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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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CHMS application loads:




€ > X O https//sso.rajasthangov.in/signin?ru=CHM: r &8 O

Please wait while you are being redirected to
CHMS application

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.

of2frlafzlef

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

e  Authorized User : Guest( Private or official)

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

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

General Types of Guests in Rajasthan:

Rajasthan State | Other State Guest | Foreign | Public Representative
Government Officer State/Central Guest
UPSC officer of | Rajasthan  Govt. | All  Guests | Foreign | Governor, Speaker of
Rajasthan Cadre Accountant of Rajasthan | Guests | Assembaly and
Officer( Gowt. Legislative, CM,
PayMatrix Current MLA
>=6600)
RPSC Officer of | UPSC Current Zila
Rajasthan  Cadre(RAS, | Officer(1AS,IPS Pramukh(Distrcit
IPS, etc). etc.) President)
State Govt. Officer who | Officer of NIC, Current  MPs  of
has PayMatrix >=6600 | India Rajasthan State
Trainee  Officer  of | Other State Current MLA
Rajasthan(  Paymatrix | Trainnees UPSC
>=6600) Officer
Pilots on duty of | Supreme  Court Newly Elected
Rajasthan Govt. and High court Current MLA
Judges and
judicial officer of
other state
State and distrcit level | Officers of the All Mayor and Vice-
consumer court current | India Services Mayor

president and its | (IAS/IPS/IFS)

Member

Honorable Minister of | All the officers Presiding Officers and
Departments/ Major | (Pay matrix Range Members  of  all
Administrative >=6600 ) commisions,  Board
Secretary/ 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




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

Census

Former Governor and

Department  president | Directorate officer Former CM
and members  for

rajasthan

Rajasthan High Court | President,  Vice Former MPs

and State Higher Judicial
sevices  judges and
officer

President and
Member of
Central
Administrative
Tribunal

Election  Commission
Supervisors

Officer of NIC,
India

Former Ministers

Security forces officers

Officer of Central

Minister and State

on election duty Arid Zone Minister level officer
Research Institute
(KAZAR)
Jodhpur

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.




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- | All the officers mentioned in | India, State and Union
Chancellor of Govt. | Group A and C after their | territory govt.
Funded prescribed period. undertakings local
Universities, and bodies
Circuit House
Officer etc.
All  guests remaining in | Vice-Chancellor of
addition to the guests | State and Central Govt.

mentioned in Group A and C

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
Booking Requested Form Booking Requested Form
Booking For * Self Booking For * On Behalf
Circuit House Name * testguesthouse SSO 1D QASCALE
Guest Category* ~Select Guest Category— Circuit House Name * testguesthouse
Guest Type™ —-Select Guest Category—- Guest Category™ ~Select Guest Category--
Aadhar Number* Guest Type* --Select Guest Category—-
Aadhar Number®

On click of ‘Submit’, room request for opens based on the category and type selected by guest.

11




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.

12




1.2 For Rajasthan Government Officials:

S AboutCHNS  Help  Fesdback  Memsape

G Select Longuage | ¥

Government Guest Request Form

Mabils Numbas 308336 oats of Birth

Gender FEMALE Emall address

Pastal Address Postal Cade

ciy

Official Details
Deparmenthame® | FACEBOOK Offcetame® | Jaipurofice
Post/ Desigs o Pay Matrix " L- 14 GeadaPay) 5400 .
Offcuhddra | MANSAROVER
EE S — v Distrcts | s -
I Trpe 04 Bocument® Offcal Order v psm— Cnoosa Fie | e niscraen IMandalury o upload document
Booking Details
P AatTine® | ssem
DepartureDate” | au0e2nss OupmriaraTime® | &sg 0
Wi Of Roomms” Bt bd
Purposs Ol Tanat” | OMical v

Additional Guest Details

Guesthama®

eabide Humber

Relston WithGust” | Seectam sptiom . —ry

D Proal Typabiama | et an spton v 10 Nambar

Gonder | selsctan oston .
Additional guest detalls accompanying Requester

Guesthame  Mobilelumber  Reisbon Wtk Guast  Emad 10 P Tige 1 Namber Gander  OtharD  Guast Ctagory G e acton
wesies faber sbgmleon  Paneart comosas:  Male o
vaizhall Tessasease Othar Othar Ty emale W2 [x]
auns s ofeal — s el et wscofiarsesa) [

On Submission of this form, a printable receipt is generated as follows.




G Select Language ¥ I

rcuit House Receipt

‘GOVERNMENT OF RAJASTHAN
PINKCITY CIRCUIT HOUSE
MANSAROVER JAIPUR

request has been ly. The details are as below

Your
Boaking Date: 20-02-2019 12:3400
Request Number ¢ 2018111000423 Wama Of Guest SHIPRA AGRAWAL
Checieln Bate 20-February-2018 EheckOut Bate © atFebruary-2018
Purpase of visit i

Boaking Status Panding
gh SMS/Emall.
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1.3 For Foreign Guests
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= AboutCHMS  Help  Feedback  Message G SelectLanguage ¥

C-Form Details

Arrival Details
Arrived from* Intended duration of Stay(in
days)”
Arival Date” Departure Date"
Time of Artival® Time of Departure*

Personal Details
Name* Gender  (®)Male  Female | Other
Date Ot Birth® Nationalty

where residing permanently

Country” Ciy*

Address®

Address/Reference in india

City/District” State*

Address® Pincode” 0

Passport Details
Passport Number” Place of Issue of Passport”
Passport lssue Date" Passport valid til*

Visa Valid tilt* Visa Type*
-

Other Details

Contact/Phone Number(in Purpose of Travel" Business .
Country)*
Contact/Phone Number(in Next Destination"
India)*
Whether employedinindia” (@ Yes Mo Date of Arrival inindia®

Upload Documents

visa® Choose File | No file chosen. Passport* Choose File | Mo fie chosen




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.

P — [
8953489521 Date Of Birth. 20/30/1992
e ctpiiss || pgetinn
Mok Nogat rosticode | w0
sopur s [ g
Booking Details
At e Ovparture Dte®
Time of Arhat® Time of Departure®
MoOtDay" Pupossotrovtt | Tame
Official Details
Dopartmentisme® | 17 Post ame
Basic satay’ Gadypar'
posted Area® Pay Band Number®
Date Of soning’ st Day o Guest House

Hostel/Government House No.

Mostel Gavernment Mouse Date

Wouse Aflowances Recelving o Yes
P
Salary stip® Choase File | No file chosen

Time Increase Document™ Choose File | hofie chosen

Annual Property Return®

Emplyement Card"

Choase File | No tie chosen

Signature” Choose File | o tie chosen

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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Private Guest Request Form

S50 Details
FET R et s— [T rr———
Mobiletumber | Ts06s3356 omeotmits | 2x/o5sm2
Gender | roaie Emiladdress | shindesmrspaigymaileom
Postsladcress FostalCode
cy st
Booking Details
Arrvalate” Al Time*
Departure Date” Departur Time"
Number f Roams™ Sraged
==

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.




Room Booking History

2.2 Kitchen Module
e 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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Pantry Service Form

“a July- 28 b

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.

20




2.3 Conference Request Module

e 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.

21




If purpose is selected to be official, the requester will have to upload official order mandatorily.

G select Language v

Conference Services Request Form

Room Booking Baoking Type* - %
[— . . ,
Full Nome' AMRAPALL SHNDE NGBS i 7506533356
Do
EmallAddress” | stundeamrapali@ymaileom Wakperson? | 2
Guest House* Semach i home +|  DepartmentName* =
Guest Type™ State Guest v
Purpose OF Offcial v Doniasdues Chaose Fill | bsckground... 531830, jpg
Conference”
Fourn Dati? 28/09/2018 Time® | 2.a7pm To Date" 280972018 Time | 4a7PM
Remark”

training purpose

Step 3: On filling the information and click of Save Button in the above screen, the request is
created and printable receipt is generated.

GHMS Portal 28 G SelectLanguage v wcn ser e

Circuit House Receipt

Dashboard

ervices Request GOVERNMENT OF RAJASTHAN

CIRCUIT HOUSE, DEMO CIRCUIT HOUSE

UDB BUILDING, GOPALPURA MOD CHAURAHA, TONK ROAD
Your Conference booking request has been submitted successfully. The details are as below

House Details

Request Number : 2018019400009 Name Of Guest : AMRAPALISHINDE
Ssoid SHINDEAMRAPALI Department Name s

Conference From 1 28/09/2018 2:47PM Conference To 1 28/09/2018 4:47PM
Conference booking Status :  Pending Purpose Of Conference : Official

Thanks for sending booking request. Further status will be intimated through SMS/Email.

22




1.10 Conference Request Status

G SelectLanguags ¥

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.

CHMS Portal G Select Language v
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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

Create Choose
SSO login View Room :(>Choose self/ Guest
for Guest dashboard booking onbehalf categoty
request and Type
Add details
View history -
earcel @ of visit and
Submit
request
request
recieves View Soliogh
K:'for FrontOffice|
request dashboard o
incharge
1 Cancels Confirms
request request
For room sharing, j E
checks capacity status Room
and allots room per allotment
person ﬁ‘}
Room
i For complete
changing < - . Receives
[2CIEESION0 1| Generates bill e
Amend % rooms and extra ey
stay beds

3.1.1. Dashboard
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Room Availability PINKCITY CIRCUIT HOUSE
- [~ ==
Total wvailable Fooma | Chech I Rupms shane (I Canformed
T T s s E I E T

Today's Booking Total Booking Service Request
_ _
A
_

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
e  Pre-Requisite: Only the SSOid which has rights of FO page.
e Authorized User: Front Office Manager
e  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.

25




o —— el

Circuit House,testg

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.
B Mail - amvapalishinde®: X | M Message From iredeem - X ; | CHMS Portal Rajasthan X -]

€ > C | ® 1070230.112/cHMS S
[&]

2 hpps [ Mai - smrapsishi cticewiicomnast I resod (| CHMS Poral gmsthen

C | @ 10.70.230.112/CHMS FrontOffice/CHManager/ViewGuest DetailsGuest|D =4 aa @ ;

i Apps [ Mai-amrapalishin [ office wficonnect N resume template

SSOD:  SHINDEAMRAFALI Mame:  AMRAFAL SHINDE

obie umber, 1306457356 Daeofanh: 2w/
Gundart  FEMALE [
Fodal Address: Postal Cock:
Gy e

Departmenthane:  FACESOOK Offcatams:  JNPUROFRCE
PostOusignation: P4 [T
Oficasddress  MansaOvER
et 12 P

TypeOlDucumant:  OFFICIAL ORDER Doumantss

O STATUSREPORT 1..xsx ~ Bl STATUS REPORT 1.sx showall | X

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

e  Pre-Requisite : Only the SSOid which has rights of FO page.
e  Authorized User: Front Office Manager
e 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
e  Pre-Requisite : Only the SSOid which has rights of FO page.
e  Authorized User: Front Office Manager
e  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.

G et Langusge | ¥ el el

MATPRX: 200 AR 20
S St
™ 04

Han-AC Rogems -

a2/
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201

Rooms Allotment

Room Type Room Humber Charges Extrs Bad

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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S -

ROOMTYPE 05-JUN-18  06-JUN-18 07-JUN-1E  0B-JU
Days TUE WED THU FRI
AC ROOM 2/0 2/0 2/ 2/0
NON AC ROOM 1/1 1/1 1f1 2/0

3.1.5. Sharing Room allocation
e Pre-Requisite: Only the SSOid which has rights of FO page.
e  Authorized User: Front Office Manager

e  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’

G selctlanguage v| || Setchuserroie | ssckwosso | topout

Circuit House,Jaipur

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.

CHMS Portal = AboulCHMS  Help  Feedback  Message G Seled Language ¥ Switch User Role Backio550

Foom Sharing [Admin View]

Guest Detaits

03/06/2018 Suite . w3 v 200

Additional Guest Details
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- P -
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Guest Rooms

Room Type Room Number

Additional Guest Rooms .

Room Room
Type Number

Name

KUNJ

VAISHALL

AT

Charges

ExtraBed

%]
Gender
1ALE [x]
FEMALE [x]
1ALE [x]

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
Self 150
Family
Total 150
Room1
Self 150
Family
Other 200
Official(categorywise) 100

Room1
official A(i) 150
official
Alii) 170

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.

Guest Room Details

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’

n e e ki el A A

Guest Check-Out Report
SelectType: | aemions 3 Fromate ToDate: =3

v | recordzoeraze Search il cobomnz

Ouparturs Date Kitchen Amount Room Ameut Total Amount

3
H

g
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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.

Reason For Cancellation s
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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

[ Mail - anvapalishinde® X | M Inbox (1.086) - ameapalic X ) (. CHMS Portal Ryjasthan X e - o X
< X | ® 1070230.12 t Manager?st QAx G i

# Apps [ Mod-smespslishe [] offcewificomect I resume template

Step 2 :On click of action button, list of guest is displayed. If a guest has taken multiple rooms on single
reference 1D, 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.

B Mail - amvapshishinde®: X | M Inbox (1086) - amrapalic % ; | CHMS Portal Ryjasthan X -]

€ & C | @ 10.70230.112/CHMS Fror 21 Q¥ @ i

i Apps @3 Mail-amvapalishin: [3 office wifi connect N resume template.
G Seiedd Lmguage | ¥ l —— [ Back 10550 I l

Guest Room Details

Step 3: User again clicks on action button, following screen opens.
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Single Window Management
Booking Stat

Conferencs status [Pt e

Room No 302

ck Out Billing
Room Type DELUXE

Check Out Report

Requested ID 2018940000030
GuestName ABC

Arrival Date 30-08-2018
Departure Date 30-08-2018
Arrival Time 1:08PM
Departure Time 11:08PM
Number OF Rooms

MaxPerson

Payment Mods

Special Instructions

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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£ Amend Stay

=) Amend History

— uest Name. ABC

30082018 e Date 30082018

1:08PM re Time 11:08PM

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 1D, 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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) Change Room [ Transéer Room
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Update Successfully!
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H O Type here to search

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 1D, 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

[ Add additional charges

B Addscdrmonsicharges ) Aol charges History.

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

e  Authorized User: Front Office Manager
e Description: The FO manager has access to act on pantry service requests created by Guest.
e 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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e  User clicks on View Provisional Bill
e User can Post bill in main bill
e  User can Accept payment by clicking pay bill
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34 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.
[ Mail - amrapakishinde@: % | M Inbox [1.069) - amrapalic X /| CHMS Portal Sjastnan % | € State Bank of India x e - =] X
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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].

[E2 Mail - amrapakishingeT . X { M Inbox [1089) - amrapalic X /| CHMS Portal Rajasthan % e - o8 x
€ G @ 1070230.112/CHMSF

nect N resume template

M screencapture-10-..png ~
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3.4.2 Reject ]requesﬂ

. 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
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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

[P Mail - amrapakishindeT . X | M Inbox (1069) - amrapalic X ) | CHMS Portal Raastnan % e - o x
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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

- GOVERNMENT OF RAJASTHAN P 672579
CIRCUIT HOUSE, PINKCITY CIRCUIT HOUSE Fax
=y - GSTMEMO Email : PINK@GMAIL COM
RN NO: 2145 REQUEST NUMBER: 0163 BILL NUMBER:
Date: 20.02-2019 12:39:50

Destinatior B Micronoft Print 1o POF Name: CHMS TEST Department Na
fe & Time: IX/02/2019 : 06:40 PN End da

AN No. : ITPINKCL No. : STPINKCU414K1ZE

v
NAME OF ITEMS T Totai Days AMOUNT T Total AMOUNT

RECEPTIONIST/HOUSE KEEPER

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

e  Authorized User: Front Office Manager
e  Description: The FO manager has access to record the requests of walk-in guests.
e 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)
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

Dashboard

NS [N R

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 konfigured] 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.

e —— el e I |

Create Circuit House =

™ Contwence Framsprt Laundey

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

Stepl : User enters Room type and Submits.

Create Room Type for Circuit House

Dormitory
super deluxe

e =

DULUXE

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
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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), Aiii), 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

CHMS Portal = AboutCHMS Help Feedback Message 3
DaszhBoard
Create GuestHouse Tariff
Circuit House
& Security Access Rights. Circuit House et Gl Hoee. .
Room
Group Name -select Group- v
Tariff
ROOMTYRE -Select Room Type- v
Inventory
- Roou RaTE
T -
EXTRABED RATE
COFFEE RATE
BREAKFAST RATE
LUNCH/DINER RATE
4.2.4 Create category type lmappmgf | commented [A41: pending

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.
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Guest Type Master - Admin View

AddGuestType  BackTolist

Circuit House ~-select Guest House
Group Type™ ~Select Group Type —

Guest Category ™ ~Select One

Guest Category Type” ~Select One -

Circuit House Grouptype

For creating new ﬁype]

Guest Category Guest Catezory type

Action

BEx

Add Guest Category Type
Circuit —Select G Category m
House * Type®
Category Type Name Action
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.
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OFFICIAL_CHARGES

S.No. Circuit House Official Charges

PRIVATE_CHARGES KT CARET HONSE .
7 PINKCITY CIRCUIT HO 0
FINKCITY CIRCUIT HO 2o
z FINKCITYCIRCUITHOUSE  CONFERENCE S 500 s00
Rsjasthan Bhawan (Shinoy)  CONFERENCEL 3000 L0000
L Rajasthan Shawan (shinoy)  LAWN 4000 12000

4.3 Kitchen \Relatedl

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

Service Boy | Create Service Boy | List

Crevitouss” PINKCITY CIRCUIT HOUSE v

Mobil 9999535993
Address

UDB building, Gopalpurs mod chaursha,
tonkrosd
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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.

o ——— el e T

Create Item Name for Inventory ==

4.4 Inventory Related
. Pre-Requisite: Only the SSOid which has rights of FO page.
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. Authorized User: Admin
. Description: The FO manager can add categories, items and UOMs

4.4.1 Create ]Departmenﬁ
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.

gl T T

Create Department Name for Inventory

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.
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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.

CHMS Portal = AboutciMs  Hep  Feedbeck  Messape G SeieciLangusge | v || swienUssrsoie | s
DashBoard
Create Unit of measurement for Inventory
UOM Name*
UOM Details*

Remark”

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:

Requisition @ Request Action

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.
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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.
CHMS Portal < G select Language ¥ Switch User Role
[ ovreason |
- [~
- |

5.3 Requisition list
e  Authorized User : Inventory manager
e  Pre-requisites: User should have inventory rights.
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o 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.

CHMS Portal 4 G selectLanguage ¥

5.4 Receive items in stock

e  Authorized User : Inventory manager

e  Pre-requisites: User should have inventory rights.

e 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 lso].

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.

sS4 G Select Language ¥ Switch User Role Bsck 0550 Logoat

Receive Item [ e |
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5.5 Directissue

e  Authorized User : Inventory manager

e Pre-requisites: User should have inventory rights.

e  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.

s & G seciLanguage ¥

Issue Item [ wsthem |

5.6 Physical Verification

e  Authorized User : Inventory manager

e  Pre-requisites: User should have inventory rights.

e  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.

CHMS Portal G Seleci Language ¥

Item Category tem Name tem Description urrent Quantity o Verificd Quantity  Action

Item Category Item Name: Item Description Current Quantity uoMm Verified Quantity

800K Naurmbes 1 ]

Comment

5.7 View Current stock

e  Authorized User : Inventory manager

e  Pre-requisites: User should have inventory rights.

e  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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G Select Longuage ¥

5.8 Breakage register and report
e  Authorized User : Inventory manager
e  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.

CHMS Portal = S~ A G Select Language | ¥ Switch User Role Backto S50 ogout

Breakage Entry Form - Admin View

BreakageDetalls  BackToList

Reason OF
Date Item Category Name  Item Description Breakage NoOf Item Made Of Disposal Action
17-10-2018 —Select Category— Select an

Breakage Details

Date Item Category Item Name Item Description Reason Of Breakage NoOf item Mode OF Dispasal

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

CHMS Portal = / A G Select Language ¥ Switch User Role Backtn 550 Legout

R e MAXPAX: 2/0 MAXEAX: 2/0
12 ACROOM
Non-Shareable 1 ] QERCOS
101 105

MAXPAX: 271 MAXPIX 1272
NON-ACROOM NOM-AC ROOM
m 05
MAXPAX:2/1 MAXPAX: 2/1
DELUXE DELUXE
301 302

Step 2: User selects purple room.On clicking this purple colored room, popup to save details will populate.




CHMS Portal = /7 8 Gl Select Language | ¥ Switch User Role Back 10550 Logout

e _
Date: o1/09/2018
=R
Room No o Raom ACROOM
ACROOM e

Room Cleaning Person: .
ACROOM
102
MNon-Shareable From sss0M To £01PM

Remark: found s watch while cleaning

T =
e
= N

MAXPAX:2/1 MAXPAX:2/1
DELUXE DELUKE

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

e 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.

CHMS Portal El v G SelectLanguage v Swiitch User Role Backo $30 Logout

v recordsperpage Search all columns:

Showing 1 to 10 of 11 entries

Date Time Entered By Room Type Room No Cleaned By From T Remark Action

30/08/2018 SHINDEAMRAPALI ACROOM 101 ram 129PM 132PM test m
30/08/2018 SHINDEAMRAPALI ACROOM 103 sham 1:30PM 136PM linen missing m
30/08/2018 SHINDEAMRAPALI ACROOM 103 sham 1:30PM 1:36PM linen missing m
29/08/2018 SHINDEAMRAPALI ACROOM 01 ADD 101PM 101PM m
29/08/2018 SHINDEAMRAPALI NON-ACROOM 202 igivh 102PM 1:02PM m
28/08/2018 SHINDEAMRAPALI NON-AC ROOM 205 s 12154 PM 454PM m
28/08/2018 SHINDEAMRAPALI ACROOM 101 ABC 1253 PM 1:56PM testing m
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7 Reports

e  Authorized User : admin(GAD) / circuit house incharges
e  Pre-requisites: User should have access to at least 1 report

e 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.

CHMS Portal = /J A G Select Language ¥ Switch User Role Backo S50 Logout

Circuit House,Demo circuit house

Today Pending Status. Today Check-In Status Today Check-Out Status 0
TODAY TOTAL
‘ Recusst
x===n
Total Pending Status Total Check-In Status Total Cancel Status 31
TOTAL
L J
-~ Reuest
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