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1. Téng quan

Huwdng dan s dung PMS — Nhém & Chan phong nay cung cap cho nhan vién cac huéng dan chi tiét vé viéc
quan ly Phan phong cho nhém, Chinh stra théng tin cho toan bd nhém, Lam tha tuc nhan phong nhém, Thém
phong vao nhém va Tach mot phong ra khdi nhém. Huwéng dan duoc thidt k€ nham dam bao cac budc thuc
hién r& rang, tirng budc mot dé st dung hé théng hiéu qua trong viéc xr ly cac quy trinh lién quan dén thué
va bién lai.

2. Tao dat phong nhom

Chirc ndng nay cé san trong muc Group & Block > Make Reservation, cho phép ngudi dung tao dit phong
cho nhiéu phong dudi cuing mét ma nhdm, bao gbm ngay dén/ngay di, lwa chon phong, cong ty hgp déng va
théng tin ho so khach.

Cac budc thyc hién:

Nhan Group & Block > Make Reservation

Nhap ngay dén va ngay di, sau dé click Check dé xem tinh trang phong.
Nhan Room button dé thém phong.

S dung dau + hodc - dé diéu chinh s& lwgng phong, sau dé nhan Confirm.
Nhan Add To Cart & Continue dé chuyén sang thong tin dit phong.

Nhan biéu twong Tim kiém trong 6 Hop dong dé chon cdng ty hop dong.
Chon Rate Code, nhap Gia phong, va chon Breakfast Code.

Nhap Group Code va Group Name.

Chuyén sang Guest Profile tab va nhap théng tin khach.

10 Nhan Confirm or Confirm & Print dé hoan tat dat phong.

Lo N R WNE

Total Night Total Rooms  Total Guest Total Charge

& il
NEW BOOKING € Rate & Ay il ColendarView 6P Forecast iew 15 5 40 52,500.00
Arrival Date Rate Code ExtraCharge  Avg. Other Breakdown Total Daily Rate
00m Availabili 00mis) otal Gues reakfas
Room I Typa Departure Date oA Ak Rasmps TS Avg. Rate - - (Bed & Person) Add On Total Charge
210412025 OPNRB ABF 000 = 17,500.00
Xi 7 [
& jouse 2410412025 5 & 8 110000 & 2.400.00 o 000 5250000 ™
Deposit & Payment
Booking Info.

Arri il B

2110412025 = o® - €] "

A d By D

Fligl + o

cley

x O 30310 test@gmail con 012345678 1rin Somboon

Al lep!
x Q ! 45
xQ 9

c As) 9

Group / Party
i

Lwu y: DAm bao chon ding céng ty hop ddng va ma gid dé phan anh gia chinh xac.
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3. Phan phong cho nhom

Chtrc ndng nay cé san trong PMS > Group & Block > Booking Tap, cho phép nhan vién phan phong cho dat
phong nhém.

Cac budc thuc hién:

1. Chon Group & Block Function > Booking Menu tap.
2. Nhan vao dong chi*r mau xanh trong trudng Group Code.

Booking Today Arrival Mo Show Cancellation In House History Waiting List Holding List 1-20f2
Group Code Group Name Guest(s) Arrival Departure Room(s) Company Name Total Charge Block Code Ref No.
P P P Night(s) Agent Name 9 -
@ O ar‘ GA250322582  ANT-20250716-1 8 22/03/2025 24/03/2025 : 48,000 RRG2500009
@ O ar‘ GA250322648  Meeting 12 24/03/2025 25/03/2025 g Walk In (su Rate Co... 12,000 RRG2500011

3. Péanh diau vao 6, sau dé nhan Duplicate button.
4. Nhan Confirm button dé tiép tuc, hodc nhan X icon hodc Cancel button dé hay bé.

& Grouplist zé Cancel Room B Copy {T Duplicate Auto Assign & Grouplnfo Bl View pericd D) Load Guest List = Print
Group Information
Arrival Departure Group Code Group Name Company & Agent Name
)
)
Ref No. Status Night(s) Block Code
Room Status ~ Room No. Ref No. Room Type Arrival Date Departure Date Night(s) Room(s) Guest(s) Guest Name 1/ Room Master
Guest Name 2
v RS Z RR25000030 DLXT 24/03/202514:00  25/03/2025 12:00 1 3 2 Group Meeting VIP
RS Z RR25000031 POOLSTTWNB 24/03/202514:00  25/03/2025 12:00 1 3 2 Group Meeting VIP

Lwu y: Trong trudng Room Type dugc chon chi céd mét phong duy nhat, cé thé bd qua budc nay.

5. Danh diu vao 6, sau d6 nhan Auto Assign button dé hé théng ty dong thém s8 phong. Hodc chon

U nat Chon dé chon s6 phong..
6. Sau do, s6 phong sé hién thi trong trwdrng S8 phéng (Room No.).

7. Chon phong chinh bang cach danh dau vao 6 trong truvdng Phong chinh (Room Master).
8. Nhan nut Lwu (Save) dé xac nhan.
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Group Information
Arrival Departure Group Code Group Name Company & Agent Name
=
=
Ref No. Status Night(s) Block Code
Room Status Room No. Ref No. Room Type Arrival Date Departure Date Night(s) Room(s) Guest(s) gz::: z:m: ;[ Room Master
AD m "[E DLXT 24/03/202514:00  25/03/2025 12:00 1 1 2 v
AD 112 "[E DLXT 24/03/202514:00  25/03/2025 12:00 1 1 2
AD 113 r[E DLXT 24/03/202514:00  25/03/2025 12:00 1 1 2
AC 701 r[E POOLSTTWNB 24/03/202514:00  25/03/2025 12:00 1 1 2
AC 702 *[[ POOLSTTWNB 24/03/202514:00  25/03/2025 12:00 1 1 2
AC 703 *[[ POOLSTTWNB 24/03/2025 14:00 25/03/2025 12:00 1 1 2 Grou
Total Night Total Rooms Total Guest Expect Revenue
6 6 12 12,000
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4. Chinh stlra thong tin cho toan bd nhém

Chtrc ndng nay cé san trong PMS > Group & Block > Booking Tap, cho phép nhan vién chinh sira hodc thém
thong tin vao dat phong nhém

Cac budc thuc hién:

1. Chon chirc nang Group & Block Function > Booking Menu tap.
2. Nhan vao dong chi*r mau xanh trong trudng Group Code.
3. Nhan vao dong chi* mau xanh trong trudng Ref No.

Group Information
Arrival Departure Group Code Group Name Company & Agent Name
=
Ref No. Status Nightis) Block Code
Guest Name 1/
Room Status  Room No. Ref No. Room Type Arrival Date Departure Date Night(s) Room(s) Guestis) 2ot ame 2 Room Master

A 1 ‘| puT 24/03/2025 14:00 25/03/2025 12:00 1 2
A 12 '™ oL 24/03/2025 14:00 25/03/2025 12:00
A 113 '™ DLXT 24/03/2025 14:00 25/03/202512:00
' 701 ™ POOLSTTWNS 24/03/2025 14:00 25/03/2025 12:00
C 702 ™ POOLSTTWNE 24/03/2025 14:00 25/03/2025 12:00
Ac 703 ™ 1 POOLSTTWNE 24/03/2025 14:00 25/03/2025 12:00

4. Chinh slra dat phong.

5. Nhan nut Confirm.

6. Nhan nut Confirm dé cip nhat théng tin cho céc phong khéc trong nhém,
hodc chon nat Cancel dé chi cAp nhat cho mét phong duy nhat.

Apply with group X

You want to apply with group
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7. Chon phong dé cap nhat thong tin.
Ve . .- A ~ n
8. Chon cdc chi tiét can cap nhat.
n a ~ 7 Y
9. Nhan nut Apply Now dé xac nhan.
Group Apply
Group Code * Group Name * Group Remark *
Room No. / Type * Name / Contract * Check-in Time Check-out Time
Status Ref No. Rm. No. Rm. Type Guest Name Check-in Check-out Field Name Value
NaULIdILy Hidi
) RR25000030 m DLXT Meeting VIP 24/03/2025 25/03/2025 .
W Posting Type Dail
@ (Daily/Monthly) fly
RRG2500011 M111 ™ Meeting VIP 24/03/2025 25/03/2025
Guest Profile Meeting VIP
® RR25000031 701 POOLSTTWNB Meeting VIP 24/03/2025 25/03/2025
Room Rate OPABF
® RR25000030-2 113 DLXT Meeting VIP 24/03/2025 25/03/2025
Booking Status Cenfirmed Booking
1+ RR25000031-1 702 POOLSTTWNB Meeting VIP 24/03/2025 25/03/2025
/| Booking Remark
W RR25000031-2 703 POOLSTTWNB Meeting VIP 24/03/2025 25/03/2025
Room Type Code DLXT
| Sale Person Name 55
+| ADDRESS SHOW TYPE Guest
/| Market Segment Airlines
Comments
+ | ARVoucher Number
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5. Lam thu tuc nhan phong nhém
Chtrc ndng nay cé san trong PMS > Group & Block > Today Arrival Tap, cho phép nhan vién |am tha tuc nhan
phong cho dat phong nhém.

Cac budc thuc hién:

Chon chirc nang Group & Block Function > Today Arrival tap.
Nhan vao dong chir mau xanh trong trwdng Group Code.
Chon phong can lam tha tuc nhan phong.

Chon Room Master.

Nhan nut Check In Booking dé lam thu tuc nhan phong.

ok wnN e

Group Information
Arrival Departure Group Code Group Name Company & Agent Name
=
=
Ref No. Status Night(s) Block Code
v Room Status ~ Room No. Ref No. Room Type Arrival Date Departure Date Night(s) Room(s) Guest(s) g:::: :::: ;" Room Master
v AC 208 ™ RR25000030-1 pLXT 22/03/202514:00  23/03/2025 12:00 1 1 2 Group Meeting VIP
v AC 210 '[[ RR25000030 DLXT 22/03/2025 14:00  23/03/2025 12:00 1 1 2 Group Meeting VIP v
v AC 212 ™ RR25000030-2 DLXT 22/03/202514:00  23/03/2025 12:00 1 1 2 Group Meeting VIP
v AC 704 *[E RR25000031 POOLSTTWNB 22/03/202514:00  23/03/2025 12:00 1 1 2 Group Meeting VIP
v AC 705 *[[ RR25000031-1 POOLSTTWNB 22/03/202514:00  23/03/2025 12:00 1 1 2 Group Meeting VIP
v AC 706 *[E RR25000031-2 POOLSTTWNB 22/03/202514:00  23/03/2025 12:00 1 1 2 Group Meeting VIP
Total Night Total Roams Total Guest Expect Revenue
(3 6 12 12,000
9 cesnsons ([ R
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6. Tach mot phong ra khéi nhém
Chtrc ndng nay cé san trong PMS > Group & Block > Booking Tap, cho phép nhan vién tach mot phong ra
khéi dat phong nhém.

Cac budc thuc hién:

Chon chirc nang Group & Block Function > Booking Menu tap
Nhan vao dong chir mau xanh trong trwdng Group Code.

Nh&n vao dong chi* mau xanh trong trwdong Ref No.

Xda dit liéu trong trwong Group Code hodc nhap thong tin mai.
Nhan nut Confirm dé cip nhat théng tin.

ok wnN e

20.45% OCC  Available: 174 Rooms N =f "
H  ews @ 0o km@e sk o
% RR. Ref. No.: RR25000031
EDIT BOOKING : Group Detail b=l print =] Activity Lo
€ oo @ yios OTA Ref. No.:
Arrival Date PR Rate Code Extra Charge Avg. Other Breakdown Total Daily Rate
Room / Type Departure Date Room Availability Room(s) Total Guest Avg. Rate Breakfast (Bed & Person) ‘Add On Total Charge
+ 22/03/2025 OPABF ABF L] 2,000
POOLSTTWNB 4 1 2 0 k3 "
704 [I: 23/03/2025 Z 1,400 Z 600 0 C 2,000
Booking Info Guest Profile Note & Attachment Hotel Transfer Posting Instruction Deposit & Payment Other
Airlines Other Walk In 55
Group / Party
Individual (@) Group Party
Group Code Group Name Group Leader Room Master
GA250322648 Q Meeting
Group Remark
Purpose Of Stay
Q +
Guest Profile
Add Guest
Guest 1 B 5
Information Address Profile Note
Title Gender First Name Last Name Date Of Birth 1D Card / Passport
Group Other Meeting x Q VIP s 5
Created By: Tam TR 21/07/2025 15:32  Last Updated By : Tarn TR 23/07/2025 22:31 c””g;’;'kfr“;’e"d Confirm Booking
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7. Chinh sira thong tin nhém
Chtrc ndng nay cé san trong PMS > Group & Block > Booking Tap, cho phép nhan vién chinh sira dat phong
nhém.

Cac budc thuc hién:

Chon chirc nang Group & Block Function > Booking Menu tap
Nhan vao dong chir mau xanh trong trwdng Group Code.
Nh&n nut Group Info.

Cap nhat chi tiét dat phong.

Nhan nut Save dé cap nhat thong tin.

ok wnN e

Group Info Edit X

Group Info
Arrival Departure Group Code * Group Name * Status *
GA250322025 Meeting Confirmed Booking
Master Room Group Leader
Goverment
Group Remark
Early ABF
Function No. Function Name

Meeting V.1

Save Cancel
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8. Nhap danh sach tén khach

Chtrc ndng nay cé san trong PMS > Group & Block > Booking Tap, cho phép nhan vién nhap danh sach tén
khach tl file Excel vao dat phong nhom

Cac budc thuc hién:

1. Chon chirc nang Group & Block Function > Booking Menu tap.
2. Nhan vao dong chi* mau xanh trong trwvong Group Code.
3. Nhan nut Load Guest List.
~ P 22 X . R
4. Nhan nut Load Template dé tai mau biéu.
Group Info X
Group Code * Group Name *
@ s
° :g‘ Rm. Type Adult  Child  Arrival Departure Guest Name 1 Guest Name 2 Title First Name  Last Name :jz:)sspnr[/ID Card
704 POOLSTTWNB 2 0 22/03/2025  23/03/2025 Meeting VIP No data
Add Person
212
Update Guest 1
Title First Name # Last Name *
Group Meeting x Q VIP
Passport / 1D Card No. Register No. TM. No.
Update Guest 2
Title First Name * Last Name *
Please Select Q
Passport / 1D Card No. Register No. TM. No.
705 POOLSTTWNB 2 0 22/03/2025 23/03/2025 Meeting VIP
Undo Guest 1 Undo Guest 2 Undo Guest All Guest 1 Guest 2 Auto Assign

5. Nhap tén khach vao biéu mau d3 tai xuéng.

A B C D E F
Template GuestList

RoomNo ﬂl‘itle ﬂ FirstName ﬂ [ELGE T n PassportNumber -
F

704 Miss KXX0L Lastname01 111111111111
704 Miss X¥X02 Lastname02 222232222322
705 Mister KXX03 Lastname03 333333333333
705 Mister XxX04 Lastname04 B
706 Miss XXX05 Lastname05 555555555555
706 Miss XHX06 Lastname06 666666666666,

L =
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6. Nhap vao nut Load Guest List dé nhap danh séch khach.
7. Nhap vao nut Save dé cap nhat thong tin.
Group Info
Group Code * Group Name *

o Rm.

No. Rm.Type Adult  Child  Arrival Departure  Guest Name 1 Guest Name 2 Title
704 POOLSTTWNB 2 0 22/03/2025  23/03/2025 XXX01 Lastname01 XXX02 Lastname02 No data
Add Person
2/2
Update Guest 1
Title First Name * Last Name *
Miss XXX01 x Q Lastname01
Passport / 1D Card No. Register No. TM. No.
mnmunnm
Update Guest 2
Title First Name * Last Name *
Miss XXX02 x Q Lastname02
Passport/ 1D Card No. Register No. TM. No.
222222222222
705 POOLSTTWNB 2 0 22/03/2025 23/03/2025 XXX03 Lastname03 XXX04 Lastnarme04
Undo Guest 1 Undo Guest 2 Undo Guest All

Guest 1

¢y Load Template

First Name

Last Name F’\’JasspnrlfID Card

Guest 2

Auto Assign
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9. In tai liéu

C6 san tai PMS > Group & Block > Booking Tap, chirc ndng nay cho phép nhan vién in tai liéu lién quan dén
dat phong nhém.

Cach thuc hién:

1. Chon Group & Block Function > Booking Menu tap.
Nh&p vao van ban mau xanh trong trudng Group Code.
3. Nh&p vao nut Print.

Chon Print Booking Form — In thong tin dat phong.

Chon Proforma Form — Tao hda don tam tinh.

Chon Rooming List — In danh sach khach ctia nhom.

N

& Grouplist & Grouplnfo E]  viewPeriod D] Load Guest List = print
Group Information Print Booking Form
Arrival Departure Print Proforma Form Group Name Company & Agent Name
Print Rooming List =
RefNo Status Night(s) Block Code
Room Status  Room No. Ref No. Room Type Arrival Date Departure Date Night(s)  Room(s)  Guest(s) CuestName1/ Room Master
Guest Name 2
AC 704 ™ RR25000031 POOLSTTWNE 22/03/202514:00  23/03/2025 12:00 1 1 2 M Lastnamen
M Lastname02
03
Ac 705 ™ RR25000031 POOLSTTWNS 22/03/202514:00  23/03/2025 12:00 1 1 2 pE—
named
AC 706 KD POOLSTTWNB 22/03/202514:00  23/03/2025 12:00 1 1 2
Total Night Total Rooms Total Guest Expect Revenue
3 3 6 6,000
&92
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10. Sao chép dat phong nhom

C6 san tai PMS > Group & Block > Booking Tap, chirc ndng nay cho phép nhan vién sao chép dit phong

nhém.

Cach thuc hién:

1. Chon Group & Block Function > Booking Menu tap.
2. Chon hop kiém cia nhédm can sao chép.
3. Nh&p vao nut Copy.

fé Make Reservation % Cancel Group & Grouplnfo El  Viewperiod =] Print
Booking Today Arrival No Show Cancellation In House History Waiting List Holding List Y Fiter 111 0f 11

Room(s) Company Name

Group Code Group Name Guest(s) Arrival Departure Night(s) Agent Name Total Charge Block Code Ref No.
@ O éi‘ GA250322025 Meeting 6 22/03/2025 23/03/2025 ; Walk In (su Rate Co... 6,000 RRG2500011
@ Q gf 22072025HHH ~ Meeting 14 22/03/2025 23/03/2025 g Walk In (sJu Rate Co... 13,500 RRG2500019
@ Q éf' 2207202500 Meeting 2 22/03/2025 23/03/2025 1 Walk In (s3u Rate Co... 2,500 RRG2500021
N . e v \ 7 7
4. Nhap chi tiét dat phong cho nhédm mdi.
~ \ . R N
5. Nhap vao nut Save dé xac nhan.
Copy Group X
From Group
Group Name* Groe
Group Leader® Function No.* o me*
Sroup Arrival Time Group Departure Time verue® Sign Board®
- )
Of Roger
To Group
Group Code * Group Name * Group Remark
Group Leade Function Mo, Function Mame Crganization Name
2 Deeps Time erne Board
i 400 [C] o 20 [C]
[ o
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11. Huy D4t Phong Nhém

C6 san trong PMS > Group & Block > Booking Tap, chitc ndng nay cho phép nhan vién hly dit phong theo

nhém.

Cac budc thuc hién:

1. Chon Group & Block Function > Booking Menu tap.
2. Chon d4u kiém tai nhém can hay.
3. Nhé&p vao nat Cancel Group dé hdy dat phong nhom.

& Make Reservation Cancel Group B Copy. & Grouplnfo View Period = prine
cl
Booling Tody vl No Shanw Canceltion 10 House History Waiting Uit Holding List 1120f12
. Room(s)  Company Name
GroupCode  Group Name Guest(s)  Arrival Departure Nightt Agent Name Total Charge  Block Code Ref No.
v @ O @f GA250322025 Meeting 6 22/03/2025 23/03/2025 ; ‘Walk In (sou Rate Co... 6,000 RRG2500011
@ O @f 22072025HHH  Meeting 14 22/03/2025 23/03/2025 : ‘Walk In (sou Rate Co... 13,500 RRG2500019
@ O @f 22072025UU. Meeting 2 22/03/2025 23/03/2025 1 ‘Walk In (sou Rate Co... 2,500 RRG2500021
4. Nhap thong tin hdy dat phong cho nhdm can hay
5. Nh&n nut Save dé xac nhan
Group Cancellation b 4
Reference No. Group Code Group Name Group Arrival Group Departure
No. Of Rooms No. Of Guest Block Code Guest Name Company
Balance
Guest Cancel By
Guest Cancel By * Guest Cancel Tel * Cancel Date Cancel Time

Cancel Reason

= Q

Cancel Reason *

Save Cancel
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12. Khoi phuc dat phong nhom
C6 san trong PMS > Group & Block > Cancellation Tap, chitc ndng nay cho phép nhan vién khdi phuc dat
phong nhém d3 bi hdy

Cac budc thuc hién:

1. Chon Group & Block Function > Cancellation Menu tap.
2. Chon dau kiém tai nhém can khéi phuc.
3. Nh&p vao nut Recovery Group.

G Make Reservation | [l Recovery Group & Grouplnfo Bl viewperice = Print
Booking Today Arrival No Show Cancellation In House History Waiting List Holding List 1-10f1
Group Code Group Name Guest(s) Arrival Departure Roomis) Company Name Total Charge Block Code Ref No.
P P P Night(s) Agent Name g :
v @ Q ar‘ GA250305361 Goverment 6 05/03/2025 06/03/2025 ? Walk In 15,000.00 CLG2500001

4. Nhan Confirm button nit dé xic nhan phuc hoi dit phong.
5. Nhan Cancel to dé bo qua va déng pop-up.

Recovery X
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