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HE THONG QUAN LY PIEU HANH TOA NHA ROMAN BUILDING

Quy trinh va Gidi phdp quan ly toa nha chuyén nghiép

. GIG1 THIEU TONG QUAN HE THONG

Hé thong phan mém quan ly tdoa nha la gidi phap quan ly tda nha, trung tam thuong mai, khéi cao 6¢
van phong cho thué, khu chung cu... mét cach toan dién. Véi cac chiic nang uu viét, da dang va dé
dang st dung, phan mém quan ly toa nha dap iing dugc nhu cau quan ly thong tin khach hang, quan
ly chi phi bao tri bdo dudng thiét bi trong tda nha, quan ly tai san, x ly thong tin phan héi ctia khach
hang ...

La hé thong diéu hanh, diéu khién cac toa nha, cac chic nang dugc thiét lap theo déi cac nghiép vu
chuyén mén trong tiing khau trong quan ly va ca nhiing chiic nang cé su tich hgp gitra cac hé thong.

Bo phan kinh doanh
cham séc khach hang

B6 phan bao tri

may moc thiét bi

Chéam séc, ghi nhan K& hoach bao tri,
va lam thu tuc sta chlia

K& hoach céng viéc — HE THONG
e i i OIVNYNG  Quan Iy NXT
B6 phan diéu hanh > 17, TOA NHA ¥ B6 phan vat tu

Thu phi, chi phét sinh ‘ Hach toan va ghinhan
Thu ngan tda nha > B6 phan ké toan

Nhéan s6 liéu,
chuyén phan mém ké toan

MO HiNH PIEU HANH HE THONG
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Il. CAC CHUC NANG CUA HE THONG

Thoéng tin khach hang
HOP DONG Cham séc khach hang

K& hoach céng viéc
cho toa nha

YY

San pham, dich vu

Quan ly thu chi

K& hoach bao tri K& hoach
may moc thiét bi vé sinh tda nha

MO HINH QUAN HE CAC CHUC NANG HE THONG

Chédm soéc va xt ly Thong tin thanh toan ng hang théang

cac vudng mac cta khach hang i If —:
Y

An ninh toa nha <

Vé sinh va dich vu
cOng cong

K€ hoach cong viéc

(Lén chi tiét c6ng viéc thuc hién hang ngay)

Tinh 1ai trd cham Thanh toan ng <
A

Ky thuat, stia chiia,

bao dudng

S6 ng phai thu

MO HIiNH PIEU HANH, QUAN LY TOA NHA

2 Cong ty C6 phan Brecus



) HE THONG QUAN LY pIEu HANHTOA NHA  JEED M

1. Quan ly thong tin khach hang

Khach hang c6 thé la mét ca nhan hoac
céng ty déu dugc theo doéi théng tin chi
tiét. Khi khach hang s dung dich vu véi
toa nha, bé phan dich vu khach hang sé
nhap toan bo théng tin lién quan vao
phan mém dé theo déi va cé cac phuong
an thong tin va dich vu khach hang.
Khach hang dugc theo doi chi tiét email,
s dién thoai, dia chi dé phuc vu céng tac
gui email hodc nhén tin cho khach hang.

Céc thong tin dac biét cia khach hang
hoac lich st giao dich cta khach hang
cing dugc thé hién rd rang trén hé
théng.

2. Quan ly hop déng

La chdc nang cho phép lap hop dong va phu luc hop
déng dinh kém theo mau c6 san trén hé théng. Hop déng
vGi khach hang sé dugc quan ly bang ma hiéu hgp déng.
Trén hgp dong ghi rd théng tin sau: loai hgp dong, ma
hiéu, thong tin khach hang, dién tich thué, thdi han hop
déng, gia tién, hinh thidc thanh toan va ky han thanh
toan...Tuy thudc vao loai hgp dong, phan mém cho phép
tao cac diéu kién thanh todn tién thué, tién dich vu mét
cach linh hoat.

Phan mém cho phép stra thong tin trén hgp déng va hién
thi tén nguai stia vai nhitng ngudi c6 quyén sur dung.
Phan mém ho trg lap bao cdo tinh trang hop dong: da ky,
hét han, thanh ly, hlly .... H6 trg theo doi hop déng theo
danh muc hgp dong, Ién bao cdo hop déng sap hét han

[Ruiocinmracim TS
2 & 4 i 24 . (] 52 &
Tim kigm Excel Hiv chon  Chontdt | Bangké ¥acnhdn | T&ikhodn Hop dng  Giao dich Eidng
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N3y tinh 15 |201zzmz x| g&n [23e2ms x| wie | Khach hang |
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3. Quan ly vat tu, phu tung thay thé

Phan mém hé trg phong ké toan theo doi vat tu,
phu tung mua vé dé st dung trong qua trinh
bao tri bao dudng, lau don vé sinh trong tda nha.
Ho trg Ién ké hoach mua vat tu st dung. Quan ly
chat ché tinh hinh nhap, xuat, tén cGa vat tu,
thiét bi, tranh that thoat trong qua trinh s
dung.

Quan ly thong tin, thong ké thiét bi, tai san lap
dat trong toa nha dugc theo doi chi tiét trén bo
phan quan ly vat tu dé cé thé thong ké chi tiét
cac vat tu, thiét bi cho tiing hang muc stta chira,
dich vu.

4. Quan ly cong ng va tinh tra lai cham

La chuc nang quan ly cac khodn ng phai tra cho
nha cung cap, cac khoan ng phai thu cta khach
hang.

Dua vao théng tin trén hgp déong da ky vai
khach hang, phan mém hé trg téng hop s6 tién
phdi trd ctia khach theo ting ky thanh toan.
Téng hop cac khoan ng dén han, cac khoan ng
qua han. Chuc nang theo déi cdng ng sé gilp
ngudi quan ly nam bat nhanh céng ng theo tiing
thai diém cu thé dé ra cac phuong phap cho viéc
théng bao va thu hoi cong ng hoac xtrly cong ng
kip thoi cho don vi.

Hang thang cong ng hoac khoan yéu cau thanh
toan dugc tu dong tinh dua trén bo théng tin va
chinh sach ctia don vi cho cac khach hang, nguai
st dung in hodc chuyén thanh dang file dé gui
mail hodac EMS t&i khach hang.

Hé trg tinh lai cac khoan no trd cham cda khach
hang theo s6 ngay ng tuong Ung véi lai suat
theo quy dinh cuta don vi.

Lén bao cdo chi tiét cong ng theo ting khach
hang, téng hop céac khach hang theo thoi diém
lua chon.

4 Céng ty C6 phan Brecus
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5. Quan ly bao tri, bao dudng

Cong tac lén ké hoach bao tri, bao duéng thiét bi
trong tda nha theo dinh ky sé dugc ké hoach hoda
chi tiét va phan nhiém cho ting vi tri. Cac chi phi
lién quan dén qua trinh bao tri, bdo dudng, vat tu,
thiét bi st dung dugc théng tin va luu y trong
ting cong doan.

Danh sach céng viéc bao tri dinh ky dugc lap ra
dé theo dbéi. Cac cong viéc dugc sdp xép theo
trinh tu sao cho phu hgp.

Quan ly qua trinh bdo dudng, bao tri tai san dugc
thiét lap dinh ky theo doi, bdo dudng, cé cac ky
han canh bao cac céng viéc can thuc hién cta bo
phan bao tri, bdo dudng thiét bi. Cac bién ban
kiém tra hodc xt ly su c6 dugc ghi chép day da
trong hé théng.

Thdai gian dinh muic cho méi cong viéc cing dugc
xac dinh. Nhiing hoat dong can c6 ké hoach dac
biét, vi du: cong viéc bao tri, bdo duéng thang
may, hé théng cung cap dién... Hé thong dam
bdo dung ngudi thuc hién, dung cdng viéc va
duang phuong phap vao dung thai diém.
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6. Quan ly san pham, dich vu ctia toa nha
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GIAO DIEN NHAP THONG TIN CHUC NANG QUAN LY VI TRI TOA NHA

v PDuathéng tin cac dich vu hodc san pham cho thué trong tda nha

v VGi cac san pham la cac kiot cho thué trong céc trung tam thuong mai hodc toa nha cho thué, c6 thé
quan ly san pham theo phan nhém va mé hinh truc quan.

v Cacdich vu dugc tao ra va quan ly gia chi tiét trong cac dich vu ctia toa nha.

v Cac san pham dich vu c6 thé dugc thay d6i bai chui s& hitu, hé thong sé linh hoat cho thay déi theo
dam bao dap ung dugc

7.Tao va ghi nhan théng tin don vé sinh
hang ngay

v Lap ké hoach don vé sinh hang ngay. Lén ké hoach
chi tiét theo tiing déi tuong, theo tling cong viéc.

v Pam bao cac cong viéc clia vé sinh cla tda nha luén
dugc xt ly va don sach theo ké hoach va lich trinh va
dugc phan céng hgp ly t&i ting nhan vién.

v Thoéng tin nhan cong thuc hién sé dua vao cac nhém
dich vu (cac diém thuc hién), sé tu ddong phan céng
hoac truéng b6 phan phan céng thuc hién.

v (Cap nhat thong tin cong viéc va tién do thuc hién
vao phan mém. Dua vao dé c6 thé danh gia chat
lugng céng viéc thuc hién cla tiing nhan vién.

WWW.brecus.vn 5



) HE THONG QUAN LY PIEu HANHTOA NHA  JEED M

8.

v

9.

Quan ly nhac viéc

Khi nhitng ké hoach bao tri, bdo duéng, don dep vé
sinh dugc 1ap ra. Phan mém ho trg chiic nang nhac
nha& cong viéc sé phai lam, thai gian thuc hién. Chic
nang nay dam bao cho viéc quan ly chat lugng phuc
vu trong tda nha mot cach chat ché va hiéu qua,
tranh tinh trang ké hoach lap ra va quén khong thuc
hién.

Cac thong tin hodc céng viéc can tap trung xu ly
hodc thuc hién béi bé phan khic dugc dua ra dé
cung thuc hién, b6 phan hodc ca nhan nao thuc hién
sé dua vao hé théng dé thong tin biét va xur ly triét
de.

Cac cong viéc nay dugc hién thi tu dong trén hé
théng dé canh bédo va nhac nhé cho ngudi thuc hién
va quan ly biét va theo doéi cho dén khi hoan tat,
thong tin nay méi gé bé trong cdnh bao

Cham séc khach hang

Quy trinh cham séc khach hang dugc thiét lap, tat
cad nhiing thac mac, su cé khach hang gap phai
trong tda nha sé dugc cap nhat vao hé théng.

Qua d6 nha quan ly c6 thé Ién ké hoach khac phuc
va gidi quyét nhiing y kién cta khach hang mét
cach nhanh nhat va hiéu qua nhat.

Phan mém cho phép gui email vai ndi dung cé san
trong hé théng hodc ndi dung tu thiét lap téi
khach hang tuy thuéc vao muc dich khac nhau cta
nha quan ly.

Cho phép gi tin nhan sms trén hé thong téi khach
hang va déi tac khi can hoac dat dinh ky cho cac
chinh sach hodc théng tin can thiét, c6 thé thuc
hién véi ting sé dién thoai hodac danh sach lua
chon theo yéu cau.

6 Céng ty C6 phan Brecus
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10. Phan quyén, bao mét

v Chuc nang phan quyén s dung téGi tung form,
tung chiic nang trén hé théng.

v Cac thay déi thong tin trén hé théng dugc luu vét
va ki€ém tra. B6 phan nao c6 quyén xem thong tin
gi, quyén stia hoac xéa thong tin dugc phan chia rd
rang. Trach tinh trang lam mat thong tin, sai léch
thong tin, bdo mat théng tin khach hang trén hé
théng.

v Cac I6p truy nhap dugc phan dinh va kiém soat rd
rang theo cac I6p nhu: DU liéu; dang nhap hé
théng; truy nhap va st dung chic nang; quyén
tuong tac.

11. Hé théng bao cao

v Da dang bao cdo cho théng ké va quan tri thong
tin hé thong.

¥ Nhiéu béo cdo cho cac bd phan chuyén mén; bao
céo con co thé dugc thiét 1ap bé sung cho cac nhu
cau quan tri va bao cédo cua tung don vi.

v Lua chon nhiéu tiéu chi xem bao cdo nhu : thoi
gian, phan nhém, bo phan ...

v Chiét xuat cac bao cdo thuan tién ra cac loai khac
nhau nhu: MS-Excel, MS-word, Acrobat...

Cong 1y ...m
Hghy phat hanh
. Han thanh todn
BANG TINH PHI [Debit Note)
Ky thanh todn: ...
Tén khich hing: 54 by ding
ENa chi
MA 58 thsd Emad
KHOAN THU Mgy tinsh phi Cha 88 ik ninurde sdwong | Bvt | Domgid [Hadie| Thimmtien | Tsult | Thud GTGT [Dsfn gasi
Tirngdy | Bén ngdy Béu Cudl HE 58 d.gi GTGT

Thng chng 0 [
-'énl; w4 tikn phi dich vy b ner 38n trtre fpay. r
Thng 54 tién phai thanh todn ki niy: 0 _
Tﬁng sd tién con phdi thanh toan: 1] Biing chif Khiing I!'Eﬂg

Thanh todn ngén hang: Blon wi thy hwgng
S thi khodn
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I1l. LO1 iCH CUA HE THONG VA TRACH NHIEM SAU BAN HANG

1. LOI {CH TU HE THONG

» Chuan héa quy trinh thuc hién trén hé théng, dua ngudi st dung vao moét quy trinh thuc hién chuan
thay bang viéc phai dao tao chuan hoa tiing budéc thuc hién va co ché giam sat bang bao cao va hiéu
qua céng viéc.

v Nha quan tri nam bat théng tin nhanh va chinh xac, dam bao tinh minh bach, tudng minh ctia théng
tin tU ngudi st dung va cac bo phan.

v Tinh 6n dinh va dich vu hé trg bao tri lién luc dam bao tinh lién théng trong viéc cap nhat va xu ly
thong tin cho khach hang.

v Hé théng dugc thiét ké luu trir véi luogng di liéu I16n, dap ting cho viéc nhiéu ngudi cung truy cap x
ly cing mot ldc, d@m bao toc d6 va an toan cla hé thong.

v Kha nang dap Ung yéu cau va ma rong cla hé théng; su tly bién cao trong hé théng dam bao cho
mot phuang én phat trién t6i uu.

v Ho trg sir dung va bao tri hé thong 24/24 dam bao tinh lién tuc clra hé thong va su kip thdi sé tranh
cdc rai ro vé sai léch théng tin do cac su c6 xay ra.

2. CAM KET BAO HANH, BAO TR

Chung t6i, nhiing nguai lam gidi phap phan
mém khéng chi don thuan mang nhiing giai
phap hitu ich téi nha quan tri, ngudi st dung
ma con thuc hién véi tdm huyét ciia minh va
mong né dugc st dung mot cach hiéu qua
nhat véi nhiing giadi phap tét nhat.

3. CAM KET VE GIAI PHAP

Brecus sé dam bao mét gidi phap dai han c6
kha ndng phat trién trén nhiing yéu cau cla
cac don vij dua trén nhitng c6ng nghé mgi
nhit dé ing dung va khai thac t6i da céng
nghé méi dua vao thuc tién. Ban ciing luén
yén tam chung t6i cé nhan sy chuyén mén cao
san sang tu van cho ban.

CONGTY CO PHAN BRECUS

Tru s& chinh tai Ha Noi

Dia chi: BT05 - 16A3, Lang Viét Kiéu Chau Au, P. M6 Lao,
Quan Ha Bong, Ha Noi.

Dién thoai: +84 463 26 36 46

Email: Info@brecus.vn - Website: www.brecus.vn

4. CAM KET VE TRACH NHIEM

Moi ngugi déu hiéu rang uy tin 1a méi quan tam-
hang dau cda doanh nghiép. Chung t6i hiéu
rang, chiing téi sé thuc hién nhiing cam két vo
diéu kién dé dam bao uy tin cia minh trén chat
luong cac giai phap phan mém va dich vu khach
hang.

5. CAM KET HO TRG KHACH HANG

Khi ting dung céc giai phap cta Brecus, ching toi
¢6 nhiing chinh sach ho trg toi da 24/24. Chung
t6i san sang chia sé va rat mong dugc hgp tac véi
quy don vi dé gidi phap quan tri toan ven cho
quan tri tda nha vdi tiéu chuan quéc té dugc dua
vao Ung dung tai dan vi, mang lai hiéu qua téi uu
cho don vi.

Van phong tai TP. H6 Chi Minh

Dia chi: Tang 6, s6 231 — 233, L& Thanh Tén, P. BEn Nghé,

Quén 1, TP. H6 Chi Minh
pién thoai: +84 873 05 02 53
Email: hcm@brecus.vn

Su’ chuyén nghiép cta chung téi tao nén gid tri trong thanh céng ctia ban




