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                                                                                        simple, fast, intuitive…



What is the 
Room Plan?

Room Plan is a simple, fast, 

and intuitive solution for front 

desk management.From one 

screen, you can manage 

bookings, payments, 

check-ins, check-outs, and 

invoicing—streamlining your 

entire daily workflow.

Let's explore details 

together...



Selecting a Date Range
Easily customize your Room Plan view by selecting specific 

date ranges. This helps you focus on relevant booking periods.

1Pick a Start Day
Click the calendar icon to choose when your view 

begins.

2Choose Your Period
Select how many days to display: 3, 7, 14, 21, or 31.

3Stay Up to Date
Use arrows to navigate—refresh anytime for real-time 

info.



Forecast Feature
The forecast feature provides a clear overview of room occupancy. 

It helps you manage availability effectively for future planning.

11
Occupancy Today

Rooms currently booked.

12
Available Rooms

Rooms ready for new guests.



Daily Occupancy & 
Price by Room Type 

Clicking the 'Grouped' button shows daily 

occupancy and price for each room type.



Finding Available Rooms For Given Range

Step 1
Choose a date range to find available rooms within your 

desired period.

Step 2
View available rooms for your selected dates. Create a new 

reservation directly or click the reset button to clear your 

filter.
As you can see in the visual, there are 2 available rooms 

for the selected date range.



Filtering by Reservation Status

Reservation

Expected Arrivals

InHouse

Expected Departures

CheckOut



Todayʼs Revenue

Shows the total amount of payments received that day, 
separated by payment type (e.g. cash, credit card).



🛎Show reservations without 
room numbers
This section shows reservations that do not have a 

room assigned yet.
For example, in the image, the number "6" means 

there are 6 unassigned reservations.
To see these reservations, click on the number.

After opening the list, you can assign a room by:

Using drag and drop, or

Right-clicking and selecting "Find empty rooms".



Quick POS 🛒
Fast and Flexible!

Select Items  Choose the products or services the 

guest wants.
Post to Room  Send the charges directly to the guestʼs 

room account.

Or Take Payment  Complete the sale instantly with 

direct payment.



🔍Smart Guest Search

With the search feature, users can easily find a guest 
by entering details like:

● First Name
● Last Name
● Reservation Number



Quick Menu

In the Quick Menu, you can access many features like Quick 

Setup, Price and Availability, and more. For example, 

national holidays are defined under the “Special Daysˮ tab. 

Weʼve added July 4th, USA Independence Day, which 

appears with an orange background, as shown in the sample 

image. This allows important dates to be highlighted on the 

calendar, enabling you to set special pricing for those days.



 

Description of Colors in 
the Room Plan

🎨Colors:

a-Yellow: Departures

b-Red: In-house

c-Blue: Expected Arrivals

d-Green: Reservations

Background Colors:

e- Gray: Weekends

f- Orange: Special Days



Icons: 

1Crown: VIP 

2Note: Guest Note 

3Chain: Group Reservation 

4Sign-in/out: Check-in/out

5 Red figures : Balance due

6Green figures : Prepaid by guest



Creating a New 
Reservation
Drag and drop across the desired date 

range to start a new reservation. 

Guest List
If the guest has a prior booking history, 

use Select from Guest List to instantly 

bring in their information.

ID/Passport Scanner
Scan ID/Passport option to auto-fill 

guest information.



Editing 
Reservation
just drag and drop for quick edits!

Adjust Stay Duration    Drag to extend 

or shorten the reservation.

Change Dates    Move the reservation 

left or right on the calendar.

Switch Rooms    Drag the reservation 

to a different room row.



🛬 Check-In Process: Three Easy Ways

Method 1

Right-click on the reservation and select 

"Check-In."

Method 2

Click the Check-In icon directly within the 

reservation.

Method 3

Use the airplane icon inside the reservation card to 

perform Check-In.



🛬 Check-Out Process: Three Easy Ways

Method 1

Right-click on the reservation and select "Check-In."

Method 2

Click the Check-Out icon directly within the 

reservation.

Method 3

Use the airplane icon inside the reservation card to 

perform Check-In.



Reservation 
Card Features
1 Available rooms can be viewed using 

the search icon 

 2Once confirmed, the reservation 

appears on the calendar view

3 Send a payment link to the guest if 

they are booking remotely.     

You can print/send:

4 Confirmation Form

   5 Guest Registration Form

https://gamma.app/docs/k2q21olfa2ikg2i#card-wfm1iubbs0ubx2r


📨Confirmation Form

Can be printed or sent via email, 

SMS, or WhatsApp.



✨Registration Form

Automatically customized with your 

hotelʼs name and logo for a 

professional look.



 

 Res Card ~ Pricing & Payment 
Features

 1The reservation is calculated based on the 

daily prices shown on the room plan. 

2If needed, you can click the "Use Manual 

Rate" button to enter a custom price. 

3Similarly, you can activate the "Discount 

Active" button to apply a discount.

4The nightly prices applied for each room 

are displayed below. 

5You can click "Calculate Daily Prices" to 

recalculate the total price. 

6Finally, by clicking "Charge All Room 

Prices and Get Payment", the price is 

confirmed and the payment can be collected.



Res Card~ Folio & Invoicing
Our comprehensive folio and invoicing system allows you to manage all 

financial transactions efficiently:

1. Posting
Add expenses such as minibar, extra services, etc. Each guest 

or agency has a separate folio.

2. Get Payment
Record payments directly into the folio.

3. Create Invoice
After all charges and payments are posted, generate the 

invoice. Finalized transactions appear in pink. Use the Info 

button to view or edit guest/agency contact details if needed.

4. Print/Send Folio
Generate and share documentation with guests or keep for 

your records.

https://gamma.app/docs/k2q21olfa2ikg2i#card-rwbtpb4vg0kuih3


Posting 

1Choose a department

1Enter the amount

3Just click save



Get Payment

1Choose a payment 
department

2Check the amount

3Just click save



      Invoice



Folio
💡🌐 Smart Language Detection

All outputs adapt to the nationality 

chosen in the reservation card.



⚡ Folio Actions
In the folio section of the 

reservation card, there is a 

lightning bolt icon 

representing quick "Actions" 

you can perform, such as:

• Carbon neutrality certificate 

• Bulk Discounts or Refunds

• Refund processing

• Transfer actions, including:

• Person Transfer

• Folio Transfer



Res Card ~ Other
Additional features to enhance your reservation management:

Option Date
Set the option date for the reservation.

Custom Color
Assign a custom color to highlight the reservation.

VIP Status
Mark the guest as VIP or add other special attributes.

Extra Settings
And more extra settings for manage reservation more 

efficiently.



Reports
From the Room Plan, click the menu button in 

the top-left corner to open the main menu.

Then go to the Reports section — here you can 

find all the reports you may need.

You can view, print or send these reports 

directly from this screen.



      Daily Management Report



Quick Access to Daily Management Report

In the room plan view, thereʼs an easier way to 

access the Daily Management Report for 

previous dates.

By simply hovering over a specific past date, an 

ℹ info icon appears.

You can view, print or send these reports 

directly from this screen.



Thank You for Your Time
Discover how Elektraweb Lite can simplify your hotel operations and elevate guest satisfaction.

📩 Contact us at info@elektraweb.com for a personalized demo.

🤝Letʼs make hospitality smarter — together


