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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 the figure 1 shows, you can just click Login button to
login your system and get all permissions:

Hotel Management System

totel Wasapoment Systom

Lser |.ﬁ.|:|min

Password |

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.
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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:

# Hotel Management System

Home Administration Help
7. . - =
iy N riﬁl1 it | - ‘g) ) E 3 il
Fieservations Foom/Bed Guestz | Room | Foom  Rooms/Beds  Services Staff Permissions  Settings Change
Search Center Tupps | Rates M anagement Password
Fiesersation kM anagement Wy Hotel Management Syetemn Settings
Room Types J Room i Room Types |
Room Types Mame | Code |Adult Mo. | Child M. | Infant Mo, | Bed Tupe | Can Smoking | Ereakfast
Search(F5)
|
Maotes
Room Types |

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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# Hotel Management System

Home Administration Help
. - —_
£ AN S mE AN P X
iy N _Tm”_ ik ] - ‘g) ) E j il
Fieservations Foom/Bed Guestz | Room | Foom  Rooms/Beds  Services Staff Permissions  Settings Change
Search Center Types | Rates M anagement Password
Fiesersation kM anagement Hotel b anagement Syetemn Settings
Room Types Room Types
Room Types Mame | Code |Adult Mo. | Child Mio. | Infant Mo, | Bed Tupe | Can Smoking | Ereakfast
Search(F5)

Maotes

Room Types

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

Marme * Single Room Code
adulk Mo, 1 Bed Tvpe
Zhild Mo, 0 Infank Mo,

Zan Smoking Breakfast O

(04 M [ Zancel

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 editbox, as figure 5 shows:
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Add RoomType
Marne * Single F.oom Code
Adulk Mo, 1 Bed Type
Child M, 0 InFant Mo,

an Smoking Breakfast

] [ Cancel

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:

Bed Type D_<|

Bed Type

Bed Type | Code | Drezcription I

A

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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Add Bed Type

Mame * Single Bed

Code SE01

Miaoke Size: 39in x F5in

l [ Cancel

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

Marne * Single F.oom Code SRO1
Adulk Mo, 1 Bed Type E]
Child M, 0 InFant Mo, ] =

an Smoking Breakfast ]

] [ Cancel ]

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

Mamne * Single Room Code SRO1

Adult Mo, 1 Bed Tvpe Single Bed
Zhild Mo, 0 Infank Mo, ]

Zan Smoking Breakfast O

I [ Zancel
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Figure 9 Click Ok button in Add RoomType Dialog

Look, The room type called ‘Single Room’ has been added to the system, you
can find it in the room type list, as figure 10 shows:

# Hotel Management System

Home Administration Help
- 7\ & m j A == o o
-~ N ﬂ e | | &;J_) H e |
Fieservations Foom/Bed Guestz | Room | Foom  Rooms/Beds  Services Staff Permissions  Settings Change
Search Center Types | Rates M anagement Password

Fiesersation kM anagement Hotel b anagement Syetemn Settings

Room Types Room Types
Mame | Code |Adult Mo. | Child Mio. | Infant Mo, | Bed Tupe | Can Smoking | Ereakfast
Boom Types - B
Single Foom ~ SRO1 1 1] 0 Single Bed ]

N

| (et ] [ee. ] [ oo

Room Types |

Figure 10 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.



PBISTONESOFT

Hotel Management Expert

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 11 shows:

# Hotel Management System

Home Administration Help
. - —_
-~ N & _Tl TIT[_ I e | | | ‘% o £ 3 o |
Fieservations Foom/Bed Guestz:  Room |l Foom | Rooms/Beds  Services Staff Permissions  Settings Change
Search Center Types | Hatpe M anagement Password
Fiesersation kM anagement Hatel Management Syetemn Settings
Room Rates Riate Plan | Room Rates h
dh 7 o= Sunday | Monday | Tuezday | whednesday | Thursday | Friday | Saturday

71 isingle Room

Room Rates |

Figure 11 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 12 shows:
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# Hotel Management System

Home Administration Help
. - —_
‘_ 3\1 ’ \ mnmr ’ \ ¥ % f::-r)'-'{
w N\ & T e | e 8’ ) E3 e
Fieservations Foom/Bed Guestz:  Room | Foom | Rooms/Beds  Services Staff Permissions  Settings Change
Search Center Types | Rates M anagement Password
Fiesersation kM anagement Hotel b anagement Syetemn Settings

Room Rates Riate Plan
ch & o= Sunday | Monday | Tuezday | wiednesday | Thursday | Friday | Saturday

...................................... y Md Hoom Hate Degc[iption |
E‘dit Fioom R ate Description

Lelete Room Rate Description

Room Rates |

Figure 12 Select Add Room Rate Description

Step 3) Enter All Fields

Enter all fields in the Add Room Rate dialog, as figure 13 shows:

Add Room Rate
F.ate Mame * Rack Rate

Roormn Type * Single Room =~

Available

Figure 13 Enter All Fields

Step 4) Select aroom rate

Click OK button in the Add Room Rate dialog, and then select this Room Rate

10
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called ‘Rack Rate’, as figure 14 shows:

# Hotel Management System

Home Administration Help
‘_'T = ;J = =y
- ' L) 1 r ' \ ¥ L -
\.) A% & EF (0] (= ‘?3 ) E_a; = —
Fieservations Foom/Bed Guestz:  Room | Foom | Rooms/Beds  Services Staff Permissions  Settings Change
Search Center Types | Rates M anagement Password
Fiesersation kM anagement Hotel b anagement Syetemn Settings

Room Rates Riate Plan

ch _// = Sunday | Monday | Tuezday | wiednesday | Thursday | Friday | Saturday 2~
=} ¥ Single Room 201 2-02-24 mzazes B2

= IR ack Rate
201 2-02-26 2020227 201 2-02-24 201 2-02-23 201203 2012-03-02 201 2-03-03

2 2-03-04 2012-03-05 202-03-06 2020307 2012-03-038 2012-03-03 20120310

2012031 20120312 20120312 20120314 20120315 20120316 20120317

2ma03ae 20120318 22-03-20 20203-1 2020322 202-03-22 2012-03-24

201 2-03-25 2012-03-26 2012-03-27 2012-03-22 2012-03-23 2012-03-20 2012-03-3

2 2-04-m 202-04-02 2012-04-03 2012-04-04 2012-04-05 2012-04-08 202-04-07

Room Rates I Edit Rate

Figure 14 Select a room rate

Step 5) Click Edit Rate Button

Click Edit Rate button in the Rate Plan panel, as figure 15 shows:

11
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# Hotel Management System

LEX

Home Administration Help
. - —_
‘_ Y A\ s A . W
Y 8y & JC 855 | - “;—?‘]_; J_LE | = —
Fieservations Foom/Bed Guestz:  Room | Foom | Rooms/Beds  Services Staff Permissions  Settings Change
Search Center Types | Rates M anagement Password
Fiesersation kM anagement Hotel b anagement Syetemn Settings
Riate Plan
Sunday | Monday | Tuezday | wiednesday | Thursday | Friday | Saturday e
2M2-02-24 2012-02-25
2 2-02-26 2012-02-27 20M2-02-28 2012-02-23 2012-03-0 2012-03-02 2012-03-03
2 2-03-04 2012-03-05 2012-03-06 201 2-03-07 20120308 2012-03-09 20120310
20120311 20120312 20120313 20120314 2012-03-15 20120316 20120317
2m20318 20120319 2012-03-20 2012403-21 20120322 20120323 2012-03-24
21 2-03-25 2012-03-26 202-03-27 201 2-03-28 2012-03-29 2012-03-30 2012-03-3
20 2-04-m 2012-04-02 2020402 2012-04-04 2012-04-05 2012-04-08 2012-04-07
e
Room Rates | I Edit Iﬁ‘.ate I

Figure 15 Click Edit Rate Button

Step 6) Enter All Fields

Enter all fields in the Edit Rate Plan dialog, as figure 16 shows:

Edit Rate Plan

Begin Date  |[2012-2-24 End Date  [2013-2-23

Sunday Monday: Tuesday  ‘Wednesday Thursday — Eriday Saturday

1

oK

Rate * EE

l [ Zancel

Figure 16 Enter All Fields

From Begin Date to End Date, every Sunday, Monday, Tuesday,
Wednesday, Thursday, Friday, Saturday, this room rate is $99.

Of course, if you want to set up the room rate of every weekend, you can set up
it as figure 17 shows:

12
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Edit Rate Plan

Begin Date  |2012-2-24 End Date  [2013-2-23

Sunday Monday Tuesday  ‘Wednesday Thursday  Eriday Saturday

Ll Ll Ll Ll

|119

Figure 17 Every Weekend Rate

Look, you can see all rates of this rack rate in the rate plan panel, as figure 18

shows:

S[(=1[Ed

# Hotel Management System

Home Administration Help
. - =
1 S .

A = A B O o

~ N & _Tl r[_ | L %_, 3 L S
Fieservations Foom/Bed Guestz:  Room | Foom | Rooms/Beds  Services Staff Permissions  Settings Change

Search Center Types | Rates M anagement Password
Fiesersation kM anagement Hotel b anagement Syetemn Settings

Riate Plan

Sunday | Monday | Tuezday | wiednesday | Thursday | Friday | Saturday -
2012-02-24 2012-02-25

Room Rates
af =

=} 7 Single Room

$95.00 $119.00

2012-02-26  2012-02-27  2012-02-28  2012-02-29  2012-03-01 2012-03-02  2012-03-03
$119.00 $39.00 $95.00 $99.00 $99.00 £95.00 £119.00
2012-03-04  2012-03-05  2012-03-06 2012-03-07 2012-03-08  2012-03-09  2012-03-10
$119.00 $99.00 $95.00 $99.00 $99.00 £95.00 £119.00
2012-03-11 2012-0312  2012-03-13 20120314 2012-03-15 20120316  2012-03-17
$119.00 $99.00 $95.00 $99.00 $99.00 $95.00 $119.00
2012-03-18 2012-03-19  2012-03-20 2012-03-21 2012-03-22 2012-03-23 2012-03-24

$119.00 $99.00 $99.00 $99.00 $99.00 $99.00 $119.00
2012-03-25  2012-03-26  2012-03-27 2012-03-28 2012-03-29  2012-03-30  2012-03-31

$119.00 $99.00 $99.00 $99.00 $99.00 $99.00 $119.00
2012-04-01 2012-04-02  2012-04-03  2012-04-04 2012-04-05 2012-04-06  2012-04-07

$119.00 $99.00 $39.00 $99.00 $99.00 $39.00 $1soo0

| Edit Rate

Room Rates |

Figure 18 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 19 shows:

# Hotel Management System

Home Administration Help
. - —_
(&Y A\ i j . ;‘J e
iy N & _Tl TFI'[_ HHE - ‘g) i E 3 |
Fieservations Foom/Bed Guestz:  Room  FHoom | Rooms/Beds | Services Staff Permissions  Settings Change
Search Center Types Rates M anagement Password
Fiesersation kM anagement Huotel b anagement Syetemn Settings
RoomiBed Room/Bed | Rooms/Beds (Ctk+4) !
Mame |E0de |F|00m Mo, |F|00m T_l,lpe|AduIt Mo. |Kid No. |Infant Mo. |Bed Type |Ean Smokir| Breakfast

Search(F5)

Maotes

Room,/Bed |

Figure 19 Go To Rooms/Beds Section

Step 2) Click Add button

Click the Add button in the Room/Bed panel, as figure 20 shows:

14
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# Hotel Management System

Home Administration Help
. - —_
8 A amBpNjeE & <
iy N _Tm”_ ik ] - ‘g) ) E j il
Fieservations Foom/Bed Guestz:  Room  FHoom | Rooms/Beds | Services Staff Permissions  Settings Change
Search Center Types Rates M anagement Password
Fiesersation kM anagement Hotel b anagement Syetemn Settings

Room/Bed Room/Bed

Room/Bed I:I Mame |E0de |F|00m Mo, |F|00m T_l,lpe|AduItN0. |K|d No. |InfantN0. |Bed Type |Ean Smoklr|Breakfast

E

Maotes

Room,/Bed

Figure 20 Click Add Button in Boom/Bed Panel

Step 3) Enter All Fields

Enter all fields in the Add Room dialog, as figure 21 shows:

Hame * 1001 Code

Room Mo, 1001 Room Type ™ |yl =kl
fdult Mo, Bed Tyvpe Single Bed
Zhild M, Infant Mo, 0

Zan smoking Brealkfast

] [ Zancel

Figure 21 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 22 shows:

15
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Add Room X]
Marne * 1002-1 Code
Room Ma, 100z Room Tvpe * i3 ed Room
Adult Ma, 1 - Bed Type Single Bed - %
hild M. 0 - Irfant Mo, ] -
Zan Smoking Breakfask

[ o ] [ Cancel

Figure 22 Enter All Fields in Add Bed Dialog

OK, you can see all rooms/beds of your hotel in the room/bed panel, as figure 23
shows:

# Hotel Management System g@@

Home Administration Help
- Py ¥ X B ==
Fieservations Foom/Bed Guestz:  Room  FHoom | Rooms/Beds | Services Staff Permissions  Settings Change
Search Center Types Rates M anagement Password
Fiesersation kM anagement Hotel b anagement Syetemn Settings
Foom/Eed Mame | Code | Foom Mo |F|00m Type |Adult No. | Kid Mo, | Irfant N0| Bed Tupe | Can Sm0k| Ereakfast
- 1001 1001 1001 Single Foom 1 1] 0 Single Bed O
10021 10021 1002 Bed of BBed Room 1 i] 0 Single Bed O
10022 10022 1002 Bed of BBed Room 1 1] 0 Single Bed O
1o02-2 10023 1002 Bed of BBed Room 1 1] 0 Single Bed O
1002-4 10024 1002 Bed of BBed Room 1 1] 0 Single Bed O
10025 10025 1002 Bed of BEed Room 1 1] 0 Single Bed O
10026 10028 1002 Bed of BEed Room 1 N 1] 0 Single Bed O

| [ "add ) [ Edt.. | [ Delete

Room,/Bed |

Figure 23 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.

16
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5 How to manage your guests

OK, when a guest want to reserve your room or bed, you can collect his/her
information, and then, follow these simple steps to manage them:

Step 1) Go to Guests Section

Go to Guests section, as figure 24 shows:

# Hotel Management System

Home Administration Help

\‘-..jq @ ,&1 L ’I\' e 8?;_} H j

| .9 q

Fieservations Foom/Bed Guestz | Room  FHoom  Rooms/Beds  Services Staff Permissions  Settings Change

Search Center [~ | Types  Rates M anagement Password

Fiesersation kM anagement T Huotel b anagement Syetemn Settings

Mame Mame | Gender | Code | Email | Dear | Phonel | Phonez2 | |dentifier | Guest Type
Ernail
Phone

Search(F5)

Mates

Guests

Figure 24 Go To Guests Section

Step 2) Click Add Button

Click Add button in the guests panel, as figure 25 shows:

17
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# Hotel Management System

Home Administration Help
. - —_
e A P A 3 o
O QA EamE AN E B H I
Fieservations Foom/Bed Guestz | Room  Hoom  Rooms/Beds  Services Staff Permissions  Settings Change
Search Center Types Rates M anagement Password
Fiesersation kM anagement Hotel b anagement Syetemn Settings
-

Mame I:I Mame | Gender | Code | Email | Dear | Phonel | Phonez2 | |dentifier | Guest Type
Ernail
Phone

Search(F5)

Mates

Guests |

Figure 25 Click Add button

Step 3) Enter All Fields

Add Guest [X]
Mame * :Ma-r.y.Lus" ' Member Code _éﬂléﬁﬂl
Dear :Mar}f Lus _ Email %I..I.FIEII:Irt@biSt.DI'IESDFt.I:I:II'I.'lf
Gender :Feméhg - Phonel :123
Identifier :420?0419 Phonez :456
Credit Card Type WIS - E] Expire Date P - 2014 -
Card Mo 5430012346?89 | Mame On Card EMar_v Lus

Guest Type ersonal

Zancel

Figure 26 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 27 shows:
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# Hotel Management System

Home Administration Help
‘_'T = = =y
- ¥ L -
A BamE N E H O H O =
Fieservations Foom/Bed Guestz | Room  Hoom  Rooms/Beds  Services Staff Permissions  Settings Change
Search Center Types Rates M anagement Password
Fiesersation kM anagement Hotel b anagement Syetemn Settings
|
Mame Mame | Gender | Code | Email | Dear | Phonel | Phonez2 | |dentifier | Guest Type
- Mamy Luz Female 2012001 supporti@bizh Mam Lus 123 456 42070419 Perzonal
Ernail %
Phone
Search(F5)
| [ add. | [ Edt.. | [ Delete
Mates
Guests |

Figure 27 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 28 shows:

# Hotel Management System

Home Administration Help
2 - —_
£ 2\ Bg e P - ; L =
| (2 8 M [ | L “;—?‘]_; B J
Feservahions Room/Bed Guestz:  Room  Hoom  Rooms/Beds  Services Staff Permissions  Settings Change
Search Center Types Rates M anagement Password
Reservation M anagement Hotel b anagement Syetemn Settings
l Rezervations [Ctrl+1]) i
. Code |Status | Guest Name| Guest Email | Guest F'honn| Check In | Check Out |Adult Mo, |Ehild Mo, | Infant Mo,
Bock Time | Today -
From 2M 2224 -
To 2m2-2-24 -
Guest
Foom
Search(F5) < >

|
Services | Motes

[rate |Name |F|ate

| Quantity | Subtatal

Reservations

Figure 28 Go to Reservations Section

Step 2) Click Add Button

Click add button in the reservations panel, as figure 29 shows:
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# Hotel Management System

Home Administration Help
. — = -
- LN & Pk H L0 L 81 o | ﬁ = S
Feservations Foom/Bed Guestz:  Room  Hoom  Rooms/Beds  Services Staff Permissions  Settings Change
Search Center Types Rates M anagement Password
Fiesersation kM anagement Hotel b anagement Syetemn Settings
Reservations Diata
. Code |Status | Guest Name| Guest Email | Guest F'honn| Check In | Check Out |Adult Mo, |Ehild Mo, | Infant Mo,
Bock Time | Today -
From 2M 2224 -
To 2m2-2-24 -
Guest
Foom
Search(F5) < >

I Add Edit Delete
~
Services | Motes
[rate |Name |F|ate |Quantit_l,l |Subt0ta|

Reservations I

Figure 29 Click Add Button

Step 3) Click Room Button

Click the button after the Room EditBox, as figure 30 shows:
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rCommon Infarmation

Cods * 120224001 Status * Mew - Source E]

Book Time 2012-2-24 17:28:41 User Guatantes m
~Room Information: rService Information: rGuest Information ;
choskin® * 7 = e

[ ] ——
L
.D = -

Check Out *

o

=Mo data ko display =

<o data ko display =

0,00

$0.00

Figure 30 Click Room Button

Step 4) Select A Room

Select a room in the ‘Select a room’ dialog, as figure 31 shows:
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Select a room

—aearch

Check In |2n12-2-24

v CheckOut  2012-2-25

adult Mo, |1

s chidne. o

[ Cancel J

InFant Mo, ||:|

]
[

E [

1001 RackPRate . $99.00

aiz0z21]

2

Figure 31 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 32 shows:

Add Reservation

E3

rCommon Infarmation
120224001

Code *
Book Time 2012-2-24 17:28:41

Status * Mew |

Source

H ()
(Guarantes ’—%| E]

rRoom Information

Check In * igo12-2-24 -
checkout*  [zn1z-z-25 =

Adult Mo, 1 |

child ho 0 =
Infant Ko, o [
Raom * 11001 (]
Date. |R,‘§}§:

2017-02-24 $99,00

rService Information

=

Date Ma

=Mo data ko display =

40,00

40,00

e

Figure 32 Fill Room Details

ate Qb tal

rGuest Information

Guest Mame * E]

Email
oo
Special
Requirement
rPayment Information
Pay Type -] B8

adiee =[]
Ea=——

23
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Step 5) Click Guest Button

Click the button after the Guest Name EditBox, as figure 33 shows:

Add Reservation |§|
rCamman Infarmation
Cods * 120224001 Status * Mew = Source E]
BookTime  [2012-2-24 17:28141 |+ User s nton (-]

rRoom Information:

Checkin*
Checkoue+
ek o,
T

09,00

raervice Information:

#fr

o

=ho data to display =

Email
Phane

Special

rauest Information

Requirement

L

Figure 33 Click Guest Button

Step 6) Select A Guest

Select a guest in the Select a guest dialog, as figure 34 shows:
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Select a guest

—Search

Marme:

Ermnail

Phone

Cancel

Reset

| Ermail

Mame | Gender | Code

|Dear

| Phone 1 | A

Mary Lus  Female 2012001

support@bis Mary Lus

123 4

g

Figure 34 Select a guest Dialog

And then, click OK button in the select a guest dialog, the guest filled into this

reservation automatically, as figure 35 shows:

Add Reservation |§|
rCommon Information
Cods * 120224001 Status * Mew - Source E]
Book Time: 012224 172841 %) User Guarantes = [

rRoom Information rService Information

Check In * 2012224 = ap o=

Checkcut*

Adulk Mo, 1 %

Child M. 0 ]

Infant Ho. lo =

O ——

| Date ]@f =N data to display >
2012-02-24 $39.00

| o}

Figure 35 Fill Guest Information

Cancel |
N,

rauest Information

Email supporb@bistonesaft, com
‘Phone 123

Special

Requirement I

rPayment Infarmation——— .
Pay Type  Credit Card -] B8

CedtCadTyperisa v [

CardMo.  |430012346789 i

25
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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 EditBox

Add Reservation X
rCommon Information
Code * 120224001 Shabus * e - Saurce E]
T 0
rRoom Information rService Information rGuest Information
Checkin®  oiz22s B ||+2= Guest Nome
Check Cuk * 2012-2-25 E - : Ernail support@bistanesoft, com
st
Chid . Specdl
e Requirement
frt
1001 ] ) .
IM’ <Mo data to display > Pay Type il Credit Card 2 E]
$99,00 -

0.00

[ ]

[ > N o |

Step 2) Click add button in the Tax Ratio dialog

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

Tax Ratio

’. Tokal
HE

T ax Mame

|T§<Hmm

Add Tax Ratio

(e, ]

Close

26
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Add Tax Ratio

|DeFauII: Tax

5.50%

—h_.l

[conce ]
 S—

And then, you can select a tax rate, as figure 36 shows:

Add Reservation |§|
rCommon Information
0
Book Time 2012-2-24 17149115 v Lser Guarantes Q
rRoom Information rService Information rGuest Information
Cakiv oz || & 2 = Gt e o
Check Out * 2012-2-25 > = Email suppork@bistonesoft.com
ek o, toe 12
chid o, Specid
- Requirement
ot .
LMQ =Mo data to display = o b : Credit Card B E]
99,00 I
"
T

$5.45
$0.00

Cancel |
"

Figure 36 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 37 shows:

27



PBISTONESOFT

Hotel Management Expert

# Hotel Management System _||'E|[g|
Home Administration Help
=) p = 0 o
e A S mE N & B H & =
Feservations Foom/Bed Guestz:  Room  Hoom  Rooms/Beds  Services Staff Permissions  Settings Change
Search Center Types Rates M anagement Password
Fiesersation kM anagement Hotel b anagement Syetemn Settings
o]
. Code |Status | Guest Name| Guest Email | Guest F'honn| Check In | Check Out |Adult Mo, |Ehild Mo, | Infant Mo,
Bock Time | Today - :
120224001 Mew Mary Luz  supportisibis 123 2012-02-24  2012-02-25 1 0 1]
From 2M 2224 -
To 2m2-2-24 -
Guest
Foom
Search(F5) < >

| [ 8ad | [ gde | [ pelete |
Services | Motes
[rate |Name |F|ate |Quantit_l,l |Subt0ta|

Reservations I

Figure 37 Reservation List

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 38 shows:
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Hotel Management System

Hame Administration Help
(&Y . = = ;i O
8 WAy & m e & g
Reservations Room/Bed Guestz  Room  Room  Rooms/Bed:  Services Staff Permissions  Settings Change
Search Center Types Hates Management Password
Reservation Management Haotel Management System Settings
Room Search Center Data
. = Room/Bed 2012-02-20 201 2-02-21 220222 2012-02-23 20 2-02-24 2012-02-25 2012-02-26
Perind _T_l’“S week Mon Tue Wed Thu Fri Sat Sun
From 201
1001 Mary Lug

Io 202226 x|

10021

1002-2
1002-3
1002-4
10025

10026

Room Search Center |

Figure 38 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 39 shows:

# Hotel Management System

Home Administration Help
. - —_
Y 2\ Bg mr P - o '
~/ Y L QEEEE | v &_; J_I.E | =
Fieservations Foom/Bed Guestz:  Room  FHoom  Rooms/Beds || Services Staff Permissions  Settings Change
Search Center Types Rates M anagement Password
Fiesersation kM anagement Huotel b anagement Syetemn Settings

Services I:I Service Name | Code | Type |Rate

Maotes

Services |

Figure 39 Go To Services Section

Step 2) Click Add Button

Click add button in the services panel, as figure 40 shows:

30



PBISTONESOFT

Hotel Management Expert

# Hotel Management System

Home Administration Help
. - —_
‘_ 1\‘ ’ \ & mnmr ’ \ ¥ % f::-r)'-'{
w N\ Bl j‘-ﬁF | | 8’ ) E3 e
Fieservations Foom/Bed Guestz:  Room  Hoom  Rooms/Beds | Services Staff Permissions  Settings Change
Search Center Types Rates M anagement Password

Fiesersation kM anagement Hotel b anagement Syetemn Settings

Services Service Mame |E0de |T_l,lpe |F|ate
Search(F5)

Services

Figure 40 Click Add Button

Step 3) Enter All Fields

Enter all fields in the Add Service dialog, as figure 41 shows:

Add Service

Service Mame *  Swimming

Code FoO1

Type Facility

Rate o |

(0] 4 l [ Zancel

Figure 41 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 42 shows:
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# Hotel Management System

Home Administration Help
T A\ e j A\ - e O =
= .
\} 59 & USHEEE dh - g’_; Em =2
Fieservations Foom/Bed Guestz:  Room  Hoom  Rooms/Beds | Services Staff Permissions  Settings Change
Search Center Types Rates M anagement Password
Fiesersation kM anagement Hotel b anagement Syetemn Settings
Services SEI.WC..E Mame |E0de |Typ.PT |F|ate
Swimming FOO1 Facility $10.00

Services |

Figure 42 Service List

Step 4) Go to Reservations Section

Go to Reservations section, and select a reservation, as figure 43 shows:
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# Hotel Management System

Home Administration Help
— - —_
‘_ - ‘ ‘ T B ' \ " ':::.-PIJ I
\-} 59 & Ll j*ﬁr dh [ - g?a_; Em =2 —
Feservations Foom/Bed Guestz:  Room  Hoom  Rooms/Beds  Services Staff Permissions  Settings Change
Search Center Types Rates M anagement Password
Fiesersation kM anagement Hotel b anagement Syetemn Settings
I
. - Code |Status |Guest Name| Guest Email | Guest F'honn| Check In |Eheck Cut |Adult Mo, |Ehild Mo, |Infant Mol
Book Time | This wesk = -
120224001 Mew Mary Luz  supporti@bis 123 0 20012-02-24  201202-25 1 0 1]
From Wzzn - g
Io 22226 -
Guest
Foom
Search(F5) < >
| [ 8ad | [ gde | [ pelete |
Services | Motes
[rate |Name |F|ate |Quantit_l,l |Subt0ta|
Reservations I

Figure 43 Reservation List

Step 5) Click Edit Button

Click Edit button in the reservations panel, as figure 44 shows:
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# Hotel Management System

Home Administration Help
— - —_
‘_ - ‘ ‘ T B ' \ " ':::.-PIJ I
\-} 59 & Ll j*ﬁr dh [ - g?a_; Em =2 —
Feservations Foom/Bed Guestz:  Room  Hoom  Rooms/Beds  Services Staff Permissions  Settings Change
Search Center Types Rates M anagement Password
Fiesersation kM anagement Hotel b anagement Syetemn Settings
I
. - Code |Status | Guest Name| Guest Email | Guest F'honn| Check In | Check Out |Adult Mo, |Ehild Mo, | Infant Mo,
Book Time | This wesk = .
120224000 Mew May Luz  supportisibis 123 2012-02-24 2012-02-25 1 0 i

From 2M2-2-20 -

Io 22226 -

Guest

Foom

Search(F5) < >
| B EditE | [ Delete |
Services | Motes
[rate |Name |F|ate |Quantit_l,l |Subt0ta|
Reservations I

Figure 44 Click Edit Button

Step 6) Click Add Button

Click add button in the Service Information panel, as figure 45 shows:
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Edit Reservation |X|

rCommon Infarmation
Code *

W 0
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fra]
=
=

. DIH
2
II!III

==
Figure 45 Click Add Button

Step 7) Click Service Button

Click the button after the Name EditBox in the Add Service dialog, as figure 46
shows:

Add Service

Figure 46 Click Service Button
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Step 8) Select a Service

Select a service in the Select a Service dialog, as figure 47 shows:
Select a Service

Eilker

Marme |C|:u:|e |Servi|:e T‘;.-'l:lfl Rate |
Swimming  FOO1L Fagility £10.00
b

Figure 47 Select a Service

Ok, the service information has been filled into the Add Service dialog
automatically, as figure 48 shows:

Add Service X
Name Swimming (]
Code FOO01

Type Facility

Rate $10,00

Ciuantity |1 T :|
Subtotal $10,00

o | [ concel ]

Figure 48 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 49 shows:
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rCommon Infarmation

O
BookTme  mizzasinemis v Uer usrentee O
~Room Information: rService Information: rGuest Information
CheckIn*  2012-2-24 g P = Guest hame * [
CheckOut*  2012-2-25 # o Email support@bistonesoft, com

Phone 123

25 Swimming 410,00 1 410,00

I

$0.00

Figure 49 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 50 shows:

# Hotel Management System

Home Administration Help
. - =
(&Y N\ ey A\ : f —
Y N\ & )G EEEE | - =] =
Fieservations Foom/Bed Guestz:  Room  Hoom  Rooms/Beds  Services Permissions  Settings Change
Search Center Types Rates I anggement Pazsword
Fiesersation kM anagement Hotel b anagement Syetemn Settings
Staff Management Data Staff Management [Ctrl+7)
=} #N My Hotel Mame | Phone |Dep M ahage vour staff Allowe spstern login
@ Adrninistratorsil) Admin AdmiFEtratT E=ta (1] g k31 Fe
1 Record(s)
e ) [
MNates
Staff Management |

Figure 50 Go to Staff Management System

Step 2) Click Add Button

Click Add button in the staffs panel, as figure 51 shows:
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LEX

# Hotel Management System

Home Administration Help
& 7\ & m = N o e Q X =
i N r UL | | - ) = . ==
Fieservations Foom/Bed Guestz:  Room  Hoom  Rooms/Beds  Services Staff Permissions  Settings Change
Search Center Types Rates I anagement Password
Fiesersation kM anagement Hotel b anagement Syetemn Settings
Staff Management Data
= II\ ity Hotel MName | Fhone | D epartment | Permizzion |Allow spztem login
Admin Administrators Administrators

|3 Administrators(1)

1 Record|(s]

£

Staff Management |

Figure 51 Click Add Button

Step 3) Enter All Fields

Enter all fields in the Add Staff dialog, as figure 52 shows:

Add Staff 3
Mame * Bistone Support Code BS001
Department * &driniskrators - Docupation | Suppart - E]
Phonel 123 Fhonez 458
Ernail ;suppnrt@bistnnesnft.cnm
Raole _.ﬁ.dministratnrs st

Bllaw Ehis user ko lagin our svsterr%

Figure 52 Enter All Fields

Then, click ok button, the user called ‘Bistone Support’ has been added into the
system, as figure 53 shows:
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# Hotel Management System

Home Administration Help

Reservations Room/Bed Guestz  Aoom  Room Hooms;’éeds Services Stéff

Search Center Types Rates I anagement
Fiesersation kM anagement Hotel b anagement Syetemn Settings

6 A &amB o CfAala ¥

Permissions  Settings

Change
Pagsword

Staff Management Data

=} #% iMy Hotel MName | Fhone | D epartment | Permizzion |Allow spztem login
i
IC3) Administrators(2) Admin Administrators Administrators
Bistone Suppart 123 Adrministrators Administrators I
2 Record(s)

I [ Add ] [ Edit ] [ Delete ] [Reset Password

£

Staff Management I

Figure 53 User List

Step 4) Go to Permissions Section

Go to Permissions section, as figure 54 shows:
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# Hotel Management System

Home Administration Help
(= — aa (w4
8 A amE N & # ef =
Fieservations Foom/Bed Guestz:  Room  Hoom  Rooms/Beds  Services Staff Permizsionz | Settings Change
Search Center Types Rates M anagement Pazsword
Fiesersation kM anagement Hotel b anagement Syatem Sttings
m Rolzs Permizzions [Ctrl+8)
Mame Hame | Description Setup your permissions
- Administrators
Search(F5)
|1 Record(z]
Permission I Edit Delete

Figure 54 Go To Permissions Section

Step 5) Click Add Button

Click Add button in the permissions panel, as figure 55 shows:
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# Hotel Management System

Figure 55 Click Add Button

Step 6) Enter All Fields

Enter or select all fields in the Add Role dialog, as figure 56 shows:

Home Administration Help
‘_‘T - % S— ‘______y
- ’ \ m n ’ \ B §o
\.) A% & PLLLS j‘*—ﬁF (0] (= ‘?3 ) E_a; = —
Fieservations Foom/Bed Guestz:  Room  Hoom  Rooms/Beds  Services Staff Permissionz | Settings Change
Search Center Types Rates M anagement Password
Fiesersation kM anagement Hotel b anagement Syetemn Settings
||
Mame Namlel |Descnptl0n
Administrators
Search(F5)
|1 Record(z]
Permission I Edit Delete
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Add Role

Mame * |Llser

Bl -

F EReservatiDn Managernenk
Reservations
FoomBed Search Center
=l Hokel Management:
Guesks
Room Types
Foom Rates
Fooms/Beds
Services
| |:| Syskem Settings

[] staff Management
[n ] et

Descripkion

Figure 56 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 57 shows:

Edit Staff X
Mame * Bistone Support Code BS001
Department * Adriiniskrators - Cccupation | Support - E]
Phonel 123 Fhonez 458
Ernail -suppnrt@bistnnesnft.cnm

-, =

L3]
Allawy this user ta lagin our system

[ (o] 4 ] I Zancel ]

Figure 57 Modify Role
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Ok, when you login system as Bistone Support, you can access several sections,

as figure 58 shows:

# Hotel Management System

Home Help
\;} LS &
Feservations Room/Bed Guests

Search Center
Fiesersation kM anagement

mE AN -

Foom  Foom  Rooms/Beds  Services
Types Rates
Hotel b anagement

CEX

Reservaions

| Statuz | Guest Name| Guest Email | Guest F'hon|| Check In

| Check Out | Adult Mo, | Chid Mo, | Infant Mo,

Book Time - iz
Eramn 2N 2-2-25 -

To 2012-2-25 -

Guest

Foom

:

Services | Motes

Drate

|Name |F|ate

| Quantity | Subtatal

Reservations

Figure 58 User Role Ul
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