1. Pang nhap hé théng

Puwong dan: [duong dén]
e Tai khoan: [tai khoan]
e Mat khau: [méat khau]

A/C truy cap vao dwdng dan > Nhap Tai khodn(Username or Email Address) va Mat khadu(Password) > Log In

Username or Email Address

Password

®

Remember Me

Goi y: lvu mét khau trong trinh duyét néu thuong xuyén diang nhap(check vao 6 Remember Me)

Login thanh céng A/C sé vao hé thdng (A/C chi can chu y bén trai man hinh cé6 muc Booknetic)



@ Dashboard Profile

There is a new update for Booknetic! Please always keep the plugin and add-ons up-to-date in order for the plugin to work properly.

- Profile

Personal Options

Booknetic
Admin Colour Scheme (®) Default O Light

@] Ectoplasm

{ ! Coffee

() Sunrise

Toolbar [¥] Show toolbar when viewing site

2. Dashboard

Vao muc: Booknetic > Dashboard



Booknetic
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Tai day hién thj cac chi sé nhu:

e Sé lwong lich hen hdm nay/tuan nay/thang nay.

e Tbng doanh thu tw lich hen.

e Sé lwong khach hang mai.

e Trang thai cac lich hen (Pending, Approved, Canceled, Rejected).

Dashboard gitip A/C kiém soat toan bo hoat ddng ma khéng can phai vao tirng muc riéng 18.

V&i ngwdi quan ly, day 1a noi wu tién kiém tra méi ngay dé ndm tinh hinh tiém/salon ctia A/C nhanh chéng.



3. Quan ly lich hen (Appointments)
Vao muc: Booknetic > Appointments

Appointments

rrrrrrrrrrrrr

75 200520251010

74 200520251110

Pedikara Klasik

73 20.052025 0935 Manikara Klasik

B&ZNé Myt viast

PAYMENT

K&400.00

K&450.00

K&250.00

oooooooo

AAAAAAAAA

20.05.2025 09:32

20.06.2025 09:31

20.05.2025 09:30

Tai day A/C c6 thé:

e Xem danh sach cac lich hen da dat

e CO bod loc theo ngay, dich vy, nhan vién...



O cubi mdi lich hen, click vao dau 3 chdm sé co cac option: Info, Edit, Change status, Delete

PAYMENT DURATION CREATED AT

$50.00 1h 2025-04-25 3:b4 PM
$70.00 1h 2025-04-2¢

$90.00 Ih15m 2025-04-2¢

Info: Xem théng tin chi tiét vé lich hen dé

Edit: Thay ddi cac thong tin ca lich hen

Change status: Thay ddi trang thai lich hen: Pending Approved, Canceled, Rejected
Delete: X6a lich hen do

4. Lich lam viéc (Calendar)

e Vao muc: Booknetic > Calendar



Calendar

May 20, 2025

Lily

10:10 - 10:40
B&né mytiviast:
Test3 ®

& uy

e Taiday A/C cé thé xem:
o Téng quan lich theo ngay/tuan/thang

month week lﬂ ist

o Click vao khung tréng dé tao cudc hen tha céng

Lily

o Kéo tha dé dbi gio nhanh(khi kéo lich hen di sang khung gi¢» khac sé& cé théng bao yéu cau xac nhan)



Would you like to reschedule the appointment?

B Run workflows on reschedule

o m

5. Payment

e Vao muc: Booknetic > Payment

Payments Lexport
Quick search Date service - Custome - Staff - Status
D APPOINTMENT DATE cusTouER sTas seRvIcE METHOD TOTALAMOUNT  PADAMOUNT  DUEAMOUNT  STATUS
Payments ,
44 2025-04-25 4:55 PM Hannah 0-1week WooCommerce $50.00 $50.00 $0.00 Paid
a3 2025-04-25 1:66 PM - - Teena 2-3 wook WooCommerce $70.00 §70.00 $0.00 Paid
4 2035-06-26 10:00 AM e Anna 3-4 week WaooCommerce $80.00 $80.00 $0.00 Paid
a0 2025-04-25 5:50 PM — Teena 1-2 week WooCommerce $80.00 $60.00 $0.00 Pald
33 2025-04-25 5:50 PM _— Teena 1-2week WooCommerce $60.00 $0.00 $60.00 Canceled
37 2025-04-25 1LDD AM - - Hannah Eyebrows WooCommerce 51200 $000 51200 canceled

e Tai day A/C co thé:

- Xem, loc va tim kiém cac thanh toan cu thé theo khach, dich vu, ngay, trang thai...



- Xuét bao cao doanh thu dya trén di¥ liéu thanh toan.
- Theo do6i cong no’ hoac tinh trang thanh toan cua tirng lich hen.

- Kiém tra xem lich hen d4 thanh toan hay chuwa.

O cot STATUS c6 2 trang thai la: Paid va Canceled

$60.00 $60.00 50.00

$60.00 $0.00 560.00

"4 Paid (B3 thanh toan) - Lich hen da dworc xtr ly thanh céng.
X Canceled (P4 huy) - Lich hen da bi hay.
C6 thé do:

e Khach hang huy lich hen sau khi dat nhwng chwa thanh toan.
e Giao dich bij I6i khi thanh toan

6. Quan ly nhan vién (Staff)

e Vao muc: Booknetic > Staff



Staff

+000-000 000 001

3 J ail.com 000 000 DOD 002

2 8 lnd +000 000 D00 003
=

1 6 Ti +000 000 000 004

Tai day A/C c6 thé xem danh sach tat ca nhan vién:

Khi mudn thay dbi thong tin lién quan ctia nhan vién do, click vao dau 3 cham va chon Edit:



O tab STAFF DETAILS sé c6 thé thay ddi thong tin cla Staff nhw Tén, S6 dién thoai, Anh dai dién, Services(dich vu phu trach
ctia nhan vién do), Location(Néu tiém A/C cé setup nhiéu chi nhanh thi chon tai day) - Néu cé thay ddi hay bAm SAVE STAFF dé

Iwu lai



o Edit Staff X

STAFF DETAILS WEEKLY SCHEDULE SPECIAL DAYS HOLIDAYS

Full Name = Profession
= =
L e
Ermail * Phone

teststaffl @gmail.com

Image

(PNG, JPG, max 800x800 to 5mb) m

Locations *

Select...

Servicas

Select...

Note




O tab WEEKLY SCHEDULE c6 thé cai d&t khung gid lam viéc cu thé cua tirng ngay, Néu cé thay déi hay bAm SAVE STAFF dé

Iweu lai.






o Edit Staff X

STAFF DETAILS 'WEEKLY SCHEDULE SPECIAL DAYS HOLIDAYS

Configure specific timesheet: ()

1. Monday (]

09:30 ~ 18:00 - Add day off

Add break

2. Tuesday

09:30 = 19:00 - Add day off

Add break

3. Wednesday

09:30 ~ 18:00 - Add day off

Add break

4. Thursday

YN P WY

LIISE T A ~ Rl



7. Mot sé thao tac pho bién
e A/C tw tao 1 lich hen mé&i: Vao Calendar > Ré vao khung gi® tréng sé xuat hién diu(+) > Click vao d4u + > Nhap thong tin

khach hang > Save
e Thay dbi dich vu, khung gi®... cho lich hen: Vao Calendar > Click vao lich hen mudn thay déi > Thay dbi théng tin mong

mudn > Save
e Thay ddi thong tin Staff: Vao Staff > Click vao d4u 3 chdm & cudi mdi staff > Edit > Thay déi thong tin > SAVE STAFF
e Thém Staff: Khi can thém Staff A/C glri thdng tin cho team MAC Marketing sé& hd tro' A/C thém

Ho tro ky thuéat

Néu gap kho khan trong qua trinh sir dung céng cu quan ly lich hen nay, A/C vui long lién hé team MAC Marketing, team sé tién hanh thém

hwéng dan chi tiét cho van dé ma A/C gép phai.

Cam on A/C!
Web Team - MAC Marketing
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