
 
 

 



 
 

 

 

Contents 
Getting started with eZee FrontDesk ........................................................................................ 4 

Front Office Tab ......................................................................................................................... 5 

Check In/Reservation ............................................................................................................. 5 

Walk In ............................................................................................................................... 5 
             ²ŀƭƪ Lƴ ²ƛȊŀǊŘΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦс 
             {ŜƭŜŎǘ wƻƻƳΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦт 
             {ŜƭŜŎǘ .ǳǎƛƴŜǎǎ {ƻǳǊŎŜΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦу 
             ²ŀƭƪ ƛƴ tŀƎŜΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧф 
                DŜƴŜǊŀƭ LƴŦƻǊƳŀǘƛƻƴΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧмл 
                 wƻƻƳ {ƘŀǊƛƴƎΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦмф 
                 hǘƘŜǊ LƴŦƻǊƳŀǘƛƻƴΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧнн 
                 wŀǘŜ LƴŦƻǊƳŀǘƛƻƴΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦно 
                 9ȄǘǊŀ /ƘŀǊƎŜΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧнт 
                 tŀȅƳŜƴǘ 5ŜǘŀƛƭΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦнф 
                 Cƻƭƛƻ {ǳƳƳŀǊȅΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦом 

Reservation Wizard ........................................................................................................ 355 

Reservation List: ............................................................................................................... 58 

Booking Operation: .............................................................................................................. 60 

New Booking .................................................................................................................... 60 

Booking List: ..................................................................................................................... 73 

Out Of Order Room .............................................................................................................. 73 

Unmark Out Of Order ...................................................................................................... 74 

Guest Operation ................................................................................................................... 74 

Guest Ledger .................................................................................................................... 74 

Guest Message ................................................................................................................. 75 

Guest Search .................................................................................................................... 76 

Guest Database ................................................................................................................ 76 

Others .................................................................................................................................. 77 

Change User ..................................................................................................................... 77 

Phone Directory ............................................................................................................... 77 

Cashier Report ................................................................................................................. 78 

Back Office Tab ........................................................................................................................ 78 

Expense Management ......................................................................................................... 78 

Pay Out ............................................................................................................................. 78 

Paid Out Voucher ............................................................................................................. 79 

Misc. Sales (Account Receivable) ..................................................................................... 80 

Manage Transaction ............................................................................................................ 80 

Insert Transaction: ........................................................................................................... 81 

Undo Transaction: ............................................................................................................ 82 

Accounts ............................................................................................................................... 83 

Business Source................................................................................................................ 83 

City Ledger Account/Direct Billing Account ..................................................................... 84 

Web Update ......................................................................................................................... 85 

Rate/Inventory update .................................................................................................... 85 



 
 

 

Tools and Utilities Tab .............................................................................................................. 85 

Tools ..................................................................................................................................... 85 

Advance Search ................................................................................................................ 85 

Reminder .......................................................................................................................... 85 

Utilities: ................................................................................................................................ 88 

Back Up ............................................................................................................................ 88 

Restore ............................................................................................................................. 88 

Phone Directory ............................................................................................................... 88 

Lost And Found ................................................................................................................ 89 

Calculator ......................................................................................................................... 90 

Message Box .................................................................................................................... 90 

Change Messages ............................................................................................................. 91 

Wakeup Call List: .............................................................................................................. 91 

Transport: ............................................................................................................................. 91 

Mode ................................................................................................................................ 91 

Transport Name ............................................................................................................... 91 
        {ǘŀǘƛƻƴΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧфм 
        {ŎƘŜŘǳƭŜΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΧΦΦфм 
Configuration settings from under eZee Logo ......................................................................... 92 

Data base ............................................................................................................................. 92 

Front Desk View: .................................................................................................................. 93 

General Setting .................................................................................................................... 93 

Night Audit: .......................................................................................................................... 94 

Undo Night Audit: .............................................................................................................. 101 

Theme: ............................................................................................................................... 106 

Registration: ....................................................................................................................... 106 

About Us: ........................................................................................................................... 106 

Change Language: .............................................................................................................. 106 

User settings: ..................................................................................................................... 106 

Exit eZee Front desk: .......................................................................................................... 106 

 
 



 
 

 

Getting started with eZee FrontDesk  

This is the first important step in using eZee FrontDesk NextGen . After configuring 

your property, FrontDesk Staff can perform main functions in PMS such as Check in , 

Reservation, Group Booking, in this Module.  

This Guide will q uickly teach you the basic idea of using eZee Fron tDesk.  

Moreover we have designed many Modules to facilitate major departments in a Hotel, 

such as House Keeping, Laundry, HR Management, MiniBar, etc.  

Follow below steps to start configuring your property:  

1.  To launch eZee FrontDesk Module, click on the icon 

 either in the Start Menu or on your Desktop.  

2.  eZee FrontDesk NextGen Login  Window will appear. You will see following dialog. 

Select the database NextGen or Sample Demo database and enter in Software.  

 

 

 

 

 

 

 

 



 
 

 

 

1.  Select the óAdmin ô user from User List  and click on Login  button. This will log in you to 

eZee FrontDesk Module  to perform various functions in your Hotel. You will see 
following dialog .  

     Note:  You can also enter Opening Shift balance on Shift Information Screen.  

 

Front Office  Tab 

Check In/Reservation  

Walk In  
Walk In Wizard:  This wizard allows the desk clerk to capture the information and 

personal data pertaining to the guests such as stay duration, additional guest if any, 

personal information from guestôs profile, folio amount, payment, balance, discount, 

print folio, additional charges. Details are also there related to Business source and 

commission paid to them.  

How to Reach Walk - in  

Click on   icon in Front Office menu. You will get Walk - in  Wizard.  

 



 
 

 

 
 

 

 

 

 

Screen 1:  i)  a  Select Walk - In Info .   

This screen allows you to enter the number of days and guests, tax settings and more . 

 

 

 

 Rate Type:  Select the Rate Type that the guest needs. Ra te type can have the count of 

days 1 or more. In the textbox besides the Rate Type you will see how many days that 

rate type is for. This field is for reference only and not editable in this screen.  

   Note:  You can set number of days based on your rate ty pe. For Example for monthly 

you   can set 30days; on selecting that rate type system will pick 30 days of stay by 

default. This is useful for package or discounted rates.  

 Departure: Select Departure  date from pop up Calendar (by default it is set to next 

calendar date). Select the check out date of the guest.  

 No of Adult:  This field allows selecting you how many Adults  will stay in the room. This 

is of more use if we have an extra charge defined for extra adult.  

 No of Child:  This field allows selecting how many Children  will stay in the room. This is 

of more use if we have an extra charge defined for extra children.  

ü Tax Exempt: The guest may be taxable or non taxable or liberated from state tax only. 

For example: -  Military and Government employees.  

 If you  donôt want to apply any of the tax viz. Luxury , VAT  and Service  then check 

mark against the respective tax in the section Tax Exempt  

   Note:  If you check the VAT under Tax Exempt then it will not add VAT in this guestôs 

folio.  



 
 

 

ü Inclusive/Exclusive Tax  

This field will allow you to  change the Rate offered to guest. You need to put the rate 

manually thru key board. This rate will be applicable to full stay of the guest.  

 

Á Rate Inclusive Tax  > suppose  you have 10% tax and you have offered roo m in $100 

which should be inclusive  Tax . Click on Rate Inclusive Tax radio button >> put Rate 

$100 in Rate Field. This will make room rate $90.91 + $9.09 (tax) = $100.  

Á Rate Exclusive Tax  > suppose  you have 10% tax and you want to offer your guest 

$100 which should be excl usive Tax. Click on Rate Exclusive Tax radio button >> put 

rate $100 in rate field. This will make rate $100 + $10 (tax) = $110.  

   Note:  You can change the rate again from Room > óRate Information ô Tab.  

 

To continue the Walk in Wizard to next screen click  on the Next  button  

 

Screen 2: i) b  Select Room  

This screen allows user  to select the room in which you want to check in the guest. This 

wizard first checks availability of rooms and displays the List of available Rooms .  

 

 
 

Search Criteria  > If the property is big user can use Search Criteria  located at the top 

of the window to quickly locate the desired room. After giving filter criteria in Room 

Type,  Room Name or  Room Amenity  hit on search icon . The search option can be 

used as a combination or individual  

To continue the Walk in Wizard to next screen click on the Next  button  

 

 



 
 

 

 
 

Screen 3:  i)  c Select Business Source  

This wizard allows user  to selec t the Business Source/ Travel Agent and also allows user  

to select special negotiated rates configured for this business source if you donôt want to 

offer the default rate .  

Note:  You can define special rates for rooms for each business source separately.  

 

This Wizard also allows you to swipe guestôs credit card to populate the guest profile 

information to be displayed in the Software. (Provided card  reader  inte gration is  done).  

 

Press > Scan Credit Card/Identity Proof:  This is an interface with RFID readers / 

magnetic cards that gives identity information of the guest from their identity card. On 

pressing Scan Credit Card/Identity Proof  you will need to swipe the identity card with 

in time frame specified and the information will be populated in eZee FrontDes k Check in  

Screen making check in  procedure less time consuming.  

Note:  eZee Software has to be integrated with the Swipe Card Reader machine.  

 

× Business Source:  

   Following is the description for Special Settings for Business Source:  

ü Market Place:  Select  the category of business source such as Travel Agent, Taxi, etc.  

Highlight the Business Source to select .  

 Commission Plan:  Select payment commission to be given to the selected Business 

Source from the drop down list. (You can track commissions in reports  of business 

source).  

 Value:  You can select either xx% or xx amount in this field; based on the plan selected 

in Commission Field.  

 % of all n ight:  This will give a commission % of room rate based on the full stay of 

guest.  

 % of first n ight:  This will give a commission % of room rate based on the first night 

stay of guest.  



 
 

 

 Fixed amount per night:  This will give a fixed amount commission based on the whole 

stay of guest.  

 Fixed amount per stay:  This will give a fixed amount commission based on the first 

night information of guest.  

 Apply Source Rate:  You can apply pre -configured rates to offer to guest coming from 

this Business Source.  

   Note:  Tariff Apply option is not visible, unless and until you have defined the special 

rates for this Business Source Contac t.  
  Configuration Ą Go to FDC Ą Property Setup Ą Business Source Ą New Ą must check 

mark òDefine Special Room Rateò, then only the system will allow to define the special 

rate in Define Tariff Menu.  
   Define Tariff Ą Select Business Source from scroll down Ą Get Tariff Ą enter rate.  

 Suite w ith: -  This setting allows you to perform check in  for 2 inter connected rooms on 

doing single room check in . You have to click on this radio button to activate this.  

   Note:  Rooms should be inter -connected from conf iguration module.  
   Configuration Ą Go to FDC Ą Property Setup Tab Ą click on Room Operation Ą Edit 

ĄConnect Room Ą Select room to connect with.  

 

To continue the Walk in Wizard to next screen click on the Next  button  

 

Screen 4:  i) d  Main Walk in page  

Thi s is main Check in  Wizard which allows you to Enter/ Edit all the main details 

pertaining to guest profile, payments, discounts, extra charges, etc.  

All functions which you can perform through this wizard are described below >>  

 



 
 

 

 

 
 

  General Information Tab  

   This form allows to plug - in profile and particulars related to the Guest including name, 

birth details, address, identity information, contact infor mation, stay dates and days, 

rate, business source and other information. You can see all the other details by clicking 

the arrow  pointing down which is found below 

First Name.  

 

  This screen allows you to Check in  the guest once all information has been  entered.  

 

  Symbol besides the Guest Information:  This option allows you to swipe and to 

auto fill the guest information through  identity card to be capture d in Guest 

Information screen . Click on  icon and swipe the card.  

   Note:  Software has to be int egrated with the Swipe Card Reader. And only that 

information will be captured which is displayed on the identity card.  

 

 Icon besides the Last Name:  This option allows you to directly search guest in 

existing guest database. Click on  icon to search. You  can double click on the guest 

and it will auto fill all information of the guest. You can specify initial of Last Name/First 

Name to narrow your search.  

 



 
 

 

  Icon besides the Settlement Option : This option allows you to swipe credit card 

for posting the pay ment. Click on this icon to swipe the Credit Card.  

    Note:  Software has to be integrated with the Swipe Card Reader.  

 

 Settlement Option:  This option allows user  to select a Payment Type for payment and 

enter details further. This payment type will be sel ected by default in payment screen.  

 

 Bill To:  This is commonly known as City Ledger Account OR Direct Billing . You can 

select the pre -configured company to post this roomôs folio under that companyôs 

account.  

   Note:  In Direct billing, the corporation is offered a specific credit limit for a specific time 

frame. The corporation can clear the dues by the agreed time frame; say for example on 

monthly basis. The dues are added to the account whenever the corporate  employee is 

provided the service and the comp any can have the convenience of paying it once every 

month.  
 Configuration Ą go to BackOffice Tab Ą click on City Ledger Ą click on óNewô Ą create 

new.  

 

 Folio No.:  This option allows you to transfer/post 1 folio balance amount to another 

folio.    

Click on  search icon  Ą select folio/room number you wish to post this room bill 

should be included in.  
Highlight the Room Ą hit on select button.  

To undo the selection of room you can use  Icon.  

The balance amount of this folio will be transferred in other fol io when you check out this 

folio. You can see the balance amount of this folio in ñExtra Chargeò of selected folio. 

 

 

 

 

Boxes of Reservation, Check In, Check Out, Cancellation, House Keeping:  

This option allows you to communicate/put remarks in these tabs to pass on the 

information to respective departments. You will also find these remarks in respective 

Reports.  

 

 Guest Remark: -  You can put any remark for guest. For example ócomplementary drink 

to be served after check in ô. 

 Reservation: -  You can put any r emark while entering reservation. For example : -  you 

have negotiated with guest and offered  him , óa free airport travel while departure ô. 

 Check in : -  You can put any remark at the  time of check in  for example: -  óguest is 

Government employee, so we have of fered  x % of discountô. This remark can be seen in 

many reports such as óGuest Checked in reportô. 

 Check out : -  You can put any remark for other desk clerk to pass on the information. 

For example: -  óAccept cash only ô. This remark can be seen in such as óArrival Departure 

Stay over Report ô. 

 Cancellation: -  This field is used in reservation module. You can put a reason or a   

comment to cancel reservation for example: -  Duplicate reservations. This is mandatory 

to put cancellation reason to cancel the reserv ation  

 Housekeeping : -  This field is used to notify the remark to House keeping department. 

For example: -  óPlease change bed sheet ô. This comment can be seen in Housekeeping 

view.  



 
 

 

 

ü  Release Date & Release Amount:  These features are associated with Reservati on and 

Booking. Please refer those sections of manual . 

ü Min . Payment/Day To extend Stay : This option can be used to define the minimum 

payment required from the guest before extending the stay period of the guest.  

Stay Information:  These fields allow  you  to  see Guestôs Arrival/Departure, No. of 

Nights , Adult , Child information ôs. 

Note:   This information is not editable from here.  To edit any information in this tab, see 

options available in ñMoreò button located on left bottom corner of the screen. 
 

ü Tax Exem pt:  If you donôt want to apply any of the tax viz. Luxury , VAT  and Service  

then check mark against the respective tax in the section Tax Exempt and hit on update 

button to implement the changes made.  

ü Season and Rate Type Information:  If you have configured  season in FrontDesk 

Configuration module, while doing check - in  in the range of configured dates software will 

pick the season automatically.  

Note:  Room Rate can be based on seasonôs defined date Define Tariff.  

Setting:  From FDC > Define Tariff > filter on season and hot on ñGet Tariffò. 

 Rate Type:  Select the Rate Type that you want to offer to the guest. In the 

textbox besides Rate Type you will see how many days that rate type is for.  

Note:  You can configure rate type  based on days. For example : -  You can define 

monthly rate for 30 days and offer special rates as well.  
Configuration Ą Go to FDC Ą Property setup Ą Rate Type Ą New Ą another screen 

named ñAdd/edit Rate Typeò will open Ą select number of says in Plan Types as shown 

in screenshot below >>  

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Business Source Setting:  Explained above.  



 
 

 

 

 Generate Bill No.: -  After Check out, if you wish  to have  Bill Number to be generated, 

then check mark on the check box.  

 Show Rate on the Registration Card: -  I f you wish to show the ro om rate and tax on 

the Registration, then check mark on the check box.  

 Suite W ith: -  Explained above.  

 Stop Room Move:  User can keep a tick on this option, if you do not want to move the 

guest to any other Room.  

 

4 Icons:  

 

 
 

These icons are linked to foll owing explained tasks and gives you hint of following 

segments of FrontDesk >>  

 

First icon will blink if there is message entered for this guest.  
To enter Guest Message Ą Click on óGuest Messageô menu, as shown in the screenshot 

below Ą enter the message Ą this message will blink in room.  

To view message simply click on First  icon in room Ą new window displaying entered 

message will pop up.  

 

 
 

Second icon will blink if there is any follow -up with the guest for the events mentioned in 

predefined scroll dow n list.  

Note :  For explanation of Follow  up screen refer to ñAdd Follow upò part of the manual.  

 

 



 
 

 

 

Third Icon will blink if this room is checked in und er Group Booking. On clicking on icon it 

will display booking information wizard.  

Note:  For explanation of booking wizard please refer to  óBooking Wizard ô part of the 

manual.  

 

Forth Icon will blink when there is any remark added from house keeping view.  
For this you need to activate the settings Ą  Go to FDC Ą click on eZee Icon located on 

top left corner   Ą Option Ą Miscellaneous Ą House keeping Ą check box ñshow 

maidôs remark on FrontDesk  rooms.  

 

 

Rate Information:   

 
 

This section allow s to see the gue stôs final financial transactions/data for quick glance, 

this field is for reference only and not editable in this screen.  

 

Documentation Information:  

 
 

 Folio #: -  This field displays or allows to key in the Folio/ I nvoice number for this 

transaction.  

 Regi stration #: -  This field displays or allows to key in the guest registration number.  

Note:  If you do not want these number to be generated then you can keep the number 
settings manual, for that Ą go to FDC Ą click on eZee icon Ą select options Ą in general  

tab Ą locate invoice settings Ą select registration number Ą select óeZee FrontDesk 

default ô Ą  

 Voucher #: -  This field displays or allows to Key in the voucher number issued by the 

business source or business source customerôs identification number.   

Not e:  This number has to be entered manually only. You will need to click on Update  

button to implement any changes.  

 



 
 

 

Next Reservation  : This displays the date of immediate next 

reservation on this room.  On clicking Next Reservation Tab, another screen will open as 

shown below which will display all the next scheduled reservations  on this room. You can 

click on Next  button to see all immediately following reservations.  

 

Note:  Next reservation tab is visible only, when there is next reservation due on this 

Room.  

 

 
 

Scroll bar:  

 
Click on arrow of Horizontal scroll bar and another screen will open  where you can enter 

personal details pertaining to guest such  as birth information, address 

information, identity information, contact information, other information.   

Note :  More configurations for information pertaining to Guest you can enter through  
GRM Module Ą click on Maters Tab Ą select the menu from scroll do wn list Ą create 

new.  

 

   Special Settings   

 Allow treating personal data: -  This is customized solution for one of our client; 

hence this feature is not active for general use.  

 Guest Signature: -  This is an interface with the ñElectronic sign pad deviceò which 

allows you to electronically capture guest signatures in software. Also, you can print 

signature on folios, Registration card.  

   Note:  eZee Software has to be integrated with the Electronic sign pad device.  

 Guest Image:  Software offers you a valuable  tool to browse or capture the Guest 

Image .  

 Scan:  This feature allows you to scan the Guest picture and save it in Guest database.  

Click on Scan Ą select the scanner from the list Ą click on select Ą click on óAccept ô to 

save the picture.  

   Note:  Your c omputer must be connected to scanner.  

 Capture:  This feature allows you to capture picture of your guest on the spot and save 

in Software.  

Click on Capture Ą Start Ą Capture Ą Ok.  

  Note:  The buttons -  s tart camera, stop camera, capture  will be active only  if you 

have webcam on your machine.  



 
 

 

 

ü Large View:  -  This feature allows you to enlarge the size of selected picture. Click on 

picture and hit on Large View  to widen the picture.  

ü Fit Image to Frame: -  By default this check mark option is selected which mean s the 

enlarged image will take the size of the  frame. You can rescale the image to original size 

by removing the check mark. To come back to previous screen use the cross button . 

 

 Add:  This feature allows you to browse the picture location already present  in your 

machine and insert it in the software.  

   Note:  You can add unlimited number of pictures.  

 Delete:  This feature allows you to delete the saved picture.  

 Feature:  You can browse any number of images.  

   Configuration Ą to set Path of Image: Go to FDC  -> Scroll eZee Icon Ą Configuration 

Option Ą General Ą Image Settings Ą From here set the path.  

 

Print Button:  

There are many options to print and preview folios in óSummary ô and  óDetails ô. Highlight 

the option to perform further function.  

 
  

 Master Foli o: Summary:  Allows you to see the preview and print folio in Summary.  

   Note:  This is fixed format and cannot be changed.  

 Master Folio: Details:  Allows you to see the Folio with breakup of Folio.  

Note:  This is fixed format and cannot be changed.  

 Folio:  Summary:  Allows you to see the Folio in Summary with different templates 

available in eZee Configuration Module.  

 Configuration > Please go to Configuration Module > click on circular colored Icon > 

Options > Print > select templates.  

 Folio: Details:  Allow s you to see the Folio in Detailed view with different templates 

available in eZee Configuration Module.  

Configuration > Please go to Configuration Module > click on circular colored Icon > 

Options > Print > please select templates.  

Foreign Currency:  Allow s you to print and preview the folio in other configured 

currencies.  
Configuration of other currencies Ą go to FDC Ą Configuration tab Ą click on óExchange 

Rateô Ą create óNewôĄ set the conversion factor Ą save.  

 Registration Card: Allows you to  preview and  print the registration card which you can 

get signed from the guest.  

 Settlement Details:  Allows you to preview and print settlement records of the guest.  

 Extra Charge Details:  Allows you to preview and print the Extra Charges posted on the 

Guest Folio.  



 
 

 

 Commission Form:  This will print an auto commission form if you have selected 

business source and the appropriate commission plan.  

 Key Card:  Generate Keycards from eZee FrontDesk System.  

Note:  Please contact eZee Support Desk for further details, as this is  customized 

solution.  

 

More Button:  

 

 

 

 
 

 Change Stay:  Allows you to increase or decrease  dates of stay  of Guest.  

 Click on this button Ą another screen ñChange Stay Periodò will pop up Ą select new 

departure date  or you can select number of days from ñNo  of days ò Ą hit on change  

button.  

 Note: After check out  you cannot perform this function.  

 Add Settlement: Allows you to make payment on Guest from here.   

 For more explanation refer to óPayment Details ô Tab Ą ñNewò section/topic of this 

manual.  

 Add Extra C harge:  Allows you to add Extra Charges  (configured in Configuration 

Module) into Guests Folio/Invoice.  

 For more explanation refer to ñextra chargeò tab Ą ñNewò section/topic of this manual. 

 Add Allowance:  Use this option to add allowance to the room. You can also do the 

same from extra charge tab of the room window.  

 Change Room:  Allows you to change Guest Room with any Vacant Room.  

 Click on this button Ą another screen ñChange Room List ò will pop up Ą this list will 

display all the available/vacant rooms taking into consideration of arrival/departure date 

parameter for this stay Ą select new room  Ą hit on change  button.  

 You can use search criteria  to narrow down your search.  

 Override Rate: -  Override rates are used to override an existing rate with the ne w one 

in case of change/exchange room. By default this option is active.  

 

Concept  

Tick mark on check box means Ą it will take rate of new rate type 

selected.  

No Tick mark on  check box means Ą it will not override rate with new 

rate type and keep the orig inal rate of the previous allotted Room to the Guest.  

 



 
 

 

 Exchange Room:  Allows you to interchange the room of this guest with another 

occupied room.  

   Click on this button Ą another screen ñExchange Room Listò will pop up Ą this list will 

display all the o ccupied rooms Ą select room  Ą hit on exchange  button.  

   You can use search criteria  to narrow down your search.  

 Override Rate: -  Override rates are used to override an existing rate with the new 

one in case of change/exchange room. By default this option  is active.  

 

 Automatic Folio Routing:  Some times Company Guests want to split their invoice/bills 

into 1 company bill for their room bill and 2nd into their extra charge bill which they can 

pay personally for themselves.  

To facilitate this you will need to  create new folio and route the charges to fall in 

particular invoice.  

To create new folio > close this automatic folio screen > go to folio summary tab > click 

on new > create new folio > save.  

Now come back to more button  > click on óAutomatic Folio Routingô Ą screen  

óAutomatic Folio Routing ô will pop up  Ą Select  Folio  from drop  down Ą Select 

charges  from list which will display all the extra charges you have configured,  

irrespective of extra charges applied on this folio or you can select  Room Rent & Ta x  Ą 

click on Route Ą Apply.  

   Note:  You can preview the selected folios from Folio Summary  Tab  Ą select the folio 

Ą use preview or print button.  

 

 Add Follow up : Allows you to add a  Follow -up  Reminder  which will alert 

FrontDesk  staff or leave a  follow -up  comment to provide feedback for another staff. For 

example in Payment you can enter follow  up as ñTake cash onlyò, etc. 

Á Check in  ï This is linked with reservation. When you enter follow up at time of 

reservation and select the event as > Check in , then whi le doing Check in  from that 

Reservation, this icon will pop up. You can read the message by clicking on the blinking 

icon on left right bottom of general information screen.  

Á Check out  ï This is linked with check out  date.  

Á When you enter follow -up in  any c hecked in room and select  the event as Check out , 

then icon will blink one  day prior to check out  date. You can read the message by 

clicking on the blinking icon on left right bottom of general information screen.  

Á Amount Paid -  This is linked with payment screen. When you enter follow up and select 

the event as > Amount Paid  Ą then the icon will blink in Payment Details Tab  Ą on 

posting payment by new  button Ą amount paid  screen will open Ą on left bottom 

corner an icon will blink. You can read the message by clicking on the blinking icon.  

Á Edit Reservation ï This is linked with reservation. When you enter follow up at time of 

reser vation and select the event as  Edit Reservation , then on opening/editing 

reservation, icon will blink . You can read the message by clicking on the blinking 

icon in bottom  right corner  of general information screen.  

Á Change Room  -  This is linked with changing room. When you enter fol low up and select 

the event as Change Room , then on changing room, this icon will blink. You can read 

the message by clicking on the blinking icon in bottom  right corner  of general 

information screen.  

 
For configuring follow -up type > go to FDC > Configuration Tab > Follow -up Types Ą 

New  

 



 
 

 

 Add Wakeup Call:  This is customized solution with Call Accounting In terface. If you 

want to give your clientôs wakeup call on their room phone extension. Please contact 

eZee Support Desk for more information.  

You can use it as reminder option. Click on this option Ą Wake up Call  screen will open 

Ą enter title/message Ą select Date & Time  Ą hit on schedule button. When the 

scheduled time matches your system time, message will pop up as shown below >  

 
 

 Undo Check Out:  Allows you to revert your Check out  process. Suppose by mistake FD 

staff has checked out guest, he can undo check out  in database.  

Note:  Once  you have done Night Audit operation, you cannot perform Undo Check out  

operation. This field grey ôs out.  

 

 Audit Tr ail:  Allow you to see all the edited details on this room  pertaining to 

Payment, room change  

 

To search the checked out folio/guest, you can use search criteria on left hand side of 
the main screen > under calendar Ą enter search criteriaôs and hit on search button.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Room Sharing  Tab  

This feature is to allow and enter the associated information of sharing a room with other 

guest.  

Sometimes the room may be shared by more than one guest or pax due to several 

factors, say when there is no vacant room. In such circumstances, you can even log in 

the shared guest's information.  



 
 

 

  

 First Name: -  You can input Guest First Name.  

 Last Name: -  You can input Guest Last Name.  

 Icon besides Last Name:   This option allows you to directly search guest from/ 

within existing guest database. Click on this icon to make a search. You can double click 

on the guest and it will auto fill all information of the  guest. You can specify initial of Last 

Name/First Name to narrow your search.  

 

 Copy Address:  Checkin g this combo box allows you to copy address of the main guest 

to all of the shared guests. E.g. If all the guests happen to be from the same family, 

then y ou can use this feature.  

 

 You can see all the other details by clicking the arrow 

 pointing down which can be found below First 

Name.  

 

 Guest Image:  Software offers you a valuable tool to browse or capture the Guest 

Image . 

 

 Scan:  This feature allows you to  scan the Guest picture and save it in Guest database.  

 Click on Scan Ą select the scanner from the list Ą click on select Ą click on óAccept ô to 

save the picture.  



 
 

 

Note:  Your computer must be connected to scanner.  

 Capture:  This feature allows you to captur e picture of your guest on the spot and save 

in Software.  

 Click on Capture Ą Start Ą Capture Ą Ok.  

Note:  The buttons -  start camera, stop camera, capture  will be active only if you 

have webcam on your machine.  

 

ü Large View: -  This feature allows you to enl arge the size of selected picture. Click on 

picture and hit on Large View  to widen the picture.  

 

ü Fit Image to Frame: -  By default this check mark option is selected which means the 

enlarged image will take the size of the  frame. You can rescale the image t o original size 

by removing the check mark. To come back to previous screen use the cross button . 

 

 Add:  This feature allows you to browse the picture location already present in your   

machine and insert it in the software.  

Note:  You can add unlimited num ber of pictures.  

 Delete:  This feature allows you delete the saved picture.  

 Feature:  You can browse any number of images.  

 Configuration Ąto Set the Path of Image: Go to FDC Ą scroll eZee Icon Ą  

Configuration Option Ą General Ą Image 

Settings . 

 

Visa Inform ation:  Commonly known as 

Police Record form or C form. You can 

preview, Export or Import the Visa Form.  

 

You can enter additional information about 

Visa such as Serial No., Visa No., Visa Date, 

Arrived From, Mode of Transportation, Date of 

Arrival in, Purp ose of Visit, and Going  to, Mode 

of Transportation.  

 

 

 

 

 

 

 

 

After checkin g in the Sharing Guest, you will see that the guest entry displays i n the 

Shared Guest Information L ist.  

 

o Pax Check in :  You can share the room with other guests.  

Note:  This field will  allow maximum numbers  of guests to check in  what you have 

configured in the FDC module for maximum number of adults or children in that room 

type.  

 
Click on Pax Check in  Ą óPax Check in  Wizard ô will pop up Ą Select the arrival/departure 

Ą (Generate Folio -  If you want this guestôs folio it should be generated separately. Click 

on this check box) Ą click on Next Ą Fill in the personal details of sharing guest Ą click 

on Next  Ą hit on Finish  button.  

 

o Pax Check out :  Used to check out shared guest. Highlight t he shared guest from the 

combo  box and hit óPax Check out ô button.  



 
 

 

Note:  You can split the folios of the guests (please refer to ñSplitting Foliosò) 

 

Arrival Information: These  field s allow you to enter the details regarding the guest 

arrival.  

 

Departure I nformation:  These fields allow you to enter the details regarding the guest 

departure.  

 

Stay Information :  These fields allow s you to see sharing guestôs Arrival/Departure 

date, time, No. of Nights , Adult, Child information. By default the date of arrival a nd 

departure is set to be main guest stay. You can select any date for guest stay.  Enter 

shared guestôs Arrival Information, Departure Information, and Vehicle 

Information.  

 
Also user can edit any information. Highlight the shared guest Ą click New  and en ter 

new information Ą hit on Update  button Ą Save .  

 

 Visa Form:  Commonly known as Police Record form or C form. User can preview or 

print the Visa Form.  

 

 Delete:  To delete the sharing guest with all the informationôs, hit Delete button. 

 

 

 

 Other Information  Tab  

This screen allows the desk clerk to capture the information and data pertaining to the 

guestôs transport information.  

This screen is to facilitate pick up and drop facility to the guest from airport to hotel and 

on departure again from hotel to airp ort. Log in the Guestôs Flight Arrival and 

Departure I nformation .  

 

This screen allows you to preview and print guestôs Visa Information , in case you need 

to submit to police records.  

 Visa Form:  Commonly known as Police Record form or C form. You can previ ew or print 

the Visa Form.  

 



 
 

 

 
 

 

DNR :  Stands for ñDo Not Rentò. Gives you the list of all the reasons why you do not wish 

to service  a guest in future . You will have to c heck mark the check  box to activate  th is 

feature . When the same guest checks in again in future , the software will pop up DNR 

message . The decision to service that particular guest depends on the front desk user  
Configuration of DNR reason  Ą Go to FDC Ą Configuration Tab Ą click on DNR Reason 

Ą create New  from DNR list Ą Save.  

 

Vehicle Information :  This field is to record the vehicle information if any of the guest. 

In US/Canada, hotel owners need to enter the vehicle number plate informati on.  

 

Guest Preferences:  This option allows user to enter details regarding the Guest 

Preferences, so that when the guest checkôs in to the Hotel regularly, Hotel can provide 

the guest facilities as per his regular preferences. User can click on the Icon  to enter 

the details regarding the guest preference.  

 

 Rate Information  Tab  

This Screen a llows manually making changes on rate, exempt tax, giving discount for 

selected days or full stay, including rate for early check in /late check out  of the Guest. 

Furthe r it will add Tax in the Tariff (provided tax is not exempted).  

 

ü Steps to  Change Rate   

Following are the steps to  change the base rate manually:  

Note:  Tax will also be changed as per the new change d rate.  

      



 
 

 

      Procedure  
Step1  Select  or check mark th e days of stay from the check boxes of Stay Ą  

Step2  Change the rate in the rate combo box Ą  

Step3  Select  one of the options from these options: -  
 óApply to selectedô or óApply to checkedô or óApply to full stay ô Ą  

Step4  Hit  on óApply Changesô button Ą  

Step5  Press Update  Button Ą  

 

 
 

Apply new Rate Type Tariff:  Users can keep a tick on this option  to override an 

existing rate with the new one in case o f change/exchange room. By default this option 

is active.  

Concept  

Tick mark on check box means Ą it will take rate of new rate 

type selected.  

No Tick mark on check box means Ą it will not override rate 

with new rate type and keep the original rate of th e previous allotted Room to the Guest.  

 

ü Tax Exempt :  If you donôt want to apply any of the tax i.e. Luxury , VAT  and Service  

then check mark against the respective tax in the section Tax Exempt  

  Note:  If you check the VAT under Tax Exempt then it will not a dd VAT in this guestôs 

folio.  

 
Net Rate Ą You can manually enter the rate  which will be including Tax .  



 
 

 

This field will allow you to  change the Rate offered to guest. You need to put the rate 

manually. This rate will be applicable to full stay of the guest .  

 

o Date: -  This field shows the check in  date of guest. This field is for reference only and 

not editable in this screen.  

 

o Icon besides óRate Type ô :  This option allows you to search pre configured rate 

type . Click on this icon to make a search Ą search  window will appear Ą select Rate 

Plan  Ą press Ok .  

 

× Rate Type: -  After check in  this field will allow changing the rate type applied for this 

guest stay. You can choose option: ñApply to selectedò or ñApply to checkedò or ñApply 

to full stayò.  

 

Procedure to  change Rate Type  

Step1  Select or check mark the days of stay from check boxes of Stay   

Step2  Change Rate Type  from scroll down list of rate type combo box   

Step3  Select any one of the option from the se options : -  

      óApply to selectedô or óApply to checkedô or óApply to full stayô   

Step4  Hit Apply Changes  button   

Step5  Press Update  Button  

 

 

Apply Discount  Ą This feature allows you to give discount  on guest folios.  

 

 

 

 

 

 

 
Procedure to give Discount   
Step1  Click on Apply Discount Ą Discount screen will pop up  

Step2  Select the discount plan from the predefined scroll down  

Step3  Enter the amount or percentage in Value  field to reflect the amount in di scount. 

(Discount is either in % or either in amount, based on the plan selected in discount plan 

field).  


