QUAN LY XE

Kho xe

Lich xe ch& duyét

Lich diéu xe

Bao cdo



Kho xe

2. Nha cung cap

e Hé thong nha cung cap cho phép quan ly hé thong nha cung cap theo ting loai dich vu.
Tai day cho phép Tao/ Tra clru/ Cap nhat/ Thay déi trang thai hoat dong/ Xem cdng ng nha

cung cap

age noffpund or type unknown

Truong thong tin

Tao

Nhap excel

Xem chi tiét

Cap nhat

Thay dd6i trang thai

Xem cong ng

2.1. Tao NCC

Hi

nh anh minh hoa

ﬁe(

pbund or type unknown

y

bund or type unknown

%

bund or type unknown

ﬁez

pbund or type unknown

Y

bund or type unknown

3{

bund or type unknown

bund or type unknown

éez

M6 ta

Tao théng tin nha cung cép / théng tin
dich vu nha cung cép khéach san dé

Import danh sach nha cung cap tu
excel ( Tai mau )

Xem chi tiét théng tin nha cung cap

Cép nhat théng tin nha cung cap

Xod nha cung cép

- Thay d&i trang thai nha cung céap

- Hoat déng/Dung hoat dong

- ( Nha cung cép ding hoat dong bi
ddy xudng cudi danh sach va bi an khi
chon dich vu 6 cac don)

Xem cbéng ng nha cung cap
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Chon nut chic nang >< dé ma form nhép théng tin nha cung cap khach san:

age noyfpund or type unknown

e (1) Nhap théng tin chung cua nha cung cap: Luu y:

e C4c théng tin bat budc : M& NCC, Tén NCC, Sé dién thoai

age nofpund or type unknown

e (2) Nhap thong tin nguoi lién hé

e Tén dich vu: Nhap tén dich vu
S6 lugng: Nhéap sé lugng

Gia NET: Nhap gia nhap

Gia ban: Nhap gia ban

M6 ta: Nhap thong tin mé ta ( Thg

Ay 56 AYIcRALErén phi€u Xac nhan dich vuy)

Ghi chd: Nhap ghi chd Chon nat dé luu lai thong tin da nhap

2.2. Import Nha cu a
age nofpund or type unknown age noyfpund or type unknown

e Chon nut dé mad popup import file excel:
Chuc nang Hinh anh minh hoa M6 ta
Tai file import age noFfpund or type unknown Click trén popup dé tai file mau
Chon tép age nogfpund or type unknown Chon file thong tin nha cung cap can
import
Thuc hién cap nhat file Ién phan mém age nogfpund or type unknown Chon Thuc hién dé cap nhat file Ién
pm

Luu y file import:

e File import phai cé dinh dang .xIxs hoac .xls
e Cac thong tin phai cé trong file excel: Ma NCC, Tén NCC, SDT
e Khong doi tiéu dé cac cot
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e V&i Khach san/ Voucher phdi chon Class Hotel, Dy én (cung 1 file thi néi dung nay import
|én sé giéng nhau => néu thong tin nay khac nhau thi can chia file ra import)

2.3. Export Nha cung c&

age no

Chon chirc nang

2.4. Xem chi tiét Nha cung cap

bund or type unknown

dé xuat thong tin nha cung cap

e Chon méa NCC dé xem théng tin nha cung cép

age nofpimdaer

owtype unknown

2.5. Cap nhat

age noyfpund or type unknown
Tai man chi tiét chon dé cap nhat théng tin nha cung cép
2.6. Xoa

age noffpund or type unknown
Tai man chi tiét chon dé xo0d thong tin nha cung cap
2.7. Thay déi trang thai

age nofpund or type unknown

Tai man danh sach nha cung cép chon tai cot tinh trang dé thay daéi tinh trang nha cung

cap
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Lich xe cho duyét

An “Tao lich diéu xe”

age no

bund or type unknown

dé ma bang tao théng tin 1 lich diéu xe mai:

Cac truong thong tin nhap nhu sau :

1.1. Thong tin tour:
Truong thong tin

Ma don hang

Bién s6 xe

Thong tin tai xé

Tinh trang

Nhoém/ Thi trudng

Loai hinh

1.2. Théng tin Khach Hang:

Truong thong tin

Hinh anh minh hoa

ﬁe%aund or type unknown
éezaund or type unknown

ﬁe{aund or type unknown
Yaund or type unknown

ﬁe{aund or type unknown
yaund or type unknown

Hinh anh minh hoa

age nojfpund or type un|

Mo ta

Hé théng tu dong tao Ma theo cau
trdc dugc dat san ciia doanh nghiép

Hé thong tu fill theo ma NCC

Hé théng tu random ma gilr ché cho
khach

Chon trang thdi don hang

Lua chon thj truong da duogc cai dat
san dé phan loai, théng ké

Chon loai hinh
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cla khach dé hé thong ty dé xuét
théng tin c6 san.

- Péi véi Khach hang méi chua cé
trong kho Data khach hang : An
vao nut d€ ma 1én Popup “ Tao mai
khach hang”. Lic nay data khach mdi
sé dugc tu dong luu vao Kho Data
khach hang dé stir dung cho sau nay

Nhan vién diéu hanh age noFfpund or type unknown D6i vGi cac don hang can 1 Nhan vién
Diéu hanh dich vu két hgp cling Sales

Tim khéch hang age noffpund or type unknown - Péi v6i Khach hang da cé trong
kho Data: G& tén hoac So dién thoai

xU ly thi chon vao 6 Nhan vién diéu
hanh dé€ gan phi€u cho nhan vién
dugc chon cuing nhin thay don hang

File “ Chon tép” age nogfpund or type unknown Hé thong cho dinh kém nhiéu hé sg,
file thong tin khach hang cung 1 Itc
dé luu trir thong tin khach hang

1.3. Piéu hanh dich vu:

Truong théng tin Hinh anh minh hoa M6 ta
Dich vu Sales (Duy tru tour) age nogfpund or type unknown Céc dich vu dugc lya chon trong Tab
Dich vu Sale chi mang tinh chat du
ki€n va khéng duoc tinh vao

Doanh thu/Chi phi ciia Pon hang

Dich vu diéu hanh age nogfpund or type unknown Céc dich vu dugc lua chon trong Tab
Dich vu Piéu hanh la céc dich vu
chinh thiic dugc tinh vao Doanh

thu/Chi phi cia Pon hang

1.3,1. Cac budc chon dich vu:

age noyfpund or type unknown

Budc 1: Click chudt vao dé ma ra bang lua chon dich vu s dung cho Tour dé. Sau khi

click vao sé hién thi ra mot Bang lua chon dich vu:

age noffpund or type unknown

Budc 2: Chon r@%&%p%e}ﬂmm(ﬁ cung cap dé€ hién thi ra danh sach cac nha cung cép

dich vu chi tiét
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Budc 3: Click vao tiung dich vu con dé Iuya chon kéo tha vao bang Dich vu. Nén dich vu dugc chon
sé hién thi nén mau xanh

Budc 4: Click

age noyfpund or type unknown

age no

pbund or type unknown

dé thém dich vu

1.3.2. Thém nhanh nha cung cap + Dich vu tai man chon dich vu

Truong thong tin

Tao nhanh Nha cung cap

Thém nhanh Dich vu ctia Nha cung

cap dang chon

1.4. Piéu khoan va luu y:

Hinh danh minh hoa M6 ta

age no¥fpund or type unknown Click vao nit Tao nha cung cap dé
tao nhanh 1 nha cung cap chua cé
trong Danh sach nha cung cép cua
Doanh nghiép

age nogfpund or type unknown Khi chon nha cung cap dich vu bi
thi€u cé thé &n vao dau cong dé thém
nhanh dich vu chi tiét cta Nha cung
cap do

V@i ting don hang sé cé cac diéu khoan va luu y khac nhau cho khach hang. Chinh vi vay khi tao
don thué can cac Diéu khodn va Luu y théng bdo téi cho khach hang ngay trén phi€u SmartLink
B&o gia thi Sales + Piéu hanh dich vu cé thé thém nhanh tai 6 Piéu khoan va luu ngay bén
dudi phan théng tin khach hang.

age nojfpund or type unknown

Click chuét vao tab Piéu khodn & Luu y -> Click vao dé md ra bang dién théng tin:

dich vu gui cho khach nhu sau

e Tai day chon VN

Viéet

e Chon EN

age nojfpund or type unknown

=> Khi dién day du thong tin & bang nay ndi dung sé show ra bdng SmartLink Xac nhan

age no

bund or type unknown

-> khi dién thong tin File Xac nhan dich vu sé hién thi Tiéng

age no

bund or type unknown

-> khi dién thong tin File Xac nhan dich vu sé hién thi Tiéng Anh

2. Quan ly danh sach Tour

age noffpund or type unknown
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2.1. B loc théng tin man quan ly danh sach

Truong thong tin

Tim kiém

Tinh trang

CTv

Trang thai hoa hong

Ngudi tao

Chi nhadnh

Nhém

Trang thai hod don

Ngay thanh toan

TT thanh todn

Chon phong ban

NCC

Hi

nh anh minh hoa

age no

bund or type unknown

age no

pbund or type unknown

age nog

bund or type unknown

age no

bund or type unknown

age ng

pund or type unknown

age no

bund or type unknown

age no

bund or type unknown

age no

pund or type unknown

age no

bund or type unknown

age ng

bund or type unknown

age no

bund or type unknown

age no

bund or type unknown

O R e (O S

M6 ta

G6: Ma don hang, Tén tour, SDT
khach hang,...-> Enter thi hé thong sé
tim theo két quad mong mudn

Loc theo trang thai Tour : Sap chay,
Pang chay, Chua quyét toan, Da
quyét toan Hoan thanh, Hay, Huy
khong di

Dién tén Cong tac vién (CTV) dé€ tim
kiém CoOng tac vién (CTV la ngudi
dugc gan vao data Khach hang)

Loc theo céac don hang da dugc “ Chot
hoa héng” cho Sales

Loc theo Ngudi tao ra don hang dé.
Vi du: muén xem Nhan vién Nguyén
Van A tao ra nhitng don hang na

Lua chon don hang theo Chi nhanh ,
khu vuc lam viéc. Vi du : Muén xem
céc don hang cho chi nhanh Ha Noi
taora

Loc dan hang theo nhém

Loc cac don hang da dugc note Xuat
héa don

Loc cac don hang theo théng tin “
ngay thanh todn” mong muén

Loc céc don theo trang thai thanh
toan: Con ng, Da thu hét, Con phai
chi, Ba chi hét

Loc cac don theo phong ban da setup
trén hé théng

Loc theo nha cung céap trong don
hang
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Truong théng tin Hinh anh minh hoa M6 ta

Nguén khach hang age nogfpund or type unknown Loc don hang c6 khach hang thudc
Nguén khach hang chon

2.2. Export don ha,
age nojfpund or type unknown

Click vao nut dé tai xuong File Excel toan bo théng tin don hang ban mong mudn. Nut

export c6 thé két hgp cung bd loc theo ban mong muén lua chon & trén

2.3. Hién thi dang xem

STT Hinh anh minh hoa Mb ta

1 age nogfpund or type unknown - Xem dang Calendar lich khéi hanh
- V6i dang xem Calendar ban cé thé
xem dugc lich khéi hanh cta
Tour/Tuyén dugc sap x&p theo ting
ngay va xem téng quan trong 1

thang: age nogfpund or type

+ Click vao icon dé xem

lich clia cac thang trudc hoac thang

tiép theo age noApund or type
+ Click vao tén dé xem
chi tiét Tour
2 age nogfpund or type unknown Xem don hang dang list
2.4. Huéng dan cai dat ch
age nojfpund or type unknown
e Click vao Icon dé vao bang cai dat chung cho danh muc Dich vu lé
e Muc cai dat chung nay la m 3 RabsQthang.tin tu dong cho tung danh muc san

pha@m, loai hinh sdn pham:

Truong thong tin Hinh anh minh hoa M6 ta
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C&u truc ma age nogfpund or type unknown S dung céac tir khéa {keyword} dé
Vi€t ma ty sinh theo form dinh san.
VD: BK_{DD_MM_YYYY} => M3:
BK_8_6_2023

Piéu khoan & Luu y age nogfpund or type unknown N6i dung dugc tao ¢ khu vuc Piéu
khoan & Luu y nay sé dugc bat tu
dong cho toan bo tat ca cac Tour duoc
tao ra 6 phan Tao mgéi

e Sau khi cai dat xong click Luu cau hinh dé set cai dat

3. Stra/ Xoa

DE& slra/ Xoa cac trudng thong tin cta don hang, thuc hién theo cac budc sau:

oo

don- hapg Llisk,vao tén Ma hé théng -> hién thi popup xem chi tiét

don hang: Budc 2: Click nit Stira dé thuyc hién stra Booking (hoac Xoa dé thuc

hién xoa Booking)
Luu y:

e Chlrc nang Stra/ Xoé dugc set theo phan quyén

o D& x04 dugc Booking thi dan dé phai: khéng c6 phat sinh phiéu thu/ chi

e DOI vGi booking -> phai thuc hién duyét booking thi sé liéu maéi dugc cap nhat trong cac
bdo cdo tai Module Bao cao hé théng

age nojfpund ¢

Budc 3: Sau khi thyc hién sra xong don hang -> Click Cap nhat dé€ luu lai chinh sua:

4. Cac nut chirc nang man xem chi tiét
age noyfpund or type ul

Man xem chi tiét don hang: Tai man list don hang Click vao tén Ma hé théng :

Truong théng tin Hinh anh minh hoa M6 ta

Xac nhan dich vu age nogfpund or type unknown Phiéu xac nhan dich vu sé dugc gui
cho Khach hang dé€ ky xac nhan céac
Dich vu trong tour, cé 2 ngén ng(t
chon:

+ Tiéng Anh

+ Tiéng Viét

Hop déng dich vu age nogfpund or type unknown - Hop dong dich vu sé dugc gli cho
Khach hang d€ xac nhan lai cac diéu
khodn trong tour khach dat
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Truong thong tin

Tao phiéu Pé nghi thanh todn (BNTT)

GUi email don hang

Tao lich nhac

Hinh anh minh hoa

age no

pbund or type unknown

age no

bund or type unknown

age ng

bund or type unknown

M6 ta

Tao phi€u BNTT gui cho Khéch hang

GUi email théng tin don hang cho
Khach Hang

- Tao lich nhac hen VD: Nhac hen dén
han thanh toan,...

- Khi dén thai gian nhac lich da set ->
Hé thong sé théng bao vé mail nguai
tao/ phu trach lich nhac nay (diéu
kién: tai khoan phai bat thong bao
nhan email )
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Lich diéu xe

An “Tao lich diéu xe”

age no

bund or type unknown

dé ma bang tao théng tin 1 lich diéu xe mai:

Cac truong thong tin nhap nhu sau :

1.1. Théng tin tour:
Truong thong tin

Ma don hang

Bién s6 xe

Thong tin tai xé

Tinh trang

Nhém/ Thi truong

Loai hinh

1.2. Théng tin Khach Hang:

Truong thong tin

Hinh anh minh hoa

ﬁe%aund or type unknown
éezaund or type unknown

ﬁe{aund or type unknown
Yaund or type unknown
ﬁe{aund or type unknown
ﬁe{aund or type unknown

Hinh anh minh hoa

age noyfpund or type unl

Mo ta

Hé théng tu dong tao Ma theo cau
trdc dugc dat san ciia doanh nghiép

Hé thong tu fill theo ma NCC

Hé théng tu random ma gilr ché cho
khach

Chon trang thdi don hang

Lua chon thj truong da dugc cai dat
san dé phan loai, théng ké

Chon loai hinh
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cla khach dé hé thong ty dé xuét
théng tin c6 san.

- Péi véi Khach hang méi chua cé
trong kho Data khach hang : An
vao nut d€ ma 1én Popup “ Tao mai
khach hang”. Lic nay data khach mdi
sé dugc tu dong luu vao Kho Data
khach hang dé stir dung cho sau nay

Nhan vién diéu hanh age noFfpund or type unknown D6i vGi cac don hang can 1 Nhan vién
Diéu hanh dich vu két hgp cling Sales

Tim khéch hang age noffpund or type unknown - Péi v6i Khach hang da cé trong
kho Data: G& tén hoac So dién thoai

xU ly thi chon vao 6 Nhan vién diéu
hanh dé€ gan phi€u cho nhan vién
dugc chon cuing nhin thay don hang

File “ Chon tép” age nogfpund or type unknown Hé thong cho dinh kém nhiéu hé sg,
file thong tin khach hang cung 1 Itc
dé luu trir thong tin khach hang

1.3. Piéu hanh dich vu:

Truong théng tin Hinh anh minh hoa M6 ta
Dich vu Sales (Duy tru tour) age nogfpund or type unknown Céc dich vu dugc lya chon trong Tab
Dich vu Sale chi mang tinh chat du
ki€n va khéng duoc tinh vao

Doanh thu/Chi phi ctia Pon hang

Dich vu diéu hanh age nogfpund or type unknown Céc dich vu dugc lua chon trong Tab
Dich vu Piéu hanh la cac dich vu
chinh thiic dugc tinh vao Doanh

thu/Chi phi cia Pon hang

Phan dich vu diéu hanh sé duogc hién thi ra man view & phan chi va xem dugc theo Dich vy, Nha
cung cap, Ngay

View Dich vu

Test 1 395,050 q T 0 0 395,090 395,909 T30 phicy thy

test2 33338 1 1 0 0 33338 33333 Tao phigu thu

Téng 433332 433,332

i thanh todn o Hoan tién khich hang
Hoan tién 0

con lai 433332

Xem theo : Dich vu | Nhacung c3p| Ngay
pnc =y
Ngay check  Ngay 56 5 Ti Phy Téngehi  Téng.chi (sau
STT | Nha cung c3p Tén MGt 93y 9%y GANET . VAT "9 9N (53U ot dich vy Tao phigu chi Xac nhn thanh todn
in checkout  lugng | lugt gia thu (truéc VAT) VAT) v
Khichsan ~
3 NCC: ettt
MENCC: NeCT74 test1 e 11/08/2028 1 1 10000 1 0 0 10,000 10,000 I Gui Email
1 TénNCC:Khich san emihem - . Xust phidu chi [ Cun riav Toin |
Nhac thanh todn
@0inh kém file (T8 da SOMB) test2 11/08/2025 0 1 5,000,000 1 o o o o
Loi nhusn truge VAT : 423,332
Téng 10,000 10,000 -
Loi nhusn sau VAT : 423,332
Phén chia loi nhuén
sTT Nhan vién Sales Tilew Loi nhugn Téng thu
1 Nguyén Ngoc Thoa cho 100 423332 433332

Hudng dén vién
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View Nha

st
test2

Téng

4 thanh toan
Hodan tién

Conlai

cung cap

e

33,333

vy

33,333

433332

Swauwy

33,333

433,332

433,332

130 prieu t

Tao phidu thu

Hoan tién khach hang

Phan chi

STT  Nhacung e5p

1 Tén NCC: KS1

Téng

M& NCC: NCG174

Xem theo : Dichvu | Nha cung cap | Ngay

test]

@inh kem file (8ida soME) testz

Mb ta

ittt

Xem thém

Tang chi

Ngéay check  Ngay s6 S5 T Phy
. (trude VAT)

Gia NET VAT
in check out luong luot gid thu

11/08/2025 1 1 10,000 1 o o 10,000

5000000 1 o o 0

11/08/2025 o 1

10,000

Tongcl

hi (sau

VAT)

10,000

10,000

it dichvu Tao phiu chi Xac nhan thanh todn

I GiiEmail
Xust phigu chi

“™ Nhic thanh todn

Loi nhuan truéc VAT : 423,332

Lgi nhuin sau VAT : 423,332

Phan chia lgi nhuan

Hudng dan vién

View Nga

Nhan vién Sales

Nguyén Ngec Thoa cho

y

Tile % Loi nhuzn

100 423332

Téng thu

433332

test1

test2

399,999

33,333

Téng

Da thanh toan

Hoan tién

cénlai

399,999

33333

433,332

399,999

33333

433,332

Tao phiduthu

Tao phigu thu

Hoan tién khach hang

433,332

Xem theo : Dichvu | Nha cung c&p | Ngay

Phin chi

STT  Nhacung csp Ten

Ngay 1

M3 NCC: NCC174.
1 Tén NGC: KsS1 testl

@0inh kém file (Téida SIMB)

M3 NCC: NCC174.
2 TénNCC:KSt test2

@oinh kém file (T6i da S0MB)

Téng

M ta

ittt

Xem thém

Ngay check  Nga 6 S8 T Phy
sy o= Gia NET . VAT

in checkout  lugng It qia thu

Tang chi
(trud VAT)

11/08/2025 1 1 10000 1 0 0 10,000

5000000 1 0 0O 0

11/08/2025 0 1

10,000

Téng

chi (sau

VAT)

10,000

10,000

T

it dichvy Tao phigu chi Xéc nhan thanh todn

Wl G Email

= Nhsc thanh todn Hustphig e

M G Email
Xudt phigu chi
= Nhéc thanh todn =

Loi nhuan trude VAT : 423,332

Lgi nhun sau VAT : 423,332

Phan chia lgi nhuan

STT Nhén vién Sales

1 N Nane Tha chn

1.3,1. Cac budc chon dich vu:

Budc 1: Click chudt vao

P

age no

Tile s Loi nhugn

ann 72337

bund or type unknown

click vao sé hién thi ra mot Bang lua chon dich vu:

age no

bund or type unknown

dé ma ra bang lua chon dich vu st dung cho Tour dé.

Téng thu

PLEves)

Sau khi
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Buéc 2: Chon r%mm%gﬁ%mt’é cung cap dé€ hién thj ra danh sach cac nha cung cép

dich vu chi tiét

Budc 3: Click vao tiung dich vu con dé Iuya chon kéo tha vao bang Dich vu. Nén dich vu dugc chon

sé hién thi nén mau xanh
age noffpund or type unknown

age noffpund or type unknown

Budc 4: Click dé thém dich vu

1.3.2. Thém nhanh nha cung cap + Dich vu tai man chon dich vu

Truong thong tin

Tao nhanh Nha cung cép

Thém nhanh Dich vu cta Nha cung
cap dang chon

1.4. Diéu khoan va luu y:

Hinh anh minh hoa Mo ta

age nogfpund or type unknown Click vao nit Tao nha cung cap dé
tao nhanh 1 nha cung cap chua cé
trong Danh sach nha cung cép cua
Doanh nghiép

age noyfpund or type unknown Khi chon nha cung cép dich vu bi
thi€u cé thé an vao dau céng dé thém
nhanh dich vu chi tiét ctia Nha cung
cap do

V@i tiing don hang sé cé cac diéu khoan va luu y khac nhau cho khach hang. Chinh vi vay khi tao

don thué can cac biéu khoan

va Luu y théng bdo téi cho khach hang ngay trén phiéu SmartLink

Béo gia thi Sales + Piéu hanh dich vu cé thé thém nhanh tai 6 Piéu khodn va luu ngay bén
dudi phan théng tin khach hang.

age noffpund or type unknown

Click chu6t vao tab DPiéu khodn & Luu y -> Click vao dé ma ra bang dién thong tin:

age noffpund or type unknown

dich vu gui cho khach nhu sau

=> Khi dién day du thong tin & bang nay ndi dung sé show ra bang SmartLink Xac nhan

age nojfpund or type unknown
e Tai day chon VN -> khi dién thong tin File Xac nhan dich vu sé hién thj Tiéng
Viet age nojfpund or type unknown

e Chon EN -> khi dién thong tin File Xac nhan dich vu sé hién thj Tiéng Anh
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2. Quan ly danh séch Tour

age noyfpund or type unknown

2.1. B loc thong tin man quan ly danh sach
Truong thong tin

Tim kiém

Tinh trang

CTv

Trang thai hoa héng

Ngudi tao

Chi nhanh

Nhém

Trang thai hoa don

Ngay thanh todn

TT thanh todn

Hi

nh anh minh hoa

age no

bund or type unknown

age no

bund or type unknown

age no,

bund or type unknown

age no

bund or type unknown

age no

bund or type unknown

age ng

bund or type unknown

age no

bund or type unknown

age no

bund or type unknown

age ng

bund or type unknown

age nog

bund or type unknown

> DI 4 D D D D

M6 ta

G6: Ma don hang, Tén tour, SBT
khach hang,...-> Enter thi hé thong sé
tim theo két qua mong muén

Loc theo trang thai Tour : Sap chay,
Pang chay, Chua quyét toan, Da
quyét todn Hoan thanh, Hay, Huy
khong di

DPién tén Cong tac vién (CTV) dé tim
kiém Cong tac vién (CTV la ngudi
dugc gan vao data Khach hang)

Loc theo cédc don hang da dugc “ Chot
hoa hong” cho Sales

Loc theo Ngudi tao ra don hang dé.
Vi du: muén xem Nhan vién Nguyén
Van A tao ra nhiing don hang na

Lua chon don hang theo Chi nhanh ,
khu vuc lam viéc. Vi du : Muén xem
cac don hang cho chi nhanh Ha Noi
taora

Loc don hang theo nhém

Loc cac don hang da dugc note Xuat
héa don

Loc céac don hang theo thong tin “
ngay thanh todn” mong muén

Loc cac don theo trang thdi thanh
todn: Con ng, Da thu hét, Con phai
chi, D& chi hét
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Truong thong tin

Chon phong ban

NCC

Nguon khach hang

2.2. Export don ha
age no

Click vao nut

Hinh anh minh hoa

age no

pbund or type unknown

age no

bund or type unknown

age ng

bund or type unknown

bund or type unknown

M6 ta

Loc cac don theo phong ban da setup
trén hé théng

Loc theo nha cung céap trong don
hang

Loc dan hang cé khach hang thudc
Nguon khach hang chon

dé tai xuodng File Excel toan bd théng tin don hang ban mong muén. NGt

export c6 thé két hgp cung bd loc theo ban mong muén lua chon & trén

2.3. Hién thj dang xem

STT

2.4. Huéng dén cai dat ch

e Click vao Icon

Hinh anh minh hoa

age no

bund or type unknown

age no

bund or type unknown

age nojfpund or type unknown

Mo ta

- Xem dang Calendar lich khéi hanh
- Véi dang xem Calendar ban cé thé
xem dugc lich khéi hanh cua
Tour/Tuyén dugc sap xép theo ting
ngay va xem téng quan trong 1

thang: age noyfpund or type

+ Click vao icon dé xem

lich cGia cac thang trudc hoac thang

tiép theo age noffpund or type
+ Click vao tén dé xem
chi tiét Tour

Xem don hang dang list

dé vao bang cai dat chung cho danh muc Dich vu lé
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e Muyc cai dat chung nay la meesdmdanhsds§thongtin tw ddng cho tung danh muc san

pham, loai hinh san pham:

Truong thong tin Hinh anh minh hoa
Cau trdc ma age nopfpund or type unknown
Diéu khoan & Luu y age nojfpund or type unknown

e Sau khi cai dat xong click Luu cau hinh dé set cai dat

3. Stra/ Xoa

M6 ta

S dung céac tir khéa {keyword} dé
viét ma ty sinh theo form dinh san.
VD: BK_{DD_MM YYYY} => M4:
BK_8_6 2023

N6i dung dugc tao ¢ khu vuc Diéu
khoan & Luu y nay sé dugc bat tu
dong cho toan bo tat ca cac Tour dugc
tao ra ¢ phan Tao méi

Dé& slra/ Xoa cac trudng thong tin cha don hang, thuc hién theo cac budc sau:

e Budc 1: Tg .40 hapg &lisk,vao tén Ma hé théng -> hién thi popup xem chi tiét

don hang:

hién xoa Booking)
Luu y:

e Chlrc ndng Stra/ Xod duogc set theo phan quyén

Budc 2: Click nut Stira dé thuc hién sira Booking (hoac Xoa dé thuc

o D& x0a dugc Booking thi don dé phai: khéng c6 phat sinh phiéu thu/ chi
e DG6i vGi booking -> phai thuc hién duyét booking thi sé liéu mdi dugc cap nhat trong céac

bdo céo tai Module Bao cdo hé théng

Budc 3: Sau khi thuc hién sra xong don hang -> Click Cap nhat dé€ luu lai chinh sta:

4. Cac nut chirc nang man xem chi tiét

Man xem chi tiét don hang: Tai man list don hang Click vao tén Ma hé théng :

Truong théng tin Hinh anh minh hoa

age nojfpund ¢

age nofpund or type ul
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Xéc nhan dich vu

Hop déng dich vu

Yéu cau hoé don

Tao phiéu Pé nghi thanh todn (BNTT)

GUi email don hang

Tao lich nhac

Export phi€u diéu hanh dich vy

Export Chiét tinh tour

Xuét phiéu chi

Xuat phiéu thu

GUi email NCC

age no

<

bund or type unknown

age no

bund or type unknown

age nog

blindgz g

age no

pund or type unknown

age no

bund or type unknown

age ng

2 S (D

bund or type unknown

age no

bund or type unknown

age no

pund or type unknown

age no

bund or type unknown

age ng

bund or type unknown

age nog

R R

bund or type unknown

Phiéu xac nhéan dich vu sé dugc gui
cho Khach hang dé& ky xac nhan céac
Dich vu trong tour, c6 2 ngén ngl
chon:

+ Tiéng Anh

+ Tiéng Viét

- Hop dong dich vu sé dugc gli cho
Khach hang dé€ xac nhan lai cac diéu
khodn trong tour khach dat

omtype unkriown

- Yéu cau hoa don tao sé duoc ghi
nhan & muc Hoé don ké toan va cho
K& toan duyét

- Khi xuét yéu cau hod don -> nut sé
chuyén sang mau xanh

Tao phi€u BNTT gui cho Khéch hang

GUi email théng tin don hang cho
Khach Hang

- Tao lich nhac hen VD: Nhac hen dén
han thanh toan,...

- Khi dén thai gian nhac lich da set ->
Hé thong sé théng bao vé mail nguai
tao/ phu trach lich nhac nay (diéu
kién: tai khoan phai bat thong bao
nhan email )

Export File excel phan chi cac dich vu
cla don hang

Xuét phi€u ma don vi chi cho don
hang

-> cac phiéu dugc tao sé dugc gan ma
tour vao phiéu va sé hién thi & Phiéu
chi (trong module K& toan)

Xuat phiéu thu ctia khach hang

-> cac phiéu dugc tao sé dugc gan ma
tour vao phi€u va sé hién thi & Phiéu
thu (trong module K& toan)

GUi théng tin dich vu dat (phan chi)
cho don vi NCC
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Cac chirc nang trén cé thé thuc hién thao tac nhanh khi click M & man list don hang:

age noffpund or type unknown

5. Churc nang

[E] Gui Email Bigu hanh Tour

5.1. Gui email diéu hanh tour

B1: Chon tour mudon gui email diéu hanh

4

B2: Click [Chirc nang]

i o [E] Guri Email Bigu hanh Tour
B3: Click [GUi email diéu hanh tour]

) o [E] GuiEmail bigu hanh Tour
Sau khi click [GUi email diéu hanh tour] hé thong sé hién thi form

[Gli email] nhu man hinh dudi:
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Giri email x

Chiom tal kivodn gin di

sonnguyenls0S@omail.com

'
Mail nhan Tém ngui nhdn
Mguyen Hoang Minh AT1
oC:
CC
BT
BCC
Tidu d& mail
Tén Sale | Ma Tour | TEnTour | CI - dd/rmy' vy | OO - ddfmimvyyy
M&i dung miail
& Source O = & @|& F E E| - (o Y& || %
EE e 0= =
B IUls  »« ¢« L| == -4 » u[flz 2 mfs 55| = 5 |
LM=E® .z 8
Sybes - | Formail - | Fanl - Sime - EE | == 0 | TI
Thén girl Fhing Biéu hanh
Wui long didu dich vy thaa théng tin nhur sau
Ma don hang (M Tour) [Caich dat Ma Tour)
Tén djch vy Tour Ha Mgi - Cn Minh - Dai Ly 584D
Tén khich dai dién Mguysn Van & SDT khach dai dign 0912345678
Mpéy khéi hanh SIN2025 Mgay két thic 932025
Mg kv z Mg lom | 7.000.000
% heomg khach Tré em ] Gid Djch vy | Tréem i
Em bé 0 Em b il
Thing thu 14.000.000 B4t coe 7.000.000 Con lai | 7.000.000
Téng gis net 13.000 000 Téng lod nhisdn 10040000
Tén nowdd gitd thisu Téing Hoa hing [néu ed) 0
Herp dding hode Phidu dang ky {Blink kém file word) B3 budc
Chireeng trinh Tour (Blindh kitm file word hode excel) B# budc
D trit (Ap dung Podn) [Biinh kém file excel)
(Binh kém file excel)
Diank sdch chia phang kém CCCD ngty thing nam sinh v Tour ndi dia bay
kibm Hi chidu vivi Tour Qube 1 .
hody fable thody o o spanm apan W span a  span F

Fibe dinh kém

Choose Flles | Mo file chosen

Truong théng tin M6 ta

Chon tai khoan gui di Hién thi cac dia chi email da dugc cai dat trong phan Gui
email céng viéc
Quan ly hé théng => C&u hinh => Email c6ng viéc
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Truong thong tin

Mail nhan

Tén ngudi nhan

CC

BCC

Tiéu dé mail

N6i dung email

File dinh kem

Mo ta

Pia chi email cia nhan vién duyét (Pugc bat ty dong néu
nhan vién duyét dugc chon cé email).

Né&u cé nhiéu nhan vién dugc gan vao trudong [Nhan vién
duyét] thi fill mail cGa nhéan vién sé 1 vao truong nay

Tén cla nhan vién duyét (Pugc bat ty dong)
Né&u cé nhiéu nhan vién dugc gan vao trudong [Nhan vién
duyét] thi fill tén cla nhan vién s6 1 vao trudng nay

Trong trudng hop c6 nhiéu nhan vién duyét dugc gan vao
truong [Nhan vién duyét] thi fill mail cia nhan vién tur s6 2
tra di vao truong nay (néu nhan vién day cé email)

Hién tai chua st dung trugng nay

Lay theo format:

Tén Sale | Ma Tour | TénTour | Cl : dd/mmlyyyy | CO : dd/mm/yyyy
Hién thj cac néi theo format Gui email

Hién tai chua &p dung tinh nang nay

B4: Click button [GUi email] hé théng sé gui mail dén nhan vién duyét dugc chon hoac [Close] dé

déng, khéng gui nlra.
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Bao cao

age noffpund or type unknown

Truong thong tin

T6ng s6 tour

bang chay

Sap chay

Hoan thanh

Huay

T6ng s6 xe

Xe 4 chd

Xe 7 chd

Hi

nh dnh minh hoa

age no

bund or type unknown

age no

bund or type unknown

age ng

bund or type unknown

age ng

bund or type unknown

age no

bund or type unknown

age no

pbund or type unknown

age no

bund or type unknown

age no,
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bund or type unknown

M6 ta

Téng so lich diéu xe

T6ng s6 lich diéu xe trong trang thai
dang chay

T6ng s6 lich diéu xe trong trang thai
sap chay

Téng s6 lich diéu xe trong trang thai
hoan thanh

T6ng s6 lich diéu xe trong trang thai

hay

Téng s xe da dat

T6ng s6 xe 4 chd da dat

T6ng s6 xe 7 chd da dat
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