VIETSTAR.NET 2019 HOTLINE: 0919.418 438

|. HUONG DAN CHUNG
Badn quyén phan mém thuéc vé:
CONG TY TNHH PHAN MEM NGOI SAO VIET
MST: 5800750579
- Hé tro vé chuyén mon, ky thuadt, ban hay goi s6 dién thoai 0919.418 438 hodc gl thu

vao mail support@vietstarsoftware.com dé dwoc huéng dan.

- Poc ky hudng dan truée khi nhdp liéu.

- Churong trinh sit dung hé thong Font Unicode, kiéu gé tiy y (Telex hay Vni).

- Khéng dwoc xéa bat ky thie muc nao c¢é tén “DU LIEU KE TOAN KHONG XOA”
trong cdc 6 dia citng mdy tinh vi d6 1a thu muc chira File dit liéu ciia chicong trinh.
Mt thu muc trén la mat tat ca dir liéu.

- Khi cai dét lai WIN mdy tinh, phan mém phdi cai dat lai. Néu khéng cai dat dwoc
phcfzn mém. Lién hé s6 0919.418 438 dé dwoc ho tro cdi dat laiphc?n mém.

- Pé thay doi thong tin don vi nhu: Tén don vi, dia chi, giam doc, ké toan lap biéu,
hinh thirc ghi s6, Phwong phdp tinh gid von vdt tw hang héa chon menu HE
THONG = Théng tin don vi= Nguoi ding ADMIN va mdt khau mdc dinh 2006 >
Nhdn Kiém tra=> Nhdp thong tin thay doi = Nhin Ghi.

- Dinh ky hang tuan nén thi hanh tinh nang sao leu dit liéu dé dam bao an toan dir liéu
khi ¢6 sw c6. Thue hién trén mdy chi dat dit liéu: Chon menu HE THONG = THAO
TAC DU LIEU = Sao luu=> Chon file dir liéu ¢ 6 Dir liéu = Chon thu muc luu dir
lieu & 6 Thu muc=> Nhin Sao luu. Nén sao luu vao thu muc DU LIEU KE
TOAN_KHONG XOA madc dinh cia chwong trinh. Sau dé ban cé thé copy file sao
luu c6 duoi .bak <Vi du TAX 5800750579.bak> lwu trit vao noi khdc <May tinh
khéc cang tot>.

- MGi khi phdn mém bdo phién ban méi, Quy khdch hang nén nhdn nit Cap nhdt dé
cdp nhdt phién ban moi. Hodc co thé thi hanh menu TRO GIUP 2> Cdp nhat phién
ban = Qud trinh cdp nhdt néu khéng thanh céng = Ban chay phan mém bang quyén
Admin bang cach Click chudt phdi trén biéu twong VIETSTAR.NET 2015 Run as
Administrator dé thuc thi quyén Admin.

- Cac muc huong dan nén doc trude khi nhap liéu phdn mém:

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

v DANH MUC BOI TUONG- VAT TU, THANH PHAM, HANG HOA.

v DANH MUC POI TUONG-> CONG TRINH, HOP PONG, POI TUONG
CHI PHI KHAC.

v DANH MUC BOI TUONG- THIET LAP BUT TOAN KET CHUYEN TU
DONG.

v DANH MUC BOI TUONG- THIET LAP BAO CAO TAI CHINH.

v DANH MUC BOI TUQONG- TAI SAN, CONG CU.

v/ TAIl CHINH- KE TOAN-> PHIEU THU, CHI HACH TOAN KHAC.

v' TAI CHINH- KE TOAN-> PHIEU XUAT, NHAP KHO.

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

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

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

v' TAIl CHINH- KE TOAN-> KET CHUYEN XAC PINH KET QUA HOAT
PONG KINH DOANH.

v/ TAl CHINH- KE TOAN-> BAO CAO SO SACH KE TOAN-> B4o céo tai
chinh.

v QUAN TRI HE THONG- TAI KHOAN NGUOI DUNG.

v QUAN TRI HE THONG- SAP XEP CHUNG TU.

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

1. PANG NHAP PHAN MEM

Chay biéu twong VIETSTAR.NET 2019 ngoai man hinh Desktop.
Chon file dir liéu ¢ 6 Dir liéu.
Chon nam lam viéc & 6 Nam.

Chon nguoi ding dé ding nhap.

v' Tai khoan HOST: Tén dang nhap HOST va maét khau mic dinh 14 2015
v' Tai khoan ADMIN: Tén dang nhap 1a ADMIN va mat khau mac dinh 1a 2006.
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v Quan 1y thong tin tai khoan-> Menu HE THONG-> Tai khoan ngudi dung=>
Chon Tai khoan—> Chon tinh ning can thao tac.

Nhan Ding nhap dé vao phan mém.

2. THANH CONG CU

NGt Thém: Dung thém méi mau tin. Phim tat Ctrl+ N.

NGt Sira: Dung stra mau tin dd c6. Phim tit Ctrl+ E.

NUt Bé qua: Dung dé bé qua viéc thém méi hay stra d6i mau tin. Phim tat Ctrl+ U.

NGt Ghi: Dung dé ghi dir liéu tao méi hay sira doi. Phim tat Ctrl+ S.

NGt X6a: Dung dé x6a bé mau tin d chon. Phim tat Ctrl+ D.

N0t In: Dung dé xem va in dit lidu. Phim tat Ctrl+ P.

Nt In nhanh: Ding dé in nhanh dit liéu khong qua xem. Phim tat Alt+ P.

Nut Nap lai: Dung dé nap lai dir lidu.

Nut Két xuat: Dung dé két xuat dit liéu sang cac dang word, excel, pdf, txt.

Thém méi: Nhan Thém-> Nhép thong tin=> Nhan Ghi. Véi cac danh muc c6 thé tao
méi nhiéu mau tin cing lac réi mdi ghi. Khuyén céo nén nhap 510 mau tin thi
nhan Ghi, tranh truong hop cup dién 1am mat dir liéu khi chua kip ghi lai thong tin.

Stra d6i: Chon mau tin can sira thong tin=> Nhan Stra=> Nhap thong tin=> Nhan Ghi

Xo6a: Chon mau tin can x6a—> Nhan X6a—> Nhan OK xac nhan chac chan muon xoa.

3.NUT LENH, PHIM TAT

Nut Tong hop: Dung dé tong hop dit liéu khi béo cdo.

Phim F2: Dung dé xac nhan 6 nhap di liéu.

Phim F4: Dung dé hién danh sach ddi tuong chon. Mubn nap lai danh sach da hién ra
thi nhan tiép F4.

Céc phim miii tén: Dung dé di chuyén sang trai, phai, trén, dudi trén khung ludi nhap
liu.

Phim Esc dung dé di chuyén lui vé 6 nhap liéu phia sau cua cic hop nhdp liéu
Textbox va ComboBox.

Phim Tab hodc Enter: dung dé di chuyén dén 6 nhap liéu ké tiép cta cac hop nhap
liéu Textbox va ComboBox.

Menu ngir canh: Right Click trén man hinh s€ hién ra menu néu co.
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- Nat Cong cu: Hinh biéu twong chiéc banh ring. Cung cdp thém cac tinh ning ning
cao khac trong nhap liéu va bdo cdo. Chi mot $6 giao dién nhap li¢u hay bdo cao
mai co.

- Cac khung ludi nhap lidu cung cip tinh ning nang cao~> Chon biéu tuong hinh banh
rang—> Chon tinh nang can cai dat. Vi du mudn an hién cac c6t> chon Biéu tuong
banh ring trén khung le6i~> Chon An, hién c6t=> Déanh diu hay khong danh déu

c¢Ot muodn an hién.

4. TINH NANG KHAC
- HE THONG: Cung cép céc tinh ning hé thong nhu vé dir liéu, tai khoan ngudi ding,
phan quyén, dinh dang ngay, s6.

v Binh dang bao céo, in an nhu in phiéu thu, chi mét lién, phiéu Xuat, nhap kho
6 thué, khong thué, gia von, dinh dang sb luong, don gia 1> Poc ky muc
huéng dan PINH DANG IN AN, NGAY, GIO, SO, FONT CHU.

v'Tao méi tai khoan ding nhap phan mém, phan quyén—> Poc k§ muc hudng
dan QUAN TRI HE THONG.

v/ Quan ly dit liéu nhu sao luu dit liéu> Poc k§ muc hudéng din QUAN LY DU
LIEU.

v/ Thay d6i thong tin doanh nghiép nhu tén doanh nghiép, dia chi, tén giam ddc,
ké toan, phuong phap tinh gia vbn, khiu hao> Poc k§y muc hudng din
THONG TIN DON VL.

- KHUNG NHIN: Cai dit khung lam viéc tiy bién theo ngudi dung.

v/ Cai dat kiém tra ton quy, ton kho khi nhap liéu: Chon Biéu twong hinh banh
ring~> KHUNG NHIN-> Tuy chon> Nhap thong tin> Nhén Luu.

v/ Cai dat Ty dong lay gia ban cho phiéu xuat kho, ban hang: Chon Biéu tugng
hinh banh raing=> KHUNG NHIN-> Tuy chon=> Check vao 6 Ty dong lay
gi4 ban phiéu xuit kho ban hang.

v/ Cai dat kiém tra ton kho khi xuat kho: Chon Biéu tugng hinh banh ring->
KHUNG NHIN-> Tiy chon-> Check vao 6 Kiém tra ton kho khi xuat.

v Cai dit cho phép xuat thang khong qua kho: Chon Biéu twong hinh banh
raing> KHUNG NHIN-> Tuy chon-> Check vao 6 Cho phép xuét thing
khong qua kho.




VIETSTAR.NET 2019 HOTLINE: 0919.418 438

v Véi doanh nghiép xe may mudn kiém tra s mdy duy nhat: Chon Biéu tuong
hinh banh rang=> KHUNG NHIN-> Tly chon-> Check vao 6 Kiém tra sb
may duy nhat.

v/ Va con mot sb thiét 1ap khac khi nhap liéu.

- DANH MUC: Mé mi d6i twong nhu nhéan vién, khach hang, vat tu, hang hoa, tai san,
tai khoan va mot s6 danh muc khac.

- TAI CHINH- KE TOAN: Lam viéc v6i chimg tir ké toan nhu phiéu thu, chi, xuat
nhap kho, ban hang.

v'BAO CAO SO SACH KE TOAN: Cung cép cac s6 sach ké toan dugc tong
hop tir dit liéu phiéu thu, chi, xuat nhap kho. Vi du s6 cai, so chi tiét, bao céo
thué, bao cdo cong ng.

v NHAP SO DU PAU NAM: Nhap liéu sé du nim trudc dua sang. Chi nhap
liéu mot 1an duy nhét khi bat dau str dung phan mém.

- NHAN SU- TIEN LUONG: Cung cip tinh ning quan 1y vé nhan sy nhu hd so nhan
vién, dao tao, khen thudng ky luat va cac tinh nang khac nhu tao bang cham cong,
bang luong phuc vu cong tac ké toan.

v'BAO CAO NHAN SU, TIEN LUCGNG: Cung cép s6 sach vé nhan sy. Vi du
nhu qua trinh cong tac, khen thuong, ky luét.

- QUAN TRI: Céng cu kiém tra dit liéu, sip xép chimg tir, chuyén sé du sang nim

sau=> Poc k§ muc hudng din QUAN TRI HE THONG.
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II. DANH MUC POI TUQNG
- Luuy:
v' Ma doi twong khéng qud 20 ky tw, khong dau, khéng khoang cdch, tén doi
twong khong qud 255 ky tw. M6 ma doi twong trude khi nhdp sé dw dau ky.
v’ Thao tac Thém, Xoa, Sira, Ghi, In, doc ky muc HUONG DAN CHUNG.
1. TAI KHOAN
- Chon Menu DANH MUC-> TAI KHOAN, DOI TUGNG KHAC-> Tai khoan.
Déi vai tai khoan ngan hang. M tai khoan cap 3 ra twong Gng ting ngan hang. Vi du

11211 TAI KHOAN NGAN HANG NONG NGHIEP_xxx.

Khong duoc st dung tai khoan téng hop cap trén dé hach toan nghiép vu kinh té phat

sinh. Vi du di dung tai khoan chi tiét 1111 thi tuyét ddi khong dugc sir dung tai
khoan 111 dé hach toan nghiép vu kinh té phat sinh.
Céc cot can chy y khi nhap liéu:

v/ Cap: Nhap chinh xé4c cip cua tai khoan mudn mé: 1,2,3..

v/ Cap trén: Néu 1a tai khoan con <Cép 2 tr¢ di> thi phai nhéap tai khoan cép trén
cua tai khoan con.

v/ Tai khoan ngoai bang: Néu 14 tai khoan ngoai bang <001, 002..> thi phai danh
dau vao cot nay.

v/ Tai khoan ngoai té: Cac tai khoan quan 1y ngoai t& nhu 1112, 1122 va cip con
ctia chung phai danh du vao cot nay

v/ Tai khoan quy: Céc tai khoan 111, 112 va cap con cta chang phai danh dau
vao cOt nay

v/ Tai khoan cong ng: Céc tai khoan mudn quan 1y cong no khach hang, cong
trinh, hop dong <131, 331, 141...> phai ddnh dau vao cot nay.

v/ Tai khoan s6 du chi phi: Céc tai khoan mudn quan 1y chi phi d& dang <154,
241...> phai danh ddu vao cot nay.

v'Mirc wu tién: Chon mirc uu tién sap xép khi 1én so chi tiét, s6 cai. Vidu 1111
chon 13 Uu tién sip xép chung tir phat sinh no trudc.

2. VAT TU, THANH PHAM, HANG HOA

- Chon Menu DANH MUC- KHO, VAT TU, THANH PHAM, HANG HOA- Vit
tu, thanh pham, hang hoéa.
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- In tem ma vach:

v'May in dac chung: Tai giao dién danh muc hang héa—=> Chon nut biéu tuong
hinh banh rang—> Chon In tem ma vach.

v' M4y in thudng khé gidy in tem A4: Chon menu TAI CHINH- KE TOAN- In
tem mé vach- Kho A4-> Chon kho gidy in tem 6 Mau tem-> Nhap mi hang
can in tem—> Nhip sb lugng tem in--> Cha ¥ s6 luong tem in trén mot to
A4-> Nhéan In-> Giao dién méi hién ra-> Tiép tuc nhan In.

- Céc cdt can chy y khi nhap liéu:

v/ Tai khoan kho: Ty theo mit hang khi mé ma vat tu, thanh pham, hang hoa
ma phan loai ching theo tai khoan kho <152, 153, 155, 156... theo dung tai
khoan chi tiét sir dung, khong chon tai khoan tong hop cap trén>.

v"Ma nhom hang: Phan loai kho theo tirng nhém hang. Mé ma nhém hang vao
menu DANH MUC- KHO, VAT TU, THANH PHAM, HANG HOA->>
Nhom vat tu, thanh pham, hang hoa.

v Gia ban: Cai dit gia ban ty dong khi 1ap phiéu ban hang, xuat kho.

v Loai ddi tuong: Phan loai ma mudn .Vi du mad mudn mo 1a chiét khau, giam
gia, HANG KHUYEN MAI KHONG THU TIEN thi chon 1a Chiét khau
giam gia, khuyén mai.

v/ Hién trén bao cao kho: Cac md mudn mé khong mudn bao céo trong sb sach
kho thi bé danh ddu & cot ndy. Vi du nhu cac loai mé: Dich vu stra chira,
Chiét khiu, giam gia, HANG KHUYEN MAI KHONG THU TIEN.

v’ Loai tinh toan: Cai dit sb liéu trén phiéu xudt, nhap kho, ban hang. Vi du ma
mudn mo 1a chiét khéu, giam gia thi chon 1a Ghi am trén phiéu Xuét, nhap
kho, ma muén mé chi 1a dong HANG KHUYEN MAI KHONG THU TIEN
thi chon 1a Khong tinh toan trén phiéu xuat, nhap kho.

v Pon vi tinh phy: Cac m3 mubn mé khi str dung gdm 2 don vi tinh néu c6. Néu
mo mé don vi tinh phu thi yéu cau phai nhap cot Ty 1é quy doi tir don vi tinh
chinh sang don vi tinh phu.

v/ Thanh phan va Nha cung cap: Néu Doanh nghiép c6 st dung in mi vach phai

nhép 2 cot nay.
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v’ Muc thué tai nguyén va Muc thué tiéu thu dic biét: Dung cho cac ma mubn

mo c6 ké khai thué tai nguyén hodc thué tiéu thu dic 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.
- Céac cdt can chy y khi nhép liéu:
v’ Loai d6i twong: Cac ma khi mo chon loai ddi tuong.
v/ M& nhom khach hang: Phan loai khach hang, nha cung cap. M& ma nhom vao
menu DANH MUC- NHAN VIEN, KHACH HANG, NHA CUNG CAP->
Nhém khach hang.
v/ M3 khu vyc: Phan loai khu vuc khach hang, nha cung cap can quan Iy. Mo ma
khu vuc vao menu DANH MUC-> NHAN VIEN, KHACH HANG, NHA
CUNG CAP-> Khu vyc khach hang.
v"Ma b6 phén, chirc vu, ngady sinh, nguyén quan, sb chirng minh: Néu 1a nhan
vién cuia doanh nghiép thi nén nhap thudc bd phan, chitc vu va nhap cac
thong tin nhu ngay sinh, nguyén quéan.. dé quan 1y hop ddng lao dong nhan
vién. M& ma vao menu DANH MUC- NHAN VIEN, CHUC VU, PHONG
BAN.
v/ Khi m¢ danh muc khach hang cé thé dung ma sé thué néu cs lam ma khach

hang.

4. CONG TRINH, HQP PONG, POI TUQNG CHI PHI KHAC

- Chon Menu DANH MUC-> CONG TRINH, HOP PONG BOI TUQONG CHI PHI
KHAC- Céng trinh, hop dong, d6i twong chi phi KHAC.

- Cac cot can chy y khi nhap lidu:

v Loai ddi tuong: Cac ma khi mo chon thudc loai ddi tuong Cong trinh, hop
ddng hay dbi twong. Vi du 1a hop ddng theo ddi chi phi thi chon Ddi twong
hop dong, 1a cong trinh thi chon Dbi tugng cong trinh, 12 san xuat thanh
pham chon Déi twong san xuit thanh pham

v'Ma nhom cong trinh, hop dong: Phan loai nhom can quan ly. M& mi nhém
vao DANH MUC-> CONG TRINH, HOP PONG POI TUONG CHI PHi
KHAC - Nhom cong trinh, hgp dong, ddi twong chi phi khéc.
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v Tai khoan chi phi d¢ dang: Tuy theo md ddi twong dwoc mé chon 154
<TT200> hoic 1548 <TT133> néu 1a di twong cong trinh, hop dong, san
xuat, 241 néu 1a ddi twong xay dung co ban... chon tai khoan chi tiét s
dung, khong chon tai khoan tong hop cip trén.
v/ Tai khoan gié4 thanh, gia von san xuat: La tai khoan két chuyén tinh gia thanh,
gi4 vbn. Véi cong trinh, hop déng <632>. Vi san xuét thanh pham <155>.
5. TAI SAN, CONG CU
- Chon Menu DANH MUC- TAI SAN, CONG CU- Thé tai san, cong cu.
- Céc cdt can cha y khi nhép liéu:
v/ Trang thai tai san: Mo mi trang thai vao menu DANH MUC-> TAI SAN,
CONG CU-> Trang thai tai san, cong cu.
v’ M4 nhém tai san: M& ma nhom tai san vao menu DANH MUC- TAI SAN,
CONG CU-> Nhom tai san, cong cu.
v’ Gi4 tri ddu nam, Hao mon iy ké: Nhap gia tri néu 14 tai san sd du nam trude.
v’ Tién khau hao nim: Nhap sb tién khau hao tai san, cong cy cua mot nam.
Bang cach lay Nguyén gia chia cho tong s niam sir dung.
v/ Chi nhap thong tin sau khi muén phan mém lap ching tir hach toan khau hao
tu dong: Tai khoan khéu hao, Tai khoan chi phi, Khoan muc chi phi. Vi du
tai khoan khau hao 2141, tai khoan chi phi cho quan 1y 6424.
v'Ngay khau hao: Xac dinh ngay bat dau khau hao tai san.
v Phu ting kém theo: Chon mai tai san, cong cu—> Nhin nat Thém bén dudi

khung Phu ting kém theo=> Nhap thong tin=> Nhéan Ghi.

6. LOAI CHUNG TU
- Chon Menu DANH MUC-> TAI KHOAN, BDOI TUGNG KHAC- Loai ching tir.
- Cac cot can chy y khi nhap lidu:
v’ Loai: Chon loai chirng tir phu hgp cho quan 1y.
v/ Mirc wu tién: Uu tién sap xép trong bao cdo ching tir s6 sach. Vi du phiéu thu

tién mat duogc sap x€p trude phicu chi tién mat.
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7. KHOAN MUC THU CHI
- Chon Menu DANH MUC- TAI KHOAN, POI TUGNG KHAC- Khoan muc thu,
chi.

Dung dé quan 1y cac khoan thu chi va thiét 14p trén bang luu chuyén tién té. TUy theo

doanh nghiép ma mé cac khoan thu chi phi hop véi yéu cau quan 1y.

8. KHOAN MUC CHI PHi

- Chon Menu DANH MUC-> TAI KHOAN, POI TUQNG KHAC-> Khoan muc
chi phi.

Dung dé quan 1y chi phi san xuat cong trinh, hop dong, ddi twong san xuat khac Ty

theo doanh nghiép ma mé cac khoan chi phi phu hop véi yéu cau quan ly.

9. THIET LAP NGHIEP VU TU PONG
- Chon Menu DANH MUC- THIET LAP KET CHUYEN, BAO CAO TAI CHINH,
KHAC-> Thiét 1ap nghiép vu tu dong.

Dung dé dinh nghia cac nghiép vu thuong xuyén xay ra c6 tinh chat lap di lap lai.
Tang tbc do nhap liéu nhanh chong cho ké toan. Vi du DOANH THU BAN HANG,
TKNQ 1111 TK CO 5111, KHOAN THU CHI 01.

Tai khoan thiét 1ap 1a tai khoan chi tiét sir dung, khong sir dung tai khoan tong hop

cap trén.

10. THIET LAP BUT TOAN KET CHUYEN TU PONG

- Chon Menu DANH MUC- THIET LAP KET CHUYEN, BAO CAO TAI CHINH,
KHAC-> Thiét 1ap but toan két chuyén tu dong.

- Dung dé dinh nghia cac but toan két chuyén doanh thu, chi phi, khac tu dong. Chon
muc két chuyén> Nhin Thém-> Nhip thong tin> Nhian 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 khoan thiét 1ap 1a tai khoan chi tiét str dung, khong st dung tai khoan tong hop
cap trén. Khi thém méi mot tai khoan doanh thu, chi phi thi phai thiét 1ap thém

trong tinh nang nay.

10
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11. THIET LAP BAO CAO TAI CHINH

- Chon Menu DANH MUC- THIET LAP KET CHUYEN, BAO CAO TAI CHINH,
KHAC- Chon béo c4o can thiét 1ap.

Bang can ddi ké toan: Chon muc can thiét 14p~> Nhan Thém-> Nhip tai khoan can
lay-> Lay sb du bén Ng/ C6> Cach ghi Am/Duong~> Lay tir sé du tai khoan < tir

s6 cai> hay s6 du cong ng <tir s6 chi tiét theo ddi twong>—> Nhén Ghi.

Luu chuyén tién té&: Chon muc can thiét lap—> Nhin Thém-> Nhép ma thu chi can
lay=> Cach ghi Am/ Duong-> Nhan Ghi.

Két qua hoat dong kinh doanh: Chon muc can thiét lap—~> Nhin Thém-> Nhap but
toan két chuyén TK NG, TK CO-> Cach ghi Am/ Duong—> Nhén Ghi.

Céc bao cio khac thiét 1ap twong tu.

12. HOA PON TU IN

- Phat hanh mau s, ki hiéu héa don méi: Chon Menu DANH MUC-> HOA DPON->
Héa don tu in.

- In hoéa don mau kém theo hd so phat hanh héa don: Chon Menu DANH MUC->
HOA BON-> Mau phat hanh hoa don.

13. THUE, CHIET KHAU, GIAM GIA

Chiét khau, giam gia: Chon Menu DANH MUC- THUE, CHIET KHAU, GIAM
GIA-> Chiét khiu, giam gia.

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

Thué thu nhap doanh nghiép: Mdi khi chinh sach thué thay doi, ké toan can cap nhat
lai mirc thué-> Chon Menu DANH MUC-> THUE, CHIET KHAU, GIAM GIA->

Biéu thué thu nhap doanh nghiép.
Thué thu nhap c4 nhan: Mdi khi chinh sach thué thay ddi, ké toan can cap nhat lai

muc thué> Chon Menu DANH MUC- THUE, CHIET KHAU, GIAM GIA>

Biéu thué thu nhap cé nhan.

Céc biéu thué khac tuong tu.
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I11. TAl CHINH- KE TOAN
- Luuy:
v’ Lam viéc vdi cdc chirng tir ké todn nhu phiéu thu, chi, xudt, nhdp kho.

v' Thao tac Thém, Xéa, Sira, Ghi, In, doc ki muc HUONG DAN CHUNG.

1. NHAP SO DU PAU KY

- Nhap liéu mét 1an duy nhét khi bit dau st dung phin mém.

- Tai khodn: Chon menu TAI CHINH- KE TOAN-> NHAP SO DU PAU NAM-> Tai
khoan—> Chon Tién t6=> Chon nim—> Nhan Thém-> Nhap tai khoan, s tién du no
hodc du c6> Nhan Ghi.

- Coéng no: Chon menu TAI CHINH- KE TOAN-> NHAP SO DU PAU NAM->
Cong ng—> Chon Tién t¢> Chon nim—> Chon tai khoan chi tiét st dung, khong
chon tai khoan tong hop cap trén <131, 331...>> Nhan Thém-> Nhip mi nhan
vién, khach hang, s tién du ng hodc du cé, néu co quan 1y cong ng dbi twong chi
phi nhu cong trinh, hop dong thi nhap thém ma déi twong chi phi=> Nhéan Ghi.

- Chi phi do dang <154, 241...>: Chon menu TAI CHINH- KE TOAN-> NHAP SO
DU PAU NAM-> Chi phi d¢ dang 154, 241... cong trinh, hop ddng, dbi tuong
khac=> Chon Tién t6> Chon ndim=> Chon tai khoan chi tiét st dung, khong chon
tai khoan téng hop cép trén <154, 241...>-> Nhin Thém~> Nhép ma doi tuong, )
du chi phi do dang cac c6t NVL, NC, MTC, SXC-> Nhin Ghi.

- Vat tu, thanh pham, hang héa: Chon menu TAI CHINH- KE TOAN-> NHAP SO
DU PAU NAM-> Vit tu, thanh pham, hang h6a=> Chon Tién t6> Chon nim->
Chon kho hang-> Nhan Thém-> Nhip mi vat tu, thanh pham, hang hoa, sé luong,
don gia, thanh tién-> Nhan Ghi.

- Céc s du khéc twong ty nhu trén.

2. PHIEU THU, CHI, HACH TOAN KHAC
- Chon menu TAI CHINH- KE TOAN- Phiéu thu, chi, hach todn khac> Chon
thang—> Chon nam—> Chon loai ching tir lam viéc—> Thao tic Thém, Xoa, Stra,
Ghi, In, doc k§¥ muc HUONG DAN CHUNG.
- Loai TTM: Dung dé lam viéc voi phiéu thu tién mat. Vi du nhu ban hang thu tién

ngay, thu cong ng khach hang, thu tam ing nhan vién.
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- Loai CTM: Dung dé lam viéc véi phiéu chi tién mat. Vi du nhu chi tién mua hang,
chi trd cong ng khach hang, chi luvong nhan vién.

- Loai TTG: Dung dé 1am viéc véi gidy bao c6 ngan hang. Vi du nhu ndp tién vao tai
khoan, khach hang chuyén tra cong no.

- Loai CTG: Dung dé 1am viéc vdi gidy bao ng ngan hang. Vi du nhu rat tién giri nhap
quy, chuyén tra cong no khach hang.

- Loai PTK: Dung dé lam viéc v&i ban hang chua thu tién <ban ng>.

- Loai PKH: Dung dé 1am viéc v6i mua hang chua tra tién <mua no>.

- Loai HTK: Dung dé 1am viéc véi céac nghi¢p vu kinh té khac. Vi du nhu két chuyén
lwong nhén vién, khiu trir thué gia trj gia ting va mot s6 nghiép vu tong hop khac.

- Tai khoan sir dung nhu 112. Poc k§ muc hudng din DANH MUC BOI TUQONG->
TAI KHOAN cach mé tai khoan ngan hang. Xem béo cdo s6 quy chon menu TAI
CHINH- KE TOAN-> BAO CAO SO SACH KET TOAN- So quy 111, 112.

- Khi hach toan nghiép vu kinh té phat sinh khong duoc hach toan vao tai khoan tong
hop cap trén. Vi du da sir dung tai khoan chi tiét 1111 thi tuyét d6i khong dugc hach
toan tai khoan 111. Dé kiém tra dir liéu sai sot c6 hach toan tai khoan cap trén thi
chon menu QUAN TRI> Kiém tra dit liéu> Chon muc Hach toan tai khoan cép
trén.

- Cac nghiép vu kinh té phat sinh lién quan dong thoi tai khoan 111 va 112 véi nhau
thi wu tién lam viéc v6i loai ching tir tién mat. Vi du nghiép vu Rt tién gui nhap
quy thi vu tién lam viéc véi loai chimg tir TTM, Gui tién vao tai khoan thi yéu tién
lam viéc véi loai chung tir CTM.

- Cac nghiép vu kinh té phat sinh lién quan dén chi phi san xuét kinh doanh nén nhap
mé cong trinh, hop dong, dbi tugng chi phi khac & 6 San xuat. Poc muc ky huéng
din DANH MUC DOI TUONG-> CONG TRINH, HOP DONG, POI TUONG
KHAC. Xem béo co chi phi chon menu TAI CHINH- KE TOAN-> BAO CAO SO
SACH KET TOAN-> Chi phi 154, 241.. d6i tugng.

- Chon nghi¢p vu tu dong: Tai 6 Noi1 dung va cot Dién giai nghiép vu—> Nhan F4 hoac
click vao Miii tén hop nhap dé chon dién giai tw dong> Poc k§ muc huéng din
DANH MUC-> THIET LAP NGHIEP VU TU DONG.
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- C6 thé lua chon loai phiéu dé in nhu phiéu hach toan khac> Chon biéu tuong miii
tén ctia nt In> Danh sach phiéu in x6 xuéng—> Chon loai phiéu can in.
- TAB Hach toan ké toan:

v Dung dé dinh khoan nghiép vu kinh té phat sinh.

v'Khi hach toan ¢ lién quan dén tai khoan 111, 112 phai chon ma thu, chi dé
1én bang bao cdo Luu chuyén tién té. 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 Rat tién giri nhap quy hay Gui tién vao tai khoan thi
khong phai nhap ma thu, chi.

v'Khi hach toan nghiép vu kinh té phat sinh lién quan céng no dén nhiéu d6i
twong chon biéu tugng banh ring trén khung ludéi=> Chon An, hién cot->
Panh diu vao cac cot chi tiét ddi tuong mudn hién ra <md, tén nhan vién
khach hang, ma, tén cong trinh, hop dong>-> Nhap chi tiét nhiéu dong hach
toan cho ting d6i twong cong no.

v/ Cac nghiép vu kinh té phat sinh lién quan dén giam chi phi san xuét thi nhé
chon ma chi phi. Vi du THU HOI NGUYEN VAT LIEU TK NQ 152, TK
CO 154, MA CHI PHI: NVL.

v Khi lam viéc mdt phiéu gém nhiéu héa don. Pé dam bao ké khai thué gia tri
gia ting. Nhap thém chi tiét timg hoa don vao TAB Chi tiét nhidu hoa don
thué. Chi nhap TAB nay cho trudng hop nhiéu héa don trong mot phiéu.

- TAB vat tu, hang hoéa:

v’ Dung dé lap phiéu xuét nhap kho dinh kém theo phiéu thu, chi, hach toan
khéc. Phan mém tich hop kha ning lap phiéu thu, chi, hach toan khac dinh
kém theo phiéu xuat, nhap kho. Tang kha ning nhap liéu nhanh chéng cho
doanh nghiép chi c6 mot nhan vién ké toan 1am tat ca cac budc ciia s6 sach
ké toan.

v'Néu di 1ap phiéu thu, chi hach toan khac dinh kém phiéu xuét, nhap kho thi
khong dugc lap phiéu xuét, nhap kho ¢ tinh nang TAI CHINH- KE TOAN->
Phiéu xuat, nhap kho.

v Khi 1ap phiéu xuét, nhap kho chon loai ching tir xuat, nhap kho & 6 Chung
tir> Chon kho hang ¢ 6 Kho hang. Néu 1a phiéu xuét thang thi khong phai
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chon kho hang—> Néu 1a xuét chuyén kho thi nhip kho & 6 Chuyén dén
kho—> Chon tai khoan & 6 Tai khoan chi phi. Néu 13 xuét ban thi 1a 632. Néu
xuat chi phi thi 1a 621, 627. Tuy theo xuat kho muc dich gi chon tai khoan
cho phu hop.

v' Mot phiéu xuat, nhap kho xuat, nhap tir nhiéu kho=> Chon An, hién cot>
Dénh diu vao cac cot chi tiét d6i twong mudn hién ra <md, tén kho hang>->
Nhép chi tiét nhiéu dong vat tu, hang hoa cho ting kho hang mudn xut,
nhap.

v' Mot phiéu xuat kho nguyén vt liéu cho nhiéu dbi twong chi phi=> Chon An,
hién co6t-> Panh dau vao cac cot chi tiét dbi tuong mudn hién ra <ma, tén
cong trinh, hop dong>-> Nhap chi tiét nhidu dong vat tu, hang hoa xuat cho
ting d6i twong theo ddi chi phi.

v/ Mot phiéu xuat, nhap kho xuat, nhip cho nhiéu nhan vién,khach hang> Chon
An, hién cot-> Panh diu vao cac cot chi tiét ddi tuong mudn hién ra <m3,
tén khach hang, m4, tén nhan vién>-> Nhap chi tiét nhiéu dong vat tu, hang
hoa cho ting ddi teong nhan vién, khach hang.

v'Néu doanh nghiép dung phuong phap tinh ton kho 1a Thyc té dich danh thi
chon gia vén xuét kho & cot don gid von.

v'Néu doanh nghiép xe may thi chon s6 may—> Chuong trinh tu dong cip nhat
gia von theo s6 may. Yéu cau sd may khi 1ap phiéu nhap kho 1a duy nhét.

v/ Thay dbi phuong phap tinh gia von hang ban—> Poc k§ muc huéng dan
THONG TIN DON VL.

- TAB tai san cong cu:

v Dung dé 1ap phiéu tang, gidm, stra chira danh gia lai tai san, cong cu dinh kém
phiéu thu, chi, hach toan khac. Phian mém tich hop kha ning 1ap phiéu thu,
chi, hach toan khac dinh kém theo phiéu ting, giam, sira chita tai san, cong
cu. Tang kha nang nhap liéu nhanh chong cho doanh nghiép chi c6 mot nhan
vién ké toan lam tat ca cac budc cua so sach ké toan.

v'Néu da lap phiéu thu, chi hach toan khac dinh kém phiéu ting, gidm, sira chita

tai san, cong cu thi khong duoc lap phiéu ting, giam, sta chita danh gia lai
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tai san, céng cu ¢ tinh ning TAI CHINH- KE TOAN-> Ting, giam, stra
chira tai san, cong cu.

v/ Khi 1ap phiéu ting, giam stra chira tai sanm cong cu chon loai ching tir tai san
0 6 Chung tu.

v/ Thay d6i phuong phap tinh khdu hao=> Poc k§ muyc hudéng ddn THONG TIN
DON VL

3. PHIEU XUAT NHAP KHO

- Chon menu TAI CHINH- KE TOAN-> Phiéu xuét, nhap kho=> Chon thang=> Chon
nam—> Chon loai chung tir lam viéc—> Thao tac Thém, Xo6a, Stra, Ghi, In, doc k¥
muc HUONG DAN CHUNG.

- Loai PNK: Dung dé 1am viéc voi phiéu nhap kho bao gom nhap kho hang mua ve,
nhap kho thanh pham san xuét, nhap kho khéc.

- Loai PXK: Dung dé lam viéc voi phiéu phiéu xuat kho bao gdm xuat kho ban hang, ,
xuat nguyén vat liéu cho cong trinh, hop dong, dbi tuong san xuét khéc.

- Phan mém tich hop kha niang lap phiéu xuat, nhap kho dinh kém theo phiéu thu, chi
hach toan khac. Tang kha nang nhép li¢u nhanh chéng cho doanh nghiép chi c6 mot
nhan vién ké toan 1am tat ca cac budc ciia s6 sach ké toan

- Néu di 1ap phiéu xuit kho dinh kém phiéu thu, chi, hach toan khac thi khong dugc
lap phiéu hach toan & tinh ning TAI CHINH- KE TOAN-> Phiéu thu, chi, hach
toan khac.

- Hudng dan 1ap phiéu XUAt, nhap kho tuong tu phiéu thu, chi, hach toan khac=> Poc
k§ muc> PHIEU THU, CHI, HACH TOAN KHAC- TAB vit tu, hang hoa.

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

- Chon menu TAI CHINH- KE TOAN-> Phiéu ting, giam, stra chita tai san, cong
cu~> Chon thang=> Chon nam—> Chon loai ching tir lam viéc—> Thao td&c Thém,
X6a, Stra, Ghi, In, doc k¥ muc HUONG DAN CHUNG.

- Loai TTS: Dung dé lam viéc véi phiéu ghi tang tai san. Véi cac tai san méi mua phat
sinh trong nam tai chinh> Poc k§ muc DANH MUC DOI TUGNG-> TAI SAN
CONG CU dé mé ma tai san-> Sau d6 ghi ting tai san, cong cu.

- Loai GTS: Dung dé lam viéc voi phiéu ghi giam tai san do thanh 1y, ban lai tai san.

- Loai STS: Dung d¢€ 1am vié€c vdi phi€u sua chita, danh gia lai tai san, cong cu.

16



VIETSTAR.NET 2019 HOTLINE: 0919.418 438

- Phan mém tich hop kha ning 14p phiéu thu, chi, hach toan khac dinh kém theo phiéu
tai san, cong cy. Tang kha nang nhap liéu nhanh chong cho doanh nghiép chi c6 mot
nhan vién ké toan 1am tat ca cac budc ciia so sach ké toan

- Néu di 1ap phiéu tai san, cong cu dinh kém phiéu thu, chi, hach toan khac thi khong
dugc 1ap phiéu hach toan ¢ tinh ning TAI CHINH- KE TOAN-> Phiéu thu, chi,
hach toan khac.

- Hudng dan 1ap phiéu tai san, cong cu tuong tu phiéu 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 khiu hao phan bo tu dong: Chon menu TAI CHINH- KE TOAN-> Tinh khau
hao, phan b6 tai san, cong cu=> Chon thoi gian <ndm>-> Nhan Tong hop.

- Xoa khau hao phan bd tu dong: Pé khoi phuc dir liéu khau hao vé trang thai ban
dau-> Chon menu TAI CHINH- KE TOAN-> Tinh khiu hao, phan b6 tai san, cong
cu~> Chon thoi gian <ndm>-> Nhan X6a.

- Pé thyc hién chinh xac khau hao, phan bo tai san, cong cu tu dong—> Ké toan nén
lam theo céc budc sau:

v M6 mi tai san cong cu> Poc k§ huéng din muc DANH MUC POI
TUQONG-> TAI SAN, CONG CU.

v Nhéap s6 du tai san, cong cu nam trudc néu c6> Poc k¥ hudng dan muc TAI
CHINH- KE TOAN-> NHAP SO DU DAU KY.

v'Nhap phat sinh ting giam tai san, cong cu trong nim=> Poc k§ huéng dan
muc TAI CHINH- KE TOAN- PHIEU TANG, GIAM, SUA CHUA TAI
SAN, CONG CU.

v/ Thi hanh tinh ning TAI CHINH- KE TOAN-> Tinh khau hao, phan bo tai
san, cong cu. Mdi khi c¢6 su thay ddi dir lidu tai san cong cu thi phai thi hanh
lai tinh ndng nay dé cap nhat dir liéu méi nhat.

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

- Tinh gid von tu dong: Chon menu TAI CHINH- KE TOAN-> Tinh gia von vat tu,

thanh pham, hang héa—> Chon thoi gian <nim>-> Nhan Tong hop.

17



VIETSTAR.NET 2019 HOTLINE: 0919.418 438

- Xoa gia vbn tu dong tu dong: Dé khoi phuc dit liéu khu hao vé trang thai ban dau—>
Chon menu TAI CHINH- KE TOAN-> Tinh gia von vt tu, thanh pham, hang héa
- Chon thoi gian <nim>-> Nhin Xoa.

- Pé thuc hién chinh xac gia von tu dong—> K& toan nén 1am theo cac bude sau:

v' M6 mi vat tu, hang h6a> Poc kj huéng din muc DANH MUC POI
TUONG- VAT TU, THANH PHAM, HANG HOA.

v Nhap s6 du vat tu, hang hoa nim trudc néu c6> Poc ki hudng dan muc TAI
CHINH- KE TOAN-> NHAP SO DU PAU KY.

v'Nhép cac phiéu xuit, nhap kho trong nim=> Poc k§ hudng din muc TAI
CHINH- KE TOAN- PHIEU XUAT, NHAP KHO.

v Thi hanh tinh ning TAI CHINH- KE TOAN-> Tinh gia von vat tu, thanh
pham, hang hoa. M&i khi c¢6 sy thay d6i dit liéu phiéu xuét, nhap kho thi phai
thi hanh lai tinh nang nay dé cap nhat dir liéu maoi nhéat.

v'Néu phiéu xuit kho nao khong cé gia von thi kiém tra lai c6 4m kho khéng.
Co6 hai loai am kho. Am kho vé mit sb luong va am kho trudce khi XUuat.

v'Néu phiéu xuat kho nao khong c6 but toan gia von tu dong thi kiém tra lai
xem md vt tu, hang héa mé c¢6 thiéu tai khoan kho khong va phiéu xuét kho
c6 thiéu tai khoan chi phi khéng. Thiéu mot trong hai diéu kién nay thi khong
c6 but toan gia von tu dong.

v Kiém tra sai sot trén> Poc k§ huéng dan muc QUAN TRI> Kiém tra dit
liu.

7. KET CHUYEN XAC PINH KET QUA HOAT PONG KINH DOANH

- Két chuyén doanh thu, chi phi ty dong: Chon menu TAI CHINH- KE TOAN-> Két
chuyén xac dinh két qua hoat dong kinh doanh-> Chon thoi gian <nim>-> Nhan
Téng hop.

- Xoéa két chuyén tu dong tu dong: Dbé khoi phuc dir li¢u khau hao vé trang thai ban
dau—> Chon menu TAI CHINH- KE TOAN-> Két chuyén x4c dinh két qua hoat
dong kinh doanh> Chon thoi gian <nim>-> Nhin Xoa.

- Pé thuc hién chinh xac Két chuyén xac dinh két qua hoat dong kinh doanh - Ké

toan nén lam theo cac budc sau:
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v/ Thiét 1ap tai khoan két chuyén> Poc k§ hudng ddn muc DANH MUC BOI
TUONG- THIET LAP BUT TOAN KET CHUYEN TU BONG.

v/ Khi thiét 1ap but todn két chuyén ty dong. Dung tai khoan chi tiét nao thi thiét
1ap tai khoan d6. Khong thiét 1ap tai khoan tong hop cép trén.

v/ Thi hanh tinh ning TAI CHINH- KE TOAN-> Két chuyén xac dinh két qua
hoat dong kinh doanh. Mdi khi c6 su thay ddi dit liéu hach toan nghi¢p vu
kinh té phat sinh thi phai thi hanh lai tinh ning nay dé cap nhat dir liéu méi
nhat.

8. GIA THANH SAN XUAT THANH PHAM
- Pé tinh gia thanh san xuat thanh pham, ké toan 1am theo cac budc sau:

v Thay doi phuong phép tinh gia thanh san xuat thanh pham: HE THONG->
Thong tin don vi=> Chon TAB Khic—> Thay d6i phuong phap & & Phuong
phap tinh gia thanh.

v'Mé mi d6i tuong theo ddi chi phi: DANH MUC-> CONG TRINH, HQP
PONG, POI TUQGNG CHI PHi KHAC-> Cong trinh, hop dong, dbi tuong
chi phi khac. Poc k¥ huéng dan cach mé ma ddi twong. Chu ¥ cot Tai khoan
chi phi do dang <TT200: 154, TT133: 1548>, Tai khoan gi4 thanh, gid von
san xuat <155>, Loai ddi tugng <Pdi tugng san xuat thanh pham>.

v'M& mi thanh phdm san xuit: DANH MUC-> KHO, VAT TU, THANH
PHAM, HANG HOA-> Vit tu, thanh pham, hang héa. Cha y cot Tai khoan
kho <TT200: 1551, TT133: 155>.

v'Nhap sb du dau ky nam trude: TAI CHINH- KE TOAN-> NHAP SO DU
DAU NAM-> Chi phi do dang thanh pham—> Chon niam, dbi tugng tap hop
chi phi chi phi=> Nhan Thém-> Nhap chi tiét dé dang ting thanh pham->
Nhén Ghi.

v’ Cac phiéu xuat kho nguyén liéu vat tu cho san xuét thanh phAm = Chon ddi
tugng tap hop chi phi & 6 San xuat va nhap tai khoan & 6 Tai khoan chi phi
<621, 623, 627...>. Véi phiéu xac dinh xuat tryc tiép cho thanh pham nao
d6-> Chon ma thanh phim & 6 Thanh pham dé ghi nhan chi phi d6 dich danh

cho san pham can san xuat.
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v/ Thi hanh tinh ning Tinh gia vbn vat tu, thanh pham, hang hoa dé cap nhat chi
phi san xuat thanh pham tir phiéu xuét kho.

v/ Cac phiéu két chuyén lwong hay cac phiéu hach toan c6 lién quan dén chi phi
san xuat thanh phim = Chon ddi twong tdp hop chi phi & 6 San xuit. Véi
phiéu x4c dinh hach toan chi phi tryc tiép cho thanh pham nao d6-> Chon ma
thanh phim ¢ 6 Thanh pham dé ghi nhan chi phi d6 dich danh cho san phdm
can san xuat.

v/ Tinh gi4 thanh san xuét thanh pham trong ky:

= Sau khi mé mi ddi twong va phan bo, tap hop diy du chi phi trong ky
tinh gid thanh theo cac budc trén . Ké toan md ma ky tinh gia thanh
méi: TAI CHINH- KE TOAN- Tinh gia thanh sin xuét thanh
pham—> Chon thang, nim-> Nhin Thém-> Nhap mi, tén ky tinh gia
thanh <Vi dy: T10/2015, Tinh gia thanh thang 10/2015>-> Chon thoi
gian tinh gia thanh <Vi du: t ngay 01/10/2015, dén ngay
31/10/2015>-> Chon d6i tugng san xuat & khung POI TUQGNG TAP
HOP CHI PHi-> Nhép chi tiét thanh pham san xuét trong ky ¢ khung
THANH PHAM SAN XUAT-> Nhép sé du dé dang néu c6 < Gom
cac cot S6 luong do dang, Ty 1& hoan thanh, Thanh tién do dang>->
Nhén Ghi.

= Chon Ky tinh gi4 thanh cin tinh gia thanh san xuat-> Nhén nat 1énh->
1.Két chuyén xuat NVL 152...2> 621 dé thi hanh két chuyén chi phi
tr phiéu xuat kho cho san xuit vao tai khoan chi phi 621,
627...>Nhéan nat 1énh-> 2.Két chuyén chi phi 621...->154 dé thi
hanh két chuyén chi phi san xuat trong ky vao chi phi do dang=> Nhan
nat 1énh—-> 3. Két chuyén gia thanh 154->155 dé thi hanh két chuyén
chi phi d& dang trong ky vao gia thanh san xuAt.

= Nhén Bang phan tich gi4 thanh dé xem bao c4o chi tiét khoan myc chi
phi va gia thanh san xuat cta ky tinh gia thanh.

= Kiém tra gia thanh san xuét trong ky da chinh xac chua.
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v Khi ¢6 sy thay d6i dir liéu lién quan dén chi phi san xuét thanh pham thi can
thi hanh lai cic budc trén dé cap nhat dir liéu méi nhét cho tinh gia thanh san

xudt thanh pham.

9. GIA THANH CONG TRiNH, HOP PONG
- Pé tinh gia thanh cong trinh, hop dong, ké toan 1am theo cac budc sau:

v' M6 mi d6i trong theo ddi chi phi: DANH MUC-> CONG TRINH, HQP
PONG, POl TUQONG CHI PHi KHAC-> Coéng trinh, hop dong, dbi tuong
chi phi khac. Poc k§ hudng dan cach mo ma d6i tuong. Chu cac cot Tai
khoan chi phi d& dang <154>, Tai khoan gi4 thanh, gia von san xuat <632>,
Loai ddi tuong <Pdi tugng cong trinh; Ddi twong hop dong>.

v/ Cac phiéu xuét kho cho cong trinh = Chon d6i tuong & 6 Cong trinh va nhap
tai khoan ¢ 6 Tai khoan chi phi <621, 623, 627...>.

v/ Thi hanh tinh nang Tinh gia vbn vat tu, thanh pham, hang hoa dé cap nhat chi
phi cong trinh tir phiéu xuét kho.

v’ Céc phiéu két chuyén luong hay cac phiéu hach toan c6 lién quan dén chi phi
cong trinh-> Chon ma cong trinh & 6 San xuat.

v/ Thi hanh tinh niang: TAl CHINH- KE TOAN-> Tinh gia thanh cong trinh,
hop dong=> Thi hanh nat 1énh Két chuyén chi phi <Ty dong két chuyén 621,
622, 623, 627> 154>. Néu cong trinh nao quyét toan gia von thi thi hanh
thém nut 1énh Két chuyén gia von> Chon cong trinh can két chuyén gia
vén—> Nhin Két chuyén <Tu dong két chuyén 154> 632 gia von cia cong
trinh>.

v'Khi ¢6 su thay doi dir liéu lién quan dén cong trinh thi can thi hanh lai cac

budc trén dé cap nhat dir liéu méi nhét cho cong trinh.

10.BAO CAO SO SACH KE TOAN
- Chon menu TAI CHINH- KE TOAN-> BAO CAO SO SACH KE TOAN- Chon
bao c4o can xem—> Chon thdi gian-> Nhan Tong hop—> Chon muc bao céo.
- Baéo cdo thué gia trj gia ting> Chon menu TAI CHINH- KE TOAN-> BAO CAO
SO SACH KE TOAN-> THUE CAC LOAI-> Thué gia tri gia ting> Chon thoi
gian> Nhéin Téng hop—> Kiém tra bang ké mua vao ban ra, to khai thué gia tri gia
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ting—> Theo Thong tu méi khong phai ndp bang ké mua vao, ban ra-> Ting tdc do
upload—> LAy sé liéu tong hop nhap vao bang Ké khai thué cia HTKK.

B4o c4o tai chinh bao gdm cac bang: Can dbi tai khoan, Can d6i ké toan, Luu chuyén
tién té, Két qua hoat dong kinh doanh-> Chon menu TAI CHINH- KE TOAN->
BAO CAO SO SACH KE TOAN-> Béo céo tai chinh.

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

Cac bao cao khac trong ty nhu trén.

Ngay in bao cao: Thay d6i ngay ctia may tinh.
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IV. BAN HANG- MA VACH
- Luuy:
v’ Ldp phiéu ban hang sir dung md vach, ban 1é, in tem md vach.

v' Thao tac Thém, Xéa, Sira, Ghi, In, doc ki muc HUONG DAN CHUNG.

1. BAN LE MA VACH

- Chon menu BAN HANG- MA VACH-> Ban 1¢ mi vach-> Nhép thong tin Ca lam
viéc, thu ngan, kho hang...~> Nhan M¢ ca.

- Sau khi mé ca 1am viéc 1ap cac phiéu ban 1é nhap ma hang & 6 Ma vach hang hoa—>
Nhén Tinh tién dé thanh toan.

- Hét ca 1am viéc> Nhan Pong ca lam viéc.

- In lai phiéu tinh tién=> Chon Tab PHIEU TINH TIEN-> Chon phiéu can in lai>
Nhan nut cot In phiéu.

- Bé&o cao doanh thu ban hang theo thu ngdn—-> Chon Quan tri-> B&o cdo doanh thu
theo....

- Thiét 1ap may in phiéu tinh tién-> Chon Quan tri=> Nhan Cai dit may in.

2. IN TEM MA VACH
- In tem ma vach déan 1én san pham=> Chon menu BAN HANG- MA VACH-> In tem
mi vach> Chon Mau tem phu hop=> Nhép sé luong tem can in> Nhap mi san

pham can in> Nhin In.

3. BAN LE HANG HOA

- Chon menu BAN HANG- MA VACH- Ban 1¢ hang h6a=> Nhap thong tin Ca lam
viéc, thu ngan, kho hang...—> Nhan Mo ca.

- Chon thang—> Chon nam—> Chon loai chimg tir lam viéc—> Thao tac Thém, Xda,
Stra, Ghi, In, doc k§¥ muc HUOGNG DAN CHUNG.

- Thao tac lap phiéu ban hang tuwong tu phiéu xuat, nhap kho=> Poc k¥ hudéng dan muc
TAI CHINH- KE TOAN-> PHIEU XUAT, NHAP KHO.

- Thiét 1ap may in phiéu tinh tién> Chon HE THONG-> Thiét 1ap in an.
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4. BANG BAO GIA

- Chon menu BAN HANG- MA VACH- Bang b4o gia—> Chon thang-> Chon nim-=>
Chon loai chung tir lam viéc=> Thao tdic Thém, Xo6a, Stra, Ghi, In, doc k¥ muc

HUONG DAN CHUNG.
5. PON PAT HANG

- Chon menu BAN HANG- MA VACH-> Ban 1¢ hang héa=> Chon thang=> Chon
nam—> Chon loai chung tir lam viéc> Thao tac Thém, Xoa, Stra, Ghi, In, doc k¥

muc HUGNG DAN CHUNG.
6. BAO CAO BAN HANG

- Chon menu BAN HANG- MA VACH-> BAO CAO SO SACH BAN HANG->
Chon béo céo can xem—> Chon thoi gian> Nhan Tong hop~> Chon muc bao cio.

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

1.

4.

Luuy:
v Quan Iy nha hang, khach san, in bill nha hang, khdch san, bar, cafe.
v' Thao tdc Thém, Xéa, Sira, Ghi, In, doc kj muc HUONG DAN CHUNG.

QUAN LY PHONG KHACH SAN

Chon menu KHACH SAN- NHA HANG- Quan 1y phong khach san—=> Nhap thong
tin Ca lam viéc, thu ngan, kho hang...~> Nhin M¢ ca.

Hét ca lam viéc> Nhan Pong ca lam viéc.

In lai phiéu tinh tién=> Chon Tab PHIEU TINH TIEN-> Chon phiéu can in lai>
Nhan nut cot In phiéu.

Bao cao doanh thu ban hang theo thu ngdn—> Chon Quan tri=> Bao cao doanh thu
theo....

Thiét 1ap may in phiéu tinh tién-> Chon HE THONG-> Thiét lap in 4n.

QUAN LY BAN NHA HANG, BAR, CAFE

Chon menu KHACH SAN- NHA HANG- Quan 1y ban nha hang, bar, cafe> Nhap
thong tin Ca lam viéc, thu ngan, kho hang...-> Nhin Mo ca.

Hét ca 1am viéc—> Nhéan Pong ca 1am viéc.

In lai phiéu tinh tién=> Chon Tab PHIEU TINH TIEN- Chon phiéu can in lai>
Nhan nut cot In phiéu.

Bao cao doanh thu ban hang theo thu ngdn-> Chon Quan tri=> Bao cdo doanh thu
theo....

Thiét 1ap may in phiéu tinh tién-> Chon HE THONG-> Thiét lap in 4n.

BAO CAO SO SACH KHACH SAN, NHA HANG

Chon menu KHACH SAN- NHA HANG-> BAO CAO SO SACH KHACH SAN,
NHA HANG-> Chon bao céo can xem-> Chon thdi gian> Nhan Tong hop~> Chon

muc bao cao.
Ngay in bao cao: Thay doi ngdy ciia may tinh.

DANH MUC PHONG, BAN... KHAC
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Mo mi khu vuc quan 1y> Chon menu DANH MUC-> KHU VUC, TANG,
PHONG, BAN-> Khu vyc quan 1y.

M¢é ma téng, sanh quan ly=> Chon menu DANH MUC-> KHU VUC, TANG,
PHONG, BAN-> Tang, sanh quéan Iy.

MG ma phong, ban=> Chon menu DANH MUC—> KHU VUC, TANG, PHONG,
BAN-> Phong nghi, ban nha hang.

Thao tac Thém, Xoa, Stra, Ghi, In, doc ky muc HUONG DAN CHUNG.
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VI. NHAN SU- TIEN LUONG
- Luuy:
v' Ma doi twong khéng qud 20 ky tw, khéng dau, khéng khodang cdch, tén doi
twong khong qud 255 ky tw. M6 ma doi twong trude khi nhdp sé dw dau ky.
v' Thao tac Thém, Xoa, Sira, Ghi, In, doc ky muc HUONG DAN CHUNG.

1. DANH MUC NHAN VIEN
- Mo ma nhan vién: Chon menu DANH MUC- NHAN VIEN, CHUC VU, PHONG
BAN-> Nhan vién.
- Céc cot can chu ¥ khi nhap liéu:
v' M3 bo phan, phong ban: Néu mudn quéan 1y hd so nhan vién. Khi mé mé nhan
vién cot nay bat budc phai nhap~> Chon menu DANH MUC-> NHAN
VIEN, CHUC VU, PHONG BAN-> B phan, phong ban.
v' M3 chitc vu: Néu mudn quan 1y hd so nhan vién. Khi mé mi nhan vién cot
nay bat budc phai nhap~> Chon menu DANH MUC-> NHAN VIEN, CHUC
VU, PHONG BAN- Chtc vu.

2. DANH MUC KHOAN LUONG, PHU CAP KHAC
- M0 mi cac khoan luwong, phu cdp: Chon menu DANH MUC-> LUONG, CHAM
CONG~> Khoan luong, phu cip khac. Khi c6 mot bang thanh toan loai phu cap
mé&i-> Mo khoan phu cdp méi trong tinh ning nay.
- Céac cdt can chu ¥ khi nhap liéu:

v’ Loai khoan luong, phu cdp khac: Quy dinh d6 1a khoan luwong hay 1a phu cap.

3. HO SO NHAN VIEN

- Cap nhat hd so nhan vién: Chon menu NHAN SU- TIEN LUONG-> H6 so nhan
vién-> Giao dién m&i hién ra-> Chon nhan vién dé sira doi thong tin chinh.

- Céc ho so khac nhu khen thuong, ky luat, dao tao, tuyén dung=> Chon menu NHAN
SU- TIEN LUOGNG-> Chon tinh ning twong tng dé cip nhat dit liéu.

4. LUONG- CHAM CONG

- Bang cham cong: Chon menu NHAN SU- TIEN LUONG-> Béng cham cong=>
Giao dién moi hién ra> Chon Thang—> Chon B phan, cong trinh—> Nhan Thém->
Nhép thong tin> Nhan Ghi. Néu mudn 14y danh sich nhan vién tir danh muc->
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Chon nut Cong cu <biéu tugng hinh banh rang>-> Chon Dé)ng bo danh muc nhan

vién tu bo phan.

Béng luong: Chon menu NHAN SU- TIEN LUGNG-> Bang luong-> Giao dién méi

hién ra> Chon Thang-> Chon Bé phan, céng trinh> Nhin Thém-> Nhap thong

tin> Nhan Ghi. Néu mudn léy danh sach nhan vién tr danh muc hodc tir bang chidm

cdng-> Chon nut Cong cu <biéu twong hinh banh ring>-> Chon Pdong bé danh muc

nhan vién tir bd phan hoic Pong bd danh muc nhan vién tir bang cham cong.

Khi mé ma b phan hay ddi twong cong trinh, san xuat—=> Chon cot Loai bang luong.
v'Bang luong don gian: Gom cac cot sé cong, tién luong. Dung t6t cho cac

doanh nghiép xay dung thanh toan luong cong nhan thoi vu.

v'Bang luong co ban: Gom céac ¢t sd cong, tién luong co ban <luong dong
BHXH>, luong trach nhiém, cac khoan giam trt <BHXH, BHYTE,
BHTN...>, tam ng, thanh toan. Dung t6t cho bd phan van phong c6 dong
day du cac loai bao hiém theo Phap luat Viét Nam.

v Bang luong nang cao: Ngoai cic cdt nhu bang luong co ban con ¢ thém cot
hé s, phu cép chirc vu. Dung tét cho cac doanh nghiép c6 mé hinh nhu Nha
nuéc tinh luong theo hé sb.

Céc bang phu cip nén 1ap bang doi=> Chon menu NHAN SU- TIEN LUONG->
Béang phu cap <bang riéng>-> Giao dién mdi hién ra> Chon Thang-> Chon Bo
phan, cong trinh-> Nhan Thém-> Nhap thong tin> Nhan Ghi. Mo thém cac khoan
phu cdp=> Poc k§ muc NHAN SU- TIEN LUONG-> KHOAN LUONG, PHU
CAP KHAC.

Khi c6 thay ddi vé mirc BHYT, BHXH, BHTN, ké toan can cap nhat lai murc 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 dién méi hién ra> Panh dau hay bo danh dau vao
nhan vién mudn in> Nhap thong tin> Nhan In cam két.

In hang loat hop dong <khéng qua quan 1y hd so nhan vién>: Chon menu NHAN
SU- TIEN LUONG- Hop dong lao dong <In lién tuc>-> Giao dién méi hién ra>

28



VIETSTAR.NET 2019 HOTLINE: 0919.418 438

DPénh diu hay bo danh diu vao nhan vién muén in> Nhap thong tin> Nhan In hop
dong.

6. BAO CAO NHAN SU', TIEN LUONG

- Cung cip cac bdo cdo vé quan 1y nhin sy nhu thu nhap nhén vién, hd so khen
thudng, ky luat, qua trinh dao tao, tai nan lao dong: Chon menu NHAN SU- TIEN
LUONG- Bio céo can xem—> Chon thoi gian> Nhéan Téng hgp~> Chon muc can

Xem bao cao.
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VII. THONG TIN PON VI

Chon menu HE THONG-> THONG TIN PON VI> Nhip tén va mat khau nguoi
quan tri <mic dinh ngudi dung 1a ADMIN, mat khau 2006>-> Nhin Kiém tra=>
Nhép théng tin> Nhén Ghi.

Thay d6i cac thong tin nhu Tén doanh nghiép, dia chi, tén giam ddc, ké toan, phuong

phap tinh gia von hang ban, phuong phap khiu hao.

VIII. PINH DANG IN AN, NGAY, GIO, SO, FONT CHU

Pinh dang in, 4n bao cao. Cung cip cach in phiéu thu, chi mét lién, hai lién, phiéu
xuat, nhap kho gid von, gia ban, c6 thué, khong thué, cai dit may in Bill, dinh dang
$0, ngdy, gio trén bdo cdo: Chon menu HE THONG- Thiét 1ap in An> Nhap thong
tin> Nhan Luu.

Dinh dang Font chit: Chon menu HE THONG> Pinh dang h¢ théng.

IX. QUAN TRI HE THONG

1.

TAI KHOAN NGUOI DUNG

Thém méi: Chon menu HE THONG- Tai khoan ngudi ding—> Chon tai khoan cap
cha mudn tao tai khoan céip con mgi—> Chon Tao mdi nguodi dung—> Nhap tén va mat
khau tai khoan cdp cha=> Nhin Kiém tra> Giao dién moi hién ra=> Nhap thong
tin> Nhan Tao mdi.

Thay dbi mat khau: Chon tai khoan muén thay d6i mat khdu-> Nhap mat khau ci—>
Nhén Kiém tra-> Giao dién méi hién ra=> Nhép thong tin> Nhan Thay doi.

X6a tai khoan: Chon tai khoan muén x6a—> Nhan Xoa tai khoan—> Nhap tén va mat
khau quyén ADMIN hoic tai khoan cap cha ciia tai khoan mudn x6a=> Nhan Kiém
tra-> Nhan OK.

Phan quyén: Chon tai khoan mudn phan quyén-> Nhap tén va mat khau quyén
ADMIN hoic tai khoan cap cha cia tai khoan mudn phan quyén—> Nhéan Kiém tra=>
Giao dién méi hién ra> Péanh dau hay bo danh dau céc tinh ning mubn phan
quyén-> Nhén Luu.

Thay d6i dia chi Email nhan lai mat khau khi quén mat khau=> Chon tai khoan muén

thay d6i dia chi Email-> Chon Thay doi thong tin khac=> Nhap tén va mat khau tai
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khoan thay d6i Email=> Nhan Kiém tra> Giao dién méi hién ra> Nhin nat Miii tén
& 6 Email> Lam theo céc budc tiép theo.

- Khi chay va ding nhap phan mém néu quén mat khau> Nhan nat Mili tén & 6 Mat
khau=> Nhép dia chi Email d3 ding ky khoi phuc mat khiu—> Mé hop Email nhén lai

mat khau duogc khéi phuc méc dinh.

2. KIEM TRA DU LIEU

- Qua trinh nhap li¢u co thé ¢6 sai sét. Vi du nhu hach toan nhidm vao tai khoan téng
hop cip trén <chi duoc phép hach toan tai khoan chi tiét st dung>, phiéu xuat 4m
kho. Tinh nang nay gitp ké toan phat hién ra cac ching tir sai sot khi hach toan, xuat

nhap kho: Chon menu QUAN TRI-> Kiém tra dit liéu> Chon muc cin kiém tra.

3. QUANLY CHUNG TU

- Sap xép lai sd chimg tir khi nhap liéu sé ching tir khong xép theo thir tu ting dan
theo ngay thang < tinh nang nay lam thay doi s6 chung tir, can nhac trude khi sap xép
lai, khong thé phuc hdi dugc sé chung tir khi da sip xép lai chung tir. Khong dung
tinh ning nay cho doanh nghiép hach toan chung tir ké toan thuc té hang ngay>->
Chon menu QUAN TRI-> Quan ly chimg tir=> Chon Sip xép ching tir> Nhap tén
va mat khau nguoi quan tri <mic dinh ngudi dung 13 ADMIN va mat khau 2006>->
Nhéan Kiém tra> Giao dién méi hién ra> Chon Thang—> Chon Loai chimg tir can
sap xép—> Nhén Sip xép.

- Chuyén chtng tir khi c6 sai s6t 1ap phiéu nham thang, nham loai ching tir <Vi du
Phiéu TTM thang 3 1am nhdm vao thang 2; Phiéu TTM nhap nham vio CTM>->
Chon menu QUAN TRI-> Quaén 1y chtng tir> Chon Chuyén ching tir=> Nhap tén
va mat khau nguoi quan tri <mdic dinh ngudi dung 13 ADMIN va mat khau 2006>->
Nhén Kiém tra=> Giao dién mdi hién ra> Chon Thang, Loai ching tir gbc> Chon
Thang, Loai chimg tir can chuyén dén-> Check vao danh sach ching tir can chuyén &
¢ot Chuyén-> Nhéan Chuyén doi.

4. CHUYEN SO DU SANG NAM SAU

- Khi két thiic ndm tai chinh dé tao nim hoat dong méi va chuyén sé du sang nim ké
tiép: Chon menu QUAN TRI=> Chuyén s6 du sang nim sau=> Nhap tén va mat khau
ngudi quan tri <mdc dinh nguoi ding 14 ADMIN va mat khau 2006>-> Nhan Kiém

31



VIETSTAR.NET 2019 HOTLINE: 0919.418 438

tra> Hop thoai x4ac nhan hién ra> Nhan OK. Sau khi chuyén sb du xong, ké toan c6
thé vao nam hoat dong trudc d6 thay doi dir liéu, nhung phai thi hanh lai tinh ning

nay dé phan mém chuyén s6 du dugc cap nhiat méi nhat sang nam sau.
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X. QUAN LY DU LIEU

Luu y:
v’ Binh ky nén thuc hién tinh nang sao luu dir liéu, dam bao an toan cho dir liéu
khi xay ra sy co ngoai mong muon.

v Tinh nang phuc hoi dit lidu tuyét doi can than. Yéu cau ¢é trinh do tin hoc.

KHOA DU LIEU

Khoa dir li¢u tirng thang va tung loai chung tir khong cho thanh vién khéc chinh stra
- Chon menu HE THONG- QUAN LY DU LIEU-> Phuc hoi dir liéu=> Nhép tén
va mat khau nguoi quan tri <mic dinh ngudi dung 13 ADMIN va mat khau 2006>->
Nhan Kiém tra-> Giao dién méi hién ra>PDanh dau hay khong danh du dir liéu can

khoa khong cho chinh stta=> Nhan Luu.

SAO LUU DU LIEU

Cach 1: Thoat phan mém dang sir dung & tit ca cac may—> Trén MAY CHU chura di
liéu> Tim thu muc DU LIEU KE TOAN_KHONG XOA <Thudng nam & 6 D hoic
E>> Copy 2 file dit ligu c6 tén TAX xxx vi du TAX 5800750579 va
TAX 5800750579 _Log-> Luu vao thu muc khac.

Cach 2: Chon menu HE THONG-> QUAN LY DU LIEU- Sao luu—> Chon file dit
liéu can sao luu & 6 Dit liéu> Chon duong dan luu file sao luu & 6 Thu muc=> Néu
mudn dit mat khau cho file sao luu tranh truong hop ngudi khac truy cap khoéng cho
phép thi nhap mat khau ¢ 6 Mat khau=> Nhan Sao luu. Sau khi sao luu xong thi file
sao luu c6 dudi .bak <Vidu TAX 5800750579.bak>.

Dé an toan hon hdy copy file sao lwu sang thiét bi luwu triv khéc vi du nhw é cieng

di dong, luu triv file sao lwu lén mang nhw gmail, yahoo mail.

PHUC HOI DU LIEU

Luu y: Nén thi hanh sao lwu div liéu truwée khi thuwe hién cdc bwéc phuc héi div
liéu .

Phuyc hoi dir liéu: Chi nén diung cho trudng hop lay dir liéu tir may dang nhap liéu
sang mdy tinh khac dé xem va kiém tra (I1iy vé LAPTOP dé xem). Tuyét d6i can than

v6i tinh nang phuc hoi dir lidu. Vi thao tac nay s& chép dé nén file dit liéu trude do.
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Trudc khi phuc hdi dit liéu ban can thuc hién budce sao luu dit liéu dé dam bao an
toan dir liéu do phuc h6i nham dit liéu.

- Yéu cau biét k¥ ning tin hoc.

- Sau déy 13 vi du cho viéc phuc hdi dit liéu tir may tinh dé ban<MAY BAN: dit liéu
ngudn can lay> sang may tinh xach tay <LAPTOP: may dich dung dé xem dir liéu
méi nhat tr MAY BAN lay sang>. Hiy lam tuan tu cic budc sau:

a. Cach 1:

v'B1: Trén MAY BAN-> Tim thu myc DU LIEU KE TOAN_KHONG XOA
<Thudng nam & 6 D hodc E>-> Copy 2 file dit liéu c¢6 tén TAX xxx vi du
TAX_ 5800750579 va TAX 5800750579 Log va 6 USB.

v'B2: Cam 6 USB vao LAPTOP-> Copy 2 file dit liéu trén USB vao thu muc
DU LIEU KE TOAN_KHONG XOA trén may LAPTOP.

b. Cach 2:

v'Bl: Sao luu dir liéu trén MAY BAN-> Chay phan mém trén MAY BAN->
Ping nhap vao phan mém-> Chon menu HE THONG-> QUAN LY DU
LIEU-> Sao luu—> Giao dién méi hién ra=> Chon file dit liéu—> Chon duong
dan sao luu vao thu muc DU LIEU KE TOAN_KHONG XOA-> Nhin Sao
luu.

v'B2: Cam 6 USB vao MAY BAN-> Copy dir liéu=> Vao thu muc DU LIEU
KE TOAN_KHONG XOA copy dir liéu c¢6 tén TAX_xxx .bak <xxx la ma s6
thué doanh nghiép> vao 6 USB.

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

v'B4: Phyc hbi dit liéu vao may LAPTOP-> Chay phan mém trén MAY BAN->
Ping nhap vao phan mém-> Chon menu HE THONG-> QUAN LY DU
LIEU-> Phyc héi dit liéu> Nhap tén va mat khau ngudi quan tri <mic dinh
nguoi dung 13 ADMIN va mat khau 2006>-> Nhan Kiém tra-> Giao dién
m&i hién ra—> Chon file phuc hdi méi copy tu USB vao thu muc DU LIEU
KE TOAN_KHONG XOA ¢ 6 File phuc hoi=> Chon file bi chép dé ¢ 6 File
phuc hdi dén-> Nhan Phuc hoi> Hop thoai xuét hién nhian OK néu muén

phuc hoi dir ligu.
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X1. HUONG DAN PHAN HE

Luu y:

v Doc kj huwéng dan cdac phan hé.

1. PHAN HE KHO

v/ Bl: Mé mai vat tu, thanh pham, hang h6a=> Poc ki muc II. DANH MUC POI

TUONG- 3. VAT TU, THANH PHAM, HANG HOA.

Luu y: Khi mé ma = Chon tai khodn twong itng véi nguyén vit liéu, thanh pham,
hang hoa...<152, 155,156...> o cot Tai khoan kho.

B2: Nhap sb du dau ky> Poc ky muc 11l. TAl CHINH- KE TOAN-> 1. NHAP
SO DU PAU KY= Vit tu, thanh pham, hang héa.

B3: Lap phiéu xuat, nhap kho=> Poc k§ muc 11l. TAI CHINH- KE TOAN- 3.
PHIEU XUAT, NHAP KHO.

Luu y: Khi xudt kho = Chon tai khodn chi phi twong itng véi xudt ban, xudt san
xudt...<632, 621...> & 6 Tai khodan chi phi. Néu phiéu thu, chi, hach toan khac
dinh kém phiéu xudt, nhdp kho > Poc kj muc |1l. TAl CHINH- KE TOAN > 2.
PHIEU THU, CHI, HACH TOAN KHAC.

B4: Tinh gia vén phiéu xuit kho> Poc k§ muc I1l. TAI CHINH- KE TOAN-> 7.
TINH GIA VON VAT TU, THANH PHAM, HANG HOA.

Luu y: Khi ¢é thay doi vé sé dw dau ky, phiéu xudt, nhdp kho = Thi hanh lai tinh
nang nay. Pé tra vé dir liéu thé ban dau chwa tinh gid von = Chon Nim = Nhan
nat Xoa.

B5: Béao céo s6 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 c40~> Giao dién méi hién ra-> Chon Thoi gian—> Nhan Téng hop—>
Chon muc can xem. Giao dién méi néu c6 nut Cong cu=> Cho phép xem bao co
theo nhiéu yéu t6. Giao dién méi néu c6 cac TAB nhu Bang tong hop, Bang ké
chi tiét> Chon TAB can xem—> Cho phép xem bio cio theo Bang tong hop,
Béng ké chi tiét...

B6: Sur dung tinh ning QUAN TRI-> Kiém tra dit liéu> Chon muc can kiém

tra> Kiém tra sai sot khi nhap liéu.
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2. PHAN HE CONG NOQ

v' B1: Mo mi nhén vién, khach hang, nha cung cdp~> Poc k§ muc II. DANH MUC
DPOI TUONG- 3. NHAN VIEN, KHACH HANG, NHA CUNG CAP.

v’ B2: Néu c6 quan 1y cong ng Cong trinh, hop dong=> M mi cong trinh, hop
déng> Poc ky muc II. DANH MUC POI TUGNG-> 4. CONG TRINH, HGP
PONG, POI TUONG CHI PHI KHAC.

v' B3: Nhép s6 du dau ky=> Poc ki muc 11l. TAI CHINH- KE TOAN-> 1. NHAP
SO DU PAU KY-> Céng ng.

v' B4: Lap phiéu thu, chi, hach toan khiac> Poc k¥ muc Ill. TAl CHINH- KE
TOAN-> 2. PHIEU THU, CHI, HACH TOAN KHAC.

Luwu y: Khi lgp phiéu chon diing md nhén vién, khdach hang, nha cung cdp. Néu ¢é
qudn 1y cong trinh, hop dong thi nhdp thém ma céng trinh, hop dong & é Sdn
xudt.

v' B5: Bio cdo s6 sach cong ng-> Chon Menu TAI CHINH- KE TOAN-> BAO
CAO SO SACH KE TOAN-> Céng ng d6i tugng=> Giao dién méi hién ra>
Chon Thoi gian> Nhén Toéng hop=> Chon muc can xem. Giao dién méi néu cé
nat Céng cu=> Cho phép xem bao cdo theo nhiéu yéu t6. Giao dién méi néu c6
cac TAB nhu Bang tong hop, Bang ké chi tiét=> Chon TAB can xem=> Cho phép
xem bao cdo theo Bang tong hop, Bang ké chi tiét. ..

v B6: St dung tinh ning QUAN TRI-> Kiém tra dit liéu=> Chon muc can kiém
tra> Kiém tra sai sot khi nhap liéu.

3. PHAN HE TAI SAN, CONG CU

v Bl: M6 mi tai san, cong cu=> Poc kj muc II. DANH MUC BPOI TUQONG- 5.

TAI SAN, CONG CU.
Luu y: Khi mé mda=> Nhdp cdc c¢ét Nguyén gid, Gid tri dau nam <Néu tai sin
mua méi trong ndm thi Gid tri dau nam=Nguyén gia>, Ty 1é khdu hao nam, Tién
khdu hao nam <Tong nguyén gid/Sé nam sir dung>, Tai khodn nguyén gid, Tai
khodn khau hao, Tai khodan chi phi <623,627,641,642... chi nhdp khi tai san su
dung cho duy nhdat mét doi twong chi phi san xudt, cong trinh. Néu khong thi ti

hach todn biit todn phdn bé khdu hao dwa trén Bdang khdu hao>, Poi tuwong chi
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phi <Chi nhdp khi tai san sir dung cho duy nhdt mét doi twong chi phi san xudt,
cobng trinh>,

v' B2: Nhép s6 du dau ky-> Chon Menu TAI CHINH- KE TOAN-> NHAP SO DU
DAU NAM- Tai san, cong cu=> Nhin Thém—> Nhép s6 du cho cac tai san nim
truéc chuyén sang—> Nhan Ghi.

Luwu y: Khi ¢6 sira thong tin o danh muc tai san, cong cu = Chon lai ma tai san o
nhdp s6 dw dau ky tai san > Dé cdp nhdt lai théng tin méi.

v' B3: Lap phiéu ting, giam, stra chita tai san, cong cu> Poc k§ muc I1l. TAI

CHINH- KE TOAN- 4. PHIEU TANG, GIAM, SUA CHUA TAI SAN, CONG
CU.
Luwu y: Khi co6 sira thong tin ¢ danh muc tai san, cong cu = Chon lai ma tai san ¢
phiéu ting, giam, sika chita tdi san, cong cu = Pé cdp nhdt lai thong tin méi. Néu
phiéu thu, chi, hach toan khac dinh kem phiéu tang, giam, swa chita tai san, cong
cu= Poc ky muc 111, TAI CHINH- KE TOAN—=> 2. PHIEU THU, CHI, HACH
TOAN KHAC.

v B4: Tinh khéu hao tai san, cong cu=> Poc kj muyc I111. TAI CHINH- KE TOAN->
6. TINH KHAU HAO, PHAN BO TAI SAN, CONG CU.

Luu y: Khi ¢6 thay d6i vé sé dw ddu ky, phiéu tang, giam, sita chita tai san, cong
cu=> Thi hanh lgi tinh ndng nay. Dé tra vé dir liéu thé ban dau chwa tinh gid
von = Chon Nam = Nhan niit Xoa.

v’ B5: B4o c4o s6 sach tai san, cong cu~> Chon Menu TAI CHINH- KE TOAN-
BAO CAO SO SACH KE TOAN-> Tai san, cong cu> Giao dién méi hién ra>
Chon Thoi gian> Nhéan Toéng hop~> Chon muc can xem. Giao dién méi néu c6
nat Coéng cu=> Cho phép xem bao cao theo nhiéu yéu td. Giao dién méi néu cd
cac TAB nhu Bang tong hop, Bang ké chi tiét-> Chon TAB can xem=> Cho phép
xem bao cdo theo Bang tong hop, Bang ké chi tiét. ..

v' B6: Sir dung tinh ning QUAN TRI-> Kiém tra dir litu=> Chon muc can kiém

tra> Kiém tra sai sot khi nhap liéu.
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4. PHAN HE THUE <VAT>

v' Bl: Lap phiéu thu, chi, hach toan khiac> Poc k¥ muc Ill. TAl CHINH- KE

TOAN-> 2. PHIEU THU, CHI, HACH TOAN KHAC.
Luwu y: Ban hang thu bang tién mat dimg loai chirng tir Thu tiéen mdat <TTM>.
Ban hang cong no dung logi chung tw Phai thu khdach hang <PTK>. Mua hang
bang tién mdt ding loai chimg tir Chi tien mdt <CTM>. Mua hang céng no ding
loai chirng tir Phdi tra khdach hang <PKH>. Cdc phiéu hach todn = Nhdp Ki hiéu
héa don, S6 héa don, Thué sudt.Phiéu hach toan gﬁm nhiéu héa don dung TAB
Chi tiét nhieu héa don=> Ké khai nhiéu héa don. Céac héa don hach todn néu
thiéu tai khoan thué 1331, 3331, thiéu thué sudat=> Khong hién thi trén bang ké
chi tiét mua vao, ban ra.

v’ B2: Bao cao s6 sach thué gia tri gia ting> Chon Menu TAI CHINH- KE
TOAN-> BAO CAO SO SACH KE TOAN-> THUE CAC LOAI-> Gia tri gia
tang—> Giao dién mai hién ra—> Chon Thoi gian—> Nhan Téng hop—~> Chon muc
can xem. Giao dién méi néu c6 niit Cong cu=> Cho phép xem bao co theo nhiéu
yéu t6. Giao dién méi néu co cac TAB nhu Bang tong hop, Bang ké chi tiét>
Chon TAB cian xem—> Cho phép xem béo céo theo Bang tong hop, Bang ké chi
tiét...

v' B3: Sir dung tinh ning QUAN TRI-> Kiém tra dir lieu=> Chon muc can kiém

tra=> Kiém tra sai sot khi nhap liéu.

5. PHAN HE GIA THANH CONG TRINH, HOP PONG

v/ Bl: M& mi cong trinh, hop dong> Poc ky muc II. DANH MUC BOI
TUQNG- 4. CONG TRINH, HGP DONG, POI TUGNG CHI PHI KHAC.

Luwu y: Khi mo ma = Nhdp cac cot Tai khoan chi phi do dang <154>, Tai khodn
gid thanh, gid von san xudt <632>, Logi déi twong <Poi twong cong trinh; Poi
twong hop dong>.

v' B2: Nhap s6 du dau ky=> Chon Menu TAI CHINH- KE TOAN-> NHAP SO DU
DAU NAM-> Chi phi do dang 154, 241... cong trinh, hop ddng, dbi tuong chi
phi khdc = Nhan Thém-=> Nhap s6 du cho cac cong trinh nim trudc chuyén
sang—> Nhan Ghi.
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v' B3: Lap phiéu xut kho nguyén vat liéu cho cong trinh> Doc k§ muc I1I. TAI

CHINH- KE TOAN- 3. PHIEU XUAT, NHAP KHO.

Luwu y: Chii y nghiép vu hach todan dinh kém phiéu xudt, nhdp kho.

Khi lGp phiéu xudt kho = Chon md céng trinh, hop dong & é San xudt = Tuy theo
yéu t6 xudt kho = Chon tai khoan <621, 627...> ¢ é Tai khodn chi phi.

v' B4: Lap phiéu hach toan chi phi cho cong trinh, hop ddng=> Poc k§ muc 111. TAI
CHINH- KE TOAN- 2. PHIEU THU, CHI, HACH TOAN KHAC.

Luwu y: Khi ldp phiéu hach todn cdc nghiép vu nhie phdn bé khdau hao, két chuyén
liwong, héa don chi phi NVL, NC, MTC, SX truec tiép cho céng trinh, hop dong >
Chon md céng trinh, hop dong ¢ 6 San xudt.

v' B5: Tinh gia thanh cong trinh, hop dong=> Poc k= PHAN IlI. TAl CHINH-
KE TOAN-> 10. TINH GIA THANH CONG TRINH, HOP DONG.

Luwu y: Khi ¢6 thay doi vé so dw dau ky, phiéu xudt kho, phiéu hach todn chi
phi = Thi hanh lai tinh ndng nay. Pé tra vé dir liéu thé ban dau chwa tinh gid
von = Chon Niam = Nhan niit Xoa.

v' B6: B4o c4o s6 sach gia thanh cong trinh hgp dong=> Chon Menu TAI CHINH-
KE TOAN-> BAO CAO SO SACH KE TOAN-> Chi phi 154, 241... cong trinh,
hop dong, ddi tugng chi phi khic> Giao dién méi hién ra> Chon Thoi gian>
Nhan Téng hop~> Chon muc cin xem. Giao dién médi néu c6 nat Céng cu=> Cho
phép xem béo cdo theo nhiéu yéu t6. Giao dién méi néu co cac TAB nhu Bang
tong hop, Bang ké chi tiét> Chon TAB cin xem—> Cho phép xem bao céo theo
Bang tong hop, Bang ké chi tiét. ..

v' B7: St dung tinh nang QUAN TRI> Kiém tra dix liéu~> Chon muc can kiém

tra> Kiém tra sai sot khi nhap li¢u.

6. PHAN HE GIA THANH SAN XUAT THANH PHAM
v' Bl: M6 mi san xuit thanh phim-> Poc k¥ muc II. DANH MUC BOI TUQONG->
4. CONG TRINH, HOP PONG, POI TUONG CHI PHI KHAC.
Luwu y: Khi mo md =2 Nhdp cdc cot Tai khoan chi phi do dang <154>, Tai khoadn
gid thanh, gid von san xudt <155>, Loai déi twong <Poi twong san xudt thanh

pham>.
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v' B2: Nhip sb du dau ky> Chon Menu TAI CHINH- KE TOAN-> NHAP SO DU
DAU NAM-> Chi phi do dang thanh phdm—> Nhian Thém—> Nhép sé du cho cac
thanh phdm nim truéc chuyén sang—> Nhan Ghi.

v' B3: Lap phiéu xuét kho nguyén vat liéu cho san xuit thanh pham=> Doc k§ muc
I11. TAI CHINH- KE TOAN-> 3. PHIEU XUAT, NHAP KHO.

Luwu y: Khi ldp phiéu xudt kho = Chon md déi twong san xudt & 6 San xudt = Tuy
theo yéu t6 xudt kho = Chon tdi khodn <621, 627...> & 6 Tai khoan chi phi.

v' B4: Lap phiéu hach toan chi phi cho cong trinh, hgp dong=> Poc ki muc 111. TAI
CHINH- KE TOAN- 2. PHIEU THU, CHI, HACH TOAN KHAC.

Luwu y: Khi ldp phiéu hach todn cac nghiép vu nhw phan bé khdu hao, két chuyén
lwong, hoa don chi phi NVL, NC, MTC, SX truc tié'p cho doi tuwong san xudt >
Chon ma doi tuwong san xudt ¢ 6 San xudt.

v/ B5: Tinh gia thanh san xuat thanh pham=> Poc k¥ muc Ill. TAI CHINH- KE
TOAN-> 9. TINH GIA THANH SAN XUAT THANH PHAM.

Luwu y: Khi ¢é thay déi vé so6 dw dau ky, phiéu xudt kho, phiéu hach todn chi
phi = Thi hanh lai tinh ndng nay. Pé tra vé dir liéu thé ban dau chwa tinh gid
von = Chon Nam = Nhan nit Xoa.

v' B6: Sir dung tinh ning QUAN TRI® Kiém tra dit liéu> Chon muc can kiém

tra> Kiém tra sai s6t khi nhép liéu.

7. PHAN HE KE TOAN TONG HQP

v Bl: M& mi tai khoan> Poc k§ muc II. DANH MUC DOI TUONG- 1. TAI
KHOAN.,
Luwu y: Méi tai khodn ngdn hang mé mét tai khoan méi <1121-01: Tai khodn
ngdn hang Nong nghiép- 5400205191908> 2 Khi mo ma > Check vao cot Tai
khodn quy <111, 112...>= Chon cdp 3= Tai khodn cdp trén 1121 > Mirc uu
tién No cot Mire wu tién <No/ co>. Voi cdc tai khoan cong no = Check vao cot
Tai khoan céng no <131, 331...>. Véi cdc tai khoan cdp trén tong hop = Khong
s dung khi hach toan truc z‘ié'p <111, 112;642....> 2 Bo Check ¢ cot Sur dung.

v' B2: Nhap s6 du dau ky=> Chon Menu TAI CHINH- KE TOAN-> NHAP SO DU
DAU NAM-> Chon cac Menu sé du can nhdp < Tai khoan; Cong ng khach hang,
cong trinh, hop dong, d6i twong khac; Bang can dbi tai khoan; Bang két qua hoat
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dong kinh doanh; Bang luu chuyén tién té...>=> Nhin Thém-> Nhép s6 du nim
truéc chuyén sang—> Nhan Ghi.

v/ B3: Thiét lap But toan két chuyén ty dong, Béo cdo tai chinh < Bang can d6i tai
khoan; Bang két qua hoat dong kinh doanh; Bang luu chuyén tién té...>-> Mic
dinh phan mém d4 thiét 1ap sin-> Tuy nhién néu c6 thém céc tai khoan méi hoic
thay dbi cach iy vao cac chi tiu> Poc ky muc II. DANH MUC DPOI
TUONG- 10. THIET LAP BUT TOAN KET CHUYEN TU BDONG; 11. THIET
LAP BAO CAO TAI CHINH.

v' B4: Lap phiéu thu, chi, hach toan khiac> Poc k§ muc Ill. TAl CHINH- KE
TOAN-> 2. PHIEU THU, CHI, HACH TOAN KHAC.

Luwu y: Hach todn vao tai khodn tiéu khodn chi tiét sir dung = Khéng hach todn
tai khodn cdp trén tong hop. Vi du nghiép vu chi tién hach todn vao 1111, khéong
hach toan vao tai khoan 111.

Khi Idp phiéu thu, chi, hach toan khéc = Chon Thing = Chon Logi chimg tir phil
hop voi nghiép vu.

Nghiép vu thu tién mdt <Ng' 1111/ Cé cdc tai khodn...> bao gom Ban hang thu
tién ngay, Thu tam vmg... = Chon Loai chimg tir TTM.

Nghiép vu Ban hang chwa thu tien <Ng 131/ C6 céc tai khoan 511...> = Chon
loai chung tw PTK.

Nghiép vu chi tien mdt <No cdc tdi khoan.../ C6 1111> bao gém Mua hang tra
tien mdt, chi lwong, chi tam vng... 2 Chon loai chitng tir CTM.

Nghiép vu Mua hang chuwa tra tien <No 156, 152,642,621.../ Cé 331> > Chon
loai chung tw PKH.

Cdc nghiép vu tien guti 2 Chon logi TTG: Thu tién guti <Bdao co, No 112/ Co cac
tai khoan...>; CTG: Chi tién guri <Bao no; No cdc tai khoan.../ Co 112>.

Cdc nghiép vu tong hop <Khdu triv thué VAT: Két chuyén lwong...> khong lién
quan toi cac nghiép vu trén = Chon Logi ching tw HTK: Hach toan khac.

Cdc nghiép vu Két chuyén gid von <Ng 621;632.../ C6155;156...>; Két chuyén
doanh thu, chi phi <N¢ 911/ C6 632,642,811...; No 511,515,711.../ Co 911> >
Khong phai hach toan.
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v' B5: Hoan thanh bd Bao c4o tai chinh—> Thi hanh két chuyén theo tht tw> Tinh
gia von vat tu, thanh pham, hang hoa <Néu khong c6 xuat nhap kho thi khong can
thi hanh tinh ning nay>-> Tinh gi4 thanh san xuit thanh pham <Néu khong co
san xuét thanh phim thi khong phai thi hanh tinh ning nay>-> Tinh gia thanh
cong trinh, hgp déng <Néu khong c6 theo ddi chi phi cong trinh, hop dong thi
khong phai thi hanh tinh ning nay>-> Két chuyén xac dinh két qua hoat dong
kinh doanh.

Bao cdo sO sach ké toan> Chon Menu TAI CHINH- KE TOAN-> BAO CAO
SO SACH KE TOAN-> Chon Menu bao c4o can coi-> Chon Thoi gian> Nhan
Téng hop~> Chon muc bao cio can xem.

Luwu y: Khi c6 thay déi vé sé dw dau ky, dit liéu phat sinh = Thi hanh lai cac tinh
nang tw dong trén.

v' B6: Sir dung tinh ning QUAN TRI> Kiém tra dit liéu> Chon muc can kiém

tra> Kiém tra sai s6t khi nhép 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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