Tourkit - Hudng dan
Cau hinh hé thoéng
va Tao tai khoan

Quan ly cau hinh hé théng trong Tourkit

e Quan ly hé théng Cap Quan ly
o Cap nhat théng tin cong ty
o Cap nhat Chi nhanh
o Tao mdi va Phan Quyén Phong ban, Nhan vién
o Cau hinh céc Loai Email trén hé théng

o Cap nhat Nhém/Phong ban

e Quan ly hé théng vai Phong Kinh doanh

o Cap nhat Khach hang

e Quan ly hé théng Phong K& Toan
o Cap nhat Loai Phi€u Thu/Chi
o Cap nhat Phuong thic thanh toan

o Cap nhat Ty gia

e Tao Tai khodn
o Tao Tai khoan Nhan vién

o Tao Tai khodn Dai ly



e Quan ly hé thong Phong Diéu hanh

o Cap nhat Loai Nha cung cép

o

Cap nhat Phuong tién

Céap nhat Loai xe (Lich Diéu xe)

o

Cap nhat ngbn nglr Huéng dan vién

o

o

Cap nhat Thi truong



Quan ly hé thong Cap Quan
ly

Cap nhat Théng tin cong ty. Phan quyén



Cap nhat théng tin cong ty

Truy cép: Menu Chon Quan ly hé théng > Cau hinh > Théng tin Céng ty

1. Nhap thoéng tin

age nofTpimdaer hurkchowtype unknown

e Cac truong théng tin nhap nhu sau :
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Cap nhat Chi nhanh

Cach truy cap:

Menu Chon Quan ly hé théng > Cau hinh > Chi Nhanh

Tao mai Chi Nhanh

age no

e Click chon

bund or type unknown

dé nhap thém chi nhanh mdéi

e Dién théng tin chi nhanh va Click chon Hién thi

e LUu

age no

bund or type unknown
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Tao ma&i va Phan Quyén
Phong ban, Nhan vién

Cach truy cap:

Menu - Quan ly hé théng —» Cau hinh » Phan quyén phong ban » Chon Phong ban

Tao mdi Phong ban

age nojfpund or type unknown

e An “Tao m&i” dé md bang tao théng tin phong ban méi
age nofplnd g hurichowtype unknown

e Nhap Théng tin

I. PHAN QUYEN XEM DU LIEU TOAN BO/CHI NHANH/CA
NHAN

Trong ting nhém chirc nang sé cé quyén xem cac théng tin lién quan
Xem ca nhan: Xem céc thong tin clia cd nhan theo muc dugc chon
Xem toan bo: Xem toan b cac théng tin theo muc dugc chon

age nojfpund or type unknown

Ngoai ra con cé xem theo chi nhanh/nhém

Luu y : Két hgp xem théng tin cla tirng phan véi chi nhanh

e Chon xem cd nhén... + Toan bd chi nhanh/Nhém hoac Xem ca nhan+ C4 nhan chi
nhanh/nhém: Chi xem duoc théng tin cau minh (khdc nhém khéng xem dc)

e Chon Xem toan bd... + Xem ca nhan chi nhanh/nhém : Xem dugc thong tin cla cac thanh
vién thudc cung chi nhanh/nhém

e Chon Xem toan bd ...+ Xem toan bd chi nhdnh/nhédm: Xem dugc thong tin cla tat ca cac
chi nhanh/nhém

Vi du: Nghiép vu Booking:
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e Xem cé nhan booking + Xem chi nhanh => Xem dugc cac booking ma nhan vién dé tao
hoac phan lam diéu hanh, nguai duyét

e Xem toan bd booking+ Xem ca nhan chi nhadnh/nhém => Xem dugc cac booking ma cac
nhan vién thudc cung chi nhanh/nhém tao hoac phan lam diéu hanh, nguoi duyét

e Xem toan b6 booking + Xem toan bd chi nhdnh+ xem toan b6 nhém => Xem dugc toan
bd booking da nhap trén hé théng

Il. PHAN QUYEN CAC NUT CHUC NANG

Luu y phai chon quyén xem & ting nghiép cu thi méi thay dugc cac chic nang khéc

1. Phan quyén Thém/Slra/Xoa

Khi click chon phan quyén cac chlc nang nay theo tirng phong ban thi trén tirng muc cla nhan vién
thudc phong ban dé méi hién thi cac nlt chic nang ( néu khéng chon thi sé an nat chirc nang)

2. Phan quyén Dich vu sale/Dich vu diéu hanh/ Bang chiét tinh

age noffpund or type unknown

3. Phan quyén Gia ban/Giad nhap/Lgi nhuan & Nghiép vu Nha cung cap

age nojfpund or type unknown

4. Phan quyén khéac & Tour FIT

s
AEYS L a
Nage ’

O tour FIT noai quan ly dam 26 LQUE SOM @R ly danh sach khach hang, chuyén tour, share

lich, nhap du todn dich vu
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Quan ly hé thong Cap Quan ly

Cau hinh cac Loai Email trén
hé théng

I. Cac loai Email trén hé théng

age no

bund or type unknown

Il .Huéng dan cai dat

Budc 1 : Cach ldy ma mat khau tng dung Email

e Quy khach hang can tao méi mét gmail véi théng tin la : noreply.[company] néu chua c6
Vi du : noreply.tourkit.vn

e Dang nhap tai khodn gmail clia minh tai: https://myaccount.google.com

e Chon Bdo mat

age noyfpund or type unknown

e Tai day thuc hién bat xac minh 2 budc (néu da bat thi bd qua budc nay)

age noyfpund or type unkne

e Vao link nay dé 1ay mat khau (rng dung nhanh nhat :
https://myaccount.google.com/apppasswords
e Nhap App Name: Tourkit > Tao

age noffpund or type unknown

e MOt doan ma gom 16 ky tu nhu hinh dudi sé xuat hién, cac ban thuc hién luu lai ma nay.
Pay chinh la mat khdu &ng dung dung cho dich vu mail trén tai khoan Gmail cla cac ban.
Mat khau nay cé thé dung dé cai dat trén Outlook, khai bdo trén cac ing dung gdi mail
SMTP véi tai khoan gmail nhu phpMailer, Plugin SMTP trén WordPress,....

age no

bund or type unknown

Budc 2 : Két ndi Email vao hé théng Tourkit.vn

2.1 : Cau hinh Email Norely.[company]
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e Budc 1 : Vao Quan ly hé thong ===> Cau hinh ===
e Budgc 2 : Cap nhap tén email vao 6 “ Email thomgzbam

lay & Bugc 1 dién vao 6 “ Mat khdu (ng dung”

e Budc 3: An luu

2.2 : Cau hinh Email “Cé nhan” vao Tourkit d€ gui email MKT

> Cau hinh Céng ty
uQéQr%éBn'kM@{ kh&u ng dung”

e Budc 1 : Lay mat khau ing dung email ca nhan ( Tuong tu cach 1y phan trén)

e Budc 2 : Cdu hinh email c& nhan vao hé théng Tourkitsgero

e Vao Quan ly hé thong = Ca

e “Thém tai khodn”

| hinh = Email cong viéc

age no

bund or type unknown

e Dién thoéng tin “ Tén email + Mat khau (ng dung”

e An luu

pbund or type unknown
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Cap nhat Nhém/Phong ban

1. Cach truy cap:

Menu Chon Quén ly hé théng > Nhém/Phong ban

yound or type unknown

2.Tao méi Nhédm/Phong ban
ﬁe{ound or type unknown
Click chon dé tao Nhém Phong ban méi cho cong ty

3. Sua/Xéa Nhom/Phong ban

%ound or type unknown
Click chon nut Chirc nang dé thay doéi
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Quan ly hé thong véi Phong
Kinh doanh



Cap nhat Khach hang

1. Thay déi Phan Loai/Nguén Khach hang/Thé khach
hang

1.1. Cach truy cap:

Menu ChorrEmandyhé thdng.z Cau hinh > Phan loai khach hang/Nguén khach hang/Thé Khach

hang

1.2. Thém thong tin

Chon Thoéng tin can cap nhat: Loai Khach hang/Nguén khach hang/Thé khach hang
Click chon Tao méi

yaund or type unknown
%ound or type unknown
Dién thong tin

Nhan Luu

1.3. Sua/Xéa thong tin

Click chon Nut Chic nang

ﬁe&wnd or type unknown

2. Ly do huy

Menu Chon Quan ly hé théng > Cau hinh > Ly do huy
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@ Ly do huay

Danh muc ly do hiy

2.1. Tao méi ly do huy

B1:
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Quan ly hé thong Phong Ké
Toan



Cap nhat Loai Phiéu Thu/Chi

1. Cach truy cap:

age nojfpund or type unknown

Menu Chon Quan ly hé théng > Cau hinh > Loai Phi€u Thu/Chi

2. Thém thong tin

age noffpund or type unknown

e Click chon Tao mgi
age noffpund or type unknown

e Dién théng tin

e Nhan Luu

3. Sta/Xoéa thong tin

Click chon Nut Chic nang

age noffpund or type unknown
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Quan ly hé thong Phong K& Toan

Cap nhat Phuong thuc thanh
toan

1. Cach truy cap:

age noyfpund or type unknown

Menu Chon Quan ly hé théng > C&u hinh > Phuong thic thanh toan

2. Thém thong tin

age noffpund or type unknown

e Click chon Tao méi
age nof#fpund or type unknown

e Dién thong tin

e Nhan Luu

3. Stra/Xéa thong tin

age noffpund or type unknown

Click chon Nut Chic nang
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Quan ly hé thong Phong Ké Toan
C N h N T 2 "/

ap nhat Ty gid
1. Tao méi ti gia

ﬁe{ound or type unknown
Click Tao méi -> Popup tao mdi ti gid xuat hién:

e Tén don vi: Nhap tén don vij tién té
e Ti gid quy d6i: Nhap gia tri ti gid quy déi cla loai tién té -> Click Luu d€ luu ti gia

2. Sua/ Xoa ti gia

Click nat chtrc nang:

age nojfpund or type unknown

-> Click:

e S(ra : dé thuc hién sira ti gia
e X04a : D€ x04 ti gia


https://docs.mistudio.asia/uploads/images/gallery/2025-02/image-1739953408901.png
https://docs.mistudio.asia/uploads/images/gallery/2025-02/image-1739953702516.png

Tao Tai khoan



Tao Tai khoan Nhan vién

1. Cach truy cap:

Menu Chon Quan ly hé thong > Thanh vién

2. Tao Tai khoan

age noyfpund or type unknown

e Click Chon dé tao mdi tai khoan
age noyfpund or type unknown

e Dién théng tin tai khodn nhan vién Luu y: Tén tai khodn sé khbng thay déi dugc

e Bat Trang Thai Hoat Bong
e Nhan Luu

3. Stra thong tin

age nojfpund or type unknown

Click vao icon tai cot “ Cap nhat User”. LUc nay hé théng sé mé ra 1 bang thong

tin User nhu sau :
age noyfpund or type unknown

Cép nhat lai théng tin can
Nhan Luu

4. Reset Mat Khau

4.1 Admin/Quan ly 5 au cho nhan vién
age nojtbund or type unknown

Click vao icon tai cOt “ Reset Mat khau” dé thuc hién thao tac reset mat khau.
age noyfpund or type unknown

Dién vao 6 “ mat khdu méi” dé dién mat khau méi nhat
age nojfpund or type unknown

Click vao icon dé Update mat khau méi.

4.2. Nhan vién tu Reset mat khau


https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1737303285330.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1737303371924.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1737303693156.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1737303734572.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1737303869303.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1737303916683.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1737303949447.png

e Click vao Avatar géc trén bén phai >< Chon DP6i méat khau

e Nhap Mat khau hién tai va Mat khau méi

e Nhan Luu

5. Khéa tai khoan

age noffpund or type unknown

Pé tat tinh nang hoat déng clia Tai khoan

e Quan ly chon

age no

bund or type unknown

& man Danh sach Thanh vién

e Xac nhan thay daéi trang thai cho tai khoan

age no

bund or type unknown
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Tao Tai khoan bai ly

1. Cach truy cap:

Menu Chon Quan ly hé thong > Thanh vién

2. Tao Tai khoan

age noyfpund or type unknown

e Click Chon dé tao mdi tai khoan
age noyfpund or type unknown

Dién thong tin tai khodn nhan vién Luu y: Tén tai khodn sé khbng thay déi dugc

Chon Loai Tai khodn: Dai ly.TA gti khach

age noyfpund or type unknown

Bat Trang Thai Hoat Bong
Nhan Luu

3. Suira thong tin

age nofpund or type unknown

Click vao icon tai cOt “ Cap nhat User”. L4c nay hé théng sé mé ra 1 bang thong

tin User nhu sau :
age noffpund or type unknown

Cép nhat lai théng tin can
Nhan Luu

4. Reset Mat Khau

¢hau cho nhan vién

4.1 Admin/Quan ly Reset-ms
4 fpund or type unknown

Click vao icon tai cOt “ Reset Mat khau” dé thuc hién thao tac reset méat khau.

age nofpund or type unknown

Dién vao 6 “ mat khau méi” dé dién mat khau méi nhat
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Click vao icon dé Update mat khau méi.

4.2. Nhan vién tu Reset mat khau

age noyfpund or type unknown

e Click vao Avatar géc trén bén phai Chon D6i méat khau

e Nhap Mat khau hién tai va Mat khau méi

e Nhan Luu

5. Khéa tai khoan

age noyfpund or type unknown

Pé& tat tinh nang hoat déng cua Tai khoan

age no

e Quan ly chon

bund or type unknown

& man Danh sach Thanh vién

e Xac nhan thay déi trang thai cho tai khoan

age noffpund or type unknown
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Quan ly hé thong Phong
Piéu hanh



Quan ly hé thong Phong Diéu hanh

Cap nhat Loai Nha cung cap

age noffpund or type unknown

Thay daéi tén thong tin thu muc Nha cung cép

1. Cach truy cap

Menu > Quan ly hé théng > Cau hinh < Loai Nha cung cap

2. Thém thong tin

e Click chon Tao méi
age nojfpund or type unknown

age nojfpund or type unknown

e Dién théng tin

e Nhan Luu

3. Sta/Xoéa thong tin

Click chon Nut Chic nang

age noffpund or type unknown
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Cap nhat Phuong tién

1. Cach truy cap

Menu > Quan ly hé théng > Cau hinh < Phuong tién

2. Thém thong tin

Click chon Tao mdéi
age noyfpund or type unknown

age nojfpund or type unknown

Dién thong tin

Chon Loai hinh phuong tién
Nhan Luu

3. Sta/Xo6a thong tin

Click chon Nut Chic nang

age noffpund or type unknown
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Cap nhat Loai xe (Lich b
xe)

(D>

U

1. Cach truy cap

Menu > Quan ly hé théng > Cau hinh < Loai xe

2. Thém thong tin

e Click chon Tao méi
age noyfpund or type unknown

age nojfpund or type unknown

e Dién théng tin

e Nhan Luu

3. Sta/Xo6a thong tin

Click chon Nut Chic nang

age nojfpund or type unknown
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Quan ly hé thong Phong Diéu hanh

Cap nhat ngbn ngr Hudng
dan vién
1. Cach truy cap

Menu > Quan ly hé théng > Cau hinh < Ngon ngit

2. Thém thong tin

e Click chon Tao méi
age noyfpund or type unknown

age nojfpund or type unknown

e Dién théng tin

e Nhan Luu

3. Sta/Xo6a thong tin

Click chon Nut Chic nang

age nojfpund or type unknown



https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1737304744224.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1737305260516.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1737302293720.png

Quan ly hé thong Phong Diéu hanh

Cap nhat Thi truong

age noffpund or type unknown

Thay d6i tén théng tin thu muc Nha cung cap

1. Cach truy cap

Menu > Quan ly hé théng > Cau hinh < Thi trudng

2. Thém thong tin

e Click chon Tao méi
age nojfpund or type unknown

age nojfpund or type unknown

e Dién théng tin

e Nhan Luu

3. Sta/Xoéa thong tin

Click chon Nut Chic nang

age noffpund or type unknown
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