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1.Téng quan

Tai liéu Hwdng DAn S Dung PMS - Message & Mail nay cung cap cho nhan vién khach san cac buéc chi tiét
dé gl tin nhan va email dén khach dang lwu tru tai khach san. Bao gdm huéng dan chon khach can glri, soan
tin, st dung mau va quan ly lich st cac email d3 gri.

2.GUri Tin Nhan & Email

C6 trong Front Desk > In House > Message & Mail, chirc ndng nay cho phép nguoi dung gt tin nhan va
email dén khach dang lwu trd tai khach san. Nguoi dung cé thé ca nhan hda ndi dung hodc sir dung mau cé
san va theo ddi trang théi guri.

Cac budec thuc hién:

Vao menu Front Desk.

Chon tab In House.

Chon phong can glri email va nhip vao muc Message & Mail.

Hé théng s& ty ddng dién S6 Tham Chiéu, Ngay/Gi®& Glri va Ngudi Dung.
Tén khach trong phong s& dugc hién thj tuy dong.

AL S

Nh3ap biéu tuong tim ki€ém dé tim va chon khach khéc:

[ Loc theo tén khach va nhap Select dé xac nhan, hodc Cancel dé hdy.
Nhép tén nguoi glri email vao 6 From.

St dung tin nhan mac dinh hodc chon mau cé san.

Nhap biéu twong cong (+) dé tao mau tin nhan mai.

[1 Nhan New dé tao mau mdi.

[] Dién ndi dung tin nhdn va st cac truwdng cé sdn néu can.
[1  Nhap Confirm dé lwu mau, hodc Cancel dé hay.

[1 Tich vao 6 vudng dé chon chinh slra hodc x6a mau.

10. Nhap tiéu d&.

11. Phan chi tiét s& hién thi ndi dung tin nhan.

12. Nhap Clear dé xda, Confirm & Print dé in, hodc Confirm & Send dé guri.
13. Sau khi gli, hé théng sé& hién thi nhat ky tin nhan.

14. Nhap New dé& tao tin nhan mdi, Reprint dé in lai hodc Resend dé gtri lai.
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Message & Mail

= New

Reference No.

To

From

Template

Subject

o c BIus

Send Date/Time

110 - Adriama SMF  x

EMS-Mail

@ Message

= E default

1/1

User

-

-231\@9&—)(:,1»

Reservation %

4

Confirm & Print Confirm & Send

Lwu y: MAu c6 san gilip dong bo vé biéu mau va tao tin nhan nhanh hon cho cac trudng hop can st dung

thuwong xuyén.
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