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Tai liéu hwéng dan st dung Khéi dau

1  Gi&ithiéu chung v é dac tinh s an pham

Cécphédnhé
Hé théng Gi4 thanh san pham
Ké toan téng hop Gia thanh cong trinh, vu viéc
Ké toan tién mat, tién guvi, tién vay Quéan ly TSCP
Ban hang va céng ng phai thu Quan ly CCDC
Mua hang va céng no phai tra Ké toan chi dau tw
Quan ly hang tén kho

Phu h gp ch é d6 tai chinh, k é toan va thu é
=  Fast Accounting Online ludn dwoc cap nhat cac stra dbi b sung theo cac quy dinh méi nhét
ctia B6 Tai chinh.
Twong thich nhi éu trinh duy ét

Fast Accounting Online  van hanh trén mai trwéng lam viéc trwe tuyén, pha hop véi hau hét cac trinh
duyét hién nay.

Téc dd cao
Fast Accounting Online  van hanh trén mai trwedng lam viéc trwc tuyén véi tbe do cao.
Tinh ti én | gi

Fast Accounting Online  céc thao tac lam viéc rat gan givi véi san phdm trén nén windows (windows

application).

Quanlyséliéu datiénté

—  Fast Accounting Online  cho phep quan ly da tién té. Moi giao dich déu c6 thé nhap va lwu theo

ddng tién giao dich va dugc quy ddi vé ddng tién hach toan. Cho phép ngudi stv dung Iwa chon
céch tinh ty gia ghi sé theo phwong phap nhap truéc xuét trwde, trung binh thang, trung binh di
dong, dich danh hoéc ty gia giao dich. Khi thanh toan chwong trinh ty déng tinh ty gia ghi sé va
tao bt toan chénh léch ty gia. Cudi ky chwong trinh ¢é chirc nang tinh lai ty gia ghi s cua tirng
tai khoan, trng khach hang/nha cung cp va tw dong tao lai cac but toan chénh léch ty gia phéat
sinh trong ky. Chwong trinh cho phép quy déi vé& ddng tién theo d&i céng ng trong trwérng hop
thanh toan béng ddng tién hach toan. Cac bao céo cé thé dwoc in ra theo ddng tién hach toan
hoac theo nguyén té va déng tién hach toan.

Két xu 4t sé liéu ra PDF, EXCEL, XML

- Chuong trinh cho phép két xué‘t bao céo ra tép PDF, bang tinh Excel hoac tép dinh dang XML
dé str dung tiép theo theo nhu cau clia ngudi st dung.

Tinh mém déo

- Fast Accounting Online cho phép nhiéu lwa chon khac nhau nham déap &ng cac yéu cau dac
thu cua tirng doanh ngh|ep Iva chon hinh thirc ghi chép sb sach ké toan, lwa chon céach tinh gia
hang tdn kho va tinh ty gia ghi sb dbi v&i cac ddi twong cé gbc ngoai t&, co nhiéu trwdng théng
tin da dang, phuc vu ngwoi dung trong viéc quan ly theo cac yéu cau dac thu...

Kha nang bao mat

- Fast Accounting Online  cho phép bao mat bang mat khau va phan quyén truy nhap chi tiét dén
tirng chire nang va cong viéc (doc/stra/xéa/tao mai) trong chwong trinh cho tirng ngwoi st
dung. Ngoai ra chwong trinh con cho phép phan quyén, gidi han quyén theo nhém ngudi st
dung nham giam thiéu thoi gian, thao tac cho can bd quan tri. Chwong trinh ciing cho phép phan
quyén truy nhap theo ma don vi co s& cho nguoi st dung hodc nhém nguoi st dung nhadm
nang cao tinh bao mat di¥ liéu gilra cac don vij trong cong ty.

- Fast Accounting Online ¢4 kha nang bao mat cao trong moi trwdéng lam viéc tryc tuyén qua
viéc quan ly cac phién lam viéc trong hau hét cac trinh duyét.
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Tai liéu hwéng dan st dung Khéi dau

Ngbn ng ir giao di én va béo cao

e Fast Accounting Online c6 giao dién va c4c b&o céo bang tiéng Viét ho&c tiéng Anh.

2  Hwéng dan chung v & chworng trinh

2.1 Céc trinh duy &t c6 th é ste dung

Cac trinh duyét va phién ban khuyén cao dé co6 thé dir dung t6t chuong trinh, tuy
nhién, ngwoi dung cé thé nang cap cac phién ban méi hon.

- Internet Explorer 8.0 (hoac cao hon)
- Firefox 3.6 (hoac cao hon)

- Chrome 9.0 (hoac cao hon)

- Safari 5.0 (hoac cao hon)

- Opera 11.0 (hoac cao hon)

2.2 Céc thi ét 1ap lién quan trinh duy ét

e FireFox - Man hinh co gian khéng dung

|
Xem t&t ca cac dang trong Danh muc khach hang khi Ma khiach thaa man e digu ]
LS o P T S R, N -, T JET S L I Ry - Jp— ) et A e l
M DaUL i T el Ninicl il [N cgn Ningd oang agld p vd aung #p =, == ]
hodc «=d3t trude Ge gid tri. C6 the ding diu ¥ va % ala cic truimna ky o 48 =
ioc ]
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Khi ding trinh duyét FireFox, néu man hinh co gian khong ding nhw hinh
minh hoa - day la I6i cla trinh duyét FireFox- khi d6 can chinh tay chon
nhw sau:

- 01. Vao trinh don Menu/Tools/Options/;

- 02. Chon Advanced/Browsing;

- 03. BA chon "Use hardware acceleration when availabe";
- 04. Thoat FireFox va mé lai.
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Tai liéu hwéng dan st dung Khéi dau
_ X

Dom @& P a Qe

General Tabs Content  Applications PI’I\.I'EC\" Security Sync

Gmlﬁem‘urlehdabelEnawﬁml
rAccessibility
[~ Always use the aursor keys to navigate within pages

[ Search for text when I start typing
™ Warn me when web sites try to redirect or reload the page

~Browsing
I™ Use autosaraling
Use smooth saraliing
v Lse hardware acceleration when available

¥ Chedcmy speling as I type

rSystem Defaults

[T Aways ched: to see if Firefox is the default browser on startup Check Now
¥ Submit crash reports
™ Submit performance data

oK Cancel Help

e Strdung bd ma Unicode ti éng Viét

Khuyé'n’ cao nén dung bang ma unicode dwng sér] khi g6 ban phim tiéng
Viét. Néu sir dung bang ma unicode té hop, khi xuit mau in sé gay I6i.

Vi du:
T4t ca céc ky tw “a” sé thanh “a”.

¢ Strdung ch tc nang ki ém tra ma danh diém

Ma khach AFF ¥

MgUdi mua

M3 giao dich Bl Giam gia
Tai khodn co ¥

Trong mét sé trinh duyét cé chirc ndng kiém tra chinh ta (check spelling)
nhw trinh duyét Chrome, phai khai bao khdng st dung dé chirc nang kiem
tra ma danh diém hoat déng chinh xac.

Ngwdi diing c6 thé can nhac str dung hay khong khong chirc ndng nay

2.3 Céacchuyyv éthaotac s r dung

e DPang nh ap phién lam vi éc

Chwong trinh dwoc phét t[ién trén nén web (web application) do d6 trong
mot thdi diém st dung, méi trinh duyét sé twong dwong 1 phién lam viéc.
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Tai liéu hwéng dan st dung

Kh&i dau

Trong trwéng hop tam thdi dirng lam viéc nén ddng xuét (Sign out) khdi
chwong trinh dé thuwe sy thoat phién lam viéc. Tuy nhién, néu khéng dang
xuét thi trong khoang th&i gian nhét dinh (khai béao cdu hinh hé théng)
chuwong trinh sé tw ngét két néi, khi d6 can nhap mat ma ding nhap tré
lai.

Chay
Chwong trinh khéng cho phép mét nguoi ding dang nhép 2 I&n - nghia la

néu da dang nhap roi thi khong thé dung ma nguoi diing (user) vira dang
nhép dé vao chwong trinh duwoc nia.

Mudn truy nhap lai user tai may khac (hodc trinh duyét khac) thi phai nhén
Thoat (Logout);

Néu nhén tét trinh duyét nghfa la vén chua thoat duoc, lic nay dé dang
nhép lai thi phai chd hét phién lam viéc (hién tai la 20 phut);

Trén mét may tram, chi cho phép mét ngwoi dung dang nhap. Trong
trirong hop truy nhép lai user tai may khac (hodc trinh duyét khac) may sé
héi ngwoi dung co6 tat phién 1am viéc cii hay khdng, néu c6, sau khi chép
nhan thi phién lam viéc cii bj méat hiéu luc hoan toan.

Khi nhgp mat khau chu y kiém tra phim casplock néu khong dang nhap
duwoc vi chwong trinh c6 xét chi hoa chi thurong trong mat khau.

Ngoai ra nén kiém tra b¢ go tiéng Viét da c4u hinh ding theo yéu c4u
chua. Tuy theo b6 go, tly theo cach gb cda nguoi dung co thé dan dén
mat khau bj nhap sai.

Biang nhap

FAOPTSP AP |d
CongyARC M
ooeeee |

)

Trong treong hop da qua "Sé ngay dbi mat khau" dwoc khai bao trong
tham sb hé théng, chwong trinh sé budc ngwoi ding phai thay déi mat
khau hién tai.

{1 [Z X | B Xem 1-1/1 ban ghi | Lam tuoi

| M3 58 ‘ Tén

Tén g3y du ‘
Yéu cau khoi ph uc mat kh au

Trong treong hop quén mat khau, khi dang nhap chwong trinh, ngudi
dung can nhap chudt vao dong chir “Quén mat khau”.
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Tai liéu hwéng dan st dung Kh&i dau

Biang nhap

FAOPTSP App M

MHAMNTT
Céng ty ABC M

[ tnan ] woy |

Quén mat khau?

Sau d6 nhap vao céac thong tin nhw hinh dwéi véi “tén” |a tai khoan dang
nhap, “Thw(email)” 1a dia chi thw dién t& khai bao trong danh sach nguoi
dung. Néu ma xac thwe khéng thé nhan dién dwoc, c6 thé nhan “Chon ma
sb khac”.

Khéi phuc mat khau

Cdp nhat théng tin ngudi sir dung va cac ky tur nhin thdy & hinh dudi.

Tén [ huanpt |
Thi(Emal) | huanpt@fast comvn |

MR (e

Maxdcthuic  [wH2g

Sau khi hoan tat, nhan “Nhan”,

Chuong trinh sé thong bao: “Kidm tra thw (Email) cia ban, Hé théng vira
gi dwong dan (Link) dé& khoéi phuc mat khdu. Birng quén kiém tra ca
trong thu muc Rac trong trwdng hgp khéng nhan dworc.

chuwong trinh s& glri mat khau tam vé dia vira nhap. Nguoi ding phai
kiém tra hép thw va nhan vao lién két dinh kem.

Cha y: M4t khau duoc cung cép la tam thoi. D st dung lai chuong trinh,
nguwoi dung phai thay déi méat khau khi nhan vao lién két.

e Truy nh ap vé&i giao di én tiéng Anh

Khi can lam viéc vai giao dién tiéng Anh, khi truy nhap chwong trinh can
chon ngdn nglr tieng Anh hoac tiéng Viét.

Fast Business online 6/29
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Kh&i dau

Login

FAOPTSP App M

ABCCompany [H

Trong phién lam viéc, néu can thay déi thi nhan vao biéu twong "Thoat"
phia trén bén phai man hinh lam viéc.

User: MHAMTT !

M& ctra S6 m&i

Khi can lam viéc véi nhiéu tac vu khac nhau (multi task), ngwdi ding cé

thé thao tac nhu sau:

- Sao chép dia chi dw&ng dan hién tai, mé& 1 trang hodc 1 ctra sé trinh
duyét méi, dan vao 6 dia chi va mé trang;

- Véi trinh duyét FireFox, Chome, Opera: nhan chudt phai vao menu va
chon “Open link in new tab” hoac “Open link in new windows”;

|Muahéng* |T"Eunk.h0' |Giéﬂ'|énh' |D|,r.:‘|nv |T.3:|is.:‘||'|v |C6ngv:L_|'

G® Phigu nhap kho
'@ Phigu xudt kho
1 ban ghi | Lal Cpen
54 7 Open in Mew Window T&n khach
1 Sawve Targek As..,
Prink Target
THANG
HDO6S e
i C
The oRy 3
Copy Shorkcut
KHA
Paste X
MNEDD inh
— @ Blog with Windows Live * linh
.ﬁ! E-rnail with Windows Live
2 »
3}, Translate with Live Search
2 Al Accelerators L
7906 C b tin
Add to Favarites. .,
Properties
Fast Business online 7/29



Tai liéu hwéng dan st dung

Kh&i dau

- Véi trinh duyét IE: nhan chudt phai vao khu vuc bidu twong clia menu
va chon “Open link in new tab” hoac “Open link in new windows”

Tonkho = | Gidthanh ~ | Duan ~ | Taisan * | Congoy ~

G# | Phisu nhap kho

ﬁ Phi&i i wnidt khn
Open

Open in Mew Tab

7 Open in Mew Window Tén tai =an

Save Target fs...
) p 0oL
Frink Target
Cuk
op
] Copy .

9 o quan dac
Copy Shartout
Paste

* In tai chinh
@ Blog with Windows Live
@ E-mail with Windows Live
é}, Translate with Live Search
Al Acceleratars L4 1

Add to Favorites. .

Froperties

Chuyén con tr 6

Chuong trinh hd tro phim Enter va Tab dé thuan tién cho ngudi diung da
qguen thudc véi giao dién Windows.

Lam vi éc vé&i cac tr wong ma

Trong cac trwong chira thong tin ma danh muc, néu khéng nhap gia tri
gé,n dL’mg hoac nhap saiL khi nhan enter sé liét ké toan bd danh muc tim
kiém. Néu nhap gia tri gan ding thi chwong trinh s& chi liét ké cac danh
diém gan giéng vai ky tw tim kiém.

Nhén di chuyén dén dau trang — cu0| trang (page up — page down) dé di
chuyén trong man hinh duyét ma, néu chon dwoc rdi thi nhan xubdng dong
(enter) dé tra vé trwong gia tri.

Trong trwong hop chwa nhap ky tw gi cling c6 thé tim ma bang cach nhan
cudi trang (page-down), danh sach ma sé hién thi toan b dé chon.

V&i cac trweng khong budc nhap, nhan enter dé bd qua.

Chuy:

Chirc nadng tim kiém nhanh (trong cac man hinh tim kiém ma) sé vu tién
tim trén trong tén, sau do tim trén trwong ma. Quy tac tim la "chda
trong", vi vay tat ca cac trerong tén hodc ma cé chudi can tim sé thé hién

trong két qua. Néu mudn tim theo quy tdc tir trai sang thi c6 thé nhap
chudi va dau %.

Vi du: Muén tim nhiing ma bat d4u béi KH, cé thé nhap KH%.
Sao chép doanvan, ky t w

Dé sao chép doan van trong chwong trinh, c6 thé nhan chuét phai len déi
twong, sau do chon cat, chép, dan, xéa.
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Tai liéu hwéng dan st dung Khéi dau

Luwu y chie ndng nay chi nén ding trong trirong hop mét sé trinh duyét
khéng ho trg cac chac nang Ctrl + C, Ctrl + V (vi du nhwr mét sé trinh
duyét cda dién thoai).

TE&n ngoai té

£4& la Canad % cat
Mhan dan té ES Chép
Eurao IE Dién
£18 La Hdng

. . ¥oa
Yén Mhat
B4 La My Chon t&t

Con trong méi trwéng may tinh nén dung phim tat Ctrl + C, Ctrl + V...sé
thuan tién hon.

e Thé hién tiéu dé daitrong chiti ét
Trong cac trwong thong tin chi tiét (grid) mot sb tiu dé& cé thé dai quéa thi

khi kéo ngén lai s& méat chir va thé hién la 3 cham () Dé hién thi théng
tin day da, di chudt vao dau 3 chdm "..." tiéu dé sé day du.

| Chi tigt |_ chi phi | Thug

o+ ¢ 5 B O

M3... TEn mat... Bt M3 kho M3 i tri
‘\.FA'I_I' o co del Tan KHOO02 WITRIOOZ2
14 hang

e L

Téng céing

e Tinh toan trong cac tr wéng s 6

Chuong trinh cho phép tinh toan don gian gitra cac sb, dat con trd tai
trwong sé r)han’ cac phép toan "+ - x /” dé kich hoat chirc nang may tinh,
khi dwgc s6 cudi cung, nhan enter.

100 000
= 2000
S 500 000
=1 40000

25 000.00

e Thao tac céc tr worng ngay thang

CéAc truwong dbi twong ngay thang co d4u hiéu chon tim ngay bén phai dadi
tuo’ng C6 thé nhap truc tiép gia tri ngay thang hodc nhan vao déu hiéu
nay dé chon ngay thich hop.
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Mgay lap

54 phigu thu
Mgy 3p

Mgay hach todn
T{ gid VND EL

Trang thai 1. Chuy

B

65
06/10/2011 EH

1 Thang mudi, 2011 2
H B T M 5 B C
6 27 28 29 30 1 2

i 4 5 7 & 8
11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30
31 1 2 3 4 5 o

Mgay hign tai: 20/10/2011

Trong clra s6 ngay thang, chi chon dwoc ngay. Néu chon thang c6 thé
kich chuét vao mii tén sang trai, sang phai. Trong trwedng hegp chon trong
nhiéu thang, nhiéu ndm, d& chon nhanh can kich chuét vao vi tri "thang,
nam" (gitra, phia trén), chwong trinh sé cho chon nam. Sau khi chon nam,
chwong trinh sé cho chon thang. Nhw vay, ti vj tri ngay thang nam, ta co

thé chon theo thir tw sau:
- 01. Ngay thdng nam
- 02. Thang nam

- 03. Nam-10 nam

- 04. Thang nam

- 05. Ngay thang nam

i1f11/2011 == I

Mgy hach todn 1 2011 {b
Tyga  WNDEL| L o 3 4
Trang thai 2. Chuy
TS5 T6 T7 T8
T4 Ti0 Til Ti2
Ngay hign tai: 31/10/2011
e Phimtat

. [
o01f11/2011 = 1

Naaylap
Ngdy hach todn 4 Thang ruﬂﬁ]mét._,!l)ll 3
o | H E TN 5 B C
¥ gia VD B —
31| i.| z 3 4 5 ]
Trang thai 2. Chuy 2 T am & 4n 44 <n am
= I o 1 iU 11 LL 1
W o1 1§ 17 18 19 20
A 2 S M 2h s A
B 29 1 2 3 4
5 § 7 8 9 10 11
Ngay hign tai: 31102011
Naay lap o1/11/2011 == |
Mosiy hiach taidn ‘ 2010-2019 ’
Tygd  VNDEL | o000 a5ig | 2011 | 2012
Trang thai 2. Chuy
2013 2014 2015 2016
017 2018 2018 2020
M3 kho
Tian Ngay hién tai: 31/10/2011

Chwong trinh hd tro' thao tac phim tét (cac phim tat dwoc nhan biét bang
d4u hiéu gach dwdi ctia nhan tiéu d&) bang cach nhan t& hop phim [Alt +

phim tat] nhw sau:
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Kh&i dau

Trinh duyét
Internet Explorer
Chrome

Firefox

Safari

Opera

1. Phim tét tiéng Viét: M&i [M], Stra [S], Lwu [L], Nhan [N], Hay [H], Béng
[a];

2. Phim tat tiéng Anh: New [N], Edit [E], Save [S], Ok [O], Cancel [C],
Close [I];

3. Né&u trén man hinh cé ngan (tab) thi cac phim tét twong (ng la 1, 2,
3... rng v&i ngan 1, ngan 2, ngan 3...;

4. Phim tat dén cac trueong thudc phan thong tin chung sau lwoi thong tin
chi tiet chirng te: tuy thudc vao dau hiéu nhan biet cta phim tat trong
tteng man hinh cu thé (Vi du: Ma thanh toan: 1a [a]).

Huwoéng dén chinh phim tat véi trinh duyét Firefox: s dung [ALT] thay vi
[Al] [Shift]

Chinh stra théng sé céu hinh dé déi phim tat [ALT] thay vi [Alt] [Shift] nhw
sau:

1. Mé trinh duyét Firefox, g6 chudi "about:config" vao thanh dia chi cua
trinh duyét Firefox;

2. Tim cum ttr ui.key.generalAccessKey;

3. Stra gia trj cda bién nay tir -1 thanh 18;

4. T&t trinh duyét di mé lai.

Tham khao sw khac nhau trén cac trinh duyét

Hé diéu hanh Windows Hé diéu hanh Linux Hé diéu hanh Mac

[Alt] + Phim 3t Chura xdc dinh

[Alt] + Phim &t [Alt] + Phim &t [Control] [Alt] + Phim &t
[Alt] [Shift] + Phim &t [alt] [Shift] + Phim 3t [Control] [Alt] + Phim &t
[Alt] + Phim &t Chura xdc dinh [Control] [Alt] + Phim &t

Opera 15 hodc mdi hon: [Alt] + Phim 5t
Opera 12.1 hodc cii hon: [Shift] [Esc] + Phim 5t

3 Nhirng hwéng d an chung v é cap nh at cac danh m uc

3.1 Khai bao danh m uc

T4t ca cac man hinh khai bao danh muc déu c6 mét sé thao tac chung, bao gém:

Mei

Nhén t hop phim “Ctrl + Insert” hodc nhan nat L - “M6i” dé tao mot ma
mai trong danh muc.

Stra

Nhén t6 hop phim “Ctrl + E " ho&c nhén nat A _sspar 4& siva thong tin

cia mot ma da tao trude do. Lwu y néu mot ma da dwoc cap nhat s6 liéu
va da dwoc chuyén vao cac so lién quan thi khéng thé stra ma.

Lwu ma danh m uc
Sau khi nhap céc théng tin, nhan "Lwu"dé lwu lai ma.

Xoa
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Kh&i dau

Nhén t6 hop phim “Ctrl + Delete” hodc nhén nit X “Xéa" dé xo0d mot
ma trong danh muc. Twong tw nhw nat “S@a”, néu moét ma da duoc cap
nhat so liéu va da dwgc chuyén vao céc sob c6 lién quan thi khong thé x6a
ma.

Xem
Daét con trd chudt vao dbi twong can xem, sau d6 nhan nit ‘e «xem”dd

xem thong tin cta ddi twong d6. Chuwong trinh cho phép thém méi hoac
stra doi twgong nay.

Két xu at

Dung chirc ndng nay dé két xuét thong tin thanh tap tin bang tinh.

Khoa c 6t

Trwdng hop danh muc c6 nhiéu cot, muén cb dinh mot sé cot nao do ta

str dung chirc nang nay.

D4t con trd chudt tai cot can cd dinh, nhan nat i i Khoa cét. Lac nay khi
kéo thanh cudn ngang thi cac cot tlr cot 1 dén cot can cb dinh sé dwoc cd
dinh lai, khéng bi kéo di theo thanh cudn ngang déng thdi ciing khdng
chinh dwgc d6 rong cla cac cot nay.

Dé bo khoa cot: Chon lai cot da khda, nhan nat - Bd khoa.

Xem danh m uc theo trang

Ctho’ng tri’nh phén céc danh muc theo trang va duoc da}nh sb tw dong tir
1‘dén n. Dé xem trang theo so thir tw, nhan chudt vao so th tw cla trang
can xem.

Dé xem trang tiép theo clia trang hién hanh nhén vao nut “ TIEP * » tré |ai
trang trwéc nhan nat « € Trude»

D& hién thi tiép day sb th ty cta trang nhan nat “ - -~
Tao s6 ban ghi c ta méi trang

Chuwong trinh cho phép tao s ban ghi clia méi trang. Hién tai dang mac
dinh 5, 10, 15, 20, 25. Ngwoi dung sé chon mét trong nhirng con so nay
dé tao s6 dong clia moi trang.

Ngoai ra trén man hinh chinh con c6 thé thyc hién mot sé thao tac khac nhu:

Sap xép danh m uc theo th & tw tang d an hay gi am dan
Trong man hinh danh muc, nhan trai chudt vao thanh tiéu d& ctia mot

tredng bat ky tai vi tri* ~ * dé sép xép danh sach tredng do theo tly chon
tang dan hay gidm dan.

Hoac nhén trai chudt vao thanh tén tiéu dé, chuong trinh tw sap xép
treo'ng nay theo thi tw tang dan (gidm dan) .

Chtrc nang loc

Nguwoi stv dung cé thé giéi han hién thi sé lwgng ma trén man hinh theo

diéu kién loc Iwa chon.

N&i dung cac diéu kién loc tuy theo ndi dung tirng danh muc cu thé, phd
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bién van la treong “ma déi twong” va “tén dbi twong”. Mac nhién sé tim
kiem trwdng dau tién trong danh sach.

Trong man hinh danh muc, nhan trai chudt vao thanh tiéu d& ctia mét

| v

trwong bét ky tai vi tri* * *, nhan chon nat “loc” -

% M3 ngeoai té Té&n ngoai té
%.L Tang dén
%.L Giam dan

Al
CA
cp % Béloc trurdng MA ngoai té =)
gul W Loc...
HHK] ALD
JPY CAD —
KM CMY
50O ELR
u HET: -

WMD Biang Vit Nam

Nhap biéu thirc diéu kién loc, diéu kién c6 thé dugc chon theo: béang (=),
Ién hon, I&n hon hodc bang , nhé hon , nhé hon hodc bang hodc ding ky
hiéu % dé thay thé cho mét hay mét chudi ky ty can loc.

Xem t5t 3 cAc déng trong Danhi muc khach hang khi MS khadh théa man cae digu
Licn sau. 0o tha dhon nhisu 42 binodsu, widing =, = =

AEN B3 LD INe Ongn Huuu,vu GUnG =, =y S
ncac = r:lat frudc cac gla . Co U"IE GLJFIQ dau Fva % dla@ac tI'L.I'UI"Ig K}' tI..F CIE
Iﬂf

&
)
153
1

b
{

Pé& bd loc, nhan trai chudt lai vao vi tri “ © ”, chon bidu twong

w | B loc trusdng , trwdng da loc quay lai trang thai ban dau khi chua loc.

Chirc nang lam t woi s6 liéu

Nh&n nat “ Lam i > .g& cap nhat nhitng thong tin thay déi tire thoi c6 thé
c6 do mét nguwdi str dung khac dang cap nhat dong thoi.

Chuy:

Dé phim tat c6 hiéu luc, phai dt con tré trong khu vie man hinh cda danh
myc.

3.2  Chu thich khac v & danh muc

Trong tat ca ‘nhitrng danh muc, cting can phai ndm rd moét sé thdng tin hodc khai niém
twong ddi gibng nhau nhu:

Tién ich

Trong trwdng hop cac ma déi twong duwoc méa hoa la mot chubi ky tw,
trong d6 c6 céc ky tw cudi la mét qléy sO thi méi [an thém ma&i, khi cap nhat
vao mét hodac mét vai ky tw bat dau ctia ma déi twong nao dé thi chwong
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trinh sé tw doéng do tim sé tht tw I&n nhét hién hanh cta chubi cac ky tw
g6 vao do6 dé ty dong tang lén mot don vi.

Dé 4y gia tri ma méi nhat, can nhan phim mdi tén di xuéng "|" (Down
Arrow).

V[ du ma da tén tai trong danh muc & "KH004" thi khi nhdp "KHO" sé trd
vé "KH005"

Tén khac

Trong bat ky danh muc nao, trwdng tén khac sé dwoc dung dé,mé ta tén
tiéng Anh clia ma. Trwdng tén 2 dwoc dung dé in cac bao céo tiéng Anh.

Trang thai
Trang thai st¢ dung ctia ma, chon 1 trong 2 trang thai:

1- Con st dung: Ma nay sé& duoc thé hién trong cac man hinh tim kiém va
c6 thé lap bao céo.

0- Khong con str dung: Ma nay sé khong con dwoc thé hién trong cac
man hinh tim kiém va khéng thé 1ap bao céo dwoc nira.

Ky tw nhap trong cac tr worng ma

Cac trwong ma dwoc phép nhap ty do ngoai trir cac ky tw didu khién cta
hé thong hodc cac kytwtoantr ((? _ %! @ & |#$"?~"1).

Quy dinh v é cach thi ét |1ap ma trong cac tr wong ma

CAc trwdng ma phai dwoc lap theo quy tc “Khong 16ng nhau”. Mot ma
duwoc goi 1a 16ng méa khac khi chudi ky tw trong toan bé ma méi lap thudc
chudi ky tw trong méa khac da tn tai sdn (hodc ngwoc lai, chubi ky tw
trong ma khac da ton tai s&n thudc chudi ky tw trong toan bé ma méi lap).

Vi du: ma “vV001” va “VV00” dwgc xem |a 16ng nhau vi 4 ky tw lién tuc
“VV00” thudc 5 ky tw lién tuc “vVv001".

S& df chwong trinh rang budc diéu nay 1a vi cé6 mét sé bao cao trén cac bo
ma phai lay twong doéi, néu ma Iong nhau thi sé lay ca nhirng ma c6 ky tw
theo sau.

Vi du:

“VVO00" va “VV001" déu c6 phat sinh, néu chon bao cao nhdp xuét ton ma
chi bao cao “VV00” thi sé lay ca “vV001". Con néu lay tuyét doi thi sé
khdng bao cao dwoc nhing ma “VVv0%".

Thém m &i trong cac man hinh tim ki ém

Trong trwdng hop can thém méi cac danh diém lién quan khi thao tac
trong cdc man hinh tim kiém, nhan chudt phai vao trwdng ma de xuat hién
man hinh thao tac.

Chi cho phép thém trong cac man hinh tim kiém sau:
- Taikhoan

- Khéach hang

- Vattw

- Vuviéc

- Hop ddng

- Khé wéc

- Phi
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Danh muc tai khodn

| 7im nfianh |2
Tai khoan Tén tai khoan
241121 % Thigt bi can 13p

241122 = Tao md
241123| 53 sira

Thigt bi khéng can 1&p

Cdng cu dung cu

24113 ¥da Chi phi khac

241131 - Giai doan trudc dau tur

241131 Chi phi 13p bdo cdo nghién ol tign kha thi
2411312 Chi phi tham dinh béo céo nc kha thi

e Chon nhiéu déi tweng danh m uc trong cac man hinh

Myl s durig HDdry
[ 7im nhant; |2 Chon: [Ténm - |
Tén Ghichi

O re.NwGE Ngd Gia Bao (nhan vién mua han

O pe.NwTX Nguyén Thi Xuin (rhan vién ara

O ep.viDT Truang Einh Trong {nhén vién ¢

O eewrTT Trinh Thé Toan (nhan vién ara

[ re.PPwvT Nouyén Van Tugn (ohd phang mua

O ee.TROVE Bindn VEn Bink (trring phang mu

O onv Quinh NV Standard.User

O quocrki Quic User Thirdng

«Trude |Trang: 123456 78 9 10 ... | Tép » 56 ban ghi md: trang: 18, 15, 20, 25 | Xem 81-99/122 ban ghi | Lam tudi

Trweng hop chon nhiéu ddi twong trong cac man hinh tim kiém déi twong
danh muc thao tac nhuv sau:

- Nhan ¥/ @& chon ting chi tiét;

- Nhén tiép ¥ a@é& pha dinh két qua chon trwdc d6 (nhivng muc chwa
chon sé la chon va nguwoc lai);

- Mudn chon tét ca, nhan vao nit diéu khién mau vang phia trén bén
phai, chon "Danh dau tat trén trang hién thoi®;

- Mubn bo chon t&t ca, nhan vao ndt diéu khién mau vang phia trén
bén phai, chon "Bd cac phan danh dau";
¥ Biang

Chon: | Tén
« | Banh dau tit frén trang hién thai

Bo cac pkan danh cu

Chon

Mét sé thao tac déc biét
e Kétnhapdirliéut bang tinh

Trong mét sb cac danh muc thweng dung va cé sb lwong danh diém Ién
nhuw:

- Danh muc vat tw;

- Danh muc khach hang.
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Chwong trinh cho phép dwa di liéu tir bang tinh vao chwong trinh dé tiét
kiém thoi gian nhap liéu ban dau cho nguwdi dung.

Quy trinh thyc hién nhw sau:
- Vao danh muc can dwa di liéu;

- Nhén biéu twong -+, chuong trinh sé tai tép mau dé nguoi ding
chuyén di liéu vao tép nay;
- Sau khi da db div liéu vao tép bang tinh, dé dwa di liéu nay vao

chwong trinh, nhén biéu twong J# chon tép bang tinh, chuong trinh
sé tai di¥ liéu tlr tép mau vao danh muc.

Chi tiét cac triromg hop béo 16i va cac chi thich khac, vui long xem chi tiét
témg danh muyc.

4  Thao tac chung khilam vi éc vé&i ching tie

4.1 Man hinh xem ch ng tw

T4t ca cac man hinh xem chirng tr déu c6 moét sb thao tac chung, bao gbm:

Mé&i

Nhan t& hop phim "Ctrl + Insert” hodc nhan nat " i” - "Méi” dé tao mot
chirng tr mai.

Stra

Nhén t& hop phim "Ctrl + E " hoac nhan nat " A _vspar dé sva thong tin
cta mot chirng tlr da tao trwde do.

Lwu

Nhan t6 hop phim "Ctrl + S” hodc nh&n nat <Lwu> d& lwu chirng tir.

Xoa

Nhén t6 hop phim "Ctrl + Delete” hodc nhan nat ™ xKo "X6a" dé xod mot
chirng twr.

Tim kiém ch ng tip

Nhan nat " 88 *Tim” 48 tim cac chirng tlr can tim. Nhap cac gia tri diéu
kién trong man hinh loc va thyc hién tim kiém.

Xem

Dat con trd chudt vao chirng tir cin xem, sau dé nhan nat " &~ - "Xem"dé
xem théng tin cta ching tr d6. Chwong trinh cho phép thém mgi hoac
stra chirng tir.

In

Nh&n nat" =" - "In" @& in chang ter.

Twong tng v6i méi chirng tir sé c6 nhirng mau in twong (ng. Vi du khi in
phiéu chi thi danh s&ch sé nhw sau:
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Phigu chi tign mat

[

Phigu chi tien mat tién ngoai t&

)

Phiu chi tign mat dang t&p sy (Excel)
Phigu chi tién mat tién ngoai t&

Chirng tir hach todn

Chirng tir hach ton tién ngoai té

Chirng tir hach todn dang tép wsx (Excel)
Chirng tir hach toan tién ngoai té

[

i

Dé& in chirng tir, yéu cau cac may tram phai cai dat chwong trinh doc dwoc
tép dinh dang Pdf va XIs.

Xem théng tin ng w&i cap nh at
Khi muén xem théng tin cap nhat ctia chirng tlr, nhan vao biéu twong phia
trén bén phai ching tir "4

S- 0

56 phigu {Théng tin ngud c3p nhat pNCG

Mgay lap 01/01/2012
T¥ gia UsD 20 000.000
Trang thai 1. Mhap kheo ;l

Thoéng tin thé hién trong man hinh nhw sau:

Fest Business Online

L) Thérg tin ngsdi Apnhat G
Burgc t@e ba HUAME 10Uz, wéo thdh gan: U900 /(2012 U9 5853, Lap
rhatEn cudi b&i HUAMPTO3 vac théi gian: 10/07f20132 D9:36:45,

Khéa c 6t

Muén cb dinh mét sb cot nao dé trong man hinh xem, ta st dung chirc
nang nay.

Dat con tré chudt tai codt can cb dinh, nhan nat " A khoa cot. Lac nay
khi kéo thanh cudn ngang thi cac cét tir cot 1 dén cot can cd dinh sé dwoc
¢b dinh lai, khéng bi kéo di theo thanh cudn ngang ddng thdi ciing khéng
chinh dwgc d rong cla cac cot nay.

Dé b6 khoa cot: Chon lai cot da khda, nhéan lai nat " A - khoa cot.

Xem céc ch ng ttr theo trang

Man hinh xem chia theo trang va dwgc danh sb tw dong tir 1 dén n. Dé
xem trang theo so th& tw, nhan chuét vao so6 th tw cla trang can xem.
D& xem trang tiép theo ctia trang hién hanh nhan vao nat " TIEP * ” tré lai
trang trwac nhan nat " * 795" P& hién thi tiép day sé ther tw cla trang
nhan nat" "
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Xem theo s 6 ban ghi ¢ Ga méi trang

Chuwong trinh cho phép tao sé ban ghi clia méi trang. Hién tai dang mac
dinh 5, 10, 15, 20, 25. Ngwoi ding sé chon mét trong nhirng con so nay
dé tao s dong ctia mdi trang man hinh xem.

Sao chép ch tng ttv

Chuwong trinh cho phép tao ban sao cua moét chirng tir thanh ching to
khac. Bé sao chép mét chirng tlr thanh chirng tir khac véi ndi dung giong
nhau, chon chirng tr goc, nhan biéu twgng “Copy” dé sao chép.

Sau khi sao chép, ta co thé chinh stra noi dung hoac thém, x6a cac dong
chi tiet. Sau khi hoan tat néi dung di liéu chi tiet, nhan Iwu chirng to.

4.2 Man hinh chiti étchng tur

T4t ca cac man hinh chi tiét chirng ttr déu cé mét sb thao tac chung, bao gém:

Thém dong

Nhén t6 hop phim "Ctrl+Insert” hoac nhan nit wede ovoi g8 tao mot
dong chi tiet méi.

Mot phuang phap khac dé thém dong chi tiét 1a nhan phim "enter" khi con

tré dang & cot cubi cung cda lwdi chi tiét. Trong tinh hudng nay, chwong
trinh sé& tao 1 dong tréng ngay dwdi dong chi tiét vira nhap.

Chuy:

- Tai cot d4u tién cda dong méi chén thém theo phuong phap sau, néu
nhén tiép phim "Tab", chwong trinh sé x6a dong tréng maéi tao va con tré
sé nhay xuéng vj tri ke tiép;

- Hodc néu nhén tiép té’ hop "Ctrl+S", chuong trinh sé x6a dong tréng méi
tao, con tré sé nhay xudng vj tri cda nat "Lwu" va thyc hién lwu chimg ter,

- Hodc néu nhén tiép chuét vao nat luu thi xéa dong va luu;

- Khi con tré da chuyén qua c6t ddu ma khéng thuéc 3 su kién trén, thi khi
tré nguwoc lai cét nay, thi 3 sy kién trén khdng con hiéu luc;

- V6i céc chi tiét chumg tir khong duwoc thém dong chi tiét, 3 s kién trén
cang khong xay ra;

- V6i cac chi tiét chung ter duoc thém nhung mét hiéu luc trong mét sé
trirong hop ddc biét, thi trong nhing trrong hop nay, 3 s kién trén cing
khong xay ra.

Xoa

Nhén t6 hop phim "Ctrl + Delete” ho&c nhan nat "Bl nx6ar dé xoa mot
dong chi tiét.

Chuy én Ién / chuy én xu éng

Nhén nat " # » - "Chuyén 1én” (" # "- "Chuyén xubng”) dé ddy mot dong chi
tiet Ién vj tri cao hon trong Iw@i.

Nhan dong
Nh&n nat " “2” - "Nhan dong” d& sao chép mét dong chi tiét.

Khoéa c 6t
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Mubdn cé dinh mét sé cot nao dé trong chi tiét, ta s dung chirc ndng nay.

Dat con tré chudt tai codt can cb dinh, nhan nat " A - knoa cot. LGc nay
khi kéo thanh cudn ngang thi cac cot tr cot 1 dén cot can cd dinh sé duwoc
c¢b dinh lai, khéng bi kéo di theo thanh cudn ngang ddng thdi ciing khéng
chinh dwgc dod rong cla cac cot nay. D& bd khéa cot: Chon lai cot da

khoa, nhén lai nat " 28 _ khéa cot.

4.3 Thao tac trong cac ch c nang xw ly

Chon hodc bé chon nhi éu dong

Dé& chon tat c& hoac bd chon tat ca cac dong trong chirc ndng x ly, nhan
luan phién “ Chon _ Chon". Cac chirc nang sau day dung loai xt ly nay:
- BUt toan phan bé ty dong

- Bt toan két chuyén ty dong

- Bt toan chénh léch ty gia

LAy dir liéu tir tép excel

Chuwong trinh cho phép dwa di liéu tiv bang tinh vao chwong trinh dé tiét
kiém thoi gian nhap liéu ban dau cho nguwdi dung. Quy trinh thwe hién nhw
sau:

- Vao man hinh duyét chirng tir, néu cé biéu twong “+va biéu twong

"*rén thanh cong cu nghia I chuwong trinh cho phép két nhap nhiéu
chivng tr (héa don ban hang, dinh mdc nguyén liéu,...). Néu khéng, 1ap

méi chirng tir, néu cé biéu twong Heva bidu twong J+trén thanh cbng cu
cta lwdi chi tiét nghia la chwong trinh cho phép két nhap chi tiét cla
ching tr (két nhap tirng phiéu), dung trong trwéng hop thweng xuyén
nhap nhirng bt toan dinh ky twong ty nhau;

- Nhén biéu twong =+, chwong trinh sé tai tép mau dé ngwdi ding
chuyén dir liéu vao tép nay;

- Sau khi da db dir lieu vao tép bang tinh, dé dwa di¥ liéu nay vao
chwong trinh, nhém~ biéu twgng ~*, chon tép bang tinh, chwong trinh sé
tai di¥ liéu tr t&p mau vao chi tiét cta phiéu.

- Chon kiéu sao chép la 1 - Chép dé néu mubn cap nhat lai sb liéu da
c6, néu chon "0 - Khdng" thi chi chén thém cac di liéu chwa cé.

Lién quan cach nhdp cac cét trong tép bang tinh sé giai thich trong ting
ching tee cu thé.

Chuy:
Churong trinh sé& bao 16i trong 1 sé truromg hop sau:

- D& liéu cac cét chira méa cac déi twong lién quan khoéng cé trong cac
danh muc hién c6 (khach hang, tai khoan, vu viéc...), trong trurong hop
nay, chwong trinh sé chird dja chi 6 khong hop 1€;

- D&rliéu chudi dai qua dé réng cho phép;
Ghi chi khéc

- Néu khong c6 quyén "Mdi", khong thé chuyén thém di liéu chua co
trong chi tiét;
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4.4 Caclwuykhac

- Néu khéng c6 quyén "Scra”, khong thé stra di¥ liéu da c6 trong trong chi
tiét;

- CAc truomg tén trong danh muc, nguoi dung khoéng cén nhép, chuong
trinh sé tw cap nhat lai.

Xét quy én trong thao tadc ch (rng tip

Twong &ng véi chirc ndng phan quyén theo chic ndng va phan quyén

theo don vi c& s&, viéc thao tac véi chirng tir cling sé anh hwédng theo.

- Néu phan quyén theo chirc ndng va toan quyén thao tac (méi, sira,
x04, xem ching tlr cla nguoi ding khac nhap, in,...) két hop véi
phan quyén theo don vi thi ngwoi ding hoan toan thao tac trén cac
chirng tr ctia 1 don vi.

- Néu phan quyén theo chirc ndng va toan quyén thao tac (méi, sira,
x04,) nhwng khéng xem ching tlr cila ngwoi dung khac nhap thi sé
chi xuét hién cac ching tir do chinh ngwéi dung hién tai thue hién.

- Canh bao "Chuwa c6 quyén thwc hién chirc nang nay ho&c truy cap bi
tlr chdi. Lién hé v&i ngwdi quan tri hé thédng néu ban cé thé dwoc truy
cap vao chirc ndng nay” sé xuét hién khi ngwdi dung khéng cé cac
quyén thao tac twong &ng.

Tang s 6 chirng tir tw dong

Sb ching tir sé dwoc tao méi, tiép theo quyén ching tir hién tai trén
phiéu noi con tré dang dirng, néu khong dung hodc khéng chon quyén thi
mac nhién sé tang theo khai bao trong danh muc chirng tr.

Tim kiém danh diém

Dé tim kiém 1 ma danh diém, nhap 3 ky tw, chwong trinh sé xem danh
muc dé chon.

M3 khach k00 B,
Noudi mua K001 Ngu‘lfu mua 001/ Khn?d‘l h:ang Tuan Einh
Kooz Moudi mua 002 khach hang Mhac Danh
Téi khoan ng K003 Ngudi mua 003/ Khéch hang Truong Ti
M3 thanh todn Koo4 Moudi mua 004 Khéch hang Hiru HA
K005 Mgurdi mua 005/ Cty lurong thu'c mign Mam
MNv ban hang " "
Kooa Moudi mua 006§ Cty dich wu Lam Saon
Dién qiai Ko7 Mgurdi mua 007/ Cty Thanh £6

Chi tigt | Khac

- Chuong trinh sé tim trong b ma trudc tién, vi du néu nhap "KHO" thi
nhirng ma sau (gia dinh da ton tai) sé thé hién: KHOAO01, AB KHOA04,
XX KHO,

- Tiép sau, néu khong tim thdy trong b ma, chwong trinh sé tim trong
trwong tén cua danh muc mién c6 cha cum tr "KHO".
Trong treong hop khong tim thdy danh didm, c6 thé nhén tré vao hinh
kinh lap " " @& mé& man hinh tim kiém.

- Néu nguoi st dung nhé mét it phan tén danh diém, co thé nhap vao 6
"tim nhanh" dé tim theo tén;

Fast Business online

20/29



Tai liéu hwéng dan st dung Khéi dau

[ N i mma=] 22 N T
Diafin WU figoai i XDong

| T r_fdrh.‘ |_Q Tl (MS s 5

i j«# Cho Sapoaite
& naoai té Tén nooai &

ALID Tign Austrata

CAD B0 la Canada

MY Mharn dan te

m

[
=)

t R

O La Hong Rong

:[n
&
i

Py Yén Mhat

Néu khong, c6 thé st dung chirc nang loc nang cao (Truy van tim
kiem - Xem “Chirc nang loc” trong “Nhirng hwéng dan chung ve cap
nhat cac danh muc”)

%em tat ca cac dong trong Danh muc tién 1 khi M3 ngoai t& thoa man cac digu kign
sau. Cd thé chon nhigu diEu kién cach nhau béng ddu ddu , va ding =, <, ==,
hodc <= d5t trudc cée gid tri. ©6 the ding diu *va % cla cac frudng ky tur d&
loc,

Nhdn Huiy

Néu khong nhé rd cAu trdc ma va khong nhé tén thi nén tim theo thi
nén tim theo cach tim nhanh, téc la nhap vao biéu twong kinh lap "+

" sau d6 nhap ky tw can tim vao 6 "Tim nhanh".

Néu biét ré cAu tric ma khéng nhé tén thi nén tim theo céch loc
trwong, tie 1a sau khi nhan vao bidu twong kinh Iap "2 ", nhan tiép
vao bidu twong " * " trong trweéng ma va nhap ky tw tim kiém.

Lwuy:

01.

02.

03.

C6 thé thém moi danh diém ngay trong man hinh tim kiém (Xem
“Thém mai trong cac man hinh tim kiem” trong "Nhdng hwong dan
chung vé cap nhat cac danh muyc”)

C6 thé loc tiép trén két qua da loc: vi du da loc theo ma vt tu, c6 thé
ch tiép theo ma kho, ma vj tri...cho dén khi tim dwoc két qua nhw yéu
cau.

Dé churc nang kiém tra ton tai danh diém hoat déng, can loai b chirc
nadng kiém tra chinh ta cda trinh duyét.

Chtrc nang ki ém tra t 6n tai

Néu nhap ma ma trén man hinh xuét hién cac duwong ké chan danh diém,
c6 nghia la chwa c6 trong danh muc. Trwéng hop dé, nén kiém tra lai cac
ky ty da nhap.

Thao tac cac tr wong ngay thang

Céc truong déi twong ngay thang c6 dau higu chon tim ngay bén phai déi
twong. Co thé nhap tryc tiép gia tri ngay thang hodc nhan vao dau hiéu
nay dé chon ngay thich hop.
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S& phigu thu B 65
Moay |3p 06/10/2011 =3
Mgy hach todn 1 Thang mudi, 2011 3
5 _ac H B T M 5 B C
Ty gia WND B
27 28 29 30 1 2
Trang thai 1. Chuy| 1 4 5 7 & 9
o 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 2% 27 28 29 30
31 1 2 3 4 § &
Maay hién tai: 20/10/2011

Trong ctra sé ngay thang, chi chon duoc ngay. Néu chon thang co thé
kich chudt vao mdi tén sang trai, sang phai. Trong trwrong hop chon trong
nhiéu thang, nhiéu ndm, dé chon nhanh cén kich chuét vao vj tri "thang,
nam" (gidra, phia trén), chwong trinh sé cho chon ndm. Sau khi chon nam,
chuwong trinh sé cho chon thang. Nhw vay, tee vi tri ngay thang ndm, ta co
thé chon theo thi¥ tw sau:

01. Ngay thang ndm
02. Thang nam

03. N&dm-10 ndm
04. Thang ndm

05. Ngay thang nam
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Chuong trinh cho phép tinh toan don gi
tredng sO nhan cac phep toan "+ - x /” dé
khi dwgc sO cudi cung, nhan enter.

Co dan déi twong

Ngay 13p
Ngay hadch tedn
1joa VD B

Trarg thai 2. Chuy

Mgay lap
Moay hadh toan
Tyga  VNDHEL

Trang thai 2. Chuy

Mgay lap
Moay hadh toan
Tyga  VNDEL

Trang thai 2. Chuy,

ME kho

1 KHU

Tinh toan trong cac tr wong s6

oif11/2011 B2 l
1 Thang mﬁm&t 2011

H B 5 B C
31 1
§ 8

2 3 4 5 &

3 100 11 12 13

14 15 15 17 18 19 20
21 X2 B3 M4 25 B I¥
B ¥ 3N 1 2 3 4
5 6 7 &8 9 10 1

Maay hién tai: 311042011

i1/11/2011 E= |

1 2011 {b r

Ti T2 T3 T4

TR TR T7 TA

T3 T10 T11 T12

hgay hign tai: 31/10,/2011

o1/11/2011 =8 |
4 2010-2019 b

2009 201C | 2011 | 2012

2013 201+ 2015 2016

2017 2018 2019 2020

Muay hin gi: 31/10/2011

100 000
= 2000
a 500 000
= 40000

25 000.00

gitra cac sé, dat con tré tai

an
kich hoat ch&rc nang may tinh,

Chuong trinh cho phép co ddn man hinh, céac trwdng trong lwéi dé dé
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I i
100.000 2 500 J00
Chi phi 1]
Tien thug 1]
Téng thanh todn 2 500 200
Luu Hiy
.

Thu/Phéng man hinh ch ng tw

Chuong trinh cho phép thu phdng man hinh ti kich thuwéc chuan 1én toan
man hinh hoac nguwgc lai. Nhap chuét 2 lan lién tuc vao thanh tiéu dé
chirng tir dé thu/phéng.

Di chuy én khi xem ch (ng t

Dé di chuyén tirng chirng tir khi xem: nhap chuét vao biéu twong "#" trén
thanh tiéu de ching t&r dé chuyen dén ching twr tiep theo.
Twong tw, nhap chudt vao biéu twong "4" dé chuyén dén xem chirng tw
trwére.

Phim tat

Chwong trinh hd tro' thao tac phim tét (cac phim tat dwoc nhan biét bang
dau hiéu gach duwai cla nhén tiéu de) bang cach nhan t6 hop phim [Alt +
phim tat] nhw sau:

1. Phim tt tiéng Viét: M&i [M], Stra [S], Lwu [L], Nhan [N], Hay [H], Péng
a;

2. Phim tét tiéng Anh: New [N], Edit [E], Save [S], Ok [O], Cancel [C],
Close [I];

3. Néu trén man hinh c6 ngan (tab) thi cac phim tat twong Gng la 1, 2,
3... rng v&i ngan 1, ngan 2, ngan 3...;

4. Phim t&t dén cac trwong thudc phan thong tin chung sau lwi thong tin
chi tiét chirng tw: tuy thudc vao dau hiéu nhan biét ctia phim tat trong
ttrng man hinh cu thé (Vi du: Ma thanh toan: 1a [a]).

Huwoéng dén chinh phim tat véi trinh duyét Firefox: s dung [ALT] thay vi
[Alt] [Shift]

Chinh stra théng sé c4u hinh dé déi phim tét [ALT] thay vi [Alf] [Shift] nhu
sau:

1. M& trinh duyét Firefox, gd chudi "about:config" vao thanh dia chi cta
trinh duyét Firefox;

2.Tim cum twr ui.key.generalAccessKey;
3.Stra gia tri cGa bién nay tir -1 thanh 18;
4.Tat trinh duyét di m& lai.

Tham khao sw khac nhau trén c4c trinh duyét
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Trinh duyét
Internet Explorer
Chrome

Firefox

Safari

Opera

Hé diéu hanh Windows
[Alt] + Phim 3t

[Alt] + Phim &t

[Alt] [Shift] + Phim &t

[Alt] + Phim t5t

Hé diéu hanh Linux
Chura xdc dinh

[Alt] + Phim &t

[alt] [Shift] + Phim 3t

Chura xac dinh

Hé diéu hanh Mac

[Control] [Alt] + Phim &t
[Control] [Alt] + Phim &t

[Control] [Alt] + Phim &t

Opera 15 hodc mdi hon: [Alt] + Phim 5t
Opera 12.1 hodc cii hon: [Shift] [Esc] + Phim 5t

5  Hwéng dan chung v é bao céo

5.1 M6t sé thao tAc chung trén bdo céo

Tai cAc man hinh bao céo c6 mét sé cac thao tac chung nhw sau:

Thao tac cac tr wéng ngay thang

Céc truong déi twong ngay thang cé dau hiéu chon tim ngay bén phai dbi
twong. CoO the nhap trye tiép gia tri ngay thang hoac nhan vao dau hiéu
nay dé chon ngay thich hop.

S& phigu thu ¥ 65

Moay lap 06/10/2011 E=H

Moay hach todn 1 Thang mu'ai, 2011 3

Ty gid WNC B H 8 T N 5 B C
26 27 28 29 20 2

Trang thai 1. Chuy 3 4 5 = g

[0 I = B

1 11 12 13 14 15 1&
17 18 19 20 21 22 23
24 25 26 ¥ 28 3 30

31 1 2 3 4 5 &

Moay hién tai: 20/10/2011

Trong ctra sé ngay thang, chi chon duoc ngay. Néu chon thang co thé
kich chuét vao mdi tén sang trai, sang phai. Trong trwrong hop chon trong
nhiéu thang, nhiéu nam, dé chon nhanh cén kich chuét vao vj tri "thang,
nam" (gidra, phia trén), chwong trinh sé cho chon ndm. Sau khi chon nam,
chwong trinh sé cho chon thang. Nhw vay, tee vi tri ngay thang ndm, ta co
thé chon theo the tw sau:

01. Ngay thang ndm
02. Thang ndm

03. N&dm-10 ndm
04. Thang ndm

05. Ngay thang ndm
Kich Ian 1:
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Ngay I&p o1/11/2011 & |
Ngay hach toan 4 Thang maﬁzmét, 2011 »
B T 5 B

H C
TV gid VND B

31 2 3 4 5 &
7 8

9 10 11 12 13

14 15 16 1F 18 19 20
21 22 23 24 25 % IF
B 29 30 1 2 3 4
5 6 7 8 9 10 1

Trang thai 2. Chuy

hgay hign tai: 31/10/2011
Kich lan 2:

Mgay |ap i1/11/2011 E= |
Ngay hach tosn 1 2011 {D ¢

Tygia  WNDEL| L, 5 3 g
Trang thai 2. Chuy

T3 TG T7 T8

T3 T10 T11 T12

hgay hign tai: 31/10,/2011
Kich lan 3:

Nady lap o1/11/2011 =3 |
4 2010-20149 3

Muay hadh Luan

Tygia  WNDEL | ong oni0 | 2011 | 2012
Trang thdl 2. Chuy

2013 201+ 2015 2016

2017 2018 2019 2020
MZ kho

1 KHU Mgay hién @i: 31/10,2011

Nhap théng tin cho diéu kién loc - Cac tr wéng danh m uc

- Nhap tryc tiép dé tim kiém 1 ma danh diém, nhap 3 ky tw, chuong
trinh sé xem danh muc dé chon;

- Hoac nhan biéu twong kinh lap dé tra ctu trong danh sach. Sau khi

danh séch hién ra thi thyc hién cac thao tac loc tim nhw trong hwéng
dan phan thao tac danh muc.

- Chuwong trinh sé tim trong bd ma trwéc tién.
Vi du néu nhap "KHO" thi nhimg ma sau (gid dinh da tén tai) sé thé hién:
KHOAO1, AB KHOA04, XX KHO,

Tiép sau, néu khong tim thdy trong bé ma, chwong trinh sé tim trong
trweong tén clia danh myc mién c6 chtra cum tir "KHO".
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Luu ¥ 1a déi véi cac triong danh muc ¢ nhing bao cao bat budc phéi
nhgp toan bé ma (diéu kién tuyét doi) nhung cing co nhing bao cao chi
can nhap nhimg ky tw dai dién (diéu kién twrong doi)

Dé tim hiéu thém vé ky tw dai dién vui long tim ter khoa "wildcard” trén cac
tai liéu true tuyén.
- Néu khoéng nhé rd cAu trdc ma va khdng nhé tén thi nén tim theo thi

nén tim theo cach tim nhanh, tirc la nhap vao biéu twong kinh 1ap "~
" sau d6 nhap ky tw can tim vao 6 "Tim nhanh".

- Néu biét rd céu trac ma khéng nhé tén thi nén tim theo cach loc
trwong, tie 1a sau khi nhan vao bidu twong kinh Iap " ", nhan tiép
vao bidu twong " * " trong trweéng ma va nhap ky tw tim kiém.

CAc trworng cho phép ch on nhiéu danh diém

Véi céc trwdng cho phép chon nhiéu danh diém theo dang danh sach, khi
m& man hinh tim kiém sé& cho phép chon céac danh diém. Khi chon xong
can thiét phai nhan chuét vao 1 danh diém mét ky. Néu déng ngay man
hinh tim kiém thi s& khong tra vé danh diém nao.

Céc trwong tuy ch on C6/Khdng ho ac chon trong day céc gia tr i co
san

Nhén phim cach (Space bar). Déi véi mét sé tiy chon khac c6 thé la chon
bam (click) chudt a dé chon danh dau.

Caéc truong cac tity chon: 1,2,3 (nhém) c6 thé nhap cach sé, chuong trinh
sé ty dong xép lai.

Vi du khi chon nhém bao céao theo thL’I”tl,I’ n,hc’)m 1<-> nhom 2<-> nhém
3(1/2/3), sau d6 bé nhém 2 thi khdng nhét thiét phai nhap (1/2/0) ma céthé
nhap (1/0/2).

Chon mau in thich h ¢p

Trong chwong trinh thong thuong c6 2 gia tri la m&u chuan theo dong tién
haclj toan va mau theo ngoai t€, tuy ttrng bdo cao ma co thé& cé nhiéu hon
2 mau b4o céo.

Théng thwéng sé ¢6 2 mau 1a "mau chudn” va "mau ngoai t&"
Chuy:

Néu da chon mau trong man hinh diéu kién, khi in c6 thé chon lai mdu
khac ma khdng can quay tré lai man hinh diéu kién.

S&p xép béo cao theo ¢ ot

Néu can sap xép tht tw sb liéu trén bao céo theo cot ndo d6, nhan biéu
twong -~ tréntiéu dé cot, chon Hhoéc chon {&‘I'

Céch don gian hon la nhép d6i (double click) vao tiéu dé cot.

Chuy:

Khi da chon sdp xép thir tr s6 liéu trén bao cao theo cét nao do, khi ta lam
twoi lai bao cao hodc tién hanh loc lai, chwong trinh van lwu lai thir twe dé

dé nguoi dung khéng cén ldp lai thao tac trén. Biéu nay hdu ich trong khi
tra ctru lién tuc.

Xem chi ti ét phat sinh ¢ Gia mét dong s 6 liéu téng h op (Drill down)
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Dé xem chi tiét ching tir phat sinh ctia mot dong s6 liéu tong hop ngay
trén so liéu bao cao’(téng hop), tai man hinh duyét xem so liéu, chon dong
can xem chi tiet, nhan lién ket theo doi twong dé xem chi tiét".

Lién két theo di twong dugc hiéu theo tirng bao céo cu thé, néu bao céo
tong hop thi cap cua lién két sé sau hon cac so sach, bang ké.

Vi du:

Béo cao téng hop theo khach hang thi déi twong téng hop sé la khach
hang, theo vt tw thi thi doi tuong tong hop sé 1a vét tw. Khi két xuat chi
tiét, chwrong trinh sé hién thj cap thap nhat la chi tiét chdng tee.

Bao céo tong hop phét sinh tai khoan, khi xem chi tiét tai khodn thi
chwong trinh sé khéng truy qua cac cap sé cai ma thé hién danh sach
chidmg tir co phat sinh tai khoan.

Hiéu chinh ch tng ttr trén bao cao

E)é hiéu chinh chirng tor ngay trén sé Iiéq bao cao, tai m,an hinh duyét xem
s0 liéu, chon chirng tir can stra, nhan biéu twong lién két “ma ching tir".

Chuwong trinh s& mé chirng tir thanh 1 ngan (tab) khac.
Lam twoi bao cao

Khi cé thay déi di¥ lieu, cAn phai cap nhat lai cho b&o céo, nhan -
Larn turidi »

Loc diéu kién m&i
Dé loc didu kién bao cao méi, khéng can chon trinh don lai ma chi can

nhan bidu twong éng nhom - . chwong trinh s& mé& man hinh loc tré
lai.

Tinh tdng m ot trwérng gia tr i

Dé tinh tbng mot trwdng gid tri trén bang dir liéu bao c&o, nhan biéu twong
o,

Két xu at d v liéu trén bao céo ra Excel

Dé& két xuét dir lieu trén bang dir liéu bao céo ra Excel, nhan biéu twong -
Xem (preview) bao cdo

Dé xem béao céo theo mau dinh dang (preview), tai man hinh duyét xem

s6 liéu, nhan bidu twong may in - = . Chuong trinh s& két xut dinh dang
* Pdf d& xem, may tram phai cai trwéc cac chwong trinh c6 thé doc dwoc
dinh dang tép nay.

Luwu y: chuong trinh cho phep khai bao an/hién ngay gio trén mau in. Chi
tiét lién hé nhan vién tw van dé duoc huéng dan thém.

Phan trang

Dé di chuyén gitra cac trang in bao cao, nhén cac nit “trang 1,2,3,4,..” dé
Ién, xudng 1 trang in so v&i trang in hién tai.

Xem thém “Xem danh muc theo trang” trong “Nhi*ng hwéng dan chung vé
cap nhat cac danh muyc”

Khoéa c 6t
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Trwdng hop bao céo cé nhidu cot, mudn cb dinh mot sé cot nao d6 ta s
dung chirc nang nay.

Dat con tré chudt tai cot can ¢b dinh, nhan nat - Khoa cot. Lic nay khi kéo
thanh cudn ngang thi cac cot tlr cot 1 dén cot can cd dinh sé dugc cb dinh
lai, khong bi kéo di theo thanh cudn ngang déng thoi ciing khéng chinh
dwoc do rong clia cac cot nay.

Dé bo khoa cot: Chon lai cot da khda, nhan ndt - Bd khoa.

5.2  Giai thich chung cac théng tin khi khai bA4o m  &u béo céo

Chuwong trinh dwoc thiét ké cho phép ngudi dung cé thé tw khai bao céch tinh cia mot
sb bao céo tr mau chuan dé tao ra mau bao céo dac thu. Trong mdi béo céo, sé co
nhi*ng khai b4o dac trwng va sé dwoc hwéng dan chi tiét tai méi bao céo cu thé. Trong
phan chung nay chi néu 1 s phan chung nham tranh Iap lai trong tai liéu.

In:
- Néu chon 1- C6 in, chwong trinh cho hién chi tiéu nay khi xem béo
cao.

- Néu chon 0- Khéng in, chwong trinh cho &n chi tiéu nay.

Kiéu ch i

- Néu chon 1- In dam, chwong trinh cho hién tén chi tiéu la chir in dam

- Néu chon 0- Khéng dam, chuong trinh cho hién tén chi tiéu 1a chi
khéng dam.

Cong th e

Cong thire cho phép khai bao khi chon cach tinh la 0- Tinh theo ma sb, c6

th{e cong hay trL‘Jj cac ma so da dwoc khai bao lai v&i nhau va phai dwgc

thé hién trong dau ngoac vuong [].

Vidu

Chi tiéu “1.Tién” ma sé “111” béng céc chi tiéu c6 ma sé sau céng lai véi

nhau: "[11A]+[111B]+[111C]"

Xem thém trong:

- Khai b4o mau bang can dbi ké toan

- Khai bao mau bao céo két qua san xuét kinh doanh

- Khai bdo m4u béo céo t6ng hop chi phi san xuét theo vu viéc

- Khai bao mau bao c4do KQ SXKD theo vu viéc, cong trinh

- Khai b4o mau bang can dbi phat sinh céc tai khoan
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