VIETSTAR.NET 2015 HOTLINE: 0919.418 438

I.

HUONG DAN CHUNG
HO tro truc tuyén vé chuyén mon, ky thudt, ban hdy goi sé dién thoai 0919.418
438 hodc Chat véi Nick FaceBook ddng ky vdi s6 dién thoai trén dé€ duroc hudng
dan.
DPoc ky hudng dan truoe khi nhdp liéu.
Chuong trinh str dung hé théng Font Unicode, ki€u gé tity y (Telex hay Vni).
Khéng duoc xéa bdt ky thu muc ndo ¢6 tén “DU LIEU KE TOAN_KHONG XOA”
trong cdc O dia cting mdy tinh vi dé la thw muc chita File dir liéu ctia chuong
trinh. Mdt thw muc trén la mdt tdt cd dit liéu.
Khi cai ddt lai WIN mdy tinh, phdn mém phdi cai ddt lai. Néu khéng cai ddt
duroc phdn mém. Lién hé s6 0919.418 438 dé duroc hé tro cai ddt lai phdn mém.
Dé€ thay doi théng tin don vi nhu: Tén don vi, dia chi, gidm ddc, ké todn 1dp biélu,
hinh thitc ghi s6, Phuong phdp tinh gid vén vdt tw hang héa chon menu HE
THONG = Théng tin don vi 2 Nguoi dung ADMIN va mdt khdu mdc dinh 2006 >
Nhdn Kiém tra=> Nhdp théng tin thay doi = Nhdn Ghi.
Dinh ky hang tudn nén thi hanh tinh ndng sao luu dit liéu d€ ddm bdo an toan dir
libu khi ¢6 sw c6. Thuc hién trén mdy chu ddt dit liéu: Chon menu HE
THONG - THAO TAC DU LIEU = Sao luu=> Chon file dit liéu & 6 Dit liéu >
Chon thu muc luu dit liéu & 6 Thu muc = Nhdn Sao luu. Nén sao Iuu vao thu
muc DU LIEU KE TOAN_KHONG XOA mdc dinh ctlla chuong trinh. Sau dé ban
c6 thé copy file sao luu cé dudi .bak <Vi du TAX_5800750579.bak> Iuu trit vio
noi khdc <Mdy tinh khdc cang tot>.
MOi khi phdn mém bdo phién bdn mdi, Quy khdch hang nén nhdn niit Cdp nhdt
dé cdp nhdt phién bdn mdi. Hodc c6 thé thi hanh menu TRQ GIUP 2 Cdp nhdt
phién bdn—=> Qud trinh cdp nhdt néu khong thanh céng > Ban chay phdn mém
bdng quyén Admin bdng cdch Click chudt phdi trén biéu tuong VIETSTAR.NET
2015 Run as Administrator d€ thuc thi quyén Admin.
Cdc muc hudng dan nén doc trude khi nhdp liéu phdn mém:

v DANH MUC BOI TUONG- TAI KHOAN.
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DANH MUC POI TUONG-> NHAN VIEN, KHACH HANG, NHA
CUNG CAP.

DANH MUC POI TUONG- VAT TU. THANH PHAM, HANG HOA.
DANH MUC POI TUONG-> CONG TRINH, HOP PONG, POI
TUONG CHI PHI KHAC.

DANH MUC POI TUONG- THIET LAP BUT TOAN KET CHUYEN
TUDONG.

DANH MUC POI TUONG- THIET LAP BAO CAO TAI CHINH.
DANH MUC BOI TUONG- TAI SAN, CONG CU.

TAI CHINH- KE TOAN- PHIEU THU, CHI HACH TOAN KHAC.

TAI CHINH- KE TOAN- PHIEU XUAT, NHAP KHO.

TAI CHINH- KE TOAN-> PHIEU TANG, GIAM, SUA CHUA TAI SAN,
CONG CU.

TAI CHINH- KE TOAN- TINH KHAU HAO, PHAN BO TAI SAN,
CONG CU.

TAI CHINH- KE TOAN> TINH GIA VON VAT TU. THANH PHAM,
HANG HOA.

TAI CHINH- KE TOAN-> KET CHUYEN XAC BINH KET QUA HOAT
DPONG KINH DOANH.

TAI CHINH- KE TOAN- BAO CAO SO SACH KE TOAN- Bio céo tii
chinh.

QUAN TRI HE THONG- TAI KHOAN NGUOI DUNG.

QUAN TRI HE THONG- SAP XEP CHUNG TU:

QUAN TRI HE THONG- CHUYEN SO DU'SANG NAM SAU.

1. PANG NHAP PHAN MEM
- Chay bi€u twong VIETSTAR.NET 2015 ngoai man hinh Desktop.

- Chon file dit liéu & 6 D liéu.

- Chon nim lam viéc & 6 Nam.

- Chon nguoi dung dé dang nhép.

v

Tai khodn HOST: Tén ding nhap HOST va mat khau mac dinh 1a 2015
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v' Tai khodn ADMIN: Tén ding nhdp 1a ADMIN va mét khdu mac dinh 1a
2006.

v Quan ly thong tin tai khodn> Menu HE THONG- Tai khodn nguoi
dung-> Chon Tai khodn-> Chon tinh ning can thao tic.

- Nhéan Ping nhap dé€ vao phan mém.

2. THANH CONG CU

- Niit Thém: Dung thém m&i m&u tin. Phim tat Ctrl+ N.

- Nt Stra: Dung stta méau tin di cé. Phim tat Ctrl+ E.

- Niit B4 qua: Dung dé bd qua viéc thém méi hay stta d6i mau tin. Phim tat Ctrl+
U.

- Nt Ghi: Dung dé ghi ditliéu tao md&i hay stra d6i. Phim tat Ctrl+ S.

- Nt Xéa: Dung dé x6a b méau tin da chon. Phim tat Ctrl+ D.

- Niit In: Dung d€ xem va in dir liéu. Phim tat Ctrl+ P.

- Nt In nhanh: Dung dé in nhanh dir liéu khong qua xem. Phim tat Alt+ P.

- Niit Nap lai: Dung d€ nap lai dirliéu.

- Nut K&t xuat: Dung dé két xudt dit liéu sang cac dang word, excel, pdf, txt.

- Thém mdi: Nhdn Thém-> Nhép thong tin> Nhan Ghi. Véi cac danh muc cé thé
tao m&i nhi€u mau tin cling lic r6i mdi ghi. Khuy€én cio nén nhdp 510 mau tin
thi nhdn Ghi, tranh trirtong hop ciip dién 1am mat dit li€u khi chua kip ghi lai
thong tin.

- Stra d6i: Chon mau tin can stta thong tin> Nhan Stta> Nhép thong tin> Nhén
Ghi

- X6a: Chon méau tin cdn x6a~> Nhan X6a-> Nh&n OK xac nh&n chac chan mudn

x0a.

3. NUT LENH, PHiM TAT

- Niit Téng hop: Dung dé tdng hop dit liéu khi bao cao.

- Phim F2: Dung dé xac nhén 6 nhap dirliéu.

- Phim F4: Dung d€ hién danh sach doi twong chon. Mudn nap lai danh sach da

hién ra thi nhan ti€p F4.
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- Céc phim miii tén: Dung d€ di chuyén sang trai, phdi, trén, dwdi trén khung ludi
nhap liéu.

- Phim Esc ding d€ di chuyén lui vé 6 nhép liéu phia sau ctia cac hdp nhép liéu
Textbox va ComboBox.

- Phim Tab hodc Enter: ding dé di chuyén dén 6 nhép liéu k€ tiép cla cic hdp
nhap liéu Textbox va ComboBox.

- Menu ngilt canh: Right Click trén man hinh sé hién ra menu néu cé.

- Nit Céng cu: Hinh biéu twong chiéc banh ring. Cung cdp thém cic tinh ning
nang cao khac trong nhap liéu va bao céo. Chi mOt sO giao dién nhép liéu hay bao
cdo méi co.

- Céc khung lwdi nhép liéu cung cdp tinh ning nang cao~> Chon bi€u twong hinh
banh ring—> Chon tinh ning can cai dat. Vi du muén &n hién cic cOt> chon
Bi€u twong banh ring trén khung lwdi-> Chon An, hién c6t> DPanh dau hay

khong danh d&u cOt muén &n hién.

4. TINH NANG KHAC
- HE THONG: Cung c&p céc tinh ning hé théng nhw vé dit liéu, tai khodn ngudi
dung, phan quyén, dinh dang ngay, s0.

v" Dinh dang bao céo, in &n nhw in phi€u thu, chi mot lién, phi€u xuat, nhap
kho c6 thué, khong thué€, gia vOn, dinh dang sO luong, don gid 1€ Poc
k¥ muc hudng din DPINH DANG IN AN, NGAY, GIO, SO, FONT CHU:

v Tao mdi tai khodn ding nhdp phan mém, phan quyén-> Poc k¥ muc
huéng ddn QUAN TRI HE THONG.

v Quan 1y dit liéu nhu sao luu dit liéu=> Doc k¥ muc huéng dan QUAN
LY DULIEU.

v' Thay d6i thong tin doanh nghiép nhw tén doanh nghiép, dia chi, tén gidm
doc, ké toan, phwong phép tinh gia vOn, khau hao=> Poc k§ muc hudng
dan THONG TIN PON VI.

- KHUNG NHIN: Cai dat khung 1am viéc tlty bién theo nguoi ding.

v/ Cai dat kiém tra ton quy, ton kho khi nhép liéu: Chon menu KHUNG

NHIN-> Tuy chon—> Nhép thong tin Nhan Luu.
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v/ Cai dat Ty dong 14y gid ban cho phi€u xuat kho, ban hang: Chon menu
KHUNG NHIN-> Tuy chon=> Check vao 6 Tw dOng 1ay gia ban phiéu
xudt kho ban hang.

v/ Cai dat kiém tra tOn kho khi xudt kho: Chon menu KHUNG NHIN-> Tuy
chon> Check vao 6 Ki€m tra ton kho khi xudt.

v/ Cai dat cho phép xuat théng khong qua kho: Chon menu KHUNG NHIN->
Ty chon=> Check vao 6 Cho phép xudt théng khong qua kho.

v' Vi doanh nghiép xe mdy mudn kiém tra s6 may duy nhat: Chon menu
KHUNG NHIN- Tuy chon> Check vao 6 Kiém tra sO may duy nhat.

v Va con mOt sO thiét 1ap khac khi nhap liéu.

- DANH MUC: M& ma d6i twong nhw nhan vién, khach hang, vat tw, hang héa, tai
san, tai khoan va mot s6 danh muc khéc.

- TAI CHINH- KE TOAN: Lam viéc véi chimg tir ké todn nhw phiéu thu, chi, xut
nhap kho, ban hang.

v BAO CAO $O SACH KE TOAN: Cung cp cac s6 sach ké toan duroc t6ng
hop tlr dir liéu phiéu thu, chi, xudt nhap kho. Vi du s6 cai, s6 chi tiét, bao
céo thué, béo céo cong ngo.

v NHAP sO DU PAU NAM: Nhép liéu s6 dw nim trudc dua sang. Chi
nhép liéu mOt 1an duy nhat khi bat dau st dung phan mém.

- NHAN SU- TIEN LUONG: Cung cp tinh ning quan 1y vé nhan sy nhu ho so
nhan vién, dao tao, khen thurdng ky ludt va céc tinh ning khac nhu tao bang chdm
cong, bang lwong phuc vu cong tac k€ toan.

v BAO CAO NHAN SU’ TIEN LUONG: Cung cap sG sach vé nhan su. Vi
du nhw qua trinh cong tac, khen thudng, ky luét.

- QUAN TRI: Cong cu ki6m tra dit liéu, sdp x6p chling tit, chuyén s6 du sang
ndm sau-> Poc k§ muc huéng ddn QUAN TRI HE THONG.
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IL. DANH MUC POI TUONG

Luuy:

v’ Ma doi tuong khéng qud 20 ky tur, khong ddu, khong khodng cdch, tén doi
tuong khong qud 255 ky tw. MO ma doi tuong truoe khi nhdp sé duw ddu
ky.

v Thao tdc Thém, Xéa, Stta, Ghi, In, doc ky muc HUONG DAN CHUNG.

. TAI KHOAN

Chon Menu DANH MUC-> TAI KHOAN, POI TUONG KHAC-> Tai khodn.
D6i voi tai khoan ngan hang. M tai khoan clp 3 ra twong Ung tung ngan hang.
Vidu 11211_ TAI KHOAN NGAN HANG NONG NGHIEP_xxx.
Khong duoc st dung tai khodn tong hop cdp trén d€ hach toan nghiép vu kinh
t€ phat sinh. Vi du di dung tai khoan chi tiét 1111 thi tuyét d6i khong duoc st
dung tai khoan 111 d€ hach toan nghiép vu kinh t& phat sinh.
Cac cOt can chy y khi nhéap liéu:

v/ Céap: Nhép chinh xac cap cla tai khodn mudn mo: 1,2,3..

v/ Cap trén: Néu la tai khoan con <Cdap 2 tr¢ di> thi phai nhap tai khoan cap

trén cua tai khoan con.
v' Tai khodn ngoai bang: Néu 1A tai khoan ngoai bang <001, 002..> thi phai

danh dau vao cOt nay.
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v' Tai khoan ngoai té: Cac tai khoan quan ly ngoai té nhw 1112, 1122 va cap
con cua chiing phai danh dau vao cOt nay

v/ Tai khodn quy: Cac tai khoan 111, 112 va cap con cla ching phai danh
ddu vao cOt nay

v Tai khoan cong no: Cac tai khoan mubn quan ly céng n¢ khach hang, cong
trinh, hop dong <131, 331, 141...> phai danh diu vao cOt nay.

v' Tai khodn sO dw chi phi: Cac tai khodn mu6n quan 1y chi phi d& dang
<154, 241...> phai danh d4u vao cOt ndy.

v/ Mic wu tién: Chon mutc wu tién sap x€p khi 1én s6 chi tiét, s cai. Vi du

1111 chon la Uu tién sap x&p chiing tur phat sinh no truede.

2. VAT TU, THANH PHAM, HANG HOA

_ Chon Menu DANH MUC- KHO, VAT TU, THANH PHAM, HANG HOA >
VAt tw, thanh ph&m, hang héa.

- In tem ma vach:

v May in dac chiing: Tai giao dién danh muc hang h6a=> Chon nit biéu
twong hinh banh rang—> Chon In tem ma vach.

v Méy in thuong khé gidy in tem A4: Chon menu TAI CHINH- KE TOAN >
In tem ma vach- Khd A4-> Chon kho gidy in tem 6 MAu tem—> Nhép mi
hang can in tem=> Nhap s6 lwong tem in--> Chid y s6 luwong tem in trén
mOt t0 A4-> Nhan In-> Giao dién m&i hién ra=> Ti€p tuc nhén In.

- Cac c0t can chy y khi nhap liéu:

v’ Tai khodn kho: Tty theo mat hang khi m& ma vét tw, thanh phdm, hang héa
ma phan loai ching theo tai khoan kho <152, 153, 155, 156... theo ding tai
khodn chi ti€t str dung, khong chon tai khodn tdng hop cap trén>.

v/ Ma nhém hang: Phan loai kho theo titng nhém hang. M& ma nhém hang vao
menu DANH MUC- KHO, VAT TU, THANH PHAM, HANG HOA->
Nhém vat tw, thanh phdm, hang héa.

v' Gi4 ban: Cai dat gia ban tur dOng khi 1dp phi€u ban hang, xudt kho.
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v' Loai d6i twong: Phan loai ma mudn .Vi du md mudn m& 1a chiét khau,
gidm gi4, HANG KHUYEN MAI KHONG THU TIEN thi chon la Chiét
kh&u giam gia, khuyén mai.

v/ Hién trén bdo cdo kho: Cic mi mudn mé khéng mudn bido cdo trong s6
sach kho thi bé danh dau & cOt ndy. Vi du nhw cac loai ma: Dich vu sta
chita, Chiét khau, giam gi4, HANG KHUYEN MAI KHONG THU TIEN.

v' Loai tinh todn: Cai dat sO li€u trén phi€u xudt, nhap kho, ban hang. Vi du
ma mudn m& 1a chiét khdu, gidm gia thi chon 1a Ghi am trén phi€u xudt,
nhp kho, m3 mu6n m& chi 1a dong HANG KHUYEN MAT KHONG THU
TIEN thi chon 1a Khong tinh toén trén phiéu xuat, nhap kho.

v Pon vi tinh phu: Cac ma mudn ma khi st dung gom 2 don vi tinh néu co.
Néu md& ma don vi tinh phu thi yéu cau phai nhap cOt Ty 1& quy doi tur
don vi tinh chinh sang don vi tinh phu.

v" Thanh phan va Nha cung cdp: Néu Doanh nghiép c6 st dung in ma vach
phai nhap 2 cOt nay.

v' Muc thué€ tai nguyén va Muc thué tiéu thu ddc biét: Dung cho cic ma
muOn ma& c6 ké khai thué tai nguyén hodc thué tiéu thu dac biét.

3. NHAN VIEN, KHACH HANG, NHA CUNG CAP

- Chon Menu DANH MUC- NHAN VIEN, KHACH HANG, NHA CUNG CAP
- Nhan vién, khach hang, nha cung cap.

- CAc cOt can chy y khi nhap liéu:

v' Loai doi twong: Cac ma khi mé& chon loai doi twong.

v Ma nhém khach hang: Phan loai khach hang, nha cung cdp. M& ma nhém
vao menu DANH MUC-> NHAN VIEN, KHACH HANG, NHA CUNG
CAP-> Nhém khach hang.

v' Ma khu vuc: Phan loai khu vire khach hang, nha cung cdp can quan ly. Mé&
ma khu vuc vao menu DANH MUC- NHAN VIEN, KHACH HANG,
NHA CUNG CAP-> Khu vuc khéch hang.

v' Ma b0 phan, chltc vu, ngdy sinh, nguyén quén, s6 chiing minh: Néu la

nhan vién ctla doanh nghiép thi nén nhap thudc bd phén, chiic vu va nhép
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cac thong tin nhw ngay sinh, nguyén quan.. d& quan 1y hop dong lao dong
nhan vién. M& mi vao menu DANH MUC- NHAN VIEN, CHUC VU,
PHONG BAN.
v" Khi m& danh muc khach hang c6 th€ ding ma s thué néu cs lam ma
khach hang.
4. CONG TRiNH, HOP DPONG, POI TUQNG CHI PHi KHAC
- Chon Menu DANH MUC- CONG TRINH, HOP BPONG POI TUONG CHI
PHI KHAC-> Céng trinh, hop dong, doi twong chi phi KHAC.
- CAc cOt can chy y khi nhap liéu:

v' Loai doi twong: Cac ma khi m& chon thudc loai doi twong Cong trinh, hop
dong hay doi twong. Vi du 1a hop dong theo ddi chi phi thi chon D6i tuong
hop dong, 1a cong trinh thi chon Poi twong cong trinh, 1a san xudt thanh
phdm chon P6i twong san xudt thanh phdm

v Ma nhém cong trinh, hop dong: Phan loai nhém can quan 1y. M& ma nhém
vao DANH MUC- CONG TRINH, HOP PONG bOI TUQONG CHI PHf
KHAC - Nhém cong trinh, hop dong, d6i twong chi phi khéc.

v' Tai khoan chi phi d& dang: Tuy theo ma doi twong dwoc md chon 154
<TT200> hodc 1548 <TT133> néu la doi twong cong trinh, hop dOng, san
xudt, 241 néu la doi twong xay dung co ban... chon tai khodan chi tiét st
dung, khong chon tai khodn tOng hop cap trén.

v Tai khodn gia thanh, gid vOn sdn xudt: La tai khodn két chuyén tinh gia
thanh, gia von. Vi cong trinh, hop dong <632>. V&i sdn xudt thanh phdm
<155>.

5. TAI SAN, CONG CU
- Chon Menu DANH MUC- TAI SAN, CONG CU-> Thé tii sdn, cong cu.
- Céc cOt can chu y khi nhap liéu:

v’ Trang théi tai san: M& mi trang thai vao menu DANH MUC- TAI SAN,

CONG CU-> Trang thai tai san, cong cu.
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v/ Mi nhém tai sdn: M& md nhém tai sdn vao menu DANH MUC-> TAI

SAN, CONG CU-> Nhém tai san, céng cu.

Gi4 tri dau nam, Hao mon lily ké: Nhép gia tri néu 1a tai san sO dw nim
trude.

Ti€n kh&u hao nim: Nhép sO tién kh&u hao tai sén, cong cu clla mOt nam.
Bang cach 14y Nguyén gia chia cho tGng s6 nam st dung.

Chi nhap thong tin sau khi mudn phan mém lap chiing tir hach toan khau
hao tw dOng: Tai khoan khdu hao, Tai khoan chi phi, Khoan muc chi phi.
Vi du tai khoan kh&u hao 2141, tai khoan chi phi cho quan Iy 6424.

Ngay khdu hao: Xac dinh ngay bat dau khau hao tai san.

Phu tiing kém theo: Chon ma tai san, cong cu-> Nhan niit Thém bén dudi

khung Phu tiing kém theo> Nhép théng tin=> Nhan Ghi.

6. LOAI CHUNG TU

Chon Menu DANH MUC- TAI KHOAN, POI TUONG KHAC- Loai ching

Cac cOt can chy y khi nhép liéu:
v' Loai: Chon loai chitng tir phtt hop cho quan ly.

v/ Mic wu tién: Ut tién sap x€p trong bao cdo chiing tir s6 sach. Vi du phi€u

thu tién mat dwoc sap x€p trude phi€u chi tién mat.

7. KHOAN MUC THU CHI

Chon Menu DANH MUC- TAI KHOAN, POI TUONG KHAC- Khodn muc
thu, chi.
Dung dé quan ly cac khodn thu chi va thiét 14p trén bang luu chuyén tién té. Tuy

theo doanh nghi€p ma m& cac khodn thu chi phit hop véi yéu cau quan ly.

. KHOAN MUC CHI PHi

Chon Menu DANH MUC- TAI KHOAN, BOI TUONG KHAC- Khoan

muc chi phi.

10



VIETSTAR.NET 2015 HOTLINE: 0919.418 438

Ding dé quan ly chi phi s&n xudt cong trinh, hop dong, ddi twong san xuat khac

Tuy theo doanh nghi€p ma m& cac khoan chi phi phtt hop v6i yéu cau quan 1y.

9. THIET LAP NGHIEP VU TU'PONG

10.

11.

Chon Menu DANH MUC- THIET LAP KET CHUYEN, BAO CAO TAI
CHINH, KHAC-> Thiét 1ap nghiép vu tu dOng.

Dung dé dinh nghia cic nghiép vu thuwdng xuyén xay ra c6 tinh chat lap di 1ap
lai. Tang t6c dO nhap li€u nhanh chéng cho k& toan. Vi du DOANH THU BAN
HANG, TK NO 1111 TK CO 5111, KHOAN THU CHI 01.

Tai khodn thiét 14p 1a tai khodn chi tiét st dung, khong st dung tai khodn tOng
hop cap trén.

THIET LAP BUT TOAN KET CHUYEN TU'DONG

Chon Menu DANH MUC- THIET LAP KET CHUYEN, BAO CAO TAI
CHINH, KHAC- Thiét 14p but toan két chuyén tw dong.

Dung d€ dinh nghia cic bt todn két chuyén doanh thu, chi phi, khic tw dOng.
Chon muc két chuyén-> Nhan Thém-> Nhép thong tin> Nhén Ghi. Vi du KET
CHUYEN DOANH THU BAN HANG, TK KET CHUYEN 5111, TK NHAN
KET CHUYEN 911, KET CHUYEN VAO BEN CO TK 911.

Tai khodn thi€t 14p 1a tai khodn chi tiét st dung, khéng st dung tai khodn tong
hop cdp trén. Khi thém méi moOt tai khodn doanh thu, chi phi thi phai thi€t 1ap

thém trong tinh nang nay.

THIET LAP BAO CAO TAI CHINH
Chon Menu DANH MUC- THIET LAP KET CHUYEN, BAO CAO TAI

CHINH, KHAC-> Chon béo céo can thiét 1ap.

Bang can doi k€ toan: Chon muc can thiét 1ap~> Nhan Thém-> Nhap tai khoan
can 1ay-> Lay sO dw bén No/ C6=> Cach ghi Am/Duong-> LAy tlr sO du tai
khodn < tlr s6 cai> hay s6 dw cong ng <tlr so chi tiét theo d6i twong>-> Nhan
Ghi.

11
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12.

13.

Luu chuyén tién té: Chon muc can thiét 1ap~> Nh&n Thém—> Nhéap ma thu chi
can lay-> Cach ghi Am/ Dwong-> Nhan Ghi.

K&t qua hoat ddng kinh doanh: Chon muc can thiét 1ap—~> Nhan Thém-> Nhap
bt toan két chuyén TK NG, TK CO-> Cach ghi Am/ Dwong—> Nhéan Ghi.

Cac bao céo khac thiét 1ap twong tu.

HOADPON TU'IN

Phat hanh mau sO, ki hiéu héa don mdi: Chon Menu DANH MUC-> HOA
DON- Hoéa don tw in.

In h6a don mau kém theo hO so phat hanh héa don: Chon Menu DANH MUC->
HOA PON-> Mau phat hanh héa don.

THUE, CHIET KHAU, GIAM GIA

Chiét khdu, gidm gi&: Chon Menu DANH MUC- THUE, CHIET KHAU,
GIAM GIA-> Chiét khau, gidm gia.

Thué gié tri gia ting: Chon Menu DANH MUC- THUE, CHIET KHAU, GIAM
GIA-> Thué gi4 tri gia ting.

Thué thu nhép doanh nghiép: M&i khi chinh sich thué thay doi, ké toan can cp
nhat lai mitc thué-> Chon Menu DANH MUC- THUE, CHIET KHAU, GIAM
GIA-> Bié€u thué thu nh&p doanh nghiép.

Thué thu nhdp ca nhan: MOi khi chinh sach thué thay d6i, k€ toan can cap nhét
lai mic thué-> Chon Menu DANH MUC- THUE, CHIET KHAU, GIAM
GIA- Biéu thué thu nh&p ca nhan.

Céc bi€u thué khac twong tu.

III. TAI CHINH- KE TOAN

Luuy:
v' Lam viéc v0i cdc chiing tir k€ todn nhur phiéu thu, chi, xudt, nhdp kho.

v’ Thao tdc Thém, Xéa, Stta, Ghi, In, doc ky muc HUONG DAN CHUNG.
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1.

2.

NHAP SO DU'PAU KY
Nhép liéu moOt 1an duy nhat khi bat dau st dung phan mém.
Tai khodn: Chon menu TAI CHINH- KE TOAN-> NHAP SO DU PAU NAM->
Tai khoan—> Chon Tién t&€-> Chon nim-> Nhan Thém-> Nhép tai khodn, sO tién
dw no hodc dw c6> Nhan Ghi.
Céng no: Chon menu TAI CHINH- KE TOAN-> NHAP SO DU PAU NAM->
Cong ng~> Chon Tién té-> Chon nim-> Chon tai khodn chi ti€t st dung, khong
chon tai khoan t&ng hop cdp trén <131, 331...>-> Nhan Thém-> Nhap ma nhan
vién, khach hang, s6 tién dw no hodc duw c6, néu c6 quan 1y cong ng doi twong
chi phi nhw cong trinh, hop dong thi nhap thém ma doi twong chi phi=> Nhan Ghi.
Chi phi d& dang <154, 241...>: Chon menu TAI CHINH- KE TOAN-> NHAP sO
DU DAU NAM- Chi phi d& dang 154, 241... cong trinh, hop dong, d6i twong
khac> Chon Tién t€-> Chon ndm-> Chon tai khoan chi tiét st dung, khong
chon tai khodn t6ng hop cép trén <154, 241...>-> Nhan Thém-> Nhap mi doi
twong, sO du chi phi d& dang cac cOt NVL, NC, MTC, SXC-> Nhan Ghi.
VAt tw, thanh pham, hang héa: Chon menu TAI CHINH- KE TOAN-> NHAP SO
DU DPAU NAM- VAt tw, thanh ph&m, hing héa=> Chon Tién t&-> Chon nim->
Chon kho hang-> Nhan Thém-> Nh&p mi vat tw, thanh phdm, hang héa, s6
lwong, don gia, thanh tién-> Nhan Ghi.

Cac sO du khac twrong tw nhur trén.

PHIEU THU, CHI, HACH TOAN KHAC
Chon menu TAI CHINH- KE TOAN-> Phiéu thu, chi, hach toan khac> Chon
thdng-> Chon nim-> Chon loai chitng tir 1am viéc—> Thao tdc Thém, X6a, Sta,
Ghi, In, doc k§ muc HUONG DAN CHUNG.
Loai TTM: Dung dé lam viéc véi phiéu thu tién mat. Vi du nhw ban hang thu
tién ngay, thu cong ng khach hang, thu tam g nhan vién.
Loai CTM: Diung dé 1am viéc véi phiéu chi tién mat. Vi du nhw chi tién mua

hang, chi trd cong ng khach hang, chi lwrong nhan vién.
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Loai TTG: Dung dé lam viéc véi gidy bao 6 ngan hang. Vi du nhw ndp tién vao
tai khodn, khach hang chuyén tra cong no.

Loai CTG: Dung dé€ lam viéc véi gidy bdo no ngan hang. Vi du nhuw riit tién gt
nhap quy, chuyén trd cong ng khach hang.

Loai PTK: Dung dé 1am viéc véi ban hang chura thu tién <ban no>.

Loai PKH: Dung dé 1am viéc véi mua hang chua trd tién <mua ng>.

Loai HTK: Dung d€ lam viéc véi cac nghiép vu kinh té khac. Vi du nhw két
chuy@n lwong nhan vién, kh&u trir thué gia tri gia ting va mot sd nghiép vu tong
hop khic.

Tai khodn s@ dung nhw 112. Poc ki muc huéng ddn DANH MUC BOI
TUONG- TAI KHOAN cach m& tai khodn ngan hang. Xem béo céo s quy chon
menu TAI CHINH- KE TOAN-> BAO CAO SO SACH KET TOAN-> S& quff
111, 112.

Khi hach todn nghi€p vu kinh t€ phat sinh khong duoc hach toan vao tai khoan
tong hop cap trén. Vi du da str dung tai khodn chi tiét 1111 thi tuyét d6i khong
duoc hach toan tai khodn 111. D€ ki€m tra dit liéu sai s6t c6 hach toan tai khodn
cap trén thi chon menu QUAN TRI> Kiém tra dit liéu> Chon muc Hach toin
tai khodn cap trén.

Cac nghi€p vu kinh t€ phat sinh lién quan dong thoi tai khoan 111 va 112 véi
nhau thi wu tién 1am viéc v6i loai chiing tir tién mat. Vi du nghiép vu Riit tién
glti nhap quy thi wu tién 1am viéc véi loai chitng tir TTM, GUi tién vao tai khoan
thi yéu tién lam viéc véi loai chltng tir CTM.

Cac nghi€ép vu kinh t€ phét sinh lién quan dén chi phi san xudt kinh doanh nén
nh&p ma cong trinh, hop dong, doi twong chi phi khac & 6 San xuat. Poc muc k¥
huéng dan DANH MUC BOI TUONG-> CONG TRINH, HOP BONG, POI
TUONG KHAC. Xem béo céo chi phi chon menu TAI CHINH- KE TOAN>
BAO CAO SO SACH KET TOAN-> Chi phi 154, 241.. d6i twong.

Chon nghiép vu tw dOng: Tai 6 NOi dung va cOt Dién giai nghiép vu—> Nhan F4
hodc click vao Miii tén hOp nhép dé chon dién gidi tw ddng~> Poc ky muc

huéng dAn DANH MUC- THIET LAP NGHIEP VU TU DONG.
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- C6 thé luwa chon loai phi€u d€ in nhw phiéu hach toan khiac> Chon bi€u tuong

miii tén clla nit In> Danh sach phi€u in x6 xuéng—> Chon loai phi€u can in.

- TAB Hach toan ké toan:

v
v

Dung dé dinh khodn nghiép vu kinh t€ phat sinh.

Khi hach toan cé lién quan dén tai khoan 111, 112 phéi chon ma thu, chi dé
1én bang bao cio Luu chuyén tién t&. Khong chon muc thu, chi véi cac
nghiép vu dong thoi lién quan 111 va 112 véi nhau <nghiép vu tién véi
tién>, vi du nghiép vu Riit tién giti nhap quy hay Gui tién vao tai khoan
thi khong phai nhdp ma thu, chi.

Khi hach toan nghiép vu kinh t€ phéat sinh lién quan cong n¢ dén nhiéu doi
twong chon biéu twong banh ring trén khung ludi—~> Chon z&n, hién cOt=>
Panh ddu vao cac cOt chi tiét dOi twong mulon hién ra <m4, tén nhan vién
khach hang, mi, tén céng trinh, hop dong>-> Nhap chi ti€t nhiéu dong
hach toan cho tirng doi twong cong no.

Cac nghi€p vu kinh t€ phét sinh lién quan dén gidm chi phi sén xuét thi
nhé chon ma chi phi. Vi du THU HOI NGUYEN VAT LIEU TK NO 152,
TK CO 154, MA CHI PH{: NVL.

Khi 1am viéc m6t phi€u gdm nhi€u héa don. D& dam bdo ké khai thué gia
tri gia ting. Nhap thém chi tiét tlmg héa don vao TAB Chi tiét nhiéu héa
don thué. Chi nhdap TAB nay cho tritong hop nhiéu héa don trong mot

phiéu.

- TAB vat tw, hang héa:

v

Dung d€ 14p phi€u xudt nhép kho dinh kém theo phiéu thu, chi, hach todn
khac. Phan mém tich hop kha ning lap phi€u thu, chi, hach toan khac dinh
kém theo phi€u xudt, nhap kho. Tang kha ning nhap liéu nhanh chéng cho
doanh nghiép chi c¢6 mOt nhan vién k€ toan lam tat ca cac budc clla s6
sach ké toén.

Néu da 1ap phi€u thu, chi hach todn khac dinh kém phiéu xudt, nhap kho
thi khong dwoc 1ap phi€u xudt, nhdp kho & tinh ning TAI CHINH- KE
TOAN-> Phié€u xudt, nhéap kho.
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v" Khi 1ap phi€u xudt, nhdp kho chon loai chimg tlr xuat, nhap kho & 6
Chitng tir> Chon kho hang & 6 Kho hang. Né&u 1a phiéu xuat thang thi
khong phai chon kho hang=> Néu 1a xudt chuyén kho thi nhdp kho & 6
Chuy€&n dén kho—> Chon tai khodn & 6 Tai khodn chi phi. Néu la xuét ban
thi 1a 632. Néu xudt chi phi thi 1a 621, 627. Tuy theo xuat kho muc dich gi
chon tai khoan cho phit hop.

v Mot phiéu xudt, nhdp kho xudt, nhap tir nhiéu kho> Chon An, hién
cOt-> Panh dau vao cac cOt chi ti€t dGi twong muon hién ra <ma, tén kho
hang>-> Nhép chi ti€t nhiéu dong vat tw, hang héa cho tung kho hang
muOn xudt, nhap.

v MOt phi€u xudt kho nguyén vét liéu cho nhi€u d6i twong chi phi> Chon
An, hién cdt> Panh dau vao cac cdt chi tiét ddi twong mudn hién ra <ma,
tén cong trinh, hgp dong>-> Nhép chi ti€t nhi€u dong vat tw, hang héa
xudt cho ting doi twrong theo ddi chi phi.

v' MOt phiéu xudt, nhdp kho xudt, nhap cho nhiéu nhan vién,khach hang->
Chon An, hién cOt> Péanh ddu vao cac cOt chi ti€t dOi twong mudn hién
ra <md, tén khach hang, m3, tén nhan vién>-> Nhéap chi ti€t nhiéu dong vat
tw, hang héa cho tlng d6i twrong nhan vién, khach hang.

v Néu doanh nghiép ding phwong phép tinh ton kho 1a Thuc t€ dich danh thi
chon gid von xudt kho & cOt don gia von.

v Néu doanh nghi€p xe mdy thi chon s6 mady—> Chuong trinh tir dOng cap
nhat gia von theo s6 may. Yéu cau sO may khi 1ap phi€u nhap kho 1a duy
nhat.

v' Thay d6i phuwong phép tinh gia von hang ban=> Poc ky muc hudng dan
THONG TIN BON V1.

- TAB tai san cong cu:

v' Dung d€ 14p phiéu ting, gidm, stta chita danh gia lai tai sn, céng cu dinh

kém phi€u thu, chi, hach toan khac. Phan mém tich hop kha ning lap

phiéu thu, chi, hach toan khac dinh kem theo phiéu tang, giém, stra chira tai
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san, cong cu. Ting kha niang nhap li€u nhanh chéng cho doanh nghiép chi
c6 mOt nhan vién ké toan 1am tat ca cac budc clia sO sach k€ toan.

v' Néu da lap phi€u thu, chi hach toan khéac dinh kém phiéu ting, gidm, stta
chita tai san, cong cu thi khong dwoc 1ap phi€u ting, giam, stta chita danh
gia lai tai san, cong cu & tinh nang TAI CHINH- KE TOAN-> Ting, giam,
stra chita tai san, cong cu.

v" Khi 1ap phi€u ting, giam stta chita tai sdnm cong cu chon loai ching tur
tai sdn & 6 Ching tur.

v Thay d6i phuong phap tinh khdu hao=> Poc kj muc hudng dan THONG
TIN PON VI.

3. PHIEU XUAT NHAP KHO

Chon menu TAI CHINH- KE TOAN- Phiéu xudt, nhdp kho> Chon thang>
Chon ndm-> Chon loai chitng tir lam viéc-> Thao tdc Thém, X6a, Stra, Ghi, In,
doc k§ muc HUONG DAN CHUNG.

Loai PNK: Dung dé€ lam viéc v6i phi€u nhép kho bao gdbm nh&p kho hang mua
vé, nhap kho thanh phdm s&n xudt, nhap kho khac.

Loai PXK: Dung d€ lam viéc vGi phi€u phi€u xuét kho bao gém xudt kho ban
hang, , xudt nguyén vét liéu cho cdng trinh, hop dong, dOi twong san xudt khac.
Phan mém tich hop kha ning 1ap phi€u xudt, nhdp kho dinh kém theo phiéu thu,
chi hach todn khac. Tang kha ndng nhap li€u nhanh chéng cho doanh nghiép chi
c6 mOt nhan vién ké todn 1am tat ca cac budc clia s sach ké todn

Néu da lap phi€u xudt kho dinh kém phiéu thu, chi, hach toan khac thi khong
dwoc 1ap phiéu hach toan & tinh ning TAI CHINH- KE TOAN-> Phiéu thu, chi,
hach toan khac.

Huwdng dan 1ap phiéu xudt, nhdp kho twong tw phiéu thu, chi, hach toan khac=>

Poc k§ muc> PHIEU THU, CHI, HACH TOAN KHAC- TAB vAt tw, hang héa.

4. PHIEU TANG, GIAM, SUA CHUA TAI SAN, CONG CU

Chon menu TAI CHINH- KE TOAN-> Phiéu ting, gidm, stta chita tai sdn, cong
cu-> Chon thang> Chon ndm-> Chon loai chltng twr 1am viéc—> Thao tidc Thém,
Xéa, Stra, Ghi, In, doc k¥ muc HUONG DAN CHUNG.
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- Loai TTS: Dung d€ lam viéc v6i phi€u ghi ting tai sdn. V&i cac tai sdn mGi mua
phat sinh trong ndm tai chinh-> Doc k¥ muc DANH MUC pOI TUONG-> TAI
SAN CONG CU d€ m& ma tai sdn-> Sau d6 ghi ting tai sdn, cong cu.

- Loai GTS: Dung dé lam viéc véi phi€u ghi gidm tai sén do thanh ly, ban lai tai
san.

- Loai STS: Dung d€ 1am viéc v&i phiéu stta chira, ddnh gia lai tai sdn, cong cu.

- Phan mém tich hop kha ning 1ap phi€u thu, chi, hach todn khac dinh kém theo
phi€u tai san, cong cu. Ting kha niang nhap liéu nhanh chéng cho doanh nghiép
chi c6 mOt nhan vién ké toan lam tat cd cac budc clia s6 sach ké toan

- Néu da 1ap phiéu tai san, cong cu dinh kém phiéu thu, chi, hach toan khac thi
khéng dwoc 14p phiéu hach todn & tinh ning TAI CHINH- KE TOAN- Phiéu
thu, chi, hach toan khac.

- Hudng dan lap phiéu tai san, cong cu twong tw phi€u thu, chi, hach toan khac>

Poc k§ muc> PHIEU THU, CHI, HACH TOAN KHAC- TAB tai san, cong cu.

5. TINH KHAU HAO, PHAN BO TAI SAN, CONG CU

- Tinh kh&u hao phan b ty ddng: Chon menu TAI CHINH- KE TOAN- Tinh
kh&u hao, phan b0 tai sdn, cong cu=> Chon thoi gian <ndm>-> Nhan TOng hop.

- X6a khdu hao phan bo tw ddng: DE khoi phuc dit liéu khau hao vé trang thai ban
ddu> Chon menu TAI CHINH- KE TOAN- Tinh kh&u hao, phan b3 tai san,
cong cu-> Chon thoi gian <ndm>-> Nhan X6a.

- DE thuc hién chinh x4c kh&u hao, phan b6 tai san, céng cu tw ddng> KE toan
nén lam theo cac budc sau:

v' M& ma tai san cong cu> Poc ki huwéng ddn muc DANH MUC 510
TUONG- TAI SAN, CONG CU.

v' Nhép s6 duw tai san, cong cu nam truede néu c6-> Poc ki hudng dan muc
TAI CHINH- KE TOAN-> NHAP SO DU'DPAU KY.

v' Nhép phat sinh ting gidm tai san, cong cu trong naim-> Poc k§ hudng dan
muc TAI CHINH- KE TOAN- PHIEU TANG, GIAM, SUA CHUA TAI
SAN, CONG CU.
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v' Thi hanh tinh ning TAI CHINH- KE TOAN- Tinh kh&u hao, phan b8 tai
san, cong cu. Moi khi c6 sw thay doi dir lidu tai sdn cong cu thi phai thi
hanh lai tinh ning nay d€ c&p nhét dit liéu mdi nhét.

6. TINH GIA VON VAT TU, THANH PHKM, HANG HOA

- Tinh gi4 vOn tw dOng: Chon menu TAI CHINH- KE TOAN-> Tinh gi vOn vat
tw, thanh phdm, hang h6a-> Chon thoi gian <ndam>-> Nhan Téng hop.

- Xoa gia von twr dOng tw dong: DE khoi phuc dit liéu khau hao vé trang thai ban
dau-> Chon menu TAI CHINH- KE TOAN- Tinh gid von vat tu, thanh pham,
hang héa = Chon thoi gian <ndm>-> Nhan X6a.

- DE& thuc hién chinh xac gia von tw ddng> K& toan nén lam theo cac burde sau:

v' M& mi vat tw, hang héa> Poc k¥ hwéng din muc DANH MUC BOI
TUONG- VAT TU, THANH PHAM, HANG HOA.

v' Nhép s0 dw véat tw, hang héa ndm truwdc néu c6-> Poc ki hudng dan muc
TAI CHINH- KE TOAN-> NHAP SO DU'PAU KY.

v' Nhép céc phi€u xuat, nhap kho trong nim-> Poc ki hudng dan muc TAI
CHINH- KE TOAN-> PHIEU XUAT, NHAP KHO.

v' Thi hanh tinh ning TAI CHINH- KE TOAN- Tinh gid vOn vat tw, thanh
phdm, hang héa. M0i khi c6 su thay doi dit liéu phiéu xudt, nh&p kho thi
phai thi hanh lai tinh ning nay dé cép nhat dir1iéu md&i nhat.

v' Néu phi€u xuat kho nao khong cé gia von thi ki€m tra lai c6 am kho
khong. C6 hai loai am kho. Am kho vé mat sO lwong va am kho trudc khi
xudt.

v" Néu phi€u xuét kho nao khong cé biit toan gid von tw ddng thi kiém tra lai
xem ma vat tw, hang héa m& c6 thi€u tai khoan kho khong va phiéu xudt
kho c6 thi€u tai khodn chi phi khéng. Thi€u mot trong hai di€u kién ny thi
khéng c6 bit toan gid von tur dOng.

v' Ki€m tra sai st trén> Doc k§ hudng dan muc QUAN TRI- Kiém tra dit
liéu.

7. KET CHUYEN XAC PINH KET QUA HOAT PONG KINH DOANH
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- K6t chuyén doanh thu, chi phi tw ddng: Chon menu TAI CHINH- KE TOAN->
Két chuyén xac dinh két qua hoat dong kinh doanh-> Chon thoi gian <nim>->
Nhan Téng hop.

- Xo6a két chuyén tu ddng tw dOng: D€ khdi phuc dit 1iéu khau hao vé trang théi
ban ddu—> Chon menu TAI CHINH- KE TOAN- Két chuyén xac dinh két qua
hoat dong kinh doanh-> Chon thoi gian <ndm>-> Nhan Xoa.

- DE thuc hién chinh xdc K&t chuyén xac dinh két qua hoat ddng kinh doanh >
K& toan nén lam theo cac bude sau:

v Thiét 14p tai khodn két chuyén-> Poc ky hudng dan muc DANH MUC
pOI TUONG- THIET LAP BUT TOAN KET CHUYEN TU PONG.

v Khi thiét 14p biit toan két chuyén tw dOng. Dung tai khodn chi tiét nao thi
thiét 14p tai khodn d6. Khong thiét 14p tai khodn tong hop cap trén.

v' Thi hanh tinh ning TAI CHINH- KE TOAN-> Két chuyén xédc dinh két
qua hoat ddng kinh doanh. Moi khi c6 sw thay d6i dit liéu hach toan
nghiép vu kinh t€ phat sinh thi phai thi hanh lai tinh niang nay dé cdp nhét
dit liéu méi nhat.

8. GIA THANH SAN XUAT THANH PHAM

- Pé tinh gia thanh sdn xudt thanh phdm, ké toan 1am theo cac bude sau:

v’ Thay d6i phwong phap tinh gid thanh sdn xuat thanh pham: HE THONG->
Thong tin don vi®> Chon TAB Khac—> Thay d6i phuong phap & 6 Phuong
phap tinh gia thanh.

v' M& ma doi twong theo ddi chi phi: DANH MUC-> CONG TRINH, HOP
PONG, POI TUQNG CHI PHf KHAC- Céng trinh, hop dong, d6i twong
chi phi khac. Poc k¥ hudéng dan cach m& ma doi twong. Chi y cOt Tai
khoan chi phi d& dang <TT200: 154, TT133: 1548>, Tai khoan gia thanh,
gia vOn san xudt <155>, Loai doOi twong <POi twgng san xudt thanh
pham>.

v M& ma thanh phdm sdn xudt: DANH MUC-> KHO, VAT TU, THANH
PHAM, HANG HOA-> VAt tu, thanh phdm, hang héa. Chii y cOt Tai
khoan kho <TT200: 1551, TT133: 155>,
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v’ Nhép s6 dw dau ky nim trwéc: TAI CHINH- KE TOAN-> NHAP SO DU’
DAU NAM- Chi phi d& dang thanh ph&m-=> Chon nim, d6i tuong tap
hop chi phi chi phi= Nhadn Thém-> Nhép chi ti€t d& dang tung thanh
phdm-> Nhan Ghi.

v' Céc phi€u xudt kho nguyén liéu vat tw cho san xudt thanh ph&m = Chon
doi twong tap hop chi phi & 6 San xudt va nhap tai khoan & 6 Tai khoan
chi phi <621, 623, 627...>. VGi phi€u x4c dinh xudt truc tiép cho thanh
phdm nao d6-> Chon ma thanh phd&m & 6 Thanh pham dé ghi nhén chi phi
d6 dich danh cho s&n phdm can san xudt.

v Thi hanh tinh ning Tinh gid vOn vat tw, thanh ph&m, hang héa dé cap nhét
chi phi san xudt thanh ph&m tlr phi€u xuét kho.

v' Céc phi€u két chuyén luwong hay cac phiéu hach toan c6 lién quan dén chi
phi sén xudt thanh pham - Chon d6i twong tap hop chi phi & 6 San xuat.
Vi phiu xac dinh hach toan chi phi truc tiép cho thanh ph&m nao d6->
Chon ma thanh ph&m & 6 Thanh phdm d€ ghi nhén chi phi d6 dich danh
cho s&n ph&m can san xuat.

v/ Tinh gia thanh s&n xudt thanh phadm trong ky:

= Sau khi m& méa doi twong va phan bo, tAp hop day du chi phi trong
ky tinh gi4 thanh theo cic buwdc trén . K€ todn m& ma ky tinh gia
thanh m&i: TAI CHINH- KE TOAN- Tinh gia thanh sdn xuat thinh
phdm-> Chon thang, nim-> Nhan Thém-> Nhép mj, tén ky tinh gia
thanh <Vi du: T10/2015, Tinh gia thanh thang 10/2015>-> Chon thoi
gian tinh gid thanh <Vi du: tir ngady 01/10/2015, dén ngay
31/10/2015>-> Chon d6i twong sdn xuat & khung DOI TUONG
TAP HOP CHI PHi-> Nhap chi tiét thanh phd&m san xudt trong ky &
khung THANH PHAM SAN XUAT- NhAp s6 du dé dang néu c6 <
GOm céc cOt SO Iwong d& dang, Ty 1€ hoan thanh, Thanh tién d&
dang>-> Nhéan Ghi.
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» Chon Ky tinh gia thanh can tinh gid thanh san xudt-> Nhéan nit
1énh> 1.K&t chuyén xudt NVL 152...> 621 d€ thi hanh két
chuyén chi phi tir phi€u xudt kho cho san xudt vao tai khodn chi phi
621, 627...>Nhén mit 1énh—> 2.K&t chuyén chi phi 621...->154 dé
thi hanh két chuyén chi phi sdn xuat trong ky vao chi phi d& dang—>
Nhan nit 1énh-> 3. K&t chuyén gia thanh 154->155 dé thi hanh két
chuyén chi phi d& dang trong ky vao gia thanh san xuat.

= Nhan Béang phan tich gia thanh d€ xem bao céo chi tiét khodn muc
chi phi va gi4 thanh san xudt cta ky tinh gia thanh.

= Kiém tra gid thanh sdn xudt trong ky di chinh xac chua.

v' Khi c6 sy thay d6i dit liéu lién quan dén chi phi san xudt thanh ph&m thi
can thi hanh lai cac bude trén d€ clp nhét dit liéu mdi nhéat cho tinh gia
thanh s&n xuat thanh pham.

9. GIA THANH CONG TRINH, HOP PONG
- PE tinh gia thanh c6ng trinh, hop dong, k& toan lam theo cac budc sau:

v' M& ma doi twong theo ddi chi phi: DANH MUC-> CONG TRINH, HOP
PONG, bOI TUQNG CHI PHf KHAC-> Céng trinh, hop dong, d6i twong
chi phi khac. Poc ki huwéng dan cach md ma déi twong. Chi cac cOt Tai
khoan chi phi d& dang <154>, Tai khoan gia thanh, gid vOn san xudt
<632>, Loai doi twong <b0Oi twong cong trinh; DOi twong hop dong>.

v/ Céc phi€u xuat kho cho cong trinh = Chon doi twong & 6 Cong trinh va
nhéap tai khoan & 6 Tai khoan chi phi <621, 623, 627...>.

v Thi hanh tinh ning Tinh gid vOn vat tw, thanh ph&m, hang héa dé cap nhét
chi phi céng trinh tlr phi€u xudt kho.

v Céc phi€u két chuyén lwong hay cac phi€u hach toan c6 lién quan dén chi
phi cong trinh> Chon ma cong trinh & 6 San xuat.

v" Thi hanh tinh ning: TAI CHINH- KE TOAN-> Tinh gia thanh cong trinh,
hop déng~> Thi hanh nit 1énh K&t chuyén chi phi <Tw dbng két chuyén
621, 622, 623, 627->154>. Néu cong trinh ndo quyét toan gia von thi thi
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hanh thém nit 1énh K&t chuyén gia von-> Chon cong trinh can két chuyén
gid von> Nhan K&t chuyén <Tw dOng két chuyén 154-> 632 gia von cla
cong trinh>.

v Khi c6 su thay d6i dir liéu lién quan dén cong trinh thi can thi hanh lai cac

budce trén d€ cdp nhat dit liéu mdi nhat cho cong trinh.

10.BAO CAO SO SACH KE TOAN

Chon menu TAT CHINH- KE TOAN- BAO CAO sO SACH KE TOAN- Chon
bdo cdo can xem—> Chon thoi gian-> Nh&n Tong hop~> Chon muc béo céo.

Bao cao thué gia tri gia ting> Chon menu TAI CHINH- KE TOAN-> BAO CAO
sO SACH KE TOAN-> THUE CAC LOAI-> Thué gi4 tri gia ting> Chon thi
gian> Nha&n TOng hop~> Ki€m tra bang ké mua vao ban ra, to khai thué gia tri
gia ting> Theo Thong tw m&i khong phai nOp bang ké mua vao, ban ra> Ting
tdc d6 upload—> LAy s0 liéu téng hop nhép vao bang Ké khai thué clia HTKK.
Béo céo tai chinh bao gdm c4c bang: Can doi tai khoan, Can dodi ké toan, Luu
chuyén tién t&, K&t qua hoat déng kinh doanh-> Chon menu TAI CHINH- KE
TOAN- BAO CAO SO SACH KE TOAN- Béo céo tai chinh.

Poc k§ huéng dan muc DANH MUC POI TUONG- THIET LAP BAO CAO
TAI CHINH.

Cac bao cao khac twong ty nhu trén.

Ngay in bao cdo: Thay d6i ngay clia mdy tinh.
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IV. BAN HANG- MA VACH

Luuy:
v' Ldp phiéu bdn hang str dung md vach, bdn 1€, in tem md vach.

v’ Thao tdc Thém, Xéa, Stta, Ghi, In, doc ky muc HUONG DAN CHUNG.

1. BANLE MA VACH

Chon menu BAN HANG- MA VACH- Bén 1é ma vach-> Nhép thong tin Ca lam
viéc, thu ngan, kho hang...> Nhan M ca.

Sau khi m& ca 1am viéc 1ap cac phi€u ban 1é nhdp ma hang & 6 M4 vach hang
héa=> Nhén Tinh tién d€ thanh toan.

Hét ca lam viéc> Nhan Péng ca lam viéc.

In lai phiéu tinh tién-> Chon Tab PHIEU TiNH TIEN-> Chon phiéu cén in lai->
Nhan niit cOt In phi€u.

Béo cdo doanh thu ban hang theo thu ngdn=> Chon Quan tri-> Béo cdo doanh thu

theo....

Thi€t 14p may in phi€u tinh tién-> Chon Quan tri-> Nhan Cai dat mdy in.

2. IN TEM MA VACH
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In tem ma vach dan 1én san phdm—> Chon menu BAN HANG- MA VACH- In
tem ma vach-> Chon Mau tem phtt hop~> Nhap s6 lwong tem can in> Nhap ma

san ph&m can in> Nhén In.

3. BAN LE HANG HOA

6.

Chon menu BAN HANG- MA VACH-> Ban 1é hang héa> Nhap théng tin Ca
lam viéc, thu ngan, kho hang...> Nhan M? ca.

Chon thang—> Chon ndm-> Chon loai chitng tlr lam viéc—> Thao tdc Thém, X0a,
Stta, Ghi, In, doc k§ muc HUONG DAN CHUNG.

Thao tac 1ap phi€u ban hang tuwong tw phi€u xudt, nhdp kho—> Poc kj hudng
d&n muc TAI CHINH- KE TOAN- PHIEU XUAT, NHAP KHO.

Thiét 14p mdy in phi€u tinh tién> Chon HE THONG- Thiét 1ap in an.

BANG BAO GIA
Chon menu BAN HANG- MA VACH-> Béang béo gia> Chon thang> Chon
ndm-> Chon loai chiing tur 1am viéc—> Thao tac Thém, Xéa, Stra, Ghi, In, doc k¥
muc HUONG DAN CHUNG.
PON PAT HANG
Chon menu BAN HANG- MA VACH-> Ban 1€ hang h6a> Chon thdng-> Chon
nim-> Chon loai chitng tlr 1am viéc—> Thao tac Thém, X6a, Stra, Ghi, In, doc k¥
muc HUONG DAN CHUNG.
BAO CAO BAN HANG

Chon menu BAN HANG- MA VACH-> BAO CAO SO SACH BAN HANG->

Chon bao cdo can xem—> Chon thoi gian> Nhan Téng hop~> Chon muc bao

cao.

- Ngay in bao cdo: Thay d6i ngay ctia may tinh.
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V. KHACH SAN- NHA HANG

Luuy:
v Qudn ly nha hang, khdch san, in bill nha hang, khdch san, bar, cafe.
v’ Thao tdc Thém, Xéa, Stta, Ghi, In, doc ky muc HUONG DAN CHUNG.

1. QUAN LY PHONG KHACH SAN

Chon menu KHACH SAN- NHA HANG- Quan ly phong khach san-> Nhép
théng tin Ca lam viéc, thu ngan, kho hang...~> Nhan Mo ca.

Hét ca lam viéc-> Nhan Péng ca lam viéc.

In lai phiéu tinh tién-> Chon Tab PHIEU TiNH TIEN- Chon phiéu cén in lai->
Nhan niit cOt In phiéu.

Bao c4o doanh thu ban hang theo thu ngdan=> Chon Quan tri> Bao céo doanh thu

theo....
Thiét 14p may in phiéu tinh tién> Chon HE THONG- Thiét 14p in &n.
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2.

QUAN LY BAN NHA HANG, BAR, CAFE
Chon menu KHACH SAN- NHA HANG- Quan Iy ban nha hang, bar, cafe>
Nhéap thong tin Ca lam viéc, thu ngan, kho hang...~> Nhin Mo ca.
Hét ca lam viéc=> Nhan Péng ca lam viéc.
In lai phiéu tinh tién-> Chon Tab PHIEU TINH TIEN-> Chon phi€u can in lai=>
Nhan niit cOt In phiéu.
Béo cdo doanh thu ban hang theo thu ngdn=> Chon Quan tri> Béo cdo doanh thu
theo....
Thiét 14p méy in phiéu tinh tién-> Chon HE THONG- Thiét 14p in &n.

BAO CAO SO SACH KHACH SAN, NHA HANG

Chon menu KHACH SAN- NHA HANG-> BAO CAO sO SACH KHACH SAN,
NHA HANG- Chon béo cdo can xem—> Chon thoi gian> Nhan Téng hop=>

Chon muc bao cao.
Ngay in bao cdo: Thay d8i ngay clla mdy tinh.

DANH MUC PHONG, BAN... KHAC
Mé& ma khu vuc quan 1y=> Chon menu DANH MUC- KHU VUC, TANG,
PHONG, BAN-> Khu virc quan ly.
M& mi tang, sdnh qudn ly> Chon menu DANH MUC- KHU VUC, TANG,
PHONG, BAN-> Tang, sanh quan ly.
Mé& ma phong, ban> Chon menu DANH MUC- KHU VUC, TANG, PHONG,
BAN-> Phong nghi, ban nha hang.

Thao tac Thém, X6a, Stra, Ghi, In, doc ky muc HUONG DAN CHUNG.
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VI. NHAN SU: TIEN LUONG
- Luuy:
v’ Ma doi tuong khéng qud 20 ky tu, khéng ddu, khéng khodng cdch, tén doi
tuong khéng qud 255 ky tw. MO md doi tuong trude khi nhdp sO dw ddu
k.
v" Thao tdc Thém, X6a, Stra, Ghi, In, doc ky muc HUONG DAN CHUNG.
1. DANH MUC NHAN VIEN
- M6 mi nhan vién: Chon menu DANH MUC- NHAN VIEN, CHUC VU, PHONG
BAN-> Nhan vién.
- Cac cOt can chu y khi nhap liéu:
v M4 b0 phan, phong ban: Néu mubn quan 1y h0 so nhan vién. Khi m& ma
nhan vién cOt nay bat budc phdi nhdp-> Chon menu DANH MUC->
NHAN VIEN, CHUC VU, PHONG BAN- B phan, phong ban.
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v' Ma chitc vu: Néu mubn quan ly ho so nhan vién. Khi mé& ma nhan vién c6t
nay bat budc phdi nhdp> Chon menu DANH MUC-> NHAN VIEN,
CHUC VU, PHONG BAN- Chtic vu.

2. DANH MUC KHOAN LUONG, PHU CAP KHAC

M& ma cac khoan lwong, phu cap: Chon menu DANH MUC-> LUONG, CHAM
CONG-> Khoan luwong, phu cdp khac. Khi c6 mdt bang thanh toan loai phu cap
m&i—> M& khoan phu cdp mdi trong tinh ning nay.
Cac cOt can chii y khi nhép liéu:

v' Loai khoan lwong, phu cap khac: Quy dinh dé 1a khoan lwong hay 1a phu

A

cap.

3. HO SO NHAN VIEN

C4p nhat hd so nhan vién: Chon menu NHAN SU- TIEN LUONG- H6 so nhan
vién—> Giao dién m&i hién ra> Chon nhan vién d€ stra d6i thong tin chinh.
Cac ho so khac nhw khen thu*(’)*ng, k§7 luat, dao tao, tuyén dung—> Chon menu

NHAN SU* TIEN LUONG-> Chon tinh ning twong Gng dé cap nhét dit liéu.

4. LUONG- CHAM CONG

Bang chdm cong: Chon menu NHAN SU- TIEN LUONG- Bang chdm céng~>
Giao dién méi hién ra> Chon Thang—> Chon B phdan, coéng trinh-> Nhan
Thém-> Nhéap thong tin> Nhan Ghi. Néu mudn 1ay danh sich nhén vién tir danh
muc-> Chon nit Cong cu <bi€u twong hinh banh ring>-> Chon Pong bd danh
mulc nhan vién ti b0 phan.

Bang lwong: Chon menu NHAN SU* TIEN LUONG- Bang lwong=> Giao dién
ma&i hién ra=> Chon Thang—> Chon BO phéan, cong trinh-> Nhan Thém-> Nhép
théng tin> Nhan Ghi. Néu mudn 14y danh sich nhan vién tir danh muc hodc tir
bang chdm cong~> Chon niit Cong cu <bi€u twong hinh banh rang>-> Chon Pong
b6 danh muc nhan vién tit bO phan hodc Pong bd danh muc nhan vién tur bang
cham cong.

Khi m& ma b0 phan hay doi twong cong trinh, san xudt-> Chon cOt Loai bang

lwong.
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v' Bang luwong don gian: GOm cac cOt sO cong, tién lwong. Dung tOt cho cac
doanh nghi€p xdy dung thanh toan Iwrong cong nhan thoi vu.

v Bang luong co ban: GOm cac cOt sO cong, tién lwong co ban <lwong
déng BHXH>, lwong trach nhiém, cac khoan giam trir <BHXH, BHYTE,
BHTN...>, tam Ung, thanh toan. Dung tOt cho bd phan van phong c6 déng
day du cac loai bdo hiém theo Phap ludt Viét Nam.

v Bang luong nang cao: Ngoai cic cOt nhw bang lwrong co' ban con cé thém
cOt hé sO, phu cap chiic vu. Dung t6t cho cac doanh nghi€p c6 mé hinh
nhw Nha nudce tinh lwong theo hé s6.

Cac bang phu cap nén 1ap bang ddi-> Chon menu NHAN SU* TIEN LUONG~>
Bang phu cdp <bang riéng>-> Giao dién mdi hién ra> Chon Thang-> Chon BO
phéan, cong trinh-> Nhan Thém-> Nhéap thong tin=> Nhan Ghi. M@ thém céc khoan
phu cdp~> Poc k§ muc NHAN SU: TIEN LUONG-> KHOAN LUONG, PHU
CAP KHAC.

Khi c6 thay d6i vé mtc BHYT, BHXH, BHTN, k€& toan can cp nhat lai miic
dong—> Chon menu DANH MUC-> THONG TIN KHAC- Muc BHYT, BHXH,
BHTN.

5. HOP PONG, CAM KET

In hang loat Cam két 23/TNCN: Chon menu NHAN SU- TIEN LUONG- Cam
két 23/TNCN <In lién tuc>-> Giao di€én m6i hién ra=> Péanh ddu hay bo danh dau
vao nhan vién mu6n in> Nhap thong tin> Nhén In cam két.

In hang loat hop dong <khéng qua quan ly h0 so nhan vién>: Chon menu NHAN
SU- TIEN LUONG- Hop dong lao dOng <In lién tuc>-> Giao dién méi hién
ra~> Panh dau hay bo danh ddu vao nhan vién mu6n in-> Nhéap thong tin> Nhan

In hop dOng.

6. BAO CAO NHAN SU; TIEN LUONG

Cung cap cac b4o cdo v€ quan ly nhan sy nhw thu nhap nhan vién, ho so khen

thudng, ky ludt, qué trinh dao tao, tai nan lao dong: Chon menu NHAN SU- TIEN
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LUONG- Béo cdo can xem—> Chon thoi gian> Nhén Tong hop~> Chon muc

can xem bdo cdo.

VIL. THONG TIN PON VI
- Chon menu HE THONG- THONG TIN DON VI-> Nhap tén va mat kh&u nguoi

quan tri <mac dinh ngwoi dung 1a ADMIN, méat kh&u 2006>-> Nhén Kiém tra>
Nhép thong tin=> Nhan Ghi.
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Thay d0i cic thong tin nhw Tén doanh nghiép, dia chi, tén giam doc, k€ toan,

phurong phép tinh gia vOon hang ban, phwong phéap khau hao.

VIIL. PINH DANG IN AN, NGAY, GIO, SO, FONT CHU'

Pinh dang in, &n bao c4o. Cung cap céch in phi€u thu, chi mot lién, hai lién, phiéu
xudt, nhdp kho gid vOn, gi4 ban, c6 thué€, khong thué, cai dat mdy in Bill, dinh
dang s6, ngdy, gi® trén bdo céo: Chon menu HE THONG- Thiét 14p in 4n->
Nhép thong tin=> Nhan Luu.

Dinh dang Font chit: Chon menu HE THONG- Dinh dang hé thong.

IX. QUAN TRI HE THONG

1.

TAI KHOAN NGUOI DUNG

Thém m&i: Chon menu HE THONG- Tai khodn ngudi ding=> Chon tai khoan
cap cha mu6n tao tai khoan cdp con mdi=> Chon Tao mdi nguoi dung—> Nhép
tén va méat khau tai khodn cdp cha> Nhan Ki€m tra~> Giao dién mdi hién ra=>
Nhép théng tin=> Nhan Tao moi.

Thay d6i méat kh&u: Chon tai khodn muén thay doi mat khdu-> Nh&p mét kh&u
cii®> Nhén Ki€m tra> Giao dién mdi hién ra-> Nhép thong tin> Nhan Thay doi.
Xéa tai khodn: Chon tai khodn mudn x6a=> Nhan Xoa tai khoan-> Nhép tén va
mat khdu quyén ADMIN hodc tai khodn cdp cha cla tai khodn mudn x6a—> Nhan
Ki€m tra-> Nhan OK.

Phan quyén: Chon tai khodn muén phan quyén-> Nhép tén va mat khdu quyén
ADMIN hodc tai khodn cdp cha cla tai khodn muén phan quyén-> Nh&n Ki€m
tra=> Giao dién m6i hién ra-> Panh diu hay bo danh diu céc tinh ning mu6n phan
quyén-> Nhan Luu.

Thay d6i dia chi Email nhén lai mat kh&u khi quén mat khdu-> Chon tai khodn
muon thay d6i dia chi Email> Chon Thay d6i thong tin khac> Nhép tén va mat
khé&u tai khodn thay d6i Email> Nh&n Kiém tra> Giao dién m&i hién ra> Nhén

nit Miii tén & 6 Email> Lam theo cac burdce tiép theo.
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Khi chay va dang nhdp phan mém néu quén méat khdu-> Nhan mit Miii tén & 6
Mat khdu—> Nhép dia chi Email di ding ky khoi phuc mét khdu—> M& hop Email
nhén lai mat khau dwoc khéi phuc méac dinh.

KIEM TRA DU'LIEU

Qua trinh nhép liéu c6 thé c6 sai sét. Vi du nhw hach todn nham vao tai khodn
tong hop cap trén <chi dwoc phép hach toan tai khodn chi tiét st dung>, phiéu
xudt am kho. Tinh ning nay gitp k€ toan phat hién ra cac ching tir sai sé6t khi hach
toan, xudt nhap kho: Chon menu QUAN TRI> Kiém tra dit liéu-> Chon muc can
ki€m tra.

QUAN LY CHUNG TU'

Sap x&p lai s6 ching tlr khi nhép liéu sO chimg tur khong x€p theo thir tw ting
dan theo ngay thang < tinh nang nay lam thay ddi s6 ching tit, can nhac trudc khi
sap xép lai, khong th€ phuc hoi duwoc s6 ching tir khi di sap x€p lai chiing tir.
Khong dung tinh ning nay cho doanh nghi€p hach todn ching tir k€ toan thuc té
hang ngay>-> Chon menu QUAN TRI> Qudn ly chimg tt=> Chon S&p xép
chitng tr> Nhép tén va mat khdu nguwdi quan tri <mdc dinh nguoi ding la
ADMIN va mat khdu 2006>-> Nhan Ki€m tra> Giao dién mdi hién ra> Chon
Théang-> Chon Loai chitng tir can sap xép~> Nhan Sap x€p.

Chuy€n chirng tlr khi c6 sai sét 1p phi€u nham thang, nham loai chimg tir <Vi du
Phiéu TTM thang 3 1dam nham vao thang 2; Phiéu TTM nhdp nham vao CTM>->
Chon menu QUAN TRI-> Quan 1y chitng tit=> Chon Chuyén chiing tir-> Nhap
tén va mat khdu ngudi quan tri <mdc dinh nguoi ding 13 ADMIN va mét khau
2006>-> Nhan Kiém tra~> Giao dién mdi hién ra> Chon Thang, Loai ching tir
gbc—> Chon Thang, Loai chitng tir can chuyén dé€n-> Check vao danh sach chiing
tlr can chuyén & cdt Chuyén—-> Nhan Chuyén doi.

CHUYEN SO DU'SANG NAM SAU

Khi két thic nim tai chinh d€ tao nim hoat ddng m&i va chuyén sO dw sang nim
ké tiép: Chon menu QUAN TRI-> Chuyén s6 dw sang nim sau=> NhAp tén va

mat khdu ngudi quan tri <mdc dinh ngudi dung 148 ADMIN va mét khdu 2006>->
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Nhén Ki€m tra> HOp thoai xac nh&n hién ra> Nh&n OK. Sau khi chuyén so du
xong, k& toan c6 thé vao nam hoat dOng trudc d6 thay dbi dir liéu, nhung phai thi
hanh lai tinh ning nay d€ phan mém chuyén s6 dw dwoc cip nhat méi nhat sang

nam sau.
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X. QUAN LY DULIEU

Luu y:
v' Dinh ky nén thuc hién tinh ndng sao luu dit liéu, ddm bdo an toan cho dit
liéu khi xdy ra suw c6 ngodi mong muon.
v Tinh ndng phuc héi dit liéu tuyét doi cdn thdn. Yéu cdu cé trinh do tin
hoc.
KHOA DULIEU
Khéa dit liéu tlng thang va tung loai ching tlr khong cho thanh vién khac chinh
stta & Chon menu HE THONG- QUAN LY DU LIEU- Phuc héi dit liéu>
Nhép tén va méat khdu ngudi quan tri <mdc dinh nguoi ding 13 ADMIN va mét
kh&u 2006>-> Nhan Ki€m tra> Giao dién mdi hién ra>Danh dau hay khéng

danh ddu dit liéu can khéa khong cho chinh stta-> Nhan Luu.

SAO LUU DULIEU

Céch 1: Thoét phdn mém dang s dung & tat ca cdc mdy~> Trén MAY CHU chtta
dir liéu=> Tim thw muc DU LIEU KE TOAN_KHONG XOA <Thuong nam & 6 D
hoac E>-> Copy 2 file dit li€u c6 tén TAX_xxx vi du TAX_5800750579 va
TAX_5800750579_Log—> Luu vao thw muc khac.

Céch 2: Chon menu HE THONG-> QUAN LY DU'LIEU- Sao luu> Chon file
dit liéu can sao luu & 6 Dt liéu=> Chon duong dan luu file sao luu & 6 Thw
muc—> Néu mubn dat mat khdu cho file sao luu tranh trueong hop ngudi khac truy
cép khong cho phép thi nh&p méat khdu &6 MAat kh&u~> Nhan Sao luu. Sau khi sao
ltru xong thi file sao lu c6 dudi .bak <Vi du TAX_5800750579.bak>.

Pé an toan hon hdy copy file sao Itru sang thiét bi Iuu trir khdc vi du nhw 6

cttng di dOng, luru trir file sao luu 1én mang nhw gmail, yahoo mail.
PHUC HOI DULIEU
Lutu y: Nén thi hanh sao Iuu dit liéu trurdc khi thuc hién cdc buéc phuc héi

dirliéu .
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Phuc ho6i dit liéu: Chi nén dung cho trueong hop 14y dit liéu tir may dang nhap liéu
sang mdy tinh khiac dé xem va kiém tra (1ay vé LAPTOP dé xem). Tuyét doi can
than va&i tinh ning phuc hoi dit liéu. Vi thao tac nay sé chép dé nén file dir liu
truede dé. Truwde khi phuc hoi dir liéu ban can thue hién budce sao luu dirliéu dé
dam bdo an toan dit li€u do phuc hoi nham dit liéu.
Yéu cau biét k¥ nang tin hoc.
Sau day 1a vi du cho viéc phuc hoi dir liéu tir mdy tinh dé ban<MAY BAN: dir
liéu ngudn can 1ay> sang may tinh xach tay <LAPTOP: may dich ding dé xem dir
liéu méi nhat tir MAY BAN 14y sang>. Hay lam tudn tw cac budc sau:

a. Cach1:

v' B1: Trén MAY BAN- Tim thw muc DU LIEU KE TOAN_KHONG XOA
<Thuong nam & 6 D hoac E>-> Copy 2 file dir liéu c6 tén TAX_xxx vi du
TAX_5800750579 va TAX_5800750579_Log va 6 USB.

v' B2: Cam 6 USB vao LAPTOP- Copy 2 file dirliéu trén USB vao thw muc
DU LIEU KE TOAN_KHONG XOA trén may LAPTOP.

b. Cach 2:

v' B1: Sao luu dit liéu trén MAY BAN-> Chay phan mém trén MAY BAN->
Ding nhdp vao phdn mém-> Chon menu HE THONG-> QUAN LY DU’
LIEU- Sao luu> Giao dién méi hién ra> Chon file dit liéu> Chon
duwong dan sao luu vao thw muc DU LIEU KE TOAN_KHONG XOA->
Nhéan Sao Iuu.

v/ B2: Cam 6 USB vao MAY BAN-> Copy dit liéu~> Vao thw muc DU LIEU
KE TOAN_KHONG XOA copy dit li€u c6 tén TAX_xxx .bak <xxx 1a ma
s6 thué doanh nghiép> vao 6 USB.

v B3: Cam 6 USB vao LAPTOP-> Copy file dit liéu vao thw muc DU LIEU
KE TOAN_KHONG XOA.

v' B4: Phuc héi dit liéu vao may LAPTOP-> Chay phan mém trén MAY
BAN- Ding nhap vio phdn mém-> Chon menu HE THONG> QUAN
LY DU LIEU- Phuc héi dit liéu=> Nhép tén va mat kh&u ngudi quan tri
<mac dinh nguoi dung 1a ADMIN va méat kh&u 2006>-> Nh&n Ki€m tra>
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Giao dién mdi hién ra=> Chon file phuc hoi méi copy tir USB vao thw
muc DU LIEU KE TOAN_KHONG XOA & 6 File phuc h6i> Chon file bi
chép dé & 6 File phuc hoi dén-> Nhan Phuc hoi=> HOp thoai xudt hién
nhdn OK néu musn phuc hoi dir liéu.
XI. HUONG DAN PHAN HE
- Luuy:
v' Poc ky hudng ddn cdc phan hé.

1. PHAN HE KHO

v/ B1: M@ mi vat tw, thanh phdm, hang héa—> Poc k§ muc II. DANH MUC pOI1
TUONG- 3. VAT TU, THANH PHAM, HANG HOA.

Luu y: Khi mo md—=> Chon tdi khodn tuong ting vOi nguyén vdt liéu, thanh
phdm, hang héa...<152, 155,156...> & c6t Tai khodn kho.

v/ B2: Nhép s6 du dau ky> Doc k§ muc III. TAI CHINH- KE TOAN- 1.
NHAP SO DU'PAU KY- VAt tw, thanh ph&m, hang héa.

v’ B3: Lap phiéu xudt, nhap kho> Doc k§ muc IIL. TAI CHINH- KE TOAN- 3.

PHIEU XUAT, NHAP KHO.
Luu y: Khi xudt kho=> Chon tai khodn chi phi tuong Ung vOi xudt bdn, xudt
sdn xudt...<632, 621...> & 6 Tai khodn chi phi. Néu phiéu thu, chi, hach todn
khdc dinh kém phiéu xudt, nhdp kho= Poc ky muc III. TAI CHINH- KE
TOAN - 2. PHIEU THU, CHI, HACH TOAN KHAC.

v’ B4: Tinh gia von phiéu xuat kho> Doc k§ muc III. TAI CHINH- KE TOAN->
7. TINH GIA VON VAT TU, THANH PHAM, HANG HOA.

Luu y: Khi ¢6 thay d6i vé sé du ddu ky, phi€u xudt, nhdp kho = Thi hanh lai
tinh ndng ndy. D€ trd vé dir liéu thé ban ddu chua tinh gid von=> Chon Nam >
Nhdn niit Xéa.

v B5: Béo cdo s sach kho> Chon Menu TAI CHINH- KE TOAN-> BAO CAO
sO SACH KE TOAN-> VAT TU, THANH PHAM, HANG HOA-> Chon muc
can xem bao cdo> Giao dién mbi hién ra=> Chon Thoi gian> Nhan Téng
hop-> Chon muc can xem. Giao dién méi néu ¢ nit Cong cu-> Cho phép xem

béo cdo theo nhi€u yéu t0. Giao dién mdi néu cé cac TAB nhw Bang téng hop,
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Bang ké chi tiét=> Chon TAB can xem-> Cho phép xem bao céo theo Bang
tong hop, Bang ké chi tiét...
v B6: St dung tinh ning QUAN TRI-> Ki6m tra dit 1iéu-> Chon muc can kiém

tra~> Ki€m tra sai s6t khi nhap liéu.

2. PHAN HE CONG NOQ

v Bl: M& ma nhén vién, khich hang, nha cung cdp-> Poc ky muc II. DANH
MUC DOI TUONG- 3. NHAN VIEN, KHACH HANG, NHA CUNG CAP.

v B2: Néu c6 quan ly cong ng Cong trinh, hop dong=> M& ma cong trinh, hop
d6ng~> Poc k§ muc II. DANH MUC BOI TUONG- 4. CONG TRINH, HOP
PONG, POI TUONG CHI PHf KHAC.

v B3: Nhap s6 duw dau ky> Poc k¥ muc III. TAI CHINH- KE TOAN- 1.
NHAP SO DU'DAU KY- Céng no.

v’ B4: Lap phi6u thu, chi, hach todn khédc=> Poc ki muc III. TAI CHINH- KE
TOAN- 2. PHIEU THU, CHI, HACH TOAN KHAC.

Luu y: Khi Idp phiéu chon diing md nhén vién, khdch hang, nha cung cdp. Néu
c6 qudn ly céng trinh, hop dong thi nhdp thém md céng trinh, hop dong ¢ 6 Sdn
xudt.

v B5: Béo céo s sich cong ng=> Chon Menu TAI CHINH- KE TOAN- BAO
CAO SO SACH KE TOAN- Céng no ddi twong=> Giao dién méi hién ra>
Chon Thoi gian> Nhan Téng hop~> Chon muc can xem. Giao dién méi néu
c6 nit Cong cu-> Cho phép xem béo céo theo nhi€u yéu t0. Giao dién mdi néu
c6 cac TAB nhw Bang tong hop, Bang ké chi tiét> Chon TAB can xem—> Cho
phép xem béo cdo theo Bang téng hop, Bang ké chi tiét. ..

v B6: St dung tinh ning QUAN TRI-> Kiém tra dit liéu> Chon muc can kiém
tra~> Ki€m tra sai s6t khi nhép liéu.

3. PHAN HE TAI SAN, CONG CU

v B1: M& ma tai sdn, cong cu=> Doc k§ muc II. DANH MUC BOI TUONG 5.

TAI SAN, CONG CU.
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Luu y: Khi m& md=> Nhdp cdc cOt Nguyén gid, Gid tri ddu ndm <Néu tdi sdn
mua moi trong ndm thi Gid tri ddu ndm=Nguyén gid>, Ty 1é khdu hao ndm,
Tién khdu hao ndm <TOng nguyén gid/SO ndm st dung>, Tai khodn nguyén
gid, Tai khodn khdu hao, Tai khodn chi phi <623,627,641,642... chi nhdp khi tai
san st dung cho duy nhdt mét déi tuong chi phi sdn xudt, céng trinh. Néu
khéng thi tw hach todn bit todn phdn bé khdu hao dua trén Bdng khdu hao>,
Doi tuong chi phi <Chl nhdp khi tai san st dung cho duy nhdt mét doi tuong
chi phi sdn xudt, céng trinh>.

v B2: Nhap s6 dw dau ky=> Chon Menu TAI CHINH- KE TOAN-> NHAP SO
DU PAU NAM- Tai sdn, cong cu> Nhan Thém-> Nhép s6 du cho cic tai
sdn nam treéc chuy€n sang~> Nhéan Ghi.

Luu y: Khi c6 stta théng tin & danh muc tdi sdn, céng cu=> Chon lai md tai
sdn & nhdp s6 dw ddu ky tai san-=> D€ cdp nhdt lai théng tin mdi.

v’ B3: Lap phi€u ting, gidm, stta chita tai san, cong cu=> Doc k§ muc III. TAI

CHINH- KE TOAN- 4. PHIEU TANG, GIAM, SUA CHUA TAI SAN, CONG
CU.
Luu y: Khi cé stta théng tin 0 danh muc tdi sdn, céng cu=> Chon lai md tai
sdn & phiéu tdng, gidm, stta chita tai sdn, céng cu = D€ cdp nhdt lai théng tin
moi. Néu phiéu thu, chi, hach todn khdc dinh kém phiéu tdng, gidm, stta chita
tai sdn, céng cu = Poc kY muc II. TAI CHINH- KE TOAN - 2. PHIEU THU,
CHI, HACH TOAN KHAC.

v B4: Tinh kh&u hao tai san, cong cu-> Poc ky muc III. TAI CHINH- KE
TOAN-> 6. TINH KHAU HAO, PHAN BO TAI SAN, CONG CU.

Lutu y: Khi ¢6 thay d6i vé sé dw ddu ky, phiéu ting, gidm, sta chita tai sdn,
céng cu~> Thi hanh lai tinh ndng nay. D€ trd vé dir liéu thé ban ddu chua tinh
gid von=> Chon Nam - Nhdn niit Xéa.

v’ B5: Béo céo s8 sach tai san, cong cu=> Chon Menu TAI CHINH- KE TOAN->
BAO CAO sO SACH KE TOAN-> Tai san, cong cu—> Giao dién ma&i hién
ra~> Chon Thoi gian> Nh&n Tong hop~> Chon muc can xem. Giao dién moi

néu c6 niit Cong cu-> Cho phép xem bao céo theo nhiéu yéu td. Giao dién mbi
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néu c6 cac TAB nhw Bang t&ng hop, Bang ké chi tiét> Chon TAB can xem—>
Cho phép xem béo céo theo Bang tGng hop, Bang ké chi tiét. ..
v B6: St dung tinh ning QUAN TRI-> Ki6m tra dit 1iéu-> Chon muc can kiém

tra~> Ki€m tra sai s6t khi nhap liéu.

4. PHAN HE THUE <VAT>

v’ B1: Lap phi6u thu, chi, hach todn khédc> Doc k¥ muc III. TAI CHINH- KE

TOAN-> 2. PHIEU THU, CHI, HACH TOAN KHAC.
Luwu y: Bdn hang thu bdng tién mdt dung loai chiing tir Thu tién mdt <TTM>.
Bdn hang céng no diing loai chiing tir Phdi thu khdch hang <PTK>. Mua hang
bdng tién mdt dung loai chiing ttr Chi tién mdt <CTM>. Mua hdng céng ng
dung loai chitng tir Phdi trd khdch hang <PKH>. Cdc phiéu hach todn = Nhdp
Ki hiéu héa don, S6 héa don, Thué sudt.Phiéu hach todn gom nhiéu héa don
dung TAB Chi tiét nhiéu héa don = Ké khai nhiéu héa don. Cdc héa don hach
todn néu thi€u tai khodn thué 1331, 3331, thiéu thué sudt-=> Khéng hién thi
trén bdng ké chi tiét mua vao, bdn ra.

v B2: Béo cdo s6 sich thué gid tri gia ting> Chon Menu TAI CHINH- KE
TOAN-> BAO CAO SO SACH KE TOAN-> THUE CAC LOAI> Gié tri gia
taing~> Giao dién ma&i hién ra> Chon Thoi gian> Nhan Tng hop—> Chon
muc can xem. Giao di€én méi néu cé niit Céng cu-> Cho phép xem béo céo theo
nhiéu yéu t0. Giao dién m&i néu c6 cac TAB nhw Bang tOng hop, Bang ké chi
ti€t-> Chon TAB can xem—> Cho phép xem béo céo theo Bang tOng hop, Bang
ké chi tiét...

v’ B3: ST dung tinh ning QUAN TRI-> Kiém tra dit 1iéu-> Chon muc can kiém

tra~> Ki€m tra sai s6t khi nhép liéu.

5. PHAN HE GIA THANH CONG TRIiNH, HOP PONG
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v Bl: M& mi cong trinh, hop déng> Poc ky muc II. DANH MUC BOI
TUONG- 4. CONG TRINH, HOP DPONG, bOI TUONG CHI PHf KHAC.
Luu y: Khi mo md=> Nhdp cdc cdt Tai khodn chi phi do dang <154>, Tai
khodn gid thanh, gid von sdn xudt <632>, Loai doi tuong <POi tuong céng
trinh; POi tuong hop déng>.

v B2: Nhap s6 dw dau ky=> Chon Menu TAI CHINH- KE TOAN-> NHAP SO
DU DAU NAM-> Chi phi dé dang 154, 241... cong trinh, hop dong, d6i twong
chi phi khiac < Nhan Thém-> Nhap sO dw cho cic cong trinh ndm trudc
chuyén sang> Nhéan Ghi.

v' B3: Lap phiéu xudt kho nguyén vat liéu cho céng trinh-> Poc k§ muc III. TAI
CHINH- KE TOAN- 3. PHIEU XUAT, NHAP KHO.

Luru y: Chil y nghiép vu hach todn dinh kém phiéu xudt, nhdp kho.
Khi Idp phiéu xudt kho = Chon md céng trinh, hop dong ¢ 6 Sdn xudt = Tiy
theo yéu t0 xudt kho=> Chon tai khodn <621, 627...> ¢ 6 Tai khodn chi phi.

v' B4: Lap phi€u hach toan chi phi cho céng trinh, hop dong=> Poc ki muc III.
TAI CHINH- KE TOAN-> 2. PHIEU THU, CHI, HACH TOAN KHAC.

Luu y: Khi Idp phiéu hach todn cdc nghiép vu nhw phdn b6 khdu hao, két
chuyén luong, héa don chi phi NVL, NC, MTC, SX truc tiép cho céng trinh,
hop dong = Chon md céng trinh, hop dong ¢ 6 San xudt.

v’ BS5: Tinh gi4 thanh cong trinh, hop déng=> Doc k§> PHAN III. TAI CHINH-
KE TOAN- 10. TINH GIA THANH CONG TRiNH, HOP DONG.

Lutu y: Khi ¢6 thay doi vé s6 dw ddu ky, phiéu xudt kho, phi€u hach todn chi
phi=> Thi hanh lai tinh ndng ndy. P€ trd vé dit liéu thé ban ddu chua tinh gid
von=> Chon Ndm - Nhdn nut Xéa.

v' B6: Béo cdo sO sach gia thanh cong trinh hop déng—> Chon Menu TAI CHINH-
KE TOAN-> BAO CAO SO SACH KE TOAN- Chi phi 154, 241... cong
trinh, hop dOng, doi twong chi phi khdc> Giao dién méi hién ra-> Chon Thoi
gian> Nhén Téng hop~> Chon muc can xem. Giao dién mdi néu cé nit Cong

cu-> Cho phép xem béo cdo theo nhiéu yéu t0. Giao dién mdi néu c6 cac TAB
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nhw Bang tong hop, Bang ké chi tiét> Chon TAB can xem—> Cho phép xem
bédo cdo theo Bang t&ng hop, Bang ké chi tiét. ..
v’ B7: St dung tinh ning QUAN TRI> Ki€m tra dir lifu> Chon muc can kiém

tra> Ki€m tra sai s6t khi nhap liéu.

6. PHAN HE GIA THANH SAN XUAT THANH PHAM

v Bl: M& mi sdn xudt thanh phdm-> Poc k¥ muc II. DANH MUC POI
TUONG- 4. CONG TRINH, HOP PONG, DO1 TUONG CHI PHi KHAC.
Luu y: Khi mo md=> Nhdp cdc cét Tai khodn chi phi do dang <154>, Tai
khodn gid thanh, gid von sdn xudt <155>, Loai doi tuong <POi turong sdn
xudt thanh phdm>.

v B2: Nhap s6 dw dau ky=> Chon Menu TAI CHINH- KE TOAN-> NHAP SO
DU DAU NAM- Chi phi d& dang thinh phdm-=> Nhan Thém-> Nhép s6 du
cho céc thanh phdm ndm trwdc chuyén sang—> Nhan Ghi.

v' B3: Lap phi€u xuat kho nguyén vét liéu cho san xuat thanh phdm-> Boc ki
muc ITI. TAI CHfNH- KE TOAN- 3. PHIEU XUAT, NHAP KHO.

Luu y: Khi Idp phiéu xudt kho=> Chon md déi tuong sdn xudt ¢ 6 Sdn xudt =
Ty theo yéu t0 xudt kho = Chon tai khodn <621, 627...> ¢ 6 Tai khodn chi
phi.

v' B4: Lap phi€u hach toan chi phi cho cong trinh, hgp dong-> Poc ki muc III.
TAI CHINH- KE TOAN- 2. PHIEU THU, CHI, HACH TOAN KHAC.

Luwu y: Khi Idp phi€u hach todn cdc nghiép vu nhw phdn b6 khdu hao, két
chuyén luong, héa don chi phi NVL, NC, MTC, SX truc tiép cho dbi tuong sdn
xudt=> Chon md doi tuong sdn xudt ¢ 6 Sdn xudt.

v’ B5: Tinh gia thanh sdn xudt thanh phdm-> Poc k§ muc III. TAI CHINH- KE
TOAN-> 9. TINH GIA THANH SAN XUAT THANH PHAM.

Luru y: Khi c6 thay d6i vé sé dw ddu ky, phiéu xudt kho, phiéu hach todn chi
phi = Thi hanh lai tinh ndng ndy. P€ trd vé dit liéu thé ban ddu chua tinh gid

von = Chon Ndm - Nhdn niit X6a.
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v’ B6: St dung tinh ning QUAN TRI-> Kiém tra dit liéu=> Chon muc cén kiém

tra> Ki€m tra sai st khi nhap liéu.

7. PHAN HE KE TOAN TONG HOP

v B1: M& ma tai khodn—> Poc k§ muc II. DANH MUC BOI TUQONG= 1. TAI

KHOAN.
Luu y: MOi tai khodn ngdn hang mé mot tai khodn méi <1121-01: Tai khodn
ngdn hang Nong nghiép- 5400205191908> = Khi m& md—> Check vao c{t Tai
khodn quy <111, 112...>=> Chon cdp 3> Tai khodn cdp trén 1121 - Mikc uu
tién No' cOt Mttc wu tién <No/ c6>. VOi cdc tai khodn céng ng'=> Check vao cOt
Tai khodn céng no <131, 331...>. Vi cdc tai khodn cdp trén tong hop >
Khéng str dung khi hach todn truc tiép <111; 112;642....> = BO Check 0 c{t
Str dung.

v B2: Nhap s0 dw dau ky=> Chon Menu TAI CHINH- KE TOAN-> NHAP SO
DU DAU NAM- Chon cic Menu s6 dw can nhdp < Tai khodn; Céng no
khach hang, cong trinh, hop dong, dOi twong khac; Bang can d6i tai khodn;
Bang két qua hoat dong kinh doanh; Bang luu chuyén tién té...>> Nhéan
Thém-> Nhap s6 du nam tride chuyén sang~> Nhan Ghi.

v/ B3: Thiét 14p Biit toan két chuyén tu dOng, Bao cdo tai chinh < Bang can doi
tai khoan; Bang két qua hoat ddng kinh doanh; Bang luu chuyén tién té...>>
Mac dinh phan mém di thiét 1ap san-> Tuy nhién néu cé thém cac tai khodn
m&i hodc thay doi cach 18y vao cac chi titu> Poc ki muc II. DANH MUC
pOI TUONG- 10. THIET LAP BUT TOAN KET CHUYEN TU DONG; 11.
THIET LAP BAO CAO TAI CHINH.

v B4: Lap phiéu thu, chi, hach to4n khédc> Poc k§ muc III. TAI CHINH- KE
TOAN- 2. PHIEU THU, CHI, HACH TOAN KHAC.

Luwu y: Hach todn vdo tai khodn tiéu khodn chi tiét str dung = Khéng hach
todn tai khodn cdp trén téng hop. Vi du nghiép vu chi tién hach todn vao 1111,

khéng hach todn vao tai khodn 111.
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Khi Idp phiéu thu, chi, hach todn khdc = Chon Thdng=> Chon Lodi chiing tir
phu hop vdi nghiép vu.

Nghiép vu thu tién mdt <N¢ 1111/ C6 cdc tai khodn...> bao gdom Bdn hang thu
tién ngay, Thu tam tng...= Chon Loqi chiing tir TTM.

Nghiép vu Bdn hang chua thu tién <N¢ 131/ C6 cdc tai khodn 511...> = Chon
loai chitng tir PTK.

Nghiép vu chi tién mdt <No¢ cdc tai khodn.../ Cé 1111> bao gébm Mua hang trd
tién mdt, chi luong, chi tam tng...= Chon loqi chiing ttr CTM.

Nghiép vu Mua hang chura trd tién <N 156, 152,642,621.../ C6 331> = Chon
loai chitng tir PKH.

Cdc nghiép vu tién gtti = Chon loai TTG: Thu tién giti <Bdo c6; No 112/ C6
cdc tai khodn...>; CTG: Chi tién gtti <Bdo no; Nocdc tai khodn.../ C6 112>.
Cdc nghiép vu téng hop <Khdu trir thué VAT: Két chuyén luong...> khong
lién quan t&i cdc nghiép vu trén=> Chon Loai chitng ttr HTK: Hach todn khdc.
Cdc nghiép vu Két chuyén gid von <No 621;632.../ C6155;156...>; Két
chuyé7n doanh thu, chi phi <N¢ 911/ Co6 632,642,811...; No’ 511,515,711.../ C6
911> - Khéng phdi hach todn.

v/ B5: Hoan thanh bd Béo céo tai chinh> Thi hanh két chuyén theo th ty'=> Tinh
gia von vat tw, thanh phdm, hang héa <N&u khéng c6 xudt nhap kho thi khong
can thi hanh tinh ning nay>-> Tinh gia thanh sdn xudt thanh phdm <Néu khéng
c6 sdn xudt thanh phdm thi khong phai thi hanh tinh ning nay>-> Tinh gia
thanh cong trinh, hop dong <N&u khong c6 theo ddi chi phi cong trinh, hop dOng
thi khong phai thi hanh tinh ning nay>-> K&t chuyén xac dinh két qua hoat
dOng kinh doanh.

Béo céo s sach ké todn-> Chon Menu TAI CHINH- KE TOAN- BAO CAO
SO SACH KE TOAN- Chon Menu bao cdo cAn coi~> Chon Thdi gian>
Nhan Téng hop—> Chon muc béo cio can xem.

Luru y: Khi c6 thay doi vé s6 duw ddu ky, dit liéu phdt sinh = Thi hanh lai cdc

tinh ndng tw dong trén.
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v’ B6: St dung tinh ning QUAN TRI-> Kiém tra dit liéu=> Chon muc cén kiém

tra> Ki€m tra sai st khi nhap liéu.

- XIN CHAN THANH CAM ON QUY KHACH HANG PA TIN TUONG SU'DUNG
PHAN MEM CUA CHUNG TOI!

- NHUNG YEU CAU, THAC MAC XIN GOI PUONG DAY NONG 0919.418 438,
PE PUOC TU VAN VA HO TRO NHANH CHONG NHAT.
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