=29 SORASO

. » ‘
''''''
......
.....
.......
.....
........
-----
.......
.......
.......

.....
.

Manual

PMS-Maid Assignment User Guide

=P S
.
. .
. . 5
v S .
.....
........
. ..
. . & e
-------
-----
......
........
......
......
.......
-----------
...............

......
......




CR_) SORASO —

Version : 10

LastUpdated: 5June 2025
Author:Documentation Team

TABLE OF CONTENTS

Gan Cong Viéc Theo Ngay 03
Gan Cong Viéc Theo Ngay Trong Tuan 04
Tao M¢i Loai Cong Viéc 05
Cap Nhat Trang Thai Cong Viéc 06
Bédo Cdo Cong Viéc Buéng Phong 07

Page |2




(R_) SORASO

Version : 10

LastUpdated: 5June 2025
Author:Documentation Team

1.Téng quan

Tailiéu huéng dan sir dung PMS - Maid Assignment nay cung cap cho nhan vién khach san va ngudi dung hé
thdng cac hudng dan dé quan ly viéc phan cdng cong viéc cho nhan vién budng phong. Bao gom: phan cong
viéc theo ngay cu thé hodc theo cac ngay trong tuan, tao mdi loai cong viéc, cp nhat trang thai va xuat bao
cdo. Tai liéu dugc thiét ké rd rang, theo tirng budc cu thé, va dua trén tinh hudng thuc té trong hé théng.

2.Gan Cong Viéc Theo Ngay

Chilrc nang nay cé tai: Housekeeping > Room > Maid Assignment

Cho phép nhanvién phan cdng nhan vién budng phong chon cac phong cu thé trong mét ngay xac dinh. Ngudi dung
c6 thé chon loai cdng viéc, trang thai, ghi chi va xac nhan phan cong.

Cac buwécthuwchién:

1.

© NOoO Uk~ WN

Nhan chon phong can phan céng-> chon vao muc Maid Assignmemt (hé théng s& hién thi man hinh Maid
Assigment)

Nh&n Assign To va chon cdc nhan vién buéng phong can giao viéc

Nhan Task va bAm vao nut dau <+ déthém loai cdng viéc

Chon Assign Status (Théng thuorng, Khan cap, hodc Theo yéu cau khéch)

Chon Perform Date

Hé théng s& hién thj Perform Time

Nhap ghi chd tly chon, t8i da 300 ky tu)

Nhan Confirm dé hoan tat

Maid Assignment X
Room 106
Assign To *
Task * Assign Status
Setup Honeymoon Bed Maid Routine
. Perform Date Perform Day
Perform Date
21/04/2025 i

Perform Time

Remark

0/300

Lwuy: TUy chon nay danh cho céc cdng viéc chithywe hién mét [an. Déivdi cong viéc ldp lai, hdy dung chirc ndng
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3.Gan Coéng Viéc Theo Ngay Trong Tudn

Chirc nang nay cé tai: Housekeeping > Room > Maid Assignment

Cho phép |én lich cdng viéc dinh ky cho nhan vién bubng phong theo cédc ngay trong tuan. Ngudi dung cé thé
chon cac ngay can 13p lai cdng viéc, loai cong viéc va ngay két thic tuy chinh.

Cacbuwdcthuwc hién:

1. Nhan chon phongcan phan céng-> chon vao muc Maid Assignmemt (hé théng s& hién thi man hinh Maid

Assigment)

2. NhanTaskva bdm vao nut dau <+ dé thém loai cdng viéc

3. Chon Assign Status (khdng cho phép chon "Theo yéu cau khach")

4. NhanPerform Day

5. Chonché&dd lap lai: hang thang t6i da 5 thang) hodc thiét 1ap ngay két thuc tuy chinh
6. Chonmét hodc nhiéu ngay thuc hién

7. Nhéapghichu tuy chon, tdi da 300 ky tw)

8. Nhan Confirm dé xac nhan

Maid Assignment X

Room 106

Assign To *

Task * Assign Status

Setup Honeymoon Bed Maid Routine

perform Date | )| Perform Day

Repeat Monthly

Monthly 1

Perform Day

MON TUE WED THU FRI SUN

Perform Time

Remark

Lwuy: S dung chirc ndng nay dé ty dong hda cong viéc dinh ky ma khéng can thao tac hang ngay.
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4.Tao M¢@i Loai Cong Viéc
Chirc nang cé tai: Housekeeping > Room > Maid Assignment

Cho phép tao céc loai cdng viéc mdi dé dam bao sy nhat quan trong dich vu va theo ddi cac hoat dong chuyén
biét. Mi loai chi dinh mdt cong viéc mic dinh cho hé théng.

Cac bwécthwe hién:Nhan chon vao nut trong muc Maid Assignment
1. NhanNew-> Hé thdng s& xuat hién 1 6 méi dé ngudi dung nhap loai cong viéc
2. Nhaptén congviéc (t6ida 50 ky tw)
3. Chon Default Task néu muén datlam mac dinh chi mét cdng viéc dugec dat mac dinh)
4. Nh3nSave déluu

Task Type

e New

Ta
*

Default Task x Default Task x

Task 1#

Changing Bedsheet

17/50
0/50
Task 2 * Default Task X Task 3% Default Task 9K
Changing Stuff ) xoes Checking
50/50 8/50
Task 4 * Default Task X Task 5 * Default Task MK
Cleaning Bathroom Clean Room
17/50 10/50
Task 6 * Default Task - X Tk 7 @ Default Task
Changing Flower Setup Honeymoon Bed
15/50 19/50

Save Cancel

Lwuy: S dung tén mo ta rd rang nhu <Vé sinh ki, “Chuan bj tién nghi», hodc “Chao dén khach» dé ddm bao rd
rang va dé théng ké bao cdo.
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5.Cap Nhat Trang Thai Cong Viéc

Chirc ndang nay c6 tai: Housekeeping > Maid Assignment

Cho phép cap nhat ti€n d6 thuc hién cong viéc theo thoi gian thye: bat dau, chwa hoan thanh, hoan tat, hodc hly.
Viéc nay giup theo dbi ti€n dd va nang cao d6 chinh xac trong bao céo.

Cacbuwdrcthuc hién:

=

Chon phongtlrdanh sach cac cong viéc da dwoc gan

Nhan Start dé bat dau [ trang thai chuyé&n sang In Progress va hé thdng sé ghi nhan thoi gian bat dau
Nhan Incomplete va nhap ly do néu khdng thé hoan thanh

Nhan Complete dé danh dau hoan tat

Nhan Cancel Assign dé hily cong viéc va cap nhat trang thai

Céthé& nhap ghichl b6 sung

o vk wnN

Maid Assignment X

Room 103

Assign To *

Task * Assign Status

. Perform Date Perform Day

Perform Date

Remark

0/300

Incomplete Cancel Assign

Luwuy: Cap nhat trang thai dung lic giup tdng minh bach va ndng cao hiéu qua van hanh.
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6.Xuat Bdo Cdo Cong Viéc Bubng Phong
Chirc nang cé tai: Menu Report
Cho phép xem va xuat bdo cdo chitiét vé cong viéc va hiéu suit cia nhan vién budng phong. Co thé tuy chinh va
tai xudng & nhiéu dinh dang phuc vu cho kiém tra, theo d&i hodc quan tri.
Cacbwdrcthuc hién:
1. VaomenuReport
2. Timkiém tirkhéa “Maid~
3. Chonloaibdaocdotirdanhsach:
[1 MaidAssignment & Perform Report
[1 MaidAssignment Report
[1 Maid Makeup Room Report
[1 MaidPerformance Report
Tuy chon tiéu chi bdo cdo can xem
5. NhéanView dé xem truéc
6. Nhan Export dé taivé vaidinh dang mong mudn: PDF, XLSX, XLS, TXT, DOC ho&c CSV
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Maid Assignment & Perform Report Page(s) :1f1
Comgany : Smart Saraso Hotal 4 Print Dam-e 09/06/2025 10:23
Assignment Date : 21/04/2025 - 21/04/2025 Print by :ADMIN 5.
Building = All
Maid : All
Sort by = Maid
Maid Mame Perform
Aszign Dafe | Day Time Room Ha. Euikdng Task Task SEafus Detz/Time:
ADMIN .
21704/ 2035 Mon
00:00 13 Hokel 2 Maid Routine: 21042025 0:00
00:00 1 Hokel 2 Maid Routine: 21042025 0:00
Total Room P
Total E
KANMNIEA ANT.
2104205 Man
Before Moon 103 Hotel 2 Urgent 2042025 0:00
00:00 11 Hotel 2 Maid Routire: 2042025 0:00
00:00 1 Hokel 2 Maid Routine: 21042025 0:00
Total Room 2
Total 2
KATAE Qi
2104205 Man
Before Moon 103 Hotel 2 Urgent 2042025 0:00
00:00 11 Hotel 2 Maid Routire: 2042025 0:00
00:00 1 Hokel 2 Maid Routine: 21042025 0:00
Total Room 2
Total 2
Saftar Staff
2104205 Man
Before Moon 103 Hotel 2 Urgent 2042025 0:00
00:00 11 Hotel 2 Maid Routire: 2042025 0:00
00:00 106 Hotel 2 Maid Routire: 2042025 0:00
Total Room 2
Total 2
Alice St
21704/ 2035 Mon
Before Moon 103 Hotel 2 Urgent 2042025 0:00
00:00 11 Hotel 2 Maid Routire: 2042025 0:00
00:00 106 Hotel 2 Maid Routire: 2042025 0:00
Total Room 3
Total 2
Kim Staff
21704/ 2035 Mon
Before Moon 103 Hokel 2 Urgent 21042025 0:00
00:00 11 Hotel 2 Maid Routire: 2042025 0:00
00:00 106 Hotel 2 Maid Routire: 2042025 0:00
Total Room 3
Tota 3
Jeris St
21704/ 2035 Mon
Before Moon 103 Hokel 2 Urgent 21042025 0:00
00:00 13 Hokel 2 Maid Routine: 21042025 0:00
00:00 106 Hotel 2 Maid Routire: 2042025 0:00
Total Room 3
Tota 3
Tae amya
21704/ 2035 Mon
Before Moon 103 Hokel 2 Urgent 21042025 0:00
Total Room 1
Total 1
Blakr Staff
2104205 Man
Before Moon 103 Hotel 2 Urgent 2042025 0:00
00:00 11 Hotel 2 Maid Routire: 2042025 0:00
Total Room P
Total P
Soraso Software By : SmartFinder Co., Lid

Lwuy: H3y chon bé loc va dinh dang phU hop véi muc dich van hanh hodc kiém toéan cla ban.
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