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管理员 
ADMIN 



启用/禁用管理员用户 
Activate/Suspend admin user 

设置官方密码  
Set officer password 

删除管理员用户 
Delete admin user 

编辑管理员用户 
Edit admin user 

创建新管理员用户 
Create new admin user  

   Based on user license 
Note: Standard 1 user license =  4 users 
            Master admin can login anytime, other user cannot login at the same time 

重设密码 
Email to reset password 

筛选管理员用户的状态 
Filter admin user status 

ADMIN LISTING  管理员列表 

根据我们的用户许可证 
注明: 标准的每一个用户许可证 = 4个用户 
       主管理员可以随时登录，在此同时其他用户不能登录 



设置 
SETTINGS 



LOGO 商标 

点击“Submit”以保存资料 
Click “Submit” to save  

3 

选择商标位子 
Select logo position  

1 

点击“Browse”以便选择你文件夹里的商标图像 
Click “Browse” to select logo from your folder   

2 



THEME 主题 

点击“Submit”以便保存 
Click “Submit” to save 

2 

选择网站的主题颜色 
Select site theme color 

1 



BILL HEADER 账单标题 

点击“Submit”以便保存资料 
Click “Submit” to save 

4 

点击“Browse”以便选择文件夹里的账单标题图像  
Click “Browse” to select bill header from your folder 

3 

启用/禁止 顾客签名 
Enable/Disable guest signature 

2 

单据页脚信息 
Invoice footer message 

1 



BANNER 横幅 

删除横幅 
Delete banner 

编辑横幅 
Edit banner 

创建新横幅广告 
Create new banner 

显示在首页 
Show in front page 



SITE CONTENT 网站内容 
在此更新网站内容 
Update site content here 

1 

点击“Submit”以便储存 
Click “Submit” to save 

2 



删除图库 
Delete gallery 

编辑图库 
Edit gallery 

Create new gallery 
创建新图库 

GALLERY 图库 

点击“Manage Photo” 
Click “Manage Photo” 

1 



删除图片 
Delete photo 

点击“Choose File”以便从你的文件夹里选择图像  
Click “Choose File” to select photo from your folder 

3 

输入标题1 & 标题2 （自选的） 
Enter Title 1 & Title 2 (optional) 

2 

点击“Add”以便保存 
Click “Add” to save 

4 



创造新的问与答 
Create new FAQ 

删除问与答 
Delete FAQ 

编辑问与答 
Edit FAQ 

FAQ 问与答  



删除促销与消息 
Delete  

promotion & news 

编辑促销与消息 
Edit  

promotion & news 

创建新促销与消息 
Create new 

 promotion & news 

PROMOTION & NEWS 促销&消息 



GENERAL SETTINGS 一般设置 

点击复选框以便开启网站正在维修功能 
Check box to enable site under maintenance 

1 

2 在此更新旅店设置之后点击
“Submit”以便保存资料 
Update hotel general settings here 

and click “Submit” to save 



PAYMENT SETTINGS 付款设置 

1 在此更新付款详情之后点击
“Submit”以便储存资料 

Update payment details here and click 
“Submit” to save 



创建新的房间类型 
Create new room type 

ROOM SETTINGS  房间设置 

启用/禁用 房间 
Activate/Suspend room 

删除房间类型 
Delete room type 

编辑房间类型 
Edit room type 

显示房间类型的 线上/离线 
Show room type online/offline 

更新房间价钱 
Update room price 

经营房间编号 
Manage room number 



在此更新房间详情 
Update room details here 

1 



更新提供给第三方的房间价钱 
Update room price for third party 

2 



更新房间描述 
Update room description 

3 



更新房间图片库 
Update room gallery 

4 



MANAGE SEASON DATE 经营季节日期 

公共假期 
Public Holiday 

学校假期 
School Holiday 

促销 
Promotion 



启用/禁用第三方 
Activate/Suspend third 

party  

删除第三方 
Delete  

third party 

编辑第三方 
Edit  

third party 

创建新的第三方 
Create new third party 

筛选第三方状态 
Filter third party status 

THIRD PARTY  第三方 

更新第三方的房间
价钱 

Update third party 
room price 



删除附加选项 
Delete add-on 

编辑附加选项 
Edit add-on 

启用/禁用 附加选项 
Activate/Suspend add-on 

ADD – ON  附加选项 

创建新的附加选项 
Create new add-on 



房间预订 
ROOM MASTER BOOKING 



家政服务 
Housekeeping 

未付款的预订 
Booking without 
payment  

之后付款的预订
- 第三方/ 信用发
票 
Booking pay later – 
Thirdparty / Credit 
Invoice 

条件不好的房间 
Room in bad 
condition 

预约的房间 
Room reserved 

付款的预订 
Booking with 
payment 

登记后的房客  
Customer check-in 

即将退房的房客 
Customer check-out  

    Add-on Feature 
Note: Some features are available on selected plans / versions 

ROOM MASTER BOOKING 房间预订 

附加选项功能 
注明: 有些功能是在选择的计划/版本可得到 



房客 
GUEST  



创建新房客 
Create new guest 

删除房客资料 
Delete guest  

profile  

编辑房客资料 
Edit guest profile 

启用/禁用房客 
Activate/Suspend guest 

黑名单的房客 
Block listed 

guest 

GUEST LISTING 房客列表 



预订 
BOOKING  



NEW  BOOKING 新的预订 

点击“New Booking”或者“Book” 
Click “New Booking” or “Book” 

1 



点击“Submit” 
Click “Submit” 

4 

选择日期 
Select date 

2 

选择房间数量 
Select number of rooms 

3 



点击“Book Now” 
Click “Book Now” 

6 

选择房间类型 
Select room type 

5 



点击“Add to Cart”以便增加附加选项 
Click “Add to Cart” to add add-on 

7 

点击“Existing Guest”或者“New Guest” 
Click “Existing Guest” or “New Guest” 

8 



点击“Select Guest”在房客列表里 
Click “Select Guest” from guest list 

9 



点击“Submit” 
Click “Submit” 

11 

选择付款方式 
Select payment methods 

10 



成功预订房间 
Successfully booked room 

12 



登记 
CHECK-IN  



CHECK – IN 登记 
点击“Today Check-in”，每日登记 

Click “Today Check-in”, daily check-in 
1 

点击“Check-in”按钮 
Click “Check-in” button 

2 



点击“Check-in”
按钮以便确认登记 
Click “Check-in” button 

to confirm check-in 

3 

从房客那边收取押金 
Collect deposit from guest 

注明: 您能禁用收取押金的功能 
Note: You can disable collect deposit feature 



成功登记 
Successfully Check-in 

4 



退房 
CHECK-OUT 



CHECK – OUT 退房 
点击“Today Check-

out”，每日退房 
Click “Today Check-out”, daily 

check-out 

1 

点击“Check-out”按钮 
Click “Check-out” button 

2 



点击“Check-out”
按钮以便确认退房 
Click “Check-out” button 

to confirm check-out 

3 



成功退房 
Successfully Check-out 

4 

注明：如果您有向房客收取押金，点击退房之后会自动显示押金列表 
Note: If you click deposit from guest, after check-out you will automatically direct to deposit listing 



退还押金 
REFUND DEPOSIT 



REFUND DEPOSIT 

点击“Refund Deposit”
按钮以便退还押金 

Click “Refund Deposit” button 
to refund 

1 



点击“OK”以便确保退还押金 
Click “OK” to confirm refund 

2 



成功退还押金 
Successfully refunded 

3 



延长日期 
EXTEND DATE 



EXTEND DATE 延长日期 

点击“Extend Date”按钮 
Click “Extend Date” button 

2 

点击“Check-out” 
Click “Check-out” 

1 

注明：已经登记的房客想要延长住宿 
Note: Guest already check-in wish to extend stay 



选择退房日期 
Select check-out date 

3 

点击“Extend Date”按钮 
Click “Extend Date” button 

4 



支付金额延长逗留
Amount to pay for 

extend stay  

选择付款方式 
Select payment methods 

5 

点击“Confirm to Extend 
Date”以便确认延期 

Click “Confirm to Extend Date” to 
confirm 

6 

如果是免费延期需
要官方密码 

If free extend, require 
officer password 



成功延长住宿日期 
Successfully extended stay 

7 



更换日期 
CHANGE DATE 



CHANGE DATE 更换日期 

点击“Change Date”按钮 
Click “Change Date” button 

2 

点击“Paid”或者“Pay Later” 
Click “Paid” or “Pay Later” 

1 



选择新日期 
Select new date 

3 

点击“Change Room”按钮 
Click “Change Room” button 

4 

在选择的日期没有空房 
Room not available on selected date 

5 



选择新日期 
Select new date 

6 

点击“Change Room”按钮 
Click “Change Room” button 

7 



点击“Confirm to Change 
Date”以便确认更期 

Click “Confirm to Change Date” 
to confirm 

8 



成功更换日期 
Successfully change date 

9 



更换房间 
CHANGE ROOM 



CHANGE ROOM 更换房间 

点击“Change Room”按钮 
Click “Change Room” button 

2 

点击“Paid”或者“Pay Later” 
Click “Paid” or “Pay Later” 

1 



选择新的房号 
Select new room 

number 

3 

点击“Change Room”按钮 
Click “Change Room” button 

4 



点击“Confirm to 
Upgrade”以便确认更房 

Click “Confirm to Upgrade” to 
confirm 

5 



成功更换房间 
Successfully change room 

6 



取消预订 
CANCEL BOOKING 



CANCEL BOOKING 取消预订 

点击删除图标以便删除改预订 
Click delete icon to delete 

2 

合计取消预订 
Cancel booking in bulk 

点击“Not Paid”以便
游览未付款的预订 

Click “Not Paid” to view not 
paid booking 

1 



点击“Refund” 
Click “Refund” 

2 

点击“Paid”以游览已付款预订 
Click “Paid” to view paid booking 

1 



Option 1 Option 2 

点击“Submit”
以便确认退款 
Click “Submit” to 

confirm refund 

4 

选择选项  
Select option 

3 



成功退款 
Successfully refund 

5 



家政服务 
HOUSEKEEPING 



HOUSEKEEPING 家政服务 点击“Housekeeping”

以便游览处于家政服务的
列表 

Click “Housekeeping” to view 
room listing under Housekeeping 

1 

Number of room under 
housekeeping 

处于家政服务的房间数量 

图标显示房间处于家政服务。 
点击图标以便开放房间 

Icon show the room is under 
housekeeping. Click icon to release 

2 



点击“Release”
按钮以便开放房间 
Click “Release” button to 

release room 

3 
合计开放处于家政服

务的房间 
Release room under 

housekeeping in bulk 



点击“OK”以便确认开放房间 
Click “OK” to confirm release 

4 



家政服务完成了 
Housekeeping done 

5 



发票 
INVOICE 



INVOICE 发票 

注明：当房客退房之后，税务发票会自动生成 
Note: Tax Invoice will be generated after guest check-out 



UNPAID INVOICE 未付款的发票 

注明：打钩同样房客名字的复选框 
Note: Check box for same guest name 

复选框 
Check box 

1 

点击“Pay”以
更新付款 

Click “Pay” to update 
payment 

2 



THIRD PARTY INVOICE 第三方的发票 

注明：当房客退房后，税务发票会自动生成 
Note: Tax Invoice will be generated after guest check-out 

筛选第三方 
Filter by third party 



THIRD PARTY UNPAID INVOICE 未付款的第三方的发票 

注明：打钩同样第三方预订的复选框 
Note: Check box for same third party booking 

筛选第三方 
Filter by third party 

复选框 
Check box 

1 

Click “Pay” to 
update payment 
点击“Pay”以便更新

付款 

2 



报告 
REPORT 



TODAY COLLECTION REPORT 今日总合报告 



COLLECTION REPORT 总合报告 

筛选付款方式 
Filter by payment 

type 

筛选由谁发出 
Filter issued by 



SALES REPORT 销售报告 

筛选有谁发出 
Filter issued by 



SALES REPORT THIRD PARTY 第三方的销售报告 

筛选第三方 
Filter by third party 



TOTAL SALES ADD – ON 今日附加选项的销售 

每日附加选项总合的销售 
Daily total sales add-on 

1 

按日期搜索 
Search by date 

2 

3 点击附加组合的按钮会显
示该组合的销售列表 
Click add-on package button,  

it will list the package sales listing 

注明：这个是每日的报告 
Note: This is daily report 



ADD - ON SALES LIST 附加选项的销售列表 

选择登记日期为搜索，这样您能在房客
到达之前提前准备附加选项 

Search by check-in date, so you can prepare 
add-on before guest arrival 



OCCUPANCY REPORT 房间占用报告 

查看房间占用报告 
Check occupancy report 



AUDIT  REPORT 审计报告 

分类审计报告 
Sort audit report 

注明：当房客退房后，税务发票会自动生成 
Note: Tax Invoice will be generated after guest check-out 



GUEST STAY REPORT 房客住宿报告 

查看住客留言报告 
View guest stay report 



THANK YOU 

谢谢您 


