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1.Téng quan

Phan hé B Bdo Cdo trong PMS cho phép nhan vién ciu hinh viéc glri bdo cdo qua email sau khi két ca hang
ngay. Bao gdm viéc thiét 14p ndi dung email, quan ly nhdm email, gdn bao cdo cho nhdm cu thé va gl lai bdo
céo khi can. Didu nay gitp ty dong hda quy trinh phan phdi bdo cdo nham téng hiéu qua van hanh.

2.C4au Hinh Théng Tin Email

Cé trong PMS Manager > Mail Group & Report > Mail Information, chirc nang nay cho phép ngudi dung
thiét 1ap thong tin glri bao cdo qua email, bao gdm loai bao cdo, tiéu dé va nodi dung tin nhan dé gli sau khi
két ca.
Cac budc thyc hién:
1. Chon chirc nang PMS Manager
Chon menu Mail Group & Report
Chon tab Mail Information
Chon loai bao cao
Nhap tiéu dé email
Nhap noi dung tin nhan cho bao cdo

Nouvhs~wnN

Nhap Save dé xac nhan

Report Group Report Set Group Mail Mail Information

Proforma Invoice (Send Email) Mail Subject: | Proforma Invoice - Booking ID ##CONFIRMATION_NO#

ﬂcBI!S.i

== pragoph 3 2 2 Ao nB - X o

Dear ##GUEST_NAME##
Thank you for supporting your booking. We would like to send you an advance invoice for booking number ##CONFIRMATION_NO## as an attachment
Please check the information and confirm by replying to this email. For further inquiries, please feel free to contact us anytime

Regards,
Smartfinder

Lwu y: Dam bao tiéu d@ va ndi dung email rd rang va phu hop vi ching sé hién thj trong hép thu dén cua
ngudi nhan va anh hudng dén kha nang doc.
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3.C4u Hinh Nhém Email

Cé trong PMS Manager > Mail Group & Report > Group Mail, chirc ndng nay cho phép ngudi dung ciu hinh
nhém email dung d& nhan céc bao cdo theo lich. Ngudi dung cé thé dinh nghia ma nhém, tén nhém, loai
nhém, gan nhan vién va thém bao cdo vao nhom.

Cac budec thuc hién:

=

Chon chirc nang PMS Manager

Chon menu Mail Group & Report

Chon tab Group Mail

Nhap New dé thém nhém email

Nhap M3 Nhém va Tén Nhom

Chon Loai Nhém

Nhap New dé chon nhan vién hodc nhap tén va email thi cong
Nhap New dé chon béo cdo

W oo NOUM A WN

Nhap Save dé xac nhan

Mail Group X
Group Code * Group Name * Group Type Status
[ )
+ Language
Sending Email

=+

= Staff Code Staff Name E-mail Address Position
2773 KANNIKA ANT. kannika.smartfinder@gmail.com Front Office Manager |
3805 Alice Staff staffsoraso.hk@gmail.com Housekeeping Supervisor |

Save L Cancel

Lwu y: Kiém tra k§ dia chi email va nhan vién dwoc gan dé trdnh mat bao cdo hodc 16i giri.
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Cé trong PMS Manager > Mail Group & Report > Report Set, chirc nang nay cho phép nguoi dung dinh nghia
nhém bdo cdo s& dugc giri d&n nhdm email sau khi két ca, bao gdbm viéc chon loai file, tham s6 va ngudi

nhan.

Céc budc thuc hién:

=

Chon chirc ndang PMS Manager
Chon menu Mail Group & Report
Chon tab Report Set
Nh3p New dé thém bd béo cdo
Nhap Ma va Tén B6 Bdo Cao
Chon loai tép dé glri sau khi két ca
Nhap New dé chon nhém email va xac nhan
Nhap New dé chon béo cdo dua vao bd
Chon tén doanh nghiép la PMS

. Chon bdo cdo va nhap Select

. Tuy chon nhap tén bdo cdo mai

L o NV R WN

R R R
N B O

. Nh3p Parameter Set dé cau hinh tham sé béo cdo
. Thiét 1ap cac tham sé theo nhu cau
. Nha3p Save dé xac nhan

=
> W

Report Set

Report Set Code * Report Set Name * Auto Send Mail (Day End)

ReportSet01 Reservation Report [ ]

+ Language

Sending Information ( Mail Group )

Group Code Group Name
Set01 Report Set
No. Code Name Alias Name

1 R200101 Reservation Booked

Parameter

Parameter Set

File Type Send Mail

PDF x Excel x

L ]
Save Cancel ‘

Lwu y: Dam bdo loai tép va tham s6 duwoc chon phu hop véi nhu cau cda nhédm nhdn. Tham s8 khéng chinh

xac c6 thé dan dén bao cdo khdng day dd hodc sai léch.
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