[bookmark: _GoBack]                         财务新员工入职培训资料
1. 订单列表
（1）具体查找
[image: ]
（2） 如果没有具体的单号，可以根据相关信息，如：酒店名客人姓名，入住时间，酒店确认号，代理商来源单号等等进行查询。
（3） 具体订单信息
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2. 应付款管理
[image: ]

用订单号到财务邮箱查找相应的文件，核实订单金额，币种是否一致。如一致，则生成付款单
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付款完毕
3. 收付款管理
收付款管理，主要是用来查询订单的付款情况
（1）付款管理
[image: ]
下载水单，或者是查询虚拟卡刷卡记录，直接点击付款单号进去查询
（2）收款管理
可根据各种已知条件进行查询
[image: ]
4. 抵充单管理
[image: ]
5. 新酒店上架
[image: ][image: ]

6. 更改收付款方
[image: ]
7. 共享文件

[image: ]
image7.png
S

T EE(Orders]
P=ERERE[Products]
155 B [Finance]
e
e
AEER
efiER
RIfTRER
EHER
EREENRS
FEER

FEEE

Um#ERE vATF0

¥ =s

a

o

o

B WTERE | mfRER

BS: | OSHESHE(ESHE)

EEWIAS

NEEE

EAIEE

RERES

 JR524101235457¢, A RT2£3020535T 2481191 22 JR4E19§0 805T, ARAH17257 9158

1322704

1331571

BIEE
(OB T R REE

SSARERTEE

R
17257 91(RMB)

2434.91(RMB)

1333452 BESHFSTHUGEEEEE 5943.95(RMB)

1325240 EESHBEEESEERDE 1730.45(RMB)

PP PP R —

BhE# BHICE
1990.80(GBP)  8.66883
12000(THB) =~ 0.202909
29250(THB)  0.203212
8640(THB) | 0.200283

mEEE

mr jack
IEMTERERRERIA 2

ms.wanwisa

EEEHS:

fripen=t:H

FHES

JEARMB.
0

2018-07-10 || 2018-07-10

RS  SSEE 1135
0 = ERERF
0 = ERERF
0 = EEFRIK
0 = EEFRIK
. P

fripEzEl]
2018-07-10

2018-07-10

2018-07-10

2018-07-10

EEER

EEER

EEER

EEER




image8.png
A iTEEEOrders]
§ TEEEProducts]
§ WMSEEFinance]
Hwhe
e
NKER
WfSTER
 RIfIERER
EHER
ERFERRE
FEER

FreE
CostApply

HHER
HARKERE
- Cheva]
FERTEERAE
RERERER

ITERMEIER-799

ER | GAREE | ENRER
I3RS : P180709171613206 EnEEA
BRTRS : 1322704
AT | EEEROR / WA :
KT || ERERE
B - REEROLRE plioen o
XU TEOE v WmmR ET v W0SS
TTERIKERER : 1725791 £ 4057 91 TeRKTN
SRR | 1725791 5} SRR :
HATSE BT SWA R T FIR52Ei
ERRIEXEM :  2018-07-09 17:16:13 KT
WKEBRE: 19908 B ©
WRCEZ: | 000 R ©
IERPRRRME) : 0 ISR :
FAfISR(RMB) : 0.00 TSR (RMB)
&
HS: | EWASTR v 2

2018-07-09 17:16:13

O T R RIEE
v HIERMBZEE 17257.91 HIKFEBHEI 1990.80 m

0

HWFEBHEH(GBP) 0

SRMBICE | 0

AE(RMB)

AE(RMB)

0

Z5(GBP)

0

/

00

B

» BHTARRAYR. I8N





image9.png
BR fTRER | Auf
wﬂﬂ

A TEEEOders)

& TEREEProducts]

$§ WsEE(Finance]

e
e
AEER

WftRER|

RIfFRER
EHER
EREENRS
FEER

FreE
CostApply

HHER
HARKERE
- Cheva]
FERTEERAE
RERERER

e -
v ARIER AR TS .
. F2=t - e HEEE wE| 28 v
a8 - TEA R v mRs 23 v
Fms =rmes BITE . =
mEsm T2 Uge UROE Uas UEson -
EATEERE 465608 BEfT2ER 493104399(RMB), SRMEM 47440717211
ness g i BoNmEs  4HES  Gwst  RURE  4HA RS U8 BORE  ORA ORER EK S8
P180709171853298 EEFEIEDESE HAERTEEAF 22 [EAERIER 1925.44RMB) =5 20180709 - 15300(PHP) iTE B&
EfRH (51002) 17:18:53
P180709171825298 EDHURSIKEE EHERE £ EHIERAE 2389.77(RMB) =5 20180709 - 11760(THB) iTE B&
17:18:25
P180709171415298 PN ESTEE EHERE £ EHIEAE 1313.58(RMB) =53 20180709 - 196(USD) iTE B&
17:14:15
P180709170136298 EESFFISERM EHERE £ EHIEAE 6011.52(RMB) =53 20180709 - 30000(THB) i B&
o o 20000 -
<Kll2 s s s > s [@





image10.png
A TEEE(Orders]
& rREEPoduc]
$ WsEEFinance]

Hwhe

e

NKER

WfSTER

RASIRER

EHER

ERFERRE

FEER

FreE
CostApply

HHER
HARKERE
- Cheva]
FERTEERAE
RS

B RfXEE | WRER | TehE | ShER

WEeER T (ImesE

Riﬁ% WE 23 M

REBESA R

HEERES

i

TR 4555 SUTERE TR 1769716654

WERPHS HERE WERIRTT iJe2@ RMBEE  TKEE
A180709114457410 JFE-E®  ESCERT 376985 31149045 376985

A180709114108410 JSFE-ES|  ESCRT 270828 270808  320924.28

A180709111714410 $EIZEHE(DD) TT=&FR(T 902 -766 -1068.85
)

A180709111438410 #EIZEE(DD) TT=EFR(T 19791 19791 2345183
)

A180709111016410 #EIZEE(DD) T TEEFR(T 159124324 1596441 189144476

EAIEE

PEEEEHE

WEREE

SR
HKD

HKD

HKD

HKD

HKD

R
-33d0

20

136

-5197.76

RMBIEH
272711

20

136

-5197.76

EHES

AL e

RESE AWCE BGXEH  WSEE EBE

0

083

118

118

118

118

2018-07-09
11:44:57

2018-07-09
11:41:08

2018-07-09
14714

2018-07-09
11:14:38

2018-07-09

<K : =

4

2018-07-09
11:45:09

2018-07-09
11:41:17

2018-07-09
1:47:23

2018-07-09
1114551

i =

iE

23

> g3




image11.png
m:m

TEs:

/ v o

SRR =3

ITEER(Orders]

P=ERERE[Products]

WS ER(Finance]

| 4
e

AEER
efiER
RIfFRER
EHER
EREENRS
FEER

FreE
CostApply

HHER
HARKERE
- Cheva]

RIffRER

‘Aﬁﬂ:ﬁ

WXER | TENE | SmER
IEAREs
RE: | 23
v ARAMEAL
v| EFEER | 23 M

e || —

TR ¢

TTEwARE ©

FEEEEE:

WEXEE v

$£824198 \TRETTE-2668146 007T HIKETiE 4123334 0057 SZTE1255188 05T
B ReS

2018710

2018/710

2018710

2018/710

2018779

2018779

2018779

1311749

1311749

1311570

1311570

1317119

1314113

1314056

TR
TEENE

TEENE

TEENE

HARESRER

HARERER

HARESRER

HARESRER

BE
ERSRAEEEET

ERSRAEEEET

EEShRERERTE

EEShRERERTE

EESEREBRTE

EESEREBRTE

EESEREBRTE

NAEF AEER BRkES
-2362.00 0.00

0.00 218269

332357 0.00

0.00 3152.78
0.00 830
0.00 S71
0.00 60.39

Ogsres

=58

ErE

=58

=ES

ES

=ES

OfgserEz

iTeuA B
20180525 15:20:34

2018-05-25 15:20:34

2018-05-25 09:02:51

2018-05-25 09:02:51

2018-06-06 14:02:07

20180531 11:19:13

20180531 11:20:14

S
EEE

EEE

L3 E
BREERHRRIEhE

4

1311749 WERZAA , Fi1R

BEUBSAEA L BESMIR0 )

BREERHRRIEhE

EERE
)

(B TR hETEEE
RASHERR TS

)

(B TR hETEEE
RASHERR TS P





image12.png
@ HOP-EBIERIN RS

=20 &R ENRER | GNRER | T#0E | SHER | BEER
aoE | -
EEID =53 = R
b TEEROders) HcleIsze ‘ s ‘ HotellD: ‘ Country ‘F“A ‘ s | == ‘ s
= s N .
E | ~REEEProducts) v T srum | | | Gy | Eem= | wasA | mEEn | 2w |
> [ L J— | o= ‘ | mmEE | msE v EREE | =m TR CHEER A e CHBgR Ok
=TS AREE RS
L E rgs || w7 osRE | mms v CBiddingHotel (IGroupHotel (IMyHotel
RS EEEGERSE) O e OEW N
mEaEEE HeE 2 K WSHED  WIRRME)  SHEN THSE AEREA ARE MEREY  AEAR BIAE WEVE FS RS
HotelPerPayApply (320286 FES|RSEREES 5 FEFEKoh 000(THB) 000 2 0 RS Gt = ®*=  RAE R %
The Emerald Cove Hotel Koh Chang Chang sz (EE) ~ s
$ MEEE[Finance] vV & €BS ‘Thailand/Koh
Chang
g FEEEUsed v
gy RAEE(System] v





image13.png
IE ER | DAREE | GHRER | TWlE | SHER | WEEE | ME-320286

TmEFE ~REE  RONSE  ROHEE Wk hEE  ESEES

ts] v
‘ HEAEE  MSER
FASSARE(RMB) : 0.00 FSRREET : 0.00 ‘ B3
e DepositAMT (RMB) / Deposit AMT Local
= FUTRARRTH | FH(THB) WSS | reservations@emeraldcovekohchang.com
Oepost Coron: FnancatEma
HEAR : EHIERE_VCC « £58IEH : | S45(SettiementByOrder)
| Paymentonoa payment Tom -
$R{TETF : siam conmercial bank public co. itd RITRS : 001-3-50218-0
N aankchame Resounthe
SRITIE : WERAAE : korerdiuk co.td
- St Code Recountame
XiT: XTHE : sicothbk
] v e ranch it Code
RiTHEhE - RIS :
t] v Bank Address Kingdee Code
pd BEGEEAR, NARETIAR, WTHAH. TEAAN, B, 18
. i i B B R B
srme  men | emee | rmmre SRR BER AR RS .

AR : 320286_TEC-SUMMER-OVS18-CIT (Thailand) CoLtd 2
320286_WHOS_TEC1819000032-CIT (Thailand) Co Ltd %

AR i R ER SR
BRAES : ESE2018-06-26 08:5853]
BE: EF TE i HEUXHRERRUERATES % L HSNKE




image14.png
@ HOP-ILEBISRIN RS

MENU 5 . =,
BR RERER | WIHRER T HER | SEslE | HEE | ST
s [ | - L .

& TEEROG O [— - IR waE
& FEEEPoducts) v T e ity iE
s JEZEE  (RMB) HKSH(FT) AR (RS WABE A aittEE A HENE  eEET HtET KS B
e v
$ WEEIEIFnancel 1291953 201804 1093668 S3B0000(THE) EAUEW 7 PESHENURCESEEEE 01804 EL 01807 EL 20180705 E=
e 05 -] 18 CEaEmEY 06 % 05 %
1292047 201804 1093668 SBO000THE)  EXET 3 SESHEINSAEIEEEE 201804 2L 201807 BN 20180705 St
e 06 -] 18 CEaEmEY 06 % 05 %
AR 1287759 201803 903168 31360000.00(VND) B 201804 A 20807 A 20180705 St
2 ® 1 ® 05 ®
afiEER 1288353 201803-  2188.80 7600000.00(VND) R 201804 BN 201807 N 20180705 S
. 2% B 12 ® 05 ®
1298399 201804  3686.40 12800000.00(VND) AT 201804 EA 20807 A 20180705 e
EHER 2 -] 23 % 05 %
- 1304263 201805 184320 6400000.00(/ND) BT 201805 A 201807 BN 20130705 St
EETERES o B 0 ® 05 ®
fied 1321630 201806 65584 2B000THE) B 3 01805 & 201807 EE 20180705 St
15 -] 18 : SRS FRSEERRATRY 15 # 05 #

FEEE
e . s S S — S — [




image15.png
A TEEEOrders]
& ~EEEPoduct)
$ WEEE[Finance]

2 AFEEUse]

o msag[sme/m]

ExchangeRate
EEEE
ERFRE

il SRS Datastat]

B BeEE

B RfRER | WIRER | T#A= | SHER | “umEils

%+
018 EMABAR O X +
20185 HRAR O % +
20185TANRAR O X +

Wex Statement & % +
&

SIS EEER

+ QX FoTes




image1.png
mnﬂ ER | aenE | mieen ’ SHEeH

A TEEEOrders] Feme: || 1320452 | WARSEE: TE=Es  AEZEH: & iTERE: | 23 v Eea Omm AR
SERER
& TEEEProducts) v | wmEES v OEEE= g | e v EEEE 2018-07-1C TEEE: 23 v ©28 OB& OFE
$ WSEEFinance] v | wmms v B v 1= FARA : pmgs: | 2x R S
- BWAS : o3 v|| g NEA = Wb R
L (1) | BRE0) | WEHO) | BWA() | BESO) SO | HOLD®(O) HOLDE(O) RB/E(O) | FHMO)
Nggm DESESA0)  SEAETEO) RESMEC) | GRARIE0)  IEEE0)  ZEM()  RES0)  Rneo)
BRI 58,73
ntEER ﬁsﬂiﬂ?(o) SEME0)  SRAMEQ) | TRANED) | WHEMO) MSRE0) SERL0) (REH0)
- s wWARL  RREER Bt NEEE MEA e A
> mmEE ( Z525F IR e R e
345 | memmmacT) | BOTHREEAl  CEAS@A  CEEER  mmmmil 20180717 TanHui 125600 :201806/19
wHER R (6576928333) Pingnakom Chiang Mai 80229 Suite 2 20180719 Zhang Yanjuan  58.73 233039
7 Bedrooms. - ‘Sheng Chaojie Frf : 2018-07-09
EREENER [EEER) (182E] Tian Weida 12
fied
Frszehi
CostApply

HHER




image2.png
ﬂ BR | IEE | mAREE | 781323452 | R | EEEE

v 1323452
] v RBRAER (53
{ FRS 1323452 EBKEEEA Tk [ T e ————
S m—s
P T e — = B SR
@R BDFHFER(A Pingnakor Chiang Mai) FERR “BTER B (chs) <A > (EE2R R ) <TLANEE> (1A (285)
AEA | Tian Weida, Sheng Chaojie.Zhang Yanjuan, BREA Fi
o L ZEPRYIE 2018/06/20 08:01:38 JESRRYIE 2018/06/19 23:30:39
BN | REERARS v
M L T Y WS | oo
v BRERES ZEEVE T Ca— ré
2018/06/20 11:53:34.877
% i o
v BHFR | mmemimcEmATE  SEOEHETNTS WEEE | o 2 ﬁ
. BT ( Lin SIS ) s
FES4E grand deluxe room SEFE3BEEELE | O mmm )

2EnE

R | | U EERE |




image3.png
E BR | IEE | mAREE | 781323452 | R | EEEE

v | i OBR ORsE Chous Ohowrs Cszn  [E7y) B “eskmEmEe

U2 MR AEBH =ran wE FMPBHH(THB) FMEEH(THB) eﬁ@lﬁ(RMB) HESHRMB) FIRALERMB) &iF e
‘ e 2018-07-17 2018-07-18 1 300,00 3000.00 629.00 629.00 29.36 1535 | kR
e 2018-07-18 2018-07-19 1 3000.00 3000.00 629.00 629.00 29.36 #525 | BRR

N itk
v BB 1258.00 BHBH ) esruE) v HEK(RMB) | ;g 97 HEAT | .
S fmRE 000 BT 1 HHKET 000 00 BEEH | (e TriE) -
" ERRME) oo FEHRMB)
[BHCE 0.199879 BT E3 v
o ABK(RMB) 1258.00 BB
Faps
v WERHS
fIRRS RS = v
. ERUS | mamma | {TEERA R 7| memz | %
[t — o FHIEEH [ ,01507/00 gy Tl BEEE
L ks St ' el & occ0 ]
METERTARRBES, TUESETE L EAENR G HER, N R
BEHET, FETHTEREAITE.

R | | U EERE |




image4.png
e UEIERT S AN (FAMTHSA) mwmm@sza@ RIRFEMRTE,
EHAEE S
SEER | mEET ML = NS v s ()
A ey TEheXE AR HIKFDRR BEERD =
i 1258.00(RMB) 1199.27(RMB) 6000.00(THB) 5873 &
BEEEEIREH 1258.00 1199.27 6000.00 5873

[l || (REEEAE | SRS
z




image5.png
2 ET2(Orders] ~
S E@[Products] v
333

elList

S

240

SRR

elPerPayApply

=& Finance] v
FEEUser] ~
R System] @
it [DataStat] ~
SEE v

TEAE | ERER

=R Te1323e52 | e | EREE
BT | TEMSEA(ESHE) | EEWAS: | EEm i | mmam: i |
HEs: || 2 v| s |‘ amam: | i | mtvmEE: | 20180703 | 2018.07.09 |
e ==y mEss | wm=s |
e
Omamm 0y CEssmerek
sl
132 B Payparty F mmisom MGH0T ARBHOT
BEEEEST
0w asen UKEW  EEEW  BECE mEET EARME ERET S P
o 132 FfTEI 1199.27(RMB)  6000(THB) 0.199879 mr & o o L EIERE
SRERE
O 1332116 BESNREERET 1637.31(RMB) 13000(PHP)  0.125947 15895525 o o L ST
O 1329239 EBESFASEERNRATHRO  863(RMB) 863(RMB) 1 SEETEE SERE o o L EIERE
2% >
O 1332450 BESHEESERTE 922.36(RMB)  7300(PHP) 0.126351 o o L ST
0 1329997 BESHEESERTE 0(RMB) 0O(PHP) 0.126553 JE1329997FHOLDE  © o o L ST
1331937 ( 1327481E8 v/
O 1332955 EEREE (SSSHEREE) 585.25(RMB)  2880(THB) 0.203212 ms jacci o o L EERK

fripEzEl]
2018-07-09

2018-07-09

2018-07-09

2018-07-09

2018-07-09

2018-07-09




image6.png
WY < e 0 lemwm

g - [(TReERE @FESH BEE-T [JHOPEER QWEX Inc

EGEE

N

://mail 525).com.cn/alimail/#h=WyJmbV84Wmprek1HUmtZek10Tm1aa01pMDBNRU1TFdGak1qUXRPVFISWmpleVky € Y1 ~

BB Es—

Hotel_1322704.pdf(62.54K5)

1322704

BRER

YN ZeK T pMOSNRIUITr oK QTP s - | © o=

s

[iCEmss MADEEE [JHOPEEE ®Currency C @mimsiiet MMH2013]  FTWEX Expand

an
Q smmE B
Hotel_132270...
oy EEEEE
Pl nama: _ Fion London Paddingon
Aaress. 148 Prasd Sret, London, W2 1EE, Unied Kingdom
Prone. 0044-20.78500500
Guest Info and Booking Details
Booking orcer number, 1322704
(usst Name. XUIFENG XU JALE XU JATIANZHANG LU QNG ZHOU YARHUA
Code: P
curency:|cBP
RoomType Rl Daparire RabaraiRoom U P Famark
wieoras 20160725 2 21350 Preferthe roomnoar osch
10725 2 2030
famiy(Breaidast-3) 2018-07-26 2 189.60
w02 20160728 2 16050
2w0r2s 20160720 2 16950

Total roomnight. 5
Tota oom Charge} 199080 | _ g
Room Preference and Remark

Notes

d Finlink|  WWEX:Sta @Gy

o Q




