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1.Téng quan

Tai liéu nay hudng dan céc budc tao va phan bé ddt phong cho khach doan trén hé théng PMS. Nguoi dung
c6 thé quan ly dat phong cho nhiéu phong duwdi mot mia cha khach doan, phan bé phong, ap dung gia tir céng
ty It hanh va quan ly théng tin khach hiéu qua.

2.Tao Pat Phong Cho Khach boan

Hién thj trong menu Group & Block > Make Reservation, chirc ndng nay cho phép ngudi dung tao dat phong
cho nhiéu phong dudi mdt ma khach doan duy nhat, bao gdm ngay dén/di, chon loai phong, cong ty It hanh

va théng tin hoé so khach

Céac budc thuc hién:

W ®® N A WN e

Nhap vao Group & Block > Make Reservation
Nhap ngay dén va ngay di, sau d6 nhap Check dé xem tinh trang phong con cé thé ban

Nhap nut Room bén canh loai phong dé thém phong

S& dung nut «+ hodc ««dé diéu chinh s6 lwgng phong, réi nhan Confirm
Nhap Add To Cart & Continue dé tiép tuc dién théng tin dt phong
Nhap biéu twong Search trong & Contract d& chon cong ty

Chon Rate Code (M3 gia ban), nhap Room Rate, va chon Breakfast Code (Ma gid an sang)

Nhap Group Code (M3 doan) va Group Name (Tén cla doan)

Chuyén sang tab Guest Profile va nhap thong tin khach

10. Nhap Confirm hodc Confirm & Print dé hoan tat dat phong

NEW BOOKING : & Rate&Avall Calendar View Iff  Forecast View
Arrival Date L
Room / Type Departure Date Room Availability Room(s)
21/04/2025
Z BIEES 24/04/2025 U 3 z
Booking Info Guest Profile Note & Attachment Hotel Transfer
Booking Info.
Arrival Departure
21/04/2025 w400 ® 24/04/2025 w1200 ©
Arrived By Detail
Flight + Example:Flight No. / Car Registration
Contract Email
x Q qa0310.test@gmail.com
Agent Email
x Q ga0310.test@gmail.com
Source Email
x Q qa0310.test@gmail.com
Market Segmentation
Market Segment Source Of Business
Online Travel Agency (OTAs) Other
Group / Party

Total Guest

8

Posting Instruction

Night(s)
3 Night
Departure By

Flight
Telephone No.
0123456789
Telephone No.
0123456789
Telephone No.

0123456789

Channel

Online Travel Agency

Rate Code
Avg. Rate

OPNRB
1,100.00

Breakfast

ABF
2,400.00

4

Deposit & Payment

Booking Status
Confirmed Booking

Detail

Contact Person

Irin Somboon

Sales Person

1762

Extra Charge
(Bed & Person)

Total Night Total Rooms Total Guest Total Charge
15 5 40 52,500.00

Avg. Other Breakdown
Add On

Total Daily Rate
Total Charge

0.00

E 17,500.00 0
0.00

0.00 52,500.00

Booking Type

Normal

Use Rate From

Agent

Confirm & Send

Lwu y: H3y ddm bao chon dung céng ty I hanh va m3 gid dé hé théng tinh dung gid phong.
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3.Phan Bd Phong Cho Khach Poan

Hién thj trong menu Group & Block > Group Information, chirc nang nay cho phép ngudi dung gdn phong cu
thé cho khach doan d3 dat phong va cau hinh chuyén tién phong sang phong cla truérng doan (Room
Mastern).

Cac budec thuc hién:

Nhap vao Group & Block > Group Information

Nhan vao m3 nhdm dé ma chi tiét dat phong

Kiém tra loai phong va nhap Duplicate dé tach cac phong trong doan thanh tirtng phong khach lé
Nhap Confirm dé xac nhan

Nh3ap vao biéu twong Room No. dé chon phong cu thé cho tirng khach

S dung hop tim kiém dé tim va gan phong, sau dé nhap Select and Go

Chon Room Master (hé thdng sé phat sinh 1 phong 3o 1am phong cha trwdng doan) néu mudn

No bk wnNRE

chuyén cac khoan tién phong cla ca doan sang phong cla truong doan
8. Nhap Save dé xac nhan viéc gan phong

Duplicate X

Do you want to duplicate RR25000217

Lwu y: Lubn xac minh viéc gan phong va chuyén tién phong vé phong cla truong doan trudce khi lwu dé tranh

sai sot trong héa don.
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