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Abbreviations 

FO    : Front Office manager 

KOT : Kitchen Order ticket 

SOT : Service Order Ticket 

GAD : General Administration Department 

 

1. Accessing CHMS Application 

➢ Users Access through the URL (“chms.rajasthan.gov.in”).Following Screen will appear. 

➢ User Clicks on SSO Login. 
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1.1 Login Module 

Step 1: User opens chms.rajasthan.gov.in 

Step 2: User selects SSO login 

Step 3: User is required to login into the application by entering valid SSOID and password. 

 

 

SSO portal : 
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➢ User Clicks on CHMS (Circuit House Management System) Icon. 

 

 
 

CHMS application loads: 
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The following screen comes if the profile on SSOID is complete. 

If the user’s SSOid is mapped with administrative rights of any Circuit House, following screen will be 

displayed to him to choose respective role. If the SSOid is not mapped with ant rights, the user will be 

redirected to guest dashboard as below. 

 

 
 

Role selection page: 
In case user has multiple rights, such as kitchen, inventory of any circuit house, he/she will be redirected 

to following screen first. Then after choosing the module as Guest, user will be able to make request in 

circuit houses. 
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2. GUEST MODULE 

 
• Authorized User : Guest( Private or official) 

• Pre-requisites:  Applicant gets logged into the application. 

• Description : The user can request for room, food and conference through this module 

General Types of Guests in Rajasthan: 

Rajasthan State 

Government Officer 

Other 

State/Central 

State Guest Foreign 

Guest 

Public Representative 

UPSC officer of 

Rajasthan Cadre 

Rajasthan Govt. 

Accountant 

Officer( 

PayMatrix 

>=6600) 

All Guests 

of Rajasthan 

Govt. 

Foreign 

Guests 

Governor, Speaker of 

Assembaly and 

Legislative, CM, 

Current MLA 

RPSC Officer of 

Rajasthan Cadre(RAS, 

IPS, etc). 

UPSC 

Officer(IAS,IPS 

etc.) 

    Current Zila 

Pramukh(Distrcit 

President) 

State Govt. Officer who 

has PayMatrix >=6600 

Officer of NIC, 

India  

    Current MPs of 

Rajasthan State 

Trainee Officer of 

Rajasthan( Paymatrix 

>=6600) 

Other State 

Trainnees UPSC 

Officer 

    Current MLA 

Pilots on duty of 

Rajasthan Govt. 

Supreme Court 

and High court 

Judges and 

judicial officer of 

other state 

    Newly Elected 

Current MLA 

State and distrcit level 

consumer court current 

president and its 

Member 

Officers of the All 

India Services 

(IAS / IPS / IFS) 

    Mayor and Vice-

Mayor 

Honorable Minister of 

Departments/ Major 

Administrative 

Secretary/  

All the officers 

(Pay matrix Range 

>=6600 ) 

    Presiding Officers and 

Members of all 

commisions, Board 

and Committee that is 

setup by State Govt. 

Lokayukta / Secretary 

and BSER, RPSC, 

Revenue Board 

UPSC Officers     Presiding Officers and 

Members of all 

commisions, Board 
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President, Secretaries 

and members 

and Committee that is 

setup by State Govt. 

Current Officer and 

Servants of Rajasthan 

State Circuit House 

Services  

All Indian Forces 

Officer 

established by 

Govt. India 

    Other State Public 

Representatives in 

case of that State has 

reciprocal 

Arrangement 

Rajasthan all universities 

and affiliated college's 

examiner and inspector 

during examination 

Central Ground-

Water Board 

    Other State and Union 

Territories MPs 

Revenue and Salestax 

Department president 

and members for 

rajasthan 

Census 

Directorate officer 

    Former Governor and 

Former CM 

Rajasthan High Court 

and State Higher Judicial 

sevices judges and 

officer  

President, Vice 

President and 

Member of 

Central 

Administrative 

Tribunal 

    Former MPs 

Election Commission 

Supervisors 

Officer of NIC, 

India  

    Former Ministers 

Security forces officers 

on election duty 

Officer of Central 

Arid Zone 

Research Institute 

(KAZAR) 

Jodhpur 

    Minister and State 

Minister level officer 

Rajasthan State and 

District Welfare 

Department Officer 

Former military 

Awarded officers 

resident of 

Rajasthan State 

    Former MLAs of 

Rajasthan 

Additional General 

Advocate of Rajasthan 

Doordarshan / 

Akashwani 

(Prasar Bharti) 

Officers 

    Other State Public 

Representatives in 

case of that State has 

not reciprocal 

Arrangement 

UPSC/RPSC Posting 

officer. 

Commissioner, 

Nar Cotix, 

Gwalior, Madhya 

Pradesh. 

      

Interviewer of RPSC, 

Ajmer 

Union Territories 

and MLAs of 

other states on 

personal journey. 
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Rajasthan State Motor 

Garage Service Senior 

and Junior Officer and 

Rajasthan Prison Sevrice 

Central Jail Officers 

        

Rajasthan judicial 

service officer 

        

Officers of Rajasthan 

Information 

Commission 

        

Padma Awarded 

Rajasthan Resident  

        

UPSC/RPSC Rajasthan 

Cadre Trainer Officer 

        

National Green Tribunal 

Member of Rajasthan 

        

Police Officer on duty of 

pushkar fair and Urs 

        

UPSC Trainnes officer 

of Rajasthan Cadre 

        

All departmental guests         

 

Transfer Retired Officers Private PSU 

Transfer Guests UPSC,RPSC,Vice-

Chancellor of Govt. 

Funded 

Universities, and 

Circuit House 

Officer etc. 

All the officers mentioned in 

Group A and C after their 

prescribed period. 

India, State and Union 

territory govt. 

undertakings local 

bodies 

    All guests remaining in 

addition to the guests 

mentioned in Group A and C 

Vice-Chancellor of 

State and Central Govt. 

funded universities 

    Chairman/ Executive Officers 

of state undertakings public 

sectors 

Directors, Petroleum 

(Raj) / Chairman and 

Members of the 

Rajasthan Electoral 

Regulatory Commission 

    Private Guests All the Mandals of the 

State of Rajasthan, all 

the officers of the 

corporation 

undertakings, in the 

office-bearers (Group-

A) (except point no. 18 
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and 27) on their private / 

official visit. 

      Govt. of India, Union 

Territories and Other 

State Govt. 

undertakings boards 

      President/ Chairman of 

Nagar Vikas Nyas and 

Nagar Parishad 

 

       

2.1 Room Booking Module 

 
Once the user is logged into the application through his SSOID, then 

       Step 1: Click on ‘Booking Request’, the user will be able to create request for room. The guest can 

make request for self / on behalf of other person. 

The request screens appear based on the category of guest. The fields in the form are different for 

different users. 

The guest can make request for themselves or they can make request on behalf of other guest. 

For on behalf request, SSOID of the guest for whom request is created should be entered.  

 

Self On Behalf 

 

 
 

On click of ‘Submit’, room request for opens based on the category and type selected by guest. 
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If user has selected ‘Self’ , primary details of user himself, will auto-populate from SSO portal, like 

name , email, date of birth, phone number.  

If user has selected ‘On behalf’, primary details of the person for whom request has been created 

will populate from SSO portal. 

 

Following are screens based on different categories of guest. 

 

Guests need to fill details of additional guests accompanying him/her. 

 

Fields marked with ‘*’ are mandatory. 

Files uploading will only be available for PDF, JPG, JPEG, PNG of size 1 MB. 
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1.2 For Rajasthan Government Officials: 

 
 

 On Submission of this form , a printable receipt is generated as follows. 
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1.3 For Foreign Guests 
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1.4 For Transfer cases 
The calculation of transferred officials will be performed based on their basic grade pay as directed by Government 

of Rajasthan. The application form will be as follows. 

 

1.5 For Private guests and Public Sector Units (PSU)  
Private guests and PSU employees will only be required to fill arrival and departure details as shown in the below 

form. 
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1.6 Booking Request History 
Step 1: Click on Dashboard 

Step 2: Click on ‘Booking Request History’. 

Description: All the room booking requests created by any guests in any circuit house of Rajasthan across India 

will be visible to the guest on this page. 

The requester can cancel his/her request only till the request is pending/ confirmed.  

If the request is under status as Check-in, the guest will not be able to cancel the request. 

The guest can reprint the booking request receipt from this page. 
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2.2 Kitchen Module  

• Pre-Requisite – Applicant must have a valid SSOid  

     Step 1: Click on Dashboard 

     Step 2: Click on Pantry Service 

Description: The guest can intimate the circuit house about his food requirements prior to his arrival.  

1.7 Pantry Service Form  

If the guest has requested a room, he should select guest type as ‘existing guest’ and select the reference 

number from the list. Corresponding details will be automatically populated, such as checkin date, check 

out date , email id , mobile number etc. 

If the guest wants to avail only pantry services without taking the room, he should select ‘Non existing 

guest’ from the dropdown and insert SSOid for which he wants to request food for. Details of entered 

SSOid will populate.   

The guest needs to specify the date and quantity of items required and click ‘Create’. The guest can only 

select the dates which are within his chek in and check out dates. 
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1.8 Pantry Service Status 
On this screen the guest can check the status of his request for food. 

If the guest has requested only for food and not stay, the service type will be Non-staying guest.  
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2.3 Conference Request Module  
 

• Pre-Requisite – Applicant must have a valid SSOid. 

 

     Step 1: Click on Dashboard 

     Step 2: Click on Conference request 

     Step 3: Enter conference request details. 

Description: Conference request can be created for self or on behalf of other SSOID. This request will be 

billed to the SSOID entered in this screen. 

1.9 Conference request  

On the basis of purpose selected, charges will be applied to the requester. 
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If purpose is selected to be official, the requester will have to upload official order mandatorily. 

 

 

Step 3: On filling the information and click of Save Button in the above screen, the request is 

created and printable receipt is generated. 
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1.10 Conference Request Status 

 

The guest can cancel his/her request for conference only until the status is check-in. 

2.4 Circuit House Contacts  
On this page, the guest will be able to access all the circuit house contacts. 
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2. FRONT OFFICE MODULE 

3.1 Room allocation process 

• Pre-Requisite : Only the SSOid which has rights of FO page. 

• Authorized User:  Front Office Manager 

• Description: The FO manager has access to act on service requests created by Guest. 

Step 1: User logs into CHMS 

Step 2: User selects Front Office 

 

 

3.1.1. Dashboard 
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This dashboard is divided in two parts  

1st upper section denotes the availability of rooms on daily basis/No of rooms checked in by the guest. 

FO can check the availability of rooms for future dates as well. The window shown is only for 15 days 

and can be changed for future dates from the date selector option above the table. 

The lower section is divided in 3 subsections. 

1st section: the tasks to be done as on date (Today’s Bookings) 

2nd section: the tasks pending since inception (Total Bookings) 

3rd section: the service requests like kitchen, conference and housekeeping 

3.1.2. Pending Requests 

• Pre-Requisite: Only the SSOid which has rights of FO page. 

• Authorized User:  Front Office Manager 

• Description: The FO manager can check service requests created by Guest. 

Step 1: User clicks Pending requests below screen appears where you can confirm the pending requests. 

All the guest requests are by default pending in status.  

The request which are pending for action as on date, will be shown under ‘Todays Bookings’. The FO 

can confirm the request based on availability of rooms. 
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Step 2: On clicking the RequestedID from this table, you will be able to see the details added by the guest while 

filling the request form. 

 

Step 3: The FO can cancel the request by giving appropriate reason for the same. 
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3.1.3. Confirmed Request 

• Pre-Requisite : Only the SSOid which has rights of FO page. 

• Authorized User:  Front Office Manager 

• Description: The FO manager has access to check in service requests created by Guest. 

Confirmed guest are eligible to check-in in Circuit house.  

Step 1: On dashboard Click Confirmed requests. 

Step 2: Click Check in. On click of Check in , a screen will open for allocating a complete room to the 

guest. 

Step 3: User clicks ‘Open Room Status’ to check room availability. 

 

3.1.4. Complete room allocation 

• Pre-Requisite : Only the SSOid which has rights of FO page. 

• Authorized User:  Front Office Manager 

• Description: The FO manager has access to allocate Guest. 
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Following screen opens to view the available rooms in the particular circuit house. 

Step 1: User selects room type 

Step 2: User selects Room number 

Step 3: User clicks Submit. 

 

When a room gets allotted, dashboard will show the effect like following image. 

Also, the request will start reflecting under current guests tab on dashboard. 
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3.1.5. Sharing Room allocation 

• Pre-Requisite: Only the SSOid which has rights of FO page. 

• Authorized User:  Front Office Manager 

• Description: The FO manager has access to act on service requests created by Guest. 

The confirmed requests can also be seen from Room sharing tab on the dashboard. 

Step 1: From dashboard, user selects Sharing Room. 

Step 2: User clicks ‘share room’ 

 

Step 3: On click of share room, you will see following screen 
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Step 4: User selects the room type and room number per individual guest.  

The FO has to check the room capacity of individual room in order to accommodate new guests in it.  
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Step 5: User clicks Submit.
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Step 6: Following the same procedure as earlier, under current guest tab, we see multiple records under 

same ID, as there are additional guests mentioned with requester. 

Step 7: If the guest arrives with more guest than mentioned on request form,you can add additional guest 

details From above page as well. User clicks Plus sign. 

Step 8: User adds guest name, gender and relationship. User can take action on individual guest as they 

are under sharing. User can change individual rooms by checking the availability in terms of capacity. 

(Mentioned in the blocks rooms) 

Payment scenarios 

Room1    Room1       

Self 150  official A(i) 150     

Family 
   

official 
A(ii) 170    

 

 Total 150        

         

Room1          

Self 150        

Family          

Other 200        

Official(categorywise) 100        

 

For taking any action on individual guest for eg. 304 Room no, click on action. The processing will be 

same as earlier. 

You can check out the guest, amend stay, and change room as illustrated earlier.  

Also if the guest has taken any food services, they will be added in the bill as follows. 
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3.1.6. Check out Guests 

• Pre-Requisite: Only the SSOid which has rights of FO page. 

• Authorized User:  Front Office Manager 

• Description: The FO manager can check out current guests 

Step 1: From dashboard , click ‘Check out requests’ 

Step 2: user selects the guest he wants to check out, by clicking ‘Action’ 

Step 3: The guests who are supposed to check out as on today, are listed under this screen. On click of ‘Action’, 

all the actions of Current Guests Actions. 

 

3.1.7. Check out history Report 

• Pre-Requisite: Only the SSOid which has rights of FO page. 

• Authorized User:  Front Office Manager 

• Description: The FO manager can check the report of checked out guests. 

Step 1: Click ‘Check out History Report’ from left menu. 

Step 2: Select the date range. 

Step 3. User can search by any column name in the entire report. All the details of guests who have checked out 

from a circuit house are displayed in this screen 
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Step 4: User clicks Print. The bill can be reprinted from this screen on click of ‘Print’ 

 

3.1.8. Cancelled requests 

• Pre-Requisite: Only the SSOid which has rights of FO page. 

• Authorized User:  Front Office Manager 

• Description: The FO manager can cancel service requests created by Guest. 

Step 1: From dashboard, click Cancelled Requests. The cancelled requests will be shown under this tab.  

Step2: User clicks view. The reason for cancellation provided by FO will be displayed on click on View button in 

table. 
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3.2 Current Guests Actions 

• Pre-Requisite : Only the SSOid which has rights of FO page. 

• Authorized User:  Front Office Manager 

• Description: The FO manager has access to act on service requests created by Guest. 

Step 1 : From dashboard, click Current guest. Following screen appears 

 

Step 2 :On click of action button, list of guest is displayed. If a guest has taken multiple rooms on single 

reference ID, multiple records will be displayed. 

Step 3: If additional members with main guests are allocated rooms on sharing basis, individual 

information will be displayed on this page. 

 

Step 3: User again clicks on action button, following screen opens. 
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3.2.1 Amend Stay 

• Pre-Requisite : Only the SSOid which has rights of FO page. 

• Authorized User:  Front Office Manager 

• Description: The FO manager has access to amend the checkout date of Guest. 

Step 1: From dashboard, click Current guest. Following screen appears 

Step 2: On click of action button, list of guest is displayed. If a guest has taken multiple rooms on single 

reference ID, multiple records will be displayed. 

Step 3: If additional members with main guests are allocated rooms on sharing basis, individual 

information will be displayed on this page. 

Step 4: User again clicks on action button 

Step 5: If the guest needs to extend the stay or prepone the checkout, User can do the same using 

following screen. 
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Step 6 : Once you click submit button, dates will be changed. 

3.2.2 Shift Room 

• Pre-Requisite : Only the SSOid which has rights of FO page. 

• Authorized User:  Front Office Manager 

• Description: The FO manager has access to shift room of the guest. 

 

Step 1: From dashboard, click Current guest. Following screen appears 

Step 2: On click of action button, list of guest is displayed. If a guest has taken multiple rooms on 

single reference ID, multiple records will be displayed. 

Step 3: If additional members with main guests are allocated rooms on sharing basis, individual 

information will be displayed on this page. 

Step 4: User again clicks on action button 

Step 5: If the guest needs to shift room, user can do the same using following screen. 

Step 6: User needs to enter new room number and add reason. 

Step 7: User clicks Submit. 
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Step 8:Usr clicks Shift Room Details 
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3.2.3 Additional Charges 

• Pre-Requisite : Only the SSOid which has rights of FO page. 

• Authorized User:  Front Office Manager 

• Description: The FO manager has access to add charges on service requests created by Guest. 

 

Step 1: From dashboard, click Current guest. Following screen appears 

Step 2: On click of action button, list of guest is displayed. If a guest has taken multiple rooms on 

single reference ID, multiple records will be displayed. 

Step 3: If additional members with main guests are allocated rooms on sharing basis, individual 

information will be displayed on this page. 

Step 4: User again clicks on action button 

Step 5: If there are any additional charges that are to be charged to the guest, following screen can 

be used. 

Step 6: On this screen, the FO manager can add one time charge to the guest bill (For ex. Breakage 

charges) or can add bill on daily basis (for ex. WiFi). 

Step 7: User clicks Submit. 
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Step 8: User clicks ’Additional Charges History’ to check the charges added earlier

 

3.2.4 Check out 

• Pre-Requisite : Only the SSOid which has rights of FO page. 

• Authorized User:  Front Office Manager 

• Description: The FO manager can check out the current Guest. 

Step 1: When FO has to check out a guest, he can click on this link. 

Step 2: FO will be redirected to a page where he has to check the bill,  

Step 3: The quantity and rates can be altered of all items and changes can be updated. Provisional bill can be 

viewed with changes. 

Step 4: User can print provisional bill,  

Step 5: User selects payment mode 

Step 6: User checks out the guest. 
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3.3 Pantry Request management 
 

• Authorized User:  Front Office Manager 

• Description: The FO manager has access to act on pantry service requests created by Guest. 

• Pre-Requisite: Only the SSOid which has rights of FO page. 

Step 1: From dashboard, user clicks on kitchen Order, following page will open. On this page, all the 

current kitchen orders will be displayed. 

The food requests for existing guests are shown under their respective room numbers. 

The food request of non-existing guests,( guests who have not requested room) and the food requests 

created for conference purpose are shown under different section below room food requests.  
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Once the guest checks in, kitchen in-charge can take pantry requests for guest , reconfirm it against 

previous order and create a KOT based on guest details. 

Step 2: click on room number of guest to accept orders 

FO can add items other than Tea , Coffee, Breakfast , Lunch/dinner and get the order checked based on 

the reference service ticket generated by Guest (in case). 

Also, the FO/ Pantry manager can record additional food items requested by the guest and note their charges as 

well. These additional charges get added in the bill of that particular guest. 

The charges displayed on this page as with reference to the guest type , category and corresponding rates added in 

masters of particular guest house. 

 Step 3: Click ‘Create’ to create pantry order for the guest. After this step , user will be redirected to following 

screen. 

On this page , the FO/ Kitchen Incharge has access to  

• User clicks View order to check the order 

• User clicks Edit Order to make changes 
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• User clicks on View Provisional Bill 

• User can Post bill in main bill 

• User can Accept payment by clicking pay bill 

 

3.4 Conference Request management 

• Pre-Requisite : Only the SSOid which has rights of FO page. 

• Authorized User:  Front Office Manager 

• Description: The FO manager has access to act on conference service requests created by Guest. 

Step 1: Click Conference Requests. Following screen will be displayed. 
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3.4.1 Accept Request 

• Pre-Requisite : Only the SSOid which has rights of FO page. 

• Authorized User:  Front Office Manager 

• Description: The FO manager has access to confirm service requests created by Guest. 

Step 2: User clicks approve. Once User approves request, he can view details and take actions. 

 

3.4.2 Reject request 

• Pre-Requisite : Only the SSOid which has rights of FO page. 

• Authorized User:  Front Office Manager 

• Description: The FO manager has access to reject service requests created by Guest. 

 

Step 3:  

 

3.4.3 Commence Conference 

• Pre-Requisite : Only the SSOid which has rights of FO page. 

• Authorized User:  Front Office Manager 

• Description: The FO manager has access to commence the conference requests created by 

Guest. 

Step 4: For starting the conference, User has to click on ‘Commence Conference’ tab 

Commented [A1]: Need  

Commented [A2]: pending 
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3.4.4 Extend date 

• Pre-Requisite : Only the SSOid which has rights of FO page. 

• Authorized User:  Front Office Manager 

• Description: The FO manager has access to extend dates of conference service requests created 

by Guest. 
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Step 5: For date change, click extend conference

 

 

 

3.4.5 Add additional Charges 

• Pre-Requisite : Only the SSOid which has rights of FO page. 

• Authorized User:  Front Office Manager 

• Description: The FO manager has access to add additional charges on service requests created 

by Guest. 

Step 6: Any additional charges can be added related to conference on this screen. 
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3.4.6 End Conference 

• Pre-Requisite : Only the SSOid which has rights of FO page. 

• Authorized User:  Front Office Manager 

• Description: The FO manager has access to end the service requests created by Guest. 

Step 7: While ending the conference, bill will be generated 
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Print bill 

 

If the requester has ordered food for conference purpose, he/she will get separate food bill for the same. 

3.5 Walk-in Request management 
 

• Authorized User:  Front Office Manager 

• Description: The FO manager has access to record the requests of walk-in guests. 

• Pre-Requisite: The SSOid should have access to guest module. 

The FO can take walk in request of the guest.  

Step 1 : User has to switch role to guest. 

Step 2: On the dashboard of guest, click ‘Booking Request’ 

Step 3: User selects ‘request for’. If the guest has valid SSOid, FO should select On Behalf request; else, 

FO should select ‘Without SSOid’. Following process will commence as mentioned in 2.1 Room Booking 

Module
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Step 4: If ‘Without SSOid’ is chosen, on respective forms Name, Address, Phone number can be added 

manually. Other details are kept non mandatory to be filled. 

4 ADMINISTRATION 

o Authorized User : Admin(Guest) 

o Pre-requisites:  Applicant gets logged into the application. 

o Description: User can monitor all circuit houses and create structures for new circuit 

houses. 

Step 1: User logs into CHMS 

Step 2: User selects administration from the role selection screen. Following dashboard will be viewed 

to the guest. 

4.1 Dashboard 

• Pre-Requisite: Only the SSOid which has rights of FO page. 

• Authorized User:  Admin 

• Description: The FO manager can check all the activities on dashboard 

 

4.2 Room Related 

• Pre-Requisite: Only the SSOid which has rights of FO page. 

• Authorized User:  Admin 

• Description: The FO manager can create room structure and tariff structure related to circuit 

house 

4.2.1 Create Circuit House 
A new circuit house can be created in the system from below screen. 

Step 1: User clicks ‘Create Circuit House’ 
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Step 2: User enters details. No of days a guest can stay in a week, month and year can be configured from this 

screen. 

Step 3: User clicks Submit. 

Currently a guest can stay in a circuit house for 7 days in continuation. He can stay in circuit houses for 10 days 

in a month. 

 

4.2.2 Create Room Structure 
Create Room type: Only admin GAD can create a new room type other than the existing types. 

Step1 : User enters Room type and Submits. 

 

Create Number of Rooms:  

On this screen, GAD can create number of rooms for individual room type per circuit house. 

Step 1: Click ‘create Room’  

Step 2: Select circuit house 

Step 3: Select Room Type 

Commented [A3]: to be checked 
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Step 4:  Enter the total number of rooms for that room type 

Step 5: Click Submit 

 

Create room numbers (create physical existence of rooms): Room numbers can be created per room type for an 

individual circuit house. 

Step 1: Click ‘create Room number’  

Step 2: Select circuit house 

Step 3: Select Room Type 

Step 4: Enter Floor number, capacity and room number 

Step 5: Click Submit 

4.2.3 Create Tariff 
The Tariff that has to be charged to guests is based on their individual group and categories. On this screen, the 

admin can add tariffs of room, tea, coffee, breakfast, lunch/dinner, extra bed etc. based on 4 categories. A(i) , 

A(ii),  A(iii),  B. 

Step 1: Click ‘create Tariff  

Step 2: Select circuit house 

Step 3: Select Room Type, Group. 

Step 4: Enter the rates of tea, coffee, breakfast, lunch /dinner, Room rent, extra bed. 
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Step 5: Click Submit 

 

  

4.2.4 Create category type mapping 
Circuit house management can add or remove any categories and types of guests from the existing list. Also new 

category and group can be created on this screen. 

For newly created category/type charges need to be added from create tariff screen. 

For all circuit houses, while creating a new circuit house all the categories and types of guests have to be 

created. For remapping and regrouping, earlier type has to be deactivated and new type should be created. 

Category cannot be created newly only type can be created. 

Step 1: User clicks on plus icon 

Step 2: User selects circuit house, group and category under which type has to be added. 

Step 3: User inserts Guest Type and submits the data. 

Commented [A4]: pending 
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For creating new type  

 

4.2.5 Create conference charges 
The conference charges can be configured based on circuit house requirements. Once given access of this page, 

user can add/update the charges of conference for a particular circuit house. 

The charges are based on the purpose of conference (Official / Private) 

Step 1: User selects circuit house 

Step 2: User enters name of conference hall name 

Step 3: User adds charges for official and private charges. 

Step 4: User submits data.  

Commented [A5]: need to change screenshot 
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4.3 Kitchen Related 

• Pre-Requisite: Only the SSOid which has rights of FO page. 

• Authorized User:  Admin 

• Description: The FO manager can add categories, items and service boys. 

4.3.1 Create Service Boy 
Each circuit house must have a list of service boy. Below is the screen to maintain this record. 

Step 1: User selects circuit house 

Step 2: User adds name of service boy 

Step 3: User enters mobile number and address of the service boy 

 

 

Commented [A6]: pending  
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4.3.2 Create Category 
GAD ( Super admin) has access to create categories of items. These categories will be generic to all circuit 

houses. For eg., Cleaning material, furniture, fixture, artifacts , stationary. 

On click of ‘ Back to List’ the user will be able to check the list already created. 

Step 1: User inserts category and submits category. 

Step 2: User clicks back to list to check the details added by admin. 

 

4.3.3 Create Item 
Item list can be created under above created categories. For eg. Pen, papers, notepads can be created under 

stationary. All circuit houses will get a list of items created already. The manager of circuit house will have access 

to create items that are not already present in the list. The items created by manager will be specific to his/her 

circuit house only. 

Step 1: User selects category name. 

Step 2: User adds item details, opening stock and minimum quantity that has to be maintained. 

Step 3: On click of ‘Back to List’ the user will be able to check the list already created. 

Step 4: User Submits data. 

 

4.4 Inventory Related 

• Pre-Requisite: Only the SSOid which has rights of FO page. 

Commented [A7]: flow need to be checked  
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• Authorized User:  Admin 

• Description: The FO manager can add categories, items and UOMs 

4.4.1 Create Department 
GAD will have access to create departments that are functional under all circuit houses. For eg. Housekeeping, 

Accounts, Front office, cleaning staff etc. 

This department will be created only by GAD and to create any new department, the circuit house will have to 

send request to admin.  

Step 1: User inserts department and submits department. 

Step 2: User clicks back to list to check the details added by admin. 

 

4.4.2 Create Category 
GAD ( Super admin) has access to create categories of items. These categories will be generic to all circuit 

houses. For eg., Cleaning material, furniture, fixture, artifacts , stationary. 

Step 1: User inserts category and submits category. 

Step 2: User clicks back to list to check the details added by admin. 

 

4.4.3 Create Item 
Item list can be created under above created categories. For eg. Pen, papers, notepads can be created under 

stationary. All circuit houses will get a list of items created already. The manager of circuit house will have access 

to create items that are not already present in the list. The items created by manager will be specific to his/her 

circuit house only. 

Commented [A8]: pending 

Commented [A9]: flow need to be checked  
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On this screen, user will have to add opening stock and minimum quantity that has to be maintained. 

On click of ‘ Back to List’ the user will be able to check the list already created. 

Step 1: User selects category name. 

Step 2: User adds item details, opening stock and minimum quantity that has to be maintained. 

Step 3: On click of ‘Back to List’ the user will be able to check the list already created. 

Step 4: User Submits data. 

 

4.4.4 Create Unit 
All the items must have a unit. This unit of measurement can be created on this screen. On click of ‘ Back to List’ 

the user will be able to check the list already created. 

Step 1: User inserts UOM name , details and remarks. 

  

5 Inventory 
o Authorized User : Inventory manager/ Inventory requester 

o Pre-requisites:  User should have inventory rights. 

o Description: Every circuit house has one/ more store and there has to be a module to 

monitor al the activities related to it. The manual record keeping will be eliminated if 

inventory module is implemented. 
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Dashboard: 

 

5.1. Requester module: Create Requisition 

• Pre-Requisite: Only the SSOid which has rights of FO page. 

• Authorized User:  Admin 

• Description: The section incharges can make requests related to inventory 

All the departments working in a particular circuit house will have the right to create requisition to inventory 

manager for requesting materials. 

When access of this screen is given to a particular circuit house, the user can create requisition. 

Step 1: User selects storage type and department. 

Step 2: User selects category, name, UOM and adds items. 

Step 3: User can click cross, to remove items from the list. 

Step 4: User submits data to create request. 



59 
 

 

5.2 Requester module: Requisition history 

• Pre-Requisite: Only the SSOid which has rights of FO page. 

• Authorized User:  Admin 

• Description: The section incharges can check status requests related to inventory 

The details of requisitions made by a particular user will be displayed on this screen. 

Step 1: User clicks requisition history. 

Step 2: User clicks view to check the details 

Step 3 : User can click cancel on a particular request. 

 

5.3 Requisition list 

• Authorized User : Inventory manager 

• Pre-requisites:  User should have inventory rights. 
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• Description: Inventory manager can view the pending requests created by other sections on 

this screen. 

Step 1: User clicks Inventory Request List to check requests created by other sections of circuit houses. 

Step 2: User can click view to check the details of a request. 

 

5.4 Receive items in stock 

• Authorized User : Inventory manager 

• Pre-requisites:  User should have inventory rights. 

• Description: According to the indent sent to a particular vendor, when items are received, entry has 

to be made to keep the online stock updated. Following is the screen to do so. 

Step 1: User selects Receive Items. 

Step 2: User enters bill number, bill date and selects vendor from which items are recieved. 

Step 3: User selects the category, item name and adds received quantity. 

Step 4: User creates the list and submits data. 

Step 5: User clicks ‘back to list’ to check details of receipts created earlier. 

 

Commented [A10]: bill no , bill date missing 

Commented [A11]: new screenshot needed 
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5.5 Direct issue 

• Authorized User : Inventory manager 

• Pre-requisites:  User should have inventory rights. 

• Description: When Items have to be issued directly from the stock, record has to be maintained to 

match the stock. In the below screen, process of direct issuing has been incorporated. 

Step 1: User selects issue Items. 

Step 2: User selects the category, item name and adds issued quantity. 

Step 3: User selects the section and adds the name of the person to whom items are issued. 

Step 4: User creates the list and submits data. 

Step 5: User clicks ‘back to list’ to check details of receipts created earlier. 

 

 

 

5.6 Physical Verification 

• Authorized User : Inventory manager 

• Pre-requisites:  User should have inventory rights. 

• Description: In case if the application stock does not match the actual physical stock, 

surplus/shortage can be recorded through this screen. Adding comment is mandatory for submitting 

the data. All the details of ID through which physical verification details have been saved, will be saved 

in the database and can be retrieved in future. 

Step 1: User selects physical verification 
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Step 2: User selects the category, item name and adds verified quantity. 

Step 3: User creates the list and submits data. 

Step 4: User clicks ‘back to list’ to check details of receipts created earlier. 

 

 

5.7 View Current stock 

• Authorized User : Inventory manager 

• Pre-requisites:  User should have inventory rights. 

• Description: Current stock of inventory and kitchen will be displayed on this screen. This screen will 

immediately show effects of receiving items and issuing them. 

Step 1: User clicks Inventory to check lists of items in store 

Step 2: User clicks Kitchen to check lists of items in kitchen store 

Step 3: User can search items , categories etc. 
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5.8 Breakage register and report 

• Authorized User : Inventory manager 

• Pre-requisites:  User should have inventory rights. 

• Description: Inventory manager should maintain details about breakage that has been either 

recovered from the guest or have been written off from inventory. Using this page, breakage 

information can be saved. 

 

 

 

6 Housekeeping 
• Authorized User : Housekeeping manager 
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• Pre-requisites:  User should have Housekeeping rights. 

• Description: Housekeeping is in most integral part of any circuit house. A separate module is 

developed to incorporate housekeeping in CHMS application. 

Step 1: User selects Housekeeping from Switch role screen. Dashboard appears. 

6.1 Dashboard  

• Authorized User : Housekeeping manager 

• Pre-requisites:  User should have Housekeeping rights. 

• Description: Details of housekeeping can be saved on this page.  

The information of lost and found and details of cleaning person has to be saved on this screen. 

Step 1: The room structure will be displayed on dashboard and the rooms which need room cleaning is 

highlighted in purple color.  

 

Step 2: User selects purple room.On clicking this purple colored room , popup to save details will populate. 
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Step 3 : User enters date, cleaning person, time of cleaning and remarks (if any) 

Step 4: User clicks Submit to save the data. 

6.2 Cleaning report 

• Authorized User : Housekeeping manager 

• Pre-requisites:  User should have Housekeeping rights. 

• Description: A separate report will be created to check details of past housekeeping records. Details 

can be edited later on. 

Step 1: User clicks edit to change the details added earlier. 
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7 Reports 
• Authorized User : admin(GAD) / circuit house incharges 

• Pre-requisites:  User should have access to at least 1 report 

• Description: Reporting module has been created to display all the reports together to admin or 

circuit house incharges 

All the reports are printable and exportable. 

A date range can be selected on all the reports to be extracted. 

 


