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1. ACCESS and PROFILE

Login URL

http://[domain]/admin/login

Credentials

Email: the one communicated by the platform manager
Password: the one you provided when creating your account

In case of loss, contact the platform manager.
It is NOT possible to reset your password yourself.

User roles

admin: full access to BnB management
Operator: Access to reservations and calendar only (no configuration)

Click [Logout] at the bottom of the sidebar or close your browser.
The session expires automatically after inactivity.

See site

The [View Site] link at the bottom of the sidebar opens the public page
of the BnB in a new tab, useful for checking changes.

2. DASHBOARD

The dashboard is the main screen (/admin/dashboard).

Reservations today: check-in and check-out today

Occupied rooms: currently occupied rooms out of total

Occupancy rate: percentage of rooms occupied in the month
Monthly Income: Total payments received in the current month
Pending Reservations: Reservations received but not yet confirmed

Quick calendar
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Shows the next 7 days with the status of each room.
Colors:

Green = available

Red = busy (reservation confirmed)

Yellow = awaiting confirmation

Gray = manually locked

Last bookings

Table with the most recent reservations.
Click on a row -> opens the booking details.

Recent notifications

System alerts, new bookings, payments received,
self check-in completed.

3. RESERVATIONS

URL: /admin/reservations

3.1 Reservation list

Available filters:

- By status: pending, confirmed, cancelled, completed
- Per room

- By period (check-in date)

- By customer (search by name/email)

Status colors:

Yellow = awaiting confirmation
Green = confirmed

Red = erased

Blue = completed (customer left)

Home automation icon: colored badge next to the reservation indicates
the status of the sending to the home automation system (see §4).

3.2 Booking details

Displayed data:
- Customer: name, email, telephone number, number of guests
- Room booked, dates, number of nights
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- Total amount, deposit, remaining balance, payment status
- Referring channel (direct website, Booking, Airbnb, etc.)
- Client notes and internal staff notes

- Home automation status with manual send button

- Self Check-in and Check-out link to send to the guest

Actions:

[Confirm] -> confirm booking, send email to customer

[Cancel] -> cancel with reason, send email

[Edit] -> change dates, room, amounts

[Manual Check-in] -> register arrival from the panel

[Manual check-out] -> register departure, close reservation

[Record Payment] -> enter manual payment (cash/bank transfer)

[Resend check-in link] -> re-send email with self check-in link

[Send cleaning notification]-> manual notification to the cleaning company

3.3 New manual booking

URL: /admin/reservations/new
For reservations by phone, email, or walk-in.

Steps:

1. Select room

2. Enter check-in/check-out dates

3. Automatic availability check

4. Enter/search customer

5. Set the amount and payment type

6. Save -> booking immediately "confirmed"

3.4 Rate management and availability blocks

URL: /admin/rates and /admin/availability

Rates per period:

They set different prices for specific periods (e.g. summer, Christmas).
They have PRIORITY on the base room price.

How to create: [New rate] -> select room, period, price -> Save

Availability blocks:

They block a room without creating a reservation (e.g. maintenance).
How to create: Select room, dates, reason -> Save

They appear grayed out in the calendar.
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4. HOME AUTOMATION

URL: /admin/home automation/settings
Home automation allows you to integrate the management system with systems
building automation (electronic locks, lights, climate control, etc.)

via an external server that receives booking notifications.

4.1 Connection setup

Fields to fill in:

Enable Integration: Enable/Disable all calls to the server

Home Automation Server URL: Complete endpoint that receives notifications
(e.g. http://192.168.1.x:8080/webhook)

User ID: login credentials for the home automation server

Password: login credentials for the home automation server

Automatic sending parameters:

Default mode:

0 = immediate (sent upon booking confirmation)
1-365 = N days before check-in

999 = manual (no automatic sending, only on request)
Check-in time: standard check-in time (e.g. 2:00 PM)
Check-out time: standard check-out time (e.g. 10:00)

[Test Connection] button: Verify that the home automation server is responding
correctly before saving the settings.

4.2 Sending home automation notifications

Automatic:

The system automatically sends the data to the home automation server
booking according to the configured method (see §4.1).

The data sent includes: booking code, room, guest,

Check-in/check-out dates, times, number of guests.

Manual / Resend:

From the booking details -> [Send home automation] button or
[Resend] if the previous send failed.

Useful in case of network problems or after changes to the booking.

4.3 Home automation statuses in the calendar and booking list

Badge visible next to each booking:
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Green = sent successfully
Yellow = waiting to be sent (e.g. mode N days before)
Red = sending error (click for details and re-send)

Gray = sending disabled or manual mode

4.4 Changing the booking method for a single reservation

From the booking details it is possible to change the method
to send home automation for that specific booking,
overwriting the configured default.

5. CALENDAR

URL: /admin/calendar
Grid view: rooms on rows, days on columns.

Colors:

Green = available

Red = booking confirmed (show customer name)

Yellow = reservation pending

Gray = manual lock

Blue = booking from OTA channel (Booking, Airbnb, etc.)

Navigation:

Arrows <> to move between weeks
[Today] to return to the current week
Month selector for quick jumps

Actions from the calendar:

Click on the green cell -> create a new reservation for the room/date
Click on booking -> open booking details

Click on block -> edit or remove block

6. MEDIA (PHOTOS AND VIDEOS)

URL: /admin/media

6.1 Structure photos

Available sections: exterior, reception, common areas, garden, swimming pool, etc.
The photo set as the "cover" appears in previews and emails.
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Loading:

- Drag into the upload area or click to select

- Formats: JPG, PNG, WebP

- Maximum size: 5 MB per photo

- Recommended: at least 1920x1080px, landscape orientation

Gallery Management:

- Drag & drop to reorder
- Star = set as cover

- Trash = delete photos

6.2 Room photos

Each room has its own gallery.

Access: from the room list -> [Photos] or directly from /admin/media
by selecting the room section.

6.3 Video

Insert a YouTube or Vimeo link to display on your property page.

Photography Tips:

- Shoot in good natural light

- Tidy up the room before taking pictures

- Include all angles: bed, bathroom, view from the window
- At least 8-10 photos per room

- The cover photo is the most important

7. ROOMS

URL: /admin/rooms

7.1 Room list

For each room: name, type, floor, capacity, condition, photo, base price.
Actions: [Edit] [Photo] [Duplicate] [Delete]

7.2 New Room — /admin/rooms/new

General information:
Room name: e.g. "Double Room with Sea View"
Room type: double, single, suite, apartment, etc.
Floor: building floor
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Maximum capacity: maximum number of guests
Beds: composition (e.g. "1 double + 1 single")
Size sqm: surface area

Description: descriptive text for the site

Prices:

Base price/night: standard rate

Weekend price: Friday, Saturday, Sunday
Minimum stay: minimum number of nights (e.g. 2)

Amenities included: Select from the list (Wi-Fi, AC, TV, etc.)
Status: Active = bookable online / Inactive = hidden

7.3 Camera types — /admin/camera-types

Categories to group rooms (Standard, Superior, Suite).

8. ADDITIONAL SERVICES

URL: /admin/services

Optional that the customer adds to the booking
(breakfast, parking, transfer, bike rental, spa, etc.).

How to create:

1. [New Service]

2. Name, short description

3. Price: Free / Fixed (€ per person) / Per night (€/night/person)
4. Availability: all rooms or specific rooms

5. Mandatory or optional

6. Icon from the list

7. Save

The services appear in the online booking process and can
be manually added to an existing booking.
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9. LOCAL ATTRACTIONS

URL: /admin/attractions

Nearby points of interest (museums, restaurants, beaches, etc.)
displayed to customers on the BnB's public page.

How to add:

1. [New attraction]

2. Name, category, short description

3. Distance from the property (km or minutes on foot/car)
4. GPS coordinates (optional, for map)

5. External link (optional)

6. Save

10. REVIEWS

URL: /admin/reviews

10.1 Reviews received

- Score 1-5 stars (overall + per category)
- Text, date, booking reference
- Status: pending / approved / rejected

10.2 Moderation

Each review must be approved before publication.
[Approve] -> publish on public page

[Reject] -> hide (with internal motivation)
[Reply] -> public reply visible to customers

TIP: Respond to negative reviews professionally.
It's more effective for your reputation than rejecting them.

10.3 Automatic review request

After each checkout the system automatically sends an email
to the customer with the link to leave the review.
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11. EMAIL MARKETING

URL: /admin/email-marketing

Allows you to create and send email campaigns to customers
who have agreed to receive commercial communications.

11.1 Campaign List

For each campaign show:

- Name and email subject

- Total number of recipients

- Emails sent / with error

- Status: draft, planned, in progress, completed
- Creation and sending date

11.2 New campaign

1. [New campaign]

2. Campaign name (internal, not visible to customers)
3. Email subject

4. Message body (HTML editor with previews)

5. Select recipients:

All customers with an active newsletter

Filter by stay period (e.g., guests from last summer)
Filter by country

6. Immediate or scheduled sending (date/time)

7. [Preview] -> see how the email looks before sending
8. Save as draft or [Start sending]

11.3 Campaign Statistics

After sending, the following are available for each campaign:
- Total emails sent / errors
- Delivery rate

11.4 Customer consent management

URL: /admin/email-marketing/customers

Customer list with newsletter and marketing status.
Actions:

[Activate/Deactivate] -> Edit single customer consent
[Enable/Disable All] -> Change consent in bulk
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WARNING: Send commercial emails to customers who do not have
given explicit consent is prohibited by the GDPR.
Send campaigns ONLY to customers with newsletter=YES and marketing=YES.

11.5 Statistics Dashboard

URL: /admin/email-marketing/statistics
General KPIs: total customers, newsletter subscribers, and inactive subscribers.

12. CUSTOMERS

URL: /admin/customers

12.1 Customer list

All customers with at least one reservation.
Search by name, email, phone.

12.2 Customer card

- Personal data: name, surname, email, telephone number, country
- Booking history

- Internal notes

- First/last visit date

- Total value generated

- Newsletter and marketing consent status

12.3 New manual customer

For offline bookings.
Fields: first name, last name, email, phone number, country, notes.
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13. PAYMENTS

URL: /admin/payments

13.1 Payments Dashboard

Show:
- Last 50 payments with customer, reservation, amount, status, method
- Aggregated statistics by method and status

Filters:
- By status: pending, completed, failed, refunded, cancelled
- By method: Stripe, PayPal, bank transfer, on-site (in-house)

13.2 Payment Status Update

For manual payments (bank transfer, cash):

1. Click on the payment in the list

2. Select the new status

3. Add an optional note (e.g., "Transfer received on March 15")
4. Save

Available states:

in_attesa : payment expected but not yet received
completed: payment received and verified

failed: payment failed

refunded: amount returned to the customer
cancelled : payment cancelled

13.3 Payment method settings

URL: /admin/payments/settings

Stripe (credit/debit cards):

- Public key (pk_live ... or pk test ... for testing)

- Secret key (sk_live ... or sk test ...)

- Webhook secret

- Mode: test / live

NOTE: Use TEST mode until operation is verified.
In test mode, no actual charges are made.

PayPal:
- Client ID and Client Secret (from the PayPal developer panel)
- Mode: sandbox (test) / live
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Bank transfer:

- IBAN (automatically validated)

- Account holder, bank

- Notes to show to the customer (e.g. reason to indicate)

Payment on site:
- Notes to show to the customer (e.g. "We accept cash and POS")

Deposit:

- Percentage of the total amount (e.g. 30%)

- Payment must be completed within 48 hours (e.g. 48 hours)

- After the expiration date, the reservation goes back to "pending"

13.4 Manual payment registration

From booking details -> [Register payment]
Enter: amount, method, date, notes.
Useful for received bank transfers or cash payments upon arrival.

14. MAINTENANCE

URL: /admin/maintenance
Log of maintenance interventions on the structure.

14.1 List of interventions

Filters: status (open/in_progress/completed/cancelled), room, period, company.

14.2 New intervention

. [New intervention]

. Room or common area (reception, kitchen, garden, etc.)
. Type: ordinary / extraordinary / urgent

. Problem/job description

. Expected date

. Assign to company (see §14.4) or internal staff

. Attach photo (optional)

. Save -> initial state: "open"

OO DN B~ W —

14.3 Status Update

Progress: open -> in_progress -> completed
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On every status change: add note and new photo.

Upon completion:

- Camera automatically unlocked (if locked for maintenance)
- Completion date recorded

- It is possible to enter the cost of the intervention

14.4 Companies and suppliers

URL: /admin/maintenance/firms
Supplier details: company name, contact person, telephone number, email address, specialization.
The same companies are available for cleaning notifications at check-out.

14.5 Attachments

JPG, PNG, PDF — max 10 MB per file.
Before/after photos and documents (estimates, invoices, warranties).

15. SELF CHECK-IN

URL: /admin/checkin

Self check-in allows guests to complete their registration
directly from your smartphone before arriving at the facility.

15.1 How it works

1. System generates unique and personal link for each booking

2. Link sent in the booking confirmation email

3. Automatic reminder sent N days before check-in

4. Guest opens the link, fills in the data, takes a photo of the document, signs
5. Admin receives "check-in completed" notification

6. Data available for export to the Prefecture (see §16)

The link is valid until the day of check-in.

15.2 Data collected

For each guest (registered owner + companions):

- Name, surname

- Document type (ID card, passport, driving license)
- Document number

- Date of birth

- Municipality/State of birth, province

- Citizenship
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- Photo of the front and back of the document
- Digital signature

Photos are automatically compressed on the guest's device
before uploading (max 1600px) to avoid problems on mobile phones with

high-resolution cameras.

15.3 Status Monitoring

Check-in list (/admin/checkin):

- All reservations with self check-in status

- Filters: all / to be completed / completed / today
- Colored badge by status:

Gray = not yet opened

Yellow = in progress (open but not completed)
Green = completed with date and time

- Click on a row -> guest document details

15.4 Viewing Guest Documents

From the check-in details:

- Personal data entered by the guest

- Photo of the front and back of the document (click to enlarge)
- Digital signature

- Compilation date/time and device IP

15.5 Resending check-in link

If the guest didn't receive the email or lost the link:
1. Booking details -> "Self Check-in Link" section
2. [Resend check-in email]

or copy the link and send it via WhatsApp/SMS.

15.6 Manual link generation

[Generate new link] button in check-in details:
creates a new token, invalidating the previous one.
Useful if the old link has been compromised.

15.7 Cleaning company setup

From the booking details -> "Cleaning company" section:

Select the company that receives the automatic notification at checkout.
The notification includes: room, guest, checkout time.

[Send manual cleaning notification] button available in case of
automatic sending failed.
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15.8 Self check-out

It works in a similar way: the guest completes the checkout from the
smartphone. Upon completion:

- Booking closed automatically

- Cleaning notification sent

- Admin notified via email

16. COMMUNICATION OF POLICE HEADQUARTERS ACCOMMODATION

URL: /admin/prefecture

[talian law (art. 109 TULPS) requires accommodation facilities

to communicate the guests' data to the State Police within 24 hours
upon arrival via the "Alloggiati Web" portal.

Official website: https://alloggiatiweb.poliziadistato.it

16.1 List of communications

Show only bookings with self check-in COMPLETED.

Filters:

All: All reservations with completed check-in

To be sent: reservations not yet communicated to the Prefecture
Sent: already communicated

Today: Check-ins completed today

For each line:

- Guest, booking code, room, dates

- Document data: type, number, date of birth, citizenship
- Communication status: to_send / sent

- Date sent (if already sent)

16.2 Exporting Web Hosted Files

1. Select the period (default: current day)

2. Apply the "To send" filter to see only pending messages.

3. [Export Web Hosts]

4. The system generates the .txt file in the standard State Police format
5. Download the file

6. Access the Alloggiati Web portal of your Police Headquarters

7. Upload the file in the appropriate section
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file format :

- ISO-8859-1 encoding (required by the portal)

- Fixed records: one guest per line

- Fields: surname, name, gender, date of birth, place of birth,
citizenship, document type, document number,

arrival date, number of nights, room

16.3 Status update after submission

After uploading the file to the Police Headquarters portal:
1. Select the sent lines (checkbox)

2. [Mark as sent]

or click on the single line -> [Update status] -> "sent"
The system records the date and time of the update.

16.4 Single Guest Download

To send a single guest's data without exporting the entire file:
click on the line -> [Download single sheet]
Generates a file with only the selected guest's record.

16.5 Guest data correction

If a guest has entered incorrect information in self check-in:
1. Click on the row

2. [Edit data]

3. Correct the fields

4. Save (the change is recorded in the log)

5. Re-export the file for that guest

16.6 ISTAT auto-completion

In the data correction form, the "Municipality of birth" field has
autocompletion that suggests the correct ISTAT code
while typing the name of the municipality.

ATTENTION OBLIGATIONS:

- Communicate within 24 hours of arrival

- For night arrivals: within 24 hours of the following day
- Fines: from 206 to 620 euros per guest not notified

- Keep a copy of all sent files
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17. CHANNEL MANAGER

URL: /admin/channel-manager

It allows you to synchronize the availability of rooms with the
major online booking platforms (OTAs) via iCal.

17.1 Supported Channels

Booking.com, Airbnb, Expedia, Vrbo, TripAdvisor and any
platform that supports the iCal (.ics) format.

17.2 Channel list
For each channel: name, iCal URL, connected cameras, status, last sync.
Buttons: [Sync Now] [Edit] [Delete]

17.3 New channel

1. [New Channel]

2. Select platform (or "Other" for generic iCal)

3. Enter the iCal URL provided by the external platform
(on Booking: Property -> iCal -> copy URL)

4. Associate with one or more cameras (mapping)

5. Save

17.4 Camera mapping — channel

Each room can be connected to multiple channels.
When a room is booked on a channel, it is automatically
blocked on other connected channels (avoids double-booking).

To add a mapping:

- In the channel tab: [Add camera] -> select from the list -> Save
To remove:

- [X] next to the mapping to delete -> confirm

17.5 iCal Sync

The system automatically imports bookings from external channels.
Imported bookings appear in BLUE in the calendar.

Automatic synchronization: every hour (configurable).
Manual sync: [Sync Now] next to the channel.
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The "Last sync" column shows:
- Date and time of the last synchronization
- Number of reservations imported in the last sync

- Any error (URL unreachable, invalid format, etc.)

17.6 Synchronization Log

URL: /admin/channel-manager/log
Complete synchronization history with error details.
Useful for diagnosing synchronization problems.

17.7 Double-booking management

To prevent double-booking:

- Always keep automatic sync turned on

- Do not accept telephone reservations without verifying
availability in the calendar first

- In case of double-booking: contact the customer immediately,
offer an alternative and cancel the conflicting booking

18. USERS AND OPERATORS

URL: /admin/users

18.1 User list

All users with access to the panel: role and status.

18.2 New user

Fields: name, surname, email (login), password, role, active

Roles:
admin: full access
Operator: Reservations and calendar only, no configuration

Advice:

- Create operator accounts for front desk staff
- Do not share admin credentials

- Change your passwords periodically

18.3 Modification / Deactivation
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[Edit] -> change data, password, role.
To deactivate without deleting: set "Active = No".

19. NOTIFICATIONS

URL: /admin/notifications

19.1 Automatic customer notifications

- Booking confirmation (with check-in and check-out links)
- Deposit payment required

- Pre-arrival reminder with self-check-in link

- Confirm cancellation

- Request a post-checkout review

19.2 Automatic notifications to staff

- New booking

- Payment received

- Reservation cancelled

- New review

- OTA channel synchronization error

- Self check-in completed by the guest

- Self check-out completed by the guest

- Room cleaning request (forwarded to the cleaning company)
- Home automation sending error

19.3 Notification log

History of all sent emails with status (sent/error)
and recipient. Useful for verifying that the customer has received
the confirmation or check-in link.
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20. OPERATIONAL NOTES AND BEST PRACTICES

Recommended daily management

EVERY MORNING:

1. Dashboard: Check-in and check-out of the day

2. Reservations pending confirmation

3. Unread notifications

4. OTA channel sync status (last sync)

5. Who completed self check-in today / who is missing

6. Home automation sending errors (red badges in the booking list)

EVERY DAY (end of day):

1. Export Web Hosted Files for Guests Arrived Today

2. Upload the file to the Police Headquarters portal within 24 hours
3. Mark your communications as "sent"

4. Check cleaning notifications sent for check-out on the day

EVERY WEEK:

1. Calendar: next 2 weeks

2. Update availability blocks (planned maintenance)

3. Reviews awaiting moderation

4. Channel Manager synchronization log (persistent errors)

EVERY MONTH:

1. Rates for the following month

2. Booking and collections report (Payments)

3. Update photos if necessary

4. Email marketing campaign (if applicable)

5. Request a backup of the structure from the platform manager

Common self check-in problems

Guest cannot find email:

-> Check customer spam

-> [Resend check-in email] from the booking details
-> Copy the link and send it via WhatsApp/SMS

Document photo not uploaded:

-> The system automatically compresses photos (max 1600px)
-> If it persists: ask the guest to use another browser

or upload photos from the gallery instead of taking them

Check-in not completed upon arrival:
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-> Perform manual check-in from the panel
-> Enter the document data manually

-> Update the status for the Prefecture register anyway

Home Automation — Common Problems

Red badge upon reservation:

-> Click on the badge -> error details

-> Verify that the home automation server is reachable
-> [Resend] after fixing the network problem

No automatic sending:

-> Make sure "Enable Integration" is active

-> Check the mode (999 = manual only)

-> Test the connection from the home automation settings form

Regulatory obligations of the Police Headquarters

Mandatory notification within 24 hours of arrival.
Portal: https://alloggiatiweb.poliziadistato.it
Fines: €206-€620 per guest not notified.

Keep a copy of all files sent.

Account security

- Do not share credentials

- Password: at least 12 characters, uppercase, numbers, symbols
- Always exit the panel when you finish your work

- Suspicious access: contact the platform manager immediately

Support Contacts

For technical issues, please contact the BnB Platform manager.

BnB Admin manual — BnB Platform v1.2 — March 2026
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Benvenuti a Villa Bella

Il tuo soggiorno da sogno nel cuore di Roma

Scopri il comfort e la bellezza del nostro Bed & Breakfast. Camere eleganti, colazione abbondante
e un‘atmosfera unica vi aspettano.
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