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Your guide to
Paying Guest Management
User manual
Get started with your account and manage everyday property tasks with confidence.

This guide covers the owner portal, the PGMS Owner Android app, the tenant portal
and the PGMS Tenant Android app. Learn to manage properties and guest stays,
record payments, view reports and get help.

October 2026 - User edition
All screenshots use fictional demonstration records.
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Your homepage

Fictional demonstration workspace

1. The public homepage introduces the workspace. Select Sign in to access your account.

2. A maintenance notice appears below navigation when a maintenance update is available. Empty messages are hidden;
reload the homepage for the latest notice.
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Sign in to your workspace

Fictional demonstration workspace

1. Enter your registered email and password, then select Sign in.

2. For a new account, choose Create a workspace and complete verification. Contact support if you cannot access your
account.
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Your dashboard

Fictional demonstration workspace

1. The dashboard summarises properties, active guests, subscription and saved records.

2. User manual opens this PDF in a new tab. Profile shows your name, email and personal referral code. The Referral program
page also shows your code when signed in. These two controls belong to Dashboard.

3. Sign out is available at the top right of your signed-in pages.
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Manage properties

Fictional demonstration workspace

1. Open Properties to review locations and export the list. Choose Add property to register a location.

2. Enter property name, type, country, state, city and location. Choose the country before its state; search the dropdown or use
the arrow. Upload a property image if needed.

3. Use Edit to update a location. Delete only after reviewing the affected property and guest records.
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Add or edit a property

Fictional demonstration workspace

1. Fields use the same alignment and spacing throughout the workspace. Searchable dropdowns support typing, arrow keys,
Enter and Escape.

2. Select the correct state for the chosen country. Review the details and select Save property.
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Check in a guest

Fictional demonstration workspace

1. Choose Guests → Check in guest. Enter name, phone, property, identity details, payment frequency and rent.

2. Choose any check-in date and time, or leave either field blank to use the current date or time in IST. Add optional charges
where required.

3. Use Check-in remarks for arrival arrangements, key handover or special requests (up to 2,000 characters). Select Check in
guest to save.
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Review guest records

Fictional demonstration workspace

1. Guests lists contact details, stay dates, frequency, outstanding amount and both sets of stay remarks.

2. Dates use DD.MM.YYYY. Recorded times use a 12-hour clock in IST, regardless of your computer timezone.

3. Export CSV creates a spreadsheet report. Print / PDF opens a formatted report in a separate tab.
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Check out a guest

Fictional demonstration workspace

1. Choose Guests → Check out guest, then search for an active guest by name and phone.

2. Add Check-out remarks for returned keys, room condition or follow-up items. Choose any departure date and time, or leave
either field blank to use the current date or time in IST when you confirm.

3. Review the guest selection, then choose Confirm check out. Remarks remain visible in guest records and exports.
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Record payments

Fictional demonstration workspace

1. Select the guest using the name, phone and short record identifier. This helps distinguish guests with the same name.

2. Enter the amount, select a payment method and choose the payment date, then select Record payment.

3. The transaction list shows payment date and entry timestamp. Export it as CSV or use the formatted Print / PDF report.
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Export a professional report

Fictional demonstration workspace

1. The report opens in a new tab with its title, applied record count, export timestamp and exporter name (email).

2. Select Print / Save as PDF. The report uses landscape A4 styling, repeated table headers and clean page margins.

3. CSV reports carry the same exporter metadata and date formatting. The report with photos includes formatted dates and
guest images.
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Records and reports

Fictional demonstration workspace

1. The status card shows when your changes were last saved. Select Refresh status for an update.

2. Your records are saved in PGMS. If saving is temporarily unavailable, wait and try again.

3. Filter guests before downloading CSV, a report with photos or Print / PDF.
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Plans and billing

Fictional demonstration workspace

1. Review the available plans and your workspace requirements.

2. Choose Pay securely to pay for your subscription. A confirmed successful payment adds 30 days. Contact support for billing
questions.
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Payments and refunds

Fictional demonstration workspace

1. Open Payment & refunds on web or Android for the policy and subscription payment history.

2. Select Request refund on a verified paid order, describe the issue and submit for company verification. Approval is
discretionary; submission does not transfer money.

3. Your refund status and the review explanation appear here. Choose Refresh status to see the latest decision.

4. Archive selected guest payments to organise your list. To delete your account, open Profile > Delete my account and confirm
your choice. You will no longer be able to sign in to that account.
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Android app: install and get started
1. Choose Download App on the website landing page (no login required), or Dashboard > App. Open the PGMS Owner APK

and allow installation from that source when Android asks. Install updates over the existing app to keep your session.

2. Open PGMS and sign in using the same email and password as the website. For a new account, choose Create account,
enter your details and verify the email code. A deleted account can register again as a new workspace.

3. Use the hamburger icon at the top left to open Dashboard, Properties, Guests, Payments, Plans & billing, Profile and
Reports.

4. Dashboard shows properties, guests, subscription status and the Valid through date. Records are shared with the website
and require an internet connection.

5. Open Help > User manual (web and Android) to read this same PDF. To sign out, open the hamburger menu and choose
Sign out.
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Android app: manage your workspace
1. Properties: add or edit a property, enter the address and optional photo, then save. Choose Publish listing to make contact

details visible in the public directory.

2. Guests: check in a guest with property, contact, identity, rent and stay information. Open an existing guest for details,
payments or checkout.

3. Payments: record rent received from a guest. These rent entries do not renew your PGMS software subscription; use Plans
& billing for that.

4. Reports: choose filters and export the report to a location on your device. Keep downloaded identity and payment records
private.

5. Profile: find your personal referral code and open Referral program and terms. Edit details, change your password, or
request an email change and enter the verification code. If the app says Account deactivated, contact info@pgmgt.com for
activation; changing your password will not reactivate the account.
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Android app: billing and payment status
1. Open Plans & billing and choose Pay securely. Complete checkout with Cashfree, then return to your dashboard.

2. The app checks payment status when you return to the dashboard and continues checking while confirmation is pending.
You can also choose Check payment status.

3. A verified successful payment adds 30 days to your existing subscription expiry, or from today if it has expired. Remaining
trial days are kept. Rechecking the same payment does not add another 30 days.

4. When payment is confirmed, the dashboard displays your updated Valid through date.

5. If the result is pending or unavailable, wait briefly and check again. Do not pay twice if money has been deducted. Your
payment status is checked again even if checkout closes before confirmation.

6. For a prolonged pending payment, email info@pgmgt.com with your account email and payment reference. Never send your
password or OTP. A payment cannot reactivate an account that has been deactivated.
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Public downloads and demonstration videos
1. Choose Download App from the landing-page navigation, hero or footer. Visitors can download the Android APK without

signing in.

2. Choose Demo to view the current product video and additional video guides. Supported embedded players include
YouTube, Vimeo and direct HTTPS MP4/WebM files.

3. Videos and guide links are updated regularly. If no video is published, the page displays a coming-soon message.

4. Open the combined user manual from the Download App page for web and mobile instructions.
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Tenant portal and Android app
1. Open the Guest portal on the website or install the PGMS Tenant app from Download App.

2. Your property owner must add your email to your guest record. Use that email to set your password and complete email
verification.

3. Sign in to view your stays, rent, payments, outstanding balance and notifications. Open Contact owner to call or email your
property owner.

4. Open Payments and reports to review payments and download your reports. Profile and stay history shows your linked
details and previous stays. Ask your owner to correct any stay details.

5. Use Sign out when you finish on a shared device.
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Contact support
For help with your PGMS account, subscription or app, contact the PGMS support team.

GIRITECH ENTERPRISES LLP
Email: info@pgmgt.com
Phone: 0141-2502537
Website: pgmgt.com/contact

Include your registered email, a short description of the problem and your payment reference if relevant. You can
also use Send message on the Contact page.

Never share your password, verification code, card security code or UPI PIN.

For questions about your accommodation, rent or stay details, contact your property owner from the tenant portal
or Tenant app.
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