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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:

# Bistone Hotel Management System

Home Reports Administration Languages Help
. . - =
‘- 3 - j A - % _.._--_ysf —
iy N & [inl1 iits | | ™. ‘23 ‘) E 3 e |
Reservations Room/Bed Guests | Room | Room  Rooms/Beds  Services Skaff Permissions  Settings  Change My
Search Center Types | Rates Management Password
Reservation Management L% Hotel Managerment Syskem Settings
Room Types J Rarn Typ4 Room Types h
|C0de |Max Adult Mo, |Max Child Mo, |Max Infant Mo, |Bed Twpe Can Smoking

SearchiFs)

0 Record{s)
|

Maokes

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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# Bistone Hotel Management System

Home Reports Administration Languages Help
. - —
6 A KB A C ® ——
iy N _FHTI'_ its ] | ‘23 ‘) E 3 e |
Reservations Room/Bed Guests | Room | Room  Rooms/Beds  Services Skaff Permissions  Settings  Change My
Search Center Types | Rakes Management Password
Reservation Management Hotel Managerment Syskem Settings

Room Types Raom Types

Mame |C0de |Max Adult Mo, |Max Child Mo, |Max Infant Mo, |Bed Twpe Can Smoking

0 Record{s)

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
Name * Single Room Code
Ma Sdulk Mo, (1 Bed Tvpe
Ma Child Mo, |0 Mazx InFant Mo. 0

Zan Smoking

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

Mame * Single F.oom Code
Ma Sdulk Mo, (1 Bed Type
Max Child Ma, 0 Max Infant Mo, 0

an Smoking

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 |C-:u:|e |Desu:ri|:|ti|:|n I

kY

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 X
Name * Single Bed
Code SE01
Moke Size: 39in % 75in|
[ oK 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
Mame * Single F.oom Code
Max Adult Mo, |1 Bed Type Single Bed
Max Child Ma, 0 Max Infant Mo, 0

an Smoking

] [ 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

Then, You can find the following dialog, you can click its OK button to setup the
RACK rate of your room type:

Bistone Hotel Management System

Do you want to setup the RACK rate
of this room type now?

(1] 4 | [ Cancel

Figure 10 Setup RACK Rate Now

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

Edit Rate Plan

Beqin Date  |2012-09-04 End Date  |[2013-09-04 -
Sunday Monday Tuesday  ‘Wednesday Thursday  Eriday Saturday
|| |

o4 l [ Cancel ]

Figure 11 Edit Rate Plan Dialog

You can enter the Rack Rate of your room type, as the following figure shows:
Edit Rate Plan
Beqin Date  |2012-09-04 End Date  |[2013-09-04 -

Sunday Monday Tuesday  ‘Wednesday Thursday  Eriday Saturday

Rate * |1|:n:|| |

o4 l [ Cancel ]

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

8
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can find it in the room type list, as figure 13 shows:

# Bistone Hotel Management System

Home Reports Administration Languages Help

8 A &mBE N & B ¥ =
Room Skaff Permissions  Settings  Change My

Guests Room  Rooms/Beds  Services
Types | Rakes Management Password
Hotel Managerment Syskem Settings

Reservations Room/Bed
Search Center

Reservation Management
|Can Smoking

Room Types Room Types
Mame |C0de |Max Adult Mo, |Max Child Mo, |Max Infant Mo, |Bed Twpe
1} Single Bed

Room Types
Single Room SROL 1 0

N

1 Record(s)

| (e ) [ ] [ oses

|

Figure 13 Room Type List

Room Types

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:

# Bistone Hotel Management System

Home Reports Administration Languages Help
. - —
-~y ey & T pj*-ﬂF | | |~ 81_, = e ==
Reservations Room/Bed Guests  Foom | Room | Rooms/Beds  Services Skaff Permissions  Settings  Change My
Search Center Types | Rafes Management Password
Reservation Management Hotellﬂ@nagement Syskem Settings
Room Rates Rate Plan | Room Rates (Ctrl+4) h
dh o om Sunday | IMonday: | Tuesday | Wednesday | Thursday | Friday | Saturday

=} ™ single Room
= RackRate

Room Rates |

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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# Bistone Hotel Management System

Home Reports Administration Languages Help
. - —
£ A & m A % cd =
Y ey _'|TT|1 HHE | - & ‘) E j =
Reservations Room/Bed Guests  FRoom | Room | Rooms/Beds  Services Skaff Permissions  Settings  Change My
Search Center Types | Rakes Management Password
Reservation Management Hotel Managerment Syskem Settings

Room Rates Rate Plan
g Sunday | IMonday: | Tuesday | Wednesday | Thursday | Friday | Saturday

Add Room Rate Description
Edit Foom Rate De%ption

Delete Room Rate Descripkion

Room Rates |

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 Mame * B4R Rate

Room Type * | Single Rioom

eree  CE—]
[+] &ailable

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

11
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called ‘Rack Rate’, as figure 17 shows:

# Bistone Hotel Management System

Home Reports Administration Languages Help
\L’? i & P EF i (= ‘?3 5 E
Reservations Room/Bed Guests  FRoom | Room | Rooms/Beds  Services Skaff Permissions  Settings  Change My
Search Center Types | Rakes Management Password
Reservation Management Hotel Managerment Syskem Settings

Room Rates Rate Plan

ch _// fo Sunday | Monday: | Tuesday | Wednesday | Thursday | Friday | Saturday 2~
04-09-201z 05-09-z012 0&5-09-2012 07-09-z012 05-09-z01z  —

=} ™ single Room
= RackRate

—
i |BF\R Ri ate 09-09-2012 10-09-z01% 11-09-2012 12-09-2012 13-09-2012 14-09-201% 15-09-2012

16-09-2012 17-09-z01% 18-09-2012 19-09-2012 20-09-2012 21-09-2012 FE09-2012
23-09-2012 24-03-2012 Z5-09-2012 26-09-2012 27-09-2012 25-09-2012 Z29-09-2012
30-09-2012 01-10-2012 0z2-10-2012 03-10-2012 04-10-2012 05-10-2012 06-10-2012
07-10-2012 03-10-2012 09-10-2012 10-10-2012 11-10-2012 12-10-2012 13-10-2012

14-10-2012 15-10-z012 1e-10-z012 17-10-2012 15-10-2012 19-10-z012 20-10-z012

Room Rates I Edit Rate

Figure 17 Select a room rate

Step 5) Click Edit Rate Button

Click Edit Rate button in the Rate Plan panel, as figure 18 shows:

12
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# Bistone Hotel Management System _||'E|[g|
Home Reports Administration Languages Help
. - —

< & m S =

Y ’:{ T [ li\ = .2)_} ES = —_
Reservations Room/Bed Guests  FRoom | Room | Rooms/Beds  Services Skaff Permissions  Settings  Change My
Search Center Types | Rakes Management Password

Reservation Management Hotel Managerment Syskem Settings

Room Rates Rate Plan
ch / = Sunday | Monday: | Tuesday | Wednesday | Thursday | Friday | Saturday e

04-09-2012 05-09-2012 06-03-2012 07-03-2012 OF-09-2012

=} ™ single Room
= RackRate

09-09-2012 10-09-z01% 11-09-2012 12-09-2012 13-09-2012 14-09-201% 15-09-2012

16-09-2012 17-09-z01% 18-09-2012 19-09-2012 20-09-2012 21-09-2012 FE09-2012

23-09-2012 24-03-2012 Z5-09-2012 26-09-2012 27-09-2012 25-09-2012 Z29-09-2012

30-09-2012 01-10-2012 0z2-10-2012 03-10-2012 04-10-2012 05-10-2012 06-10-2012

07-10-2012 03-10-2012 09-10-2012 10-10-2012 11-10-2012 12-10-2012 13-10-2012

14-10-2012 15-10-z012 1e-10-z012 17-10-2012 15-10-2012 19-10-z012 20-10-z012

Room Rates | | Edit Rate |
- |

Figure 18 Click Edit Rate Button

Step 6) Enter All Fields

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

Edit Rate Plan

Beqin Date  |201z-09-04 EndDate  |[2012-11-03
Sunday Monday: Tuesday  ‘Wednesday Thursday — Eriday Saturday

Rate * B

o] 4 l [ Zancel

Figure 19 Enter All Fields

From Begin Date to End Date, every Sunday, Monday, Tuesday,
Wednesday, Thursday, Friday, Saturday, this room rate is $95.

Of course, if you want to set up the room rate of every weekend, you can set up
it as figure 20 shows:

13
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Edit Rate Plan

Beqin Date  |2012-09-04 End Date  |[2012-11-03

Sunday Monday Tuesday  ‘Wednesday Thursday  Eriday Saturday

Ll Ll Ll v

l119]

Figure 20 Every Weekend Rate

Look, you can see all rates of this rack rate in the rate plan panel, as figure 21
shows:

S[(=1[Ed

# Bistone Hotel Management System

Home Reports Administration Languages Help
-, - =
(&Y Py & T A :'J [ ~ 4
-~ s _F lT_ | - t;_I ‘) =] e | S
Reservations Room/Bed Guests  FRoom | Room | Rooms/Beds  Services Skaff Permissions  Settings  Change My

Search Center Types | Rakes Management Password
Reservation Management Hotel Managerment Syskem Settings
Rate Plan

Sunday | Monday: | Tuesday | Wednesday | Thursday | Friday | Saturday -

Room Rates

ap S =
5 M Single Room 04-09-2012 05-09-2012 06-09-2012 07-09-2012 08-09-2012
=7 RackRate $95.00 $95.00 $95.00 $95.00 $119.00

09-09-2012 10-09-2012 11-09-2012 12-09-2012 13-09-2012 14-09-2012 15-09-2012

$119.00 $95.00 $95.00 $95.00 $95.00 $95.00 $119.00
16-09-2012  17-09-2012  18-09-2012 19-09-2012 20-09-2012  21-09-2012 22-09-2012
$119.00 $95.00 $95.00 $95.00 $95.00 $95.00 $119.00
23-00-2012  74-09-2012 25-09-2012 26-09-2012 27-00-2012  28-09-2012  29-09-2012
$119.00 $95.00 $95.00 $95.00 $95.00 $95.00 $119.00
30-00-2012  01-10-2012  02-10-2012  03-10-2012 04-10-2012  05-10-2012  06-10-2012
$119.00 $95.00 $95.00 $95.00 $95.00 $95.00 $119.00
07-10-2012  08-10-2012 09-10-2012  10-10-2012 11-10-2012  12-10-2012  13-10-2012
$119.00 $95.00 $95.00 $95.00 $95.00 $95.00 $119.00
14-10-2012  15-10-2012 16-10-2012 17-10-2012  18-10-2012  19-10-2012  20-10-2012

$119.00 $95.00 $95.00 $95.00 $95.00 $95.00 $119.00 2

| Edit Rate

Room Rates |

Figure 21 All Rates in Rate Plan Panel

14
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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:

# Bistone Hotel Management System

Home Reports Administration Languages Help
. - —
6 A anBliNc 2 y
- =y _TlmT_ ‘-HF r 1 | & i .E 3 e |
Reservations Room/Bed Guests  Foom  Room | Rooms/Beds || Services Skaff Permissions  Settings  Change My
Search Center Types  Rakes Management Password
Reservation Management Hotel Managemmerk Syskem Settings
RoomiBed Raom/Bed | Rooms;Beds (Ctrl+5) h
Room(Bed l:l Mame |C0de |R00m Mo. |Room Type |Max Adult N0|Max Child Mo |Max InfFant N|Bed Type Can Smoking

0 Record{s)

]H[

Maokes

Room,/Bed

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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# Bistone Hotel Management System

Home Reports Administration Languages Help
. - —
6 A &mBlAlC & ——
iy N _'|'|T|T|'_ its ] | ‘23 ‘) E 3 e |
Reservations Room/Bed Guests  Foom  Room | Rooms/Beds | Services Skaff Permissions  Settings  Change My
Search Center Types  Rakes Management Password
Reservation Management Hotel Managerment Syskem Settings
RoomiBed Raom{Bed
Room(Bed Mame |C0de |R00m Mo. Room Tvpe |Max Adult N0|Max Child Mo |Max InfFant N|Bed Type Can Smoking

0 Record{s)
=
A

Maokes

Room,/Bed

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:

Name * Code
Roorm Mo, Room Type * [Sin(E
Mae: Adult Ma, Bed Type Single Bed

Ma Child Ma, Max Infant Mo, 0

Zan smoking

] [ Zancel

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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Add Room
Mame * Code

Room Mo, Room Type * || :d Foam

Max Adult Mo. 1 Bed Tvpe

Mae Child Ma, Max Infant Mo, 0

Zan Smoking

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

Home Reports Administration Languages Help
. - —
‘ & Py X % L .._--_;I.J S
8 QA &mBENJE f H O =
Reservations Room/Bed Guests  Foom  Room | Rooms/Beds | Services Skaff Permissions  Settings  Change My
Search Center Types  Rakes Management Password
Reservation Management Hotel Managerment Syskem Settings

RoomiBed Raom{Bed

Room(Bed Mame |C0de |R00m Mo. |Room Type |Max Adult N|Max Child N|| IMax Infant I|Bed Type |Can Srnoking

- 100z-1 1o0z1 1o0z Bed of 6Bed Room 1 u] 0 O

SearchiF5) 1001 R1001 1001 Single Room 1 i] 0 Single Bed
106z-2 1o0zz 106z Bied of 6Bed Room 1 1] a O
1002-3 10023 100z Bed of 6Bed Room 1 1] 1] O
1002-4 10024 100z Bed of 6Bed Room 1 1] 0 O
1002-5 10026 100z Bed of 6Bed Room 1 u] 1] O
1002-6 10026 1002 Bed of 6Bed Room 1 ] 0 [ |
L
7 Record{s)
| [ add. | [ Ede. | [ opelete |
[ metes |
Room,/Bed |

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.
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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 27 shows:

# Bistone Hotel Management System

Home Reports Administration Languages Help
. - —
6 ABnE A C & B F -
iy N | | _FW_ iits | | ™. ‘23_, E 3 e |
Reservations Room/Bed Guests | Room  Room  Rooms/Beds  Services Skaff Permissions  Settings  Change My
Search Center [~ | Types PRates IManagement Password
Reservation Management i Hotel Managerment Syskem Settings
Name Mame |Gender |C0de |Email Dear |Ph0nel |Ph0n32 |Identifier |Guest Type
Email
Fhone

0 Record{s)
|
Maokes

Guests

Figure 27 Go To Guests Section

Step 2) Click Add Button

Click Add button in the guests panel, as figure 28 shows:
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# Bistone Hotel Management System

Home Reports Administration Languages Help
=R A ¥

Reservations Room/Bed Guests | Room  Room  Rooms/Beds  Services Skaff Permissions  Settings  Change My
Search Center Types  Rakes Management Password

Reservation Management Hotel Managerment Syskem Settings

Guests Data

E | Gender | Code |Email | Dear |Phone1 | Phonez |Identifier | Guest Type
woe [ | =

R —
<Mo data to display >
SearchiF3)

i"ii“ | Edit... !

Figure 28 Click Add button

Step 3) Enter All Fields

Add Guest

Name * Marry Lus Mermber Cods 2012001

Dear |Marry Lus Email suppnrt@bistunesuft.cnm|

Gender |Female Phonel |123 |

Identifier 42070419 Phonez 456 |

P-ddfeSS |Internati-:unal Building | Ge,ﬁditf—:‘u‘dTgpe |'.,-'15,|:|. E L:]

430012346789 |

verylis |

Zancel
—_—

19
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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:

# Bistone Hotel Management System

Home Reports Administration Languages Help
. - —
£ Py ey j A . ha o
\} LN & T [ L h] { R 83_, E. =2 S
Reservations Room/Bed Guests | Room  Room  Rooms/Beds  Services Skaff Permissions  Settings  Change My
Search Center Types  Rakes Management Password
Reservation Management Hotel Managerment Syskem Settings
-
Name Mame |Gender |C0de |Email |Dear |Ph0nel |Ph0n32 |Identifier |Guest Type
- Marry Lus Female 2012001 supporb@bist Marry Lus ¢ 123 456 42070419  Personal
Email
Fhone

1 Record(s)
| [ add. | [ Edt.. | [ Delete
Maokes

Guests |

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:

# Bistone Hotel Management System

Home Reports Administration Languages Help

Sl A S&mB AN O H OH

b~

Reservations RoomBed Guests  Foom  Room  Rooms/Beds  Services Skaff Permissions Change My
Search Center Types  Rakes Management Password
Resefwation Management Hotel Managerment Syskem Settings
l Reservations {Ctrl+1) i
. Code |Status |Guest Name|Guest Email |Guest PhonE|Check In |Check Ouk |Adult Mo, |Child Mo, |InFant T
Book Time + | Today -
Erorm 2012-09-06 -
To 2012-09-06 |=
Guest
Rooarm
0 Record(s,
SearchiFs) < >

Services | Payments | Mokes

Dake | Mame Rake | Quankity

| Subkotal

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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# Bistone Hotel Management System

Home Reports Administration Languages Help

&

Reservations

Services Skaff Permissions

Management

Room/Bed Guests  Foom  Room  Rooms/Beds
Search Center Types  Rakes

Reservation Management Hotel Managerment Syskem Settings

A S&mE AN & f# H &

Settings

Change My
Password

Roservions [

. Code |Status |Guest Name|Guest Email |Guest PhonE|Check In |Check Ouk |Adult Mo, |Child Mo, |InFant T
Book Time + | Today -
Erorm 2012-09-06 -
To 2012-09-06 |=
Guest
Rooarm
0 Record(s,
SearchiFs) < | >
; ; ; ; . it
I Add Edit Delete Print Invoice Prink Receipt ﬁ
¥ e
Services | Payments | Mokes
Date | Iame Rate | Quankity |Subt0tal

Reservations

Figure 32 Click Add Button

Step 3) Click Room Button

Click the button after the Room EditBox, as figure 33 shows:
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Add Reservation

X

rCommon Infarmation

s 8
Book Time 2012-09-06 11:11:51  |w Lser Guarantes Q
rRoom Information riEuest Infarmation rBilling Addre:

heckn®  izosos % || GuesNames [ A
checkows ooy | Es | ey [
st S e T E—
crte sy R
o Requirement o

B R

| Room*

I

I

m&

<No data to display >

=Mo data to display =

e

Step 4) Select A Room

Figure 33 Click Room Button

=Mao data ko display =

Select a room in the ‘Select a room’ dialog, as figure 34 shows:

23
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Select a room

3

—Search
Check In 2012-09-06 v Checkout 2012-09-07 =
Adult Mo, 1 = Child Ne. 0 =
Raam Rate | 06-09-2012
1002-1 RackRate  $60.00
1001 BARRate  $95.00
1001 RackRate . $100,00
1002-2 Rack Rate "% $60,00
10023 RackRate  $60.00
1002-4  RackRate  $60.00
10025 RackRate  $60.00
1002-6  RackRate  $60.00
|18 Record(s,

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

®

rCommon Information

Code * 120006001 Status * Hew = Source = (]

BookTime  [2012-09-06 1111151 |+ User adrin Guarantee + [
rRoom Information rauest Information rBilling Addre:

Check In* 2012-09-06 - Guest Name * E] Address

Check Out*  [2012-09-07 - Email Ciky

Adult Mo, i1 — Phone State

Child Mo, i} — Special Counkry

T Requirermnent
Infank Mo, ] - Post Code
Room * 1001 ..}
rPayment Information raervice Information

Date |Rate of AddPayment = op Add Service =

2012-09-06 $100.00 Time: |Pay Type | Total | Details Date  |Mame |Rate |oty | Subtatal
Room Total $100,00 Discount $0.00 Total $100,00
Service Total 1$0.00 Tax - | E] Paid $0.00
Het Total - $100,00 Tax Total 40,00 Balance $100.00

Figure 35 Fill Room Details
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Step 5) Click Guest Button

Click the button after the Guest Name EditBox, as figure 36 shows:
X

Add Reservation

rCommon Information

Code * 120906001 Status * Source E]
BockTime  2012-09-06 11:1151 v User Cloeits (]
rRoom Information rauest Information rBilling Addre:
checkout* R T 1L E—
sate, I e B | —
child Na. 0 — Special Country |:|
Requirement o
e, = ok
Gt e <

| Room * {1001 L]
T

12012-09-06 £100,00

=No data to display = <Mo 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:
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Select a guest

—Search

Marme:

Ermnail Cancel

Ehl:lrle Eeset

Mame |Gender |C|:u:|e |Email |Dear |F‘h|:|ne 1 |F
Marry Lus ~ Female 2012001 | support@bis Marey Lus 123 4

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 |X|

rCommon Infarmation

Code * 120906001 Status * Mew - Source - E]
Book Time 2012-09-06 1111151 |w User Guarantee =[]

rRoom Information —Guest Information rBilling Addre:

Check In* igmz-og-us % Guest Name * Address International Building |
Check Out*  [2012-03-07 = Email support@bistonesaft, com City = |

Adult Mo, 1 — Phone 123 State
Child Ma. ] [— Special Country s
Q Requiremnent I

Infant Na. o — Post Code 10010
Room * 1'1001 T T
- Q rPayment Information raervice Information

[pate Rate 1| | & addpayment = || b addservice =
2012-09-06 $100.00 [ R — bl Date  |Mame |Rate  |Oh

=Mo data ko display = =M data to display =

Figure 38 Fill Guest Information
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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 * 120906001 Status * 5 Source -
EBaok Time 2012-09-06 11:11:51 ﬁ User Guarantee @ E]
rRoom Information rauest Information rEilling Addre:
Check In * 2012-09-06 ﬁ Guest Name * Address International Building
Check Out *  7012-09-07 @ Email support@bistonesaft. com City
Child Mo 0 —] Special Counkry
Requirement | N
Infant Mo, 0 - Post: Code 10010
Room * 1001 [
|Rate i
$100.00

=Mo data bo display = =Mo data to display =

[ o [ o |
[ > N o |

Step 2) Click add button in the Tax Ratio dialog

Tax Ratio

Tax Mame |Tax F.atio

Add Tax Ratio

Close

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

|DeFauII: Tax

5.50%

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

Add Reservation |X|

rCommon Infarmation

W wwe 0

Book Time: 2012-09-06 11:11:51  [» User Guarantes = [
rRoom Information rauest Information rBilling Addre:

Check In* 2012-09-06 ﬁ Guest Name * B Address International Building

Check Out*  2012-09-07 > Email support@bistonesaft,com ity

Adult Mo, 1 — Phone 123 State

Child Ma, 0 — Special Cournkry s

Requiremnent _ _
Infank Mo, n — Post Code 10010

i

Ll e e
|Rate || | aF AddPayment = =
$100.00 Time Pay Type. :

=Mo data ko display = =M 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:

28



PBISTONESOFT

Hotel Management Expert

# Bistone Hotel Management System _||E|[g|
Home Reports Administration Languages Help
— - =
& A BmS A O B T
i N _'|'|T|T|'_ its ] | ‘23 ‘) E 3 e | (===
Reservations Room/Bed Guests  Foom  Room  Rooms/Beds  Services Skaff Permissions  Settings  Change My
Search Center Types  Rakes Management Password
Reservation Management Hotel Managerment Syskem Settings
Reservations Data
. Code |Status |Guest Name|Guest Email |Guest PhonE|CheckIn |Check0ut |Adult Mo, |Child Mo, |InFantN
Book Time + | Today - -
120906001 Mew Marry Lus  support@bis 123 2012-09-06 2012-09-07 1 a a
Erom 2012-09-06 = L%
To 2012-09-06 |=
Guest
Rooarm
1 Recard(s;
SearchiFs) < I >

| [ aad | [ Edt | | pelete | [ Printinvoice | [ prink Receipt |
~
Services | Payments | Mokes
Date | Iame Rate | Quankity |Subt0tal

Reservations I

Figure 40 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 41 shows:
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# Bistone Hotel Management System

Home: Reports Administration Languages Help
S m = AN > e .
~ {:} &i 0L dh | T s | E_},
Reservations Room/Bed Guests  Room  Room  Rooms/Beds  Services Staff Permissions  Settings  Change My
Search Center Types Rates Management Password
Reservation Management Hotel Management System Settings
oom Search Center Q]

: 2012-09-03 2012-09-04 2012-09-05 2012-09-06 2012-09-07 2012-09-05 2012-09-09
Beriod This week (= Room/Bed Mon Tue Wed Thu Fri Sak Sun
Erom 201z-08-03  |= Marry Lus

1001 Mew
In 2012-09-09 = | [}g
Guest 1002-1

1002-2
1002-3
1002-4
1002-5

1002-6

Room Search Center |

Figure 41 Room/Bed Search Center

30



PBISTONESOFT

Hotel Management Expert

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:

# Bistone Hotel Management System

Home Reports Administration Languages Help
. - —
£ A S m A | A B o o
iy N _Tl TIT|'_ iits 1 | ‘23 ‘) E 3 |
Reservations Room/Bed Guests  Foom  Room  Rooms/Beds | Services Skaff Permissions  Settings  Change My
Search Center Types  Rakes I Management Password
Reservation Management Hotel Managerment by System Settings
m Services | Services (Ctrl+6) h
Service M Cod T R.ak
Services ervice Mame | Code [ Tvpe |Rate
SearchiFs)

|U Record{s)

|
Maokes

Services |

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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# Bistone Hotel Management System g@
Home Reports Administration Languages Help
. - —
6 A SBnB A & A T -
Y ey _'|TT|1 its | | & ‘) E j =
Reservations Room/Bed Guests  Foom  Room  Rooms/Beds | Services Skaff Permissions  Settings  Change My
Search Center Types  Rakes Management Password
Reservation Management Hotel Managerment Syskem Settings

Service Mame Code Type Rate
sorvs [ ' . '

|U Record{s)

add.,
[ L=

Maokes

Services

Figure 43 Click Add Button

Step 3) Enter All Fields

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

Add Service

Service Name * Swirnming

Code Foo1

Type Facility

Rate

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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# Bistone Hotel Management System

Home Reports Administration Languages Help
. - —
‘__ o= \ % ,)f —
8 A &mE N Sy B B O
Reservations Room/Bed Guests  Foom  Room  Rooms/Beds | Services Skaff Permissions  Settings  Change My
Search Center Types  Rakes Management Password
Reservation Management Hotel Managerment Syskem Settings
Services Service Marme |C0de |Type |Rate
Swimming [F) Farility . $10.00

| 1 Record(s) |

Services |

Figure 45 Service List

Step 4) Go to Reservations Section

Go to Reservations section, and select a reservation, as figure 46 shows:
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# Bistone Hotel Management System

Home Reports Administration Languages Help
A Py o QJ
S A &S mE AN P B ¥ w
-~ | &Y = [ | L ]
Reservations Room/Bed Guests  Foom  Room  Rooms/Beds  Services Skaff Change My
Search Center Types  Rakes Management Password
Reservation Management Hotel Managerment
Reservations Data
. Code |Status |Guest Name|Guest Email |Guest PhonE|CheckIn |Check0ut |Adult Mo, |Child Mo, |InFantN
Book Time + | Today - -
120906001 Mew Marry Lus  support@bis 123, 2012-09-06 2012-09-07 1 a a
Erom 2012-09-06 = I"S
To 2012-09-06 |=
Guest
Rooarm
1 Recard(s;
SearchiFs) < I >
; - - - - it
I [ Add ] [ Edit ] [ Delete ] [Prlnt Invoice ] [Prlnt Receipt ] g
2
Services | Payments | Mokes
Date | Iame Rate | Subkotal
Reservations I

Figure 46 Reservation List

Step 5) Click Edit Button

Click Edit button in the reservations panel, as figure 47 shows:
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# Bistone Hotel Management System

Home Reports Administration Languages Help
‘-h.\ A = j A - %
\...7 oY & T [ | { R & 2
Reservations Room/Bed Guests  Foom  Room  Rooms/Beds  Services Skaff
Search Center Types  Rakes Management

Reservation Management Hotel Managerment

Permissions

Syskem Settings

Change My
Password

Roservions [

. Code |Status |Guest Name|Guest Email |Guest PhonE|Check In |Check Ouk |Adult Mo, |Child Mo, |InFant T
Book Time + | Today - :
120906001 Mew Marry Lus  supporti@bis 123 2012-09-06 2012-09-07 1 a a
Erorm 2012-09-06 -
To 2012-09-06 |=
Guest
Rooarm
1 Recard(s;
SearchiFs) < I >

|[ﬂdd]|

Edit I [ Delete ] [ Print Invoice ] [Print Receipt ]

£

Services | Payments | Mokes

Dake | Mame Rake

| Quankity

| Subkotal

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 |§|
rCommon Information
®
Book Time 2012-09-06 11:11:51 Lser Guarantes - E]
rRoom Information rauest Information rBilling Addre:
Check In* 2012-09-06 ﬁ Guest Name * B Address International Building
Check Out*  2012-09-07 > Email supporti@bistonesoft,com City
ko, | ERRIE
Child Mo. i —| Special Country
Requirement ) -
Infank No. n — Post Code 10010
| Room * {1001 m

=Mo data ko display = <Moo data to display >

$0.00

Default Tax(5.50%)  w !J Paid
Cancel |

—_

Figure 48 Click Add Service Button

Step 7) Click Service Button

Click the button after the Name EditBox in the Add Service dialog, as figure 49
shows:

Add Service

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:
Select a Service

Eilker

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

Figure 50 Select a Service

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

Add Service X
MName * Swimming
Code FOO1

Twpe Facility

Rate $10.00

Cuaankiby 1 =
Subkotal $10.00

(0] 4 ] [ Cancel

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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Edit Reservation |X|

rCommon Infarmation

Code * 120906001 Status * Confirmed - Source [
Book Time 2012-09-06 11:11:51  |w Lser Guarantes Q

rRoom Information riEuest Infarmation rBilling Addre:

Checkln® Guesthome* tarylis [ | | Addess
Check out * e ay
s toe 123 e

child Mo, Special Country 5

Requirement o
Post Cade.

$100.00

=Mo data to display =

Default Tawxi(5,50%,

S.50%) =
[ o | [ ceneel |

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:

# Bistone Hotel Management System

Home Reports Administration Languages Help
Y e w— & s
\‘;/ ,:Q & _Tl 1TI'|'_ H 'I\I | (:—71_ “om .Q_. ) N
Reservations Room/Bed Guests  Foom  Room  Rooms/Beds  Services Skaff Permissions  Settings  Change My
Search Center Types  Rakes M%agement Password
Syskem Settings

Reservation Management Hotel Managerment

Staff Management Data Staff Management {Ctel+7)
Mame | Phane |Depart] FEmE—— Mariage your staff

| admin Adminis -

1 Record(s)
W= ) =

£¥3

Staff Management I

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 _||'E|rg|
Home Reports Administration Languages Help
. - —
O QA &mE N E RSy H ¥ =
Reservations Room/Bed Guests  Foom  Room  Rooms/Beds  Services Skaff Permissions  Settings  Change My
Search Center Types  Rakes Management Password
Reservation Management Hotel Managerment Syskem Settings

Staff Management Data
= I.\ Bistone Hotel

|3 Administratars(1} Adrnin Adrriniskrators Administrators

Mame |Ph0ne |Department |Permissi0n |.°.Ilow sysbem login

1 Record(s)
e ] =

A :\b 5
Mates

Staff Management I

Figure 54 Click Add Button

Step 3) Enter All Fields

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

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

Billow this user o login into swstem:

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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# Bistone Hotel Management System

Home Reports Administration Languages Help
. - —
(& N\ e j A\ - ??; %
\} LN & T [ L h] | S e’ EA = —
Reservations Room/Bed Guests  Foom  Room  Rooms/Beds  Services Skaff Permissions  Settings  Change My
Search Center Types  Rakes Management Password
Reservation Management Hotel Managerment Syskem Settings
Staff Management Data
= II\ Mame |Ph0ne |Department |Permissi0n |.°.Ilow sysbem login
""" Admin Administrators Administrators
EBistone Support 123 Adrministrators Administrators I

2 Record(s)

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

£¥3

Staff Management I

Figure 56 User List

Step 4) Go to Permissions Section

Go to Permissions section, as figure 57 shows:
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# Bistone Hotel Management System

Home: Reports Administration Languages Help
£ = A = % | =
< n & m BN e 2 2, 3
Reservations Room|Bed Guests  Room  Room  RoomsfBeds  Services Skaff Per[?éssions Settings  Change My
Search Cenker Types Rates Management Password

Reseryvation Managermenk Hotel Management Syskem Settings

Permissions Roles Permissions (Ctel+8)
Mame I:I T |pes| == = Setup your permissions
Administrators
SearchiF5)

| 1 Recordis)

Permissions I Edit Delste

Figure 57 Go To Permissions Section

Step 5) Click Add Button

Click Add button in the permissions panel, as figure 58 shows:
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# Bistone Hotel Management System

Home: Reports Administration Languages Help
"‘7 - % — \______y
- ’ X ’ \ ¥ o L. -
\} %4 & PR j‘*-HF AR S &, EHa 4
Reservations Room|Bed Guests  Room  Room  RoomsfBeds  Services Skaff Permissions | Settings  Change My
Search Cenker Types Rates Management Password

Reseryvation Managermenk

Permissions Rales
Administrators
SearchiF5)

Hotel Management Syskem Settings

| 1 Recordis)

Permissions I Edit Delste

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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Add Role

Name * |Llser

el (%)

F Reservation Management
iew Reservations
Add Reservation
Edit Reservation |
Delete Reservation
Print Invoice
Print Receipk
Edit Reservation Notes
Wiew RoomBed Search Center

= [#] Hotel Management
Yiew Guests

Lol add it

Descripkion

(] Cancel

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 X
Name * Bistone Support Code BS001
Department * |sdministrators = Occupation  Support v |[..]
Phonel 123 Fhonez 458
Ernail -suppnrt@bistnnesnft.cnm

- =&

u
Allows this user to login inta system

[ (o] 4 ] I Zancel ]

Figure 60 Modify Role
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Ok, when you login system as Bistone Support, you can access several sections,

as figure 61 shows:

# Bistone Hotel Management System

Home Languages Help
= =
Sl A &mB AN
~— [ 59 == | e
Reservations Room/Bed Guests  Foom  Room  Rooms/Beds  Services
Search Center Types  Rakes
Reservation Management Hotel Managerment
Reservations Data
Bk Ti Code |Status |Guest Name|Guest EmaiI|Guest PhonE|CheckIn |Check0ut |Adult Mo, |ChiIdN0. |InFantN
ook Time
- 120906001 Confirmed  Marry Lus — support@bis 123 2012-09-06 2012-09-07 1 1} i}
Erorm 2012-09-06 -
To 2012-09-06 |=
Guest
Rooarm

1 Record(s;

| [ aad | [ Edt | | pelete | [ Printinvoice | [ prink Receipt |

£

Services | Payments | Mokes
Date | Iame | Rate | Quankity | Subkotal
2012-09-06 11:40:16 Swirnming $10.00 1 $10.00

Reservations Total = $10.00 ]

Figure 61 User Role Ul
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