
eHotel Software

Tutorial 
1. Admin Panel
2. First Time Setup
3. Guest
4. Booking System
5. Invoice
6. Management Report



Click your name

Click "Profile" to view 
your information

To logout system

Admin Dashboard 1

2

3



List of admin

Note: The green bullet 
indicate for admin 

staff who online

Superadmin is the 
head of admin

Superadmin



Note: Only superadmin 
have ADMIN menu



List of admin staff

To edit admin 
staff information

Click “Admin User”

"Add New Admin" 
for superadmin to add new admin staff

Add New Admin Staff

1

2

3



Fill-in new admin 
staff information

Click "Submit" 
to save

Choose admin staff 
level and status

1

3

2



Superadmin can view 
staff login history

Click “Login History”

View Login History



Superadmin may change staff access 
management for ADMIN and CASHIER

Click “Staff Access 
Management”

Edit Staff Access Management

1

2



Superadmin can view staff 
audit information

Click “Audit Trail”

View Audit Trail



Click "Settings" 
for hotel owner first 

time setup

First Time Setup



Click “Logo” to upload 
your own logo Click "Submit" 

to save

Setting Logo

1

2

3

Choose image file
The size required:

Width – 350
Height – 80



Click “Bill Header” to upload 
your own bill header

Choose image file
The size required:

Width – 700
Height – 120

Click "Submit" 
to save

Setting Bill Header
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2
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Click “Banners” to 
update your own 

banner

Click “Add New 
Banner”

Two type of 
banner

Setting Banners

1

2

Insert sort number to 
set which banner to 

come out first 



Select banner type

Choose image file 
from your folder

Click "Submit" 
to save

1

Add New Banner

2

3



Edit your hotel website content

Click “Site Contents”

Click "Submit" 
to save

Website Content Setup

1

2
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Click “News&Promotion” To edit news and 
promotion

Click “Add New News” to 
add new news

News & Promotion Setup

1
2

3



Choose image file
The size required:

Width – 700
Height – 120

Click "Submit" 
to save

Fill-in news title

Add New News

1

2

3



Click “General Settings”

Fill-in business 
info

If you check the box then 
your website will be 

under maintenance mode

General Setup

1

2



Fill-in Social 
Network info

Click "Submit" 
to save

Choose to Enable 
or Disable

1 2

3



Click “Payment Settings” Fill-in payment info1 2



Bank Account Setup

Fill-in bank 
account info

Choose to Enable 
or Disable

1

2



Setup Payment 
Gateway Account

Click "Submit" 
to save

Payment Gateway

Choose to Enable 
or Disable

1 2

3



Click “SMTP Settings”

Simple Mail Transfer Protocol 
(SMTP) is an Internet 

standard for electronic mail 
(email) transmission.

Fill-in SMTP 
information

Click "Submit" 
to save

1

SMTP Setup

2
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Click “Room Settings”

Click “Add New Room Type” 
to add new room type

Shows overall 
room status

Click “Manage Room 
Number” to manage 

room number

Room Setup

1
2
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Fill-in room 
info

Click "Submit" 
to save

Choose image file
The size required:

Width – 320
Height – 240

Add New Room

1

3
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Click “Add-on Product”

Click “Add New Add-on” to 
add new add-on product

Add-on Product Setup

1

3

To edit add-on2



Fill-in add-on 
info

Click "Submit" 
to save

Add New Add-on

1

2



Click “Guest Profile” 
view guest info

Click “Add New Guest” 
to add new guest

View Guest Information

1

3

2 To edit guest list



Fill-in guest info

Click "Submit" 
to save

Add New Guest

1

2



Hotel server name

Guest pick booking date and 
click “Check Availability”

Guest Panel Booking System

1



Type of 
room 

available

Choose how 
many room guest 
want to booking

Click “Search Again“ 
to check availability 

again

Click “Book Now” 
to booking

1

2
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Click “Search Again“ to 
check availability again Click “Confirm” to 

confirm booking

Guest 
Booking 
Details

Click icon to 
delete

1

2



Click “Submit” 
to login

If guest is existing guest then just fill-
in IC/Passport No and Password

Fill-in 
IC/Passport No 
and Password

1

2

Guest Login 



Click “Submit” 
to login

If guest is new then guest need to fill-in information

Guest need to 
fill-in their info

New Guest Registration

1

2



Choose 
payment 
method

Click “Confirm & Pay” 
to confirm booking

1

2



Bank account 
detail for bank-in 
payment method



Guest click 
“My Profile” to 

view their 
profile

Guest can edit 
their profile

Click “Submit” 
to save

Guest Account

1

2
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Guest click “My Booking” to 
view their booking history

Guest View Their Booking



Guest click “Change Password” 
to change new password

Guest Change Password

1

Fill-in new 
password

Click “Submit” 
to save

2

3



The blinking “NEW!” 
shows new booking

Admin Panel Booking System 



Status “Pending” if no 
bank-in payment have 

been made

Booking List

1

2 Click “Bank-in(Pending)” 
to update payment



Click “Submit” 
to save

Staff need to verify bank-in info 
before update Payment Status

Update Payment Status

1

2



Click “Check-in” for 
guest to check-in

Status changed to 
“Confirmed” after payment 

have been made

1

2



Click to choose 
room number

Click “Check-in” to 
confirm check-in

Room still in 
cleaning process

Guest Check-in

1

2



Click “Add-on” if 
customer request add-on



Click “Submit” 
to add add-on

Check the box

Guest Request Add-on

1

2



Click icon to 
delete add-on

Choose "Payment 
Methods"

Click "Submit"

1

2



Click "View/Change 
Room"

Change Guest Room



Choose new 
room availabe



Room changed



Click "Extend Stay"

Guest Extend Stay



Select check-in and 
check-out date

Click "Submit" to 
confirm date

1

2



Click "Confirm" 
to extend stay



Click "Submit" to 
save

Choose 
payment type

1

2



Guest 
extended stay 



Click 
"Bad/Reserve"

Bad/Reserve Room



Select date



Click "Submit" 
to save

Select Start Date 
and End Date

Choose "Bad", 
"Reserve" or "Remove"

1

2
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The room is reserved

The room is bad



Click "Check-out" 
for guest check-out

Guest Check-out

Click "Check-out"
1

2



Click "Check-out" after 
confirm the details



Click “Deposit List”  to 
view refund deposit list

Click "Refund Deposit" 
to refund guest deposit

Note: Only after guest check-
out they can refund deposit

Click “OK” 
to refund

A message will appear

Refund Deposit

1

2

3 4



Click "Refunded" to view 
refunded deposit list



Click “Housekeeping List”  to view 
room under cleaning process

Click “Release”  if 
cleaning process done

Click “OK” to 
release room

A message will appear

View Housekeeping List

1

2

3 4



Click “Paid Invoice”  
to view paid invoice

Click “View” 

View Paid Invoice

1

2



Sample Paid Invoice



Check the 
box to pay

Note: You can check 
more than 1 box for 

same customer

Click "Pay" to proceed 
to payment

Click “Unpaid Invoice”  
to view unpaid invoice

View Unpaid Invoice

1

2
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Choose payment 
methods

Click "Confirm To Pay"

Fill-in details

1

2
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Click "Today Collection Report" 
to view daily collection

Management Report



Click "Collection Report" 
to view collection report

You can filter collection 
report by payment type or 

issued by admin staff

View Collection Report

1

2



Click "Occupancy Report" to 
view occupancy room report

View Occupancy Report



Click "Audit Report" to 
view audit report of 

customer

View Audit Report



Click "Guest Stay 
Report" to view guest 

stay report

Click guest name to view 
guest information

View Guest Stay Report

1

2



THANK YOU


