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1.Téng quan

Phan hé Hoat Bong Hang Ngay trong PMS bao gém tat cd cac quy trinh thiét yéu clia bd phan | tan nhu dit
phong, nhan phong, két ca thu ngan dén thi tuc déng ngay. Phan hé nay gitp nhan vién |18 tan ddm bao do
chinh x&c, tuan tha va tinh nhat quan trong suét vong qua trinh khach lwu tra lai khach san.

2. Chirc ndng dat phong & phan hé Lé tan
C6 san trong hoat dff)ng hang ngay cldia PMS, chirc nang nay cho phép nhéan vién thuc hién chirc nang dat
phong tai phan hé lé tan.
Dé thuc hién tac vu:
1. Chon menu chinh hé théng s& hién thij tat ca cac chirc ndng cia phan hé PMS
Chon muc Front Desk tai menu chinh
Chon céc phong vacant room (VC) va chon muc Make Reservation

Chon contractiagent/source c6 thé tim ki€ém bang cac nhan vao biéu twong kinh [Gp Search)

Diéu chinh sé lwvgng khach va sé lwong giuvdng phu (néu cé)
Diéu chinh ngay di cda khach

2

3

4

5. Chon ma gid phong, nhap giad phong va gia tién dn sang (néu cd)

6

7

8. Nhéap thdng tin khach & muc (Guest Profile) va nhan confirm xac nhan Iwu thong tin dat phong.

X " ) = Total Night Total Rooms Total Guest Total Charge
NEW BOOKING : Room Status Calendar View Forecast View
< I 3 1 2 2,500.00
Arrival Date oy 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
+ 21/04/2025 HU COMP 0.00 ¥ 83333
102 13 pLxr 24/04/2025 E2 1 4 z wazs | & 0.00 ay aoo | = 250000 W
Booking Info Guest Profile Note & Attachment Hotel Transfer Posting Instruction Deposit & Payment Other
Booking Info.
Arrival Departure Nightis) Booking Status Booking Type
21/04/2025 400 ® 24/04/2025 m o1z00 Q@ 3 Night Confirmed Booking Normal
Arrived By Detail Departure By Detail
Flight + Example:Flig Car Registrat Flight +
Contract Email Telephone No Contact Person Use Rate From
x Q qa0310.test@gmail com 0123456789 Ho Smart Source
Agent Email Telephone No
x Q qa0310.test@gmail.com 0123456789
Source Email Telephone No.
x Q qa0310.test@gmail.com 0123456789
Market Segmentation
Market Segment Source Of Business Channel Sales Person
Direct Booking Other walk In 1762
Group / Party
Confirm & Send . .
bl o]

Lwu y: Dam bao thong tin khach va lra chon phong chinh xac trudc khi xac nhan ddt phong.
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3. Chirc ndng dat phong & phan hé Reservation

C6 san trong hoat déng hang ngay clia PMS, chirc nang nay cho phép nhan vién thyc hién chirc ndng dat
phong tai phan hé Reservation.

DE thyc hién téc vu:

Chon menu chinh hé théng s& hién thj tat ca cac chirc nang cla phan hé PMS

Chon muc Reservation tai menu chinh

Nhap Make Reservation nhap Arrival date (Ngay dén yDeparture date (Ngay di

Chon contractiagent/source cé thé tim kiém bang cac nhan vao biéu tuong kinh lGp Search)
Nhép thong tin khach & muc (Guest Profile)

Gan room number (s6 phong)

Chon m3 gid phong, nhap gid phong va gia tién an sang (néu cd) sau d6 nhan Confirm dé xac nhan

© N O Uk~ WwWwN

Cé thé lya chon in Register Form (néu can)

. o = Total Night Total Rooms Total Guest Total Charge
NEW BOOKING : Rate & Avail Calendar View Forecast View
< bt 3 1 2 10,500.00
Arrival Date 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
* 21/04/2025 OPNRO ABF 0.00 ¥ 3,500.00 =
"8 [[ B3 24/04/2025 8 i ﬁ d 2,900.00 ﬁ 600.00 O 0.00 ,‘: 10,500.00 o
Booking Info Guest Profile Note & Attachment Hotel Transfer Posting Instruction Deposit & Payment Other
Booking Info.
Arrival Departure Night(s) Booking Status Booking Type
21/04/2025 AL N O] 24/0412025 W oz © 3 Night Confirmed Booking Normal
Arrived By Detail Departure By Detail
Flight + Example:Flight No. / Car Registration ) Flight +
Contract Email Telephone No. Contact Person Use Rate From
x Q qa0310.test@gmail.com 0123456789 Ho Smart Company
Agent Email Telephone No.
Q
Source Email Telephone No.
Q
Market Segmentation
Market Segment Source Of Business Channel Sales Person
Corporate Overseas Corporate Corporate Please Select
Group / Party
Confirm & Send
Confirm & Print Confirm Booking

Lwu y: Quy trinh d&t phong tai day hd tro truy cdp nhanh va linh hoat trong viéc tim kiém thong tin khach.

Page |4




Version : 10
Last Updated: 12 June 2025
Author : Documentation Team

4. Ciu hinh dit phong khi vuwot gi¢i han cong suat phong
C6 san trong hoat dong hang ngay clia PMS, chirc ning nay cho phép nhan vién xir ly dit phong khi cdng cuat
phong vuot gidi han.
DE thyc hién téc vu:
1. Didén PMS Manager > Hotel Policies

2. Bat chirc nang Allow Overbooking
3. D3t OCC% gidi han & muc Overbooking Occ Percent Limit (tuy thudc vao %»OCC d3 ciu hinh hé théng

s& chan tao ddt phong méi khi cong sudt phong dat gidi han)

4. Di dén muc Configuration > Room Type > Room Type
5. Dat Over Booking Room (s8 lwong phong cé thé dat khi vuot gidi han) ctia mbi loai phong va nhan

Save dé luu

Room Type

Room Type Group Room Type Code *

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

Will scale to a max size of 740 x 360 pixels

i Upload

+ Language

Room Type Name *

River Suite

Seq. No. * Level * Max Guest * Max Child * Max Extra Person *
29 1 4 1 1
Max Extra Bed * Building * Size * External Room Type Over Booking Room
1 Hotel 2 28 3
Status
®

Facilities
Save Cancel

Lwu y: Diéu chinh ty 18 OCC% mot cach cin than dé tranh xung doét gitra s6 lvgng phong d3 dugc dat va s6

lwong phong thuec té.
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5.Ghi nhan yéu cdu dwa dén khach

Cé san trong hoat déng hang ngay clia PMS, chirc ning nay cho phép nhan vién ghi nhan viéc yéu cau dén
khach.

DE thyc hién téc vu:

Chon Reservation menu chinh va chon vao dat phong can ghi nhan yéu cau dwa dén khéach

Mé& muc Hotel Transfer va nhan vao nit New

Chon pick-up hodc drop-off va chon chi tiét phuong tién dén khach

Dién thoi gian, chi tiét chuyén di, khu vuc, bién sé xe, s& dién thoai, s6 lwgng khach va tén ngudi lai

vk W

Nhan confirm dé xac nhan

o 12.33% OCC  Available: 192 Rooms @ N P & @ E o~ os E & ‘;[,
EDIT BOOKING & Baoking List e Print Bl aniyLog Reference No.: RR25000224
Arrival Date i Rate Code Extra Charge
Room / Type Departure Date Room Availability Roomis) Total Guest Avo. Rate Breakfast (Bed & Persrogn) Add On Total Charge
- e 04/02/2025 OPABF ABF =
&0 i3} POOLSTDELE R 6 1 # 2 dazapa | & ot 0.00 0.00 [ 9,700.00
Booking Info Guest Profile Note & Attachment Hoted Transfer Posting Instruction Deposit & Payment Other
Hotel Transfer
Transportation Type  Transportation By Date/Time Location License Plate Detail Guest Name Telephane Driver
Pick-up Taxi 04/02/2025 12:00  Hotel 1 RR1234 Fark 1 Vanila Rose 0986574352 Somchai
Drop off Taxi 04/02/2025 13:00  Hotel 3 AD5432 Park A Vanila Rose 0986574352 Tawan

Posting Instruction & Add-On

@ paton
Created By: Intern QA 24/03(2025 1498 Last Updiated By - Intern QA 25032025 0927 Confirm & Send

Lwu y: Dam bao ngay va gio dwa dén khach phu hop vdi lich trinh dén hodc di cta khach.
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6. Ghi nhan tién dat coc
C6 san trong hoat dong hang ngay clia PMS, chirc ning nay cho phép nhan vién nhan tién dit coc.
DE thyc hién téc vu:
1. Chon muc Reservation tir menu chinh
Tim ki€m va chon vao m3 phong can ghi nhan khodan tién dac coc
Chon muc Deposit & Payment
Nhap New va dién thong tin chi tiét cda khoan dat coc can ghi nhan due date, amount, etc)

Nhap Lwu va Confirm dé Xac nhan
Dé diéu chinh hodc x04, tich chon va 6 vudng dau dong va lya chon biéu twong Edit hodc Delete

o vk~ wnN

EDIT BOOKING : & Booking List Ir=" T ] AcwviyLog RR. Ref. No.: RR25000217
OTA Ref. No.:
Arrival Date . 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
+ 21/04/2025 OPNRO NABF 0.00 T 5,000.00
116 [ bLxT 22/0412025 36 ) 2 5,000.00 4 0.00 0.00 0.00 = 5,000.00
Booking Info Guest Profile Note & Attachment Hotel Transfer Posting Instruction Deposit & Payment Other
Deposit & Payment
Period  Status  Deposit Amount Due Date Deposit Type Receive Location  Receive By Receipt No. Deposit Remark
1 2,00000 21/04/2025 Cash Deposit Nonthaburi
Guarantees.
= [Ed
No. Type Guarantee Information
Created By : SAIPARN SP 27/05/2025 1213 Last Updated By : SAIPARN SP 12/06/2025 10:13 c°"g;’;\i‘|§end Confirm Booking

Lwu y: Ki€ém tra ki hinh thirc va sé tién dit coc trudc khi xac nhan thanh todn.
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7.Nhan phong
Cé san trong hoat dong hang ngay clia PMS, chirc nang nay cho phép nhan vién thyc hién cho khach nhan
phong cho khach.
DE thyc hién téc vu:
1. Chon muc Front Desk t&r menu chinh

2. Nhan chon muyc Today Arrival
3. Chon phong can thao tac cho khach nhan phong va chon vao biéu tugng Check In
4. Cap nhat thdng tin cda tat cd khich trong phong
5. Nhan Confirm dé xac nhan khach da nhan phong
Registration Card X
J— — - s

Place of Departure

o | Dpart froen e currern address abova Hlaca of Dupanure
Roeax Destination
| Bak 0 e curmens address sbova wax Deszinatian

Purpose Of Stay

Lwu y: Dam bdo phong d3 san sang va théng tin khach d3 dugc cap nhat day dd truwde khi nhan phong
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8.Ghi nhan cac khodan thanh toan truwdc
Cé san trong hoat dong hang ngay cla PMS, chirc ning nay cho phép nhan vién ghi nhan cac khoan khach
thanh todn trudc.

Dé thuc hién tac vu:
1. Didén Cashier > Deposit Post Advance
2. Dé&ivaiCredit Note: chon giao dich va lia chon hinh thirc can ghi nhan tai menu

3. Thém ghi chud va chon xac nhan Credit Note

Exchange Log
& InHouse E Transfer E] Check-out A eryco & Rename Folic =) print "@ Post Meter [:‘1_ Post Deposit [% Move out charge
125 [ O = ) 124000290/ C124000290 - 222 SMF ~
Due-out: 29/11/2025 12:00 Deposit : 0.00 Credit : 0.00 Credit Note
Building : Hotel 2 Company : JAREELAK 1004 : Visa Advance
_ Master Folio Extra Folio . l
B + Folio
FL24080076 000 FL24080077 61,505.00
No. Posted RefNo. Q Transaction Total Amount  Remark Invoice No.  Receipt & . * .
mount
4 10/10/202411:04 1724101000002 200 Bella Nara Cuisine 30000 Post from POS by ADMIN SMF, (222 222)
5 10/10/202411:05 14724101000002 200 Bella Nara Cuisine  160,00000 Post from POS by ADMIN SMF, (222 222) : Remark *
6 27/11/200411:30 824112700001  200: Bella Nara Cuisine 85.00  Post from POS by ADMIN SMF, (222 222)
7 27/117202411:38 824112700002 200 Bella Nara Cuisine 89.00 Post from POS by ADMIN SMF, (222 222)
8 27/11/202412:10 824112700002  200: Bella Nara Cuisine 89,00 Post from POS by ADMIN SMF, (222 222)
9 27/11/202412:17 824112700003  200: Bella Nara Cuisine 168.00  Post from POS by ADMIN SMF, (222 222) :
10 27/11/202412:24 824112700003 200 : Bella Nara Cuisine 168.00 Post from POS by ADMIN SMF, (222 222) : T creu:::;;e[mu
11 27/11/202416:24 824112700002 200 Bella Nara Cuisine 89.00 Post from POS by ADMIN SMF, (222 222) :
12 21/04/20251029 1125 1004 : Visa Advance 50,00000 ABB25042
13 210420251031 1125 1004 : Visa Advance 50,00000 ABB25042
@ current History All
Guest Balance Total Extra Folio
B 61,505.00 (- 2] 61,505.00

Lwu y: Xac minh rang thé tin dung phu hop véi chinh séch giao dich trwdc khi phéat hanh.

Page |9




('Sb SOR&ST —

Version : 10
Last Updated: 12 June 2025
Author : Documentation Team

9.Tra phong
Cé san trong hoat dong hang ngay clia PMS, chirc ning nay cho phép nhan vién thyc hién thao tac tra phong
cho khach.
DE thyc hién téc vu:
1. Nhan vao biéu tugng Check out tai man hinh Cashier (Thu ngan)
2. Kiém tra lai tat ca cac khoan giao dich d3 phat sinh va s6 tién dit coc ca phong d3 bang 0

3. Nhén Confirm dé xac nhan tra phong

Check Out X

“This room is an early check-out room” Are you sure to
check-out this room?

Lwu y: S6 du chuwa thanh todn cda phong phai dwoc x ly trudce khi thuye hién trd phong.
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10. K&t ca nhan vién thu ngan
Cé san trong hoat déng hang ngay clia PMS, chirc nang nay cho phép nhan vién thu ngan thuc hién két ca.
DE thyc hién téc vu:

Di d&n muc Cashier page > Cashier Audit

2. Nhap username/password va nhan Submit dé xac nhan
3. Nhép vao muc Cash Count va dém sd tién d3 nhan duwoc trong ca
4. Nhap Audit dé két ca hodc Reset xoa dit liéu da nhap
Room List Folio History cas:ii:tx‘;'d“ Monthly List Return Deposit
Cashier Shift Info Audit No. Audit Time User Name Passward
All Day AUT2400004 17:44 kannika.smartfinder@gmail ()
Transaction Posted Is Cash Revenue Payment Cash Count Currency Count
200 : Bella Nara Cuisine 90.00 0.00 Bank Note Qry Amount
605 : Gift Shop 2,000.00 0.00 - 2 x| + 2,000.00
700 : Cash Payment v 0.00 0.00 = 0 + 0.00
703 : Amex Card 0.00 2,000.00 C 0 + 0.00
800 : Cash Deposit 0.00 0.00 - Y + 0.00
804 : Amex Deposit 0.00 5,000.00 - 0 + 0.00
Total Revenue Posted 2,090.00 Total Cash Drop Count 2,000.00
Total Deposit & Payment Posted 7,000.00 Total Cash Drop Diff 2,000.00
Total Cash Drop Posted 0.00
Remark

Lwu y: Viéc kiém todn phai duoc thuc hién hang ngay dé dam bao trach nhiém cla thu ngan.
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11. Dong ngay
Cé san trong hoat déng hang ngay clia PMS, chirc nang nay cho phép nhan vién thyc hién thao tac déng
ngay.
DE thyc hién téc vu:
1. Chon muc Audit & End of Day trong menu chinh
2. Kiém tra va thao tac doi ngay tra phong hoic trd phong cho cac phong cé ngay di la ngay hién tai
nhwng van con & trang thai dang lwu tru tai khach san nhan vao nat Audit Trans
3. Nhap Auto Post dé dong ngay
4. Ch& quy trinh hoan tat va xac minh cap nhat ngay cta hé théng.

Daily Close Day Close Day Log
° 2 3 4 5

Audit Room Audit Trans Auto Posted Cut Off Date Completed
1-10 0f 10
Ref No. Status Room No. Arrival Departure Guest Name Company Balance
E 125000249 Due Out 106 20/04/2025 21/04/2025 Luca SMF 9,525.00
E C125000248 Due Out 107 20/04/2025 21/04/2025 Gramos SMF 5,000.00
E 125000244 Due Out 2 20/04/2025 21/04/2025 Nadia SMF 7.161.00
E 125000247 Due Out 1124 20/04/2025 21/04/2025 Paolo SMF 4,000.00
E C125000246 Due Out 1126 20/04/2025 21/04/2025 Iris SMF 5,260.00
RR25000217 No Show 21/04/2025 22/04/2025 David SMF SMART QA 0.00
RR25000219 No Show 21/04/2025 22/04/2025 Irin Somboon 0.00
RR25000220 No Show 21/04/2025 24/04/2025 Irin Somboon Company Commit 0.00
RR25000217-1 No Show 21/04/2025 22/04/2025 David SMF SMART QA 0.00
RR25000218 No Show 103 21/04/2025 22/04/2025 Anya SMF 0.00

Audit Trans

Lwu y: Dam bao tat ca cac giao dich va hoa don di duoc dong trudc khi bt dau quy trinh dong ngay.
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