for the Service.

Start time: Enter the start time.

End time: Enter the end time.

Start KM: Enter the start KM

End Km: Enter the End KM.

Enter the Extra time, Extra Amount per Hr, Extra Kilometer, Extra Amount per KM, Normal
amounts and Extra Amount as desired.

Tax %: Enter the Applicable Tax Percentage.

Enter the Govt Charges if any, enter the credit card details if the payment is made by the
Credit Card.

Driver Allowance: Enter the Driver allowance
Total Charges: Total changes will be automatically calculated based on the data entered
for the bill.

Once all the required data has been updated, click on the save button to save the bill.
After the saving the bill you can print the bill.

3.2 How to Make the Airline Bill

Screen Path Airline Schedule > Airline Bill

Screen Name Airline Bill Entry

Description

The Airline tickets which are booked by the hotel are to billed to the guests. The Airline
Bills are generated in the Airline Bill Entry screen.
Screen Display
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EL3 AirLine Bill Entry

Eill Mo ’7
Bill D ate E BiIITo| |M|
Bil Ta [
Bill Irformaticn
[ S Mame Of Passenger [Date Travelled [ir Line | Flight No Ticket Mo [Class [ Status [Sector Fl Sector T Dep. [Amount |

*[ | | | | | | | [ | |
Tax % [ o0 GewkChages|
Handle Charges [ oo
Credit Card M ame |g
Credit Card Nurnber |
T otal Amnaunt [ o

P I I I e e e e Y

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.
Click on “"New” button to add a new record in the screen.

Bill No: Bill No will automatically generate.
Bill Date: Enter the Date on which you like to make the bill. Bill date is mandatory.
Bill To: Select the Bill to on whom you like to Make the bill and it is mandatory.

Bill Information:

In the Bill information grid you have enter the details of the passenger and the airline for
which the bill needs to be generated.

Enter the Name of the Passenger, Date of Travelled, Airline, Flight No, Ticket No, Class,
Status, Sector From, Sector TO, Departure and Fare in the amount column.

Tax %: Enter the Applicable Tax Percentage of the bill.
Enter the Handling charges, Credit Card Details if the payment is made by the Credit card.
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The Total Amount field shows the total amount of the Bill.

Finally when all the data is proper then Click on the Save button to Save the Bill and you
can also take the print out of it.

4. RESTAURENT

4.1 How to Make the Restaurent Bill

Screen Path Restaurent > Restaurent Bill Generation
Screen Name Restaurent Bill Generation
Description

This screen is used to make the Restaurent bills in the hotel.

Screen Display

ELS Restaurent Bill Generation

Tab1
Bill Tvpe [ Bestaurent v Foom Service M|
Bill Drate Time|[  2p0g Room Numberl |ﬁ|
Foom Mumber | IR A Package Bill [~ vES [~ WO ble Numl:uer|
Mum Of Perzons | Steward [nitialz Whaiter Murmber
Dizcount | .00 Pemit Number |
[term Details
Siho Code [tem./Particulars [ty AmoLint Service T ad
*
M arration | Lesz Dizcamont |
ServiceT ax | Tatal |
| | | | Save | Tn Do | LCloze
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Steps and Field Explanation

Click on the “"New” Button to make the new Bill.

Bill Type: Select the Bill out of Restaurent or Room Service, and the Bill no will
automatically generated.

Bill Date: Enter the Date on which you like to make the bill. Bill date is mandatory.

Enter the Time of the bill made and Select the Room Number of the Guest if the bill type is
of Restaurent. Feed all the required details as necessary.

In the Item Details Select the Item Code, Item/Particulars of the dish, Qty ordered and
Amount will be loaded.

Enter the Narration it is a mandatory field and Service Tax, Less Discount and Total will
shown the value as per the details entered. The Total is the Bill Amount.

Once you enter all the required data then click on save button to Save the Bill, popup will
shown the bill confirmation and Bill will be printed.

5. LAUNDRY

5.1 How to Make the Laundry Bill

Screen Path Laundry - Laundry Bill Generation

Screen Name Laundry Bill Generation

Description

This screen is used to make the laundry bill in the hotel.

Screen Display
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ELS | aundry Bill Generation E| |§|E|

Irgent [
Bill Mo | Bill Date E 2008 Time
Room Mumber | | dh | DO MM
R aomm Murber
[tern [ etails
SiHao Code Item/Particulars Ity Amount
*

M arration | Tatal |

i | x| oo | [ oo [ o

Steps and Field Explanation

Click on the “New” Button to make the new Bill.

Check the Urgent check box if the laundry cloth delivery is urgent.

Bill No: Bill no will be automatically generated, enter the Bill date and time of the making
bill.

Select the Room Number for which you are making the laundry bill.

Item Details:

In the item Details select the cloth code and cloth name from the Item /particulars which
can be selected by the help provided on the field, Enter the Qty of the Cloth and amount
will be loaded by the master.

Provide Narration and it is mandatory.
The Total field will shown the Laundry Bill Amount.

Finally when all the details are entered click on save button, the record will be saved and
laundry Bill will be printed.

6. BOOK SHOOP
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6.1 How to Make the Book Shop Bill

Screen Path Book Shop > Book Shop Bill Generation

Screen Name Bookshop Bill Generation

Description

This screen is used to make the Book shop Bill Generation in the hotel.

Screen Display

EL5 BookShop Bill Generation

/

Bill Mo | Bill Date E 2008 Time
Foom Mumber | | % DD MM Y
Raonm Mumber |
[tem Details
Srha Code [temn/Particulars [ty Amount
*

M arration | Total |

o | v | oo | [ oo [ o

Steps and Field Explanation

Click on the “"New” Button to make the new Bill.

Bill No: Bill No is auto generated.

Bill Date: Enter the Date on which you like to make the bill. Bill date is mandatory.
Select the Room Number from the search besides the Room number field.

Item Details:

In the Item Details Enter the Code of the Book in the Code column, Select the Book from
the Item/ Particular by Clicking or Pressing Space Bar and enter the Qty of the books
issued, the Amount will be automatically loaded from the Book Master.
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Enter the Narration and it’s a mandatory field. The Total Field will show the Bill Amount
Total.

Finally when all the details are entered click on Save button, the record will be saved and
printout will be generated.

7. MISCELLANEOUS

7.1 How to Make the Miscellaneous Bill

Screen Path Miscellaneous -2 Miscellaneous Bill Generation
Screen Name Miscellaneous Bill Generation
Description

This screen is used to make the Miscellaneous Bill Generation.

Screen Display

ELS Misscelaneous Bill Generation

Tah1 |
Bill Mo | Bill D ate E o008 Time | 2100
Room Mumber | |ﬂ oo MM Y
Foom Mumber
[tern D etails

SiHao Code Item/Particulars [y Arnovint
* 1 Foi RECEMNING
M arration | Taotal |

| | | | Save | In Do | Cloze
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Steps and Field Explanation

Click on the “"New” Button to make the new Bill.

Bill No: Bill No is auto generated.
Bill Date: Enter the Date on which you like to make the bill. Bill date is mandatory.
Select the Room Number from the search besides the Room number field.

Item Details:

In the Item Details Enter the Code of the Miscellaneous Item in the Code column, Select
the Miscellaneous Item from the Item/ Particular by Clicking or Pressing Space Bar and
enter the Qty of the Items issued, the Amount will be automatically loaded from the
Miscellaneous Item Master.

Enter the Narration and it's a mandatory field. The Total Field will show the Bill Amount
Total.

Finally when all the details are entered click on Save button, the record will be saved and
printout will be generated.

8. CONFERENCE

8.1 How to Make the Conference Bills

Screen Path Miscellaneous - Conference Bill Generation

Screen Name Conference Bill Generation

Description

This screen is used to make the Conference Bill Generation.

Screen Display
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ELS Conference Bill Generation

Bill Mo | Date [ =gl nal 2009 Tirne:
Conference | | 34| S Party | | 4 |
Party |
Murn Of Persons | 20 ntact No |
Dizcaunt | o
Advance Receipt Number Advance Date E 2008 Advance Amount | 10
Itern Details
Siio Itern /P articulars Llky Arnourt ServiceT ax| Hired
*
I arraticr | Lesz DiscAmount | 10
Service Tax Amount | Tum”
o | 88 | oo | ion | N ET O

Steps and Field Explanation

Click on the "New” Button to make the new Bill, you will get the below pop up, this pop up

is used to record the signature, click on save after sketching the signature.
FLu Signature E]
Save

Bill No: Bill No is auto generated.
Bill Date: Enter the Date on which you like to make the bill. Bill date is mandatory.
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Conference: Select the Conference for which you would like to make the Bill.

Party: Select the Party for whom you are making the Bill, if the guest is in our list.

Party: loaded Party name can be changed as per the requirement.

Num of Persons: Mention the number of persons.

Enter the Contact No, Discount Percentage as per the requirement.

Enter the Advance Receipt Number, Advance Date and Advance Amount.

Item Details:

In the Item Details, the Item popup will be shown select the appropriate Item and Qty
then Amount will be automatically loaded from the Item Master.

Enter the Narration and it’s a mandatory field. The Total Field will show the Bill Amount
Total.

Finally when all the details are entered click on Save button, the record will be saved and
printout will be generated.

9. OTHERS
9.1 How to Reprint the Bills

Screen Path Others - Reprint the Bills

Screen Name Reprint the Bills

Description

This screen is used to Reprint the Bills

Screen Display
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ECS Reprinting Of Restaurent

i* | Crpstal " Direct

Bill Number |:|
Service | | ﬂ

Steps and Field Explanation

Select the Type of the output you require.
Crystal: The Print will be shown on the desktop.
Direct: The print will be taken directly to the printer.

Bill Number: Enter the Bill Number which you like to print.

Select the Service from which the Bill has been regenerated.
Click on the View button to view or Print the Bill.

9.2 How to Reprinting The Final Bill

Screen Path Others > Reprinting The Final Bills
Screen Name Reprinting The Final Bills
Description

This screen is used to Reprinting The Final Bills.

Screen Display
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ELS Reprinting The Final Bill [Z”§|rz|
i« Crpstal ™ Direct
Bill Number
| View | Exit |

Steps and Field Explanation

Select the Type of the output you require.
Crystal: The Print will be shown on the desktop.
Direct: The print will be taken directly to the printer.

Bill Number: Enter the Bill Number which you like to print.
Click on the View button to view or Print the Bill.

10. TRANSACTIONS

10.1 How to Record the Purchase Voucher

Screen Path Transaction = Purchas Invoice

Screen Name Purchase Invoice

Description

The Purchase Voucher is used to book all the Purchases in the Hotel.

Screen Display
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DTEL ATITHI[HA] ) - From 01 April 2008 To 31 March 2009

Master Reservation Alne Schedule Restaurent Laundry BookShop Misscellaneous Cash Conference Others Iransactions Reports Ministry Of Torism  Tools Window

M 4[M
Tab1 | Tab2|
Puchsse Books | | d4 |
Youcher No e oucher Date . [ 3] 0a] 2008
ECITT
Supplier [ |M|
Bill o [oossr Bill Date : (e[ oo 20
[T
Fioduct Detals
Product Oy Uit Location Rate Disc A value | Tax Tar% _ [Tanhmt
COLD DRINKS, 5004 {000 B0 KICHEN 520 TEEO0 VAT @ 125% ON F 125 6.1
COLD DAINKS, 5004 4000 B0 KICHEN 73245 52880 VAT @ 1252 0N f 25 56 2]
* | |

Product Amount Tawable Amount

Tems

Teim Description At or % Tax Walug Running Amount|
Rounding 125800
Wt @ 12,5 ON PURLC| 1620 1460.00
Wat & 20 0N PURCH, 146000
TCSECETC. T460.00
WAT @ 125% DN GA! 1460.00
HAMLI CHARGES 146000
VAT @6% ON PUR 1460.00 |

Invoice Amount I

Wanation SOFT DRINKS

Debit /e [ | 84

T.0.5 Head [ | |

TdsX o Tdsamt[ 0

T.D.5 Payable &/C | | Ml

W |z | Dot T soistion | \ T

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.

Click on "New” button to add a new record in the screen.

Purchase Books: Select the purchase book to have the effect of the voucher.

Voucher No: It is auto generated.

Voucher Date: Enter the Today’s Date or the date on you want the voucher to be
booked.

Supplier: Select the Suppler form whom the purchase made.

Bill No: The Bill no which is there in the Supplier Bill

Bill Date: The Bill date mentioned on the supplier Bill.

Product Details:
Product: Select the Product from the exiting list of products by Clicking or Pressing the
space bar on the product column.
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Qty: Enter the Qty received and mentioned in the Bill.

Unit: It will be picked from the Product master or modify the units as required.
Location: Select the location in which you want the goods to be taken in.

Rate: Enter the rate as mentioned in bill and shown be as per the negotiated done.
Disc%: Enter the Discount Percentage if any in the bill.

Value: This will be calculated based on the Qty, Rate and Discount.

Tax: Select the Tax type applicable and as mentioned in the bill.

The Tax% and Tax Amount will be loaded based on the Tax Type selected and Value.

You have to enter all the product lines as mentioned in the bill and after the line entry.

Terms Description: In the Terms description additional Taxes, levies, charges can be
entered as shown below.

Termsz
Term Description At or % Tax Walue Bunning Amount| &
Fiounding

Yat (@ 12.50M PURC
Yat (@ 20 OM PURCH
TCSECETC

WAT @ 12.5% ON GA
HaMLI CHARGES
YWAT @5% ON PUR. =

Invoice Amount field will shown the Voucher Amount and should tally with the Supplier
Bill.

Narration: Enter the Narration as desired.

Debit A/C: Select the Debit Ac to which the Second effect of the Voucher needs to be
posted. Note the Credit A/c is selected as Purchase Books.

In case TDs needs to deducted from the supplier bill then T.D.S.Head, T.D.S. % and T.D.S
Payable A/c needs to be selected or else leave it blank.

Finally when all the data has been properly entered, Save the Voucher by clicking on the
save button.

10.2 How to Make the Sales Invoice

Screen Path Transaction - Sales Invoice

Screen Name Sales Invoice

Description
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The Sales Invoice is used to make the Sales Invoice in the Hotel.

Screen Display

ELS Sales Invoice ['._IIQ[EI
Tab1 |
Sales Books | | i |
Ivoice Mo 11
Invoice Diate 008
oo FM Y
Praduct Amalint | T axable Amavnt |
Tems
Term D ezcription Walue Bunhing Arnaunt -
p |Car Charges 1200.00 1348.00
Service Taw Collected 148.00 1348.00° |
INTERMET LOBEY COMPUTER 134800
Other Amounts 1348.00
Saptak Liquar Sales 1348.00
Laundry Receipts 1348.00
Staff Tips 134800
W PO Payments 1348.00
#erox Charges 1348.00
IMTERMET IM ROOM 1348.00
Mizcellaneous Sales 13483.00 -
[Fvoice Amount |
I arration
[ [ 2o | o | onioro | goe [ e | 5ot || oon |

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.
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Close the screen by clicking on “Close” button after the completing the task.

Click on “"New” button to add a new record in the screen.

Sales Book: Select the Sales book from the existing list of Sales Book

Invoice: The Invoice number field is not auto generated, you have to enter the Invoice
then all the corresponding data will be loaded.

Invoice Date: Enter the date on which you like to capture date.

Customer: Select the Customer from the existing list of guest.

Terms Description: Enter the values as applicable.

Terms
Termn Description "alue Bunning Amount -
INTERMET LOBEY COMPUTER 1348 1348.00 ™
Other Arnounts 1242.00° |
Saptak Liguar Sales 1348.00
Laundry Receiptz 1348.00
Staff Tips 1348.00
W.P.0O Payments 1348.00
Herow Charges 1348.00
INTERMET IN ROOH 1348.00
Mizcelaneous Sales 1348.00
Books Penodicals 1348.00
LOCAL Call Charges 134800 -

Invoice Amount: The Field Will shown the Invoice Amount.
Narration: Enter the narration.

Finally when all the data has been properly entered, Save the Invoice by clicking on the
save button.

10.3 How to Make the Cash Payment

Screen Path Transaction - Cash Payment
Screen Name Cash Payment
Description

The Screen is used make the cash payment.

Screen Display
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B Cash Payment
4] P»] b |
Tab1 | Tab2|
Book Mame | | M|
Entry Type ,_
Woucher Mo, EN
oo MM VY
Contra Entry ~
Accounts
Account Name Die/Cr | Amount M arration Tax Applic]
MR HE IGEMSHEM - 308 - 53 1] 4000.00 |REFUMD AGAIMST BILL MO A 396 A0 R MO 32601, Mo
*
Met At l—
Expense Head | |ﬂ
Hew ‘ Edit ‘ Delete | Locate Save fis New ‘ | ‘ Brnt | Lloze

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.
Click on "New"” button to add a new record in the screen.

Book Name: Select the Cash book from which want to make the payment
Entry Type: Entry type Will be Automatically load.

Voucher No: It is auto generated by the system.

Date: Enter the Date of the Cash payment and it is mandatory.

Accounts:

Select the Account Name for cash payment by clicking on the Account Name column or
pressing space bar, Enter Dr/Cr effect for the line, Enter the Amount of the cash payment,
enter the Narration as required and Select the Tax Applicable Yes/No for the transaction.
As soon as Enter the Tax Applicable you will be taken to Tab2 of the screen where you
have define the Tax applicable as shown below.
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Tabl Tab2 |
Tax Deducted At Source
|Accounmame |TDS Head Amount |TDS % |TDS At |EreditDate H
*
Taxable Amt. 0.on
Tax Name & | Taw dmt o.on
5.0.T &mt 0.00 T.O.T Amt ]

Tn Do

[EEN [ o

| Lloze

Once required data has been entered go to “"Tabl” or front screen, In “Tabl” or front
screen Net Amt field will shown the cash payment amount and Expense head needs to be
selected as desired.

Finally when all the data has been properly entered, Save the Voucher by clicking on the
save button.

10.4 How to Make the Cash Receipt

Screen Path Transaction - Cash Receipt
Screen Name Cash Receipt
Description

The screen is used to make the cash Receipts in the hotel.

Screen Display
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ELS Cash Receipt

1| Tab 2|

Book Mame | |M|

Entry Type

Waucher Mo,
Date E 2003 Advance / Final Beceipt Mo

Accounts
Account Marme DordCr | Arnount I arration

It At |

Expense Head | |ﬂ

Hena | ‘ ‘ Locate

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.

Click on "New"” button to add a new record in the screen.

Book Name: Select the Cash book from which want to take the Receipt
Entry Type: Entry type Will be Automatically load.

Voucher No: It is auto generated by the system.

Date: Enter the Date of the Cash Receipt and it is mandatory.

Accounts:

Select the Account Name for cash receipt by clicking on the Account Name column or
pressing space bar, Enter Dr/Cr effect for the line, Enter the Amount of the cash receipt,
enter the Narration as required and Select the Tax Applicable Yes/No for the transaction.
As soon as Enter the Tax Applicable you will be taken to Tab2 of the screen where you
have define the Tax applicable as shown below.
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Once required data has been entered go to “Tabl” or front screen, In “Tabl” or front
screen Net Amt field will shown the cash receipt amount and Expense head needs to be
selected as desired.

Finally when all the data has been properly entered, Save the Voucher by clicking on the
save button.

10.5 How to Make the Bank Payment

Screen Path Transaction - Bank Payment
Screen Name Bank Payment
Description

The making the Bank Payment

Screen Display
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ELS Bank Payment

Book Name | | Y |
Entry Type l_
Youcher Mo,
as EEEE
oo M e
Contra Entry r
Accounts
|Account Mame | Dir/Cr | Amount | Marration | Cheque D ate | Cheque Mo | T ax Applic]

*
Met Ak,
Expenze Head | | % |

P T T I I e e I Y

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.

Click on “"New” button to add a new record in the screen.

Book Name: Select the Bank name from which want to take the payment.
Entry Type: Entry type Will be Automatically loaded.

Voucher No: It is auto generated by the system.

Date: Enter the Date of the bank payment and it is mandatory.

Accounts:

Select the Account Name for bank payment by clicking on the Account Name column or
pressing space bar, Enter Dr/Cr effect for the line, Enter the Amount of the bank payment,
enter the Narration as required and Select the Tax Applicable Yes/No for the transaction.
As soon as Enter the Tax Applicable you will be taken to Tab2 of the screen where you
have define the Tax applicable as shown below.
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Once required data has been entered go to “Tabl” or front screen, In “Tabl” or front
screen Net Amt field will shown the bank payment amount and Expense head needs to be
selected as desired.

Finally when all the data has been properly entered, Save the Voucher by clicking on the
save button.

10.6 How to Make the Bank Receipt

Screen Path Transaction - Bank Receipt
Screen Name Bank Receipt
Description

The Screen is used to make the Bank Receipt entry.

Screen Display
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tL5 Bank Receipt

M| M
Tah1 | Tab2|
Book Mame | | 4 |
Enty Type l_
Youcher Mo, 008947
Date m 2008 Advance / Final Receipt Mo
Accounts
Account Hame L0 Amnount M aration Chg Dt ChaMo |Banker Eranch
GLOBAL EXCHANGE COMPANY Py |C 12818.00 4/19/2008 (003947 [KOTAK MAHINDR MURMBAI
*
Met At |
Expenze Head | |ﬂ
Save fis Hew ‘ ‘ ‘ Bt ‘ Clase ‘

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.

Click on “"New” button to add a new record in the screen.

Book Name: Select the Bank name from which want to take the bank receipt.
Entry Type: Entry Type Will be Automatically loaded.

Voucher No: It is auto generated by the system.

Date: Enter the Date of the bank payment and it is mandatory.

Accounts:

Select the Account Name for bank receipt by clicking on the Account Name column or
pressing space bar, Enter Dr/Cr effect for the line, Enter the Amount of the bank receipt,
enter the Narration as required and Select the Tax Applicable Yes/No for the transaction.
As soon as Enter the Tax Applicable you will be taken to Tab2 of the screen where you
have define the Tax applicable as shown below.
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Once required data has been entered go to “Tabl” or front screen, In “Tabl” or front
screen Net Amt field will shown the bank payment receipt and Expense head needs to be
selected as desired.

Finally when all the data has been properly entered, Save the Voucher by clicking on the
save button.

10.7 How to Make the Journal Voucher

Screen Path Transaction - Journal voucher
Screen Name Journal Voucher Book
Description

The screen is used to make the Journal Voucher.

Screen Display
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EL5 Jounnal Voucher Book
4 u 4 m
] Tab2|
Book Mame | |M|
Entry Type l_
Woucher Mo, 137
Dac EEEE
Accounts
Account Mame Dir/Cr | Amount M arration Desc. T ax Applic
MA. SATISHEUMAR . M. - 206 - 3134 8] 231.00  |A3648 Mo
MR PATODI-NITINME P-RATHORE - 205 - 3156 E 231.00  |A3670 Mo
*
Met smt. ,7
Expense Head | | M|
Hew | Edit | Delete | Locate | Save s Hew | | | Brint | Lloze |

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.

Click on “"New"” button to add a new record in the screen.

Book Name: Select the Journal Voucher Book for which you would like to make the
journal voucher.

Entry Type: Entry type Will be Automatically loaded.

Voucher No: It is auto generated by the system.

Date: Enter the Date of the bank payment and it is mandatory.

Accounts:

Select the Account Name for Journal Voucher by clicking on the Account Name column or
pressing space bar, Enter Dr/Cr effect for the line, Enter the Amount of the Journal
voucher, enter the Narration as required and Select the Tax Applicable Yes/No for the
transaction.

As soon as Enter the Tax Applicable you will be taken to Tab2 of the screen where you
have define the Tax applicable as shown below.
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Once required data has been entered go to “Tabl” or front screen, In “Tabl” or front
screen Net Amt field will shown the bank Journal Voucher Amount and Expense head
needs to be selected as desired.

Finally when all the data has been properly entered, Save the Voucher by clicking on the
save button.

10.8 How to Make the Petty Cash Payment

Screen Path Transaction - Petty Cash

Screen Name Petty Cash

Description

This used to record and make Petty Cash entry.

Screen Display
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ELS Petty Cash
Tab 1
Book Mame | |
Youcher Mo 5 Date m anne
oo MH Y
Petty Cazh Heads
Account Mame Amount M arration -
JRD PURCHASES | 100.00 ME BIMEL 33 KG ICE —]

zzz COMVEINCE

STAFFWELFARE EXPES

TELEPHOME CHARGES

FILING FEES [REG. OF COS.)
AC/REFRIGARETAR REP IMCL 12 530AT
SECURITY GUARD EXPEMSES

GLOEBAL EXCHAMGE COMPAMNY PWT. LTD.
ELECTRICAL RERAIRS

ATITHI TRAVEL

MOTOR CaR ExP [IMCL 12.5%WAT]
POSTAGE & COURIER

TELEPHOME RERPAIRS

DISH AMTEMMA SYSTEM

ELECTRICAL REPAIRS[IMCL 12.5%
EWMTEETAIMBERT E%PERCES -

T otal Amount |

Expenze Head | |ﬂ

[ [ o [ oo [ |_on [ oo | 50 || o |

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.

Click on "New"” button to add a new record in the screen.

Book Name: Select the Petty Cash Book in which you would like to pass petty cash entry.
Voucher No: It is auto generated by the system.
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Date: Enter the Date of the petty cash and it is mandatory.

Petty Cash Heads:

All the Petty cash accounts heads will be listed in the screen, you have to go to the
appropriate account code and enter the amount of the petty cash in the Amount Column
besides the account and also narration of the petty cash.

Total Amount will shown Petty Cash Amount, for this transaction and Expense head needs
to be selected as desired.

Finally when all the data has been properly entered, Save the Voucher by clicking on the
save button.

10.9 How to Record the Document sent/Receipt

Screen Path Transaction > Document Sent/Receipt

Screen Name Document Sent/Receipt

Description

The Document Sent Receipt is used to courier document.

Screen Display

ELS Document Sent/Receipt

Tab1

Sent/Receipt Thiu | | ﬁ|

Dat ECRIE
oo MM LR

Tupe W Sent [ Feceipt

Ref No. |REF MO 0002

Sales Invaice | | ﬂ|

Party Mame | |ﬂ

FRemark FROFESSIOMAL COURIERS FOR THE SALES INWVOICE TO THE
SERARSERARSOM

Hew | Edt | Delete | Ln:n::ate _________ Save fs Nem | | | Pt | Close |
PentaHMS Page - 78 - of 183

User Manual




PENTASOFT CONSULTANCY SERVCES
PentaHMS - User Manual

Effective Date | 22" September 2008 ‘ Version ‘ 1.0

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.

Click on “"New” button to add a new record in the screen.

Sent/Receipt Thru: Select the courier by clicking the search button.
Date: Date on which courier sent or received.

Type: Select the Type whether Sent or Receipt.

Ref No: Enter the Ref No given by the courier company.

Select the Party name and Sales Invoice if any.

Enter the Remarks as desired.

Finally when all the data has been properly entered, Save the entry by clicking on the
save button.

11. DEBIT/CREDIT NOTE

11.1 How to make the Credit Note (Products)

Screen Path Transaction - Debit/Credit Note -> Credit Note with
(Products)
Screen Name Credit Note

Description

This Document is used to make the Credit Note with Products.

Screen Display
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L3 Credit Mote

Credit Mote Books | |M|

Document No 000
Document Date | 27] 03[ 2008

oo MrM Haas

Party Mame | |E

Credit Days

Product Details
Froduct Batch Mo Gty L ocation Fate Walue  |E=p Db kg Dt

Product &mount Tauable &mount

Terms
Term Description At ar % Tax Walue Fiunning Amount
Saptak Liquar Sales

Other Ammounts
INTERMET LOBEY CI
Car Charges

Inwoice Amount

Degonption

[»

<

Dehit &/C | | i |

New ‘ ‘ ‘ Locate

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.

Click on “"New” button to add a new record in the screen.

Credit Note Book: Select the Credit Note Account for the credit note.
Documents No: Document No is auto Generated.
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Document Date: Date on which you like to make the credit note.
Party Name: Select the party name for whom you like to make the credit note.
Credit Days: Enter the Credit days allowed to the party for the credit note.

Product Details:

As the Credit note is with the products, so the Products against which credit note is issued
is to be selected in the product details.

Product: Select the Product from the list by clicking or Press space bar to get the list.

Qty: Enter the Qty of the credit note.

Location : Enter the Location from which the Qty is getting effected.

Rate: Enter the Rate for the Product.

Value: Value will be automatically calculated based on the Qty and Rate given.

Enter Expiry date and Manufacturing date if applicable.

When all the lines are entered for the credit note, you Product amount and Taxable
Amount will be shown the Product Amount.

Terms:
Enter the Appropriate Terms Amount or Percentage and Tax value against the Terms
Description listed in the Terms Grid.

The Invoice Amount will be Shown the Credit note Amount, enter the Description and
Select the appropriate Debit Account from the list given.

Finally when all the data has been properly entered, Save the Credit Note by clicking on
the save button.
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11.2 How to make the Credit Note

Screen Path Transaction > Debit/Credit Note - Credit Note
Screen Name Credit Note
Description

This Document is used to make the Credit Note

Screen Display

LS Credit Mote |Z| @Iﬁ__(l

Tab 1

Credit Mote Books | |

Document Mo ||:||:||:||:|1

Docurment D ate E

ulu] MM Y

Party M ame | | ik
Credit Days |
Product Amount | 0 T axable Amaunt |
Tems=
Temn Description Amt or % Tan Walue Bunning Amoumnk| -

Saptak Liguar Sales
Other Amounts

IMTERMET LOBBY CI
Car Charges

|nvoice Amount |

Dezcription
Diebit A/C | | ﬂ|
P T e T
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Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.

Click on “"New” button to add a new record in the screen.

Credit Note Book: Select the Credit Note Account for the account.

Documents No: Document No is auto Generated.

Document Date: Document Date is the date on which, you like to make the credit note.
Party Name: Select the party name for whom, you like to make the credit note.

Credit Days: Enter the Credit days allowed to the party for the credit note.

Product Amount: Enter the Credit Note Amount in the Product Amount.

Terms:
Enter the Appropriate Terms Amount or Percentage and Tax value against the Terms
Description listed in the Terms Grid.

The Invoice Amount will be Shown the Credit note Amount, enter the Description and
Select the appropriate Debit Account from the list given.

Finally when all the data has been properly entered, Save the Credit Note by clicking on
the save button.

11.3 How to make the Debit Note (Products)

Screen Path Transaction - Debit/Credit Note - Debit Note with
(Products)
Screen Name Debit Note

Description

This Document is used to make the Debit Note with Product

Screen Display
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ELS Debit Note

Tab1

Debit Note Books | | M|

Dacument Mo o000
Documert Date  [27] paf 2008

oo MM Y

Party Marne | |ﬂ
Credit Days

Product [ etails
Product Batch No Gty Location Fiate Walue |E=p Db rdfq Dt

Product &mmaunt n T axable Amaount

Terms
Term Description At or % Tax Walue Bunning Amount| -
Saptak Liquar Sales

Other Amounts
INTERMET LOBEY C
Car Charges ]

Invoice Amount

Drescription

Credit A/C [ | 4 |

| o |

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.
Click on “"New” button to add a new record in the screen.

Debit Note Book: Select the Debit Note Account for the account.

Documents No: Document No is auto Generated.

Document Date: Document Date is the date on which, you like to make the Debit Note.
Party Name: Select the party name for whom, you like to make the Debit Note.
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Credit Days: Enter the Credit days allowed to the party for the Debit Note.

Product Details:

As the Debit note is with the products, so the Products against which Debit note is issued
is to be selected in the product details.

Product: Select the Product from the list by clicking or Press space bar to get the list.

Qty: Enter the Qty of the Debit note.

Location: Enter the Location from which the Qty is getting effect.

Rate: Enter the Rate for the Product.

Value: Value will be automatically calculated based on the Qty and Rate given.

Enter Expiry date and Manufacturing date if applicable.

When all the lines are entered for the Debit note, you Product amount and Taxable
Amount will be shown the Product Amount.

Terms:
Enter the Appropriate Terms Amount or Percentage and Tax value against the Terms
Description listed in the Terms Grid.

The Invoice Amount will be Shown the Debit note Amount, enter the Description and
Select the appropriate Credit Account from the list given.

Finally when all the data has been properly entered, Save the Debit Note by clicking on
the save button.

11.4 How to make the Debit Note

Screen Path Transaction - Debit/Credit Note - Debit Note

Screen Name Debit Note

Description

This Document is used to make the Debit Note

Screen Display
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ELS Debit Mote

Tab 1

Debit Nate Books | | ﬁ|
Document Mo ||:||:||:||:|-|

oo MH Y

Party Mame | | %
Credit Days |
Product Amount | 10 T axable Amaunt |
Termsz
T erm Drescription Ak or % Tax " alue Bunning Amount| =

Saptak Liquar Sales
Otker Armounts
INTERMET LOBEY C(
Car Charges

[mwvoice Amount |

Dezcnption

Credit &/C | ik |

Hew LCloze

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.

Click on "New"” button to add a new record in the screen.
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Debit Note Book: Select the Debit Note Account for the account.

Documents No: Document No is auto Generated.

Document Date: Document Date is the date on which, you like to make the Debit Note.
Party Name: Select the party name for whom, you like to make the Debit Note.

Credit Days: Enter the Credit days allowed to the party for the Debit Note.

Product Amount: Enter the Debit Note amount in the Product Amount Field.

Terms:
Enter the Appropriate Terms Amount or Percentage and Tax value against the Terms
Description listed in the Terms Grid.

The Invoice Amount will be Shown the Debit Note Amount, enter the Description and
Select the appropriate Credit Account from the list given.

Finally when all the data has been properly entered, Save the Debit Note by clicking on
the save button.

11.5 How to make Outstanding Adjustment

Screen Path Transaction - Outstanding Adjustment

Screen Name Outstanding Adjustment

Description

This Document is used to make Outstanding Adjustment in the hotel.

Screen Display

PentaHMS Page - 87 - of 183
User Manual



PENTASOFT CONSULTANCY SERVCES
PentaHMS - User Manual

Effective Date | 22" September 2008 ‘ Version ‘ 1.0

Outstanding Adjustment X

Party Mame |MF|. MavvaksSUDHAMS)  SEKHAR - 307 - 1508
Tranzactions

T |DocDate Doc. Mo Duelate Arnount At Adjusted | Balance Am. Remark
M |C 5172008 (33643 5/M11./2008 4000.00 4000.00 .on

Sl 5122008 [A1934 5M2/2008 4000.00 .00 4000.00
K | »

Adjustrments

Id Drate Doc Mo. Adiuzsted Amt,
p |1 4000.4
*

Save ‘ Undo ‘ Close ‘

|4 3

Steps and Field Explanation

Party Name: Select the Party Name for the outstanding adjustment.

After selecting the party name click on the Show button then the system will display the
all the outstanding bills for the party.

In the Adjustment Grid, Enter the ID, date and Document no and adjustment amount.
Once required adjustment is done click on save button to “Save” transaction.

12. BANKRECONSILATION

12.1 How to do UNcleared Last year Cheque Details

Screen Path Transaction > Bank Reconciliation®> UNcleared Last Years
Cheque Details

Screen Name UNcleared Cheques
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Description

This Screen is used to clear the UNcleared Cheques of the last year.

Screen Display

LS Uncleared Cheques

Tab1
Eank Mamne | | i |
AL N ame | |ﬂ
Date
1]u] MM L
Ammauirt | 952
Choue Mo | 829757
Receipt/Pavment [~ Feceipt [ Payment
Fazz Date
oo MM WY

Nem | Edt | Delete | LucateE Save fis Mew | | | Pt | Lloze |

Steps and Field Explanation

Bank Name: Select the Bank name from the search provided.

A/C Name: Select the A/C name from search provided.

Enter the date for which the Cheques are to be cleared in the system.
Enter the Amount and cheque no which you like to clear.

Enter the Pass Date on which the cheque has been passed in the bank.

12.2 How to do Misc Receipt or Payment

Screen Path Transaction - Bank Reconciliation> Misc Receipt or
Payment
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Screen Name Misc Receipt or Payment
Description

This Screen is used to record the Misc Receipt or Payment.

Screen Display

ELS Misc. Receipt or Payment

Tat.ll

Eank Mame | | ﬂ|

Bank Date E

oo MM Y

Yaoucher Type | | % |

Amaunt | RN}
Cheque Mo |
Feceipt/Pavment [ Feceipt | Payment

o I R [ e [ 00 | o || o |

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.

Click on "New"” button to add a new record in the screen.

Bank Name: Select the Bank name from the clicking on the search button in which you
like to pass the record.

Bank Date: Enter the Date on which you like to make the entry.

Voucher Type: Select the Voucher Type from the clicking on the search button, for which
you like make, the entry.
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Enter the Amount and cheque no in the Amount and cheque no field respectively.
Receipt/Payment: Check the appropriate, check box from Receipt or payment.

Finally when all the data has been properly entered, Save the record by clicking on the
save button.

12.3 How to Check Cheque Pass Details

Screen Path Transaction - Bank Reconciliation> Cheque Pass Details.
Screen Name Cheque Pass Details
Description

This Screen is used to do Cheque Pass Details

Screen Display

t5 Cheque Pass Details

Bank Name | ﬂ Fram Date

oo MM R

ToDate

# Cheque ( PreviousVear Cheques © Miscellaneous ¢ Conbra Entry T Show
oucherMo VoucherD ate | ACH ame Chgo Receipt Payrent MetDebit MetCredit| tho_PazsDit| »
4/1/2008 SHREE SHEETLA CORPORATE SERWICE 830485 a1 13Azo0 an 1371200 410/2008
BP330487 41,2008 ACTIVE SaALES AGEMNCY 830487 a0 4825.00 aa 4825.00 4/24/2008
BPa3048a 41,2008 DaRSHaW DlaRy 830488 aa 539.00 aa 539.00 4/10/2008
BPE30489 41,2008 TELEPHOME CHARGES PalD 830425 aa 53200 aa 53200 4/7/2008
BRE342 41,/2008 GLOBAL EXCHAMGE COMPANY PVT. LTI 8842 1512.00 g 1512.00 .00 4/3/2008
BOE %154 CARD 08-09 107031 4815600 o0 4742554 o0 4342008
BR10703 4172008 B50.11 o0 4742554 o0 44342008
DISCENTRERMCHRRIERRRELD a0.35 oo 4742554 o0 44342008
BR70935 41/2008 MAS SIMPLES - 27/03/2008 792813 4454.00 oo 443400 .00 44542008
BR70933 4/1./2008 M5 SIFY LTD - 23/01./2008 7REB41E 15EE3.00 o0 186E3.00 .00 44542008
BR70939 41,2008 M/S SIFY TECHWOLOGIES LTD - 040142 758732 47500.00 oo 47500.00 .00 44542008
BR70945 41,2008 M/5 U.B.GROUP - 01/04,/2002 155118 4454 00 g 443400 .00 4/5/2008
BR70947 41,2008 MR VIMOD-R&WTHERAR - 2003 - 14252 BE2682 4000.00 i 4000.00 .00 4/5/2008
BR32639 4/2/2008 MR G M CSASTRY - 200 - 60 a 4830.00 . 430,00 .00 472008
BPE30493 4/2/2008 KINGS DISTRIBUTORS PYT LTD 830493 aa 270600 aa 2706.00 4/16/2008
BPE30494 4/2/2008 54l SAGAR VEGETABLE CO an 1805.00 an 180500 4/11/2008
BPE30495 4/2/2008 PEPSICO IMDIA HOLDIMGS PYT LTD 830495 an F30.00 an 730,00 412/2008 o
< | *

Search On Search For

Select the Field Mame to Search... ﬂ | Search Report Sawve Exit
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Steps and Field Explanation

Select the Bank name by clicking in the search button.
Enter the Date range for which you like to check the cheque pass details.
Select the appropriate from cheque, previous year Cheques, miscellaneous and contra

Click on the “Show” button to get the details of the Cheques according to the selection
criteria.
Once the checking is done, you can generate the report by clicking on the “Report” button.

The Bank reconciliation Statement will be generated as shown below.

HOTEL ATITHI

CANARA BANE, C/& 10165

BANK RECONCILATION STATEMENT AS ON: 31 Mar 2009

Bef Mo, Diate Accort Hatne Chy. o A pnonart
BANK BALAMCE AS PER. OUER. BANE BOOK 5728264.15 Dy
ADD

CHEQUE [SSUED BUT HOT YET PRESENTED FOR PAYTVENT

BP833005 401572008 USHA ART 233005 3500.00
BP333188 52003 K G M TRADERS 333188 2565.00
BP833379 513102008 WMAHAVIR FANG PHANDARFVT LTD 233379 10871.00
BP833410 Gfaf2002 R ¥V COMPUTEERS 233410 135000
BPBC-22 GI1272008 BANK CHARGES 101.00
BP333474 GI1472008 WMAHAVIR FANG PHANDARFVT LTD 233474 709.00
BPRC-26 GIR2002 BANK CHARGES 20.00
BP833529 GI20/2002 MAHAVIR RANG PHANDARFVT LTD 233529 20503.00
BPBC-27 612172008 BANK CHARGES 116.00
BP833376 GI252008 R ¥V COMPUTEERS 233376 4054.00
BRO09324 GI26/2002 SERVICE CHARGES 2225
BRO09326 GI2A62002 SERVICE TAX PAYMENTS 275
BP333381 GI2TI2008 ACTIVE SALES AGENCY 233381 482500
RPRI%AAQ AR SITRHLSH MMFRFR RIEAAT 1950 nn

12.4 How to Record Invoice G.R.N Entry

Screen Path Transaction - Invoice G.R.N Entry
Screen Name Invoice G.R.N. Entry

Description
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This Document is used to record the party G.R.N. no and date

Screen Display

ELS GRN Receipt Entry

Sales Book [54LES BOOK |44 |
InvoiceDate From | 01 04| 2008) To | 27| 09| 2008| [L Miew
Ihvoice Mo, [Invoice Date | Party Ihvoice Amt | Party GRM Mo, [ GRM Date -
p 41000 441872008 MR KURIAN-MATHAI - 702 - 4030.00 —]
A1001 4419/2008 MR HEGDE-RAMESH - 208 10177.00
A1002 4/21/2008 MR kUMAR-SHAILEMDER - 16E75.00
A1003 441872008 MR, G.PREMMNATH - 103 - B3 4100.00
A1004 4417/2008 MR RAJAMS 5 - 106 - 637 4293.00
A1005 441872008 MR RaJaGOPALRA] - 307 - 4670.00
A1006 441872008 MR GOELSHASHAME, - 309 - 4000.00
A1007 441872008 MRASMA AGARWALAMIT b - 4500.00
A1008 4/18/2008 MR BaVISHANEARMAD AN 4935.00
A1009 441972008 FAMILY-MR FAMATHP Y - 70 14095.00
A1010 4418/2008 MR PWEMUGOPAL - 306 - B2 4000.00
A101 441872008 MR BORKAR-AYINASH - 703 426E.00
Al012 4419/2008 DR T Y-SRIDHARDR G-BAL 11017.00
A1013 4417/2008 MR RASHIRAI-ELMIS - 502 - 4000.00
Al014 441872008 & FEMILYDR. M. C.-MOHA 499600
A1015 4418/2008 DR RAVIMDRAM-& FEMILY- 4500.00 A
Save Exit

Steps and Field Explanation

Sales Book: Select the Sales Book clicking on the search button.
Enter the Date Range of the Invoice for making the party grn no and grn date entry.

Once you click on the “View"” button the records will be loaded in the form as shown
above, now enter the appropriate Grn no and Grn Date besides the invoice no.

Finally when all the Required GRN No and Date has been updated, click on the “Save”
button to save the entry.

12.5 How to do Purchase Invoice Approval

Screen Path Transaction 2 Purchase Invoice A/C Approval
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Screen Name Purchase Invoice A/C Approval
Description

This screen is to approve the purchase vouchers.

Screen Display

EL5 GRN Receipt Entry

Purchase Book |F'LIF|EHASE BOOK, 2008 |,ﬁ |
InvoiceDate From | 01| 04] 2008 Ta | 27| 03] 2008] §
Ihvoice Mo, | Ibvoice Date | Parky Imvoice Amt [ Parto Bill Mo Bill Date P.l. Approved -
p 2167 B/27 /2008 DARSHAM DIARY 216.00 2167 BA27s2008 Y —
00255 Ti29/2008 FEPSICO IMDIA HOLDIMGS R 2257 .00 000255 Flaas200e |y
Q00327 5419/2008 FEPSICO IMDIA HOLDIMGS R 2108.00 000327 aA9/2008 |y
non3s4 84442008 FEPSICO IMDIA HOLDIMGS R 1527.00 000324 FAaseone |y
Q00687 8/9/2008 FEPSICO IMDIA HOLDIMGS R 1460.00 000887 ases2008 |y
oo0a1s 5429/2008 FEPSICO IMDIA HOLDIMGS R 1013.00 000815 B/29/2008 Y
00avy BM12/2008 FEPSICO IMDIA HOLDIMGS R 1691.00 000877 aAa1/2008 |y
00354 Bi20/2008 FEPSICO IMDIA HOLDIMGS R 34500 000354 aM18s2008 |y
Q01004 BA1B/2008 FEPSICO IMDIA HOLDIMGS R 94500 001 004 aAe/2008 |y
003 4418/2008 BALAKRISHNA RAMACHAND BO0.00 003 qq8/2008 |y
003368 B/4/2008 FEPSICO IMDIA HOLDIMGS R 1162.00 003368 G/ds2008 Y
04/086 4423/2008 FMULTILIME COMMUMNICATIO 16640.00 004/065 442302008 Y
0495 BATS2008 FINGS DISTRIBUTORS PYT 2338.00 00455 BAT2008 Y
0496 BATS2008 FINGS DISTRIBUTORS PYT T32.0000456 BAT2008 Y
n05a11 EA14/2008 FEPSICO IMDIA HOLDIMGS R 3404.00 005811 EA3/2008 |y
06401 B/1E/2008 PEPSICO IMDIA HOLDIMGS R 1080.00 008401 BAR2008 Y hd
Save Exit

Steps and Field Explanation

Purchase Book: Select the Sales Book clicking on the search button.
Enter the Date Range of the Purchase voucher which are suppose to be approved.

Once you click on the “View"” button the records will be loaded in the form as shown
above, now enter “Y” in the Approved column besides the purchase invoice which you like
to approve.

Finally when the required purchase vouchers are approved, click on save button to save
the entry.
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13 CASH

13.1 How to do Room Settling Bill

Screen Path Cash > Room Settling Bill
Screen Name Settling of Room Bill
Description

The Screen is used to do the settlement of the room bill

Screen Display

ELS Settling Of Room Bill

BilNo: [ |  Date [ 23] 09] 2003]  Time

BilDate [ | [ |BilTime: [ | R/CRate |
Room I:IName of Euest| Fxp CHEkOut I:I:I:I

Arrival Timel:l Arrival Date I:I:I:IEDIHDHH}' | |

Cancel
- - Dizcount On Food. ..
M arration Discount
| | |:| Dizcount On Tamif.__
Payment |Select ﬂ Special Discount_____.
Total Amount.____
E"C-[_:E“-"D Advance Adjusted.__.
Receipt Ho Amount Payable._.__

Cash Received

Steps and Field Explanation

Bill No: Enter the bill no which you like to settle.

Once you enter the bill no, all the details related to the bill will be loaded in the from.
Enter the Narration as desired.

Payment Type: Select the payment type from the selection list.
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Enter all the relevant detail are required.

Finally when all the details have been properly entered, then click on “Settled” button to
complete the settlement of the bill

13.2 How to do Settling Service Bill

Screen Path Cash > Service Settling Bill

Screen Name Settling of Service Bill

Description

The Screen Is used to do the Settlement of the Service Bills in the hotel.

Screen Display

X]

ELS Settling Of Service Bill

Bill For | | [#% Bill No : [ ]
BillDate [ [ [ | Bill Time: [ |

Room Mo Table Humber I:I Ho Of Persons I:I
Steward Initials | Waiter Number I:I

Marration | |

- 'Ji
Payment |Select ﬂTDtﬂ:_ :;:t[::::;f r::trT a ;

Met Payable Cancel

Cash Received

Steps and Field Explanation

Bill for: Select the bill for from the search provided.
Bill No: Enter the bill no for which you would like to make the settlement.

Once you enter the bill no, all the details related to the bill will be loaded in the from.
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Enter the Narration as desired.
Payment Type: Select the payment type from the selection list.
Enter all the relevant detail are required.

Finally when all the details have been properly entered, then click on “Settled” button to
complete the settlement of the bill

13.3 How to do Advance Details

Screen Path Cash - Advance Details

Screen Name Advance Details

Description

The Screen Is used to Settle the Service Bills

Screen Display
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ECS Advance Details

Advance Against |Eheckln j
Room Mo Check In No |

Guest Name|

Date [ 2] 0] 200c] Time (1125 | & Shift-1 [ Shift-2  ( Shift- 3

f+ LCaszh " Credit Card " Chegue

Cheque Date :I:l:l Cheque/Credit No |

Bank Hame | | Bank Branch | |

Heceipt Ho | | Advance Amount |:|

Total Advance Amount | Cancel |

Steps and Field Explanation

Advance Against: Select the advance against check IN or Reservation.

Room no: Enter the room no against which you like to take the advance.

Once you enter the room relevant details will be loaded automatically.

Select the Payment mode from Cash, Credit card and Cheque.

Enter the Cheque Date, Cheque/Credit card no, Bank name and bank branch as desired.

Receipt no will be loaded, enter the advance amount in the advance amount field.

Finally when all the details of the have been enter click on “Save” button to save the
record.

13.4 How to do Manual Bill
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Screen Path Cash -> Manual Bill

Screen Name Manual Bill
Description

The Screen Is used to make the manual bills

Screen Display

EC3 Manual Bill

Service Tupe l:l ik |

Bill Mo |7 Bill D ate E Tirne |—
Room Mumber | |'m G R

Check In Number li “wdaiber Mumber ,7 Table Humber |
NumOf Persons [ Steward Initials |

Permit Mumber li Tatal lign

Package Bil [~ ¥YES [~ MO

Bemarks | FPaost Expencesz [~

InterMet in Room [ YES [ NO

Hew ‘ ‘ ‘ Locate

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.
Click on “"New” button to add a new record in the screen.

Service Type: Select the service type by clicking on the search button provided.
Bill No: Bill no is auto generated from the system.

Bill Date: Default is today, but can be changed as required.

Room no: Select the room no by clicking on the search button, for which you like to make
the service bill.
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Enter the all the required details as desired, finally when all the details of the have been
enter click on “Save” button to save the record.

13.5 How to check Cash Summary

Screen Path Cash > Cash Summary
Screen Name Cash Summary
Description

The Screen Is used to check the cash summary in the hotel.

Screen Display

ECS Cash Summary

Date [ 23] 09] 20mg] ShRT™ Shit1 [T Skift2 [ Skit3 Time| 71123 Userld |4 dmin Openeing Bal 100.00
Selltlement Details
RecAft Bill Services Type Bill Mo Bill &mount | Prot Mode Settled Arnd
» 89 Conf
*
Cash | on Card | on Chege o B alance o
[ [ o | vt | son [ 0 | oo ||_sov |

Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.
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Click on “"New” button to add a new record in the screen.
Date: Date will be today’ date.

Select Shift for which you like to compute the cash summary.
Enter the opening balance.

Settlement details: Select the Settlement details as desired.

Finally when all the details of the have been enter click on “Save” button to save the
record.

13.6 How to do posting of service bill into cash book

Screen Path Cash > Posting of Service bill into cash book
Screen Name Posting The Service Bill
Description

The Screen is used for posting of the Service bill into cash book.

Screen Display

Posting The Service Bills [

Bil For | | E Bill No ; [ ]
Bilbate [ [ [ ] Bill Time : ]
Hoom Ma |—| T able Nurnber I:I Mo Of Perzons |:|
Steward Initials Waiter Number [ |
Marration | |
Total Annk 'With SerT ax
Less Discount Bill Settled |
Met Payable Cancel
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Steps and Field Explanation

Click on the “Locate” button to Edit/Modify the existing records, a browser will be
displayed, you can select appropriate data by entering and once desired data is shown,
Click on “Accept” button then the selected details will be loaded in the Screen.

To edit the selected data click on the “Edit” button the data now can be Edited/Modified.
Once the Required changes have been made Click on “Save” button to save the changes,
and to revert the changes by clicking on “Undo” button.

Close the screen by clicking on “Close” button after the completing the task.
Click on "New” button to add a new record in the screen.

Bill for: Select the bill for from the search provide.

Enter the required detail are desired.

Finally when all the details of the have been enter click on “Bill Settled” button to make
the settlement of the service bill.

14. MINITRY OF TOURISM REPORTS

14.1 Ministry of Tourism - Monthly Report

Report Path Ministry of Tourism -> Monthly Report

Report Name Monthly Report

Description

Monthly Report is needs to submit to Ministry of Tourism. Enter the date range From and TO
date for which you like to generate the report. Click on “View"” button to view the report.

Display
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ELS Ministry Of

Tourism

MINISTRY OF TOURISM

From D ate ToDate E

deon [ 27] oo 2008

. | Exit |

Output of Report

HA :2007-2008:104
27 September 2008

The Dy Director General (MR)
Department of Tourism

Gowt. of India

C-1 Hutments

Dalhousie Road

New Delhi- 110 001

Dear Sir:

Sub : Submission of Monthly Occupancy Data

We are submitting herewith monthly statistical returns on room occupancy in
the prescribed format for the month of January 2008

Thanking you.

Yours faithfully:
For HOTEL ATITHI
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14.2 Ministry of Tourism - Quaterly Data Form

Report Path Ministry of Tourism - Quaterly Data Form

Report Name Quaterly Data Entry Form

Description

Quaterly data entry form Report.

Enter the date range From and TO date for which you like to generate the report. Click on
“View” button to view the report.

Display
Quaterly Data Entry Form @
Period From 00a] Te m 2008
s On - 27| o9l 2008
................. UIEW EHIt ‘
Output of Report
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HA :2007-2008:104
27 September 2008

The Dy Director General (MR)
Department of Tourism

Gowt. of India

C-1 Hutments

Dalhousie Road

New Delhi - 110 001

Dear Sir:

Sub : Submission of Quarterly Data

We are submitting herewith quarterly data ( in the prescribed format ) for the
period from 01-07-2008 to 30-09-2008

Thanking you.

Yours faithfully:
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QUARTERLY DATA ENTRY FORM Period from  01/07/2008 to 30/09/2008
1. HOTEL INCOME : { Rupees in Lakhs)
A, Foom Sales 125131
B. Food / Beverage 8870949
. Banguets! Conference I Seminars © 2524766
0. Others : 1.31981

2. EMPLOYMENT :

A Managerial f Executive a6 Male MIL Female
B. Skilled Operators 12 Male MIL Female
. Unskilled Operators 45 Male MIL Female

3. TARIFF DETAILS :

A. Single Room Rs. 4000 American Plan
B. Doukle Raam : : R, 5800 American Plan
Rs. 4500 European Flan
. Suites ( 2 persons) : [23:3 6500 American Plan
Rs. 5500 European Plan
O. Deluxe Room : NIL

15. ENQUIRY

15.1 Airline

Report Path Reservation - Enquiry-> Airline
Report Name Airline Enquiry Details
Description

The Enquiry is to check the Airline Enquiry Details
Select Source and destination or Airline or day of week to check the airline status. Click on
Enquire to generate the output.
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Display

ELS Airline Enquiry Details

Source AMD | [AHMEDABAD |

i+ Destination

 Airline [Bom | [BOMBAY
Day OF
" The Week

Output of Report

BL5 AirLine Details

X

Souwrce Crestination Airline Days FirstClass Buisness TouClags
p |AHMEDABAD BOMBAY Ji 1234567 1] a a
AHMEDABAD BOMBAY Ji 1234567 a a a
AHMEDABAD BOMEBAY 14, 1234567 a a a
AHMEDABAD BOMEBAY 14, 1248 a a a
AHMEDABAD BOMBAY 14, 357 1] a a
AHMEDABAD BOMBAY 14, cia] 1] a a
AHMEDABAD BOMBAY Ji 1234567 1] a 2775
AHMEDABAD BOMBAY Ji 134567 1] 4235 2775
AHMEDABAD BOMBAY 14, 1234567 1] a 235
AHMEDABAD BOMBAY 14, 1234567 1] a 235
AHMEDABAD BOMBAY 124, 1234567 a a 2R35
AHMEDABAD BOMEBAY 14, 1234567 a a 2535
AHMEDABAD BOMEBAY 14, 1234567 a a 2835
AHMEDABAD BOMBAY 14, 1 1] a a
AHMEDABAD BOMBAY Ji 7 3995 5520 3995
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15.2 Daily Reservation

Report Path Reservation - Enquiry-> Daily Reservation

Report Name Airline Enquiry Details

Description

The Enquiry is to Check Daily Reservation.

Enter the date range From and TO date for which you like to generate the report. Click on
“View” button to view the report.

Display

DAILY RESERYATION E|
Tah1 ]

Fram D ate m

ul ] MM Y

Date To

oo ]yl Y

Report Seting | Wi | Cloze |

Output of Report
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ROOMRESERVATION REGISTER For fhe Period From 01 April 2008 To 29 5 epfember 2008

Reserva  |Reserv  [Payment Payment Company MoOfRo  |Room Guest Name Occupan CheckInDat CheckInTim | Check Out Dat CheckOutTi - | Retention Reservation
tion ed By Type hlode oms Mumber oy Type ) ) g me Required Status
rumber
722614 |Kiran DIRECT CASH ¥ PLUS 4 MR SINGLE 12/9/2008 1223 14872002 1200 Mo CF
SASHWVESHWY
ARA-
T4 | Kian DIRECT CASH W PLUS 4 MR RA - SINGLE 12842008 12k 12008 1200 Ho CF
722614 |Kiran DIRECT  |CASH ¥ PLUS 4 MR SINGLE | 12/9/2008 1323 |14//2008 1200 No CF
SURENDRA
M-
722614 |Kiran DIRECT CASH ¥ PLUS 4 MR SINGLE 12/9/2008 1223 14872002 1200 Mo CF
JANARDHAN
AN -
T2T051  [Hms DIRECT CASH hiS 1 OR SINGLE 10/5/2008 2140 11452002 1200 Mo CF
SYNGENTA MAHGALA,
-GOWEMKA
R
727227 |Anand DIRECT CASH R 4 MR WERMA  |SINGLE 26/5/2003 2300 (2062008 1200 Mo CF
CHBEWJICALS RA
727227 |Anand DIRECT CASH R 4 MR “ANOD SINGLE 26/5/2003 2300 (2062008 1200 Mo CF
CHBEWICALS PURI
727227 |Anand DIRECT CASH R 4 MR SINGLE 26402003 2300 (2/5/2008 1200 Mo CF
CHBEWICALS HARILAL -
727227 |Anand DIRECT CASH R 4 MR SINGLE 26/5/2003 2300 (2062008 1200 Mo CF
CHBEWICALS JOPSEPH -

15.3 Expected Check IN

Report Path Reservation - Enquiry-> Expected Check IN

Report Name Expected check IN

Description

The Enquiry is to check the Expected Check IN.
Enter the date on which you like to check the Expected check In details in the hotel, Click
on Enquire button to generate the report.

Display

ELS Enguiry - Arrivals

Check In Expected On :

EEED

Cancel |
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Output of Report

_

SiNo RESERVEND| GuestName GuestHame2 airline FLIGHTNO EXPCINTH EXPCOUTDT OCCUPANCY [RESYSTAT user
1200 CF
2

734576 MR ABHARAJ CHATTR. 972972008 SINGLE am:

734578 MR AJIT SRIVASTAVA | 09822039120 1608 9/29/2008 SINGLE CF Ram:
|3 734369 MR R -DEVNATHAN 1728 9/29/2008 SINGLE CF Amb

\ | >

15.4 Expected Check OUT

Report Path Reservation - Enquiry-> Expected Check OUT
Report Name Expected Check OUT
Description

The Enquiry is to check the Expected Check OUT.
Select the Date Range in between in you like to check the Expected Check OUT, Click on the
Enquire button to view the report.

Display

ELS Enguiry - Departures

Check Out Between :

2] o] 200 and [ 23] 0] 2009

Cancel |

Output of Report

PentaHMS Page - 110 - of 183
User Manual



PENTASOFT CONSULTANCY SERVCES
PentaHMS - User Manual

Effective Date | 22" September 2008 ‘ Version ‘ 1.0

ELS Guest Departures

ReserveNumber| ChecklnNumber| RoomMumber| GuestN ame InDate InTime DutD ate DCCUPANCY| Company -~
» EEE‘E‘ 5702 410 MR. RAJESH KALRA |8/27/2008 2102 972972008 DOUBLE M/5. VEDANTA o

763557075 702 410 MR._ ASIF MOHAMMAD |8/27/2008 2102 97292008 DOUBLE M/5. VEDANTA
303182482 5707 510 MR 5 SURESH 8/27/2008 2338 9/29/2008 SINGLE M/5. YEDANTA
339774548 5708 509 MR A SATISH 8/27/2008 2338 9/29/2008 SINGLE M/75 YEDANTA ]
773729383 5720 305 M5 AQIL -AZRA 8/27/2008 2300 9/29/2008 SINGLE M/5 LIONS CLUB
1] 5723 703 MR KEMAL -ERBIL 8/27/2008 2300 9/29/2008 SINGLE M/5 ATR CHEMICALS
1] 5724 704 MR ALPER -0ZDEMIR 8/27/2008 2300 9/29/2008 SINGLE M/5 ART CHEMICALS

| |56342542 5725 507 MR P _L _-CHOCKALIK8/28/2008 1400 9/29/2008 SINGLE M/5 VEDANTA
824226020 5726 501 MR RAMESH -PARIKH 8/28/2008 1400 9/29/2008 DOUBLE
824226020 5726 501 MR PARIKH 8/28/2008 1400 9/29/2008 DOUBLE
783345877 5727 307 M5 NEELAM -MATHAN 8/28/2008 1400 9/29/2008 SINGLE M/5 SESA GDA
673808216 5728 303 MR 5. K.-MANDAL |8/28/2008 1400 972972008 SINGLE M/5 GANNOM DUNKE
320124506 5729 201 $8 - 8/28/2008 1400 9/29/2008 DOUBLE
320124506 5729 201 M5 ABIRA -CHATTERJ 8/28/2008 1400 9/29/2008 DOUBLE
320124506 5729 201 sahish - 8/28/2008 1400 9/29/2008 DOUBLE

|| 795940696 5730 h02 MR COUNTO -N . 5 . N8/28/2008 1400 9/29/2008 SINGLE M/5 ALCON
412931799 5733 601 MR K._¥_-THOMAS |8/28/2008 1400 9/29/2008 SINGLE M/5 COCHIN 5TOCK E
112362503 5734 706 MR C . R . -KRISHNAN8/28/2008 1400 97292008 SINGLE
902721284 5735 504 MR N . -NAGESH 8/28/2008 1400 9/29/2008 SINGLE M/5 VYEDANTA
AONICITD E79C £o9 LMD C D jal 0 /530 /3000 1400 0530 FN00 CIMCIC MC LD COCOMCE W

EL5 Guest Departures

ChecklnMumber PAYMENTTYPE PAYMENTMODE| adyamount
p |BF02 DIRECT CASH 3000

15.5 Check IN Status

Report Path Reservation - Enquiry-> Check IN Status
Report Name Check IN Status
Description

The Enquiry is to check the Check IN Status of the guest.
Enter the data range between for which you like to check the Check IN status in the hotel,
Click on the Enquire button to view the report.

Display
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ELS Room Status

Check In Statuz Belween :

Output of Report

L5 Enguiry Room Status

RoomNumber| ChkinNo GuestN ame ExpClnDt IsRetention| PAYMENTTYPE ChkinSts| E Ok Glype
» 734369 MR R -DEYNATHAN |9/2872008 Mo DIRECT Mo 9/29/2008
734576 MR ABHARAJ CHATTR/ 9/28/2008 No DIRECT No 9/29/2008
734578 MR AJT SRIVASTAVA |9/28/2008 No DIRECT No 9/29/2008

15.6 Check OUT Status

Report Path Reservation 2 Enquiry> Check OUT status
Report Name Check OUT Status
Description

The Enquiry is to check the Check OUT Status in the Hotel.
Enter the Date Range between you would like to check the Check OUT Status in the hotel,

Click on the Enquire button to view the report.

Display
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EL5 Room Status ['. [{m] |r'$_(|
Check Dut Statuz Belween :
[ B[ 03[ 2008] and | 25 03] 2008
Enquire | Cancel
Output of Report
LS Enquiry Check Out Status E
Fioomid Guestame ActClnlit Retention| OutD ate PAYMEMNTTYPE ChkOutSts]
p (201 M5 ABIRA-CHATTERJ 8/28/2008 - 9/29,/2008 DIRECT i [a]
20 zahizh - 3/28/2008 /23,2003 DIRECT Mo
201 23 8/28/2008 9/29,/2008 DIRECT i [a]
303 MR S . K .-MAMDAL | 8/28/2008 9/23/2008 DIRECT Mo
305 S AQIL-AZRA 84272008 9/23/2008 DIRECT M
307 M5 MEELAM-MATHAR 8/28/2008 9/29,/2008 DIRECT i [a]
303 MA. DIMN DAvAL TODI 8/28/2008 9/23/2008 DIRECT Mo
308 MR, HaGAMALLS SAT 8/28/2008 9/23/2008 DIRECT Mo
410 MA. ASIFMOHAMBMAD | 8/27 /2008 9/29,/2008 DIRECT i [a]
410 MA. RAJESHEALRA | B/27/2008 9/23/2008 DIRECT Mo
i ME PbAESH PABIKE B,/78 /2008 9/20,/5008 DIEECT Bl

15.7 Room Status

Report Path

Reservation - Enquiry-> Room Status

Report Name

Room Status

Description

The Enquiry is to check the Room status in the hotel.
Enter the date range between to check the room availability, click on the Enquire button to
view the report.
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Display

ELS Enguiry - Room Status Z”Elb__q

Hoom Availability On
e N

Enguire | Cancel |

Output of Report

ELS Room Availability Status

D ate Roomz CheckOuts | Checklns
9/29/2003 EE 27 1]

15.8 Guest Details

Report Path Reservation - Enquiry-> Guest Details

Report Name Guest Details

Description
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The Enquiry is to check the Guest Details in the hotel.

Enter the Room No, the guest details in the room will be loaded, you can make the changes
as desired to the details.

Click on “"OK" once the activity is completed.

Display

LS Guest Details

*  Room Mumber Guest List[gg -
M5 ABIBA -CHATTERJEE
" Check In Date I:I:I:I satish -
M ationality | Occupation

Age Addreszs sijsi

Coming From | |

Leaving For | |

Payment Details
Deployment In india I:I Type

Amival In India I:I:l:l Mode
Duration OF Stay I:I Days | | |
Paszzport Detailz Advance Amount

Passport Humber Company
lzzued At | |

F 0K
el L[ [ ]

Output of Report

-NA-

15.9 Settling Bill Details (Room NO)
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Report Path Reservation - Enquiry-> Enquiry Bill Status > Settling Bill
Details (Room No)

Report Name Settling Bill Details(Room No)

Description

The Enquiry is to check bills as per the Room no.

Enter the Room No for which you like check all the Bills.

Enter the date range of the bills in Bill Date from and To fields, Once the dates are entered
the bills between the given date range will be loaded.

Click on “"OK"” button after completing the activity.

Display

ELS Settling Service Bill (Room Number)

* Room No Jill Date From: [ [ [ ] To |:|:|:|
C ChecklnNo[ | gy, {:hq /CRate] Bl Time {1157 |

Mame Of Guest |SS = Duration OF Staylzl Days

Arrival Timel:l.ﬁnival D ate I:l:l:l Company | |

Marration Total I:I Ok

Output of Report

-NA-
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15.10 Settling Bill Details (Sales Bill)

Report Path

Reservation - Enquiry-> Enquiry Bill Status > Settling Bill
Details (Sales Bill)

Report Name

Settling Bill Details (Sales Bill)

Description

The Enquiry is to check the bills in the hotel.
Enter the Bill No which you like to check, relevant details of the bill will be loaded.
Click on the “"OK” button after completing the activity.

Display

ELS Service Bill Details{Sales Bill No)

Check In Numher:I Room No I:I R / C Rate :I:I

Mame OF Guest |

buratiun Of Sta}'l:l Days

Company

Arrival Timel:lhni\ral D ate I:I:l:l

Dizcount I:ITutal Amuunt:I Ok |

Output of Report

-NA-

15.11 Room Bill
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Report Path Reservation - Enquiry-> Enquiry Bill Status - Room Bill
Report Name Room Bill

Description

The Enquiry is to check Room Bill.
Enter the Room No for which you like to check Bills.
Once you click on the proceed button a display screen will be displayed as shown below.

Click on “OK” button after completing the activity.

Display

ELS Bill Enguiry

Enguiry For

i* Staying In a Room
"' Checked Out

Room Mo Zﬂ1|
Check In Mo |:|

Bill For The Week

! Proceed ! Cancel |

Output of Report
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Arrival Time

~ ChecklnNo[ | R / C Rate| | Plan| |ManBil ]

Name DFf Guest | |Expected Check Dut date [ 23] 09] 2003

EL5 Room Bill Enquiry

"~ RBoom Mo I:I Bill No : I:IB“I Date E Bill Timﬂl:l

I:I Amiival Date E Company | |

Services | D ate | Amount | A
Room C... 28708/... 4000
Room C... 29/08/... 4000
Room C... 30/08/... 4000
Room C... 31/08/.. 4000
Room C... 01/709/... 4000
Room C... 02/09/... 4000
Room C... 03/709/... 4000
Boom C... 04709/... 4000 b

Harration

Baggage In

Food Disc % |:|Fuud Disc
Room To be Held till Check Out Time || Total Ok

|:| Advanced Adjusted

15.12 Bill Summary

Report Path

Reservation - Enquiry-> Enquiry Bill Status - Bill Summary

Report Name

Bill Summary

Description

The Enquiry is to check the Bill Summary.
Click on the View button to Generate the report.

Display

PentaHMS
User Manual

Page - 119 - of 183




PENTASOFT CONSULTANCY SERVCES
PentaHMS - User Manual

Effective Date | 22" September 2008 ‘ Version ‘ 1.0

ELS Bill Summary E”E|E|

Bill Details OF Cumrenly Staying Guest

Yiew Repart Setting Go Back |

Output of Report

BILL DETAILS FOR THE GUEST CURRENTLY STAYING IN THE ROOM DATE ar29/2008  TIME1206
Checkin Check Out Card Ho Of Pax Hationality
Date Time Date Time Hame Humber

Recept Ho  Advance Amount Bill Humber  Bill Date Bill Type  Bill Amount

Room Ho 201 Checkin Ho 5729 Total Amount{Weekly Bill) : 14000000 Total Weekly Bills 5
Hame 22 - /MS ABIRA -CHATTERJEE [ satish - f Company
MDA
B/282005 1400  9/29/2005 1200 AB368 82680003 F 126 203,00
36465 4.000.00 L3xz Wi2Ef2008 G.00
S29647 82852008 118.00
529653 Wi2Ef2008 Ta.00
Total Advance  : Current Amount Due 128,203.00

15.13 Night Audit Bill Summary

Report Path Reservation 2> Enquiry-> Enquiry Bill Status 2> Night Audit
Bill Summary
Report Name Night Audit Bill Summary.
Description
PentaHMS Page - 120 - of 183

User Manual



PENTASOFT CONSULTANCY SERVCES
PentaHMS - User Manual

Effective Date | 22" September 2008 ‘ Version ‘ 1.0
The Enquiry is to check the Night Audit Bill Summary.
Click on the View button to generate the report.
Display
EL3 Bill Summary (A|=] i§ |
Bill Details OF Currenly Staying Guest
Yiew Report Setting Go Back |
Output of Report
HOTEL ATITHI
MIGHT AUDIT BILL SUMMARY REFORT 0n /2952008 time 1208
ROOM [Taxt object] GUEST CHECK  EXP.CHK ADV BILL PENDING
MO TN MAME INDATE  QUTDATE AMOUNT AMOUNT A OUNT
20 5719 == - /M5 ABIRA-CHATTERJEE 852872008 Q2902008 4,000.00 128,202.00 124,203 .00
=atish -
207 5664 MR J. -CHAKRAWVORTY /MR 8/26/2008 Q2072026 4,000 00 136 634.00 132 634.00
RAJEEY RAHJAN
30 8739 s-Jg-JMR GOPICHAND - Q/25/2008 Q2025 19,200.00 19,200.00
303 8718 MR 5. K. -hMANDAL 872872008 Q29,2008 4,000.00 128,085.00 124,095 00
304 562 MR, SAHAMNI MUKESH 852472008 Q2902026 144,393 00 144,393 .00
3048 a720 5 AQIL-AZRA 872772008 Q372005 12.000.00 132.184.00 120,154.00
307 5717 ml5 MNEEL&A bl AT HANI 842872008 Q292008 4,000.00 128,000.00 124,000 .00
308 5738 MR, HAGAMALLS . SATISH 872872008 Q292008 Q,000.00 144,328.00 134,328 .00
EUMAR f ME. DIM DAYAL . TODI
4 5628 MR, K. MUKHARJ] 8F2752008 Q2002026 4.4500.00 132,000.00 127 50000
406 4687 MR. C. PRATAP 872772008 Q2020206 £,000.00 132,000.00 124,000.00

15.14 Last Status
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Report Path Reservation - Enquiry-> Last Status
Report Name Backup Status

Description

The Enquiry is to check the last status.
Enter the date as on for which you like to check the last status, Click on enquire button to

view the report.

Display

ELS Backup Status

Enquire ‘ Cancel ‘Hepartﬁetting

Output of Report
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HOTEL ATITHI

BackUn Stz

ServiceType Descrption Last Document
Number

LMD LAUNDRY L3312

BPRL BEAUTY PARLOUR

FiC FITHESS CEMTER

BESH BOOK SHOP K193

REST RESTALURAMNT R a6z

BAR BAR B G230

MISC MISCELLAMEOUS hd 1

CASH CASH

ACHNT ACCOUNTING

KITC EITCHEN

RESW RO0h 74631
RESERWATION

RS ROOm SERMWICE 52653

INWT INWENTOR™

LiC LOCAL CALLS

5TD 57D

COMF CONFEREMCE [ |

S Sl |@Unboundstring {String)

HET INTERHET

CHo Check In Number bt

15.15 Status Report

Report Path Reservation - Enquiry-> Status Report
Report Name Status of the HMS
Description

The Enquiry is to check the Status of the HMS.
Enter the Date Range for which you like to check the status of the HMS.
Click on the view button to view the report.

Display
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ECS STATUS OF THE HMS X
FROM | B 09 2008
.
VIEW ‘ EXIT ‘

Output of Report

-NA -

15.16 Updating Available Status

Report Path Reservation - Enquiry-> Updating Available Status

Report Name Updating Available Status

Description

The Screen is used to update the available status in the hotel.
Enter the Date range for which you like to do the updation.
Click on “update” button to update the status.

Display
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\ 1.0

ELS Wpdating Room Availahle

FromDate | [ | |
[x]u} Fr L
ToDate | | | |
[x]u} Fr L
Update

E it ‘

Output of Report

-NA-

16 HMS REPORTS

16.1 Report Daily Reservation

Report Path

Reservation - HMS- Report->Report Reservation Register

Report Name

Report Reservation Register

Description

The report is used to view the reservation in the hotel.
Enter the date range for which you like to generate the report.
Click on the View button to generate the report.

Display
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DAILY RESERYATION @
Tab1 ]

oo MM Y

ulu] HMH LRy

Fepart Seting | Wi | Cloze |

Output of Report

ROOMRESERVATION REGISTER For fhe Perod From 28 Avqust 2008 To 28 Auqust 2008

Resema  [Reserw  |Payment Payment Company MoOfRo Room GuestMame Occupan CheckInDat CheckInTim | CheckOut Dat Check0mtTi | Retention Resanation
tion ed By Type hlode oms Mumber oy Type ) ) g me Required Status
number
T33844 | fshok DIRECT CASH Self 1 MR SATISH SINGLE 28/8/2008 1200 20082002 1200 Mo CF
Ti0EE  |Ramds  |DIRECT CASH hé5. 1 MR, 5. SINGLE  |28f3/200% 2100 29/8/2008 1zo0 No CF
DELLIOT WENKAT AR
AhANAN
734105 |Dkson DIRECT CASH TATRA 1 MR SINGLE 28/8/2008 1500 20082002 1200 Mo CF
PACKE ASHTOSH
hMAHOHAR
734199 | Kiran DIRECT CASH Self 2 MR, ¥OKD SINGLE 28/8/2008 2030 20082002 1200 Mo CF
SUZUKI
734199 | Kiran DIRECT CASH Self 2 MR. GIRI SINGLE 28/8/2008 2030 20082002 1200 Mo CF
SUZUE]
734326 |fnand DIRECT CASH RELINCA 1 MR U SINGLE 28/8/2008 1300 20082002 1200 Mo CF
MUTTUKLUR
AR

16.2 Report Expected Check IN

Report Path Reservation > HMS- Report->Report Expected Check IN

Report Name Report Expected Check IN

Description

The Report view the expected check IN.
Enter the date for which you like to View the Expected Check IN.
Click on View button to generate the report.

Display
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EL3 EXPECTED CHECK IN

E=pected Check In For

View | Esit |

Output of Report

HOTEL ATITHI
LIST OF GUESTS CHECKING IN ON 2810972008
SrHo Reserve Ho Hame Oecocupancy Payment Details Advance Retention
Mode Type Received Confirme«
CONFIRMED RESERVATIONS
1 734576 MR ABHARA.) CHATTRAE SINGLE CASH DIRECT Mo
Flight Details 1200
Exp. ChkOut QF2952005 1200
Reserved by : WS WIDHY L - Reception Ramds R27200%
Remark 41662006 Company | PAS
2 734575 MR AT SRIVASTAY S SINGLE CASH DIRECT Mo
Flight Details 1802
14 Exp. ChkOut 972942008 1200
Reserved by : WS TARA, - Reception Ramdzs EIATA008
Remark Company WILAS AN SAMDHU
3 734369 MR R -DEVRMATHARM SINGLE CASH DIRECT Mo
Flight Details 1722
Exp. ChkOut 952942008 1200
Reserved by : MR MARCY - Reception Ak Ar21720028
Remark Company Self
16.3 Report Expected Check OUT
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Report Path Reservation - HMS- Report->Report Expected Check OUT
Report Name Report Expected Check OUT

Description

The Report is to view expected check OUT
Enter the Date on which you like to view the Expected check OUT.
Click on the View button to generate the report.

Display

EXPECTED CHECEK OUT X

Tabll

Expected Check Out Date From m 2008

oo MM Y

Wie | Cloze |

Repart Seting

Output of Report
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LIST OF GUEST CHEGKING QUT ON_the Date 20 5 epfember 2006
Room number Guest Mame CheckOutTime [ Payment Payment Adwvanced
Type hlode Received
201 == - 1200 DIRECT CASH 4000
M3 ABIRA-CHATTERJEE 1200 DIRECT CA5H 4000
satizh - 1200 DIRECT CA5H 4000
a0 MR 5. K. -hMANDAL 1200 DIRECT CA5H 4000
305 M3 ARl -AZRA 1200 DIRECT CA5H 12000
a0v % HEELA -hAAT HANI 1200 OIRECT CAsH 4000
08 MR, HAGAWALLS . SATISH 1200 OIRECT CAsH aooo
EUhAR
MR, OIM DAYAL . TODI 1200 DIRECT CA5H aooo
0 MR, RAJESH KALRA 1200 DIRECT CA5H aooo
MR, ASIF W OHAWRAD 1200 DIRECT CA5H aooo
A0 MR RAWESH -PARIEH 1200 DIRECT CASH
MR PARIEH 1200 DIRECT CASH
a0 MR COUNTO-MN.5.N. 1200 DIRECT CASH
L) MR N . -NAGESH 1200 DIRECT CA5H 000
a07 MR P . L. -CHOCEALINGA 1200 DIRECT CA5H 000
a04 MR A SATISH 1200 DIRECT CA5H 000
510 na DlOEoT U 000
&0 E: SISH:I.E-STHHDMAS !@Hﬂbuundm.':'.rﬂair.z (Numbberrg!r' 4000
]I MR C.P.-JAIN 1200 DIRECT CASH
GOg MR.NITIM PATODI 1200 DIRECT CA5H S500
MR. ROHIT. SME. A P SIMGH 1200 DIRECT CA5H S500
T MR KBWAL -ERBIL 1200 DIRECT CA5H 4000
Tod MR ALPER -0Z0BMIF 1200 DIRECT CA5H 4000
YOG MR C.FR.-KRISHMAN 1200 DIRECT CASH

16.4 Report Check IN Status

Report Path

Reservation > HMS- Report->Report Check IN Status

Report Name

Report Check IN Status

Description

The Report view the check IN Status
Enter the Date Range between you like to check the Check IN Status.
Click on view button to generate the report.

Display
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ECS Checklin Status Z”E|E|

Check In Statuz Belween :

Yiew | Exit | Heport Setting |

Output of Report

=-NA-

16.5 Report Check OUT Status

Report Path Reservation - HMS- Report->Report Check OUT Status

Report Name Report Check OUT Status

Description

The Report is to view the check OUT Status.
Enter the Date range between for which you like to view the Check OUT report.
Click on the View button to generate the report.

Display
CHECK DUT STATUS ]
..... TabT
Check Out Date From E 2008
[x]u} iy} Y
To [ %5] oo[ 2008
(x]n] M Y
Fepart Seting | WiE | Cloze |
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Output of Report

SHECK QUT REGISTER For the Pertod From 28 August 2008 To 28 Auqgust 2008

Check In  [Room MName Occupane: | Check In Chech CheckO |Check In Extra Paymerit Paymert Company Recepti | Credit Card Advane
MNumber Humber vy Type Date In Time | utTime |Type Bads Type tlode: on MNumber cd
Rezceiv
ed
8282008
717 oy MR DARSHAN SINGLE 2782008 2300 907 [wialk In DIRECT CASH hiis HI REL Fehok 4000
SHAH ELECTRONICS
Al 605 S AMSHUL SINGLE 26852002 1400 1686 [with DIRECT CASH Kiran 2000
-PANDEY Resendtion
ST06 0 MR J P PATHAK SINGLE ITHIZ00E 338 1020 |with DIRECT CASH DR REDDYS #shok 4000
Resenvation
8718 o7 MR ARUN SINGLE AT 2300 433 [Wialk In DIRECT CASH L Fshok 4000
KRIZHHAMURTHY
714 0z R MADHU 5 SINGLE IREE0E 2300 1613 [with DIRECT CASH hAis COCHIN Hazhok 4000
NAIR Reseniation SHIFYARD LTD
5704 104 MR, 5. KL RAT VAL SINGLE IFR002 16 023 Miith DIRECT CASH Self Kiran
Resenation

16.6 Report Room Status

Report Path Reservation > HMS- Report>Report Room Status
Report Name Report Room Status
Description

The Report is to view the Room Status.
Enter the Date on which you like to check the Room occupancy.
Click on View button to generate the report.

Display

ECS Room Status

Room Occupancy Chat For E

Yiew | E xit | Report Setting |
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Output of Report

HCOTEL ATITHI
Room Qccupgne Ghar For 280002008

| Foom number |l3heckln Mumber Guest Mame

(1}

102

103

104

105

106

107

108

109

10

2m i 5 ABIRA-CHATTERJEE
5729 =atish -
5719 =5 -

16.7 Coach Schedule

Report Path Reservation > HMS- Report->Coach Schedule

Report Name Coach Schedule Report

Description

The Report is to view the Coach Schedule.
Enter the Date on which you like to check the Coach Delivery Status.
Click on the View button to generate the report.

Display
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ECS Coach Details

Coach Delivery Status For E 2008

Yiew Exit | Fepart Setting |

Output of Report

FEX

HOTEL ATITHI

Cogch Dafiverny Dofails On 20082008

| Room number |GuestName

|ﬁir Line

Flight Mumber

Tirme

Coach For

ME bW -SHENOY IC G20 2200 Aival
MR MOHD-FAROOK HUSSAIN 1200 Perival
MR [@Unboundstring (String) | -ET 356 Gty Al

16.8 STD Status

Report Path

Reservation - HMS- Report-> STD Status

Report Name

STD Status

Description

The Report is to View the STD status.
Enter the Date range for the report.

Click on the View button to generate the report.

Display
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FEX

Period From

To

Yiew |

E
[ 5] 9 2008

Exit | Fepart Setting

Output of Report

HOTEL ATITHI

Lisf QfSTO Calls Befwean 200007 and 20072008

| Service Type |Da‘te | Time | ﬁrn-:nunt|
5TD 1 2008 g3 15.00
5TD 102302008 334 0.00
5TD 102302008 33 56.00
5TD 1232008 336 10.00
5TD 1232008 1500 G4.00
iTD 12302008 i) 35.00
3TD 12402008 a 33.00
5TD 124202008 1432 15.00
5TD 1z00e 2338 17.00
5TD 22008 2320 .00
5TD 2i2008 2320 10.00
5TD Fz00e 236 48.00
5TD A200g 228 281.00
iTD H200e 237 368.00
3TD Fz00E 138 45.00
5TD 4452008 2345 7.00
5TD 4452003 00 T.00

16.9 Cancelled Reservation

Report Path

Reservation > HMS- Report-> Cancelled Reservation
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Report Name Cancelled Reservation
Description

The report is to check the cancelled reservation by Cancel date wise and booking date wise.
Check the desired check box between cancelled date wise and booking date wise
Click on view button to generate the report.

Display

ELS cancelled Booking

Lizt OF Cancelization

i+ Cancel Date Wize " Booking Date Wize
EEES
View | E xit | Report Setting

Output of Report

HOTEL ATITHI
List OF Cancelizabion on ZE0608
Reserve  |Mumber |Bxpected In CancelledMame CancelDate Cance |ContactMumber Canceldone By Remarks
Mumber of Date ITime
Rooms
733344 |1 |3ﬁ_-srznns MR SATISH - SATI2003 | 357 | . |

16.10 Company wise Check IN

Report Path Reservation - HMS- Report-> Company wise Check IN

Report Name Company wise Check IN

Description
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List of Guest from the company

Select the Company from the search provided.
Enter the dates for the report.

Click on the view button to generate the report.

Display

X]

ELS |ist Of Guests from the Company

Company | H
Period From E To E

oo MM Y oo MM Y

Yiew | Cloze | Report Setting |

Output of Report

=-NA-

16.10 Airline Bill Register

Report Path Reservation - HMS- Report-> Airline Bill Register

Report Name Airline Bill Register

Description

The Report is used to view the Airline Bill Details.

Select the company from the search provided for which you like to view the report.

Enter the date range between.
Click on the view button to generate the report.

Display
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Air Line Bill Report EI
Tab1 |
Customer Mame | |ﬂ

Drate Fram m

ul ] MM Y

DsieTo [ 2a[ oo[ 2008

oo ]yl Y

Report Seting Wi | Cloze |

Output of Report

=-NA-

16.11 Car Bill Register

Report Path Reservation > HMS- Report-> Car Bill Register
Report Name Car Bill Register
Description

The Report is used to view the Car Bill Details.

Select the company from the search provided for which you like to view the report.
Enter the date range between.

Click on the view button to generate the report.

Display

PentaHMS Page - 137 - of 183
User Manual



PENTASOFT CONSULTANCY SERVCES
PentaHMS - User Manual

........................

Output of Report

Effective Date | 22" September 2008 ‘ Version ‘ 1.0
Car Bill Report x|
Tab1 |
Customer M ame | | ﬂl
D ate Fram m 2008
oo M Y
[Date To E anna
1]u] MM R
Feport Seting | """ Wiew Cloze

=-NA-

17 REPORTS

17.1 Raw Materials

Report Path

Reports - Stock > Raw Material

Report Name Raw Material

Description

The report is used to check the Raw material stock in the hotel.

Select the product or group of the product for which you like to view the report.

Select the Location, if need to check stock for a particular location.
Select whether report is required in Detail, Summary and Stock Day.
Select whether report is required for All, Available and non available.

Click on the view button to generate the report as per the selection criteria provided.

Display
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* Products

Party M ame

D ate

Al

" Group 1 " Group 2 " Group 3 " Group 4

Froduct Mame | ﬂ
Location Mame | ﬂ

| |

oo MM Y oo ]yl vy

" Detail f* Summary " Stock Days

Stock Summary Type

G Avalable Mot Available HepnrtSetting| ey | Do |

Raw Material Stock X

Product & Groups

Output of Report

HOTEL ATITHI
Product 5 fock Summan: R eporf From 0102008 To 30082008
| Product |Pr0d. Code | Open Dty| Recpt Dtyl (==Y Dnrl Close Dn,r| Rate| “wilue |Un'rt |
EXPORT LOCATION
| ALMOND FLAKES |ALF | | 1| | 1| | | |
1 1
HOLISE KEEPING
LAUNDERY CHGS LNCH 19 ]
HOUSE KEEPING EXP HE 20478 20478
WHITE FLOOR CLEANER WHC 1800 1300
GEMERAL REPAIRS & GRh 2 B
hAAINT EHANCE
FURNITURE REP. FUM REP 176 176
HEWS PAPER HP 1 1
TISSUE PARERS TR 40000 40000
PLYWA00DSWENEER ETC PLY H B
WELDING o A B
ELECTRICAL REFAIRS ELREP 5 [
PACKING ITEW [ 1 1
FAHCY MACH-BOXES S FhiB 7200 7200
LiguiD $04P Las 1935 1905
PRINTING & STATIONARY PasT i [
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17.2 Stock Value

Report Path

Reports - Stock - Stock value

Report Name

Stock

Description

This report will give you the stock value product wise and location wise.

Select the products for which you like to view the report.

Select the location if report is required for particular location.

Enter the date As on which you like to check the stock value.

Select the desired pricing strategy given.

Click on view button to generate the report as per the selection criteria provided.

Display

Finish Product Stock

Product Mame |

|
ELED

oo MM LRy

==

Location

Az On

" Max Retail Price " Trade Price (" Bank Price

(" Cost Price User Inputed @ Cost Price Systemn Generated

Repart Sefting | Wi | Cloze |

Output of Report
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HOTEL ATITHI
o fock VW aluaiion
Product Code Product Desc, Batch Quartity Location Rate ‘walue
Mo.

AHC. 5P HING POWDER 22.00 KICHEN 120,85 265870
R RoAirs 49600 KICHEN 21.00 10416 .00
Tad TAIMAHAL TEA BAG 425 KICHEN 11308 450 .45
CHROH 100 CHAHARMASALAKMDH 100 10,00 KICHEN .44 440
WG S WINH GARLIC CHILLY SAUCE 25.00 KICHEN 2560 fi40 .00
AZUCAN AECAN 0.25 KICHEN 7428 18.57
By BISLERI WiisT ER 419.00 KICHEN 86.90 364110
KMP KALI WIRI POWDER 2.25 KICHEN 200 .46 471,29
A AROMAT SEASONING G000 KICHEN 125.00 740000
SHEW SHEW (B) £.00 KICHEN 32400 164.50
5T BR STRAIWBERRY BR 9.00 KICHEN 228.00 214200
NLIC HOGA LIME JUCE CORDIAL 2.00 KICHEN 43 06 8792
AZID ASID 24.00 KICHEN 3065 736 60
WALATE MILE WJATAMILE 42.00 KICHEN 30,50 1454.00
ME0 MONARCH SALan OIL A6.00 KICHEM 115 85 Fi457 GO
hi P MIXED FICKLE 1700.00 KICHEN 1.40 2380.00
GP GREEM PEAS B14.00 KICHEN 40 78 30564.02
P NiAFFER POTATOS T12.00 KICHEN 1572 11193 fid
IR AR EX 92.00 KICHEN &77.08 £3091 36
5% MK 074 SAUCE 11.00 KICHEN 2576 283 .36
TD TUWERDAL 950.00 KICHEN 4540 43130.00
HRLC HARSON RED CHERRIES 24.00 KICHEN 75.21 180504

17.3 Restaurant Sales register

Report Path

Reports > Register »> Restaurant Sales Register

Report Name

Restaurant Sales Register

Description

This is report used to generate the total sales done in the hotel.
Enter the date range between you like to generate the report.
Click on view button to generate the report.

Display

PentaHMS
User Manual

Page - 141 - of 183



PENTASOFT CONSULTANCY SERVCES
PentaHMS - User Manual

Effective Date | 22" September 2008 ‘ Version ‘ 1.0

ELS Restaurent Sales Register P§|

Document Date From

To

Yiew

EEED

ul] MH ey

EEEE

ul] MH ey

Exit

Output of Report

HOTEL ATITHL RESTAURANT SALES RECISTER
Services
Serv Type Bill Numbe: Total Amount Cash / Credi Chargahle Packa SettleMent Date Room No CheckIn Number Room Bill Mumbe
LNDY L3312 600 6.00 N 201 5719 A6388
Total : 600 600 +++  Total *++
Ri§ SI9653 T9.00 To.00 N 01 5TIR A63EE
Total : o T e Total *++

17.4 Customers Checked OUT

Report Path

Reports - Register - Customers Checked OUT

Report Name

Customers Checked OUT

Description

The Report is used to check the customers check OUT from the hotel.

Enter the Date on which you like check the customers Check OUT from the hotel.

Click on the view button to generate the report.

Display
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EL3 Customers Checked Out X
Customer Checked Out For E EDDH
oo Fr L
View | Exit |

Output of Report
HOTEL ATITHI REPORT OF CUSTOMERS CHECKED OUT FO $/28/2008

BEill No Room No Check In No Date Total Discount  Advance Settled
-Type Occupancy Pkeo.Et Ext.Bed Amount Amount Amount

AG24S 504 5547 /28,2008 12.000.00 20,000.00

Final Sinele APS

Lol = = Lleciel ) 13.500.00 27.000.00 Self
Fmal Double EPD

AG293 G0s 5646 8/28/2008 12.000.00 £,000.00

Final Sinele APS

AG300 205 5653 2/23/2008 8.060.00 T
Final Single APS

— e e L Lleciel L) $,030.00 4,000.00 KEITHLEY
Final Sinele APS

G = e L Lteiel $,195.00 8,000.00 M/S MICRO FINISH
17.5 Customers Checked IN

Report Path Reports - Register - Customer Checked IN

Report Name Customers Checked IN
Description

The Report is used to check the customers check IN.

Enter the Date on which you like check the customers Check IN.

Click on the view button to generate the report.

Display
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LS Customers Checked In &|

Customer Checked In On E

oo ]yl Y

View | Exit |

Output of Report

HOTEL ATITHI LIST OF CUSTOMERS CHECEED IN O 8/28/2008
Check In - i Fxpected Out B Advance Check
No InTime GuesiType Ocuupanc Room NoNoe OfPax Exira Bed Name OfThe Guest Company “heckout Date Time Bill No Rec No 5 Out
ETIE 1400 With SINGLE 207 1 ME P.L M'S VEDANTA 9/30/2008 1200 A63T2 36472  8,000.00
Reservation ~CHOCKALINGARM
5726 1400 With DOUBLE £01 2 ME 9/30/2008 1200 A6373
Reszervation RAMFSH-PARTKH
/ME PARIKH /
ET27 1400 With SINGLE 307 1 M5 M'S SESA GOA 9/30/2008 1200 As3T4 36465 4,000.00
Reservation NEELAM-MATHANI
!
5718 1400 With SINGLE 303 1 ME 5.K.-MANDAL M5 GANNON 9/30/2008 1200 A63TE 36466  4,000.00
Reservation ! DUNEKERLEY & CO.
LID
5719 1400 With DOUBLE 01 1 zz- NS 9/30/2008 1200 A638% 36468  4,000.00
Reservation ABIRA-CHATTERJE
E jzatizh - |
17.6 Guest in Room at
Report Path Reports - Register > Guest In Room at
Report Name Guest in Room at
Description

This report is used to display the Guest in the rooms on the date specified.
Enter the date on which you like to check the guest in rooms at.
Click on view button to generate the report.

Display
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B3 | ist Guest In Room

Guest In Room Az At

Yiew |

(23] o] 2008

oo lyl Y

Exit |

3

Output of Report

HOTEL ATITHI

Expected
Check In Date

In

Time

Expected

Checkoui Date Time

Qut

Rec Ne

Advance

Amoun Bill No

101

102

103

104

106

107

201

LIST OF GUEST IN ROOM AS A 8/28/2008
Check In
Room NoGuesiType No Name Of The Guest Ocuupanc, Exira Bed Company
Witk 5712 ME SAMALETUMAR / SINGLE 2 ATOTECH
Reserration
Witk 5715 ME C ETHOMAS / SINGLE LS COCHIN SHIP VAR
Reserration LTI
Witk 5T14 ME MADHTS HAR S SINGLE L2 COCHIN SHIPWARD
Reserration LTI
Witk 5T04 ME.S.EEATVALS SINGLE Self
Eesermation
Witk AT03 ME.PAREREE- / SINGLE Self
Eesermation
Walk B 5718 ME SINGLE L
ARUNERIEHHANMURTH
T
With, 5681 ME.P.5.CEASHINATH SINGLE Sl
Eecermation !

17.7 Domestic Register

82742008

82742008

82742008

82742008

82742008

82742008

20272008

2338

2300

2300

2116

2116

2300

12z

842812008

842812008

842812008

842812008

842812008

842812008

872802008

812

249

1613

913

913

433

542

36456

36458

36460

36430

400000 AG3S9

AE362

400000 AS3G1

A5351

AE350

400000 AS3ES

400000 AG33E

Report Path

Reports - Register > Domestic Register

Report Name

Domestic Register

Description

Domestic Register report is a multi purpose report which contains multiple register in one
report. Domestic register can be viewed in details and as well as in summary format.

Select the whether report is required in Detail or summary.

Select the register type from the option as shown below.
Select the Book name and party name for which you like to generate the report.
Enter the Date range for the report.
Click on the view report to generate the report output.
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Display
ELS Domestic Registers E|

+ Detail

Reqzter Type

(* Sales Invoice ¢ S5Sales Return  Purch. Invoice

" Purch. Return ¢ Debit Hote " Credit Hote

" Summary

Book Name: |

Party Hame :|

oo

Dizplay
Product A/c

Doc Date From : m To:

&
¢

FH LR [u]u] MM L
Report . q
Setting ‘ ol 2 ‘

Output of Report

HCTEL ATITHI

Sales Reqister For e Period From 04042008 To 30042008

Doc. Mo Doc. Date  Party Name

FanfTelex
Charges

57D Charges LOCAL Call

Charges

Books
Periodicals

hizcellaneous
Sales

Heron
Charges

VPO
Fayments

Staff Tips

Laundry
Receipts

Car Charges

Total Amit.

A3 4272008 (2133
FARKHODNAZARDW -
202 - &

70.00

4281.00

ficin) 4272005 hiR MIMESH-SHAH -
706 - 12

Ta.00

4073.00

(] 4272005 hdiS INTAS PHARKA -
020472008

015,00

C2 4212005 MiS EPLAN SOFT
[WARE - D2/04/2008

504600

c3 4272005 hii'S MACE
INTERMAT IONAL -
0202008

1406 .00

55 4RR003 |M/S QUALITY FORUM
- 030452005

1672.00

A354 4202008 S
MAR IMAZYUZYUEINH
- 204 - 17

2000.00

17.8 Missing
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Report Path

Reports - Register - Missing Bill

Report Name

Missing Bill

Description

This is used to generate the list of missing bill in the system.
Enter the Date range for the report.
Click on the view report to generate the report output.

Display

ELS Missing Bills

Mizzing OF

o [ 30] 0o] 2000

oo MM Y oo MM Y

From

Yiew E xit
Output of Report
HOTEL ATITHI
Missing Bills Report For  22/02/2002 To 30/0%2002
EillNo EillDate FecAmt Final Amount Diff Party Name
Af245 Bi28/2008 0.00 12000.00 12,000.00 MR BHOGAL KULBIR SINGH
AB251 Bi28/2008 0.00 13500.00 13,500.00 MRS -MR AGARWAL -NISHITH
ABHZ93 2282008 0.00 12000.00 12,000.00 MS ANSHUL -FANDEY
AA300 BI2E(2008 0.00 a060.00 &060.00 MR S DAS GUPTA
AF306 Bi282008 0.00 g030.00 §,030,00 MR K RAGHUNATH RAO
AA308 BI282008 0.00 2195.00 819500 MR TILAK -VIKAMSHI
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17.9 Ledger Trail Balance

Report Path

Reports - Accounts - Ledger Trail Balance

Report Name

Ledger Trail Balance

Description

This is to generate the ledger for a particular debtor or trail balance of the hotel.

Display

edger,/Trial Balance

Fram Drate m To Date

Legger iellgeleoe « Al 7 General ¢ Debtors ¢ Creditors B T W

A0 Mame
Account Group

| ﬂ * Sid. " Month Surmmary

| | 84

+ [ Accourts

oo MM e

|<|4\ﬂ b M|

Date | Doc Mo. |

Particulars | M arration | Debit Amt. |

Credit Amt | Balance |

Output of Report
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edger/Trial Balance

From D ate ToDate m

Ledgers Trial Balance .
9 o Al General © Debtors ¢ Creditars ™ o WD o0 MM v

A/C Marne |

L)
A ceount Group | |ﬂ

s Al = Debtors ™ Creditors " Trangactions  {* Closing " Detail Show

¥ Sid. " Month Summary

Account Mame Opening | Drebit At | Credit &t | Closing | L
PaTHAIK, 2257.00 Dr 22657.00 D
VIVEE. 2865.00 28E5.00 Cr
SaTISH 2680.00 Dr 2680.00 D
SHASHIKANTH 3112.00 Dr 3112.00 D
RAMELIMAR £.00 Dr E.00 Dir
SINGH 5 2400.00 2400.00 Cr
PaSCaL 2835.00 2895.00 Cr 0
SRIKANTH 30,00 Dr 30.00 Dr
RAMESH K. 9592.00 Dr 9592.00 Dr
SHaMkAR 3100.00 3100.00 Cr
MATIONAL CEMTER FOR 38,
HAND ELIMAR ! I
GAURAY ELECWORKS 1280.00 1280.00
JOLLy TOURS & TRWLS 74786.00 74786.00 Cr
SHREE SHEETLA CORPOR 41134.00 14288.00 28000.00 54846.00 Cr
SalNaTH ELECTRIC wWOR 18794.00 18734.00 0.00 D
Sal aUDI0 WISUAL EQU 253807.00 29807.00 Cr
GLOBAL EXCHAMGE COMP 1174577.00 Dr 157760.00 136328.00 1136009.00 Lir
MEHTA TRADELIME. 50075.00 Or 50075.00 D
MULTILINE COMMLUNICAT 30200.00 28200.00 16640.00 18640.00 Cr
MaHAVIR RAMG BHANDAR 32740.00 32740.00 Cr
R L MHASEAR [MOHAN] £132.00 £192.00 0.00 Cir
ROT&RY CLUB OF FILMC 3803.00 Dr 3803.00 D
Sales Tax - Advance 250000.00 Dr 25000000 Dr
MOVA WEATHER WORKS & £992.00 £332.00 Cr v

ML AL CM T Onee e ArCroonn m ArCEn nn e

17.10 Cash/Bank Book Register

Report Path Reports - Accounts - Cash/Bank book register
Report Name Cash/Bank Book Register
Description

The report is Cash/Bank book report.

Display
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Cash/Bank Book
Repart Type
Fram 2008 * DayBook & Summary v DayBook
D © Book [w Surnrary
" Day Summar
o (o[ o[Em] | [ Dordumay
® imple Lizt
" Account Summary
" Payment Listing
[ Receipt Listing
" Orne Day
Bank/Cash Book | dh
Report Setting Wi Cloze ‘
Output of Report
Cash Book Detail
HOTEL ATITHI
GASH BOOK From 04Apr2008 To 304 pra003
TBeri “hucher Accourt Mame Ao Group Detailz Receipt Paymert Balanse
5 Mo
44172008
Opening Balance 2004661 .00 104661.00 Cr
HOT 1 PERMIT FEES RECEINVED OTHER RECEIPT$ MR SABASTIN PERMIT FEES 57100 S00.00 0416100 Cr
EL-
CR
HOT 32579 MR 5 -LAHIRI - 304 - 20 SUNDRY DEBTORS <4000.00 00161.00 Cr
EL-
CR
HOT 22681 MR K. 5 -PRAKASH - 405 - 25 SUNDRY DEBTORS 8000.00 2161.00 Cr
EL-
CR
HOT 32606 & MARINAZVUZYUKINH - 204 - 17 SUNDRY DEBTORS 8000.00 334161.00 Cr
EL-
CR
HOT 70012 LION PANEAS MEHT A- 01/04/2002 SUNDRY DEBTORS c1914 £382.00 3787700 Cr
EL-
CR
HOT 70813 MR C. WAWENKATESH - 501 - 15286 SUNDRY DEBTORS AIGITE £64.00 7810900 Cr
EL-
CR
HOT 70914 MR D. 5. PANDEY - 302 - 15261 SUNDRY DEBTORS AIBITE 3000.00 ATA109.00 Cr
EL-
CR

Cash Book Summary
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HOTEL ATITHI

CASH 800K Accoun? wise summany & rom 084 o008 T 3068 o008

Account Mame GrpMName Taot Receipts Taot Paymernts Mo Of Met Amount

Tran=zaction

=

Dektor's Ledger Surmary
& FBEWILYDOR. M. C SUNMDRY OEBTORS 4096 .00 1 4996.00 Cr
SMOHAN - 204 - 647
AhdfS MOTUEA 10000.00 1 10000.00 Cr
WIRESZCABLES UDAIPUR -
301 - 678
ShifS PRASADAND  CO. - G599 .00 1 6599.00 Cr
106 - 9
MR SURJEET-SIMGH - 603 - 10000.00 G200 2 9358.00 Cr
K
+1-MR ADIT VA OYA - TOH 24500.00 2 24500.00 Cr
- 441
+1MR PATIL-ME SATISH G692 .00 1 S692.00 Cr
hPATIL - 602 - GEO
+1-MF. b, C.RALAN - 106 - 4561.00 2 4561.00 Cr
425
+-ME PRAKASHPRABHU a000.00 1 a000.00 Cr
DESSA - 309 - 912
+-MFE PRAKASHPRABHU 40.00 1 40.00 Cr

17.11 Journal Voucher

Report Path

Reports - Accounts - Journal Voucher

Report Name

Journal voucher

Description

This report is used to check the journal vouchers in the hotel.

Display
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ELS Journal Youcher Book Report

Book : |

i [Date'Wize

Repart Tupe

i Woucher Mo Wise

v DayBook [ Summary

|
From Date To:

oo MM Y oo lyl Y

Yaucher Mo From Tao:

Report Setting ‘ Wi ‘ Exit ‘

x)

Output of Report

HOTEL ATITHI

Joumal Voucher Day Book Report £ rom 01042008 To 30042008

Oate Account Grp Hame Marration Diebit Credit
1
432008 MS. JVOTIBHADALRLA - 104 - 44 SUMDRY DERTORS 381 400000

MR. RV KATARE - 102 - 45 SUNDRY DEBTORS focor 4000.00

<000.00 4000 .00

10
02008 MR, K. KANESAHMER. PRASHANTH- - 809 SUMDRY DERTORS PETS 2424.00

-7

MR PRASHANTH- - 509 - 224 SUHORY DERTORS PETE 342400

343400

34a4.00

17.12 Registers

Report Path

Reports > Accounts > Register

Report Name

Register

Description

This report is used to generate the Register such as Day book, Account summary, Tax
summary and Product summary.

Enter the date range between you like to generate the report.
Select the Book name in the Transaction selection.
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Click on the view report to generate the report output.

Display

ELS Registers

% Date'wige [romDate ToDate

oo MM Laans oD (uly] Laans

X]

[~ DayBook [ &
[+ Account Summany

Tranzaction |PURCHASE BOOE, 20038 dh!| [ Tax Summany
[ Product Summary

Wiew | Cloze |

Output of Report

HOTEL ATITHI

FURCHASE BOOK 2008 From Date 01/04/2008 To 30/0452008

Account Summary

Frequency  Code Referencesidocount Head Debit Amaount Credit Amouri
(Rupess] (Rupees]

et Amourt

(Rupees)

General Ledger Summary

238 Sundry Creditors Cortrol 252 73855100 TIBSS1 .00 Cr
202 PURCHASE BOOK 2008 539516.00 539516.00 0
12 HEMZ2.5% HOUSEKEEPING EXPS IMCL @ 12.5% WA 13166.00 13 66.000¢
3 7115011 MOTOR CAR EXPEMZES 15642.00 15642 000

3 LCP LAUMDRY CHARGES PAID 38785.00 3978:35.000r

2 7011008 CROCKERY & CUTLERM{IMCLY 2. 5% A 1279500 12798.000

2 7011007 BOCOKIMAGS PURCH. (BK SHOP) 5841.00 5551.00 D

2 Ti12007 GEMERAL FEPAIRS & MAIMTENAMCE T50.00 750.00 D

2 T12016 ELECTRICAL REPAIRS(IMCL 12 5% 12465.00 12465.000r

2 Ts010 SECURITY GUARD EXPEMZES 2500000 23000.00 D¢

1 FOR HOUSE KEERIMG 4975.00 4975.00 D

1 HOUSEKEEPIMG & CLEAMIMG EXPENSES 2833500 25335.000

1 10 4001 FURMITURE & FIXTURES 22233.00 22239.00Dr

1 7011004 MEWSPAPERS PURCH. (ROOMS) 701.00 701.000r

1 7001017 HOUSEREERICLEAMIMNGIIMNCL 4350 AT 4992 .00 4992 .00 Dy

1 F112008 ELECTRICAL REPAIR 1280000 1280.000¢

1 F114007 BROADBAND COMMECTION CHGS PD g877.00 a7 7F.000r

1 7115035 PRIMT/STAT MERMIMCL 12 5% AT 83600 8736.00 D

Total 738551.00 73595100
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17.13 Month Wise Balance Sheet

Report Path Reports - Accounts - Final Account

Report Name Month Wise Balance Sheet

Description

This report is used to check the month wise profit and loss statement and cash flow.

Enter the date range between you like to generate the report.
Click on Profit and loss button to generate Profit and loss statement and Cash flow button

to generate the Cash flow statement.

Display

EL3 Final Account le

From Date 2008 Te

Cazh Flow ‘ E wit

Prafit &nd Loz

Output of Report

Profit & Loss statement

Expence Side

PentaHMS Page - 154 - of 183
User Manual



PENTASOFT CONSULTANCY SERVCES

PentaHMS - User Manual

Effective Date

22"Y September 2008

‘ Version

\ 1.0

HOTEL ATITHI : Provisional Profit & Loss Statement

EXPENSES P &L
OTHER EXPENSES

PETROL/DIESEL EXPENSES
HOUSE RENT - STAFF

TRAVEL SALES

TRAWVEL CASH 03-09

HOTEL SALES

SALES BOOK

EXTRABED CHGS
ROOMRENT

COMPOSITE ROOM REMT

Incomes Side

INCOMES

Add : Pending bills
Le== : Pending billz

TOTAL INCOMES

Cash Flow Statement

Ppriins hdarzoos

20,362.00
14,000.00

34.362.00

15,571.00

15,571.00

37 .400.00
1.554,600.00
5,051 ,500.00

G643 ,500.00

FebZOOg

Janzoog

DecZ007

HOTEL ATITHI : Provisional Profit & Loss Statement

Fpriing harzoos

500,720.00
245 976,00

251,744.00

251, 74400

FebZOD2

Janzong

Dec2o0y
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HOTEL ATITHI : CASH FLOW STATEMENT

Particulars

ADYANCE REVD FROM CUST
ADVANC ERECEIFT

LOANS GIYEN
STAFF LOANS

FDR=
FOR WITH CANARA BANK 0/ F)

CUSTOMER f CR CARD OUT
DINERS CARD 07-02
BOE VIS CAR D 0840

Sep2o0s AUg2o0s Julzoos Junzons

22223000 19,500.00 13,820.00
22223000 1950000 13.920.00

lulay2008 Aprzoogs  har2ooz

400000 6213400
400000 £2124.00

1100000 750000 13,3000 245000 65536200
11.000.00 FA00.00 1830000 2450000 E53,362.00
54000,000.00 TSO000000 100000000 4255826600

,000,000.00 7,500,000.00 0,000,000.002 858 ,296.00

32103800 S4AE000 62335400

2005400
IBEEE00 2005300

321.022.00 5462000 E23 36400 23350500 19.521.00

17.14 Balance Sheet

Feb2oos

Janzoos

Cec2007  MNow2007  Oct2007

Total

157 455 00
197 46600

65506200
EE3.0EZ.00

55,355,295 00

358 .296.00

22005400
17903200
41.022.00

Report Path

Reports - Accounts - Final Account-Balance Sheet

Report Name

Balance Sheet

Description

This report is used to generate Balance Sheet and Trading & Profit and loss A/c reports. The
reports can be generated in Vertical and Horizontal Format.

Select the Balance sheet type.
Select the Format of the report like balance sheet or Trading & profit and loss.
Enter the date range between you like to generate the report.
Click on Process button to process the request, once the request has been processed, now

can click desired the buttons provided below to view the report.

Display
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EL3 Final Accounts |._||_|r5_(|
BalanceSheet Type o
° Yerlical {* Harizontal
BalanceSheet Format Trad. Profit & Loss Afc
+ Wwitha /o " Wwithout &/ © i With A /¢ " Wwithout &/ ©

Clozing Date Az On: | 30 04| 2003 [ Prnt Last Year's Clozing in Repart
[x]u} F

M Laans

Clozing Stock Yalue l Partner's Capital Alc ]

Clozing Stock Mame Cloze Yalue

Process

LCloze

Output of Report

Bal. Sht Group:
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HOTEL ATITHI

GROUPING DETAILS FORMING PART OF BALANCE SHEET AS ON : 30-April 2008

Particulars Schdl 2008 - 09
Rupees
FIXED ASSETS 34348070
INVESTMENTS 43183798
GEMERAL'ADMINISTRATIVE EXPENSE 154827
CURRENT LIAEBILITIES (B478373)
SHARE CAPITAL (3300100)
OPERATING EXPENSES e
OFERATING RECEIPTS (8081773)
LOANS & ADVAMCES Bo883351
RESERVES & SURFLUS [52845263)
PROVISIONS (37818072)
OTHER INCOME (320559)
UNSECURED LOANS (B04035)
Balancesheet Details
HOTEL ATITHI
BALANCE SHEET AS ON : 30-April-2008
Particulars Schedule 2008 - 09
Rupees Rupees

ASSETS

ROTRAY CLUB FILM CITY 12/04/2008 26249

MR ¥ USUFBARMALME. PAGARMANISH - 208 - 12155 (5007

POPULAR ELECTRIC AMD EMG WORKS [343793)

S WD DIARA, - 2500152005 280

GEMERATION-3 285470

RA&GHABIR IMTERICRS (1836307

SIVIDHA, EMGINEERS IMDIS, PYT LTD E0959

PROWISION FOR FRIMGE BEMEFIT TAX A% 2007-08 (2110007

SEC DEPOSIT: SONY & ePSON 67500

SELF R5146 1000

SELF R4926 14749
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Balance Sheet Schedule

HOTEL ATITHI

SCHEDULE FORMING PART OF BALANCE SHEET AS ON : 30-April 2008

Particulars Schadl 2008 - 09
Rupees
FIXED ASSETS 34945070
INVESTMENTS 43163796
GENERAL/ADMINISTRATIVE EXPENSE 54827
CURRENT LIABILITIES (B47E373)
SHARE CAPITAL (9900 0
OFERATING EXPENSES 1171712
OPERATING RECEIPTS (8031775
LOANS & ADVAMCES 65353351
RESERVES & SURPLUS (52548263)
PROVISIONS (375180720

|SchdIDetIde_ttx.acname (Skring)

OTHER INCOME (320539)
UNSECURED LOANS (504035

Profit & Loss Statement
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HOTEL ATITHI
PROFIT & LOSS ACCOUNT AS ON : 30-April 2008
EXPENDITURE INCOMES
Particulars Sch 2008 - 09 Particulars Sch 2008 - 09
Rupees Rupees Rupees Rupees

ROTRAY CLUB FILM CITY 2664 ROTRAY CLUB FILM CITY [26583)
12M04/2008 12/04/2008
MR. YUSUFBARMALMR. (500 Wi T S5 o Sos
PAGARMAMISH - 206 - PAGARMARISH - 206 -
12155 12155
POPLLAR ELECTRIC AND (343793 S8 RS Y ELEf
ENG WORKS EMG WORKS
WS WOOD DLAN - - WIS WIDOD DML - [280)
e 2501 2008
CENERATION.S S GEMERATION-3 [2854700)

) R&GHLBIR INTERIORS 188630
RAGHABIR INTERIORS (186560) SUNVIDHA, ENGINEERS [Subreport:BalshtSidel - 01 |
SUVIDHA ENGINEERS 60959 DL BT LTD
INDLA PYT LTD PROVISION FOR FRINGE 211000
PROVISION FOR FRINGE (2110007 BEMEFIT TAX A4 % 2007-08
BEMEFIT TAX A% 2007-08 SEC DEPOSIT: SOMY & (67500)

17.15 Cost Center

Report Path Reports -> Accounts > Cost Center
Report Name Cost Center
Description

This report will display the cost center details as per the selection provided.

Display
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Cost Center

S}

Report Type

Fram Al {« By Account
oD M Y
" By Cost Center head

pta E

oo MH Y

Account Mame | ﬂ

Report Setting ‘ Wi LCloze ‘

....................................

Output of Report
-NA-

17.16 Interest Calculation

Report Path Reports - Accounts - Interest Calculation

Report Name Interest Calculation

Description

The Screen is used to calculate the interest.

Select the Account for which you like to calculate the interest.

After selecting the Account then click on the calculate Interest button to calculate the
interest.

Finally when the Calculation is completed, then click on the Save button to save the record.

Display
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“| A/ Caloulated List

Account Selection
Acc. Hame TDS5 Head [TDS % TDS Limit | Interest Open Bal [ Open Bal Net Interest| Total TDS |Dr # Cr
p |TDS RECELE ON | TDS 51 5000 105 250000 I
*
[4] | »
Period From | 01] 04] 2008] Te: | 31] 03[ 20038  Daps (360 385)[ 35 Jounal Book | 4 |
oo MM Y oo MM Y

Calculate Interest | | | |

Interest Calculation

Acc Name Tran Date | Tran.No |Particulars Pay / Rec|Days| Receipt Payment |Interest Rs |Dr £ Cr|l

Output of Report
-NA-

17.17 Bank Interest

Report Path Reports - Accounts - Bank Interest
Report Name Bank Interest
Description

This screen is used to calculate the Bank Interest.

Select the Bank name for which you like to calculate the interest.
Enter the date range between for calculation.

Enter the opening Bal and Interest Percentage as required.

Click on View/print button to view or print the report.

Display
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Fraom D ate

Balance

Report Setting

oo MM Y

Opening Bal.
[] for Drehit 500 |nterestfear 10

Effective Date | 22" September 2008 ‘ Version ‘ 1.0
Bank Interest Calculation X
Bank Name |CaNARA BANK, C/4 10165 4

ToDate

oo kM e

‘ "Wigw/Print ‘ Cloze ‘

Output of Report

HOTEL ATITHI

CAMARA BANK, G {0165-nferast Calculation From - 0401/2008 o - 30042006 RO - {0,

Bank Pass Dils Deposits Withdrawls Bank Balance DriCr Interest
Date

11412008 Opening 284400

Balance

11412008 254400 Dr nro
1ra/2008 2844.00 Dr nyo
1162008 254400 Dr nro
172008 2844.00 Dr n.7n
11812008 2544 00 Dr nro

17.18 Balance/Loan Confirmation

Report Path

Reports - Accounts - Balance Loan confirmation

Report Name

Balance Loan confirmation

Description

This report is used to check the balance loan confirmation.

Select the type of confirmation whether balance or loan.

Select the Account for which you like to generate the confirmation.
Enter the periods between for report generation.

Click on view button to generate the report.
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Display
Balance / Loan Confirmation
" Balance Confimation {+ Loan Canfirmation
A0 Mame | ﬂ|
Period From 2008)  To 2009
[x]u} [ ly] N oD MH Y
...... -Ivl- IEW E:':It ‘

Output of Report

NA

17.19 Maximum Loan Outstanding

Report Path Reports > Accounts - Maximum Loan Outstanding

Report Name Maximum loan Outstanding

Description

This report is to check the maximum loan outstanding.

Select the Account name for which you like to check the maximum loan amount.
Enter the date range for the report.

Click on the process button to process the records.

Once the records are processed, click on the view button to get the report.
Display
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Maximum Loan Outstanding

A/C Mame | %
Period From 2005 T | 30] 04 ENE] Process
[u]u] MM L oo MM Y ———————
LOAM LEDGERS TRAMNSACTION DETAILS
Farty Mame Doc.Mo. Doc.Date | Dr. Amt Cr. Amt. Calz [Yesd Ho)| Marra
[+] | :
b ax Loan Ami | [ Print Address
del bl LOAN OUTSTAMDING DETAILS
Farty Mame Loan Taken Loan Repaid | Sq. Off bdaw. Out

E5

Output of Report

=-NA-

17.20 Sale /Purchase more than

Report Path

Reports - Accounts - Sale/Purchase more than

Report Name

Sale/Purchase more than

Description

PentaHMS
User Manual

Page - 165 - of 183




PENTASOFT CONSULTANCY SERVCES
PentaHMS - User Manual

Effective Date | 22" September 2008 ‘ Version ‘ 1.0

This report is to check the sales or purchase more than the given value.
Select Sales or purchase to generate the report.

Select the Book Name from the search provided.

Select the Party Name from the search provided.

Select the Tax Name from the search provided.

Enter the Date Range between you like to view the report.

Select whether local or central or both.

Select report is required in detail or summary format.

Click on the view button to generate the report.

Display

ELS Sales Purchase More Than

v Sales ™ Purchase
Book MName | @4 v Local
Party Marne : | % Iv Central
Tax Mame : | o] _
Amount | f* Detailed
Greater Than " Summary
From Date 2008| TaDate 2003
oo MM Ly oD MM Y
Fieport Setting ‘ Wi Exit ‘
Output of Report
NA
17.21 Fringe Benefit Tax
Report Path Reports > Accounts - Fringe Benefit Tax

Report Name Fringe Benefit Tax

Description

This report is used to check the Fringe Benefit Tax computation in the desired period.
Enter the date range between for which you like to generate the report.
Click on the view button to generate the report.
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Display
Fringe Benefits Tax X
Tab1 |
From Crate m 2008 To Date 2008
[n]n] MM N (1]u] MM Y
Report Seting | CVew | oo |

Output of Report

Fringe Benefits Tax For e Pariod From 04 Aprl 2008 To 30 Auaust 2008

Perticulars

Amournit % of FB % of Tax on FB “ialue of FB “Aalue of Tax on FB

17.22 All Company Cash/ Bank Balance

Report Path

Reports - Accounts > All Company Cash/Bank balance

Report Name

All Company Cash/Bank Balance

Description

This report is used to generate the All company wide cash and Bank balances.
Enter the Date as on which report is required.

Select whether only Cash or Bank or both the reports are required.

Click on the View button to generate the report.

Display
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All Company Cash/Bank Balance X
ason | EI] 03] 2008 e
DD MM WYY v Bank
Fieport Setting ‘ Wit ‘ Cloze ‘

Output of Report

=-NA-

17.23 Advance Register

Report Path

Reports - Accounts - Advance Register

Report Name

Advance Register

Description

This report displays all the details of the advance.
Select the appropriate from Summary, Detail and Advance not utilized as desired.
Click on view button to generate the report.

Display
Advance Details ]
0 Summar_l.x " Detail I Adwvance not utilized
Wig Cloze

Output of Report
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HOTEL ATITHI
Advance Receipt Summary report
CARD CAEH Tntal

April 2003 2,284,820.00 1,248,044.00 4,533,964.00
August 2003 2,953 368.00 7894 600.00 3,747 ,968.00
dJuly 2003 3,556 630.00 510,250.00 4,466,880.00
Jurie 2003 32,182,602.00 1,165,4982.00 4,351,096.00
hofary 2003 3,500,345.00 1,288,930.00 4,789.275.00
Total 16.477.866.00 5.411,317.00 21.,889,183.00

Advance Detail

ADVANCE REGISTER

HOTEL ATITHI

Account Name

Advance Amount Advance Receipt No Receipt Date Receipt Type Voucher No

MR M -SRIMNWVAS- 508 - 29

FAMILY-DR YIVEKCHOUDHARY - 4

MR S -BALAKRISHMAN -

403 - 24

MR WIPIMN-GUPTA - 307 - 22
MR SAGAR-JEEVAMN BHOSALE - 2
WS AMITHA-VELKUR - 303- 19

MR P K .-PANDA - 503 -

28

MR M.R -PRAKASH-G10- 33

MR SULABH-GOEL- 609 - 32

MR ELDAD-CHERESHMIA - 702 - 34
MR KIMED HOOM - 708 - 15362

W3 SYOTIBHADAURIA - 104 - 44

Advance Not Utilized

&,000.00
19,000.00
&,000.00
8,000.00
4,000.00
8,000.00
4,000.00
4,000.00
4,000.00
8,000.00
4,000.00
&,000.00

32575
32584
32586
32588
32588
325490
32595
325497
325498
32598
32600
32603

4112008
41252008
4112008
412008
4112008
4112008
4112008
4112008
4112008
4r2r2008
41272008
41252008

CARD
CARD
CARD
CARD
CARD
CARD
CARD
CARD
CARD
CARD
CARD
CARD

32574
32584
32586
32588
325849
32540
32595
32597
32598
325949
32600
32603
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HOTEL ATITHI

Unutilized Advance Receipt Summary report

CARD CASH Tntal
April 2003 g,000.00 4,000.00 10,000.00
August 2008 27011200 66,000.00 336,112.00
duly 2002 120.00 o.oo 120.00
June 2002 19,879.00 0.00 19.879.00
by 2002 4,413.00 o.an 4,413.00
Total 300,524.00 70.,000.00 370,524.00

17.24 Outstanding Report

Report Path

Reports > Accounts - Outstanding-> Outstanding Report

Report Name

Outstanding Report

Description

The Outstanding report is used to check the Outstanding of the party and aging of the

outstanding balance can also checked from this report.

Enter the date As on up to which report needs to be generated.
Select the Report Type.

Select whether the report is for customer or for supplier.

Select the Party name.
Select Register from the search provided.
Click on view button to generate the report.

Display
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Outstandings X
Cutstanding Reportz Dptions ] Outstanding Ageing Flange ]
Repart Tupe
f* Outztanding
As on " Ageing Format 1
e " Ageing Format 2
[ Due Recards " Agening Summary
v Include On Account Data " Lesz/Mare than Three Maonth
" Reminder |'I_ Due Dayz |0
& Customer " Only On Account Details
" Supplier " Projected Outztanding
Select Group By
£ Lty Multiple Selected
" Group 1 G
" Group 2
" Group 3
" Group 4
f* Party Wize
R egister SALES BOOK o Y
R epaort Setting Wiew LCloze
Output of Report
NA
17.25 Month Wise Summary
Report Path Reports - Accounts - Tax Reports & Month Wise Summary
Report Name Month Wise Summary
Description

This report is used to generate the monthly summary reports.
Enter the date range between you like to generate the report.
Select report type from the option provided.

Select the Transaction from the search provided.

Click on the view report to generate the report output.
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Display

EL5 Tax Summary

r

Fraom D ate

ToDate

Tranzachan |

oo

ul ]

f+ [ietal Repork
m [ Product-tfize

X

................................

MM FYYE " Book Wize Summary
" Month YWize Surmmary

MM Y

Dizplay After T ax
Terms Amt.

Wi Cloze |

L)

Output of Report

Detail Report

HOTEL ATITHI
Vat Detail From 81042008 To 30042008

Local
Do, Date Accourt Mame
[1u]

Taxable
A100 15045200 MR KURLAN-ATHAL - T0F - & 27.00
A100 19004200 MR HEGDE-RAWMESH - 208 - G 1610.00
A100 21104200 MR KUhAR-SHAILENDER - S57.00
A100 1704200 MR RAJANS 5 - 106 - 637 26500
A100 1504200 MR RAIAGORALRAW - 307 - 6 SE2.00

Book Wise Summary
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HOTEL ATITHI
Vat Summary From 011:0472008 To 30042003
SALES BOCK
Taxable
Local 1060119 .00
Total 1060119 .00
Total 1060119 .00
Month Wise Summary
HOTEL ATITHI
Month wise Vat Summary From 01042008 To 30042008
mHead (Skring) SALES BOO
Taxahle
Local Apr-2008 1060119.00
Tatal 106011900
Total 106011900
Total 106011900
17.26 Product wise Tax
Report Path Reports - Accounts - Tax Report 2 Product Wise Tax
Report Name Product wise Tax
Description

This report is used to generate the product wise tax reports.
Enter the date range between you like to generate the report.
Select report type from the option provided.
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Select the Transaction from the search provided.
Click on the view report to generate the report output.

Display
EL5 Tax Summary Reports E'
¢ Date'wise  From Date m 2008|  ToDate m 2003
oo MM Ty oo [glnl Y
" Mumber Wize | To:
Tranzaction  |Multiple Selected ﬂ W Taw Summary
[w Product Group Surmmany
Wi | Cloze |
Output of Report
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HOTEL ATITHI

Product Group Wise Tax Summary From Date 01042008 To 30/04/2008

Group Mame TaxMame Taxable  Tax-% Local Tax  O.5.Tax Amt. Grand Total
Arnt. At [Rupees]) (R=.]
(Rupeesm IRupees1
KUHAL EHTERPRISES
10.2% SERVICE 930.00 10.20 100.95 1090.95
TAM
Register Total SreqTaxSum_TTs. Taxabledmt (Number)|  100.95 1090.93
PURCHASE BOOK 2008
100.00 100.00
PIC T 277033673 277033673
MAZAL A, P T 21258.25 21259.25
TAX FREE 1B635.50 16635.50
WAT @0 12.5% 20:890.00 1250 261125 23501 .25
Ok GAS & FLUEL
WAT @ 12.5% 75878065 1250 g24753.47
on
PURCHASES
PROWISIOMS WAT (E12.5% 234400 1250 2637.00
oM
PURCHASES
WAT @ 20% ON 22309327 20.00 26771185
LIGUER PURCH
WATEL% 53757209 400 21502 96 55907505
A SAL A, W TR % 4634515 400 185392 45202.07
PROVISIONS AT A% 759722 400 2702 59 70299.91
Register Total 4465956.89 26059 57 2611.25 463451218
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HOTEL ATITHI
Tax Summary From Date 01042008 To 30/04/2008
TaxMame Taxable Amt. Tax-3% Local Tax 05 Tax Amt. Grand Total
[Rupees At [Rupeesz]) (R=)
rRupessT
KUHAL ENTERPRISES
10.2% SERVICE TAX Q9000 1020 0.0a 10093 109095
a90.00 1 10093 109095
PURCHASE BOOK 2008
WAT i 12.5% OM TEM24 68 1250 0.0a 000 B57300.47
PURCHASES
MO TAX 279159595 0.00 0.0a 000 2791585 95
WATEd % 631517 46 4.00 2E059 .57 000 Grrary.os
TaX FREE 16635.50 0.00 0.0a 000 16635.50
WAT i@ 20% O LIGUER F2309327 2000 0.0a 000 267711 .95
PURCH
WAT D 12.5% OM GAS & 2089000 1250 0.0a 2611 .25 2350125
FUEL
100.00 10000
44E5956 39 2E050 .57 251125 453451218
VAT @ 12.5% OH GAS & FUEL
WAT @ 12.5% 0N GAS & 30130400 1250 0.0a ITET4 28 339068.28
FLEL
30139400 1 ITET4.25 33906525
Grand Total 47ES340 .39 2E050 .57 40386 .51 4974571 44

17.27 Party Wise Tax-Summary

Report Path

Reports > Accounts - Tax
summary

Report > Party Wise Tax

Report Name

Party wise Tax-Summary

Description

This report is used to generate the Party wise tax summary reports.
Enter the date range between you like to generate the report.
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Select report type from the option provided.

Select the Account Name from the search provided for which you like to generate the
report.

Select the Tax Name from the search provided for which you like to generate the report.
Click on the view report to generate the report output.

Display

oo MM Y

oo MM Y

Adc Mame | |ﬂ
Tax Mame | |ﬂ

Report Seting Wigw | Cloze |

Output of Report

WAT i 12 5% OM PURCHASES
ARCHANA SALES 553416 12.50 60177 4012500
#5HISH ENTERPRISES 1091.25 12.50 136,41 1228.00
BISLER| INTERNATIONAL PYT LTD £333.10 12.50 A 63 G
DARSHAN DIARY 32600 12.60 40800 465000
GLOBE MARKETING 1020000 12.50 1275.00 147500
GUJARAT MILE PRODUCTS LTD 1403600 12.50 1867 .00 J17F70.00
KaBaHl CROCKERY CENTRE 11376.00 12.50 1422.00 1279200
KAPOOR BEST KULFI 12132.00 12.50 1516.50 2730000
KINGS DISTRIBUTORS PWT LTD 662703 12.50 828.40 745500
MAHALEKM | ENTERPRISE 11702 .50 12.50 1462 .26 2437500
NISH ENTERPRISES 438432 12.50 52 0 432,00
PARAS REXINE HOUSE 19767 60 12.60 247095 22330 .00
PEPSICO INDLAHOLDINGS 4T LTD 4354.53 12.50 [@Unboundnumbers (Number
PRASHANT CATERERS 408 00 12.50 5100 450 .00
5 K AGENCIES &72.00 12.50 109,00 15220.00
5 K ENTERFRISES 3520.00 12.50 EEIRH] 4120.00
SARATU INVESTMENTS P4T LTD 6151.91 12.50 77274 1564200
SHAH PREWJI KARUBHA & CO 116.00 12.50 14.50 1447000
TECHNOSOFT ELC. PAT.LTD 742 .61 12.50 97.83 836,00
15381.57 25344400
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17.28 T.D.S. Reports

Report Path Reports > Accounts - T.D.S. Reports > Form16A

Report Name Form16A

Description

This option is used to print the Form16A for the party.
Select the Acc name for which you like to generate the report.
Click on view button to generate the report.

Display

ACC. hame : | ﬂ

Output of Report

=-NA-

17.29 Annexure Form 26

Report Path Reports - Accounts - T.D.S. Reports - Annexure Form26
Report Name Annexure Form 26
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Description

This Report is used to print the annexure of the TDS.

Select the TDS head for which you like to generate the Annexure.
Enter the Period between for annexure.

Click on the view report to generate the report output.

Display

Annexure ko Form 26 X

- : . Deductes Challan
O Aprex. Form 26 T.0.5 Paid Details ¢ Chast " & bt

OS5 Head: | ﬂ

Peiod Fram: To.
DD M Laas [x]u} (& (] WYY
____________________ vew || gose |

Output of Report

=-NA-

17.30 T.D.S. Payable/Paid Details

Report Path Reports 2> Accounts -> T.D.S. Reports -> T.D.S.
Payable/Paid Details

Report Name T.D.S Payable / Paid Details

Description

This is used to check the TDS payable and Paid details.

Select the appropriate from the Payable, Paid and Payable&paid.

Select the Acc name for which report needs to be generated.

T.D.S head: Select TDS head from the search provided.

Enter the Document date range for which you like to generate the report.
Click on view button to generate the report.

Display
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T.D.5 Payable / Paid Details
" Paid (" Payable & Paid
Ao, Mame: | %
T.0.5 Head: | 2
Doc. Date From: | 01| 04| 2008 Ta: | 30| 09| 2008
oo MM Ty oo FM Y
Repart Setting | Wigw ‘ LCloze
Output of Report
Payable:
HOTEL ATITHI
TS Pavatle Defails From 452008 To Q30708
Pocount Name Doz, Ma. Tran. Date Amount T.0.5 Per. T.0.5. Amt. Pawyable Amt
Payment OF Contractors & Sub-contractors
SHREE SHEETLA, CI 412008 14000 .00 2 060 28%.00 288.00
CORPORATE $ERVCE
Rl b FAN 1A P4z 422008 £152.00 2.060 127.00 127.00
SUKHANANDAN Pl41 422008 2823500 2060 58400 85400
BAGESHAR
RAda KANDII VA BIE1F ATR00G §224.00 2060 10%.00 10%.00
SUKHAMANDAN |@U'."|.:":f"'”'j5t””'5'1 (string}} 2841900 2060 52500 525 00
BAGESHWAR
SAIMATH ELEMORKS Jnaz 4042008 22500.00 2.060 46400 46400
SHREE SHEETLA PI5T 43042008 1400000 2060 285.00 288.00
Payable & Paid:
HOTEL ATITH
TO.5Payable And Paidd Delails Foa &FL7 006 To 93 07 006
AccowntHame Doc, Mo, Tran. Dae Amonn T.0ZPer. T.LZ Amt Fayabk ~m1 Fakl 2m1 Challar Ho. < hallan Dake EBank Detalk Eank < halkn Fakl Dok
No
Fayiment O FContractors 5 Subecontractors
FAJAH FANCWITA PlZ [t e G152.00 200 127 00 12700 17171900 12005
PEIS Wiaae S22400 200 102 00 [=xx) 17171900 12005
TP s [@UnboundDateTimel (DateTime)s g i
PIRF=22 BSOS TI4300 zioen 14700 147 o0 17171500 12001
P33 SE0E00E BIF00 200 123500 12500 17141900 12001
FI34 TH2aEE TSR0 200 Haoo 11900 17171900 12005
JUIEE TEE ETR00 00 10100 10100 17171900 12001
PIR =35 SRS SIS0 00 1z 1zo0 17171900 12001
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