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User Login - Hotel Manual 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

                To Login your system, first you should create New User. 

                Click on New User option.  

                Fill all the required information and finally click on Register button. 

 

 



 

 

                 After that admin approved your request and send  user name and password on your   

                 email address. 

                To login, enter your user name and password from your gmail address and finally click   

                on Login button. 

 

                     If the user name and password is correct then Homepage will be displayed. 

                    After successful login, Hotel User dashboard is displayed with all the modules,   

                   application summary and registration data as shown in the figure. 

                  Click on Application at the top most left corner of the dashboard. 

 



 

   Click on Registration. 

   Fill all the information of your organization as shown in the figure. 

   Click on Next option. 

 

   Fill all the information of your capital investment as shown in the figure. 

   Click on Next option. 



      

 

   Fill all the information of your foreign agency (if exist) as shown in the figure. 

   Click on Next option. 

 

   Fill all the information of your shareholder if exist (you can fill how much shareholders are 

there for your organization) and finally click on Submit button. 

   Note: Shareholder are only added on company profile option.  

 



   Click on Next button. 

   Fill all the information of your Hotel. 

   Click on Next option. 

 

   After completing all these information click on TOR option. 

   Note: This is your first step for the submission of your documents. 

 

   Click on Add New button. 

 



 

   Fill all the required documents. 

   Note: Organization opening letter in the letter pad, signature of applicant, organization stamp, 

applicant name and designation is required here. 

   Finally click on add button. 

 

   You can delete and view details of the documents here. 

   Click on detail button to view letter of TOR. 

   Click on view button to view your applied documents. 



 

   After completing all these information click on IEE, EIA, BES option. (In this section you can fill all 

the information, what you want for your business purposes). 

   You can view application format and check list here, for check list click on view check list.  

 

   Click on Add New button and select your operation list for which purpose you want to add 

your documents.  

   After clicking on proceed button, select your documents. 

 

   Note: for every documents you should select is exit button. 



   Finally, click on save and submit button. 

    

   Similarly, you can edit and delete your pending documents. 

  

   Click on Plan and Policy option. 

   Click on view checklist option, here you can view all your required documents. 

   Click on goto list option. 

 

Click on Add New option, in this option you should select your documents for your new plan 

and policies. (you can view checklist and application format to upload your documents). 

Select your documents and click on save button. 

Note: for every documents you should select isexit button. 



Similarly, select Add Product and click on Add button. (you can add products as much as you 

want). 

 

   Click on Categorization option.  

   Click on view checklist and application format, here you can view all these things. 

   Click on goto back button. 

 

Click on Add New button. 

Select sub category and click on proceed option. 

Upload your required documents. 



Note: for every documents you should select isexit button. 

Finally click on save and update option. 

 

   Similarly, you can edit and delete all your documents here. 

 

   Click on Periodic option. 

   Click on view application format and check list, here you can view all these things. 

   Click on goto list button. 

 



   Click on add new button, select your fiscal year and part, and click on proceed button. 

   Upload all your required documents here. 

   Note: for every documents you should select isexit button. (in this section you have to select 

two parts i.e first and second for Renew of your organization at the duration of six month). 

 

After completing Hotel Periodic Report now you can apply for Renewal of License of Hotel by 

selecting it. 

Click on Add New option (you can view checklist and application list to upload your 

documents). 

Select your Fiscal year and click on Proceed option. 

Upload your required documents and finally click on save and update option to submit your 

documents. 

Note: for every documents you should select isexit button. 

 



Click on Recommendation. 

you can view checklist and application format  to upload your documents. 

Click on Goto List button. 

 

 



Click on Add New option.  

Select Recommendation type and click on proceed option. 

 

Now, you can upload your documents here. 

Note: for every documents you should select isexit button. 

Finally click on save and Submit option. 

 

Click on Company application. 

In this section you will see details of your Pending documents unverified by the officers. 

Click on details option. (here, you will see all the information of your organization 



 

Click on Approved option. (in this section you will see details of your Approved documents 

verified by the officers). 

Click on details option. (here, you will see all the details information of your organization). 

 

Click on Completed option. (in this section you will see details of your completed documents 

verified by the officers). 

Click on details option. (here, you will see all the details information of your organization) 

Similarly, you will see final certificate and messages send by the officers. 

 



Click on Rejected option. (in this section you will see your rejected documents unverified by the 

officers). 

 

   Click on Company Document Bank option. 

   Click on add new option. 

   Select company document bank and upload your file and finally click on add button. 

 

   Finally, click on check list inquiry option. 

   Choose your operation name, sub category, category and type then click on search button. 

Here, you can search all these things. 

   Click on goto list option. 

 

   Finally click on logout option to switch your system. 



 


