. . . .
& . .
.....
-----
......
........

.......
............
.......

..........
..............

’ .
. . .
. . .
.....
. .

. .
. c .
........
........
.......
.....
. . i
.........
. .
........
.......
........
......
......
............

. . . .
..........
.........
.............
..........
. .
.......
........
......
.............

.......
.........
.........

..............

............
...............
.............
''''''''''''''''''
- e Rile € a s Ny ie 2P wile
.................
................




(Eb SOR&ST —

Version : 10.02

Last Updated: 12 June 2025

Author : QA Team
MUC LUC
Tao m¢&i mot Trace 03
Cap nhat mot Trace 05
Xo6a mot Trace 06

Page |2




Version : 10.02
Last Updated: 12 June 2025
Author : QA Team

1.Téng quan

Hudéng dan sir dung PMS —Trace & Track gip nhan vién khach san quan ly cac tac vu va hanh déng lién quan
dén dat phong. Tai liéu bao gdbm viéc tao va phan cdng trace (theo d&i cdng viéc), theo ddi tién dd va dam bao
viéc theo d&i duoc thue hién ding thi han gitta cac bd phan. Hwéng dan duwoc trinh bay rd rang véi cac
budc chi tiét va vi du thyc té.

2.Tao mé&i mot Trace

Tinh ndng nay cé san trong Trace & Track Menu > Make Trace, cho phép nhan vién tao va phan céng trace
cho céc tac vy, ddm bao viéc theo ddi cong viéc gitta cac bd phan dwoc thuc hién ddng han.

Pé thuc hién thao tac:
1. Nhan Make Trace.
2. Dién théng tin can thiét (Trace Template, Assign To, Due Date, Alert, Follow Up, v.v.).
3. Nhap Notice (ghi chu).
4. Nhan Save dé tao trace.
Nhan Cancel dé hiy thao tac va déng clra sob.
Nhan Save & Post to Guest dé gtri trace cho khéch.

Make Trace X

Doc No, Room No. Guest Name Trace Template *

TCH##H# Q Q
Trace Type Assign To * Collaborator CCTo
Due Date * Alert * Trace Alert Hour Follow Up *

13/01/2025 511 14:19 C] None Q None Q

Follow Up Hour

SAIPARN SP.

h 13/01/2025: 14:19
=+ New Trace

Motice *

Save Cancel
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Lwu y: Dam bao tat ca thong tin dugc nhap day dd va chinh xac dé tranh nham 13n hodc cham tré trong viéc
theo ddi cdng viéc. Déng thai, chon tly chon canh bao (Alert) pht hop dé nhan théng bao kip thoi vé trang
thai clia trace.

None - Khéng kich hoat canh bao.

Immediately - Cadnh bdo dugc kich hoat ngay khi su kién xay ra.

Every Hour - GUti canh bao méi gio.

Every Day Specific Time - Canh bao tai mot thoi diém cu thé mdi ngay.

Every (Time) - Canh bdo theo khoang thoi gian tuy chinh (vi du: mdi 3 gid).

Monday (Day) + Time - CAnh bdo vao mét ngay va thoi diém cu thé trong tuan.

Day Before + Action - Canh bdo mot ngay trudce su kién.

Hour Before + Action - Canh bdo mot s6 gid truwdc su kién.

O oo oo ogogodg

Specific Date + Time - Canh bdo vao ngay va thoi gian chinh xac.

Select Alert

Q, Search

Alert Code Condition Name Alert Name
P~
\_}_v, 1001 None None
) i
= 1003 None Immediately
L)
=) 1004 None Every Hour
L) - A
= 1005 None Every Day Specific Time
L) -
3 1006 None Every (Time)
25 1007 None Monday (Day} + Time
@ 1008 None Day Before + Action
25 1009 None Hour Before + Action
@ 1010 None Specific Date + Time
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3. Cap nhat mot Trace
Tinh ndng nay cé san trong Trace & Track Menu> Trace, cho phép nhan vién cip nhat tién d6 cong viéc theo
thoi gian thue, ddm bdo theo ddi chinh xdc trang thai va truy@n thdng gitra cac bd phan.
DE thyc hién thao téc:
1. Chon mot trace.
2. Nhan Update Action.
3. Nhan Acknowledge dé xac nhan d3 nhan nhiém vu hodc théng bao.
Nhan Update dé cap nhat trang thai hodc tién d6 cla trace.
Nhan Completed dé danh dau trace d3 hoan thanh.
Nhan Feedback dé cung cap y kién hodc chi tiét bé sung (tly chon Feedback s& hién thj sau khi nhan
Complete).

Nhan Cancel dé huy thao tac va déng clra sb.

Action / Alert X

Doc No. Room No Guest Name Assign To

BirthDay cake : Due Date 13/01/2025

LS SAIPARN SP.
. " Surprise Birthday " 12/06/2025 : 14:40 PM
ace

New Trac

Notice*

7 Acknowledge Update @ Completed

Lwu y: Cap nhét, xac nhan va phan hoi phai dugc ghi nhan kip thoi dé ddm bao cdng viéc dugce phan céng

chinh xac va dung han.
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4.X6a mot Trace
Tinh ndng nay cé trong Trace & Track > Trace, cho phép nhan vién xda trace khéng con can thiét.
P& thuc hién thao tac:
1. Chon mot trace.
2. Nhan Delete.
Nh&n Delete mot [an nita d€ xac nhan xda trace.
Nhan Cancel dé hdy thao tac va déng clra sb.

3. Hé thdng sé hién thi thong bdo thanh céng va xda trace.

Delete

Are you sure you want to delete?

Cancel

Lwu y: Viéc xda trace 1a hanh dong khong thé hoan tac. Hiy chic chan rang trace khéng con can thiét trude

khi xdc nhan xdéa.
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