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1.Téng quan

Tai liéu Hwdng Dan S Dung PMS - Housekeeping nay cung cap cho nhan vién khach san va ngudi dung hé
théng cac hudng dan quan ly phong sach/ban. Bao gom viéc phan cong cdng viéc cho nhan vién don phong,
cap nhéat trang thai phong, tao phong 00 va xt¥ ly cac tdc vu don phong khac. Tai liéu duoc thiét ké ré rang,
theo tirng budc va cé vi du thuc té tir hé théng.

2. Chuyén Trang Thai Thanh Phéong Ban

Chtrc nang nay cé san trong Housekeeping Menu > Housekeeping > Clean, cho phép nhan vién chuyén trang
théi phong thanh phong ban. Ngudi dung cé thé thay d6i trang thai phong thanh "Dirty' cho phong can duoc
don dep.

Pé& thuc hién thao tac:
1. Chon mdt phong can chuyén trang thai thanh phong ban
2. Nhé&n Dirty This Room
3. Nhan Confirm dé xac nhan thay déi trang thai phong thanh "Dirty"
4. Nhan Cancel dé huy thao tac va déng clra s6 pop-up
5

Phong dugc chon s& chuyén sang tab Dirty, va trang thai phong s& thay d&i thanh "Dirty"

Room Dirty X

-\
Do you want to proceed?

Lwu y: Dam bao cip nhat trang thai phong kip thoi dé tranh gdy nham 1an trong qud trinh don phong.
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3. Chuyén Trang Thai Thanh Phéng Sach

Chtrc ndng nay cd san trong: Housekeeping Menu > Housekeeping > Dirty, cho phép nhan vién chuyén trang
théi phong thanh phong sach. Ngudi dung cé thé thay déi trang thai phong thanh Clean" dé cho biét phong
d4 san sang cho khach ti€p theo.

DE thuc hién thao tac:

1.

o vk wnN

Chon mot phong can chuyén trang thai thanh phong sach

Nhan Clean This Room

Chon ngudi don phong (maid user) dé don phong

Nhan Clean Rooms dé xac nhan rang phong d3 duoc don sach

Nhan Cancel dé hiy thao tac va déng clra s6 pop-up

Phong dugc chon s& chuyén sang tab Clean, va trang thai phong sé thay déi thanh "Clean"

Clean Rooms X

Room MNo. Current Status

Maid User *

Please Select

Clean Rooms [ Cancel

Lwu y: Khi phong dugc danh dau 1a phong "Sach,” phong d3 sdn sang cho khach. Hiy dam bao tat ca cong viéc

don phong d3a hoan tat trudc khi xac nhan.
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4.Kiém Tra Phong Va Chuyén Trang Thai Phong Thanh San Sang Dén Khach

Chtrc ndng nay cé san trong: Housekeeping Menu > Housekeeping > Clean, cho phép nhan vién kiém tra
phong sau khi d3 duoc don, d& ddm bao rang phong sach sé va san sang dén khach.

D& thyc hién thao tac:
1. Chon mot phong can chuyén trang thai thanh phong sin sang dén khach
Nhan Inspect
Chon nhan vién kiém tra phong sau khi d3 dwoc don

Nhan Confirm dé phan céng nhan vién kiém tra phong

2

3

4. Nhap Remark (Néu cé)

5

6. Nhan Cancel dé hly thao tac va déng cira s6 pop-up
7

Phong d3 chon s& hién thj biéu tugng Inspect

Room Inspect X

Room Mo, Staff

Flease 5elect

Remark

Lwu y: Dam bado dd nhap ddy dd nhan xét can thiét trwdce khi xac nhan kiém tra, va phong dap &ng tiéu chuin

vé sinh truwdc khi ddnh dau 13 san sang.

Page |5




Version : 10.02
Last Updated: 11 June 2025
Author : QA Team

5.Chuyén Trang Thai Phéong Thanh 00 (Phong Khéng Kha Dung)

Chtrc ndng nay cd san trong: Housekeeping Menu > Housekeeping > Clean/Dirty, cho phép nhan vién quan ly
cac phong dang & trang thai Out of Service, Out of Inventory, va Out of Order, ddm bao rang cac phong nay
duoc ddnh dau chinh xac va khéng kha dung dé phuc vu khach.

Pé thuc hién thao tac:
1. Chon mdt phong can chuyén trang thai thanh phong 00 (phong khéng kha dung)
Tuy chon Make OOS / Make OOl Make 00O (Out of Service, Out of Inventory, Out of Order)
Dién théng tin can thiét

2
3
4. Nhan Confirm dé xac nhan chuyén trang thai phong
5. Nhan Cancel dé hly thao tac va déng cira s6 pop-up
6

Phong d3 chon s& duoc chuyén sang tab All 00, va trang thai phong s& thay déi thanh 00S /00l /

Make 00S X
By Room By Floor Building
From Room * To Room * Effective Date Time End Date Time 00Ss Type *
122 122 04/03/2025 i 08:00 @ 04/03/2025 i | 17:00 G) Please Select
00S Remark

Room Information

Picture Picture Picture Picture
Type file only (jpg). (.png) Type file only (jpg), (.png) Type file only (jpg). (png) Type file only (jpg), (.png)
size must be less than 1 Mb size must be less than 1 Mb size must be le size must be less than 1 Mb
Will scale to a max size of 740 x 360 pixels Will scale to a max size of 740 x 360 pixels Wil scale to a max size of 740 x 360 pixels Will scale to a max size of 740 x 360 pixels

/T Upload {7 Upload {1 Upload 5y Upload

Save Cancel

Lwu y: Dam bdo dién day du théng tin trudc khi xac nhan, vi thay déi trang thaéi sai cé thé dnh huwdng dén viéc

khong thé dat phong.
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6.GO Trang Thai Phong OO

Chtrc ndng nay cé san trong: Housekeeping Menu > Housekeeping > All 00, cho phép nhan vién quan ly cac
phong dang & trang thai Out of Service, Out of Inventory, va Out of Order, dam bao rang cac phong nay
dugc danh diu chinh xac va khong kha dung dé dat.

Pé thuc hién thao téc:
1. Chon mét phong
2. Nhan Release O0S /Release OO0l / Release 000 (Out of Service, Out of Inventory, Out of Order)
3. Nhan Confirm dé chuyén trang thai phong thanh phong kha dung, cé thé str dung dé phuc vu khach
4. Nhan Cancel dé huy thao tac va déng clra s6 pop-up
5. Phong da chon s& duwoc chuyén sang tab Dirty, va trang thai phong s& thay ddi thanh Dirty

Release O0S X

X

Do you want to un block ?

Cancel

Lwu y: DAm bao céc phong dugc g& trang thai dung cach trudc khi ddnh dau 1a phong "Ban," dac biét néu d3

ngung st dung mot thoi gian.
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7.Danh Dau Phong Khong San Sang D& Pon Khach

Chtrc ndng nay cé san trong: Housekeeping Menu > Housekeeping, cho phép nhan vién quan ly phong va

danh dau phong la Room Not Ready, dam bao viéc theo ddi trang théi phong chinh xac va ngén ngira sai léch.

P& thye hién thao tac:
1. Chon mét phong
2. Nhan Sleep
3. Nhan Confirm dé xac nhan tinh trang room discrepancy
4. Nhan Cancel dé huy thao tac va déng clra s6 pop-up
5. Phong da chon s& duwoc chuyén sang tab Room Discrepancy, va trang thai phong sé thay d6i thanh
Dirty

Sleep X

Do you want to proceed?

Lwu y: DAm bao trang thai phong dugc cap nhat chinh xac trudc khi xac nhan dé tranh sai léch trong viéc

phan cong phong.
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