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Registration 

You need to register on our homepage (www.hoteladminpro.com) before you can use the online 
HotelAdmin Pro software for 30 days free demo. A blank registration form is shown below. 

Please provide your full name, your Hotel/Property name, email, mobile no., select country (by default 
India). Enter city, password and confirm your password. Please read the Terms and Conditions and 
Privacy Policy carefully and select the checkbox if you agree and click Submit. 

  

Login 

You can login to the Main Software Panel from the homepage. See the login screen below. 

Enter your email and password you used while registering. 

 

If you have already registered and forgot your password you can click the “Forgot your password?” link. 
This will redirect you to another page where you have to enter your email address and by pressing the 
Submit button your password will be emailed automatically. 



 

Main Software Panel 

In the main panel, with full privilege you can find 10 tabs namely, 

1. Admin 
2. Home 
3. Guest 
4. Reservation 
5. Room 
6. Booking Calendar 
7. Services 
8. Agent 
9. Report 
10. Log Out 

 



 

Admin 

In the Admin Panel you’ll find options like these: 

 

Click Add User link to add one software user. 

 

Please fill up all the fields as every field is mandatory. Select the checkboxes to give the necessary Access 
Rights to the user and Press Save details button. 

The View User link looks similar to the following fig. 

 

Users are searchable by  



 

The Edit button with every record pops up the edit page. 

 

Here, you can change user details and user privileges and Submit the page to reflect the changes you 
have made. 

When the  button is clicked, it pops-up a window as shown below: 



  

When Yes button is clicked it checks whether there is any association for this record with other 
components in the software. If it finds an association it shows a message like this 

 

If, there is no associated components with a record it simply deletes the item. 

In Add Hotel Info link, you enter your Hotel Information. These details will be shown in Bill. 

 

Click Save details. 

In View Hotel Info you can see the details and edit if required. 

 



Note: Please don’t enter more than one Hotel Information.  If entered more than one record by mistake 
immediately delete the unnecessary record(s) by clicking the  icon next to it. 

A confirm window pops up when you click the delete icon. Press Yes to confirm delete operation. 

 

 

Guest 

In the Guest tab you’ll find links like these: 

 

 

The Add Guest link is shown below 



 

Fill up all the fields and click save details button to add one guest. For Id Proof, click the  icon next to 
the Id Proof drop down. This will pop up a window like this 

 

Type the required Id Proof name like “PAN” /“Passport” /“Voter Card”/”Driving Lisence” etc and the 
added item will be populated in Id Proof dropdown. Now, you can choose any one Id proof from 
dropdown and put the corresponding value in the textbox next to it. 

The View guest link looks like the following fig. 



 

In this fig. you can see that the total number of guests has been displayed in multiple pages to easily 
manage and display guest information in a compact way. In a single page 15 guest records are being 
displayed. 

Guest can be searchable by Guest Id, Guest Name, Id Proof No, Email and Mobile. 

  

By clicking the Edit Icon ( ) for a record will pop up a edit form similar to the following fig. 



 

Here, you can edit the necessary Guest Information click Submit to reflect the changes in the system. 

In the View Id Proof link, you can see the Id Proof(s) you have entered through Add Guest page. 

 

If you misspell Id Proof Name while adding from the Add Guest page (by clicking on the  icon) here, 
in the View Id Proof link you can edit the entry. 

 



Room 

In the Room tab you’ll find links like these: 

 

 

To create a Room Type first, click on Add Room Type. You’ll get a form like this 

 

Type the Room Type Name e.q “5 Star”/”Delux Non-AC”/”Super deluxe-AC”/”Comfort” etc, enter 
maximum number of adult and child for that room type and click Save details. 

In the View Room Type link you’ll get all the Room Types entered. 

 

Room Type can be searchable by, Room Type name. Room Type can also be editable. Please refer the 
following fig. 



 

Now, click on the Add Room link under Room tab. 

 

Please enter Room Name, Room No. e.g. “201”/”G-100” etc, select the Room Type from the drop down 
menu, enter the Room Rate per day and click Save details to add one room. 

 

 



The View Room link is shown below. Room can be searchable by, Room Name, Room Type & Room No. 

 

 

Click on the edit button to edit a room. This will pop up a window like this 

 

Note: You are required to select the corresponding Room Type to add one Room record. So, you’ve to 
add at least one Room Type prior to adding one new Room. 

You can add components e.g “TV”/”Fridge”/”Telephone”/”Internet” to a Room Type by clicking on 
Room Type Component link. 

 

These components will be shown in View Room Type Component link as shown in the fig. 

 

Component name can be editable by clicking on the edit icon ( ) 



 

Click Submit to save changes. 

Now, it’s time to assign these components to Room Type. 

Please click on the link Assign Components to Room Type. Select the Room Type from the drop down 
menu. This will enlist all the components you’ve entered via Add Room Type Component link. Select the 
necessary Components and click Save details button. After save details button is clicked the Room Type 
will be disappeared from this drop down menu and will appear in View Components in Room Type page. 

 

In the demo, we’ve selected “AC” and “Sound System” for the “3 star” Room Type. 

To view the Room Type along with components in it click the View Components in Room Type link under 
Room tab. See fig. below 



 

You can see “AC” and “Sound System” is enlisted in the 3 Star Room Type. To add/remove room 
components from a Room Type click the edit button ( ) next to that Room Type. 

This will pop up a window where you can alter your component selection for that Room Type. Please 
refer fig. below 

 

Here, we’ve selected another component “TV” and clicked on Update button to reflect the changes 
which is shown below 



 

If you completely de-select all the components for a Room Type and Update, you’ll find the Room Type 
in Assign Components to Room Type link’s drop down menu and that Room Type is ready for re-
assignment of room components. 

Services 

In the Services tab you’ll find links like these: 

 

To create a Service Type first, click on Add Service Type. You’ll get a form like this 

 

Type Service Type name e.g. “Cleaning”/”Laundry”/”Drinks”/”Meal”/”Breakfast” etc, Code, and Note for 
a small description of that Service Type. Click save details button to add one Service Type. 

Click on the View Service Type to see the list of all service types entered. 



 

Service Type can be searchable by Service Type name. Similar to Room Type, Service Type is also 
editable. By clicking the edit button next to each row, a window pops up where you can edit the record 
and click Submit button to save the changes you have made. 

 

Now, click on Add Service link under Services tab. 

 

Please type Service Name, Code, select Service Type from the drop down menu and rate for that service.  

Here, you are required to select the corresponding Service Type to add one Service record. So, you’ve to 
add at least one Service Type prior to adding one new Service. 

Click the View Service link under Services tab to enlist the added services. 



 

 

It’s searchable by, Service Name, Service Type & Service Code. 

  

 

By clicking on the edit button ( ) next to each Service record will pop up a window like the following 
fig. where you can edit the record and click Submit to save changes.  

 

 

 

In the Agent tab you’ll find the following links: 



 

Click Add Agent to add one agent. The Add Agent form is shown below.  

 

Please type all the details and click Save details. Every field is mandatory here. 

In the View Agent link, your agent list is shown. 

 

Agent can be searchable by, Agent Name, Email & Mobile. 

 

Click the edit button, to edit Agent Information. Click Submit to save changes. 



 

 

Reservation 

In the Reservation tab you’ll find links like these: 

 

Click Add reservation. You’ll get a form like the following fig. 



 

In this fig. you can see that, Reservation By and Booking Time (a digital clock) is shown in 2 textboxes. 

Please select the Status. Status can be “Confirmed” or “CheckIn”. Now, select Guest. 

As you’ve already inserted the Guest Information in the Add Guest link under Guest tab, your job is to 

select the guest by clicking the  button, just next to Guest Name textbox. A window will pop-up 
with all the guest entries you have made prior to making a reservation.  Here, guests can be searchable 
by Name, Email or Mobile. 



 

If you hover over the Guest records, you’ll see a thumbnail and that record will be highlighted. Just click 
to select the Guest. 

You’ll see that all the textboxes related to guest is now populated with the guest you have selected. See 
fig. below. 

 

Now, select the Booking Type. There are 2 options namely “Direct Booking” and “Agent Booking”.  

If you select, Direct Booking, the Agent Name textbox will be blank as usual. But, if you select Agent 

Booking as Booking Type, you’ll see a  button to select the corresponding Agent.  

 



As you have already inserted the agent, it’s now time to select by clicking on the button next to 
Agent name textbox.  

After you click the button you’ll see a pop-up window where all your agent records will be enlisted. 
You’ve to select the corresponding agent from there. 

 

Here also, you can search agents by Name, Email or Mobile. 

After agent selection, the Agent Name will automatically be populated with your selected agent name. 

 

Please, select the Check In and Check Out dates using date-picker. The system’s valid date format is 
yyyy-mm-dd. 



 

Enter the number of Adult and Child. 

 

Now, please click the  button just beside Room to view and select the available rooms. 



 

Here also, you can search for available rooms by Check In, Check Out, Adult No and Child No. 

Click to select an available room. 

 

In this demo, we have selected the Room “Taj Mahal” whose room-rate is INR 3000/night. 

So, in the Reservation from, “Taj Mahal” will be populated in the Room name and Room Total will be 
calculated and populated in from the number of days the Guest is staying multiplied by room-rate per 
night. 

Net Total and Balance will also be calculated and populated at this point. 



 

Now, it’s time to add some room service (optional in Reservation). You can also edit the reservation and 
add room service later on. 

I assume you’ve already added some Service and Service Type as instructed in this manual. 

Please, click the button which will pop-up another window from where you can select the required 
service. This select service page can be searchable by Service Name and Service Code. Here, we have 
selected the Meal Plan. 

 

By selecting a service this window will automatically be closed and you’ll see the Add Service box is 
populated by your selected service. 



 

Type the numeric quantity for Meal Plan (we have entered 1) and the Subtotal textbox along with 
Service total, Net Total and Balance textboxes will be populated/updated. 

 

Click  icon to add more services and  icon to delete any service from the Add Service box. You 
don’t need to worry about Service Total, Net Total and Balance textboxes as these will be updated 
automatically. 

Note: Don’t forget to enter Qty (quantity) for each Service otherwise the calculation will be erroneous. 

Add the optional Discount and Tax as necessary. You can choose these by percentage or flat by clicking 
on the corresponding radio buttons. Click anywhere outside the textbox to reflect your changes. 

As you can see in the following fig. we’ve entered Flat 50 Discount and 12.36% Tax and clicked in 
somewhere outside the textboxes. 

 

Click the amount Paid and click outside the textbox. 



 

Finally, click save details button to make the Reservation. 

You’ll get a message “Record Successfully inserted” after a successful reservation. 

You can see all the Reservations made in the View Reservation link under reservation. The most recent 
reservation will be on top of the list and the older reservations will be enlisted on the lower part. 
Reservation page is also organized with pagination with 10 Reservations per page. 

In View Reservation page, reservations can be searchable by, 

 

Click the  icon to view full details and  icon to edit Reservation. 

 

 

 

 

 



Booking calendar 

Please click on the Booking Calendar Tab. Enter From date and To date using the date-picker. 

 

Click Search. You can see the Booking Calendar for the date period in a pop-up window shown below. 

 

Reports 

In the Reports Tab, you’ll find the following report links. 

 

Guest Report 

Click the Guest Report link under reports tab. 



 

Guest Report is similar to View Guest link except for the fact that only Guests who had a Revervation will 
be shown here. These records can be searchable by, 

 

Note: For Custom “From Date” and “To Date” fill both the fields using date-picker. Even for a single date, 
enter the same date twice in the From Date and To Date fields. Don’t leave any field empty. 

Reservation Report 

The Reservation Report link looks like the following fig. and it’s similar to View Reservation link. 



 

Records can be searchable by, 

 

Invoice Report 

Click the Invoice Report under Reports tab to get a page similar to the following fig. 



 

All the Invoices are enlisted here and organized in pages for better viewing experience. 

Invoice records can be searchable by, 

 

Note: For Custom “From Date” and “To Date” fill both the fields using date-picker. Even for a single date, 
enter the same date twice in the From Date and To Date fields. Don’t leave any field empty. 

Click  icon to view the detailed Invoice in a window. Click Print button to Print Invoice. 



 

 

Payment Report Details 

Click the Payment Report Details link to view all the payments made. 



 

Records can be searchable by, 

 

Total Payment 

Please click the Total Payment report to get the page similar to the fig. below. 

Select the date range and click Search button. 

 



Payment Received by User 

Click the next report: Payment Received by User. Select an User, date range and click Search button to 
get the Report. 

 

In this demo Report, you can find, Sanjoy Sarma’s sum of Net Total, Paid and Balance values are 
77265.2, 27000 and 50265.2 respectively for total number of Reservations made by him. 

Daily Occupancy 

Click the next Report : Daily Occupancy. Enter a date and click Search to get the page similar to the 
following fig. 

 

All the Rooms booked on that day will be enlisted along with Room Type, Guest who is staying in, his Net 
Total, Paid amount, Balance and Status. 

Occupancy Ratio 

Please click on the next Report : Occupancy Ratio. Select a particular Room or All. Enter date range and 
click Search to get the Report. 



 

In this Report you can find for a date range which Rooms are more popular (more occupied) and which 
are less (vacant) by Occupancy ratio with a nice Bar diagram. 

Service Report 

Click the final Report : Service Report. Select the date-range and click Search to get the Report. In this 
report you’ll find the exact number of different Services are being used within selected date-range. 

 

Log Out 

Under Log Out Tab you’ll find these links 

 

Click the Change password to get the following screen. 



 

By clicking the  button a window will pop-up where you can change your password. Click Submit to 
reflect the change in the system. 

When you are finished working with the system, click Log Out link to completely Log Out from the 
software.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 ~*~Thank You~*~ 


