TRAVELQ HOTEL ADMIN - TAI LIEU QUY TRIiNH

Quy trinh van hanh khach san
trén TravelQ Hotel Admin

Todn bd hanh trinh tir luc khdch san dudc thiét [ap trén TravelQ, khdch
ddt phong, nhdn phong, dung dich vu trong thai gian luu tru, cho ta3i
tré phong, khai bdo luu trd, théng ké va déi sodt.

Danh cho Cap nhat
Anh Long (chi ddu tu) va qudn ly cdc Ngay 07/11/2026, theo hé sc du dn va mé
khdch san déi tac ngudn hién cé
Phdt trién phdn mém Véan hanh hé théng
Holitech VDTI
1. Téng quan va cdc vai trd 6. Thanh todn, hodn tién, ddi sodt
2.S0 d6 quy trinh téng thé 7. Trd phong va khai bdo luu tra
3. Thiét 1&p khdach san 8. Théng ké va bdo cdo
4. Dat phong, xép phong, nhan phong 9. B&o mat va quyén riéng tu
5. Khdch luu tri: app khdch, order va dich vu 10. Giai doan trién khai vai trang thdi hién tai

Tai liéu md t& quy trinh nghiép vu dé dugc anh Long chét va ddi chiéu véi tinh trang thuc té ctia phdn mém. Muc ndo chua lam
xong hodc chua dudgce kiém chitng déu ghi ré. Anh man hinh trong tai lidu ldy tirban TEST (khdach san thir nghiém, méa TravelQ ID
mo phdng) va tir link duyét ctia LongHill Resort & Spa. Tai liéu khong chita mét khdu, mé PIN, s& gidy t& tly than hay thong

tin khdch that.
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o Téng quan va cdc vai tro

TravelQ Hotel Admin |a Ung dung qudn ly khdch san danh cho cdc khdch san bdn phong trén TravelQ.
Khdch san dung Hotel Admin dé xem booking tif TravelQ, xép phong, lam thd tuc nhén va trd phong, tiép

nhén order ctia khdch trong phong, diéu phdi cdc bd phan va xem bdo cdo doanh thu. Holitech phat
trién phdn mém, VDTI véin hanh hé thong.

Cac bén tham gia

Phia TravelQ
Qudn tri hé théng cap
todn qudc va cdp tinh;
bén duy nhdt nhap gid
bdn, duyét quy phong,
céip tai khodn.

Vai tré vé quyén han

Vai tro

Quan tri hé théng TravelQ (cdp

todn quéc, cdp tinh)

Chu khdach san (cha KS)

Quadn ly van hanh khach san

L& tan tai qudy

B6 phan Bép, Budng phong,
Spa, Ky thuat

xudit, chua xdy.

Phia khach san Khach luu tra

Chl khdch san, quén ly,
I& tan vé cdc bd phan
Bép, Budng phong,
Spa, Ky thudt.

TravelQ bdng TravelQ
ID; sau nhén phong
dung app trong phong.

Pudc lam

Thém khdéch san, cép tai khodn, nhép va
duyét gid theo nguyén téc 4 mat, duyét quy
phong, xem booking v& ddi sodt clia cdc
khdch san trong pham vi phu trach

Todan quyén trong khdch san clia minh: van
hanh, quy phong, doanh thu, d6i sodt, bdo
cdo; duyét cdc ngoqi lé nhu vugt

muc quy phong

Diéu hanh héing ngay: phong, booking, nhdan
va trd phong, order, bd phdn, cai
ddat app khdch

Tra TravelQ ID, xép phong, lam thi tuc nhén
va trd phong, nhén order cta khéch va
chuyén cho bd phan; dugc ghi gid tham
khéo ndi bd

Mdi bd phdan diing mét tai khodn chung, chi
thdy viéc dugc giao cho b phan minh, cap
nhat tién d6; quan ly bo phén xdc

nhén hoan thanh

Tinh trang thuc té ciia phan phéan quyén
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D3t va trd tién trén app

Cd quan qudn ly

Nhan file khai bdo luu
trd, nci duy nhét cé ddy
dd ho tén va gidy
t6 clia khéch.

Khéng dugc lam

Nguai nhép gid khong dugce tu
duyét gid cta chinh minh

Nhdp gid bdn chinh thic

Xem sé liéu tdi chinh, nhép gid

Nhdp gid bdn chinh thic, thay
ddi quy phong

Tu nhdn order chua qua |& tan,
slfa gid, thu tiénriéng

Cdc vai trd chl khdch san, qudn ly, 1é tan, ké todn, Bép va Budng phong dé cé trong phdn mém va dugc mdy
chl kiém sodt. Vai tro Spa va Ky thuat chua cé tai khodn riéng: hién chi quan ly méi cap nhat dudc viéc
clia hai bd phan nay. Budc "quén ly bd phén xdc nhan hodan thanh trén tai khodn chung” méi 6 dang dé

Trang 2/13



a So d6 quy trinh tong thé

Sa dé dudi day cho thay mét lugt khdch di qua hé théng, tirkhéu TravelQ thiét Iap khach san cho t8i khi khach
trd phong va s liéu véio bdo cdo. Mau séc cho biét ai thuc hién budc dé.

Thiét lap Quy phong Gid 4 mét M& bdn
khéch san S8 phong bdn qua M6t ngudi nhép, Phong, menu,
TravelQ Hé sd, hang => | TravelQ, mic > | mét =>| dichvu hién
phong, tai chung t8i da 30% ngudi khdc duyét trén app TravelQ
khodn nhan vién
Pdt phong Thanh todn Booking vé khdch san
Khach Tr\én app TravelQ > Tra du t,rén\opp TravelQ; > H\ién tén goi ngusi dét
bdng TravelQ ID chua tra thi kem TQID
chua cé booking
\/
Xép phong Nhén phéng M& app khach
Lé tan Gdn phong cu —> | TraTQID, khdch ky, —>  App trong phong chi ma
thé cho booking in phiéu A4 sau nhdn phong
Khach order L& tan tiép nhan B6 phén Giao va hoan tat
Mén &n, Spa, dé Chi chuyén don thuc hién Quén ly bod
Luu trd dung, don => ddathanhtodndl | =>  Bép, Budng =>| phdan xdc nhén
phong, bdo hdng phong,
Spa, Ky thudt
Tré phong Khai bdo lvu tru Théng ké, ddi soat
Két thuc Khod app khdch, phong —> | Xudt file ddy ¢t cho co —> Doanh thu tiing khdch san

chuyén sang chd don quan quén ly va ting b6 phén

TravelQ thuc hién Khdch thuc hién Khdéch san (1€ tan, quén ly) B6 phdn khdch san

Hinh 1. Quy trinh t8ng thé mot lugt khdch trén TravelQ Hotel Admin

Cdc man hinh chinh cia Hotel Admin

Man hinh Dung dé lam gi

Téng quan trong ngay (Hom nay)

Booking va Nhan phong

Quy phong hoa vén va TA

Order va diéu phdi

TravelQ Hotel Admin - Quy trinh van hanh
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S& phong dé bdn theo hailoai phdng hodi vén va phong TA, s6 booking dé
thanh todn, booking dang hiéu luc

Danh sdch booking d&@ nhdn va chua nhén phong, tra TravelQ ID, gdn phong,
phiéu nhan phong, khai bdo luu tru

Xem quy phong TravelQ theo hang phong va theo ngdy; gid chi dé xem

Hang chd order ctia khdch, chia theo Nha hang, Buéng phong, Ky thuét, Tu
vén tour; ndt chuyén cho bo phdn
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Ung dung Order (cai ddt app khach) Thuc don, dich vu phong, giG Spa, théng tin lién hé, Wi-Fi, ndi quy, théng bdo;
chtrc ndng "Xem nhu khdch”

Phuc vu theo bé phén Man Bép (don mén, doanh thu bép), Budng phong (viéc, kho, sach bdn),
Spa, Ky thudat

Thong ké vé bdo cdo Kinh doanh theo ngdy, tudn, thdng, ndm; ddt phong sdp t8i; phan tich khdch;
ddnh gid va KPI; xudt Excel

Tai chinh va hé théng Déi sodt cudi thang, théng bdo, cai dét, tai khodn nhan vién cdc bd phan

e Thiét 1ap khéch san

Trudc khi bdn phong, mdi khdch san dudc TravelQ thiét 1ap mét Idn, sau dé cap nhat khi cé thay déi. Phan thiét
lap gébm n&m viéc.

3.1Hb s6 khach san

TravelQ tao hoé so khdch san véi ma riéng, tén hién thi, dia chi, toa dé ban dé va thong tin lién hé. Mbi khach san
c6 kho dirliéu riéng: nhan vién khdch san nay khéng xem dugc dirliéu ctia khdch san khdc. Tai khodn nhan vién do
TravelQ hodc chi khdch san cdp, méi ngudi mét mé va mot PIN riéng; mé PIN dugc giao truc tiép, khong gii

qua tin nhén.

3.2 Danh sach phong va hang phong
Khdch san khai bdo téng s6 phong, cdc hang phong va sé phong thuc té (vi du phong 101, 102). S8 phong thuc té
l& co s3 dé 18 tan gdn phong va dé Budng phong theo ddi phong sach, phong bdn, phong dang don.

3.3 Quy phong danh cho TravelQ

+ Mic chung: TravelQ bdn t8i da 30% s6 phong clia khdch san. Vugt mic ndy phai dudc chi khdch san chép
thudn nhu mét ngoai 1é riéng cho khdch san dé, khéng thay déi mirc chung.

« Quy phong chia thanh hailogi. Phong hod vén: sé lugng do TravelQ duyét, khdch san chi dugc khod hodc mé
lai; khi dat méc hod vén trong ngdy, quy hod vén vé 0. Phong TA: khdch san tu ddt sé lugng theo hang phong
va theo ngady, ddt O la ngling badn.

o Man quy phong hién thi ca hai cét hod vén va TA. Gid trén man nay chi dé xem.

3.4 Gid ban: chi TravelQ nhap, duyét theo nguyén tdc 4 mat

Ngugi thi nhédt nhap gia Ngugdi thir hai duyét Gid c6 hiéu luc
Nh(?n su TravelQ cé quyén gia dé Tai chinh hogc quadn trj téng cla > Hién trén app TravelQ v& app
xuat gid phong, mon dn, dich vu TravelQ, bat budc khdch; khdach san chi xem
khdc ngudinhép
2
Hé théng chan Ngoai Ié duy nhét
O gid gt tir phia khdch san bj tir chdi va ghi L& tan dugc ghi gid tham khdo néi bd, khéng
vao nhat ky phdi gid bdn

Hinh 2. Quy trinh nhdp va duyét gid theo nguyén téc 4 mdt

Phan mém dd chdn ngudi dé xudt tu duyét gid clia minh. Todn bd thao tdc gid duge ghi nhat ky géom thdi diém,
ngudi lam, vai tro va ndi dung.
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DPiém can stra trudce khi dung chinh thirc

3.5 Menu va dich vu trong app khach

Trong mé ngudn hién tai, tai khodn qudn ly nha hang van cé dudng slra gid mén én truc tiép. Budng ndy phai
dudc chuyén sang quy trinh 4 mdt cla TravelQ trudc khi bat cho khdch san that. Viéc ghi gid tham khdo noi
b6 clia |& tan 1& quy tdc dé chét, chua dudc kiém chirng trén giao dién.

Quén Iy khdch san tu sép xép ndi dung app khdch trong muc Ung dung Order: dn hodc hién mén, bdo hét mén, déi
tén, mé td, dnh, nhém mén, mén néi bat; danh muc dé diing phong, don phong, Spa va gid Spa, bdo héng k¥
thudt; thong tin lién hé, Wi-Fi, ndi quy, théng bdo. Gid cta tirng mén va dich vu luén do TravelQ nhép. Mén mdi
chua c6 gid sé hién trang thdi chd TravelQ dét gid va chua bdn dudc. Mbi khdch san tu bat hodc tét tiing chirc

ndng cla app khdach.

° Dat phong, xép phong, nhdn phong

4.1Booking tir TravelQ vé khach san

Khdch d&t phong trén app TravelQ va thanh todn ngay trén app. Booking chi dugc tao khi khdch dé trd tién; néu
khdch chua trd, hé thdng khong gilr phong va quy phong khéng thay déi. Booking hod vén ¢ chinh sdch khong
hodn tién va khéng huy. Booking hién ngay trén man Booking cia khdch san véi nhén logi phong (hod vén hodic

TA) va trang thdi thanh todn.

Cach hién thi tén khdch trén man hinh

= Guaylal TEST-L&tinw

Pénhén /Chuanhén-daTT

. Q; oz

Booking :

Hoém nay Nhén phong Qui HV - TA Gan phong

Bi nhén phong (2 - 3 phong) Chua nhéin phong (2 - 2 phong)

Anh Min-jun - TQ555083021 Phéng TA

TQH-2610828-06147 -

28/10 - 21:30 - Deluxe = 1- 2 dém i

Qua D Chu'a nhén phéng

ChiBich-TQ464513340 Phéng TA

TQH-261028-0146 =

28,10 - 20:00 - Superior x 1-1dém 2o

QualD Chufa nhén phéng

Khéng gilr phéng - ma thanh todn higu luc 60 giay (mdy chi) - chua trd = chua co booking,
quy khéng déi.

Hinh 3. Man Booking trén ban TEST: ngudi ddt hién "Anh/Chi +

tén goi - TQ ID", kém nhdén Phong TA va D& thanh todn. Hé so
khdach la dit liéu mo phdéng.
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» Ngudi dat phong: chi hién tén goi (chir cuéi trong ho té&n) kém TQ ID, vi du "An - TQ...". Chi thém "Anh"
hodc "Chi" khi hé sa TravelQ ID cé ghi gidi tinh; hé théng khéng bao gid dodn gidi tinh.

» Ngudi di ciing va tré em: chi hién TQ ID, khéng hién tén.

« Ngudi chua cé TravelQ ID dugc ghi la "chua cé TravelQ ID", hé théng khéng tu tao mé.

Trang thai hién tai

Cédch hién thi tén goi d& chay va dd kiém tra trén
bdn TEST. Trén link duyét LongHill va bén chinh
thirc, chiic nding nay dang tét nén man hinh chi
hién TQ ID, cho tdi khi dugc bt chinh thic.

Chua néi ngudn booking that

Kénh ddy booking that tir hé théng ddt phong
TravelQ sang Hotel Admin cho tiing khdch san
chua dudc néi. Link duyét LongHill hién

c6 0 booking.
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4.2 Xép phong

L& tan m3& booking, xem danh sdch khdch theo booking (ngudi dét kém ngusi di cling) va gdn phong cu thé. Cé
thé gdn trudc ngdy dén. Hé thang khong cho nhén phong vao phong chua sach: phong phdi 3 trang thdi sach mdi
dugc giao khdch.

4.3 Nhén phong tai quéy

6. Phiéu
A4

1. Tra
TravelQID

3. Danh
sdch

2. Mé booking
Bulng booking,

4. Gan phong 5. Khach ky

Phong Doc cam két

Quét hodc dung khdch san khach sach, ding hang va ky In hodc
nhép mé& - => | Tungngusi =2 = | trénmanhinh = uu
TQID cla khéch di cling PDF dé& ky
thém
bdng TQID

Hinh 4. Céc budc nhén phong tai qudy |1& tan

 Phiéu nhan phong A4, danh sdch khdch theo nhdm va bién nhan dién t chi ghi TQID, khéng ghi ho tén.

« Bdn dién ti clia phiéu dugc luu cling booking, cé ddu kiém tra todn ven. Ngay nhan phong thuc té do mdy chi
ghi, khéng suy ra tir ngay thanh todn.

e Sau khi nhén phong, app khdch clia phong dé dugec mé cho khdch.

Nhan phng - budc 1/4

s = A Py TEST-Létanw
Quét md nhén phéng -
Hémnay  Booking QuyHV-TA  Gan phong

Nguén may chii-KS-ORDERTEST
Phiéunhan phong
Nhén phong & dang 8 Qudy /Quét md Phiéumdy chl

TEST: L& tany

— Quay lgi — Quay lai

PHIEU NHAN PHONG

Synthetic QA - dedicated TEST D1

CHECK-IN FORM - TravelQ Hotel Partner TQH-261107-0363

Khai bdo luu trd TravelQID .
Bl L am moi Travel TQ526742333 - TQ657536801
= Tra ¢l booking Maddtphibng TQH-261107-0363
TQH-261107-0363 -
S TQH-261107-0363 Phong PrS——
Chit booking: T0526742333 - Phong 108 - Superior x 1 TravelQID: TQ526742333 - TQ657536801 v
Ngéty dén du kién: 2026 -11-07 - Ngay di dy kién: 2026 -11-08 Phong 108 - Superior x 1- 2 khdch [lhf-qnphnng 2026-11-07
Ngéy nhén thuc t&: 2026 - 11-07. Khéng Iy ngay thanh todn lam ngy dén. Dén dy kién: 2026-11-07 - Nhan thyc t&: 2026-11-07 - Bi dukiéh: 2026-11-08 Checkeln
TEST: ditliéu danh tinh mé phéng. Tra cifu ID khéng xdc minh chif ky QR hodc dai chigu Bén d5i chiéu dirligu booking, khéng phéi hed den thanh todn hotie bién nhén e quan. Tré phong 2026-11-08
gidy to vatly. Dau ghi thé/QR ky sé provider chia cé hgp déng két ndi. Khang ghi ho tén déng khach/gidi tinh. s Gheck-out
Danh sach khach - chi Travel@ ID Mady chi luu phiéu PKY-0363-MW5UJNRZ - 10:31- Qudy |6 tan s 2
TQ526742333 - TravelQ ID - Khdp nhém/phong hién tai S
- e Hinh thitc Quéy I8 tan
TQ657536801 Tai PDF da ky (d€ in A4) Method

Méy chil ghi nhéin nhan phang lic 10:33 - Qudy “ nhéin phéng méy chil: Xem khéch dang 8 -
Phiéu lvu may chi

Hinh 5. Nhén phong xong: danh sdch
khdch chicé TravelQ ID (ban TEST).

Nhitng phan chua ding chinh thic

Hinh 6. Phiéu luu trén mdy chd, téi PDF dé&
ky d€in A4 (bén TEST).
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Cam két va khai béo luu tri - Declaration

TEST: Phiéu thitnghiém, ID mé phéng; khang xd thuc gidy & hogc provider thét
TEST: synthetic form and mock ID lookup: no real-provider authentication.

Khéch da doc vé déng y - Guest has read and agreed

Ban dign ti
Luu cing booking - SHA-256

TEET ©OA

Chirky cila khéch- Guest signature
Ky lic - Signed at  10:3107/11/2026 (GMT+7)

Hinh 7. Phi€u nhé&in phong A4 chiin TQID,
c6 chirky va thai diém ky (ban TEST).

Tra TravelQ ID trén bén TEST dung dif liéu mé phdng; khod két néi TravelQ ID riéng cho LongHill chua dugc
cdp. DAu ghi thé tir chua cé két ndi véi thiét bi that, kiém tra chir ky trén mé QR va so khdp khudén mét chua
co6. Kiosk tu nhdn phong & sdnh dd cé ban thir nhung chua dung cho khéch san that.
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e Khach luu tri: app khach, order va dich vu qua cac bé phéan

5.1 App khach trong phong
App khdch chi mé sau khi 1é tan dé@ nhan phong va chi cho
ding phong da gdn. Khi trd phong, app tu khod. Trong app,
khdch cé thé:
o D&t mén an va nudc udng theo thuc don clia khdch san.
e Ddtlich Spa theo danh muc dich vu va khung gid khdch
san cdi dat.
 Yéu céu db dung phong, don phong, gidt Gi; bdo hdng thiét
bi cho K§ thudt, c6 thé ddnh ddu khdn.
e Xem thong tin khdch san, ndi quy, théng bdo; xem théng tin
Wi-Fi. Wi-Fi chi hién cho khéach d& nhén phoéng, khong
hién & man cong khai.

5.2 Ludng order qua cdc bd phéan

Theo phong dé gdn
Mén order trén app khdach

Dan - diéu phéi Lién lac Thanh toan Giri TB Xem nhu khach

App TravelQ - Synthetic QA - dedicated TEST D1
KS-ORDERTEST
Xem trudc cdu hinh may chi - chi doc, khéng phai phién khach. Khéng giri order, khéng
tao luu trd hay xdac nhan thanh todn.

Phéng 0905 Phéng 103 Phang 108 Phéng 1208 Phang 1210

Phong 108
TQH-261107-08363 - TQ526742333
Ngay tré dykién: 2026-11-08

TEST-Létin ¥

~ Quay lai

Xem dét phéng may chd

Dich vu tir céiu hinh may cha
Nha hang - d6 én, d6 uéng - 22 muc
Buéng phong - dé diing - 8 muc
Buéng phong - don phong - 2 muc
Spa - dét lich - 3 muc

Ky thuéit - bao héng - 4 muc

Tu véin tour - 1 muc

Gidt i - 11 muc

Man khdch thuc t& forder/ cén phién luu tri cé chi ky do may chii cép khi nhén phong;
lién két tréng khéng thay thé phién khach.

Hinh 8. L& tan dung "Xem nhu khdch" dé xem app
khdch clia mét phong dé gdn, gém cdc nhém dich vu
céu hinh trén mdy chd (ban TEST).

Khdch order Thanh toan dd L& tan nhén don Chuyén bo phan

Chon mén hodc dich Trd todin bd tién trén Don da trd dd mai M6t nat chuyén cho
- o . > . - . P

vu trong app app; khéng ghing vao hang cho didng bo phdn

vdio tién phong

Bép Buong phong Spa Ky thuat
Mdi nhén > Dang ndu > Mdi giao > Pang mang Mdi nhan > Dé& xép lich > Mdi > D& nhén viéc >
Sé&n sang > D& phuc vu Ién>Da Daé phuc vu xong Dang slra > Xong
mang |én phong
\/
Giao cho khach Hoan tat Véao doanh thu

B& phdn mang mén, dé hodc phuc |=» | Quan ly bd phdn xdc nhan; khdch | = | Tién vao tai khodn chung

vu tai phong thdy "B6 phdn bdo hoan téat" clia khdch san
Paon chua thanh todn B6 phan kin lich va tir chéi Spa
Khéng vaio haing chd, | tan Tién tu hodin vé tai khodn Phai thanh todn da trudc
khéng chuyén dugc ngudi da trd khi xép lich
Khéch L& tan B& phén Trudng hgp bi chdn hodc hoan tién

Hinh 9. Luéng order tir khdch qua I& tén t8i cdc bo phén va hoan tat

+ Man |& tan chia don theo bén nhém: Nha hang, Budng phong, K§ thudt, Tu vén tour. Mbi don hién sé phong
trudc, kém mot ndt chuyén. Don mién phi (vi du dao cao, don phong) vaio hang chd ma khéng cdn thanh todn.

e B0 phdn chi thdy don da dugc chuyén cho minh. Lé tan cé thé "h

tU lic chuyén.
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s
Aoy

8i" Bép hodic Budng phong sau 15 phit ké
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 Guitrung do mang chap chdn khéng tao don déi; hai thiét bi cing badm mét budc thi mét bén dudc bdo don

da déi trang thai.
5.3 Mirc d6 hoan thién ctia luéng order
Hang muc

Khdch order, 1 tén chuyén, B&p lam
dén hoan tat

Chén chuyén don chua thanh todn, don mién
phi di théng

App riéng cho B&p va Buéng phong

Spa va Ky thudt c6 tai khodn chung bo phdn

Quadn ly bé phdn xéc nhdn hodan thanh
B& phan tir chéi khi kin lich vér tu hoan tién
Am bdo don mdi cho tiing bd phdan

Goi |& tan tir app khdéch

5.4 Két ban va dinh vi trong app khach

Két ban theo TravelQ ID

Tinh trang

Da kiém tra trén ban TEST  vdi thanh todn mé phdng, tir man khéch
t&i man bép

Dé c6 trong phdn mém  va cé bo kiém thirtu dong

Dé c6 ban dau , chua kiém chiing néi ddy dd trén dién thogi that

Chua xéy hién chi qudn ly cép nhét duge hai bd phén nay. Vi tri
Spa trén man |& tan chua chot

Chua xdy dang chd anh Long chon cdch xdc nhdn
Chua xdy phuthudc céng thanh todn that
Chuaxdy cdn thir quyén phdat am thanh trén tiing thiét bi

Lam mét phdn cdn mdy chl chuyén tiép cudc goi dé goi
qua mang 4G

Vi tri va chi dudng t&i khach san

O "Két ban” n&m trén trang chl app khdch. Khdch nhap Thé "Vi tri khdch san” trén trang chd app khdch cé ban
dung va di md TravelQ ID clia ban bé hodc ngudi clung dé va& nat Chi dudng, mé Google Maps hodic Apple
doan dé gii 18i mai; ngusi nhan chdp nhdn hodic tur Maps tdi toa dd khdch san. App khéng xin quyén dinh
ch&i, ngudi gtii ¢ thé huy. Muc “Khdch ciing khdach vi clia khdch; app bén &6 tu ldy vi tri hién tai. Quan ly
san” chi hién khi khdch d& déng y chia sé, tat dugc bat khdach san nhép dia chi, toa dé va link bén d6 trong
ctlic ndo va két thic khi trd phong. Ban bé chi thdy phén théng tin lién hé; khi chua cé toa dé, nat Chi

biét danh, dnh dai dién néu khdch tu chon va mé TQ ID, dudng khéng hién.

khéng thdy ho tén that hay s6 phong.

K&t ban l&1 tinh ndng clia nén tdng TravelQ ID: dir li&u ban bé ndm & kho riéng, khong ghi vao dirliéu khéch san, véa Hotel Admin

khéng cé man hinh Két ban.
Hang muc

K&t ban theo TravelQ ID, khdch cuing khdch san
khi déng y

Thé vi tri va nat Chi dudng t&i khdch san

Chia sé vi tri véi ban bé hodc cd doan, ggiy dia
diém quanh khdéch san
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Tinh trang
C6 trén ban xem trude  ban chinh thic chua bét kho dir liéu két ban

Cé trén béan xem trude  can khdch san nhdp toa dé, ban chinh thic
chua cdp nhat

Chua xdy khilam, vi tri chi dudc chia sé lic khdch déng y va tét
dudc bdt ¢ lic ndo
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e Thanh todn, hoan tién, doi soat

6.1Nguyén tdc tién

« Khdch thanh todn trén app TravelQ qua céng ngan hang. Hotel Admin chi hién thi trang thai thanh todn va
déi soat, khong tao khodn thu va khéng cho nhén vién tu ghi "dé thu".

+ Khéng ghi ng vao tién phong vé khéng thu tién mdat cho order: moi order c6 phi phai tra da trudc khi lé tan
chuyén cho bo phan. Spa phai thanh todn di trudc khi xép lich.

« Todan b tién order véo mét tai khoan chung ciia khach san. Cdc bd phan khéng thu tién riéng, chi xem bdo
cdo doanh thu clia bd phdn minh.

« Booking phong TA do TravelQ thu; khdch san nhan phén gid TA net, TravelQ chuyén trong ky d&i sodt.

6.2 Hoan tién
Khi bd phan kin lich va tir chdi mot don dé trd tién, sé tién tu hodn vé tai khodn ngudi dé thanh todn. Booking
phong hod vén khéng hodn, khéng huy.

6.3 Doi soat va doanh thu

Khdch trd tién Céng xac nhan Tai khoan chung Péi soat

Qua céng ngdn hang C6 ma giao cta khéch san trén Hotel Admin

trén app TravelQ dich ngan hang - Mot tai khodn nhan cho Theo ting khdch san,
moi b phdn tung bd phdn

Hinh 10. Dong tién order va déi sodt

 Doanh thu va d6i sodt tinh riéng cho tiing khdch san. Doanh thu tiing bo phan khdép véi téng 1& tan ghi nhan.

¢ Chikhodn cé xdc nhdn clia céng thanh todn (kém mé giao dich) méi dudc tinh 1& "dé thu". Khodn thanh todn
thirtrén ban TEST, khodn cili chua ¢é chiing tir céng va don dé tdch dudce tdch riéng, khéng cdng vaio doanh
thu. Cdch phan loai ndy d& kiém tra trén béan TEST: doanh thu that bdng 0, doanh thu thir BEp va Budng phong
cong lai khép téng cla lé tan.

Trang thdi hién tai: thanh todn that dang tat

Cdng thanh todn ngdn hang that chua dudc ndi vao Hotel Admin; phan két ndi do Holitech lam. Ban TEST chi
dung thanh todn mé phdng, khéng bao gid dudc tinh 1& tién that. Link duyét LongHill t&t hdn thanh todn.
Chrc néng tu hoan tién khi bd phan tir chéi chua xdy. Man déi sodt cudi thdng véi sao ké ngén hang chua cé
ngudn dit liéu that nén ngodi ban TEST hién théng bdo chua cé dit liéu. Trudc khi bat thanh todn that can:
mot tai khodn nhén dd kiém ching clia khdch san, thda thudn k¥ thudt véi cdng thanh todn va chdp thudn
riéng cla anh Long.

Trda phong va khai bdo luu tra

7.1 Tra phong

o L& tan ma booking dang & va bdm trd phong. Cé thé gia han trudc d6 néu khdch 3 thém.

e Hé théng khod app khdch clia phong, thu héi quyén thé phong va chuyén phong sang trang thdi bén.

e Budng phong chuyén phong tir bdn sang dang don, réi sach. Chi phong sach méi giao cho khdch tiép theo.
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Chua co

Hé théng chua glri théng bdo riéng cho Budng phong khi cé phong trd; bd phén can xem danh sdch phong
bdn. Budc "I& tan yéu cdu kiém tra phong” va "dd kiém tra” (tach khdi budc don sach) chua xdy.

7.2 Khai bdo luu tra
Man Khai bdo luu trd gom cdc booking dang & trong khodng ngay chon. Trén man hinh chi cé TQ ID. Khi di diéu
kién, 1& tan tai file khai bdo: day I nci duy nhat chira day di théng tin khach (ho tén, gidy t8, quéc tich) theo ho
sA TravelQ ID ma khdch d& déng y chia sé, duing dé glri ¢ quan qudn ly. Viéc tdi file cé kiém tra quyén va dudc
ghinhat ky.
o Mbt booking chi sdn sang khai bdo khi cé ngay nhan phong thuc té do mdy chii ghi va ngay di du kién hodic
thuc té€; hé théng khéng ldy ngdly thanh todn thay thé.

« Booking con thiéu dirliéu dudgc liét ké ré ly do dé I& tan bd sung.

Nguén mdy chii - KS-ORDERTEST
Khai bao luu tri

« Quay lai

Chua cé mdu chinh thic

T f— QuHV-TA  Génphong File khai bdo hién lad mdu ndi bd, chua phdi méu
dudc cd quan quan ly chap thuan. Trudc khi
dung that cdn: mdau nhap liéu chinh thirc véi cdc
Sl trudng bdt budc, nai nhan theo dia phucng, ngudi
phu trach khai bdo cta khdch san, quy dinh thai
gian luu va cdch slra thong tin. Trén link duyét

Nhén phong & dang 8 Quéy / Quét méa Phigu mdy chii

Khai bdo luu trd

Nguén booking + stays-board. Chi TravelQ ID trén man hinh. File ndi
bd dudc ghép & mdy chi tirhé sd cé consent; khéng trd ho tén/gidi

tTiph thanh JSON cho app. L LongHill, chtrc ndng nhdp tay théng tin khdch
u en ~ <
that dang tat.
mm/dd/yyyy 0 mm/dd/yyyy o
Loc ngay

Bén ghi chua cé ngay vén hién dé ra sodt, khéng két luén khéng cé khach. Ngay thanh
todn khéng phal ngiry dén. Cén actualArrivalDate (su kién nhan phong) véa
plannedDepartureDate (booking/provider), YYYY-MM-DD.

4 booking dang & - 0 ¢é ngéy/hé sd séin séing

TQH-261028-0142
TQ125805507 - TQ147552475 - TQ583570221 - TQ545841686 - 5 khach theo booking
Dén duy kién: Chua cé tit booking - Nhan thuc t&: Chuta cé ngay su kién - Di dy kién: Chva
co tirbooking
Thiéu ngéty c6 nguén: checkedIn.d (actualArrivalDate, YYYY-MM-DD)
- bookings.departYmd (plannedDepartureDate, YYYY-MM-DD)

TOH-261028-0139
TQ202950754 - TQ528948235 - 2 khach theo booking
Pén du kién: Chua c6 tir booking - Nhan thuc t&: Chua ¢é ngay su kién - Di du kién: Chva
co tirbooking
Thigu ngéy c6 nguén: checkedin.d (actualArrivalDate, YYYY-MM-DD)
- bookings.departYmd (plannedDepartureDate, YYYY-MM-DD)

TQH-261028-0182
TQ615930286 - 1 khach theo booking
Pén du kién: Chua cé tir booking - Nhén thuc t&: Chua cé ngay su kién - Di dy kién: Chua
cé tirbooking

Vhinm nd thanh tadn han 18

Hinh 11. Man Khai bdo luu trd trén ban TEST: chi hién TQ ID, liét
ké booking con thiéu ngdly nhdn phong thuc té& trudc khi tai file.

° Théng ké va bdo cdo

Muc Théng ké cé bén nhém: Kinh doanh, D&t phong sdp téi, Phan tich khach va Banh gid, KPI. Bdo cdo kinh
doanh xem theo ngay, tudn, thdng hodic nédm, theo gi& Viét Nam.

« MJdiky hién thi s6 phong hod vén d& bdn trén quy, sé phong TA dé bdn trén quy, s6 booking d& thanh todn va
téng s phong; tdng phong ludn bdng hod vén céng TA.
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 Chitinh booking d& thanh todn; khéng tinh booking chd thanh todn, hét han, d& huy hodc thanh todn thi.

e Danh sdch booking trong ky hién tén goi ngudi ddt kem TQ ID va md booking.

« Doanh thu order theo khdch san va theo bd phdn ndm trong muc thanh todn cia Ung dung Order va trong man

doanh thu Bép. Cé chirc néing xudt Excel.

TEST:Létan v

Kinh doanh Sép tai Khdch KPI

Dir liéu may chi fa)
Théng ké ! =

Ngay Tudin Thang Ném

Ngay
10/28/2026 = Hémnay  Gi& Viét Nam (UTC+7)

TEST - dif lidu t8ng hop, khéng phai tién tht - Asia/Saigon (UTC+7). Pham vi: ban
ghi dé lwu, khéng khéng dinh d& déng bé di TravelQ. Khéng suy ngay thanh todn tir
ngay dén/tao don.

NGAY 2026-10-28 - PHONG DA BAN
HV déban fquy TAdéban/quj BookingdaTT Iphéng

2/30 2/16 3 4

v I phong cdc booking = HV + TA

Anh An - TQ125805507 TU-261028% Ly 2026-10-28 2 phong
Chi Bich - TQ464513340 TIR-261028-  1p 2026-10-28  1phéng
TQH-261028-

Anh Min-jun - TQ555083021 0147 TA 2026-10-28 1phéng

Ngudn: mdy chii - khach san cilia phién déing nhép - chi booking dé thanh toan
(khéng tinh chd TT / hét han / huy / mé phong) - £ s& phong, khéng phdi s6 dém

- cling mét chuéin cho ngéy ftuéin/théng /ném. Doanh thu & dy bde: chua cé nguén
thét . khéng hién thi.

Hinh 12. Théng ké theo ngdy trén bé&n TEST: phong hod vén,
phong TA, booking dd& thanh todn va ngudi dgt kem TQ ID.

»

Kinh doanh Sip tai Khach KPI

D{f liéu may chu

Thong ké i &
Ngay Tuan Thang Nam

Ngay
ngay 7 thg 11, 2026 Homusy
Gid Viét Nam (UTC+7)

May chu - dif liéu da luu ctia khach san - Asia/Saigon
(UTC+7). Pham vi: ban ghi da Iuu, khéng khéng dinh da dong
bd du TravelQ. Khéng suy ngay thanh toan tur

ngay dén/tao daon.

NGAY 2026-11-07 - PHONG PA BAN
HV da ban [ quy TA da ban [ quy

O/chua cé quy O/chua co quy

Bookingda TT X phong
o o

v X phong cac booking = HV + TA
Khéng c6 booking da thanh toan trong khoang nay.

Hinh 13. Théng ké trén link duyét LongHill (chup ltc 13:00 ngdy
07/11/2026, gi& Viét Nam): chua cé booking nén cdéc s6
déubdng 0.

Gidi han hién tai
S6 doanh thu tién phong va du bdo chi hién khi cé ngudn dir liéu that; hién chua cé nén man hinh khéng hién
thi, thay vi dua sé udc tinh. Man tdng quan riéng cho chii khdch san va ddi sodt ngdn hang ngodi ban TEST

hién bdo chua cé dirliéu mdy chi.

° Bd&o mat va quyén riéng tu

Thong tin khdach trén man hinh

Ngudi dat chi hién tén goi kém TQ ID; ngudi di cung chi
hién TQ ID. Phiéu A4, danh sdch nhém, bién nhén dién
tlrkhong c6 ho tén. Khéng luu, khong in sé gidy t& tuy
than trén man hinh hay phiéu.
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Théng tin day da chi 8 mat noi

Ho tén, gidy t&, qudc tich chi cé trong file khai bdo luu
trd glfi cd quan quan ly, theo hé sc khdch dé déng y.
Viéc tdi file cdn ding quyén va dudce ghi nhat ky.
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Tai khodn va déng nhap Phéan quyén do mdy chi quyét dinh

Mbi nhan vién c6 mé va PIN riéng; PIN dugc luu & dang Giao dién chi dn hodc hién nut; quyén thét duge kiém
mé& hod mét chiéu, sai nhiéu 1an s& bi khod tam. Phién tra 8 mdy chd. Qudn Iy véin hanh khéng xem dudc s6
ddng nhdp gén véi ding mét khdch san: khéng xem, lidu t&i chinh; moi 1an bi tir chdi quyén déu dudc ghi lai.

khéng stra dugc dirliéu khach san khéc.

Wi-Fiva app khach Nhat ky va dir liéu

Thong tin Wi-Fi chi glri cho khdch dé nhén phong. App Thao tdc quan trong (gid, quy phong, chuyén dan,
khdch chi mé cho phong dd gdn va tu khod nhan phong) dudc ghi nhat ky ngudi lam va thai diém.
khi tré phong. Khod két ndi véi hé théng TravelQ ID chi ndm & mady

chd, khéng bao gis cé trong trinh duyét.

Nguyén tdc véi tai liéu va dir liéu thir
Tai liéu, anh chup va dif liéu thir khéng chira CCCD that, méat khdu, mé PIN hay mat khdu Wi-Fi. Ban TEST
dung hé s khdch mé phdng. Méi khdch san that cé kho dirliéu riéng, khéng chép dii liéu thir sang.

g Giai doan trién khai va trang thdi hién ta

Giai doan 1-Béan TEST Giai doan 2 - Link duyét riéng Giai doan 3 - Ban chinh thirc
Khdch san thit nghiém véi dit liéu tirng khdch san Chi I&n khi anh Long duyét ro bdng
md phdng, thanh todn mé phdng. =2 | Khdch san that, kho dif liéumgiva | =2 | 18i cla anh. Sau dé méi bat thanh
Dung dé kiém tra toan sach, thanh todn tét. Khach san todn that bdng mot

bd quy trinh. va anh Long xem, gép V. chdp thudn riéng.

Hinh 14. Ba giai doan trién khai cho mdi khdch san

10.1 Trang thai ting giai doan (ngay 07/11/2026)
Giai doan Tinh trang

Giai doan1-Ban TEST Pang chay trén khdch san thi nghiém riéng. Dé kiém tra: booking hién tén goi kem TQ
ID, nh@n phong chicé TQID, phiéu A4 c6 chiiky, order tir khdch qua I tan tSi BEp hoan
tdt, phan logi doanh thu chi tinh tién dé xdc minh.

Giaidoan 2 - Dalénldc 13:04 ngay 07/11/2026 (gid Viét Nam), du dn riéng, kho dit liéu riéng, thanh

Link duyét LongHill todn tdt. Tai khodn quan ly ctia khdch san dé ddng nhdp thanh cong, ding quyén
(khéng xem tai chinh, khéng stra gid mon). Hién c6 0 booking, O lugt luu trd, O order.
Chua dugc nghiém thu trén giao dién; ban slra mai nhét chua dudc ra sodt doc ldp.

Giai doan 3 - Chua thay déi. Viéc chudn bi cho LongHill khdng cham vao ban chinh thitc. Ban chinh
Ban chinh thirc thirc sach (khéng 1n dit liéu thir) vén dang dugc hodn thién.

Link duyét LongHill: https://longhill-review.travelg-longhill-review.pages.dev (cdn tdi khodn nhén vién do TravelQ cdp).
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10.2 Vi du khdch san that dau tién: LongHill Resort & Spa

Hang phong S6 phong va quy phong danh cho TravelQ

Hang Forest Room Khdch san cé 8 phong, danh 1 phong cho TravelQ

Hang Sea View Khdch san cé 5 phong, danh 3 phong cho TravelQ

Hang Deluxe Room Khdch san c6 4 phong, danh 1 phong cho TravelQ

Hang Family Room Khdch san c6 2 phong, danh 1 phong cho TravelQ

Todan khach san 19 phong, danh 6 phong cho TravelQ, bang 31,6% s6 phong

MUc 6 phong vugt miic chung 30% (tuong duang 5 phong) va 1 ngoai 1é dé duge chdp thuén riéng cho LongHill,
khong lam thay d8i mic chung cho cdc khdch san khdc. Gid phong va cdc mén trong thuc don dé dudc thu thap
tirkhdch san nhung chua cdng ba: 15 mic gid mén dang chd duyét theo nguyén tdc 4 mat.

10.3 Viéc con mé trudc khi l1én chinh thic

c S6 phong thuc té ciia 19 phong: chua c6 danh sdch s6 phong va hang

© ofe55870.travelq-longhill-review.pages.dev ]

kel Cabaliil) Gudibdlid & tuong Ung; chua chia quy 6 phong thanh phong hod vén va phong
R L o % TA theo ngay.

Ngay

Ngudi duyét gia ddc lap: can mot ngudi phia TravelQ khdc ngudi nhép
dé duyét gid phong va 15 mic gid mén.

Hém nay

ngay 7 thg 11, 2026
Gid Vit Nam (UTC+7)

My chii - dif lidu d3 Iuu ciia khéch san - Asia/Saigon
(UTC+7). Pham vi: ban ghi d3 Iuu, khéng khing dinh da déng
b dui TravelQ. Khéng suy ngay thanh toan tif

ngay dénjtao don.

Tai khodn quan tri TravelQ cho khdch san that: chua cép.

Pudng slra gid mén ciia nha hang phai chuyén sang quy trinh 4 mat.

NGAY 2026-11-07 - PHONG DA BAN
HV da ban | quil TA dé ban | qui

O/chuacé quy O/chuacoé quy

Mau khai bdo luu tri chinh thite dudc ¢ quan qudn ly chdp thudn.

Booking d3 TT £ phong
(o} (0]

V £ phong cac booking = HV + TA

Khéng c6 booking d thanh toan trong khoang nay.

Hinh 15. Téng quan trén link duyét
LongHill (chup luc 12:56 ngay
07/11/2026, gis Viét Nam), trudc
bdn stta 13:04. Ban sra dd cho hién
quy 6 phong theo hang.

10.4 Viéc cdn lam thém dé chay ddy du quy trinh
« N&inguén booking that tir TravelQ véa céip khod TravelQ ID riéng cho tiing khdch san.

« N&i céng thanh todn ngdn hang that, mot tai khodn nhan chung cho khdch san, chifc ndng tu hodn tién khi bd
phén tir chéi.

« Ta&ikhodn chung cho Spa va Ky thuét, budc qudn ly bdé phéin xdc nhan hodn thanh, vi tri Spa trén man I& tan.

e Thong bdo cho Budng phong khi trd phong va budc kiém tra phong; dm bdo don mdi; mdy chii chuyén
ti€p cudc goi.

o Dua K&t ban1én ban chinh thic; lam chia sé vi tri véi ban bé hodc cé& doan (chi khi khdch déng y) va ggiy dia
diém quanh khéch san.

 Ban chinh thirc sach, ca s& dit liéu chinh thitc mdi, nghiém thu giao dién, réi mai xin duyét 1&n chinh thirc.
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