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Tai liéu hwéng dan st dung Phan hé quan ly hé théng

1  Cécthiétlap hé théng

1.1 Chonngaylam vi éc

Man hinh khai b4o chon ngay lam viéc dé han ché sai sét ngay, thang, nam khi nhap
liéu, sé khong cho nhap liéu khi ngay, thang, nam khong c6 trong khoang khai bao
nay.

B Chan ngay lam widc

Mgaylam viéc tirfdén  01/01/2011 EH 31/12/2011 EH

1.2 Danh mucty gia quy d6ingo aité

Chirc nang dung dé cap nhat va lwu giv ty gid giao dich thwc t& cla tat ca cac loai
ngoai té theo thoi gian.

|Ed Sira ty gid ngoal té

M3 ngoai t& Uso Bl B4 La My
Magay 0i/01/2011 E=H
TV gid 27 000.00

Khi nhap cac phat sinh ngoai t& chwong trinh sé lay ty gia quy d6i ngam dinh la ty gia
trong bang c6 ngay gan nhat trwéc dé so véi ngay phat sinh clia chivng ttr.

Vidu

Ma ngoai té USD, ngay 01/01/2011 c6 ty gia la 19.500; Ngay 01/10/2011 c6 ty gia la
21.500.

Lép phiéu thu ma ngoai t¢ USD ngay 01/02/2011 truéng ty gia ngam djnh la 19.500.
Lép Phiéu thu ma ngoai té USD ngay 15/10/2011 trwrong ty gia ngam djnh la 21.500.

1.3 Khai bdo ngay b at dau nam tai chinh

Man hinh khai bao ngay bt dau ctia ndm tai chinh theo ché do ké toan ap dung trong
doanh nghiép.

|EH Khai bdo ngay bat d5u ndm tai chinh

Muay bal Jau 71/01/2011 ==

Thong thwong, ngay bét dau ctia nam tai chinh 1a ngay 01 thang 01 theo quy dinh cla
ché do ké toan doanh nghiép Viét Nam. Tuy nhién v&i cac doanh nghiép nwéc ngoai,
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Tai liéu hwéng dan st dung Phan hé quan ly hé théng

c6 thé ngay bat dau cia nam tai chinh sé khac, lc do cac ky phan tich trong cac bao
cdo tai chinh sé dwoc tinh ké tw ngay bat dau ctia nam tai chinh. Mgt s6 bao cao theo
ky sé bi anh hwéng la:

- Béang can dbi phat sinh tai khoan;

- Bang can dbi ké toan:;

- Bé&o céo két qua hoat dong kinh doanh;

- Bé&o céo lwu chuyén tién té truc tiép;

-S4 Céng cu dung cy;

- Bang tdng hop trich phan bd chi phi cong cu dung cu;

- Bao céo quan ly ban hang phan tich theo th&i gian 1;

- Téng hop sb phat sinh liy ké theo vu viéc;

- Bé&o céo két qua kinh doanh theo vu viéc cong trinh;

- Nguén vén dau tw;

- Chitiét ngudn vén dau tu;

- Thuyc hién dau tw theo dw an, cong trinh, hang muc céng trinh;
- Quyét toan dau tw theo dw an, cong trinh, hang muc cong trinh;
- Thuyc hién dau tw;

Vi du don gian:

Ngay ddu ndm tai chinh la ngay 01/04, Ngay déu tién nhép liéu ngay
01/01/2010. Tai khodn 111 c6 phat sinh nhw sau:

Ngay 15/01/2010: Phat sinh ngr 500

Ngay 01/03/2010: Phat sinh ngr 1000

Ngay 01/04/2010: Phat sinh ngr 1500

Ngay 01/09/2010: Phat sinh ng' 2000

Xem Bang can déi phat sinh ttr ngay 01/09/2010 dén ngay 30/09/2010:
"Ly ké no tir ddu ndm dén dau ky" la 1500.

Néu ngay ddu ndm tai chinh la ngay 01/01, két qué sé la 3000.

1.4 Khai bdo ngay b at dau nhap liéu

Man hinh khai b4o ngay b &t dau s dung

|EH Khai bdo ngay bat d3u nhap lidu

Moay bat dau 11/o0i/2011 EH

nhan || Hoy

Tai thoi diém bét dau s& dung, dé Fast Accounting Online theo ddi tiép tuc, phai nhap
CAc so dw nhu:

- Sb dw cong no chi tiét theo tirng dbi twong céng no';
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- Sb dw cong no theo tirng dbi twong cong ne chi tiét theo tirng hoa
don (néeu cé theo doi);

- Sb tdn kho vat tw hang hoa;

- Sb dw céac tai khoan khac.

Néu ngay bét dau s dung khac ngay bét dau clia nam tai chinh thi ngoai viéc nhap s6
du tai khodn con phai nhap s6 dw dau nam dé lap can doi ké toan cho nam dau tién

st dung.

1.5 Khai bdo cac man hinh nh ap chdng t

Chtrc nang nay dung dé khai béo céc théng sé mac dinh riéng cho céac chirng tir khac
nhau. Cac thdng s6 mac dinh nay sé dwoc ap dung trong cac chirng tir cu thé khi cap

nhap chirng

ttr, in chirng ttr, 18n bao céo. Ngoai ra, con cho phép khai bao théng tin vé

viéc str dung cac trwéng tw do sao cho phi hop véi diéu kién doanh nghiép.
Man hinh khai béo

|EH Sira khai bdo cdc man hinh nhép ching tir

Ma chirng tr PMA
Tén chirng tir Hoa don mua hang trong nudc
Tén khac Domestic Purchase Invoics

Théng tin chinh | In ching tir | Khac |

Ngan théng

Chirng tir me PMA Bl Hda don mua hang trong nudc

55 hién théi 2235

Ki€m tra tring s5 1 - Theo ngay =1 [T chicanh2do
Mgoai t& VND Bl Bng Viét Nam

Ma giao dich 2 Bl Hda don kiém phi€u nhap

Loai clrng tir 2 Hoa daon kiém phiéu nhap

Xir by 1 Bl Chuyén <TTH

Mourdi giao dich 1 1-Cdsirdung, 0 -Khdng

Moudi sir dung 0 1-Loc theo noudi sirdung, 0 - Khing

i

tin chinh
Ma& chirng ttp

M4 ctia chirng tlr trong chwong trinh. M nay la duy nhét trong danh muc,
méi chirng tlr c6 mét ma dwoc chwong trinh qui dinh sdn va khéng cho
phép stra d6i. Ma chirng tir dwoc dung dé hé thdng thwe thi nhirng xa ly
riéng cla tirng nghiép vu trong chirng tr. V& méat s& dung, ma ching to
dwoc dung dé loc sé liéu trong khai thac bao céo.

Tén chng tte / Tén khac

Tén va tén tiérlg Anh cta ching tir. Co thé chinh stra tén chirng t¥ nhwng
khong dwoc dée trong.
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M& ching ttr me

Trwéng nay khai bao dé tién cho viéc danh sé ty déng cac chirng tir. MAi
khi thém mét chirng tlr mai thi chwong trinh tw déng danh sé tang thém 1
don vi. Trong trwong hop cac man hinh cap nhat chivrng tir khac nhau
nhwng lai c6 ciing mot hé thédng danh sb ching tir thi phai khai bao cac
man hinh nay c¢é chung mét ma ctlr me dé cho chwong trinh nhan biét dé
danh sb ty déng. Ma chirng tlr me phai la ma chirng tir ndo d6 trong danh
muc chirng tiv. Trong trwdng hop man hinh cé hé théng danh sé riéng thi
ma chng tr me trung v&i chinh ma chang toe.

Sé hién th &i

Truong nay cho biét chirng tir hién thoi da dwoc danh dén sé bao nhiéu.
C6 thé thay dbi lai sé hién tai.

Vi du can phéi danh sé lai khi bat dau mét thang méi, thi ta chi viéc siva lai
so chimg ter nay.

Khi lap chirng tir mai thi chwong trinh sé xét dong hién tai clla chirng ttr,
c6 2 trevong hop xay ra:

- Néu chirng tir hién tai dang danh sb theo quyén va nguoi st dung hién
tai cé thé s dung quyén (khai bao s dung quyén) thi chwong trinh sé
chon tang tir danh muc quyén.

- Néu chirng tir hién tai khong danh sé theo quyén ma danh sé theo danh
muc chirng t thi chwong trinh lAy sé ching tir hién thdi trong danh muc
chirng tlr cong 1 dé danh sé cho chiéng tlr mai. Khi lwu chirng tr thi
chwong trinh sé& cap nhat sé chirng tr méi vao trwdng nay.

Ghi chu:

Truong hop cac man hinh cép nhét ching ter khac nhau nhung lai co cung
mot hé thong danh sé chung tir thi cac chang tir nay phai c6 sé hién thoi
dong nhat v6i nhau, khi do chwong trinh méi danh so thir tw ding cho cac
ching ter ay.

Kiém tra tring s 6 chirng tir

Théng tin nay cho phép hay khdng cho phép mét chivng tir dwoc danh
trang sd. Viéc kiém tra c6 thé dwoc thye hién trong mot khoang thoi gian
tuy chon: ngay, thang, quy, nam hodc lién nam (toan bd co s& di liéu).
Chuwong trinh cho phép tuy chon canh bao khéng cho lwu néu xay ra triing
sé chirng tir, ho&c canh bao nhwng van cho phép lwu. Viéc kiém tra thuc
hién trén cac tuy chon sau:

- 0- “Khéng kiém tra”: chwong trinh khong kiém tra va cho phép luu
chirng tw trung so;

- 1/2/3/4- “Trong cung ngay/ thang/ quy/ nam”: chuong trinh kiém tra va
canh bao cac chirng tlr trung so trong mét ngay / thang/ quy/ nam;

- 5 “Tat": chuong trinh kiém tra va canh bao cac ching t tring sbé
trong nhiéu nam (toan b co sé& di¥ liéu).

Ngoaité

M4 loai tién t& ngdm dinh cho chiéng tir. Ma loai tién t& dwoc chon trong

danh muc tién t&. Khi nhap mét chirng tir méi thi chwong trinh sé lay ma
loai tién té nay lam ma tién té giao dich ngam dinh.

Ma giao d ich

Fast Accounting Online

5/30



Tai liéu hwéng dan st dung

Phan hé quan ly hé théng

Ma giao dich ngam dinh clGa ching tr. Ma giao dich ngam dinh diing
trong trwdng hop 1ap méi mot chirng tr ¢6 nhieu ma giao dich khac nhau
thi mé& giao dich nao s& mac nhién.

Loaichtng ttv

Loai chirng tlr ngam dinh. Loai chirng tr ngam dinh ding trong trwong
hop 1&ap mé&i moét chirng tr ¢é nhiéu loai chivrng tr khac nhau.

Xt ly

X ly ngdm dinh khi lwu chirng tie. X&r Iy nay chi gioi han & muc chuyér)
hay khong chuyén vao so cai. Tuy chon nay gom: 0- “Chuwa chuyén vao so
cai”, 1- “Chuyén vao so cai’.

Ngwei giao d ich

Théng tin nay cho phép cap nhat hay khéng cap nhat trwong tén ngudi
giao dich trén chirng tlr (ngwdi nhan tién, ngwoi giao hang, ngwdi mua...).
Tuy chon nay gbm: 1- C6 st dung, 0- Khéng st dung. Néu chon 0 thi trén
chirng tir s€ khdng nhap liéu vao trwdng nay dworc.

Ngwei st dung

Théng tin nay théng bao cho chwong trinh biét 1a c6 cho phép hay khéng
cho phép loc chirng tir theo ngwoi sir dung trong cdc man hinh cap nhat
ching tte. TUy chon nay gém: 0- “Khdng loc” va 1- “Loc theo nguoi s
dung”. Néu khai bao bang 1 thi chi dwoc loc cac chirng tir, ma nhirng
chirng tir ndy do chinh ngwdi ding dang truy nhap hé théng hién tai da
cap nhat trwéc d6. Ngworc lai thi cho phép loc ca chirng tlr do ngudi st
dung khac cap nhat.

Ngan in ch wng tw

Tiéu dé / tiéu dé khac

Tiéu dé ngam dinh va tiéu dé tiéng Anh ctia chirng tir khi in trong giao
dién tieng Anh.

Ma chirng ttp

Ma cla ching tir khi in cac bao cdo. Ma chirng tr dwgc dung trong

trwong hop doanh nghiép mudn dinh nghia trwéc hé théng ky hiéu cia
mét loai chirng tir trén cac bao cao.

Sé lién

Sb lien ngam dinh cla ching tir khi in, diing trong truong hop phai in
nhiéu lién cho nhiéu bd phan lién quan.

S6 thir tw

Thong tin nay phuc vy viéc sap xép cac ching tir khi |én cac bao céo chi
tiet lién quan dén nhiéu loai chirng tir khac nhau. Trong cac bao cdo nay,

trong cung mét ngay thi cac ching tir c6 stt bé hon sé dwoc sap xép
trwéc cac ching twr co stt 1én hon.

S6 dong khiin ch ng ttr

Khai b4o sb dong chi tiét khi in chirng tir.

1.6 Khai b4o s tr dung quy én chrng t i

DPé s dung dwoc quyén chirng tir, ngodi viéc tao ma quyén, can phai khai bao st
dung quyén cho ching tir.

Giai thich cac tr wong
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M& chimg tir
M3 guyén

Maurdi sir dung

|ER Sira khai bdo =r dung cuyEn ching tir

D1 Bl 1162 don dich vu
HTO21 Bl QuyEn chirmng tir HTOO01
ADMIN, TAMLT 2

Luru | | Hiry

Ma chirng ttp

Dung dé khai bao quyén ching tir nao dwoc st dung quyén chirng tir, ma
chirng tg’ dwoc chon tw dgnh muc danh muc ching tr. M6t quyén chirng
tlr cé thé st dung cho nhiéu chirng tir khac nhau.

Ma& quy én

Ma quyén duoc chon tir danh muc quyén ching tr, sé thé hién khi cap
nhat ching tlr c6 st dung ma quyeén.

Ngwe&i str dung

Nhirng nguwoi st dung dwoc phép s dung quyén ching tir nay. Danh
dau vao tirng nguwoi str dung dé chon. Cé thé cho phép cung lic nhiéu
ngwoi stk dung cling mét quyén chirng tis.

Vi dyu ung dung

Vao "Danh muc quyén chimg ter", thém méi 1 quyén voi cac thong sé: S6
bat dau: 0, So két thic: 1000, So hién tai: 100.

Vao Khai béo st dung quyén chidng ter, chon ap dung ma quyén vira tao
cho 1 chdng tee.

Sau d6 vao man hinh ching tcr thém méi, kich vao biéu tuong quyén dé
chon ma quyén chimng ter.

Chwong trinh sé tw déng tang dén sé 101.

(Xem thém "Danh muc quyén ching ti#' )

Chi tiét cac thao tac lam viéc voi danh myc dé nghi xem thém “Nhirng huong dan
chung vé cap nhat cac danh muc”

1.7 Capnhatlaisé ching tir

Chirc nang nay diing dé cap nhat lai hé théng sb chirng tir trong treong hop sé ching
tlr nhap sai quy tac khi in s6 sach cubi ky. Cach thwc hién:

Budc 1: Chon ching tw can cap nhat lai:
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[BH Bigu kién loc
Kifriim _10 z014
Tirfdén ngay 01/10/2014 EB 31/10/2014 EB
Loai __ 1 1-Theo chiing tir, 2 -Theo quyén chimg tir
M3 quyén
Danh sdch cuing iy~ HD1, HD2, HD32, HD4, HDD, HDA EL
B vi 000ABC L

Buwdc 2: Nhap sb bat dau:

|[BH Cap nhat lai =6 cwing tir

Loai
Danh sach ciing tr
58 bat dau

1 1-Theo ching tr, 2 -Theo quyén dung tr
HD1, HDZ2, HD3, HD4, HDS, HDA, HDF

0001

Ky/nam

Theo ky dwong lich, tra vé sé ligu trwong "Tir/dén ngay" dung dé loc theo
ngay hach toan cuta cac chirng ti trong so cai;

Loai

-1 - Theo ching tir: Chwong trinh sé& thay thé sb chirng tir hién tai cta
nhirng mé& chirng tir ¢6 trong danh sach dwgc chon trong "Danh sach
chirng to".

Lwuy:

Céc ching tir duoc chon phai c6 chung ma chuing ter me, néu khong
chwong trinh sé khong thuc hién cap nhat.

- 2 - Theo quyén chirng tir: Chuong trinh sé thay thé sé chirng tir hién tai
clia nhirng ma chirng tlr thudc quyén cé trong danh sach quyén duoc
chon.

Lwuy:

Quyén ching tr duwoc chon khoéng dugc khai bao st dung cho cac ma
chdmg tee ¢6 trong danh séach (*), néu khdng chwong trinh sé khdng thuc
hién cép nhat.

(*): Danh sach céac chung tir khéng duroc khai béo trong danh muc quyén:
- CO1 - Bat toan phan bé chi phi san xuét chung;

- PK2 - BUt toan dao chénh léch ty gié;

- PK3 - Bt toan két chuyén tw déng;
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- PK4 - Bt toan phan bé tw déng;

- PK5 - Bt toan phan bé khdu hao;

- PK6 - BUt toan chénh léch ty gi;

- PK7 - BUt toan phan bé CCDC;

- PK8 - BUt toan chénh léch ty gia ghi sé trung binh;
- PXF - Px chénh léch (tw dong) gia hang tén kho;

- PXG - Héa don nhap mua - xuét thang (phan xuét).
M4 quy én

Chon nhéap tlr danh muc quyén chirng ti¥ trong trweéng hop "Loai" 1a 2, chi
chon nhirng ma quyén cé “Ngay phat hanh” <= “Ngay ti".

Danh séach ch ng ttp

Chon nhap tr danh muc ching tr trong trwdng hop "Loai" la 1, .

Sé bat dau

Bat budc nhap trudc khi thwc hién, nguyén tac tang gibng nhw ding
quyén: ty ting trén chudi chi so dai nhat va wu tién tt trai sang phai. Cho
phép nhap ky tw + s (ca trwdng hop chon quyén hodc chon chirng tiy).
Céc lwu y khac:

- S&p xép trong man hinh duyét va thuc hién tidng dén theo thi tw: ngay

hach toan -> sé thev tw khi in (khai b&o trong danh muc ching tir) -> sé
chirng tor;

- Néu thoi gian khong thuge thoi gian trong "Khai bao ngay lam viéc" thi
khong thé thuc hién chic ndng nay;

- Khi khoa sé (téng quét hodc theo chimg ter) thi khdng thé thuc hién chic
nang nay;

- Cho phép truy vé chung tir géc.

1.8 Khai bao cac tham s 6 tuy ch on

Chirc nang nay cho phép nguoi st dung khai bao mét sbé tham sb tily chon dé
chuwong trinh phi hop nhét véi tirng doanh nghiép cu thé.
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Khai bao cac tham sé tiy chon

1) M3 phan h&: GL - K& todn

<7 33 Xem 1-17/17 ban ghi | Ldm tuai

Tén tham =g he thong

Danh sach tai khoan khir tring trong mua ban hang hda, vat tuo
Danh sach tai khoan cong ng phai thu

Danh sach tai khodn cdng ng phai tra

Tai khean ché&nh léch gid hang tén kho

Tai khoan thu nhap tat todn cho cac hda don

Tai khadn chi phi t3t tadn cho cac héa don

Tai khoan xac dinh két qua kinh doanh

Danh sdch cdc dau tai khoan khéng cd =& du

Kiém tra ma s thué

M3 thug GTGT d3u vae ngam dinh

111
131,136,141,1388,137
331,338,336

5321

7113

8113

o911

0,6,7,8,9

Kiém tra va canh bdo
os

Gia tri

Ma thug GTGT dau ra ngam dinh 10
Tinh thu& ddi vai cdc mat hang khuy&n mai Khing
Tinh thu€ tiéu thu d&c biét cho hang nhap khiu Co
“ao chi tigt =& du kchach hang/nha cung cdp dau nam tai chinh Cd
Hién thi khuy&n mai trén hdéa don ban hang Co

Theeo déi thanh todn chi tiét theo cdc héa don khai bdo trong phin thuf d5u vao cé

Danh sdch tai khoan tae bdt toan dac chénh 1&ch ty gia 1121

Nhém tham s 6 lién quan dén cong ty

Ngay quy ét dinh vé ché dé ké toan cua B tai chinh/ Decision
isssuing date / S 6 quyét dinh vé ché dd ké toan c tia B tai chinh /
Number of Decision regulating accounting system

Thong tin vé ché d6 ké toan ma doanh nghiép dang ap dung theo tiéng
Viét Nam hoac tieng Anh.

Ho va tén c Gia giam déc / Director's name

Ho va tén giam dbc theo tiéng Viét Nam hoac tiéng Anh sé& duoc in trén
cac bao cao ké toan.

Ho va tén c Ga ké toan tr wéng/ Chief accountant’s name

Ho va tén ké toan tredng theo tiéng Viét Nam hoac tiéng Anh sé dwgc in
trén cac bao céao ke toan.

Ma déng ti én hach toan / Base currency

M& ddng tién hach toan theo quy dinh cta ché dé ké toan Viét Nam. Theo

do, tat ca cac giao dich lién guan dén dong tién khac voi dong tién hach
toén thi sé dwoc quy doi ra dong tien hach toan dé Ién béo cao.

y inh thanh / Province/City /
Quan huy én / District / S o dién tho ai / Phone Number / S o fax / Fax

Nhirng théng tin twong ng theo tiéng Viét Nam hoac tiéng Anh sé dwoc

Ma sé thué ctia doanh nghiép. Ma s6 thué sé dwoc in trén cac béo céo

e Dia chi cong ty / Company’s Address / T
Number / Dia chi e-mail / Email Address
trinh bay trén t& khai thué GTGT.

e M4 sé thué chaa doanh nghi ép
thué GTGT.

[ ]

Théng tin tai kho an ngan hang khi in hoa don

Thong tin vé sb tai khoan ngan hang, tén tai khoan ngan hang st dung khi
in ho& don ban hang trwc tiép tr chwong trinh.
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Tai liéu hwéng dan st dung

Phan hé quan ly hé théng

Ma tinh ch &t thu & ngam dinh

Gia tri m&c nhién khi nhap thué GTGT dau vao trong cac chirng tir. Khai
béo theo 5 tinh chat sau:

- 1- Hang hoa, dich vu dung riéng cho SXKD chiu thué GTGT du diéu
kién khau trtr thue

- 2- Hang ho4, dich vy khéng da diéu kién khau triy

- 3- Hang hoa, dich vy ding chung cho SXKD chju thué va khong du
diéu kién khau trte thué

- 4- Hang héa dich vu diing chung cho dy an dau tw dd diéu kién khau
trir thue

- 5-Hang hoéa dich vy khéng phai tng hop 1én té khai 01/GTGT

Nhém tham s 6 lién quan dén dinh dang

Pinh dang tr wéng gia / Gia ngo aité/ Tién / Tién ngo ai té / Sé lweng /
Tygia/Tylé

Anh hwéng dén thé hién cac trwong sb trong man hinh nhap liéu va in bao
cao, churng to.

Chay

Do céc truong sé luong, gi, thanh tién trong chuwong trinh duoc thiét ké
twong Umg 3, 4, 2 sé 1, nén viéc khai bao nhiéu hon la khdng cé y nghra.
Chuy:

C6 sw khac nhau giita khai bao ##0 va ### (Xem thém vé dinh dang sé
trong cac chuwong trinh bang tinh)

Vi du:

- Néu dinh dang la "###" thi khi c6 gia trj 0 sé hién thjla " ".

- Néu dinh dang la "##0" thi khi c6 gia trj 0 sé hién thjla 0.

Cha y:

Vé viéc hién thj chi sé 1 trén man hinh duyét sé liéu

Vi du:

- Khai bao dinh dang truong sé luong co 4 sé 18: # ##H# ### ##0.0000

- Nhép sé dw 1 sé mat hang c6 sé lwong la: “0.13"

- Xem b&o céo kho thi trirong sé luong hién thj la “.13” (mét di sé 0 ding
truoc)

Day khong phai a 16i chirong trinh. Do churong trinh ludn chuyén vé khuon
dang ### dé cac 6 khong co di liéu hodc gia tri bang O thi sé chuyén
thanh trong (néu khdng c6 xu ly nay thi trén man hinh duyét so liéu sé
toan la 0.00 & tat ca cac 0). Phan nay cd thé chinh sura chuong trinh theo
khach hang nhung phai can nhac ky. Vi viéc hién thj chi trén man hinh
duyét soé liéu, in ra mau in van ding nén khuyén cao khéng nén chinh sdra.
Ky tw ng&n cach hang nghin /S 6 thap phan

C6 thé khai bao ky tw ngan cach hang nghin, thap phan.
Ky hiéu sé am
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Tai liéu hwéng dan st dung

Phan hé quan ly hé théng

C6 thé khai bao ky hiéu sé am khi l1én bao céo dang “D4u tri¥” hodc “Dau
ngoac”.
Kich c & phéng ch & cta ngdn ng i th 2 trong bao céo

C6 thé khai bao kich c& phéng chir ctia ngdn ngi thi 2 trong bao céo.

Nhém tham s 6 lién quan dén ké toan

Danh sach tai kho an kh tr tring trong mua ban hang hoa, v attw

Dung dé kiém tra viéc chuyén vao s céi cac chirng tir vat tw, hang héa
trong trworng hop xay ra chieng tir tring khi mua ban vat tw bang tién mat.
Nghiép vu mua vat tw, hang hoa tra bang tién mat sé cé phiéu chi tién mat
va phiéu nhap vat tw, hang hod. Trong trwéng hop néu trén hai chirng tir
déu c6 so dd hach toan trung nhau nhwng do hai ké toan vién khac nhau
theo ddi va chiing c6 thé chira céc thong tin khac nhau.

Vi du nhw ban hang thu tién ngay thi hoa don ban hang do ké toan tiéu thu
thuc hién va co céac thong tin vé luong, don gid, trj gid hang hoa con phiéu
thu tién do ké toan tién mat thuc hién va chi cé thong tin vé téng gia tri
hang ban ra. Gia trj mac nhién cho tham sé nay la 111,112. Chuong trinh
sé kiém tra ma nhdp xuét trong khi ltu cac ching tir nhdp xuét vat tw, néu
thugéc danh sach tai khoan khd trung thi hach toan trén chdng tor nhap
xuét sé khéng duoc luu vao sé céi, bit toan nay sé duoc nhép tir phiéu
thu - chi.

Xem thém "X ly hach toan tring lién quan toi tién mat va tién g ngan
hang" trong Cac hwéng dan khac vé phan hé von bang tién

Danh sach cac tai kho an céng n ¢ phai thu (/ph ai tra)

Chwong trinh chi hién nhirng tai khoan cdng ng dwoc khai bao trong danh
sach nay khi xem bao cao lién quan tai khoan cong ng.
Khi khai bao trong danh muc tai khoan néu khong c6 trong danh sach nay
thi ciing khéng thé thiét 1ap tai khoan céng no.

Tai kho an chénh | éch gia hang t én kho

Chuwong trinh tw ddng dinh khodn tién chénh l&éch cta hang tén kho theo

tai khoan nay khi tinh gjé trung binh néu vat tw chwa dwoc khai bao “Tai
khoén chénh léch gia von” trong danh muc vat tw.

Tai kho an xac dinh két qua kinh doanh

Khai bao tai khoan xac dinh két qua kinh doanh, chwong trinh ngdm dinh
la 911.

Danh séach cac dau tai kho an khéng c6 s 6 dw

Khai bao nay gilip cho chuwong trinh nhan biét khi cap nhat cac s6 dw dau
ky. Gi& tri mac nhién cta tham s6 nay la “5,6,7,8,9".

Ma thué GTGT dau vao ng am dinh

Khai bao ma thué ngam dinh khi thém méi cac ching tir c6 cap nhat
thdng tin thué GTGT dau ra.

Ma thué GTGT dau ra ng am dinh

Khai bao ma thué ngam dinh khi thém méi cac ching tir c6 cap nhat
théng tin thué GTGT dau vao.

Theo déi thanh toan trong phi  éu ké toan, bu tr tr cong n ¢

Néu tham sb nay c6 gia tri 1a “C6”, twong (ng:
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Tai liéu hwéng dan st dung

Phan hé quan ly hé théng

- Tai khoan nhap tai cot “Tai khoan” (trong chi tiét) 1a “Tk céng no”
thudc tham s6 “Danh sach tk cdng ng phai thu” va cé “Phat sinh ng”
thi héa don cong ng sé chuyén vao héa don phai thu;

- Tai khoan nhap tai cot “Tai khoan” (trong chi tiét) 1a “Tk céng no”
thudc tham s6 “Danh sach tk cong ng phai trd” va c6 “Phéat sinh c4” thi
héa don cong ng sé chuyén vao héa don phai tra.

Tinh thu & tiéu th u d&c biét cho hang nh ap khau

Khai b4do nay néu chon la “C6” thi trong cadc man hinh nhap don hang
nhap khdu, t& khai hai quan, hoa don mua hang nhap khau sé c6 thém
cac thong tin vé thué tiéu thy dac biét dé cap nhat.

Vao chi ti ét s6 dw khach hang/ nha cung ¢ ap dau nam tai chinh

Khai bao nay néu chon la “Cé” thi trong trwéng hop ngay bét dau nhap
liéu khac véi ngay bat dau nam tai chinh, chirc nang “Vao sé dw dau ky
cobng no” thudc phan hé ké toan phai thu/ phai tra sé cho phép nhap ca sb
dw dau ndm tai chinh theo tirng dbi twong céng no. Tuy chon nay chi
dung trong trweéng hop sé dw dau nam tai chinh cé tinh trang: mot déi
twong cdng no vira co du Ng, vira c6 dw C6 trén 2 tiéu khoan khac nhau
(nhung cling tai khoan céng no' me), nhdm dam bao sb liéu dwoc bu trv
dang theo qui dinh khi 1én “Bang can dbi ké toan”.

Viéc cap nhat chi tiét nay thay thé cho viéc cap nhat s6 du theo tai khoan
tai chirc nang “Vao sb dw tai khoan dau ky” thudc phan hé ké toan téng
hop.

Luwuy

Trwong hop vén co tinh trang vira dw No, vira dw C6 trén nhung khong
muén nhép chi tiét cho timg déi twong cong no' ma chi mudn nhéap theo tai
khoén thi phai khai b&o tuy chon trén la “Khéng”. Khi do dé sé liéu duoc
bu trir theo ding qui dinh thi ngwoi dung phai twe bu tree dw Ne, dwe C6 gilra
2 tai khoan trwée khi cdp nhét vao chwong trinh (chi nhdp dw No hodc dw
C6 sau khi bu trer cho tai khoén cé sé duw 1ém hon).

Tinh thu é d6i v&i cac m at hang khuy én mai

Khai b&o nay néu chon l1a “Cé” thi khi cap nhat hoa don bén han,g, hoac
hé’lng ban bi tra lai chu’o’ng, trinh sé hach toan thém phan tien thue GTGT
doi véi cac mat hang khuyén mai.

Vidu

Mat hang 1 gia 1000 khong khuyén mai, mat hang 1 gia 200 khuyén mai,
tién thué sé la (1000+200) * thué suat.

Theo d&i thanh toéan chi ti ét theo cac héa don khai bao trong ph an
thu é dau vao

Khai bao nay néu chon la “C6” thi thong tin hoa don trong cac phiéu hoa
don mua hang trong nwdc, hoa don mua dich vy, phiéu nhap chi phi dugc
chuyén vao tép theo ddi thanh toan tir Ngan khai bao théng tin thué dau
Vao.

V6i tuy chon nay thi c6 thé nhap nhiéu hoa don ctia mét nha cung cép
trong cung mot phiéu nhap liéu. Tredng hop Ngan thong tin thué khong co
d@ liéu thi chwong trinh s€ ngam dinh lay thdng tin tir Ngan chi tiet.

Khai bao nay néu chon la “Khéng” thi thong tin hoa don duoc Iay tir Ngan
chi tiét. Khi d8, moi phiéu nhap liéu chi dwoc nhap cho mét hoa don duy
nhét.

Hién thi sé lwong, don gia trén héa don mua dich vu
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Phan hé quan ly hé théng

Néu tham sé “Hién thj sé lwong, don gia trén héa don ban dich vu” cé gia
tri la “1- C6” thi:

Hpa don mua dich vu, héa don dich vu tra lai nha cung cép (trudong hop
dong tien phat sinh tring v&i dong tien hach toan): man hinh sé thém 3 cot
“Dvt”, “So lwgng”, “Gia ban” trwéc cot “Tien”;

Hpa don mua dich vu, héa don dich vu tra lai nha cung cép (trudong hop
dong tien phat sinh khac véi dong tien hach toan): man hinh sé thém 4 cot
“Pvt”, “So lwgng”, “Gia ban nt” trwdc cét “Tien hang nt, “Gia ban”.

Hién thi sé lwong, don gia trén héa don ban dich vu

Néu tham sé “Hién thj s lwong, don gia trén héa don ban dich vy” cé gia
tri la “1- C6” thi:

Héa don dich vu, héa don dich vu tra lai (tredng hop dong tién phét sinh
tring v&i dong tien hach toan): man hinh sé thém 3 c6t “bvt”, “SO lwong”,
“Gia ban” trwde cot “Tien”;

Héa don dich vy, héa don dich vu tra lai (treong hop dong tién phat sinh
khac v&i dong tien hach goén): man hinh sé thém 4 pc}t “Dvt”, “SO Iu‘o’ng",
“Gia ban nt” trwéc cot “Tien hang nt, “Gia ban” cho nam trwéc cét “Tien”

Ky hiéu mau sé héa don dau vao ng am dinh/ Ky hi éu mau sé hda
don dau ra ng am dinh

Hai tham s6: “Ky hiéu mau s6 hda don dau vao ngam dinh”, “Ky hiéu mau
s0 héa don dau ra ngam dinh” do ngwdi dung tw cap nhat vao, khéng bat
buéc nhap.

Néu nguoi st dung cap nhat ky hiéu mau s6 hoa don tai 2 tham sb nay
thi chwong trinh s& ngam dinh khi 1ap cac chirng tir co6 trwong “Ky hiéu
mau” dé |én bao cao thué.

Kiém tra thu é trén b ang ké va ghis 6

Chwong trinh chi thwc hién kiém tra khi tham sé nay dwoc chon la cé.
Kiém tra trén cac chirng tir: phiéu ké toan; chirng tlr phai thu khac; chirng
tlr bu trir cOng N trén phan hé "ban hang", "mua hang".

Néu sb lieu cua tai khoan thué & ngan chi tiét va ngan thué khac nhau,
canh bao va khong cho lwu: Théng tin thué trén bang ké khac véi thong tin
thué ghi sb trong chi tiét cta tai khoan "xyz".

Kiém tra trang héa don trén cac phi éu c6 thu é gia tri gia tang dau
vao

Néu chon tham sb "Kiém tra trung héa don trén cac phiéu c6 thué gia tri
gia tang dau vao" 1a "Cé", chuong trinh sé canh béo va khéng cho lwu khi
cac chirng tir sau c6 Ma sb thué, Ngay héa don, S& Sé ri va Sé hda don
trung nhau

1. K& toéan tién:

Phiéu b&o ng;

Phiéu chi.

2. Kétoan téng hop:

Phiéu ké toan.

3. K& toan phai tra:

Hoéa don mua hang trong nwéc;

Héa don mua hang nhap khau;
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Phan hé quan ly hé théng

- Hoéa don mua dich vu;

- Héa don nhap mua — xuét thdng;
- Phiéu nhap chi ph;

- Phiéu thanh toan tam &ng;

- Ching tw bu trtr cbng no;

- Phiéu xuét tra lai nha cung cép (chi kiém néu khong chon vao 6
“Chuyén vao tép thué dau ra”).

4. Ké toan phai thu:

- Phiéu nhap hang bang bi tra lai (chi kiém néu c6 chon vao 6 “Chuyén
vao tép thue dau vao”);

- Hoa don dich vy tra lai (chi kiém néu c6 chon vao 6 “Chuyén vao tép
thué dau vao”);

- Ching tw bu trtr cbng no.

5. Bé&o céo thué:

- Vao cac hoa don GTGT dau vao.
Kiéu |ai su &t di vay, cho vay

Cho phép lai suat (%) tinh theo nam hoac thang. Néu tham s co gia tri 1a
"Nam" thi lai suat (nhép trong danh muc khé wdc) dwoc chia tiép cho 12
thang. (Xem cach tinh "Bang ké tinh lai chi tiét theo khé wéc")

Kiém tra trang mas 6 thué

Bao gdm 3 tuy chon: khong kiém tra; kiém tra va canh bao; kiém tra va
khéng cho lwu. Chirc nang nay sé kiém tra néu ma sb thué doanh nghiép
bi tring khi cap nhat danh muc khach hang, nha cung cép.

Kidu danh gia chénh | &ch ty gia déi voi sé dw tai kho an cong n o/ Ds
tai kho an coéng n ¢ danh gia CLTG s 6 dw bén No/ Ds tai kho an céng
ng danh gia CLTG s 6 dw bén C6

C6 hai lya chon: Panh gia sé dw mét bén; Danh gia sé dw hai bén

- Dbi véi danh gia sé dw mot bén:

+ Néu gia tri tham s trén la “DPanh gia s6 dv mot bén” va tai khoan
cbng ng can danh gia thuéc tham s6 “Ds tai khoan céng ng danh gia

CLTG s6 dw bén No” thi chuong trinh chi x& Iy danh gia d6i voi cac
ma khéch c6 so du cudi ky bén No;

+ Néu gia trj tham s trén la “Danh gia s6 dv mét bén” va tai khoan
cong no can danh gia thuéc tham so “Ds tai khoan cong no danh gia
CLTG s0 dw bén C&”, chuong trinh chi danh gia doi véi cac ma khach
€06 sO dw cuoi ky bén C6;

- Déi véi danh gia sé dw hai bén/ Déi voi tai khoan thwong:

Chuong trinh xt ly danh gia va hach toan bén ng hay bén c6 cho tai
khoan phu thudc vao so dw cla tai khodn can danh gia.

Kiéu danh gia chénh | éch ty gia déi Vi sé dw tai kho an céng n ¢/ Ds

tai kho an cong n ¢ danh gia CLTG s 6 dw bén N/ Ds tai kho an cong

no danh gia CLTG s o dw bén Cé

C6 hai lya chon: Panh gia sé dw mét bén; Banh gia sé dw hai bén

- Dbivadi danh gia sb dw mot bén:
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+ Néu gia trj tham sé trén la “Danh gia s6 dw mét bén” va tai khoan
cbng ne' can danh gia thudc tham s6 “Ds tai khoan cong no danh gia
CLTG sb6 duw bén No” thi chwong trinh chi x& ly danh gia dbi véi cac
ma khéch c6 sé dw cubi ky bén No;

+ Néu gia trj tham sé trén la “Danh gia s6 dw mét bén” va tai khoan
cbng ne' can danh gia thudc tham s6 “Ds tai khoan cong no' danh gia
CLTG sb dw bén C6”, chwong trinh chi danh gia déi véi cac ma khach
c6 sb dw cudi ky bén Cé;

- Dbi voi danh gia sé6 dw hai bén/ Déi véi tai khoan thuong:
Chuwong trinh x& ly danh gia va hach toan bén ng hay bén c6 cho tai
khoan phu thuéc vao sb dw cua tai khoan can danh gia.

Nhém tham s 6 lién quan dén tén kho

Céach tinh gia trung binh

Tuy chon tinh gia trung binh chung cho tat c& cac kho hay theo tirng kho.
Tinh gia trung binh chung cho céac kho theo nhém kho

Tuy chon tinh gia cho 1 nhém kho, dwoc thiét ké dé st dung trong treong
hop tinh gia theo tirng nhédm kho trong 1 don vi co s& riéng biét (hodc 1
nhém kho c6 tinh chét twong tw nhau, vi du kho khuyén mai), cac x@ ly chi
anh hwéng don vj dé.

Céach tinh gia NTXT
Tuy chon tinh gia NTXT dung theo tirng ngay hay ding theo thang.

- “DPung theo ngay”: Tuy chon tinh toan ddng theo tirng ngay cho moét
phiéu xu4t. Néu mot phiéu xuét theo gia NTXT co sb6 lwong xuét Ién
hon tén kho cho dén ngay xuét thi chwong trinh sé khéng tinh duwoc
gia cho phiéu xuét nay va sé hién thong bao “Khong di vat tw dé& xuét
" dé& ngwoi dung kiém tra lai.

- "Dung theo thang: tly chon tinh toan ding theo thang. Nhirng phiéu
nhap hoac ton kho chi can dap trng sé lwong xuat theo thang.
Ap chénh | éch vao phi éu xu &t cu 6i cling

Néu chon la “C6” thi chuong trinh sé tw dong ap khoan tién chénh léch
clla hang ton kho khi tinh gié trung binh vao phiéu xuat cudi cuing.

Tao phi éu xu at chénh | éch trong tr weng hop vat tw khong cé xu at
trong k y

Néu chon la “C6” thi chwong trinh s& tw dong tao phiéu xuét chénh léch
gia von hang ton kho ngay ca trong trwong hop vat tw khong c6 phat sinh
xuat trong ky nhwng co6 chénh Iéch.

Lwuy

Trwong hop vét tv duwoc tinh theo gia chung cho cac kho va khi tinh gia
trung binh c6 khai béo,tai trirong “Tao PX chénh Iéch" =2- “Tét ca cac
trirong hop” thi tham so nay phai duoc chon la “Co” dé so liéu ton kho sau
khi tao chénh léch van dam bao tinh hop ly va can doi.

C6/Khong tinh gia trung binh ngo  ai té

C6 tinh gia trung binh theo ngoai t& hay chi tinh gia trung binh theo ddng

tién hach toan. Néu tinh gia trung binh theo ngoai t&, phai nhap phat sinh
nhap theo ngoai té.

Nhém tham s 6 lien quan dén gia thanh

Tinh gia thanh theo s an pham
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Chon |a “C6” d& x&c nhan dbi twong tinh gia thanh |a san pham.

Tinh gia thanh theo b 6 phan

Chon 1a “Cé” néu déi twong tinh gia thanh co6 thém yéu t6 1a “Bo phan”.
Tinh gia thanh theo | énh s an xu at

Chon la “C6” néu doi twong tinh gia thanh c6 thém yéu t6 1a “Iénh san
xuat”.

Lam tron tr wong hé sé

Khai b&o sb 1é khi tao hé sb, chwong trinh ngadm dinh 1a 4.

Tinh dinh m t&c nhi éu bwéc

Bao gbm 2 ty chon:

- Néu chon la “Cd”, chuwong trinh sé tinh dén cung dinh méc vat tw co
trong thanh pham;

- Néu chon 1a “Khong”, chwong trinh chi quan tam dinh mirc c6 trong
thanh pham.

Nhém tham s 6 lién quan dén tai s an c¢é dinh

Tinh kh &u hao theo ngay

Bao gbm 2 tly chon:

- Néu chon la “C6”, chwong trinh sé& tinh khau hao ké tir ngay ma tai
san dwoc dwa vao str dung thiwc té hoac khi tai san dwgc khai bao
giam;

- Néu chon la “Khéng”, chuong trinh sé tinh khau hao theo nguyén tac
tron ky.

Tinh hét gia tr j con | ai vao k y két thic kh 4u hao

Tuy chon nay & “Cé” thi khi tinh khiu hao tai ky két thic tinh khau cua tai
san cd dinh, chwong trinh sé trich khiu hao theo toan bo gia tri con lai cla
tai san.

Thong tin “Ngay két thic” khdu hao cla tai sdn dwgc cap nhat trong phan
“Cap nhat thdng tin tai san cé dinh”. Trwdng hop dé trdng “Ngay két thac”
thi tuy chon trén khéng c6 tac dung.

Nhém tham s 6 lién quan dén CCDC

Y nghia twong tw nhw “Nhém tham sé lién quan dén tai sén cé dinh”.

Thao tac

Stra gia tri cGia cac tham s 6 tly ch on
Dé stra gia tri ctia mot tham sé ta thwe hién theo cac buéc sau:
- Chon nhan phim chtc ndng "Stra".

- Man hinh sé xuét hién & nhap gia tri & stra gia tri cla cac tham sb tiy
chon.

- Tiép theo cap nhat cac gia tri m&i cho cac tham sé.
- Dé& chap nhan céc gia tri sau khi cap nhat chon nat 1énh "Lwu".

Phuc héi cac gia tr i cii ctia tham s 6

Dé phuc héi lai gia tri ban dau ctia chwong trinh (cac gia tri mac nhién) khi
cai dat ta chon chirc nang phuc hai lai gia tri cai dat.
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Luu v 1a céc tham sé tly chon nay duwoc dung chung cho tét cé cac don vj
co s@ trong cung mét co sé& di liéu.

2 Tiénich

2.1 Thong tin bao cao...

(B Loc mau TT/QD
miu TT/gE "3 Ed Théng tr 200
Loai 2 1-Taomau, 2 - Sra mau, 3 - Xéa mau, 9 - C3p nhat mau
1énmau 1 1/Q8 Ihang tr 200
Tén khac Circulars 200

W x&cnhan xoa miu

Ding dé khai bao phan théng tin mau hang loat cho cac ching tir, b4o céo theo céac
quyét dinh, théng tw,... cia BJ Tai chinh.

2.1.1 Théng tin ¢ an khai bao

Théng tin s& dwoc cap nhat theo thir tw cac dong tir trén xudng, théng thuweng la bdn
dong.

Vi du céc thong tin cén khai bao cho Phiéu thu tién mat theo méu cda théng tuw 200:
1. Tén: M&u s6 01-TT

Tén khac: Form 01-TT

2. Tén: (Ban hanh theo QP sé

Tén khac: (Issued with Decision No.

3. Tén: 200/2014/TT-BTC ngay 22/12/2014

Tén khac: 200/2014/TT-BTC Dated Dec 22th 2014

4: Tén: cua Bo trwéng BTC)

Tén khac: of the Ministry of Finance)

2.1.2 Mét sé thao tac khith wc hién

e 1-Tao mau

Duing khi da cé mau chuan, mudn tao thém mau méi dwa vao khai bao da
c6 san

e 2-Stra mau
Chi dwoc quyén stra lai nhirng mau ma trwée d6 da chon 1-Tao mau

e 3-X0amau

C6 thé xéa nhirng mau da tao va stra, ngwdi dung tich chon vao 6 "Xac
nhan xéa mau" va nhan "Nhan" dé xéa
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e 9-Capnhatmau

Mubn in chirng tr, bao cdo voi mau sé nao, ngudi ste dung chon mau
thdng tw/quyét dinh d6 dong thoi chon loai la 9-Cap nhat mau trwde khiin.

2.2 Quanlych c nang

|8 An cdc chifc nding

HE théing

- [ chonngaylam vigc
[] 77 ga quy ddingoai t&
[] Danh muc quyn chimng tir
[] et mue 8 1
[] Danh muc donvi o =&
[ khaibde théng tin theo don vi o =&
[[] Danh muc b phan

[ [¥] Nouii sir dung

[ [#] Phén quyEn dhirc néing nhan vien

B [+] B3o tri =6 du
[] ¥haibso cScman hinh nhdp chitg tir
[[] Khaibso sir dung quyén chimg tir
[] capnhatlai = chitng ...
Khaibao cac tham s6 tly chon

& [[] ménich
[] b rgay bal dou wia nam L& ik
[ khaibde ngaybat d&u nhap idu

& [ Téng hop

& [] mén

& [[] Phai thu

[ [ Phai tra

[El [] Ban hang

[l [] Mua hang

E [ T8nkhe

Tién ich nay giip nguoi ding &n mot sé chirc nang dwgc phan quyén nhung tam thoi
chuwa can dung dén hoac it dung. Chirc nang nay chi anh hwéng dén thé hién giao
dién ngwoi dung, khdng anh hwéng téi cac ngudi dung khac.

3  Quantringwei st dung

3.1 Khai bao ng we&i str dung

Chuong trinh budc nhap mat khdu cho tirng ngwdi dung khi chay chwong trinh. Viéc
khai bao nguwoi str dung thwc hién trong “Khai bao ngwdi st dung”. Trong cac thao tac
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hiéu chinh céc giao dich, danh muc ti dién cta phién lam viéc, chwong trinh luén lwu
lai th&i gian va ma cla ngudi tao ra ciing nhw cta ngwdi thue hién stra chiva lan cudi
cling. C6 thé xem nhanh théng tin nay trong ching tir. (Tham khao thém trong phan
hwéng dan nhap liéu chung cla phan hé cu thé).

Man hinh khai bao ng w&i dung

Tén
Tén day di
X&c nhdn mat khau

|EH Sira théng tn ngudi sir dung

HUANPTO2

Fham Tien Huan

Théng tin chinh | Khac

Mat khau
Mhac lai mat khau
Rang budc

56 ngay déi matkhau

(L1111l
(L1111l
T%hié’u 6 ky tir =l

]

[T Phai d3i mat khau BEn tdi
¥ Cho phép tring mat khau di
I”  Bugcphép phan quyén cho cip dudi

3.1.1 Giai thich man hinh khai bao ng wei dung

Tén

Tén nguoi dung sé dung dé truy nhap hé ;héng. Tén la ma hoéa clia nguwoi
dung, khong dwoc gd dau hoac khoang trang.

Tén day du

Khai b&o tén ddy du cla ma nguwdi ding. Tén day dd cta ngudi ding
nhap ty do.

X&c nhan mat kh au

Dung dé bao mat mat khau cho nguoi diing trong trudng hep ngudi ding
tam r&i may tinh ma khdng dang xuat, khi dé, tuy nguwdi khac da lam viéc

v6i chuwong trinh nhwng khong thé stra mat khau hién hanh.
Mat khau xac nhan dwoc hidu la ctia ngwdi dung hién tai.

Mat kh Au / Nh&c |ai mat kh &u
Mat khau va mat khau nhéc lai phai nhw nhau. Sau khi “Nguoi quan tri”

tao m&i ngwoi dung, ngwoi diung dé cé thé tw stva mat khau cho riéng
minh.

Cép bao mat mat khau
Cép bao mat mat khau cho phép chon cac cap do sau:

- Téithiéu 6 ky tu;
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- Bao gbém sb va chir;

- Co6 tbi thidu mot chiv hoa;

- C6 ky tw khéc ngoai sb va chir.

Lwuy:

- Chon cdp m4t khu sau thi ngdm dinh phéi hiéu la bao gém ca cac
cap do trworc;

- Céc cép d6 trén déu hiéu la “Téi thiéu phai c6” chir khong phai dang
bat budc.

Vi du:

Chon cép do 3 thi phai hiéu la mat khdu t6i thiéu phai c6 sé va chir, che
khong phai bat bugc mat khau chi bao gom so va chi (tire van co thé co
ky twr khac ngoai so va chir...).

Nhirng canh bao c6 thé két xuat:

- “Mat khau téi thidu phai tir 6 ky ty” twong (ng véi cap do 1;

- “Mat khau t6i thiéu phai tiv 6 ky tw va phai c6 sé va chir” twong ng
V@i cap do 2;

- “Mat khéu t6i thiéu phai tir 6 ky tw, phai c6 sb va chir, phai c6 mét chiv
hoa” twong wng voi cap do 3;

- “Mat khau t6i thiéu phai tir 6 ky tw, phai c6 sb va chir, phai co mét chiv
hoa, phai c6 ky tw khac ngoai sé va chii” twong tng véi cap do 4.

Sé ngay ph ai thay ddi mat khau

Nhap = 0 hiéu la khong can phai thay dbi mat khau, nhap = n nghia la n
ngay sau d6 chwong trinh sé bat thay doi mat khau khi truy nhap (Canh
bao “Mat khau hién hanh da hét han”)

Phai thay déi mat khau |an t&i

Néu chon 1a “C6” thi khi truy nhap vao chwong trinh lan dau, chuong trinh
sé yéu cau dbi mat khau.
Cho phép tring m atkhau ci

Néu chon la “Khong” thi khi d6i mat khau chwong trinh sé kiém tra mat
khau m&i va 2 mat khau ci lién ké trwéc xem cé tring khong, néu trung
thi c&nh b&o. (Canh bao “Khéng dwoc phép tring mat khau ci”)

Chuy

Ngoai viéc rang budc cép bdo mat mat khdu, mét sé cum tir khdng dat
méu khdu duoc ngdm dinh trong danh sach nhw sau: 111111, 123456,
654321, 1234567, 12345678, 123456789, 0123456789, 1234567890,
123123, abc123, gwerty, qazwsx, password, passwO0rd, monkey, letmein,
trustnol, dragon, baseball, iloveyou, master, sunshine, ashley, bailey,

shadow, superman, michael, football Tuy nhién danh sach nay c6 thé thay
déi dugc.

Pworc phép phan quy én cap dwéi

Cho phep phéan quyén theo cép, sb cap khong han ché. Truong hgp mot
nguoi dung cap duoi dwoc phan quyen tr, nhiéu nguwoi dung cap trén cac
cap (ké ca ngudi ding admin phan quy&n - néu c6) thi nguyén tac la
“Hoac” quyén (giéng nhw tredng hop mot ngwdi dung duwgce admin phan
quyén riéng va phan quyén theo nhom NSD trong chwong trinh hién tai);
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nguoi quan tri 1 ngwoi duy nhat dwoc phép tao méi nguoi ding, tao/ddi
mat khdu cho nguwoi dung, thém nhan vién cap dwéi cho ngudi dung.

3.1.2 Théng tin khac

bién tho ai di déng

S6 diér] thoai di déng dung trong chivrc nang gtri tin r)hén chq cac ca nhan
c6 quyen duyét chirng tir twong (rng (Bon hang, phiéu nhu cau).

Thw (Email)

Dija chi thw dién tlr dung trong chirc néng gri thw dién ttr cho cac ca nhan
¢6 quyen duyét chirng tir twong ng (Bon hang, phiéu nhu cau).

Ngdn ng &r ngam dinh

Tuy chon ngén ngir sé dwgc glvi qua tin nhan hodc thw dién tcr.

Chay

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

néu da dang nhap réi thi khong thé diing ma nguoi diing (user ) vira déng
nhap dé vao chwong trinh dwoc nia.

- Mug‘in truy nhdp lai user tai may khac (hoéc trinh duyét khac) thi phai
nhan Thoét (Logout);

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

- Trong trwong hop truy nhép lai user tai may khac (hodc trinh duyét
khac) may sé héi nguoi dung c6 tat phién lam viée cd hay khong, néu
c6, sau khi chap nhén thi phién lam viéc cd bj mat hiéu lyc hoan toan.

Blang nhap

FLO_PTSF App -

NHANTT
Céng ty ABC -

r —

3.2 Phan quy én truy nh ap

Chtrc nang nay danh cho ngwoi quan tri chuong trinh dé& phan quyén cho céac nguoi
dung chuyén mon khac. Vao chtre nang Phan quyen truy nhéap, chon nguwdi dung can
phan quyén sau dé nhan nit stra.
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|EH Sire quyEn truy cap

H& théng z
Téng hop
TiEn
Ban hing
Mua hang
=l Tén kho
Phigs nhap kho
Phig. xudt kho
Phig. xudt diga chuyén

Tinh gia trung binh
Tinh gid trung binh di dang theo ngay
Tinh gia nhap Tuwdc xuat trudc
Tinh lai tén kho tic thai
Béo cao hang nhap
Bao cao hang wudt
Baw Law hany Hn
Danh myc hang hoa, vat tur
[+] Danh muc...

khaibaa...

Capnhat t8n kho d3u kj
Chuyén tén kho sang ndm sau
Gid tharh
Duwr &n e
Téi san
Céing cu ]

Luu I | Huy I

Dé& phan quyén, can chon tirng nhanh phan hé, sau dé chon vao cac & chon. Néu chon
ca nhanh thi tit ca cac nhanh trong cung déu cé hiéu lwc twong tw, ngwoc lai cé thé
chon tirng muc nhd. Chirc nang cho phép chon phan quyén dén tirng thao tac ("Méi",
"Sra”, "Xo6a", “Xem clla nguwoi khac”, “Stra cla ngwoi khac”,"X6a clia nguwdi khac”
,"Chuyén KTTH","Chuyén s6 cai").

Xt ly: khi ngwdi dung binh thwdng (khéng 1a quan tri) thye hién “Stra” hoac “X6a” cac
chirng tr do ngudi dung khac tao thi phai kiém tra thém 2 quyén “Stra cla ngudi
khac”,"X6a clia ngwoi khac”.

3.3 Phan quy én truy nh ap theo don vico sé

Fast Accounting Online 23/30



Tai liéu hwéng dan st dung Phan hé quan ly hé théng

|[EH Thém gquy&n truy nhdp theo don vi co =4

£10n ABC Z8ng ty ABC

Mouedi st dung TAMLT Bl _& Tién Tam
Théng tin chinh |

Chirc nang Cho phép

Mdi ¥

Sira ¥

Xda [

Truy c3p I

Luu | | Hiy

Chuwong trinh cho phép phan quyén xt ly, truy cap theo tirng don vi co s& cho tirng
ngwoi st dung. Ngoai ra, cling cé thé phan quyén cho mét nhém nguwdi st dung.
Trudng hop da phan quyén cho nhém nguwoi st dung thi khdng can phai phan quyén
cho trng nguoi st dung. Tuy nhién, néu mudn han ché hodc thém quyén cho moét
nguwoi ste dung nao dé thi phai khai bao chi tiét cho ngudi st dung do.

3.4 Gié&i han dia chitruy c ap

Chirc nang nay dung dé khai bao céc dia chi may tinh khéng dwoc phép truy cap vao
chwong trinh Fast Accounting Online.

Bat ky ngwdi dung nao truy cap tir nhirng dia chi nay, khi truy nhap, chwong trinh sé
théng béo “Tén hoac mat khdu khong dang” . Vi vay trong trwdng hop khong truy nhap
dwoc va chwong trinh bao nhw trén, can lién hé véi ngudi quan tri hé théng dé kiém
tra.

Cu phép khai béo dia chi: gitra cac I&p mang cach nhau b&i dau cham ().

Vidu: 192.168.1.5

Gidi han dia chi truy cap
Cap nhat gigi han dia chi truy cap.

#9 [Z ¥ | B Xem 1-4/4 ban ghi | Lam tuoi

Bia chi truy cap Di&n gidi
172.168.5.1 KHOALD IP
172.168.50.125 Restricted Proxy Server
192.168.1.5 Restricted Proxy Server
255.255.255.255 Restricted Proxy Server

3.5 Gi&i han dia chi truy c ap theo ng wei dung

Chtrc nang nay ding dé khai bao cac dia chi may tinh dwoc phép truy cép vao chuong
trinh Fast Accounting Online cho mét ngwoi dung. Véi ngwoi dung cu thé, néu c6 khai
bao dia chi may trong danh sach nay, chi khi nao truy cap tir dia chi dwgc khai béo thi
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hé thbng mai cho phép truy nhap chuong trinh. Ngwoc lai, chwong trinh sé théng bao
“Tén hodc mat khau khéng ding” .

Vi vay trong tredng hop khong truy nhap dwoc va chwong trinh bao nhuw trén, can lién
hé v&i ngwdi quan tri hé théng dé kiém tra.

Cu phap khai bao dia chi: gitra cac |&p mang cach nhau b&i dau cham ().
Viduy: 192.168.1.5

Gidi han dia chi truy cap cia ngudi s dung
Khai bdo cac dia chi gigi han ngudi sir dung chi dugc phép truy cap.

9 [Z X | B Xem 1-4/4 ban ghi | Lam tuoi

Mgudi sir dung Tén day du Bia chi truy cap
DUYTO Tran Qudc Duy 172.168.5.106
HIEUDT Bao Trung Hiéu 172.168.5.253
anhbtn Bii Thi Ngoc Anh 172.168.5.106
0011 L& Bdng Khoa 123.12333

4

4.1

Bao trid irliéu

Khoa s 6 liéu theo ch ng tr

4.2

Chuwong trinh c6 thém chtre nang khoa s6 liéu cho trng chirng tr theo ngwoi str dung.
Ké tr ngay khoa so liéu tré ve trwde, khong thé hiéu chinh hodc thém méi bat ky
chirng tr nao, néu budc phai hiéu chinh s6 liéu mot ky da khoa, phai “Mé” bang cach
khéa v&i ngay cda ky trwde do.

Vi du:

Mudn mé ky 05/2012 thi phai khéa dén ngay 30/04/2012 tic ky 04/2012.

Man hinh khéa s 6 liéu theo ch tng tp

Trong trwdng hop can khoéa mot ching tlr cho mét vai nguoi nguoi dung, thém maoi
dong, nhap chirng tlr va ngwoi dung can khoéa.

|[EH Stra khda =5 lidu theo chirng tir
Mouedi st dung KHOALD Bl Le Dang Khoa
Chirng tir BC1 Bl Gidy bdo co
Moay khda sd ilfizfzo11 B2

Luu || Hoy

Khoa s 6 liéu

Chuong trinh c6 chirc nang khoa di liéu khi da nhap liéu va hoan tat chirng t& cho
mot ky bao céo. K& tir ngay khoéa sé liéu tré vé trwéce, khong thé hiéu chinh hoac thém
mai bat ky chirng tr nao.
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B8 Khoa =6 ligu

Khia 58 ifu dEnngady  I1/12/2009 E=

Mhan I | Hiny

Néu budc phai hiéu chinh sé liéu mot ky da khéa, phai “Mé” béng cach khoa véi ngay cla ky truéc
do.

Vi du:

Mudn mé ky 05/2012 thi phai khéa dén ngay 30/04/2012 tic ky 04/2012.

T6t nhét nén gi¢i han quyén khoa cho mét sé déi twgng quén tri (Administrator) cda hé théng dé
han ché nhirng kha nang truc trac vé soé liéu da khoéa so.

Cha y:
Riéng chirc nang “Phan bé tién hang trd cho cac hoa don”, viéc kiém tra ngay khoa sé
sé so sanh gira "Ngay hach toan" (ngay_ct) cda hoa don va "Ngay khoa sé".

5 Danh muc

5.1 Danh muc quy én ching tur

Giai thich cac tr wéng

|EH Sira quyEn chimng tir
M3 quyen HDA
Tén qiyén Hna drn han hang
Tén khac Sales Invoice
M3 chitng Hr HIA
Ky hiéu chirng tr HDA
S8 bat dau DHADOOD]
54 ke thic DHASS9E
S& hién tai DHADOOC
Kigm tra tring s5 2 - Theo thang =1 ¥ chicanhbao
Mgay phat hanh i ==
Trang thai 1 1-Con s dung, 0 -Khdng con sirdung
tu || Hoy

e Maquyén

Ma quyén do nguoi dung dinh nghfa, ding dé t6 hop voi ma ching tur
trong danh muc chdng tw dé &ap dung quy Iluat tang soO
Xem thém Khai b&o str dung quyén ching tir

e MAuchngtir
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MAu ching tir dung cap nhat ky hiéu mau ctia héa don trong truwong hop
str dung h~c’>a don tw in, trro'ng nay dwoc két xuat tir danh muc “Khai bao
ky hiéu mau so6 héa don”, khéng bat buéc nhap.

Ky hiéu ching tte

Ky hiéu héa don trong trwdng hep str dung hda don tw in. Vi du co thé
nhap: AB/12P.

Sé bat dau

S6 bat dau ctia mét quyén chirng tir sé quy dinh quy tac tang sé ching tir
clia quyén chirng tir dé.

Khi muédn sb chieng tir thé hién: “PT01”, PT01/09/11.. C6 thé khai bao sb
chirng ti¥ theo ngay, thang, nam, tén cla ching tir. Va khong duoc dé
trbng, s6 bat dau phai khai bao ddng nhat véi sé két thac, sb hién tai.
Dé khai bao sb chirng tir theo thang nam, thi gitra sb ching tir, thang va
nam phai cé du “/” hay “_”. Chwong trinh s& tw déng tang 1&én dbéi voi
chubi s nao dai hon, néu cac chudi bang nhau thi chwong trinh tw déng
tang chudi dau tién.

Vidu

PT01/09/11- phiéu thu sé 1, thang 9 nam 2011, chuwong trinh sé tw dong
tang 1én PT02/09/11. Néu PT01/09/2011, luc nay chwong trinh sé tang la
PT01/09/2012

S6 két thuc

Sb két thac dé khai bao mot quyén cé bao nhiéu chirng tir, khi cap nhat
chirng tir ¢6 st dung quyén, chwong trinh sé& canh béo “quyén chirng tir
da st dung hét” néu sbé két thuc da dwoc st dung, phai khai béao dong
nhat v&i sb bat diu va sb hién tai.

Néu sb bat dau c6 n chir s6, chuong trinh sé ty nhay sé két thic dén sé
I&n nhat c6 n chir sb. Tuy nhién, van cé thé stra lai theo nguoi dung.

Sé hién tai

S hign tai cho biét s chirng tlr ma quyén da diing dén. Chuong trinh sé
tw dong nhay sau khi da g6 so bat dau, so hién tai la so nhé hon s6 bat
dau moét don vi.

Chuy:

Chuwong trinh chi lwu lai sé ching tir hién thei khi thém méi ma thai, khi
chinh stra lai chirng tlr thi sé khong Iwu lai...

Tranh treong hop khi s6 chirng tir dang 1a 99, nhung stra lai thanh 1, néu
Iwu lai thi cac lan thém méi sau déu tang lai tir 1.

Kiém tra tring s 6 chirng tir

Kiém tra tring sé chirng tlr c6 céc tly chon sau:

- 0- Khéng kiém tra;

- 1- Theo ngay: Tén tai s chirng tir trong ngay;
- 2-Thang: Tén tai sb chirng tr trong thang;

- 3- Quy: Tén tai s6 ching tlr trong quy;

- 4-N&m: Ton tai s6 ching tlr trong nam;

- 5-Tat: Ton tai sb chirng tir trong hé thdng;
Tuy chon “Ch i canh bao”
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Néu chon kiém tra trung sé chirng tir va khéng chon chi canh

bao thi khi

lap chng tlr bi trung sb chwong trinh sé canh bao va khong cho Ivu
chirng tr. Trwdng hop cé kiém tra tring sb chirng tr va c6 chon vao tiy

chon chi canh bao thi khi trung sb ching t chwong trinh ch
trung va van cho phép ngudi stv dung lwu tring s6 chivng tir.

e Ngay phat hanh

i canh bao

Ngay phat sinh clia quyé&n chirng tir trong trwéng hop st dung héa don ty

n.

Chi tiét cac thao tac lam viéc véi danh muc d& nghi xem thém “Nhirng huwéng dan

chung vé cap nhéat cac danh muyc”

5.2 Danhmuctiénté

Giai thich cac thong tin khai bao

|EH Sira ngoai t&

M3 ngoai té usD

Tén ngoai t& Ba La My

Tén khac Us Dollar

Tk phat ginh d rg 6351 Ed ché&nh léch 18 ty gid phat sinh trong ko

Tk phat sinh d o3 5152 HEd Chénh léch |3i ty gid phat sinh trong ky

Tk danh gia o ng 4131 Ed chénh léch ty gid hdi dodi dAnh gia lai cudi ndm
Tk danh gia d co 4131 Bl Chénh léch ty gid hdi doéi danh gid lai cudi ndm

Boctien: [1]__[2].[3]__[41[3]

sdle 3
(1 [ (3] 4 (5]
Cich doc da la wva wean chan
Céch doc khac In UsSD Dollar(s) and Cent(s) Only
Trang thai 1 1-Con s dung, 0 -Khdng con sirdung

L | |

e Mangoaité/Tén ngo aité/ Tén khac

M4& ngoai t&, tén ngoai t& va tén ngoai té bang tiéng Anh.
e Tk phéatsinh chénh| échne

Tai khoan sé& ghi no (16 chénh léch ty gid) trong cac but toan chénh léch ty
gia phat sinh trong ky dwgc chuong trinh tw dong tao ra do hach toan
gidm nhirng tai khoan co phat sinh va sé dw gbc ngoai t&. Nhitng phat
sinh thwc t& lam anh hwéng dén tai san (gbc ngoai t&) sé dwoc ghi ng vao

tai khoan nay.
e Tk phat sinh chénh| éch cé
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Tai khoan sé ghi c6 (lai chénh léch ty gid) trong cac bt toan chénh léch ty
gia phat sinh trong ky dwoc chwong trinh tw déng tao ra do hach toan tang
nhirng tai khoan co phat sinh va so dw goc ngoai té. Nhirng phat sinh thyc
té lam anh hwdng dén tai san (goc ngoai té) sé dwgc ghi c6 vao tai khoan
nay.

Chénh léch ty gia phat sinh trong ky duoc hiéu 1a cac ching ter co tai
khodn gdéc ngoai té tham gia trong ky. Cac phat sinh chénh léch nay la cac
phat sinh thuc sy lam anh hudng gia tri tai san. Trong khi chénh léch do
danh gia cuoi ky chi phan anh gia trj trong ltc I&p bao cao(bang cach tao
ra cac but toan chénh Iéch vao ngay cudi ky va hach toan ngwoc trong
ngay dau ky sau).

Tk danh gia chénh| échno

Tai khoan s& ghi ng (16 chénh léch danh gia lai ty gid) trong cac but toan

danh gia chénh léch ty gia cudi ky dwoc chuong trinh ty déng tao ra do
danh gié lai s6 dw nhirng tai khodn cé goc ngoai té.

Tk danh gia chénh | éch c6

Tai khoan sé ghi c6 (l&i chénh léch danh gia lai ty gia) trong cac but toan
danh gia chénh léch ty gia cudi ky dwoc chuwong trinh tw dong tao ra do
danh gié lai s6 dw nhirng tai khodn cé goc ngoai té.

Poc tién: [1]__[2].[3]__[4]..[5]
- [1] Dung trong mét sé trwdng hop dung cau gidi thiéu trwde khi doc

tién. (Tuy nhién, théng thwong it trwong hop st dung, nén cé thé
khdng nhap 6 nay)

Vi du:

Nh4p vao 6 s6 1 chuéi:'Tién d6 la My: ", khi in 1000 USD, chwong trinh
sé hién thj bang chiv: "Tién db la My: mét nghin do la chan".

- [2] Dung dé thay tén ngoai té.
Vidu

Thay vi trong danh muc tién té c6 tén la "D la My" thi ta c6 thé thay bang
Dollar, khi in 1000 USD, chwong trinh sé hién thj bang chd: "Mét nghin
Dollar chén".

- [3] Phan néi phan tién 1, thwdng la chir “va” (and).

- [4] Bon vi tién I& cla loai tién (xu-cent).

- [5] Céc tiép vi nglr nhw “chan”, “only” trong trwong hop khong c6 sé 1&
Vi du:

khi in 123.45 USD, churong trinh sé hién thj bang chi: “Mét tram hai muroi
ba db6 la va bon muwoi 1dm cen”

Sélé

Cho phép doc dén n s6 I, tuy thudc vao phan Ié cta don vi tién té. Vi du:
100 cent = 1 dollar. Trong trwéng hop nay ta dung 2 so é.

Chuy:

- Néu khong dung sé 1é (nhw tién VND) thi khai béo sé 1 1a 0 va chi st

durlg cét 5 khai bao “chdn” (hodc “only”). Vi du: 10 doc la “Mwoi déng
chan / Ten dong only”
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5.3

- Néu ding sé 1é (nhw tién USD) thi si» dung ca 3 dén 4 cét, cot 2 khai
bao tén ddng tién;cét 3 khai bao phan ndi véi sé 1€, cét 4 khai bao tién
1é.

Chi tiét cac thao tac lam viéc voi danh myc dé nghi xem thém “Nhirng huéng dan
chung ve cap nhat cac danh muc”

Danh muc b phan

Danh muc bd phan diung dé dinh nghia cac phong ban bé phan trong doanh nghiép.
Puoc s dung dé khi can quan ly chi phi, doanh thu, lgi nhuan .. theo tirng bd phan.
B6 phan dwoc s dung trong tat ca cac phan hé khi nhap ching t va 1én bao cao
theo ddi theo bd phan.

Ngoai ra danh muc nay con dung trong khai bdo cdng doan trong "Danh muc cdng
doan (b6 phan)" - phan hé gia thanh

|#F Stira bd phan
M3 bé phan BPO1

Tén b3 phan Bd phdn 01

Lepartmant U1

1 1-Con s dung, 0 -Khdng con sirdung

Luu | | Hiy |

Trong trwdng hop doanh nghiép da chia hé théng tai khoan theo danh muc bd phan,
ma bd phan con dwoc lap trwdc dé két hop vé&i danh muc tai khoan trong viéc chi dinh
tai khoan chi tiét twong (rng v&i ma bd phan nao - st dung chirc nang “Khai béo bod
phan ma phi cho tai khoan”. Khi nhap liéu chirng ttr, chi can nhap tai khodn chi tiét, ma
bd phan sé tw déng cap nhat.

Chi tiét cac thao tac lam viéc voi danh muc dé nghi xem thém “Nhing hwong dan
chung vé cap nhat cac danh muc”
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