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Hanh trinh mot lugt khach

Mbi khach di qua 5 chang chinh. S6 trong 6 la ma luong trong sé nay. Lat téi
dung trang dé lam theo.

1 Dat phong

Mé& ca
=
v

3 Khaibao luu tra (4]
O

4 Dich vu & thu tién

Kiém toan dém
Khi ké hoach thay dadi
Pai ngay trude khi dén m Khach huy
@) O them /ve som D6i phong
@ Tra phong mudn Khong coc bi tir chéi

CACH DQC MOT TRANG

Chir ddm mau tim trong ngoac kép, vi du “Tao Booking”, 1a chit in trén nit hodc 6 cla
phan mém.

O “Néu gip” ghi cac tinh hudng khac thudng va cach xur ly.

Dong “Xong khi” cho biét 1am dén dau |a xong.
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Viéc hang ngay 6 quay: dat phong, nhan phong, thu tién, tra phong, déi
lich cho khach.

B3t dau ca lam viéc Khach muén dat phong

Khach dén nhan phong

Khai bao Ivu tra véi cong an

Khach dung thém dich vu Thu tién cta khach

Khach tra phong @ Khach tra phong muén

Khach dang & muén & thém hoac

Khach déi ngay trudc khi dén

vé sém
Khach huy dat phong Khach musn déi phong
Phong can don hodc can slra Két thuc ca lam viéc

D) st khong coc bi Quan Iy tir chéi
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LE TAN

A1 Bit ddu calam viéc

KHI NAO
Padu méi ca, trudc khi nhan tién ctia khach.

DUONG DI

(Dashboard) > (Ca lam viéc) > @

1 O Dashboard, bam “Ca lam viéc” (gdc trén bén phai).

2 Dém tién mat dang co trong két.
3 GO so tién vira dém vao 6 “Tién mat dau ca”.
4  Bam “Ma& ca”.

O neuche

Bao “Ban dang c6 ca chua déng” » Ddng ca cii trudce (lubng A14), roéi mé ca
mai.

Phan mém ggi y s ca trudc d€ > Van dém lai tien cho chic roi méi gb.
lai

Vs
XONG KHI

O Thay théng bao “Da m¢ ca. Chuc ca lam viéc tét lanh.”

G

M@ ca trudc thi moi khoan tién ban thu déu ndm trong ca cua ban, cuéi ca d6i
chiéu dé.
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LE TAN

Az Khach muén dit phong

@ KHINAO
Khach goi dién, nhan tin hodc dén quay hoéi dat phong.

DUONG DI

(Dashboard) = (Tao Booking) > (Tié'p IGEE J  Dat phong

1 O Dashboard, bam “Tao Booking”.

2 GO6 ho tén, s dién thoai, CCCD hodc ho chi€u. Chon “Tép khach” va
“Nguén booking”. Khiach nuwédc ngoai thi tich “Khach nuéc ngoai”.

3 Chon ngay nhan, ngay tra, hang phong réi s6 phong. Bdm - / + chon
s6 ngudi lon (t6i da 3).

4 Cotré em bam “Thém tré em”, c6 an sang tich “Kém an sang”. Bao
gid & cot phai, khach déng y thi baAm “Tiép theo”.

5  Khach coc: chon “Khach dat coc”, gb sé tién, chon hinh thirc, tich 6
xac nhan, bam “Dat phong”.

6  Khach khéng coc: chon “Khéng dat coc”, tich 6 glri Quan ly duyét,
bam “Dat phong, chd duyét”.

7  Doc hodc gtri “Ma dat phong” cho khach.

O neuche

Bao “Sé dién thoai khéng hop  » Bd dau cach, gb du 10 s6 bit dau bang O.
le”

Phong hién “Da c6 khach dat” - Chon phong khac hodc ngay khac.

Dt khéng coc bi tir chéi - Xem luéng A15.

( XONG KHI
O Hién bang “Dat phong thanh cong” cé6 ma dang HL-...
G
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LE TAN

A3 Khach dén nhian phong

@ KHI NAO
Khach da dat phong dén quay, thudng tu 14:00.
DUGNG DI

(Dashboard) > (Lich s3p téi) > (Check-in) >

1 O Dashboard, khai “Lich sap t&i”, bam dong Check-in clia khach.
Bam “Check-in”.

2 Man luu trd cha khach mé ra. Xem lai tén, ngay &, s6 nguoi.
3 Xem gidy to clia khach, déi chi€u véi so da ghi.

4  Bam “Da checkin”.

5  Giao thé phong cho khach.

6  Lam tiép khai bao luu tra (lubng A4).

O neuche

Béo phong chua sach - Nh¢ buéng phong don. Don xong bam
“Hoan thanh” & viéc don, r6i bam lai “Da
checkin”.

Bao thi€u s6 CCCD / hd chiéu ¥ Khong nhan phong duoc. Bao Quan ly.

Khach dén sém hon ngay dit > Nh& Quan ly, hodc déi ngay cho khach
(lubng A10).

Khach muén tra truéc - Bam “Thu tién” (luéng Aé).

Bao dang cho Quan ly duyét -+ Luot dat khong coc. Nha Quan ly duyét
(lubng B11), hoac thu coc rdi glri duyét lai
(luong A15).

( XONG KHI
O Luot chuyén sang “Dang 6", hién budc “Khai bao luu trd”.
.
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LE TAN

A4 Khai bao luu tra véi cong an

KHINAO
@ Ngay sau khi khach nhan phong. C6 han chot, tré han sé bi phat.

DUONG DI

(Khai trén trang cong an) a4 Da khai bdo véi cong an

1 Khai bao cho khach trén trang ctia cdng an nhu khach san van lam.

2 Quay lai phan mém, m& man luu tra cda khach.

3 Bam “Pa khai bao véi céng an”.

O nevcae

Muén xem ai chua khai bao + Xem khai “Khai bdo luu trd” trén
Dashboard. BAm “Da khai bdo” ngay tai dé
cling duoc.
Thé mau do - D3 qua han hodc con dudi 2 gio. Lam ngay.
Bam nham - Chi Quan ly bé danh dau duoc.
p
XONG KHI
0 Khach bién khéi khai “Khai bao luu trd” trén Dashboard. }
I\

Han: khach Viét Nam trudce 23:00 ngay dén (dén sau 23:00 thi trugc 08:00 sang
hém sau). Khach nuwéce ngoai trong 12 gio.

Phat néu tré: khach Viét 500.000 - 1.000.000d. Khach nuéc ngoai 3 - 20 triéu
dong.
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LE TAN

A5 Khach ding thém dich vu

KHINAO
@ Khach goi do an, giat la, thué xe, diing minibar... trong lic 6.

DUONG DI

(Thé phbng) > (Thém dich vu phc‘)ng) »>

1 O Dashboard, bam thé phong clia khach dé mé& man luu tra.

2 Bam “Thém dich vu phong”.
3 O “Loai dich vu”: g6 vai chir réi chon dich vu.
4  G6“S6 lwgng”. Xem so tién hién ra.

5 Bam “Thém”.

o NEU GAP
Phong c6 suat mién phi - Phan mém tu trir suat mién phi trudc, phan
du méi tinh tién.

Dich vu khéng c6 gia san -+ G6 gia vao 6 “Don gia (da gdm VAT)".

Khach xin gia khac -+ Nho Quan ly.

Ghi nham - Bio Quan ly huy dong dé (ludng B3).
~

XONG KHI
O Doéng mdi hién trong khéi “Dich vu phong”. }

I\

I Tién phong khéng can thém: phan mém tu ghi moi dém.
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LE TAN

AG Thutién ciia khach

KHI NAO
@ Khach dat coc thém, tra mot phan, hodc tra hét trudc khi di.

DUONG DI

(Mén lwu trl]) > (Thu ti‘én) »> m

1 M& man luu trd cta khach. Xem sé “Con phai thanh toan”.

2 Bam “Thu tién”.

3 Chon “Loai phiéu”: Thanh toan, hodc Dat coc.

4 G6 “S6 tién”. Tra hét thi bAm dong chir xanh “Dién sé con phai thu”.

5  Chon “Hinh thirc”: Tién mat, Chuyén khoan, Thé, Vi dién tr, hoac
Khac (ghi ro 1 gi, vi du phi€éu qua ting).

6  Chuyén khoan hoic thé: g6 ma giao dich.

7  Bam “Ghinhan”.

O neuche
Khéach tra nhiéu [an - M6i [an tra ghi mot phiéu.
Phai tra lai tién cho khach - Viéc nay Quan ly 1am (luéng B2).

Cong ty tra sau, ghi ng, mién phi » Cac 6 nay ma vai lé tan. Nho Quan ly.
(FOC)

( XONG KHI
O S8 “Con phai thanh toan” gidm xuéng. Mau xanh I3 d3 du.
.
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LE TAN

A7 Khach tra phong

@ KHINAO
Khach ra quay tra phong, thuong trudc 12:00.
DUONG DI

(Lichsdp téi ) (Checkout) > (Xéc nh:fan) >

1 O Dashboard, khéi “Lich sap t&i”, bAm dong Checkout ctia khach.
B3m “Checkout”.

2 Hoi bubng phong vé minibar, d6 hong. C6 thi thém dich vu (ludng
A5).

3 Xem “Con phai thanh toan”. Thu dua tién (lubng Aé).

4 Bam nut “Checkout”. Xem bang “Xac nhan checkout”, bAm “Xac
nhan”.

5  Khach can hoa don: bam “In héa don”.
6  Tich “Dain héa don hodc khéng can in héa don”. BAm “Xac nhan”.

O neuche

Nut “Checkout” bi m¢ - Ré chudt Ién nut dé xem ly do. Thudng 1a
khach con ng: thu du truéc.

Da qua gio tra phong - Xem luéng A8 (phi trd phong mudn).
Khéch tra thira tién - Nh& Quan ly hoan tién trudce (lubng B2).
Khach xin n¢ - Nho Quan ly (luong B1).

XONG KHI
0 Phong chuyén “Chd don”, tw cé viéc don phong. H6 so khach duoc khoa. }
N

I Tién coc tu trir vao s6 phai tra, khong can lam gi thém.
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LE TAN

A8 Khach tra phong mudn

@ KHINAO
Khach trda phong sau gio quy dinh (12:00).
DUONG DI

(Mén Iwu tn]) > (Tl’ch phi muc}n) =4 Luu phivao hé so

PN

1 M& man luu trd ctia khach. O khéi “Quy trinh” hién 6 vang “Hé
thong phat hién checkout muén ...".

2 Tich & d6 dé tinh phi.

3 Xem so & 6 “Phi checkout mudn (da gém VAT)”. Phan mém da goi y
san.

4 Bam “Luu phi vao hé so”.

5  Thu tién va tra phong nhu binh thuong (luéng A7).

o NEU GAP

Muén gidm cho khach - Lé tan giam duorc t6i da 500.000d. Hon thé
nhd Quan ly.
XONG KHI
O Dong phi tra phong mudn hién trong “Dich vu phong”.

Mtrc goi y: mudn dén 3 gid thu 30% gid dém. 3 dén 6 gid thu 50%. Trén 6 gid tinh
thém 1 dém.
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LE TAN

A9 Knhach dang 6 mudn & thém hoic vé
s6m

@ KHINAO
Khach da nhan phong, muon déi ngay tra phong.

DUONG DI

(Mén lwu trl]) > (Gia han / d8i ngay tré) >

1 M& man luwu trd cta khach.

2 Bam “Gia han / d&i ngay tra”.

3 Chon ngay trd phong mai.

4 Xem s6 dém mdi va tién du kién. Bio cho khach.
5  G6b “Ly do ddi ngay”.

6  Bam “Luu ngdy mai”.

o NEU GAP

Béo dé: trung lugt khach khdc  » Chon ngay khac, hoac chuyén khach sang
phong khac trudc (lubng A12).

Khach vé sém hon dém da tinh > Khéng Iti duoc qua dém da ghi tién.
tién

( XONG KHI
0 Ngay trd mai hién trong khéi “Théng tin phong”.
N

O thém: tién cac dém thém duoc ghi tw dong mdi dém. An sang, giuong phu tu
tinh lai.
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LE TAN

AT1(0 Khach d6i ngay truéc khi dén

KHINAO
@ Khach da dat nhung chua dén, muon déi ngay nhan hoac ngay tra.
DUONG DI

(Lich ph(‘)ng) -»> (Lu’g’t dét) -»> (Dé’i ngay luu trﬂ) -»>

1 M@& “Lich phong”. Tim thanh mau xanh 14 ctia khach, bAm vao dé ma
man luu tra.

2 Bam “Déi ngay luu trd”.

3 Chon ngay nhan va ngay trd mai.

4 Xem gid dém mai (gia theo mua cla ngay mai). Bdo cho khach.
5  G6 “Ly do d&i ngay”. Bam “Luu ngay méi”.

O nevcar

Khéng tim thay khach - Ré chudt Ién cac thanh trén Lich phong dé
xem tén. Bam “Tuan sau” dé xem xa hon.

Bao do: phong da c6 khach khac # Chon ngay khac.

( XONG KHI
O Thanh ctia khach nam ding ngay méi trén Lich phong.
N
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LE TAN

A11 Knach huy dat phong

@ KHINAO
Khach da dat, chua nhan phong, bao khong dén nua.

DUONG DI

(Mén luu trl]) > (Huy’l dat phc‘)ng) ad Huy dat phong

1 M& man luu trd cha khach (tir Lich phong hodc thé phong).

2 Bam dong chir dé “Huy dat phong”.

3 Phan mém tu tinh phi huy. Doc cho khach: phi huy, tién coc, s6 phai
hoan hoac khach con phai tra.

4 GO “Ly do huy”.

5  Bam nat “Huy dat phong”.

6  Khach con no phi: bAm “Thu tién”. Phai hoan coc thira: nhd Quan ly
(lubng B2).

o NEU GAP

Con 48 dén 72 gio trudc gio - Lé tan khong huy duoc. Nhé Quan ly
nhan phong (lubng B4).

Khéach xin mién hodc giam phi » Nh& Quan ly (ludng B4).

Khach da nhan phong - Khéng huy. Dai ngay tra vé hom nay (luéng
A9) roi tra phong.

( XONG KHI
O Hién 6 hong “Da huy dat phong”. Phong tréng lai dé ban.
.

Phi huy: tir 7 ngay tré 1én mién phi. 3 dén 6 ngay: 50%. Dudi 48 gid: 100% tién
phong.
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LE TAN

A12 Khach mudn d6i phong

KHINAO
@ Khach dang 6 muon sang phong khac, hodc phong co su co.

DUONG DI

(Mén Iwu trl]) > (Chuyé’n phbng) =4 Chuyén phong

1 M& man luwu trd cta khach.

2 Bam “Chuyén phong”.

3 Chon phong méi. Chi phong con tréng dén ngay khach tra mai hién
ra.

4 Xem gia mdi dém ctia phong mai, ap dung tir dém nay.
5  G6 “Ly do chuyén”.
6  Bam “Chuyén phong”.

O neuche

Khéng c6 phong ndo dé chon > Khéng con phong tréng sudt thai gian
khach &. Ban véi khach déi ngay.

XONG KHI
O Khach nim & phong méi. Phong cii chuyén “Cho don”.

I Cac dém da & gilr gia cl.
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LE TAN

A13 Phong can don hoic can sita

@ KHINAO
Khach nho don phong, hoac do trong phong bi hong.

DUONG DI

( Lichsaptsi ) (Tao mé’i) > (T:_ao yéu c':?\u) =4 Hoan thanh

1 O Dashboard, khai “Lich sap t&i”, bAm “Tao méi”.

2 Chon phong. Chon loai: Yéu cau ctia khach, Don phong hodc Bao tri.

3 Chon don vi lam (L& tan, Budng phong, Ky thuat), ngay, gi®. Ghi cha
néu can.
4  B3m “Tao yéu cau”.

5  Lam xong: bam dong viéc do, bam “Hoan thanh”.

O nevcar
Viéc gap, nghiém trong -» Bam dong viéc, bAm “Béo cdo su cd”, tich
“Khan cap”, bAm “Guri bao cao”. Quan ly sé
thay ngay.
p
XONG KHI
O Viéc bién khoi danh sach. Don xong thi phong tu chuyén “Sach”. }
N

I Khach tra phong xong, viéc don phong tu dugc tao. Khéng can tao tay.
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LE TAN

A14 Két thiic ca lam viéc

@ KHINAO
Cudi ca, trudc khi giao quay cho ngudi sau.

DUONG DI

(o) > (Torimans) > (3 (LD

1 M& “Calam viéc” (menu bén trai, hodc nut trén Dashboard).

2 Dém tién mat trong két.

3 GO so6 vira dém vao 6 “Tién dém dugc”.

4 Léch qua 20.000d: ghi ly do vao 6 “Giai thich chénh léch”.
5  Ghichi ban giao cho ca sau (néu cd). Bam “Déng ca”.

6  Bam “In bdo cdo ca”. Hai nguoi ky ban giao.

o NEU GAP

Bao “Sao luu khéng thanh cong” » Ca van déng binh thuong. Bdo Quan ly.

XONG KHI
O Thay “Da déng ca”. Ca hién trong danh sach cac ca gan day.

I M@i [an déng ca, phan mém tu sao luu dir liéu khach san.
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LE TAN

A1 5 Pat khong coc bi Quan 1y tir choi

KHINAO
Man luu tru ctia khach hién “Quan ly tu choi dat khong coc” kem 1y
do.

DUONG DI

(Mén luu trl]) > (Thu ti‘én) > (Dét I d  GUi duyét lai

1 M@& man luu trd cda khach, doc ly do Quan ly ghi.

2 Goi bao khach. Khach déng y coc thi bAm “Thu tién”.

3 Chon “Loai phiéu”: Dat coc. G6 s6 tién, chon hinh thirc, bam “Ghi
nhan”.

4  B3m “GUi duyét lai”.

o NEU GAP

Khach khéng muén coc nira - Huy dit phong (luéng A11).

XONG KHI
Q Luot dit lai vao khdi “Ché duyét” ciia Quan y.

I Chua dugc duyét thi chua nhan phong duoc, nhung phong van duoc gitr.
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QUAN LY

Quan ly

Quan ly lam dugc moi viéc ctia lé tan, cong thém cac viéc can duyet, tién
hoan, s sach.

Cho khach no khi trd phong

Huy mét khoan ghi nham

Phong hong, tam ngirng ban

Chét s6 cudi ngay (kiém toan dém)

Sao lwu dir lieu

B11 Duyét dat phong khong coc

THE HOLIDAY HA LONG - PMS

Tra lai tién cho khach

Huy sat ngay, mién hodc giam phi
huy

XU ly bdo cdo su cé cla lé tan

B8 Xem tién, doanh thu va céng no

Nhan vién méi, quén mat khau,
nghi viéc

@ Stra chiét khau, thué VAT, phu thu
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QUAN LY

B1 cho khach ng khi tra phong

KHINAO
@ Khach (thuong la cong ty, doan) xin tra phong trudc, tra tién sau.

DUONG DI

(Mén luu trL’l) > (Checkout) > (Duyét ng )-»

1 M& man luu trd cta khach. Bam “Checkout”.

2 Trong bang “Xac nhan checkout”, tich 6 “Téi Ia Quan ly va duyét cho
khachng ...".

3 Bam “Xac nhan”, r6i hoan tat nhu tra phong thuong.

4 Khikhach trd ng: m@ “Bao cao tai chinh”, tab “Théng tin khach luu
trd”, chon “Chua tat toan”.

5  Bam tén khach, bam “Thu tién”, ghi phi€u Thanh toan.

XONG KHI
O Khach chuyén sang “Da tat toan” trong Bao cao.

I Lan duyét ng dugc ghi vao nhat ky kém tén Quan ly.
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QUAN LY

B2 Tralaitién cho khach

@ KHI NAO
Khach tra thita, hodc huy phong con du tién coc.
DUONG DI

(Mén luu trL’l) > (Thu ti‘én) > (Hoén tién) >

1 M& man luu tra cha khach. S “Con phai thanh todn” mau cam 13
khach tra thira.

2 Bam “Thu tién”.
3 Chon “Loai phiéu”: Hoan tién.
4 G0 s6 tién tra lai. Chon hinh thirc.

5  Bam “Ghi nhan”. Dua tién cho khach.

NEU GAP

Muén xem ai dang ch& hoan tién— “Bio cio tai chinh”, tab “Théng tin khach
lwu trd”, 6 “Phai hoan cho khach”.

XONG KHI
0 Sd “Con phai thanh toan” vé 0.

I Khéng hoan duoc nhiéu hon sé khach da nop.

THE HOLIDAY HA LONG - PMS Tiéng Viét - 23



QUAN LY

B3 Huy mét khoan ghi nhim

@ KHI NAO
Lé tan ghi nham dich vy, s6 lugng hodc gia.

DUONG DI

(Mén lwu tn’.) > (Dich wu phc‘)ng) > (Hﬂy khoén) BN ysc nhan hay

1 M& man luwu trd cta khach.

2 J khai “Dich vu phong”, bam biéu twong huy & cudi dong ghi nham.
3 G6 “Ly do hay (bat buéc)”.
4 Bam “Xac nhan hay”.

5  N&u can, nh& | tan ghi lai cho ding (ludng A5).

NEU GAP
Khach da tra phong H6 so da khoa, khéng huy duoc. Lién hé
ngudi phu trach ky thuat.
XONG KHI
Q Dong bi gach ngang, ghi “Da hay”, khéng con tinh tién.

I Khoéng c6 gi bi xoa han. Xem lai moi thao tac & “Lich sir thay déi”.
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QUAN LY

B4 Huy sat ngay, mién hoéc giam phi huy

KHI NAO
@ Khach huy khi con 48 déen 72 gio, hodc xin mién, gidm phi huy.

DUONG DI

(Mén lwu tn’.) > (Huy dst phbng) > (Chc‘)'t phikhic ) > (IR

1 M& man luu trd ctia khach. BAm dong chir do “Huy dat phong”.

2 Xem phi phdn mém d3 tinh.

3 Muén déi phi: tich “Chét phi khac chinh sach (mién / giam)”, g6 s6
phi méi.

4 GO “Ly do huy”.

5  Bam “Huy dat phong”.

XONG KHI
0 Hién 6 héng “Da huy dat phong” kém phi da chét.

I Phi d6i tay dugc ghi nhat ky kém tén Quan ly.
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QUAN LY

BS Phong héng, tam ngung ban

@ KHI NAO
Phong cdn stta nhiéu ngay, khéng cho khach é.
DUONG DI

(Danh sich phbng) > (cm tit phbng) >

1 Menu trai, nhém “Phong & dich vu”, chon “Danh sach phong”, bam
vao phong.

2 Bam nut hinh co 1é “Dwa vao bao tri”.
3 G6 “Ly do”. Chon ngay “Du kién xong” néu biét.
4  Bam “Pua vao bao tri”.

5  Sira xong: vao lai phong, bAm “Dua tra lai sir dung”.

NEU GAP
Phong con khach da dat Chuyén khach sang phong khac hoic huy
trudc, réi méi khoa.
XONG KHI
0 Phong hién nhan vang cam “Bdo tri”.

I Hét ngay du ki€n phan mém khéng tu' ma lai. Phai bam “Dua tré lai sir dung”.
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QUAN LY

B6 xirlybao co sy cé cia lé tan

KHI NAO
@ C6 thé mdi trong khoi “Bao cdo sy co” trén Dashboard.
DUONG DI

(Dashboard) -»> (Béo caoswcéd )»

1 O Dashboard, xem khéi “Bdo cao su cd”. Thé dd “Khan cap” nam
trén cung.

2 Bam thé dé doc: phong, khach, ngudi guri, ndi dung.
3 Can xem ho so khach: bam “M@ lugt luwu trd”.

4 Giai quyét xong: bam “Da xtr ly”.

XONG KHI
O Thé bién khéi khai. Hét bao cdo thi khéi tw an.
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QUAN LY

B’/ chét sé cusi ngay (kiém toan dém)

KHINAO
Méi sang, xem dém qua phdan mém da chot sé chua.

DUONG DI

(Cc‘)ng cu tai chinh) -»> (Kié’m toan dém) -»>

1 Menu trai, nhom “Céng cu tai chinh”, chon “Kiém toan dém”.

2 Xem bang “Cac ngay da chét”: hém qua da chét 13 6n.
3 Co6 khéi dd “Phai xtr ly trudc khi chét s6”; bam “Xir ly” tirng phong.
4 Khach & thém: “Gia han / d&i ngay tra”. Khach di roi: “Checkout”.

5 XU ly xong ma van chua chét: bam “Chay ngay (du phong)”.

NEU GAP
Phat hién mét ngay da chét bi Bam “M¢ lai”, gb ly do. Viéc hiém, co ghi
sai nhat ky.
May cha tat vai ngay M@ lai phan mém, né tu chot bu tirng ngay.
XONG KHI
0 Ngay hdm qua nidm trong “Cac ngay da chét”.

I Phan mém tu chét s6 sau 00:05 méi dém, khi may cht dang bat.
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QUAN LY

B8 Xem tién, doanh thu va cong ng

KHI NAO
Cuoi ngay, cudi tuan hodc khi chii hoi so liéu.

DUONG DI

(Cc‘)ng cu tai chinh) > (Béo céo tai chinh) BN |, / T3i PDF

1 Xem nhanh: khéi “Tai chinh” trén Dashboard. Chon Hom nay, 7
ngay, 30 ngay hodc 6 thang.

2 Xem ky: menu trai, nhém “Céng cu tai chinh”, chon “Bao cao tai
chinh”. Chon ky, bAm “Xem bao cao”.

3 Tab “Doanh thu”: tién phong, dich vu, cong suat phong.

4 Tab “Théng tin khach luu trd”: ai con no, ai chd hoan tién. Tab “Daéi
phong”: cac [an chuyén phong trong ky.

5  Can gidy: bam “In / Tai PDF”.

6  Tién két cac ca: m& “Ca lam viéc”, xem “Téng soat tién mat”.
XONG KHI
Q Cé sd liéu can xem, hoac tép PDF dé€ in.

I Tién coc chua phai doanh thu. Doanh thu I3 tién d3 ghi, khac véi tién da thu.
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QUAN LY

B9 saoluu dirlitu

KHINAO
@ Thdy khung dé nhdc sao luu 6 menu trai, hoac muon kiém tra.

DUONG DI

Thanh bén trai ) > @EEATTN 5

1 Thay khung do “... ngay chua sao lwu” & menu trai: bam “Sao luu
ngay”.

”

2 Mudn kiém tra: bam tén minh & goc dudi trai, chon “Cai dat sao luu”.
3 Xem hai 6: “Trén may chd” va “Ra ngoai may chd”.

4 Chua bat sao luu ra ngoai: 1dam theo huédng dan trén man dé mot [an
(Google Drive hoac 6 USB).

NEU GAP
Khung “Mat két néi Google Bam “Xir ly”. Thudng do Google Drive trén
Drive” may chu chua dang nhap.

XONG KHI

Q Khung dé bién mat. O “Trén may chi” ghi gio vira sao luu.

I Binh thudng khong can bam gi: méi [an 1& tan déng ca la da sao luu.
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QUAN LY

BIO Nhén vién méi, quén mat khau, nghi
viéc

@ KHI NAO
Co ngudi vao lam, quén mat khdu, hodc nghi viéc.

DUONG DI

Quan ly nhan vién ) ( Tao tai khoan ) > QRELNEXE AUEEGED

1 M& “Quan ly nhan vién”. BAm “Tao tai khoan”.

2 GO "Hovatén”, “Tén dang nhap”, “Sé dién thoai”. Chon “Phong ban”
va “Vai tro”.

3 Bam “Tao va cap mat khau”.

4 Ghi lai “Mat khau tam”, dua cho nhan vién. Bam “Tai da ghi lai”.

NEU GAP
Nhan vién quén mat khiu O dong cuia ngudi do, bam biéu twong chia
khoa (ré chuét thay chir “Cap lai mat
khau”).
Nhan vién nghi viéc Bam biéu tugng ngudi dé ¢ dau x (“Khéa

tai khoan”). Lich st 1am viéc van gitr.

XONG KHI
Q Nhan vién dang nhap duoc, phan mém bat déi mat khau [an dau.

I Mat khiu tam chi hién mét [an. Tén dang nhap khéng déi dugc sau khi tao.
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QUAN LY

B11 Duyét dat phong khong coc

KHI NAO
@ Lé tan dat khong coc. Lugt do hién & khoi “Cho duyét” trén cung cot
phai Dashboard.

DUONG DI

(Dashboard) = (Ch(‘)’ duyét) >

1 O Dashboard, xem khéi “Ch& duyét”: phong, khach, ngay, ai dit.

2 Poéngy giir phong khéong coc: bam “Duyét”. Lé tan nhan phong duoc

ngay.

3 Khéng dong y: bam “Twr chdi”, gb ly do dé I& tan bao lai khach, bam
“Tir chéi”.
NEU GAP

Mudn xem ky luot dit truéc M& man luu trd cla luot do, duyét ngay
trén man do clng duoc.

XONG KHI

O Luot bién khoi khai “Chd duyét”. Hét lugt chd thi khéi tw an.

I Quan ly ty dat khéng coc thi coi nhu da duyét.
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QUAN LY

B12 sia chiét khiu, thué VAT, phu thu

KHI NAO
Déi % giam ctia mot tép khdach, nha nude doi thué VAT, hoac déi mic
phu thu nguoi lén thu 3.

DUONG DI

(Phc‘mg & dich vu) > (Gié & chiét khé’u) > @

1 Menu trai, nhém “Phong & dich vu”, chon “Gia & chiét khau”.

2 Chiét khau: stra % ngay trén dong tép khach, bam “Luu”. Thém tép
ma&i bang “Thém tép khach”.

3 Nglrng mot tép: tat cong tic “Pang dung”.

4 Thué ho3c phu thu: stra 6, bAm “Luu thué & phu thu”, xac nhan.

NEU GAP

Stra tén céng ty, ma s6 thué trén » Bam tén minh & géc dudi trai, “Quan ly ho
hoa don so”, khung “Thong tin khach san”.

XONG KHI
O Luot dat méi dung mirc mai.

I Luot da dat gilr dung gia da bao khach.
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PART TWO

English

Workflow Guide



Contents

A guest's journey
RECEPTION

A1  Start your shift

A2 A guest wants to book a room

A3 Aguest arrives to check in

A4 Register the guest with the police
A5 A guest uses an extra service

A6 Take a payment

A7 A guest checks out

A8  Late check-out

A9  Anin-house guest stays longer or leaves early
A10 A guest changes dates before arrival
A11 A guest cancels

A12 A guest wants to change room

A13 Aroom needs cleaning or repair
A14  End your shift

A15 A no-deposit booking was rejected

MANAGER

B1  Let a guest check out and pay later

B2  Give money back to a guest

B3  Cancel a charge entered by mistake

B4  Late cancellation, waive or reduce the fee
B5  Take a broken room out of sale

B6  Handle an issue reported by reception

B7  Close the day (night audit)

B8  Check money, revenue and debts

B9  Back up the data

B10 New staff, forgotten password, leaving staff
B11 Approve a booking without deposit

B12 Change discounts, VAT or surcharges
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A guest's journey

Every guest goes through 5 main stages. The code in each box is the flow code
in this book. Turn to that page and follow it.

EVERY SHIFT, EVERY DAY

1 Booking (2]

Open shift

2 Check-i @

Housekeeping

Close shift

3 Police registration @

4 Services & payment

5 Check-out (A7)

Night audit

When plans change
2v8) New dates before arrival m Guest cancels
@ Stay longer / leave early Change room

@ Late check-out No-deposit rejected

HOW TO READ A PAGE

Bold purple words in quotes, for example “Tao Booking” (Create booking), are the
words printed on the software's buttons and boxes. The screens are in Vietnamese.

The “If this happens” box lists unusual situations and what to do.

The “Done when” line tells you when the task is finished.
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RECEPTION

Reception

Daily front-desk work: bookings, check-in, payments, check-out, and
changes to a guest's plans.

Start your shift A guest wants to book a room

A guest arrives to check in

Register the guest with the police

A guest uses an extra service Take a payment

A guest checks out Late check-out

@ An in-house guest stays longer or A10 A guest changes dates before
leaves early arrival
A guest cancels A guest wants to change room

A room needs cleaning or repair LAY End your shift

@ A no-deposit booking was rejected
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RECEPTION

A1 Start your shift

WHEN
@ At the start of every shift, before taking any money from guests.

PATH

(Dashboard) > (Ca lam viéc) > @

1 On the Dashboard, click “Ca lam viéc” (Shift), top right.

2 Count the cash in the till.
3 Type the amount into “Tién mat dau ca” (Opening cash).
4  Click “Mé& ca” (Open shift).

© irrHis HAPPENS

It says you already have an open - Close the old shift first (flow A14), then
shift open a new one.

The software suggests what the » Count again anyway, then type the

last shift left number.
p
DONE WHEN
0 You see the message “Da mé ca...” (Shift opened). }
(N

Open your shift first: every payment you take is then counted in your shift, which
makes the end-of-shift check easy.
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RECEPTION

Az A guest wants to book a room

WHEN
@ A guest calls, messages or comes to the desk to book.

PATH

(Dashboard) > (Tao Booking) > (Tié’p theo) >

1 On the Dashboard, click “Tao Booking” (Create booking).

2 Type the name, phone, ID or passport. Choose “Tép khach” (Guest
group) and “Ngudn booking” (Source). Tick “Khach nuéc ngoai” for
foreign guests.

3 Choose dates, room type, then a room. Use - / + for adults (3 at most).

4 Children: “Thém tré em”. Breakfast: tick “Kém an sang”. Quote the
price on the right; if agreed click “Tiép theo” (Next).

5  Deposit: choose “Khach dat coc”, type the amount, choose the method,
tick the box, click “Dat phong” (Book).

6  No deposit: choose “Khdng dat coc”, tick the box to send it to the
manager, click “Dat phong, cho duyét”.

7 Read or send the booking code to the guest.

o IF THIS HAPPENS

“S6 dién thoai khéng hop 1€” - Remove spaces. Type all 10 digits starting
(Invalid phone) with 0.

A room shows “Da c6 khach d3t” — Choose another room or other dates.
(Booked)

A no-deposit booking is rejected > See flow A15.

DONE WHEN
0 You see “Dat phong thanh cdng” (Booking successful) with a code like HL-...
N\
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RECEPTION

A3 A guest arrives to check in

WHEN
@ A booked guest arrives at the desk, usually from 14:00.
PATH

(Dashboard) > (Lich sdp tdi) > (Check-in) >

1 On the Dashboard, in “Lich sap t&i” (Upcoming), click the guest's
Check-in line. Click “Check-in".

2 The guest's stay screen opens. Check the name, dates and number of
guests.

3  Look at the guest's ID and compare it with the number on file.
4 Click “Da checkin” (Checked in).
5  Give the guest the room key.

6 Now do the police registration (flow A4).

@ iFrHis HAPPENS

It says the room is not clean - Ask housekeeping to clean it. When done,
click “Hoan thanh” (Done) on the cleaning
task, then “Da checkin” again.

It says the ID number is missing  Check-in is blocked. Tell the manager.

The guest is earlier than the - Ask the manager, or change the dates (flow
booked date A10).

The guest wants to pay now ¥ Click “Thu tién” (flow A6).

It says it is waiting for the - A no-deposit booking. Ask the manager to
manager approve (flow B11), or take a deposit and
resend (flow A15).

DONE WHEN
0 The stay changes to “Dang &” (In house) and the registration step appears.

G
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RECEPTION

A4 Register the guest with the police

WHEN
@ Right after check-in. There is a deadline; being late means a fine.
PATH

Police website ) 5 @E3ELGEIN LR Relel 11}

1 Register the guest on the police website, as the hotel normally does.
2 Go back to PMS and open the guest's stay screen.

3 Click “Da khai bao véi cong an” (Registered with police).

@ iFTHIS HAPPENS

You want to see who is not ¥ Look at the “Khai bao luu trd”

registered yet (Registration) box on the Dashboard. You
can click “Da khai bao” there too.

A card is red It is late, or less than 2 hours remain. Do it
now.

You clicked by mistake - Only the manager can undo it.

Vs
DONE WHEN

0 The guest disappears from the registration box on the Dashboard.
N\

Deadline: Vietnamese guests before 23:00 on the arrival day (arriving after 23:00:
before 08:00 next morning). Foreign guests within 12 hours.

Late fines: Vietnamese guest 500,000 - 1,000,000 VND. Foreign guest 3 - 20
million VND.
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RECEPTION

AS A guest uses an extra service

WHEN
@ The guest orders food, laundry, a car, uses the minibar... during the
stay.

PATH

(Room card) > (Thém dich vu phc‘)ng) >

1 On the Dashboard, click the guest's room card to open the stay
screen.

2 Click “Thém dich vu phong” (Add room service).

3 In “Loai dich vu” (Service), type a few letters and pick the service.
4 Type “S6é lugng” (Quantity). Check the amount shown.

5  Click “Thém” (Add).

@ ¥ THIs HAPPENS

The room includes free portions # The software uses the free portions first
and charges only the rest.

The service has no fixed price > Type the price in “Don gia (da gom VAT)”
(Unit price incl. VAT).

The guest asks for a different > Ask the manager.

price
You added something by - Ask the manager to cancel that line (flow
mistake B3).
p
DONE WHEN
O The new line appears under “Dich vu phong” (Room charges). }
N\

I Room nights are not added by hand: the software adds them every night.
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RECEPTION

AG Take a payment

WHEN
@ The guest pays a deposit, part of the bill, or the full bill.
PATH

(Stay screen) > (Thu ti‘én) -» m

1 Open the guest's stay screen. Look at “Con phai thanh toan”
(Amount due).

2 Click “Thu tién” (Take payment).

3 Choose “Loai phiéu” (Type): Thanh toan (Payment) or Dat coc
(Deposit).

4 Type “Sé tién” (Amount). To pay in full click the blue text “Dién s&
con phai thu” (Fill amount due).

5  Choose “Hinh thirc” (Method): cash, transfer, card, e-wallet, or
“Khac” (Other, say what, for example a gift voucher).

6  Bank transfer or card: type the transaction code.

7  Click “Ghi nhan” (Record).

@ ¥ THIS HAPPENS
The guest pays several times - Record one slip for each payment.

Money must be given backto > The manager does this (flow B2).
the guest

Company pays later, debt, or - These are greyed out for reception. Ask the
free (FOC) manager.

( DONE WHEN
O “Con phai thanh toan” goes down. Green means fully paid.
.
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RECEPTION

A7 A guest checks out

WHEN
@ The guest comes to the desk to leave, usually before 12:00.
PATH

(Lich s3p téi ) (Checkout) > (Xéc nhén) >

1 On the Dashboard, in “Lich sap t&i” (Upcoming), click the guest's
Checkout line. Click “Checkout”.

2 Ask housekeeping about the minibar and damage. Add any services
(flow A5).

3 Look at “Con phai thanh toan” (Amount due). Collect it in full (flow
A6).

4 Click “Checkout”. Read the summary and click “Xac nhan” (Confirm).
5  If the guest wants an invoice, click “In héa don” (Print invoice).

6  Tick “D3 in héa don hoac khéng can in hda don” (Invoice printed or
not needed). Click “Xac nhan”.

@ iFTHIS HAPPENS
The “Checkout” buttonis grey  » Hover over it to see why. Usually the guest
still owes money: collect it first.
It is past check-out time - See flow A8 (late check-out fee).
The guest overpaid - Ask the manager to refund first (flow B2).
The guest asks to pay later - Ask the manager (flow B1).
p
DONE WHEN
The room changes to “Ch& don” (To clean) and a cleaning task is created.
The stay is locked.
\

I The deposit is taken off the bill automatically. Nothing else to do.
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RECEPTION

A8 Late check-out

WHEN
@ The guest leaves after the standard time (12:00).

PATH

(Stay screen) > (Tick late fee) e 4 Luu phivao hé so

1 Open the guest's stay screen. In “Quy trinh” (Steps) a yellow box
says a late check-out was detected.

2 Tick that box to charge a fee.

3 Check the amount in “Phi checkout mudn (da gom VAT)” (Late fee
incl. VAT). The software suggests it.

4 Click “Luu phi vao hé so” (Save fee).

5  Take payment and check out as normal (flow A7).

o IF THIS HAPPENS

You want to reduce the fee -» Reception can reduce it by up to 500,000
VND. More than that: ask the manager.

DONE WHEN
O A late check-out line appears under “Dich vu phong”.

Suggested fee: up to 3 hours late, 30% of the nightly rate. 3 to 6 hours, 50%.
Over 6 hours, one extra night.
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RECEPTION

A9 An in-house guest stays longer or
leaves early

WHEN
@ The guest has checked in and wants a different check-out date.

PATH

(Stay screen) > (Gia han / déi ngay tré) >

1 Open the guest's stay screen.

2 Click “Gia han / dé&i ngay tra” (Extend / change check-out).
3 Choose the new check-out date.

4 Check the new number of nights and the estimated price. Tell the
guest.

5  Type the reason in “Ly do d&i ngay” (Reason).

6  Click “Luu ngay mai” (Save new dates).

© 7 rHis HAPPENS

Red warning: clashes with - Choose another date, or move the guest to
another booking another room first (flow A12).

The guest leaves before nights  You cannot go back past a night that was
already charged already charged.

( DONE WHEN
O The new check-out date shows in “Théng tin phong” (Room details).
.

Staying longer: extra nights are charged automatically each night. Breakfast and
extra beds are recalculated.
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RECEPTION

Alo A guest changes dates before arrival

WHEN
@ The guest has booked but not arrived, and wants other dates.
PATH

(Lich ph(‘)ng) > (Booking) -» (Dé’i ngay luwu trl]) >

1 Open “Lich phong” (Room calendar). Find the guest's green bar and
click it to open the stay screen.

2 Click “Péi ngay luu trd” (Change dates).
3 Choose the new check-in and check-out dates.

4 Check the new nightly rate (season prices of the new dates). Tell the
guest.

5  Type “Ly do d&i ngay” (Reason). Click “Luu ngay méi” (Save new
dates).

@ ¥ THIs HAPPENS

You cannot find the guest - Hover over the bars to see names. Click
“Tuan sau” (Next week) to look further
ahead.

Red warning: the room is taken  Choose other dates.

( DONE WHEN
O The guest's bar sits on the new dates in the calendar.
\
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RECEPTION

A11 A guest cancels

WHEN
@ The guest booked, has not checked in, and says they will not come.

PATH

(Stay screen) > (Huy’l dat ph(‘)ng) =4 Huy dat phong

1 Open the guest's stay screen (from the calendar or the room card).

2 Click the red text “Huy dat phong” (Cancel booking).

3 The software works out the fee. Tell the guest: fee, deposit, and the
refund or what they still owe.

4 Type “Ly do huy” (Reason).
5  Click the “Huy dat phong” button.

6  If the guest still owes a fee, click “Thu tién”. If deposit must be
refunded, ask the manager (flow B2).

o IF THIS HAPPENS

48 to 72 hours before check-in Reception cannot cancel. Ask the manager
(flow B4).

The guest asks for a lower or no > Ask the manager (flow B4).
fee

The guest has already checked Do not cancel. Change check-out to today

in (flow A9), then check out.
DONE WHEN
A pink box says “Da huy dat phong” (Cancelled). The room is free to sell
again.

Fees: 7 days or more, free. 3 to 6 days, 50%. Under 48 hours, 100% of the room
price.
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RECEPTION

A12 A guest wants to change room

WHEN
@ An in-house guest wants another room, or the room has a problem.

PATH

(Stay screen) > (Chuyé’n phc‘)ng) =4 Chuyén phong

1 Open the guest's stay screen.

2 Click “Chuyén phong” (Move room).

3 Choose the new room. Only rooms free until the guest leaves are
shown.

4 Check the nightly rate of the new room, which applies from tonight.

5  Type “Ly do chuyén” (Reason).

6  Click “Chuyén phong”.

© 7 rHis HAPPENS

No room to choose - No room is free for the whole stay. Talk to
the guest about other dates.

DONE WHEN
The guest is in the new room. The old room changes to “Chg don” (To
clean).

I Nights already stayed keep the old price.
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RECEPTION

A13 A room needs cleaning or repair

WHEN
@ The guest asks for cleaning, or something in the room is broken.
PATH

( Lichsaptsi ) (Tao mé’i) > (Tao yéu c':?\u) =4 Hoan thanh

1 On the Dashboard, in “Lich sap t&i” (Upcoming), click “Tao méi”
(New).

2 Choose the room. Choose the type: guest request, cleaning or
maintenance.

3 Choose who does it (reception, housekeeping, technical), the date
and time. Add a note if needed.

4 Click “Tao yéu cau” (Create request).

5  When finished, click the task and click “Hoan thanh” (Done).

@ ¥ THIs HAPPENS

e

Urgent or serious problem - Click the task, click “Bao cao su cd” (Report
issue), tick “Khan cap” (Urgent), click “Gtri
bao cao” (Send). The manager sees it at

once.
( DONE WHEN
The task leaves the list. After cleaning, the room changes to “Sach”
(Clean).
N\

I After a check-out the cleaning task is created for you.
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RECEPTION

A14 End your shift

WHEN
@ At the end of your shift, before handing over the desk.

PATH

(o) > (oo > (3o (LD

1 Open “Calam viéc” (Shift) from the left menu or the Dashboard
button.

2 Count the cash in the till.
3  Typeitinto “Tién dém duoc” (Counted cash).

4 If it differs by more than 20,000 VND, explain in “Giai thich chénh
Iéch” (Explain difference).

5  Add a handover note if needed. Click “Déng ca” (Close shift).

6  Click “In bao céo ca” (Print shift report). Both people sign the
handover.

© 7 rHis HAPPENS

“Sao luu khéng thanh cong” - The shift is still closed. Tell the manager.
(Backup failed)

DONE WHEN
You see “D3 déng ca” (Shift closed) and the shift appears in the recent
list.

I Every time a shift is closed, the software backs up the hotel's data.
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RECEPTION

A1 5 A no-deposit booking was rejected

WHEN
@ The stay screen shows “Quan Ly tu choi dat khong coc” (Manager
rejected) with a reason.

PATH

(Stay screen) > (Thu ti‘én) -»> (D:fat LI d  Gui duyét lai

1 Open the guest's stay screen and read the manager's reason.

2 Call the guest. If they agree to pay a deposit, click “Thu tién” (Take
payment).

3 Choose “Loai phiéu”: Dat coc (Deposit). Type the amount, choose
the method, click “Ghi nhan” (Record).

4 Click “Gtri duyét lai” (Send for approval again).

© irrHis HAPPENS

The guest no longer wantsto - Cancel the booking (flow A11).
pay a deposit

DONE WHEN
The booking goes back to the manager's “Ch& duyét” (Awaiting approval)
box.

I Until approved the guest cannot check in, but the room stays held.

THE HOLIDAY HA LONG - PMS English - 52



MANAGER

Manager

The manager can do everything reception does, plus approvals, refunds
and the books.

Let a guest check out and pay later Give money back to a guest

Late cancellation, waive or reduce

Cancel a charge entered by mistake the fee

Handle an issue reported by
reception

Take a broken room out of sale

Close the day (night audit) B8 Check money, revenue and debts

New staff, forgotten password,

Back up the data leaving staff

Change discounts, VAT or
surcharges

:hEB  Approve a booking without deposit
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MANAGER

B1 Let a guest check out and pay later

WHEN
@ A guest (often a company or group) asks to leave now and pay later.

PATH

(Stay screen) > (Checkout) > (Approve debt) >

Open the guest's stay screen. Click “Checkout”.

In the summary, tick “T6i la Quan ly va duyét cho khach ng..."” (I am
the manager and approve the debt).

Click “Xac nhan” (Confirm) and finish as a normal check-out.

When the guest pays: open “Béo cao tai chinh” (Finance report), tab
“Théng tin khach luu trd” (Guest stays), choose “Chua tat toan” (Not
settled).

AW

Click the guest's name, click “Thu tién”, record a payment.

©

DONE WHEN
The guest shows “Da tat toan” (Settled) in Reports.

I Every debt approval is logged with the manager's name.
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MANAGER

Bz Give money back to a guest

WHEN
@ The guest overpaid, or cancelled with deposit left over.
PATH

(Stay screen) > (Thu ti‘én) > (Hoén tién) >

1 Open the guest's stay screen. An orange “Con phai thanh toan”
means the guest overpaid.

2 Click “Thu tién”.
3 Choose “Loai phiéu” (Type): Hoan tién (Refund).
4 Type the refund amount. Choose the method.

5  Click “Ghi nhan” (Record). Give the money to the guest.

IF THIS HAPPENS

You want to see who is waiting “Béo cao tai chinh”, tab “Théng tin khach
for a refund Iwru trd”, box “Phai hoan cho khach” (To
refund).

DONE WHEN
Q “Con phai thanh toan” is 0.

I You cannot refund more than the guest has paid.
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MANAGER

B3 Cancel a charge entered by mistake

WHEN
@ Reception added the wrong service, quantity or price.

PATH

(Stay screen) > (Room charges) > (Cancel line ) @EELLERN Y

1 Open the guest's stay screen.

2 Under “Dich vu phong” (Room charges), click the cancel icon at the
end of the wrong line.

3 Type “Ly do hay (bat budc)” (Reason, required).
4 Click “Xac nhan huy” (Confirm cancel).

5 If needed, ask reception to add the correct line (flow A5).

IF THIS HAPPENS

The guest has already checked The stay is locked. Contact your technical
out support person.
DONE WHEN
O The line is crossed out and marked “Da huy” (Cancelled). It no longer
counts.

Nothing is ever deleted. See every action under “Lich sir thay d&i” (Change
history).
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MANAGER

B4 Late cancellation, waive or reduce the
fee

WHEN
@ A guest cancels 48 to 72 hours before arrival, or asks for a lower or no

fee.

PATH

(Stay screen) > (Huf/ dat pht‘)ng) > (Other fee) md Huy dat phong

1 Open the guest's stay screen. Click the red text “Huy dat phong”
(Cancel booking).

2 Check the fee the software worked out.

3 To change it: tick “Chét phi khac chinh sach (mién / giam)” (Set a
different fee), type the new fee.

4 Type “Ly do huy” (Reason).
5  Click “Huy dat phong”.

DONE WHEN
O A pink box says “Da huy dat phong” with the final fee.

I A changed fee is logged with the manager's name.
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MANAGER

BS Take a broken room out of sale

WHEN
@ A room needs several days of repair and must not be sold.
PATH

(Danh sach phbng) > (Room details )

1 Left menu, group “Phong & dich vu”, choose “Danh sach phong”
(Rooms) and click the room.

2 Click the spanner button “Dwa vao bao tri” (Set to maintenance).

3 Type “Ly do” (Reason). Choose “Du kién xong” (Expected end) if
known.

4  Click “Pwa vao bao tri”.

5  When repaired, open the room again and click “Duwa tré lai sir dung’
(Back in use).

IF THIS HAPPENS

The room still has bookings Move or cancel those bookings first, then
lock the room.

DONE WHEN
0 The room shows the orange “Bao tri” (Maintenance) label.

The room does not reopen by itself on the expected date. Click “Dua tré lai str
dung”.
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MANAGER

B6 Handle an issue reported by reception

WHEN
@ A new card appears in “Bao cdo su co” (Issue reports) on the
Dashboard.

PATH

(Dashboard) -»> (Béo cao sy c6'> Bd Daxaly

1 On the Dashboard, look at “Bao cdo suw ¢6”. Red “Khan cap” (Urgent)
cards are at the top.

2 Click a card to read it: room, guest, sender, message.
3 To see the guest's stay, click “Mé& luot Iwru trid” (Open stay).

4 When solved, click “Da xtr ly” (Resolved).

DONE WHEN
O The card disappears. With no reports left, the box hides itself.
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MANAGER

B’/ Close the day (night audit)

WHEN
Every morning, check that the software closed last night's books.

PATH

(Cc‘)ng cu tai chinh) -»> (Kié’m toan dém) -»>

1 Left menu, group “Céng cu tai chinh” (Finance), choose “Kiém toan
dém” (Night audit).

2 Look at the list of closed days: if yesterday is there, all is well.

3 If ared box says something must be handled first, click “Xtr ly”
(Handle) for each room.

4 Guest staying on: “Gia han / d&i ngay trd”. Guest already gone:
“Checkout”.

5 If it still has not closed, click “Chay ngay (du phong)” (Run now).

IF THIS HAPPENS

A closed day turns out to be Click “M@ lai” (Reopen) and type a reason.
wrong Rare, and it is logged.
The server was off for a few Start the software again; it catches up day
days by day.
DONE WHEN
0 Yesterday is in the list of closed days.

The software closes the books by itself after 00:05 each night while the server is
on.
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MANAGER

B8 Check money, revenue and debts

WHEN
@ End of day, end of week, or when the owner asks for figures.

PATH

(Cc‘)ng cu tai chinh) > (Béo céo tai chinh) BN |, / T3i PDF

1 Quick look: the finance box on the Dashboard. Choose today, 7
days, 30 days or 6 months.

2 Full detail: left menu, group “Céng cu tai chinh”, choose “Bao cao tai
chinh” (Finance report). Choose the period and click “Xem bao cao”
(View).

3 Tab “Doanh thu” (Revenue): rooms, services, occupancy.

4 Tab “Thong tin khach luu trd” (Guest stays): who owes money, who
is waiting for a refund. Tab “D&i phéng” (Room moves): every room
change in the period.

5  To print: click “In / Tai PDF” (Print / PDF).

6  Cash of each shift: open “Ca lam viéc” and see the cash summary.

DONE WHEN
Q You have the figures you need, or a PDF to print.

Deposits are not revenue yet. Revenue is what was charged, which is not the
same as cash received.
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MANAGER

B9 Back up the data

WHEN
@ You see a red backup reminder in the left menu, or want to check.

PATH

Left bar ) > @EELATTNI:E

1 Red box in the left menu saying days without backup: click “Sao luu
ngay” (Back up now).

2 To check: click your name at the bottom left, choose “Cai dat sao
lwu” (Backup settings).

3 Look at the two boxes: on the server, and outside the server.

4 Outside backup not set up yet: follow the steps on that screen once
(Google Drive or a USB drive).

IF THIS HAPPENS

Box “Mat két ndi Google Drive” —» Click “Xtr ly” (Fix). Usually Google Drive on
(Drive disconnected) the server is signed out.

DONE WHEN
O The red box is gone. The server box shows the time of the new backup.

I Normally you do not need to click anything: each shift close makes a backup.
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MANAGER

BIO New staff, forgotten password,
leaving staff

@ WHEN
Someone joins, forgets a password, or leaves.

PATH

Quan ly nhan vién ) ( Tao tai khoan ) > QRELNEXE AUEEGED

1 Open “Quan ly nhan vién” (Staff). Click “Tao tai khoan” (Create
account).

2 Type full name, user name and phone. Choose department and role.
3 Click “Tao va cap mat khiu” (Create and issue password).

4 Write down the “Mat khau tam” (Temporary password) and give it
to the person. Click “T6i da ghi lai” (I wrote it down).

IF THIS HAPPENS

Someone forgot their password - On their row, click the key icon (hover to
see “Cap lai mat khiu”, Reset password).

Someone leaves Click the red person icon with an x (“Khéa
tai khoan”, Lock account). Their work
history is kept.

DONE WHEN
O The person can sign in and must change the password the first time.

I The temporary password is shown once. The user name cannot be changed later.
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MANAGER

B11 Approve a booking without deposit

WHEN
@ Reception booked without a deposit. It shows in “Chd duyét” (Awaiting
approval) at the top of the Dashboard's right column.

PATH

(Dashboard) = (Ch(‘)’ duyét) >

1 On the Dashboard, look at “Ch& duyét”: room, guest, dates, who
booked.

2 To hold the room without deposit, click “Duyét” (Approve).
Reception can check the guest in.

3 Torefuse, click “Tur chdi” (Reject), type a reason reception can pass
to the guest, click “Tir chéi”.

IF THIS HAPPENS

You want to look at the booking > Open its stay screen; you can approve
first there too.

DONE WHEN
O The booking leaves “Cho duyét”. With nothing left, the box hides itself.

I A no-deposit booking made by a manager counts as approved.
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MANAGER

B12 Change discounts, VAT or surcharges

WHEN
@ A guest group's discount changes, the VAT rate changes, or the
third-adult surcharge changes.

PATH

(Phc‘mg & dich vu) > (Gié & chiét khé’u) > @

1 Left menu, group “Phong & dich vu” (Rooms & services), choose “Gia
& chiét khau” (Prices & discounts).

2 Discount: edit the % on the group's row, click “Lwu” (Save). Add a
group with “Thém tép khach”.

3 To stop using a group, switch off “Dang dung” (Active).

4 Tax or surcharge: edit the box, click “Luu thué€ & phu thu” (Save tax
& surcharge), confirm.

IF THIS HAPPENS

Change the company name or Click your name at the bottom left, “Quan
tax code on invoices ly hé so”, box “Théng tin khach san” (Hotel
details).
DONE WHEN
Q New bookings use the new rates.

I Existing bookings keep the price the guest was quoted.
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The Holiday Ha Long

PMS - Hudng dan theo nghiép vu
PMS - Workflow Guide

Pé s6 & quay |é tan, noi ai cling lay duorc.

Keep this guide at the front desk, where everyone can reach it.



