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LodgePMS

English Version

The following pages contain the same guide in English.



LodgePMS

Quick Start Guide for Hotel Owners

Everything you need to run your hotel — bookings, rooms,
housekeeping, and reports — in one simple system.



Step 1 — Your First Login & Security Setup

o Open LodgePMS on the computer at your front desk.

Email Password

admin@hotel.com hotel123

A IMPORTANT — Do this before anything else:

The password above is the same for every new installation. Anyone with this
guide could log into your system if you don't change it. Change your
password before you start adding real guest data.

How to change your password
1. Log in with the email and password above.
2. Click Settings in the left menu.

3. Open the Password tab.
4. Enter the current password, then your new password.

5. Click Update Password.

_____________________________________________________________________________________________

Current Email

admin@hotel.com

New Email

new@email.com

Current Password

_____________________________________________________________________________________________

Tip: Write your new password down somewhere safe — not on a sticky note
on the monitor!



Step 2 — Activating Your System

The first time you open LodgePMS, you'll be asked to activate it.

Option A — Try it free for 30 days

1. On the activation screen, choose Start Free Trial.

2. Your hotel is instantly active for 30 days — no payment needed.

Option B — Activate with a License Key
1. Enter the license key you received (format: FPMS—XXXX-XXXX-=XXXX).

2. Click Activate.

_____________________________________________________________________________________________

ACTIVATE LICENSE
Enter the license key you received after purchase (format: FPMS-XXXX-XXXX-XXXX)

FPMS = XXXX-XXXX-XXXX

.............................................................................................

H
)
H
H
i
! License Key
i
H
H
)
H
)

Don't have a license key yet? Contact us using the details on the last page of
this guide — we're happy to set up a demo for your hotel.

B



Step 3 — Set Up Your Hotel

3.1 Hotel Profile
1. Go to Settings — Hotel Profile.
2. Enter your hotel name, address, and check-out time.

3. Save your changes.

3.2 Booking Channels

Every booking comes from a "channel" — this is how you track where your
guests come from.

» Walk-In / Direct is already set up for you — use it for guests who book
directly with no commission.

e To add a channel like Booking.com or Agoda: go to Settings —
Channels — Add Channel, enter the name and commission rate.

_____________________________________________________________________________________________
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Step 4 — Add Your Room Types & Rooms

4.1 Create Room Types

1. Go to Rooms — Room Types.
2. Click Add Room Type (e.g. "Standard Double", "Deluxe Sea View").

3. Set the base price and maximum guests.

4.2 Add Each Room

1. Go to Rooms — Add Room.
2. Enter the room number and select its room type.

3. Repeat for every room in your hotel.

_____________________________________________________________________________________________

ROOM TYPES & PRICES

Standard , Superior , Triple . Family . Quad
81,600 /night 81,800/ night 82,200 / night 82,800/ night 83,200 / night

Upstairs
83,500 / night

ADD NEW ROOM TYPE

Type Name Base Price / night

e.g. Deluxe 8|0 Add Type

Do this once when you set up — after that you'll rarely need to touch it again.

N e e e e e mmm i m e



Step 5 — Your First Reservation

5.1 Create a Booking

1. Go to Reservations — New Reservation.

2. Select the guest, room, channel, and check-in/check-out dates.

3. Confirm the price and click Save.

5.2 Check-In a Guest

1. Open the reservation and click Check In.

2. The room status updates automatically to "Occupied".

5.3 Check-Out a Guest

1. Open the reservation and click Check Out.

2. The invoice is generated automatically — print or share it with the
guest.

_____________________________________________________________________________________________
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1,800/Night
e, Net 81530 82,560

S
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Step 6 — Daily Operations

Room Status

See every room's status at a glance: Vacant, Occupied, or Needs

Cleaning.

Housekeeping

Assign cleaning tasks to staff and track when each room is ready for the

next guest.

Maintenance

Log repair issues (e.g. broken AC) and track them until resolved.

A-202 v

STANDARD

Available

A2

A-103 A Q§ A-104 #

FAMILY FAMILY

Occupied A Out of Order Room A-103

2 Occupied

A-204 2

SUPERIOR

Guest Requested Maintenance
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ROOM STATUS H
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" ]
Do Not Disturb I
]

]

)

These three screens are what your front desk and housekeeping team will use

every single day.



Step 7 — Connect the Housekeeping Mobile App

Your housekeeping staff don't need to use the front-desk computer —
they can update room status from their own phone, over your hotel's Wi-Fi
network.

7.1 Find Your Connection Details (on the PMS computer)

1. Go to Settings — Mobile.

2. Click Auto-Detect — the system finds its own IP address and port
automatically.

3. Click Test to confirm the connection works.

.............................................................................................
<« Settings N N
_ Manual Override Clear offline cache
Enter IP:Port to override. Example: http:// Removes locally stored rooms,

CONNECTION 192.168.1.100:8000 tasks and reservations

_ Rty Az R D0 .00 ge] Manage Ussro >

i
]
'
]
'
'
]
1
1
]
'
]
] 22
H Add, edit or remove staff accounts
' = Trusted Networks
H ! Test Connection Save
: 1 http://172.20.10.10:8000 @
~ — _
' B = [+
]
! , hetpi// Reset to default EN ™ MY
1
]
'
]
[

192.168.1.200:8000

_____________________________________________________________________________________________

7.2 Connect the Phone (on the staff member's phone)
1. Install the housekeeping app on the staff phone.

2. Open the app and enter the same IP address and port shown on the
PMS Mobile tab.

3. The phone and the PMS are now linked over your local network — no
internet required.

Both devices must be on the same Wi-Fi network. If you have more than one
router/network, add each one under Trusted Networks in the Mobile tab.

S



Everything LodgePMS Can Do (1/2)

Beyond the basics, your system includes:

$ Finance Tracking
Record income, expenses, and deposits per reservation.

See exactly how much each booking earned after commission.

b Daily Reports
Automatic PDF summaries of occupancy and revenue, every day.

Print one at the end of your shift to hand to the owner or accountant.

il Excel Import/Export
Bring in bookings from your old spreadsheet to get started fast.

Export anytime for backups or your own analysis.

28 Staff Accounts

Separate logins for Manager, Front Desk, Housekeeping, Accounting, and
Technician.

Each role only sees what it needs — housekeeping can't see your finances.

v Staff Messages
Send a message directly from the PMS to your housekeeping team's phones.

Perfect for urgent requests like "Room 12 needs cleaning now" — works with
the mobile app from Step 7.



Everything LodgePMS Can Do (2/2)

Guest Calendar
Visual calendar of all bookings and room availability.

See at a glance which rooms are free for the next 7, 14, or 30 days.

= Invoices

Generated automatically at check-out, ready to print or send to the guest.

@ Works Offline

Runs on your own computer — no internet connection required to take
bookings.

Your data stays at your hotel, not on someone else's server.



Try It Now — Download LodgePMS

Scan the code below with your phone, or type the link into any browser, to
download the installer and start your free 30-day trial.

[m] o5 [m]
[=]

lodgepms.com/download

No CD, no USB stick needed — just scan, download, and install. The installer
includes everything you need to get started.



Need Help?

We know switching to a new system takes a bit of time. We're here to help
you get set up — free of charge.

Contact Us

WhatsApp: +66 96 490 9401

lodgepms@proton.me

Ask us for a free on-site demo at your hotel.

Scan to add us on LINE — ID: lodgepms

Quick Checklist

e O Changed the default password

e [ Activated the system (trial or license)
e [ Set up hotel profile & channels

e [0 Added room types & rooms

» O Created a test reservation

« O Connected the housekeeping mobile app



