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Copyright © 1999 -  200 8  ICON Studios Ltd. All rights reserved.  

 

This manual, as well as the software described in it, is furnished under a license and may not be copied, 

photocopied,  reproduced, translated, or converted to any electronic or machine - readable form in whole or 

in part without prior written  approval of ICON Studios Ltd.  Notwithstanding the foregoing, the owner or 

authorized user of a valid copy of the software with which  this manual was provided may print out one 

copy of this manual from an electronic version of this manual for the sole  purpose of such owner or 

authorized user learning to use such software, provided that no part of this manual may be  printed out, 

reproduced, distributed, resold, or transmitted for any other purposes, including, without limitation,  

commercial purposes, such as selling copies of this documentation or providing paid - for support services.  

 

ICON Studios Ltd. assumes no responsibility or liability for any errors or inaccuracies that may  appear in 

this manual.  

 

Third party trademarks, tra de names, product names and logos,  contained in this manual may be the 

trademarks or registered trademarks of their respective owners.  This guide contains information related to 

third -party products and services that are not under the control of ICON Studi os Ltd . ICON Studios Ltd. 

provides this information only as a convenience, and the inclusion of such information does not imply that  

ICON Studios Ltd. endorses or accepts any responsibility for the content or performance of such third -party 

products and se rvices.  
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1.0 Introduction 
 

Welcome to  ICON.Rooms  an online  Hotel Reservation System .  ICON.ROOMS  provides  you with everything 

you need to create and manage hotel  allocation on your site .  

 

This guide is designed to introduce you to the ICON.ROOMS .  

 

 

Login-screen 

 

In order to access the Hotel Reservation 

Systemôs administration console, simply 

log in to your account on the SNAP 

System. When you access the URL 

provided for SNAP you will be required to 

enter the following details to access 

SNAPôs main control panel: 

 

¶ Username  

¶ Password  

¶ Domain  

 

These details have been provided to you 

during your training session. If you have 

lost your password you may use the 

óforgot your passwordô utility which is 

available when you click the óforgot your 

passwordô button in the login page. 

 

If you select the óRemember me on this computerô function a Cookie will be stored on your computer 

containing your username and domain. You w ill still have to enter your password each time you need to 

login to SNAP.  

 

It is recommended that you use Microsoft Internet Explorer v6 to run SNAP as Microsoft Internet Explorer 

7 is currently not supported.  

 

Note that when you have completed your sessi on in SNAP kindly click the ólogoutô button to terminate the 

session.  

 

 

 

 



 

 

5 

 

2. The Modules 
 

To start managing the Hotel Reservation System, place your mouse over the modules menu item, and 

select óHotel Reservationô from the resulting menu list. 

 

 

 

2.1 The Menu 

 

The hotel reservation system menu consists of the following 

options:  

 

¶ Manage Periods : Used for adding, editing, deleting 

periods, as well as allocating rooms and managing 

supplements  

¶ Manage Room Types : Used for adding, editing and 

deleting room typ es 

¶ Special Offers : Used for adding editing and deleting 

Special Offers within designated periods  

¶ Settings : Contains the settings for the hotel 

reservation system  

¶ Reports : Provides reports on the orders effected 

through the site as well as a summary of t he allocated 

room  
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2.2 Managing Room types 

 

This is normally the first step in setting up your hotel.  

 

The screen presents the user with a list of all the room types available for the current hotel [1] . Within the 

same table, the user can choose to edit or delete a room type, by clicking on the inline Modify  and Delete  

links, respectively.  

 

You can start adding your room types to the system by filling in the form marked [2]  below.  

 

Each room type has the following characteristics: a reference name, the minimum number of occupants, 

the maximum number of occupants and whether it is an apartment or a normal hotel room.  If the room is 

not an apartment, then each occupant will be charged  a price (per person).  If the room is an apartment, 

then no matter how many occupants are in the room, the price for the room will be the same (per room).  

 

 

 

 

2.3 Managing Periods 

 

Once all the room types have been created, you can now start adding rates to the room types for different 

time periods.  

 

This screen presents the user with a list of all the periods available for the current hotel [1] . Within the 

same table, the user can choose to edit or delete a period, by clicking on the in line Modify  and Delete  

links, respectively.  

 

1 
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Clicking on the Manage  link (under the heading Allocation ) will send the user to the allocation screen 

that will be illustrated in the section ñManaging Allocationò. 

 

You can also add new periods by filling up the fields in the lower section marked with [2]  and then 

pressing the Create period  button. The small calendar icons will provide the user with a small calendar to 

help in filling up the date.  

 

Each period has the following characteristics: a reference nam e, a start date, an end date, a status 

indicator and the number of room types allocated to it. Clicking on the link under the Status  heading will 

toggle the status of the period from ñActiveò to ñNot Activeò. In the latter case the period will be switched 

off and will not be available within hotelôs website. 

 

Note that two periods can never overlap.  The system will prevent you from entering a period which 

overlaps an existing period.  

 

 

 

 

2.4 Managing Allocation 

 

Once a period has been created, you can start managing the allocation for the different room types within 

that period.  From the Manage Periods screen explained above, click on Manage  under the óAllocationô 

heading for the period you wish to manage.  

This r esulting screen presents you with a list of all the room allocation information for the current hotel 

[1] . Within the table, you can choose to edit or delete an allocation, by clicking on the inline Modify  and 

Delete  links, respectively.  

 

Each room type w ithin a period can be allocated a series of standard supplements. Clicking on the Manage  

link (under the heading Supplements ) will send you to the supplement management screen that will be 

illustrated in the section ñManaging Supplementsò.  
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You can also a dd new allocation records by filling up the fields in the lower section marked with  [2]  and 

then pressing the Add allocation  button.  Note that a room type can only be added to a period once.  In 

fact, after you add a room type to a period, it will no long er be available in the Add Allocation form.  

 

Each allocation record has the following characteristics:  

The type of room  

The minimum number of occupants  

The maximum number of occupants  

The Price  

The number of allocated rooms for this period  

Single Person S upplement  

Extra Adult Reduction  

Extra Child Reduction  

Number of Supplements assigned  

 

Note that the price refers to the standard price of the room, assuming two adults sharing.  The single 

person supplement is the amount that will be added to this if a per son is occupying the room on his or her 

own.  
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You can also modify the individual allocations per day by clicking the (Edit) link under the Allocation 

heading which shows the following screen.  

 

 

 

 

By clicking on Modify on any date you may  alter the Allocated rooms per day of the particular day shown 

with the following screen.  
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Note that the new allocation entered must be equal to or greater than the amount of booked rooms.  

2.5 Managing Supplements 

 

This screen has a list of all the sup plements assigned to a room during a specific period [1] . Within the 

table, you can choose to edit or delete a supplement, by clicking on the inline Modify  and Delete  links, 

respectively. Note, though, that a base supplement (the minimum board basis offere d by the hotel) cannot 

be deleted.  The base supplement is defined at the time of development of the project.  

 

You can also add new supplement records by filling up the fields in the lower section marked with [2]  and 

then pressing the Create Supplement button. Note that a supplement can only be added once, so once it 

has been added, it will no longer be available in the drop -down list: Supplement Type  

 

 

 

 

 

2.6 Managing Special Offers 

 

The Hotel Reservation System allows you to create special offers on rooms.  These offers are percentage 

discounts on room types for a defined period of time.  

 

This screen presents you with a list of all the special offers for the current hotel [1] . Within the table, you 

can choose to edit or delete a spec ial offer, by clicking on the inline Modify  and Delete  links, respectively.  

 

You can also add new Special offers by filling up the fields in the lower section marked with [2]  and then 

pressing the Create Special Offer button.  
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2.7 Settings Screen 

 

The settings screen is divided into three parts, each having its own save button.  

 

In the General section [1] you can change the percentage of the amount that the client will pay online.  

 

In the Currencies section, the base currency will be sh own inside a disabled field, while you can change the 

conversion rate of all the alternative currencies available on the system.  

 

The Email customization section lets you type a short paragraph that will be added to all the booking 

confirmation emails sent  to the people who book online.  
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2.8 Reporting 

 

The reporting screen offers two type of report, one about the present orders and one about the allocation 

of the rooms.  

 

 

  

1 
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2.8.1 Orders  

 

In the Orders screen you can choose a date range and search for all the bookings  placed within that period  

or else that have their stay dates within that period  [1].  

 

The result of your search will appear in a grid [2] which displays: the order number, th e actual amount 

paid, the total amount of the booking, the dates for which the booking was done and whether the 

transaction was processed successfully or not.  

 

 

  
  

 

By clicking the Rooms  links (under the heading Rooms ) you will be shown a second grid, under the first 

one, displaying: the order number, the room type, the supplement, the number of adults booked for the 

room, the number of children booked for the room and the price.  

 

 

 

 

 

 

Clicking on the Details link (under the heading Detail s), you will be shown a different screen with the all 

the details of the person who did the booking as shown underneath.  
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2.8.2 Allocation 

 

In the Allocations screen you can choose a date range and you will presented with all the rooms available 

in this  period. For each specific day, you will figures illustrating the amount of allocated rooms of this type 

as well as how many of these have already been sold.  

 

 


