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1 How to login

If you first start your system, you can use the default administrator to login it.
Its password is empty, as Figure 1 shows, you can just click Login button to login

your system and get all permissions:
Bistone Hotel Management System - Full Board Ver... @

Histonesoft
ot Management System
Full Board Version
User Admin
Password

) The default user is Admin, its password is empty

far

Figure 1 Login as Admin

If you are a staff member of this hotel, you can login with your user name and
password. Of course, you should ensure that you already are allowed login this
system. If you want to add some users, please refer to Chapter 8.



TBISTONESOFT

Hotel Management Expert

2 How to set up aroom type

After you login this system, your first thing is to set up all room types of this
hotel. Come on, you can follow these simple steps to set up your room types:

Step 1) Go to Room Types section

Go to the Room Type section, as Figure 2 shows:

-
'I\ Bistone Hotel Management System - Full Board Version (Evaluation Version)

Home Reparts Administration Languages Help

& - - = i -
& A\ ol _ _ VR N
~ N & MY (=i '|,\ [ ‘;_?J_) ‘_3‘ \1 )

Room | Room Rooms/Beds  Services Staff Permissions ~ Settings  Change My Lock  Switch
Ly

i

Reservations Room/Bed Guests
Types | Rates Management Password System User

Search Center
Reservation Management otel Management System Settings

Room Types |Room Typ{ Room Types k
Room Types Mame | Code | Max Adult No. | Max Child No. \ Max Infant No. |Bed Type | Smoking Allowed

<No data to display =

|0 Record(s) |

Notes | Laundry Items

Room Types

_ﬁj]

Figure 2 Go to Room Types section

Step 2) Click Add button

Click the Add button to open the Add RoomType dialog, as Figure 3 shows:
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#\ Bistone Hotel Management System - Full Board Version (Evaluation Version) [E=RE=R)
J Home l Reports Administration Languages Help

- . / preeen S
" & N = B ¥ oooa &
Reservations Room/Bed Guests | Room | Room Rooms/Beds  Services Staff Permissions ~ Settings  Change My Lock Switch
Search Center Types | Rates Management Password  System  User
Reservation Management Hotel Management System Settings
Room Types Room Types
Name |Code | Max Adult No. | Max Child No. Max Infant No. Smoking Allowed
Room Types l:l 20 . Lob L L
<No data to display =
Add Edit... Delete
Ly
Notes

Figure 3 Click Add button

Step 3) Enter All Fields

You can enter all fields in the Add RoomType dialog, as Figure 4 shows:
Add RoomType

Figure 4 Enter All Fields

There is no default bed type in your system, if you want to add some bed types,
you can click the button after the Bed Type edit box, as Figure 5 shows:
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Add RoomType

Figure 5 Set up Bed Types

You can click the Add button in Bed Type dialog to add a bed type, as Figure 6
shows:

L W R
i Bed Type i
[edype  Jeoe  oesapton |

=Mo data to display =

Figure 6 Click Add Bed Type button

Then, enter all fields in the Add Bed Type dialog, as Figure 7 shows:
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AddBed Type eSS

Figure 7 Add Bed Type Dialog

Then, click OK button in the Add Bed Type dialog, and click Close button in the
Bed Type dialog, then, you can select this bed type called 'Single Bed' for this
room type called 'Single Room', as Figure 8 shows:
Add RoomType

Figure 8 Select a Bed Type

Step 4) Click OK button

And then, you can click ok button in the Add Room Type dialog, as Figure 9
shows:
Add RoomType

Figure 9 Click Ok button in Add RoomType Dialog
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Then, You can find the following dialog, you can click its OK button to setup the
RACK rate of your room type:

Bistone Hotel Manage

Figure 10 Setup RACK Rate Now

When you click the OK button on the RACK rate confirmation dialog, you can get
the following dialog:

Figure 11 Edit Rate Plan Dialog

You can enter the Rack Rate of your room type, as the following figure shows:
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- i

BegnDate  8/3/2014 End Date 8/8/2015
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
M M

$100.00 1690.00 1685.00
$80.00 $75.00 $60.00 $30.00

Figure 12 Enter Rack Rate Value

Then, you can click the OK button, and please wait a while, because your this
action is generating rate data of one year (From 2012-09-04 To 2013-09-04).

Look, The room type called 'Single Room' has been added to the system, you
can find it in the room type list, as Figure 13 shows:
# Bistone Hotel @ementSystem—Full Board Version (Evaluation Version) SRR — T (=] E [

—
6 A BMPAC B AY - oo

Reservations Staff Permissions ~ Settings  Change My Lock Switch
Seard'1 Cenber Types | Rates Management Password  System  User
Reservation Management Hotel Management System Settings

Room Types Room Types
e —

1Record(s)

Add... Edit... Delete
Notes
v

Figure 13 Room Type List

You can click the Edit button to modify your room type, or click the Delete button
to delete the selected room type.
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3 How to set up aroom rate

After setting up room types, we should set up some room rate for these room

types. If not, you can not make a reservation.
So, if you want to set up some room rates, please follow these simple steps:

Step 1) Go to Room Rates section

Go to Room Rates section, as Figure 14 shows:

-
7N Bistone Hotel Management System - Full Board Version (Evaluation Version) (S, | S
Home Reparts Administration Languages Help
= - = -
‘_ “a A e j A ¥ % i - )/ -
~y N & L i | | - ‘%1_‘, E 3 (= [3 )
Reservations Room/Bed Guests Room | Room | Rooms/Beds  Services Staff Permissions ~ Settings  Change My Lock Switch
Search Center Types | Rajes Management Password System User
Reservation Management Hotellxgnagement System Settings
Room Rates Rate Plan | Room Rates (Ctrl+4) h
ch Add Room Rate = == Sunday | Monday | Tuesday | Wednesday \ Thursday | Friday | Saturday
= Single Room i
" Rack Rate
<MNo data to display=
Room Rates Update Rate
.

Figure 14 Room Rates section

Step 2) Right-Click a room type

Right-Click the room type called 'Single Room', and then select Add Room Rate

Description, as Figure 15 shows:

10
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'I\ Bistone Hotel Management System - Full Board Version (Evaluation Version) E@ﬂ
Home Reparts Administration Languages Help
£ s — e Ol v oa
8 QA &mME AN & H H T = a &
Reservations Room/Bed Guests Room | Room | RoomsfBeds Services Staff Permissions ~ Settings  Change My Lock Switch
Search Center Types | Rates Management Password System User
Reservation Management Hotel Management System Settings
Room Rates Rate Plan
ok Add Room Rate 7 o= Sunday | Monday | Tuesday | Wednesday \ Thursday | Friday | Saturday
=} 77 Single Room ’dd —
:::_- Rack Rate h Add Room Rate Description
<MNo data to display=
Room Rates | | Update Rate |
L
b

Figure 15 Select Add Room Rate Description

Step 3) Enter All Fields

Enter all fields in the Add Room Rate dialog, as Figure 16 shows:

Add Room Rate @

Rate Name * [6AR Rate |

Room Type * Slwgle Room 1

RateType v [
L ox | [ cnel |

Figure 16 Enter All Fields
Step 4) Select aroom rate

Click OK button in the Add Room Rate dialog, and then select this Room Rate
called 'BAR Rate', as Figure 17 shows:

11
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fl\ Bistone Hotel Management System - Full Board Version (Evaluation Version)

=] = s

Home Reparts Administration Languages Help
‘—-T A —_— ;! i ]
\Lj CEN & pLLLLS j'*-HF dh | S a"’r_ ‘) E3 ﬁ e
Reservations Room/Bed Guests Room | Room | RoomsfBeds Services Staff Permissions ~ Settings  Change My Lock Switch
Search Center Types | Rates Management Password System User
Reservation Management Hotel Management System Settings
Room Rates Rate Plan
b Add Room Rate _// = Sunday | Monday | Tuesday | Wednesday | Thursday | Saturday
L
=} 7% Single Room
™ Rack Rate
IBAﬁ Rate
10/08/2014 11/08/2014 12/08/2014 13/08/2014 14/08/2014 15/08/2014 16/08/2014
19/08/2014
24/08/2014 25/08/2014 25/08/2014 23/08/2014 29/08/2014 30/08/2014

Room Rates

|

Figure 17 Select a room rate

Step 5) Click Update Rate Button

Click Update Rate button in the Rate Plan panel, as Figure 18 shows:

-
'I\ Bistone Hotel Management System - Full Board Version (Evaluation Version)

)

Home Reports Administration Languages Help
‘_'* — Qa i =% ]
p= A W A - f
\) 659 & PLLILS j-+HF dh - & ) E = @ e
Reservations Room/Bed Guests Room | Room | Rooms/Beds Services Staff Permissions ~ Settings  Change My Lock Switch
Search Center Types | Rates Management Password  System User
Reservation Management Hotel Management System Settings
Room Rates Rate Plan
J Add Room Rate _// — Sunday | Monday Tuesday | Wednesday | Thursday | Saturday |:
=} ¥ Single Room T
™ Rack Raty
10/08/2014 11/08/2014 12/08/2014 13/08/2014 14/08/2014 15/08/2014 16/08/2014
18/08/2014 19/08/2014 21/08/2014 22/08/2014
24/08/2014 25/08/2014 26/08/2014 27/08/2014 28/08/2014 29/08/2014 30/08/2014
Room Rates | | Undate Rate |

Figure 18 Click Update Rate Button
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Step 6) Enter All Fields

Enter all fields in the Edit Rate Plan dialog, as Figure 19 shows:

Figure 19 Enter All Fields

From Begin Date to End Date, every Sunday, Monday, Tuesday,
Wednesday, Thursday, Friday, Saturday, this single 1st night rate is $95,

single extension night rate is $90.
Of course, if you want to set up the room rate of every weekend, you can set up

it as Figure 20 shows:

| BeginDate  (3/3/2014 [] End Date 8/8/2015 =

Figure 20 Every Weekend Rate

13
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Look, you can see all rates of this rack rate in the rate plan panel, as Figure 21

shows:
2 ~
'I\ Bistone Hotel Management System - Full Board Version (Evaluation Version) l =|E éj
Home Reparts Administration Languages Help
. - = @
‘_ £ A P A QJ £ . )/ @
Y e & _Tm_ j%ﬂF 1 | S a) ‘) E 3 = =] [ﬁ :--O_
Reservations Room/Bed Guests Room | Room | RoomsfBeds Services Staff Permissions ~ Settings  Change My Lock Switch
Search Center Types | Rates Management Password System User
Reservation Management Hotel Management System Settings
Room Rates Rate Plan
ok Add Room Rate / = Sunday | Monday | Tuesday | Wednesday | Thursday Friday | Saturday |:
- 08/08/2014 09/08/2014 | |
=} 7% Single Room 108/ /08
1G: $95.00; 1G: $119.00;
$90.00 $110.00
$85.00; $80.00  $105.00; $100.00
$75.00; $70.00  $95.00; $90.00
10/08/2014 11/08/2014 12/08/2014 13/08/2014 14/08/2014 15/08/2014 16/08/2014
16:$119.00; 1G: $95.00; 1G: $95.00; 1G: $95.00; 1G: $95.00; 1G: $95.00; 1G: $119.00;
%$110.00 %90.00 $90.00 %80.00 $90.00 %90.00 £110.00
%$105.00; $100.00 $85.00; $80.00  $85.00; $80.00  $85.00;$80.00  $85.00; $80.00  $85.00;$80.00 $105.00; $100.00
$95.00; $90.00  $75.00;$70.00  $75.00; $70.00  $75.00;$70.00  $75.00; $70.00  $75.00; $70.00  $95.00; $90.00
17/08/2014 18/08/2014 19/08/2014 20/08/2014 21/08/2014 22/08/2014 23/08/2014
1G: $119.00; 1G: $95.00; 1G: $95.00; 1G: $95.00; 1G: $95.00; 1G: $95.00; 1G: $119.00;
$110.00 %90.00 $90.00 $90.00 %$90.00 $90.00 $110.00
%$105.00; $100.00 $85.00; $80.00 %85.00; $80.00 $85.00; $80.00 %85.00; $80.00 $85.00; $80.00 5$105.00; $100.00
$95.00; $80.00  $75.00;$70.00 $75.00;$70.00 $75.00;$70.00 $75.00; $70.00  $75.00;$70.00  $95.00; $90.00
24/08/2014 25/08/2014 26/08/2014 27/08/2014 28/08/2014 29/08/2014 30/08/2014
16: $119.00; 1G: $95.00; 1G: $95.00; 16: $95.00; 16: $95.00; 1G: $95.00; 1G: $119.00;
%$110.00 %90.00 $90.00 %$90.00 $90.00 %$90.00 $110.00
$105.00; $100.00 $B85.00; $85.00; $80.00  $B5.00; $85.00; $85.00; $80.00 $105.00; $100.00 _
£05 Ml SO0 O £ TE e & 700 O £ 75 M & T D0 £ TE O & T O £ TE Oy & T 0 £ TC e & T O £O5 M SO M
Room Rates |

Figure 21 All Rates in Rate Plan Panel
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4 How to manage all rooms/beds of your hotel

If you want to manage all rooms or beds of your hotel, please follow these

simple steps:

Step 1) Go to Rooms/Beds section

Go to Rooms/Beds section, as Figure 22 shows:

2 ~
'I\ Bistone Hotel Management System - Full Board Version (Evaluation Version) o S
Home Reparts Administration Languages Help
- = @
‘_ £ A & S (\ :n, L w 4 @
- i~ " _T”'”T_ HE i 1 0 e %. ” E g et @ ;-O_
Reservations Room/Bed Guests Room Room | Rooms/Beds | Services Staff Permissions ~ Settings  Change My Lock Switch
Search Center Types Rates I Management Password System User
Reservation Management Hotel Management W System Settings
Rooms/Beds Rooms Beds | Rooms/Beds (Ctrl+5) h
Room/Bed Mame |Ccde |Room Mo. |Room Type |Ma)( Adult No. |Max Child Mo. |Max Infant No. |Bed Type |Smoking Allowed |
Search(F5)
<No data to display =
|0 Record(s) |
3
Notes | Laundry Items
Rooms/Beds ==

Figure 22 Go To Rooms/Beds Section

Step 2) Click Add button

Click the Add button in the Room/Bed panel, as Figure 23 shows:

15
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m Bistone Hotel Management System - Full Board Version (Evaluation Version)

(= © e

JHomel Reports Administration Languages Help

& A an3iAlc
mmSearﬁCerlber

Guests  Room  Room
Types Rates
Hotel Management
Rooms/Beds Rooms/Beds
) M | | | | |

C R T T G

Staff Permissions ~ Settings  Change My Lock Switch
Management Password  System  User

System Settings

<No data to display =

&

Edit... Delete

]

Figure 23 Click Add Button in Boom/Bed Panel

Step 3) Enter All Fields

Enter all fields in the Add Room dialog, as Figure 24 shows:
Add Room

~ Name * 1001 | Code R1001 |

Room Type * |FTRTLT NN = |

Figure 24 Enter All Fields in Add Room Dialog

Of course, if you want to add a bed of a 6-bed room, you can enter them as
Figure 25 shows:

16
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Figure 25 Enter All Fields in Add Bed Dialog

OK, you can see all rooms/beds of your hotel in the room/bed panel, as Figure
26 shows:

#\ Bistone Hotel Management System - Full Board Version (Evaluation Version) (=] E [ |
J Home I Reports Administration Languages Help
— i / preeen ~1
& m & “ @ ¥ = a &
Guests Room  Room Services Staff Permissions ~ Settings  Change My Lock Switch
Types Rates Management Password  System  User
Hotel Management System Settings
m
1001 R 1001 1001 Single Room 1 1] 1] Single Bed Yes
1002-1 10021 1002 Bed Of 6Bed Rot 1 a a Mo
1002-2 10022 1002 Bed Of 6Bed Roc 1 0 0 Mo
1002-3 10023 1002 Bed Of 6Bed Roc 1 a a Mo
1002-4 10024 1002 Bed Of 6Bed Roc 1 0 0 Mo
1002-5 10025 1002 Bed Of 6Bed Roc 1 a a Mo
1002-6 10026 1002 Bed Of 6Bed Roc 1 o I 0 Mo

Figure 26 Room/Bed Panel

You can click Edit button to modify your room or bed, and you can click Delete
button to delete the selected room or bed.

17
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5> How to manage your guests

OK, when a guest wants to reserve your room or bed, you can collect his/her

information, and then, follow these simple

Step 1) Go to Guests Section

Go to Guests section, as Figure 27 shows:

steps to manage them:

-
'I\ Bistone Hotel Management System - Full Board Version (Evaluation Version) o S
Home Reparts Administration Languages Help
-, - = @
‘ ;] e A a; L =5 -
N N &1 _TII'IT[_ il 1 | . ;J ‘) = =2 [3 G-O_
Reservations Room/Bed Guests | Room FRoom RoomsfBeds  Services Staff Permissions ~ Settings  Change My Lock Switch
Search Center L Types Rates Management Password System User
Reservation Management 23 Hotel Management System Settings
(Guess [y |
Name MName |Gender | Code | Email | Dear | Phonel |Phone2 | Identifier | Guest Type
Email
Phone
- <No data to display =
Search(F5)
|0 Record(s) |
3
Notes
Guest Edi

Figure 27 Go To Guests Section

Step 2) Click Add Button

Click Add button in the Guests panel, as Figure 28 shows:

18
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7 Bistone Hotel Management System - Full Board Version (Evaluation Version) E@E‘
J Home l Reports Administration Languages Help

ﬁmlf&uuﬂ?& H & = o

R.Eser\tabons Room/Bed ests | Room Room Rooms/Beds  Services Staff Permissions ~ Settings  Change My Lock Switch

Search Center Types Rates Password  System  User
__ Reservation Management | Hotel Management System Settings
Name | Gender | Code | Email Dear |Phone1 |Phone2 | Identifier | Guest Type
Name ] i Ll == i il Ui

I —

e L 1
Phone <MNo data to display =
Search(F5)

o | Edit... Delete

W=

Add
s
Notes

Figure 28 Click Add button

Step 3) Enter All Fields

19
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——“-w_ ==

' ~Common Information |
Name * |Marry Lus ] Member Code 2014001 | l
Dear Marry Lus | Gender  [remae =

F B
l | ly

n e -~
support@bistonesoft.com
-
International Building
EZ V1001
CA
United States =il 4204
10010 United States
8/6/2016 -
VISA BN
4300123456789 Has -
1 *l2w = 11111
Marry Lus 22222

~ Cancel

Figure 29 Enter All Fields

And then, click OK button in the Add Guest dialog, look, you can see all guests
of your hotel in the guests panel, as Figure 30 shows:

20
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#\ Bistone Hotel Management System - Full Board Version (Evaluation Version) [E=RE=R)

JHomel Reports Administration Languages Help

= ) P s S @
5 A mE AN & B B F o= a8
Reservations Room/Bed Room FRoom RoomsfBeds Services Staff Permissions ~ Settings  Change My Lock Switch
Search Center Types Rates Management Password  System  User
Reservation Management Hotel Management
Guess =9

System Settings

Lus Female 2014001 support@bistone Marry Lus 123 455 42070419
T — R
S —

Figure 30 Guest List
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6 How to make a reservation

OK, we have added some room types, room rates, rooms or beds and guests.
Now, we can follow these simple steps to make a reservation:

Step 1) Go to Reservations section

Go to Reservations section, as Figure 31 shows:

-
'I\ Bistone Hotel Management System - Full Board Version (Evaluation Version) o S
Home Reparts Administration Languages Help
- — =
f &) A & Py A : 3, { A e
i 'Y l _Tl l'IT[_ i 1 | - ;—7 2 =1 E =3 [ﬁ G-O_
Reservations Room/Bed Guests Room FRoom RoomsfBeds Services Staff Permissions ~ Settings  Change My Lock Switch
Search Center Types Rates Management Password System User
Reservation Management Hotel Management System Settings
I Reservations (Ctrl+1) ions
. Code |SI31L|5 |Room |Guest Name|Guest Email |Guest Phons|Ched{ In |Ched( Out |Adult Mo, |Chi|d Mo, |Infant No. \Ne
3ocking Time + Today -
From 3/3/2014 -
To a/a/2014 - <Mo data to display=
Guest
Room
|0 Reoord(s:‘
Search(F5) 4| 1 3
| Edit Delete Print Invoice Print Receip
3
Services | Payments. | Motes
Date | Name Rate | Quantity | Subtotal

<No data to display>

Reservations

Figure 31 Go to Reservations Section

Step 2) Click Add Button

Click add button in the reservations panel, as Figure 32 shows:
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p
f‘\ Bistone Hotel Management System - Full Board Version (Evaluation Version)

Home Reparts Administration Languages Help

e A & mE AN &

Reservations Room/Bed Guests Room FRoom RoomsfBeds Services
Search Center Types Rates
Reservation Management Hotel Management

f H

Staff Permissions

Management

Settings  Change My Lock

]
e
Switch

Password  System  User

System Settings

Reservations Reservations

Code Status Room Guest Mame | Guest Email | Guest Phone| Chedk In Check Out | Adult Mo, | Child No. Infant No. | Me
3ocking Time » | | | | | | | | | | \
From
To <Mo data to display>
T —

S —

|0 Record(s,

Search(F5) 4| 1 ] 3

: R } } 1]

| m: | Edit '\ Delete | Print Invoice - Print Receipt | E

- L J
Services | Payments. | Motes
Date | Name Rate | Quantity | Subtotal
<Mo data to display =

Reservations ‘

Figure 32 Click Add Button

Step 3) Click Room Button

Click the button after the Room edit box, as Figure 33 shows:
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Chedln®  gmmie e | Gwsthme’ ([] |awes
- T I R s R 2 S—

=MNo data to display >
<MNo data to display =

<Mo data to display =

Figure 33 Click Room Button

Step 4) Select a Room

Select a room in the 'Select a room' dialog, as Figure 34 shows:

24
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Single Room Rack Rate
Bed Of 6Bed Rom Racdk Rate

Bed Of 6Bed Rom Rack Rate
Bed Of 6Bed Rom Rack Rate
Bed Of 6Bed Rom Rack Rate
Bed Of 6Bed Rom Rack Rate
Bed Of 6Bed Roo Rack Rate

Figure 34 Select a Room Dialog

And then, click OK button in the Select a room dialog, the room is filled into the
reservation automatically, as Figure 35 shows:
Add Reservation (e S|

rCommon Inft

I B

<MNo data to display =

<Mo data to display =
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Figure 35 Fill Room Details

Step 5) Click Guest Button

Click the button after the Guest Name edit box, as Figure 36 shows:
RO ——————————_

<Mo data to display >
<No data to display =

Figure 36 Click Guest Button

Step 6) Select a Guest

Select a guest in the Select a guest dialog, as Figure 37 shows:

26
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T
. _

lus  Female 2014001  support@bis Marry Lus 123

Figure 37 Select a guest Dialog

And then, click OK button in the select a guest dialog, the guest filled into this
reservation automatically, as Figure 38 shows:

Add Reservation (e S
| r—Commaon Infc on
|| cotes Stoes* 5
skng T e R
rRoom Infc Hon —Guest Infx rBilling
Checkin® T — =
a
soe
coney
Post Code

<MNo data to display =

<Mo data to display =

27
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Figure 38 Fill Guest Information

Step 7) Select a Tax

There is no default tax in the system. You can follow these simple steps to add
some tax rates:
Step 1) Click the button after the Tax edit box

A Reserion S

| —Common Inft Hon

| | code® SO Source [ ®&||
Bosking Time eer Gamee [ 000 H (o
~Room Information Guest Informati Biling Add
CheckIn* Guesthame*arylus | fu] | | Address
Check Out * Compry [ ] aity Z

| | adieno. — =
fadne Ehone o e (-]

<Mo data to display >

<No data to display =

Step 2) Click add button in the Tax Ratio dialog

28
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Tax Ratio

Tax Mame
-_—-

«<Mo data to display =

;

Edit... Delete Set Az Default Close

Step 3) Enter a tax rate in the Add Tax Ratio dialog
Add Tax Ratio ||

Name * |De1'.-:|ult Tax

Ratio *

And then, you can select a tax rate, as Figure 39 shows:

29
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Add Reservation (e S

| r—Commaon Infc on

|| cotes Stoes* 5
skng T e R
~Room Information —Guest Informati gillng Add
e Guesthome oy s | ]| | At
checkout S — 1 T - S—

| | asurre. o s
ciere. poe ||| oy =

secs

<MNo data to display =

<Mo data to display =

Figure 39 Select a Tax Ratio

And then, you can click ok button to make a reservation, look, you can see this
reservation in the reservation list, as Figure 40 shows:
m Bistone Hotel Management System - Full Board Version (Evaluation Version) M

f A - ow

Slaff Permissions ~ Settings  Change My Lock Switch
Password  System  User

System Settings

Socking Time v |Today ||
Jooking Time ~|Today ]| 1001 Marry Lus _ support@bis 123 8/3/2014  8/3/2014 1 0 ] <1

Erom 3/3/2014 v
2

<Mo data to display =

Figure 40 Reservation List
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Ok, you can click Edit button to modify this reservation, or click Delete button to
delete this reservation.

Step 8) Go to Room/Bed Search Center

You can go to Room/Bed Search Center section to see the rooms/beds
occupancy status of your hotel, as Figure 41 shows:

-

-
II\ Bistone Hotel Management System - Full Board Version (Evaluation Version) =NNCN X
Home Reports Administration Languages Help
£3 S — QJ ? w 4 ey =
G RRAJBEmME N & & H X = & 8
Reservations Room/Bed Guests Room Room FRooms/Beds Services Staff Permissions ~ Settings  Change My Lock Switch
Search Center Types Rates Management Password  System User
Reservation Management Hotel Management System Settings
Room Search Center P[]
8/4/2014 8/5/2014 8/5/2014 8/7/2014 8/8/2014 8f9/2014 8/10fz ~
Beriod This week = Room/Bed Maon Tue Wed Thu Fri Sat Surl |
From Biy2014 = Reservation No.: 140808001
1001 Reservation Status: New
To 3/10/2014 |+ Guest Nape: Marry Lus
Check In Lgte: 08/08/2014
Guest Check Out Date: 08/09,/2014
1002-1 — ]
Room
Searchi{F5) 1002-2 =
1002-3
1002-4
1002-5 b
1002-6 i
Room Search Center 4 1 | +
‘ia
.

Figure 41 Room/Bed Search Center
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7 How to sell your services

If your hotel has some services like swimming pools, restaurants and so on, you
can add these services into the system, and then you can sell them. Please
follow these simple steps to sell your services:

Step 1) Go to Services Section

Go to services section, as Figure 42 shows:

-
'I\ Bistone Hotel Management System - Full Board Version (Evaluation Version) (S, e S
Home Reparts Administration Languages Help
P - = = b
& A BB Al & A ¥ -
< o3 N D bl ¥ B A @ S
Reservations Room/Bed Guests FRoom FRoom Rooms/Beds | Services Staff Permissions ~ Settings  Change My Lock Switch
Search Center Types Rates Management Password System User
Reservation Management Hotel Management System Settings
Servees s h
Service N Cod T Rate
e I s e e e
Search(F5)
<No data to display =
|0Record(s)
3
Notes
n
e Edi

Figure 42 Go To Services Section

Step 2) Click Add Button

Click add button in the services panel, as Figure 43 shows:
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7 Bistone Hotel Management System - Full Board Version (Evaluation Version) EI@E‘

J Home \ Reports Administration Languages Help

6 A anDd Al & A ¥ - o

Reservations Room/Bed Guests Room Room  Rooms/Beds | Services Staff Permissions ~ Settings  Change My Lock Switch
Search Center Types Rates Management Password  System  User
Reservation Management Hotel Management System Settings
Services
Service Mame Code T Rate
Services l:l [=ETHIEE TRamE | e | ¥pe l—

<No data to display =

Figure 43 Click Add Button

Step 3) Enter All Fields

Enter all fields in the Add Service dialog, as Figure 44 shows:

Add Service

Figure 44 Enter All Fields

And then, click OK button in the Add Service dialog, the service called
'swimming' has been added into the system, as Figure 45 shows:
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r Bl
fl\ Bistone Hotel Management System - Full Board Version (Evaluation Version) E@g
Home Reparts Administration Languages Help
‘_" - = = ]
s A\ ™m o e :
</ 3 & m AN & H Y = @ %
Reservations Room/Bed Guests Room FRoom Rooms/Beds | Services Staff Permissions ~ Settings  Change My Lock Switch
Search Center Types Rates Management Password System User
Reservation Management Hotel Management System Settings
i [ | S e e e
ESwimming FOO1 I £10.00
Search(F5)
|1R.ecord(s} |
| [ Add. ] [ Edit ] [ Delete
L £ J
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-
Services
b

Figure 45 Service List

Step 4) Go to Reservations Section

Go to Reservations section, and select a reservation, as Figure 46 shows:

-
'I\ Bistone Hotel Management System - Full Board Version (Evaluation Version)

)

Home Reports Administration Languages Help
Sl A P A = & QO 3o
nl) LN, & ML dh L &1_) Ej. = =
Reservations Room/Bed Guests Room Room FRooms/Beds Services Staff Permissions ~ Settings  Change My Lock Switch
Search Center Types Rates Management Password  System User
Reservation Management Hotel Management System Settings
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140808001 Mew 1001 Marry Lus  support@bis 123 . 8/8/2014  8/9/2014 1 0 0 211
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To 3/8/2014 -
N —
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Search{F5) < 1 I 2
= - - - - it
| [ Add [v] [ Edit ] [ Delete ] [ Print Invaice ] [ Print Receipt ] E
L hd J
Services | Payments. | MNotes
Date | Name |Rate | Quantity | Subtotal
<No data to display=
Reservations ‘

Figure 46 Reservation List
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Step 5) Click Edit Button

Click Edit button in the reservations panel, as Figure 47 shows:

-
'I\ Bistone Hotel Management System - Full Board Version (Evaluation Version)

)

Home Reports Administration Languages Help

S5l amB A C & A X o oo

Reservations Room/Bed Guests Room Room FRooms/Beds Services Staff Permissions ~ Settings  Change My Lock Switch

Search Center Types Rates Management Password  System User
Reservation Management Hotel Management System Settings
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140808001 Mew 1001 Marry Lus  support@bis 123 882014 8/9f2014 1 0 0 £11
o
N
|1Record(s]
Search(F5) < [ I 2
| [ agd |+] B Rt ) [ peete | [ PrintInvoice | [ PrintReceipt |
{ [ hd J
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<No data to display=
Reservations ‘

Figure 47 Click Edit Button

Step 6) Click Add Button

Click add button in the Service Information panel, as Figure 48 shows:
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Edit Reservation P— P—

checkn® N s
Checout e A — T - —
Aol e sute

<Mo data to display =

Default Tax(5.50%) %1

Default Tax(5.50%)  [=| |...]

.00
o | [ e

Figure 48 Click Add Service Button

Step 7) Click Service Button

Click the button after the Name edit box in the Add Service dialog, as Figure 49
shows:

Figure 49 Click Service Button
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Step 8) Select a Service

Select a service in the Select a Service dialog, as Figure 50 shows:

e S

Figure 50 Select a Service

Ok, the service information has been filled into the Add Service dialog
automatically, as Figure 51 shows:

rid e

Figure 51 Automatically Fill

You can modify its rate or its quantity, then, please click OK button, and then,
you can see the rate of this service has been added into the service total and the
total amount, as Figure 52 shows:
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e

<Mo data to display =

Default Tax(5.50%) %1

Default Tax(5.50%)  [=| |...]

.00
o«

Figure 52 Service Total

Ok, you already sold your service called 'Swimming'!
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8 How to manage your users and their permissions

There is no user-number limit in our system. You can add many users as you
want. Now, please follow these simple steps to manage your users and their

permissions:

Step 1) Go

to Staff Management Section

Go to Staff Management section, as Figure 53 shows:

Staff I it

2 ~
7N Bistone Hotel Management System - Full Board Version (Evaluation Version) o S
Home Reparts Administration Languages Help
. - = @
£ -\ SE p j A 3 ;5 { = o
wy Ay _]'I q_ i | Ll &1_‘, | E 3 (= [3 L)
Reservations Room/Bed Guests Room FRoom RoomsfBeds Services Staff Permissions ~ Settings  Change My Switch
Search Center Types Rates Management Password User
Reservation Management Hotel Management System Settings
Staff Management Data Staff Management (Ctrl+7)
= A istone Software MName |Phcne SRS S S Manage vour staff Bllow system login
T IR Admin = '
(L3 Administrators(1)
| 1Record(s) |
| [ Add ] [ Edit ] Delete Reset Password

£7

Notes

| Edit

_ﬁj]

Figure 53 Go to Staff Management System

Step 2) Click Add Button

Click Add button in the Staffs panel, as Figure 54 shows:
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#\ Bistone Hotel Management System - Full Board Version (Evaluation Version) [E=RE=R)
J Home l Reports Administration Languages Help

E A S&mBE AN CB]E ¥ - @&

Reservations ~ Room/Bed MmmemmMMyMMﬁ
Search Center Types Rates Management Password  System  User

Reservation Management Hotel Management System Settings
Staff Management
=A Bistone Software | | |

|2 Administrators(1)

Delete Reset Password

Figure 54 Click Add Button

Step 3) Enter All Fields

Enter all fields in the Add Staff dialog, as Figure 55 shows:
Add Staff

Name * Bistone Support

‘Department * Administrators

Figure 55 Enter All Fields

Then, click ok button, the user called 'Bistone Support' has been added into the
system, as Figure 56 shows:
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Home Reparts Administration Languages Help
0 A\ ™m A g o e
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Reservations Room/Bed Guests Room FRoom RoomsfBeds Services Staff Permissions ~ Settings  Change My Lock Switch
Search Center Types Rates Management Password System User
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Figure 56 User List

Step 4) Go to Permissions Section

Go to Permissions section, as Figure 57 shows:

-
'I\ Bistone Hotel Management System - Full Board Version (Evaluation Version) @M
Home Reports Administration Languages Help
"" » o .‘ — aa e ‘\'# )
C) - & LI =25 R [ ?J'r._) b = = (B 9
Reservations Room/Bed Guests Room Room FRooms/Beds Services Staff Permissions || Settngs  Change My Lock Switch
Search Center Types Rates Management l} Password  System User
Reservation Management Hotel Management System Settings
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Search(F5) |
| 1Record(s)
Permissions | Edit DefEls

Figure 57 Go To Permissions Section
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Step 5) Click Add Button

Click Add button in the permissions panel, as Figure 58 shows:

' Bl
Il\ Bistone Hotel Management System - Full Board Version (Evaluation Version) E@Iﬂ
Home Reports Administration Languages Help
‘___\ oy j — ;J = ' 7 ey
5 A S mE A O B LELT @& S8
Reservations Room/Bed Guests Room Room FRooms/Beds Services Staff Permissions | Settings  Change My Lock Switch
Search Center Types Rates Management Password  System User
Reservation Management Hotel Management System Settings
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Search(F5)
|1Reoord(s)
e — Edit | Delete
b

Figure 58 Click Add Button

Step 6) Enter All Fields

Enter or select all fields in the Add Role dialog, as Figure 59 shows:
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==

| Name * [User | |
| =} [#] Reservation Management - ll
View Reservations
-[+] Add Reservation
- [] Edit Reservation

-[#] Delete Reservation

- [w] Print Invoice

-[+] Print Receipt

- [#] Edit Reservation Notes

-[+] view Room/Bed Search Center
-|-[¥] Hotel Management

View Guests

Il

Figure 59 Enter All Fields

Step 7) Modify a User's Roll

Go to Staff Management section, select the user called 'Bistone Support', and
then, click Edit button, and modify its role, as Figure 60 shows:

Edit Staff

Name * Bistone Support

‘Department * Administrators

Figure 60 Modify Role

Ok, when you login system as Bistone Support, you can access several sections,
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as figure 61 shows:

m Bistone Hotel Management System - Full Board Version (Evaluation Version)

(= © e

From

sockng e Todsy %]

lodk  Switch
System User
System Settings

LNy

140808001 Confirmed 1001 Marry Lus  support@bis 123 8/8/2014  8f9f2014 1 0
Search(F5) < 1
Add - Edit Delete Print Invaoice Print Receipt
Services
| | | |
8/8/2014 2:15:21PM

§1

Figure 61 User Role UI
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