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1 QUAN LY TOA NHA

V6&i Nozza, ching ta c6 thé quan ly nhiéu tda nha & nhiéu dia chi khac nhau (tai méi dia chi
nhw vay trong Nozza goi la mét “Dy an”).
Trong mét Dy an, Nozza c6 thé quan ly nhiéu toa nha, ddy nha (trong Nozza goi la “Nha”).
Trong mét “Nha” nozza cé thé quan ly nhiéu phong — can hd - san (Nozza goi 1a “San pham”.

1.1 Quan ly Dy an
1.1.1 Xem danh sach Dw an

DPé xem danh sach Dv an trong Nozza:
1. Chon phan hé “Quan ly Toa nha”

1.1.2 Thém Duv an
DPé thém md&i mét Dy &n trong Nozza:
1. Chon phan hé “Quan ly Téa nha”
2. Click “Thém dw an”
3. Nhép théng tin Dy &n
4. Click “Lwu” dé hoan thanh thao tac

1.1.3 Stra théng tin Dy an
Nozza cho phép ban chinh sira tén Dy &n, dia chi ctia Dy an. Bé diéu chinh théng tin Dw &n
trong Nozza:
1. Chon phan hé “Quan ly Toa nha”
Chon Dy &n can stra théng tin
Chon “Chi tiét dw an”
Click “Chinh stra”
Diéu chinh théng tin
Click “Lwu” dé hoan thanh thao tac

ook wn



1.2 Quan ly Nha

1.2.1 Xem danh sach nha

DPé& xem danh séach nha ctia mét Dw an trong Nozza:
1. Chon phan hé “Quan ly Toa nha”
2. Chon dv &n can xem danh sach nha
3. Chontab “Danh sach nha”

1.2.2 Thém m&i nha

DPé thém mdi mét nha trong mét Dy an trong Nozza:
1. Chon phan hé “Quan ly Téa nha”

Chon dw an can thém nha

Click “Thém nha”

Nhap théng tin nha

Click “Lwu” dé hoan thanh thao tac

arwN

1.2.3 Stra tén nha

Chon phan hé “Quan ly Téa nha”

Chon Dy &n c6 nha can slra thong tin

Chon tab “Danh sach nha”

Click “Chinh stpa” clia nha can stva thdng tin
Diéu chinh théng tin

Click “Lwu” dé& hoan thanh thao tac

ook wh e

1.3 Quan ly San pham

1.3.1 Xem danh sach san phdm

DPé xem danh sach san pham trong mét nha ctia mét Dy an trong Nozza:
1. Chon phan hé “Quan ly Téa nha”
2. Chondv an
3. Chon nha

1.3.2 Thém m&i mot sén pham

Pé thém md&i mét s&n phadm trong mét nha ctia mét Dy &n trong Nozza:
1. Chon phan hé “Quan ly Toa nha”

Chon dv an

Chon nha

Click “Thém san pham”

Nhap théng tin sdn phadm

Click “Lwu” dé hoan thanh thao tac

o gk wd

1.3.3 Thém ma&i hang loat sdn pham
DPé thém ma&i nhiéu san pham ciing lic trong moét nha ctia mét Dy an trong Nozza:



Chon phan hé “Quan ly Téa nha”
Chon dv an

Chon nha

Click “Thém hang loat”

Click “Thém dong mé&i”

Nhap théng tin san pham

Click “Lwu” dé hoan thanh thao tac

No gk wbdR

1.3.4 Nhap danh sach san pham tir excel
Dé nhap san pham tir file excel trong moét nha ctia mét Dy an trong Nozza:
1. Chon phén hé “Quan ly Toa nha”
2. Chondy an
3. Chon nha
4. Click “Import san pham”
5. Click “Bam d& chon file”
6. Chon file excel danh sach nha
7. Click “Kiém tra”
8. Click “Lwu lai” dé hoan thanh thao tac
Lwu y: ching ta c6 thé tai file mAu danh sach san phadm trong man hinh “Import san pham?”

1.4 Quan ly tang
1.4.1 Xem danh sach tang trong mét nha cta dy an
DPé xem danh séch tAng trong mét nha cGa Dy an trong Nozza:

1. Chon phan hé “Quan ly Toa nha”

2. Chondv an

3. Chon nha

4. Chon tab “Danh séach tang”

1.4.2 Thém tang cho mét nha cda dw an

Dé thém mai mét nha trong mét Dy &n trong Nozza:
1. Chon phan hé “Quan ly Toa nha”

Chon dv an

Chon nha

Chon tab “Danh séch tang”

Click “Thém tang”

Nhap théng tin nha

Click “Lwu” dé& hoan thanh thao tac
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1.4.3 Sira tén tang
1. Chon phan hé “Quan ly Toa nha”
2. Chondy an
3. Chon nha



Chon tab “Danh sach tang”

Click “Cap nhat” cla tang can chinh sira thong tin
Diéu chinh théng tin

Click “Lwu” dé hoan thanh thao tac

No ok

1.5 Quan loai san pham
1.5.1 Xem danh sach loai san phadm cda dw an
DPé xem danh séch loai san phdm ctia Dy an trong Nozza:
1. Chon phén hé “Quan ly Toa nha”
2. Chondy an
3. Chon tab “Loai san pham”

1.5.2 Thém loai san pham cla dw &n

DPé thém md&i mot nha trong mét Dy an trong Nozza:
1. Chon phan hé “Quan ly Toa nha”

Chon dw an

Chon tab “Loai san pham”

Click “Thém tang”

Nhap théng tin nha

Click “Lwu” dé hoan thanh thao tac

ook wN

1.5.3 Sira tén tang

Chon phan hé “Quan ly Téa nha”
Chon dv an

Chon nha

10. Chon tab “Danh séch tang”

11. Click “Thém loai san pham”

12. Nhap théng tin

8. Click “Lwu” dé hoan thanh thao tac

© x N

2 QUAN LY CHO THUE
2.1 Thiét lap dich vu

Vé&i nozza, ching ta c6 thé thiét 1ap va quan ly nhiéu loai dich vu tién ich khac nhau nhw dién,
nwéc, wifi, git xe, rac,... V&i méi loai dich vy, ching ta c6 thé thiét Iap cach tinh khac nhau nhw
theo chi sé tiéu thu (ddng hé dién, nwéc), tivng nguwdi, tieng phong, tieng don vi dién tich m2.
Trong nozza, cac dich vu sé& dwoc dang ky gan lién véi tieng dw an khac nhau, nghia 1a méi dy
an sé c6 danh sach cac dich vu khac nhau véi cac mire gia khac nhau.

2.1.1 Danh sach dich vu

DPé xem danh séch céc dich vu da dang ky trong ting dw an:



1. Chon phan hé “quan ly cho thué”
2. Chon “Cai dat bang gia dich vu”
3. Chon dv an tlr danh séach va click “Xem dir liéu”

2.1.2 bang ky moi dich vu
DPé dang ky mét dich vu méi cho mét dy an trong Nozza:
1. Chon phan hé “quan ly cho thué”
2. Chon “Cai dat bang gia dich vu”
3. Chon dv an tlr danh séach va click “Xem dir liéu”
4. Click “Thém loai phi”, click “+” trong “Danh sach bang gia mau”
5. Diéu chinh théng tin cho “Tén phi”, “Don gia”, “Don vi”
6. Click “Lwu” dé& hoan thanh thao tac dang ky méi dich vu

2.1.3 Stra théng tin dich vu
Dé diéu chinh cai dat dich vu cho mét dw &n trong Nozza:
1. Chon phan hé “quan ly cho thué”
2. Chon “Cai dat bang gia dich vu”
3. Chon dv an tlr danh sach va click “Xem dir liéu”
4. Piéu chinh théng tin cho “Tén phi”, “Don gia”, “Don vi”
5. Click “Lwu” dé hoan thanh thao tac

2.2 Quan ly hop dong thué
Trong nozza, ching ta c6 thé quan ly khach thué thdng qua Hop déng thué. Véi hop déng thué,
ching ta c6 thé quan ly:

- Théng tin nguwdi dai dién hop déng

- Danh sach cac khach cung lwu tra

- Thei gian hop dong (ngay bat dau, ngay két thic)

- Danh sach céac dich vu - tién ich khach st dung

- Theo d&i Lich st thu tai chinh déi v&i khach thué

2.2.1 Tao hop déng
Pé tao Hop déng thué trong Nozza:
1. Chon phan hé “quan ly cho thué”
Chon nha trong danh sach nha
Click phong trdng trong danh sach phong
Nhap “Théng tin hgp déng”
Nhap “Théng tin khach thué”
Chon céac dich vu trong “Pang ky dich vu”
Click “Lwu” dé& hoan thanh thao tac

No ok wDd



2.2.2 Piéu chinh hop dong
2.2.2.1 Diéu chinh thoi gian thué
Dé diéu chinh thoi gian thué ctia hop déng trong Nozza:

1.

S

Chon phan hé “quan ly cho thué”

Chon nha trong danh sach nha

Click phong can diéu chinh thoi gian thué

Click “Chinh stra”

Diéu chinh thei gian thué trong "Théng tin hop déng”
Click “Lwu” dé hoan thanh thao tac

2.2.2.2 Diéu chinh dich vy - tién ich
2.2.2.3 Diéu chinh tdng nguoi &
2.2.2.4 Diéu chinh giam ngudi &
2.2.2.5 Diéu chinh tang phwong tién
2.2.2.6 Diéu chinh gidm phwong tién

2.2.3 Thanh Iy hop ddng

Dé két thic mét hop ddng thué trong Nozza:

1.

a bk wn
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Chon phan hé “quan ly cho thué”

Chon nha trong danh sach nha

Chon phong can thanh Iy hop ddng

Click “Thanh Iy hop déng”

Chon “Ngay ghi chi s6” . Néu chwa ghi dién nwéc thi thue hién thao tac “Ghi
dién nwéc” trude

Diéu chinh cac khoan thu chi dé két thic hop déng

Click “Lwu” dé hoan thanh thao tac

2.3 Chot dién nwoce

Trong Nozza, ching ta c6 thé quan ly theo dbi chi sb déng hd dién, nwéc hang thang thong
qua cac lan “Chét dién nwéc”.

Dé chét dién nwéc trong Nozza:

1.

© N OAMWN

Chon phan hé “quan ly cho thué”

Chon menu “Chét dién nwéc”

Chon dy an can chét dién nuwéc

“Chon thang” can chét dién nwéc

Click “Xem div liéu” dé loc ra cac phong can chét

Chon nha can chét dién nwéc tr danh sach nha

Chon phong dé chét dién nwéc hodc diéu chinh chét dién nuwéc
Chon “Ngay chét”

Ghi chi sé dién nwéc vao “Chi sé cudi”

10 Click “Lwu” dé hoan thanh thao tac



3 TAI CHINH

Trong Nozza, chiing ta cé thé ghi nhan viéc thu tién, ciing nhw theo déi cdng no' khach thué.
Ciing nhw quan ly cac khoan chi phi trong qua trinh hoat déng

3.1 Tao hda don — phiéu bao

Déi v&i cac phong cé thu dién nwéc theo chi sb ddng hd, chiing ta can “Chét dién nwéc”
trwdc khi tao héa don. D& tao héa don trong Nozza:

©OoNOGO MNP
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Chon phan hé “quan ly cho thué”

Chon menu “Thu phi”

Chon dw an can tao héa don

“Chon thang” can tao héa don

Click “Xem div liéu” dé loc ra cac phong can tao héa don
Chon nha can tao hda don tir danh sach nha

Chon phong can tao héa don

Chon “Tao héa don”

Chon “Ngay ghi chi s6” dién nuéc

Click “Lwu” @& hoan thanh thao tac

3.2 Thu tién héa don — dich vu

Dé thu tién héa don trong Nozza:

1.

©Oo NGO~ WDN
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11.

Chon phan hé “quan ly cho thué”

Chon menu “Thu phi”

Chon dv an can thu tién

“Chon thang” can thu tién

Click “Xem di¥ liéu” dé loc ra cac phong can thu tién
Chon nha can thu tién tir danh sach nha

Chon phong can thu tién

Chon “Héa don tién thué & Dich vu”

Click “Thanh toan”

. Nhap s6 tién can thu (Néu sb tién thu it hon sé tién ctia héa don thi phai chon “Ngay

thanh toan ké tiép”)
Click “Lwu” dé hoan thanh thao tac

3.3 Thu tién coc

Dé thu tién coc trong Nozza:

1.

No aprwbd

Chon phan hé “quan ly cho thué”

Chon menu “Thu phi”

Chon dy an can thu tién coc

“Chon thang” can thu tién coc

Click “Xem di¥ liéu” dé loc ra cac phong can thu tién coc
Chon nha can thu tién coc tir danh sach nha

Chon phong can thu tién coc



8. Chon “Héa don tién coc”

9. Click “Thu coc”

10. Nhap sb tién can thu (Néu sé tién thu it hon sb tién cla hoa don thi phai chon “Ngay
thanh toan ké tiép”)

11. Click “Lwu” dé& hoan thanh thao tac

3.4 Chitién
3.5 Xem cOng n¢

4 CAIDAT
5 BAO CAO
5.1 Bao cao cho thué

5.2 Bao cao thu/chi
5.3 Bao cao dién nwoc



