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Introduction

GuestCentrix G-Hub is the browser-based companion to the GuestCentrix property management system.
It gives front office and housekeeping teams quick access to the day's guests, rooms and forecasts from a
desktop, tablet or phone, without opening the full PMS.

G-Hub reads and updates the same data as GuestCentrix. A room marked clean in G-Hub is clean in the
PMS, and a guest checked in at the front desk appears straight away on the housekeeping screens.

Who this guide is for

This guide is for hotel staff who use G-Hub every day: receptionists, duty managers, housekeeping
supervisors and room attendants. It walks through each screen in the order it appears in the menu.

About the screenshots

The screenshots in this guide were taken in Demo mode, which shows sample data for a fictional
property. Names, rooms, rates and figures are examples only. Your screens show your own property's
data and may include your property's logo.

What you need
e A current web browser such as Microsoft Edge, Google Chrome or Safari.
e The G-Hub web address for your property, supplied by your system administrator.

e A G-Hub user name and password. If your property uses two-factor authentication, you also need
an authenticator app on your phone.

Modules

Some G-Hub functions need an additional GuestCentrix module to be licensed at your property:

Module Required for

GuestCentrix HKeep All Housekeeping functions: the housekeeping board, My Allocated
Rooms, Allocate Attendants, Attendant Progress, Special Requests,
Arrivals & Departures, Audit Trail and Room Setup.

GuestCentrix Repairs & All Repairs & Maintenance functions: the Maintenance screen and
Maintenance reporting a maintenance issue from the housekeeping board.

If your property does not have a module, the related screens and buttons are not available. Contact CMS
Hospitality to add a module.

Note: The menu options you see depend on the permissions your system administrator has given you.
If a screen in this guide is missing from your menu, ask your administrator.
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Signing in

Logging in

Open the G-Hub web address in your browser. The login screen appears.

Client Logo
Place Holder

Centrix

o8

CMS Hospitality

an Aspire Software Compony.

# & (4]

Figure 1 - The G-Hub login screen

1. Enter your Username and Password.

2. Tick Remember me on this device if you want G-Hub to remember your user name on this
computer or phone. Do not tick it on a shared device.

3. Select Login.

If your property uses two-factor authentication, G-Hub asks for a security code next (see Two-factor
authentication below). Otherwise the G-Hub start page opens.

The Light, Dark and Contrast buttons below the login form change how G-Hub looks on this device. Your
choice is remembered for next time.

Two-factor authentication

Two-factor authentication adds a second check when you log in: as well as your password, you enter a
six-digit code from an authenticator app on your phone, such as Google Authenticator or Authy. Your
system administrator decides whether it is switched on for your property.

Registering your phone (first login only)

The first time you log in with two-factor authentication switched on, G-Hub shows a QR code to link your
authenticator app to your account.
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Client Loge
Place Holder

Centrix

Register Google Authenticator

Scan this QR to register

 CMSHospitality

An Aspire Softwars Company

Figure 2 - Registering Google Authenticator

1. Open the authenticator app on your phone and choose to add an account.

2. Scan the QR code shown on the screen.

3. Enter the six-digit code the app now shows in Enter Token.

4. Select Register User.

Note: Your QR code is personal to your account. Do not share it or take a photo of it.

Entering your security code
Each time you log in after that, G-Hub asks for the current code from your authenticator app.

Client Logo
Place quﬂr

stCentrix

Please complete authentication within 3

minutes of login.

Figure 3 - Entering the security code

1. Open the authenticator app on your phone.
2. Type the six-digit code for G-Hub into the token box.
3. Select Verify Token.

© Copyright 2026 by CMS Hospitality. GuestCentrix G-Hub User Guide
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You must enter the code within 3 minutes of logging in. Codes change every 30 seconds, so if a code is
refused, wait for the next one and try again. Select Back to Login to start again with a different user.
Demo mode

Demo mode lets you explore G-Hub with sample data, without a user account. Nothing you do in Demo
mode changes real data.

Client Logo
Place Holder

Centrix

0¥

CMSHospitality
An Aspire Softwe

are Compony

3 [ (¢ ]

-4

Figure 4 - Demo mode switched on at the login screen

1. Onthe login screen, switch on Demo mode in the bottom right-hand corner. The demo user name
and password are filled in for you.

2. Select Login. G-Hub opens with an orange DEMO MODE banner across the top of every screen.

3. Toleave, open the user menu (top right) and select Exit Demo.
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Finding your way around

Every G-Hub screen has the same layout: the menu on the left, the screen title and content in the middle,
and the property details at the top right.

GuestCentrix- N WRRR
aN Q\\\\

ouesTs

[ Guest Registration
€ Cheekins

2 Folios

) CheckOuts
sratus

€ Current Status
™ Room Status

B b

g Chart

£, My Aliccated Rooms
At Allocate Attendants

R Attendant Progress

%1 specialRequests

& Maintenance
roRscast
3 calendar

& Availability

Figure 5 - The G-Hub layout, showing the Current Status screen

The menu

The menu groups screens by task:

Menu group Screens

Guests Guest Registration, Check Ins, Folios and Check Outs.

Status Current Status, Room Status, Blocking Chart and Contacts.

Housekeeping Housekeeping, My Allocated Rooms, Allocate Attendants, Attendant
Progress, Special Requests and Maintenance.

Forecast Calendar and Availability.

Reports The property's report library.

On a phone, the menu is replaced by a bar of shortcuts along the bottom of the screen.

Property and hotel date

The top right of the screen shows the property you are working in and its current hotel date. If you have
access to more than one property, select the property button to switch between them.
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' GuesiCentrix DEMO MODE
oursTs
Sydney
[ Guest Registration
& Checking Current Status Amsterdam
A Folios Landon,
@ Checkouts 59 13 10
Net Invertory Ocaupied Stayon
srarus
€ Current Status
e 8 4 22%
M Roam e Airiving Departing 0%
B Blocking Chart
83 Contacts Inventory
HOUSEKEEPING.
@l Housekeeping ooy
2. My Allocated Rooms o
2% Aallocate Attendants
2 Attendant Progress Ou ot Oinder 1
TispaciRag dsts Due for Out of Order o
& Maintenonce
FoRECAST
Arrivi
£ calendar i
B Avallabiity
Day Use 1
Reports Groups 4
P
Guaranteed 25
appearance Non Guaranteed 6
Allotmnts 5

Cleaning — Occupied

Figure 6 - Switching property

Your user menu

Select the person button at the top right to open your user menu. From here you can change your
password or log out.

“GuesiCentrix DEMO MODE
oursTs
Guest Registration Shauge Pasewor,
Current Status
€ Checkins Exit Deme
A Folios
@ checkouts 59 13 10
Net inveritory Ocaupied stayon
sratus
) current status
8 4 22%
£y Reomistatus Auriving Departing o %
B Blocking Chart
8% Contacts Inventory
HOUSEREEPING.
Al Housekeeping e -
2, My Aliocated Rooms i &
A% Allocate Attendants
A Attendant Progress g 1
L2 g Dus for Out of Order 0
£ Maintenance
FORECAST
Arrivi
£ Calendar s
8 Avallabiity
Day Use 1
B Reports Groups 4
Guaranteed 2
appearance Non Guaranteed N
Allotments 5

Cleaning — Occupied

Figure 7 - The user menu

Appearance

Use Light, Dark or Contrast at the bottom of the menu to change the colour scheme. Contrast uses
stronger colours that are easier to read in bright light or for people with low vision.

Searching lists

Most lists have a Search box at the top. Start typing a guest name, room number, folio number or
voucher and the list filters as you type.
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Guests

Guest Registration

Guest Registration lists today's arrivals so the front desk can complete each guest's registration card,
including their signature and photo ID where your property requires it.

“GuesiCentrix \ DEMO MODE
ouests
() GuestRegistration " -
B Checking Guest Registration
A Folios Sk
@ Checkouts
status
0 Ccurrent status BARNES, MRS KRISTY —
305 One Bedroom Deluxe Suite - Depart 14/10/2026 - Folia: 12294760 - Voucher: DEMC621452
@ Room Status
1 {Sodking Chion BARNES, MRS SINEAD Reservation
&8 contacts 103 Studho Suite - Depart 08/10/2026 - Folio: 12234385  Voucher: DEMO373233
HousEKEEPING
o acimeriy CARMODY, MR ALAN Reservation
g 504 Two Bedroom Delure Suite - Depart 08/10/2026 - Folio: 12233637 « Voucher: DEMO370515
2, My nliocated Rooms
At Allocate Attendants CARMODY, MRS OLIVIA Reservation
2 Attendant Progress 504 Two Bedroom Deluse Suite - Depart 09/10/2026 - Folio; 12295000 - Voucher: DEMOB0564
Y7 Special Requests
» CHIRGWIN, MS OLIVIA Reservation
ihdatctanance 402 Two Bedroom Sute - Depart 09/10/2026 - Folio: 12295 Voucher; DEMOS03201
FoREcAST
£ calendar CROSSWELL, MS OLIVIA Beservation
& pestiaciiy 602 Three Bedroom Suie - Depart 11/10/2026:«Folc: 12235006  Voucher: DEMOG34860
DONG, KATIE Reservation
B reports 602 Three Bedroom Suite - Depart 15/10/2026 - Folic: 1724536  Voucher: DEMOSSST73
DONG, MR ZHENGNAN Reservation

204 One Bedroom Suite  Depart 15/10/2026 - Folio: 12204819 + Voucher: DEMO742300

FITZGERALD; TARJONO, MRS EMMA Reservation
607 Three Bedroom Suate - Depart 15/10/2026  Folic: 12295096 - Vouche; DEMO?67380
HOLMAN, MRS AVA Reservation

S T Rerlrssan Nielsee Sevte - Perart 15ANNA- Friiee 17295508« Vrieher NEMAMIIT

Figure 8 - Guest Registration

Each row shows the guest name, room, room type, departure date, folio number and voucher. Select a
guest to open their registration.

Note: Guest Registration can also run in Kiosk mode on a front desk tablet, so guests can complete
their own registration. Where your property uses it, Kiosk mode is started from the user menu. Ask
your system administrator about setting it up.

Check Ins
Check Ins lists today's arrivals with everything you need to decide whether a guest is ready to check in.

“GuestCentrix: \ ‘ DEMO MODE

ouEsTs

) Guest Registration
3 Checkins
Folios

A
@ CheckOuts

status
$1,468.00
O current status BARNES, MRS KRISTY Oisipied (Dty) Nk Shge
= Room Status 305 One Bedroom Deluxe Suite - Depart 14/10/2026 - olic: 12254760 - Voucher: DEMOBS1452 s
B Blocking Chart
2% Contacts $0.00
HOUSEKEEPING BARNES, MRS SINEAD Vocant  Attendantin Room  Accepted
103 Studfio Suite - Depart 03/10/2026:- Folio: 12294985 + Voucher: DEMO373233
@l Housekeeping Check in
2, My Allocated Rooms
$0.00
P
&' Aliocate Attendants CARMODY, MR ALAN Occupied  Inspection Required Nt Signed
2 Attendant Progress 504 Two Bedroomm Deluore Suite- Depart 08/10/2026 - Folics 12294637 - Voucher: DEMO379515 G
Y7 Special Requests
& Maintenance s4a7.00
FORECAST CARMODY, MRS OLIVIA Occupied  Inspection Required  Accepted
e 504 Tivo Bedroom Dehare Suite - Depart 09/10/2026 - Folios 12295000 - Voucher, DEMOBS0564 e
B calendar
B Avallablity
$0.00
CHIRGWIN, MS OLIVIA Ocupied  Dirty  Acceped
B Hepaiia 402 Twe Beclrom Suite - Depart 09/10/2026 - Felie: 12295105 - Vo 2201 S
$0.00
CROSSWELL, MS OLIVIA Ciopiad) G Aot
602 Threa Bedroom Suite - Depart 11710/2026 + Fali: 12295008 + Voucher: DEMOSS8860 e
$3,160.00
DONG, KATIE Ocaopied  Dirty  Accepted
602 Three Bedroom Suite + Depart 15/10/2026 - Folc: 12284536 - Voucher: DEMOS35773
chackin -

Figure 9 - Check Ins
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Item What it shows

Balance The amount still to pay. Amounts shown in red are outstanding.
Room status Whether the room is Vacant, Occupied or Due Out.
Attendant status The housekeeping status of the room, for example Dirty, Attendant in

Room, Inspection Required or Clean.

Registration Accepted when the guest has signed their registration card, Not Signed

when they have not.

Check In Opens the check-in screen for the guest.

Checking in a guest

[ Guest Registration
€ Checkins

& Folios

@ CheckoOuts
sratus

€ Current t Status
™ Room Status
Blocking Chart

22 Contacts

Wous:
@l Houss
2, My Allocated Rooms
At Allocate Attendants
R Attendant Progress
Y7 Special Requests Adults / Chd / Inf 2/
£ Maintenance

FORECAST

B calendar

& Avallability

4.

GuestCentrix- ‘ N 0\
e T

auesTs

AN

Check In — BARNES, MRS KRISTY —Back
ame 0ve) BARNES, MRS KRISTY (12294760)
Rosim NG 305 Edit Remove

One Bedroom Deluxe Suite

08/10/2026

14/10/2026
ping
Fully Flexible Rate

Rate $367.00

DEMO691452

Checkin  Quistanding balance: $1.458.00

Figure 10 - Checking in a guest

Select Check In on the guest's row.
Check the room, room type, dates, rate and guest numbers.

If you need a different room, select Edit next to the room number and choose another room. Select
Remove to clear the room.

Select Check In.

If the folio has an outstanding balance, G-Hub shows the amount next to the Check In button so you can
take payment first.

Folios

Folios lists guests by stage of stay. Use the tabs at the top to switch between Arriving, In House and
Departing.

© Copyright 2026 by CMS Hospitality. GuestCentrix G-Hub User Guide Page 11
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' GuesiCentrix- DEMO MODE | &
outsts

[ Guest Registration
@

Check Ins Folios

A Folios Ariving  InHouse  Daparting

@ Checkouts

sTatus ANDERSEN, MS MONIQUE A
A — 305 One Bedroom Delure Suite- Arfve T1/10/2026

M Room status
BARNES, MR JAMES 6 nights

= Py Clie 410 Two Beckoom Suite - Amve 11/10/2026

8 contacts

HOUSEKEEPING BARNES, MR MARK 4 nights
10 Three Bedroom Suite - Arrve 11/10/2026

@l Housekeeping

2, My Allocated Rooms

2 BARNES, MR MATTHEW 2vights
A Allocate Attendiants 101 Studio Suite - Arive 10/10/2026

A Attendant Progress

Y7 Spacial Requests BARNES, MRS DARELLE 2vights

. 201 One Eedroom Suite - Arve 12/10/2026
& Maintenonce

FORECAST

CASLIN, MRS HOENUATI 5 nights
& calendar 306 One Bedroom Deluxe Suite- Aive 11/10/2026
B Avallabiity
CASLIN, MRS KATIE 5 nights
603 Three Bedroom Suite - Arrive 10/10/2026.
B reports
DONG, KATIE 6 nights
602 Three Bedroom Suite - Armive 09/10/2026
Appearance )
DONG, MR ZHENGNAN 6 nights
% 204 One Bedroom Suite - Arive 09/10/2026
ugnt oo conrost

EDSON, MR SALMON 4 ights
303 One Bedroom Deluxe Suite - Arive 10/10/2026

Figure 11 - Folios

Select a guest to open their folio details.

“GuestCentrix DEMO MODE | [
oursTs
[ Guest Registration
& Checkins BARNES, MRS KRISTY ~8ack | cneckinfollo
2 Folios

Guest Name BARNES, MRS KRISTY
@ Ccheckouts
sratus company Acme Corp
©) Current status

Floom No 305
= Room Status
B Blocking Chart RoG Tve One Bedroom Deluxe Suite
A% Contacts

Arival
HOUSEKEEPING. = e
@l Housekeeping B 14/10/2026
2, My Allocated Rooms
S Aliocate Attendants Rete $367.00
o e Aduits / chd / inf 21141
7 Special Requests
£ Maintenance Web Ref {Voucher) DEMO691452
FoRECAST A $1466.00
& calendar
& Avdllabiiity Terms & Conditions Not Signed
B reports

appearance
#
gt oore  comost
o

(5 cwsroay

Figure 12 - Folio details

The folio shows the guest and company, room, dates, rate, number of guests, voucher, balance and
whether the terms and conditions have been signed. Select Check In Folio to go to the check-in screen, or
Back to return to the list.

Check Outs

Check Outs lists guests due to depart today, with their balance, room status, attendant status and
registration status.
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ouesTs

[ Guest Registration
€ Checkins

A Folios

@ chockouts
srarus

€ Current Status

© Room status

B Blocking Chart

8 contacts
HOUSEKEEPING.

@Al Housekeeping

2, My Allocated Rooms
2* Allocate Attendants
A Attendant Progress
Y7 Special Requests
& Maintenonce
FoRECAST

E) calendar

B Avallabiity

B reports

Appearancs

tight Dok controst

i} CMSHospiaity

1. Check the guest's balance. Amounts shown in red still need to be paid.

DEMO MODE

Check Outs

Sesrch

CARMODY, MRS OLIVIA
504 Two Bedroom Delse Suite: Depart 09/10/2026 - Folio: 12295000 : Voucher: DEMOBS0S64

CHIRGWIN, MS OLIVIA
402 Two Bedroom Suits - Depart 09/10/2026 « Foli: 12285

05 Voucher: DEMOB03201

KUEK, MR KEITH

401 Two gedroom Suite - Depart 09/10/2026 « Folio: 12284715 Voucher: DEMOS44322

TREGURTHA, MS KRISTY
107 Studo Suite - Depark 09/10/2026 - Folios 12254511 - Vouher: DEMO351369

Figure 13 - Check Outs

2. Select Check Out on the guest's row.

3. Confirm the check-out when asked.

GuestCentrix G-Hub User Guide

$487.00
Occupied  Inspection Requiced  Accepted
Check Out

$0.00
Occupied  Dirty  Accepted
Cheek Out

$418.00
DueOut Dty  Accepted
Check Out

$0.00
DueOut  Inspection Required  Not Signed

Check out

© Copyright 2026 by CMS Hospitality. GuestCentrix G-Hub User Guide Page 13



GuestCentrix G-Hub User Guide

Status

Current Status

Current Status is a snapshot of the property for the hotel date.

GuestCentrix:
oursTs
) Guest Registration
T Current Status
2 Folios
@ CheckOuts 13 10

Net inventory Ocaupied stay on
status
@ Currentstatus

8 4 22%
= Room Status X e =it
B siocking Chart
22 Contacts Ioecy
HOUSEXEEPING
@l Housekeeping gad
A, My Allocated Rooms
&' Allocate Attendants
& Attendant Progress 1
7 Special Requests Cadiotinarbil §
£ Maintenonce
roREeasT

Ariving
£ calendar
B Availabiiity

Day Use 1

B Rreports Groups 4

Figure 14 - Current Status

e The tiles across the top show net inventory, rooms occupied, stay-ons, arrivals, departures and
occupancy percentage.

¢ Inventory shows total rooms, configured rooms and rooms out of order.

e Arriving breaks today's arrivals down by day use, groups, guaranteed, non-guaranteed and
allotments.

e Further down, the cleaning summary shows how many occupied and vacant rooms are at each
housekeeping stage.

Room Status

Room Status lists every room with its floor, room type, exposure, current status, attendant status and
features such as non-smoking and disabled access.
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~GuesiCentrix DEMO MODE | &
ouesTs
[ Guest Registration
6 Checking Room Status
A Folios o
& cenganan s Floor  Roow TYrE Exposure ow o wsaei
srarus
) Current Status 101 1 Studio Suite East Oceupied Inspection Required. @
M Room Status
102 1 Studio suite Seuth Vacant Clean @
B
Blocking Chart
4% icanmncrs 103 1 Studo Stite South Vacant Attendant in Room @
HOUSEKEEPING.
Bl Housekeeping 104 1 Studio Suite South Vacant Dirty
2, My Allocated Rooms
5% Alocate Attendonts 105 1 Studio Suite South Vacant Inspection Required @
A Attendant Progress
1 Studio Sute Harbour View ot tin
X 106 d i Vaca Attendant in Room @
Special Requests
4% Maintenance 107 1 Studio Sute Gity View Due Out nspection Requised @
FoRECAST
B calendar 108 1 Studio Suite South Vacant Dirty. @
B Avallabiity
109 1 studio Suite east Vacant Inspection Required
Reports
8 repo 110 1 Studio Suite Qity View Vacant Dirty @
20 2 One Bedroom Suite East Vocant Diry @
Appearance
. 202 2 One Bedroom suite South Vacant Dirty
ugnt oo conrost
203 2 One Bedroom Suite East Vacant Dirty @
204 > e Rexdencam Siita " T o @ ¥

Figure 15 - Room Status

Use the filters above the list to show one floor, room type, current status or attendant status, or tick
Vacant & Clean to see rooms ready to sell. Select Reset All to clear the filters. Select a room to see its
details.

“GuestCentrix DEMO MODE 7‘ |7‘

ouesTs
[ Guest Registration

6 Checking Room 101 ~Back
2 Folios
@ Checkouts Floor 1
srarus

Room Type Studio Suite
€ Current Status
@ Room Status Exposure East
B Blocking Chart
= ST Non smoking Yes
HOUSEKEEPING Disabled Access No

@Al Housekeeping

2, My Allocated Rooms
2% Allocate Attendants. Oceupied
A Attendant Progress

Y7 Spacial Requests Inspection Required

& Maintenonce

Current Guest TREGURTHA, MRS KATIE

roREcasT

B calandar Departing 14/10/2026
B Avallabiity

B reports
Appearance

e &

ugnt oo conrost

Figure 16 - Room details

Blocking Chart

The Blocking Chart shows which guest is in each room across the next two weeks. Each bar is a booking,
showing the guest name and folio number.
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[ Guest Registration
(3 Checkins

A Folios

@ checkouts
srarus

€ Current Status

2 Room status

& Blocking Chart

8 contacts
HOUSEKEEPING.

@Al Housekeeping

2, My Allocated Rooms
2 liocate Attendants
2 Attendant Progress
Y1 special Requests
& Maintenonce
FoRECAST

& calendar

B Availabiity

B reports

Blocking Chart

Wed Th Fri
14, 0a 15, 0ct 16,0a

Figure 17 - Blocking Chart

GuestCentrix G-Hub User Guide

09/10/2026-23/10/2026  previous | NestDays  Today
Sat Sun Mon Tae Wed B Th Fi
17,00 18.0ct 19.0ct 20,00 21,00t 22,00 7,00

e Use Previous and Next Days to move through the dates, and Today to return to the hotel date.

e Weekends are shaded blue. Icons in the date headings mark diary notes and stop-sell days.

e The letters under each room number show its housekeeping status, for example DT (dirty), CL
(clean), AR (attendant in room) and IR (inspection required).

Contacts

Contacts lists the property's contacts with their company, phone, mobile and address. Use Search to find
a contact by any of these details.

“GuesiCentrix
ovests

Guest Registration
CheckIns

Folios

Brio

Check Outs
status

¢ current stats

& Room Status

B Blocking Chart

22 Contacts
HOUSEKEEPING.

Al Housekeeping

2, My Allocated Rooms
A% Allocate Attendants
2 Attendant Progress
7 Special Requests
£ Maintenance
FoREeAsT

B calendar

B Avallabiity

B Rreports

Carmody, Dr Mia
Harbourline Pty L1d - Phone: +

7948764

a4g
196-8 Elizabeth Street, Parramatta. NSW - Mobile +61430209012

Caslin, Dr James
Bluewater Group + Phane: 46129969741
178-2 Elizabeth Street. Parramatia. NSW - Mobile:

Hart, Mr Matthew
CMS Hospitaitty - Phone: 451208709515
197-9 Bricge Street, Surry Hills, NSW + Mobile: +61443450763

Hart, Mrs Sinead
1d - Phon: + 6129203567 1
idge Street, Parramatta, NSW « Mobile: +61427824584

John, Ms Grace
Group- Phane:
orge Streat, CI

John, Mrs Darelle
Southern Crass Events - Phone:
52-14 Gearge Street, Sury Hill

Osei, Dr Ava
Bluewter Group - Phane: +61299067037
154-14 George Street, Manly, NSW - Mobile: +61402513635

Patel, Mrs Olivia

Figure 18 - Contacts
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Housekeeping

Note: The Housekeeping functions require the GuestCentrix HKeep module.

The housekeeping screens share a row of tabs at the top, so you can move between them quickly: Board,
Special Requests, Allocate Attendants, Attendant Progress, Maintenance, Arrivals & Departures, Audit
Trail and Room Setup.

Housekeeping board

The board shows every room and lets you update its housekeeping status.

_— - <Y oy LAR AR B Y .
B RSO ORI, OO

[ Guest Registration .
& chickhs Housekeeping

2 Folios

Bourd | SpecialRequests  Allocate Attendants rogy Arrivals AuditTrail  RoomSetup

@ checkouts

1 4 2

At Allocate Attendants

2 Attendant Progress Rofresh Al Floors v Allatendants v All Aftendant Statu:v All Current Status v Reset All

¥1 special Requests

£ Maintenance

101 Oxberisd oy R f cu p

rrrrrrrr 0 inspectionRequired  Emma Clarke ity nRoom [ tnspect | ciean g8
ot Entmtomels 2 peinie

B Avallability 102 Studio Suite Vacant Clean

B Reports o103 Studio Suite Vacant Attendant in Room

104 tudio Suite Vocant @ from 210 Dinty

106

107 tudi Suite Due Out

Figure 19 - The housekeeping board

e The coloured tiles at the top count rooms by status. Select a tile to show just those rooms.

e Use the filters to show one floor, attendant, attendant status or current status. Search all fields
finds a room, guest or request.

e Badges under the current status show special requests for today, such as a cot or extra towels, and
guests due into the room.

Changing a room's status
1. Find the room on the board.

2. Under Change Status, select Dirty, In Room, Inspect or Clean. The highlighted button is the room's
current status.

3. To change several rooms at once, tick them and use the buttons at the top of the board.

Select the spanner button on a room to report a maintenance issue for it. This requires the GuestCentrix
Repairs & Maintenance module.

Note: If the connection drops, G-Hub holds your changes on the device and sends them as soon as it is
back online.
My Allocated Rooms

My Allocated Rooms is the room attendant's view. It shows only the rooms allocated to you today, with a
progress bar and a count of rooms at each status.
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“GuesiCentrix S . DEMO MODE

oursTs

[ Guest Registration

& checkine My Allocated Rooms

A Folios My Alocated Rooms | Aivals

@ Checkouts

sranus Rooms allocated 10 Sophie Martin 6 Natyou?  Sophie Martin ~
) Current Status 2 2 2

© Room status

ODity2 OinRoom2 Olnspect2 O Clean 0 0% clean

B Blocking Chart
mo: 3 guest checks ot of ane of your roo 5 seconds after this

88 Contacts Demo: 3 guest checks out of one of your rooms about 15 seconds ater this page opens

HOUSEKEEPING. Refresh i

@l Housekeeping

O wroom FLOOR TYPE CURRENT STATUS ATTENDANT STATUS ATTENDANT CHANGE STATUS.
2, My Allocatod Rooms
ar Ocapied @ Arval =
At Allocate Attendants o 602 6 Three Bedroom Suite Dirty Saphie Martin Dirty | nRoom  Inspect &
Early Aival | Extra toneks <2 )

2 Attendant Progress
Y1 special Requests

O 603 6 Vacant Inspection Required Sophie Martin Dy inRoom | nspect | &

& Maintenonce —

FoRECAST O 605 6 Three Bedroom Suite Vacant Dirty ‘Sophie Martin {(piny | nRoom  imspect &

B calandar

B Availabiity o 606 & Three Bedroom Suite Ocaupicd Attendant in Boom Sophie Martin oy [(nRoom | tnspect &
3 Vacant @ Avrvel

B reports O 607 6 Three Bedroom Suite S nspection Required Sophie Martin iy nRoom | inspect | &
O 608 ] Three Bedroom Suite Vacant Attendart in Room Saphie Martin oiny ((inRoom | tnspect &

appearance
o
ugnt oo conrost

Figure 20 - My Allocated Rooms

G-Hub matches you to your attendant name automatically. If it shows the wrong name, select yours from
Not you? and G-Hub remembers it on this device. Change each room's status as you work, in the same
way as on the board.

Special Requests

Special Requests lists today's housekeeping requests, such as cots, extra towels or early arrivals, with the
room, guest, stay dates and attendant.

U GuesiCentrix DEMO MODE
ouesTs
) Guest Registration
Special Requests
B Checkins il
A rolice Boord | spaciainequests |  Allocate Attendants Arrival AuditTrall  RosmSotup
@ CheckOuts
status 14 7 4
© current status Frousekeeping requests by Rooms with - request For o
& Room Status
Blocking Chart
8 g 0
8¢ Contacts For quests departing today
HOUSEXEEPING.
Al Housskmenig Extratowels 8  Cot 2  EaryAmval 1 Featherfroebedding 1  HighChair 1 Lock1Bedroom 1
°.
2, My Allocated Rooms Search all fields Resstall 10 requests
A% Allocate Attendants
2 Attendant Progress Room  Foor  Type Request When Guest Stay CurrentStatus. Attendant Status Attendant
7 Special Requests 101 1 Studio Suite Cat Daily inc Arrival TREGURTHA, MRS KATIE 08/10/2026 - 141072025 Occupied Inspection Required Emma Clarke
£ Maintenonce
101 i Studio Suite Extratonets 2 Daily inc Arrival TREGURTHA_ MRS KATIE 0871072025 - 14p1072025 Occupied Incpection Required Ermma Clarke
FoREeAsT
£l cgao 04 2 One Bedraom S ot Dail feihes e Vacamt o Maria S:
MR ZHENGNAN =
o room Siite ilyinc Arval  DONG Bt i ey aria Santos
06 2 One Bedraom Suite Extra towels x2 Daily inc Arrival LOHN, MR WILLIAM vy Vacant Clean
B Repons % 08/10/2026 - 13/10/2026
305 3 One Bedroom Deluse Stite xtra tomels x2 Daily inc Arrival BARNES, MRS KRISTY 08/10/2026 - 411072026 Occupied Dirty Priya Sharma
305 3 One Bedroom Deluxe Suite Feather free bedding Daily inc Arrival BARNES. MRS KRISTY 08/10/2026 - 14/10/2026 Occupied Dicty Priya Sharma
appearance
¥ 403 4 Two Bedroom Suite Lock | Bedroom Daily inc Arrival ACOB. GRAYDEN 08/10/2026 - 12/10/2026 Occupied Attendant in Room Liam O'Connor
Arrivestodtay
602 6 Three Bedroom Suite Early Arivl On Aral Date DONG_KaTIE Occupied Dirty Sophie Martin

=S 09/10/2026 - 15/10/2026

Figure 21 - Special Requests
The chips above the list total each type of request. Select a chip to show only that request.

Allocate Attendants

Allocate Attendants is for housekeeping supervisors. It shares out the day's rooms between room
attendants.
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DEMO MODE

Allocate Attendants
Board  SpecialRequests | " Alocate Attendants Arrivals AuditTral  RoomSotup
4h 10m 25h 10m 2
Unsliocated tim Allocated time Dus ot
Maria Santos Jamos Witson Liam ©"Connor Lan Nguyen
&r mofhom  Grooms- ahefsh m 3hdom cf st Sraoms- 3h 40 of 7h 30
R 2 s 1 ' 3 ! 2 ) 1
ot ciesn QU 0616 ciean 1ot
Al attendants v All Foors v AllTypes v any st v anyatienant stav [ Toserviceorly  RosetAll  Reresh | Auto-Assign | [ Unallosato Al
[T woeont! At et i [ ko S — a it
) 101 EmmaClarke Inspoction Recpirest 20 Stayover Occupied Studio Suite 1 TREGURTHA. MRS KATIE
[l 102 Unallocated Clean Varant Studio Suite 1
I ! Emma Clarke Attendant in Room 30 Departure Senvice Vacant Studio Suite '
[ 104 Emma Clarke Dirty. 30  Departure Service Move Vicant Studio Suite 1
Ol 10s Emma Clarke Inspaction Reqired 30  Departure Senvice Vacant Studio Suite 1
) 106 Emma Clarke Attendant in Room 30 Departure Senice Vacant Studio Suite 1
O 107 Emma Clarke Inspection Required 30  Departure Senvice DueOut Studio Suite 1 TREGURTHA, M5 KRISTY
Tl 108 Unallocated Dirty 30 Departure Senice Vocant Studio Suite 1
"1 100 Maria Santos Inspection Recired 30 Departure Senvice Vocant Studio Suite 1

Figure 22 - Allocate Attendants

e The tiles at the top show unallocated rooms and time, allocated time, check-ins and departures.

e Each attendant's card shows how many rooms and how much time they have, against the hours
they are available.

e Tick rooms in the list and choose an attendant to allocate them.

e Auto-Assign shares unallocated rooms between available attendants. Unallocate All clears all
allocations.

Attendant Progress

Attendant Progress shows how far each room attendant has got through their rooms today.

GuesiCentrix-
ouesTs

[ Guest Registration
£ Checkins

8 Folios

@ Checkouts
status

O current status

& Room Status

B Blocking Chart

& contacts
HOUSEXEEPING

Al Housekeeping

8, My Allocated Rooms
At Allocate Attandants
2 Attendant Progress
7 Special Requests
£ Maintenance
FORECAST

B calendar

& Availabiity

B Reports

Attendant Progress
Board  Special Requests
7
Attendants aliocated
38
sulltodo

Room attendants

Emma Clarke
1 2

0.0f5 serviced

Lan Nguyen
2 s

1 of 6 serviced

Allocate Attondants — Arrvais Aditiall  RoomSotup
42 4
Rooms caied senced
7
Not allocated
0% v Maria Santos 7% v James Wilson 0% v Priya Sharma 7% v
T — @D soe oo S — S0k
7% v ‘Sophie Martin 0% v Not allocated »
Stodo 0 of 6 serviced Gtodo 0 Ttodo

Figure 23 - Attendant Progress

Liam O'Connor 7% v
2 3 ¥
1016 senviced Stads

Each card shows the attendant's percentage complete, a bar of their rooms by status, and how many
rooms are still to do. Select a card to see the attendant's rooms.

Maintenance

| Note: The Repairs & Maintenance functions require the GuestCentrix Repairs & Maintenance module.

Use Maintenance to report a fault in a room or common area, and to see open issues.
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auesTs

[ Guest Registration
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E3 Checkins

o
A Folios Board Special Requests Allocate Attendants: | Arrival Audit Trall Room Setup
@ checkouts

SATUY Log a maintenance issue
€ Current Status
© Room status Room | Common Area

B Blocking Chart

Room
8 contacts

Choose a room... -
HOUSEKEEPING
@l Housekeeping lisve
2, My Allocated Rooms Lght  Phmbing/leck  Tollet/shower  Alrcon/heating TV /romote  Door lock
8+ Allocate Attendiants Fumhea Windowbind | | Blecrical | Notwodking

Attendant Progress
A % Describe the issue
Y7 special Requests

£ maintenance

roREcasT

B calendar

Priority
B Avallabiity
Wone | low  Medium  Migh
Open issues 3
appecrance
Search allfilds
b
o Roam104 /1072026 1819
Light not working Mecium

Figure 24 - Logging a maintenance issue

1. Choose Room or Common Area, then select the room or area.

2. Select an issue type, such as Light or Plumbing / leak, or describe the issue in your own words (up
to 250 characters).

3. Choose a Priority: None, Low, Medium or High.
4. Select Log issue.

Open issues are listed below the form, with the date logged and priority.

Arrivals & Departures

Arrivals & Departures shows recent check-ins and check-outs and the arrivals and departures still to come
today, so housekeeping can prioritise rooms.

2 GuestCentrix P uS o al v v DEMO MODE

oursTs

Guest Registration i

& Checking Arrivals & Departures

A Folios Board spacial Requests Allocate Attendants Attendant Progress Maintenance Arrivals & Departures Audit Trall Room Setup
@ checkouts

sratus 3 2 3
0 Current status Arrivals stll to come todsy Departures stil 1o go today Recent check ins / outs
= Room status

B Blocking Chart 1

8 contacts Waiting for a room - longest 36m

HousexEEPING
Al Housekeeping Recent check ins & outs, and guests waiting
2. My Allocated Rooms Type Raom Floar Raom Type Guast Checkin Depart Current status Attendant Status

a+
A% Allocate Attendants DONG, MR ZHENGNAN

2 Attendant Progress [ waiting § 204 2 One Bedroom Suite = Waiting since 20:44 (36m) 15/10/2026 Vacant Dirty
Y1 Spacial Requests
Occupie Clean
B, B Checkin 210 2 One Bedroom Suite SIVA.MS EMMA 09/10/2026 10:00 16/10/2026 pied
FORECAST Check In 504 5 Two Bedroom Deluxe Suite HONG, EMMA 09/10/2026 10:00 15/10/2026 Occupied fnspection Required
B calendar
Checkin 601 5 Three Bedroom Suite HOLMAN, MS GRACE 09/10/2026 10:00 114102026 Occupied Clean
B Avallability
Remaining arrivals
B Reports =
Room Type Guest Company Est.Time acr Nights  Current Status Attendant Status
JOHN, MR WILLIAM a.
206 One Bedroom Suite EEETT 215 200 4 Vacant jean
appecrance
i & ] 602 Three Bedroom Suts S oo 6 Occupied bi
tight Dark ‘Gantrast eSS Early Armival  Extra towels x2 B =t

EITZGERALD: TARIONO, MRS EMMA
607 Three gedroom Suite — Harbouriine Pty Ltd 300 6 Vaon Inspection Required

Figure 25 - Arrivals & Departures

Audit Trail

The Audit Trail lists every change of housekeeping status today: when it changed, the room, the old and
new status, and who changed it.
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[ Guest Registration
& checkine Housekeeping Audit Trail
A Folios Board  SpecialRequests  Allocate Attendants ar Arrival | audittrail | Roomsetup
@ Checkouts 2
. Search all fields 8 changes
€ Current Status
Changed On Room from To Changed By
@ Room Status
B Blocking Chart 09/10/2026 20:56 101 Attendant in Room Inspection Required James Wiison
73 gecancs 09/10/2026 20:33 102 oiry Clean Priya Sharma
HOUSEKEEPING
0971072026 20:10 103 Attendant in Room Attendant in Room £mma Clarke

Al Housekeeping

A+ My Allocated Rooms 09/10/2026 19:47 104 Dirty Dirty Kame Mensah
2% Allocate Attendants

0971072026 19:24 105 Astendant in Room Inspection Required James Wiison
A Attendant Progress
Y1 Special Requests 09/10/2026 1901 106 Diny Attendant in Room Priya Sharma
&2 Maintenance

09/10/2026 18:38 107 Attendant in Room pection Reauired Emma Clarke
roREcasT
£ calendar 09/10/2026 18:15 108 Dirty Dirty Kivame Mensah

B Avallabiity

B reports

Appearancs

tight Dok controst

Figure 26 - Housekeeping Audit Trail

Room Setup

Room Setup is a read-only list of each room's configuration: floor, type, exposure, non-smoking, disabled
access and standard cleaning time, with its current and attendant status.

Guest Registratien

€ Checkins Room Setup
A Folios Board spacial Requests Allecate Attendants g Arrival Audit Trail [ Room setup |
@ checkouts =
o Search allfields 60 reams
O Current status
Room Hoar Type Exposure Non Smoking Disabled CleanTime  Current Status Attendant Status
= Room status
B Blocking Chart 101 1 Studio Suite East @ 30 Occupied Inspection Required
2 gesmuced 102 1 Studio Suite South ] 30 Vet [
HOUSEREEPING.
Al Housekeeping 103 1 Studio Suite South @ 30 Vet Mttendant in Raom
o
2, My Allocated Rooms i § Stdio Suite South 0 Qs -
A% Allocate Attendants
A Attendant Progress 105 1 Studio Siite South @ 30 Vet nspection Required
i mecidl by vl 106 1 Studio Suite Harbour View ] 30 veomt Mttendiantin Room
£ Maintenance
S 107 1 Studho Suite City View @ 30  DueOuwt Inspection Required
& ‘calanitox 108 1 Studio Suite South @ 30 Veamt Birty
8 Avallabiity
109 1 Studio Suite East 30 Vaam Inspection Required
B Reports 110 1 Studio Suite City View @ 30 Veam Clean
201 2 One Bedroom Suite East @ 40 Vaomt Attendantin Room
Appatesrse 202 2 One Bedroom Suite South 40 Vacant Dirty.
o & a
tight ok Conost 203 2 One Bedroom Suite East @ 40 Vacant Dirty
204 2 One Bedroom Suite. South @ 4 Vet Dirty.
{3 CMsHospiaity L

Figure 27 - Room Setup
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Forecast

Calendar

The Calendar shows a month at a time. Each day shows rooms sold, occupancy percentage, rooms
available and allotments.

. ba T W A £
GuestCentrix ‘ U0 W ‘ N DEMO MODE ]
ouests RS 8 Wil &
[ Guest Registration
B Checkins October 2026 Prev Month NextMonth  Today
A Folios
sum uon T wen T sar T
@ Checkouts 1
37 Sold 35 Sold @ Above 70%
SIATUY 627% 58.3% @ Above 90%
@ Current status e e ® Above 100%
£ Room Status @ “ . y "
B Blocking Chart 33 Sold 28 Sold 33 Sold 18 Sold 26 Sold 31 Sold v on—
55.9% 47.5% §5.9% 30.5% 44.1% 525%
& contacts 13 Avais 25 Az Pyt 7 miaize Notes
HOUSEKEEPING @ @ Stop Sell
" ” 13 14 15 16 1w - i
Public Holidz
6l Housskeeping 32 Sold 32 sold 33 Sold 27 sold 32 Sold 34 Sold 33 Sold e
2, My Allocated Rooms 54.2% 54.2% 55.9% 45.8% 54.2% 57.6% 55.9%
A% Allocate Attendants : B
2 Attendant Progress L L] 2 2 2 ] 2
32 Sold 24 Sold 25 Sold 27 Sold 35 Sold 35 Sold 37 Sold
7 Special Requests 54.2% 40.7% 424% a58% 50.3% 503% 627%
& Maintenonce e " o} ictie aoaiatis Jyemen e
FORECAST % % &z 28 B » 8 n
32 Sold 27 s0ld 25 Sold 2150ld 33 Sold 32 S0ld 35 Sold
= 54.2% 45.8% 42.4% 35.6% 55.9% 54.2% 59.3%
B Avallabiity 3 pise . 54 hesistie Fryseee 25 bt 28 A 24 hsinls

B Rreports
appecrance
¥ &
tight bark  Ganmost

Figure 28 - Calendar

e Use Prev Month, Next Month and Today to move between months.

e A coloured border marks high occupancy: green above 70%, amber above 90% and red above
100%.

e Icons in the corner of a day mark diary notes, stop-sell days and public holidays.

Availability

Availability has two views. Use the buttons at the top to switch between them, and Today, Previous and
Next to move through the dates.

Availability Summary

Availability Summary shows a row for each day with rooms, out of order, allotments, rooms booked and
available, occupancy, revenue, accommodation revenue, average rate, guests and guaranteed and non-
guaranteed bookings. Select Graph to see the same figures as a chart.
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Figure 29 - Availability Summary

Availability by Type

Availability by Type shows how many rooms of each room type are available on each day. Shading marks
weekends, stop-sell days and room types with nothing left to sell; a red outline marks room types that
are oversold.
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Figure 30 - Availability by Type
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Reports

Reports gives access to your property's report library, grouped into folders such as Daily Operations,
Housekeeping, Forecast & Statistical and Finance & Accounts. Select a folder to see its reports, or use
Search to find a report by name.

- GuestCentrix

ouesTs

Guest Registration

CheckIns

Folios

Brio

Check Outs

srarus
© currentstaws 1. Dally Operations
B Room Status

2. Custom Reports
B Blocking Chart
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Allocate Attendants

Y% Je 0

Attendant Progress 6. Guest Stationery
7 Special Requests
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8. Membership Reports
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Figure 31 - Reports

Select a report to choose its options and run it. Reports open in a viewer, where you can print or export
them.
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Your account

Changing your password

GuesiCentrix’ N \ {\&\\\\‘
ouEsTs A

) Guest Registration

£ Checkins

& Folios

h checkouts

6l Housekeeping

2, My Allocoted Rooms
At Aliocate Attendants
8 Attendant Progress
%2 Special Requests
£ Maintenance
romseast

£ catendar

B Avallability

Figure 32 - Change Password

1. Open the user menu at the top right and select Change Password.
2. Enter your Current Password.
3. Enter your New Password, then type it again in Confirm New Password.
4. Select Update Password.
Logging out

Open the user menu at the top right and select Logout. Always log out on a shared computer or phone.

| Note: For security, G-Hub logs you out automatically after a period of inactivity.
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Current status

Vacant No guest is staying in the room tonight.

Occupied A guest is checked in to the room.

Due Out The guest in the room is due to check out today.

Out of Order The room cannot be sold, for example while it is being repaired.
Attendant status

Status
Dirty

Meaning

The room needs servicing.

Attendant in Room

A room attendant is servicing the room now.

Inspection Required

Servicing is finished and the room is waiting for a supervisor to inspect it.

Clean

The room is clean and ready for a guest.

Registration status

Status Meaning

Accepted The guest has signed the registration card and accepted the terms and
conditions.

Not Signed The guest has not yet signed the registration card.
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