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1.Téng quan

Tai liéu nay gidi thich cach cau hinh cac thiét |ap van hanh hang ngay quan trong trong PMS. Bao gdm cau
hinh givdng phu, héa don dién t, ca lam thu ngan, hién thj s6 du, chinh sach pickup va gdp giao dich.

2.Cau Hinh Giwéng Phu

Cé trong Configuration > Transaction & Item > Transaction, chirc nang nay cho phép ngudi dung ciu hinh
'Giwong Phu' nhw mot mét hang ton kho bang cach tao ma giao dich va sé luwgng ton trong kho. S8 luwgng ton
c6 thé duoc theo ddi hang ngay, diéu chinh s8 lwvgng va lién két vdi loai phong dé kiém soat.

Céc budc thuc hién:

1. Nhé&p Configuration > Transaction & Item > tab Transaction
2. Nhap New dé tao dich vu 'Givdng Phu' néu chua ¢
Chon Item Type |13 Inventory Item (Mt Hang Tén Kho) va luu lai

Transaction X

Trans. Type Code

Transaction Code *

Trans Invoice *

Transaction Group *

REVENUE Room Charge
Group Revenue * Hotel Group Code * Item Type * Group Invoice
ROOM CHARGE Room Revenue Inventory Item ARaowWn
Transaction Info
Unit Price * Minutes * Tran. Unit * Charge of Hour * Seq. No. *
0.00 1] 0 9999 0
VAT Calculation Mode
. Inclusive Exclusive | Calculate VAT Calculate TAX | Calculate Service Charge
Posting Mode Post Limit Amt. Vat Rate Template
. Normal Fast Trans. for Paid OQut System Default

Picture

Type file only (jpg), (.png)
size must be less than 1 Mb

Will scale to a max size of 740 x 360 pixels

£ Upload

+ Language

Transaction Name *

Extra Bed

Save Cancel
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4. Pidén tab Transaction Item va nhap New dé tao md&i danh muc con cta dich vu
5. Nhap cac thong tin can thiét nhu Tén, gia, s6 lvong va luu lai

Transaction Item X

Type Item Code * Status

Picture

Type file only (jpg). (.png)
size must be less than 1 Mb

Will scale to a max size of 740 x 360 pixels

¥ Upload

+ Language

Item Name *

Extra Bed

Unit Price * Par * Printer Name * Status Item *
] 0 EXB Normal

Seq. No. * Inventory Use for Web Can Change Price
0 14 () [

Save Cancel

6. Chuyén dén tab Inventory Item dé diéu chinh t6n kho theo ngay
7. Chon vao ngay can thay d6i sd lwgng, nhan chon Edit Inventory dé thay déi s6 lugng va ngay

Edit Inventory X

Extra Bed
Date From

Date To

16/06/2025

Qty *

8. Didén Loai Phong dé dat gidi han Giwdng Phu T6i Pa va lvu lai

Lwu y: Chi nén kich hoat mét giao dich 'Giudng Phuy' dé tranh trung l3p.
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3.Gwri Héa bon (E-Tax)

Cé trong Core > Security > Rights, chirc ndng nay cho phép ngudi dung bat tuy chon cho phép xuat hda don
dién tlr (E-Tax) thong qua PMS bang cach cap quyén cho chirc ning 'CO & Auto Send E-Invoice'.

Céac budc thuc hién:

Vao Core > Security > Rights

Chon vai trd ngudi dung phu hgp va nhap Edit

Trong tab PMS, bat 'CO & Auto Send E-Invoice'

Xac nhan thay déi va luvu lai

Kiém tra menu Thu Ngan dé thay céc nut 'CO & Send' va 'Close & Send'

vk wnNE

Right Setup X
Feature Input Output Submit Change Approve

Select All

v Correction v
Credit Note

v Deposit v
Refund
Cancel Payment

v Request C/0

<

€O & Auto Send E-Invoice
- v Print
v Print Folio
v Performa Folio
- |V Check Out
v Check Out Slip

v Recall Check Out

NIASIASIANIASIASIASIANIAS

v Early Check Out
Wristbands List

Deposit Return List

Cancel

Lwu y: Dam bdo vai trd ngudi dung dugc cap quyén phu hgp dé tranh 16i truy cap.
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4. Ciu Hinh Ca Lam Thu Ngén

C6 trong Configuration > Special Billing > Cashier Shift, chirc nang nay cho phép nguoi dung quan ly ca lam
viéc cla thu ngan va dinh nghta loai ca, bao gbm kiém tra theo ca hodc theo ngudi dung phuc vu muc dich
bao cao.

Céac budc thuc hién:

Di dén Configuration > Special Billing > Cashier Shift
Nhap New dé tao lich ca mdi

Nhap théng tin ca lam bat budc

Chon giira 'Kiém Tra Theo Nguwdi Dung' hodc 'Theo Ca Lam

vk wnN e

Lwu ciu hinh

Folio Special Cashier Shift

=|  Activity Log 1-40f4

Shift Id Shift Name Start Time End Time Seq.No. Status
v 0 Evening 1800 ©® 2200 ® o [)

1 All Day 00:00 24:00 0

2 Morning 06:00 14:59 0

3 Afternoon 14:00 23:00 0

4 Night 22:00 07:00 0

Lwu y: Theo doi ca lam theo nguoi gitp tang trach nhiém va minh bach cho bd phan thu ngan.
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5.Hién Thi S6 Dw Trén Trang Thu Ngan
Cé trong PMS Manager > Hotel Policies > Front Cashier, chlrc ndng nay cho phép ngudi dung bat tuy chon
hién thj s6 du con lai trén trang thu ngan dé tang tinh minh bach tai chinh.

Céac budc thuc hién:

Di dén PMS Manager > Hotel Policies > Front Cashier
Bat thong s6 dé hién thj sé du con lai
3. Xac minh rang man hinh thu ngan hién hién thij s6 dv dwoc tinh tir héa don + khoan ghi trong twong

lai

Hotel Policy T":ﬂa ;5;;

Front Cashier ] Activity Log

Subject Parameter Remark
Default Currency Thailand

Outstanding Balance On = Display, Off = Hidden

N ASEASIAS

Transaction Limit Posting 999,999.99

Lwu y: S6 du =S8 du hda don + Céc khoan ghi chua dang trong tuong lai.
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6. Trinh Quan Ly Ngan Sach & Chinh Sach Pickup

Cé trong PMS Manager > Hotel Policies > Budget & Pickup Policy, chirc ndng nay cho phép ngudi ding cau
hinh cach hién thi doanh s6 phong, théng tin khich va dit liéu REVPAR trong hé thdng théng qua thiét |ap
ngan sach va chinh sach pickup.

Céac budc thuc hién:

Di d&n PMS Manager > Hotel Policies > Budget & Pickup Policy

B4t hién thj doanh s6 phong vdi s thap phan va thong tin khach

B4t thdng s6 dé hién thi REVPAR hang tuan

Di dén Budget Manager dé xac minh thong tin khach va doanh s6 trén tab Tém tat
Dung tab Pickup > Weekly dé xem di¥ liéu REVPAR theo cac ngay

vk wnN e

Hotel Policy T\S; *;ia;teg

Budget & Pickup Palicy ﬂ‘; Activity Log

v Subject Parameter Remark

v Daily Room Sales Show Decimal On = Display, Off = Hidden
v Display Guest On Budget Manager On = Display, Off = Hidden
v Show REV PAR Value On The Screen (Weekly) On = Display, Off = Hidden

Save [ Cancel

Lwu y: Phai cap quyén truy cap 'Pickup Khach San' dé xem day d0 hiéu suat pickup.
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7. Cau Hinh Gép Giao Dich

Cé trong Configuration > Folio Combine, chirc ndng nay cho phép ngudi dung thiét 1ap cdc nhdm giao dich
dé hién thi héa don gdp cho khach c6 nhiéu khodn ghi. Anh hudng dén cac trang dat phong, check-in va thu
ngan.

Cac budec thuc hién:

Di dén Configuration > Folio Combine

Nh3p New dé tao nhém giao dich

Dién tén nhém giao dich va md ta

Nhap dé thém céc giao dich vao nhém

Lwu thiét 13p va xac minh ché& dd xem gop trén héa don

vk wNe

Folio Combine Setup X

Trans Code* Seq. No. *

Room Charge 1

From Trans Code

Trans Code Trans Name
100 Room Charge E
ABF ABF E

Save ‘ Cancel

Lwu y: Gop cac giao dich mot cach hop ly dé gidam su 16n xdn trén héa don va tang tinh ré rang.
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