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1.1 Login

Access Lobbi PMS by entering the provided URL in your web browser and bookmark it for future use. 
Log in with your manager-provided username and password, or reach out to them if you've forgotten your credentials.

Enter username, password and click Sign in.3

21 Enter the provided URL. Bookmark the page.

For optimal performance, please use Chrome or Firefox instead of Safari.



1.2 Customise account preferences

Adjust your account settings by clicking the screw and hammer icon in the top right corner. 
Choose your preferred language and start page for quick access to information.

1

2 Select preferred language and startpage.

Click in the hammer and screw icon

3 Select a unique password and enter it twice for confirmation.
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2. Addressbook

In the Addressbook tab, you can swiftly search for or create contacts with a few clicks. 
You can also merge duplicate contacts for better data organization. 
Once you find a contact, easily access their booking history and invoices. 
For all corporate contacts, go to Addressbook > Companies.

Access all corporate contacts.

Edit a contact.

Merge contacts.

Delete a contact.

Create a contact.



3. Room rack

Detail room rack3.1
Booking status3.2
Unit status3.3
Inventory grid3.4
Allotment grid3.5
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3.1 Detail room rack

Left arrows to go back 1 or 2 weeks in the calendar.
Default view of 2 weeks for a comprehensive overview.
Calendar for viewing reservations on specific dates.
Right arrows to advance 1 or 2 weeks in the calendar.
The large search bar enables you to search by guest or company name,           
booking number, or invoice number. 
A drop-down menu is available to switch between multiple properties.
Room status is shown with a colored square before the room name 
(green for clean, red for dirty, and orange for inspection).
The current day is highlighted in yellow.
The weekends are displayed in a darker grey.
Booking status is shown with a square in the reservation.
Unit statuses are represented by specific colors, filling the entire rectangle.
List of unallocated bookings.
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3.2 Booking status

Lobbi PMS provides various booking statuses to assist in managing your reservations. 
These statuses are associated with distinct colors. 
Each status has a link that takes you to a follow-up list for the respective status.

New bookings, which are those with no prior actions taken, are shown in blue. 
Click the status to access an overview of all new bookings and perform the
necessary actions.

When adding a new booking, you can set an expiry date. 
If the reservation remains unconfirmed, you can cancel the booking or contact
the guest to request a signed offer, credit card number, or advance payment.

The booking status turns red when a reservation is modified by the guest
through an online booking website.

A reservation is marked as pending when the guest receives 
an offer or request to pay an advance payment.

The reservation has been confirmed.

The hotel has received an advance payment.

The full payment for the booking has been received.

The reservation has been cancelled.

This status is only used during the initial stages of 
set-up when past bookings are uploaded into Lobbi PMS.

The unit is not available for booking as it is marked as "Out of Order" or OOO.

New

Expired

Modified

Pending

Confirmed

Advance

Completed

Cancelled

Closed

Out of order



3.3 Unit status

Lobbi PMS provides five distinct unit statuses that correspond to various stages of the guest experience. 
These statuses are color-coded for easy identification and include booked, pre-checked-in, in-house, checked-out, and cancelled. 

Upon new booking registration or import from the channels, 
rooms are labeled Booked, shown in blue.

Booked 

Pre-checked in

When the guest completes self-check-in, the booking status
changes to pre-checked-in in yellow.

In house

After check-in, the status becomes In-house, shown in green.

Checked out

When the guest completes their stay and checks out of the unit,
the booking status changes to Checked-out, highlighted in red. 

Cancelled

Upon cancellation, the room status changes
to Cancelled and takes on the colour grey. 



3.4 Inventory grid

The inventory grid provides a comprehensive overview of room availability by room type. 
Additionally, you can easily switch to view the number of bookings per room type or display the occupancy percentage for each room type. 

Show availability in quantity.

Show number of booked rooms.

Show availability in percentage.



3.5 Allotment grid

Manage room inventory and sales effectively with the Allotment grid tool. It offers a clear view of room availability by type and
facilitates simple adjustments to prices and stay requirements. The tool's flexibility allows quick alterations 
to individual room types and rate plans, including bulk modifications through the Wizard feature.

Controlling online sales through the allotment grid is a user-level setting. 
Managers have the authority to specify which users can make changes to the allotment grid.
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4. Bookings details page

To access all pertinent reservation details of a booking, including guest and room information, booking dates, 
and other relevant data, navigate to the booking details page. To reach this page, simply locate the magnifying glass icon, 
found in various sections like the room rack, invoice list, and reports.

Contact details
Related contacts
CRM
Booking transfer details 
Booking details 
Guests
Accommodations & allocations 
Administration
E-mails
Other bookings

The booking details page is divided into 10 sections.
Each containing crucial information related to the reservation.

1.
2.
3.
4.
5.
6.
7.
8.
9.

10.



4.1 Contact details 

This section displays all relevant information about the guest, including their name, e-mail, phone number, 
address, language and any other contact information.

To make any changes, either click on the pencil icon 
or start typing directly in the field you want to modify.

This is where you edit the contact sheet. Changes here apply to all associated
 bookings. If you need to link a different contact, we'll explain this later.



4.2 Related contacts

If a guest wants to book and pay for themselves but also requires an invoice with their company's details, 
hotel staff can quickly add the company as a related contact on the booking details page. This feature facilitates
the creation of a separate invoice with the company's information, ensuring a smooth experience for all parties involved.

Click on this icon, and a pop-up will appear 
prompting you to fill in the related contact's information.

Add related contact



4.3 CRM

In the CRM section, you can 
add different types of CRM notes
review imported notes from booking engine and OTA’s 
review logs related to the specific booking. 

Add a CRM comment.

Example of logs.

Example of manually added comments.

Example of imported comments.

Add comment



Internal
Only visible to your team and are used to share relevant 
information about the main booker or booking with colleagues
External
Information imported from booking engine and OTA's.
Housekeeping
Create a manual task, it will instantly appear on 
the Housekeeping App for follow-up
Administration
This note will appear on the invoice, e.g., a specific 
reference number, upon customer request.
Function sheet
Relevant notes to display on the function sheet.
Meal report
Relevant notes to display on the meal rapport.
Channel
Comments imported from booking engine and OTA’s. 

Add comment

4.3 CRM

To add a CRM note, just click the + Comment button. 
Choose the access type (internal, housekeeping, administration, function sheet, meal report).
Enter your comment with as much detail as needed for clarity. Select the room, and then click Save and Close.



Select Log as access type. 

4.3 CRM

To review the changes made within a booking, simply select Logs within the CRM section.
You'll have an overview of all changes made, along with indications of the user, date, and time.



4.4 Booking transfer details 

Is a section with information like pick-up, drop-off, and flight details. Make sure to review your input for accuracy before saving.

Click on this icon to open a pop-up 
where you can enter the necessary information.

Add transfer details



4.5 Booking details

Show in room rack
When you click the Show in room rack icon, it will take you to the room rack view.
Translations
If you've updated the guest's language and want to make sure 
the invoice content matches that language, click on the Translation icon.
Reset all prices
To undo any price changes and revert all items to their default settings, 
click the Reset all prices button.
Edit
The pencil icon is for modifying a booking, allowing changes like updating 
the main booker, adjusting arrival/departure dates or times, modifying 
the guest count or stays, and adding additional units to the same reservation.
Green tick
The green tick icon can be used to quickly confirm a reservation, 
changing its status from New to Confirmed without sending a confirmation e-mail.

Is a section with information like pick-up, drop-off, and flight details. Make sure to review your input for accuracy before
saving.This section offers a complete summary of the reservation, including dates, booking channel, 
creation and update dates, reservation number, status, and guest count by category, along with other useful information. 



4.6 Guests

The booking details page includes a Guests section for specifying and adding individuals to each room, 
whether it's a single or group booking. Lobbi PMS provides icons for easy guest management.

Print guests
Simplifies guest list printing.
E-mail guest(s)
For sending an e-mail to a guest.
Add guest 
For adding a new guest.

Pencil icon
For modifying guest information.
Euro sign
For adding a payment for 
a specific guest and room.
Envelope icon 
To send individual e-mails to guests.
Prohibition sign
Can be used to delete a guest from the list.



4.7 Accomodations & allocations

This section offers a comprehensive view of reservations for stays, supplements, and meals. 
It serves as a hub for various tasks, such as check-in, managing supplements, adding or removing guests, 
activating digital keys, processing payments, generating invoices, and facilitating check-outs, in addition to many other functions.



4.8 Administration

The administration section on the booking details page provides a comprehensive overview of 
the outstanding amount, payment status, registered payments with their corresponding payment methods, 
as well as created invoices and credit notes for your reference and management.



4.9 E-mails

The E-mails section in Lobbi PMS offers a complete e-mail history for the main booker, including dates, 
subjects, booking numbers, and message previews. You can also send new e-mails to guests from this section.



4.10 Other bookings

This section offers a quick overview of prior bookings connected to the main contact, including status indicators. 
Use the magnifying glass icon for detailed review and modifications.
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5.1 Create a booking 

To create a booking in Lobbi PMS, you have two ways to proceed. 
Firstly, you can use the + Booking button located on the right-hand side of the room rack. 
Alternatively, you can click on the + icon situated on the desired date in the room rack, and then select a specific room.

By selecting the first method,
you will have access to a
detailed list containing all the
available rate plans for every
room type. 

1 If you decide to go for the
second option, and you have
already chosen a specific room,
you will only be shown the rate
plans that are applicable to the
room type linked to the selected
room.

2



Upon creating a booking, a pop-up will emerge, prompting you to fill out several required fields.

5.1 Create a booking 

Contact
You can select an existing contact, add a new one using
the + icon, or edit an existing one using the pencil icon.
Category
You can select between leisure individual, leisure group, 
business individual, and business group.
Code
A reservation code will be automatically created. 
Booking channel
Is by default set on Hotel. 
Online bookings will have automatically assigned booking channels.
Expires at
Direct bookings with an option can have an expiry date until 
definitive confirmation, pre-payment, or awaiting confirmation.

Arrangement
Select the rate plan from 
the drop-down menu that you want to book.
Unit 
Once you have selected the rate plan, you will be presented 
with a list of available rooms in the selected room type. 
Choose the room you want to book from the list
Start and end
 Select the start and end dates for your stay. 
Adults, juniors, and babies  
Enter the number of guests per guest category - 
adults, juniors, and babies - who will be staying in the room.

1. 

2. 

3.

4. 

5.
 

6. 

7. 

8.

9. 
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When creating a new booking in Lobbi PMS, you will notice several icons that can assist you in the booking process. 
These icons are designed to help you manage the booking efficiently and ensure that the guest's preferences are met.

5.1 Create a booking 

The + add allocation icon is used to add multiple units to a group booking.

The warning triangle is used to select the same room for different dates.

The lock icon is used to ensure a guest's specific room preference is reserved.



5.2 Edit a booking 

Editing a booking is a straightforward process that can be done in two ways. 
The first option is through the room rack, while the second option is through the booking details page. 

Option 1
From the room rack, 
click on the pencil icon located 
next to the booking you want to edit.

Option 2
In the booking details page, scroll
down to the Booking details section
and click on the pencil icon.

Choose any option, 
and you'll see the same pop-up 
for easy editing of the booking.



To cancel a booking, either use the search bar or click the magnifying glass on the room rack to locate it. 
Click Cancel booking and provide a reason for future reference.

5.3 Cancel a booking 

2. Click Cancel booking1. Use the search bar or click on the
magnifying glass to locate the booking.

3. Provide a reason and click 
Save and close. Optional: send a
cancellation e-mail to the guest.

When a booking is cancelled, it's removed from 
the room rack and availability is updated. To see 
all cancelled bookings, check the "Cancelled" tab in the room rack.



If you have a multi-room booking, you can cancel individual rooms as needed without canceling the entire reservation.

5.4 Cancel a room

Go to the Accommodation & allocations 
section, click on the Cancel Room icon.

The room status changes to 
Cancelled and appears in grey.

To rebook a cancelled room, 
simply click the Book Room icon.



To add a supplement to a booking, navigate to the Accommodation & Allocation section. 
Next, click the + supplement icon, triggering a pop-up window. From there, you can easily select 
and add the desired supplement to the booking.

5.5 Add a supplement

Select the desired supplement.

Adjust the quantity, 
needed at date and price if necessary.

Use this icon to delete a supplement.

Adjust the price as necessary.



To add a meal in a booking, access the Accommodation & Allocation section. 
Click on the meal icon, and a pop-up window will appear. 
In this window, specify the number of meals you wish to add for the relevant date and guest type to complete the process.

5.6 Add a meal



To modify the price in a booking, go to Accommodation & Allocation, use the pencil icon to open a pop-up for price modification. 
The system will automatically update VAT and the total amount. Confirm changes by clicking Save and Back.

5.7 Edit prices

If you want to apply changes 
to all lines, use the link icon.



To confirm a booking, click the Confirm button on the right side of the booking details page. 
This will change the booking status to Confirmed in yellow. 

5.8 Confirm a booking

Select Confirm Booking for 
the standard confirmation e-mail. 

Choose one of these alternatives to
solicit payment or pre-authorization.
A connection with a 
payment provider is required. 



You can confirm a booking without sending an e-mail by using the Quick Confirm Booking button. 

5.8 Confirm a booking

This option ensures that the booking is marked as
confirmed without triggering an e-mail notification.



To perform a check-in, you'll find the same icon regardless of where you access it. 
The first option is within the booking details page.

5.9 Perform a check-in 

Click the check-in button in the Accommodation & Allocations section
to change the room status to green, signifying the guest is in-house.



The second option is to use the Check-in button on the right-hand side of the screen. 
A pop-up will appear, select the rooms you want to check-in. 

5.9 Perform a check-in 



The third option is to perform a check-in from the Check-in List. Here, you'll also see the same icon,
allowing you to perform check-ins room by room in group bookings or check-in all units.

5.9 Perform a check-in 

Perform the check-in for all units in 1 click within a groupbooking. 

Perform the check-in room by room within a groupbooking. 



To perform a check-out, you'll find the same icon regardless of where you access it. 
The first option is within the booking details page.

5.10 Perform a check-out

Click the check-out button in the Accommodation & Allocations section 
to change the room status to red, signifying the guest is checked-out.



The second option is to use the Check-out button on the right-hand side of the screen. 
A pop-up will appear, select the rooms you want to check-out. 

5.10 Perform a check-out



The third option is to perform a check-out from the Check-out List. Here, you'll also see the same icon,
allowing you to perform check-outs room by room in group bookings or check-out all units.

Perform the check-out for all units in 1 click within a groupbooking. 

5.10 Perform a check-out

Perform the check-out room by room within a groupbooking. 
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To add a payment to a booking, access the Administration section within the booking details page. 
Click on the Add a payment to this booking icon, and the total outstanding amount will be autofilled. 
Choose the appropriate payment method and click Save and Close to complete the process.

6.1 Register a payment

The payment will be displayed in the administration section. 



In group bookings, choose to register a payment for the entire booking or per room in the Accommodation & Allocation section. 
Click + payment, select the payment method, and save to complete the process.

6.2 Register a payment per room in a group booking

The payment will be displayed in the administration section. 



Before generating a final invoice, you can always print a receipt. To do so, click on the Print receipt icon.

6.3 Print a receipt

In case you wish to print a receipt at room level in case 
of a group booking, use the same icon at room level.



Once the entire booking has been checked and all payments have been registered, the invoice can be generated. To do so, 
click the Generate invoice icon, a pop-up will open. Here, you can still choose to generate a general invoice or invoice an individual room. 

6.4 Generate an invoice

31/10/2023

15/11/2023

15/11/2023

The invoice  will be displayed in the administration section. 

€1,260.00 €0.00

After generating the invoice, 
an envelope icon will appear.
Clicking this icon allows you 
to seamlessly send the invoice
through e-mail.



Once the entire booking has been checked and all payments have been registered, the invoice can be generated. 
To do so, click the Generate invoice icon, a pop-up will open. Here, you can still choose to generate a general invoice 
or invoice an individual room. 

6.5 Generate an invoice per room in a group booking

31/10/2023

15/11/2023

15/11/2023

The invoice  will be displayed in the administration section. 

€1,260.00 €0.00



The credit note will be displayed in the administration section. 

In Lobbi PMS, correcting a wrong invoice is easy. Go to the booking's administration, and click the cross icon to create a credit note for the
entire invoice. Make the necessary changes to the booking, then generate a new invoice for accurate records. 

6.6 Generate a credit note


