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1.Téng quan

Chtrc nang Ghi Nhan Giao Dich trong hé thdng PMS cho phép nhan vién ghi nhan cic khoan phi hoac hang
hod vao hod don tién phong clia khach. Chirc ndng nay cé thé thue hién tir menu L& Tan, Thu Ngan hodc B

Phan Budng Phong. Dam bao quy trinh ghi nhan giao dich d&ng nhat, hop 1é va dé dang truy xuat theo s6 hda

don.

2. Ghi Nhan Giao Dic Tir Phan Hé Lé Tan

C6 trong menu Front desk > Room > Item Posting, chitc ndng nay cho phép nhan vién ghi nhan truc tiép tir

giao dién & tan. Hé théng hd trg chon cdc mét hang, xac nhan va cap nhat vao hda don tién phong cla khach.

Cac budec thuc hién:

1.

Nous~wDN

Chon menu Front desk

Chon Phong can ghi nhan giao dich

Nh&p nut Item Posting

Chon mat hang tir clra s6 bat 1én

Dién théng tin giao dich

Nh3p Confirm dé ghi nhan hodc Cancel dé hay

Giao dich s& dugc ghi nhan va tham chiéu bang S6 Héa Don trén trang thu ngan

Mini Bar Posting X
Room No Guest Name Folia Ref Bill No. *
Extra Folio
Discount AMT Discount %
Mini Bar Posting Item

Item Par Qty Unit Price Amount
20301 Taro 5.00 - 0 + 25 0.00
20302 Cal Cheese 10.00 - 0 + 25 0.00
20303 Pringles Original 0.00 - 0 + a5 0.00
20304 Lays Rock Potato Salt 0.00 - 0 + 40 0.00
20307 Euro Custard 0.00 - 0 + 25 0.00
20308 uuuth 0.00 - 0 + 50 0.00
20309 uuuqméﬂ 0.00 - 0 + 60.00 0.00
20310 Dedo Drink 0.00 - 0 + 90 0.00
20311 Pepsi 10.00 - 0 + 30 0.00
20314 pauwtnlwaau 2.00 - 0 + 0 0.00
20315 misuaadssesaibuiu 0.00 - 0 + 0 0.00

Total Before Discount Total Discount Total Qty Total Amount

0.00 0.00 0.00 0.00

o)

Lwu y: DAm bao phong d3 cé khach va duogc check-in trwdce khi ghi nhan giao dich dé tranh ghi nhan vao héa

don khong hop lé
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3.Ghi Nhan Giao Dich Tir Phan Hé Thu Ngan

C6 trong menu Cashier > In-house > Item Posting, chirc nang nay cho phép thu ngan ghi nhén cac khoan giao
dich vao phong clia khach dang Ivu trd tai khach san. Hé théng hd tro chon cdc mét hang va ddm bao quy
trinh ghi nhan hop lé.

Cac budc thuc hién:

Chon menu Cashier

2. Chuyén sang tab In-house
3. Nhép Select trudc phong can ghi nhan giao dich
4. Nhap nut Item Posting
5. Chon mat hang tir clra s6 bat 1én
6. Dién théng tin giao dich
7. Nhap Confirm dé ghi nhan ho3c Cancel dé hiy
8. Muc sé duoc ghi nhan va tham chiéu bang S8 Héa Pon trén trang thu ngan
Damage Charge X
Room No. Guest Name Folio Ref Bill No. *
Extra Folio
Discount AMT Discount %
Damage Charge Item
Item Par Qty Unit Price Amount
DMC001 Table Broken 3.00 - 1 X + 1500 1,500.00
DMC002 Door Lock 2.00 - 1 x + 5000 5,000.00
DMC003 Mirror 1.00 - 1 x + 3000 3,000.00
Total Before Discount Total Discount Total Qty Total Amount
9,500.00 0.00 3.00 9,500.00

Lwu y: Dam bao ring thong tin nhu: Tén khach, thoi gian Iwu trd va cla s6 ghi nhan tién phong ctia khach

trung khép véi thdng tin phong can ghi nhan giao dich trwdc khi thao tac.
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4. Ghi Muc Tir B6 Phan Buéng Phong

Cé trong menu Housekeeping > Room > Item Posting, chirc nidng nay cho phép nhan vién buéng phong ghi
nhan giao dich truc tiép vao héa don phong khach. Thue hién theo quy trinh chon, xac nhan va tinh phi twong
tw.

Cac budc thuc hién:

1. Chon menu Housekeeping

2. Chon tab Room
3. Nhép nut Item Posting
4. Chon mat hang tir clra s6 bat én
5. Pién théng tin giao dich
6. Nhap Confirm dé ghi nhan hodc Cancel dé hly
7. Muc sé duoc ghi nhan va tham chiéu bang S8 Héa Pon trén trang thu ngan
Mini Bar Posting b4
Room No. Guest Name Folio Ref Bill No. *
Master Folio
Discount AMT Discount %
Mini Bar Posting Item
Item Par Qty Unit Price Amount
20301 Taro 5.00 - 1 X + 25 25.00
20302 Cal Cheese 10.00 - 0 + 25 0.00
20303 Pringles Original 0.00 - 0 + 45 0.00
20304 Lays Rock Potato Salt 0.00 - 1 x + 40 40.00
20307 Euro Custard 0.00 - 1 x + 25 25.00
20308 vuuth 0.00 - 0 + 50 0.00
20309 uuur]\)liﬂ 0.00 - 1 x + 60.00 60.00
20310 Dedo Drink 0.00 - 0 + 90 0.00
20311 Pepsi 10.00 - 0 + 30 0.00
20314 Aouwddnlwoau 2.00 - 0 + 0 0.00
20315 mlsuanasssAsaidudiu 0.00 - 0 + 0 0.00
Total Before Discount Total Discount Total Qty Total Amount
150.00 0.00 4.00 150.00
o]

Lwu y: Dam bao cac giao dich dwoc ghi bdi bo phan budng phong duoc phdi hop véi quay |8 tan hodc thu

ngan dé duy tri tinh nhat quan cua giao dich.
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