AIX »+ QUY TRINH VAN HANH CHUAN (SOP)

Bo cong cu quan ly booking va trang thai 16 hang

Tai liu thwe chién ERP « Al-X — ai-x.vn * Cap nhat 2026-05-19 04:54:00

Phién bén PDF mién phi — lién hé Al-X dé nhan bo biéu méu dién sén & tw van 16 trinh.

Hwéng dan B cong cu quan ly booking va trang thai 16 hang tap trung

B& cong cu di kém SOP-BOOKING-02, dung dé CSKH tra | khach hang ngay lap tire, khéng con phai hdi lai qua
nhiéu email.

1. Danh muc biéu mau

1 Bang theo déi booking va trang thai | Theo dai lién tuc theo tirng booking
16 hang

2 Checklist cap nhat trang thai theo | M®i khi & hang qua mét mbc chinh
mbc

3 Nhat ky rolled booking va thay déi | Khi hdng tau théng bao thay ddi
lich trinh

4 Dashboard trang thai 16 hang va ty 16 | Theo ddi lién tuc, ra soat dinh ky
phan hoi

2. Muc dich cua tirng biéu mau

Bang theo dbi 1a nguén di¥ liéu trung tdm thay thé viéc tra clru qua email; Checklist d&m bao khong bd sét méc
cap nhat; Nhat ky rolled booking giup phan tich hdng tau nao thwong thay dbi lich d& can nhéc lwa chon;
Dashboard gitup quan ly van hanh theo dai tbc d6 phan hoi khach hang.

3. Ngwoi lap, ngwoi kiém tra va ngwoi phé duyét

Bang theo déi booking Nhan vién van hanh Quan ly van hanh Nhan vién van hanh
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Checklist cap nhat trang | Nhan vién van hanh — Nhan vién van hanh tw xac
thai nhan

Nhat ky rolled booking Nhan vién van hanh Quan ly van hanh Quan ly van hanh
Dashboard trang thai 16 | Quanly van hanh Nhan vién CSKH CEO/BOD

hang

4. Hwéng dan dién tirng trwdng

Ma booking phai kh&p chinh xac véi xac nhan tir hang tau, khong tw dat ma riéng. ETD/ETA cap nhat theo thong
tin chinh thirc mé&i nhat, ghi rd 1a "dy kién" cho dén khi c6 xac nhan cudi cung. Ly do rolled booking phéi cu thé
(thiéu chd/tau tré/thoi tiét), khdng ghi chung chung.

5. Vi du c6 dir liéu minh hoa
Vi du mang tinh minh hoa, khéng phai sb liéu that.

Ma booking | Khach hang | Tuyén | ETD | ETA | Trang thai
BK-2026-0788 | Cty XNK bai Dwong | HCM - Rotterdam | 10/07/2026 | 15/08/2026 | Pa Ién tau

6. Quy tac validation

Khéng cap nhat trang thai dwa trén théng tin chwa xac thwe tir hang tau/dai ly. Moi thay dbi ETD/ETA phai ghi lai
lich str, khdng ghi d& mét théng tin cii. Rolled booking phai théng bao cho khach hang trong ngay phat hién, khéng
dé CSKH ty phat hién qua khach hang phan nan.

7. Cong thirc KPI

Ty lé cap nhat dung han = S6 méc cap nhat trong ngay phat sinh + Tdng s mébc can cap nhat x 100%. Thoi gian
phan héi khach hang trung binh = Tdng thoi gian phan héi + Sé lwot héi trong ky. Ty 1é rolled booking theo hang
tau = S6 Ian rolled + Tdng sb booking v&i hang tau d6 x 100%.

8. Ban mo ta dashboard

Xem chi tiét day du tai phan Dashboard trang thai 16 hang va ty 1& phan héi bén dudi.

9. Hwéng dan sir dung trong Excel va khi chuyén l1én ERP

Excel: sheet Master_Data Iwu toan bd booking va trang thai, dung chung gitra van hanh va CSKH qua file chia sé.
ERP/hé thdng theo ddi 16 hang: tich hop API tracking tlr hang tau dé tw dong cap nhat trang thai, gidm thao tac
tha cong.

10. Tiéu chi xac dinh biéu mau da hoan thanh

Moi booking dang hoat dong cé trang thai cap nhat theo thoi gian thuwe trén bang theo déi chung; CSKH cé thé tra
|61 moi cau hdi vé trang thai 16 hang ma khéng can hai lai van hanh; Dashboard trang thai 16 hang da chay duoc
t6i thidu 4 tuan lién tiép va dwoc ding trong ra soat van hanh.

Checklist cap nhat trang thai 16 hang theo méc
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Dung méi khi 16 hang qua mét méc chinh trong hanh trinh van chuyén.

Ngw&i lap: Nhan vién van hanh - Nguoi kiém tra; — - Ngw&i phé duyét: Nhan vién van hanh ty xac nhan

Checklist khi cap nhat méc

1 Théng tin trang thai da dwoc xac | []
thwe tr hang tau/dai ly chwa?

2 Da cap nhat vao bang theo doi tap | []
trung ngay trong ngay chwa?

3 ETD/ETA c6 dwgc cap nhat lai néu [1
c6 thay ddi khéong?

4 Néu c6 rolled booking, da ghi ly do | []
va thdng bao khach hang chwa?

Vi du dién mau:

1 Trang thai "da Ién tau" xac nhan tv | (dung)
dai ly tai cang?

Checklist khi CSKH tra I1&i khach hang
- []1Da tra clru bang theo déi tap trung trwdc khi tra |oi.
- [1 Khong tra 1&i dwa trén thdng tin ¢l hodc phéng doan.
- [1Néu théng tin chwa rd, da cam két thdi gian phan hdi cu thé thay vi im I&ng.
Tiéu chi hoan thanh
Toan bd 4 muc checklist cap nhat mbc déu dat ((dung)) cho méi Ian cap nhat; CSKH ludn c6 di théng tin dé tra 1oi
khach hang ngay khi dwoc hoi.

Template & Field Guide — B cong cu quan ly booking va trang thai 16
hang tap trung

§1. Bang theo d6i booking va trang thai 16 hang

Nguwoi 1ap: Nhan vién van hanh - Nguwoi kiém tra: Quan Iy van hanh - Nguoi phé duyét: Nhan vién van hanh

Ma booking ) Text
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Khach hang *) Text

Tuyén *) Text

Hang tau/hang bay ) Text

ETD (duw kién) *) DD/MM/YYYY

ETA (dw kién) *) DD/MM/YYYY

Trang thai hién tai ) Da booking / Ba xac nhan / Ba ha
bai / Da 1&n tau / Dang van chuyén /
Da dén noi

Ghi chu thay ddi (néu co) Text tw do

Vi du minh hoa:
BK-2026-0788 HCM - Rotterdam 10/07/2026 15/08/2026 ba Ién tau

§2. Nhat ky rolled booking va thay déi lich trinh

Nguoi lap: Nhan vién van hanh - Ngwdi kiém tra: Quan ly van hanh - Ngudi phé duyét: Quan ly van hanh

Ma booking ™) Text
Loai thay dbi * Rolled booking / B4i ETD / Béi ETA
ETD/ETA cii ) DD/MM/YYYY
ETD/ETA moi * DD/MM/YYYY
Ly do ™) Text tw do
Da théng bao khach hang? * Co6 / Khéng
Vi du minh hoa:

Ma booking | Loaithay déi | ETD ci | ETD méi | Ly do | Théng bao khach?
BK-2026-0788 | Rolled booking | 10/07/2026 | 17/07/2026 | Hang tau thiéu ché | Cé

Validation: moi thay déi ETD/ETA vwot quéa 3 ngay so véi dy kién ban dau phai thong bao khach hang trong ngay
phat hién.

Dashboard trang thai 16 hang va ty 1é phan hoi — M6 ta thiét ké

Nguoi 1ap: Quan ly van hanh - Ngwoi kiém tra: Nhan vien CSKH - Ngwoi phé duyét: CEO/BOD
Déi twong st dung: CEO/BOD, Quan ly van hanh, Nhan vién van hanh, Nhan vién CSKH.

Tan suét cap nhat: theo thei gian thwe (khi tich hop API tracking) hodc hang ngay (khi dung Excel).

1. Muc tiéu
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Cho CSKH va quan ly van hanh thdy ngay trang thai moi 16 hang dang x&r ly — dé tra 16i khach hang tie thi va
phét hién sé&m céac truéng hop rolled booking can xi ly.
2. B4 cuc dashboard

Hang 1 — Chi sb téng quan: téng sé booking dang hoat dong, ty & cap nhat trang thai dung han, thdi gian phan
héi khach hang trung binh.

Hang 2 — Bang 16 hang dang van chuyén: trang thai hién tai, ETD/ETA, canh bao néu c6 thay dbi.
Hang 3 — Danh séach rolled booking trong ky: theo hang tau, giup danh gia do tin cay déi tac.
Hang 4 — Xu hwéng thdi gian phan hdi khach hang theo thang: danh gia cai thién dich vu.

3. Nguén dir liéu

Bang theo dbi booking va trang thai 16 hang, Checklist cap nhat trang thai theo mbc, Nhat ky rolled booking va
thay déi lich trinh.

4. Cach doc dashboard

Nhin Hang 1 dé& ndm tbng quan. Vao Hang 2 dé tra ciru nhanh khi khach hang héi. Xem Hang 3 dé danh gia hang
tau nao thudng gay rolled booking. Dung Hang 4 dé theo dai xu huéng cai thién tdc dd phuc vu khach hang.

5. Tiéu chi san sang s dung

Moi booking dang hoat déng cé di¥ liéu trang thai cap nhat day du; dbi chiéu tht cong khép sb liéu mot 1an véi xac
nhan t& hang tau; da dung qua tbi thiéu 3 tuan van hanh lién tuc ma CSKH khéng can hdi lai ndi bd dé tra 1o
khach hang.

Xem thém: SOP: Quan ly booking va trang thai 16 hang tap trung — quy trinh di kém bd cong cu nay.
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Can bo SOP nay chay
trén hé thong thwc té?

Al-X thiét ké 16 trinh ERP & Al 90 ngay riéng cho doanh nghiép cta ban:
chuan héa di lieu — SOP sbé héa — dashboard diéu hanh.
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