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Introduction to Boost Absolute 
 

 

Boost Absolute is a Web based solution created with the help of SaaS Technology. It does not 
require high end hardware solutions but just a good internet connection that is easily 
available worldwide these days. This helps hotels to save their money from investing in high 
end hardware and software.  With  this  System  any  numbers  of  hotel  users  can  login  
and provide  services to guests which  helps  to  save  time  to  hotel  and  to  the  hotel's  
precious guests. The system has been designed so that the user can view or perform almost 
all of his tasks from a single screen without shuffling from one screen to another. 

 

 
Overview of Boost Absolute 
To access Boost absolute, the user needs to either use the web browser like Google Chrome 
or Mozilla Firefox. Please note that Boost Absolute is not supported on Microsoft’s Internet 
Explorer. 
The login page of Boost Absolute looks like the one shown below. You will be provided with 
the login screen link along with the username, password and hotel code details via an email 
from Boost Absolute Support Team. 

 

 

Boost Absolute Front Office 
You need to use the front office login link to login to Boost Absolute Front Office and 
manage the daily tasks at your hotel. 

 
 

As soon as you login to the front office, you will notice the simple yet detailed dashboard 
with charts, notifications and activity feeds   
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Main Menu 
 

Let  us  now  go  through  the  options  given  under  the  menu in 
Boost Absolute. 

 
 
 
 

 
 
 
 
 

 

 

When you click the 3 line 
icon on the top left corner 
the main menu pops up. 
There are 6 main options to 
select. The Front Office, 
Cashiering, Housekeeping 
parts will show additional 
sub parts when clicked on it.  
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Front Office 
 
 

 

 
When we click on Front Office 
button, it will drop down this 
function list: 
 

 
 
 
 

 
Let’s talk about the functions of 
the Front Office drop down list. 
There are mainly Dashboard 
view, Reservations and the stay 
view. And other functions that 
eventually will help the Front 
Office activities. Let us see what 
all these show and how to 
comprehend it to manage the 
tasks more efficiently. 
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Dashboard 
 

As soon as you login to the front office, you will notice the simple yet detailed 
dashboard with Guest detail charts, Room Status, Notifications and activity 
feeds   

 

 
 

• In the charts, first one is the Arrival chart. It shows the current system date’s arrived 

reservation count and the pending arrival count. If we click on that, we are directed to 

the reservations page and we can see the detailed reservation cards.  

• The second chart is showing the details of the current system date’s pending check 

outs and checked out reservations.  

• Last 2 charts are labeled as ‘Guest in House’ and ‘Occupancy’. They are showing the 

counts of currently checked in guests and room availability.  

• In the top right corner there is a bar chart that showing the Room Status. There are up 

to the minute counts of clean rooms, House Keeping Assigns, rooms assigned as Dirty 

and blocked rooms.    

• There is a user friendly notification panel with a simplified layout.  

• In the bottom right part, there is a panel named s Activity Feeds and it shows the 

recent activities. All the shown activities can be filtered out to user’s needs.     
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Reservations 

The second one in the menu is Reservations. In this view we can see the reservation cards 
sorted according to the reservation number. These cards simply offer all critical details with an 
easy to read layout.  Toggle in the top left corner allows us to see the reservations individually 
or group reservations filtered. 

 

In this card view, 
The icon in top left corner indicates 
that this is whether a front desk 
reservation or an OTA booking. After that 
is the name and the reservation number.   

First one of the two underlined icon 
says, this is the ‘group reservation 
owner’ marked as a crown. Next one 
says, this is a group reservation.  

We can see the date and time of the 
check-in and check out. Number of nights 
is also shown here. 

 The numbered buttons are, 
 
1. Print Folio 
2. Email Reservation Voucher 
3. Audit Trail  
4. Unposted Inclusion 
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Stay View  
As soon as you navigate to Front Office -> Stay View, you will notice a single screen displays a 
complete status of your property/hotel. It is showing the room availability according to dates 
inside of a given time period.  

 
• The Stay view is designed to make your work simple and easy. 

• It  is actually a  graphical  representation  of the  guest  ledger  that  shows the  current 
status of the rooms in your property. 

• The  best  part  of  it  is,  you  can  directly  work  on  it  and  perform  various  actions  
as required. 

• The stay view displays – To the minute room’s status - for the dates in the top row. 

• The  Room  Types  with  Room  numbers  (or  names)  are  listed  in  the  first  leftmost  
column of the Stay View screen. 

• As you view from top to bottom, the Room types and the rooms are displayed with 
few  other  icons  placed  next  to  room  number  
saying  something  more  about  the room. As for 
example, Room ‘Cabana 3’ has two icons. 

 
o The icon says that this room do not allowed for 

Smoking. If you have a room that does allow 
smoking, the icon will be shown as …. 

 
o Once  you  have the  mouse  over  the  icon,  

the  tool  tip  displays  the  room status.   
 

 
o The second icon will appear if the room is considered dirty in the system. 
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•   Each cell in front of the room denotes a room-night, and shows its status. 

• The different colors of these cells indicate different status like Arrival, Checked Out, 
Due out, Confirmed Reservation, Maintenance Block, Stay Over, or Day Use, for the 
room which can be changed to your preference from the configuration console. 

• On the bottom of that same screenshot, you will find the % of rooms available for a 
particular date and the occupancy percentage for that day. This helps to get a clear 
idea of the room inventory you have. 

 

 
 
 
 

• Click on the calendar icon located in the top right corner of the stay view to change 
the date range of the stay view 

 
 
 
 
 
 
This stay view offers a View of the 

‘availability of rooms according to the 

dates’. To perform any operation on any 

that shown here, simply click on it and 

you will be given a list of quick 

operations and a brief detail about the 

reservation as shown here in the 

screenshot. Select the task that you 

want to perform by selecting it from the 

list. 
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The options you get are: 

 
•   Edit Reservation (explained in detail later) 
 

•   Check In (reflects only when a room is in current system date and “Confirmed 
Reservation Status”) 
 

•   Add Payment (allows to add a payment) 

 
•   Send Email (allows to send the reservation confirmation email to the guest)  
 
•   Print Folio (allows to print the estimated invoice) 
 

•   Amend Stay (allows to change the stay of the guest in this room.) 

 
• Room Move (allows to move the room to an available room) 

 

•   Exchange Room (allows to switch rooms between two guests) 
 

•   Stop Room Move (this button allows to hold this reservation to this particular room 
and shows a warning if someone tries to move the room) 
 

•   Inclusion List (from this button you can see the inclusions list and add another 
inclusions) 
 

•   Cancel Reservation (if we have to cancel the reservation depending on a guest request 
we can choose this option) 

 

•   Mark No Show (reflects only when a room is in current system date and “Confirmed 
Reservation Status”) 
 

•   Void Reservation (we can use this button if the mistake was happened by the user) 
 

•   Unassign Room (we can unassigne a room for this particular reservation) 
 

 
 

We  have  gone  through  all  the  operations  that  can  be  performed  using Boost  Absolute, 
except  for the  “Edit  Transaction” option that  you  get  when  you  click  on  the  room. Let 
us now see in detail as to what can be managed when you are on the Edit Transaction screen 
of a room
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 Edit Reservation 
 
In this Edit Reservation option we can see the complete information set about the 
reservation and there is couple of options to edit the reservation. On top of this page there 
are main details about the reservation such as name of the guest, pax count, Arrival and 
Departure dates, Night Count, Room number, Room type and Reservation Number. In this 
page it’s mainly divided to 6 categories  
 
Folio Operations  
Booking Details  
Guest Details 
Room Charges  
Credit Card  
Audit Trail 
 

Folio Operations 
 
 In folio operations, there is a list of all the available folios regarding this reservation. We can 
see the folio operations for this reservation here as all the inclusions, extra charge details 
and payment details are added here and the balance is shown below. If it is a group 
reservation with multiple rooms, there are multiple folios listed as each one of them 
dedicated to a particular room. If it is a travel agent booking, there will be two folios as room 
charges billed to the travel agent and extra charges billed to the guest. 

 

 
  

On top of the folio operations tab 6 main options to select 
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Add Payment – this allows you to add a payment to this reservation (part or full payment). In 
this we can select the payment type, method and amount. And also we can select the currency 
and add a comment to that payment.  
 
Add Charges – in this option we can add extra charges to the reservation. There are predefined 
charges listed here and we can select one of those. We can predefine the amounts for selected 
charges and also anytime we can enter a new amount for the extra charge.  
 
Apply Discount – We can apply discounts for the folio and there are many methods to select, 
such as flat rates, percentages.  
 
Folio Operations – We can see the tax operations and billed to options right here.  
 
Print Folio – in here we can choose the folio name and the currency that should be in the folio.  
  
More Options – in the more option tab there are options to; 

Adjustments : Round off 
Room charges : Add additional room charges  
Transfer : Transfer the folio balance with another folio 
Split Folio : Split the folio between two 
Cut Folio : Cut the selected folio charges to a new folio 
Upload files : Upload the documents relating to the reservation 
Send Folio : Send the folio to an Email address  
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Booking Details  
 
In this tab there are mainly billing information and source information. And in the top right 
corner there are remarks, tasks, messages and preferences. We can see the count and when we 
click on it we can see the detailed view and editing options.  
 

 
 Billing Information 
We can view / edit the details of the billing information such as billed to guest/ company / 
group owner. There is an option to select the payment mode and payment type.  
 
 Source Information 
There are drop down menus for select source information such as market code, Travel Agent, 
company.  
 
 
 
Guest Details 
 



Boost Hotels (Pvt) Ltd. Page 15 
 

 
 
 
 
In this gest details tab we can see the details of the guest in a complete way. There are 
compulsory fields to fill and optional fields. In the bottom of this page there is button to black 
list/ white list the contact. On the bottom right side there are buttons to add ‘pick up/drop off’ 
details of the guest and assign a vehicle to it. If you have connected a signature device you can 
get the guest signature also. In the ‘C form’ there is the details page of the guest to issue as the 
Police Inquiry form.  In the more option button there are swipe card, print guest registration 
card, and print police inquiry form. 
 
 
Room Charges 
 
Room charges tab, as the name says helps to list and manage the room charges. 

 

 
You can manage the rate offered, rate type offered, pax information and discount from this 
screen.  To change or update any information, simply click  on the check box in front and 
select the above update detail tab or add discount tab.  
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Credit Card  

 
In the credit card tab there is a list of saved credit cards to get payments. We can simply add a 
card details with the dedicated ‘Add card’ button.  
 
 
 
 
Audit Trail 
 
Audit Trail allows checking log entries of the users who made changes to the folio.  You can’t change 
the details in the Audit trail.  
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 Make a Quick Reservation 
 

• In the stay view, Click (left-click) in front of the room-type, on the cell under the 
desired Check-in date, and drag the mouse (with the button pressed) till the Check- 
out date of your booking. 

 
• A black color bar will extend as you select which will show you the number nights 

selected along with a tool tip showing the arrival date and the departure date as per 
your selection. 

 
• As soon as you release the left click on the mouse, it will open a small window, 

having two options called “walk/In Reservation” and “Maintenance block”. When it 
click on the Walk in Reservation, it pops up the window shown in the below. 

 

 
• The room type and the room number will be pre filled as per the selection you made 

on the stay view. 

• Select the rate type; enter the adult/child information, name of the guest, mobile 
number and the Email.  

•   Click on Confirm. 
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 Make a Detailed Reservation 
 
 
Click and drag in the stay view as the quick reservation and click the ‘More Option’ button 
in the bottom left corner of the pop-up window. You’ll get a form like shown below with 
more details to fill.  

 
 

In this page you can select the booking source such as direct, Travel Agent, Online Travel Agent, 
Booking Engine. If you select the direct option, you can continue the reservation normally. But if 
you select the Travel Agent option, you have to define who is the TA and the commission plan 
that offers to the TA. 
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Then you can change the room type/ rate type and the room. After that you have to set the pax 
count with adult count and the child count.  
 
Rate can be predefined. But you can always change rate as per your needs.  
 
Right after the box that you define rate, there is a drop down icon to add inclusions. And from 
clicking that icon you can select  

o Inclusion 
o Meal Plan  
o Remarks 
o Create Tasks  
o Pick up / Drop off 

 
 
 
 
 
After that you can add the guest details such as name, mobile, email, address. 
 

Billing Summery 
 
The ‘billing summery’ part is in top right corner of the ‘Add reservation’ page. And it displays a 
rough detail about the reservation. On top there is the check-in and the check-out dates. The 
amount calculated for room charge and the taxes are shown below that.  
 
 
If you are proceeding with the travel agent 
booking, you have to select the billed to 
option to ‘Room and tax to company. Extras 
to guest’ and select the payment mode to 
credit and select the city ledger account. In 
that way the system creates two folios for a 
booking with room charges and tax to the 
Travel Agent and extra charges to the guest. 
With selected city ledger option, system 
credits the city ledger account with the 
amount. Then after you can go to the 
cashiering center and view / settle the 
accounts.  
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 Make a Group Reservation 
(Reserve more than 1 room) 

 
 
 

• In  the  Stay  View,  Click  (left-click)  in  front  of  the  room-type,  on  the  cell  under  
the desired Check-in date, and drag the mouse (with the button pressed) till the 
desired Check-out date of your booking. 

 
• A Black color bar will extend as you select which will show you the number nights 

selected along with a tool tip showing the arrival date and the departure date as per 
your selection. 

 
• As soon as you release the left click on the mouse, it will open the window and then 

select the Walk-in/Reservation form. And that opens the quick reservation form. click 
the ‘more options’ on the bottom left corner of the form.  

 

• And that leads to the detailed reservation form. Under the ‘room type’ selection. 
There is a button to add another room.  

 

• From clicking that, you can add multiple rooms to a single reservation. That could be 
different types of rooms or the same type as per the availability. 
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 Check-in  
 
This is a very important part of a Property management system. Users need to know how to 
properly Check-in a user. First of all the system date has to be the check-in date of the guest. 
When you create a reservation with assigned check-in date same as the system’s current date, 
you will be given two options to complete the reservation. ‘Reserve’ and ‘Check-in’ buttons will 
appear at the bottom of the reservation page. You can directly check-in the guest from there or 
you can reserve the room and check-in the guest later that day.  

 
 If you reserve the room for that 
day, it’ll be shown in the Stay View 
like this.  
 
It’ll be at the left most cells in the 
room cells in a light green color.  

 
 When you click the reservation in the Stay View, a pop up 
window will be opened like this.  
 
In that window, the first icon will be the check in icon. You 
can click it and simply check in the guest to the reserved 
room 
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 Check-out 
 
When a reservation’s check-out date 
comes to the system’s current date it will 
be shown in the Stay View with a dark 
purple color. Then you have two options 
to take. User can ‘Amend’ the 
reservation or proceed to check-out. 
User can perform either one as per the 
guest’s requests.  
 
 
 
To ‘Amend’ the stay, user can click on the reservation and select the button in the pop up 
menu.  

 
 
 
 
To ‘Check-out’ the guest, user can click the purple colored 
reservation in the Stay View and go the pop up menu. There you 
can find the check-out button there.    
 
User can simply check-out the guest from there.  
 
If the payment for the reservation is due, a pop up window will 
be opened in the right side of the screen to settle the folio.  
 

 

 

 

 

 
In the ‘settle folio’ pop up window, you can select 
the folios and the payment options. User can settle 
the balance from this window. 
 
If the guest was come from a TA booking, user can 
select the guest’s folio and take the payment. And 
select the Travel Agent’s folio and credit the 
amount to the city ledger.  
 
We can settle the folios like this. After the balance 
became ‘0’ user can check-out the guest. And print 
the folio.  
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 Rates 
 

This option will help you view the rates that have been pushed to the online travel agencies 
through your channel manager. We can go to rates page by clicking the shortcut button in the 
page header line.   

 
 

 
 
 

Change Rate 
 

 
 

The change rate option gives the user an opportunity to change rates on all the online travel 

agencies the hotel works with without logging into the channel manager. 
 

By selecting the Source, Room Type, Rate Type and Date Range the user has the ability to 

change the Base Rate, Extra adult rate and the Extra Child rate.     

 

User can also do a bulk update with the dedicated button.  
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 Innalytics and Guest Reviews 
 

There is a quick menu option in the header line. These two useful 
options are in that and you can find detailed charts in here.   
 

We can see different kinds of detailed graphs with this page  
 

We can see the Guest Statistics charts with this page and get a 
clear idea.  
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Room View 

 
 In the main menu the fourth item is the room view. In this interface, user can see the all 

rooms in the hotel and spot the vacant ones. Rooms are shown in a grid view and the 
given short name is displayed here. In the middle, room number/room name is shown 
clearly.  

 
 In the top left corner, we can see the room 

availability such as Vacant, Arrival, Stay Over, Due 
Out and Blocked.  

 
 In the top right corner, we can see whether the 

room is dirty or clean.  

 
 If there is a reservation for the room, the name of 

the guest is shown in the middle with black color.  
 

 Bottom line in the single room view tile is dedicated to show the quick information. 
When we hover the mouse around them, we can see the information with a pop up 
window.  

o In this sample room the $ sign is showing to, tell the payment for this room is 
Due.  

o When we hover on top the second icon, we can see the dedicated meal plan foe 
this room. 

o And the third icon is displaying to inform that this room does not allow smoking. 
o Fourth icon show that this room is connected to other rooms and we can see the 

connected rooms when we move the mouse over it  
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Insert Transaction 
 

o Fourth item on the Front Office panel is the ‘Insert Transaction’. Normally when we 
making a reservation, we can’t select the past days for the reservation and always 
need to choose a current day or a future date. But in case we arrived to a kind of 
situation where we have to put a reservation to a past date, we can use this insert 
transaction page.  

o As you can see in this screen shot, it only allows entering a past date for the check-
in. Rest of it is as normal a reservations  

o We can add a reservation with check in checkout to a previous day or we can add a 
check-in to a previous day and check out to a future day.   

 

o When we complete the 
reservation a notification is 
shown like this to inform that 
the folios are unsettled and 
look after it. 

 

o If we ever got a in to 
situation where we need this, 
the option is here.   
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Guest Database 

 
 

 

 
• Sixth item on the Front Office menu is ‘Guest Database’. This is where we can see 

the guest details. On the top line there is a search bar. And to the right there is a 

button to add guests to the system. We can export the data and get an Audit trail 

also.  

 

• The name of the guest and the country listed first. Then there is the Email address 

and the Contact number of the guest. If we had assigned a VIP status to a guest, it 

will be shown here as well.  

 

• We also can edit / update the guest details from here.  

 

• When we click the triple dot mark in the right corner, we can get the drop down 

menu for edit, delete guest details. And also the detail log of guest. If we want to 

black list /  white list the guest, we can do that from that drop down menu option 
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Night Audit 
 

We all know that Night Audit is the most important part of the hotel management. Night 
audit  is  the  process  by  which  we  do  the  day  close  for  the  system;  it  allows  the  user  
to change the working date for the software. This process is necessary because it gives users 
a clear  status  of  what  all  activities  were  performed  during  the  day.  This can be quickly 
monitored by the management. It is recommended that this operation be performed by a 
night auditor or by a user from the Management level. 

 
Night Audit in Boost Absolute is performed in 6 simple but important steps listed 
below: 
 

 
Step 1 of 6 : Pending Reservation 

 
 The first step checks for any pending reservations for the day which is currently 

showing as the working date on Boost Absolute. If there are any reservations at all, 
that may need your attention,  they  will  be  listed  here  with  all  the  basic  details  
along  with  the  “drop  down arrow”  asking  for  the  necessary  action  to  be  taken  
on  the  pending  reservations.  You can void, cancel, mark as No show or do a check-in 
for the reservation listed as appropriate. 

 
 Take the required action, save the changes and click NEXT to move ahead to the next 

step of the Night Audit.  
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Step 2 of 6 : Release Reservation 
 

 This step is for releasing/cancelling the reservations that did not show up for the day 
which is  currently  showing  as  the  working  date  on  Boost  Absolute.  The ‘Drop 
down arrow’ will have the option to cancel the reservation if any are listed on this 
screen. 

 When cancelling the reservation, the system gives you the option to charge the 
cancellation fees and select the reason for cancelling the reservation. Enter the 
details, save the changes to move on to next step of the Night Audit. 

 
Step 3 of 6 : Room Status 

 This screen will list all the occupied rooms with the guest names along with the 
arrival and departure information, balance and the room status. For Due out 
reservations, the triple dot mark here on this screen has the options to either amend 
the stay or do a Check out. For Arrivals and Stayover, the triple dot mark can only do 
an ‘Amend Stay’. 

 The check-out can be performed on zero balance rooms directly from here. If the 
room balance is non-zero, a payment window will pop up in the right side when you 
try to check-out the guest from the room. After you settle the balance, you can 
proceed to the check-out and move to the next step.    
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Step 4 of 6 : Unsettled Folios 
 

 
 

 
 
 
 
This screen will list all the folios with a non-zero 

balance. You can’t proceed to the next step 

without settling these folios.  

 

You can settle the folios right here easily. A pop up 

window will open in the right side of the screen to 

settle the folios. After making the necessary 

payments, user can proceed to the next step 
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Step 5 of 6 : Nightly Charge 
 
 

 
 This  screen  will  list  all  the  occupied  rooms  with  the  guest  names  and  the  folio  

numbers along  with  the  description  and  the  amount  of  the  night  charge  for  the  
working  date displayed. 

 You can select the rooms, that you want the charges to post or simply do a ‘select all’ 
and click on “Post” button to post the charges to the listed rooms. The charges that you 
are posting will be disappeared and the rest will remain. Eventually this page will be 
emptied after all the charges were posted. Then only you can continue to the next step. 

 

 Once the required action has been taken, click on next to move on to the final step of 
the Night Audit. 
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Step 6 of 6 : Create New Day 
 

 
 

 The last step creates a new day by ending the day for which you were doing the Night 
Audit. After the Night Audit is completed, the data for the last working date will freeze. 
 

 Once  you  agree  to  this  and  click  on  Finish  button,  the  Night  Audit  wizard  closes  
and  the working date on the ‘Front Office console of Boost Absolute’ changes to a new 
date. 
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Guest Reviews 
 

 

 The eighth option of the Front Office is the ‘Guest Reviews’. In this page we can see the 

reviews of the previous guests with in a useful layout. In here, we can see the guest’s 

name and a photo. The reviewed date is shown below. And below that we can see the 

special topics that guest likes about it and dislikes about it.  

 

 We can see the comments of the guests too. 

 

 Below that is the all that point that guest put a rate about. Overall star rating is 

appeared on the right most corner.  

 

 In the right most corner we can see the overall star rating on different categories.              
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Lost and Found 

 

This page is dedicated to find lost items of guests and inform about the found items of 

guest.There is a detailed view of items that have been lost. If a guest informed first, it’ll 

marked as ‘Lost item’. If the housekeeping informed first, it’ll marked as ‘Found item’. We 

can enter the last saw place and the room we reserved. In that way after the item was 

found we can get information about guest and inform them.  

 

 

Unsettled Folios 

 

 

We can see the unsettled folios for ‘Cancelled’ reservations and ‘No Show’ reservations. 

We can settle the folios from this page. A pop up window will open for get the payment.  
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Cashiering  
 

 

 

When we click on Cashiering 
button, it will drop down this 
function list: 
 

 
 
 
 

 
Let’s talk about the functions of 

the ‘Cashiering’ drop down list. 

There is Cashiering Center, TA 

database, Sales Person Database, 

Company Database, Expense 

vouchers and POS. and the 

window to configure exchange 

rate is also linked to here.  

 

Let’s Explore those; 
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Cashiering Center 
 

 

 

In the cashiering section, the first part is named as ‘Cashiering Center’. In this page we can 

see the city ledger accounts and different viewing options. First of all we have to select 

the city ledger account of the predefined Travel Agent / Company Database. After that we 

have to select the date range and define the date whether it is the posting date or the 

departure date. When we select all that, in the top right corner we can see the opening 

balance to the day we selected. And the bottom right corner, we can see the closing 

balance according to the date range we selected. In the middle is, all the transaction that 

happened between that. We can see the amounts that credited to the selected city ledger 

and the amounts debited in that city ledger. And also we can map the payments as, 

received amounts to the corresponding credits. Mapped transactions are shown in green 

color and the unmapped transactions are shown in orange color. Payments that received 

to the hotel are always shown in black color.  

 

When we click on a triple dot icon in the corner of a received transaction, we’ll get a pop 

up window like this.                        

 

 

 



Boost Hotels (Pvt) Ltd. Page 37 
 

 

 When we click map the payment, we can search the credited transaction by when 

the folio is created and, date type and the date range to show the transactions.  

 From the below showed transactions, we can assign the specific ones and amounts 

to be paid off to that transaction.  

 On the bottom right corner, we can see the remaining balance of that city ledger.    

 

 

In the top right of the cashiering center, we can see the insert transaction button and we 

can enter transactions to specific accounts from there.  

We have to enter the paying amount and assign the payments to below transactions.  
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Travel Agent Database 

 
In Travel Agent database, we can see all the travel agent account that saved in to the 

Systems database. We can edit travel agents here as, delete the travel agent account or 

we can deactivate the travel agent account as per the needs. On the top right corner we 

can add new TA to the system or export the details. Audit trail option is also given here.  

 

In the below detailed list we can see the agent names and the contact person’s name. 

Country, contact, email, Current status of the travel agent and the credit balance is also 

listed here.       

This is the form to add a new Travel Agent to the database and it consist of several 

compulsory inputs and some additional inputs.  
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Sales Person Database 

 

 

In this page we can see the ‘Sales Persons’ database and have the option to edit them.  

 

 

 

Company Database 
 

 

This option gives you the facility to store and manage the company database. This list will 

also  reflect  under  the  business  source  selection  list  while  taking  a  walk-in,  

reservation  or booking if the option to “add to business source” is checked while creating 

an account for the company. Database functions same as the others. We can select a 

credit limit to specific accounts.  
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Expense Vouchers 

 

 

 The fifth option of the ‘Cashiering’ is ‘Expense Vouchers’. Expense Voucher is nothing 
but accounts payable. This screen will allow you to enter all the expenses that the front 
office or the cashier does during the day. 
 

 To add a new expense voucher, simply click on the “add new” button in the top right 
corner of the screen 

 

 When we are going to add a new voucher, we have to add the person’s details and 

payment options. We can proceed to add the charges after that. We can only add 

charges that are predefined at the system. Charges can be set a fixed price or assign 

upon entry. 

 

 Then we need to add the payments to the voucher. Payment options can be 

selected and can add several payments to balance the voucher. After the voucher 

balance is settled, we can save the transactions.  

 

 There are options to edit, print and void the voucher. 

 

 User can see all the vouchers listed in left corner.  
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POS 

(Incidental Invoices) 

 

 This page gives us the ability to post incidental invoices to the guests directly from 
here. They are pre-defined charges and we can’t add a new kind of a charge from 
her.  

 Users can select the payments methods as cash or credit. Cash payments can take 
directly and credit payments can be post to the city ledger accounts.   

 

Exchange Rates 

 

 

 Last option in the cashiering is 

‘Exchange Rates’. Authorized users 

can change the exchange rates of 

foreign currencies.  

 

 We can add the conversion rate 

according to the base currency 

 

 Users can generate bills using this 

conversion rates. 
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Housekeeping 
 
 

 
When we click on 
Housekeeping button, it will 
drop down this function list: 
 

 
 
 
 

 
Let’s talk about the functions of 
the Housekeeping drop down list. 
There are House Status, 
Maintenance Block, Work Order as 
the listed functions. These 
functions eventually will help the 
Housekeeping tasks. Let us see 
what all these show and how to 
comprehend it to manage the 
tasks more efficiently. 
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House Status 

 

 In the ‘House Status’ page, users can see the detailed view of the houses. We can 

see the rooms in left, listed according to the house types. Right after the room list 

there is the pax count in that room / room type. This is a very user friendly 

interface and all the details are readable effortlessly. In this view, there are rooms 

colored in different colors as clean, dirty, under maintenance. 

 Cells that represent rooms are contained with the information about reservations 

like, arrival, due out, stay over and checked out.  

 If we click on a room, we can details about that room and edit the room status. We 

can also assign a housekeeper from this page.  

 This page allows us 

to bulk update the 

room status by 

selecting the rooms 

and selecting the 

operation.  
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Maintenance Block 

 

 User can directly block a room from this page. During the time period, guests can’t 

reserve those rooms.  

 

 All details about the blocked rooms are shown here and we can edit the status or 

we can unblock the room. Audit trail is also available for those.  

 

 We can bulk update the room 

status by selecting the 

required rooms and click the 

unblock button 

 

 We can create a new 

maintenance block by clicking 

the button in the top right. 
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Work Order 

 

From this page user can place a work order to a room and assign an employee to that 

task. When we are creating a work order, we can set a comment on that as what have to 

be done and the how important it is. When the employee starts the assigned work, the 

status can be changed to ‘In Progress’ and mark as ‘complete’ when the work is 

completed.  User can edit work orders and leave a post note.  

 

 

 

 

When we print a work 

order, it looks like 

this.  

 

 

 

 

 

 

 
 

 



Boost Hotels (Pvt) Ltd. Page 46 
 

Reports 
 
 

The  reports  section  offers  variety  of  report  to  keep  a  check  on  your  business.  
Currently reports are grouped as below mentioned categories along with the reports that 
you can find under each of the category. The number of reports is being updated regularly to 
meet the requirements of the customers and the properties across the globe. 

 

 Reservation Reports 
• Arrival list 

• Cancelled Reservation 

• Country Wise Reservation Statistics 

• No Show Reservation 

• Release Reservation List 

• Reservation Activity 

• Void Reservation 
 

 

 Front Office Reports 
• Guest checked in 

• Guest Checked out 

• Guest list 

• Guest message 

• Inclusion Report 

• Inventory by Room Type 

• Invoice Breakdown 

• Night Audit 

• Pickup / Drop-off 

• Room Availability Report 

• Room Status Report 

• Task List Report 
 
 

 Back Office Report 
• Advance Deposit Ledger 

• Aging Debtors – Detail 

• Aging Debtors - Summary 

• City Ledger – Detail 

• City Ledger – Summary 

• Complimentary Room Report 

• Credit Card Process - Detail 

• Daily Extra Charge – Detail 

• Daily Receipt –Detail 

• Daily Receipt – Summary 

• Daily Refund Report 

• Daily Revenue 
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• Detail Discount Report 

• Detail revenue Report 

• Expense Voucher 

• Folio List 

• Guest Ledger 

• House Status 

• Housekeeping Summary 

• Maintenance Block 

• Manager Report 

• Meal Plan 

• Meal Planner 

• Owner Statement 

• Police Inquiry List 

• Rate Card 

• Revenue by Rate Type 

• Revenue by Room Type 

• Room Type Wise Daily Room Revenue 

• Travel Agent Commission – Detail 

• Travel Agent Commission – Summary 

• Weekly Manager Report 

• Weekly Meal Plan Report 

• Work Order List 

 
 

 Audit Report 
• Audit Trails 

• IP Report 

• Void Charge 

• Void Payment 

• Void Transaction 

 
 

 Statistical Report 
• Business Analysis 

• Contribution Analysis Report 

• Monthly Country wise Pax Analysis 

• Monthly Revenue by Income Stream 

• Monthly Room Tax 

• Monthly Statistics 

• Monthly Summary 

• Room Sale Statistics 

• Room Statistics 

• Rooms On Books 

• Yearly Statistics 

• Booking Source Wise Reservation Statistics 

• Channel wise Bookings Report 
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• Mobile/Desktop Wise Reservation Statistics 

• OTA Wise Monthly Breakdown 

• Performance Analysis Report 

• Revenue Analysis Report 

• Source-wise Revenue Summary 
 

 

 Graphs and Charts 
• Monthly Occupancy 

• Monthly Revenue 
• Payment Summary 
• Revenue By Rate Type Summary 

• Statistics - By Room Type.    
 

 

Net Locks 
 
 
 
Net Lock is a feature to protect two or more guests to 

check in the same room at same time. This  feature  can  

be  very  useful  when  the  software  is  accessed  from  

various  terminals simultaneously.  The  desk  clerks  will  

not  be  allowed  to  perform  transactions  on  the  same 

room  at  the  same  time  from  different  access  points.  

As soon as one particular room is opened from any other 

terminal in the network, the software blocks the access to 

that room with a message that another user is already 

accessing this room. 
 

 

To unlock the net lock, click on this option, select the room 

that needs to be unlocked and click on Unlock. 
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Night Audit Log 
 
 

‘Night Audit Log’ is the last option in the main menu. This will give you the audit trail of previous 
night audits. 
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With this we successfully complete the overview of Boost Absolute 
Front    Office    console.    We    have    tried    to    accommodate    all 
information  that  a  user  may  need  to  use  Boost  Absolute  Front 
Office. However, if there are any questions or doubts you may have 
while  using  Boost  Absolute,  please  do  not  hesitate  &  feel  free  
to contact us. 

 

Development Center 

Address : No; 352, New Negombo Road, 

Wattala, 

Sri Lanka. 

Telephone: +94 11 450 6080 

Email : info@boosthotels.com  

Web  : www.boosthotels.com   

 
 
 
 
 

Dasith Gallella  
Support Engineer  

Mobile : +94 76 674 2526 
Telephone: +94 11 450 6080 
E-mail : dasith@boosthotels.com  

mailto:info@boosthotels.com
http://www.boosthotels.com/
mailto:dasith@boosthotels.com

