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.  GIOI THIEU CHUNG - https:/seller.goevo.vn/login

Seller EVO Portal 12 hé¢ thong cuia cong ty Trusting Social EVO cung cp nén tang cho Déi tac Doanh nghiép thuan tién trong viéc
quan 1y chat ché cac hoat dong ctia cira hang va Hé thong khi Khach hang thanh toan qua tng dung EVO App, chi tiét:

e Quan Iy hoat dong van hanh don hang & cira hang: kiém tra trang thai giao dich (trang thai Khach hang thanh toan, chuong
trinh khuyén mai)
Quan 1y hoat dong céc giao dich ddi tra khiéu nai
Quan 1y hoat dong dbi soat tra soat doanh thu cua cira hang/Hé thong
Dau mbi/ cac kénh hd trg khi phat sinh tir Khach hang

II. HUONG DAN SU DUNG SELLER EVO PORTAL
1. Dang nhap

Théng tin tai khoan (Tén ngudi dung va Mat khau) cia Ctra hang/Hé théng s& duoc Bo phan quan Iy i tac cua Trusting Social
cung cap va thong tin tai khoan dugc gui tir email ops@goevo.vn

Ding nhap https:/seller.goevo.vn/login, dién cac thong tin Tén ngudi dung va Mat khau, sau d6 bam vao nut Ping nhip


https://seller.goevo.vn/login

cVO

Merchant

A )

Xin vui long nhép tén ngudi dung!
Xi

8l ]

in vui lbng nhap mat khau!

Dang nhép

(Hinh anh tai buéc Dang nhdp)
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2. DPing xuit

Dé thyc hién thao tac Dang xuat tai khoan, thi Nhan vién Ctra hang/H¢ thong thuc hién bam Ping xuit goc phai man hinh

CGVO

l« Quan ly don hang

@ Thong tin doanh nghiép

3. Cap nhat

Quan |y don hang / Bon hang MC220230414380

Don hang MC220230414380
Thong tin don hang Failed

Ma don hang MC220230414380
Ngay tao don hang 13:36:43 | 14/04/2023
Mb ta test LDP 1336
Hinh thirc thanh toan Static QR

Ma khuy&n mai

Théng tin khach hang

Tén khach hang NGUYEN THIHA TIEN
Thong tin doanh nghiép

Store ID MC21
Tén clra hang Store A
Dia chi 55B Tran Quang Khai, Quéan 1, TPHCM

Chi tit gia

Gia tri don hang
Khuyé&n mai

SG tién thanh toan

Téng tign

mc2303280007_portal_admin

9 Dang xuat

A

1.000.000 VND
0 VND
1.000.000 VND

1.000.000 VND

(Hinh anh tai buée Pang xudt)



Sau khi Nhan vién Ctra hang/Hé théng da kiém tra két qua tim kiém mudn co6 cap nhat két qua mai nhat thi nhdp vao niit Cap nhat
ngay goc phai man hinh

l« Quan ly don hang Quaén ly don hang 4, Xut Excel

@ Théng tin doanh nghiép Ngay tao don hang Tén cira hang Trang thai don hang Tim theo M3 don hang
04/07/2023 03/08/2023
~ N . e . . S4& tién thanh toan _ . S4 tién thanh X
Ma don hang Ma ctra hang Tén ctra hang Mé Ta , . . Khuyén Mai . Action
trudc khuyén mai sau khuy&n

(Hinh anh tai budc Cdp nhat)
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4. Thay doi/lay lai mat khau
Sau khi duoc cép mat khau dang nhap Seller Portal 1an dau, Nhan vién Ctra hang/H¢ théng c6 thé chon dbi mat khau tai goc
trén bén phai man hinh va thyc hién nhap mat khau méi:

CGVO

l« Quan Iy giao dich

{2 Théng tin doanh nghiép

Quan ly giao dich

Ngay giao dich

26/11/2023

Ma giao dich

MC220231225
2312

MC220231225
2308

MC220231222
2307

MC220231221
2306

26/12/2023

Ma cira hang

Mc21

MC21

MC21

MC21

Tén cira hang

Tén cira hang

Automation Test
(xin dimg edit -
Quang)

Automation Test
(xin dimg edit -
Quang)

Automation Test
(xin dimg edit -
Quang)

Automation Test
(xin dimg edit -
Quang)

Mo Ta

T6i mudn thanh
todn sé tién nay tai
Automation
Merchant A

To6i mudn thanh
toan s8 tién nay tai
Automation
Merchant A

T8I mudn thanh
toan s tién nay tai
Automation
Merchant A

T&i mudn thanh
toan s tién nay tai
Automation
Merchant A

Trang thai giao dich

S4 tién thanh toan
trudc khuyén mai

5.999.999 VND

5.999.999 VND

8.646 VND

3.300.000 VND

Khuyén Mai

100.000 VND

100.000 VND

0 VND

156.844 VND

&L Xudt

Tim theo Ma giac dich

$6 tién thanh toan
sau khuyé&n mai

5.899.999 VND

5.899.999 VND

8.646 VND

3143156 VND

hai_tran

& Thay d&i mat khau

2 Dang xuét

Ngay Action

11:38:  Xem chi tiét

11:22:  Xem chi tiét

09:55 Xem chi tiét

18:00 Xem chi tiét




Thay ddi mat khau X

* Mat khau ci

5
* Mat kh&u mdi

&
* Xac nhan méat khau mdi

5

Thay d8i méat kh3u

(Hinh danh tai buée doi mat khau)

5. Tong quan

5.1 Thong tin Doanh nghiép
Muc nay s& tong hop tat ca cic thong tin clia Doi tac ciia Hé théng/cira hang bao gom:
+ Thong tin chung: Tén doanh nghi¢p, Email, s6 Dién thoai, tai khoan TPBank EVO, thoi gian hop tac...



cCvO

Thong tin hop dﬁng: Hinh thtrc, Loai hinh Doanh nghiép, Nganh nghé, M s6 thué.
Thong tin nguwoi dai dién: Tén, chic vu...
Théng tin thanh toan: Chu tai khoan, S tai khoan, Ngan hang, Chi nhanh, chu ky thanh toan...

5.2 Quan ly Giao dich

Muc nay Dbi tic Doanh nghiép c6 thé quan 1y van hanh trang thai giao dich, doanh thu ctia timg Ctra hang bao gdm céc tinh nang:
+ Thong tin giao dich: trang thai cua giao dich thanh cong/khong thanh cong, mo ta chi tiét giao dich, ma khuyén mai, sd tién,

ngay thuc hién...

+ Quan Iy doanh thu: truy xuit bao céo dit liéu don hang thanh cong/ khong thanh cong dé ddi chiéu

6. Doi soat:
Nhan vién Quan 1y/ Ké toan c6 thé chi dong kiém tra, d6i chiéu doanh thu ctuia Hé thdng/cira hang ghi nhan so véi dong tién thuc
nhan ctia in Doanh nghiép bang viéc truy xuit cac dir liéu trén hé théng ghi nhan dé kiém tra.
Céc bude dé tim kiém thong tin giao dich va truy xuat dit liéu. Thao tac lua chon:

+

+
+
+

Ngay tao don hang: chon khung thoi gian cin tim kiém hodc truy xudt dit liéu

Tén cira hang: lya chon theo ting cira hang hoic tat ca cira hang (bang cach khong Iya chon ctra hang nao ca - dé tréng)
Trang thai giao dich: chon trang thai giao dich (Thanh c6ng/That bai/Dang xir 1y) can tim kiém hodc truy xuat dit liéu

Tim theo Mi giao dich: tim kiém hodc truy xuét dir liéu theo s giao dich cu thé (néu kiém tra tit ca giao dich thi khong nhap
Muc nay)



cVO = mc2303280007_portal_admin

l« Quén ly don hang Quan |}" don héng L, Xuat Excel 7 Capnhat
@ Théng tin doanh nghiép Ngay tao don hang Tén clra hang Trang théi don hang Tim theo M3 don hang
09/05/2023 08/06/2023
~ . o e R Gia tri don . . S& tién thanh . X
Ma don hang Ma clra hang Tén ctra hang Mo Ta N Khuyé&n Mai 3 Ngay tao  Action
hang toan
MC22023060 1090 Store Al Thanhtodncho g 500 vhp 0VND 19.000 VND 14:55:08  Xem chi tiét
6557 merchant A
MC22023060 Thanh todn cho i
MC22 Store Al 19.999 VND 0 VND 19.999 VND 14:53:46  Xem chi tiét
6555 merchant A
MC22023060 Thanh toén ch .
MC21 Store A AN E0AN O 7 077 vND 0 VND 7.077 VND 14:47:31| Xem chi tiét
6554 merchant A
MC22023060 Thanh toan cho o
MC21 Store A 246.466 VND 0 VND 246.466 VND 15:24:23  Xem chi tiét
5547 merchant A

(Hinh anh tong quan vé tong cdc giao dich/ kiém tra giao dich)
7. Kiém tra thong tin trang thai Thanh toin

Dé kiém tra tinh trang giao dich (Thanh c6ng/ Khong thanh cong/Pang xir 1i) khi Khach hang thyc hién thanh toan tai cira hang/Hé
thong, thi:

Budc 1: Thu thap Ma giao dich, Thoi gian, Ctra hang ma Khach hang thuc hién thanh toan.
Budc 2: Vao Muc Quén ly don hang trén Seller Portal https://seller.goevo.vn/login
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Budce 3: Tai muc Quan li don hang ->> Chon thoi gian Khach hang tai muc Ngay tao don hang,Tén Cira hang, Trang thai giao
dich, Tim theo Ma giao dich

Budc 4. Nhép Enter dé thuc hién tim kiém.

Bude 5: Néu c6 Két qua tim kiém thi s& hién thi giao dich, Nhip vao Xem chi tiét dé kiém tra day du thong tin hon. Néu khong co
giao dich thi kiém tra lai cic thong tin Ngay tao don hang/Tén Cira hang/ Trang thai giao dich/ Tim theo Ma don hang c6 khop (
chinh xac) chua

evo = mc2303280007_portal_admin
l« Quan ly don hang Quan ly don hang L XustExcel 3 Capnhat
@ Thong tin doanh nghiép Ngay tao don hang Tén clra hang Trang thai don hang Tim theo M3 don hang
09/05/2023 08/06/2023 MC220230606557
" N e s e . Gia tri don . ; S6 tién thanh . ;
Ma don hang Ma cua hang Tén cua hang Mé Ta L Khuyén Mai . Ngay tac  Action
hang toan
MC22023060 Thanh toan cho —
MC22 Store Al 19.000 VND 0 VND 19.000 VND 14:55:08| Xem chi tiét
6557 merchant A

1-10f1 E|

Tai muc Xem chi tiét Hé thong/cira hang cé thé kiém tra thong tin don hang ( hinh dinh kem )

11



Quan ly don hang / Don hang MC220230804831

Pon hang MC220230804831

Théng tin don hang

Ma giao dich

Ngay tao don hang
Mo ta

Hinh thuc thanh toan
M3 khuy&n mai

M3 tra soat

Théng tin khach hang
Tén khach hang

Théng tin doanh nghiép

M3 clra hang
Tén clra hang

Dia chi

Thanh céng

MC220230804831
11:24:32 | 04/08/2023
Thu TC31 0408

Static QR

52e6e14b9d3946f18a63e93acaac38ba

HOANG DAO THAI

McC21
Store A

55B Tran Quang Khai, Quan 1, TPHCM

Chi tiét gia

S& tién thanh toan trudc khuyén mai
Khuy&n mai

S4@ tién thanh toan sau khuy&n mai

Téng tién

3.131VND
0 VND
3.131 VND

3.131VND

(Hinh anh Hién thi trang thdi giao dich Thanh céng)

12
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Quan ly don hang / bon hang MC220230802815

Pon hang MC220230802815

Théng tin don hang That bai Chi tiét gia
M3 don hang MC220230802815 Sé tién thanh toan trudc khuyén mai 100.000 VND
Ngay tao don hang 11:49:54 | 02/08/2023 Khuy&n mai 0 VND
Mb ta Thanh toin cho merchant A Sé tién thanh toan sau khuy&n mai 100.000 VND
Hinh thire thanh toan Static QR

Téng tién 100.000 VND

M3 khuy&n mai

M3 tra soat 2dd2395c624f49d2a835caf8c2841¢c3d
Théng tin khach hang
Tén khach hang Nguyén Van Huy

Thoéng tin doanh nghiép

M3 clra hang MC21
Tén clra hang Store A
Pia chi 55B Tran Quang Khai, Quin 1, TPHCM

(Hinh anh Hién thi trang thdi giao dich Khong thanh céng)

13



An

Quan ly don hang |/ Hon hang MC220230803824

Pon hang MC220230803824

Thoéng tin don hang

Ma don hang

Ngay tao don hang
Mo ta

Hinh thirc thanh toan
Ma khuy&n mai

Ma tra soat
Théng tin khach hang
Tén khach hang

Thong tin doanh nghiép

M3 clra hang
Tén cua hang

Dia chi

Pang xur ly

MC220230803824
11:01:53 | 03/08/2023
Thanh toan 0208
Static QR

68dd5887cb8ad409eb215fc27875ac5fd

TRAN TUAN VO

MC21
Store A
55B Tran Quang Khai, Quan 1, TPHCM

Chi tiét gia

S6 tién thanh toan trudc khuyén mai
Khuy&n mai

S6 tién thanh toan sau khuy&n mai

Téng tién

1T11TVND
0 VND
1111 VND

1111 VND

(Hinh anh Hién thi trang thdi giao dich Pang xir 1))

14




cCvO

III. HUONG DAN XU LY KHONG THANH CONG

Khi Khach hang thanh toan khong thanh cong tai Ctra hang/H¢ thong thi Nhan vién hudng din Khach hang kiém tra khoan da
thanh toan trén ing dung TPBank Mobile & Han mirc/Lich sir giao dich:

17:04 2281 | TE @)

< Tim kiém

& VISA CREDIT EVO HANG VANG
Thdng Ké Théng Tin Thé
Q Tim kiém

Loc theo ( 3 Théng Gan Nhat Danh Muc

7 giao dich

03/08/23 Thit N&m
CTY TMCN BACH LONG 134-136 TRAN PHU, P4, Q5 | -1,000 VND

HCM

¥ Khac

CTY TMCN BACH LONG 134-136 TRAN PHU, P4, Q5 -1,000 VND
HCM

¥ Khac

CTY TMCN BACH LONG 134-136 TRAN PHU, P4, Q5 -1,000 VND
HCM

¥ Khac
(Hinh anh Hién thi Khach hang bi trir han muec trén TPBank Mobile)
- Néu han mitc KHONG bj trir (nghia Ngan hang TPBank chua trir khoan tién ctia Khach hang trong tai khoan tin dung)=>
Nhan vién nhd Khéach hang thuc hién lai giao dich khac va st dung uu dai trén (g dung EVO tai muc ”Uwu dai cta t6i”

- Néu han mtc PA TRU, thi Nhan vién Cira hang/H¢ théng can thuc hién cac bude sau:

Budc 1: Kiém tra trang thai giao dich trén Seller Portal - Trang thai 13 “That bai" (nhu hinh anh dinh kém)

15



Quan ly don hang / Bon hang HHM20230727117

Pon hang HHM20230727117

Théng tin don hang Thét bai Chi tiét gia
M& don hang HHM20230727117 Sé tién thanh toan trude khuy&n mai 1.000 VND
Ngay tao don hang 20:50:03 | 27/07/2023 Khuy&n mai 0 VND
M ta Thanh toan cho Hoang Ha Mobile S tién thanh toan sau khuy&n mai 1.000 VND
Hinh thirc thanh toan Static QR R

Téng tién 1.000 VND

M3 khuyé&n mai

( Hinh anh hién thi giao dich thanh toan That bai)

Budc 2: Nhd Khach hang cung cip thong tin sau:
Mai giao dich ( Bit budc )
S6 tién Khach hang giao dich thanh toan (Bit budc)
Thaoi gian thwe hién thanh toan (C6 thé)
Cira hang thanh toan (Co thé)
+ Ma tra soat - & phan dién giai giao dich trén Ung dung EVO ( C6 thé)
Budc 3: Chuyén thong tin cua Khach hang cung cdp cho BO phan Van hanh ciia EVO qua céac kénh:
- Group Zalo Cura hang vs EVO
- Guii mail vé B phan van hanh EVO: lienhe@goevo.vn
- Zalo OA EVO hodc Fanpage Facebook EVO

+ o+ o+

Luuy
e B0 phan Vén hanh ctia EVO s& kiém tra va phan hdi két qua xur 1y cho Cira hang/Hé thong


mailto:lienhe@goevo.vn
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e Trang thai giao dich “Thét bai”, Khach hang s& dugc hoan lai wu dai tai Uu dai cua toi

IV. HUONG DAN XU LY DOI SOAT

1. Péi soat ngay

e Kiém tra Seller Portal:

Ké toan ciia Cira hang/Hé thong s& tién hanh kiém tra nham ddi chiéu Doanh thu ciia Cira hang va Hé thong trén Seller EVO ( tong
giao dich thanh cong trén tirng ctra hang/hé thong).

Budc 1: Truy cép vao muc Quén ly don hang trén https://seller.goevo.vn/login
Budc 2: Chon ngiy tao don hang, tén cira hang va trang thai giao dich mudn ddi soat.

Budc 3: Nhap vao nut “Xuat Excel" dé tai xudng File tién hanh kiém tra va ddi chiéu dong tién.

05/07/2023

M3 giao dich

MC22023080
4831

MC22023080
3826

MC22023080
3825

Ngay tao don hang

Quan ly don hang

04/08/2023

S8 tién thanh toan
sau khuyén mai

3131 VND

10.000 VND

10.000 VND

Tén clra hang

Ngay tao don hang

11:24:32 | 04/08/2023

14:05:19 | 03/08/2023

11:02:19 | 03/08/2023

Hinh thire thanh
todn

Static QR

Static QR

Static QR

Trang thai don hang

Tén khach hang

HOANG DAO THAI

NGUYEN NAM
Quéc

NGUYEN NAM
Quéc

mc2303280007_portal_admin

&, Xuat Excel

Tim theo Ma giao dich

Ma tra soat

Trang thai do

hang

b4f811bbcel194b689
8cfd4d702a00855

d06f6e24b0684fc2
9c543f49722ed76d

¢709e7453b084a9
a9cf6c37cebea3sf
2

< Cap nhat

Action

Xem chi tiét

Xem chi tiét

Xem chi tiét

17
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( Hinh danh hién thi md tra sodt trén Seller Portal)

e Kiém tra TPBank Portal:

Nham kiém tra dong tién thuc nhan (cac giao dich thanh cong) dugc TPBank thanh toan sau khi trir Phi dich vu trén tai khoan
TPBank Portal da cung cap, cac budc thyc hién nhu sau:

Budc 1: Piang nhip vao tai khoan Doanh nghiép TPBank cung cip tai: https:/biz.tpb.vn/
Budc 2: Tra ctru thong tin tai khoan bang cach chon muc “Tai khoén thanh toan” -> “Liét ké giao dich” ->“Mdc thoi gian”
can dbi chiéu.

Budc 3: Nhap vao nat “Xuat file” dé tién hanh kiém tra va doi chiéu dong tién.

Ké toan cua Cira hang/Hé thdng d6i chiéu véi dir liéu Van hanh EVO gui trude 13:00 hang ngdy, va phan hoi lai cho B6 phan Van
hanh EVO trudc 16:00 cung ngay.

- Néu sb liu KHOP, K& toan cua Cua hang/H¢ théng s& chét s6 liéu voi B phan Van hanh cua EVO.

- Néu sb licu KHONG kh(')rp,’ Ké toan gﬁa C}”Ia hang/H¢ théng s€ phan hoi s lugng giao dich hoac s6 tién chénh léch dé Bo
phan Van hanh ctia EVO tién hanh doéi chiéu.

18
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Ngay giao dich Ngay gi4 tri Dién giai Ghi ng Ghi ¢6
| (Transaction Date) (Value Date) (Contents) (Debit) (Credit)
17/07/2023 09:49:08 17/07/2023 i 0 1.000
b41811bbeel 94b6898cfd4d702a00855
20/07/2023 17:16:11 20/07/2023 Thanh toan cho Hoang Ha Mobile Airpod pro 2 giao sau 0 5.790.000
77120deb915241d48942318fcbabBa2¢
20/07/2023 16:52:24 20/07/2023 Thanh toan cho Hoang Ha Mobile 0 90.000
9d5bd2abelbadc398eal4971b76961a6
20/07/2023 16:39:56 20/07/2023 Thanh toan cho Hoang Ha Mobile 0 2.690.000
99380c4acth54646aal 5¢042ee178b29
20/07/2023 16:36:41 20/07/2023 Thanh toan cho Hoang Ha Mobile 0 450.000
0133e973331743eeb281957b0c3773ad
20/07/2023 13:50:27 20/07/2023 Thanh toan cho Hoang Ha Mobile 0 950.000
c0fch241de084eb88871b2b779812ath
21/07/2023 16:02:17 21/07/2023 Thanh toan cho Hoang Ha Mobile 0 30.000
2eb7b4d8429e4d9b97b3a6ab67b3 feea
27/07/2023 20:51:14 27/07/2023 Thanh toan cho Hoang Ha Mobile 0 1.000
] 0255e4d9362b4276bal9053d5747893b

( Hinh anh hién thi md tra soat trén TPBank Portal)

2. Pbi soat thang

Ké toan ctia Cira hang/Hé thong s& tién hanh kiém Doanh thu, Tong tién khuyén mai ctia Ctra hang/Hé thong qua céc dot da tra
soat. Cac budc thuc hién

Budc 1: Bo phan van hanh EVO sé& giri dit liéu tong hop ddi chiéu hang ngay dé thuc hién déi soat thang

Budc 2: Ké Toan ctia Ctra hang/Heé théng sé& tién hanh kiém tra:

- Tbng dong tién da nhan mdi ngay trong thang T di khép chua.

-S4 tién khuyén mai ma EVO sé& thanh toan da khép chua.

Budc 3: Cira hang/Hé thong phan hoi lai cho B6 phan Van hanh EVO trong 5 ngay lam viéc tiép theo

Budc 4: Ké toan cua Ctra héng/Hé théng s& tién hanh chuén bi hd so thanh toan, bao gém: Bién ban xac nhan sd liéu, Bién ban Déi
soat, hoa don GTGT hop 1&(néu co).
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V. KENH PAU MOI HO TRQ

B¢ phan Chirc ning Kénh tiép nhin
Hb tro Kiém tra va xur 1y khiéu nai tir e Social Channel :
Khach Khach hang/Dai tac + Zalo Ctra hang vs EVO
‘%a,“g/})‘" + Zalo OA EVO
a¢ + Fanpage Facebook EVO
e Mail lienhe@goevo.vn
HOb tro Tra soat/ Déi soat sb liéu va tién e Mail dbi soat/ tra soat

Doi soat

hanh thanh toan
Bao gom cac thu tuc BBDS, xuat
hoé don ( n€u co), thanh toan

+ EVO Operation <ops@goevo.vn>, VN - Recon

<vn-recon@trustingsocial.com>
Trudng Dbi soat/ tra soat: Tran Thi Tham
tham@trustingsocial.com

20
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