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1. PRIMARY DATA 
 

1.1 How to Add a New Room 
 

 

Description 

 

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

room.  

 

Screen Display 

 

 
 

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. 

Screen Path Reservation ���� Master ����  Rooms 

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

like add in the hotel. 

� 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”. 

 

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 
 

 

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 

 

 
 

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. 

Screen Path Reservation ���� Master ����  Locations 

Screen Name Locations 
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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  
 

 

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 

 

 
 

Steps and Field Explanation 

 

Screen Path Reservation ���� Master ����  Client 

Screen Name Client 
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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. 

 

 

 

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 
 

 

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 

 

 

Screen Path Reservation ���� Master ����  Flight Schedular 

Screen Name Airline Schedular 
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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 
 

 

Description 

 

The charges code, Description with applicable amount of the charges involved in the hotel 

can be added, modified from the Charges details screen. 

 

Screen Path Reservation ���� Master ����  Charges 

Screen Name Charges Details 
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Screen Display 

 

 
 
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 
 

 

Description 

 

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

hotel. 

 

Screen Display 

 

 
 
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. 

 

Screen Path Reservation ���� Master ����  Plans 

Screen Name Plans Details 
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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 
 

 

Description 

 

The Car/Coach Hire charges screen is used to capture all the charges of the Air/Coach Hire 

Charges.  
Screen Display 

 

 

Screen Path Reservation ���� Master ����  Car/Coach Hire Charges 

Screen Name Car/Coach Hire Charges 
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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 
 

 

Description 

 

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

 
Screen Display 

 

 
 

Screen Path Reservation ���� Master ���� Airline 

Screen Name Airline Information 
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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  
 

 

Description 

 

City Names can be added modified from the city master. 

 

Screen Display 

 

 
 
Steps and Field Explanation 

 

Screen Path Reservation ���� Master ���� City 

Screen Name City Information 
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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 
 

 

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 

 

 
 

Screen Path Reservation ���� Master ���� Vehicle 

Screen Name Vehicle Information 
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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 
 

 

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 

 

 
 

Screen Path Reservation ���� Master ���� Tax 

Screen Name Tax Master 
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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 
 

 

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 

Screen Path Reservation ���� Master ���� Item Master 

Screen Name Item Master 
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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. 

� 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  
 

 

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 

 

 
 
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.  

Screen Path Reservation ���� Master ���� Banquet Menu 

Screen Name Banquet Menu 
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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 rate1 

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 
 

 

Description 

 

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

from the Tax group master. 

 

Screen Display 

 

 
 

Screen Path Reservation ���� Master ���� Tax Group 

Screen Name Tax Group 
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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 
 

 

Description 

 

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

 
Screen Display 

 

 
 

Steps and Field Explanation 

 

Screen Path Reservation ���� Master ���� Travel Type 

Screen Name Travel Type Details 
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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 
 

 

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 

 

 
 
Steps and Field Explanation 

 

Click on the “Locate” button to Edit/Modify the existing records, a search will be displayed, 

Screen Path Reservation ���� Master ���� Travel Location 

Screen Name Travelling Location Entry 
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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 
 

 

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 

 

Screen Path Reservation ���� Master ���� Conference 

Screen Name Conference Party Entry 
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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. 

� 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 
 

 

Description 

 

Data Entry Form is used to record the number of employees with segregated between 

gender and profile. 

 
Screen Display 

 

 
 
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 ���� Master ���� Data Entry Form 

Screen Name Employee Details 

Screen Path Reservation ���� HMS Transaction ���� Room Reservation 

Screen Name Reservation Screen1 
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Description 

 

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

 

Screen Display 

 

  

 
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 

 



 

 
PENTASOFT CONSULTANCY SERVCES 

PentaHMS – User Manual 

 

Effective Date 22nd  September 2008 Version 1.0 

  

PentaHMS                                Page - 29 - of 183                   

User Manual 

   
 

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  

 

 
 

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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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. 
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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  
 

 

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 

 

  
 
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 

Screen Path Reservation ���� HMS Transaction ���� Check IN 

Screen Name Check IN 
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as shown below. 

 

  
 

 

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 

 

  

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

 

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 

 

Screen Path Reservation ���� HMS Transaction ����Check OUT 

Screen Name Final Bill Generation / Printing 
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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. 

 
 

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 

 

 
 

  

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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Double Click on the Guest Name displayed then the data related to the guest will be 

loaded in the Cancelation Screen as shown below. 
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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. 

 

 
 

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 
 

 

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 

 

 
 

  

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 

Screen Path Reservation ���� HMS Transaction ����Confirm Waiting List 

Screen Name Confirm Waiting List 
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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 
 

 

Description 

 

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

 

Screen Display 

 

 
  
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. 

 

Screen Path Reservation ���� HMS Transaction ���� Bill Printing ���� Weekly Bill 

Screen Name Weekly Blll 
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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 
 

 

Description 

 

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

 

Screen Display 

 

Screen Path Reservation ���� HMS Transaction ���� Transfer the Room 

Screen Name Transfer of Room 
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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. 

 

 
 

Guest Movement has been completed. 

 

 

 

 

 

2.8 How to Do 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 

 

Screen Path Reservation ���� HMS Transaction ���� Move IN Details 

Screen Name Move  IN Details 
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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 

 



 

 
PENTASOFT CONSULTANCY SERVCES 

PentaHMS – User Manual 

 

Effective Date 22nd  September 2008 Version 1.0 

  

PentaHMS                                Page - 44 - of 183                   

User Manual 

 

Description 

 

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

 

Screen Display 

 

 
 

  
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. 

 

 
 

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  
 

 

Description 

 

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

 

Screen Display 

 

 
 

  
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 
 

Screen Path Reservation ���� HMS Transaction ���� C – Form Printing 

Screen Name C- Form Printing 
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Description 

 

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

 

Screen Display 

 

 
 

  
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  

 

Screen Path Reservation ���� HMS Transaction ���� Modification 

Screen Name Modification Details 
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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 
 

 

Description 

 

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

Screen Path Reservation ���� HMS Transaction ���� Final Receipt Entry 

Screen Name Final Receipt Entry 
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Screen Display 

 

 
 

  
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 number 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  
 

 

Description 

 

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

 

Screen Display 

 

Screen Path Airline Schedule ���� Car/Coach Bill Entry 

Screen Name Car/Coach Bill Entry 
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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 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 



 

 
PENTASOFT CONSULTANCY SERVCES 

PentaHMS – User Manual 

 

Effective Date 22nd  September 2008 Version 1.0 

  

PentaHMS                                Page - 51 - of 183                   

User Manual 

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 
 

 

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 

 

Screen Path Airline Schedule ���� Airline Bill 

Screen Name Airline Bill Entry 
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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 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 
 

 

Description 

 

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

 

Screen Display 

 

 
 

Screen Path Restaurent ���� Restaurent Bill Generation 

Screen Name Restaurent Bill Generation 
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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 
 

 

Description 

 

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

 

Screen Display 

 

Screen Path Laundry ���� Laundry Bill Generation 

Screen Name Laundry  Bill Generation  
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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 
 

 

Description 

 

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

 

Screen Display 

 

 
 

  

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. 

 

Screen Path Book Shop ���� Book Shop Bill Generation 

Screen Name Bookshop Bill Generation 
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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 
 

 

Description 

 

This screen is used to make the Miscellaneous Bill Generation. 

 

Screen Display 

 

 
 

  

Screen Path Miscellaneous ���� Miscellaneous Bill Generation 

Screen Name Miscellaneous Bill Generation 
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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 
 

 

Description 

 

This screen is used to make the Conference Bill Generation. 

 

Screen Display 

 

Screen Path Miscellaneous ���� Conference Bill Generation 

Screen Name Conference Bill Generation 
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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. 

 
 

 

 

 

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 
 

 

Description 

 

This screen is used to Reprint the Bills 

 

Screen Display 

 

Screen Path Others ���� Reprint the Bills 

Screen Name Reprint the Bills 
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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 
 

 

Description 

 

This screen is used to Reprinting The Final Bills. 

 

Screen Display 

 

Screen Path Others ���� Reprinting The Final Bills 

Screen Name Reprinting The Final Bills 
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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 
 

 

Description 

 

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

 

Screen Display 

 

Screen Path Transaction ���� Purchas Invoice 

Screen Name Purchase Invoice 
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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. 

 

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. 

 
 

 

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 
 

 

Description 

Screen Path Transaction ���� Sales Invoice 

Screen Name Sales Invoice 
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The Sales Invoice is used to make the Sales Invoice in the Hotel. 

 

 

Screen Display 

 

 
 

  
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. 

 
 

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 
 

 

Description 

 

The Screen is used make the cash payment. 

 

 

Screen Display 

Screen Path Transaction ���� Cash Payment 

Screen Name Cash Payment 
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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. 

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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Once required data has been entered go to “Tab1” or front screen, In “Tab1” 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 
 

 

Description 

 

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

 

Screen Display 

Screen Path Transaction ���� Cash Receipt 

Screen Name Cash Receipt 
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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. 

 

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 “Tab1” or front screen, In “Tab1” 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 
 

 

Description 

 

The making the Bank Payment 

 

Screen Display 

Screen Path Transaction ���� Bank Payment 

Screen Name Bank Payment 
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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. 

 

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 “Tab1” or front screen, In “Tab1” 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 
 

 

Description 

 

The Screen is used to make the Bank Receipt entry. 

 

 

Screen Display 

 

Screen Path Transaction ���� Bank Receipt 

Screen Name Bank Receipt 

 



 

 
PENTASOFT CONSULTANCY SERVCES 

PentaHMS – User Manual 

 

Effective Date 22nd  September 2008 Version 1.0 

  

PentaHMS                                Page - 73 - of 183                   

User Manual 

 
 

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 “Tab1” or front screen, In “Tab1” 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 
 

 

Description 

 

The screen is used to make the Journal Voucher. 

 

 

Screen Display 

 

Screen Path Transaction ���� Journal voucher 

Screen Name Journal Voucher Book 
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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. 

 

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 “Tab1” or front screen, In “Tab1” 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 
 

 

Description 

 

This used to record and make Petty Cash entry. 

 

Screen Display 

 

Screen Path Transaction ���� Petty Cash 

Screen Name Petty Cash 
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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. 

 

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 
 

 

Description 

 

The Document Sent Receipt is used to courier document. 

 

Screen Display 

 

 
 

Screen Path Transaction ���� Document Sent/Receipt 

Screen Name Document Sent/Receipt 
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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. 

 

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) 
 

 

Description 

 

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

 

Screen Display 

 

Screen Path Transaction ���� Debit/Credit Note ���� Credit Note with 

(Products) 

Screen Name Credit Note 
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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 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 
 

 

Description 

 

This Document is used to make the Credit Note 

 

Screen Display 

 

 
 

Screen Path Transaction ���� Debit/Credit Note ���� Credit Note 

Screen Name Credit Note 
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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) 
 

 

Description 

 

This Document is used to make the Debit Note with Product 

 

Screen Display 

 

Screen Path Transaction ���� Debit/Credit Note ���� Debit Note with 

(Products) 

Screen Name Debit Note 
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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. 

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 
 

 

Description 

 

This Document is used to make the Debit Note 

 

Screen Display 

Screen Path Transaction ���� Debit/Credit Note ���� Debit Note 

Screen Name Debit Note 
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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. 
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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 
 

 

Description 

 

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

 

Screen Display 

Screen Path Transaction ���� Outstanding Adjustment 

Screen Name Outstanding Adjustment 
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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 

 

 
 

 

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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Description 

 

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

 

 

Screen Display 

 

 
 

 

 

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. 

Screen Name Misc Receipt or Payment 
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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  
 

 

Description 

 

This Screen is used to do Cheque Pass Details 

 

 

Screen Display 

 

 
 

 

Screen Path Transaction ���� Bank Reconciliation���� Cheque Pass Details. 

Screen Name Cheque Pass Details 
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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.  

 

 
 

 

 

 

 

 

 

12.4 How to Record Invoice G.R.N Entry 
 

 

Description 

 

Screen Path Transaction ���� Invoice G.R.N Entry 

Screen Name Invoice G.R.N. Entry 
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This Document is used to record the party G.R.N. no and date 

 

Screen Display 

 
 

 

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 ���� Purchase Invoice A/C Approval 
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Description 

 

This screen is to approve the purchase vouchers. 

 

Screen Display 

 

 
 

 

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. 

 

 

 

Screen Name Purchase Invoice A/C Approval 
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13 CASH 
 

13.1 How to do Room Settling Bill 
 

 

Description 

 

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

 
Screen Display 

 

 
 

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. 

Screen Path Cash ���� Room Settling Bill 

Screen Name Settling of Room Bill 
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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 
 

 

Description 

 

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

 

Screen Display 

 

 
 

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. 

Screen Path Cash ���� Service Settling Bill 

Screen Name Settling of Service Bill 
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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 
 

 

Description 

 

The Screen Is used to Settle the Service Bills 

 
Screen Display 

 

Screen Path Cash ���� Advance Details 

Screen Name Advance Details 
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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 



 

 
PENTASOFT CONSULTANCY SERVCES 

PentaHMS – User Manual 

 

Effective Date 22nd  September 2008 Version 1.0 

  

PentaHMS                                Page - 99 - of 183                   

User Manual 

 

 

Description 

 

The Screen Is used to make the manual bills 

 
Screen Display 

 

 
 

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. 

Screen Path Cash ���� Manual Bill 

Screen Name Manual 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 
 

 

Description 

 

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

 

Screen Display 

 

 
 
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.  

Screen Path Cash ���� Cash Summary 

Screen Name Cash Summary 
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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 
 

 

Description 

 

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

 

Screen Display 

 

 
 

Screen Path Cash ���� Posting of Service bill into cash book 

Screen Name Posting The Service Bill 
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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 
 

 

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 

 

Report Path Ministry of Tourism -> Monthly Report 

Report Name Monthly Report 
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Output of Report 

 

 

 

 

 

 



 

 
PENTASOFT CONSULTANCY SERVCES 

PentaHMS – User Manual 

 

Effective Date 22nd  September 2008 Version 1.0 

  

PentaHMS                                Page - 104 - of 183                   

User Manual 

 

 

 

14.2 Ministry of Tourism - Quaterly Data 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 

 

 
 

 

Output of Report 

 

 

Report Path Ministry of Tourism ���� Quaterly Data Form 

Report Name Quaterly Data Entry Form 
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15. ENQUIRY 
 

15.1 Airline  
 

 

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. 

Report Path Reservation ���� Enquiry���� Airline 

Report Name Airline Enquiry Details 
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Display 

 

 
 

 

Output of Report 
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15.2 Daily Reservation 
 

 

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 

 

 
 

 

 

Output of Report 

 

 

Report Path Reservation ���� Enquiry���� Daily Reservation 

Report Name Airline Enquiry Details 
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15.3 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 

 

 
 

Report Path Reservation ���� Enquiry���� Expected Check IN 

Report Name Expected check IN 

 



 

 
PENTASOFT CONSULTANCY SERVCES 

PentaHMS – User Manual 

 

Effective Date 22nd  September 2008 Version 1.0 

  

PentaHMS                                Page - 110 - of 183                   

User Manual 

 

 

Output of Report 

 

 

 

 

 

 

15.4 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 

 

 
 

 

 

Output of Report 

 

Report Path Reservation ���� Enquiry���� Expected Check OUT 

Report Name Expected Check OUT 
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15.5 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 

 

Report Path Reservation ���� Enquiry���� Check IN Status 

Report Name Check IN Status 
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Output of Report 

 

 

 

 

 

 

15.6 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 

 

Report Path Reservation ���� Enquiry���� Check OUT status  

Report Name Check OUT Status 
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Output of Report 

 

 

 

 

 

 

 

15.7 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. 

Report Path Reservation ���� Enquiry���� Room Status 

Report Name Room Status 

 



 

 
PENTASOFT CONSULTANCY SERVCES 

PentaHMS – User Manual 

 

Effective Date 22nd  September 2008 Version 1.0 

  

PentaHMS                                Page - 114 - of 183                   

User Manual 

 

 

Display 

 

 
 

 

 

Output of Report 

 

 

 

 

 

 

15.8 Guest Details 
 

 

Description 

 

Report Path Reservation ���� Enquiry���� Guest Details 

Report Name Guest Details 
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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 

 

 
 

 

 

Output of Report 

 

-NA- 

 

 

 

 

15.9 Settling Bill Details (Room NO) 
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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 

 

 
 

 

 

Output of Report 

-NA- 

 

 

 

 

Report Path Reservation ���� Enquiry���� Enquiry Bill Status ���� Settling Bill 

Details (Room No) 

Report Name Settling Bill Details(Room No) 
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15.10 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 

 

 
 

 

Output of Report 

-NA- 

 

 

 

 

15.11 Room Bill 

Report Path Reservation ���� Enquiry���� Enquiry Bill Status ���� Settling Bill 

Details (Sales Bill) 

Report Name Settling Bill Details (Sales Bill) 
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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 

 

 
 

 

 

Output of Report 

 

Report Path Reservation ���� Enquiry���� Enquiry Bill Status ���� Room Bill 

Report Name Room Bill 
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15.12 Bill Summary 
 

 

Description 

 

The Enquiry is to check the Bill Summary. 

Click on the View button to Generate the report. 

 

Display 

 

Report Path Reservation ���� Enquiry���� Enquiry Bill Status ���� Bill Summary 

Report Name Bill Summary 

 



 

 
PENTASOFT CONSULTANCY SERVCES 

PentaHMS – User Manual 

 

Effective Date 22nd  September 2008 Version 1.0 

  

PentaHMS                                Page - 120 - of 183                   

User Manual 

 
 

 

 

Output of Report 

 

 

 

 

 

 

15.13 Night Audit Bill Summary 
 

 

Description 

 

Report Path Reservation ���� Enquiry���� Enquiry Bill Status ���� Night Audit 

Bill Summary 

Report Name Night Audit Bill Summary. 
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The Enquiry is to check the Night Audit Bill Summary. 

Click on the View button to generate the report. 

 

Display 

 

 
 

 

 

Output of Report 

 

 

 

 

 

 

15.14 Last Status 
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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 

 

 
 

 

Output of Report 

 

Report Path Reservation ���� Enquiry���� Last Status 

Report Name Backup Status 
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15.15 Status Report 
 

 

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 

 

Report Path Reservation ���� Enquiry���� Status Report 

Report Name Status of the HMS 
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Output of Report 

-NA - 

 

 

15.16 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 

 

Report Path Reservation ���� Enquiry���� Updating Available Status  

Report Name Updating Available Status 
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Output of Report 

-NA- 

 

 

 

 

16 HMS REPORTS 
 

16.1 Report Daily Reservation  
 

 

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 

 

Report Path Reservation ���� HMS- Report����Report Reservation Register 

Report Name Report Reservation Register 
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Output of Report 

 

 

 

 

 

 

16.2 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 

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

Report Name Report Expected Check IN 
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Output of Report 

 

 

 

 

 

 

16.3 Report Expected Check OUT 
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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 

 

 
 

 

 

Output of Report 

 

Report Path Reservation ���� HMS- Report����Report Expected Check OUT  

Report Name Report Expected Check OUT 
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16.4 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 

Report Path Reservation ���� HMS- Report����Report Check IN Status 

Report Name Report Check IN Status 
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Output of Report 

-NA- 

 

 

 

 

16.5 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 

 

 

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

Report Name Report Check OUT Status 
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Output of Report 

 

 

 

 

 

 
16.6 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 

 

 
 

 

Report Path Reservation ���� HMS- Report����Report Room Status 

Report Name Report Room Status 
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Output of Report 

 

 

 

 

 

 

16.7 Coach Schedule 
 

 

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 

 

Report Path Reservation ���� HMS- Report����Coach Schedule 

Report Name Coach Schedule Report 
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Output of Report 

 

 

 

 

 

 

 
16.8 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 

 

Report Path Reservation ���� HMS- Report���� STD Status 

Report Name STD Status 
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Output of Report 

 

 

 

 

 

 

 

16.9 Cancelled Reservation 
 

Report Path Reservation ���� HMS- Report���� Cancelled Reservation 
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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 

 

 
 

Output of Report 

 

 

 

 

 

 

16.10 Company wise Check IN 
 

 

Description 

 

Report Name Cancelled Reservation 

 

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

Report Name Company wise Check IN 
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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 

 

 
 

Output of Report 

-NA- 

 

 

 

 
 

16.10 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 

 

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

Report Name Airline Bill Register 
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Output of Report 

-NA- 

 

 

 

 

16.11 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 

 

Report Path Reservation ���� HMS- Report���� Car Bill Register 

Report Name Car Bill Register 
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Output of Report 

-NA- 

 

 

 

 

17 REPORTS 
 

17.1 Raw Materials 
 

 

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 

 

Report Path Reports  ���� Stock ���� Raw Material 

Report Name Raw Material 
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Output of Report 
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17.2 Stock Value 
 

 

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 

 

 
 

Output of Report 

 

 

Report Path Reports  ���� Stock ���� Stock value 

Report Name Stock 
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17.3 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 

Report Path Reports ���� Register ���� Restaurant Sales Register 

Report Name Restaurant Sales Register 
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Output of Report 

 

 

 

 

 

 

17.4 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 

Report Path Reports  ���� Register ���� Customers Checked OUT 

Report Name Customers Checked OUT 
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Output of Report 

 

 

 

 

17.5 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 

 

Report Path Reports ���� Register ���� Customer Checked IN 

Report Name Customers Checked IN 
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Output of Report 

 

 

 

 

 

 

17.6 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 

 

Report Path Reports  ���� Register ���� Guest In Room at 

Report Name Guest in Room at 
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Output of Report 

 

 

 

 

 

 

17.7 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. 

Report Path Reports  ���� Register ���� Domestic Register 

Report Name Domestic Register 
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Display 

 

 
 

 

Output of Report 

 

 

 

 

 

 

 

17.8 Missing Bill 
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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 

 

 
 

 

Output of Report 

 

 

 

 

Report Path Reports  ���� Register ���� Missing Bill 

Report Name Missing Bill 
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17.9 Ledger Trail Balance 
 

 

Description 

 

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

 

Display 

 

 
 

 

Output of Report 

 

Report Path Reports  ���� Accounts ���� Ledger Trail Balance 

Report Name Ledger Trail Balance 
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17.10 Cash/Bank Book Register 
 

 

Description 

 

The report is Cash/Bank book report. 

 

Display 

 

Report Path Reports  ���� Accounts ���� Cash/Bank book register 

Report Name Cash/Bank Book Register 
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Output of Report 

 

Cash Book Detail  

 

Cash Book Summary 
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17.11 Journal Voucher 
 

 

Description 

 

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

 

Display 

 

Report Path Reports  ���� Accounts ���� Journal Voucher 

Report Name Journal voucher 
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Output of Report 

 

 

 

 

 

17.12 Registers 
 

 

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. 

Report Path Reports  ���� Accounts ���� Register 

Report Name Register 
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Click on the view report to generate the report output. 

 

Display 

 

 
 

 

Output of Report 
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17.13 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 

 

 
 

Output of Report 

 

Profit & Loss statement  

Expence Side 

Report Path Reports  ���� Accounts ���� Final Account 

Report Name Month Wise Balance Sheet 
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Incomes Side 

 

 

Cash Flow Statement  
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17.14 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 

 

Report Path Reports  ���� Accounts ���� Final Account-Balance Sheet 

Report Name Balance Sheet 

 



 

 
PENTASOFT CONSULTANCY SERVCES 

PentaHMS – User Manual 

 

Effective Date 22nd  September 2008 Version 1.0 

  

PentaHMS                                Page - 157 - of 183                   

User Manual 

 
 

Output of Report 

 

Bal. Sht Group: 
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Balancesheet Details 
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Balance Sheet Schedule 

 

 

Profit & Loss Statement 
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17.15 Cost Center 
 

 

Description 

 

This report will display the cost center details as per the selection provided. 

 

Display 

 

Report Path Reports  ���� Accounts ���� Cost Center 

Report Name Cost Center 
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Output of Report 

-NA- 

 

 

 

 

17.16 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 

 

Report Path Reports  ���� Accounts ���� Interest Calculation 

Report Name Interest Calculation 
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Output of Report 

-NA- 

 

 

 

 
17.17 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 

 

Report Path Reports  ���� Accounts ���� Bank Interest 

Report Name Bank Interest 
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Output of Report 

 

 

 

 

 

 

17.18 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. 

Report Path Reports  ���� Accounts ���� Balance Loan confirmation 

Report Name Balance Loan confirmation 
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Display 

 
 

 

Output of Report 

NA 

 

 

 

 

17.19 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 

 

Report Path Reports  ���� Accounts ���� Maximum Loan Outstanding  

Report Name Maximum loan Outstanding 
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Output of Report 

-NA- 

 

 
 

 

17.20 Sale /Purchase more than 
 

 

Description 

 

Report Path Reports  ���� Accounts ���� Sale/Purchase more than 

Report Name Sale/Purchase more than 
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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 

 

 
 

Output of Report 

NA 

 

 

 

 

17.21 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. 

 

Report Path Reports  ���� Accounts ���� Fringe Benefit Tax 

Report Name Fringe Benefit Tax 
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Display 

 
 

 

Output of Report 

 

 

 

 

 
 

17.22 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 

 

Report Path Reports  ���� Accounts ���� All Company Cash/Bank balance 

Report Name All Company Cash/Bank Balance 
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Output of Report 

-NA- 

 

 

 

 

17.23 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 

 

 
 

Output of Report 

Report Path Reports  ���� Accounts ���� Advance Register 

Report Name Advance Register 
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Advance Detail 

 

 

 

Advance Not Utilized 
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17.24 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 

 

Report Path Reports  ���� Accounts ���� Outstanding���� Outstanding Report 

Report Name Outstanding Report 
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Output of Report 

NA 

 

 

 

17.25 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. 

Report Path Reports  ���� Accounts ���� Tax Reports ���� Month Wise Summary 

Report Name Month Wise Summary 
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Display 

 
 

 

Output of Report 

 

Detail Report 

 

Book Wise Summary 



 

 
PENTASOFT CONSULTANCY SERVCES 

PentaHMS – User Manual 

 

Effective Date 22nd  September 2008 Version 1.0 

  

PentaHMS                                Page - 173 - of 183                   

User Manual 

 

 

Month Wise Summary 

 

 

 

 

 

 

17.26 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. 

Report Path Reports  ���� Accounts ���� Tax Report ���� Product Wise Tax 

Report Name Product wise Tax 
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Select the Transaction from the search provided. 

Click on the view report to generate the report output. 

 

Display 

 

 
 

Output of Report 
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17.27 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. 

Report Path Reports  ���� Accounts ���� Tax Report ���� Party Wise Tax 

summary 

Report Name Party wise Tax-Summary 
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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 

 

 
 

Output of Report 
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17.28 T.D.S. Reports 
 

 

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 

 

 
 

Output of Report 

-NA- 

 

 

 

 

17.29 Annexure Form 26 
 

 

Report Path Reports  ���� Accounts ���� T.D.S. Reports ���� Form16A 

Report Name Form16A 

 

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 

 

 
 

Output of Report 

-NA- 

 

 

 

 

17.30 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 

 

Report Path Reports  ���� Accounts ���� T.D.S. Reports ���� T.D.S. 

Payable/Paid Details 

Report Name T.D.S Payable / Paid Details 
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Output of Report 

 

Payable: 

 

 

Payable & Paid: 
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