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quan:

Tai lieu nay cung cap huwdng dan chi tiét vé cach quan ly dit ban trong hé thdng POS. Bao gdbm cac budc cu
thé dé tao mdi, chinh stra, hiy va x{r ly khach d&n ma khéng dat truwdc, cung vai cac chinh sach dé dam bao

van hanh

nha hang hiéu qua. Mbi phan gitip nhan vién hiéu va s dung chirc ndng dt ban mot cach tréi chay

va chuyén nghiép.

2. Tao Pat Ban
Chirc ndng nay cho phép nhan vién tao dat ban mdi cho khach dwa vao tinh trang ban, thai gian va yéu cau
clia khach. C6 san tai POS > Table Booking > Make Reservation, chitc ndng nay cho phép ngudi dung nhap

thong tin dat ban, gan ban, va xac nhan dit chd.
Céc budc thyc hién:
1. Truy cap Man hinh D3t Méi: Nhan " Make Reservation" trong menu Table Booking.
2. Nhap Théng Tin Khach: Ghi tén, théng tin lién hé va s6 luvgng khach.
3. Chon Ngay va Gio: Chon ngay va khung gio phu hgp cho viéc dat.
4. Gan Ban: Chon ban con tréng phu hop vai thoi gian d3 chon.
5. Xac Nhan Dat Ban: Kiém tra thong tin va xac nhan dit chd.
Booking No: -
Guest Name* Last Name* Telephone* Email *
l:ahy Q baby i 0965326999 narisaradtest@gmail.com
Other Info
ID Card/ Passport No VC No Channel * Segment *
0123456789000 Direct d Marketplace -
Guest Type* Country* Nationality*
MEMBER - Thailand - Thai -
Notice & Policy
Motices Policy Remark_... Cance| Policy...

Lwu y: Dam bao khéng trung véi cac dat ban d3 cé trwdc do.
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3. Chinh Sira bat Ban
Chtrc ndng nay cho phép chinh slra thong tin dat ban d3 cé theo yéu cau thay déi ctia khach. C6 sdn tai POS >
Table Booking > Edit Reservation, chirc ndng nay giup tim kiém va diéu chinh dat ban phu hop.

Cac budc thuc hién:
1. Tim D&t Ban: Duyét hodc tim kiém dat ban trong danh sach.
2. Nhan Chinh Stra: Chon d3t ban va nhan nut "Edit".
3. Cap Nhat Théng Tin: Thay déi thong tin khach, thoi gian hodc ban.
4. Luwu Thay D8i: Xac nhan va lwu thay d6i dat ban.

Info Reservation

The Arrival not on time

Book No Name

1673 baby baby

1674 smtt

Lwu y: Nén chinh sira kip thoi dé trdnh xung dot dat ban.
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4. Hay Pit Ban

Chtrc ndng nay dung dé hly dat ban da xac nhan theo yéu cau clia khach hodc do khach khéng dén. C6 sdn
tai POS > Table Booking > Cancel Reservation, chitc ndng nay gitp giai phdng ban khong st dung.

Cac budc thuc hién:
1. Chon P&t Ban Can Huy: Xac dinh dat ban can hay trong danh sach.
2. Thuc Hién Hay: Nhan nat "Cancel".
3. Xac Nhan: Dongy khi hé théng yéu ciu xac nhan huy.

Cancel Booking

Are you sure do you want to cancel the booking ?

Cancel Reason

guest late 1hr

e

Lwu y: Ghi chi ly do hay néu can cho muc dich tham khao sau nay.
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5. Ghi Nhan Khach Dén Khéng Dat Trudc

Dung dé ghi nhan va sap x&p ban cho khach d&n ma khéng dit trudc. C6 san tai POS > Table Booking > Open
Table, chirc ndng nay giup bd tri ban nhanh chdéng cho khach walk-in.

Cac budc thuc hién:
1. Truy cap Open Table: Vao menu Table Booking va chon "Open Table".
2. Chon Ban Con Tréng: Xac dinh va chon ban chuwa cé khach.
3. Nhap Théng Tin Khach: Ghi thong tin khach dé lwu ho so.
4. Xac Nhan S3p Ban: Xac nhan rang khach d3 duoc ngbi.

Open Table by Booking 1685

Booking Information
Booing Id : 1685
Table : 102

Full name : Nooknick 1
No of Guest : 2

Arrival Date/Time : 18/10/2023 10:25

Lwu y: Cac khach walk-in s& khong xuat hién trong danh sach dat trude.
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6. Chinh Sach bat Ban (table_booking_policy)

Phan nay trinh bay cac chinh sach va thyc hanh chuan trong viéc x ly d&t ban nham dam bao quy trinh van
hanh tron tru. Cé san tai POS > Table Booking > Settings hodc SOP ndi bd, cung cdp huwéng dan cho nhan vién
vé cach xt ly dat ban dung quy dinh.

Cac budc thuc hién:
1. Xem Chinh Sach: Tham kh3o tai liéu chinh sdch ndi bd hodc phan cai dat.
2. Ap Dung Huéng Dan: Thuc hién theo thoi gian dét, gidi han hiy, quy tic wu tién.

Outlet

Outlet Location

Open Table Parameter
Book By Hours

Open Table Parameter Input Cover Input Waiter

Shift Code Shift Name Start Time End Time Shift Seq

Lwu y: Chinh sich c6 thé thay déi theo tirng co s& va can duwoc cap nhat thudng xuyén bai quan ly.

Page |7




