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CHUONG 1. GIO'I THIEU

Phan mém Smile cho phép ban thyc hién tat ca cac chic ning cia bd phan tién sanh
khach san. Trong sO tay nay, ban s€ dugc huong dan ting budc vé& hau hét cac nghiép
vu co ban can thiét ciia b phan tién sanh. Mic du vay, khi da lam quen véi phan mém
Smile va trong qué trinh st dung no, ban s& thiy c6 rat nhidu nghiép vu ma ban c6 thé
lam bang nhiéu cich khac nhau, ciing nhu sir dung cac phim tit — va ban s& lya chon
dugc cach pht hop nhit cho minh.

1.1. Téng quan vé phan mém Smile

Smile 1a mét giai phap tong thé cho tat ca cac loai khach san, tir khach san 10 phong dén
khach san tam c& thé gidi véi hang nghin phong. Puoc lap dit trong mot mang may tinh
ndi bo, Smile con hd trg nguoi sir dung véi nhiéu tinh nang khac va rat hiéu qua véi
giao dién tién 191 cho nguoi sir dung.

bit phong, Lé tan, Thu ngan, Quén ly Buéng, Kiém toan dém, Nhom...l1a mot sd nghiép
vu chinh. V6i sy hd trg caa Smile, ban ¢6 thé thuc hién bat cir mot nghiép vu nao trong
ngay nhu nhan dat phong, kiém tra trang thai ctia phong, vao sb cac giao dich va bao
c40 mot cach dé dang dén kinh ngac.

Bét ctr khi nao gip van de trong viéc thuc hién nhitng cong viéc nham chan hang ngay,
ban hiy dén voi phan mém Smile ciia chung t6i. Smile s& dem lai ny cudi trong khach
san cua ban.

1.2. Cdch tra cteu sé tay hwéng dan sir dung

1.2.1. CAu triic
Cubn s6 tay nay gdbm hai phan:

Huéng din cach thue hién: Huéng dan quy trinh thuc hién cdc nghiép vu theo timg
budc nhu da liét ké & phan muyc luc:

o Cac Menu (cac chu dé) duoc 1iét ké theo thtr ty nhu trong menu chinh ctia hé
thong. Xem phan so d6 Cau triic Menu ¢ cudi phan Gidi thi¢u.

o Céc nghiép vu trong menu (céac phéan) thuong duge 1iét ké theo trinh ty nhu
trong menu twong Gmg. Mdi nghiép vu bao gdm mot trong hai hodc ca hai phan
sau:

o Gi6i thiéu chung vé nghiép vu.

o Céc budc thuc hién cho dén khi hoan thanh nghiép vu. Mdi nghiép vu
thuong bat dau va két thiic & menu chinh cta Smile.

Cac cach lam tit: cac bude don gian va dé 1am dé thuc hién cac nghiép vu hay dugc st
dung nhat trong phan mém Smile.
1.2.2. Quy wéc

Kiéu chir c6 thé gitip ban nhén bi€t cac yéu to trén man hinh:

DANG NHAP/THOAT KHOI SMILE 8
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o Chir in nghiéng chi tén cac truong sau:

o Menu, vi du, menu cia Smile.

o Man hinh, vi du, man hinh Post Transaction.

o Hién thi, vi du, Selection.

o Cita 56, vi du, cira sb Attention.

o Chit dam in nghiéng chi tén cla cac truong sau:
o Trwong, vi du, a Truong Name.

o [Unlabeled Field], vi du, truong [Option].

o Chirin dam chi cac phim trén ban phim hodc cac nit trén man hinh.
o Enter co6 nghia la phim “Enter”.

o A co6nghialachit “A”.

o 2 conghialasd “2”.

o Tab co6 nghia l1a phim “Tab”

o LOGIN c6 nghia la nit LOGIN trén man hinh.
o F1 c6 nghia 1a phim “F1”

1.3. Nhap di liéu

1.3.1. Lam thé nao dé nhap dir liéu vao hé théng

CHU Y: Ban chi c6 thé nhép/thay déi/xoé dit liéu khi dir liéu & dang mau den. Néu dit

liéu mau xam, ban khdong thé thay d6i ndi dung cua nd. Ban c6 thé thay dir li¢u c6 mau

xam khi n6 ¢ ché do “read only”.

Nhap dir liéu
bit con tré ¢ truong ban mudn, nhap di liéu, sau d6 nhan phim Enter, tab hoic
di chuyén con trd ra ngoai truong do. Smile s€ chi truong ti€p theo hodc nut ti€p
theo.

Thay doi dir li€u
bt con trd ¢ truong ma ban muén, g0 truc tiép 1én trén dir liéu cii r0i nhin
Enter, Tab hoac di chuyén con tr6 ra ngoai truong do.

Xoa dir liéu
bat con tro ¢ truong ban mudn rdi nhin Delete, sau d6 nhian Tab hodc di
chuyén con tré ra khoi truong do.

1.3.2. L6i khi nhap dir liéu

Khi ban nhap dir liéu va nhan Enter, c6 thé c6 hai trudng hop xay ra.

DANG NHAP/THOAT KHOI SMILE 9
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*Néu dir liéu khong hop 1¢, man hinh hodc hop thoai s& xuét hién voi phan bao hiéu
“Invalid data” mau do & goc trén bén trai. Con tro sé chi truong dau tién bi sai dé ban
stra lai dir liéu. *Néu dit lieu nhap dung, chiic nang ban chon s& dugc thuc hién. Hop
thoai s& bién mét hodc s& c6 thong bao cho biét chirc nang ban chon da dugc thuc hién
thanh cong.

1.4. Hién thi man hinh hodc hép thoai twong trng

1.4.1. St dung thanh cuén

Néu thong tin nhiéu hon mét trang trén man hinh, thanh cudn theo chiéu ngang va chiéu
doc s€ xuat hién. Kéo thanh cudn nay dé xem toan bd thong tin.

1.4.2. Str dung hop két hop

Mot s trudng chira dir liéu s& xuat hién dudi dang hop két hop. Ban c6 thé gb truc tiép
dir 1i€u hodc nhan hinh miii t€n d€ chon mot chirc nang trong d6. Thong thuong, cac
truong dit liéu nay chi chap nhan dit li¢u liét ké trong hop két hop.

1.4.3. S dung cac nut

Nhiéu man hinh va hop thoai c6 cac nat dugce kich hoat. Ban c¢6 thé m¢ cac man hinh
hay céc hop thoai bang cach nhan céc nat. Céc chit trong cac nut c¢6 thé c6 cdc mau khac
nhau. Xem bang 1 dudi ddy d€ biét rdo hon vé mau sac cta chit.

Mau sac Y nghia cia mau sac chir
cua chir
Xam Chir c6 mau xam cho biét ban khong thé nhan nat do, cé thé do chirc nang

nay khong c6 trong khach san cua ban hodc ban khong c¢6 quyén st dung
chtric nang nay.

Pen Chit ¢6 mau den cho biét ban c6 thé nhan nat d6 va mot hop thoai khac s€
xuat hién.

Bang 1: Mau sac cua cac nut trong Smile
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/r‘ SO TAY HUONG DAN SU DUNG

CHUONG 2 DANG NHAP/THOAT KHOI SMILE

Dé st dung Smile, trudc tién ban phai dang nhdp vao hé thdng. Ban phai c6 ma cua
nguoi st dung va mot mat khau ¢ déc di€m nhu sau: ma nguoi s dung gém 3 ky tu va
mat khau dudi 20 ky tu.

2.1. Bang nhap vao hé théng Smile

Tur man hinh khéi d(f)pg, kich @ip chudt vao biéu tugng cua Smlie. Logo cua Smile man
hinh Bang nhép s€ hién thi

/T a i

www.anhminh.com

TOTAL SOLUTION FOR HOTEL MANAGEMENT

£} ANHMINH Informatics & Trade Co.

Hinh 1: Logo cua Smile
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SMILE Log-In

User Name: WMTH M f L
Password: 1 ““““““ 1 g - - E
Language ‘ 0 L] V

£ Cancel ¢ Logln

Hinh 2: Hop thoai ding nhap vao Smile

pé dang nhap vao hé théng cua Smile, thuc hién cac budc sau:
o Panh tén dang nhap gdm 3 ky tu vao 6 User name.
o Nhéan Tab dé di chuyén sang 6 Password va nhap mat khéu cua ban.
o Nhén Tab dé di chuyén dén 6 Language.
o Nhén vao miii tén va chon mot ngdn ngit.
o Nhén Login dé dang nhapvio hé théng hoic Cancel dé quay tr¢ lai Windows.
o Néu ban nhp tén dang nhap va mat khau hop 1¢, man hinh hién thi menu chinh
cua Smile s€ xuat hién. Nhu vay la ban da dang nhap dugc vao hé thong.
2.2 Menu chinh cua Smile

Sau khi da dang nhap thanh cong vao hé thng ctia Smile, Menu chinh ctia Smile s& xuat
hién trén man hinh may tinh cta ban:

B SMILE - TLAM CHAL HOTELS & HISOR1S

SHIE  Aesseasthons  RBetepliors  Cethes  Shoups  HEEP Tebphore B Doy TA Guest Profe

AR B F Lo £ & %25 o5 i |2 A

Hew Fim | Saach  Cheds - in Chack Cei HEEP  foalaballs AmSistiion Hold Sabr  Foos Mg Foon An  Occ That Lag ON E=a
” / L E : 3
"R Y o ] Hotel Management
St e
MMain Manu
B3 1| E3 ik |
ﬂ' Ay Etion E L i
apfinn B3 store Cipdiom
= EN T [ vl v
LEToup E]" I I
| Ermpar E3 | M ]
B¢ Talaphons EXi1 Haporkr
Lhome Sl Hital Dt 31 Dci 2006 dMILE CATUACAS LIMNE in not waorkssgl Eppctum Dot 35 Plere SO0
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Hinh 3: Menu chinh cia Smile

Tu Menu nay, ban c6 thé thuc hién cac nghiép vu cua khach san béng cach nhan chuot
vao lién két twong ung hoac nhdp cac 1énh twong tng. Can luu y rang truong Command
chi chap nhan cac phim dugc viét bén canh moi lién két.

2.3 Speed bar trong Smile

Menu chinh cua Smile c6 10 bi€u tugng dugc bo tri & goc trén ciia man hinh.

Ma&i biéu tugng thé hién mot trong nhitng nghiép vu duoc thuc hién thudng xuyén nhat.

Trong bang dudi ddy, ban c¢6 thé thiy cac biéu tuong va cac nghiép vu twong tng véi

céc biéu tugng do.

ID | Biéu twong | Tén ciia biéu twong Chirc nang
01 @J bit phong Mo truc tiép cira s New Reservation dé nhan dat
Reservation phéng m(’)'l.
02 [ch Search Mo truc tiép cira s6 Search dé tim kiém bat cir
Search thél’lg tln 1’1510.
03 :% Check in M¢é truc tiép hop thoai Check in Search ban co
e the tim bat ctr thong tin veé phong nao da dat trudc
dé lam tha tuc check in.
04 %’5 Check out M& hop thoai Check out Search ban co thé tim
Dreck Ot thong tin vé khach dang nghi tai phong va lam thu
tuc check out, thay doi hodc tang thoi gian khach
nghi lai.
05 (1/‘ Nha budng Mo cira s6 House- keeper ban co thé dé dang tim
Founrk=per thay va thay doi trang thai ciia phong.
06 S Phong trong trong | Cho biét sd phong con tréng sin sang phuc vu
Avsidosbily tuong lai khach.
07 @ Trang thdi cua | Clra s6 Room status cho biét trang thai cta phong
Room Status phong va thong tin chi ti€t cdp nhat nhat vé moi phong.
08 E Trang thai cua | Cho biét trang thai hién tai cua ca khach san va
Hotsd Statizs khach san két qua kiém tra vao cuoi ngay.
09 | #£8 So d6 phong Cho biét vi tri ctia phong va trang thai hién tai cua
Rocn Miap phong d6. Ban cling c6 thé thay doi trang thai cua
phong va chuyén khach tir phong nay sang phong
khéc.

DANG NHAP/THOAT KHOI SMILE
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10 Ké hoach st dung | Cho biét trang thai hiéI} tal va trong tuong lai ctua
Roam Plan phong phong. Ban cling c6 thé thay doi thong tin & day
11 ﬂ Biéu d0 s dung | Cho bié:c lugng phong tréng trong tuong lai dudi
o phong dang biéu do.
Bang 2: Giai thich cac biéu twong trén Smile Speed bar

2.4 Thoat khoi Smile:

T menu chinh cua Smile, nhin nut Log Off (& goc trén bén trai man hinh) nhap mat
khau cta ban dé dang nhép trd lai hoac nhan Log out ¢ hop thoai Pang nhap, ban s€
thoat ra khoi Smile.

Mot cach khac dé thoat khoi chuonﬁrinh Smile 13 nhan nat Exit, ndm canh nut Log

off. Hodc don gian chi can nhan nut

Y

goc trén bén phai man hinh.

DANG NHAP/THOAT KHOI SMILE
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CHUONG 3 DAT PHONG

3.1 TONG QUAN VE DAT PHONG

Menu BPdgt phong cho phép ban thuc hién déy du cac nghiép vu tao moi, thay ddi, sao
chép, huy muc dat phong va ca viéc vao sd ddi véi cac khach riéng 1é ciing nhu cac
nhom khach. Bén canh d6, nd con cho biét cac thong tin vé trang thai va diéu kién cua
khéch san dé 1am can ctt cho viéc nhan dat phong.

A7 SMILE - SMILE PARAGON HOTEL & RESORT - EX
SMILE Reservations Receptions Cashier Groups HSKP  Telephome &R Inquiry  TA  Guest Profile

B RN ¥ L £ @ B m il

Mew Reza | Search Check -In Check Out HSKP  Awalsbility B Statuz  Hotel Statuz RoomMap  RoomPlan  Occ Chart Lag OFff Exit
C\ == F Hotel Management
L
\& -
Reservations
Bl1 New Reservation E39 Inquiry
B2 Change Reservation B0 Room Status
B3 Asign Guest Info B4 Blocking Inquiry
E)4 Cancel Reservation E)B Future Availability
BX5 Copy Reservation BIC Display Guest Profile
BJ6 Post Transaction BID Reports
E)7 Reservation Status B3 Back
B¥s Room Occupancy Status
Llzer: SML | Hotel Date: 03 Sep 2008 SMILE System Date: 27 Now 2006

Hinh 4: Menu Reservations

Cac thao tac trong dat phong
T Menu Reservations ban c6 thé tiép can cac nghi¢p vu sau:

o 1.Dat phong méi cho phép ban tao méi thong tin dit phong cho khach, ké ca
khach thudéc mot nhoém.

o 2.Thay d6i dat phong cho phép ban thay doi trang thai ciia cac trwong muc
thanh da dat trudc, huy dat phong hay khach bo phong.

o 3.Théng tin chi tiét vé khach cho phép ban nhép thong tin diy du cua
khach.

o 4.Huy dat phong chuyén trang thai phong tir dit trude thanh huy dit phong.

DAT PHONG 15
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o 5.Sao chép thong tin dat phong cho phép ban tao mdi thong tin dat phong
bang cach sao chép tir ndi dung twong tu va stra ddi no.

o 6.Ghi giao dich cho phép ban ghi cac giao dich trong truong muyc cta khach
truge khi khach dén néu khach mudn dat tién trudc, thanh toan trude hodc dat va
sir dung mét sb dich vu cta khach san trude khi t6i khach san.

o D.Bao cao co6 10 bao cao Ve cac phong tréng trong khach san va tat ca céac
phong di dat va cac phong tréng trong tuong lai dé xem va in.
3.2 bat phong méi

Nhan nat New Reservation trong Menu Pt phong, s& xuat hién man hinh gdm 4 trang
nhu trong hinh 5:

New Reservation

Confirm# 5063873 Guest: Growp | | J

Guest -F17 l Reservation - F18 ] More Information - F19 ]

Last Marne || Aurivval W Departure lm
First M ame | Address Line 1 |
Gender ™ Male lsChid [~ AddessLine 2 |
Title ’—L| Profile - F12 Address Line 3 |
Wip [ =l Address Ling d |
Drate of bith A - Tel / Mobile |
Courntry ’—LI Fax # |
M ationality ’—L| E-Mail |
Language ’—L| ‘wieh Site |
asspot | Remark |
I\‘I;i)staadeSEas:}%ate | _ j Pastal Code l— Sawve Prafile [ UPdate | |
Statuz Lasth ame Firsth ame Amival  Departure| Phone Fax Country

Del
Show C/0
Mew Rsy
Falio # 36381 Deposit | S9PY Ok
Fi2
Balance T
are

Fi1 New-F2 | Abort
F1 F2 F3 F4 [Fa F& F? Fg F3 F10
HELP GUESTS AWAILIBILITY | MSG-CMT-FLG| OCC CHART | ROOM PLAN EXIT SaVE

Hinh S: Man hinh New Reservation, trang Profile

o Guest Profile cho biét tat ca cac thong tin c4 nhan cua khach. Dé dén
trang nay, nhap chudt vao ti€u dé cua trang hodc nhan F17.

o Reservation cho biét tat ca cac thong tin vé viéc dit phong nhu ngay dén,
ngay di, loai phong, s6 phong,...

o More Information cho biét cac théng tin bd sung nhu gio dén, gio di,
loai thé tin dung va cac lgi ich khac...
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3.2.1 Théng tin vé khach

bé 1ap mot muc dat phong mai, trude ti€n ban phai dién tén khach (ca tén va ho). Néu
ban chon cach dién thong tin madi dua trén mot ndi dung da co6 san, thong tin & trang
Profile s& dugc hoan thanh cho ban.

Ban c6 thé bd sung cac thong tin cac nhan cua khach bang cach nhap dir lidu vao cac
truong tuong Gmg. DSi véi cac truong Language, Nation va Country, ban phai chon
gi4 tri dung tir danh sach trong hop két hop. O truong Company, ban c6 thé nhap dir liéu
hodc chon tir danh sach céc cong ty. Ban c6 thé nhan nit Profile de dén hop thoai
Profile. Cac thong tin dit phong s& dugce nhip vao phan thong tin vé khach. Néu ban
chon Save to Profile, Smile s& tao mot hd so cho nguoi khach moi.

Phan thong tin vé& khach co thé bao gdm cé cac thong tin vé viéc luu tri ciia khach trude
day, hi¢n tai va dat phong trong tuong lai.
3.2.2 bat phong

Dt phong bao gdm tit ca cc thong tin v& phong dé va ngay ma khach s& dén khach
san. B¢ dén trang nay, nhap chudt vao tiéu dé cta trang hodc nhan F18.

Confirm#  |5053579 Guest: Group | J J
Guest-F17  Reservation - F18 ] Mare Infarmation - F19 ]
ASYM Mame [ [ Titls | | Mai [
Book Status 1 v | Tenkative Trace Date |/ v Tel / Fax |
Arivald Tirne 2840372007 - : wednesday Walkdn Liuest - Special 5 ervices
Mights 1 Mights
Departure/Time 23/03/2007 | | Thursday
HGst/Chid/EBed [ 1] O] 0 .. T&1/Compary
Bkd/actual Bm Type - - Statistic
Foom #/ Blocked | Cantract B ate —_l I arket S egmentation -
House Uze I Comp [ Package Code = Geographic hd
Rate Code | ~|  PkaBeginDate | s/ ~| Bk Source =l
Mate Overide - Meal/Codesh W [B1 < | Bookey =l
Hate Heazon Fayment Method -
Currency UsSD = | W METT Credit Card No
Ex FRate Expire Date _ s S -
Motice |
New Rsy
Folio # 5941 Deposit | Co¥ Ok
F12
Ealance
SPAe | NewF2  Abort
r ra F3 r4 rs rc rz Fa ra ro
HELP GUESTS AVAILIBILITY | MSG-CMT-FLG| OCCCHART | ROOM PLAN EXIT SAVE

Hinh 6: Man hinh New Reservation, trang Reservation
Trong trang nay, mot sb thong tin s& dugc mac dinh, bao gém:
o RSVN Name : T én nguoi dat phong

o Book Satus : Tinh trang dat phong ctua khach , bao gébm 3 tinh trang
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» Definite : chac chan s& dén
» Tentative :khong chac chan
* Waiting : cho doi

o Arrival: Ngay dén cua khach. Ngay dugc méc dinh la ngay hién tai. Néu khong
phai, nhap chudt vao miii tén ¢ hop ket hgp dé chon mot ngay bat ky nao khac.

o Nights: S6 dém khach du dinh luu lai khach san. Con sé duoc mic dinh 1a 1.

o Departure: Ngay di cta khach. Néu ban da nhép thong tin vao phan Arrival va
Nights, thong tin & Departure s& tu dong thay doi, néu nhap thong tin vao phan
Arrival va Departure, truong Nights s& thay doi trong tng.

o #Guest/Chld/ExBed : s6 lugng khéch,so tré con, giuong ExBed .
o RoomType :Loai phong

o #Rooms: SO phong khach mudn dit trude. 1 14 con sd mic dinh va ban cé thé
thay doi no.

o Rate Overide : dinh gid ban phong
Ngoai ra, ban ciing c6 thé nhap thém céc thong tin khac nhu nhom cta khach, sd phong,
loai phong...
Lua chon thong tin vé Céng ty du lich

Viéc dat phong co thé thong qua mot Cong ty du lich. Smile cho phép luu nhleu nhét 13
thong tin vé 2 Cong ty du lich cho mbi muc dat phong. Ban co thé gb tryuc tiép dit liéu
vao 0 TA#1 va TA#2 hoac chon tir danh sach.

bé chon Cong ty du lich, nhén nat J bén canh 6 TA#.’ Sau d6 lam theo cac budc ma
ban da 1am khi chon nhom cho khach cho dén khi ban thay Hinh 11.

Néu ¢6 qua nhiéu cong ty du lich, ban cé thé su dung thanh cudén dé xem hodc bd sung
thong tin dé loc ra ma cua cong ty du lich.

Sau khi da chon xong, nl}én Select dé bd sung thong tin tuong tmg vao 6 TA#. Néu ban
muon dé trong 6 nay, nhan Cancel.

Khi da lya chon dugc ma cua cong ty du lich, ban cling co thé chon nguoi phu trach
cong ty du lich nay trong 6 Person.
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Client Master, Search

Account Info | Option
Account Name | v Company [ AR
Class A
v T4
Search = LS
Code Mame Invoice Mame EMail ~
1o0m Wigt Hotel Yigt Hotel
1002 BH XA HOI
3 MASTER CARD MASTER CARD
34 J.C.B Card J.C.B Card
1003 bao hiemn #a hoi
1004 Exotizsimo Travel
42 Travell Chegue Travell Chegue
1005 wiet plhuoc
1006 CONG T DL TAN AMH TRAMG TAN ANH TRANG
1007 thanh trang
1008 thanh trang
1009 Vietspace ‘Vietzpace
il Amex card WISA
13 hoang ha haong ha
1124 INDOCHIMA
125 La0 TRAVEL COMPANY
12y TFD TFD
1128 ABC TRAVEL
1130 hoa ha travel
(1132 CTY Travel
122 CT% THNHH DL DONG DUOMNG =<4 DOMG DLUONG U4
1129 LOMGTUZ13 TANGOMAY STREET
13 MGLYEN KIM AS51AN SUN TRAVEL
133 Ha TRAN AS1AN SUN TRAVEL W
Select Mew dceount Change Delete ‘ Exl.. LClose

Hinh 11: H¢p thoai Ma Cong ty du lich

Mot so trwomg khac
Trong trang nay con c¢6 mot sb truong khac nhu sau:

o Market segmentation: Truong niy cho biét ma nguon gbc, ma nay sé& dugc sir
dung trong bao cao dé phan tich chién lugc kinh doanh dya trén cac mang thi
truong.

Geographic: Truong nay cho biét mi dia 1y cua khach. Ma nay duoc sir dung trong céc
bdo céo .

Chon nhom cho khach

Démmpm@mmmcmkm@mbmcomémﬁnmn;Jb&cmmemg(hm@Jmp
thoai Tim kiem nhom s& xuat hién va ban chi can nhap thong tin nhém d¢€ tim kiém nhu
trong Hinh 7.
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i Search Group

Group Infor

Travel Agent:

[ First Armival — From:

[ Last Departure Fram

Book/Stay over date

[ Only Definite

X)

o
=
[ Cancelled

[ Include Group CAD

Search

| Cloze

Hinh 6: Hop thoai Tim kiém nh6m

Nhan Search, tit ca cac hd so quan 1y nhom ma giai doan gilra ngay dén va ngay di bao
g0m ngay dén da duoc dit trude s& xuat hién nhu trong hinh 8. Néu co qua nhiéu ma
nhém, ban c6 thé nhép mot phan ctia tén nhom hodc ma nhém vao 6 Filter dé loc ra ma

nhom thich hop.

Pé chon mi nhom, hay chon m¢t ma trong danh sach va nhén Select. Dé huy bd lua

chon d6, nhan Cancel.

A Groups Master @

Sts | Confirm#t | GroupCode GroupMame First Amiva Last Depar ~
8| GB10055 GB10088 11A2/2004 (07032005
K] 10478 GE10473  PT Beah Ext. 18/03/2004  28/171/2004
10484 GB10484  WT32- 2004 211/2004 22412004
11083 GB11083  Luna Group 21A10/2004 234042004
11507 GB11507  Peppler Marien 21/08/2004  28/08/2004
11952 43113151231 Reiseburo Sachsen 29/03/2005  01/04/2005
11963 4313159258 Eckhard Schmied 04/01/2008 OF01/2005
11981 431311492 MrHanz Group 19/08/2004  21/08/2004
12186 M11213513  Gruppe Dachau 2004 10/A1/2004 1397 /2004
12665 422713121 Diieselmann Party 16M1/2004 224142004
13098 431915725 GROUP CE FCI 28A0/2004 27 A0/2004
13648 4518101540 TURISAMDA 14411/2004 1811 /2004
13725 4525141345 054040583 19/03/2005  21/03/2005
1 13858 46815243  Mr. HEMMELER A01/2008 08/01/2005
13873 4610112416 ROSKILDE AVIS GROL 10/04/2005 12/04/2005
13874 4610112713 ROSKILDE AVIS GROL 03/05/2005 10/08/2005
1 14004 4623142748 WEDDING PARTY A01/2005 0440142005 %
Groupcode , Canfrim, Mame | Filter
Excel.. Select | Cancel |
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Hinh 8: Danh sach cac nhom

Chon s6 phong

Ciing twong ty nhu chon ma nhom, dé chon s phong dat trude, hdy go truc tiép hoac
nhén nat J bén canh Room#, hop thoai chon phong sé xuat hién nhu trong Hinh 9.
Trong hop thoai nay, ban c6 thé loc ra cac phong bqalmg cach nhép dur liéu vao 6 Filter.
Danh sach tat ca cac phong c6 trang thai va dac diém phu hop s& xuat hién dé ban lya
chon. Ban c6 thé loc ra cadc phong thong qua: SO phong, Loai phong, Ma toa nha, Ma
khu nha, SO tang va trang thai cua phong. Chirc nang Available Only dugc mac dinh
nén chi c¢6 cic phong dang con trong trong khoang thoi gian phu hop voi ngay dat

phong ctia khach duoc liét ké trong danh sach. Néu ban mudn xem ca cac phong khac,
c6 thé bo chirc ning nay.

Tir hop thoai nay, ban ¢ thé chon s6 phong va dam bio phong con tréng vao ngay
khach den.

Sau khi chon duwoc mot phong phii hop, nhin Select dé quay tro lai man hinh New
Reservation.

From; ||:|1 JOBA2003 To |02J05f2003

Room Type | Status | vailable -
518 TS VD
520 TS WD e
521 TS WD
522 TS WD
523 TS WD
524 TS VD
525 TS VD
526 TS WD
01 LS W
B3 TS W [y
E04 TS WD
B0G TS VD
B07 TS VT

— Filter:
Ficuomtt:l Building: I vI Select |
Tope: I vI Wing: I vl
Floor between: I and I—
S, | [ tovsilable Oriy Fiter | Eancell

Hinh 9: Hop thoai Chon nhoém

Chon Ma Dich vu dac biét

Mai Dich vu dic biét dugc sir dung dé xac dinh cac yéu cau dic biét cua khach, vi du,
FB c6 nghia 1a Fruit Basket - Lang hoa qua. Thong tin dugc nhap vao truong nay trén
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man hinh Group Master s& hién thi trong truong ndy trén man hinh New Reservation
néu ban ghép nguoi khach nay voi mét nhom nhu da noi ¢ trén.

Pé chon cac mi d6, nhin nat J hoac nat Add gﬁn 0 Special Service dé mo h(f)p thoai
Add/Remove Special Service Code. Chon mé phu hop trong hop thoai nay va nhan OK
dé dat nhitng dich vu dic biét cho nguoi khach nay.

bé huy bo lua chon nay, nhin Cancel.

Mot sb trueomg khac
Trong trang nay con c¢6 mot sb trudng khac nhu sau:

o #Gst /Child: S6 ngudi/tré em s& ¢ tai phong. Day 1a truong bat bude, vi con sd
nay s& dugc dung dé tinh doanh thu va bao cdo sd lidu.

o Rate Code: cho biét sy phan loai gia ciia phong. Truong nay la bat bugc trir phi
ban nhap gia vao truong Rate Amount khi 6 Rate Override dugc danh dau.

o Pkg Code: Gia chon goéi khi khach & trong khach san
o Begin Date: Ngay bat dau ap dung Gi4 chon géi
3.2.3 Thong Tin thém vé khach

DPé mo trang nay, nhip chudt vao tiéu dé cua trang hodc nhan F19.

@w M
HereFlms | 9 uasch|

Cimarhrrmad "Q""f'l

sl - 17| Aeservadn - FIB Merm indarwation - P14 |

Eoaear
)
Fieal Ll -

S Canw

Suleci Conbacill Frars dale T

To Coatw Oiger ]

oomly

T
Dpd Caem
DpFan

Confahria ™ HoPoat
Dot Prfsls T Trerofu Hekd

Exdimaradtz A | |
Lo Flas [1] Highl Flom [1]
AwAfsinin = Expomaw r|
Fasichng _-| ‘' -
Burvrmer Cranparg) I
st Flaw
Copy
ool FIEED e [
Shunf o Alkcast
F1 F2 2 Al I 5 F¥ m FH F1
HELF A0 HANE AMRLIELITY | MEEEAGE RO LAl 01 S
Lame S Holal [Fale. K3 g 20007 GWLE Pl Ininslmes 1 nod workssg| Sy Dl 1o 2007

Hinh 10: Man hinh New Reservation, trang Statistic
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Hinh 13: Trang Information trong man hinh New Reservation

Trong trang nay, ban ¢ thé nhap thoi gian den/dl/chuyen bay, thong tin vé viéc thanh
toan va mot sd 1oi ich bo sung. Trang nay bao gdm maot s6 truong nhu sau:

o

Arr Time: Thoi gian khach du dinh dén. Pay 1a trudng tuy chon va nhimg
thong tin nhap vao truong nay trén man hinh Group Master s€ hién thi trong
truong nay trén man hinh New Reservation néu ban ghép nguoi khach dat phong
nay voi mot nhoém.

Arr Flt#: S6 chuyén bay cta khach dén.

Dpt FIt#: S6 chuyén bay ctia khach di.

Dpt Time: Thoi gian khach du dinh di.

Expired Date: Ngay hét han cua thé tin dung ctia khach. Ngay d6 phai 16n hon
ngay di cua khach.

No Post: Truong nay cho biét tinh ning khong ghi sb. Ban c6 thé ap dung tinh
nang nay bang cach gd s6 1 vao truong nay. Viéc nay khong anh hudéng den viéc
tir dong ghi so ctia hé thdng, nhung may tinh s& khong cho 'phép ban ghi s6 hodc
“point of sale” posting vao mot truong muc dwoc danh diu no-post. Thong tin
nhap vio truong nay trén man hinh Group Master ciing s& hién thi trong truong
nay trén man hinh New Reservation néu ban ghép nguoi khach dit phong nay
voi mot nhom.
Notice: Bét ctr thong bao nio cho trwong muc nay. Truong nay 1a tuy chon va
chi dung cho ndi bd. Thong tin nhap vao truong nay trén man hinh Group
Master ciing s& hién thi trong trudng nay trén man hinh New Reservation néu
ban ghép ngudi khach dat phong nay véi mot nhom.

Thém/Bét cac lgi ich b6 sung

Dé thém/bét cac loi ich bo sung cho mot ngudi khach dit phong, n}lén nut J dé hién
hop thoai Add/Remove Extra Benefits nhu dudi ddy. Céac loi ich bd sung dugc liét ké
tuy thudc vao khach san cuia ban.
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P Add/Remove Extra Benifits g|
Add/Remove Extra Benefits

FE :FreeExtra Bed

FF : Free Fruit Bazket at ‘Weekend
MFt  : Free Massage

FZ :Free Zacuzy

Ok Cancel

Hinh 14: Hop thoai Thém/Bét cac lgi ich bd sung
Sau khi da chon dit lidu thich hop, nhén OK dé quay tré lai man hinh New Reservation.
Ban c6 thé nhan Cancel d¢ huy bo lua chon do.
3.3 Tim kiém théng tin dat phong hién cé

Smile cho phép ban tim kiém bat ctr muc dat phong hién c6 nao ma ban da tao. Tu céc
trang tim dugc, tir d6 ban c6 thé chon dé sao chép/sura/xoa thong tin dat phong. Trong
phan nay, ban c6 thé hoc cach sir dung chirc nang do.

3.3.1 Mé& hop thoai Tim kiém thong tin dit phong

Tt menu Reservations:

Chon mdt trong cac truong sau: Change Reservation, Cancel Reservation, Copy
Reservation va Post transaction. Mot hop thoai tim kiém s& xuét hién nhu trong Hinh
15. Nén nhé rang hop thoai xuit hién c6 thé hoi khac so v6i hinh du6i ddy, tuy theo
man hinh tr d6 ban m& hop thoai nay.
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Searrh Infnrmatinn

A Search Folio To Change Rescrvation
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Hinh 15: Hop thoai Tim kiém chuin

Ban c6 thé thay ddi va luu cac thong tin ddt phong hién co.

Dé x4c dinh muc dat phong hién c6 ban c6 thé thyc hién viée tim kiém chudn duogc sir
dung de li¢t ké cac phong da dat dap ing céc ti€u chi tim kiém cua ban.

Béng dudi diy mo ta cac truong trong thao tac tim kiém chuan.

Tén cua 6 Noi dung

Guest Info Thong tin vé ngudi khach ban mudn tim, co trong tat ca cac truong.
Last name Mot phén hoac toan bd ho cua khach.

First name Mot phén hoac toan b tén cua khach.

Company Tén cua cong ty ma khach lam viéc.

Country Quéc tich cua khach. Puogc chon tir danh sach.

PAT PHONG
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Phone S6 dién thoai cta khach

Email Pia chi thu dién tir cua khach

Bang 3: Cac truong dir liéu tim kiém

3.3.2 Man hinh két qua tim kiém

Sau khi nhan Search trong hop thoai Tim kiém muc dat phong, SMILE s& tim tAt ca céc
muc dat phong phu hop voi yéu cau cua ban. Néu khong c6 thong tin phu hop, mdt
thong bao s€ xuat hién cho bict tim kiém khong c6 két qua. Ban c6 thé tim kiém lai mot
lan nira, dé xem tat cd cac muc dat phong hién c6. Néu c6 nhicu hon 30 két qua, SMILE
s€ yéu cau ban thuc hién lai vdi thong tin chi ti€t hon hodc xem tat ca cac két qua.

Man hinh hién thi két qua tim kiém s& xuat hién nhu trong Hinh 16.

[AASHILE - SEAGULL HOTEL = [=]x]
i Select Guest to Change Reservation @

sSteFolio#  [Contt |Title |LastMame  [FirstName  [Vip |Rm | Type Anival | Depatture |#Gst |Shr |MCFL |Group | Compary |
1 31887 2063083 dovan dau L0 02/06/2007 05/06/2007 2 bao hiem
do van dau 02/06/2007 05/06/2007
31893 2063093 Thancong  Bao SDT 02/06/2007 04/06/2007 1 13132 CONG TY
Thancong  Bao 02/06/2007 04/06/2007
1894 2063093 Tran Thi Mooz Lieu SDT 02/06/2007 04/06/2007 1 13132 CONG TY
Tran Thi Ngos Lisu 02/06/2007 04/06/2007
31903 2063093 Daan Chuan SDT 03/06/2007 08/06/2007 2 13132 CONG TY
Doan Chuan 03/06/2007 03/06/2007
Tran Haang 03/06/2007 08/06/2007
31904 2063093 Mgupen Thi  Harg SDT 03/06/2007 08/06/2007 1 13132 CONG TY
Mougen Thi Hong 03/06/2007 03/06/2007
1916 2063093 PhanChau  Huu SDE 04/06/2007 15/06/2007 1 13132 CONG TY

Phan Chau Hu 04/06/2007 15/06/2007

[F]
8l [Naomi ___[Campel ] | ___|0LD02

7| 040 72
I aami Carmpel 02/06/2007 04/08/2007
Yictaria Beckham 02/06/2007 04/06/2007
31833 2063033 Lindsay Laohan CLD 02/06/2007 04/06/2007 2 13136 CTV Trave
Lindzay Lahan 02/06/2007 04/08/2007
Micheal Owen 02/06/2007 04/06/2007
31805 2063100 DavID TOM LT 02/06/2007 04/06/2007 1 13137 HA TRAM

]DDDDDDDEDDDDDDDDDDDDD

DAVID TOM 02/06/2007  04/06/2007 w

o s 5
Account, Room, MName e Confirm View
Excel. _. Piofile Lancel Check In Char_lge Close
Rsy Folio

| Lser SML Haotel Date: 02 Jun 2007 SMILE PBX Interface is not working! Syztemn Date: 15 Jun 2007

L
LR o JSLERly o JLOTL DRI o L RLth g R o R o (R

Hinh 16: Man hinh két qua tim kiém

Chon mot dong trén man hinh, ban c6 thé thay di thong tin dat phong ctia ngudi khach
nay, lam thu tuc check in cho khach, sao chép, ghi s6 hoac tham chi huy bé dat phong.

Ban c6 thé st dung cac nut khac dé thuc hién nhiéu cong viéc khac nhu tao méi muc dat
phong cho khach walk-in, xem va thay doi hd so vé khach... Mdi ban tham khao nhiing
phan trinh bay chi tiét dé duoc hudng dan cu thé hon. Hay nhé rang ban s& nhin thiy
mdt s6 nut nhat dinh tuy vao man hinh ma tr d6 ban kich hoat hop thoai tim kiém.
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Mot sb truomg khac
Trong trang nay con c¢6 mot sb trudng khac nhu sau:
o Vip: Pay la truong tuy chon dé xac dinh mot nguoi khach co phai 13 nhan vat
quan trong hay khong.
o Language: Truong nay chira md ngén ngir cua khach. No duoc dung dé xac
dinh ngdn nglt ma khach néi hoac yéu cau vé loai bao chi.
o Postal Code: Ma buu dién ctua khach.
o Passport: S5 ho chiéu cua khach.

o Visa: SO visa cua khach.

Hoan tat viéc dit phong

Sau khi hoan tat viéc nhap dir liéu vao man hinh New Reservation, nhan OK. Smile s&
quay trd lai menu chinh néu tat ca dir liéu déu ding. S€ c6 thong bao néu nhu co bat clr
di liéu nao khong ding. Trong trudng hop do, con trd s€ chi vi tri cla truong co6 dit liéu
sai.

Trong trudng hop khong cin luu thong tin dit phong, nhdn Abort roi khing dinh lai
viéc loai bd thong tin do.

Ban c6 thé nhan Copy dé sao chép dir liéu ma ban da nhap sang mdt muc dat phong
khac.

Trong mot sb truong hop Smile s€ yéu cAu ban khéng dinh lai viéc tao mai thong tin dat
phong bang mot thong bao nhu sau:

@ Thiz gu&%Rﬂsmd or Inhouze in
i Arrivaldate, Departiredate) already ?

Create new Folio anyway 2

Hinh 17: Thong bo yéu ciu ban khang dinh lai viéc tao méi mot muc
dat phong

Néu chon Yes, mot muc dat phong méi s€ dugc tao cho nguoi khach nay. Néu chon No,
hé thong s€ huy tat ca cac dit liéu ma ban vira nhép.

Smile s€ thong bado cho ban biét khi viéc tao méi thong tin dat phong da duoc thuc hién
thanh cong.

O goc dudi man hinh, ban c6 thé thiy mot sé thong tin dic biét, bao gom:

o Origin: Tén viét tat cua nhan vién da tao mdi muc dat phong.
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o Last Change: ID cta nhan vién cudi cung thay dbi thong tin dat phong.
o Acct#: S6 tai khoan cua khach (néu co)
o Dai mau dé ghi Rsved: muc dat phong méi da dugc luu vao co s dit licu.

o Dai mau do nhip nhay ghi Message*: khach c6 tin nhin, can phai bdo cho khach
biét khi nguoi khach do check in

o Dai mau do nhap nhiy ghi Flag*: c6 mot flag trong muyc dat phong nay. Hay
xem thong bao do trudce khi gidi quyet truong hop nay.
3.3.3 Théng tin chung

T man hinh New Reservation, ban c6 thé théy cac truong dir liéu dugc phan chia thanh
hai nhom, mdt & goc trén man hinh, va mot & géoc dudi man hinh. Céc thong tin trong
céc truong nay cho ban biét ve:

o Confirm#: Con sb dé khéng dinh viéc dat phong. Con s6 nay dugc hé théng gan
cho va khong nhat thiét phai 1a duy nhéat. Néu truong muc dugc tao ra bang cach
nhan ban hodc dé dung chung thi ca hai s& cing c6 mét con sd.

o Guest: Tén day du cua khach.
o VIP: Truong nay cho biét khach c6 phai 1a VIP (nhan vat quan trong) hay khong
o #Child: S6 tré em.

o Status: mot dai ma do xuat hién & goc dudi cho ban biét trang thai cta phong
dat trudc. Ban co thé thay cac chii: New Rsv., Canceled, Rsved, Deleted...

o Notations: Truong nay cho biét c6 thong bao cho mot truong muc. Thong bao
d6 co6 thé mang mdt trong nhiing ndi dung sau day:

o Message: Trong truong muc ndy c6 tin nhan

o Comment: Trong truong muc ¢ phan chu thich

o Flag: Trong trurong muc nay c6 co

o Shared: Nguoi khach nay c6 chung mot truong muc voi nguoi khac.

Bt cir thong bao nao xuat hién trong trudng nay ciing s& & dang nhap nhay.

3.3.4 Str dung cung mét phong

Dé dung mot phong chung cho nhiéu truong muc, nhan Share hoic F11. Trugc khi lam
viéc do, ban phai nhép loai phong hoac s6 phong.

Tu hop thoai Folio Share, ban c6 thé:
o Chon mot myc dat phong dé dung chung
o Huy bo viéc dung chung.

Tét ca cac folio hién thi trong hop thoai Folio Share phai thod man cac diéu kién dé c6
thé dung chung, d6 la: cung loai phong va c6 it nhat cung mot dém nghi trong khach
san.
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Folio Share

List guest available share List quest shared

Stz | LastMame |FirstMame |Room| Type| Armival Departure Stz | LastMame | FistMame |Foom| Type| Armival Departure

MINH DUC | LE

Search

Guest Info || Fiter |

Group I I ShareFE11 Break Share-F1 2| Cloze

Hinh 18: H¢p thoai Folio Share

DPé dung chung mot phong, chon ngudi khach tir danh sach & bén trai va nhin Share
hodc nhan F11. Folio twong tmg s€ xuat hi¢n trong danh sach & bén phai. Nhan Clese d¢
khang dinh lai.

Dé’ huy bo viéc dung chung, chon céc folio ban mubn, sau do nhén Break Share hodc
nhan F12. Co thé ban s phai nhap so phong cho tirng folio d¢ hoan tat viéc huy bo do.
3.3.5 Tao théng tin dat phong walk-in
Dé tao méi thong tin dit phong walk-in, ban hay lam theo cac budc sau day:

o T menu chinh Reservation, nhin New Reservation.

o Nhin Walk-In trén hop thoai tim kiém.

o Nhép dir liéu vao man hinh Walk—l‘n Reservatz;on. Man hinh nay tuong tu nhu
man hinh New Reservation, trr phan Ngay dén cua khach 1a dugc co dinh la
ngay hi¢n tai.

o Nhéan OK dé luu thong tin dat phong méi.

3.4 Thay déi théng tin dit phong

Néu ban mubn thay doi bat ky thong tin trong muc dit phong nao, hdy tim truong muc
d6 trén man hinh két qua tim kiém va nhan Change. Thong tin d6 s€ xuat hi¢n va ban
c6 thé stra chira.

Hop thoai Change Reservation ciing twong tu nhu New Reservation. Nhu vay ban c6 thé
thuc hién vai cac thao tac tuong tu.

Smile s€ thong bao cho ban biét khi da cap nhét cac thay ddi cua ban.
Trong man hinh Change Reservation, c6 thé thay ddi cac thong tin sau:

o Cancel by: Chir viét tit hodc tén ciia ngudi huy dat phong.
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o Cancel#: S6 ma hé thong gan cho 1an huy dat phong.
o Origin: Chir viét tit hodc tén ciia nguoi tao thong tin dit phong va ngay/gio tao.
o Last changed: Chir viét tit hodc tén cla nguoi cubi cung cap nhat thong tin dat
phong va ngay/gid cap nhét lan cudi cung.
3.5 Théng tin chi tiét vé khach
Tai giao dién nay ban c6 thé xem dugc hét tat ca cac thong tin cuia khach nhu: S6 Folio,
s0 phong, ho tén, ngay sinh nhét.....

Asign Guest Infor

Stz| Sele| Foliol RTp |Rm#  LastMame | First Name Bith date| Gen | Title | Passport # | Wiza # ‘Wiza date| lssued by MAT| Dccupation
28296 BGT 041 Mailan Tran [ Exp AD

28296 BGT 041 Nguyen Phu Diep |:| Exy AD
28296 BGT 041 Tnnh Thu  Hien A0

m—u-—————l

i. 1]

| C ]
) Roarm Welcome Change
[~ F10- Select Al Letter | Fichup | REG CARD | Falio | Excel |
Guest Infar I Reservation r F2 - Select Nat F5 - New Guest Fa CAn |

B I | In House r Search | F3- Copy FE - Delete Guest
Date |2?,n"| 142008 ,l Checkedout | F4 - Paste F7 - Aszign Room

Lmpa - ey TTToeT ey TeoT oo T T [ R L L n e

Hinh : Giao dién thong tin khach
Tai déy ban c6 thé sta Folio, in Room Letter, Welcome Pickup, REGCARD. Va co thé
tim kiém khach khi ban biét mét vai thong tin vé khach do.
3.6 Huy bat phong

Ban c6 the huy bét ctr truong muc dit phong nao trong hé thong Smile. Truong muc bi
huy s& van dugc luu trong hé théng dé ban c6 thé tim kiém va khoi phuc néu can.

Dé huy dat phong, ban hay lam theo cac budc sau:
o Tirmenu chinh cua Reservation, nhin Cancel Reservation.
o Nhap dir li¢u phu hop vao hop thoai Search.

o Tu man hinh tim kiém, chon mdt truong myc va nhan Cancel Rsv.
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Néu truong muc d6 dugc dung chung, ban phai huy bé viéc dung chung do6 trudc khi
huy dat phong. Khi da hoan tat, Smile s€ thong bao cho ban biét.
3.7 Sao chép théng tin dat phong

Néu nhan thay thong tin dat phong méi twong tu nhu mot truong muyc san co, ban c6 thé
tim truong muc sin c6 d6 va sao chép no. Khi sao chép, ban cé thé thay doi thong tin
tuy v cho phu hop véi viée dat phong méi. Hay lam theo céc budce sau day:

o Tu menu chinh Reservation, nhin Copy Reservation.
o Nhap dit liéu phu hop vao hop thoai tim kiém.
Tir Man hinh Két qua tim kiém, chon mot muc dat phong va nhin Copy Rsv.
Man hinh Copy Reservgtion’xuét hién, twong tu nhu man hinh New Reservation. Thay
d6i dir 1i€u theo y ban r6i nhan OK dé luu lai.
3.8 Ghi sé giao djch

T man hinh Reservation, ban c6 thé ghi s6 cho mot muc dat phong hién co. Nhéin Post
Transaction trén man hinh Kéf qua tim kiém. Ban s& dén hop thoai Post Transaction.

3.9 Tinh trang dat phong

Tt man hinh Reservation, ban nhan chudt vao Reservation Status, xuat hién giao di¢n :

Folo | Geoeps | Bevie Bokesg | Allosssant [ 000 (]

5b Comlisn LasMame FesMase Tege RBw Assvsl | Depsitse Bhsl 8 Ras
~ DUT-OFOFL o BEE M1 HAVEE JANAE 0
= DUT-OFOFL BOT MO FWRCIE ZTR0E 0
= DUT-OFHA BOK ME  FILEIE 12006 0

Daa V% | OO0 ik

saa | Rewwsh | ﬂ

Hinh : Giao dién Reservation Status

O giao dién nay gém c6 5 trnag:
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o

o

Trang Folio : Cho biét thong tin tinh trang ctia khach dit phong theo sé Folio.
Trang Gruops : Cho biét thong tin vé tinh trang ctia khach doan dat phong.
Trang SeriBooking : Cho biét thong tin vé tinh trang khach book theo seri.
Trang Alloment : Cho biét

Trang OOO : Cho biét théng tin vé tinh trang phong sira.

3.10 Tinh trang phong str dung

Ttr giao dién Resevation, nhdn chudt vao Room Occupancy Status :

1111 14

[z7i11 /=008 B

Cancel

I

O efinite

T entative
Serie Booking
Allatrnent
aoo

WA aititg List

Ban mudn xem tinh trang khach dit phong theo loai phong nao thi ban chi can chon loai
tuong tmg va nhan Ok lic d6 sé hién ra giao dién :
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A SMILE Reports (x]
S é F %= 10z ~ 1 ofi A Printer._.
Presvigw ]
o
ANH MINH HOTEL
b ROOM OCCUPANACY STATUS

006 To 220272007

1 20 (20

" Design Fepart. ‘Wiew Report
3.11 Tra ciru théng tin

Nhin vao Inquiry dé dén menu Inquiry. Trang thai cia phong

Trong phan Trang thai ciia phong ban cé thé xem va thay doi trang thai cia mot phong
bat ky. Trang thai ciia phong dugc thé hién bang 3 chit cai: XYZ

o X =0V =Cokhach nghi hoic Phong trong.
o Y =C ;D= Phong Sach hodc Ban.
o Z= Thoic d tréng = Phong da dugc kiém tra hay chua.

Trang thai ctia phong gitp ban kiém tra cac diéu kién trong khach san cua ban. N6 duoc
trinh bay mot cach de hiéu nhat dé ban c6 thé dé dang kiém tra xem mdt phong nao do
da san sang cho khach check in hodc dat phong hay chua.

Trong phan Trang thdi ciia phong, ban c6 thé tim kiém va xem trang thai ctia phong qua
loai phong, s0 phong, toa nha....

3.12 Room Status

Tt Reservation nhan chudt vao Room Status xuat hi¢n giao dién :
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Room Type Status | Last Depart.  Mext Arive Discry Buildini| ¥iew | Attribut| Exposu| Connec| Comment ~
oo BOT ]
o1 BGK aoo 34042009 ME GY BL NS —
02 BOK Wl GY BL
014 PO VC 01/04/2006 Sleep o CH
05 BGT WD ov B
016 BOT WD o BL
oz BGT D G
s BOK aal 30411/2006 oy
013 BGT WD GY
020 BOT VI o
021 PG WD GY
022 BOK Wl o
023 BGK VC 2441042006 o
024 BOT Wl oy
025 BGT WC Sleep G
026 BOK D o
027 BGT W GY
028 BOT WC o
0239 BGT VC 29/03/2009 GY
030 BOK Wl oy
03 BGK WC 2441042006 Sleep G
032 PO D 29/03/2006 Sleep o
nod [=1pi"g i 4 M N rnnc Clmme =it 1
Filter: Mot Include:

Roam#: L :" [~ 000 [~ Inspected

Type: - Wing: - ~ ool

Floor behweer: ’— and l— [~ Drirty

Status: ’— B ez Ol Filter [~ Clean

, , 13

Cho phép xem tinh trang phong dé biét dugc phong nao tréng, phong nao khach sip
check-in, phong noa khach sap chech-out d¢ cho khach dat phong. Tranh tinh trang
phong c6 khach, phong khong co6 khach.

3.13 Phong tréng trong twong lai

St dung tinh ning Future Availability, ban ¢ thé xem diéu kién cta cac phong trong
khéch san cta ban vao bat clr thoi diém nao trong tuong lai. Di€u nay rat c¢d ich trong
viéc 1ap ke hoach cho khéch san ctia ban.

3.14 Xem théng tin vé khdch

Nhap chuét vao lién két niy dé dén Menu chinh Guest Profile. Tham khao 0 dé biét
thém chi tiet.
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CHUONG 4 LE TAN

> = Pl
4.1 TONG QUAN VE LE TAN
fri SMILE - SEAGULL HOTEL __E@
SMILE Reservations Receptions Cashier Groups HSKP  Telephome &R Inquiry  TA  Guest Profile
Q ™ 7
LRy Lo @ @ B @ @ H R
Mew Resa | Search Check - In Check Out HSKP Awvalability R Status Hotel Status RoomMap  RoomPlan  Occ Chart Log Off Exit

M/t

< (96
N

EJ1 Room Status
B2 Check-In
B33 cancel Check-In
B34 Group Check-In
BX5 Change/View Folio
8 Asign Guest Information
B37 Security Reports

B33 Current Status

Hotel Management

Reception
B9 Inquiry
EJ0 House-Keeping Message
BJA Display Guest Profile
E3B Future Availability
BIC Currency Conversion
BID Reports

B Back

IUser: SkL | Hotel Date: 02 Jun 2007 SMILE Syztern Date: 15 Jun 2007
Hinh 19: Menu chinh Reception
4.1.1 Cac nghiép vu lé tan
o Xem hoac thay ddi trang thai cia mot phong nao do.
o Lam thu tuc Check in cho khach.
o Check in mot sb thanh vién hodc ca nhom khach.
o Xem hoic thay d6i mot hd so.
o Xem tinh trang chiém dung ctia mét phong.
o Xem hoic thay d6i trang thai cia mot phong nao do.
o G, nhan, xem, thay ddi, x04 tin nhin cho bd phéan Buéng.
o Kiém tra cac giao dich.
o Dén menu Inquiry
o Xem phong tréng trong tuong lai
o Chuyén doi tién té.
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o Tiép can Bao cdo bo phan L& tan

4.2 Trang thai cua phong

Room Status

/0542003

Room| Type Statuz M et Arrive Lazt Depart | Comment s
415
417 TS oo 02/05/2003 0E/05,/2003 O
419 TS ac 02/05/2003 0E/05,/2003 O
4 D5 oo 02052003 0E/05/2003 O
422 TF oo 02052003 0E/05/2003 O
423 D5 oo A 0E/05/2003 O
424 TF oo 02052003 0E/05/2003 O
425 D5 ac 02052003 0E/05/2003 O
426 TF oo A 06/05/2003 O
427 05 oo 02052003 06/05/2003 O
423 LS Qo 02052003 06/05/2003 O
a0 LS ac MA22005 O
a3 TS Qo MA22005 O
a04 TS ac O
= v . 2
— Filter:

Check In | Beserve

R oo Building:

[ [ =l _

Toe [ =] wie [ =] Dstails | walk In
[ [
[ Fiter |

Floor between: and

Hiztary |

Statuz:

Hinh 20: Man hinh Room Status

Trong phan Trang thdi ciia phong ban ¢6 thé xem va thay doi trang thai ctia mot phong.
Trang thai cia phong dugc the hién qua 3 chir cai: XYZ

o X =0;V =Cokhach nghi hoic Phong trong.
o Y =C; D =Phong sach hoac Phong ban.
o Z= I; b6 tréng = Phong da duoc kiém tra hay chua.

Trang thai cua phong gitp ban kiém tra cac diéu kién trong khach san ctia ban. N6 dugc
trinh bay mét cach de hiéu, do d6 ban c6 thé de¢ dang kiém tra xem mot phong nao do
con trong dé co6 thé check in cho khach hay khong.

Trong phﬁn Trang thai cua phong, ban co thé tim kiém va biét duoc trang thai cia
phong thong qua loai phong, so phong, toa nha...
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Trén bang ¢ dau trang c6 dy du thong tin vé cac phong. Ban co thé sir dung thanh cudn
dé xem nhiéu phong. N§i dung cua cac cft nhu sau:

Tén cot Noi dung

Phong S6 ctia phong

Loai Ma loai phong. D¢ biét danh sach Ma Loai phong
Status 3 ky tu cho biét trang thai hién tai ctia moi phong.

Néu la OQO = Out Of Order hodac OOI = Out Of Inventory, ban
khong thé st dung phong nay.

Next Arrive Ngay gan nhat ma khach da dat trude sé dén nghi tai phong
Next Depart Ngay gan nhat ma khach s€ roi khoi phong
Comment Neéu c6 bat cu y kién gi v phong nay, ghi lai y kién do tai day.

Béang 4:Cac cot trong man hinh Trang thai cua phong

Trong phan Filter (goc dudi bén trai man hinh), ban c6 thé nhap mot sé thong tin dé xac
dinh phong nao dugc hién thi trong bang. Néu ban dé tréng & phan nay, tat ca cac phong
trong khach san s€ duoc hién thi.

Tur trang nay, ban c6 thé chon mot phong va check in cho khach, tao méi thong tin dat
phong hodc thém khach walk-in cho phong. Trong trudng hop do, 6 Room# trén tat ca
cac man hinh sau s& dugc diéu chinh cho khép véi phong da chon.

4.3 Check-In

Khi nguoi khach dat phong toi khach san, ban phai 1am thu tuc check in cho khach. Khi
d6 nguoi khach dat phong s€ dugce chuyén thanh khach in-house.

Trude tién, ban c6 thé tim thong tin dit phong sin c6 va check in cho khach. Xem phan
3.3de biet cach tim kiém hiéu qua.

Trong phan Check-In ban c6 thé check in cho cac ddi twong khach sau:
o Khach walk-in. ’ ’
o Khach da dit phong va du kién s€ dén vao ngay hom nay.
o Khéch dat phong ma trang thai la No-Show, Canceled.

4.3.1 Tim kiém théng tin dit phong dé check in

Trude khi check in cho khach, ban nén tim thong tin vé phong duoc dit trude d6. Chi
can nhap chudt vao lién két Check-in hoac gb so 2. HOp thoai tim kiém s€ xuat hién nhu
trong Hinh 21.

O hop thoai nay, ban c6 thé tim kiém thong qua:
o Thoi gian dén/ di cua khach.

o Trang thai cua folio dé: n6 cé thé 1a Reserved, Arrival Today, Canceled hay No-
Show.

o Dé tim chinh xéc, ban c6 thé danh d4u vao 6 Exactly Search.

o Ban c6 thé nhép dit liéu hoac chon tir cac 6 trong hop thoai dé loc ra thong tin
thich hgp roi nhan nit Search.
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o Man hinh két qua tim kiém s& xuat hi€n dé ban chon ding nguoi khach can

check in.

fri Search Folio to,Check In

Search Information

Search Advance

v Arrival date -F2

[ Departure date -F3

Folio Status
|v Reserved -F4

[ Arival Today -FE
[~ Canceled- F&

[ MoShow -F11

Fram

Fram

-
-

-

Guestinfo | T/8.0r AR 8 -
Lazt Hame | Compary | J
Firzt M ame | : | J
raup
Haom | J Coountry | J
Walk In ‘ Hew Rsv | Search Cloze

16/08/2004 | Ta  |16/08/2004 |

51 O [/

[ E=xactly search

Hinh 21: Hjp thoai tim kiém

4.3.2 Check in cho khach da dat phong trwéc

Dé check in cho khach da dat phong trude, ban hdy lam theo cac budc sau:

o T menu chinh Front Desk, nhan Check in.

o Tim kiém thong tin dat phong dé check in nhu cac budc & trén.

o Tur man hinh két qua tim kiém, chon phong da dit truéc va nhan Check in. Man
hinh Check in a Reservation s€ xuat hién, man hinh nay gan giong nhu man hinh
New Reservation. Chon s6 phong (néu trude dé chua chon) va nhan OK.

o Néu phong d6 di sin sang dé check in, Smile s& thong bao cho ban biét 1a khach
da duoc check in. Néu phong chua san sang, Smile s€ yéu cau ban hoac tiép tuc
hoac chon mot phong khac.

Sau khi da check in, truong muc d6 s& chuyén thanh truong muc khach nghi tai khach

san.
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4.4 Check-In cho nhém

Phan Group Check-In cho ph;’:p ban check-in mot séﬂhoéc tat ca cac thanh vién cua mot
nhém. Néu ca nhém khépg dén vao cung mét thoi diém, ban co6 thé bé qua mot so nguoi
va check in cho ho sau bang nghiép vu Check-In hodac Group Check-In.

4.4.1 Tim nhém dé Check in

Trude khi check in cho mot nhom khach, ban c6 thé tim thong tin vé nhom d6 bang
cach sir dung churc nang tim kiém.

Viéc tim kiém dya vao nhing thong tin sau:
o Ma nhém hoac tén nhém.

o Hodc nhip chudt vao miii tén trong hop két hop dé chon mét nhém trong danh
sach

A Group Check-In

Group | ﬂ

GroupCode Groupt ame
431311492 11981 - Mr.Hans Group
GB11507 11807 - Peppler Marien

Hinh 22: Tim nhém dé Check in

Sau khi chon xong, nhan OK dé chon mdt nhom dé check in’ mot/mot sb thanh vién cua
nhom hodc cd nhém khach. Hop thoai Group Check In s€ xuat hién nhu trong Hinh 23
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frl Guest Information E|

Conlirm| Titlke | LaztN ame FirztN ame

S D Don
1 -0 118 : ] 43 4817507 vD_ Uon

A 1| ] ¥

Lheck In Lancel | Lhamge

Hinh 23: Hop thoai Group Check In

Sau khi nhan Check In, tit ca nhitng ngudi khach da chon s& duoc check in theo thtr ty.
Trén thuc te, chi c6 nhitng khach dén vao ngay hién tai méi c6 the check in.

4.5 Thay déi/Xem Hé so

Nhiap chudt vao lién két nay, ban c6 thé thay doi tit ca cac thong tin ciia mot hd so.

Set Master

Yiew | Llose

Dumy Km

4.6 Trang thai hién tai

Ciing giéng nhu viéc nhap chudt vao biéu tugng Hotel Status trong Smile -,
Khi nhap chudt vao lién ket Current Status; ban c6 thé xem cac thong tin tom tat cua tat
ca cac phong va tat ca khach trong khach san vao ngay hi¢ tai cua khach san. Man hinh
Current Status bao gdbm 4 nhom thong tin:
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Hinh 24: Hyp thoai Hotel Status

Céc truong dugc chia ra thanh 4 nhom trong hdp thoai Hotel Status nhu sau:

4.6.1 Théng tin chung
Nhom nay bao gdm céc thong tin sau:

o Total Hotel Rooms: Trudng nay cho biét t(;)ngv s0 phong cua khach san. Con s0
nay bao gom so phong khong st dung dugc, tong s6 phong dé ban va so phong
khong dugc tinh.

o Out of Order: S6 phong hong.

o Total Rooms for Sell: ’Sf’) phong sin sang dé phuc vu khach (Bing tong sé phong
cta khach san trir di so phong hong)

o Out of Inventory: S6 phong khong duoc tinh.
o PHU : Pamanent house use: lam trong khach san va o khach san mot thoi gian
dai.
4.6.2 Thay déi

Nhom nay bao gdm céc thong tin vé cac thay doi trong khach san co thé xdy ra trong
ngay, bao gom:

o S6 khéach di du tinh:
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o

o

4.6.3

S6 khach di thuc té:

Khach ¢ thém ngay:

86 khach dén du tinh:

Céc phong da phan trudc:

S6 khach dén thuc té:

Khach di sém:

Phong st dung trong ngay:

Cac phong dat trude trong cung mot ngay:
Walk in:

Nha buéng

Céc thong tin nay lién quan dén cac hoat dong ctia bd phan Budng, bao gdm:

o

46.4

Inspected Rooms: Truong nay gdm 2 phan, cho biét sé phong c6 khach nghi/
phong trong da dugc kiém tra.

Clean Rooms: Truong nay gom 2 phan, cho biét so phong c6 khach nghi/ phong
trong sach.

Dirty Rooms: Truong nay gdm 2 phan, cho biét s6 phong c6 khach nghi/phong
trong ban.

Dw tinh cudi ngay

Nhoém nay cho blet cac thong tin vé s6 phong trong cho dém d6. Mdi truong bao gém 2
phan: Rooms chi s6 phong va PAX chi s6 ngudi.

o

O
O
O

o

4.7

Available Tonight: S6 lugng phong trong (tong sd phong phuc vu khach trir di
s0 phong da c6 khach nghi)

Occupied Tonight: Tong s6 phong da c6 khach nghi vao mot dém nhét dinh.
Allotments: Number of allotments occupancy.
Individuals: S6 luong phong c6 khach riéng 1¢ nghi.

Groups: S6 luong phong co cac nhom khach nghi.

Tin nhan

Trong menu Reception, 1¢nh 0 = Housekeeping Message s¢ nhip nhay dé thong
bao cho ban biét khi c6 tin nhin cia bd phan Budng. Tin nhin dugc _gui gilta by phén
Budng va L& tan. Nhitng tin nhan nay 1a dé thong bao cho bd phan L& tin vé trang thai
ctia phong, va thong bdo vé yéu ciu dic biét cua khach cho bd phan Budng. Trong
Housekeeping Message ban c6 thé 1am céac viéc sau bang cach sir dung hop thoai Front
desk messages:

o

o

Giri tin nhan cho by phan Budng.

Xem tin nhan da guri hodc nhan dugc tir b phan Buéng.
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o Xo4 tin nhin da nhan hodc giri cho bd phan Budng.
o Luu tin nhin d4 nhan tir b phan Budng.

o Céc tin nhin dwoc luu cho dén khi két thuc mot ngay.

Front Desk Messages

Front Desk Messages

Seq Fram Date Time Mezzage

2 HIS 17/08/2003 3:35 P Hi, It iz the test meszage

I Received =l Send Meszsage | Wiew Detail Cloze

Hinh 25: Hyp thoai Front Desk Message
Trong bang & giita man hinh, Smile hién tit ca cac tin nhin ma nhan vién bd phan Front
Desk da guri hodc nhan. Chon loai tin nhan ban mudn xem trong 6 ¢ goc dudi man hinh.
4.7.1 Gui tin nhdn méi

bé gui mot tin nhin méi tir b phéan L& tan, nhdn Send Message dé soan tin nhin mai.
Hop thoai Send Message s€ xuat hién nhu trong Hinh 26.
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Send Message

To: |Hnusekeeper ﬂ
Plz make the room 503 ASAP! Guest iz arriving. Thanks!

Cancel Send

Hinh 26: Hop thoai Front Desk Sending Message

D¢ soan mét tin nhan mai, chon noi ban muon gui tin nhan tir 6 Te. Soan tin nhan cia
ban vao phan trong dudi do.

Ban c6 thé chon Send dé gui tin nhin hodc Cancel dé quay tro lai man hinh Front Desk
Message.

4.7.2 Xem chi tiét tin nhan

Tir man hinh Front Desk Message, chon mét tin nhin bét ky trong bang va nhan View
Detail; ban c6 thé xem bat ctr thong tin chi ti€t nao lién quan dén tin nhan d6 nhu trong
hinh sau.

Message Detail

Fran: IHDusekeeper Date: |'| 740842003

Ta |ant Desk Time: |1 5:35:37

Lazt Change Clerk: |H|S

Hi, It iz the test meszage from houzekeeping

Hinh 27: Xem chi tiét tin nhin

4.8 Tra ctru théng tin

Nhap chudt vao lién két Inquiry dé dén menu Inquiry
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4.9 Hién thi h6 so khdach hang

Trong man hinh Display Guest Profile ban c6 thé thyc hién cic cong viéc nhu sau:
o Xem thong tin lugc st vé ngudi khach nay.
o Xem chu thich b6 sung vé khéach.
o Xem cac ma dac biét.

Cac thong tin trong man hinh Display Guest Profile chi c6 thé xem. Dé biét thém vé
viée bd sung, thay d6i hodc xo4 thong tin trong HO so khach hang, xem phan Ho so
khdch hang. Ho so khach hang bao gdm ba nhom thong tin:

o Guest membership.
o Visit summary.
o Visit Detail.
Tham khao 0dé biét thém chi tiét vé h so ctia khach.

4.10 Phong tréng trong twong lai

Trong phin nay Future Availability ban o thé xem tong sd phong trong trong khach san
ctia ban. Ban c6 thé xem céc phong tréng tir ngay hién tai dén bt clr ngay nao trong
tuong lai, nhung ban khong thé xem cac phong tréng trong qua khir. Bé xem thong tin &
phan nay, ban hiy 1am theo cac budc sau day:

o Tir menu Reception, nhan Future Availability hodc nhan biéu twong Availability

trén Smile Speed bar.
Room Availlability

1608/20¢ | Monday. Auqust 16, 2004
Desiaipivn Trpe Tulal 1678 1775 1648 1978 2073 21/8 224 2378 2478 208 2678
Lm R 10 - 1 2 2 2 E z 2 1 1
“win BF Th = 4 4 5 3 3 =] E [ ] o]
T ain S TS 2 - 2 1 L : 2 4 4 2 2
Deuble BF o] 12 L1 7 4 5 3 7 £ 8 9 g
Duble 5% [0k 14 i | 3 7 3 1 £ 11 12 7
Dieluae S LS 0| 0 a 0 0 il 0 C 0 i} a
“FIFLE TR 0] I 1] -2 -2 -2 4 -2 -3 4 3
Deluie Scaview DL = 9 9 g 9 E] g < 9 ] o]
48 ' )
Current Block a6 a6 56 56 96 ) 56 a6 56 56
e | =} 23 5 Er 21 =4 ]
Available Block (% Oce) 2E[05%] 2505%) 29(43%) N (LBE) 27 (323 Z3.48%) 35038%) I3 23150%) 3433
Al &luamenl 13 Do) %) U (OO 2000 29(43%) ¥ («0%) 2 (3% Z848%] 300I8Y) 3100 27 0EE) 33(4
After Sz [¥Ccc) B(R4%) 25 (R5H] 25 ERY) 29043%) 1 ($5%) 2 (3T 29048%) IS(8%) (IS T EXE) 1341
After Tartaive (% Cco) 2 %) 2D[00%) 20[00%) &T(92%) 29(£8%] 2 (3% 29 48%) J0[38k) J1(38% 2T 192%) 33
Excel... MNum days 14

Hinh 28: Man hinh Future Availability

Trén man hinh nay c6 mdt s6 mang thong tin nhu sau:
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Trén cung la mang thong tin chung, chiang han nhu ngay bat dau cua cac dir lidu duoc
hién thi. Ban c6 thé thay d6i ngay bang cach nhap ngay vao 6 do dé xem cac phong
trong vao bat cir ngay nao sau khi lam mai.

o Bang ¢ trén bao gom tat ca cac thong tin vé cac phong. Noi dung cua cac cit
trong bang nhu sau:

Tén Trwong Noi dung

Description MO ta loai phong

Type Ma cua loai phong do

Total Tong sO phong cua loai phong d6

10 ct & bén phai | SO phong thudc loai phong d6 con trong vao ngay tuong Gng cua cot.

Bang 5: Ni dung biang Cac phong trong trong twong lai

Bang thir hai cho biét cac so li€u tong thé vé cac phong cua khach san, bao gom cac
thong tin sau:

o Current block: Tdng s6 phong trdng cua timg ngay hién thi trong bang,
khong ké cac phong héng dugce va phong ao.

o Pick up: Tépg 5O phong dugc dat trude cua ting ngay hién thi trong
bang. Con s6 nay bao gém s phong dugc phan cho cac nhom va s6
phong khong st dung dugc trong moi ngay.

o Available block: Tong s6 phong trong cia timg ngay hién thi trong
bang. Con s0 phan tram trong ngodc la ty I¢ st dung phong.

o After...: 3 dong tiép theo c6 cach tinh gidng v6i dong trén nhung after
the allotment, series and tentative booking being counted.

Ban c6 thé nhan nat Refresh dé cap nhat bét ctr thay ddi nao do nhan vién khac tao ra.

4.11 Chuyén déi tién té

O phan Currency Conversion trong menu Reception, ban chi c6 thé nhap Ty gia hdi
doai dé ghi nhan ty gia trén truong muc cia khach.

Dé thyc hién thao tac niy, nhan Currency Conversion trén menu Reception. Hop thoai
Currency Code Management xuat hién nhu trong Hinh 29.

Tir hop thoai nay, c6 thé thu duoc nhitng thong tin sau vé mdi loai tién té:
o Code: ma hop 1€ cua loai tién can doi.
o Name: tén hop 1é ctia mdi loai ngoai té.

o Is base: Néu 6 nay dugc danh dau co6 nghia 1a loai tién d6 dugc dung lam co s&
dé tinh toan va&i cac loai tién khac.

o Div base: Néu 6 nay dugc danh diu c6 nghia 1a loai tién nay dugc tinh dua trén
mot loai tién khéac.

o No of Dec: S6 cac chir s6 thap phan

o Exchange Rate: Ty gia ciia loai tién duoc ldy 1am co s tinh toan.
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Currency Code Management

M ame |z Baze Div Baze Mo of Dec | Exchange Rate
Found

15 Drollar

Wigt Marn De

Wit Change Mew Cloge

Hinh 29: Currency Exchange Rate Management
Tt hop thoai nay, ban co thé thuc hién cac viéc sau:
o Xem chi tiét ma tién té
o Thay d6i thong tin vé tién té
o Thém ma tién t¢ méi.
4.11.1 Xem chi tiét ma tién té.

Ban c6 thé chon bét cir mi tién té nao va nhan View. Thong tin chi tiét vé& ma tién té d6
duogc hién thi trong hop thoai nhu ¢ Hinh 30.

P Yiew Currency Definition

Currency Code: IJW Mo of Decimnal: Ig .,I

Currency M arne: I.Japanese Yen Exchange Fate: 112

s baze r Diiv base: [+

Cancel | | Save I

Hinh 30: Hop thoai Chi tiét mdt loai tién t¢

Trong hop thoai nay, cac thong tin & ché do read only.
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4.11.2 Thém mé&i/ Stra chiva mot ma tién té

T hop thoai Currency Code Management, nhan New hodc chon mdt loai tién va nhin
Change, m&t hop thoai hién thi cac chi tiét vé loai tién do6 s€ xuat hién. Ban c6 thé thay
doi roi chon Save dé Iuu lai.

P Change Currency Definition X

Currency Code: | Mo of Decimal:

CR—

Exchange R ate: 118

Cumency Name: || apanese Yen

iz base [ Div baze [

Cancel | Save |

Hinh 31: Hop thoai Currency add/edit Detail

4.12 Bao cao

Nhan lién két nay dé d¢én man hinh chinh Report. Xem phan Bao cao dé biét thém chi
tiét.

SMILE Reports

Repart Group l Avwailable Reparts ]
FrontDesk |Fr0ntDesk
Agrival Report
ComparnyR oorg Compary Rooms Report
Dieparture Departure
FlagR eport Flag Report
FOC_Comp FOC And Comp Report
GuestMeszages Guest Mezsages
Housellze Housgellse Report
InHouzeGuestList In Houze Guest List
InHouseShort In House Guest List Short
Languagelode Language Code Report
Specials Specials/Special Report
Wwhalkln ‘walkln Report
Repart Close
Hinh 32: Man hinh Report
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CHUONG 5 THU NGAN
5.1 TONG QUAN VE THU NGAN

Menu Cashier bao gdm cic muc cho phép ban ghi s6, xem cac khoan da ghi va huy giao
dich; 1am thu tyc check-out cho khach va cac nhom; in hd so; va chuyen 601 tién té. Ban
cling c6 thé mé cac truong muc cta khach di check out va cac hd so ¢ dinh tir cac
chtrc nang trong phan Thu ngén.

[ BMILE - SERGULL HOTEL

ME&MMMW w“m+&91mmm TH G P

ADRRKY Lo & @ s @ @3 O A

HewFs | Semch  Cheds i Chack Out HEEP Avalabldy  AnSisin Holdl Sehur  Foos M Foon A Do That B

< H‘i‘% £ Hotel Management
St
Cashier

@ Post Transac 3 snauiy

B3 Currericy Convor:

E3C Group Trasacto
B cancei Check ou Bio report
B cioul ke O
B35 List Bills Prnlad EIF Podl To Guest Dumimy
EX7 view Trarsact B B
0 Ex

Lhnas G0 Hokal Dake 11 20007 JMLE ipiars Dlala 1.k 2007

Hinh 33: Menu chinh Cashier

Cac nghiép vu thu ngan
T menu Cashier ban ¢6 thé thuc hién céc cong viéc sau:

o Post Transaction cho phép ban ghi s, xem, huy va stra cac giao dich trén cac
truong muc cua khach va cac ho so c6 dinh. Tu day, ban ciling c6 thé in ho so
theo loai ma ban chon.

o ChecK—Out Lam thu tuc check out cho khach dang nghi tai khach san, hodc
danh dau mét trrong muc hoan Check-Out.

o Group Check-Out cho phép ban check-out cho cac thanh vién ctia nhom.
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o Express Check-Out cho phép ban lam thii tuc check-out cho nhiéu khéach lién
tuc.

o View Transaction cho phép ban xem tét ca hodc cac giao dich da ghi sé dugc
chon ma ban da thyc hién lan gan day nhat.

o Inquiry nhin vao day dé dén menu Inquiry.
o Currency Conversion Xem muc nay & phan L& tan.
o Group Transaction cho phép ban ghi cac giao dich cho mdt nhém.

o Report cho phép ban lap bao cao.

5.2 Vao sé cédc giao dich

Tir man hinh Post Transaction ban c6 thé xem, vao sd, va chuyén cic giao dich da ghi
s0, in folio. Ban c6 thé thuc hién viéc ghi sO trén céac treong muc cua khach dang nghi
tai khach san, di check-out, hodc cic ho so ¢b dinh trong hé thong. Pong thoi véi viée
thuc hién nhiing nghiép vu ké toan quy dinh, ban nén luu lai chimg tir trong mdi lan ban
vao s6. Cac ching tir nay duogc st dung dé sau nay can ddi sé sach va phuc vu cho cong
tac kiém toan. Cac hoa don nha hang ciing c6 thé dugc dung nhu chimg tir.

Ban c6 thé tim kiém mot hd so ciia khach dé ghi s6. Cac budc tim kiém twong tu nhu
khi tim kiém thong tin dat phong dugc trinh bay & trén.

Man hinh Post Transaction hién thi nhu & hinh dudi diy. Man hinh nay duoc chia ra 3
phan. Phan thtr nhat (¢ goc trén) cho bi€t cac thong tin v€ folio. Phan thir hai la bang cac
giao dich da ghi s6. Cudi cung la phan Post Transaction, ¢ ddy ban dién cac dir liéu dé
vao s6 mot khoan mai.
Dé vao s6 mét giao dich méi: Ban hay lam theo cac budc sau day:
o Tir menu chinh Cashier, nhan Post Transaction. Nhap dit liéu dé tim kiém cac
ho so, chon ho so thich hgp trong s két qua tim kiém. Sau d6 nhan Post.
o Cha ¥ dén phan Post Transaction. Ban dién vao day cac dit liéu phu hop dudi
day:
o Trn Code: Ma cuia giao dich chon tur danh sach. Tét ca cac ma giao dich
hop 1€ d€u co6 the thay doi, thém hoac bot.
O Reference Number. Truong nay gié phuc vu cho cong tac kiém toan va
doi chiéu chéo cac khoan da ghi so va cac chung tur.
o Amount: gia tri cia giao dich nay. Ban phai nhé dién day du sé‘tién bang
Do la My (US$) va khong dung dau cham ké ca khi don vi tién cent 1a
khong. Vi du: US$ 15.00 dugc ghi la 1500 (cent) va US$ 10.15 duoc ghi
la 1015, v.v...
o Folio: ma cua loai folio. ((3 day hé théng mac dinh 1a folio loai A) bé
ghi s6 trong mot folio ngoai loai A, nhap ma folio hodc chon tir danh
sach liét ké.

o Currency: loai tién
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o Meal: Myc nay cho biét giao dich bao gdm ca tién mot bira an.
o  Count: S6 nguoi sir dung dich vu.

o Comment: Ban c6 thé gd cha thich tuy y vao 6 nay. Chu thich nay s&
duoc in trong cac hd so va cac bao céo ké toan.

o Sau khi nhap dir li€u, nhin Post. Néu ma giao dich c6 cac ma nho, Smile
s€ yéu cau ban ghi giao dich véi ma nho trude. Mot ctra sO khac s€ xuat
hién bén trén man hinh Post transaction nhu trong Hinh 34.

Guest Infar I Search | -

Group Infor | | Here.. | 5 At
|

 TA/Campany | i Post Trasactions

Transaction

|LastMame | FirstMame |Fm  |Balance | MCF Group | Anival Jeparture
GUILLEMET CARMEM 2M 55.00 15.-"03.-"200? -"03.-"200?
GUILLEMET DAMIEL 20 55.00 15/03/2007 /03,2007 -
KLEIM SABINE 205 E5.00 1540342007 f03/2007

| 15/03/2007 /03/2007

— 12604 15/03/2007 A03/2007
A
Account® 20641 Chatisi2 Code Deibion |Am0unt | 12604 1540342007 303.-"200?
MName:  WARUNEE, CHARDENS! 2 Citp Cal el e T
12604 15/03/2007 /03,2007
Foom# 306 Rate 3 DD Cale 12604 15/03/2007 /03/2007
Arival 15/03/2007 Depat 1 6| Domestic Call 12604 15/03/2007 /03/2007
Balance .00 8| Others
T& /AR Huong Giang Travel - Hue 12604 15/03/2007 /03/2007
Notice anrne A nn ene ane nen
| &
Dalei Code !Descliplion lomment |
1] 15/03 200 Trail: Garden Rest.
[1] 15/03 400 Room Charge

— Mew Tranzaction:
Tin Code Fieference e
F2 Togetbalance 250
[0 ~| | [
Telephone L Excel . | LCancel | ok I

T T BLLS |
I~ F10-Select Al Balance 00 Tinek? | Receipt | Pt Excel .
P -P - PACKAGE FOLIO l

Fost-F3

Move

. Ay
R RimCha-F4 | TinF5

Split Check Auto Print Re SetBil | CxlBil Edit Lloze
TinsFE | OutF? Prat-F9 F10 | PreF11 F12 | PrF13 | Tme-F14 | FI1E

FRebate I oid Tiny

Hinh 34: Man hinh Post Transaction c6 ma nhé
Dé ghi giao dich ¢6 ma nhé:
o Nhap s6 tién vao cdt Amount. Sau d6 nhan OK.

o Néu tong s tién khong bang véi sb tién cua ca giao dich, Smile s& thong bao
cho ban biét nhu trong Hinh 35.
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Code D e=zcription Amnount
2| City Phone h000
E| Long Diztance =00

4| 0D Phone

Sub Transaction Total Mok Equal to Total Transaction Smount

150.00 105.00

Excel... | LCancel | k. |

Hinh 35: Thong bao 15i khi ghi sé

Chuyén mét giao dich
Ban c6 thé chuyén mot giao dich tir folio nay sang mot folio khac; Vi du, ban cé thé sir
dung chirc ning nay dé chuyén cac giao dich tir folio ciia khach A sang folio ctia khach
B. Ban cling c6 thé chuyén mot giao dich tir mot truong muc sang mdt truong muc
khac. Viéc chuyén giao dich dugc thyc hién trén man hinh Post Transaction.

bé chuyén mot giao dich tir mét folio sang folio khac:

o Vao man hinh Post Transaction.
Danh dau giao dich ban mudn chuyén.
o Nhéan Move Trn. Hop thoai nhu Hinh 36 s& xuét hién.

Trong hop thoai nay, nhén _| dé chon folio thich hop
o Chon loai folio bang cach nhap chudt vao hinh mii tén.

Move Transackion

— Maowe to: Mgupen Phuang, Link

Folio #: |-||:|-| 0 |

Falio Type: IE j

o

o

Hinh 36: Hop thoai Move Transaction
o Khi da chon xong, nhdn Move. Giao dich s& duoc chuyén dén folio ban mudn.
Néu giao dich d6 bao gdm ca mi nho, tt ca cac giao dich ma nho déu dugc
chuyén sang.
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5.3 In Folio

Hop thoai Print Folio cho phép ban in folio thang tir menu Cashier, ciing tuong ty nhu
khi in tir man hinh Post Transactions, man hinh Folio Transactions. Ban c6 thé in cac
loai folio sau:

o Thong tin.
o Chinh thtrc.
Dé in folio, lam theo cac budc sau:

o Tu menu chinh Cashier, nhan Print Folio. Nhap cac thong tin dé tim kiém cac
folio.

o Tu Man hinh két qud tim kiém, chon folio thich hgp va nhan Print Bill. Hop
thoai nhu trong Hinh 37 s€ xuat hi¢n.

o Chon loai ho so can in trong Balance.

o Nhan Print dé in hodc nhan Close dé huy lénh do.
A Print Folio I'ZI

Acct# 28487 Canfirm# 14298 g 0

Guest: brs HEMRIETTE BOLDIMNG

Address

Cornpan Description T atal_Amant
A -GUEST FOLIO

Room 37 |P-PACKAGE FOLIO 41 B4
R - ROOM DMLY 00

Artival 13¢0g|" -¥OID FOLIO

Folio B alance
nnt-F10

Balance & - GLUEST FOLIC j
Close

Pt

Hinh 37: Hop thoai Print Folio

5.4 Check-Out
Chirc nang Check-Out cho phép ban thuc hién céc cong viéc sau:
o Check-Out cho m¢t nguoi khach
o Thuyc hién viéc chuyén doi tién té
o Ghi sb cac giao dich
o Chuyén céc s du

o Péanh dau mét truong muc dé hodn ngay Due-Out
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Trude tién, ban c6 thé tim kiém bt ¢t hd so nao dé check out cho khach. Céc budce tim
kiém ciling giong nhu khi ban tim kiém thong tin dat phong. Tu Man hinh két qua tim
kiém, ban c6 the chon bat ky folio nao va lam thu tuc check out.

Pé lam thu tuc check out

Dé check out cho khach, ban 1am cc bude sau day:

o

o

o

Tir Menu chinh cta Smile, nhin s6 4 hodc nhan Cashier.
Nhén s6 3 hodc nhin Check out.

Tim trwong muc thich hgp va nhin nit Post. Hop thoai Post transaction s& xuat
hién d¢ ban vao so6 giao dich méi.

Sau d6 nhén Iénh in dé c6 mot hoa don cho khach xem va kiém tra lai cac khoan
phai thanh toan. Lap hod don khi khach dong y thanh toan.

Nhin Check out, hop thoai Post Payment sé& xuét hién dé ban xo04 sb du bﬁng
cach nhép vao bat ctr hinh thirc thanh toan nao nhu trong Hinh 38.

Dit con tré & dong ghi phuong thirc thanh toan, nhan F2 dé ty dong can ddi s sach.
Néu khach thanh toan bang nhiéu phuong thirc, nhap s6 tién ctia mdi phuong
thirc thanh toan vao mot dong.

Khi sb du béng 0, nhan F10- OK dé hoan tit thu tuc thanh toan.

Nhin Yes dé in hoa don chinh thirc khi may tinh héi ban ¢6 mudn in ho4 don ra
hay khong.
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i Post Payment FZI
Balance of 42624 - A: 191 .24 ExRate: |

Description |

Comment |

Code Description Amount USD Amount VND —
1 Cash USD 5000
2 Cash VND 4124 64948876
3 Travell Cheque
4 Amex Card 10000
5 Diner Card
6 Visa Card
7 Master Card
8 JCB Card
9 Other Card

A5 e e s s

Total Payrment -191.24 -649,488.76

Balance 00 [F2 to get Balance )

o

Excel .. ‘ LCancel ‘ F10 - 0K ‘

Hinh 38: Hyp thoai Post payment

Sau do6 hoa:m tat thu tuc check out, sau khi khéng dinh lai viéc check out, folio sé&
duoc chuyén sang trang thai Checked-out.

5.5 Hoan Check out

Lam thé nao dé hoan check out
Dé hodn viéc check out, c6 thé lam theo cac budc sau:
o Tir menu Cashier, nhan sb 4 hoic Cancel check out.

o Dién théng tin dé tim truong muc. T man hinh két qua tim kiém, chon truong
muc thich hgp va nhan Cancel Check out.

Khi d hoan tét, folio s& dugc dua trd lai trang thai In house.

5.6 Check-Out cho nhém

Phan nay huéng din cach check out nhimng nguoi khach theo nhém. Man hinh Group
Check-Out cho phép ban check out dong loat tat ca cac thanh vién ctia nhom da hét thoi
gian luu tru tai khach san.
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CHU Y: Khi Viéc,Check-Out cho nhom d3 bt dau, khong dugec mo cac truong muc
trong nhom. H¢ thong khong check out cho nhimg truong muc dang dugc sir dung. Ban
c6 thé xem céc truong muc cia nhém & phan Tra ctru thong tin (Inquiry).

Chon mét nhém dé check out:

Dé chon mot nhom dé check out, tir menu chinh Cashier, nhin sé 5 hoic Group Check.
Sau d6 lam theo cac budc nhu khi chon nhom dé check in.

Hop thoai Group Check out s& xuat hién nhu trong Hinh 39.

fri Check Out Group

£ 1] ] >

Post | Change

Set Master Cancel Yiew | Close

Check Out

Excel... Dumy Em Grp Tins

Hinh 39: Hop thoai Group check out

Danh sach tat ca nhiing thanh vién cua nhém due-out vao ngay hién tai s€ hién ra va
duoc check out & ché @0 ca khoi. Tat ca cac budc dé check out cho moi thanh vién cua
mdt nhom ciing giong nhu cac bude dé check out cho khach riéng 1.

EXpress Check Out

Chtic nang nay chi dugc st dung khi ban chic chén rang tit ca cac khoan déu chinh xac
va viéc thanh toan di dwoc khang dinh. boi vi thao tac nay Streamlines qua trinh check
out va ban chi co thé xoa s6 du bang mot phuong thirc thanh todn ma truéc d6 khong
sua chira no.

Xem giao dich: cho phép ban xem tit ci cac giao dich da ghi so:

Trong menu Cashier, nhan 7 hodc nhan View Transaction. Man hinh hién thi céac
giao dich s& xuat hién. Ban c6 thé bo sung dir li€u vao cac 6 tim kiém r6i nhan
Refresh dé xem nhiing lan ghi s6 ma ban muodn.
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DaeFon RN -] T« [ 4 Fabn
Fadn Dote  Cpe 5 Desospios  Row O Subds Sersice Tas Amsust Aol Cowmen Be Cih Pasl Hee | Last ol =
47 16TE200 12 0 CASHWD M W 2de DM oMW 28 g 4 VN TETRIMICN?  1ENEC
AT 16TES200  1Z DCASHWVAD MO0 MO0 2400 D0 QD0 WM S 4 VN TETRZN TN RN
00071 | 16TE200 |92 0 CASHWRD JLOO B, OOn, | BT ODOOEES , , A deW IETEZITE
12097 16TES200 W0 4 Beseage 77 @ 2dz D2 0@ 80 A AW IETR2IMILE  1RECE
298 167200 16D & DD P M & 417 216 AN B0 BB Gussisis Y 1 IIM 1T SR
298 16200 16D & DO P X O I 16 AW M) B Guesss T 1 IR0 13 SR
298 16700 16D & DD P M & 417 216 AN SO0 BB Gussisis 1 IR0 12 SR
208 16TE00 16D & DD P ro T e e A I F. . 11 - 1 ¥ 1 ILTE20M 120 | FTNRL
298 16700 16D & DD P e QR e S I B . T - T W 1 ZIM 1T SR
298 16700 16D & DD Phore e J e e S T E. I T - 1 W 1 IR0 128 SR
298 16700 16D & DD P M O 417 16 AN SO0 BB Gussisis Y 1 IR0 125 | SR
298 167200 16D & DD P M & 417 216 AN B0 BB Gussisis Y 1 IR0 120 SR
298 16200 16D & DO P X O A ZIE A N 3B Guesinas Y 1 ILTR0M1EA SR
298 16700 16D & DD P M O 4178 216 AN ) BB Gussinis 1 IR0 1247 | SR
208 16TE00 16D & DD P ro J e e S T F. T - 1 ¥ 1 ILTRI20M 1248 | SR
A7 16TE00 20 2 Frod M @ 4 DA am w7 B OHIC TRAR2M N TRNETE
1238 1600 20 F Frod 19 | AWM 0@ an 45 (OORESE: b BN TETEM ETT
0582 16T200 20 2 Frod M A ITE DS LR 0 eem B N OTETE2M 1242
0001 16T 20 2 Food am & 0% 105 DoEeE B BN OTETEM 125
17919 16 TE200 0 B Breetla 7oA AWM WE 0E 34 1 FOHIC TR0 135 AWETH
AT 16TES200 200 B Bresklyn M} @ AWM DF 0F 4 FOHIC 1282004152 1R
48 16TE00 0 B Brestly M & B 0W 0 BEM 1@ FOHIC MR DEER  AWETH
| 42237 1GTES200 200 B Bresiis:i 4 4 G 03 0E:  EM 1% FHIC VTR0 686 SV o
X )
Toldl Trarcsdtore  #9 Toial frmant -1EHS3 48

Frlter i=loepatasna Encol...
rl---:-:-cie| = fl--'S-\.-b-c-J-dt| ~| Row b | Conluey | Huadarn w| B ok Bl -
£

Lher 3 Hidel Db 15 g 2T SMLE Spsbers [pber 3] L 2T

Hinh 40: Man hinh View Transaction

5.7 Tra cdru théng tin

Pua ban dén menu chinh Inquiry.

5.8 Chuyén déi tién té

Xem chirc ning nay & phan L& tan .

5.9 Cac giao dich nhém

Hop thoai Group Transactions cung cap mot ban bado céo cac lan ghi s6 va so tien. Tu
day, ban c6 thé:

o Xem tat ca cac giao dich da dugc ghi vao bat ctr trrong muc nao cia nhom.

o Chuyén céc giao dich d6 trong nhom.

Dé mo Hop thoai Group Transactions
o Tur menu Cashier, nhin C hoic nhin Group Transaction.
o Hodc tir menu Groups, nhén 8 hodc nhan Group Transaction.
o Tim kiém nhom rdi nhdn OK.

Hop thoai Group Transaction s& xuat hién nhu trong Hinh 41.
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Vpi h(f)p,thoai nay, ban co thé 9hon cac giao dich rdi nhdn Move Trn hodc F2, hop thoai
dé chuyén cac giao dich s€ xuat hién nhu trong Hinh 42.

Mame: dr.Hang Group Depart: 16/08/2004 Credit card #
Foom # Status Expire date
Sel Date |Eode | D escription |Fle[ # |Suh Amt |Amount |Floom | Org Room | Comment |
| [1 | 16/08/2004 220 Cake Shap 5 4313 500 g g
[] | 16/08/2004 150 Yehical Rental 5 1293 15.00 5 5
Froom Charge 3 I
| [ |16/08/2004 120 Laundr 3 5.00 3 3
| [ |16/08/2004 230 Paillotle Restaurant 3 17.32 20,00 3 3
| [1 | 16/08/2004 160 Telephane 3 1299 15.00 3 3
[ 16/08/2004 400 Room Charge 3 £0.61 70.00 3 3

Click Mouse right to select all transaction of folio balance code

[~ F10-Select &) Balance 200.00
A -4 -GUEST FOLIO I
Excel... | Move Tin-F2 LCloze -F3
N A . .
Hinh 41: Hop thoai Group Transaction
M ame: Mr.Hans Group Depart: 16/08/2004 Credit card #
Foom # Status E=pire date
Sel Date |Code | Description |Hel H |Suh Amt |Amounl | Room |Elrg Room | Comment
[ |1&/08/2004 220 Cake Shop [ 4. 5.00 B
[ |1&/08/2004 150 Wehical Rental 5 15.00 E 5
[ | 1&/08/2004 400 Room Charge 5 F0.00 5 5
S0 Ly | T ] I
16/08/2004 230 Faillotle Restaurant 3 20,00 3 3
[ | 16/08/2004 160 Telephone 3 15.00 3 3
[] |16/08/2004 400 Room Charge

First Mame

I~ F10-Select Al

A -4 -GUEST FOLIO I
Balance Code IA _l
Excel... | Move Tin Select | Cancel | Cloze -F3

Hinh 42: Hp thoai chuyén céc giao dich trong nhém

Ban chi viéc chon noi dé chuyén roi nhap chudt, giao dich do s€ dugc chuyén sang.
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CHUONG 6 NHOM
6.1

FA SMELE

TONG QUAN VE NHOM

PFARAGEN FHOTEL MWEraGERENT SOLUTTIOe

Snde  Pepvpbone  Foniesh, Cohed  Goupy HF  Tephone AR Jngoey T sl

Al

BT L B & FE o g M

Amymrveior: | Chack-Tn Chack Cul HEEP Eraglubalip AnSistis  Hobs Brskir  Floos Wy Fusors Pl - Ayl Chest | Lisg OF Ew

Ligei 7

/
< H‘L‘E‘- £ Hotel Management
\"'_V Groups
E)1 Mew Grow Masts B} Group Transact
BY: Charnige Group Mast E3: inquirs
£33 Cancel Group Magter
B4 change &
B35 Eriter Fooming L
E¥ Group Memt
[
Hodd Dk 165 Laig 2T0M SMILE Gk [aky 30 2ig] ;TEM

Hinh 43: Menu Groups

Menu Groups cho phép ban tao méi, thay doi, va huy mot hd so quan 1y nhom. Thém

vao do,

ban cling co thé tao mai thong tin dat phong va thuc hién cac nghiép vu khac

v6i ting khach trong mdi nhom nhét dinh.

CAC NGHIEP VU VE NHOM

Tu menu Groups ban c6 thé thyc hién cac cong viéc sau:

o

o

New Group Master tao mot Ho so quan 1y nhém méi.

Change Group Master cho phép ban thay d6i mot Ho so quan 1y nhom hién
co.

Cancel Group Master cho phép ban huy mot Ho so quan Iy nhom hién co.

Change All Folios cho phép ban thay d6i tit ca cac folio cia mot nhom hién
co.

Enter Rooming List cho phép ban phan bo s phong cho mot nhom.

Group Members cho phép ban thuc hién cac cong viéc vai ting thanh vién
cuia nhom.
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o Group Transactions cho phép ban xem va chuyén cac giao dich trong mot
nhom hién cé.
o Inquiry cho phép ban xem cac thong tin.

o Report cho phép ban xem va in cac bao cao.

6.2 Lap Hé6 so quéan ly nhém méi

Budc dau tién trong viée dit phong cho nhom la 1ap mot h6 so Hb so quan 1y nhom.
Man hinh New Group Master bao gom 4 trang.

A Group Master @
New Group Master

Confirm # 14748
Group Code |'| 21 First Arive 15/08/2004 dd/mm Ay
External Code |2'I 2 Last Depart 22/08/2004 dd/mmsppy

Group Mame |AN ExarPL Release Date 18/08/2004 dd/mmypyy
Statuz 1] | Definite Trace Date 1740842004 dd Ay
Type 1 | Primary-Group Release Daps 1
Faorecast Rate |60

Contact #1 T Cortact #2 T Info T Comment ]

Compary |E_.i\ TOUR Filett
Ta1 Humber  [125 ... | BPEXWHN

Status
Té2 Mumber 1102 . | AClass Travel
AR Account 125 .. | APERXMN
Org Elack Cur Block, Blk Avail Changes

Sales Persan |A PERSON

Ok Abart

Hinh 44: Man hinh New Group Master — trang Info
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Contact #1 T Contact #2 T Iylis] T Comment ]
Mame: || Postal code: I
Address 1: I Tel#: I
Address 2 I Fam I
Address 3 I Country I LI
Address 4 I i I
Ok Abart

Hinh 45: Man hinh New Group Master — trang Contact #1
Trong man hinh New Group Master - trang Contact #2 ciing giéng nhu trang Contact #1

6.3 Thay déi Group Master

Sau khi dién cac thong tin vé nhom vao man hinh trén, nhin OK dé chuyén sang budc
tiép theo nhu trong Hinh 46. Nhan Change dé thay d6i HO so quan ly nhom.

P Groups Master, E

Stz  Confirm#t | GroupCode GroupHame a| Last Departun Block Room For Group
147471121 AN LE
AN EXAMPLE

#Pkf FromDate MetRate FM
3 0[1 0.00
3 0 20/08/2004 21/08/2004 50.00

Groupeade , Confrim, Name | Filter | New-F4 | Edt-F5 | pel-Fe |

Ewcel.. | Dumy Fioom | ChangeF10 | ShowPkpF12|  FomatierFs | AMListF7 [ Close

Hinh 46: Danh sach Group master

Mobi nhém nén duge chia thanh mét vai phan nhom. DPé tao mot phan nhom, nhan New-
F4. Hop thoai nhu trong Hinh 47 s€ xuat hién.
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i Group Master Availability E]
Sub Group Availability

Confirm # 14747 Code 121 Name AN EXAMPLE

First arrival Last departure Status

Change Group Block

From date ’W Tao date ’W
Release days ’1— # rms ’37
Room Type DB J # Pax E

Met Rate 50.00

Ok | Cancel |

Show Pkp-F12

Hinh 47: Hop thoai Subgroup availability

Mbi phan nhém bao gém nhitng khach sir dung cung mot loai phong hoéc cé thoi gian
nghi tai khach san giong nhau.

Sau khi di tao phan nhom, phin bén phai cia Ho so quan Iy nhom s€ c6 mot s6 dong.
Moi dong 1a mot phan nhom.

Chon mot phan nhom roi nhin Edit, ban s& dén man hinh nhu trong Hinh 47. Viéc tao
moi hodc stra mot phan nhdm bao gdm dat trude s6 dém luu tra va so6 phong thude loai
da chon cho so khach do6 vao ngay da dinh.

Nhan Formatter, man hinh nhu trong Hinh 48 s& xudt hién. Chtc ning nay cho phép ban
tao mot mau chung cho cac muc thong tin dit phong tuong tu nhau trong mot phan
nhom.
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A New Group Formatter @
Group Formatter

Confirm # 14747 Name 121 - AN EXAMPLE Sub code DB04830162259

First arrival Last Departure Status 0

Guest Profile Beservationl Sgatisticl lnfolmation]

# Rooms Farty |
Arrival 19/08/2004 - Thursday Law Floar ,7 Hiah Flaar

Mights G| 2 Mgt Rim Attribute A Rm Expasure hd
Departure /082004 =) Saturday Building - “wiing -
HG =t/ Chid

Fioom Type DB - Special Services add |
House Lse I Comp [ Aate code | j

Rate Reazon - Pkg Code -

Rate Overide [ BF

NE
R ate Aol - phes

Begin Date ) -

DOk ‘ LCancel |

Hinh 48: Hop thoai Subgroup formatter

Sau khi da tao phan nhém, chon mot phém, nhin RM List @& dén man hinh nhu trong
Hinh 49 va nhéap danh sach khach va lay phong.

6.4 Huy H6 so’ quéan ly nhém

Ban chi ¢6 thé huy mot Ho so quan 1y nhém néu nhom d6 khong co cac muc dit phong
dang hoat dong. Néu c6 muc dit phong dang hoat dong trong Ho so quan 1y nhom ma
ban mudn huy, hiy huy timg muc dit phong trong phan Cancel Reservation hoic trudc
tién vao Change All Folios, sau d6 huy Ho so quan 1y nhom.

6.5 Thay déi tat ca céc folio

Trong phan Change All Folios, ban cé thé stra chita cac folio ciia khach dit phong hodc
khach dang nghi trong khach san ma khong can sira chita ting folio ciia mdi nguoi
khéach. Ban c6 thé thay ddi thong tin trén tat ca cac folio hodc trén cac folio dugc lua
chon trong nhom, cac thay ddi d6 c6 thé dugce thuc hién ty dong hodc do chinh tay ban
tao ra.

6.6 Nhap danh sach phong

Trong phan Enter Rooming List, mdi 1an ban co thé nhap tén khach trong mot phan
nhom va phan cac phong cho khach. Sau do, sé cta cac phong dugc chon s& xuét hién
trong cot pkp & bén phai trong Hinh 46 va mdi nguoi trong danh sach trg thanh maot
ngudi dat phong riéng. Nhan Show pkg, danh sach nhimng phong di chon cho phéan
nhom xuat hién. Thong tin ban 1ap cho ca nhom dugc ap dung cho ting thanh vién cia
nhom. Ban c6 thé 14p nhitng thong tin riéng cho timg ngudi khach bang cach thém, thay
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ddi hodc xo4 dir liéu. Dung cach nay dé 1ap cac muc dat phong méi khi ban muébn
nhiing thong tin ciia nhom duge ap dung cho ting thanh vién ciia nhom. Ban c6 thé
nhap danh sach phong & ca ché do Single Reservation Entry va Multiple Reservation
Entry. Ché d6 Single Reservation Entry hién thi man hinh New Reservation cho mdi
phong. Ché d6 Multiple Reservation Entry hién thi mot bang dé nhap nhiéu phong dat
trude trong cung mot man hinh.

A Group Rooming List B
Group Formatter information
Conf # 14747 Group 121 - DB04830162259 First arrival  19/08/2004  Last Departure  21/08/2004
Fram date 19/08/2004 Ta 2040842004 HRoom: 3 # Fickupz 0
Room Type DB - Double BF

Enter Group Rooming List

Se Last Hame First Hame Sex Date Birth HMationali GeoC Room |Sha Adt Passport viza & Viga Date
1 Abc Def Uk UINE 16 1
2| Ghi Jkl O 18 LMK 1
3| Mno Par 1] LINEK 17 2
4|5t i O Uk UINE 2
5 'rza Bed 18 LMK 13 3
E Efg Hij 0O ¢/ UK LMK 3 %

< >

Fz2 SelectMational. GeoGraphic. FoomCode

F4 Add MNew Guest

F& Delete Guest

F12  Show List Guest Pickup Ok Cancel

Hinh 49: Hop thoai Subgroup Rooming list

6.7 Cac thanh vién trong nhém

T menu Groups, nhan Group members, tim kiém mot ho so quan ly nhom roi nhan
Members. Danh sach tat ca cac thanh vién trong tat ca cac phan nhom cia nhém do sé
xuat hién.

Tai day, ban c6 thé thyuc hién céc cong viéc voi ting thanh vién don 1¢.

6.8 Tra cutru Blocking

Vé&i man hinh Blocking Inquiry, ban c6 thé tim kiém cac phong bi chiém trong khach
san cua ban vao bat ctr thoi gian nao.

6.9 Cac giao dich nhém tham khio phan 4.9.

6.10 Tra cutru théng tin
Nhan Inquiry dé dén menu Inquiry.
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CHUONG 7 BO PHAN BUONG
7.1 TONG QUAN VE BO PHAN BUONG

e SMELE - IPAHAGUN FIDTEL MEPEAG ERERT SCULFTICE
Snde  Pepvpbone  Foniesh, Cohed  Goupy HF  Tephone AR Jngoey T sl

A DY L > B E B

Ruumrvelan | Chadh-Tn Chack il HEER Eroplytdiy  PmSisha Hobd Bokse  Foors Wy Roons Pl - dyvadChast | Lag OF

I
¢ Al £ Hotel Management
\Y
Housekeeper
‘1: 3 =1ts H ﬂ'l it I arcdasf
ﬂ. | il R B E:- Inuiry
ﬂ' i Ry Moag e ﬂl'l'.--p--l
ﬂ-l ot And Found m 1T
ﬂ [T i fit
Lired 7 Hidsl Dy 16 £ai] 20M GMILE Gk Dby 1 s oT0W

Hinh 50: Menu chinh HouseKeeper
Trong cac nghiép vu Buéng, ban c6 thé:
o Thay d6i trang thai ctia phong.
o Xur ly thong tin phong sai 1éch.

o Thong tin phong sai 1éch xdy ra khi trang thai ctia phong & bd phan Budng khac
0 bd phan Le tan.

o Giri va nhan tin nhén tir Ban L2 tan.

o Xem sb liéu tom tat trang thai ciia tit cd cac phong va tat ca cac khach trong
khach san.

o Tao mdi, thay doi, va huy tinh trang phong hong & cac phong. Phong hong sé
khong dugc thué trong mot thoi gian.

o Nhén Inquiry & dén menu Inquiry. (Xem phan Inquiry dé biét thém chi tiét).
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7.2 Trang thai cua phong

Sau khi da

chon Trang thai ciia phong trong menu chinh Housekeeper, man hinh hién

thi trang thai ctia phong cho bo phan budng s& xuat hién nhu trong Hinh 51. Ban ¢6 thé
xem hodc cap nhét trang thai ctia bat cir phong nao trong khach san

Housekee per,
Room Type Descrption Hzkp 5| Chg Room Mote | Ses Ste Skip/Sleep -~

1 TS WD W

2T5 WD W

3 Ds oo ]

4 DS oD ]}

5 DS WD W

B DS oD ]}

7R aoo

3R ooo

9 R oo ]

10 Fv oD o

11 TS WD W

12 TS WD W

14 DS Wl W

15 DS oD o

16 DE WD W

17 DE oD ] b

Filter - -

Room # Building - Dirty | Inspected ‘

Twpe - | Wing - Batch clean| Wacarnt | Oecupied ‘
Floor betweet: and
c Cancel ingpected | Cloze ‘
tatuz [ Discrepancy Filter
Excel..

Hinh 51: Man hinh Housekeeper hién thi trang thai ciia phong

Noi dung cac truong dir li¢u trong bang ¢ nua trén man hinh nhu sau:

Tén Noi dung

troong

Room S6 cua cac phong trong khach san

Type Ma loai phong. (Ma ctia cac loai phong trong khach san)

Description | M6 ta chi tiét phong

Status Trang thai hién tai cua phong. Trudng nay hién --- néu truong Sys Sts 1a
000 hoac OOI
Chg Tén ctia nhan vién cudi cing thay ddi trang thai ciia phong.

Room Note | Bat ctr chu thich gi vé phong
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Sys Sts Trang thai cta phong trong hé thdng, bao gom O, V, 000 hoic OOI

Skip/Sleep | Thong tin phong sai 1éch giita b phan Budng va L& tén.

Bang 6: Cac trwong dir liéu trén man hinh Housekeeper
Phan Filter cho phép ban xem mot s6 phong nhat dinh, tuy thugc vao yéu tb tim kiém.
Dbién céac dir liéu thich hop va nhan Filter. Bang dir li€u s€ chi hién thi cac phong duoc
chon.
Céc nat & goc dudi bén phai man hinh cho phép ban thay ddi trang thai cua bat cir
phong nao. Bang dudi ddy mo ta chi tiet cac nut do.

Nut Phim tat | Chirc ning

Clean Xac lap trang thai cua phong la XC

Dirty Xéc 1ap trang thai cua phong 1a XD

Inspected Xéc lap trang thai cia phong 1a XXI.

Batch Clean Xéc lap trang thai cua phong la XC

Vacant Xac lap trang thai cua phong la VX

Occupied Xac lap trang thai cua phong la OX

Cancel Inspected B6 chit I khéi Truong Room Status

Close Dong ctra s6 Housekeeper chi trang thai ctia phong

Bang 7: Cac trwong trong man hinh Housekeeper

Ban c6 thé st dung thanh cudn dé xem toan bd thong tin. St dung phim Tab dé di
chuyén gifta cdc nut va cac truong.

Sau khi nhan Close, Smile s& thong bao cho ban biét tat ca nhiing thong tin ma ban thay
ddi da dugc cap nhat vao hé thong.

7.3 Théng tin phong sai léch

D6 1a khi trang thai ctia mot phong & bo phan Buong khac voi trang thai ciia phong d6 &
bo phan Lé tdn. C6 thé co hai truong hop, Skip va Sleep. Skip co nghia la trang thai
cua phong ¢ Bo phan L& tan la phong c6 khach nhung & bo phan Buong lai la phong
trong. Sleep c6 nghia 1a trang thai ciia phong & bo phan Lé tan 1a phong trong nhung &
bd phan Budng lai 1a phong ¢ khach. Trong ca hai truong hop d6, phong déu co thé 1a
phong sach hodc phong ban.

Trong hop thoai Room Discrepancies, ban co thé xem thong tin khong théng nhat dé
sua chira.
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Nhat thiét phai sua lai thong tin khong thdng nhat d6 vi néu khong, hé thong s& khong
cho phép ban két thiic ngay.

Khi ban nhan Room Discrepancies, hop thoai s€ xuat hién.

Dé stra lai mot thong tin 1éch, bd phan budng va bd phan 1€ tan phai kiém tra lai tinh
trang thuc té clia phong, sau d6 c6 thé¢ by phan buong sé phai sua lai trang thai cta
phong hodc b phan € tan s€ phai lam thu tuc check in hodc check out nguoi khach do.

Room Discrepancy

Room Mumk| Status |

Excel... | Statuz Housge Keeper

Hinh 52: Man hinh Room Discrepancy

7.4 Tin nhan
Céc tin nhan 1a hinh thtrc thong tin lién lac qua mang giita b phan Budng va cac bd
phan khac (khong danh cho khach). Trong hop thoai Housekeeping Message, ban co
thé:

o Gui hodc nhan tin nhin, xem hodc luu cac tin nhin.
Nhénv Housekeeping Message trén menu Housekeeping hodc nhan phim 1énh s 3, ban
c6 thé thay hop thoai Housekeeping Message.
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Housekeeping Messages

Housekeeping Messages

Mezzage
01401 /2004 6:35 P Hay don phong 24
02/03/2004 5:43 PM
02/03/2004 5:43 P
07/03/2004 10:12 &kd
18/03/2004 1:53 PM

IHeceived vl E:-cu:el...l Send Meszage | Wiew Detaill Cloze |

Hinh 53: Hop thoai Housekeeping message

Chon loai tin nhin ban mudn xem 1a tin da gui hay da nhan.

Nhan Send Message dé soan tin m&i. Hop thoai Send Message s& xuit hién nhu trong
Hinh 54.

bé soan mat tin nhan mai, chon noi gui tin nhan & 6 To. Go ndi dung tin nhan cua ban
vao 6 bén dudi.

Ban c6 thé chon Send dé gui tin nhan hodc Cancel d¢ quay tréd lai man hinh
Housekeeping Message.

Send Message

To: IFru:unt Desk LI

Food morning!

The guest inroom # 10 would lke to see the bill now.
Please bring to kis roonl

Thankz!

LCancel |

Hinh 54: Hop thoai Send Message
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Tir hop thoai Housekeeping Message, chon mot tin nhin trong bang va nhin View
Detail; ban co6 thé xem cac thong tin chi tiét v€ tin nhan nhu trong hinh dudi day.

Message Detail

From: | Date; |

To: | Tirne: |

Last Change Clerk:

Hinh 55: Hyp thoai Message Detail

7.5 D6 dung bi that lac

Chtic nang nay gitp ban theo ddi cac thong tin vé d§ c}fmg cua khach bi bo lai trong
khach san khi khach roi khéi khach san. (Khach c6 thé van dang con nghi tai khach san,
da check out, hodc da di va con quay lai).

Vi chiic nang nay, ban co thé:

Tao mdt thong bao vé do dung bi thét lac cua nguoi khach da check out, dang nghi tai
khéch san hodc dat phong.

Lam theo cac budc sau day:
o Nhén Lost & Found hoic nhép 1énh sb 4 trong menu Housekeeping.
o Hop thoai tim kiém folio xut hién dé ban c6 thé tim kiém
o Man hinh két qua tim kiém s& xuat hién sau khi chon ding folio dé thong béo,
nhan nut Lost & F.
o Hop thoai Item Lost And Found xuat hién, nhin New.

o Hop thgai Items Lost And Found xuét hién dé ban 1ap thong bao nhu trong Hinh
5‘6. Nhan OK dé hoan thanh, hop thoai ltems Lost And Found s& xuat hién mot
lan nira voi thong tin ban da lap.
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i Items Lost And| Found

Guest information
Acct # 42479
Mame MG SHU-FPAD
Address
Compary

New Item
Enter ClerkiDr 3 Amival Date 14,/08/2004
Enter Date 16/08/2004 16/08/2004

Departur
Last Change Clerk Foom Code 34
Last Change
Found ltem | lterm Status
Found By | Return By |
Found Date [16./08/2004 ~] Fetun Date i =l
Comment |
Ok -F2 Cancel

£

Hinh 56: Hypthoai Item Lost And Found
Tir luc nay, folio v6i thong bao vé d6 dung that lac s& xuat hién véi chir L mau do &
truong MCFL trén man hinh két qua tim kiém folio. Chir L&F mau d6 s& nhap nhay
¢ gbéc dudi man hinh moi 1an ban mé n6é dé xem hoac thay doi.
7.6 Trang thai hién tai

Nhin Current Status hoic nhap 1énh 4 dé mo cira s6 House Status nhu trong Hinh24.

7.7 Phong khéng swr dung dworc (Out of Order)

Khi mét phong 6 trang thai nay, phong do6 s¢ khong dugc s dung dé cho thué trong mot
thoi gian nhat dinh.

Trong man hinh Out of Order, ban c6 thé:

o Kiém tra xem tai mot thoi gian nhét dinh c6 phong nao ¢ trang thai 0.0.0.hay
khong

o Xac l@p trang thai khéng st dung dugc cho mot hay nhiéu phong trong mdt hodc
mot so giai doan nhat dinh.

o Xem thong tin vé trang thai 0.0.0. ctia phong.
o Thay d6i hodc huy bo trang thai 0.0.0. ctia bat cir phong nao.

Nhan Out of Order hoic nhap 1énh sé 5 trong menu chinh Housekeeping dé dén man
hinh Out Of Order nhu trong Hinh 56.

BO PHAN BUONG 71




/?‘ SO TAY HWONG DAN SU DUNG

Qut of Order

From |15mex2m4 Monday. August 16, 2004 Fiefresh |
I Room | From D ate | To Date | Reazon |

7 17/08/2004  30/08/2004

17/08/2004
31/07/2004  31/08/2004

Cancel 000 | Mew 000 Cloze

Faam #: I j Excel..

Hinh 56: Man hinh Out of Order
Tir man hinh nay, chon mot dong dé thay doi trang thai ctia phong bing cach nhan Edit
hodc Cancel OO0. Nhan New QOO dé¢ thém phong & trang thai Out of Order.
Néu ban thém méi mot phong OO0 hodc sira chita thong tin vé mot phong OOO hién
tai, hop thoai s€ xuat hién nhu trong hinh dudi day.

Trong hop thoai c6 chd tréng dé ban dién thong tin hodc c¢6 san dit liéu dé ban sira chira.
Nhan OK dé luu thong tin méi hoic nhan Cancel dé quay tré lai man hinh Out Of
Order.

Trang thai Out of Order ton tai ké tir ngay bat dau dén ngay két thuc nhu trong Hinh 57.
Sau do, trang thai cua phong tré lai 1a VD.

Roorm Murnber: ;I
From Date: |3|:m:|432|:|u3
To Date: IDEHDEQDDB
Reasor: REPAINTIMG WLl
Cancel oK

Hinh 57: Hop thoai Out Of Order Detail
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Nhan Close dé quay trd lai menu chinh Housekeeping.

7.8 Tra ctru théng tin

Nhénrvao lién két nay dé dén menu chinh Inquiry. Xem chuong Tra ciru dé biét thém
chi tiet.

7.9 Bao cao

Nhan Report d¢ &én man hinh Report voi nhém céc béo cao vé nghiép vu Budng. Xem
Chuong 13 dé bict thém chi tict.
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CHUONG 8 TONG PAIBIEN THOAI
8.1 TONG QUAN VE TONG PAI BIEN THOAI

lelephone

TELEPHONE OPERATOR

Depatture | #Gst | She | CMFL Group

| Lastame

Sts Confirm | Tile FirstM ame
2 T4081 | Mr | HERMAN 0 i L 2 2 DIETHELM Al
14678 Mr  BALUCHE STEPHAME G# O 15/08/2004 17/0B/2004 ] Seasonal Package

2

3 14238 Mr GREGERSEM MICHAEL 0 3 DE 13/08/2004 16/08/2004 L TRANSTOUR

3 11977 Mr AMIN BIPIM CHIMAN 0 42 UK 09/08/2004 16/08/2004 2 M Travel Indochsna
3 14628 Mes  CHAIKEAW  MISS SARAPEL O 13/08/2004 16/08/2004 1 Dirzct Booking
3 11977 Mr AMIN BIFINESHAN O 09/03/2004 1E/0B/2004 [ Travel Indackina

<
Search Information

Gusstiis  JA&  Compay | .| [ FoleStss

LsstMame | Gom [ ¥ InHouse [~ Reserved
FistMare | Netonswy |~ 7 Arival Today [ Cariceled

r amad |7 =] foom = ¥ Checked Out Todsy [~ AllChiecked Dut
I~ Departure lﬁ Filter

Excel.. | M:g-F& | Cmt-F7 | Flg-F8 | L&F-{F91| Smsﬂm-ﬂlll Saneﬁ:p-F11’View-F12l Close

Hinh 58: Man hinh Telephone Operator
Tir man hinh Telephone Operator, ban c6 thé:
o Thém tin nhin vao mdt Guest Account.
o Thay d6i tin nhan trong mot Guest Account.
o Xoa tin nhin trong mot Guest Account.

o Xem cac folio.

8.2 Tim kiém Guest Folio
Dién thong tin dé tim kiém vao phan Search Information. Nhan Filter dé bat dau tim
kiem. Neéu tat ca cac truong dir li¢u tim kiém déu dé trong, tat ca cac guest folio déu
duogc hién thi nhu trong bang ¢ trén. Chon mot folio trong bang nay.
Nhan Same Rm hoic F10 dé xem tat ca cac folio st dung chung mot phong véi folio
duoc chon.

Nhan Same Grp hoac F11 dé xem tat ca cac folio thudc cung mot nhom.

DIEN THOAI 74



/?‘ SO TAY HWONG DAN SU DUNG

8.3 Tin nhan

Tt man hinh Message ban c6 thé luu tin nhdn ma khach nhan duoc va gui dén cho
khach. Khi nhan Message trong man hinh Telephone, hinh sau s€ xuat hién.

A Messages |Z|
-~ Guest Information

Aot i 41037 Group

Mame tr &M BIFIN CHIMARBHAI Rioam 42

Address Aurriveal 05/08,/2004

Compary Departure 16/08/2004

— List Messages

Enter EnterDate | Clear ClearDate | Message
3 ! Hella! | arn in Ha Mai now. all b ry rabil you arrivel

Excel... | DetaiI-F12| Hestore-F'IDl Delete-FSl Mew-F4 | Edit-F& | Cloze |

Hinh 59: Man hinh Message
o Phan trén cling cho biét thong tin van tit vé khach.
o Bang ¢ gitta man hinh cho biét tat ca cac tin nhan ctia nguoi khach nay.

o Céc nut ¢ cuoi man hinh cho phép ban thyc hién nhitng cong viéc sau.

Tén nut | Chirc ning

Detail Xem chi tiét mot tin nhin tuy chon

Restore | Khéi phuc mdt tin nhin d3 xo04

Delete Xo4 tin nhian

New Thém mdt tin nhin méi cho mét folio

Edit Stra d6i chi tiét cta tin nhin

Close Quay tr¢ lai man hinh Telephone.

Béng 8: Cac niit trén man hinh Telephone
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Thém tin nhan

Dé thém tin nhan cho mdt folio nhét dinh, ban 1am theo cac budc sau:

o Mo man hinh Telephone Operator
o bién céc thong tin vé khach va chon ho so cia nguodi d6 tur cac két qua tim
kiém. Nhan Msg hodc F6, hop thoai Message s€ xuat hién nhu trong Hinh 59.
o Nhan New hodc F4. Hop thoai Message Detail s€ xuat hién nhu trong Hinh 60.
o G0 tén nguoi khach da de lai tin nhan vao 6 From
o Nhép ndi dung tin nhan vao 6 Message.
o Nhan OK d¢ luu tin nhan hoac Cancel dé huy.
M Messages I'ZI
Guest Information
Aot B 41037 Group
Marmne r &MIN BIPIN CHIMANBHAI Foom 42
Address Ariveal 09/08,/2004
Compary Departure 16/08/2004
Hew Message
EfieClieid 3 ErterTime 03/09/2004 154555
ClearClerkl ClearTime
LastChangeClerk|D LastChngTim
Fram |Laura [~ Deleted
bMessane Flease go to the hotel bar when vou amivel | am there waiting.

Ok Cancel

Hinh 60: Chi tiét mgt tin nhin

Stra tin nhan

bé sua mdt tin nhan da dugce luu trong mot folio, lam theo cic budce sau:

o

o

o

Lam 2 budc dau tién nhu khi thém tin nhén.

Chon mot tin nhin ma ban mudn thay ddi va nhan Edit hoic F4. Hop thoai Tin
nhan qua dién thogi s€ xuat hién.

Stra ndi dung tin nhan

Nhan OK dé luu tin nhin ban da sira hodc nhdn Cancel dé huy bo viéc stra chira.
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Xoa tin nhan
Dé x04 mot tin nhin di duoc luu trong folio, lam theo cac bude sau:
o Thyc hién 2 budc dau tién giéng nhu khi thém tin nhan.

o Chon tin nhén ban muén xo04 va nhin Delete hoic F8. Tir danh sach cac tin
nhan, mot biéu tugng xuat hién cho biét tin nhan da bi xo4.

Tén nguoi xoa tin nhan va ngay xoa xuat hién ¢ cac truong.

Khéi phuc tin nhan
Dé khoi phuc mot tin nhin da bi xo4, 1am theo cac budc sau:
o Thuyc hién 2 budc dau tién giéng nhu khi thém tin nhin.

o Chon mdt tin nhin c6 biéu tuong “da xod” va nhin Restore hoic F6, biéu
tuong do bién mat va 6 Clear date d€ trong c6 nghia 1a tin nhan da duoc khoi
phuc va ban c6 thé xem tin nhan nay khi xem Folio.

Xem tin nhan trong mét folio
Sau khi thém mét tin nhin vao mot folio, tr man hinh View Folio, mot dong chit mau
do s€ thong bao nguoi khach nay co tin nhan. Folio ¢6 tin nhan s€ xuat hién véi mot chit
M mau do s€ xuat hién ¢ truong MCFL trén man hinh két qua tim kiém folio. Ban ¢o
the thay n6 nhu trong Hinh 61 dudi day.
Ban c6 thé xem tin nhin d6 béng mot trong hai cach sau:

o Xem tir man hinh Telephone Operator

o Kich dap chudt vao “Message” trén man hinh View Folio. Tat ca cAc tin nhan da
x04 s€ lan luot hién thi.

Crigin HIS 16/09/2003 15:41:43 In house *Share*
ChiIn HIS 16/09/2003 17:56:50 Acct# 10119 *Message*® Ok Abort
| £
Flag Share-F11 | Copy- F12
Last Chng  HIS 18/09/2003 17:56:50 [% *Comment*

Hinh 61: Thong b4o c6 tin nhin Folio

8.4 Chu thich

Tat ca cac man hinh ¢ phan Chu thich ciing twong tu nhu trong phan Tin nhin. Nhung
chu thich khong dugc gtri cho khach ma dugc dung trong ndi bd nhan vién khéch san.
Sau khi thém phén cht thich cho mot folio, ttr man hinh View Folio, mot dong chit mau
do s€ thong bao cd chu thich v€ nguoi khach nay. Folio ¢é chu thich s€ xuat hién voi
mot chit C mau do & truong MCFL trén man hinh két qua tim kiém folio.

8.5 Co

T4t ca cac man hinh ciia phan Co ciing twong tw nhu trong phan Tin nhin. Nhung c& chi
duogc dung trong ndi bd nhan vién khach san.
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Sau khi thém co cho mot folio, tr man hinh View Folio, s€ c6 mdt dong chir d6 sé théng
bao. Folio ’cc') c0 s€ xuat hién vdi mét chit F mau dé ¢ truong MCFL trén man hinh két
qua tim kiém folio.
8.6 DO dung that lac tham khéo phan 6.5.
Nhan L&F hoic F9 trong Hinh 59 dé dén muc nay.

Chtre ning nay dung dé theo doi thong tin vé d6 dung bi that lac cia khach.
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CHUONG 9 KIEM TOAN DEM
9.1 TONG QUAN VE KIEM TOAN BEM

B SMEE - PAHAGIH HOTEL MEePSAGERERT SOLLFTICR

S Peimivnne  FrondCesk,  Chohed  OeouDs HRF  Tesphons AR gy TA  GiesdProlie

ﬂ%ﬁ“qﬁ%ﬂﬂﬁ‘éﬁﬂﬂlh;jfﬂ

Fawmroelory Chasede - i Chack Cud HEFP oAk PrSishe  Hold Selge Foce Rlap P Pan - Acsasl Chord Limg D Bl
F L
< Hu - F “Hotel Management
o :
o *
Might Audri
-+ |
Lﬁ].
El:= D
B < Bt
Lped 7 Hpdd Digds 165 Loy 210 SMILE Sk [aks 17 S oW

Hinh 62: Menu Night Audit
Dé két thuc cong viéc cia mot ngly va chuyén sang ngdy mdi:
O menu chinh, nhin More Options r(:3i nhin Night Audit, menu Night Audit hién thi
nhu trong Hinh 62. Tir menu nay cé thé thuc hién cac cong viéc sau:
o Nhap gia phong, gid phong va phi dich vu.
o Két thiic doanh thu trong ngay.
o Chuyén ngay cta hé thng sang ngay tiép theo.

9.2 Ghi gia phong

Trong menu Night Audit, nhan 1 hodc Post Room Tax. Tat ca cac phong c6 khach
duoc li¢t ké trong mot danh sach véi sb tién dugc tinh 1a tién phong cua dém nay nhu
trong Hinh 63, man hinh Post Room Tax. Néu 6 vudng & truong Posted da dugc danh
dau c6 nghia la tién phong da dugc nhap. Kiém tra lai gia phong; chon va nhan Change
Rate dé thay d6i gia phong trong man hinh Guest Folio. Sau do nhin Auto Post; ticn
phong cua tat ca cac phong s€ duoc nhép voi s tién klem tra. Hodc ban c6 thé chon mot
phong bat ky ma ban mudn rdi nhan Post, chi co tién phong cua phong dwoc chon s&
duogc nhap.

Tién phong cua mot ngay trong twong lai ciing co thé duoc nhap bang cach chon mot
phong, nhan Adv Rm Charge r6i chon ngay.
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fl Post Room Tax

Sel Folio# | Sub# Roomv RType Rate Pkg Amrival  Departure  HouseUs Comg Ratet Amount  Posted
| 42297 1] 4 05 13/08/2004 16A08/2004 O O w! F0.00 v
Ol 4®m 0 6DS 102004 16082004 1 ) M mon @
i 41618 1] 9 FvV 23/04/2004  30712/2005 v O O ]}
L1 41815 1] 10 Fv 23/04/2004  31/05/2008 [w] L4 ||
EL 41889 1} 15 DS 18/05/2004  307/11,/2004 [ - [} m]
D £2624 1) 17 DB 12/08/2004  16A08/2004 [ o [w] ¥8.00 ]
O £2949 ] 18 DB 15/08/2004 17208/2004 O n F0.00 [
D. 41532 0 24 TB 14/08/2004 17208/2004 O 0 (v  500,000.00 [w!
Q_ 42458 1] 25 DB 14/068/2004  18208/2004 1 | W B00000.00 [wl
Q 43548 1] 27 DB 16/08/2004 17408/2004 O M vl 50.00 O
O 417 0 30DS S4 15082004 17/08/2008 [ O @ 9500 v
D #3518 1] 3 DS 15/08/2004  1708/2004 O O W 50000000 [
D_ 43514 1] 2R 51 15/08/2004  18/08/2004 [ | vl 94.00 [
| 41772 1] 40 Ry 05/05/2004  31712/2004 [w] O O .
O «73 0 ;R oS04 T4 M O O !
[_J__ 42625 1] 42 15 16/08/2004  18208/2004 [ O [w] a0.00 ]
|| 41546 1] 43 DS 14/08/2004 17/08/2004 O O vl F0.00 O

Bxcel. | ChangeRats | AdvAmTax | Aulo Past Past Close

Hinh 63: Man hinh Post Room Tax

9.3 Chuyén ngay méi

Sau khi kiém tra, nhap tién phong chung ta két thuc hoat dong trong ngay b'flng cach
nhan Cut Off hodc nhan 1é€nh 2 trong menu Night Audit. Hop thoai Cut Off xuat hién
nhu trong Hinh 64.

LCloze |

Hinh 64: Hop thoai Cut Off
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Nhan Do Cut Off, cac thao tic dé chuyén ngay méi sé& lan luot xuat hién. Mdy tinh s&
dung lai d€ yéu cau ban chon giai phap dugc goi y néu nhu van con c6 khach dén, di
trong ké hoach hodc c6 thong tin phong sai 1éch.

Ban nén giai quyét cac trudng hop d6 trude khi chuyén ngay méi.

Néu con c6 van dé gi khac, may tinh ciing s& dung lai dé thong bao cho ban biét 1a thao
tac chua dugc thyuc hién. Ban hdy gidi quyet nhitng van dé do roi thuc hién lai viéc
chuyén ngay mai.

Khi tat ca cac thao tac da duogc hoan tat, may tinh s€ yéu cau ban sao luu cac ditli¢u:

Backup Database

Do you want to backup database 7

Ok LCancel

Hinh 65: Hyp thoai Data BackUp

Céac dir liéu o thé duoce sao luu vao bang hoac dia tuy theo dac diém khach san cua ban,
sau d6 nhan OK.

Mot théng bao s€ cho ban biét viéc sao luu dir ligu da hoan tat. Dong thong bao do lai
roi nhan 1€nh 3 hodc nhan Clese Day. Hinh 66 s€ xuat hi¢én nhu dudi day.
9.4 Két thuc ngay

Nhan Do Close Day. Céc thao tac dé két thuc ngay sé& lan luot duge thuc hién gidng
nhu khi Cut Off.

Close Day
] i

Do Cloze Day Cloge

Hinh 66: Hop thoai Close Day

Cudi cung s& c6 mot thong béo, va nhu vay 1a ngay tiép theo da dén.
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CHUONG 10 KE TOAN PHAI THU
10.1 TONG QUAN VE KE TOAN PHAI THU
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Hinh 67: Menu Account Receivable

Menu Account Receivable bao gém cac muc cho phép ban tu tao ra va thay ddi céac ban
goc cua tai khoan phai thu, ghi vao s6 cai cac giao dich, theo doi hoat dong thanh toan
va cac hoa don.

o New Account cho phép ban tao tai khoan phai thu moi.

o Change account cho phép ban thay ddi ndi dung cua céc tai khoan phai thu.

o Post transactions cho phép ban ghi cac hoa don.

o Post payments cho phép ban ghi cac khoan thanh toan.

o AJR Transfer menu cho phép ban ghi chép va chuyén cac khoan cong ng vio
tai khoan phai thu.

o Reports 1a duong din dén man hinh Reports voi cac bao céo tai khoan phai thu
cua cac nhom.
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10.2 Tai khoan méi

Bat cu khi nao ciling s€ ¢c6 mdt doi tac c6 moi quan hé cong ng voi khach san cia ban.
Ta c6 thé lap mot tai khoan ctua khach hang trong mgt man hinh c6 4 trang. Poi tac co

thé ¢6 t6i 4 moi quan hé nhu dudi day.

Pé tao mot tai khoan méi tor man hinh Accounts Receivable, kich chudt vao New
Account hoac nhan phim I, trén man hinh s€ xuat hién bang sau:

i Client Master- New AR Master

Client Master
Client Folio | Extemal |1 173
Client Name |ANH MINH INFO % TRADE CO Attention |
Cottact |Tran Ciuc Minh WaT Code |
Address Line 1 |‘I E7 Truong Dink Ha Moi. County | j
AddressLine2 | Tel1 |04 6623950
Address Line 3 | Tel2 |
Address Line 4 | Fax |D4 BE24E33
Client T Travel Agency AR T AP
Active AR v
&R Class -
Billing Cycle 90 A
AR Account Group -
Digcount %
Permanent v
ok ‘ Cloze ‘

Hinh 68: Man hinh chi tiét tai khoan, muc AR

Neéu phia doi tac c6 cong ng phai tra:

o Dién théng tin vao cac trudng; kich hoat muc nay bang cich danh dau vao

Active AR.

o Néu truong Permanent duoc danh dau, tai khoan s& khong duoc xir 1y, trong

truong hop ngugc lai, tai khoan s€ co s6 du 1a khong

o Noi dung cac truong khac tuy thudc vao dac diém cua khach san.

TAI KHOAN PHAI THU
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Client T Travel Agency T AR T AP

Compa v

Class | ﬂ

ak. ‘ Close ‘

Hinh 69: Man hinh chi tiét tai khoan, muc Client
o Kich hoat muc ndy bang cach danh diu truong Active Company.
o Déi tac nay duoc xép loai nhu mot cong ty théng thudng.

o Viéc phén loai cong ty tuy thudc vao khach san cua ban.

Client T Travel Agency T AR T AP
i v Presentativ |
Texl | Commission |
Class | | Commission |
- Percentage 1 |
Statistical Orly: [ Percentage 2|
ak ‘ LCloze |

Hinh 70: Man hinh Accounts Detail, muc Travel Agency
Néu phia ddi tac 1a mot cong ty du lich:
o Kich hoat muc bing cach danh déu vao truong TA.

o Noi dung céac truong khac tuy thudc vao dac diém cua khach san
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Clignt T Travel Agency T &R T AP

Active AP I

4P Class [ -]
AP Biling Cycle |—L|
AP Account Group I—L|

ar. ‘ LCloze |

Hinh 71: Man hinh Account Detail, muc AR
Néu khach san phai thanh toan cho phia déi tac:
o Kich hoat muc nay bang cach danh dau & truong AR.
o Céc truong khac tuy thude vao dac diém khach san cta ban.

Sau khi d3 dién diy di cac myc, Smile s& thong bao cho ban biét néu co bét ky dit liéu
nao khong chinh x4c. Khi moi ndi dung da duogc dién day da va chinh xac, mot tai
khodn méi s€ dugc tao ra voi ndi dung hoan chinh.

10.3 Tra ctru tai khoan phai thu

Dé thay doi, ghi cac giao dich va thanh toan trong mot tai khoan hién hanh, nhan chudt
vao cac lién két trong ndi dung tai khoan phai thu, khi d6 ban s¢ nhan dugc mdt hdp
thoai tim kiém (hinh 63). Dé tim tai khoan, hdy dién cac thong tin vé khach hang, sau d6
nhén Search, Smile s& hién ra mot danh sach gém cac tai khoan cho ban lya chon nhu
man hinh tim kiém dudi day.

i Search Client Account to Change |z|

Account Info | Ha Option
Account Mame | [ Company

[ TA
Country | j

v
AR Class | |

[~ AP

Search Cloze

Hinh 72: Tra ctru tai khoan phai thu
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Client Master, Search result

HONG Hal HANSIN

A BENTHANH TOURIST 380,00
I CaTH&Y PACIFIC Mz.Qupnh Hoa .00
| |58 Ha Mai Taurism 330,00
Ly Hong Mgoc Ha Tourist 0.00
|| 1047 Hal & TRAVEL .00
L) Huong Giang [Hanoi] 0.00
| [1063 ‘ienamtourism Hanoi HCMC Bran. 0.00
| |1064 CTY THEDYW HAl A .00
| |1083 WUNGTAU TOURIST HAMOI 0.00
| [no3 Hanoi Tozerco in HCMCR
L Tan Han it
| |Moa Cty TNHH & DL Quoc Thai
A HAPFY VIETHAM TRAVEL
A Hai'Venu Tous
A KIM HANH CO.
AL Tours Hai Intemational

1125 KHANH PHONG TOURISM

Encel Select Hew Change igw Invoices Payments Cloge

Hinh 73: Man hinh hién thi két qua tim kiém Tai khon phai thu
Tu két qua trén, ban co thé thuc hién tiép cac cong viéc sau:
o Tao ra cac tai khoan méi.
o Thay d6i cac tai khoan hién tai.
o Xem ngi dung cac tai khoan
o Tao ra cac giao dich hoa don mai.

o Tao ra cac giao dich thanh toan méi.

10.4 Thay d6i tai khoan

Chtic nang thay qdéi tai khoan cho phép ban cap nhat ndi dung céc tai khoan phai thu.
Céc man hinh hién thi twong ty nhu trong muc New Account.

10.5 Vao sé cdc giao dich phai thu

Muc Post Transaction cho phép ban ghi thém cdc hoa don méi vao tai khoan phai thu,
cling nhu ghi ng va c6 bat cu tai khoan phai thu nao trong hé thong. Ban ciing c6 thé
trinh bay chi tiét ndi dung cua cac hoa don va cac giao dich hoa don.

Ban c6 thé mo man hinh Bang hoa don béng cach chon mot H6 so ké toan phai thu sau
khi da tim kiém va nhan Invoice. Man hinh Bang hoa don xuat hi¢n nhu trong Hinh65.
Néu Ho so ke toan phai thu da chira cac hoa don hién hitu thi chung s& dugc thé hién
trong Bang. Tt bang nay, ban c6 thé thuc hi¢n cac cong viée sau:
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o

o

bé xem ndi dung cac hoa don véi so du khac khong, nhan Omit Zero hodc nhan
vao Show all dé xem tat ca.

Pé chuyén bang sd liéu thanh mot file Excel, nhin Excel.

Dé thém hoa don méi, nhan New.

Pé x04 hod don, chon mot hoa don va nhan Delete.

Pé chuyén hoa don sang mot tai khoan khac, chon mot hoa don va nhén transfer.

Dé xem chi tiét hodc ghi s6 mot hoa don di 1ap nhung chua duge ghi, chon mot
hoa don va nhan detail.

Pé chuyén sang Bang thanh toan, nhin Payment.

Dé quay vé muc Account Receivable, nhin Close.

AR Account 104

Invoices table

- Account

Account Yidatour Balance 2.075.00

Attention

Period Date [ Irmvoice Mumber Woucheilo | Descriphon [BE | Drigin Total Balance

K 14000

230672004 40517 KIYPERS FRANE R 210,00 210000
18/06/2004 42394 SREGMER THOMAS R 100.00 100,00
160772004 41628 JOERGEMSEM METTE KIRSTEN R Z80.00 280000
2200772004 42108 AGDSTIELENA R 564,00 564,00
01/08/2004 43213 TRUDONG NHU PHUC R 56000 56000
1070872004 42544 SIMON ROFFE & 225.00 22500

Ewcel... | Mew ‘ Delate Trarafer | Shaw 4l ‘ Dietail Apply | Un &pply | Payrnent [ Close
|
Hinh 74: Man hinh Bang Ho4a don
10.51 Thém hoa don méi

Nhan New trong muc Invoice, man hinh Create new Invoice s€ hi¢n ra nhu sau:
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Account: 104 - Create new Invoice

| = Date [16/08/2004  ~]
Due Date |1 E/08/2004 vl

|
|

Refference | GLPeriod |2uuqna
|

Invoice

Woucher

Dezcription

Frepaid

k. LCancel |

F

Hinh 75: Hop thoai New Invoice
o Nhap ndi dung va s6 hoa don. Néu sb hoa don do6 da co, ban phai chon s6 khac.
o Dién ngay thang cia giao dich.
o Néu ban mudn, ¢6 thé dién thém céc chi tiét khac.
Nhan OK, chi tiét mot giao dich hoa don s& hién ra dé ban vao sb.

10.5.2. Vao s6 hoa do'n ma&i

Account 104 - Inveice 1500,

~Account 104 - Vidotour -
Inwoice number: 1500, Balance : 0.00

Description L Applied 0.00

Dissciipticn Sub Amounit | Tan Amaurt Amount | Sub Amount Anc| Dehit | Cre

<l [ | >
Tax Rt | 'I Diepartmant 1 .,l
Anount Aceount No Indetnal/Direct ﬁ
b | | | st @ cea Diigin o
Tax: | | _J © Debit o i BuakB_\lvl 1 .I
st | Dese: | WebSke [T ]

Post | Es | Updite ‘ Delete ‘ Earce] | Dose

Hinh 76: Man hinh giao dich hoa don
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O goc trén man hinh 1a cac thong tin chung vé hoa don, bao gom s6 hod don, Chi tiét, s6
du va gié tri thanh toan ctia hoa don trudc do.
Dé ghi mot giao dich hoa don méi, nhap cac thong tin vé giao dich vao cac truong & goc
dudi man hinh Invoice Transaction.
Dé bo sung thong tin, dua con tré vé truong Description va gd thém 101 chu gidi c6 ky
ty t01 da la 20. Loi chu gidi s€ dugc in trén hoa don va trén cac bao céo ké toan.
Sau d6 nhin vao Post dé két thuc viéc ghi s6 hoa don. Trén man hinh Bang hoa don s&
xuat hi¢n thém mot dong mai ghi hod don méi nhap.

LY A Ve > Ve
10.6 Vao so cac khoan thanh toan

Man hinh Post Payment cho phép ban ghi ¢ vao bét cir tai khoan phai thu nao trong hé
thong. Tir man hinh Post Payment, ban c6 thé vao s6 nhiéu giao dich trong mdt khoan
thanh toéan.

Ban c6 thé kich hoat man hinh Payment béng cach chon mot Ho so tai khoan phai thu,
sau d6 nhan Payment. Man hinh Bang thanh toan s& xuat hién nhu trong Hinh 77.

Payment lable

Bnl=nos

E:.u:d.| hhu||'.'lﬁ- Elmi.l||Ddi|An:h Ur-ﬁ||rm:':-| ﬂn:-|

Hinh 77: Man hinh AR Payment

Céc khoan thanh toan duoc sap xép theo th tu ting dan vé ngay thang va vé s6 thir tu.

Néu Ho so ké toan phai thu da co cac khoan thanh toan, tat ca cic khoan thanh toan dé
s€ dugc the hién trén man hinh. Tt bang nay, ban c6 thé lam nhitng cong viéc sau:
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o

o

O

Dé hién thi ndi dung cac khoan thanh toan c6 s6 du khac 0, nhan vao Omit Zero
hodc Show all dé xem tat ca.

Dé chuyén bang dir liéu sang dang file Excel, nhan vao Excel.
Pé tao thém mot khoan thanh todn méi, nhin New.
Pé x04 mot khoan thanh toan, chon va nhin Delete.

Pé xem hoic thay ddi noi dung hay vao s6 mot khoan thanh toan, chon va nhan
Detail.

D¢ chuyén sang Bang hoa don, nhan Invoice.

Dé quay vé menu Account Receivable, nhan Close.

10.6.1 Thém muc thanh toan méi.

Nhan New tir bang thanh toan, hop thoai New Payment s& hién thi nhu sau:

hccount: 104 - Create new Payment

oucher 111 222 Date 16/08/2004 =
Descriptian |F'a}I far the coming invoice Due Date 16/08/2004 -

Refference |333 GLPeriod 200403

Irvoice |444 laa]

Prepaid [w

kK Cancel

o

o

Hinh 78: H¢p thoai Thanh toian méi

Nhap ndi dung hoa don va s6 hoa don. Néu s6 hoa don da cé trong may, ban
phai chon mot s6 khéc.

Dién ngay thang giao dich.

Dién thém cac thong tin khac trong Description néu ban mudn.

Nhan OK, m6t man hinh giao dich thanh toan méi s€ xuat hién nhu Hinh 79.

10.6.2 Vao s6 giao dich thanh toan

o

o

Khi vao s6 mdt khoan thanh toan, ban c6 thé vao s6 nhic¢u giao dich.

Sau khi dién thong tin vao muc Post, nhan Post, muc Post s& dé tréng dé ban tiép
tuc dién thém thong tin ciia mdt giao dich khac.

Chon mot giao dich va nhéan Edit dé thay ddi noi dung giao dich néu can thiét
hodc nhan Delete dé xo4 giao dich .

Sau khi nhan Post, nhin Close. Bang thanh toan s€ xuét hién nhu hinh 77 .
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i Account 104 - Payment 1509

Account 104 - Vidotour

Fayrment 1509 Total : =1,879.00
Description  Pay Balance : -1,978.00
Tranzactions

Description | GL Account | Debit | Amaunt | Cur | Drign

AR Payment 12 ™ 910,00 usD 0.00

AR Payment 0.00

Past
Payment Account Amount Curtency  OrgAmount Description ‘

1 k3| | | uso =]

Eost Edit I Delete | Excel.. | Close |

Hinh 79: Man hinh giao dich thanh toan
10.6.3 Thuwc hién thanh toan
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P AR Account 104 E]
Apply Payment

Account 104 - Vidotour
Accaunt “idotour Balance 0.ao

Aftention Disputed

Payment 1508

Payment 1508 Taotal : -100.00
Description  Pay for 01 invoice Unépplied -100.00
| D escription LaztChangeTime Folio | Origin Balance Applied Amount

O THOMAS KENMETH WAGNER  £/15/2004 11:03:53 &AM 3] 140.00 140.00 0.00
[ 40817 KUTPERS FRANE 6/24/2004 2:33:16 PM F 210.00 210.00 0.00
[ | 42334 SREGMER THOMAS £/24/2004 2:33:16 P 3] 100.00 100.00 0.00
[ | #1628 JOERGEMSEN METTE KIRSTER 742042004 11:58:38 AM 3] 280.00 280.00 0.00
[ 42109 AGOSTI ELENA FA24/2004 11:40:32 AM 3] 564.00 564.00 0.00
[ 43213 TRUONG NHU PHUC 84472004 2:59:29 FM 3] 5E0.00 5E0.00 0.00
[] | 42544 SIMOM ROFFE 8/11/2004 35646 P R 225.00 225.00 0.00

Excel Partial ‘ Tatal ‘ ‘ Close ‘

Hinh 80 Hop thoai thwc hi¢n thanh toan

o Chon mét muc thanh toan trong bang Payment roi nhan Apply. Hop thoai thuc
hién thanh todn s& xuét hién nhu Hinh 80. Thuc chét d6 la danh sach cac hoa
don dé ban chon cho viéc thyc hién thanh toan. Chon loai hoa don phu hop, sau
d6 ban c6 thé thuc hién thanh toan theo hai cach:

o Thuc hién thanh toan toan bo néu gia tri thanh toan va gia tri hoa don bﬁng nhau.
o Thyc hién thanh toan mot phan néu gia tri thanh toan va hoa don khong bang
nhau.
10.6.4 Huy boé thanh toan

Ban c6 thé huy bé mdt thanh toan bét cir lic nao béng cach chon mot thanh toan ban da
thuc hién va nhan vao UnApply.

10.7. Menu chuyén khoan phai thu.
T menu Account Receivable, nhan A/R Transfer Menu hodc nhén 9.

Man hinh s& xuat hién nhu hinh 81 duéi day:
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Hinh 81 . Menu A/R Transfer.

T menu A/R Transfer ban c6 thé

o An dinh tai khoan phai thu cho cac khoan cong ng.

o Chuyén cac khoan cong no d6 vao tai khoan phai thu.

o Stra/Ghi tit ca cac giao dich vao GL.
S6 du trong tai khoan ctia khach sau khi khach da check out s€ tr¢ thanh cac khqén cho
xu ly trong bao cdo thanh toan. Cac khoan da kiém toan va hop 1€ s€ dugc chuyén sang
tai khoan phai thu theo cac budc nhu dudi day:
S6 du tai khoan cua khach sau khi khach tra phong s& hién thi trén ban béo céo thanh
toan.

10.7.1 Diéu chinh céng no

o D¢ an dinh tai khoan phai thu cho cac khoan cong ng, nhan City Ledger Edit
hodc Iénh A trong menu A/R Transfer d& md hop thoai dudi day:
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A City Ledger Edit X
City Ledger Edit

Select Parameter

hE/08/2004 -

Last Departure D ate

0k | Cloze |

Hinh 82 Hop thoai tra ctru cong n¢g

o Chon ngay, sau d6 nhan OK. Danh sach cac sé du tai khoan ciia khach sau khi
khéch tra phong trong ngay do6 s€ xuat hién trén man hinh két qua tim kieém.

A City Ledger Edit Report X
City Ledger Edit Report
Select Parameters
Building Code Exclude if Less than -399,333,999.00
Last Departure Date 8/15/2004
CITv LEDGER ACCOUNT RECEMABLE
Folio Guest Name Code | Amount Account | Account Mame Detail Held
SAUER, CHRISTIME hrs R 980.00 1120 Agia Travel & Tours Di 1120 O
0es Total SAUER. CHRISTINE W 980.00 []
12488 SHIGEKUNI, YUMIKD Mrs R 480.00 1097 ATC [t 1097 O
Total SHIGEKUNI, YUMIKD 480.00 ]
10883 DR.AL-ZUBAIDI, NASHAT Mr R 980.00 DR.AL-ZUBAID], NASHAT Mr O
Total DR.AL-ZUBAIDI, HASE 980.00 L]
13367 BERMNE. PHILIFFE Mr R 540.00 “MNew™  BERME. PHILIFPE Mr O
Total BERNE. PHILIPPE Mr 540.00 []
- CHO, JAE BLIM s R 55.00 “MNew™  CHO,JAE BUM Mr
Total CHO, JAE BUM M1 95.00 []
MS, TRANG Mz I 12.91 “Mew™ M5, TRANG M O
dadat Total M5. TRANG Ms 12.91 []
43430 CHRISTTE. SUSAN Mr R 280.00 “*Mew  CHRISTTE, SUSAN Mr O
Total CHRISTTE, SUSAN M) 280.00 ]
Excel... Pririt Claze

Hinh 83: Man hinh Bio c4o diéu chinh céng n¢

o Céc dong ghi cic khoan thuoc A/Raccount assigned folig s co so trong truong

Account va c6 tén trong truong Account Name.
o Neéu khong, muc Account s& xuat hién **New™** d¢€ doi so tai khoan nap vao.
Sau d6 nhan Account, nut - | s& xuét hién. Nhan vao nit d6, hé thong sé chuyén

TA1 thanh A/R. Néu dang, nhan OK. Néu khong dting, nhan |,
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Pl A/R Payment |Z|
Account # 43367 -R Arrval 11./08/2004
Mame: BERME PHILIPPE Depart; 15/08/2004
Fioom # 52 Status 3
Arnount 540,00
TAT 162 - AMM'S TOURIST
AR 162 | ANN'S TOURIST
Ok | Cancel

Hinh 84: Hop thoai A/R Assigning

o Hop thoai tim kiém xuét hién, sau d6 ban dién thong tin vao dé tim kiém hodc
ban xem toan bd danh sach cia Client Master nhu Hinh 85 dudi day:

Attention Ealance
8AB/2004 1131 a
4/3/2004 114 ALL AS|A TRAVEL 0.00 3
3A10/2004 3 AMERICAN EXPRESS 296377
8/6/2004 1133 AMH MINH INFO & TRADE CO
3/19/2004 162 AMN'S TOURIST 0.00
4/3/2004 125 AFERWN br.5on 2,149.93
4/3/2004 1019 ASCOVIETHAM 0.00
B/3/2003 156 Agoodnternational 0.00
4/15/2004 148 Asia Dante 0.00
2/28/2004 1044 A518 HOTELS.COM 0.00
3/23/2004 1057 Asia Select 0.00
TA2004 120 Azia Travel & Tours
20272004 1042 ASIAWINGS IRAVEL 0.00
4/15/2004 168 ASIAN TRAILS VN 140.00
B/13/2004 1057 ATC
3/19/2004 1067 AUDLEY TRAVEL 0.00
8/6/2004 111 BE.A TOUR 1610.00
2/25/2004 8 E&MK TR&MNSFER 0.00
4/3/2004 123 BENTHAMNH TOURIST 380.00
5/3/2003 184 Best Munhiwa 0.00 v
Encel... ‘ Wi ‘ Select | Mew ‘ LChange ‘ Cloze

Hinh 85:Man hinh Danh sach Client Master

o Chon tai khoan, nhin Select. Man hinh nhu trong Hinh 84 lai xuét hién véi tai
khoan phai thu da chon, sau d6 nhan OK. Két thuc qua trinh.

10.7.2 Chuyén céng no
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, nhan

City Ledger Transfer trén menu hodc nhan B, chon ngay r6i nhan OK trong
hop thoai nhu hinh 85 duéi day.

A City Ledger Transfer to A/R

Select Parameter

Lazt Departure Date

City Ledger Transfer to AR

15/05/2004 -

]9 |

X

Cloge |

Hinh 85: Hop thoai ngay thang chuyén cong n¢

o Cho trong gidy lat, ban s& thiy man hinh chtta danh sach nhimg sé du da dugc

chuyén khoan.

Hinh 86: Bao c4o chuyén cong no.
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Chwong 10 Théng tin vé

{ Brower Data Type

MAME TEL. DIA CHI

b 123 456 783 o

DAl THONG ER23EE 151 NGUYEM &N LINH - DN

APSARA 561403 222 TRAN PHU

INDOCHIME GARDEN BR7007/03 18 TRAN PHU

RESTALRANT DE KIM 827606 43'YEM Bal B
ER0211-823772 178 NGUYEMN WaN LINH/ 255 NGUYEN CHI THANH
821546 180 TRAN PHU

Ed
Add | Delete
v Update column width when uzer change —Search
_E I, q - -
CatCode Cate Name Active ~| | MNAME I
STAUH DS NHA HANG TAl DA ] I—
COUNTR COUNTRY CODE = TEL.
domestic  MAYUNG DIEN THOAI NOI DIA DIA CHI I
SPECIALI DAC 5AM DN m
CAFE.BAF CAFE.BAR.DISCO TAI DANANG
HOTELS DS KHACH S4M 0 HCM
HOTELS DS KHACH SAN O HANOI
COMSUL: LANH SU GQUAN Tal HCM w
.i___._ e | z_ Search (Ess
IIL L= a1 TONET CTae, 27 TI0 2o |d'N'I||_|: T D~ TMEMTACE 15 MOTWOTRIngr . SPeen oaE. 27 WOy 2000

Hinh 87 : Thong tin vé khach san

Cho phép nhap va xem thong tin vé cac khach san nha hang. Thém méi ban nhan nut
Add va dé xo4 thi nhan Delete. D¢ tim kiém thi dién thong tin cua Khach san can tim
ro1 nhan nut Search.

CHUONG 11 TRA CU’U THONG TIN
11.1 TONG QUAN VE TRA CUU THONG TIN
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FA SMILE - FAHAGH FIOTEL WASRAGERERT SCLUTICE

Snde  Pepvpbone  Foniesh, Cohed  Goupy HF  Tephone AR Jngoey T sl
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Hinh 87: Menu Inquiries

Khi ban tiép can bat c thong tin nao vé truong muc, cong ty du lich, tai khoan phai thu,
hd so nhom, hd so cua khach, hodc phong tréng trong tuwong lai tir menu Inquiry, ban
chi c6 thé xem céc thong tin d6 ma thoi.

11.2 Théng tin khach hang

Phan nay cho phép ban tim kiém va xem thong tin vé moi khach hang ciia khach san.
11.3 Théng tin vé nhém khach hang

Cho phép ban tim kiém va xem thong tin vé tat ca cac nhom khach hang ciia khach san.
11.4 H6 so' khdch hang

Cho phép ban tim kiém va xem thong tin vé tit ca hd so khach hang ciia khach san.
11.5 Lworc st cua phong

Khi ban kich hoat chitc nang tu ddng Room History, ban c6 thé xem danh séach tit ca cac
truong muc theo thur tu thoi gian, cac phong hong hodc phong khong duoc tinh, bao
gdm ca cac phong do tir 1an gan nhat ban don dep cac file sb lidu. Luoc sir ciia phong
duoc cép nhat trong qua trinh Pong ngay cil.
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View Room History

Room Type Status |Last Depart | Next Amve | Skip/Slel Comment ~
1 T 6/08/200: 3
2 TS [ 16/08/2004 O
3 DS [ O
4 DS N 16/08/2004 O -
5 DS W[ 16/08/2004 O
G DS oo 16/08/2004 O
7 Fif W[ 170872004 O
a Fif W[ 170872004 O
| Fif oo 301242005 O
10 Fif oo 31052005 O
1 TS W[ 16/08/2004 O
12 TS W[ 16/08/2004 O
14 DS YLl O
15 DS oo 301142004 O
16 DB WD 13/08/2004 O
17 DB oo 16/08/2004 13/08/2004 O bl
Filter: Mot Include:
Foomt: Buiding E 000 [ Inspected
e | | e [~ ool
Floor between: ’— and ’— [~ Dirty
Statust | Diserepancy Only Filter [ Clean
Encel... Detailz Hiztory | Foom kap | Foom F'Ian|

Hinh 88: Man hinh View Room History

Man hinh nay ciing giéng nhu man hinh Trang thai cua phong nhung khong c6 chirc
nang Check in, Reserve va Walk in.

11.5.1. Tra ctru phong

Dé tim phong, diéq thong tin vao muc Room History va nhan Filter. Tat ca cac phong
phu hop s€ dugc hién thi giong nhu bang trén day.

11.5.2 Xem lworc sir cia mét phong

Chon phong tir man hinh Room History va nhin History. Ctra s6 History hién ra nhu
hinh 89 dudi day.

11.5.3 Xem théng tin chi tiét vé mét phong

Chon phong tir man hinh Room History va nhin Detail. Ctra s6 Detail xuat hién nhu
Hinh 90 duéi day cung véi cac thong so ve trang thai cua phong.

11.5.4 Xem so d6 phong va ké hoach str dung phong

Chon ngay, sau d6 nhin niit && xem So 0 phong hoic Ké hoach sir dung phong.
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Room History

Room Mumber: 3
Firzt Mame Last Mame Arrival Date Departure D ate ~
/2 16/05/2004 1
JEAM LT ROSHOELET 13/08/2004 16/08/2004
BOUZOUBA WALERIA, 05032004 11/08/2004 B
MAHNAGER DuTY 04/na/2004 05/08/2004
CUOMNG HUU TRAM 02032004 034082004
MARIE VILLAREAL 4072004 02082004
MAMAGER DUTY 20407 /2004 07,2004
KIET MNGUYEM MIMH 294072004 304072004
DUTY MaAMAGER MRA.TOAM 28407 /2004 294072004
ROBERT MARTIME THERES 25/07/2004 2TA072004
SO05AY RUBEM 2407 /2004 284072004
CHARLES LAl 2207 /2004 23/07/2004
MAMAGER ouTY 21/07 /2004 22/07/2004
JEMIFER TRAM 1707 /2004 184072004
ARMALDO ALBERGO 09/07 /2004 164072004 o
Excel.. Cloze

Hinh 89: Man hinh Room Hisory
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Room Details

Foom #: |4 Attribte: I
Type: IDS Expozure: I
Floor: |2 Building: I
Wing: I
First M arne Lazt Mame Arrive Date Due Out Date

GIUSEPPE BTSN 1: 2004 E/05/ 2004

Excel... | Show History |

Hinh 90: Man hinh chi tiét phong

11.6 Chuc mung sinh nhat

Cho phép ban kiém tra xem c6 ai trong s6 khach dang nghi tai khach san c6 ngay sinh
nhat trung véi ngady ma ban chon. Nhap chudt vao truong nay hodc nhan Iénh 5 trén
menu /nquiry, Hinh 91 s€ xuat hi¢n.
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Happy Birth Day

Day / Month I‘IWUS v| Excel |

Hinh 91. Danh sach sinh nhét ciia khach

Madi khach c6 ngay sinh nhat tring véi ngay dugc chon s& xuat hién trén mot dong
trong man hinh. Chon mét dong r6i nhan View, man hinh guest’s folio s€ xuat hi¢n.

Cloze |
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CHUONG 12 HO SO KHACH HANG
12.1 TONG QUAN VE HO SO KHACH HANG

e SMELE - IPAHAGUN FIDTEL MEPEAG ERERT SCULFTICE
Snde  Pepvpbone  Foniesh, Cohed  Goupy HF  Tephone AR Jngoey T sl

A DT Lo 8 & %L oo R

Mmgmreion | Chech - Check Ol HIZFP Ayudakbddy P Sisha Holsl Siebax  Poos Rap P Flan Aol Chord Laog O { = |
o
& M_ ~ E Hotel Management
2 L -
\:-;/ -
Guest Profile

ﬂ! Maw Profile Meafer 3 y e Profile

ﬁ; Chandgs Prafile Master ﬁ‘: cheEarge Frofile

&3 e asid £33 tnuiry

ﬂl splay Mrotile M af ﬁ;i'l PaTRLe]|

E.

et ] Hosd [Tk 16 sy 200 SMILE b [1 e 119 ooy 20EM

Hinh 92: Menu Guest Profile

Trong menu chinh, nhip chudt vao trudng Guest Profile hoic nhin 1énh B. Mot hd so
veé khach bao gom cac thong tin vé nguoi khach thuong xuyén cua khach san:

o Ghi chép vé khach hang thudng xuyén.

o Céc ghi chép riéng 1¢ va tong thé vé sb lan dén cua khach trude day, hién tai va
sap toi.

Ban c6 thé sir dung cac thong tin trong Hé so khdch hang dé xac dinh loai dich vu danh
cho khach hodc ding dia chi dé giri thu quang céo. Ban c6 thé tao hd so méi cho khach
khi ban c6 mdt nguoi khach méi. Ban co thé thay d6i mot hd so hién c6, nhan ban hoic
két hop cac hd so co cac thong tin chung. Ban ciing c6 thé xo4 hodc xem mot HO so bat
ky. Thong tin trong Ho so khach hang dugc ty dong cdp nhat trong qua trinh hoat dong
trong ngay.

12.2 Tao h6 so méi

Ban c6 thé tao mot HO so quan 1y khach hang trén man hinh guest’s folio: dat phong,
check in hodc thay d6i mét truong muc cia khach. Khi khach san bat dau st dung
chuong trinh Smile, ban nhap cac ho so cua khach da 1ap trude do véi cac thao tac trong
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man hinh Guest Profile. Dé tao méi mét hd so khach hang, nhin New Profile trong
menu Guest Profile, hodc nhan Profile trén man hinh New/Change Reservation. Man
hinh Profile gom 6 trang s& xuat hi¢n:

New Profile - 48165

Guest-F13 | Statistic-F14] More FieldsF15 | Future-F16 | Histary F17| Picture 715 |
Last Mame ,|— Mationality ,—L| CreditCard Type ’—L|
FistName [ Ciy | CreditCardt [
Gender v Male State ,—L| Crd.Expirate A A -
VIP I—LI Postal Code | Pref # l—
Title '—L| Tel # | tember # ,—
0.0 Birth A - Fax # | tailing ’—L|
Address Line 1 l— Passpart [ Interest ’—LI
addessline2 | viea# |
Address Line 3 l— Viza D ate | J
Address Line 4 ,— Email |
Language I—LI Compary | J
Country I—LI Motice |
:::'::::oz:d . Profile # 48165 o | Corcel_|

Hinh 93: Man hinh lap hé so khach hang méi _ Trang Guest
o Guest, cho biét tat ca cic thong tin ca nhan ciia khach.

o Statistic, cho biét mot sb thong tin bod sung cho cac s6 liéu kinh doanh cua
khach san.

o More fields, bao gdm mét s thong tin didc biét vé khach

o Future, cho biét tat ca cac khach dit phong trong twong lai.

o History, cé cic thong tin vé nhing 1an khach da nghi tai khach san trudc day.
o Picture, luu anh cia khach.

Céc trang ciia man hinh nay s€ dugc trinh bay dudi day.

12.2.1 Théng tin vé khach

Trang Guest trén man hinh dugc minh hoa trong Hinh 93. O trang ndy, ban c6 thé lap
cac thong tin nhu da gioi thiéu ¢ Chuong 3 v€ chirc nang dat phong. Tham khao ndi
dung Chuong d6 dé biét thém chi tiét.

Sau khi nhap té:[ ca cac théng tin can thiét, chuyén sang trang khach bang cach nhap
chudt vao tiéu de trang hodc dung phim tat.
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12.2.2 S6 ligu

DPé dén trang nay, nhap chudt vao tiéu dé trang hodc nhian F14. Man hinh nhu trong
Hinh 94 s€ xuat hién. Dir li¢u trong trang nay ¢ ché d¢ read-only va khong thé stra chira
khi ban tao mot ho so méi.

Céc s6 liéu dugc cap nhat ty dong tir khi nhap thong tin dit phong. Ban ciing di lam
quen voi cac khai niém nay tir Chuong 3.

New Profile - 481621

Guest-F13 | | More Fields F15 | Future -F16 | History -F17 | Picture -F18 |
Previous Stay Information
First Visit I— Last Contact Job Title
Last Wigit Letter Mo Created
Lazt Room Spec Price Usgerld
Statics Summary Sl el
Total Mights " Mormal " Blacklist (" Cash Orly
Tatal Stays B/L Meszage |
# Cancellations AR H Ii
# Ho Shows M aster Aot I—_|
Tatal Revenue -
Comment =5 Profie ff 481621 ok | cancel |
Lost And Found - F&

Hinh 94: Man hinh lap hé so khach hang méi - Trang Statistic

12.2.3 Cac trwong khac

Pé dén trang nay, nhip chudt vao tiéu dé trang hodc nhin F15. Mot man hinh s& xuat
hién nhu trong hinh sau day.
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Hew Profile - 481622

Guest-F13 | Statistic-F14 More Fields -F15 | Future -F16 | Histary-F17| Picture -F18 |

@i I_;[ Rate Code I—;, Internal/Direct I_;,
Market Segment lﬁ T/ I—J Qrigin lﬁ
Market Business lﬁ Perzon lﬁ BookBy lﬁ
MarketChanel | =] Tz | = Web Site | -
Geogaphic1 | =] FIT/GIT | |
Geographic 2 Iﬁ lﬁ
Sawe in Histary [ lﬁ

I j'

Comment - F5 Profile # 481622 ok | Cancel |
Lost And Found - F&

Hinh 95: Man hinh lap hd so khach hang méi - trang More Fields

Tham khao Chuong 3 dé€ hi€u rd hon vé cac khai ni€ém va ndi dung cua trang nay.

12.2.4 Twong lai
bé dén trang nay, nhép chudt vao tiéu dé trang hodc nhén F16, Hinh 96 s& xut hién.

Change Profile - 42283

Guest-F13 | Statistic-F14] Mare Fields -F15 Histany-F17| Picture -F18 |

Stz | Folio # Departure

Excel | Change - F4 Dretail - F12

Comment - F5 |

Profie # 42283 Ok Cancel |

Hinh 96: Man hinh lip hd so khach hang méi — trang Future
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O giita man hinh 13 mot bang trong d6 mdi dong 1a mét truong muc dat phong dudi
dang mot ban ho so. Ban c6 thé thuc hién céc thao tic nhu véi cac truong muc binh
thuong khac.

12.2.5 Lwoc sr

Dé dén trang nay, nhip chudt vao tiéu d& trang hodc nhan F17, Hinh 97 s& xuét hién.

Ciing twong ty nhu trang Future, History cho biét cac thong tin vé nhitng lan khach da
nghi tai khach san. Thong tin trong trang nay & ché d¢ read-only. Khi ban tao mot ho so
khach hang, cac 6 ¢ trang nay s€ d€ trong. Noi dung cac truong nhu sau:

o Visit#: con sb ciia 1an viéng tham ciia ngudi khach trong hd so nay

o Arrival: Ngay dén cta khach.

o Departure: Ngay di ctia khach.

o Room: S6 phong ma khach da nghi lai trong 1an nay.

o Total Rvn: Tong doanh thu ma khach san thu duoc tir nguoi khach nay.

o Room Rvn.: Doanh thu tir tién phong ctia ngudi khach nay.

o FB Rvn: Doanh thu tir viéc phuc vu d6 an thirc udng cho nguoi khach nay.
o Other Rvn: Doanh thu tir cdc ngudn khéc.

O giita man hinh c6 mot bang trong d6 ¢6 cac thong tin vé mdi 1an khach nghi tai khach
san trudc day.

Change Profile - 42273

Guest-F13 | Statistic-F14] More Fields-F15 | Future -F16

Other Fvn

= | Detail - F12 |

Comment - FS .
Frofle # 42273 Ok | Cancel |

Hinh 97: Man hinh lip hé so khach hang méi - trang History
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12.2.6 Anh
Dé dén trang nay, nhap chudt vao tiéu dé trang hodc nhan F18. Trang d6 s& xuat hién
nhu trong Hinh 98

New: Profile - 481623
Guest-F13 | Statistic-F14] Mare Fields -F15 | Future 716 | Histary -F17 P

Browse - F2

LClear - F&

Comment - F5 .
Profile 481623 Ok | Cancel

Lost And Found - F6

Hinh 98: Man hinh lip hd so khach hang méi - trang Picture
O trang nay, ban c6 thé thém/xo4 anh cuia khach.
Dé thém anh cua khach, ban lam theo cac bude sau:
o Nhén Browse hogc F12.

o Tu hop thoai Open File, chon mot birc anh & dang file anh. Ban ciling c6 thé g0
vi tri cua file d6. Nhan OK.

o Néu file 6 khong ton tai, Smile s& thong bao cho ban biét 1a di c6 16i. Néu
khong c6 161 gi, anh s€ dugc bo sung vao trong khung.

Sau khi da bd sung anh, ban c6 thé stra chita bang cach nhan Browse mot 1an nira hodc
nhan Clear hay F8 dé xoa btrc anh do.

12.2.7 Théng tin chung

O cubi man hinh, ban c6 thé thdy cac thong tin chung, bao gdm:

Profile# 1a sb cua truong myc ma ban tao cho khach s€ dugc nhéap vao co so dir li€u
Truong Comment cho phép ban tao phan chi thich gin voi truong muc nay bang cach
nhan F5.

Truong Lost & Found cho phép ban tao mot thong bao tim dd that lac trong truong
muc bang cach nhan Fé.
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Céc bude dé tao phan chu thich va thong bao tim d6 that lac dwoc trinh bay trong
Chuong 8 vé Tong dai Dién thoai.

Nhan OK dé két thiic viéc tao hd so mai. Néu co dit liéu nao do khong hop 18, hé thong
s& thong bao cho ban biét bang mot dai do nhap nhay ghi “Invalid Data” & goc trén bén
phai man hinh va con tr6 s& chi tai truong co dir liéu sai. Néu tit ca cac thong tin déu
hop 1€, Smile s& thong bao cho ban biét viéc tao mot hd so méi da duoc thuc hién thanh
cong. Sau khi tao, hd so d6 s& duge hién thi trong man hinh két qua tim kiém.

Neéu khong muodn tao ho so d6 nira, nhan Cancel.

12.3 Tim kiém cdc hé so’ hién cé
Smile cho phép ban tim lfié'm bat ¢t hd so nao ma ban da tao trude do. Tur cac trang két
qua tim kiém, ban c6 thé chon mot dong bat ky dé sao/sira/xo0a h6 so twong ung. Cac
bude tim kiém tuong tu khi tim kiém théng tin dét phong, moi ban tham khao phan
3.3d¢ biet thém chi tiét.
12.4 Thay déi ho so
Dé thay d6i mot Ho so, ban hiy lam theo cac budc sau dy:

o Tur menu Guest Profile, nhan Change Profile Master.

o Nhap céc thong tin tim kiém vao hdp thoai tim kiém.

o T man hinh két qua tim kiém, chon hd so thich hgp va nhin Change. Ban ¢
thé nhan New Rsv ¢ ddy dé tao mdt muc diat phong mdi trong hd so nay va mot
dong nira ghi thong tin dat phong méi sé dugc tu dong thém vao trang Future
ctia ho so.

Mot man hinh Change Profile Master tuong ty nhu man hinh New Profile Master s€
xuat hién d¢€ ban c6 thé sira chira.

Ban c6 thé sira chita cac thong tin sau
o Thong tin cd nhan cua khach trong trang Guest.
o Mot sb thong tin ddc biét trong trang More Fields.
o Théng tin dit phong sap toi ciia khach trong trang Future.
o Anh ctia khach trong trang Picture.

Dé thyc hién mot trong nhitng thao tac nay, xem chi tiét cic hudng din dudi day.

12.4.1 Thay déi théng tin ca nhan cta khach

Tat ca cac thong tin cd nhén cua khach trong cac trudong dugc trinh bay trong phan

12.2.1 déu c6 the thay doi dugc. Dé sua chita bat cir thong tin nao, dét con trd tai truong

tuong trng va stra lai thong tin.

12.4.2 Thay déi cac muc dat phong cua khach trong twong lai
Xem Hinh 96
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Nhu dé noi ¢ trén, trang Future trong man hinh Profile Master cho biét thong tin van tat
vé tit ca cac muyc dat phong cta khach trong tuong lai. Tir trang nay, ban c6 thé chon
bat ctr muc dit phong nao dé thay d6i hodc xem chi tiét.

o Dé thay d61 mot muc dat phong, chon tir danh séach, nhén Change hoic F4. Man
hinh Change Reservation xuat hién d€ ban c6 the sua chita bat cir thong tin nao
ma ban muon.

o Dé xem mot muc dit phong, chon tir danh sach, nhéan Detail hoic F12. Thong
tin trong muc nady & ché do read-only.
12.4.3 Stra chira cac thong tin khac
Tt ca cac thong tin déu c6 thé thay ddi dwoc. Dé stra chita bit ctr thong tin nao, dit con
tro ¢ truong twong ung va stra theo y ban.
12.4.4 Stra anh

Nhu da ndi ¢ trén, dé thay doi anh cua khach trong mot truong muc, ban phai vao trang
Picture va m¢ burc anh ra mot 1an nita hodc xoa biic anh cii di va xac lap lai.

Tham khéo phan 12.2.6d¢ biét thém chi tiét

12.5 Xod H6 so khach hang

Khi ban mudn xo04 mot hd so khach hang khoi hé théng, ban phai danh diu n6 dé xo4
bang cac thao tac Xoa ho so. B¢ dam bao khong céd thong tin nao bi mat khi xoa, ban
hay thyuc hién cac thao tac Xoa/Két hgp ho so nhu dudi day.

Dé xoa mot ho so khach hang, 1am theo cac budc sau:
o Tu menu Guest Profile, nhan Delete Profile Master.
o Nhap dir lidu vao hop thoai tim kiém.
o Tur man hinh Két qud tim kiém, chon hd so thich hop va nhan Delete Prf.

Smile s€ yéu cau ban khang dinh lai 1énh x04. Néu ban tra 161 Yes, ho so d6 s€ bi xo0é va
s€ khong hién thi trén man hinh két qua tim kiém nira.

Ban ciing c6 thé xem hd so trudc khi xo4 bang cach nhan View Prf. trong man hinh két
qua tim kiém dé xoa mot hd so.

12.6 Hién thj ho so khdch hang
Dé hién thi mot hd so khach hang, ban 1am theo cac budc sau day:
o Tur menu Guest Profile, nhin Display Profile Master.
o Nhap céc dit li¢u tim kiém vao hop thoai tim kiém.
o Tur man hinh két qua tim kiém, chon hd so thich hgp va nhén View Prf.

Man hinh hién thi hd so ciing twong ty nhu man hinh New Profile Master, cac thong tin
0 day & ché do read-only. Ban chi c6 thé xem théng tin chi khong thé stra chira cac
thong tin do dugc.
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12.7 Nhan ban hé so

Ban c6 thé tao m&i mot hd so khach hang c6 cac thong tin gidng véi mot hd so san co.
Ban c6 thé thay doi ban sao khi can thiét ma khong anh huong gi dén ban gbc. Viéc
nhan ban hd so khong sao chép thong tin vé 1an dén ciia khach. Ban c6 thé thém thong
tin bang cach sir dung thao tac trong phan Visit Information nhu da néi & trén hodc tém
luge thong tin va nhap vao trong khi thuc hién thao tac nay.

12.8 Xod/Két hop H6 so

Ban nén thuong xuyén kiém tra cac hd so duge nhan ban. Viée cap nhat hd so khach
hang ctia khach san dugc thuc hién tu dong trong qué trinh Pong ngay ci, liét ké tat ca
nhitng khach da check out trong ngay hom dé va duoc gin véi mot hd so quan 1y. So
sanh cac hd so dugc liét ké trong bdo céo ndy véi nhimng hd so trong Danh sdch Ho so
khdch hang. Ban c6 thé tu dong két hop thong tin vé lan dén ciia khach tir mot ho so
dugc sao chép roi danh diu ban sao d6 dé xoa. Cac chii thich va con sb tham chiéu s&
khong duge két hop. Khi thong tin di dugc két hop vao mot ho so, hé thong s&: Sap xép
lai tat ca cac lan dén theo thir ty thoi gian; Gén cac giao dich véi hd so twong tmg va
thém con sd tong cong vao phan thong tin vé lan dén cia khach. Dé thuc hién viéc
Xoa/Két hop Hb so, ban 1am theo cac budce sau:

o Tu menu Guest Profile, nhan Delete/Merge Profile Master.
o Nhap cac dit liéu vao hop thoai tim kiém.
o Tir man hinh két qua tim kiém, chon hd so thich hgp va nhdn Merge Prf.

o Khi hop thoai tim kiém xuat hién tr¢ lai, nhap dir liéu dé tim kiém hd so ban
muodn két hop voi hd so ma ban da chon.

o Chon hd so thich hop va nhén Start Merge.
HO so duoc chon dau tién sé bi xo4, déng thoi tt ca cac thong tin s€ duoc két hop voi
cac thong tin trong ho so dugc chon thr hai.
12.9 Tra ctru théng tin
Nhan vio lién két nay dé dén menu Inquiry. Bao céo

Nhian vao lién két nay dé dén menu Guest Profile group Reports
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CHUONG 13 BAO CAO
13.1 TONG QUAN VE BAO CAO

SMILE Reports

Feport Group l Available Reports l
Account Receivable |Ea$hier
Cashier Report Mame Description
FrontDesk ListBills List of Eills
Giroup Payment Payment Report
Housekeeper Postinglournal Posting Journal
Manager. TatalTranzaction Tranzaction Totals for a zpecific date
Reservation Transfer Transfer Billz
Statiztic:
T elephone
Report Cloge

Hinh 99: Menu Reports

13.2 Lap bao cao

Tt menu Reports, chon mot nhom bao cdo & goc bén trai. Danh sach cac bdo cao thude
nhom nay s& xudt hién trong cira sd bén phai man hinh. Chon mét bio cdo va nhan
Report.

Cira s6 AM Report filter s& xuét hién nhu trong Hinh 100. Mdi bao cdo s& c6 mot hop
thoai hoi khac nhau. Nhap cac thong tin cin thiét va nhan OK, bao cdo s& sin sang dé
ban xem va in.

BAO CAO
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Report Filter

Date |18/08/2004 =] =
From Tirne I
To Tirme I
Cazhier I
Hide %aoid B alance I
| S| -

Hinh 100: Hop thoai Report Filter

hailm  HN PAVMERNT REPORT s
L | M [yn:  JLERSEH LR o R
k= B Fir=m = L L = R
LR
] [HE T .0 1] Y HU ] iy
1 HETE  (pdTHD ET] s WD Ly
CANEL HH nnd
ALY
1 WM OpD il HE 0T Ly
i S  camam 1k Lokt . il
L] Vdicy o 1] LU ELARY ] gt |
Vi o fim Mk v gt |
e THH ARHLE
IOE co
i e pmmom UL
1 (LT T ] THH
] T TEEO 1HH
u [ T[] 1HH
T¥ =l pmRom His
il HESL  DEmom L
"] iide  penom i
L] UL
LT
T il v ckn jii AT 1557w r
1 HHIE UMD TAREH LERE WD Ly |
H [ TR, T 11} Anm VAT W Ly
M A L L g
ToTsL, FETT £
Ve Reged |

Hinh 71: Man hinh kiém tra bao c4o
Trong Hinh 101, man hinh AM report preview, nhin biéu tuong& dé in béo co.
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Céc bao cao ciing duoc phin quyén theo ngudi sir dung, dé& bao mat thdgn tin cho
Khach san vé so liéu do:

CHUONG 14 QUAN LY KHACH SAN &
CAC THONG SO CUA HE THONG
14.1 Quan ly khach san

FrASILE - FAIRAGON FIFTES PEARBGEMENT SO0 B0 B &k [E=EFE odsi=

Zrdw  Pwmivalors FoniCesh Csbsr Gogps H3P Tdegdhom SR gey TA  GusilFrolils

A B P Ao L & %o R

Mﬂ'-m sk Chegk Cul Acpintaly R TIMNE Hopd SIEe Rodnhll RoodPen s Onl ) Log Ca Esfl

ML
Cy\==~F Hotel Management

Meore Options

ﬂl 1=l 1
ﬂ. Chanage Fastword

EEEDED

Ll WPT Hiskd [ ey, V0w 2N Tpsbarn [ T3 Hioey 2004

Wlstaet| | G 0 | AR e o[ e - ananon oo W kel - R | [FE+BE w=m
Hinh 82:Menu chinh Hotel Management
Tur menu More Options, chon 1 Hotel Configuration

Dé dam bao tinh bio mat cho Hé thong cua khach san, chuwong trinh s& yéu cau ban
nhép tén nguoi sit dung va mat khau mot 1an nita. Sau khi dang nhéap ban téi hdp thoai
Database Configuration

QUAN LY KHACH SAN & CAC THONG SO CUA HE THONG
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FriHotel Configuration x|

General T Hotel Parameter T Syztem T
Ml
< —.L--.. E ) )
o Database Configuration

1 Guest Configuration 5 Accounting Configuration
2 Statistic Configuration B Client Master
3 Room Configuration ? Unlock Guest Account
4 Rate Configuration

oK | LCancel |

Hinh 103: CAu hinh Co sé di liéu

O trang Data, ban c6 thé nhap thong tin can thiét vao hé thong cua khach san. Trong
phan Guest Configuration, ban c6 thé xac dinh hodc dat ra nhiéu muc 6 khéac nhau vé
tam quan trong cua khach. Piéu nay gitip khach san phuc vu khach tot hon.

Statistic Configuration chi yéu dugc sir dung cho bo phan Kinh doanh va Marketing
de phan tich cong vi¢c kinh doanh.

FriStatistic Configuration : |
ML
& Statistic Configurati
atistic Configuration
1 Language B User Define
E)2 Country EJ9 Booked By
3 Geographic 1 A Special
4 Geographic 2 El Benefit
5 State C Market Business
E MMailing D Market Segment
EJ7 Interest EJE Market Channel

< Back

Hinh 104: Pinh dang céc s6 liéu

QUAN LY KHACH SAN & CAC THONG SO CUA HE THONG
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Room Configuration cho phép ban nhép tat ca cac dic diém cua phong nhu Loai
phong, phong thudc day nao, toa nha nao, v.v.

mRDDITI Type il

List Room Type

Room type Clasz Code | Mum RBooms | Description
Durmmy Foom
DE 12 Double BF

D5 14 Double 5%
[ 10 Family Willa
LS 0 Deluxe 5%

TE E Twin BF
TH 0 TRIFPLE
8 Twin 5V

Esxcel | DetaiI-F12| ﬂew-Fd-I Ediit - F5 | Del - F& |

Hinh 105: Loai phong

Trong chirc ning Rate Configuration, ban c6 thé xem Ma gia phong ciia mdi Loai
phong.

FriRoom Rate Code x|

List Room Rate

HateCode| RoomT ype FateT ype F ate| Description

DetaiI-F‘l2| MEW-F4| gdit-F5| gel-Fs| Ll |

Hinh 106: Gia phong

QUAN LY KHACH SAN & CAC THONG SO CUA HE THONG
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SMILE ciing cho phép ban tao mot so dd cac phong. Ban c6 thé sip xép sé phong tuy ¥
vao so do phong do.

mForm: Map Creator
Left | Right | Mew |

R
Room Room —I
Mot 41 | Mott: 40 Room Froom
Mo#: 39 Mod: 38
Fioom Fioom
Mo#: 37 Mot 36
Fioor
Mod:
Room Room
Mo#: 35 Mo 34
Fioom Foom
Mo#: 47 Mo#: 46
meem || e Hoa'st | to
Room Room Room Fioom Noti: 43| Nod: 48
Mo#: 43 MNof: 42 MNo#: 45 Mo#: 44
| .

Hinh 107: Pinh dang so d6 phong

14.2 Céc théng sé cua hé théng

O trang General, ban phai nhap tén khach san.

Main Tools:

Properties:

Save |

. Select
wialls
. Labels

. Fooms

IIIII
x

. Shapes

Close |

Diéu nay k}léng dinh khach san ctia ban c6 quyén sir dung phin mém SMILE cho
bd phén Tién sanh.

Thém vao d6, nhiing thong tin nay s& dugc sir dung trong tat ca cac chung tir va
cac bao cao cua khach san.

FriHotel Configuration

Hotel Farameter

T

Syztem

D ata

Hotel Code:

Hotel Mame:
Hatel Short MNarne:
Address 1:
Address 2:
Address 3:
Telephone:

Fax:

E mail Address:

wieh Address:

Hinh 108: Nhap cac thong tin chung

QUAN LY KHACH SAN & CAC THONG SO CUA HE THONG
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O trang Hotel Parameter, ban phai chon Date Format (dinh dang ngay) cho hé thong
Smile cua khach san. Ban phai chic chin riang dinh dang d6 phai giéng voi dinh dang
chung ctia hé thdng may tinh.Khi hé thdng nay di di vao hoat dong, néu ban thay ddi,
ban c6 thé gdy ra rac rdi do cac sy khong théng nhét giita cac dit liéu hién c6 va cac dir

liéu mai nhap.

friHotel Configuration

General T

Sypstem

T Data

—Hatel Pararieters:

[rate Format: |dd.n’mm.f'yy_-,'_-,'

Money Farmat: I

Currency | Ieal |

Global Para | “Wwork Station F'aral

Change Today Password: |

o |

Lancel |

Hinh 109: Nhip cac thong s6 vao hé thong ciia khich san

O trang System, ban c6 thé kiém soat Ngay ctia khach san va qua trinh Dong ngay cii

Ngay cua khach san thuong trung voi ngay trong hé thong may tinh. Co thé thay d6i n6
khi thyc hién buéc Chuyén ngay méi trong qua trinh Kiém toan dém.

fviHotel Configuration =l
General T Hatel Parameter T T [rata
Hotel Date: |2wu4xzuu4 x| ddmmiy

Might Audit Status
[w Cutting OFf

[w Cut Qff
I~ Closing Day
¥ Close Day

Fazzword for update:

Update |

Hinh 110: Kiém soat Ngay ciia Khach san va qua trinh Kiém toan dém

fedhdhdhdhd bt
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