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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.

& lobbidemo.mancloud.eu 1 Enter the provided URL. o B M st 2 Bookmark the page.

B Andere bookmarks

IObe lobbidemo.mancloud.eu

Username

3 Enter username, password and click Signin.
Password

v Signin

Check our support pages for more information

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.

lobbol

Dashboard Mailbox Addressbook Administration Management Configuration Support HeEws
Check-in Check-out Inhouse icelled Templates Out of order
Account preferences | Dema Hotal Lobbi v|
4 4 (S
T s © -
- Platform title ManCloud PMS <1 o L Ll
AL @ Housekeeping
< Standard Single Language British English xv
B 551 i 2 Select preferred language and startpage. A outoforder
Start page Home ® —
B ss2 ™ D¢ ~
Apply settings (O! Search
¥ Standard Double
: Encryption key
sp1 - § Cash payment
B sp2 De Wil D Dc x t
ccoun
B sp3 E Load Template
. Username Demo
B sp4 De Wirdd D« Unallocated bookings (1 total)
B so5 Password e . N . .
3 selecta unique password and enter it twice for confirmation. EE8E
B sD6 Password (again) - De Windt David #179
B sp7
_ Save Save and close (] Close
SR Booking status 2023
B wvp1 [ New 18
B wvD2 Dc [7] Expired 7
——— W Modified 0
r
00 M Pending &
® Standard Single y

2). o b

Click in the hammer and screw icon 1]

Signout

|| Confirmed

12




2. Addressbook
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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.

loblol

Dashboard

Search ...

Roomrack « (2)-

| Addresshook I Room Rack Administration Management Reports Configuration Support News

All Companies  |\@. Access dll corporate contacts.

+ Cash €1,64.00 =

changelog = Demo

Signout

Mailbox

| Demo Hotel Lobbi d

S L 2 - |E Back to list
Mancloud - De Bleye Peter
v Mancioud ~{e Eleye 1 . o325 [ ossonzzs  [enseisBenardst@at L oo osesis BE 20 O Sonack
Peter &5 - 2/201, BE-9000 Gent
Van Artevelde Geoff
& van Artevelde Geoff (3 2 - [ +3203912215 Frangols Barardstraat BE 35 Create a contact.
2/201, BE-9000 Gent
De Vlieger Jo
Willem Jo
& willem Jo 4 -
Verreck Sofie
& Vverreck Sofie 5 - , - - - ¢ .—
2 Verreck Sofie 6 - = - -

Katje Patje
2 Katje Patje 7 = e 5 7 (SR T Delete a contact.

Tros Veronica

& Tros veronica 8 -




3. Room rack

3.1 Detail room rack
3.2 Booking status
3.3 Unit status

3.4 Inventory grid
3.5 Allotment grid
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3.1 Detail room rack

Administration Management Reports Configuration Support

Search ..,

changelog - Demo — Cash €1,164.00 + . . . Signout

2 v|[week |period [ 1 April - 15 April 2023

| testperiode

| ssi i De Windt David #2035
W ss2 ™ Doe lane #189
S0 Doe Jane #20& [ De Windt David #208
sD2 Doe Jane 11 De Windt David #199 @ Doe Jane 204 s
De Windt David #1939 @ De Windt David #208
Doe Jane #204 De Windt David #205 [ De Windt David 4208
o 505 De Wil D Doe Jane #204
| 506 De Windt David 80

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.

Demo Hotel Lobbi (O e —
O Booking
4 -
‘_}\ Housekeeping
Out of order
Search

Cash payment

o—
ol
E Load Template
Unallocated bookings {1 total)
Week 13
ManCloud bv - John Elten #200
Booking status 2023
New 15
Expired 8
B Modified 1]
] Pending
Confirmed T
W Advance T4
Completed 72
Tham: W Cancelled 9
W Closed 0
W Cut of order (1]
Unit status
Booked
Pre-checked in
In house
Checked out
Cancelled




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.

loblboi

Dashboard

= (2)- Search ...

changelog * Demo —+ Cash €1,164.00 * - 5R . . Signout

Room Rack Administration Management  Reports Configuration Support News

Floor 1

¥ Standard Single

W SS1a
W ss2 ™
Booking status 2023
New
Expired
I Modified
[ Pending
Confirmed
I Advance
Completed
[l Cancelled
B Closed
Bl Out of order
W sp2.2
M sp3.2
W sb4.2
M SD5.2
M sp6.2
M sp7.2
W wvD1.2

B New

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.

Expired

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.

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

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

Confirmed
The reservation has been confirmed.

Advance .
The hotel has received an advance payment.

Completed
The full payment for the booking has been received.

Cancelled
The reservation has been cancelled.

Closed
This status is only used during the initial stages of

set-up when past bookings are uploaded into Lobbi PMS.

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

l Demo Hotel Lobbi

O Booking
<@

D Housekeeping
Out of order
Search

Cash payment

-
E Load Template

Unallocated bookings (1 total)
Week 13

ManCloud bv - John Elton #200

Booking status 2023

New 16
Expired 8
W Modified 0
[ Pending i
Confirmed 13
W Advance 14
Completed 21
M Cancelled 9
W Closed 0
M Out of order 0

Unit status
Booked
Pre-checked in
In house
Checked out

Cancelled




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.

B (2)- Search ...

changelog » Demo —= Cash €1,164.00 - 3 . Signout

Room Rack Reports Configuration Support News

Demo Hotel Lobbi w

L) Booking

& ' Housekeeping
L 4 ping

W 551 De Windt David #208 A= Outoforder

W ssz2™ Doe Jane #189 —
Search

Cash payment

SD3 BOOked E Load Template
— Upon new booking registration or |mport from the channels, DR boine (Ftotal)
B so5 rooms are labeled Booked, shown in blue. .
ee

p h k d ) ManCloud bv - John Elton #200
. re-checked In
Unit status

When the guest completes self-check-in, the booking status et

Booked changes to pre-checked-in in yellow. 2::,00 1:
W Modified 0
. Pending
Pre-checked in In house S -
W Advance 14
After check-in, the status becomes In-house, shown in green. il ad -
In house W Cancelled ]
Checked out s s
Checked out B Out of order 0
When the guest completes their stay and checks out of the unit,
Cancelled the booking status changes to Checked-out, highlighted in red. Unit status
Booked
M sD5.2 Cancelled Pre-checked in
M sp6.2 . In house
e Upon cancellation, the room status changes —_—
= Checked out

to Cancelled and takes on the colour grey.

Cancelled




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.

Iobb #204 - Doe Jane - B (2) « Search ...
I changelog ~ Demo — Cash €1,164.00 - - BR . Signout

Dashboard Mailbox Addressbook Room Rack Administration Management Reports Configuration Support News
Check=-in Check-out Inhouse MNew Expired Modified Pending Confirmed Advance Completed Cancelled Templates Out of order ¥
2 v|[week ~|period [ 1April - 15 April 2023 b Bl

Thu Fri Sat Tue Wed Thu Fri
6 Apr 7 Apr 8Apr 11 Apr 12 Apr 13 Apr 1 Apr
testperiode

P Floor1
-]
B
-

B om . e s .

Show availability in quantity.

W po2

B DD3

B D4

Show number of booked rooms.

B pos

M D6
- . oy .

Show availability in percentage.
| jsm
B jsp2
(]

Votals i 27 27 27 24 20 23 23 27 24 22 22 27 29 30
Standard Single (4) 3 3 & & 4 3 3 & 4 & 4 4 3 4
Standard Double (74) 13 13 1 8 & 8 8 n 8 6 [ n 14 1%
Deluxe Double (&) 6 6 6 6 6 6 6 [ 6 6 [ 6 6 6
Junior Suite Double (2) 2 2 2 2 2 2 2 2 2 2 2 2 2 2
Water View Double (%) 3 3 4 &4 &4 &4 &4 4 4 4 4 4 4 &

4 4



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.

I bb #408 - Doe Jane - I (3) -
o I changelog * Demo —s Cash €1,500.00 - a= + % | Signout

Dashboard Mailbox Addressbook Room Rack Administration Payments Management Reports Configuration Support News
Check=in Check-out Inhouse New Expired Modified Pending Confirmed Advance Completed Cancelled Templates Out of order ¥
Self Checkins | Demo Hotel Lobbi e
.. ., - . o1 Bookin
id 4 Today| 2 ~|| week - |period [*s| 18 January - 1 February 2023 (| O g
Fri Tue Wed Sat. Sun
20 Jan 24 Jan 25 Jan 28 Jan 29 Jan & Housekeeping
< Floor1
< Standard Single _‘ Out of order
5514 =)
/. Search
B ss2 (™ S
< Standard Double £=' Cash payment
B s;m =
B sp2 9 Stripe Terminal Folio
B sp3
= Load Template
44 Today [2 v|[week ~|period & 18 January - 1February 2023 b bl
Nothing to clear Everything in sync Wizard

[[] # Edit values Allotment Minimum stay Maximum stay Standard rate

Standard Single

Standard Double 140 140 150 150 150 260 140 140 140 140 140 260
Deluxe Double 170 170 170 170 170 170 170 170 170 170 170 170
Junior Suite Double 220 220 220 220 220 220 220 220 220 220 220 220
Water View Double 220 220 220 220 220 220 220 220 220 220 220 220

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.




Booking details page
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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.
— @

Io b bl #193 - Thomas Maarten - (2)-

changelog - Demo — Cash €1,164.00 - « R . == 1 Signout
DECETG] Mailbox Addressbook Room Rack Administration Management. Reports Configuration Support News

| Demo Hotel Lobbi v
[2 ][ week ~|period [% & April - 22 April 2023
s Sat Sun Mon Tue \§ ) Booking
FABAREL 8 Ap 9 Apr 10 Ap 1 Apr
o 1 = a
AL Unit SD1 - Standard Double - New #213 » Housekeeping
< Standard Single Contact: Doe Jane
B 5518 Arrival: Friday, 14 April 2023 15:00 Thomas a /= Outoforder
Departure: Monday, 17 April 2023 11:00 !
B ss2[” Rateplan Standard rate ThomasEa @) | scarch
° Balance €660.00 [ €1,980.00 ~N
B sm De Windt David #208 .: @, Doe Jane #213 k Thomas| la Cash payment
M sp2 ) Doe Jane #204 sl | Doe Jane #213
- = L
B sp3 De Windt David #208 | Doe Jane #213 B ‘oad Template
B 5D4 De Windt David #263 De Windt David #208

Unallocated bookings (1 total)

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

. Contact details

. Related contacts

CRM

. Booking transfer details

. Booking details

Guests

. Accommodations & allocations
. Administration

. E-mails

. Other bookings

1
2
3.
4
5
6.
7
8
9

o




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.

IObe | Roomrack - B (2) - Search ...
changelog - Demo —- Cash €1,164.00 - - 8B - =+ Signout

Dashboard Mailbox Addressbook Room Rack Administration Management. Reports Configuration Support

iy Demo Hotel Lobbi

Current Bookings [/- ) Re-confirm
a9 Doe Jane & Tuesday, 28 March 2023 15:00 - Monday, 03 April 2023 11:00
s Mail payment link
~ & Contact details / Edit contact
Name Doe  Jane Email janedoe@lobbi-pms.com 1 Mail Self-Checkin now
Language [ Currency French | Euro Nationality Belgium
Mail contact
Phone Mobile 03212312 34 56
VAT Club card @ Cancel booking
Identification 3838383B33838383838 Note
. i Check-in
Address Avenue 12345 Belgium 1000 Brussels

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.

!

Add related contact

Roomrack - B9 (2) -
lobloi i

Mailbox

Dashboard Addressbook Room Rack Administration Management Reports Configuration Support News

Out of order

Check-in Check-out Inhouse New Expired Modified Pending Confirmed Advance Completed Cancelled Tempjates

Current Bookings

#213 | ¥ poe Jane 2 Friday, 14 April 2023 15:00 - Mondfy, 17 April 2023 11:00

. Edit contact

- & Contact details

MName Doe Jane Email janedoe@lobbi-pms.com

Language / Currency French | Euro Nationality Belgium

Phone Mobile 032123123456

VAT Club card

Identification 3838383833838383838 Note

Address Avenue 12345 Belgium 1000 Brussels

& Add related contact

Name Email Club card Identification Date of birth Nationglity
ABC BV administration@abc.com BE

ABC BV Finance abc.finance@abc.com

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

changelog - Demo —- Cash €1,164.00 -

Signout

& Demo Hotel Lobbi

Confirm
s Mail payment link
| Mail Self-Checkin now
Mail contact

0 Cancel booking

\/\j Comment

g, Guest Registration

|'H'| Print booking

|J-L| Function sheet




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 comment

k- B (2) -
Iobbl Roomrac| . .

Signout
Dashboard Mailbox Addressbook Room Rack Administration Payments Management Reports Configuration Support
Check-in Check-out Inhouse New Exp Modified Pending Confirmed Advance Cancelled Out of order e X
Self Checkins
Current Bookings
4 | © ABCBV B Friday, 27 October 2023 15:00 - Monday, 30 Ottober 2023 11:00
b & Contact details Edit contact

b & Related contacts AdH related contact

Add a CRM comment.

Filter on access type i
v all
19/10/2023 Allocation User Access Created At
Extra 2 pillows 552 552 Demo housekeeping - To do 09:341 external
channel
PO 12345TL sD1 Edeple of monuclly added comments. sD1 Demo administration 09:33:18
08/10/2023 Allocation User Acces Created At
Booking processing started on 2023-10-08 22:10:11 Valid status check for status 'Book' channel 22:1015 log

** THIS RESERVATION HAS BEEN PRE-PAID **
Approximate time of arrival: between 17:00 and 18:00 Example of imported comments. external 22105
BOOKING NOTE : Payment charge is EUR 4,20368, booker_is_genius

smoking preference: Non-Smoking, The amount the guest prepaid to Booking.com is EUR 323.36 external 22:10:15
19/10/2023 Allocation User Access Created At
Cancelled SD4 Demo log 10:56:57

Supplement 'Diner 3 services' added for date 30/10/2023 00:00 Exomple of |OgS. sD1 Demo log 10:56:1

Supplement ‘Wine tasting 6 tasting glasses ' added for date 29/10/2023 00:00 s Demo log 10:56:11



4.3 CRM

To add a CRM note, just click the + Comment button.
Choose the access type (internql, 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.

. Add comment

I bb | Roomrack « B (2) Search ...
o I hangelog - Demo — Cash €0.00 - . ow o = | Signout

Dashboard Mailbox Addressbook Room Rack Administration Payments Management Reports Configuration Support News

O Confirm
Current Bookings
#a | ascev A Friday, 27 October 2023 15:00 - Monday, 30 Odtober 2023 11:00 s LS L
s B A .
& Contact details Edit contact 9 Stripe Terminal Payment
b & Related contacts Ad{ related contact
| Mail Self-Checkin now
Filter on access type | all v o Mail contact
Internal
cess Created At Q SMS contact

Only visible to your team and are used to share relevant
information about the main booker or booking with colleagues
External ministration
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 SR
reference number, upon customer request.
Function sheet

Relevant notes to display on the function sheet.
Meal report Access internal v

Relevant notes to display on the meal rapport. Allocation -

Departure

Arrival Departure

Channel
Comments imported from booking engine and OTA's.

Save = Save and close Close



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.

lobbi

Dashboard Mailbox Addressbook
Check-in Check-out Inhouse
Self Checkins

Current Bookings

#393 | Lobbi PMS Demo Hotel &

b & Contact details

b & Related contacts

23/10/2023

Meal added: 'Breakfast walk-in voor volwassenen' . Amount 1 & price 24.00 for date 2023-10-20 00:00:00

Change Stay Amount (2023-10-23) from 1to 0

Change Supplement 'City Tax' Amount (2023-10-23) from 110 0

Allocation departure date changed from 2023-10-24 to 2023-10-23.

Checked out

Checked out

Checked out

In house

Payments Management Reports

Pending Confirmed Advance Completed

Configuration

Roomrack -

Lar

(-

Support

celled

+ Cash €0.00 -

Templates Out of order

Friday, 20 October 2023 15:00 - Monday, 23 October 2023 11:00

Edit contact

Add related contact

% Add comment

Select Log as access type.

Allocation

5D4

SD4

SD4

AEEE

User

troppus

troppus

troppus

troppus

troppus

troppus

troppus

troppus

@
Filter on access type | log

Access

log
log
log
log
log
log
log

log

Created At

10:b4:41

10:24:23

10:24:23

10:24:23

10:07:39

10:07:39

10:07:39

10:07:11

Signout

it Demo Hotel Lobbi

-4 0o

MR w09

Re-confirm

Mail payment link

Stripe Terminal Payment

Mail Self-Checkin now

Mail contact

SMS contact

Cancel booking

Check-in

Check out

Comment

Guest Registration

Print booking



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.

. Add transfer details

lobb Sy
I changelog - Demo —+ Cash €1,164.00 - - 8F - =+ | Signout

Dashboard Mailbox Addressbook Room Rack Administration Management Reports Configuration Support

Check-in Check-out Inhouse New Expired Modified Pending Confirmed Advance Completed Cancelled Templates Out of order

i Demo Hotel Lobbi

Current Bookings Confirm

#21 | @ Doe Jane 2 Wednesday, 19 April 2023 15:00 - Saturdhy, 22 April 2023 11:00
s Mail payment link
b & Contact details Edit contact
b & Related contacts Add related contact ] Mail Self-Checkin now

% Add :omment B Show logs
Mail contact
=

0 Cancel booking

\ fd Comment
Wednesday, 19 April 2023 15:00:00 TFIN by_hotel o Saturday, 22 April 2023 05:00:00 TFOUT by_taxi

% Add transfer details

- 7 Booking transfer details

Arrival Departure

oy

Add transfer details to the booking =l

Arrival Departure
Pick up |m Drop off m
Reference  yze g032 feferenc®  Roman Click on this icon to open a pop-up
O O where you can enter the necessary information.
Date 19/04/2023 Date 22/04/2023
Time |EHE| Time [a ] {E

Charlie
Comments Comments

“ ¥

Save andclose | 4 Close



4.5 Booking details

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.

IObb | Roomrack - B (2) -
I changelog : Demo —- Cash €1164.00 + & . & - 7€ .. signout

Dashboard Mailbox Addresshook Room Rack Administration Management Reports Configuration Support News

i Demo Hotel Lobbi

Current Bookings O Confirm

#213 | ¥ poe Jane 2 Friday, 14 April 2023 15:00 - Monday, 17 April 2023 11:00

s Mail payment link
& Contact details

b & Related contacts | Mail Self-Checkin now
[l showin roomrack  « Translations 7 Resetall prices » Edit

. = 5 = Mail contact

Arrival Fri 14 April 2023 Departure Mon 17 April 2023 Q
Baoking channel Hotel Reservatiomn OO m New | #213 @ Cancel booking
Catego Leisure individual

o bkt Arrival Departure # Arrangement Adults Juniors Babies
Created on Tue 11 Apr 2023 12:56:46 | Demo 2 Commen

v P e 14-04-2023 17-04-2023 3 x # Standard Double 6 0 0

Updated on Tue 11 Apr 2023 12:56:48 | Demo Total Bl 3 6 0 0 ﬁ"’ Guest Registration

Guarantees & material Add

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.




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.

lobbi

Dashboard Mailbox Addressbook

Room Rack

Administration Management Reports

| Roomrack « B (2) . Search ...

changelog - Demo — Cash €1,164.00 - * R . + = | Signout

Support News

Current Bookings
#213 | ¥ Doe Jane 2
b & Contact details
b & Related contacts
b (D cRm
» 34 Booking transfer details

b 5] Booking details

Name Language Email
janedoe

Doe Jane 3 fr ) .
pms.com

Friday, 14 April 2023 15:00 - Monday, 17 April 2023 11:00

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.

11 Print guests & Email guest(s) % Add guest

iy Demo Hotel Lobbi

O Confirm

s Mail payment link
| Mail Self-Checkin now
4 Mail contact
)
@ Cancel booking
Comment

©
5?.. Guest Registration



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.

lobb
I changelog - Demo — Cash €1,164.00 - * am + = | Signout

Dashboard Mailbox Addresshook Room Rack Administration Management Reports Configuration Support News
Check-in Check-out Inhouse New Expired Modified Pending Confirmed Advance Completed Cancelled Templates Out of order L
iy Demo Hotel Lobbi
Current Bookings O Confirm
#213 | ¥ poe Jane B Friday, 14 April 2023 15:00 - Monday, 17 April 2023 11:00

= s Mail payment link
b & Contact details

b & Related contacts §  Mail Self-Checkin now

b (D crRM
Mail contact
b 3{ Booking transfer details

ay
b 5] Booking details @ Cancel booking

b M8 Guests (2)
\a Comment

- B8 Accommodations & allocations & Add allocation(s) & Add guestlist - ' Check-inallunits < ! Check-outall units —

. g Guest Registration
< #1 [ Booked Arrangement [ Rateplan Arrival Departure Guests Guest G
O [sp1 & Standard Double / Standard rate Fri 14 Apr 2023 15:00 Mon 17 Apr 2023 11:00 AzljolBO Doe Jane = Print booking
© R Sta 3 stays €648.00 —1 :
y 4 &= Function sheet
Description # Date Total =
ol
Standard double 1 14/04/2023 €256.00 Cancel Room E:) Create Template
Standard double 1 15/04/2023 €256.00 7
A  Transfer
Standard double 1 16/04/2023 €136.00 A\
A4 Supplements & varia plements €12.00 s
& Supp Booking status 2023
Description # Date Total
[ New 21
City Tax 2 14/04/202300:00 €4.00 supplements Expired g
City Tax 2 15/04/202300:00 €4.00 B Modified 0
. M Pending 5
City Tax 2 16/04/2023 00:00 €4.00 Confirmed 16
Meal: /s €0.00 Meal W Advance 15
hd no meais v Meals
Wy feas : Completed 21
Total €660.00 - Paid €0.00 - Invoiced €0.00 - Balance €660.00 Payment (= Print = Invoice . Edit M Cancelled 9

- Claesd n



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.

Iobb Roomrack « (3). Search ...
I changelog + Demo —+ Cash €1,920.00 -+ -8R ¢ Signout

Dashboard Mailbox Addressbook Room Rack Administration S Management Reports Configuration Support News
Check=in Check-out Inhouse MNew Expired Modified Pending Confirmed Advance Completed Cancelled emplates Out of order ¥
Self Checkins @ Demo Hotel Lobbi

@ Re-confirm

Mail payment link

Current Bookings
#7a | ™ apcev 2 Friday, 27 October 2023 15:00 - Monday, 30 October 2023 11:00

/LT Stripe Terminal Payment

-9 wn

. EditBQ . Editrooms . Edit '! Printreceipt
Mail Self-Checkin now
stay Supplements Meals Receipts Total Payments Deposit Balance
Open N = - - - - €0.00 6 Mail contact
Invoiced €408.00 - = - €408.00 €420.00 €0.00
@ SMS contact
Folio €6,708.00 £€342.00 = = €7,050.00 = €7,050.00
Totals €7116.00 €342.00 - - €7,456.00 €420.00 €0.00 €0.00 o Cancel booking
Credit cards Add a credit card ] Check out
Payments . _ . _ _ _ . '\,@' Comment
pen Stripe dashboard Stripe Terminal Payment Generate online payment Add a payment to this booking
User Contact / Guest Date Allocation Document Folio Method Paid @ - - )
g uest Registration
31/10/2023 16:12 - 23-00154 VISA €520.00
5 U Print bookin
Invoices LD'] g
Number To Allocation Pdf Date Due date Total Paid Remaining u Finctionichast
u
23-00156 552 1 31/10/2023 14/11/2023 €420.00 €0.00 €420.00 LD]
-
23-00155 552 1 31/10/2023 31/10/2023 -€420.00 €0.00 -€420.00 E:j Create Template

23-00154 552 1 31/10/2023 1412023 €420.00 €420.00 €0.00



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.

loblb
I changelog « Demo — Cash €1,164.00 - - A ot == 1 Signout

Dashboard Mailbox Addressbook Room Rack Administration Management Reports Configuration Support News
Check=-in Check-out Inhouse MNew Expired Modified Pending Confirmed Advance Completed Cancelled Templates Out of order o *
Current Bookings

E Doe Jane 2 Monday, 23 October 2023 15:00 - Wednesday, 25 October 2023 11:00
b & Contact details Edit contact
b & Related contacts Add related contact
v (D crRM Add comment
b 34 Booking transfer details Add transfer details
b 5] Ranking details Show in roomrack Translations Reset all prices Edit

Er
Subject To From Booking Date
Bevestiging van uw reservering #397 info@lobbi-pms.com Demo #397 - Doe Jane 24-10-2023 08:59
Confirm your reservation #397 info@lobbi-pms.com Demo #397 - Doe Jane 24-10-2023 09:02
Online inchecken voor uw verblijf bij Hotel Demo info@lobbi-pms.com #397 - Doe Jane 24-10-2023 08:59

Displaying1-3 of 3 Show eniries



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.

Iobb Roomrack « (3)- Search ...
l 7 « Demo —+ Cash €0.00 +

Dashboard Mailbox Addressbook Room Rack Administration Payments Management Reports Configuration Support
Check-in Check-out Inhouse New Expired Modified Pending Confirmed Advance Completed Cancelled Templates Out of order o *
self Checkins
Current Bookings
ﬂ| ABCBV & Friday, 27 October 2023 15:00 - Monday, 30 October 2023 11:00
Name ABC BV Email info@abc.com
Language [ Currency Dutch [ Euro Nationality Belgium
Phone Mobile
VAT BE 1234 454 566 Club card
Identification Note TEST
Address ABC lane 55 Belgium 1000 Bruxelles Vehicle
e
Loue Name Arrival Departure Channel
[ | #358 | ABC BV - 15/09/2023 21/09/2023 Hotel
@ ABC BV - 09/04/2023 12/04/2023 Hotel
#164 | ABC BV - 16/03/2023 18/03/2023 Hotel

=] #160 | ABC BV - 11/03/2023 13/03/2023 Hotel



5. From booking to check-out

5.1 Create a booking
5.2 Edit a booking

5.3 Cancel a booking
5.4 Cancel a room

5.5 Add a supplement
5.6 Add a meal

5.7 Edit prices

5.8 Confirm a booking
5.9 Perform a check-in
5.10 Perform a check-out

powered by I I I I

www.lobbi-pms.com



https://www.lobbi-pms.com/

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.

Iobb #204 - Doe Jane - B (2) « Search ...
I changelog « Demo — Cash €1,164.00 - - R . == 1 Signout

Dashboard Mailbox Addressbook | Room Rack | Administration Management Reports Configuration Support News

Check=-in Check-out Inhouse MNew Expired Modified Pending Confirmed Advance Completed Cancelled Templates Out of order

| Demo Hotel Lobbi ™

® Booking

2 ~|[week ~|period [ & April - 18 April 2023

B Floor1 % -
7 Housekeeping
b
< /= Outoforder
A= r_“
=8 Search
B o
B pp2 F= Ccash payment
B pD3 Create booking on: 10/04/2023 in: DD4 =
24 Load Templ.
B DDs u E oad Template
B nos
Create a new booking 2 Create booking on: 10/04/2023 in: DD4 -
Contact Search for a contact ¥ Contact Search for a contact ~
Category. Leisure individual ~ %~ Cagory Lesure individual X
Cote <ode
Booking channel Hotel xv Booking channel Hotel
Expires at 06/04/2024 Expires at 06/ 042024
Allocations Add allocation Allogations
Arrangement Unit start # End Adults Juniors Babies & _ E
Ty =

v | o7/04r2023 150 ] 08/04/2023 11:C 0 0 0 @]
) (SRS e |

Groapen - Greups

v

E’.- =

Deluxa Doublo - Standard rate
Deluxe Double - Breaklast incl
Belxe Double - Standard rate OTA
Deluxe Double - Corperate rate

Guestlis

Juniors. Babies

1

Guestlis

Standard Singhe - Standard rate m
5 Standard Single « Breakfast incl. o

e By selecting the first method,
Standard Doubile - Standard rate .

Snaw bouse Bt o you will have access to a
S detailed list containing all the
D o T available rate plans for every
S G R

2 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.

Junior Sute Boutle - S1anaad rate
Junior Suite Bouble - Breakfast incl.
Junior Suite Bouble - Standard rate OTA

Watr View Double - Standard rate
Wator View Double - Breakfast incl,
Watar View Double - Standard rate OTA




5.1 Create a booking

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

Create a new booking

Contact

Category
Code

Booking channel

Expires at
Icon

Allocations

#  Arrangement

Search for a contact « | 4

Leisure individual X

Hotel X

06/04/2024

.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.

Start End

08/04/2023 11:C

6. Arrangement

Select the rate plan from
the drop-down menu that you want to book.

7. 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

8. Startand end

Select the start and end dates for your stay.

9. Adults, juniors, and babies

Enter the number of guests per guest category -
adults, juniors, and babies - who will be staying in the room.

© Add allocation A




5.1 Create a booking

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.

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

Create a new booking

Contact Search for a contact ~
The warning triangle is used to select the same room for different dates.

Category Leisure individual % v
Code A

: The lock icon is used to ensure a guest's specific room preference is reserved.
Booking channel Hotel T L
Expires at 06/04/2024
lcon -
Allocations © Add allocation A

# Arrangement Unit Start # End Adults Juniors

1 “| | v| 0710412023150 ] 08/04/2023 11:¢ [0 ] o ] [0 ] 0
Totals 0 0 0
Guestlist
Adults Juniors Babies
0 0 0

Close



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.

e Winet David 1208

) Doe jane 2204 wm

e Windht David 1208
De Windt David #20  Dre Windt David 208

De vl D

208 - De Windt David - I8 (2) -

Option 1
From the room rack,

Thomas &

Demo Hotel Lobbi

E3) Booking
s
3‘)' Housekeeping

Out of order
Search

Cash payment

B tondrenoine

Unallocated bookings
Weak i6
- Thomas Maarten 211

- Thomas Maarten 8211

click on the pencil icon located
next to the booking you want to edit.

IOb bl by ManCloud

Dashboard | Mailbox || Addressbook
Checkin  Checkout  Inhouse  Ne
Current Bookings

#4213 | Doejane &

& Contact details.

Name Doe  Jane

Language / Currency English | Euro

Phone

VAT

Identification 5555 555 5555

Address janedoe@gmail.com  Belgium 1000 Brussels

b & Related contacts

_ B8 Booking details

Arrival
Booking channel
Category
Created on
Updated on

Guarantees & material - Add

Edit booking | @

Start

Contact Doe Jane %
Category Leisure individual %~
Code LFaE]
Booking channel Hotel L
Expifes at 13/04/2023
Icon -
Payment reference ++4000/3600/21358+++
Allecations
Arrangement. Unit
1 Standard Double - Standard rate v| ---5N b
2 Standard Double - Standard rate v| [---sp2 -
3 [ standard Double - Standard rate vl [~ sos ~|
Totals
Guestlist
Adults Juniors
[ 0
Save | Save and close Close ‘l' View Edit pricing

[SSUYCRN | Administration

Expire Modified

Fri 14 April 2023
Hotel

Leisure individual

Tue 11 Apr 2023 12:56:46 | Demo

Tue 11 Apr 2023 12:56:48 | Demo

Choose any option,

and you'll see the same pop-up

Management

for easy editing of the booking.

# End
14/04/2023 15:0 Z 17/04/2023 11:0
14042023 15:0 3_' 17/04/2023 11:0
14/06/2023 15:0 3 17/04/2023 11:0

Reports

Departure

Reservation
Arrival
1%-04-2023

Total ki

Configuration

Email
Nationality
Mobile
Club card

Note

Roomrack - 8 (2)

Support  News

Completed Cancelled

Search

changelog - Ddfno —+ Cash €1164.00 +

ouflof order

Friday, 14 April 2023 15:00 - Monday, 17 April 2083 11:00

dorria@lobbi-pms.com

Belgium

09676 8754

- Editc ntact

Add related cfintact

% Add comment 8 St ow logs

Add transfer dtails

Option 2
In the booking details page, scroll
down to the Booking details section

signout

& Demo Hotel Lobbi

S

ATl YEQI > 1P

and click on the pencil icon.

A

Mail payment link

Mail Self-Checkin now

Mail contact

Cancel booking

Comment

Guest Registration

Print booking

Function sheet




5.3 Cancel a 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.

208 - De Windt David - I8 (2) -

Administration | Mamagement | Reports | Comfguration  Support
#213 - Doe Jane (Pending)
Arrbeal: Friday, % April 1003 15:00
Departure: Monday, 17 April 2023 1
Via Motel

Gotsts Dot lane Dot Joha

) 5 1o X e
@ vousakaeping
msse Thomas_a A outoforder
mssr Thomaslla =
- 2, search
B 501 Da Winat Dawid 108 e Thomasa Cash payment
€3 Doe jane 204 -
m 50 De Windt David 208 @ @, Doe jane =213 g Load Ter
W sDs De Windt David 8263 De Windt David 5208 L] inallocated bookings (1 totat)
msos jeek 16

) 506 Thomas Waastan 11

1. Use the search bar or click on the
magnifying glass to locate the booking.

Cancel current booking

Type Description
Format - B F =
By client
Cancel the booking by client
) By house

Cancel this booking by house

) Invalid credit card

3. Provide a reason and click
Save and close. Optional: send a

Cancel this booking because the credit card Is
nat valid

() No show
Cancel this booking as a no show booking

cancellation e-mail to the guest.

[ Move allocation to virtual room

Save | Save and close Close

Roomrack - B (2) - Search..

loblboi

changelog + Demo —+ Cash €1164.00 + © - &8 - %€ -1 signout

Dashboard  Mailbox | Addressbook  ECISUNEUSN  Administration || Management  Reports  Configuraion  Support | News

& Demo Hotel Lobbi

@ coim

S vailpayment ink

Current Bookings

#213 | © Doe Jane & Friday, 14 April 2023 15:00 - Monday, 17 April 2023 11:00

- & Contact details - Edit contact
Name Doe Jane Email dorria@lobbi-pms.com 1) Mail Self-Checkin now
Language / Currency English / Euro Nationality Belgium

Mail contact
Phone Mobile 096768754 0
VAT Club card Cancel booking
Identification 5555 555 5555 Note

> Comment
Address janedoe@gmailcom  Belgium 1000 Brussels

©
O Guest registration
> & Related contacts Add [blated contact [ i

% Add comme t W Show logs Print booking

Bemo Hotel Lobki

Cancelled

] print Report
-] unit r
l Arvival list
B w23 -DOEANE (3 HOTEL €@0on
dlard Doble | Standar Departure list
nate
dard Dosbie J Standas Cancell
=i o o st St g g sl e o O
nate
/ Tran
Fri 18108 » man 108 Sasus Dostie T S o I wereE 2 00 55000 "
nate
W 157 - THOMAS MARRTEN (2 HOTEL o0 i} O Booking
o, Standard Dosble [ Breakfast . : "
P 9706 + Th 20004 i Flest 2 Wl 100 w5200 @ Housekeeping
W 154 THOMAS MARRTEN (3 HOTEL 250 L]
Cash payment
- Standard singwe  Standard
Wed 19106 1 ThaZalos u sl WEMT 100 w250
W 5203 - THOMAS MAARTEN (3 HOTEL @0 [ Allocation actions

Stasndana Singse | Stangard

PR T Standard Sintle i e 100 o
San 01/10 » i 1083 Groapen | Groups Cancelied wrHw 100 @on
— rE= A kit grous

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.




5.4 Cancel a room

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

I bb Roomrack « (2)« Search ...
o l changelog - Demo — Cash €0.00 -
Dashboard Mailbox Addresshbook Room Rack Administration Payments Management Reports Configuration Support News
Check-in Check-ou Inhouse New Expired Modified Pending Confirmed Advance Completed Cancelled Templates Out of order @ x
self Checkins
Current Bookings
M 5 poe Jane 2 Saturday, 11 February 2023 15:00 - Tuesday, 14 February 2023 11:00
- & Contact details ° . Edit contact
Name Doe Jane Email info@lobbi-pms.com
% Add allocation(s) & Add guestlist - ' Check-in allunits « ! Check-out all units
< #1 B Booked Arrangement / Rateplan Arrival Departure Guests Guest
O |sm & Standard Double / Standard rate Sat 11 Feb 2023 15:00 Tue 14 Feb 2023 11:00 A2lJolBO
b B Stay Go to the Accommodation & allocations 3stays €408.00 4 Check-in () Cancel Raom 2 Issue key
B =inrisments e section, click on the Cancel Room icon. e Supplemen:
by Meals no meals €0.00  y, Meals
Total €420.00 - Paid €0.00 + Invoiced €0.00 + Balance €420.00 Payment Print Invoice Edit
= #2 @ Cancelled @ Arrangement / Rateplan Arrival Departure Guests Guest
O |sp2 & @———————— Standard Double / Standard rate Sat 11 Feb 2023 15:00 Tue 14 Feb 2023 11:00 AzlJolBO
b B Stay 3 stays €408.00 .a Book Room Issue key
N RTINS AENEE The room status chqnges to 3 lements €12.00 Supplements
b Meals Cancelled and appears in grey. E—
Total €420.00 + Paid €0.00 + Invoiced €0.00 + Balance €420.00 Payment Print Invaice Edit

To rebook a cancelled room,

simply click the Book Room icon.




5.5 Add a supplement

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.

@-

Roomrack «

loblboi

Search ...
Demo — Cash €0.00 -

News

Dashboard Mailbox Addressbook Room Rack Administration Payments Management Reports Configuration Support
Check-in Check-out Inhouse New Expired Modified Pending Confirmed Advance Completed Cancelled
Self Checkins

Current Bookings

#a06 | ™ acev 2

Templates Out of order

Monday, 30 October 2023 15:00 - Thursday, 02 November 2023 11:00

- i Accommodations & allocations. % Add allocation(s) <« Add guestlist - " Check-in all units = ! Check-out all units
< #1 B Booked Arrangement / Rateplan Arrival Departure Guests Guest
O [s; & Standard Double / Standard rate Mon 30 Oct 2023 15:00 Thu 2 Nov 2023 11:00 A2ljolBO
b 2 Stay 3 stays €408.00 3 Check-in Cancel Room Issue key
b §2 Supplements & varia 3 supplements €12.00 @@ Supplements
b Meals no meals €0.00 Meals
Total €420.00 + Paid €0.00 + Invoiced €0.00 + Balance €420.00 Payment Print Invoice Edit
< #2 [l Booked . . = Guests Guest
Add supplements to this booking )
O |se2 @ AzljolBoO
Favorites Accommodation Activities Communications Financial Food & Beverage Miscellaneous
b Stay 3coursemenu || Advance | Barbecuepackageluxe | Breakfast | Cancellationcost | CityShuttleService | Full Day Meetingpackage = Half Day Meeting package | Wine tasting 6 glasses (@) om Iss Se|eCt the deSiI’ed Supp|ement.
* @ Supplements
Search ... v
b Meals q q
= Supplements xdd Adjust the quantity,
needed at date and price if necessary.
2 City Tax City Tax *w 01 ® 30/10/2023 00:00 2,00 400
2 City Tax City Tax E R s01 xw 31/10/2023 00:00 200 400 -] == Use thIS iCOh to de'ete a Supplement.
2 City Tax City Tax zv so t 01/11/2023 00:00 2.00 .00
2 scousemens % o1 e 20/10/2023 0000 R —y Adjust the price as necessary.
Save = Saveand close i  Close




5.6 Add a meal

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.

IObb Roomrack - B9 (3) - Search ...
I changelog « Demo — Cash €0.00 -

Dashboard Mailbox Addressbook Room Rack Administration Payments Management Reports Configuration Support News
: : : : : : - : @ X
Check-in Check-out Inhouse New Expired Modified Pending Confirmed Advance Completed Cancelled Templates Out of order
Self Checkins
Current Bookings
#406 | B aBcev & Monday, 30 October 2023 15:00 - Thursday, 02 November 2023 11:00
- i Accommodations & allocations % Add allocation(s) & Add guestlist - ' Check-inallunits « ! Check-out all units
< #1 B Booked Arrangement / Rateplan Arrival Departure Guests Guest
O [sp1 = . Standard Double / Standard rate Mon 30 Oct 2023 15:00 Thu 2 Nov 2023 11:00 A2ljolBO
b Stay 3 stays €408.00 3 Check-in Cancel Room Issue key
b ﬁg Supplements & varia 3 supplements €12.00 Supplements
b " Meals no meals €0.00 l'.“' Meals
Total €420.00 « Paid €0.00 + Invoiced €0.00 + Balance €420.00 Payment Print Invoice Edit
) ests Guest
* Guestlist
Adults Juniors Babies ljo|BO
# booked 8
=501 e key
CE .
Meal Adults Juniors Babies Adults luniors Babies Adults Juniors. Babies Adults Juniors. Babies

Breakfast walk-in | I I
Diner ] | 1 | | I

Breakfast advance | I I |

Total

Save = Save and back




5.7 Edit prices

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.

k- B (3) - Search ...
IObe Roomrac| :

+ Demo — Cash €0.00 - - 8 - * = Signout

Dashboard Mailbox Addressbook Room Rack Administration Payments Management Reports Configuration Support News

Check-in Check-out Inhouse New Expired Modified Pending Confirmed

Advance Completed Cancelled Templates Out of order @ x
Self Checkins
Current Bookings

#406 | B ascev & Monday, 30 October 2023 15:00 - Thursday, 02 November 2023 11:00

- [ Accommodations & allocations. % Add allocation(s) < Add guestlist

+ ' Check-in allunits + ! Check-out all units

< #1 B Booked Arrangement / Rateplan

Arrival Departure Guests Guest
O [s; & Standard Double / Standard rate Mon 30 Oct 2023 15:00 Thu 2 Nov 2023 11:00 A2ljolBO
b Stay 3 stays €408.00 3 Check-in Cancel Room Issue key
b b Supplements & varia 3 supplements €12.00 Supplements

Edit invoice (not billed) for booking #406 to ABC BV Edit BQ Edit rooms Edit all

I [ = Frime = fmeoice £E

Contact ABC BY E 24

Guests Guest
] ) 2023 11:00 AzlJolBO
Location Demo Hotel Lobbi E A
Reference -in Cancel Room Issue key
= Stay ements
Description Room Date Quantity  Price Discount % - VAT % VAT Total . Transfer
Standard double 50 =~ | 30/10/2023 1 100 [] 600 | 566 100.0 If you wa nt to qpp|y changes
Standard double sm E g 3/10/2023 1 136.00 0 6.00 770 136.00 toa I Ilnes, use the link Icon.
Standard double 501 x| 0njan 1 136.00 0 600 7170 136.01

¥ Supplements & varia

Quantity Price ~~  Discount% -~  VAT% VAT

City Tax City Tax X sm X~ 30/10/2023 00:00 2 .00 0.00 6.0 0.z 4.00

City Tax City Tax xw sm xv 3110/2023 00:00 2 2.00 o.00 6.0 0.z 4,00




5.8 Confirm a booking

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.

Iobb Roomrack - I (3) - Search ...
I ch + Cash €0.00 -

Signout

Dashboard Mailbox Addressbook Room Rack Administration Payments Management Reports Configuration Support

Check-in Check-out Inhouse New Expired Modified Pending Confirmed Advance Completed Cancelled Templates Out of order
Self Checkins it Demo Hotel Lobbi
® Confirm
Current Bookings
#06 | ¥ aBCBY 2 Monday, 30 October 2023 15:00 - Thursday, 02 November 2023 11:00 s Mail payment link
Name ABC BV Email info@abc.com
Language / Currency Dutch [ Euro Nationality Belgium 1 Mail Self-Checkin now

Phone

Confirm booking #406 - ABC BV = Mail contact

Send offer O Confirm by signed offer

Send an offer for confirmation Confirm the booking by a confirmed offer

VAT
SMS contact

)
0 Cancel booking

Identification

Address

O Confirm booking
Confirm booking right away

PDF file missing.

- & Related contacts % Add related contact

Check-in
Name Email ! Request advance payment
Doe Jane infod R Select Confirm Booking for e Comment
Request €840.00 payment

Send a link to online payment form for 50% of the booking total the standard conflrmatlon e-mail. " = N )
I (s) & Addguestlist - ' Check-in allunits
) Request €1,680.00 payment

- B Accommodations & alloca « | Check-out all units

< #1 B Booked Send a link to online payment form for full beoking amount Guests Guest
sD1 @ | _— ) AzljolBoO
o & Authorisation on credit card
b s Stay j: ,:M bocking details page you can capture the authorised amaunt far 7 Issue key
R— evaria || © Request €840.00 authorisation Choose one of these alter
a"‘) upplements & varia Send a link to online payment form for 50% of the booking total so”cit pqyment or pre—au horizqtion'
amount . .
bl Meals O Request €1,680.00 authorisation A connection Y\”th q )
send a link to online payment form for full booking amount pclyment prowder IS requwed. e
Edit

Pending will extend the expiration date by 365 days

Save and Next




5.8 Confirm a booking

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

lobbi

Dashboard Mailbox
Check-in Check-out
Self Checkins

Current Bookings
#06 | ¥ aBCBY 2

- & Contact details

Name

Language / Currency
Phane

VAT

Identification

Address

- @ Booking details

AITIvar
Booking channel
Category
Created on
Updated on

Guarantees & material

Addressbook Room Rack

Inhouse New

ABCBV

Dutch [ Euro

BE 1234 454 566

ABC lane 55

Add

Expired Modified Pending

Belgium

Administration Payments

1000 Bruxelles

Mon 30 October 2023

Hotel

Business individual

Tue 31 Oct 2023 10:08:02 | Demo

Tue 31 Oct 2023 10:08:02 | Demo

Roomrack - (3) - Search ...

Management Reports Configuration Support News

Confirmed Advance Completed Cancelled Templates

Monday, 30 October 2023 15:00 - Thursday, 02 November 2023 11:00

Email info@abc.com
Nationality Belgium
Mabile

Club card

Note TEST

Vehicle

. Edit contact

« Demo —+ Cash €0.00 - - BB . == Signout

Out of order

it Demo Hotel Lobbi

Confirm

Mail payment link
Stripe Terminal Payment

Mail Self-Checkin now

-@u

Mail contact

SMS contact

Cancel booking

e
o
(%)

[l showinroomrack . Translations . Resetall prices - Edit

Quick confirm booking TAElipk]

Departure

Reservation O | New | #406
Arrival Departure # Arrangement Adults Juniors Babies
30-10-2023 02-11-2023 4 x W Standard Double 8 0 0
Total = 4 8 0 0

This option ensures that the booking is marked as

confirmed without triggering an e-mail notification.




5.9 Perform a check-in

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

I bbl Roomrack « B (3) -
o changelog * Demo —+ Cash €0.00 + b1 Signout

Dashboard Mailbox Addressbook Room Rack Administration Payments Management Reports Configuration Support News
Check-in Check-out Inhouse New Expired Modified Pending Confirmed Advance Completed Cancelled Templates Out of order ¥
self Checkins % Demo Hotel Lobbi

Confirm

Current Bookings

#406 | ¥ apcav 2 Monday, 30 October 2023 15:00 - Thursday, 02 November 2023 11:00 s Mail payment link
Name ABC BV Email info@abc.com
Language / Currency Dutch /[ Euro Nationality Belgium I MailSelf-Checkin now
Phone Mobile Ml
VAT BE 1234 454 566 Club card
Identification Note TEST SMS contact
Address ABC lane 55 Belgium 1000 Bruxelles Vehicle

Cancel booking

- B8 Accommodations & allocations % Add allocation{s) + Add guestlist - ' Check-in all units + ! Check-out all units

Check-in
<# B Booked Arrangement [ Rateplan Arrival Departure Guests Guest
Comment
—0sn g Standard Double [ Standard rate Mon 30 Oct 2023 15:00 Thu 2 Nov 2023 11:00 A2ljo|BO
bl Stay 3 stays €408.00 9@ Check-in (=) Cancel Room . Issue key Guest Registration

b 2 Supplements & varia Print booking

Click the check-in button in the Accommodation & Allocations section

b .
o Meals Function sheet

to change the room status to green, signifying the guest is in-house.

el RN N . JP

Create Template

< # B In_house Arrangement / Rateplan Arrival Departure Guests Guest

(@S & Standard Double [ Standard rate Mon 30 Oct 2023 14:09 Thu 2 Nov 2023 11:00 AZ2lJolBO



5.9 Perform a check-in

ﬁ Check-in

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.

Roomrack - B (3) - Search ...

[o] ol o]!

g * Demo —= Cash €0.00 + Signout

Dashboard Mailbox Addressbook Room Rack Administration Payments Management Configuration Support

Check-in

Self Checkins

Check-out

Inhouse

New

Expired

Modified

Pending

Confirmed

Advance

Completed

Cancelled

Templates

Out of order

Current Bookings
#a06 | @ apcBV &2

Manday, 30 October 2023 15:00 - Thursday, 02 November 2023 11:00

- & Contact details .~ Edit contact

Name
Language [ Currency
Phone

VAT

ABC BV

Dutch [ Euro

BE 1234 454 566

Email infe@abc.com
Nationality Belgium
Mobile

Club card

Identification

Address

Check-in

Select the allocations to check in

A0 + Checkin Unit Guests
Doe Jane _

|SD1 Standard Double

|SD2 |Standard Double

D3  standard Double

[Sm.Standard Double

Checkin = Checkin and close Close

i Demo Hotel Lobbi

all -

“2wn0O

MR MDD S

Confirm

Mail payment link

Stripe Terminal Payment

Mail Self-Checkin now

Mail contact

SMS contact

Cancel booking

Check-in

Comment

Guest Registration

Print booking



5.9 Perform a check-in

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

I I I : Roomrack - &, #406 - ABC BV - B (3) -
o I cha « Demo —+ Cash €0.00 « ar - + % Signout

Dashboard Mailbox Addressbook I Room Rack I Administration Payments Management Reports Configuration Support

Check=in Check-out Inhouse New Expired Modified Pending Confirmed Advance Completed Cancelled Templates Out of order ¥
D | Demo Hotel Lobbi v
. () Show checked in () show erm notes Date filter I_H__ | Print Report
Check-in Keep bookings grouped  30/10/2023 Search... 1=
% ¢ Transfers list

3 ]

Channel

Package Booking

€1,680.00 _

¢ O

#406 - ABCBV - /3 :
Housekeeping

0 €420.00 » | W=
£ Cash payment
Standard rate “€ pay
standard Please use the columns to sort & the
3 15:00» Thu 02/11 Double / | [sp3fg 20231031 2 0 o €420.00 3 penhiaeaboveithsiables.
Standard rate
standard * Booking status 2023
3 15:00 » Thu 02/1 Double / 0 SD4 [y 2023-10-31 2 0 0 €420.00 ﬂ I New &7
Standard rate Expired 22
W Modified 0
W Pending 8
Showing 1to 3 of 3 entries . ep . . Show | 300 ~ |entries| First | | Previous | | 1| | Next | | Last Confirmed 33
Perform the check-in room by room within a groupbooking. — .
Completed 62
B Cancelled 49
M Closed 0

W Out of order 3



5.10 Perform a check-out

_— . . l| Check out
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.

I bbl Roomrack « B (3) -
o changelog * Demo —+ Cash €0.00 + b1 Signout

Dashboard Mailbox Addressbook Room Rack Administration Payments Management Reports Configuration Support News

Check-in Check-out Inhouse New Expired Modified Pending Confirmed Advance Completed Cancelled Templates Out of order
% Demo Hotel Lobbi

Confirm
&

Self Checkins

Current Bookings
Mail payment link

#406 | @ ABCBY ) Monday, 30 October 2023 15:00 - Thursday, 02 November 2023 11:00
- & Contact details o BiliEeiE Stripe Terminal Payment

Name ABC BV Email info@abc.com
Language / Currency Dutch /[ Euro Nationality Belgium I MailSelf-Checkin now
Phone Mobile -

—~» Mail contact

=
VAT BE 1234 454 566 Club card
Identification Note TEST % SMS contact
Address ABC lane 55 Belgium 1000 Bruxelles Vehicle .
Cancel booking

- @@ Accommodations & allocations % Add allocation(s) <+ Add guestlist - ' Check-in allunits + ! Check-out all units ‘| check out
2 In_house Arrangement / Rateplan Arrival Departure Guests Guest -
'\/_d Comment
i WVD1.2 & Deluxe Double / Standard rate Sat 28 Oct 2023 14:09 Tue 31 Oct 2023 11:00 AzlJolBoO "'
Check-out Book Room g Guest Registration
b=y Stay 3 stays €468.00
Cancel Room Issue key
b : @ Print booking
@ Supplements & varia Click the check-out button in the Accommodation & Allocations section
>80 Meals to change the room status to red, signifying the guest is checked-out. [gj R
Total €480.00 - Paid €0.00 » Invoiced €0.00 - Balance €480.00 Payment Print Invoice Edit E.:) Create Template
=# B Checked_out Arrangement [ Rateplan Arrival Departure Guests Guest

SOWVDI2 (3] Deluxe Double / Standard rate Sat 28 Oct 2023 14:09 Tue 31 Oct 2023 14:59 AzljolBoO



5.10 Perform a check-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.

lobbi

Dashboard Mailbox Addressbook Room Rack
Check-in Check-out Inhouse New Expired
Self Checkins
Current Bookings
. mov oY g

Ll |

- & Contact details

Name

Language [ Currency

ABC BV

Dutch [ Euro

Administration

Modified

Payments

Pending

Management

Confirmed

Reports

Advance

” Check out

Roomrack - B (3) -

Configuration Support

Completed Cancelled

info@abc.com

Belgium

Search ...

Templates

Phone
VAT BE 1234 454 566
Identification
Check out =
Address
Select the allocations to check out
- & Related c i o
4/The balance of this booking is: €0.00
Name
5 + Check out  Unit Guests
oe Jane
O Deluxe Double | WVD1.2 71 Guests
- @ cRM = .
Deluxe Double DD6 7. Guests
Deluxe Double | DD4 | 7% Guests
No comments fo - :
Deluxe Double | DD5 77 Guests

Checkout | Check out and close

« Demo —+ Cash €1,920.00 -

Out of order

Saturday, 28 October 2023 14:09 - Tuesday, 31 October 2023 11:00

. Edit contact

Add related contact

Signout

i Demo Hotel Lobbi
Re-confirm

Mail payment link
Stripe Terminal Payment
Mail Self-Checkin now
Mail contact

SMS contact

Cancel booking

Check-in

all

s

~

Check out

Comment

Guest Registration

Print booking

TR MEOB: =9 v



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.

l| Check out

Iobb Roomrack - @), #406 - ABC BV . I (3) - Search ...
I chang

Addressbook I Room Rack |

Dashboard Mailbox Administration Payments Management Reports Configuration Support News
Check-in Check-out Inhouse NEwW caphed Modified Pending Confirmed Advance Completed Cancelled Templates Out of order
Self Check
— 3 Check-out all units
Show checked out ! Show crm notes Date filter
Check-out L Check out for long term Keep bookings grouped 31/10/2023 search...

Channel

# Arriual Nanartira Darlaan lnit Croatord ot A 1l

#406 - ABC BV - 2 Perform the check-out for all units in 1 click within a groupbooking.

Deluxe Double /

3 14:59 128/10 O wvpi.z 2023-10-31 2 0 0 €0.00 1
/ Standard rate ]

Deluxe Double /

3 11:00 428/10 B | DD6(w 2023-10-31 2 0 0 €480.00 1
Standard rate
Deluxe Double |

3 11:00 4 28/10 B | DD4 g 2023-10-11 2 0 0 €450.00 é
Standard rate
Deluxe Double | =

3 11:00 428/10 H | DD5 i 2023-10-11 2 0 0 €480.00 |

Standard rate

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

Show | 300 |entries| First | | Previous || 1| Next || Last

Showing 1to 4 of 4 entries

og + Demo —+ Cash €1,920.00 -

Signout

| Demo Hotel Lobbi ~

J-L Print Report
=

S i
A Transfers list

Booking
@ Housekeeping

E=  Cash payment

Please use the columns to sort & the
new filters above the tables.

Booking status 2023

[ New 47

Expired 22
B Modified 0
[ Pending 8

Confirmed 32
B Advance 58

Completed 63
B Cancelled 49
M Closed 0

W Out of order 3



6. Administration

6.1 Register a payment

6.2 Register a payment per room in a group booking
6.3 Print a receipt

6.4 Generate an invoice

6.5 Generate an invoice per room in a group booking
6.6 Generate a credit note

powered by I I I I

www.lobbi-pms.com



https://www.lobbi-pms.com/

6.1 Register a payment

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.

[o] ol o]!

Dashboard

Mailbox

Addressbook

Room Rack

Administration

Payments

Management Reports

Roormrack «

Configuration

(3)-

Support

changelog + Demo —+ Cash €1,920.00 -

News

. Signout

Check-in Chec

self Checkins

Current Bookings

#408 | ¥ Doe Jane 2

- & Contact details

Name
Language / Currency
Phone

VAT

Identification

Address

- &= Administration

Open
Invoiced

Folio

Totals

Credit cards

Payments

The payment will be displayed in the administration section.

User

-out Inhouse

Doe

Dutch /

Stay

€1,226.00

€1,224.00

Contact [ Guest

Jan

Allocation
Document
Contact

Amount

Is guarantee

Note

Date

31/10/2023 16:01

Expired

Add payment

Payment method

Save and close

Modified

1260

Cash

Allocation

Pending

dashboard

Document

Confirmed Advance

Stripe Terminal Payment

Folio

Completed C

=

Belgium

ancelled

ctober 2023 15:00 - Friday, 03 November 2023 11:00

info@lobbi-pms.com

0321231234 56

@
Generate online payment ) Add a payment to this booking

Method

Banktransfer

~ EditBQ . Editrooins . Edit o1 Print receipt

Deposit

€0.00

Templates Out of order

. Edit contact

Balance
€1,260.00
€0.00

€0.00

€1,260.00

Add a credit card

Paid

€1,260.00

Mail payment link

Stripe Terminal Payment

Mail Self-Checkin now

Mail contact

SMS contact

Cancel booking

Check out

Comment

Guest Registration

Print booking

Function sheet

Create Template




6.2 Register a payment per room in a group booking

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.

Iobb Roomrack - B (3) - Search ...
I changelog + Demo —+ Cash €1,920.00 -

Signout
Dashboard Mailbox Addressbook Room Rack Administration Payments Management Reports Configuration Support News
Check-in Check-out Inhouse New Expired Modiflf Templates Out of order ¥
[ L N
Self Checkins Add payment =) fi; Demo Hotel Lobbi

@ Confirm
Payment

Current Bookings

E 5 poe Jane & Allecation 502 ®v day, 03 November 2023 11:00 s Mail payment link
Name Doe Jane Contact -
Language | Currency Dutch /[ Euro — 420 | el
Phone

Mail contact

Is guarantee —&;
VAT g
Identification 215546813213 @ S @i
. Payment method Cash X
Address Belgium 1000 Brussels .
Cancel booking
- B Accommodations & allocations Hote + | t"heck-out all units ll Check out
e e Viengeaent [ Rateplan = Guest
: : \ /{; Comment
[ |sb2 & Standard Double | Standard rate Save and close Close
? J Check-out ) Book Room @ Guest Registration
b e Stay 3 stays €408.00
Cancel Room Issue key u
. Print booking
b s Supplements & varia lents €12.00 Supplements LDJ
b Meals no meals €0.00 1y Meals Lg_] Function sheet
Total}€520.0 | + Paid €420.00 + nvoiced €0.00 « Balance €0.00 () Payment Print Invoice Edit
The payment will be displayed in the administration section. T

- = Administration [ Generate invoice . EditBQ . Editrooms . Edit 11 Print receipt

Payments
Open Stripe dashboard Stripe Terminal Payment Generate online payment ‘ois' st to this booking
) |0 CALION Document Folio Method Paid

31/10/2023 16:01 sD2 = AMEX €420.00

User Contact / Guest Date



6.3 Print a receipt

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

IObb Roomrack - B (3) - Search ...
I changelog + Demo —+ Cash €1,920.00 - Signout
Dashboard Mailbox Addressbook Room Rack Administration Payments Management Reports Configuration Support News
Check-in Check-out Inhouse New Expired Modified Pending Confirmed Advance Completed Cancelled Templates Out of order ¥
Self Checkins iy Demo Hotel Lobbi
[ s Confirm
Current Bookings | I I I
#408 | ™ Doe Jane & T \lovember 2023 11:00 s Mail payment link
e Mllttioend ks — Az s @ Stripe Terminal Payment
Name Doe  Jane tgiom
SupponElabbi-pas com = =
Language | Currency Dutch / Euro Sunwmns | Mail Self-Checkin now
Phone ?:QI“JZL.,,W = = -
=y . . oo PRI
VAT andard bl - Scndut e w , P a0
Sandas double - Sandard e am : P a0
Identification 215546813213 e : . @ SMS|comtact
Address Belgium 1000 Brussels Stancos doubl - Sandurd e am 1 o awaso 0 Encalibooking
504 31 0t 23 - 03 Now 23 ]
- B3 Accommodations & allocations % Add allocation(s) < Add guestlist - ' Check-in all units « ! Check-out all units l Check out
< # B In_house Arrangement | Rateplan Arrival Departure Guests Guest '\/{ﬁ' Comment
O |so2 & Standard Double [ Standard rate Tue 31 Oct 2023 15:38 Fri 3 Nov 2023 11:00 A2lJolBO
g Guest Registration
b B Sta 3 stays €408.00 I Creckout e Book Room
Y s . Cancel Room Issue key u
f | Print booking
b ﬁg Supplements & varia 3 supplements €12.00 Supplements
b i Meals no meals €0.00 iy Meals = Function sheet
Total €420.00 + Paid €420.00 + Invoiced €0.00 = Balance €0.00 Payment (& Print Invoice Edit
= #2 B In_house A poomon Datonlan Arriva Denod|re Guests
In case you wish to print a receipt at room level in case

~ = Administration of a group booking, use the same icon at room level. Generate invoice .~ EditBQ . Editrooms . Edit =1 Print receipt
Stay Supplements Meals Receipts Total Payments Deposit Balance

Open €1,224.00 €36.00 = €1,260.00 €420.00 €840.00

Invoiced - - - - - - €0.00



6.4 Generate an invoice

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.

Roomrack - B (3) - Search ...

changelog + Demo

Configuration

Create invoice nagement Reports Support News

Depariments Allocations. Templates Out of order

Lodging
G ity Tax sp2 [¥3 sD3 [ SD&

Tuesday, 31 October 2023 15:00 - Friday, 03 November 2023 11:00

€420.00 AMEX - (5D2) . Edit contact

Email info@lobbi-pms.com

Payment reference +++000/3600/15702+++

Nationality Belgium
Contact Doe Jane Mabile 032123123456
VAT Invoice number 23-00157 Club card
ident Document date 31/10/2023 Note
Addrdl  Document due date 15/11/2023 Vehicle

Reference

B Generateinvoice . EditBQ . Editrooms . Edit =1 Printreceipt

Save BDF Save HTML A Close

= Cash €1,920.00 -

Signout

iy Demo Hotel Lobbi

Confirm

Mail payment link

Mail Self-Checkin now

@ Stripe Terminal Payment
1

Mail contact

SMS contact

x .- IS

Cancel booking

After generating the invoice,
an envelope icon will appear.
Clicking this icon allows you

to seamlessly send the invoice
through e-mail.

Total Payments Deposit Balance
Open €1,224.00 €36.00 = - €1,260.00 €1,260.00 €0.00
Invoiced = = = = = = €0.00
Folio = = - - - - £0.00
Totals €1,224.00 €36.00 - - €1,260.00 €1,260.00 €0.00 €0.00
Credit cards Add a credit card
Payments
Open Stripe dashboard Stripe Terminal Payment Generate online payment Add a payment to this booking
User Contact / Guest Date Allocation Document Folio Method Paid
oo - o = Banktransfer €1,260.00
The invoice will be displayed in the administration section. IS
Invoices
Number To Allocation Pdf Date Due date Total Paid Remaining

23-00157 Doe Jane sD2 1 31/10/2023  15/11/2023  €1,260.00  €1,260.00 €0.00



6.5 Generate an invoice per room in a group booking

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.

Search ...

(3)-

Roomrack -

changelog + Demo

= Cash €1,920.00 - Signout

Configuration

Create invoice nagement Reports Support News

Departments nfirmed Completed Cancelled Templates Qut of order

iy Demo Hotel Lobbi

@ Confirm

Lodging
G ity Tax s02 (9503 [ SD4

Payments Tuesday, 31 October 2023 15:00 - Friday, 03 November 2023 11:00 Mail payment link

€420.00 AMEX - (5D2) . Edit contact

Email info@lobbi-pms.com

+++000/3600/15702+++ Mail Self-Checkin now

Payment reference

0 Stripe Terminal Payment
1

Nationality Belgium
Contact Doe Jane Mobile 032123123456 L8 Mail contact
VAT Invoice number 23-00157 Club card
identl] Document date 31/10/2023 Note @ SMS contact
Addrdl  Document due date 15/11/2023 Vehicle i
o Cancel booking

Reference

B Generateinvoice -~ EditBQ .~ Editrooms . Edit '~ Print receipt

Save BDF Save HTML A Close

Total Payments Deposit Balance
Open €1,224.00 €36.00 - - €1,260.00 €1,260.00 €0.00
Invoiced = = = = = = €0.00
Folio - - - - - - £0.00
Totals €1,224.00 €36.00 - - €1,260.00 €1,260.00 €0.00 €0.00
Credit cards Add a credit card
Payments
Open Stripe dashboard Stripe Terminal Payment Generate online payment Add a payment to this booking
User Contact / Guest Date Allocation Document Folio Method Paid
— — - Banktransfer €1,260.00
The invoice will be displayed in the administration section.
Invoices
Number To Allocation pdf Date Due date Total Paid Remaining

23-00157 Doe Jane sD2 1 31/10/2023 15/11/2023 €1,260.00 €1,260.00 €0.00




6.6 Generate a credit note

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.

Iobb Roomrack - B (3) - Search ...

I by ManCloud changelog * Demo — Cash €1,440.00 + Signout
Dashboard Mailbox Addressbook Room Rack Administration Payments Management Reports Configuration Support m
Check-in Check-out Inhouse New Expired Modified Pending Confirmed Advance Completed Cancelled Templates Out of order ¥
Self Checkins fiy Demo Hotel Lobbi

Re-confirm
Current Bookings
#522 Boop Betty 2 Monday, 29 January 2024 15:00 - Wednesday, 31 January 2024 11:00 Mail payment link

S
&
[

- = Administration / EditBQ . Editrooms . Edit ::Print receipt Rl
Stay Supplements Meals Receipts Total Payments Deposit Balance Mail Self-Checkin now
Open - - - - - €0.00
Invoiced €680.00 €0.00 ey Mail contact
= Create credit note
olio SUBLY @ SMS contact
Select the invoice items to credit. Select/deselect all
Totals €0.00
€4.00 | SD3.2 | City Tax 0 Cancel booking
€400 | SD4.2 | City Tax :
Credit card .00 | SD3.2 | City Tax Add a credit card
€400 | 5D4.2 | City Tax Fi‘ Check-in
Payments €166.00 | 503.2 | Standard double
€166.00 | 5D4.2 | Standard double . i :
€166.00 | 503.2 | Standard double ent Generate online payment Add a payment to this booking ( Comment
User €166.00 | 5D4.2 | Standard double Method Paid O
save and close Close Cash €680.00 .@ Guest Registration
Invoices : :
;-hh Print booking
Number To Allocation Pdf Date Due date Total Paid Remaining =,
i [ ]
23-00194 Boop Betty 5D3.2 ﬂ, 31/0f2024 14/02/2024 €680.00 €680.00 €0.00 f Function sheet

The credit note will be displayed in the administration

section.



