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Phase 1. Door Lock Management System Introduction

Thanks for choose our door lock software! Before you start to install the software, please
do not connect the card reader to the computer, or it will cause the failure of the driver
installation of card reader.

Phase 2: System Installation and Configuration

2.1 System Requirement
CPU: 1.8G or above
Memory: 128M above
Hard disk: 1G above space
LCD: Support 1024*768 resolutions or above
Card Reader: Register and issue card via card reader
Printer: Can print normal A4 paper.
Operation system: Windows 2000 or Windows 2000 above.
2.2 System Installation
Please first close other programs and then double click the “Setup.exe”, it will install the
software automatically, and there is window for tip as below:

| Ifnﬂ Setup - LockManageSystem @|§|@

Welcome to the LockManageSystem
Setup Wizard

Thiz will inztall Lockk angageSystem Version: 1.2 on pour
cormputer.

[t iz recommended that pou cloge all other applications befare
continuing.

Click Mest to continue, ar Cancel to exit Setup.

Mest » ][ Cancel

Click L_fext 2

“Select Destination Location” as the below: (it is to choose the installation file in your
computer).
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5 Setup - LockManageSystem

Select Destination Location "
YWwhere should LockM anageSestem be installed?

__J Setup will install LockiManageSysten inta the following folder.

To continue, click Mest. IF pou would like to select a different folder, click Browse.

| [ Browse. ..

At leazt 2872 MEB of free dizk zpace i required.

I < Back ” Mest > ]l Cancel ]

You can choose the installation path, if you do not need to change, just

Hext >

click , and start to install the software.

Total time is about 1 minute more or less. There is window for tip as below:

&t Setup - LockManageSystem

Inztalling ~
Pleaze wait while Setup inztallz Lockh anageSestem on your computer, >

Eutracting files...
C:AProgram Filez\Lockk anageSystem' R oombLock. exe

- Cancel

If it is ok, there will be window for tip as below:
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£ Installation - Door Lock Management System E]iﬁ”gl

Door Lock Management System
Installation Guide

Prompt: Database Is Not
Installed, Click i"OKizTo Start
Installing Database. Please
Close the Anti-Virus Software
In Case More Prompting While

low mdmllion vm Mimdnb nn -

Click Ok and it will install the database management system automatically,

the process will last about 3 minutes. When the window disappears, the installation is
finished.
If it is successful, it will show the window as below:

Microsoft SOL Server Desktop Engine

] FPleaze wait whils ‘Windows configures Microsoft SOL Server
Dezktop Endine

(3 atherning required information....

Click Ok , the system will configue the software automatically. Please refer to

the detail of “2.3 System Configue”

When the system is installed successfully, you can connect the card reader to the
computer, the system will install the drive of card reader automatically, it will show you on
the right bottom as “find new hardware” “installing the driver program” “finish installation”
etc. the total procession will last about 1 minute, when it shows “The device can work
now”, it means the installation is finished until now.

Tips: After the software is installed successfully, except the file for installation, the
system will generate the following files:

C:\CP210X: To save the driver of card reader, after you connect the card reader to the
computer, it will install the driver automatically.

D:\RooLockDataBase: it is to save the database files of door lock system, this file is
very important, please do not delete it, when you uninstall the software, it is kept in your
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computer too.

E:\RoomLockDataBak: it is to save the backup file of database; this file is default
folder and can not be deleted either. Or it will cause failure of database records.

Please do not delete the above files. Any question, please contact us for details.

If you only have one Disk, please first to separate to 3 disks or inform us in advance,
we will make the change for you, even you had one disk, the database files will keep to C:\
automatically!

2.3 System Configuration

After the installation is finished, you need to configure the software on the first time,
please connect the card reader to the computer; the system will install the driver of card
reader automatically. No need any change. The total time is about 10 to 30 seconds;
please wait in patience, when the window disappears and there is interface for login, the
configuration is successful. If the configuration is not ok, please refer to the following
operation and try again.

¥ Please Login

tengolock

Ereari (000000 - Adrmin -
Paszword: |
0K Exiths) |

User name: 000000-Admin

Password: 000000

Database main files, daily files: database files for door management system.
COM port for card reader: the system will check the driver automatically.

2.4 Software Registration

First method: it is for distributor:

After the management system and configuement are finished, you can use the system
now, if you need to use the card reader, you need to register the card reader, or it will
show you” card reader is not registered”, registration operation is as below:

1. Login the management system

2. Put the Authorized card to the card reader.

3. Click the “window” and choose the “Software registration” item.
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4. It will disappear the window as below:
Only you put the Authorized card on the card reader, it will appear the serial No.

T Software Registeration

Senal Mumber: || | | | |

Register Code: |

Fegister£] | Canceli]

Please report the serial number to your distributor, they will tell you the registration
numbers. After you enter the registration code, please check the icon "Register", the
system will disappear “Registration successfully”. (this is for the distributor use, if you are
the end user, please choose the second method as below, valid time is forever).
Second method: It is for end user.

You must first register the software before you start to use.
Please find the file "Register Software" in the CD or our software file.
Double click the "Project1.exe":

_{of xI
FORT: IEUW 'I
MF1 Area 13 x

Pazzword I-I 3"

Cloze |

Please first make sure you connect the card reader to the computer!

Check the Port in your computer as the following steps:

My computer(Right click) -- Properties--Hardware- Device management--Port
(Find "CP2101x USB to UART Bridge Controller (COM_x)").

Choose the right COM Port as above steps.

Please modify the "Password" that the manufacturer supplied and register the software by
yourself, they you can use the software and the card reader.
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2.5 System Use

After the installation is finished, you can use the system now. We strongly suggest the
users reading the operation instruction and then install the software step by step. You can
first clear the default data in the software and enter the new information.

1.

Change the hotel name. Find the “Basic Data” and choose the “Hotel Name”. Details
please find the 5.3 Name information. in the “system setting”, you can change the
hotel name and other system information.

To change the operator name and password and add the new operator. To provide
the operation rights according to the job title and working range.

Hotel Room Information: there is key important job to enter the hotel room information
to the lock management system. The sequence is to enter the room type, the building
name, the hotel floor information and the room information. Detail operations please
refer to the “56.1 Room Information”.

To practice as daily use with the new basic data.

When the hotel is ready to open for business, please make clear the data caused by
the practice. Details please refer to the “9.2 Clear Data”. After that, please make it as
formal use not practice.

Phase 3: General Operation
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3.1 Mainwindow Introduction

After you login the software, there is mainwindow for all the operations. It can adjust the

windows size according to the LCD resolution.

| T Access Software
Menu T { T G 1 T [ )
- = o] :
Tool bar = £ L 2 | I ;
Check In Roam State Display by Room | Card Setting Record Spetid Card Change Operator Exit System
CheaningD
i atainng:0
Subwindow
Statee  |Yacanl Room =,
Type: Al s
Buiding. |41 £
Eloge: |41 %
Bemark: [ ]'
Rocem Nc{noo
State bar _—
|Buldng Name: Test Horel Opeeatos:Adiin Date2008-12-2] 15:16:16 |

Main Function Area:

Menu bar: All the function can be operated in the menu bar. Each operation shall have the
right to make the operation.

Tool bar: General operations are all in the tool bar, you can click them and make the
corresponding operation.

State bar: To show the hotel name, operation name and current data and time.

Sub-window Area: all the operations will show in the sub-window area. Usually the
subwindow will display with full screen but without the roll bar. After the system
runs, it will display the room state subwindow automatically. You can also click
the “window” and check all the subwindows.

3.2 Room State Introduction

After you start the system, there is subwindow to show you the room state and can not

delete them. It will show you the state of current rooms; you can click and check the detail

information. Or you can double click to make the corresponding operations. The interface

is as below:
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Room
Informatio

n

T Access Software
Fronit Desk Cperation{B) Basic Deta(D)  Guery Report(R)  Special Card(L)  Windows{W)

Tamorow  Midright

' szanl oo s

Eulldng Mame: Test Hotel {Operator:Admin Date:2009-12-21 15:16:16

3.2.1 Room State Zoning

There are some areas as below:

Room information area: To display all the rooms state with different color and scale. The
quantity displayed has much with your LCD resolution, the higher resolution is, the more
room displayed. Please find detail in 3.2.2 Room Information.

Room State Area: To show the quantity for vacant room, cleaning rom, staying room and
maintenaning rom and all the rooms. You can click these icons and it will only show the
rooms with selected state type, or you can click “All”, it will show all the rooms.

Display Scale Area: There are 6 room pictures, you can find detail information.

Room Query Area: To provide the query for room state, type, floor and room No.. And the
room state, type and floor can be checked together. Detail operations please find the
3.2.3 Room State Operation.

Room Detail information: click the room icon in the room state, there is more detail to
show you, such as the vacant room shows” Start Vacant Room Time”, the staying room
shows “ Check in time”, “Departure checkout time”. “Guest Bill No.” and "Remark” etc.

IC Card Info Area: IC card information area is in the same area with room detail
information area. It can only show one area. If the card reader is connected to the
computer and there is card on the card reader, it will show the IC card information
including card number, room number, floor number and card user etc. but the valid

Overskay Check Out

staying guest card; it will show you the Overstay and Checkout

Click Overstay, you can continue the operation of overstay, detail operation you can find

in the 6.3 Overstay.
Click checkout you can make the checkout for guest, detail operation you can find in the
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6.9 Checkout.

For other card (except blank card), it will show “Refund card” icon. You can refund the
card after click the icon.

3.2.2 Room Information

There is space of time in the room state display (Default time is 5 seconds), the system
will refresh the room information and the current state.

Vacant Room, , first line is room number; the second line is the room type.

Cleaning Room first line is room number; the second line is the room type,

the third and forth line are the time for cleaning.

Maintaining Room first line is room number; the second line is the room type,

the third and forth line are the time for maintaining.

Staying Room: as picture shows , the first line the room No.; on the right top,

it can be the icon of personal guest, group guest, hour room or midnight room; the second
icon maybe does not appear, only the today departure or tomorrow departure type can
appear. The second line is the room type; the third line is the check in guest name(or
group guest name). Usually the picture is with white color font, when the current time
exceeds the departure time, it will shows red color, to notify the operator to call the guest
room and check with them for overstay or checkout.

2

There is one icon as picture Display by Room it means the room state is displayed by
the room. When the current floor rooms display in one line, it will show the other floor
o
R o
rooms in next line.  Click this icon, you can change to "Display by Floor"  Display by Flaor

means the current room state is displayed by the room No. Click this icon, you can also
change to "Display by Room".

3.2.3 Room State Operation

There are query, click, double click and right click the room state operations.
Double click vacant room: there is one window to show the check in, details please find in
the 6.1 Check in
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Double click cleaning room: there is one window to show the detail room information, and
there is "Vacant Room" and "Exit" button, click the "Vacant room" to make the room as
vacant room.

Double click maintaining room: there is one window to show the detail room information,
and there is "Vacant Room" and "Exit" button, click the "Vacant room" to make the room
as vacant room.

Double click staying room:there is one window to show the detail room information and
make the operation to the current room. Detail information please find in 6.2 Guest Bill

Query.

Check.In
Change to Cleaning Room
Change to Maintaining Room

Right click vacant room: there is one menu to show the items: =

If click Sl , you can make check in operation, detail operation please find in 6.1
Check in

If click <hangetoCleaningRoam o\ can change the current room as cleaning room.

hange ko Maintaining F.oom

If click , you can change the current room as maintaining room.

. Exit . .
If click x' , you can exit the current operation.

Zhange to Yacant FRoom

Exit
Right click the Cleaning room: there is one menu as picture: i

If click ISEEEEEREREEUREEIN you can change the current room to vacant room.

. Exit . .
If click ; , you can exit the current operation.

hange to Macant Room

. . S . . Ex
Right click maintaining room: there is one menu as picture: ———

If click ISEEEEEREREENREEEUN you can change the current room to vacant room.
. Exit . .
If click , you can exit the current operation.

Right click staying room: there is one menu as picture:

Page12



Check, ved Room
Owerstay
Reissue Room Card
Zhange Room
Room Information
Add Room

Reduce Room
Check Cut

Exit

You can click the items and make the operation, detail operation please find in 6.2-6.9
3.3 Basic Data and Query Report

The basic data and query report have same design for interface, detail description
please find below:

T Access Software

Data area

Buttons

Front Desk Operation(B)  Basic Datall)  Query Report(RY  Spedal Card(l) Windows(W

Query & El 2 - 7 >

ECE 16 Hoom-Stak I ErrFloor S SetngFecor ERFEETE ange Operator Exit System

Room Type: MH _'.] Building: |A" _:_J Floor: ‘A" _:_] Area: |A" .:.J Curent Foom Statell 41 T | Room Mo
Room Mo. Room | Floor | Building | Area Default Card Door Suite | Suite Room | Current RoomiMaintaining)  Cleaning | Emptying Room Time | Telephone J Rema ~ |
Tvpe Quantity Lock Nao.| Room Ma. State Time Tirne:
»E1001 single 1 Tengo 11001 ) Staving
1002 single 1 Tengo 11002 WVacant Room 2009-12-21 15:14:41
1003 single 1 Tengo 11003 WVacant Room 2008-12-2115:14:41
1004 single 1 Tengo 11004 Wacant Room 2003-12-21 15:14:41
| 1005 single 1 Tengo 11005 Vacant Room 2003-12-21 15:14:42
| 11008 single 1 Tengo 1 1008 | WVacant Room 2003-12-21 15:14:42
| 1007 single 1 Tengo 11007 [ WVacant Room 2008-12-21 15:14:42
:1008 single 1 Tengo 11008 | Wacant Room 2003-12-21 15:14:42
_1009 single 1 Tengo 11009 Wacant Room 2003-12-21 15:14:42
_1D1U single 1 Tengo 11010 Wacant Room 2003-12-2115:14:43
_1011 single 1 Tengo 11011 WYacant Room 2003-12-2115:14:43 =
_1012 single 1 Tengo 11012 Yacant Room 2003-12-21 15:14:43
\>1D13 single 1 Tengo 11013 Yacant Room 2008-12-21 15:14:43
_m\ k 3 = I - R 2005-12-21 15:14:44
| | 2001 double 1 Tengo 1 2001 [ Yacant Room 2008-12-21 15:15:03
L) 2002 double 1 Tengo 1 2002 [ Yacant Room 2003-12-21 15:15:10
| | 2003 double 1 Tengo 12003 Wacant Room 2003-12-21 15:15:10
| | 2004 double 1 Tengo 1 2004 Yacant Room 2003-12-21 15:15:10
| | 2005 double 1 Tengo 1 2005 WYacant Room 2003-12-21 151511
| | 2006 double 1 Tengo 1 2008 Yacant Room 2003-12-21 151511
| 2007 double 1 Tengo 12007 Yacant Room 2003-12-21 151511
| | 2008 double 1 Tengo 1 2008 ] Yacant Room 2009-12-21 151511
2009 double 1 Tengo 12009 [ Yacant Room 200812-21 15:15:12
| |2010 double 1 Tengo 12010 [ Yacant Room 2003-12-2115:15:12
| |2011 double 1 Tengo 1 2011 Wacant Room 2003-12-21 15:15:12
: 2012 double 1 Tengo 12012 ] Yacant Room 2009-12-2115:15:12 i
< e
Mew(a] EditiU) Copy(C) Copy by Flaar(E] Deletell) | Save az(d) EsitE) |

There are some areas in the interface:

Title: to show the tile of window, usually there is records in the data area.

Query area: you can check with the provided items for multi-query. But no area for the

less and simple data. There are some query items as below:

Text field: as the picture shows: AL you can enter the text or
number and press "Enter" or click "Search"button to search the room. Except the
"Guest Bill No.", others are fuzzy search. For example, to search "Door lock
management system", you just need to enter only one of the words.
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- Al -
Dropdown List: as picture shows: e , choose the item and click

"Search", you can find the right information under that item. Or you can choose
"All" to search all the information.
Date Area: as picture

[ Check intime from. |7 o= T | [

Please remember to tick the check in time and enter the time or click the_l| to

choose from year, month and day. Or use the

exceed the check in time.

Data Area: it is to display the data records under the selected query condition. The area
size can adjust automatically according to the LCD resolution. The higher the
resolution, the more the data inside. Usually the data can only be checked but
not modified.

Button Area: this is function area, all operations are all here, usually there are some

buttons as below:

in the keypad. The checkout time shall

SearchlLllp tton, click it and check according to the selected query condition. The result

will display in the data area.

Haverasil] button, click it and save the data in the data area as Excel file, there will be

one dialogue to ask you enter the file name. If the file exists, it will show you tips, if you
want to cover the old one, you can click"Yes", or click "No" to cancel the operation.

ExiE] button, click it and exit the current dialogue.

For the basic data, there are some buttons as below:

New(a) !button,click it and there is one window, you can add one new record. You

must enter the serial number manually. When adding the new records, system will check
the following items automatically.

1.Serial number, it can not be empty.

2.Name, it can not be empty.

3.Serial number exists in the database or not, if yes, there is tip to ask you not enter the
same serial number.

EditiLl] click this button, if there is data in the data area, there will be one window to

show the current detail record, you can edit and save the record. When modifing the
record, the serial number can not be modified.
Tip: Double click the data area is same function as the " Modify" button.

Delet=lD] - putton, click this button, if there is data in the data area, there will be one

window for dialogue. You can click "Yes" to delete the record or "No" to cancel the
operation.
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Tips: please delete the data carefully, it can not restore after delete and maybe cause
error of other data.

3.4 Interface Introduction

There are many interface to choose the data, so there interface have unified style.

Select Ho
Query Type: |81 1 Buiding!®" j' Floor: |&1 j' Foomm M. Other: |'e"" |

area Available Rooms: 33 Selected Rooms:1
BeomHo. | Foom Type | Floar \I\ ~ }Iﬁm Mo | Foom Type | Floor | Card Gu... | Ao |
O 1004 zingle 1 O 1003 single 1 1
) O 1008 single 1
Selecting O 1007 single 1 e Selected
O ooz single 1
area O 1009 single 1 data
O 1o zingle 1
O 1011 zingle 1 oy
Oz single 1
Oimz single 1
O1o4 single 1
200 double 1 ™
3 2002 double 1 / \W&: 1003 Card Cluantity. |1
03 double 1 ; Hor-zelect are. = | : [Flon-select are.
O 2004 double ] Areal: | il Area: | J
1 2nns Arihle 1 o Area? MNon-select are = Aread: Mon-gelect are. +
|ssue Card(S) | CancellM)] |

There are some areas in the interface:
Query Area: to provide the term to find the selected items. You can use other conditions to
make the query. For the

Foom Mo

, you can input the room number and press "Enter" to move
the room to the selected area. Same operations as other query.
Tips: if there is only one record, it will be moved to the selected area automatically.

Selecting Data Area: to display all the right records that matched with query condition, if
the records exist in the selected area or corresponding data table, it will not

appear again. Please find the picture below:
1008 single 1

You can tick the frame to move or not. Only the ticked records can move to the selected

£ 44
area after click , or click to move the data from the selected area to

selecting area.

If the background color is blue as the picture:

If it is blue, it is selected, if it is white, it is not selected. You can press Shift key to add
more records one time and Ctrl key to click the single record.

1008
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Tips: Operation with Shift key or Ctrl key is same as the operation in Word, Excel files.
Selected Area: to display the selected records. There are some records in the frame. You
can click "OK" to make the operation.

You can double click the record to move the data from the selected area to the selecting
area.

o , click this button and move the ticked records to the selected area from selecting

area.

£
,click this button and move the ticked records to the selecting area from selected

area.

Phase 4 Login and Exit

4.1 Login
After you installed the software successfully, you can login the interface as following:

Y Please Login @

tengolock

Hiver o |000000 - Admin ~]

Paszward: |

0K Ewitf=] i

Operator: you can choose in the dropdown frame or enter the operator serial number.
Password: to enter the operator password, default length is 6 numbers.

Tips: after the system is installed successfully, the initiation user name is 000000,
password is 000000, you can press "0" in the keypad until it login automatically.

Only the user name and password are both right, you can login the system. According to
the corresponding right of different operators, you can make corresponding operation. All
the important operation have record in the log file. The modification for the operator right
can only valid in next login.

4.2 Exit System and Change Operator

Click the "Exit System" in the menu of "Windows",or the button E¥t S¥StBM i the
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main tool bar, there is tip to for choose, you can click "Yes" to exit or "No" to cancel the
operation.

Click the "Change Operator" in the main window, you can change the operator in the new
window. All the operation right will be done by the new operator after login.

Phase 5 Basic Data

Basic Data include guest room information, operator information and hotel building
name etc. It is the base of the system, all the data are original from the basic data,
usually you need to set the basic data before start to use the system. We suggest
maintaining well the basic data in daily use.

The operation usually include Data query, new, modify, delete and save as etc. It is
already introduced in the 3.3 Basic Data and Query Report Interface.

5.1 Guest Room Information
Guest Room Information include room type, building information and floor information etc.
5.1.1 Guest Room Type
Room Type: usually it have standard single, standard double, deluxe single and deluxe
double.
Default issued card quantity: 1
5.1.2 Building Information and Floor Information
Building information is the hotel building number, even there is only one building, you
shall set this information. The serial number only accept number and can not exceed 255.
Floor information is the floor number, serial number only accept number and can not
exceed 255 too.
5.1.3 Guest Room Information

All the rooms are displayed in the room state sketch, it is the most important work to
enter the basic data at the first time. The sequence is as below"

1. Click"New" MNewia) | button, there is one window, please enter the room

information and click"OK" to save.

2. Click"Copy" Copy(E] button, there is one window, you can copy the room record in

last step"New", the room number will add 1 automatically. Click "OK" button
to save the information, after you finish the first floor information, click "exit"
and return to the information window.

3. If the other floor information is same as first floor, you can use "Copy by floor" to copy
the data of first floor. Please notice the floor number position of the room
Number. Such as 8501, 8 is building number, and 5 is floor number, so it is
in the second position not first number.

Tips: you can add the records with this function for convenient management.

Room State Exchange: There is maintaining room, cleaning room and vacant room type

State: |‘-.fa|:ant Raoaom ﬂ
for exchange, you can choose in the window .
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Tips: Double click the room icon in the room state and make the exchange for the room
state.

Even the building information and floor information can be modified, but we suggest not
change these informations especially when the lock is already set.

For the special setting of suite room, there are some rooms in the suite, the setting is as
below:

1. Click"New" button, input the room number in the information window, such as "801",
then choose the room type, building, floor information and click the "OK" for save.

2. Click "New" again, in the information window, click "Letter and English",

o Mumber only

" Letter and English o
input the room number "801A", room type, building and floor

information, door lock number shall be "801", enter the suite room number or choose "1"
and then click "OK". Then this card can open the main door 801 and also 801A.

3. Click"Copy" button, there is room number 801B showed in the window, please check
and click "OK" for save, also you can set "801C, 801D...." as above steps.

5.2 Operator Information

There are operator serial No., name and operation right in the list.

Operation right: there are front operation right, backstage operation right and special
operation right, even operation has different right.

Highest Right: it is "Admin (Highest right)",with this setting right, the admin can modify the
operator information, so this setting is only for manager of the hotel.

Operator Password: you can input the initialization password when you add the user.
You need to enter the old password when you set the new password. The operator can
change the password in the setting window, refer to the below:

1. Login the lock software system

2. Click the "window" and find the "Change Login Password". As the below picture

T Change current operator password
Operatar Mo, Qoo00o
Operataor Mame: Adrnin
Old Pazsword: |

Mew Pagsword: |

Confirm Pazsword; |

Windo

Change OperatoriL)
Exit Svskemi)
C  Change Login Password(P)

DKL) | CancelM]
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3. Please enter the old password and new one and then click "OK" for save.
To set the operator right:
Find the"Operator Information" in the menu "Basic Data"and open the dialogue window.

Fronk Dask Operation(B)  Basic Data(D)  Query Reporb(R)  Special Cardil)  Windows{w)

& ) 2 (= 'l A il

Chedk In Room State Display by Room Card Setthg Record Spmé! Card Change Oparator Exlit Systam

Make Spacial Card

System Setting | Check Report Fom | O perator Informatices Seti..

£ ]

Hewfdl | Ediy) | Deetef] | Saveasi0] | EwE) |

Double click the user name and there is one dialogue window as below:

T Operator Details

Operatar Mo, | i0d 0ld Pagsword: |

[admin

Operator Mame: Mew Password: |

Rermark: | Canfirmn Passwo I

1 Front Operation Permission

¥ CheckBill v Checkln v Overstay [v Reissue Card ¥ Change Room
¥ Room State Management ¥ Add Room ¥ Reduce Room W Check Qut v ghedw Outwithout
ar

—I~ Backstage Permission

W Room Information [v Systern Information Settingfv Operator Infarmationfdmin) ¥ Check Report

T Special Card Permission

v Check Special Card v Building Card v Floor Card v Master Card v Emergency Card
v Backup Guest Card v ReportLoss Card v Cancel Report Loss Card ottise Setting Card
¥ Guest Stop Card W Cancel Guest Stop Cardv Read Unlocking Data v Refund CardiMake Empty Card
v Adjust Time Card v Read Lock Info v Room Setting Card v Clear Room Setting Card
QK Cancel(h)
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You can modify the operator password and set his right. After that, you can click
"OK" to save the information and then exit the system to valid the operation when
you login again.

Tip: There is one Admin operator in this system and can not be deleted.
Please keep the password or even the admin can not change the operator's password.
5.3 System Setting

This is to set the hotel name and relative information. Please find the below interface:

T System Setting

Hotel Mo, 01 Hotel Mame;

Drefault time of checkout: 12:00:00 == Room state after checkout: Cleaning Room ﬂ

From (000000 == 74 03:30:00 == Fidnight price check In

Default check aut time for midnight |':h'3Ck in time phas ﬂ |12 Hourls]

Default checkout time of clock room iz check in time pluz 2 Hourlz]

[~ Data Receiver Avaiable Compenzation bme[minute] with [C Card: 5
IC card type: |E55? ﬂ i : :l
Roar shate display: |BﬁJ floor LJ Lenigth of raorm Ma. 4

v Database backup tmefsuta) 220000 = v Guest card can open the dead Locking

Rernark: |

Ok ‘Cancelt]

Default checkout time of whole day: It is the departure time when the charge type is whole

day. If the current computer time exceed the guest departure, the font of the room
is red. Usually the time is 1-2 hours ahead of the departure time. For example, if
the guest checkout at 14 PM(if exceed, it is charged as half day), so the default
time for checkout is 12PM.

Room state after checkout: it is the room state after the guest checkout, you can choose

vacant room and cleaning room. You can set according to your requirement.
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Fram !HDD:DD =1 Ta EE:BD:DD "7 Midnight price check In .

It is to set the valid time of midnight room, you can set the time in the frame.

Diefault check out tme for midnight |Eheck in time pls L! |-I 2 Hourls]

It is the departure time for midnight room.

2

1
Default checkout time of clock raom is check in time plus | Hourls}

It is the departure time for Hour room.
Data Receiver Available: if the user have data receiver, you can tick the

[ Drata Receiver fvailable

’

Caompenzation timelrminute] with 1T Card: IE

Compensation Time: there are few minutes from the check in to the time that guest touch
the card to the lock, so you can set few minutes to make sure the time of lock is same as
computer.

IC Card type: You can choose T5557 for RFIC card lock system; MF1 for Mifare card lock
system.

Foom state dizplay: |Bﬁ' floar ﬂ

It is default display type when choose the room state.

Length of roam Mo, !4

The Nos of room number, for example 1001. if the room number is less than this
number, it will add "0" ahead automatically.

Database backup(Auto): this system can backup the database automatically, if you do not

need this function, you do not need to tick the choice. Usually the time is nighttime

when the business is not so busy. Backup files is saved in E:\RoomLockDataBak, it is
saved as the format : RoomLock+year+Month+Day+Hour+Minute+Second+.Bak.

v Guest card can open the dead Locking

If you tick this choice, the guest card can open the door that is dead locked. You can also
do not choose this function.

5.4 Voucher Type
Voucher type is the voucher to identify status when check in. Usually there are ID,
returning ID and Driver license etc. Please find the below interface:
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T Voucher Type Record:8

Woucher Type Mo. Yaoucher Type Name Hemark.
oz Diriver License
03 Passpart
04 Military 10
05 Soldier Card
g Student ID
o7 Retuning Card
og Other
i
M) Modify[Ll) DeleteD) Save as(0] ExitE]

Click the "Voucher Type" in the menu of "Basic Data", you can modify the type, add or
delete the item too.
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Phase 6 Front Operation

The front operation is the key of system and important too. we will provide detail
introduction, please read this introduction carefully.

6.1 Check In

There are personal and group guest for check in, please choose one type when they
come to check in.

o |
&l
1. Click the Check I there is window for front desk to make the operation.

Front Desk Operation(B)

Check In(I)  Cerl+I

[ ]
2. Orclick the Check In , you can make the check in too.
3. Or double click the vacant room( or enter the room number directly), there is window
for check in too.
4. Right click the vacant room in the software interface, there is menu as

Check In
hange to Cleaning Room
Zhange to Mainkaining Room

200
double

il , you can make the check in too.

The 1 and 2 way is same function, there is no room showed in the window. The 3 and 4
way are to choose the room for check in. If the guest only need one room, we suggest you
using the 3 and 4 way. If it is group guest, it is better to use the 1 and 2 way.

The window for check in:
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¥ Check In X
| Guest Info
Guest Bil No.;  BO3122200001 GiesName: | Check in Type: |Individual Guest ~|
“oucher Tupe: |ID Card et Youcher Mo Charge Type: | whole Day Room :"
Check in Date: |- 12-22 j 6:58: 1 Staying Days: 1 Checkout Date: |200312:23 :" 120002
Remark: |
Select Roomy
Type: IA” j" Building:"‘b‘" ﬂ Flowr: |A" LJ Room Mo Other: Al 6
Available R ooms: 32 Selected Rooms:1
Rioomn Mo. | Room Type | Floor 4 Rioomn Mo | Foom Type | Floor | Card Q... | Alea |
O 1003 single 1 O 1o0s single 1 1
O 1004 single 1 -
O 1007 single 1
O 1009 single 1
O1ma single 1
O single 1
Oimz single 1 i
Oimz single 1
01014 single 1
O 2o double 1
O 2002 double 1 iy
O 2003 double 1 RoomMo: 1008 Card lZ!L,lantit_l,l.l1 ZJ
O 2004 double 1 : Non-select are, v i Non-select are, v
O 2005 double 1 hisals e
M1 2nnR drishle 1 e Aread: Mon-select are. Aread Mon-zelect are. »
lssue Card(S) CancelM] |

There are two area: guest information and room information.

Guest Bill No.: it is system code for guest bill. The rule is as below:

B + year (2 numbers) + Month( 2 numbers) + Day(2 numbers) + Serial No.(5 numbers)
Total 12 numbers, the Year, Month, Day is the time for check in, and the serial No is
counted from 1.

Guest Name: to enter the guest nhame or group name.

Check in type: personal or group guest for choose.

Charge type: three types: whole day, hour room and midnight room. It will show in the top

right of the room icon. or ﬁ

Departure Time: it is the checkout time of guest.
If the time exceed the departure time, the guest card can not open the door, and the font
on the room icon will show red.

Check in operation detail:

1.Click "Check in" and open the window.

2. Enter the necessary information of guest, such as guest name, voucher type etc.
3.Choose the charge type.

4.Choose the departure time: Year+ Month+Day.

5.Choose the room for check in, or you can refer to the 3.4 Interface Introduction. If you
need to modify the issued card quantity, you can choose the room and enter the card
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quantity.
6.Click "Issue Card" and enter the interface as below:

Issue Card Operation

“lzzue Card Operation

Available Rooms for Check in:1 lzsued Cardz List:0
Current lzzued Rooms: 1008
Room Mo | |zsued Card Quantity | Room Mo Card No.

Card Informatior

Card Mo Mo card faund Foom Ma:

Check In Without Cardiw) | Cancel Check Ini) |

7. On the left, there are the rooms for check in. On the right, there are the selected room.
There are card information and tip on the bottom. When you put the card on the card
reader, they system will issue the card according to the sequence automatically.

Check In*without Cardf) | s function is for the room that is already issued with card. Click

this button, you can change the room state to "staying".

LancelCheck Ini=) jick this button to cancel the check in.

When the room quantity is zero, the window will exit automatically..
If you only need to choose one room and put the card on the card reader already before

lzzue Card(5]

you click , then there is no window to show you.

6.2 Staying Room Query
After you make the check in for the room, when you want to make the operation of
overstay or checkout, you need to find the room first.
1. Enter the room number in the room state.
2. Double click the room number in the room state.
3. Right click the room in the room state.
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T Staying Room Query

Guest Information

Guest Bill Mo, BO9122700002 Guest Mame: Jl Remark: I
Check In Type: ]Individual Guest j Youcher Type: ID Card 2 Woucher Mo,

Room [nformation l Dperation Record 1

1 | i

OwerstayZ] Reizzue Card(B) I Change Room(C) -Add Rioom(é) I Reduce Room(S] I

Checkoutix) | EdE) |

There are some areas in the interface:

Guest Information: to show the guest information, you can modify directly.

Room Information: to show the room information and some function buttons.

Operation records: There are records from check in to checkout. Include operation type,
operation description, operation time, operator and remark.

6.3 Overstay

1. Find the room and as 6.2 Staying Room Query, click "Overstay" and make the
operation of Overstay.

2. Or put the card on the card reader, you can check the Card area in the room state and
click " overstay" for the operation.

3. Orright click the room and choose the "Overstay".

4. Overstay interface:
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. T Overstay

~Guest Informatior

Billz Ma. BOS1 22100002 Guest: Youcher Remark:
Select Room
Room Type: |""“" j Room Mo. J
Available Rooms:0 Selected Rooms:1
Roarms Mo. | Foom Type | Room Floor Room Mo, J Room Type 1 R oo Floar I
1005 single 1

E

<

~Owerstap Infarmation

Checkaout Date: ]m1 224 ﬂ ] 120002 Remark: J

0K | CancelM) |

The room for overstay will be moved to selected room area, if you nee to modify,
you can refer 3.4 Choose Interface.
Departure time: The default time is the next day, you can modify according to the
requirement of guest.
5. Choose the room and modify the departure time.

6. Click i , and enter to the overstay interface.
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Overstay Operation

Owerstay Operation

Ayailable rooms for overstag: Overstay Room Cards List:0

Current Overstay Room: 1005

Room Mo, | Card Mo. | Room Mo, Card Mo.
N T

Card Information

Card Mo Mo zard found Foom Mo

Owerstay without Card[4] | Mo Owerstay(] | Change Card(C] |

There are rooms for select in the left of window and selected room on the right. On the
bottom, it is the card information and tips. The operation is done by computer
automatically, you just only need to put the cards on the card reader, card reader will
check the card type and issue the card with sound "di-" and the blue light flashes one time.
If it is not the card for overstay, there will be tip, you can change the card or click the
following function buttons.

Uverstay without CardiW]  oJick this button to change the departure time, but can not issue the

card.

HoBverstallsl  cjick this button to cancel the operation of overstay.

Change CardCl it s for the service man to make the overstay or the guest do

not take card to make the overstay. You can change one new card for the guest.

6.4 Reissue Card

Detail operation as below:
1. Find the room as 6.2 Staying Room Query and open the "Staying Room Query"

window. Click = Feissue CardBl on4 make the reissue operation.

2. Or right click the room in the room state, click "Reissue card".
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3. Reissue operation window is as below:
T Reissue Room Card

Select Foom: =
lzzued Cards: 1]

Recover Cards; ]
v Mumber of Practical |ssued Cards

[ Stop the Former |zzued Guest Card

Rermark: |

Ok | CancelM)

Select room: it is the room in current record, you can also choose other rooms.
Issued card quantity: it is the issued card quantity for this room.
Recover card quantity: it is the refund issued card quantity for this room.

Count in the actual issued card quantity: if you tick this item, the actual issued card
quantity will add 1.

Cancel the former guest card: if you tick this item, the former guest card can not open the
room. It is for the condition that the room card is lost. So it can cancel the lost card when
issuing one new card.

4. Click i , there is window for reissuing card.
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Reissue Card Operation

1 Reizzue Card Operation

Available Reizsue Card Rooms: 1 Reizzued Room Cards List:0
Current Reizsued Card Rooms: 1005

Room Mo | Izsued Card Quantity | Room Mo Card Mo.

1 Card Infarmatian

Card Mo: The card iz not guest ar enply card Room Mo:

Cancell<) |

5. There are rooms for select in the left of window and selected room on the right. On the
bottom,it is the card information and tips.The operation is done by computer automatically,
you just only need to put the cards on the card reader, card reader will check the card type
and issue the card with sound "di-" and the blue light flashes one time. If it is not the card
for reissue, there will be tip, you can change the card.

Faneelll) click this button to cancel the reissue operation.

6.5 Change Room

1. Find the room as 6.2 Staying Room Query and open the "Staying Room Query". Click

Change Roamll] 54 make the change operation.

2. Or right click the room in the room state, click "Change Room".
3. Change room operation window is as below:
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T Change Room

Farmer Room Informatiorn

Roaom Ma. 1005 Building: Tengo Floar: 1
Type: zingle Check In Date: 2003-12-21 15:42:33 Checkout Date: 2009-12-30 12:00:00
Charge Tvpe: “whale Day Room Guest; Fiemark:

Available Fooms for change

Roorm Type: l"e‘” LJ Roam Ma. |

Avyailable Rooms: 33 Selected Rooms:
Room Ma. Room Tepe I Floar | ~ Room Mo | Room Type 1 Floor
1003 zingle 1
O 1004 single 1 o
O 1oo7 single 1
100z single 1
1009 zingle 1
O1mo zingle 1 “
101 single 1
Mz sinrle 1 M

Additional Information

Remark;

kL) | Cancell)

4Choose the room number.

5.Click CHi , there is window for operation:

Change Card Operation

i Change Card O peration

Expected Change Room Card:1 Chanhged Room Cards List:0
Current Operation B oom: 22

| Roo

m Mo ] J Roaom Mo. ] Card Mo, J

i~ Card Information

Card Mo: Mo card found Room Mo

Cancells) Change Card(C)
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6. There are rooms for select in the left of window and selected room on the right. On the
bottom,it is the card information and tips.The operation is done by computer automatically,
you just only need to put the cards on the card reader, card reader will check the card type
and change the card with sound "di-" and the blue light flashes one time. If it is not the
card for change, there will be tip, you can change the card r click the following function
buttons.

Faneelll) it is to cancel the operation.

Change CardlL] it s for the service man to make the overstay or the guest do

not take card to make the overstay. You can change one new card for the guest.
6.6 Add Room

It is to add the new room, the check in time is the current time.
1. Find the room as 6.2 Staying Room Query and open the "Staying Room Query". Click

Addfeomal  5n4 make the Add operation.

2. Or right click the room in the room state, click "Add Room".
3. Add room operation window is as below:

T Add Room g|
Guest Informatior
Bill Mo, B031.22300001 Guest: Youcher Remark:
Select Roon
Type: |A" ﬂ Building:'A" j Floar: |A" ﬂ Fioom Mo, Other: All x
Avyailable Rooms: 28 Selected Rooms
Fioom Mo. Fioom Type Floar ~ Fioom Mo, Fioom Type Floor Card Mo Area
1003 single 1
O 1007 zingle 1 o
O10m1 zingle 1
Oz single 1
O1o4 zingle 1
O zo0m double 1
O =200z double 1 <
O =003 double 1
O 2004 double 1
O 2005 double 1
O 2008 double 1 7
O 2007 double 1 Room Mo, CardMo: z‘
O 2008 double 1 : Mon-select are. + - Mon-select are. +
0 2009 double " Areal: Aread:
M 2mn dArnhle 1 N Bread Mon-select are. + Hread: Mon-select e+

Add Room Information

Check In Date: 3 L | Checkout Date: 120091228 = | |12:00:0-5
Paymert: Wwhole Day Room hd Bremiai |
OK[Y] | Canceld] |

4.Choose the room number.

5.Click A , there is window for operation:
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Issue Card Operation

|szue Card Operatior

Axvailable Roorms for Check in:1 lssued Cards List:0
Current lssued Rooms: 2002
Rioom Mo. Izsued Card Quantity | Rioom Mo. Card Mo.

2002 1

‘Card Infarmation

Card Mo: 5751733424 Foom Mao: Empty Card

Check |n without Cardw] Cancel Check Infx]

6. There are rooms for select in the left of window and selected room on the right. On the
bottom,it is the card information and tips.The operation is done by computer automatically,
you just only need to put the cards on the card reader, card reader will check the card type
and add the room with sound "di-" and the blue light flashes one time. If it is not the card
for change, there will be tip, you can change the card r click the following function buttons.

Check In*Withaut Cardlfl| i is for the service man to make the add operation as the guest

had checked in with card. Click this button and change the room state to "Staying".

Lansel Lheck INESH cojick this button to cancel the operation of add room.
When the card quantity is zero, the window will exit automatically.
6.7 Reduce Room

It is to reduce some rooms for some guests. Detail operation is as below:
1. Find the room as 6.2 Staying Room Query and open the "Staying Room Query". Click

Reduce R 5 i
sduce foomiE) 4 make the Reduce operation.

2. Or right click the room in the room state, click "Reduce Room".
3. Reduce room operation window is as below:
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T Reduce Room E|

i Guest Infarmation
Bill Mo BO03122300002 Guesh: dfzfe Waucher: Remark:

Select the room bo reduce

Foorn Type: 1Al| L{ Fioom Mo

Awailable Rooms:E Selected Rooms:1
Foom Mo, 1 Check In Date I Checkout Date | Fioom Mo, | Check In Date J Checkout Date
O 2008 12-2309:10 12-2912:00 0201 12-2309:10 12-2912:00
O 2007 12-2309:10 12-2912:00
O 2010 12-2309:10 12-2912:00
[ 30m 12-2309:10 12-2312:00 b33
[ 3002 12-2309:10 12-2912:00
O1o4 12-2309:11 12-2912:00

<4

Additional Information

Remark:

DKL) | Cancel)

4.Choose the room number.

5.Click CHi , there is window for operation:

Check Out Operation

[~ Check Out O peration

Expected Refund Room Cards:1 Refund Room Cards Lizt0

Current Dperated Rooms: 2011

Fioom Mo Card Mo Foom Mo, Card Ho.
2011 Mo

[~ Card Information
Itis not right card for checkout

Card Wo; 5751739424 Foom Mao: Empty Card

Checkout \Wwithaut EardM]l Cancel Check Outf] | Cancel Reservation|L) |

6. There are rooms for select in the left of window and selected room on the right. On the
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bottom,it is the card information and tips.The operation is done by computer automatically,
you just only need to put the cards on the card reader, card reader will check the card type
and reduce the room with sound "di-" and the blue light flashes one time. If it is not the
card for reduce, there will be tip, you can change the card click the following function
buttons.

Chepiad gy el : click this button, it is to checkout for the guest that does not

take the card, please do not refund the room card.

Caneel Cheek DUlisl . ojick this button to cancel the operation of reduce room.

Lanicel ReservationlL] . (jick this button, all the rooms in the left list do not make the

operation of reduce room.

6.8 Room Information

The room information is for the operator to check the details include: room Number,
room name, floor name, room type, check in time, departure time, guest bill No. and
charge type etc. Detail operation is as below:

1. Find the room as 6.2 Room Query said, open the window "Staying Room Query".
Double click the room and there is window for operation.

2. Or find the room in the room state, right click the room icon and choose "Room
Information”.

3. Room information window is as below:

T Room Details

R oom |nformatior

Foom Mo, 2007 Building: Tengo

Floor: 1 Type: double

Check ln Date: 2003-12-23093:10:48 Checkout Date:  2003-12-23 12:00:00
Bill Mo. BO31 22300002 Guest dizfe

Charge Type: | Radas e e * | Remark:

Ok CancelM]

4. Detail ltems:
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Room No. and Room Name: it is current chosen room No. and room name.

Floor Name and Room Type: it is current chosen room floor No. and the room type.
Check in Time: it is check in time for current chosen room.

Departure Time: it is departure time for current chosen room.

Guest Bill No. And Guest Info.: it is to check the guest bill No. and guest name of the
current chosen room.

Charge Type: to check the charge type of the current chosen room. You can modify in this
window.

5. Click Dt button, if you modify the charge type, there is update in the room state

too.

6.9 Checkout

Checkout is to make the operation for the guest to leave the hotel, the operator shall
refund all the cards to the guest and change the room state to vacant type or cleaning
type and make ready for next guest. Detail operation is as below:
1.Find the room as 6.2 Staying Room Query said, open the window "Staying Room
Query".
2.0r put the card on the card reader, find the card information on the right bottom, click

Check Ot 15 open the checkout window.

3.0r right click the room in the room state to open the checkout window.
4. Checkout window is as below:
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Check Out Operation

Check Out Operation

Expected Refund Room Cards:1 Fefund Room Cards List:0

Current Operated Rooms: 1013

Foom Mo. | Card Mo. Foom Mo. | Card Mo.
1013 Mo

Card Infarmation

Card Mo: Mo card found Room Mo

Checkout *ithout EardM]I Cancel Check Dutfz) | Cancel Reservation(L] |

5.There are room cards for select in the left of window and selected room on the right. On
the bottom,it is the card information and tips.The operation is done by computer
automatically, you just only need to put the cards on the card reader, card reader will
check the card type and refund the room card with sound "di-" and the blue light flashes
one time. The room icon in the room state will show light blue or blue color. If it is not
successful, there will be tip, you can change the card and click the following function
buttons.

ErepipuH AL Bl : click this button, it is to checkout for the guest that does not

take the card, please do not refund the room card.

Cancel Check DUl . ojick this button to cancel the operation of reduce room.

Laneel ReservationlL] . o)ick this button, all the rooms in the left list do not make the

operation of reduce room.

Phase 7 Query Report

Query report is to check the issued card record and check in, checkout and departure
time etc. You can check the records with the condition you listed and then save as Excel
files. Or you can print the records too.

The window for query report is as below:
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100%  ~QBA@EBIM«: »|Le8ESD B

100%: - . .
: you can choose the preview size.

QOO

q click one time, it is for whole page. Click again, it is for 100% page width.

it is to show whole page.
D)

it is for 100% page width.

D it is to show page width.
4 41 b

:to jump from one page to another pages.

: Click and to check the word in the query report.

ua

: click and to open one report file for preview. The query report can be saved as

=h
(0]

1N

: click and save the current report

|

: click and save current report as Excel file.

G|

: click this button and there is window for choosing printer.

D|

: It is page setting, you can set the paper type, page margins.

&l

: click and shut down the window of report preview.

7.1 Room Query Report

There are five item for choose: "Guest Query", "Check in Today Query ", "Checkout

Today Query"," Departure Today Query" and " Departure Tomorrow Query". Please find
below:
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Current Card Skake(s) Chrl4+5

Guest Card Record(C) Ctrl+E
Guest Query() Chrl4+0
Check In Today Query(T) Chrl+
Chick, Out Today Query(0) ChEHG
Departure Today Query(T) Chrl+T

Departure Tomorrow Query(M) Cerl+M

Guest query window is as below:

T Staying Guests Query, Records:10

Eooh St Staying '1 Fioom Type: |21 '] Payment Type: |All 2
[~ Check in time from 01 000i= To : 4 | o0:00i-2 Building Al =
I Check out time fram: 00000 To: i 4 00:00:(=+ Floor: Al -
I Departure time from: |00 00:00: (= Ta: 00:00:0—— Room Mo,
Check in Type Al o, Eill Mo ’7 Guest Mame: ’7
Bill Mo Fioom State | Foom Type | Charge | Building Guest Mame Check In Date Departure time Ewxact departure time | Check in
Type
[3 B091 22100001100 Staying il 271 15:25:5 0i;
BO9122100002 1013 Staping single Whale D Tengo 1 2009-12-2309.10:16  2009-12-30 12:00:00 Individual Gu
B05122300001 1004 Staying single whole O Tengo 1 20091223 0%:06:27  2003-12-23 12:00:00 Individual Gu
BOS122300002 1014 Staping single ‘Whole D Tengo 1 disfe 2009-12-230911:358  2009-12-2912:00:00 Group Guest
BO09122300002 2007 Staping double Whale D Tengo 1 dfsfe 2009-12-23 09.10:48  2009-12-2912:00:00 Group Guest
BO9122300002 2008 Staying double “Whaole D Tengo 1 dste 2003-12-230970:48  2009-12-29 12:00:00 Group Guest
BO09122300002 2010 Staping double ‘Whole D Tengo 1 dfsfe 2009-12-23 09.10:48  2009-12-2912:00:00 Group Guest
BO09122300002 2011 Staping double ‘whale D Tengo 1 dfzfe 2009-12-23 09.10:48  2009-12-2912:00:00 Group Guest
B09122300002 2001 Staping deluex single “Whale D Tengo 1 dfsfe 2009-12-23 09.10:48  2009-12-2912:00:00 Group Guest
B09122300002 2002 Staping deluex doubl Whole D Tengo 1 dfsfe 2009-12-23 09.10:48  2009-12-2912:00:00 Group Guest
‘ |
Searchil) Check in Guest Report Save as(0) Exit[E] ‘

"Guest Query", to check the current staying room and guest. Default query
condition is:

| Staying Ll

Check in Guest Report

Hoom State:

click this button and print the guest report by floor.

"Today Check in Query": to check the check in guest and room today, default query
condition: .

[ Checkintime from:  |20091222 < fo000(==  Ta E

24 = | 00:00:=

Query Check In Todaw(l
Click this button and print the check in report today.

You can modify the check in date and check the check in guest and room in another date.

"Checkout Today Query": to check checkout guest and room today, default query
condition is:

Departure

Foom State;
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Check out time from: | rjooont= 14 | - | oooo -2

Query Chick Ouk Todaw(o) . .
Click this button and print the check out report today.

You can modify the checkout time and other room and guest in another date.

"Departure Today Query": to check the departure guest and room, default condition is:

Roomn State: |Staying |

Departure time from: | J|UUZUUZ[+ Te | _!UUZUUZ[':—

Departure Query Today(T) ) )
Click this button and print the departure report today.

"Tomorrow Departure Query": to check tomorrow departure guest and room, default query

condition:

Roomn State: |Staying |

Departure time from: | J|UUZDU:[+ Te | _!DD:DUZ[':—

Departure Query Tomorrow(M) . .
Click this button and print the tomorrow departure report.

You can modify the departure time and check departure guest and room in another date.

7.2 Guest Card Issued Record

The system will keep the records for the room card, operation is as below:

e

1.Click the Card Setting Record i, 46 tool bar or "Query Report” in the main window and

then click "Guest Card Issued Record".
2.Guest card issued record window is as below:
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¥ Check Issued Guest Cards Record  Records:1230
W Opeiation time fiom: | 2003412-23 > ||0000—= 7, 20081224 _~ | (0000 = Operation Type: | Need refund card -

[~ Refund card date from: 2 < || 00000 To ¥ 0000 (= Dperator Al -
[~ alid time from: ! - 1| 00:00:0- To: 02 00:00:0-= B it All -

[ Walid end time frarm: 2 - || 00:00:0-2 Ta L 0000
Guest Name: Card No.

Card No

Room Mo

Operation Operation Date “alid Date Satart From|  End Time of Walid
Type Dat

Riefund Card Time Change Card

2l

SearchlL] | Refund Eard@]| lssued Card Detailz[H] | Total Report Cashier Shifts(T] I Save as[0] | EwiE] ‘

This window is to show the record that need to refund the card(Not include the overstay as
it dose not need to refund card). Default time is today.

Refund CardE] . if you first put the card on the card reader and click this button, the system

will query the cards that are not refund in lastest month and refund cards automatically.
If you did not put the card on the card reader, please subject to the current displayed
records. If the card is refund already, there will be tip. If not, there is tip too.

You can click"Yes" and exit the operation and to refund the card.

Issued Card DetaisiBl] )i this button to print all the issued card records.

Tatal Feport Cashier Shits(T) Cick this button to count the issued card quantity, refund

card quantity, checkout but no refunding card quantity and change card but no refunding
card quantity during the operation period. It is for the use of operator shift.
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Phase 8 Special Card

The special card is for the operation of hotel management. Please read this instruction
carefully and make clear for the function of each type card.

8.1 Make Special Card and Window Description

1.Clickthe  =Ppecidad in the tool bar and open the window for setting special card.

2. Or click the "Make Special Card" in the menu of "Special Card" to open the
window as below:

¥ Make Special Card Record:0

[ Card Date From: | 20081223 ] |200912.23 | caduer | | Read Card
Card Tppe:  Empty C
Card Type: Al =z Refund Card: ‘A" j Card Ho. |5?51 739428 Sl
Card Mao. Card Type lesue Card Time Card Usger | Refund | Refund Card Time lgsue Card Femark Building | Building| Ei Card No. 575173
ard Person Mo, |MNa. from| buil =24 Holder:
L Building
Floor:
Rooms Mo,
Start Tirne:
Walid Time
« | 2
SearchlL] | Save as(0] | EHHE] |
[ Mo Prompt " Data Recepver & |C Card
Building Card | Fieport Logs Card | Backup Guest Card | Adjust Time Card I
Floor Card | Cancel Report Loss Eardl Guest Stop Card | a1 it I
haster Card | tortize Setting Card | Cancel Guest Stop Card | I Make Empty Ca
Emergency Card I Clear Room Setting Card | Fioom Setting Card I

There are 4 areas, it is "Read card info" on the right. When there is card on the card
reader, it will show the detail information.

The above part is for query, the middle is issued card record, the bottom is function
buttons.

| MaFmmpt e vou tick this frame, there is no tip when you make the operation of

guest card.

[ [ata Receiver
Tick this item, it means you need to set adjust time and make room

setting with data receiver, and you can read the lock data and opening records.

* ICCard Tick this item, it means you can adjust time and make room setting with

card.
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8.2 Guest Card Operation

There is detail introduction above for the guest card management. We now introduce the
backup guest card.
Backup Guest Card: it can open the door with specified building, floor and room number
before the checkout time. But not limited by the checkout time of new guest cards. Usually
it is for front desk use. For example, the computer has problem to set the card or the guest
card is invalid to open the door.
Operation is as below:

Backup Guest Card

Click button and open the operation window:
T IssueBackup Guest Card
Select Room
Type: Al ﬂ Building: Al ﬂ Floar: Al st Fioaon Ha. l
Auwvailable Room Selected Rooms
Fioom Mo | End Date | Quart... | Twpe | Bu Foom Mo, | End D ate | Quant... | Type Buildin
1001 200312-24 12:00 1 single Te
1002 200312-24 12:00 1 zingle Te 5
1003 2003-12-24 12:00 1 single Te
1004 2003-12-24 12:00 1 single Te
1005 2003-12-24 12:00 1 single Te i
1006 2003-12-24 12:00 1 single Te
M1nn7 A0N9-12-24 1200 1 zitwtle Te ™
< > < »
v EndDate: 20091224 »| 120000 [ CardMumber |1 Unified Changes
Successful Encoded Cards Fecord Read card information
Card Ma. |  RoomMo. | End Time Card No. Mo card found
Room Mo:
Start D ate:
End Drate:
Add Function;
Other
Card User, [Admin ﬂ Rermark:
Stattlssue Cardlg) | EXHE]

"End Time": all the guest cards shall set the end time, when the end time is less than
the current time, the card is invalid to open the door.

"Quantity": it is the issued card quantity, usually new guest card quantity is 1 and can
not change.

"Card Holder": it is the card user, default user is the current operator.

i to make unified modification for the selected rooms. For some

selected room, you can double click the room and modify in the window.

lssue Cardlal . jick this button and issue the cards.
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Operation for issuing card:

1. Modify the "End Time".

2. Enter the room number and press "Enter" key, you can continue to enter more room
numbers until all the rooms are displayed in the Selected Room list.

3. You can modify the information

W EndDate: 20031224 ~| 120000 [ CadNumber |1

Inified Changes

and tick the frame and click to make the unified modification.

4. If you want to modify some room information, just double click one room and there is
window as below:

T Modify Issued Cards Information
Raorn Ma. 1004
Type: zingle
Bvilding: Tengo
Floar: 1
End Date: BIE-12-24 | [1200:00=

Card Quantity; |-I

DKL) i CancellN)

5. after set all the "Selected Room", you can click lssue Lardls) 514 issue the
cards. The operation interface is as below:
|zzue Card Operation
|zzue Cardw) Skipld] Stop[B]

The system will issue the card automatically when you put the card on the card reader. If
not, there is tip and change the new cards

Issue CardlS) o Jick this button and issue card forcibly, no matter the guest,

management cards.
Skiptd] click this button to skip the operation.

ataplBl Click this button to cancel the operation.
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6. For the issued cards, you can find in the records of "Make Special Card".

8.3 Management Card Operation

Management card include building card, floor card, master card and emergency card,
these can open the doors too.
8.3.1 Building Card
Building card can open all the rooms in specified building. The parameters include" Start
Building", "End Building", " Enable valid time" and the time range. Please find the window
as below:

T Make Building Card

First Building: | Tengo -

End Building | Tengo B

v Enable walid time

Valid Time: |EE-03-26 > | [18:00:00-
Card Uszer: |"i'"dmi” ﬂ
Remark: |

OK[Lr) | Cancelltd)

Start Building: to choose the start building serial number.

End Building: to choose the end building serial number, the number shall equal or exceed
the start building number.

Enable valid time: if you tick this function, the card only valid in the chosen time range.

If not, the card is valid for ever.

Valid Time: to set the valid time for the card.After the building card open the door, the lock
will lock the door after 5 seconds.

The building card can not open the door that is dead locked. Unless you set the lock as
"No Dead Locking" with "Mortise Setting Card".

8.3.2 Floor Card

Floor card can open the specified floor rooms in valid time. The parameters
include"Building No.", " Start Floor", "End Floor", " Enable valid time" and three time
range.
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T Floor Card g|

Building Ma. | Tengs |
First Floar; | 1 j
End Floor; | 1 j

Iv Enable walid time

Valid Time: |BE-03-26 ~| [1e0000=

Period af time 1: ||:":'5|:":'5|:":'+ To: |23555559 :

Period af tirme 2: ||:":|:|:":I:I:":I+ To: ||:":I:|:":|:I:":I+

Period aof time 3: ||:":|:|:":I:I:":I+ To: ||:":I:|:":|:I:":I+

Card Uzer: |.-i'-.|:|min ﬂ

Rermnark:; |

] | | Cancelt) |

Building No.: Specified building, this floor card can only open this building doors.

Start Floor/ End Floor: specified floor range. The floor card can only open the doors in the
floor range. And the end floor shall exceed the start floor.

Enable valid time: if you tick this function, the card only valid in the chosen time range.

If not, the card is valid for ever. When the current time exceed the valid time, the floor

card can not open the door any more.

Valid Time: there are three time ranges. Floor card in these three ranges can open the

doors. Usually for the service man use. And they have different shift time. The default time

is whole day if you do not choose the valid time.

After the floor card open the door, the lock will lock the door after 5 seconds.

The floor card can not open the door that is dead locked. Unless you set the lock as

"No Dead Locking" with "Mortise Setting Card".

8.3.3 Master Card

Master card can open all the rooms include the dead locking rooms. The parameters
include "Enable Valid Time", "Valid Time Range". The window is as below:

Page46



T IssueMaster Card

Iv Enable valid time

Valid Time:  |EHIE-03-26 »| |18:00:00-3

Card U zer: |.-5'-.dmin ﬂ

Rermark: I

Ok | Cancel()

Enable valid time: if you tick this function, the card only valid in the chosen time
range. If not, the card is valid for ever. When the current time exceed the
valid time, the master card can not open the door any more.

Valid Time: It is to set the valid time of master card. It is valid before the valid time.

The master can open the door that is dead locked. After 5 seconds, the lock will lock

automatically.

8.3.4 Emergency Card

Emergency card can open all the doors in the hotel include dead locking rooms. The
difference with master card is: the door will always open after you open the door with
emergency card. If you need to lock the door, you need to touch the card to the lock again.
The parameters include : "Enable Valid Time", "Valid Time". The window is as below:

T IssueEmergency Card

[ Enable vald tirme

Valid Time:  |EIE-03-26 > | [18:00:00-

Card Uzer |.ﬂ-.|:|min lJ

Remark: |

Ok | Cancelli) |

Enable valid time: if you tick this function, the card only valid in the chosen time
range. If not, the card is valid for ever. When the current time exceed the valid time,
the emergency card can not open the door any more.
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Valid Time: It is to set the valid time of master card. It is valid before the valid time.

8.4 Setting Card Operation

This card is to make the setting of the lock. It is to make the Setting Card with card
reader and touch the card to the lock, to enable the lock for certain functions.
Setting Card include Mortise Setting Card, Report Loss Card, Cancel Report Loss Card,
Guest Stop Card, Cancel Guest Stop Card and Clear Setting Card.

8.4.1 Mortise Setting Card

This card is to set the special function of lock. The parameters include Start Building No.,
Start Floor, End Floor and Mortise setting. Operation window is as below:

T IssueMortise Setting Card @

Building Mo. | Tengo -l

First Floar: -

End Floor: R -l
Mortize Setting

" Forbid Guest Card” Mo Dead Locking? Free Unlock Door® Floor Lock

" Forbid Mortise  © Passage Door ¢ Building Lock

Card Uzer: |.-'1'-.|:|n'|ir'| ﬂ

Remark: |

K] | CancelN]

Building No.: The mortise setting card is only valid to this building.

Start Floor/End Floor:

The mortise setting card is only valid to the doors in this floor range.

Forbid Guest Card: after you touch this card to the lock to one room, all the guest cards
for this room are invalid. When you use the guest card to open the door. There is 2

sounds for tip but you can not open the door.

No Dead Locking: after you touch this card to the lock, it can make the dead locking door
invalid. The guest card and floor, card, building card can open the door even the door is

[v Guest card can open the dead Locking |
on dead locking state. If you tick the E in the System

Setting, no matter the lock is set as " No Dead Locking" or not, the guest card can open
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the door.
Free Unlock Door: after you touch this card to the door lock, the door is free unlock to any
guest card or management card in this hotel.
Floor Lock: after you touch this card to the door lock, the door will be floor lock. Any
master card, emergency card, guest card in same building, same floor, floor card, building
card can open this door during the valid time.
Forbid Mortise: after you touch this card to the door lock, any guest card including
management card can not open the door.
Passage Door: after you touch this card to the door lock, every valid card is in same
function as emergency card ( to open the door and it will not lock automatically, you need
to touch the card again to close the door).
Building Lock: after you touch this card to the door lock, this lock is building lock. The
master card, emergency card, guest card in same building, floor card, building card can
open the door during valid time.

You can only choose one of them in the Mortise Setting. But for more settings in the
lock, the lock will check in sequence as: "Forbid Mortise"-"Free Unlock"-"Passage
Door"-"Forbid Guest Card"-"No Dead Locking"-"Building Lock"-"Floor Lock".

The operation is to make the Setting Card with card reader and touch the card to the lock
to enable the lock for certain functions. The first time touch is to set the lock with the
function with one sound for tip and the second time touch is to cancel the function with 2
sounds for tip.

8.4.2 Report Loss Card
Report loss card is to add the lost card to the black list and disable the lost card to open
the door.

T IssueReport Loss Card

Report Logs Card Mo “

Card Lzer:; |"f""':h-'-'irI ﬂ

Remark: |

OE] | Cancel(M)

Report Loss Card No.:

There are 10 characters for the card number, you can find the card number in the
"Guest Card Issued Records". For the management card, you can find in the "Make
Special Card". Find the record and then click"Report Loss Card", the lost card number will
entered automatically in the window of " Make Report Loss Card".

8.4.3 Cancel Report Loss Card
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It is used when the lost card is found again, you shall enable the lost card again.
It is same step as 8.4.2 Report Loss Card. Please find the window:

T IssueCancel Report Loss Card

Cancel Report Lozs |5532EIE.-‘3.BBB
Card Mo,
Card Uszer: ].-'f-.dmin ﬂ
Rermark: ]
oK) | Cancelih]
8.4.4 Guest Stop Card

Please first notice the difference with the " Forbid Guest Card" in the "Mortise Setting
Card".

The Guest Stop Card is to disable the new gust cards after you use the "Guest Stop Card"
to touch the door lock. But the backup card before this operation is valid. The parameters
include: Start Building, Start Floor, End Floor. The window is as below:

T IssueGuest Stop Card [E|
BuldingNo, | Tengo =l
First Flaor, b
End Flaor. | =l
Card Lser A =l
Remark: |
k) | Cancel]

Building No.: the Guest Stop Card only disable the selected building doors.
Start Floor/End Floor: the Guest Stop Card only disable the doors in the selected floors.
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8.4.5 Cancel Guest Stop Card
This operation is opposite to the step of "Guest Stop Card", it is to enable all the gust
cards in the valid time.

T IssueCancel Guest Stop Card

Building No. | Tengo Ra

First Floar: bt

End Floor: |1 ﬂ

Card L zer: |'é"'jmin ﬂ
Rermark: |

Ok | Cancellt)
8.4.6 Clear Room Setting Card.

It is to clear the room setting information in the lock to set new informations. If you want to
set new building number, floor number and room number, you need first to clear the door
lock information and then you can set new information. Please find in 8.5.4 Room Setting.

Just click lear Reom SetingCard. o4 4t the card on the card reader and click Gl
T IssueClear Room Setting Card
Card Liser: |.-'1'-.|:Imin ﬂ
Remark: ||
Ok | CancelM]

8.5 Data Receiver Operation

The function data receiver include adjust time, read lock info and read lock records
and room setting. You can use Card to adjust time and make room setting too. You can

N i i . e
tick in LothaLll B , or the operation will fail.
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The data receiver is to read the lock data and keep in the memory. Then you can
download the records after you put the data receiver on the card reader.

8.5.1 Adjust Time

It is to adjust the time inside the lock and make the time same as computer time, so
please first set well the computer time.

You can also use the card to adjust time, but it is better to use the data receiver, as the
data receiver has time chip inside, it is same with computer time after set its time. But for
IC card, you need to enter the compensation time in the card. (From check in to the guest
enter the room).

T IssueAdjust Time(Receiver)

Current Time: 2009-12-23 11:12:09
Card Uszer: |"'1"":|""'i"I ﬂ
R emark: "
Ok | Cancel]
. . . . i ("
If you use data receiver to adjust time, please tick e Rocev B and put

it on the card reader, click Rt and thenclick e

. - i (v
If you use the card, please tick ARG B and put the card on the

Adjust Time Card

card reader, click and the compensation time(Minutes) and click

Ok[y]

Take the data receiver or card to touch the lock, if it is successful, the data receiver
green light will flash one time with one short sound for tip.
8.5.2 Read Lock Info
It is to read the information of lock include building No., floor No., room No., suite No.,
end time and current time. Only data receiver can read the lock information.

Put the data receiver on the card reader, click TeadLackInfalfieceiver oo the card

Ok[y]

holder in the window and click . Take the data receiver to touch the lock, if

there is one short sound and the data receiver green light flashes one time. It means the
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operation is successful, put the data receiver on the card reader again, you can read the
lock information with operation "Read Lock Info".

8.5.3 Read Lock Data
It is to read the opening records. There are 992 records total, if it is over 992 records, it will
cover the old records.

Data drealMF1 Card} h

, please do not modify this default setting.

8.5.4 Room Setting

It is to set the lock with this card with authorized No., building No.,floor No.,room No.,
suite No., mortise setting and current time. Touch one time the Room Setting Card to
finish the setting of authorization, room information setting and time adjustment.

If it is one old lock and has been authorized. There are 2 way to clear the data inside
the lock. One is to use " Clear Room Setting Card" to clear the information in the lock and
reset it again. You can refer to the 2.6 Clear Room Setting Card. Another way is to turn
the key to open state for 5 seconds until there is one sound for tip.

You can also use the data receiver or card to make the Room Setting. Data receiver
can set 40 rooms at least one time, but Card can only set one room each time.

' DiataRecerver (7 IC Card

If you use data receive, please tick , and put it on the card
.. Room Setting[Receiver) . .
reader, click to open the operation window.
T Room Setting Card
Make Room Setting Card with Data Receiver, can set 40 rooms at maximum one time.
Select Room S
Building: |"e"" ﬂ Floar: |""“" ﬂ Foom Mo, from | Room Quantit}l"10
Available Roaom Selected Rooms Foom Stop Mo, 0

Raaom Ma. I Buildihg Ma. | Floar Ma. | » Raamn Mo. | Building Ma. | Floar Mo, |
O1om m m
1002 1} nj}
1003 m m B
O 1004 o o
1005 m m
1008 m m
1007 m m
[ 1008 m m <
| R[] u} |
O1mo m m
O1om | o
O1mz m m
101z m m
O1ma m m =

Mortize Setting

I Forbid Guest Car [ No Dead Locking [~ Free Unloct [ FloorLock [ Stop Mortize I Passage Door [ Building Lock
Card User; Jﬂdmin ﬂ Fiemark: |
lzsue Card|S) I Cancel(M] |
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. &
If you use the card to make the setting, please tick

put the card on the card reader, click

Room Setting Card

[Data Receiver [+ |C Card

and open the operation window:

T Room Setting Card

Select Foom

Buiding: |41

EY) &l

Floar: |A”

Lailable Boom

MWake Room Setting Card with IC card, can set 1 room only each time.

—

Selected Rooms

Foom Mo from Room Quantit_l,l‘I

Fioom Stop Mo, 0

Buiding Mo, |
)
)
o
o
)|
m
i
o
)]
)
o
]
)|
)]

Floor Ma.
nj]
m
m
]
nj]
m
m
m
nj]
m
m
]
nj|
m

Room Mo. | | ~
1001
1002
O 1003
O 1004
1005
1006
O 1007
O 1008
1003
O1mo
O1o11
O1mz
O103
104

Martize Setting

[ Forbid Guest Car [~ Mo Dead Locking [~ Free Unloch

i

Card User: |Admin

lggue Card(S) |

Room Mo, | Building No. | Floor Mo. |

2

<

[ FloorLock - [ Stop Mortize I Paszage Door [ Building Loct

Remark: |

CancellM)

On the top of window, if you need data receiver, it shows

MWalke Room Setting Card with Data Receiver,

There are 40 rooms at most for choose.
If it is card, it shows

can set 40 rooms at maxmum one time.

Make Eoom Setting Card with | card, can set 1 room anly each time.

you can only select one room at most in the list.

Operation for the Room Setting with card:

[ Data Receiver

1. Make sure you tick the IC Card as picture

2 Click Foom Setting Card

Foom Mo, From
3. Enter the start room No., as

f+ | Card

and open the operation window.

—

and press "Enter" key.

Setting Quantil 40

selecting area, there are rooms listed from start room No., and on the right area, it is the

4. Enter the quantity, as

,and press "Enter" key, on the left
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first selecting record.

5. Put the new card or Room Setting Card on the card reader, the system will set the
information to the card automatically.

6. After it is finished, the blue strip will move to next and it is selected room record on the
right.

7. Take off the card from the card reader and touch the lock, the light of lock will flash red
for 5 seconds, there are two short sounds, it means the operation is successful.

8. Put the card on the card reader again, the system will set the room information to the
card. You can repeat above steps to set the room doors.

Operation of Room Setting with Data Receiver

. . o i {
1. Make sure you tick the IC Card as picture LAl Bl .

.. Foom Setting(Receiver . .
2. Click % : and open the operation window.

Foorn Mo From ||
3. Enter the start room No., as and press "Enter" key.

Setting Quantil 40

4. Enter the quantity, as ,and press "Enter" key, on the right
area, it is the selected rooms.

|zzue Card(5]

5. Put the data receiver on the card reader again, click to set the

selected room information to the data receiver.

6. Touch the data receiver to the right doors, the lock will emit two short sounds, then
touch the lock again, if the signal light turn to green( if not, please try more times), it
means the operation is successful. Then you can continue to set next door.

8.6 Unlock Record

It is to download the opening record from the lock, detail operation is as below:

1. Click the  Fretidtad  in the tool bar of main window and open the operation
window.
. Read Lock DatalReceiver) .
2. Click and put the data receiver on the card reader.
3. Click =~ ol

4. Touch the data receiver to the lock, then the signal light of data receiver will flash
with green. It means it is downloading the opening records from lock, until there is
one sound for tip, the total time is about 2 minutes. As it is bluetooth
communication, so it is not so fast, please wait in patience.

5. Put the data receiver on the card reader again.
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6. Click the "Unlock Record" in the " Lock in the "Make Special Card" of main window.

. Fead Lock Data . .
7.Click to start to download the record, it maybe last for few minutes

until there are two short sounds for tip. There are total 992 records at most.
8.7 Sound Tip for Wrong Opening

There are sounds for tip when in operation, there are for different tip. Please find the
following description for sound.

Sound tip for wrong opening Error Reason

One long and one short sound | Building floor, room error

One long and two short | Valid time error

sounds

One long and one three | Cardis cancelled or report loss
sounds

Two short and two long | Authorization card does not match
sounds

One long, two short and one | Can not open the dead locking door
long sounds

Two long sounds Not system card
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Phase 9 Maintenance

Maintenance include the database backup, database restore, data clean up, database
and card reader configuration. Database is the key important part, please maintain the
database well in daily use.

9.1 Database Backup

You can backup the database automatically and manually. If you choose the
automatical type, you do not need to intervene the operation. If you choose manual type,
you can backup the data at any time.

9.1.1 Auto Backup

You just need to set the backup time in the "System Setting", tick the right setting as
v [atabaze backup time[4uto): 23:00:00 3+
.Usually the backup time is at nighttime
when the business is not so busy.

The backup file is usually kept in E:\RoomLockDatabak, the file name is
RoomLock+Year(4 numbers)+Month(2 number)+Day(2 numbers)+hour(2
numbers)+minute(2 numbers)+second(2 numbers)+ .Bak.

If the old files are too big, you can move to other computer or delete it directly.

9.1.2 Backup Manually

Manual backup operation is as below:
1.Click the "Data Backup" in the main window of "windows".
2.There is one window as below:

T Database Backup @

Folder of Database B ackup: |E:I"H oomlockD atabak

Roomlock 20091 222152135 B ak

Filename of Databaze Backup:

DKL) Cancelltd)

Backup file of database: default file is E:\RoomLockDataBak, it is generated
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automatically when setup the software. Please make sure the file exists.
the file name is RoomLock+Year(4 numbers)+Month(2 number)+Day(2 numbers)+hour(2
numbers)+minute(2 numbers)+second(2 numbers)+ .Bak.

9.2 Data Clean Up

It is to delete the data in practice when it is start for formal use in hotel, to provide one
clean environment for system management.

Warning: please do not use this operation after start to use in hotel. As the data can
not restored after deleting.

Operation is as below:

1. Click "Data Clean Up" in the menu of "Windows".

2. There is one operation window as below

T Clean Database @

Delete Bazic Data

[~ Boom Type [ Foomdrea [ Building [ Floor

[ Boom |nfo [ Operator Info

Warning: Database can not be restored after deleting

This function is to delete the useless database before
regular using for the first time only.

kL) | Cancel[M) |

Please choose the type you want to delete.

3. Click Ll and start the operation of clean up.

Tip: if you clean up the data by mistake, you can use "Database Restoration" to restore
the data. Please use this operation carefully.

9.3 Database Restore

If the database is damaged and can not use any more, you can restore the last
backup database. @ When the system is ok in daily use, please do not make this
operation.
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Operation is as below:

1. Click " Start" in your windows system, click "Programme" find " Lock management
System" and the "Restore Database".

2. Operation window is as below:

T Data Restoration F5_<|

Filename of databaze restore:; I =earchlL]

Warning: Database restoration will restore backup data,
and the data after that will Lose.

This operation is only for data restoration after database
damaged or the wrong operation of cleaning up data.

The operation will last several minutes,please wait...

System will exit after finishing data restoration.

Ok Cancelt)

Se_‘arcf‘&] : to search the last backup file name.

3.Click CHSE to start the restore of database. It maybe last for few minutes,

please wait in patience.
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