
eHotel Software

使用教程 (Tutorial )
1. 管理面板 Admin Panel

2. 初次设置 First Time Setup

3. 访客设置 Guest Setup

4. 预约系统 Booking System

5. 单据 Invoice

6. 管理报告 Management Report



点击您的名字
Click your name

点击“Profile”查看
您的户口资料

Click "Profile" to view your 
information 登出控制台

To logout system

管理员控制台 Admin Dashboard 1

2

3



管理员名单
List of admins

注：绿色代表在线的
管理人员

Note: The green bullet indicate 
for admin staff who online

超级管理员是其它管
理员之主

Super admin is the head of 
admins

超级管理员 Superadmin



注：只有超级管理员具有
管理员菜单

Note: Only superadmin have ADMIN
menu



管理人员名单
List of admin staff

编辑管理工作人员信息
To edit admin staff information

单击“Admin User”
Click “Admin User”

点击“Add New Admin”
以添加新的管理人员

Hit "Add New Admin" 
for superadmin to add new admin staff

添加新的管理人员Add New Admin Staff
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输入-在新的管理
人员信息

Fill-in new admin staff 
information

点击“Submit”保存
Click "Submit" to save

选择管理人员的等级和状态
Choose admin staff level and status

1
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超级管理员可以查看员工登录记录
Superadmin can view staff login history

点击“Login History”
Click “Login History”

查看登录历史View Login History



超级管理员可制定工作人员账号权力
Superadmin may change staff access management for 

ADMIN and CASHIER

点击“Staff Access Management”
Click “Staff Access Management”

编辑员工访问管理 Edit Staff Access Management

1
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超级管理员可以查看的工作人员审核信息
Superadmin can view staff audit information

点击“Audit Trail”
Click “Audit Trail”

查看审计追踪 View Audit Trail



点击“Settings”
初次使用设置

Click "Settings" 
for hotel owner first time setup

初次设置 First Time Setup



单击“Logo”上传酒
店Logo

Click “Logo” to upload your 
own logo

点击“Submit”
保存

Click "Submit" to save

设置Logo Setting Logo
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选择图像文件
尺寸要求：
宽度 - 350
高度 – 80 

Choose image file
The size required:

Width – 350
Height – 80



点击“Bill Header”上传自
己的账单头

Click “Bill Header” to upload your own 
bill header

选择图像文件
尺寸要求：
宽度 - 700
高度 – 120

Choose image file
The size required:

Width – 700
Height – 120

点击“Submit”
保存

Click "Submit" to save

设置比尔头 Setting Bill Header

1
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点击“Banners”来
更新自己的旗帜

Click “Banners” to update 
your own banner

点击“Add New Banner”
Click “Add New Banner”

两种类型的旗帜
Two type of banner

设置横幅 Setting Banners

1

2

插入排序号码设置为先
出来的这一面旗帜

Insert sort number to set which 
banner to come out first 



选择旗帜种类
Select banner type

从文件夹中选择图
像文件

Choose image file from your 
folder

点击“Submit”保存
Click "Submit" to save

1

添加新布条Add New Banner
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编辑您的酒店网页内容
Edit your hotel website content

点击“Site Contents”
Click “Site Contents”

点击“Submit”保存
Click "Submit" to save

网站内容设置 Website Content Setup
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点击“News&Promotion”
Click “News&Promotion”

编辑新闻和促销
活动

To edit news and 
promotion

点击“Add New News”
来添加新闻

Click “Add New News” to add new 
news

资讯及促销设置News & Promotion Setup
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选择图像文件
尺寸要求：
宽度 - 700
高度 – 120

Choose image file
The size required:

Width – 700
Height – 120

点击“Submit”
保存

Click "Submit" to save

输入-新闻标题
Fill-in news title

添加新新闻 Add New News

1
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单击“General Settings”
Click “General Settings”

输入业务信息
Fill-in business info

点击以进入网页维护模式
If you check the box then your 

website will be under maintenance 
mode

常规设置 General Setup

1
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输入社交网络
信息

Fill-in Social 
Network info

点击“Submit”保存
Click "Submit" to save

选择启用或不启用
Choose to Enable or Disable
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2
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点击“Payment Settings”
Click “Payment Settings”

输入付款信息
Fill-in payment info

1 2



银行帐户设置 Bank Account Setup

输入银行帐户
信息

Fill-in bank account 
info

选择启用或不启用
Choose to Enable or Disable1

2



设置第3方支付账户
Setup Payment Gateway 

Account

点击“Submit”保存
Click "Submit" to save

支付网关 Payment Gateway

点选启用或不启用
Choose to Enable or Disable

1 2
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点击“SMTP Settings”
Click “SMTP Settings”

Simple Mail Transfer 
Protocol （SMTP）是电子邮

件（email）标准格式
Simple Mail Transfer Protocol (SMTP) is 
an Internet standard for electronic mail 

(email) transmission

输入的SMTP
信息

Fill-in SMTP 
information

点击“Submit”保存
Click "Submit" to save

1

SMTP设置 SMTP Setup
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点击“Room Settings”
Click “Room Settings”

点击“Add New Room Type”添加新房型
Click “Add New Room Type” to add new room type

这里显示所有房间
状态

Shows overall room status

点击“Manage Room 
Number”来管理房号

Click “Manage Room Number” to manage 
room number

房间设置 Room Setup
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输入-房间信息
Fill-in room info

点击“Submit”
保存

Click "Submit" to save

选择图像文件
尺寸要求：
宽度 - 320
高度 – 240

Choose image file
The size required:

Width – 320
Height – 240

添加新房间 Add New Room
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点击“Add-on Product”
Click “Add-on Product”

点击“Add New Add-on”
增加新的附加商品

Click “Add New Add-on” to add new 
add-on product

附加商品设置 Add-on Product Setup

1

3

编辑附加商品
To edit add-on

2



输入在附加商品信息
Fill-in add-on info

点击“Submit”保存
Click "Submit" to save

添加新的附加 Add New Add-on

1
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点击“Guest Profile”
查看房客信息

Click “Guest Profile” view 
guest info

点击“Add New Guest”添加新房客
Click “Add New Guest” to add new guest

查看房客信息 View Guest Information

1
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2 编辑房客名单
To edit guest list



输入房客个人资料
Fill-in guest info

点击“Submit”
保存

Click "Submit" to save

添加新房客Add New Guest
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酒店的服务器名称
Hotel server name

选择预约日期，点击“Check 
Availability”查看空房

Guest pick booking date and click “Check 
Availability”

游客面板订票系统 Guest Panel Booking System

1



房间的种
类

Type of room 
available

选择预订数量
Choose how many room 
guest want to booking

点击“Search 
Again”以再查询

Click “Search Again“ to 
check availability again

点击“Book Now”
预订

Click “Book Now” to 
booking

1
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点击“Search Again”再查询
Click “Search Again“ to check availability again 点击“Confirm”,

确认预订
Click “Confirm” to confirm 

booking

客房预订
详情

Guest Booking 
Details

点击图标删除
Click icon to delete

1
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点击“Submit”登陆
Click “Submit” to login

在籍房客只需填入IC/护照号码和密码
If guest is existing guest then just fill-in IC/Passport No 

and Password

输入护照号码
和密码

Fill-in IC/Passport No 
and Password

1
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房客登录 Guest Login 



点击“Submit”登陆
Click “Submit” to login

新房客需输入个人资料
If guest is new then guest need to fill-in information

输入个人资料
Guest need to fill-in 

their info

新房客注册 New Guest Registration

1
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选择付款方
式

Choose payment 
method

点击“Confirm & Pay”，以
确认预订

Click “Confirm & Pay” to confirm booking

1
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银行账户号码方便
银行转账

Bank account detail for 
bank-in payment method



房客点击“My 
Profile”，查

看他们的个人
资料

Guest click “My 
Profile” to view their 

profile

房客可以编辑自己
的个人资料

Guest can edit their profile

点击“Submit”保存
Click “Submit” to save

来宾帐户 Guest Account

1
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房客可以点击“My Booking”
查看自己预订的历史

Guest click “My Booking” to view their 
booking history

房客查看预订房间Guest View Their Booking



点击“Change Password”更
改新密码

Guest click “Change Password” to change 
new password

更改密码 Guest Change Password

1

输入新的密码
Fill-in new password

点击“Submit”保存
Click “Submit” to save

2
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闪烁的“NEW！”显
示了新的预订

The blinking “NEW!” shows new 
booking

管理板面预订系统 Admin Panel Booking System 



清单显示“Pending”
状态代表尚未付款

Status “Pending” if no bank-in 
payment have been made

客房预订清单Booking List

1

2 点击“Bank-in(Pending)”
更新付款状态

Click “Bank-in(Pending)” to update 
payment



点击“Submit”
保存

Click “Submit” to save

更新付款状态前，工作人员需
验证银行的付款在信息

Staff need to verify bank-in info before 
update Payment Status

更新付款状态 Update Payment Status

1
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点击“Check-in”，

为房客办理入住手续
Click “Check-in” for guest to 

check-in

付款以后状态更改为
“Confirmed”

Status changed to “Confirmed” after 

payment have been made

1
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点击选择房号
Click to choose room number

点击“Check-in”
确认入住

Click “Check-in” to confirm 
check-in

这显示房间还在清理
当中

Room still in cleaning process

游客入住 Guest Check-in

1
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点击“Add-on”以添加
附加商品

Click “Add-on” if customer request 
add-on



点击“Submit，
添加附加商品

Click “Submit” to add 
add-on

勾选
Check the box

房客要求附加商品 Guest Request Add-on

1
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点击图标删除
附加商品

Click icon to delete 
add-on

选择付款方式
Choose "Payment Methods"

点击“Submit”
Click "Submit"

1
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点击“View/Change Room”
Click "View/Change Room"

更改客房 Change Guest Room



选择新房间
Choose new room available



房间变更
Room changed



点击“Extend Stay”
Click "Extend Stay"

房客延长逗留Guest Extend Stay



选择入住和退房日期
Select check-in and check-out date

点击“Submit”确认日期
Click "Submit" to confirm date

1
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点击“Confirm”
确定

Click "Confirm" to extend 
stay



点击“Submit”保存
Click "Submit" to save

选择付款方式
Choose payment type

1

2



房客延期逗留生效
Guest extended stay 



点击“Bad/Reserve”
Click "Bad/Reserve"

坏房/预订房间 Bad/Reserve Room



选择日期 Select 

date



点击“Submit”保存
Click "Submit" to save

选择开始日期和结束
日期

Select Start Date and End Date

选择“Bad”坏房，“Reserve”
保留或“Remove”移除

Choose "Bad", "Reserve" or "Remove"

1
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房间被保留
The room is reserved

坏掉的房间 The room is bad



按“Check-out，为房客退房
Click "Check-out" for guest check-out

房客退房 Guest Check-out

按“Check-out”
Click "Check-out"

1
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确认细节后点击“Check-out”
Click "Check-out" after confirm the details



点击“Deposit List”，
查看押金名单

Click “Deposit List”  to view refund 
deposit list

点击“Refund Deposit”退还
房客押金

Click "Refund Deposit" to refund guest 
deposit

注：只有在房客退房时才能
退还押金

Note: Only after guest check-out they can 
refund deposit

点击“OK”退款
Click “OK” to refund

系统显示押金退还讯息
A message will appear

退还押金 Refund Deposit

1

2

3 4



点击“Refunded”，查看以退还
押金清单

Click "Refunded" to view refunded deposit list



点击“Housekeeping List”确认
房间清理状态

Click “Housekeeping List”  to view room under 
cleaning process

请完毕后点击“Release”
以开放房间

Click “Release”  if cleaning process 
done

点击“OK”开放房间
Click “OK” to release room

系统显示房间以开放信息
A message will appear

查看家政服务列表 View Housekeeping List

1

2
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点击“Paid Invoice，
查看以支付发票

Click “Paid Invoice”  to view 
paid invoice

点击“View”显示
Click “View” 

查看以支付发票 View Paid Invoice

1
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付费发票样品 Sample Paid Invoice



勾选支付
Check the box to pay

注：您可以挂钩相同
的客户

Note: You can check more than 1 
box for same customer

点击“Pay”进行支付
Click "Pay" to proceed to payment

点击“Unpaid Invoice”，
查看未付发票

Click “Unpaid Invoice”  to view 
unpaid invoice

查看未付发票 View Unpaid Invoice

1
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选择付款方式
Choose payment methods

点击“Confirm To Pay”
Click "Confirm To Pay"

输入详细 Fill-in details

1

2
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点击“Today Collection 
Report”，查看每天的报告

Click "Today Collection Report" to view daily 
collection

管理报告 Management Report



点击“Collection Report，
查看收藏报告

Click "Collection Report" to view 
collection report

您可以通过支付方式或管理
人员过滤以发出的报告
You can filter collection report by 

payment type or issued by admin staff

查看总合报告 View Collection Report

1
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点击“Occupancy Report，
查看客房的报告

Click "Occupancy Report" to view 
occupancy room report

查看客房占用报告 View Occupancy Report



点击“Audit Report”，
查看审计报告

Click "Audit Report" to view audit 
report of customer

查看审计报告 View Audit Report



点击“Guest Stay Report”
以查看房客的逗留报告
Click "Guest Stay Report" to view 

guest stay report

点击房客姓名，查看房客信息
Click guest name to view guest information

查看客房住户报告
View Guest Stay Report

1
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谢谢
THANK YOU


