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1.Téng quan

Huwdng dan sir dung PMS - Cashier nay cung cap cho nhan vién khach san va nguoi dung hé thong cac hudng
dan chi tiét, tirng buwdc vé cach quan ly va sir dung cac tinh ndng cé san trong menu Cashier. Hwéng dan nay
duwoc thiét k& dé ho tro cac hoat dong thu ngdn hang ngay, bao gdm viéc l1ap héa don cho khéch, xir Iy thanh
toan, diéu chinh giao dich va tao bdo cdo tai chinh. Danh siach phong (Room List) hién thi cac phong dang
dugc khach lwu tra, trong khi Lich sir Folio (Folio History) hién thj tat ca cac folio tir cdc phong d3 check-out.
Chirc ndng Cashier Audit dwoc nhan vién sir dung dé déng ca lam viéc, va Lich s Cashier Audit cung cip ho
so' cac lan kiém tra trudc d6. Danh sdch hang thang (Monthly List) dung d& xem va quan ly khach d&t phong
theo thang, va phan Hoan tién dat coc (Return Deposit) theo ddi cidc khoan tién dat coc d3 dugc nhan vién
hoan tra.

2.Search & Filters

C6 san tai Cashier > Room List, chirc nang nay cho phép nhan vién tim kiém va loc théng tin khach mét cach
hiéu qua. Ban c6 thé tim kiém theo nhiéu tiéu chi khidc nhau nhu tén khéch, sé phong, sé folio hodc cac thong

tin lién quan khac dé nhanh chéng xac dinh dwoc dat phong hodc giao dich mong mudn.

DE thuc hién thao tac:

1. Nhan Filter d&€ mé& chirc ndng Tim kiém & Loc
2. Nhap théng tin hodc chon mot sé tuy chon dé tim kiém:

J

Search: Cho phép tim kiém theo sé phong, sé dat phong, tén khéch, v.v.
Arrival /Due Date: Chon loc theo Ngay dén hodc Ngay du kién
From /To: Chi dinh khodng ngay dé tim kiém

Building: Chon toa nha

Booking Type: Loai dat phong (vi du: Walk-in, OTA, Direct)
Guest Name: Tén day du cda khach

Company: Tén cong ty (néu dat theo tai khodn doanh nghiép)
Agent: Dai ly hodc trung gian dat phong

Source: Ngudn dat phong (vi du: Website, Agoda)

Booking No.: S6 tham chiéu dat phong

Rate Code: M3 gia phong

Mobile No.: S& dién thoai cdia khich hoac ngudi dat
Nationality: Qudc tich khach

VIP Type: Cap d6 VIP (néu cd)

e e Y e Y Y Y Y s Y By IO

Transfer Service: (None / Pickup / Drop off). Néu chon Pickup, s& hién thi Pickup Type, Pickup Date,
va Pickup Time. N&u chon Drop off, s& hién thi Drop off Type, Drop off Date, va Drop off Time dé
chon.
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Room Type Original: Loai phong d3 dat ban dau

Non-Group / Group / Both: C6 thé chon tim kiém va loc theo Nhédm, Khéng Nhém, hodc ca hai

O

Group Info: Tim theo tén nhdm hodac tour

]

Party Info: Tim theo nhém con trong nhém
3. Nhan Search dé tim thong tin ban d3 chon hodc nhap
4. Nhan Reset dé xoa tat ca cac trudng da chon hodc nhap

o E PMS B Search & Filters *
SANDBOX NE
Right: QA Istory
In-House Due Out Deposit Request Group Due Out
< 3 Arrival Due D
() Trace & Track RR. Ref. No. RM.Type Code / foom J @ Arival ue Date
OTA Ref. No. Original RM.Type Code From To
diy Forecast = & SUPT 1103
=) & 0 RR#2500012, CI#2500005 SUET Superior Twin al
Building Booking Type
Group & Block — ing Typ
No Select No Select
e Guest Name Company
Agent Source
=2
2| cashier
N Booking No. Rate Code
om )
4] Housekeeping
Mobile No. Email
oom Maintenance
ost & Found Nationality VIP Type
No Select No Select
E_} Monthly
@ None Pickup Drop off
udit & End Of Day Room Type Original
Qnﬁgural‘m feset

Lwu y: Ban khéng can nhap hodc chon tat ca cac trwdng. Chi chon nhitng truding can thiét cho viéc tim kiém

clia ban
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3.Check Room In-House

C6 san tai Cashier > Room List, chtrc ndng nay cho phép nhan vién xem, quan ly va tim kiém céc phong hién
dang cé khach luu tru (in-house). N6 chi hién thi cac phong cé khach dang &, giip nhan vién gidm sat cac dat
phong dang dién ra va quan ly hda don clia khach in-house mot cach hiéu qua. Bang cach nhan Select & Go,
hé théng s& md& giao dién Cashier, noi nhan vién cé thé ghi nhan chi phi, x ly thanh toan, hay giao dich hoic
quan ly folio clia khach.

J

Reference No.;OTA No.: S8 tham chiéu dat phong hodc s8 xac nhan tir OTA (Online Travel
Agency).

Room Type Code: M3 dai dién cho loai’/hang phong.

Room Number: S& phong duoc chi dinh cho khéch.

Arrival Date: Ngay khach nhan phong.

Departure Date: Ngay du kién khach trd phong (phai Ia hém nay).

Departure By: Tén ngudi dung hodc nhan vién chiu trach nhiém quan ly viéc tra phong.
Balance: S& du con lai hodc s6 tién phai thanh todn cho ky lwu trd cla khach.

Group: Chi ra néu dit phong 1a mot phan cda nhém.

Guest Company / Contract Name: Céng ty hodc hop déng lién quan, néu cd.

Agent Name /Source Name: Tén dai ly du lich hodc nguén dt phong.

Request Check-Out: Chi ra khach d3 yéu cau trd phong hay chua.

N et Y Y Y Y B O O

Ready to Check-Out: Trang thai hién thi phong da san sang cho qua trinh trd phong hay chua.

B e @ pdow@mE-siks @
Follo History Cashier Audit (”x‘;’a’:;d" Monthly List Return Deposit
In-House Due Out Deposit Request Group Due Out 1-140f 14
g':::;_“:o_ gﬂ;ﬁf:&‘_’fy ; eCode ROOM Guest Name Arrival Departure Departure By Balance Gro
O OB s aowmassen ODONT e,
= O & & R CI25000014, C125000014 SIL:::Eng:: :]L?W Pool Acc..  MaliMA fi’fj"zozs fi/é);/zozs 5,950
=) O & &= C125000018, C125000018 g?:K ;x:‘quo Queen,, YoonaNA é;/scilzozs fg/gg/zozs 3,000
S O & &R C125000019, C125000019 SKE E)‘;uxe King Helena HA ééf;’mzs f;/nog/zozs 3,000
2 Q& &2 C125000012, C125000012 g[L’;ALUWN :i:‘:mm Delure,. WarisaraTY fl/fjuozl’ f?gg”ozl) 5,000
S QO (& & - C125000020, 125000020 i 2 FamilySu,,  GeSaIAA e e 4,500
=) O & &2 RR25000021, C125000011 {S)T& ;i“mm Sainam SSA ﬂ/;a;/znzs fg/gg/zczs 220
=) QO & & RR25000065, C125000021 g'l'il ZD‘i?MG Twin Gmun  KINPOC 33/553/2025 f;{gg/zoz ° 0
= Q @ &R RRG2500001, CIG2500001 l:: House Folio BABY BLIE 2025 555 fg/g;/zozs 3?33’2025 -50,000 E:E
=) Q& &’ RR25000033, C125000015 gggtgm:ﬁ zg:). SuiteTwin . SORYBY-2025 SORYBY-2025 iz/‘c;/)ozs ij’gg’m" 6,333 22’:
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@ DEelmE - ks &
Folio History Cashier Audit Eas::&)‘:y‘_‘d" Monthly List Return Deposit
In-House Due Out Deposit Request Group Due Out e 1-14of 14
O Ret. N Original AW Type Code "0 Group Contract Neme Seurce Name RequestCO  Readyto €O
g - S s - LNC Deluxe Pool Acc i
s S oweowamwos  NOETW e
’:: e} & (R CI25000018, CI25000018 g?:k :ﬂ::]‘_l‘que Queen..
) O & (= 125000019, C125000019 gt:: (')zme King
=) Q& 125000012, (125000012 SEEPMG_WN é;i:‘que Deluxe TEST RATE CONTRACT
::;vj O & &= CI25000020, C125000020 EES :,j;nd Farmily Su..
=) Q& &= RR25000021, C125000011 ;ET ;f;mm
=) O P RR25000065, 125000021 g:_:: Ec:uxe Twin Gmwn SMART-QA
= O &R RRG2500001, CIG2500001 m House Folio 273::;;;;;H Piriya-International Co. Ltd
= &% wewsaasews [ATME m s
=) O B s e RRZ50000681 (125000003 OO m Tippa
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4.Check Room Due Out

Cé san tai Cashier > Room List > Due Out, chitc ndng nay cho phép nhan vién xem, quan ly va tim kiém cac
phong du kién tra phong trong ngay hién tai. Tab Due Out chi hién thj cadc phong cd ngay trd phong trung véi
ngay hém nay, gitp nhan vién chuin bi hiéu qua cho viéc trd phong cla khach va hoan tat kiém tra héa don
hodc folio trwdc. Bang cach nhan Select & Go, hé thong s& mé giao dién Cashier, noi nhan vién cé thé ghi

nhan chi phi, xt ly thanh todn, hay giao dich, quan ly folio cda khéach va tién hanh trd phong.

]

Reference No./ OTA No.: S& tham chiéu dat phong hodc s6 xac nhan tir OTA (Online Travel
Agency)

Room Type Code: M3 dai dién cho loai’hang phong

Room Number: S6 phong duorc chi dinh cho khéach

Arrival Date: Ngay khach nhan phong

Departure Date: Ngay du kién tra phong (phai 1a hdm nay)

Departure By: Tén ngudi dung hodc nhan vién chiju trach nhiém quan ly viéc tra phong
Balance: S& du con lai hodc sé tién can thanh toan cho ky lwu tri cda khach

Group: Chi ra liéu dat phong cé thudc dat phong nhdom hay khong

Guest Company / Contract Name: Céng ty hodc hop dong lién quan (néu cd)

Agent Name /Source Name: Dai ly du lich hodc nguén dat phong

Request Check-Out: Chi ra khach cé yéu cau tra phong hay khéng

e B0 O

Ready to Check-Out: Trang thai cho biét phong d3 san sang dé tra phong chua

B ne @ . D@ o E e sk o @
In-House Due Out Deposit Request Group Due Out 114 0f 14

g’:ﬂ”:;_";o'. g’r‘:;x‘;:&‘}‘;’p e Code ROOM Guest Name Arrival Departure Departure By Balance Gro,
;}: RR25001201, C125005238 :jig ':33:”0”{“"“ ABDELILLAH NAIM ?g:‘?;’m?r’ 1??83’?0?5 3,350.00
5 s caroosee e I
5 0@ mmemcwms e B . SN s e
S 0@na W e Cr s s
S 0@asw Moo s D AN NG S o
S @@ mumomee 2 o, AT pmes e
; I's) & RR25001180, C125005181 zjiz ?jsgmlkonm_ WITTAYA THIPSOONG NOEN S;’f;'mz" 1?:3;'”2" 0.00
S OEmaa mnoms  wm B v, N S e s
S 0@o@ I we T sy A0VROT I
S O @@ mussomee e L R— g s
5 0@aw mmomn g e
£ ~ = WR25006016, (125005182 5PV B204 06/05/2025 10/05/2025
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Folia History Cashier Audit
In-House Due Out Deposic Request
RR. Ref. No.
OTA Ref. No.
=) =} & (g RR25001201, C125005238

)

WR25006346, 125005242

\
=
Q

©0

By,

w

I

= - TKT-46866783#0_1.0
= - WR25004328, C125005215
- ,
= 0@ & HKC-6456447#0_1_0
= o @ CY WR25004329, C125005216
<= i HKC-6456447#1_1_1
o A @ & (= WR25004330, C125005218
= ~ LN HKC-6456447#2_1_2
= 0@ o @ Vs s
4 L HKC-6586215#0_1_0
= O G RR25001180, C125005181
= & o WR25006247, C125005184
O &

(
A\

OVK-25115668940_1_0

WR25006012, C125005224
BBN-BB25050118233451#0.1 0

Y]
o

WR25006350, CI125005246
BDC-4866105222#0_1_0

)]
)

N WR25006269, C125005191
5 BDC-4930980157#0_1_0

(
N

()
o0
YO @ @ @

& WR25006016, C125005182

]
)

Cashier Audit

History Monthly List

Group Due Out

RM.Type Code / Room

Original RMType Code

SUPD A201

SUPD Superior Room
SUPD A206

SUPD Superior Room ...
SUPD A207

SUPD Superior Room
SUPD A208

SUPD Superior Room ...
SUPD A209

SUPD Superior Room ...
SUPD A211

SUPD Superior Room ...
SUPD A220

SUPD Superior Room ...
SUPD 8101

SUPD Superior Room
SUVSV B1015

Suvsv Suite Villa Sea Vi...
SUPD B109

SUPD Superior Room ...
SUPD B201

SUPD Superior Room ...
PV B204

Return Deposit

Group

Morning ~

Guest Company
Contract Name

Extend Stay

Tiket.com

Hong Kong Convergent (CIT ...

Hong Kong Convergent (CIT ...

Hong Kong Convergent (CIT

Hong Kong Convergent (CIT

HOUSE USE

Emerging Travel

DIRECT BOOKING

Booking.com

Booking.com

Agent Name
Source Name

w8 ko @

m taofi1a

RequestCO  Readyto CO

Lwu y: Trang nay dung dé kiém tra cac phong sap trd. Néu ban mudn quan Iy mot phong, ban cé thé nhan nut

Select & Go dé diéu huwéng dén folio clia phong d6
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5.Check Deposit Request

Cé san tai Cashier > Room List > Deposit Request, chirc ning nay cho phép nhan vién xem, quan Iy va tim
ki€m cac phong cé yéu cau dit coc. N6 hién thi danh sach cac dit phong véi cac giao dich dat coc dang cho
x ly hodc d3 duworc ghi nhan, giip nhan vién theo dbi tinh trang thanh todn, lién hé véi khach va quan ly hé
so tai chinh mot cach hiéu qua. Khi nhan nut Select & Go, hé thdng s& mé& man hinh Cashier; tuy nhién, khi

truy cap tlr muc Deposit Request, trang Cashier chi gidi han dé ghi nhan hodc x(r ly thanh toén tién dat coc.

Biéu twong trang thai dat coc

[] Biu twong tui tién mau dé dam @6 th hai): Chi ra rang d3 tao yéu cau dat coc tir dit phong,
nhung tién dat coc chwa dugc thu
L] Biéu twong tuai tién mau xanh Ia: Chi ra rang tién ddt coc da dwoc nhan thanh cong

L] Biéu twong tui tién mau dé: Chi ra rang viéc thu tién dit coc d3 bj hly hodc vo hiéu hoa

Folio History Cashier Audit (as,:“';'ofy“d" Monthly List Wristbands List Return Deposit
InHouse e out Deposkt Request — 1404

RM.Type Code /

Original RM.Type Code Room Guest Name Mobile Arrival Book No. Deposit Amt Due Date
) O @ & A b 04/02/2025 RR25000073 1,500 04/02/2025
=) O @ &» & DX 0123456789 05/02/2025 RR25000074 1,500 04/02/2025
=) Q @ & B DK 0123456789 05/02/2025 RR25000074 -1,500 04/02/2025
=) O & =2 DLXK 1203 ‘ 04/02/2025 RR25000059 3,000 04/02/2025

Lwu y: Phan Tim kiém & Loc & trén cho phép ban tim cac yéu cau dit coc bang tir khoda, ngay dén hodc ngay
hét han, va bé loc trang thai. K&t qua tim kiém ciing sé hién thij trang thai dat coc (vi du: d3 yéu cau, d3 thanh

toan, da hay) cho mdi d&t phong.
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6. Check Group Due Out

Cé san tai Cashier > Room List > Group Due Out, chi*c ndng nay cho phép nhan vién xem, quan ly va tim
kiém cac dat phong nhdm cé phong du kién tra trong ngay hién tai. N6 gilp nhan vién theo dbi viéc trd
phong nhém mdt cach hiéu qua, phdi hop thanh todn va ddm bao qua trinh tra phong dién ra sudn sé va cé
t6 chirc cho tat ca khach trong nhdm. Thong tin hién thj trén trang nay giéng nhu phan Check Room Due Out,
diém khac biét chinh Ia chi hién thj cac phong thudc dat phong nhém. Khi nhan Select & Go, hé théng s&@ mé
man hinh Cashier; tuy nhién, khi truy cip tir phan Group Due Out, trang Cashier chi gi¢i han thyc hién chirc
nang check-out phong.

J

Reference No.,OTA No.: 56 tham chiéu dat phong hodc sd xac nhan cla OTA Online Travel
Agency)

Room Type Code: M3 dai dién cho loai’hang phong

Room Number: S6 phong duorc chi dinh cho khéach

Arrival Date: Ngay khach nhan phong

Departure Date: Ngay du kién tra phong (phai 1a hdm nay)

Departure By: Tén ngudi dung hodc nhan vién chiju trach nhiém quan ly viéc tra phong
Balance: S6 du con lai hodc sé tién phai thanh toan cho ky nghi cha khach

Group: Cho biét dat phong c6 thuéc nhém hay khéng

Guest Company / Contract Name: Cong ty hodc hgp déng lién quan (néu cd)

Agent Name /Source Name: Tén dai ly du lich hodc ngudn d&t phong

Request Check-Out: Cho biét khach cé yéu cau tra phong hay khong

N e Y ) o O O

Ready to Check-Out: Trang thai hién thi phong d3 san sang dé tra phong hay chua
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Falio History Cashier Audit cas:::[’ﬂ’:;d“ Menthly List Wristbands List Return Deposit
In-House Due Out Deposit Request Group Due Out - 1-30f3
RO?;:R:effh:\f(;, gﬂ;’;ﬂf:&dfy:m Coge Room Guest Name Arrival Departure Departure By Balance Grou
=) <O & B RRG2500006, CIG2500005 ™ EJJESFn\wo Group-QANAKA NAKA 102;35&025 ?:’35’2525 26,570 gf:
2) O P RR25000044, C125000034 25:: ;:J’,’DJER[DR KNG GTOUP-QANAKA NAKA ?gf?é’zuzs 10;/252:2325 0 gf;
2 O & e m RR25000044-1, CI25000035 o ot e O KiNG  GTOUP-QANAKA NAKA qarez0zs a0z 450 g:’;
Folia History Cashier Audit G“"}";’ﬂ’:y”d“ Monthly List Wristbands List Return Deposit
In-House Due Out Deposit Request Group Due Out 130f3
OTA Ret.No. Original R Type Coce oo Group Contracename. Source Name RequestCO  Readyta CO
=) O F S s RRG2500006, CIG2500005 m mfjwn gf;g;z:_m"f AIS Company limited
=) o RR25000044, C125000034 gﬂzg ;L’EER[QR G g:’;ggg?@“f AIS Company limited
=) [} & RR25000044-1, C125000035 E‘j:z ;:J?imou NG g;“;'o’)?;m‘f AIS Company limited

Lwu y: Phan nay chi hién thi cac dit phong theo nhom du kién tra phong hdm nay, giip nhan vién quan ly

viéc tra phong clia nhém mét cach hiéu qua
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7.Cashier Page

Cé san tai Cashier > Room List > cic tab In-House hodc Due Out bang cadch nhan nut Select & Go, chirc ndng
nay m& man hinh Cashier. N6 cho phép nhan vién xem va quan ly cac tac vu lién quan dén thu ngan, bao gbm
ghi nhan giao dich, x{r ly thanh toan, d&i tén folio va x( ly viéc trad phong cla khach

7.1 Add New Folio
Chtrc nang nay cho phép nhan vién tao folio méi khi can. Tuy nhién, trong hoat ddng binh thuéng, hé théng
sé tw déng tao ca Master Folio va Extra Folio theo méc dinh khi khach 1am thd tuc check-in

DE thuc hién thao tac:

1. Nhannut+
2. Folio m&i s& hién thi & phia bén phai
3. Chon Loai Folio
4. Nhap Tén Folio
5. Bat Show on GSA néu ban mudn folio nay hién thj trén U'ng dung SORASO GSA
6. Bat Show on Online néu ban muén folio nay hién thj truc tuyén
7. Chon nut radio Allow Charge dé cho phép folio nay tinh phi vao phong, hodc chon nut radio Disallow
Charge dé khdng cho phép tinh phi vao phong
8. Nhan Save dé tao folio
9. Nhan Cancel dé hlQy b6 qué trinh
H e Q@ pdow@BEesiko @
€ InHoue B s | ] cedow | 7 Advencepox | H eayco | B Renmerolo | Gl pint | @ lemPosing | (B Fastros
123 |[B|[O][= 5| 125000028/ C125000028 - Anya JTH v
Due-out: 24/03/2025 12:00 Room Type : GFB New Folio
Check-In: 23/03/2025 19:25 Company : i"“”’”’e i
iy o msom : x ==
No.  Posed  RefNo. Q Warisaction Total Amount [ ) Aiowiharge: (@) Diason CHarge

No result found

i i

Guest Balance Outstanding Balance Total Master Folio

B 0 B 0 Qs 0
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Lwu y: Viéc tao Folio |a tly chon; hé thdng s& ty dong tao Folio chinh (Master)va Folio phu (Extra) trong qua

trinh check-in. Ban cé thé tao thém Folio néu can.

7.2 Rename Folio
Chirc ndng nay cho phép nhan vién déi tén va quan ly tén tat ca céc folio lién quan d&én mét phong, gilup to
chirc t&t hon va nhan dién rd rang tirng folio. D& sir dung chirc ndng nay, nhan vién cé thé nhan tuy chon

Rename Folio tir thanh menu phia trén trong trang Cashier.

Pé thuc hién thao tac:

1. Nhan Rename Folio tir thanh menu phia trén.
2. Tuy chon Rename sé& hién thi & phia bén phai.
3. Hé thdng sé hién thij tat ca cac folio cia phong nay.
4. Folio No. Trudng nay khdng thé chinh stra, nhung sé hién thij sé Folio.
5. Folio Name: Truwdrng nay cd thé chinh slra. Ban c6 thé nhap tén mdi hodc chinh slra tén Folio hién tai.
6. Nhan Save dé luu tén folio mai.
7. Nhan Cancel dé hly qua trinh.
“e cHocEE-c ko @
xchange Log
€ InHouse E:] Transfer E] Check-out y’ Advance Post & Early C/O lem) Print E:%‘ Item Posting —E Fast Post
123 B O = C125000028/ C125000028 - Anya JTH v
Due-out: 24/03/2025 12:00 Room Type : GFB Rename
Check-In: 23/03/2025 19:25 Company: iidi ENg
— 78 Foilo ackate Master Folio
L :.;ssmg 0 :LZSO(F)O:WO ) :u:ogoon 0 Folio No, Folio Name
No. posted RefNo. Q Transaction Total Amount R, Extra Folio
No result found e olaiome
Package
o
Guest Balance Outstanding Balance Total
B 0 B 0 [~ I 0

Lwu y: Chirc ndng nay cho phép nhan vién quan ly va ddi tén cac folio lién quan dé&n phong, gitp dé dang sdp

x&p va nhan dién. Folio No. khéng thé chinh sira, nhwng Folio Name cé thé dugc cap nhat.
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7.3 Post Transaction

Chirc ndng nay cho phép nhan vién ghi nhan cac giao dich tryc ti€p vao folio lién quan dén phong duwoc chon.
Cac giao dich c6 thé bao gdm phi phong, dich vu va cac khoan phai thu khac, dam bao viéc tinh phi cho khach
chinh xac trong suét thoi gian luu tra.

Pé thuc hién thao tac:

Nhan Post dé mé& menu giao dich.

Sau khi nhan menu giao dich, hé théng s& hién thi man hinh Post Transaction.

Chon Folio dé ghi nhan giao dich nay.

Nhap Amount cua giao dich hodc nhan s6 bén phai. Sau khi nhan s8, nhan biéu tugng Enter dé dién
s6 vao trudng Amount.

Nhap Reference No.

Nhap Remark

Nhan Post & Return dé ghi nhan giao dich vao folio va déng chirc ndng Post Transaction
Nhan Post & New dé ghi nhan giao dich nhung van gitt mé& chirc nidng Post Transaction
Nhan Cancel d& déng chirc nang Post Transaction va hdy bd qua trinh

A =

wWoNoO W

N o € e = ﬁ
B ews Qe ‘-—}‘6‘”—’111:“‘3%\9:,,
€ InHouse BE)  teanster B checkout 7] Advance Post K eayco @ Rename folio = it [@3 ttemposting B rostros
@) = »
123 9 O = | C125000028/ CI125000028 - Anya JTH v T — _
Due-out: 24/03/2025 12:00 Room Type : GFB
: : ; Business
Check-In: 23/03/2025 19:25 Company: Al RoomCharge Restaurant Telephone st
B Master Folio Extra Folio Package >
FL23000060 O} F25000070 9 ) FL25000071 1,000 Laundry [’:IS:;: Miscellaneous ~ Transportation Tips
No. Posted RefNo. Q Transaction Total Amount &
1 23/03/2025 22:12 PS001 605 : Gift Shop 1,000 Extra Bed Extra person Giftshop  Late CheckOut Laundry
Charge Gentlemen
Laundry Ladies  Limousine Local Call Local Call Nop: | Lang Distance
Vat Call (
MAINTAINANC ~ Manual Room VB Miscellaneous No Show )
E Charge ) (Non Vat) Charge
Oversea Call Package Paid Out Post to Room Pressings
Complete Deposit Gentlemen
Guest Balance Outstanding Balance Total Package
B 1,000 B 4,000 [~ 1,000
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E PMS
€ In-House _|:=‘_|
123 @ O =
Due-out: 24/03/2025 12:00
Check-In: 23/03/2025 19:25

Exchange Log

Transfer

r. Master Folio

FL25000069
No. Posted
1 23/03/2025 22:12

Guest Balance

B 1,000 B

Outstanding Balance

Advance Post #  Eyco

b neckout 7
~] = CI25000028/ C125000028 - Anya JTH

Room Type : GFB

& Rrename Folio

Q@ A\

ﬁ Item Posting

v “ Fomet

605: Gift Shop

= prm

Company
Extra Folio Package Folio *
o0 FL25000070 0 FL25000071 1,000

Package

RefNo. Q Transaction Total Amount &, Amount *

PS001 605 : Gift Shop 1,000 . 1,000
Ref No. *
PS002
Remark
Post gift shop transaction

Total Package
4,000 [ 2 1,000

€0 mEEe

LI

sl o @

IFE,} Fast Post

Deposit Currency

1,000 ]

SNIENEN
21010 -
@

Lwu y: Dam bao rang Folio dung duogc chon trudce khi ghi nhan giao dich, vi viéc ghi vao folio sai cé thé gay sai

l&ch trong hda don va anh hudng dén d6 chinh xac cta cac khoan phi cda khach
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7.4 1tem Posting

Chirc ndng nay cho phép nhan vién ghi nhan cac muc giao dich tryc ti€p vao folio clia khach, ddm bao céc
khoan phi duwgc ghi nhan chinh xac. Nhan vién cé thé tim kiém va chon cdc muc tir danh sach, chi dinh sé
lvgng cho tirng muc, va ghi nhan chidng trong mét [an thao tac. Diéu nay dic biét hitu ich dé thém nhiéu
khodn phi mot cach hiéu qua, chang han nhu dich vu phong, d6 minibar, hodc cac dich vu khac cla khach san
vao folio.

Pé thuc hién thao tac:

=

Nhan Item Posting tir thanh menu trén cling
Clra s6 pop-up Item Posting s& xuat hién, cho phép ban chon bat ky muc menu nao dé hién thj trén

N

man hinh nay

Sau khi chon menu, cdc muc trong menu ban chon s& dwoc hién thi
Chon Folio ma ban mudn ghi nhan muc nay

Nhap Reference Bill No.

Nhan biéu tuong + d& thém muc hodc nhap s6 lvgng

Chon Radio Button dé ap dung giam gia theo Amount hoidc Percent
Nhan Save dé ghi nhan muc nay vao folio cla khach

Nhan Cancel dé huy bd qua trinh nay

LN U AW

BH e Q@ O & okgmBE~siks
Sgtiog
€ InHouse B tanster E] Check-out 7] Advance Post A earyco @ RenameFolio B rastrost
123 @ O |= ) | C125000028/ C125000028 - Anya JTH v “ e Bepodi Garrency
Due-out: 24/03/2025 12:00 Room Type : GFB
Check-In: 23/03/2025 19:25 Company: Al Room Charge Restaurant Telephone BC“:‘"[:S
B Master Folio Extra Folio Package
FIL25000069 0.} 25000070 0:) FL2500007% 1,000 Laundry D(‘:;‘fgg: Miscellaneous ~ Transportation Tips
No. Posted RefNo. Q Transaction Total Amount @; ,’
i X r Balance I Breakdown
1 23/03/2025 21:43 PS001 605 : Gift Shop 1,000 : Add On Eoriand Bt ha Nar AReriaah Tea
Revenue Revenue
2 23/03/2025 21:48 PS002 605 : Gift Shop 1,000
3 23/03/2025 22:10 PS002 605 : Gift Shop -1,000
Business Busiiess, Business Cancellation
4 23/03/2025 22:11 123 700 : Cash Payment 1,000 : BREAKFAST || o ter- Others Center Center Printing Charge
Photocopy
i |
Chuchaiburi_U e ik DryCleaning  Dry Cleaning
Gentlemen Ladies
Early Checkin | =21 (:‘E(k o E""éi:’e‘k Exclusive Trans. Extra ABF
Guest Balance Outstanding Balance Total Master Folio
B 1,000 B 3,000 ° B 0
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Item Posting

Business Center - Business Center

Banauet Others Photocopy

Business Center

i 1
Printing Dry Cleaning Gentlemen Dry Cleaning Ladies Early CheckIn 1

Gift Shop Laundry Gentlemen Laundry Ladies Mini Bar

Pressings Gentlemen Pressings Ladies Taxi Add On

Laundry Ladies

Room No. Guest Name Folio Ref Bill No. *
Extra Folio 0123456789
Discount AMT @ Discount %
Laundry Ladies Item
Item Unit Price Amount
50101 Pant Suit (two-piece) 120 120
50102 Jacket 80 160
50103 Blouse (long-sleeved) 60 60
50104 Blouse (short-sleeved) 55
50105 Skirt (Long) 60
50106 Skirt (short) 55
50107 Pants 60

50108 Swimsuit

Total Before Discount Total Discount Total Qty Total Amount
6

450
=m
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PMS
xchange Log
€ InHouse B tronster
123 @O =

Due-out: 24/03/2025 12:00
Check-In: 23/03/2025 19:25

rA Master Folio

FL25000069

No.  Posted

1 23/03/2025 13:48
Guest Balance
B 1428 B

E] Check-out

57/ Advance Post

Early C/O

CI25000028/ 125000028 - Anya JTH

Room Type : GFB

Package
428  FL25000071

Company :
Extra Folio
0 FL25000070
RefNo. Q Transaction

HP25030027

Outstanding Balance

3,428

501 : Laundry Ladies

1,000 .

Total Amount

428

Total Extra Folio

Q=

@ Renamefolio

N &
[\ & ~ )
Q@ 0@ o o @
) prine &  temposting B rostrost
v WU (PSS [
Al Room Charge Restaurant Telephone Business,
Center >
Laund, bamage Miscellaneous  Transportation Tips
Y Charge ; Y P
@ bl
2w
Balance il Breakdown
Add On Forward Banquet Afternoon Tea
Cuisine
Revenue Revenue
Business Eusionss Business Cancellation
BREAKFAST Center % .
Center - Others 5 Center Printing Charge
Photocopy
Chuchaiburi_U DryCleaning  Dry Cleaning
AT By Dot Gentlemen Ladies
Early Checkin ~ E2Y c:’“”" E"”‘(’)lc:’“k Exclusive Trans,  Extra ABF
’
428

10. Sau khi hé théng ghi nhan giao dich Item Posting, ban cé thé nhan biéu twong More Options

o

11. Nhan View Detail, clra s6 pop-up View Detail s& xuat hién
12. Clra s6 nay hién thi chi tiét cGa giao dich Item Posting

PMS
Radingeked
& In-House Transfer

123 B O =
Due-out: 24/03/2025 12:00
Check-In: 23/03/2025 19:25

Extra Folio
FL25000070 -2,000
No. Posted
1 23/03/202511:03
2 23/03/2025 11:56
3 23/03/2025 11:56
4 23/03/2025 11:56
5 23/03/2025 13:48
6 23/03/2025 16:12
7 24/03/202517:35

Guest Balance

B -140 B

E‘] Check-out

Advance Post

Room Type : GFB

Master Folio
FL25000086

Company :

Package

FL25000071 1,860
RefNo. Q Transaction
0000 203 : Mini Bar
000 712 : Alipay
001 703 : Amex Card
002 705 : Diners Card
HP25030027 501 : Laundry Ladies
HP25030027 501 : Laundry Ladies
000 1004 : Visa Advance

Outstanding Balance

-2,000

Early C/O

CI25000028/ C125000028 - Anya JTH

0.

Total Amount
4,500

-500

-1,000

-2,000

428

-428

-3,000

Total Extra Folio

[~ !

@ Rename Folio

(]

2

Q@

JAR:. RNV

= print ﬁ] Item Posting [[“E—l Fast Post
v Post Payment Deposit Currency
All Room Charge Restaurant Telephone Buslriess
Center
Damage : ; .
Laundry chiargs Miscellaneous ~ Transportation Tips
Pl
¥
. Balance BeiiatFiara Breakdown
Add On Forward Banquet Afternoon Tea
Cuisine
R Revenue Revenue
: Business
: BREAKFAST Business Center Business Cancellation
: Center - Others Center Printing Charge
Photocopy
. DryCleaning  Dry Cleaning
Daylse Pecount Gentlemen Ladies
= Re-Post
a View Detail
arly CheckIn - Early Check ¢, ysive Trans. | Extra ABF
o 1 out
9 Edit Remark
Luw
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View Detail

Room No. Guest Name Ref Bill No. Transaction

123 Anya JTH 0123456789 501 - Laundry Ladies

Item Code Item Name Unit Price

50101 Pant Suit (two-piece) 120
50102 Jacket 80
50103 Blouse (long-sleeved) 60

50104 Blouse (short-sleeved) 55

Net 363

Service 36

Vat 28

Discount Amount 23
Total Amount 428

Print Slip Cancel

13. N&u ban mudn in bién lai, nhan Print Slip
14. Nhan Cancel dé dong clra s6 pop-up nay

Smart Soraso Hotel 1
99/24
Laundry Ladies

Posting No : Posting Date :
HP25030027 23/03/2025
Ref. No. : 0123456789  Posting by : KATAE QA
Room No. : 123 Guest Name : Anya JTH
Ttem Qty U-Price Amount
Pant Suit (two-piece) 1 120 120
Jacket 2 80 160
Blouse (long-sleeved) 1 60 60
Blouse (short-sleeved) 2 55 110
Sub Total 450
MNet 363
Service 36
VAT 28
Disc.Amt. 23
Grand Total 428

Lwu y: Ludn kiém tra Folio va s lwgng chinh xac trudc khi ddng dé tranh sai sét trong viéc tinh phi hodc tinh
sai chi phi cho khach
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7.5 Fast Post

Chtrc nang nay cho phép nhan vién dang giao dich cho nhiéu phong cing mét luc, gitp x& ly céc giao dich
nhém nhu phi nhédm, phi sy kién hodc dich vu chung nhanh hon va hiéu qua hon. Viéc chon nhiéu phong
trong mét thao tac giip dam bao tinh nhat quan cla cac khoan phi va gidm thdi gian can thiét dé xt ly tirng
phong riéng |é

DE thuc hién thao tac:

1. Nhéan Fast Post tir thanh menu phia trén

5 o ~ (@R o~ ﬁ
B oews Q@ Q P@Lf;’m(, ~ B i © =
Cashler Exchange Log
€ InHouse E]  transter &) checkout 7] Advance Post K eryco @ Rename folio ) Print B  ttem Posting
123 @0 @ CI25000028/ C125000028 - Anya TH v bk | wpoik | reng
Due-out: 24/03/2025 12:00 Room Type : GFB
Check-In: 23/03/2025 19:25 Company: Al RoomCharge ~  Restaurant Telephone Bé‘::y"{if
B Extra Folio Package Master Folio )
ool 1,000 § FL25000071 1,860} FL25000088 3,000 Laundry D(’:":'“;: Miscellaneous  Transportation Tips
i b
No. Posted RefNo. Q Transaction Total Amount ﬂﬁ; 3
. " 3 Balance o Breakdown
1 23/03/202511:03 0000 203 : Mini Bar 4,500 H Add On Forward Banquet i Afternoon Tea
Revenue A Revenue
2 23/03/2025 11:56 000 712 Alipay 500
3 23/03/2025 11:56 001 703 : Amex Card 1,000
Business Qe Business Cancellation
4 23/03/2025 11:56 002 705 : Diners Card -2,000 H BREAKFAST | Canter- Others Center Center Printing Charge
Photocopy
5 23/03/2025 13:48 HP25030027 501 : Laundry Ladies 428 : >
6 23/03/2025 16:12 HP25030027 501 : Laundry Ladies -428
Chuchaiburi_U Day Use T DryCleaning  Dry Cleaning
Gentlemen Ladies
Early Checkin = ""”k Ll '(y)f,:""k Exclusive Trans. Extra ABF
Guest Balance Outstanding Balance Total Extra Folio
B 580 B 1,000 -} 1,000

2. Clra so Fast Post s& duoc hién thi.
3. N&u ban chon In House, ban phai chon nuat radio dwdi thong tin In-House:
Group: Néu chon Group, ban phai chon nhdm dang nhan phong tai khach san.
Party: Néu chon Party, ban phai chon dat phong nhém phu dang nhan phong tai khach san.
Individual: Néu chon Individual, ban phai chon dat phong ca nhan dang nhan phong tai khach san.
4. Né&u chon Building, ban phai chon Building va Floor.
5. Nhan Retrieve, cidc phong thudc thdng tin d3 chon sé hién thi & duwdi cung.
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Fast Post

Room Search

InHouse (@) Building Hotel A x Floor1 x| Floor2 v
Posting Information

Date Ref No. Default Folio Transaction Code
00000100825 Extra Folio - 202: Banquet
Unit Price Charge Amount

500

Remark

Fast Post Transactions Post To Grid

RoomNo.  Guest Name UnitPrice  Charge Amount
131 Sainam SSA 500
202 LUNA SMF 500
208 KIN POC 500

209 Tippa PA 500

TR R

6. Nhap Reference No.

7. Chon Default Folio dé ding giao dich vao folio cla khach

8. Chon Transaction Code

9. Nhap S6é lvgng (QTY)va Don gid (Unit Price), hé théng sé ty dong tinh S8 tién (Charge Amount)
10. Nhap Ghi chu (Remark)

11. Nhan Post to Grid, QTY va Unit Price s& cap nhat cho tat ca cac phong hién thi bén dudi
12. Nhan Clear dé xda thong tin dang giao dich

13. N&u mudn thay déi QTY hodc Price cho mdt s& phong, ban cé thé nhap thi cong

14. Téng QTY va Téng Sb tién (Total Amount) s& duwoc tinh ty dong tir tat cd cac phong

15. Nhan Post to Room dé ding giao dich vao cac phong

16. Nhan Cancel dé hly bé qua trinh
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Fast Post
Room Search

In House

@ Building

Posting Information

Date

Unit Price

500

Remark

Fast Post Transactions

Hotel A

Ref No.

00000100825

Charge Amount

Guest Name

Sainam SSA

LUNA SMF

KIN POC

Tippa PA

Post By : KATAE QA 15:43

Version :
Last Updated :
Author :

Floor | x| Flcor1 x| Floor2

Default Folio Transaction Code

Extra Folio 202 : Banquet

Post To Grid

UnitPrice  Charge Amount
500
500
500

500

i

10.02

14 August 2025
QA Team

g =g
Qe tokwEosllks
Exchange Log
€ InHouse B transter B Check-out 7] Advance Post K eayco @ Rename Folio m  rint [ tem posting Fast Post
3 par ] =
202 B O = RR25000072/ C125000029 - LUNA SMF v — . i
Due-out: 26/03/2025 12:00 Room Type : DLXT
Check-In: 23/03/2025 13:12 Company: All Room Charge Restaurant Telephone B(“j:::i?s
[ Masterfolo Extra Folio
125000073 4300} FLISON0074 500 Laundry [21::;& Miscellaneous  Transportation Tips
v No. Posted RefNo. Q Transaction Total Amount
3 Balance sela Nore Breakdown
v 1 23/03/2025 15:47 00000100825 202 Banquet 500 : AddOn Forviard Biichet i A eon Tes
Revenue Revenue
Business
- Business ool Business Cancellation
Center - Others Center Printing Charge
Photocopy
Chuchaiburi_U DryCleaning  Dry Cleaning
AT DayUse Drscous Gentlemen Ladies
Early Check in E"”VC‘"E“‘ 1o h"éﬁ:‘““ Exclusive Trans. Extra ABF
Guest Balance Outstanding Balance Total Extra Folio
B 5000 B 500 Qs 500

Lwu y: Kiém tra ki cadc phong da chon va chi tiét giao dich trwdc khi xac nhan

toan va dam bao tinh chinh xac cho tat ca khach lién quan

Fast Post dé tranh 16i thanh
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7.6 Transfer Transaction
Chtrc ndng nay cho phép nhan vién chuyén giao cac giao dich tir mot folio sang folio khac, cé thé trong cling
mot phong hodc sang folio cdia phong khac. N6 hitu ich trong céc tinh hudng nhu tach chi phi, chuyén chi phi
gitta cac khach, hodc phan bé lai chi phi cho viéc thanh todn nhdm hodc doanh nghiép.

Pé thuc hién thao tac:

1. Nhan Transfer trén thanh menu phia trén.
2. Hé théng s& hién thj folio khac trong cing mot phong & phia bén phai.

N6 g e N )
Qe peogE sk o @
Checkcout 7 Advance post H  eweo @ Rename Folio = prioc B wem Posting B roseron
B 125000028/ CI25000028 - Anya JTH v g :
4 ayment Deposit Currency
Due-out: 24/03/2025 12:00 Room Type : GFB
Check-In: 23/03/2025 19:25 Company: Al RoomCharge  Restaurant Telephone B:j’:(ifs
B Master Folio Extra Folio Package >
! ruasonooss o Fiaseonono 428 FL2s000071 1000 oy 2™ e ) Cem——
»
No.  Posted RefNo. Q Transaction Total Amount ® .
= . Balance Bella N Breaki m
1 23/03/2025 13:48 HP25030027 501 : Laundry Ladies 428 : Add On Forward Banquet Cosine. | Afternoon Tea
Revenue § Revenue
Business tusiness Business Cancellation
BREAKFAST 7 Center
Center - Others Center Printing Charge
Photocopy
Chuchaiburi U B s DryCleaning  Dry Cleaning
Gentlemen Ladies
Early Checkin B cr“k In ["'%S?e“ Exclusive Trans Extra ABF
Guest Balance Outstanding Balance Total Extra Folio
B 1428 B 3,428 Qs 428

3. Né&u ban muén déi phong, nhan vao phong & phia bén phai d€ mé clra s6 Change Room.
4. Nhan Select & Go dé chon phong, va hé théng s& thay di phong & phia bén phai.
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ae olmEs sk o @®
€ InHouse
- -~ 125000028/ - Anya JTH C125000028/ - Anya JTH
123 B/ O & = 125000028 e ™! c125000028 bad
Due-out: 24/03/2025 12:00 Room Type : GFB Due-out: 24/03/2025 / 12:00 / Grand Family Suite with Balcony
Check-In: 23/03/2025 19:25 Company : Master Folio Extra Folio Package X
FL25000069 0 FL25000070 428 FL25000071 1,000
Master Folio Extra Folio Package x
FL25000069 O e A28:) FL25000071 1.000 No.  Posted Ref No. Transaction Q Total Amount
No.  Posted RefNo. Q Transaction Total Amount
s | 23/03/2025 22:12 PS001 605 : Gift Shop 1.000
1 23/03/2025 13:48 HP25030027 501 : Laundry Ladies 428
Guest Balance Outstanding Balance Total Extra Folio Gk Balinek Total Package
B 1,428 B 3,428 Qs 428 g 1427.5 B 1,000
. . \ > . o \ P
5. Chon giao dich va kéo tha sang folio hodc phong khac.
~ ~ - \ . . ~ ~ . ,
6. Nhan Full Amount dé tiép tuc, va giao dich sé duoc chuyén sang folio dich.
~ ~ ? ’ \
7. Nhan Cancel dé huy qua trinh.
Q@ mneow Bk o @®
& In-House
o ~ . CI125000028/ - Anya JTH , RR25000084/ - Vivian QA
123 B O = ! C125000028 WV 108 125000031 N
Due-out: 24/03/2025 12:00 Room Type : GFB Due-out: 24/03/2025 / 12:00 / Deluxe Pool Access Twin Bed
Check-In: 23/03/2025 19:25 Company : Master Folio Extra Folio X
FL25000077 000 FL25000078 o
Master Folio Extra Folio Package X
FL25000069 0 FL25000070 428 FL25000071 1,000
v No.  Posted RefNo. Q Transaction Total Amount
v 1 23/03/2025 13:48 HP25030027 501 : Laundry Ladies 428
Cancel
Full Amount
Guest Balance Outstanding Balance Total Extra Folio Gliest Balance Total Master Folio
B 1428 B 3,428 ° B 428 B -1000 B -1,000
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Guest Balance Outstanding Balance

B 1,000 B

3,000

Total Extra Folio

@ s

Guest Balance

B -572.5

a@ o 2 Success
v Successfully
Exchange Log
& InHouse
& P C125000028/ - Anya JTH RR25000084/ - Vivian QA
] v
123 ’L] O = CI125000028 v 108 CI25000031
Due-out: 24/03/2025 12:00 Room Type : GFB Due-out: 24/03/2025 / 12:00 / Deluxe Pool Access Twin Bed
Check-In: 23/03/2025 19:25 Company Master Folio Extra Folio e
FL25000077 573 FL25000078 0
Master Folio Extra Folio Package X —————
FL25000069 0 FL25000070 0 FL25000071 1,000 No.  Posted Ref No. Transaction Q Tatal Amount
No.  Posted Ref No. O Transaction Total Amount
1 23/03/2025 15:50 DP25030008 901 : Cash Deposit Apply 1,000
! 23/03/202513:48  HP25030027 501 :Laundry Ladies 428 2 230320251672 HP25030027 501 :Laundry Ladies 428
2 23/03/2025 16:12 HP25030027  501:Laundry Ladies 428

Total Master Folio

B -573

Lwu y: Néu mét giao dich d3 dwoc thanh todn hodc hly, né s& khong thé chon khi st dung chirc ndng
Transfer.
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Chtrc ndng nay cho phép nhan vién hdy mét giao dich chua duoc thanh todn. Giao dich cling phai dwoc ghi
nhan trong cing mot ngay. Han ché ndy ddm bao chi cac giao dich chua thanh todn trong cung ngay méi ¢
thé bi xda, giup duy tri hd so tai chinh chinh xac va ngan chan bat ky thay déi nao déi vdi cac giao dich d3
hoan tat.

DE thuc hién thao tac:

1. Nhan vao biéu tugng More Options.
2. Nhan Void, chirc ndng Void s& hién thi & phia bén phai.

H s Qe Q‘Q@Mﬁ?FNB%@g
Seangnleg
& In-House B ranster B Check-out 7] Advance Post K earyco @ Rename Folio bml  print {&  item posting ﬂ‘a Fast Post
123 BlO = C125000028/ C125000028 - Anya JTH v P —— —— P
Due-out: 24/03/2025 12:00 Room Type : GFB
Business
Check-In: 23/03/2025 19:25 Company : Al Room Charge JTelephione Center
B Extra Folio Package )
FL25000070 1,900 | FL25000071 4860 Laundry DC‘:::‘:: Transportation Tips
No. Posted Ref No. Q Transaction Total Amount @, ,’
= Balance SN Breakdown
1 23/03/2025 09:57 0000 200 : Bella Nara Cuisine 4,000 - Addon Forkard el Afiernoon Tas
Revenue : Revenue
2 23/03/202511:19 123 729 : Bank Transfer Outlet -40 @ Exit
3 23/03/2025 11:20 123 700 : Cash Payment -100 -
&2 Re-Post Business
Business Coniter Business Cancellation
4 23/03/2025 22:12 PS001 605 : Gift Shop 1,000 enter-Others |, C*0®" Center Prnting Charge
a Void
& >
% Edit Remark
Dry Cleaning Dry Cleaning
At Day Use Discount Gentlemen Ladies
Early Checkin | E2Y C‘"e‘“" Ea”‘gg:‘“k Exclusive Trans Extra ABF
Guest Balance Outstanding Balance Total Package
B 5860 B 7,860 (- ] 4,860

Folio s& hién thij folio ma giao dich d3 dugc dang.

Amount |3 tdng s6 tién clha giao dich nay.

Reference No. 3 s& tham chiéu cua giao dich nay.

Céc trwdng Folio, Amount va Reference No. khdng thé chinh sira.
Nhap Remark dé ghi chu ly do hly giao dich nay.

Nhan Void dé hoan tat qua trinh.

Nhan Cancel dé hiy bd qua trinh.

W NOOU AW
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H e Qe L ®o w8k e @
€ In-House E Transfer E] Check-out 7] Advance Post A eayoo @4 Rename Folio = Pt ig?_j; Item Posting u__[:l Fast Post
123 B O = CI125000028/ C125000028 - Anya JTH v
Due-out: 24/03/2025 12:00 Room Type : GFB Void
Check-In: 23/03/2025 19:25 Company : 200 : Bella Nara Cuisine
r. Extra Folio Package [ I
] o Folio
FL25000070 1,000 FL25000071 4,860
Amount
1 23/03/2025 09:57 0000 200 : Bella Nara Cuisine 4,000
2 23/03/2025 11:19 123 729 : Bank Transfer Outlet -40 Ref No.
3 23/03/2025 11:20 123 700 : Cash Payment -100 @
4 23/03/2025 22:12 PS001 605 : Gift Shop 1,000 LT
Void Transaction Bella Nara Cuisine] [I]
[ owm |
Guest Balance Outstanding Balance Total Package
B 5860 B 7,860 [~ 2 4,860

Lwu y: Viéc hay giao dich 1a khong thé ddo ngwoc. Khi d3 hdy, giao dich s& bj xda vinh vién khéi hé théng va
khong thé khdi phuc lai.
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Chirc ndng nay cho phép nhan vién dang lai giao dich chura dwoc thanh todn day dd. N6 cé thé ap dung cho

cdc giao dich dwgc dang trong ngay hién tai hodc cac ngay trudc d6. Chirc nang nay dic biét hitu ich dé sira

16i khi d&ng giao dich hoidc cap nhat chi tiét giao dich ma khéng can tao mdt muc mai.

Pé thuc hién thao tac:

1. Nhan vao biéu tugng More Options.
2. Nhan Re-post, chirc ndng Repost s& hién thi & phia bén phai.

E PMS
€ InHouse E]  transfer E] Check-out 7] Advance Post A eayco
123 B Ola 125000028/ CI25000028 - Anya JTH
Due-out: 24/03/2025 12:00 Room Type : GFB
Check-In: 23/03/2025 19:25 Company :
B ekl package
FL25000070 1,000 FL25000071 1,360
No. Posted Ref No. Q Transaction
1 23/03/2025 09:57 0000 200 : Bella Nara Cuisine
2 23/03/202511:19 123 729 : Bank Transfer Outlet
3 23/03/2025 11:20 123 700 : Cash Payment
4 23/03/2025 11:35 0000 200 : Bella Nara Cuisine
5 23/03/2025 11:43 mnm 202 : Banquet
6 23/03/2025 22:12 PS001 605 : Gift Shop
Guest Balance Outstanding Balance
B 2360 B 4,360

ﬁ Rename Folio

Total Amount

4,000

Total Package

[~ I

Q@

lrm) {& emposting

Print

v

Payment
Al Room Charge
Damage
Laundry Fnse
@, »
a ¥

Balance

Add On Forward

Revenue

TG Business

Center - Others

Day Use

::; Void

Zarly Check In
1

1,50u

A ®oe g E o

r[fél Fast Post

Deposit Currency

Restaurant

Telephone

Miscellaneous ~ Transportation

—— Bella Nara
9 Cuisine
Business
Business
Center
Center Printing
Photocopy
Dry Cleanin
Discount it
Gentlemen
Early Check
arly Check gy clusive Trans.
Out

Business
Center

Tips

Breakdown
Afternoon Tea
Revenue

Cancellation
Charge

Dry Cleaning
Ladies

Extra ABF

3. Folio sé hién thij folio noi giao dich da duoc dang; ban cling c6 thé déi sang folio khac.

dung ban phim sé.

Amount |3 téng s6 tién cla giao dich; ban cé thé thay d&i sd tién bang cach nhap gia tri méi hodc st

5. Reference No.la s tham chié€u cla giao dich; ban cling cé thé thay d6i né cho giao dich dugc dang
lai.

6. Nhap Remark cho viéc dang lai giao dich.
Nhan Post & Pay dé hoan tat qua trinh.
8. Nhan Cancel dé hly qua trinh.

~
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Due-out: 24/03/2025 12:00
Check-In: 23/03/2025 19:25

& InHouse Transfer g Check-out 7] Advance Post A eayco
123 BO|l= 125000028/ C125000028 - Anya JTH

Room Type : GFB

Company :

r. Extra Folio Package
FL25000070 1,000 FL25000071
No.  Posted RefNo. Q
1 23/03/2025 09:57 0000
2 23/03/202511:19 123
3 23/03/2025 11:20 123
4 23/03/2025 11:35 0000
5 23/03/2025 11:43 1"
6 23/03/2025 22:12 PS001

Guest Balance

B 2360 B

Outstanding Balance

4,360

Transaction

200 : Bella Nara Cuisine

729 : Bank Transfer Outlet

70

S

: Cash Payment
200 : Bella Nara Cuisine
202 : Banquet

605 : Gift Shop

Qs

Q@

@ Rename Folio =1

v

Total Amount h ,’
4,000
-40
-100
-4,000

500

1,000

Total Package

1,360

3

0D ®o i E B

Print 5 tem posting [E

Fast Post

Repost

Folio * l

Package

Amount *
500

Ref No.
11

Remark

Re-post from ref no.1111 Banquet

Cancel

Post & Pay ‘

Lwu y: Dam bao tat ca sb tién, ngay thang va thdng tin chi tiét |a chinh xac trudc khi ti€n hanh dé duy tri hd

so tai chinh chinh xac.

Pag
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Version :

Last Updated :
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10.02

14 August 2025

QA Team

Chirc ndng nay cho phép nhan vién hiy mét giao dich d3 dugc ghi nhan vao ngay trwdc dé. Sé tién hoan tra

phai nhd hon hodc bang s6 tién da ghi nhan ban dau. Dieu nay dam bao rang chi nhitng hly giao dich mot

phan hodc toan bé hop 1é cla céc giao dich ngay truwdc dwoc xir ly, gitp duy tri hd so tai chinh chinh xac va

nhat quan.

DE thuc hién thao tac:

1.
2.

Nhan vao biéu twong More Options.
Nhan Rebate, va chirc nang Rebate sé hién thj & bén phai.

i PMS N g ~ 157 B8 en Y] ﬁ
H Q@ 0 ®o oG E B il & &
Sxhangeog
& In-House [_:ﬁ Transfer B Check-out 7 Advance Post K eayco @ Rename Folio =) Print h:j Item Posting B rastrost
110 @ O = c5 | C125000014/ C125000014 - Mali MA v Sayment Seposi Eatrency
Due-out: 25/03/2025 12:00 Room Type : DLXPACCTWN
Check-In: 22/03/2025 15:44 Company : Al Room Charge  Restaurant Telephone Puslness
Center
r Master Folio Extra Folio )
PR 5790 | FL25000036 160 Laundry D:h':f‘:f Miscellaneous ~ Transportation Tips
No.  Posted RefNo. Q Transaction Total Amount R,
: Balance —— Breakdown
1 22/03/2025 10:04 110 100 : Room Charge 4,600 : - Foraard BaRGeE ela i Aftemobn Tes
. Revenue H Revenue
2 22/03/2025 10:04 110 103 Extra Bed 400 :
3 22/03/2025 14:07 HP25030011 605 : Gift Shop 30 -
Business
Business Business Cancellation
4 22/03/2025 17:28 HP25030017 605 : Gift Shop 90 B> exit enter - Others Plfoi’;‘;;y Center Printing Charge
5 22/03/2025 17:28 HP25030018 605 : Gift Shop 20 )
¢ Re-Post
6 22/03/2025 17:28 HP25030019 605 : Gift Shop EY
El . DryCleaning  Dry Cleaning
=l Rebate Day Use Discount 5
7 22/03/2025 17:28 HP25030020 605 : Gift Shop 90 o) Gentlemen Ladies
8 23/03/2025 10:04 110 ABF : BREAKFAST 400 2, Adist
B : I
R viewpesi zarlyCheckIn | EarlyCheck g, veTrans.  Extra ABF
© 1 Out
Guest Balance Outstanding Balance Total Master Folio
B 5950 || B 16,190 ° B 54 9 Edx femark

W

Folio s& hién thij folio noi giao dich da dugc ghi nhan; ban khong thé déi sang folio khac.
Amount |3 t8ng s6 tién cla giao dich nay; ban cé thé thay d8i sé tién bang cach nhap gid tri méi hodc
sir dung ban phim s8, nhung s6 tién phai nhé hon hoidc bang sé tién da dwoc ghi nhan.

o N W;

Reference No. |3 s6 tham chiéu cla giao dich nay va khdng thé chinh stra.
Nhap Remark dé ghi chu cho viéc rebate giao dich.
Nhan Rebate dé hoan tat qua trinh.

Nhan Cancel dé hiy bd qua trinh.
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PMS N & ~ i B8 e %
Q@ L ®ouwmEasik o @
& In-House Transfer E] Check-out Advance Post K earyco ﬁ Rename Folio =) Print ‘:\E’AX Item Posting Tla Fast Post
110 B |O = C125000014/ CI25000014 - Mali MA v
Due-out: 25/03/2025 12:00 Room Type : DLXPACCTWN Rebate
Check-In: 22/03/2025 15:44 Company : 605 : Gift Shop
. Master Folio Extra Folio . [ l
E 1 olio
FL25000035 5790 FL25000036 160
No. Posted RefNo. Q Transaction Total Amount h ," @ @ @
Amount *
1 22/03/2025 10:04 110 100 : Room Charge 4,600 : 30
2 22/03/2025 10:04 110 103 : Extra Bed 400 : Ref No.
3 22/03/2025 14:07 HP25030011 605 : Gift Shop 30 @
4 22/03/2025 17:28 HP25030017 605 : Gift Shop % Remanct
Rebeat 30 baht
s 22/03/2025 17:28 HP25030018 605 : Gift Shop 90
6 22/03/2025 17:28 HP25030019 605 : Gift Shop %0
7 22/0312025 17:28 HP25030020 605 : Gift Shop 9
8 23/03/2025 10:04 110 ABF : BREAKFAST 400 L
Guest Balance Outstanding Balance Total Master Folio
B 5950 B 16,190 Qs 5,790

Lwu y: Xac minh s6 tién géc cla giao dich truwde khi thue hién va ddm bao rang sé tién rebate khong vuot qua

s8 tien gdc. Moi thay déi 1a vinh vién va khong thé hoan téc.
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7.10 Adjust

Chirc ndng nay cho phép nhan vién diéu chinh mét giao dich da duoc ghi nhan vao ngay trudc do.S6 tién

diéu chinh cé thé bang, nhd hon hodc Ién hon s6 tién goc. Chire ndng nay thuong dwoc st dung dé sira 16i

hodc cap nhat cac khoan phi sau khi kiém tra, dam bao folio phan anh dit liéu tai chinh chinh xac va cap nhat.

Pé thuc hién thao tac:

1. Nhan biéu tugng More Options.
2. Nhan Adjust, va chirc ndng Adjust s& hién thj & phia bén phai.

H e Q@ L ®owgEsbk e @
Erchange Log
& In-House L—EJ Transfer E] Check-out Advance Post Early C/O @ Rename Folio = Print %\' Item Posting [T:; Fast Post
= -~ Mali
110 |8 O = C125000014/ C125000014 - Mali MA v — — —
Due-out: 25/03/2025 12:00 Room Type : DLXPACCTWN
Check-In: 22/03/2025 15:44 Company: All Room Charge ~  Restaurant Telephone BC“:“"E?S
B Master Folio Extra Folio >
FL25000035 10,860 FL25000036 160 Laundry i?::’agg: Miscellaneous ~ Transportation Tips
’ ”
No. Posted RefNo. Q_ Transaction Total Amount m P
_ . Balance Bella N, Breakdown
1 22/03/2025 10:04 110 100 : Room Charge 4,600 Add On v Banquet elaNara  rernoon Tea
Revenue usne Revenue
2 22/03/2025 10:04 110 103 : Extra Bed 400
3 22/03/2025 14:07 HP25030011 605 : Gift Shop 30 :
Business Pusingss Business Cancellation
4 22/03/2025 17:28 HP25030017 605 : Gift Shop 90 - BREAKFAST | . ter- Others Phc:lzi'w Center Printing Charge
5 22/03/2025 17:28 HP25030018 605 : Gift Shop % B et >
6 22/03/202517:28 HP25030019 605 : Gift Shop % =
= Rebate Bagiies oot DryCleaning  Dry Cleaning
7 22/03/2025 17:28 HP25030020 605 : Gift Shop 90 Gentlemen Ladies
= Adjust
8 23/03/2025 10:04 110 ABF : BREAKFAST 400
9 23/03/2025 12:19 HP25030011 605 : Gift Shop 30 @ viewoeui EarlyCheckIn  Early Check
. : 25 Exclusive Trans.  Extra ABF
Guest Balance Outstanding Balance Total Master Folio =
3 Edit Remark
B 11,020 B 16,260 ° B 10

Folio s& hién thj folio ma giao dich da dugc dang; ban khdng thé thay d6i sang folio khac.

Amount |3 t8ng s6 tién cla giao dich nay; ban cé thé thay d8i sé tién bang cach nhap gid tri méi hoac
st dung numpad.

Reference No. |a s& tham chiéu cla giao dich nay va khéng thé chinh sira.

Nhap Remark cho viéc diéu chinh giao dich.

Nhan Adjust dé hoan tat qua trinh.

Nhan Cancel dé hiy bd qua trinh.

e

o N w;
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PMS ~ 15 EN Y] ﬁ
Q@ n W B E Wy
& In-House Transfer E] Check-out 7] Advance Post H eyoo @ Rename Foiio =) print !ﬁ Item Posting Fast Post
110 Bl O = 125000014/ C125000014 - Mali MA v
Due-out: 25/03/2025 12:00 Room Type : DLXPACCTWN Adjust
Check-In: 22/03/2025 15:44 Company : 605 : Gift Shop
l--j Master Folio Extra Folio 3 Folio * l I
FL25000035 10,860 FL25000036 160
No. Posted Ref No. Q Transaction Total Amount m ,’
Amount *
1 22/03/2025 10:04 110 100 : Room Charge 4,600 100
2 22/03/2025 10:04 110 103 : Extra Bed 400 Ref No.
3 22/03/2025 14:07 HP25030011 605 : Gift Shop 30 @
4 22/03/2025 17:28 HP25030017 605 : Gift Shop % Remark ™
Adjust from 90 baht to 100 baht]
5 22/03/2025 17:28 HP25030018 605 : Gift Shop %
6 22/03/2025 17:28 HP25030019 605 : Gift Shop 9%
7 22/03/2025 17:28 HP25030020 605 : Gift Shop % ———
=
8 23/03/2025 10:04 110 ABF : BREAKFAST 400
9 23/03/2025 12:19 HP25030011 605 : Gift Shop 30
Guest Balance Outstanding Balance Total Master Folio
B 11,020 B 16,260 Qs 10,860

Lwu y: Xac minh s6 tién d3 dang gbc trudc khi didu chinh, va dam bao tat ca cac thay d6i chinh xac. Cac diéu

chinh 13 cudi cung va khéng thé hoan tac.
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7.11 Refund
Chirc ndng nay cho phép nhan vién hoan tién tir giao dich dat coc. N6 thudng duoc st dung khi khach hay
phong, rdt ngan thoi gian lwu trd, hodc dugc quyén nhan lai mot phan hodc toan bo s6 tién dit coc. S6 tién

hoan cé thé 1a mét phan hodc toan bd, tly theo chinh sich cta khach san va sé tién dat coc ban dau.

Pé thuc hién thao tac:

1. Nhan biéu tugng More Options.
2. Nhan Refund, cic loai hoan tién s& duogc hién thi; ban phai chon loai hoan tién.
3. Chtrc ndng Refund s& m& & phia bén phai.

H ews Q@ V"?@dﬁi%“‘s&i}
€ InHouse B veanster Bl checkoun 7] Acvance post A o @ Rename Folio @l P B rostron
1123 B O & RR25000061/ C125000027 - Vivian VI v _— S Sy
Due-out: 26/03/2025 12:00 Room Type : BQR
Busi
Check-In: 23/03/2025 11:36 Company Al Room Charge Restaurant Telephone e
E Master Folio Extra Folio
FL25000066 3500 FL250000G7 o iy | O scalineous | Tamspotaion | T
No. Posted RefNo. Q Transaction Total Amount [-Yid
Balance :
1 23/03/2025 11:36 DP25030007 9007 : Bank Transfer Deposit Apply 1,000 H AddOn Foria Bariquet Bata s
uisine
Revenue
2 231032025 17:07 123 100: Room Charge 4100 B e
24/03/2025 17:07 123 ABF : BREAKFAST 400
Business
Business Cancellation
Certer Center Printing Charge
. Photocopy Y 9
= Pk
=
Ory Cleaning
Day Use Discount Ladies
arly Checkln | EarlyCheck ¢, 1 iive Trans. Extra ABE
1 Out
P AN Toal Master Folo B vewoust
B 3500 B 12,500 Qs EX
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g o v 7T Aovarce Post H oo B rename rolic
1123 [ O = RR25000061/ €125000027 - Vivian VI
Due-out: 26/03/2025 12:00 Room Type : BQR
Checl-n: 23/03/2025 11:36 Company
r. Master Folio Extra Folia
FL25000066 4,000  FL25000067 0
No. Posted RefNo. O Transaction
1 23/03/2025 11:36 DP25030007 5007 : Bank Transfer Deposit Apply
230342025 17:07 123 100 : Room Charge
3 24/03/2025 17:07 nzs ABF : BREAKFAST
4 24/03/2025 14555 Nz 509 : Deposit Refund
Guest Balance Outstanding Balance
B 4,000 B 13,000

Q@ P
=l * @ nemPpasing B restren
~
MEX Car
Aipay Refund  AEx Card
. . Diners Card
Total Amount B, Deposit Refund Refund
1,000 H
4,100 )
Union Pay Visa Card
o Refund Refund
a00
500
Total Master Folio
Qs 4,000

o E e [ ﬁ
ez jm & =™ B CA 4
Bank Transfer .
i Cash Refund
JCB Card Master Card
Refund Refund
WeChat Pay
Refund

Folio s& hién thj folio ma giao dich d3 duwoc dang; ban khdng thé chuyén sang folio khac.

S8 tien (Amount) [a téng s6 tién cla giao dich nay; ban cé thé thay d8i bang cach nhap gid tri mai
hodc s dung ban phim s8, nhung s6 tién phai bang hodc nhé hon s8 tién dat coc.

Nhap Reference No. cho viéc hoan tién.
Nhap Remark cho giao dich hoan tién.
Nhan Refund dé hoan tat qua trinh. Néu ban nhan Refund & ABB, hé théng s& tao ABB va lvu qua
trinh. Néu ban nhan Refund & Receipt, hda don s& dwoc in ngay 1ap tirc va lvu qud trinh.

Nhan Cancel dé huiy bd qua trinh.

H  ems

Exchange Log

Guest Balance

B

1123 Q=
Due-out: 26/03/2025 12:00
Check-In: 23/03/2025 11:36
lﬂ. Master Folio Extra Folio
FL25000066 3,500 FL25000067
No. Posted RefNo. Q
1 23/03/2025 11:36 DP25030007
2 23/03/2025 17:07 1na
3 24/03/2025 17:07 123

Outstanding Balance

3500 B

12,500

aovercepost || K B rename oo

Early C/0

1 ' RR25000061/ CI25000027 - Vivian VI

Room Type : BQR
Company :

Transaction
9007 : Bank Transfer Deposit Apply
100 : Room Charge

ABF : BREAKFAST

Total Amount
-1,000
4,100

400

Total Master Folio

Qs

Q@

B

Fast Post

v
Refund

9007 : Bank Transfer Deposit

Apply

Folio *

Amount *
1,000
RefNo. *

0000
Remark *

Refund

retundaps [l rerund s recere (AR

3,500

= 5

| |
(3]
(4]
a
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7.12 Cancel Deposit
Chtrc ndng nay cho phép nhan vién hdy giao dich dat coc. Chirc ndng chi kha dung khi khach san dp dung
chinh sach khéng cé VAT, dam bao viéc hly dat coc tuan thi cau hinh thué va quy trinh tai chinh cda khich

san.

Pé thuc hién thao tac:

1. Nhéan vao biéu tugng More Options.
2. Nhan Cancel Deposit, va chirc ndng Hly D4t Coc sé hién thi & phia bén phai.

B s Q@ O @0 kgEE--BR®S
PRt
& Room Stats E]  tanster B Check-out 7 Advance Post H  eyco @ Rename Folio wm  Print B 1emPosting E:l Fast Post
2301 B Ol= RR#2500455/ C1#2507467 - Andriana Deen v — — T
Due-out: 06/08/2025 12:00 Room Type : PTW
Food &
Check-In: 05/08/2025 20:00 Company : Smartfinder Al Room Beversge Laundry Miscellaneous
B Master Extra Deposit
Tours
FL#2522397 -10,000.00 FL#2522398 0.00 FL#2522399 0.00 Transportation Y‘d”i’“‘milm Commissions Tips Room - Others
No. Posted RefNo. Q Transaction Total Amount Rl.”
Upgrade
05/08/2025 20:00 DP25080002 9900 : Cash (Apply-803) -10,000.00 ABF ABFWALK ::;’:;’E‘r A‘“’“:‘““a‘m Accommodatio
[ et
7 Canceled S ABE No Show Selling
Charge o Charge Garbage
= Refund
Toue st Breakfast Room Service  Laundry (Lady)
fonthly Rental
& Print Deposit
=
Ql View Detail
23 Pressing Early Check
Pressi ) 1
(entiemany = (Gentleman) g tady) out Eay Checkia
Guest Balance Total Master
B -10,000.00 (- I} -10,000.00

Folio s& hién thj folio ma giao dich dat coc da dugc ghi nhan; trudng nay khong thé chinh sira.
Amount hién thij s6 tién giao dich dat coc va khéng thé chinh sira.

Nhap Remark cho viéc hdy dat coc.

Nhan Cancel Deposit dé hoan tat qua trinh.

Nhan Cancel dé huy bd qua trinh.

Noueuw
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Q@ .Jé@b’ﬁj?NBEL}T‘

Exchange Log

B toanster B cheaont 7] Advence Post Al esyoo @ Rename Foiic m  print

O = 73 ) RR#2500455/ C1#2507467 - Andriana Deen v
Due-out: 06/08/2025 12:00 Room Type : PTW Cancel Deposit
Check-In: 05/08/2025 20:00 Company : Smartfinder 9900 : Cash (Apply-803)
[ | Master Extra Deposit 5 —_— I I
FL#2522397 -10,000.00  FL#2522398 0.00 FL#2522399 0.00
No. Posted RefNo. Q Transaction Total Amount R,

Amount

1 05/08/2025 20:00 DP25080002 9900 : Cash (Apply-803) -10,000.00 : 10,0000
Remark *
Cancel Deposit

Cancel Deposit Cancel ‘

5] (ad)[ ][ 5]
(Il ()

Guest Balance Total Master

B -10,000.00 ° B -10,000.00

Lwu y: Hanh d6ng nay s& hdy giao dich d&t coc theo chinh sach khong VAT va khéng thé hoan tac. DPAm bao

viéc hdy tuén thid cac chinh sach cda khach san trudce khi thyc hién.
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Chtrc nang nay cho phép nhan vién hily mot giao dich thanh toan, chi kha dung khi khach san hoat déng theo
chinh sach khéng VAT. N6 dam bdo rang viéc hiy thanh toan phu hop véi cdu hinh thué va quy trinh tai chinh

clia khach san. Tinh ndng nay thuong duoc sir dung dé stra I16i thanh todn hodc hoan lai thanh toan trong khi

van tuan thu cac quy tac ké toan khéng VAT,

DE thuc hién thao tac:

1.
2.

Nhan vao biéu twong More Options.
Nhan Cancel Payment, chirc ndng Cancel Payment s&@ m& & phia bén phai.

H e Q@ A owgEgBE~osik s
& InHouse E]  trenster E] Check-out 7] Advance Post K eayco @ Rename Folio =1 & ttem posting ﬁ:} Fast Post
2301 Q| l= RR#2500455/ C1#2507467 - Andriana Deen v 5 o
= ost Payment Deposit Currency
Due-out: 06/08/2025 12:00 Room Type : PTW
Bank Transfer 7
Check-In: 05/08/2025 20:00 Company : Smartfinder n Cash Payment Credit Card Payment City Ledger
. Master Extra Deposit ..
r =l x|+ Balance
1= FLazs22307 0.00 FL#2522398 000 FL#2522399 0.00 D Complimentary Voucher Forward
Payment
No. Posted Ref No. Q Transaction Total Amount R,
Balance sfe
1 05/08/2025 20:00 DP25080002 9900 : Cash (Apply-803) -10,000.00 : e Bank Trafisfis Bﬂﬂk:yv;n» er BJ'\kBT:::nst CistiBayieint
. Payment
2 05/08/2025 20:09 DP25080002 9900 : Cash (Apply-803) 10,000.00 :
3 05/08/2025 20:17 0000 203 : Room Service 8,000.00 E
2 S — 350 900 Cash Payment JEr— n Cityledger  Complimentary JCB Card Master Card  UnionPay Card
© e
7 Edit Remark Voucher
Guest Balance Total Master
B 0.00 Qs 0.00

w

Trudng Folio sé& hién thj folio ma giao dich thanh todn da dwoc dang; truedng nay khong thé chinh
stra.
4. Truwdng Amount hién thi s6 tién giao dich thanh todn va khéng thé chinh sira.

5. Nhap Remark cho viéc hdy thanh toan.
6. Nhan Cancel Payment dé hoan tat qua trinh.
7. Nhan Cancel dé bd qua qua trinh.
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Exchange Log

Guest Balance

B 0.00

& InHouse Transfer Advance Post M eyoo
2301 B Q= RR#2500455/ C1#2507467 - Andriana Deen
Due-out: 06/08/2025 12:00 Room Type : PTW
Check-In: 05/08/2025 20:00 Company : Smartfinder
[ [ M Extra Deposit
FL#2522397 000 FL¥#2522398 000 FL#2522399

No. Posted RefNo. Q Transaction
1 05/08/2025 20:00 DP25080002 9900 : Cash (Apply-803)
2 05/08/2025 20:09 DP25080002 9900 : Cash (Apply-803)
3 05/08/2025 20:17 0000 203 : Room Service
4 05/08/2025 20:17 2301 900 : Cash Payment

& renameFolio

¢ w8 il ®

L~
O | m

Q@ \ @
@ print [ nem posting B restront
v
Cancel Payment
900 : Cash Pay
Folio *
Total Amount R
Amount
-10,000.00
10,000.00 Remark *
8,000.00 Cancel Payment 13082025 =
-8,000.00
Total Master
Qs 0.00

| |
o
=,@

(20

Cancel |

Cancel Payment

Lwu y: Chi kha dung khi ap dung chinh sach khéng VAT. Viéc hdy thanh toanf1d 13 cusi cung va khéng thé

hoan tac.
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7.14 Edit Remark
Chirc ndng nay cho phép nhan vién chinh slra ghi chi (Remark) cla giao dich, va ghi chi da cap nhat s& hién
thi trén tai liéu hodc folio lién quan. Diéu nay hitu ich dé thém cac chu thich, luu y d3c biét hodc théng tin bé

sung vé khodn phi hodc thanh todn da ghi nhan.

Pé thuc hién thao tac:

10. Nhan More Options.

11. Nhan Edit Remark, chirc nang Edit Remark sé& hién thi & bén phai.
12. Nhép tir khda mdi cho ghi chd hodc chinh sira ghi chi hién cé.
13. Nhan Save dé Ivu ghi chi méi.

14. Nhan Cancel dé hdy qua trinh.

> 5
B e ae ol E-sik o @®
€ InHouse B vanster 8 oweckoun T Advance post #H  eyoo @ Rename Foio m rine B temposting B rosron
123 g Q =8 125000028/ C125000028 - Anya JTH v Pok Ce— Beacet S
Due-out: 24/03/2025 12:00 Room Type : GFB
Check-In: 23/03/2025 19:25 Company : Al RoomCharge  Restaurant Telephone ki
B Master Folio Extra Folio Package )
FLESON0 0 ) FLIs000070 0:) Fizsos00m 1.000 Laundry angﬁ Miscellaneous  Transportation Tips
No. Posted RefNo. Q Transaction Total Amount R,
Balance .
: | - T P
Raanda Cuisine
® e
= pepos usines:
Business Pustness Business Cancellation
enter - Others i Center Printing Charge
= = Phatocopy =
D w >
S o remark
) — DryCleaning  Dry Cleaning
AT Doy tse Discourit Gentlemen Ladies
Early Check in E""’('”“”” E*”I]E:"'" Exclusive Trans. Extra ABF
Guest Balance Outstanding Balance Total Package
B 1000 B 4,000 Qs 1,000

H oems Q@ N & o WwimE-~-SB &k s ﬁ;
€ inHouse B tanster B oneckout 7 Advance post H ey @ Rename Folio ml P BR  temposting B rostpon
123 3 Ol = 125000028/ CI25000028 - Anya JTH v
Due-out: 24/03/2025 12:00 Room Type : GFB Edit Remark
Check-In: 23/03/2025 19:25 Company Remark
B Mesterroio Extra Folio Package Edit remark for gift shop transaction
FL25000069 0 FL25000070 0 FL25000071 1,000 =
[+]
No. Posted RefNo. Q Transaction Total Amount ® °®
1 2310372025 22:12 PS001 605 Gift Shop 1,000
Save Cancel
Guest Balance Outstanding Balance Total Package
B 1,000 B 4,000 Qs 1,000
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7.15 Print Deposit
Chirc ndng nay cho phép nhan vién in céc giao dich dat coc dé luu trir hd so hodc cung cap bién lai cho khach.
Tuy chon Print Deposit chi hién thj khi giao dich dwoc chon 1a d&t coc. NEu ban chon bat ky loai giao dich nao

khéc, tly chon nay s& khéng kha dung, dam bdo chi céc giao dich dit coc hop 1& mdi cé thé duocin.

Pé thuc hién thao tac:

1. Nhan vao biéu tugng More Options trén giao dich dat coc.
2. Nhan Print Deposit.
3. Hé thdng sé hién thij tép Deposit tir giao dich ma ban da chon.

H me Q@ ° w & « 8 ik @ @
Cashie Exchange Log
€ nHouse B)  ranster B checon 7] Advance post K oo @ Rename foi ) st & remposting B roron
108 B Q= RR25000084/ C125000031 - Vivian QA v “ : o i
Due-out: 24/03/2025 12:00 Room Type : DLXPACCTWN
Check-In: 23/03/2025 15:50 Company RoomCharge  Restaurax oh i
B Master Folio Extra Folio )
FL25000077 41,000 FL25000078 428 Laundry s Transportation Tips
Q -
No. Posted RefNo. Q Transaction Total Amount R &
8 901 : Cash Deposit Apply 1,000 - Bella Nara
B s uisine
01 428
3 501 : Laundry Ladies 428 =

Extra ABF

Guest Balance Outstanding Balance

B 573 B 4,000 Qs
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#Aundndaia [ Smart Finder Co., Ltd.
ggg N 3 ] ..
000 § T - i
. -k e
Tuudouiiidusiasa / Deposit Invoice
Name : Vivian QA Print by : KATAE QA
Room : 108 Print Tme : 10/08/2025 17:24
Reference No. : RR25000084/CI25000031 ArrivalDeparture : 23/03/2025-24/03/2025
Description Time Payment type Amount Receiver
Deposit 23/03/2025 15:50 Cash Deposit Apply 1,000 Wanna Wang
Total 1,000

Account Information
Bank name :

Bank Account No. :
Telephone :

Note :
TF @Checked-in, Depost on 23/03/2025 #1,000.00 Deposit

Guest Receiver

7.16 Advance Post

Chtrc nang nay cho phép nhan vién ghi nhan cdc giao dich cho cac ngay trong tuwong lai vwgt qua ngay hién

tai, ddm bdo rang cac khoan phi sdp téi dwoc ghi nhan trudc. N6 thudng dugc st dung cho phi phong hodc
cac khoan phi da duoc 1én lich khac, chang han nhu phi géi dich vu hodc dich vu d&t trwdc, can ap dung vao
folio ctia khach cho nhitng ngay sdp téi.

Pé& thuc hién thao tac:

1. Nhan Advance Post tir thanh menu trén cung.
2. Hoép thoai Advance Post s& hién thi, bao gdm tat ca cac giao dich tir phong nay, ké ca cac giao dich
cho nhitng ngay tiép theo.
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PMS Q@ A & 0 ¥ & N
e
& Intose B rranster 8 Check-out A earyco @ Rename Folio wm  Print B3 em posting Fast Post
1123 31O | | = RR25000061/ C125000027 - Vivian VI v S Depesit —
Due-out: 26/03/2025 12:00 Room Type : BQR
Check-In: 23/03/2025 11:36 Company : Al RoomCharge  Restaurant Telephone
B Master Folio Extra Folio
B080068 -1,000  FL25000067 0 Laundry DJ":‘:’L" Miscellaneous  Transportation
" ”
No.  Posted RefNo. Q Transaction Total Amount R,
. . Balance o
1 23/03/2025 11:36 DP25030007 9007 : Bank Transfer Deposit Apply -1,000 AddOn Earonird Basicuiet ki ara
Revenue visine
Business
BREAKFAST Business Center Business
Center - Others Center Printing
Photacopy
Chuchaiburi_U Dry Cleaning
pou Day Use Discount P e
Early Check in E“”V(:’““” E“”éﬁ:‘“‘ Exclusive Trans.
Guest Balance Outstanding Balance Total Master Folio
B 1,000 B 12,500 Qs -1,000

Business
Center

Tips

Breakdown
Afternoon Tea
Revenue

Cancellation
Charge

Dry Cleaning
Ladies

Extra ABF

Advance Post

Post Date

23/03/2025

24/03/2025

24/03/2025

25/03/2025

25/03/2025

26/03/2025

Rate Code

OPEN

OPEN

OPEN

OPEN

OPEN

OPEN

Market Segment  Folio Type

Master Folio
Master Folio
Master Folio
Master Folio

Master Folio

Master Folio

Chon giao dich, hodc ban cé thé chon tat ca cac giao dich.
Nhan Confirm dé ghi nhan cac giao dich d3 chon vao folio cia phong.
Nhan Cancel d& huy qua trinh va déng hdp thoai.

Tran Code

ISC. %
Tran Name B

Disc. Amount  Total Charge

100

Room Charge
ABF
BREAKFAST
100

Room Charge
ABF
BREAKFAST
100

Room Charge
ABF
BREAKFAST

4,100

Remark

ABF for 2 Adult

ABF for 2 Adult

ABF for 2 Adult

Cancel

Lwu yv: Giao dich s& dwoc ghi nhan vao folio hién thj trong hop thoai. Luén kiém tra ngay ghi nhan va folio

trwdc khi xac nhan dé dam bao céc khoan phi duoc dp dung dung véi ngay du kién.
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QA Team

Chtrc nang nay cho phép nhan vién Iam thd tuc trd phong cho khéach trudc ngay dy kién. Khi s&r dung, hé

théng s& ty ddng tinh todn céc diéu chinh can thiét, cip nhat cac khoan phi néu cd, va thay déi trang thai cla

khach dé& phan &nh viéc tra phong sém.

Pé thuc hién thao tac:

1. Nhan Early C/O trén thanh menu phia trén.

2

2. Hé thdng s& tu dong ghi nhan giao dich cho phong nay va tinh todn téng s6 tién can thanh toan cho

phong.

Guest Balance Outstanding Balance Total Master Folio

B 4428 B

4,000

[~ I}

4,000

R R
o Q@ 0§ O I i@m & et
B9
€ InHouse B teonster B checkou b7 ) rint Fast Post
@ { ) 2 31 -
108 B O = RR25000084/ C125000031 - Vivian QA v Payment Depesit Currency
Due-out: 24/03/2025 12:00 Room Type : DLXPACCTWN
Check-In: 23/03/2025 15:50 Company: All Room Charge Restaurant Telephone B:U‘::t”
& Master Folio Extra Folio )
FL25000077 1,000 FL25000078 428 Laundry Demage Miscellaneous ~ Transportation Tips
Charge
No.  Posted RefNo. Q Transaction Total Amount R,
— . Balance Sailan Breakdown
1 23/03/2025 15:50 DP25030008 901 : Cash Deposit Apply -1,000 Add On it Banauet il Ao T
Revenue sl Reverue
2 23/03/2025 16:12 HP25030027 501 : Laundry Ladies 428
3 23/03/2025 17:20 HP25030027 501 : Laundry Ladies 428
Busines Business Busines
BREAKFAST e Center e
Center - Others Center Printing
Photocopy 9
Chuchaiburi U o - DryCleaning  Dry Cleaning
AT Day Use Discount Gentlemen Ladies
Early Checkin  Eorly Checkin Ed"‘ég:‘““ Exclusive Trans. Extra ABF
Guest Balance Outstanding Balance Total Master Folio
B 573 B 4,000 © s -1,000
PMS N @ O 2 i B oen
Q@ A @ o L b =
SRty
€ InHouse Transer B checkou Advance Post H ayoo @ rename ) Prn B temposting ast Post
== 2
108 3| Q| = RR25000084/ C125000031 - Vivian QA v payment Deposic Currency
Due-out: 24/03/2025 12:00 Room Type : DLXPACCTWN
Check-In: 23/03/2025 15:50 Company: Al RoomCharge  Restaurant Telephone "f‘:‘n’:::‘
B Master Folio Extra Folio )
FL25000077 4,000 FL25000078 428 Laundry "C“"‘J‘fi‘ Miscellaneous  Transportation Tips
y N
No. Posted RefNo. Q Transaction Total Amount R,
N Balance - Breakdown
1 23/03/2025 00:00 108 100: Room Charge 4,600 Add On Forward Banquet ot Afternoon Tea
Revenue o Revenue
2 23/03/2025 15:50 DP25030008 901 : Cash Deposit Apply 1,000
3 23/03/2025 16112 HP25030027 501 : Laundry Ladies 428
Business Dusness Business Cancellation
4 23103/2025 17:20 HP25030027 501 : Laundry Ladies 428 BREAKFAST  Center - Others Critar Center Printing Charge
Photocopy
5 24/03/2025 00:00 108 ABF : BREAKFAST 400 >
Chuchaiburi_U Daylise Ehecsrion OryCleaning  Dry Cleaning
AT Gentlemen Ladies
EarlyCheckin = E2rly Checkin Early Check £y clusive Trans. Extra ABF
1 out
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7.18 Single Payment

Chirc ndng nay dugc sir dung dé ghi nhan thanh toan cta khach vao folio cla ho, quan ly tryc tiép cac giao
dich tai chinh lién quan dén tai khodan cta khach tai khach san. N6 cung cap mét phuong phap hé thdng va ¢
t6 chirc d€ ghi nhan va quan ly théng tin thanh todn, dam bao tinh chinh xéc va theo déi ding cho ca héa
don khach hang va s8 sach tai chinh cha khach san.

DE thuc hién thao tac:

1. Nhan Payment.
2. Chon mét loai hinh thanh toan, va chirc nang thanh todn s& hién thj & phia bén phai.

B e Q@ néokmBE~sk s @
SEN0 09
€ InHouse B tronster B ceckou 7] Advance Post A eanyco @& Rename Folio m  Print 5 ttemposting B rstros
(@) = =
108 B O = RR25000084/ C125000031 - Vivian QA v post — R
Due-out: 24/03/2025 12:00 Room Type : DLXPACCTWN
Bank Transfer
Check-In: 23/03/2025 15:50 Company : All Cash Payment Credit Card Payment City Ledger
B Master Folio Extra Folio
FL25000077 4,000 FL25000078 428 Payment
b4
No.  Posted RefNo. Q Transaction Total Amount &,
1 23/03/2025 00:00 108 100 Room Charge 4,600 2 ]| o Room Alipay AmexCard  AmexOutlet  Bank Transfer
2 23/03/2025 15:50 DP25030008 901 : Cash Deposit Apply -1,000
3 23/03/2025 16:12 HP25030027 501 : Laundry Ladies 428
Bank Transfer
23/03/2025 17:20 HP25030027 501 : Laundry Ladies 428 Outlet BankTip CashOutlet  CashPayment  City Ledger
5 24/03/2025 00:00 108 ABF : BREAKFAST 400 >
City Ledger Credit Card Deposit Other
piin Complimentary (Offine) Pagret Diners Card
Diners Outlet HG online HG tip JCB Card JCB Outlet
Guest Balance Outstanding Balance Total Master Folio
B 4428 B 4,000 Qs 4,000

Nhap Amount ho3c nhan Full Amount, hodc ban c6 thé sir dung Numpad dé nhap s6 tién.
Nhap Reference No.

Nhap Remark.

Nhan Add, va théng tin thanh todn sé hién thj Payment Type, Remark, va Paid Amount.

o vk w
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pus Q@ A &o s @
Brchingelon
& In-House Transfer B Check-out 7] Advance Post K earycio @ Rename folio m)  Print |§\j Item Posting Fast Post
108 B O = RR25000084/ C125000031 - Vivian QA v - — R
Due-out: 24/03/2025 12:00 Room Type : DLXPACCTWN " ;
- Al Numpa: Attacl
Check-In: 23/03/2025 15:50 Company : 712: Allpay
(B Master Folio Extra Folio . Aot I
FL25000077 4,000 FL25000078 428 4,000
No.  Posted RefNo. Q Transaction Total Amount R, Ref No. .
0
1 23/03/2025 00:00 108 100 : Room Charge 4,600 0
Remark
2 23/03/2025 15:50 DP25030008 901 : Cash Deposit Apply 1,000
Payment with Alipay = =
3 23/03/2025 16:12 HP25030027 501 : Laundry Ladies 428 :
: Add
4 23/03/2025 17:20 HP25030027 501 : Laundry Ladies -428 :
5 24/03/2025 00:00 108 ABF : BREAKFAST 400
Payment Type Remark(s) Paid Amount
Total Remaining 4,000
Remains Unpaid 4,000
Total Paid 0
Guest Balance Outstanding Balance Total Master Folio Change 0
B 4428 B 4,000 Qs 4,000 | conce |

7. Nhan Pay dé luu qué trinh thanh todn. Néu ban nhan Pay & ABB, hé thong s& tao ABB va luu qua
trinh thanh todn. Néu nhan Pay & Print, hé théng s& in héa don ngay lap tlrc va lwu qud trinh thanh
toan.

8. Nhan Cancel dé hQy bo qua trinh nay.

PMS Q@ ‘xi@b’ﬁt“msigg
€ InHouse B tenster B Check-out 7] Advance Post A earyco @ Rename Folio = Print [ ttem posting E Fast Post

108 1 Ol |= 73 | RR25000084/ C125000031 - Vivian QA v —_— — e
Due-out: 24/03/2025 12:00 Room Type : DLXPACCTWN
. Al Numpad  Attach
Check-In: 23/03/2025 15:50 Company : 712: Mlipay
E Master Folio Extra Folio q Aot
FL25000077 4,000 FL25000078 428 0
No. Posted RefNo. Q Transaction Total Amount R, Ref No.
1 23/03/2025 00:00 108 100 : Room Charge 4,600
Remark
2 23/03/2025 15:50 DP25030008 901 : Cash Deposit Apply -1,000
= =+
3 23/03/2025 16:12 HP25030027 501 : Laundry Ladies 428
4 23/03/202517:20 HP25030027 501 : Laundry Ladies 428
5 24/03/2025 00:00 108 ABF : BREAKFAST 400
Payment Type Remark(s) Paid Amount

Alipay Payment with Alipay 4,000 E

Total Remaining 4,000
Remains Unpaid 0
Total Paid 4,000

Guest Balance Outstanding Balance Total Master Folio

Change

Page |50




Version : 10.02
Last Updated : 14 August 2025
Author : QA Team

7.19 Multi Payment

Chtrc ndng nay dugc sir dung dé ghi nhan thanh toan cta khach vao folio cla ho, quan ly tryc tiép cac giao

dich tai chinh lién quan dén tai khoan cla khéch tai khdch san. N6 cung cdp mdt cach thire ghi nhan va quan
ly théng tin thanh todn mot cach hé théng va cé té chirc, ddng thoi hd tro nhiéu loai hinh thanh todn trong
clung mot chire nang.

Pé thuc hién thao tac:

1. Nhan Payment.
2. Chon mét loai hinh thanh toan, va chirc nang thanh todn s& hién thj & phia bén phai.

B ems Q@ ‘—L‘@b’ﬁ/‘qf‘FNB&S
© | iivinse B ronste 0 credon || Z avocerone | W oo || B eewmerso || @) eix || o] nemeostng || B rescros

123 B O = C125000028/ C125000028 - Anya JTH v o B P
Due-out: 24/03/2025 12:00

Room Type : GFB

- - Bank Transfer -
Check-In: 23/03/2025 19:25 Company : Al Cash Payment  Credit Card apﬂyﬁl’:\‘[* City Ledger
B Master Folio Extra Folio Package “
=1 FL25000069 o FL25000070 4,500  FL25000071 860 Payment
" b
No. Posted RefNo. Q Transaction Total Amount R,
1 23/03/202511:03 0000 203 : Mini Bar 4,500 g "Oséc‘:n“flc"‘ Alipay Amex Card Amex Outlet Bank Transfer
2 23/03/2025 13:48 HP25030027 501 : Laundry Ladies 428
3 23/03/2025 16:12 HP25030027 501 : Laundry Ladies 428
Bank Tansfer, BankTip CashOutlet  CashPayment  City Ledger
Outlet Y
¢ ‘g:fz?“ Complimentary Cg“rf‘:;"’ D“g?;‘;g‘;:‘“ Diners Card
Diners Outlet HG online HG tip JCB Card JCB Outlet

Guest Balance Outstanding Balance Total Extra Folio

B 5360 B 7,500 Qs 4,500

3. Nhap Amount hodc nhan Full Amount, hodc ban cé thé s dung ban phim s& (numpad) dé dién sé
tién.

Nhap Reference No.

Nhap Remark.

Nhan Add, va thdng tin thanh todn sé hién thj Payment Type, Remark, va Paid Amount.

Nhan + dé chon loai thanh todn khdc, nhap s6 tién, va nhan Add Ian nita. Ban c6 thé thém nhiéu loai
thanh todn cho cung mot giao dich/hda don.

Nowue
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RNl

& InHouse 5]

Transfer

Guest Balance

B 5360 B

= =
123 Ol =
Due-out: 24/03/2025 12:00
Check-In: 23/03/2025 19:25
E Master Folio
FL25000069
No. Posted
1 23/03/202511:03
2 23/03/2025 13:48
3 23/03/2025 16:12

B chescon 7 Advance Post A eyco

) | C125000028/ C125000028 - Anya JTH

Room Type : GFB
Company :

Extra Folio
o FL25000070

Package

4,500 FL25000071

Outstanding Balance

RefNo. Q Transaction

0000 203 : Mini Bar

HP25030027 501 : Laundry Ladies

HP25030027 501 : Laundry Ladies
7,500

=

Q@ o &

Item Posting

v P

print 0]

705: Diners Card
. Amount
G
B0 2,000
Total Amount R, RefNo.
4,500 2

Remark

428
Pay with Diner Cards =

428

Add

Payment Type Remark(s)
Alipay

Amex Card
Total Remaining

Remains Unpaid
Total Paid

Total Extra Folio

Qs

4,500

Full Amount

Payment with Alipay

Pay with Amex Card

Change
“ dhinionon

owmEe ko @

Deposit

Currency

Numpad

Attach

Paid Amount

4,500
3,000
1,500

0

Cancel

8. Nhan Pay dé luu qua trinh thanh toan. Néu nhan Pay & ABB, hé théng sé tao ABB va lwu qua trinh
thanh todn. Néu nhan Pay & Print, bién lai s& duwoc in ngay lap tirc va lvu quad trinh thanh toén.
9. Nhan Cancel dé hlQy bé qua trinh nay.

Exchange Log

& InHouse 5]

Transfer

123 (B O =
Due-out: 24/03/2025 12:00
Check-In: 23/03/2025 19:25

rA Master Folio

FL25000069
No. Posted
1 23/03/2025 11:03
2 23/03/2025 13:48
3 23/03/2025 16:12

Guest Balance

B 5360 B

0 cexon | Adanceros | F eayoo

@ renameroic

C125000028/ C125000028 - Anya JTH

Room Type : GFB

Company:
Extra Folio Package
0 FL25000070 4,500 FL25000071
RefNo. Q_ Transaction
0000 203 : Mini Bar
HP25030027 501 : Laundry Ladies

HP25030027 501 : Laundry Ladies

Outstanding Balance

7,500

= Pr

Total Amount
4,500
a8

-428

Total

Qs

Q@ JAN: -}

Fast Post

B nemroung | [}

v = R

Amount

- -

RefNo.
iP, »
a o
Remark
= =
Payment Type Remark(s) Paid Amount
Alipay Payment with Alipay 500
Amex Card Pay with Amex Card 1,000
Diners Card  Pay with Diner Cards 2,000 E
Total Remaining 4,500
Remains Unpaid 1,000
Total Paid 3,500
Extra Folio Change 0

0 Full Amount

Currency
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7.20 Print Folio

Chtrc ndng nay cho phép nhan vién xem folio va chon in hodc giri cho khach. N6 thudong duoc st dung khi
check-out hodc theo yéu cau dé cung cap cho khach mot ban ké chi tiét cac khodn phi va thanh toan. Nhan

vién cling c6 thé chon céc chi tiét cu thé tir pop-up trudce khi in hodc glri folio.

P& thuc hién thao tac:

1. Nhan Print tir thanh menu trén clng.
2. Nhan Print Folio, sau d6 cac tham sé cho viéc in folio s& dwogc hién thi.

2 o -
H ews Q@ L Po g E e k@
Sechanocton
& InHouse B wanster E] Check-out 7] Advance Post K eanyco @ Rename Folio @ Print & uemposting E Fast Post
& = 2 & Print Foli
123 Bl O = 75 | 125000028/ C125000028 - Anya JTH fint Folio v Pt - T
Due-out: 25/03/2025 12:00 Room Type : GFB erint profonma koo
Check-In: 23/03/2025 19:25 Company : Al Room Charge Restaurant Telephone BC“Z:‘SS
r‘ Extra Folio Package Master Folio
B
| rL25000070 -2,000  FL25000071 1,860  FL25000086 0 Laundry Dc"'h"a‘f;: Miscellaneous  Transportation Tips
No. Posted RefNo. Q Transaction Total Amount -3
. Balance Breakdown
1 23/03/2025 11:03 0000 203 : Mini Bar 4,500 : Add On Eomard Banquet BEC'LE‘S"“:CW YR emioon Toa
Revenue Revenue
Z 23/03/2025 11:56 000 712 Alipay -500
3 23/03/2025 11:56 001 703 : Amex Card -1,000
Business Biftiness Business Cancellation
4 23/03/2025 11:56 002 705 : Diners Card -2,000 BREAKFAST . ter- Others Center Center Printing Charge
Photocopy
5 23/03/2025 13:48 HP25030027 501 : Laundry Ladies 428
6 23/03/2025 16112 HP25030027 501 : Laundry Ladies -428
- Chuch:;bun,u R O DGry Cl‘eamng DryLm:amng
7 24/03/2025 17:35 000 1004 : Visa Advance -3,000 H entiemen AES,
Early Check in E“yc:'““” Ea"éi:‘“k Exclusive Trans. Extra ABF
Guest Balance Outstanding Balance Total Extra Folio
B -140 B 1,000 ° B -2,000

3. Ban c6 thé chon thdéng tin dé in folio
[] Select Guest Name: Mac dinh 13 All, nhwng ban c6 thé chon bat ky khach nao trong phong nay.
[] Select Address Type: Chon loai dia chi dé in.
L] From Date /To Date: Chon khoang ngay dé in. Néu nhan All, ban khéng can chon ngay, hé théng
s& in tat ca.
L] Nhan nut radio dé chon Print Type: In theo Giao dich (Transaction) hodc theo Nhém giao dich
(Group Transaction).

J

Nhap Modify Description cho Nhém hodc Giao dich: d& mé td nhém hodc giao dich.

L] Bat Combine Room & ABF:dé& hién thi Room Charge va Breakfast trong cing mot dong.
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L] Bat Included Void / Correction s Cancel Payment: dé hién thj cac giao dich d4 Void, Correction

hodc Cancel Payment.

[] Bat Show Zero Transaction: dé hién thj cac giao dich cé gia tri bang 0.

L] BatShow Remark: dé hién thj ghi chu cho tat ca giao dich.

(] BAatPrint by Summary: dé in folio theo tém tat.

L] BatPrint Transferred Item: dé in cac giao dich dugc chuyén tir folio khac.

[ ] BatShow Deposit: d& hién thj giao dich deposit.

L] BatShow Deposit Apply: dé hién thij viéc ap dung deposit.

4. Nhan Preview dé xem théng tin duédi dang file PDF.
5. Nhan nut Send Email dé gtri folio qua email.
6. Nhan Cancel dé déng cira s6 Parameter.

Parameter
Select Guest Name Select Address Type
All Guest Address

From Date To

23/03/2025 :';s's 24/03/2025

@ Frint By Transaction Print By Group Transaction

All v

Modify Description for Group or Transaction

Combine Room & ABF Included Void / Correction / Cancel Payment
Show Zero Transaction Show Remark

Print by Summary Print Transferred Item

@ show Deposit Show Deposit Apply

Send Sl [ Ganeel ]
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Author : QA Team
Smart Soraso Hotel 1
Com Folio
Master Folio
1123
e FL25000066
Guest info. Mrs. Vivian VI
RR25000061
Company:
Page: 1/1
Address
Arrival 23/03/2025 Printed: 14/08/2025 11:59 By (KATAE QA)
26/03/2025
Departure 103/ Currency:THB
Date Reference Description Charged Paid Balance
23/03/2025 1123 Room Charge 4,500 0 4,500
23/03/2025 DP25030007 Bank Transfer Deposit 0 1,000 3,500
24/03/2025 DP25030007 Deposit Refund 0 -500 4,000
(four thousand five hundred Baht Only) = CED EXD e
(@iwisanumdau) Net Amount 3,823
Service Charge 382
VAT 294
Tax 0
Total Charged 4,000
Mrs. Vivian VI KATAE QA

Guest Signature Cashier Signature

Parameter

Select Guest Name

All
From Date

23/03/2025

. Print By Transaction

Select Address Type

Guest Address
To

26/03/2025

Print By Group Transaction

All

Modify Description for Group or Transaction

Combine Room & ABF Included Void / Correction / Cancel Payment

Show Zero Transaction Show Remark

Print by Summary Print Transferred Item

Show Deposit . Show Deposit Apply

m bl
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Guest Sighature

Cashier Signature

Lwu y: Chi chon nhitrng tuy chon can thiét cho yéu ciu in 4n cla ban.

Version : 10.02
Last Updated : 14 August 2025
Author : QA Team
Smart Soraso Hotel 1
[ ] [ ]
LR 2 Folio
Master Folio
1123
Room. FL25000066
Guest info. Mrs. Vivian VI
RR25000061
Company:
Page: 1/1
Address
Arrival 23/03/2025 Printed: 14/08/2025 12:19 By (KATAE QA)
26/03/2025
Departure /03, Currency: THB
Date Reference Description Charged Paid Balance
23/03/2025 DP25030007 Bank Transfer Deposit Apply 0 1,000 -1,000
23/03/2025 1123 Room Charge 4,100 0 3,100
24/03/2025 1123 BREAKFAST 400 0 3,500
24/03/2025 1123 Deposit Refund 0 -500 4,000
(four thousand five hundred Baht Only) c= L =LY S
(@vvinsannmeu) Net Amount 3,823
Service Charge 382
VAT 294
Tax 0
Total Charged 4,000
Mrs. Vivian VI KATAE QA
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7.21 Print Performa Folio

Chtrc ndng nay cho phép nhan vién xem folio cla cac giao dich trong mét phong dua trén nhat ky but toén.

NG thuong dugc st dung dé tao ban tam tinh cac khoan phi trwdc khi hoan tat folio, cho phép xem xét va
xac nhan tat ca cac giao dich da ghi nhan.

Pé thuc hién thao tac:

1. Nhan Print tir thanh menu trén cung.
2. Nhan Print Proforma Folio, sau d6 clra s6 Parameter for Print Folio s& hién thi.
3. Ban c6 thé chon bat ky théng tin nao dé in folio:

N
O
N

O OO

O O

J

Select Guest Name: M&c dinh I3 All, nhung ban cé thé chon bat ky khach nao trong phong nay.
Select Address Type: Chon loai dia chi dé in.

From Date / To Date: Chon khodng thai gian dé in. Néu nhan All, ban khéng can chon thoi gian, hé
théng s& in tat ca cac ngay.

Nhan nut radio dé chon Print Type: In theo Giao dich (Transaction) hodc theo Nhém Giao dich
(Group Transaction).

Nhap Modify Description cho Nhém hodc Giao dich: d& mé td nhém hodc giao dich.
B4t Combine Room & ABF: dé hién thi Room Charge va Breakfast trong mot dong.

B4t Included Void / Correction / Cancel Payment: dé hién thij cac giao dich d3 Void, Correction
hoac Cancel Payment.

B4t Show Zero Transaction: dé hién thj cac giao dich c6 gia tri bang 0.
Bat Show Remark: dé hién thj ghi chu cho tat ca giao dich.

BAt Print by Summary: dé in folio theo tém tat.

B4t Print Transferred Item: d€ in cac giao dich d3 chuyén tir folio khac.
4. Nhan Preview dé xem théng tin dudi dang file PDF.

5. Nhan nut Send Email dé glri folio qua email.

6. Nhan Cancel dé déng clra s6 Parameter.
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QA Team

PMS
B
€ In-House Transfer
123 B| O |=

Due-out: 24/03/2025 12:00

Check-out Advance Post

5| A eayco
~= | 125000028/ C125000028 - Anya JTH

Room Type : GFB

Q@

& Rename Folio Item Posting

Print Folio

Print Proforma Folio

Check-In: 23/03/2025 19:25 Company : Cash Payment
B Master Folio Extra Folio Package
FL25000069 0 FL25000070 1,000 FL25000071 -
»
No. Posted RefNo. Q Transaction Total Amount B,
1 23/03/2025 11:03 0000 203 : Mini Bar 4,500 : Post to Room Alipa
2 ay
Deposit
2 23/03/2025 11:56 000 712: Alipay -500 :
3 23/03/2025 11:56 001 703 : Amex Card 41,000 :
. Bank Transfer
4 23/03/2025 11:56 002 705 : Diners Card -2,000 : Outlet BankTip
5 23/03/2025 13:48 HP25030027 501 : Laundry Ladies 428 :
6 23/03/2025 16:12 HP25030027 501 : Laundry Ladies -428 :
City Ledger . iimentan
Outlet DRy
Diners Outlet HG online
Guest Balance Outstanding Balance Total Extra Folio
B 1860 B 4,000 (-} 1,000

les

Deposit

Credit Card

Amex Card

Cash Outlet

Credit Card
(Offline)

HG tip

T
lle

i

Fast Post

Currency

Bank Transfer
Payment

Amex Outlet

Cash Payment

Deposit Other
Payment

JCB Card

City Ledger

Bank Transfer

City Ledger

Diners Card

JCB Outlet

Parameter
Select Guest Name
All

From Date

23/03/2025

Print By Transaction

All

Modify Description for Group or Transaction

Combine Room & ABF
Show Zero Transaction

Print by Summary

Select Address Type
Guest Address
To

24/03/2025

Print By Group Transaction

Included Void / Correction / Cancel Payment
Show Remark

Print Transferred Item

m Send Email Cancel
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Smart Soraso Hotel 1
[ I EEE R b
W NN NN W Cawe
NEN  MEEEEET .
FOLIO NO FL25000070 PROFORMA FOLIO
FOLIO TYPE Extra Folio
ROOM NO 123 A/R CODE
COMPANY
GUEST NAME Miss Anya JTH
ADDRESS
ARRIVAL DATE 23/03/2025
DEPARTURE DATE 25/03/2025
[DATE REF NO DESCRIPTIONS CHARGE PAID J
Laundry Ladies 855 0
. TOTAL 855 0
(eight hundred and fifty-five Baht Only)
(udasamiduinmdau) GRAND TOTAL 855
CASHIER' SIGNATURE GUEST' SIGNATURE

Parameter
Select Guest Name Select Address Type
All Guest Address

From Date To

23/03/2025 25/03/2025

. Print By Transaction Print By Group Transaction

All

Modify Description for Group or Transaction

Combine Room & ABF Included Void / Correction / Cancel Payment
Show Zero Transaction Show Remark

Print by Summary Print Transferred Item

m Send Emall
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Smart Soraso Hotel 1
99/24 uuwyd Thailand

Tel: 0888887789 Fax: 12121434343
Email: QAONIy@gmail.com

FOLIO NO FL25000070
FOLIO TYPE Extra Folio

PROFORMA FOLIO

ROOM NO 123 A/R CODE
COMPANY
GUEST NAME Miss Anya JTH
ADDRESS
ARRIVAL DATE 23/03/2025
DEPARTURE DATE 25/03/2025
[ DATE REF NO DESCRIPTIONS CHARGE PAID J
23/03/2025 HP25030027 Laundry Ladies Ref No.: 428 0
0123456789
23/03/2025 HP25030027 Laundry Ladies Ref No.: 428 0
0123456789 Transferred from 123
folio FL25000070 10/08/2025 16:12
by:KATAE QA
TOTAL 855 1]
(eight hundred and fifty-five Baht Only)
(wilsgamhaminmdg CRAND TOTAL a5s
CASHIER® SIGNATURE GUEST SIGNATURE

14 August 2025

Lwu y: Mot proforma folio chi dung dé xem xét va khdng phai la héa don cudi cing hay hda don chinh thirc.

Hay hoan tat va xdc minh cac giao dich trudce khi phat hanh folio chinh thirc. Chi chon nhitng tuy chon can

thiét cho viéc in.
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7.22 Check Out tirng Folio va Glri dén E-Invoice

Chirc ndng nay cho phép nhan vién check out tirng folio va glti né dén hé théng e-invoice. Folio phai cé sé duw
bang 0 trudc khi thuc hién check-out, cé nghia 13 tat ca cac giao dich trong folio phai dwoc thanh toan day da
trwdc khi qua trinh check-out cé thé hoan tat.

Pé thuc hién thao tac:

1. Chon mét folio cé téng s& du 13 0, va nut Close & Send sé& hién thi.
2. Nhan Close & Send.

B ews Q@ E o lmE~ Bk ®
€ InHouse B ranster B onecout 7] Advance Pos & eyoo @ Rename Folio m  Print fiF emposting B restpost
123 3Ol = C125000028/ CI25000028 - Anya JTH v s Saymari Deposit Airery
Due-out: 24/03/2025 12:00 Room Type : GFB
Check-In: 23/03/2025 19:25 Company : Al Room Charge Restaurant Telephone E{‘;;E”
B Master Folio Extra Folio Package . x
FL25000069 0 FL25000070 1,000 FL25000071 260 | 4 Laundry D;":jg Miscellaneous ~ Transportation Tips
No. Posted Ref No. Transaction Total Amount R,
Balance Breakdown
1 23/03/2025 21:43 PS001 605 : Gift Shop 1,000 Add On Forward Banquet Belaiidts Afternoon Tea
Revenue Culdne Revenue
2 23/03/2025 21:48 PS002 605 : Gift Shop 1,000
3 23/03/2025 22:10 PS002 605 : Gift Shop 1,000
Business 3
B SRS Business o Business Cancellation
4 23/03/2025 22:11 123 700 Cash Payment -1,000 Center - Others % Center Printing Charge
Photocopy
Chuchaiburi_U s . DryCleaning ~ Dry Cleaning
AT Dy Use Discount Gentlemen Ladies
Early Checkin | oy Checkln | Early Check | o, 1 cive Trans Extra ABF
1 Out
Guest Balance Outstanding Balance Total Master Folio
B 1,860 B 3,000 [~ I 0

3. Hop thoai Post Invoice s& hién thij vdi cac chi tiét sau:

Document No.: S8 héa don tu déng tao va khong thé chinh stra.
Doc Status: Hién thj trang thai cda tai liéu (vi du: Prepare).
RSVN. No.:S6 dat phong lién két vdi ky luu tra cba khach.
Room No.: 56 phong da dugc chi dinh cho khach.

Arrival Date s Departure Date: Ngay check-in va check-out.

N O B B O

Guest Information: Bao gdbm céc trudng can thiét cho hda don va thdng tin khach. Company
Code |a tén cdng ty hodc ngudn dat phong, trong khi Guest Name |a tén cla khach. Néu cé, Tax
ID 13 m3 s& thué cla khach hodc cdng ty, va Tax Location chi ra dia diém thué néu khac vdi dia
chi ctia khach. Cac thong tin lién lac nhu Email s Telephone 13 bat budc cho khach hodc cong ty.
Cac trwong Address / Zip Code / City duwoc sir dung cho dia chi glri thu, ma buu dién va thanh

Page |61



Version : 10.02
Last Updated : 14 August 2025
Author : QA Team

pho. Treong Country 1a treong bat budc dé chon qudc gia clia khach. Payment Method 13 mot
truong bat budc, noi phuong thirc thanh todn, chang han nhuw TM/CK hodc Thé tin dung, sé duoc
chon. Cudi cung, phan Remark cho phép thém bat ky chi thich hodc ghi cht bé sung nao vé ky
Iwu trd hodc giao dich cta khach.
[] Transaction List: Phan nay hién thij tat ca cdc muc va khoan phi d3 dwoc ghi nhan.
4. Nhan Post Invoice dé xac nhan va hoan tat héa don. Sau khi dwoc dang, hda don s& dwoc ghi nhan
trong hé théng.
5. Nhan Cancel dé déng man hinh va hay bo qua trinh.

Post Invoice

Document No. Doc Status

RSVN. No. Room No. Arrival Date Departure Date

(125000028 123 23/03/2025 i 24/03/2025

Guest Information

Company Code - Name / Agent / Source * Guest Name
AGENT TES Anya JTH

Tax Location Email Telephone

anyamanee.smartfinder@gmail.com 0625011173

Address Country * City

QA Hotel, 123/12 Thailand Bangkok

Zip Code Payment Method * Remark

11000 TM/CK

Transaction List

v Description / Item / Size UnitPrice  VatRate % Net Amount Service Tax Total Amount Ref No./ Ref Trn

v/ | GiftShop 1,000 850 85 0 1,000

V/| GiftShop 1,000 850 85 0 1,000

Lwu y: Folio phai ¢ s6 du bang 0 dé& hé théng hién thj nit Close & Send.
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8.Check Out Room/Group

C6 san tai Cashier > Room List > Group Due Out, chirc ndng nay cho phép nhan vién check out nhiéu phong
dudi cing mét ma nhdm chi véi mot thao tac. NS giup don gidn hda viéc thanh toan sé du, quan ly phi va
phat hanh tai liéu cho toan bd nhédm, loai bd viéc phai dong phong mét cach riéng biét. Didu nay gilp tiét

kiém thai gian, giam thiéu sai s6t va ddm bao tat ca céc giao dich nhdm dugc hoan tat cung nhau.

Pé thuc hién thao tac:

1. Nhan vao biéu tugng Select & Go trén nhdm duwdi Group Due Out.

a4 ~ & 2 en B )
& Morning~  — G ¥ I L % b
A 1
Qésorn Folio Histary Cashier Audit c"‘:::[’ﬂ“”d” Manthly List Wristbands List Return Deposit
Right: ADMIN_QA v
) Trace & Track
d RR. Ref. No. RM.Type Code / %
OTA Ref. No. Original RM.Type Cade Room Guest Name Arrival Departure Depart
il Forecast = &) (& DUPS 3316 02/02/2025 05/02/2025
<~ O & & 2 ER2R000000: ClRo000 M8 DUPS DUPLEX SUITE 16:55 12:00
f&] Group & Block 2 sTOT 3115 02/02/2025 05/02/2025
= O & &3 P TAI STOT STANDARD TWIN 16:15 12:00
" STDK 3107 02/02/2025 05/02/2025
@ Reservation L 7 Yk 500005 5000049
el = Q& . = T a— STDK STANDARD KING 18:01 12:00
aa S s STOT 3110 02/02/2025 05/02/2025
" s = ) @ a2 RR25 51, C128 9
j, Front Desk = & is B el e sTOT STANDARD TWIN 1527 12:00

B cashier

ousekeeping
0om Maintenance

$H Lost & Found

& Monthly

udit & End OF Day

©
2§ Configuration

2. Hé théng s& hién thj thdng tin nhédm, khdng thé chinh sira trén trang nay:
Check-in: Ngay check-in ca nhém nay.

Time: Gi® check-in ctia nhém nay.

Check-out: Ngay check-out ciia nhém nay.

Time: Gi¢ check-out ctia nhém nay.

Group Code: M3 nhém cia nhém nay.

Group Name: Tén nhém.

Name/Contract: Hop déng sir dung cho nhém nay.

Reference No.:S6 tham chi€u cda dat phong nhém nay.

Status: Trang thai cia nhém nay.

N Y Y Y Y Y O B O

Night(s): Téng s6 dém cla d&t phong nhém.
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3. Danh sach phong trong nhém:
(] N&u mdt phong cé s6 du folio bang 0, nit Check-out s& dwoc hién thi.

[] NE&u sd du khong bang 0, nat Pay Now s& dugc hién thi.

o ~ [ o=
Q@ e PR g s @
orning v
€& Group List
Group Information
Check-in Time Check-out Time Group Code * Group Name * Name / Contract *
Ref No. * Status * Night(s) * Block Code *
Room Status Room No. Folio No. Folio Name Guest Name Folio Balance Payment Remark Pay Now Check-out
.
oD 31 FL25000122 Master Folio 15,800 Pay Now [E
oD 3114 FL25000118 Master Folio 15,050 Pay NOW'[E
oD 3114 FL25000119 Extra Folio 0 E] Check-out
oD 3115 FL25000124 Master Folio 0 E] Check-out
oD 3115 FL25000125 Extra Folio 0 E] Check-out
Total Rooms Total Guest Total Balance
3 6 30,850
[ Cancel ]

4. Nhan nut Pay Now sé dua ban dén trang Cashier, noi ban phai thanh toén tat ca céc giao dich con lai.
5. Nhan nut Check-out cho mét phong s& hién thi clra s6 Confirm Check-out:

(] Nhan Confirm dé hoan tat check-out phong nay.

L] Nhan Cancel dé& déng clra s6 pop-up va hly bd qua trinh check-out cla phong.
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Check Out

Are you sure to check-out this folio?

[

Nhan Select All va sau dé nhan Group Check-Out dé check-out tat ca cdc phong trong nhdm nay.
Clra s6 Confirm Check-out s& xuat hién:

L] Nhan Confirm dé check-out tat ca cac phong trong nhém.

L] Nhan Cancel dé& hily bd qua trinh check-out.

Check Out

Are you sure to check-out?

=
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9. Re-Print Folio After Check Out

C6 san tai Cashier > Folio History, chirc ndng nay cho phép nhan vién in lai folio ctia khach sau khi qud trinh
check-out d3 hoan tat. N6 thudng duoc sir dung dé cung cap mot ban sao bd sung cho khach hodc dé lwu trir
ho so ndi b, hién thij tat ca cac khoadn phi va thanh toan d3 dwoc hoan tat tai thoi diém check-out.

DE thuc hién thao tac:

1. Chon mét folio tlr danh sach lich s folio.
2. Nhan Print Folio, va c(ra s6 Parameter s& hién thi.

(¢ H ews @ ndokgtEa-:slks @
Hotel
£ ) smartSoraso Hotel 1 Room List Cashier Audit QS:";’Q’:;"“ Monthly List Return Deposit
¢ Right: ALL ADMIN
T
et
) Trace & Track
RoomNo.  Guest Name 1/2 Folio No. Folio Name AMT Before Paid  Arrival/Time Departure/Time 143 Ref, Na;
OTA Ref. No.
M Forecast
12 Tean RE FL25 5 Master Folio 4,000 20/03/2025 14:49 21/03/2025 12:11 RR25000009, CO25000002
{&] Group & Block )

— 12 Tean RE E € Extra Folio 0 20/03/2025 14:49 21/037202512:11 RR25000009, CO25000002
] Reservation 13 Tean RE FL25000013 Master Folio 4000 20/03/202514:39 21/03/202512:12 RR25000009-1, 025000003
34) Front Desk 13 Tean RE FL25000 Extra Folio 0 20/03/202514:39 2110312025 12:12 RR25000009-1, 025000003
23 cashier V| s David DA FL250 Master Folio 4,000 20/03/2025 14:22 21/03/2025 12:12 RR25000011, CO25000004
7 R 15 David DA FL25000010 Extra Folio 0 20/03/2025 14:22 21/03/2025 12:12 RR25000011, CO25000004
#;} Housekeeping

= David DA FL25000¢ Master Folio 0 20/03/202514:22 21/03/202512:12 RRG2500002, CO25000005
Y
25 Room Maintenance
David DA FL2S 2 Extra Folio 0 20/03/2025 14:22 21/03/202512:12 RRG2500002, CO25000005
£ Lost & Found
204 Momo MO £L : Master Folio 3,800 21/03/2025 14:57 22/03/2025 09:55 RR25000012, CO25000011
£ Monthly
204 Momo MO FL25000020 Extra Folio 100 21/03/2025 14:57 22/0372025 09:55 RR25000012, CO25000011
{55 Audit & End Of Day T . .
205 Momo MO FL25 7 Master Folio 4000 21/03/2025 14:55 2210312025 09:54 RR25000012-1, C025000010

3. Ban cé thé chon thong tin dé in folio:
[] Select Guest Name: Mac dinh 13 All, nhwng ban c6 thé chon bat ky khach nao trong phong nay.
[] Select Address Type: Chon loai dia chi dé in.
L] From Date /To Date: Chon khoang ngay dé in. Néu nhan All, ban khéng can chon ngay, hé théng
s& in tat ca.
(] Nhan nut radio dé chon Print Type: In theo Giao dich (Transaction) hodc theo Nhém Giao dich

(Group Transaction).

(] Nhap Modify Description cho Nhém hodc Giao dich: d& mé t nhém hodc giao dich.

J

B4t Combine Room & ABF: dé hién thi Room Charge va Breakfast trong cing mot dong.

(] BatIncluded Void / Correction / Cancel Payment: dé hién thij cac giao dich d Void, Correction
hodc Cancel Payment.

J

B4t Show Zero Transaction: dé hién thj cac giao dich c6 gia tri bang 0.

(] B4t Show Remark: dé hién thij ghi chu cho tat ca giao dich.
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Bat Print by Summary: dé in folio theo tém tat.

B4t Print Transferred Item: d€ in céc giao dich dugc chuyén tir folio khac.

OO

B4t Show Deposit: dé hién thj giao dich deposit.

L] Bat Show Deposit Apply: d& hién thij viéc ap dung deposit.
4. Nhan Preview dé xem thong tin duédi dang file PDF.
5. Nhan nut Send Email dé gtri folio qua email.
6. Nhan Cancel dé déng clra s6 Parameter.

Parameter

Select Guest Name

David DA

From Date

20/03/2025

@ Frint By Transaction

All -

Modify Description for Group or Transaction

Combine Room & ABF
Show Zero Transaction

Print by Summary

Select Address Type

Guest Address
To

21/03/2025

Print By Group Transaction

Included Void / Correction / Cancel Payment

Show Remark

Print Transferred Item

Show Deposit Apply

‘ Show Deposit

Send Email Cancel
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10. Recall Check Out
Cé san tai Cashier > Folio History, chitc ndng nay cho phép nhan vién goi lai folio d3 dwoc check-out, mién 13
qua trinh check-out xay ra trong cling ngay. Chirc ndng nay dac biét hitu ich dé thyc hién céc diéu chinh hodc

stra 16i trwdc khi cac giao dich trong ngay duoc hoan tat.

DE thuc hién thao tac:

1. Chon moét folio da dwoc check-out hdm nay.
2. Nhan Recall Check Out.

i " g . ™
() @ Lo mEesiks @®
Smart Soraso Hotel 1 L
¥ Right: ALL ADMIN oLy,
(@@ Print Folio Y Fier 1310f31
£ Trace & Track
RoomNo.  Guest Name 1/2 Folio No, Folio Name AMT Before Paid  Arrival/Time Departure/Time RLRaE NG,
OTA Ref. No
al Forecast Wanpen WAN EL25000023 Master Folio 0 21/03/2025 16:21 22/03/2025 09:55 RRG2500005, CO25000013
{&] Group & Block Wanpen WAN 5 4 Extra Folio 0 21/03/202516:21 22103/2025 09:55 RRG2500005, C025000013
. 207 Jafia OP FL25000025 Master Folio 4,000 21/03/202516:24 22103/2025 15:49 RR25000016, C025000007
@] Reservation
207 Jafia OP E Extra Folio 0 21/03/202516:24 22103/2025 15:49 RR25000016, CO25000007
£4) Front Desk
Jafia OP 2500 Master Folio 0 21/03/202516:24 22/03/2025 15:49 RRG2500006, C025000008
5 casier
Jafia OP E 8 Extra Folio 0 21/03/202516:24 22/03/2025 15:49 RRG2500006, CO25000008
xﬁ Housekeeping
18 Panya PA FL2500 Master Folio 5500 21/03/202511:38 22/03/2025 14:48 125000013, C025000006
24 Room Maintenance
18 Panya PA 125000034 Extra Folio 0 21/03/202511:38 22103/2025 14:48 125000013, CO25000006
£ Lost & Found SORYBY-2025 SORYBY-2025 EL25000039 Master Folio 0 22/03/202516:19 23/03/2025 12:00 RRG2500013, CIG2500005
(@ Montnly SORYBY-2025 SORYBY-2025 125000040 Extra Folio 0 22/03/202516:19 23/03/2025 12:00 RRG2500013, C1G2500005
27 Audit & End Of Day V| 224 GERMA SMF EL2500007¢ Master Folio 0 13:56 13:57 1, CO25000014
@ 224 GERMA SMF FL2500007! Extra Folio 0 23/03/202513:56 23/03/2025 13:57 RR25000071, C025000014
2 Configuration

Clra s6 Recall s& hién thi.

Nhap Remark.

Nh&n Confirm dé goi lai, va phong nay s& thay déi trang théi thanh In-House.
Nhan Cancel dé huiy bd qua trinh.
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Version : 10.02
Last Updated : 14 August 2025
Author : QA Team

Guest Name : GERMA SMF

Room No.: 224

Room No. :
Room 224

Remark :
Recall 23/03/2025
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