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HCSN.net

HUONG DAN S’ DUNG
PHAN MEM EFFECT HCSN.net

Update:
- Théng tw 107/2017/TT-BTC vé ché do ké toan don vi HCSN
- Théng tw 324/2016/TT-BTC quy dinh hé théng MLNS nha nwéc
Céc biéu mau giao dich véi KBNN theo Thoéng tw 77/2017/TT-BTC
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LOI NOI PAU

Phan mém ké toan EFFECT HCSN.net ké thira nhivng wu diém vuwot troi cla
phan mém ké toan EFFECT.net - la dong san phdm cé nhiéu cai tién nhat vé cac
tién ich phan mém so v&i cac dong san pham trwéc day - nham mang dén cho céac
don vi hanh chinh sw nghiép trén toan quéc mét phan mém tién ich nhét.

Qua thuc té trién khai tai nhiéu don vi hanh chinh sy nghiép da chirng minh
thwe sw [a modt phan mém ké toan hiéu qua, giup tiét kiém thoi gian va céng stre cla
cac can bd Ké toan - Tai chinh. Khéng chi tuan thd hoan toan ché dd ké toan hanh
chinh sw nghiép do B6 Tai chinh ban hanh, phdn mém EFFECT HCSN.net luén
duwoc cap nhat theo cac Théng tw méi nhat va cai tién khéng ngirng dé san pham
ngay cang hoan thién, thich (rng v&i nhu cau cta nguwdi st dung.

Dé gilp cho ngudi st dung hiéu rd vé phan mém va thuan tién trong quéa
trinh st dung, EFFECT tran trong gl t&i ban bd tai lieu Huéng dan st dung phén
mém ké toan EFFECT HCSN.net. Noi dung cla tai liéu bao gébm 8 chwong:

< Chuwong 1: Cai dat phan mém EFFECT HCSN.net
Chwong 2: Hé théng danh muc
Chwong 3: Quy trinh hach toan chung
Chuwong 4: Thao tac cudi ky
Chuwong 5: Tim kiém di liéu
Chuwong 6: Sb sach bao céo
Chwong 7: Phan quyén nguwdi dung
Chuwong 8: Quan tri hé thdng

EFFECT luén mong mudn duoc hop tac véi cac Quy don vi Hanh chinh sw
nghiép trén toan quéc trong céng tac quan ly tai chinh, ké toan. Moi thdng tin chi tiét
xin lién hé:

» CONG TY CO PHAN PHAN MEM EFFECT

= Pia chi: Phong 502, tda nha Vién Péng, 36 Hoang Cau, Phuwong O
Cho Dwra, Quan Bbng Pa, Ha Nbi.

= Dién thoai: 04 3772 1635

= Hotline: 1900.57.57.85

= [ax:04 3772 1636

=  Website: http://www.effectsoft.com.vn | http://ketoanhcns.vn
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CHWONG 1: CAI DAT PHAN MEM EFFECT HCSN.net

Chuwong nay sé gi¢i thiéu dén ngudi dung vé cac yéu cau vé phan cing va
phan mém cla hé théng may tinh trwéc khi cai d&t va st dung phan mém.

1.1. Yéu cau cai dat
1.1.1. Yéu cau veé phan cieng va hé diéu hanh
. May chu
» Cac donvinho (1 -3tram)
e Ram:=24GB
e HDD OS:=>20GB
e HDD DataBase: =240 GB
e Heé diéu hanh: = Windows 7
e SQL Server: 2 SQL Server 2008 R2 SP1
e DijachilIP tinh
e C0 thé khong can server riéng ma dung lam 1 tram truc tiép
» Cac donvivwa (4 —10 tram)
e Chip: 22.4 GHz (4 CPUs) 1MB L2 Cache, 12MB L3 cache
e Ram:=28GB
e HDD OS:2>20GB
e HDD DataBase: =240 GB
e Card mang 2 Gigabit (Server)
e B0 lwu dién UPS, 6 CD rom
e Heé diéu hanh: = Windows Server 2008 R2 Standard Service Pack 1
e SQL Server: 2 SQL Server 2008 R2 SP1
e DijachilIP tinh
» Cac donvilén (trén 10 tram)
e Chip: 22.4 GHz (4 CPUs) 1MB L2 Cache, 12MB L3 cache
e Ram:=28GB
e HDD OS:=20GB
e HDD DataBase: =240 GB
e Card mang = Gigabit (Server)
e B0 lwu dién UPS, 6 CD rom
e Hé diéu hanh: = Windows Server 2008 R2 Standard Service Pack 1
e SQL Server: 2 SQL Server 2008 R2 SP1
e DiachiIP tinh

. May tram (LAN, Online)
e Chip: 2 Dual core 2.2
e Ram: =2GB

e HDD: =20 GB
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e Heé diéu hanh: Window XP SP3, Window7, Window8 c6 hd tro cai dat

Microsoft .net Framework 4.0 tré 1én
1.1.2. Yéu cau vé ha tang mang
" May chu:

- Né&u hé théng c6 dung cac chlirc nang truyén di liéu qua internet, st
dung tram Online, tram Online - Offline qua internet: 01 dwdng cap
quang 20 Megabyte/s 6n dinh cho hé théng phan mém EFFECT (Tuy
sb lwong may va lwong trao déi div liéu)

- Néu hé théng chi si dung mang LAN: Téc d6 mang LAN tlr may chd
dén may tram béat ky luén &n dinh va téc do tbi thiéu 1 Megabyte/s.

. May tram mang LAN

- Tbc d6 mang LAN tir may tram bat ky dén may chd luén 6n dinh va

tbc d6 tbi thiéu 0.5-1 Megabyte/s.
. May tram Online

- Tbc d6 mang Internet tr may tram béat ky dén may chad luén 6n dinh va

tbc d6 téi thiéu 0.5 Megabyte/s.
1.1.3. Yéu cau vé phan mém

. Hé thdng may tinh phai dwoc cai dat mét trong cac hé diéu hanh cla
Micosoft sau: Windows XP SP3, Windows 7, Windows 8, Windows 10.
" Microsoft .net Framework 4.0 (hoac phién ban cao hon)

. Crystal Report 10

. Hé quan tri co s& dir liéu SQL 2008 R2 (hoac phién ban cao hon)

1.2. Cai dat phan mém

1.2.1. Quy trinh cai dat

Bwdc 1: Sau khi da tai hodc copy vé may tinh bd cai phan mém EFFECT-
HCSN, ban tim dén thw muc chira bd cai, giai nén *.rar (néu c6) va click dip chudt
vao bd cai dé dé tien hanh cai dat phan mem.

B H S O - HDSD EFFECT HCSK TT107 - Word
FILE HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW
'“'D I & [ =R
Paste Home Share Wiew
M oy Cut 4 T New item ~ | Open Sel
e X T U o B
W LOpY path ) T asy access v cdit el
.| Pinto Quick Copy Paste ove C Delete Rename  New g Properties _
NaV| access E Paste shortcut ta to - folder - £ History Dﬂlmn
Coarc
Searchq v 4 [ s ThisPC > Downloads > R4
HEADIN S Quick access ~ MName Date modified Type Size
I Desktop % EFFECT_HCSN_2018 5/5/2018 5:13 PM Application 295,062 KB
Lol & Downloads =] Update R4 6/6/2018%:26 AM  Text Document 3KB
4 CHY
4 5 Documents
&= Pictures
& This PC

) Buoc 2: Sau khi bd cai phan mém dwoc chay Ién sé hién ra man hinh sau.
An vao nat “NEXT” dé tiép tuc.
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CONG TY CO PHAN PHAN MEM EFFECT XIN A
KINH CHAO QUY KHACH

Dé tiép tyc cai dit phin mém EFFECT HCSN.net in
NEXT

Thong tin li€én hé:

CONG TY CO PHAN PHAN MEM EFFECT
Tru s& chinh Ha Noi

P502, Toa nha Vién Déng, 36 Pho Hoang Ciu,
Phwing O Che Dira, Q. Dong Da, Tp.Ha Noi.
Dién thoai : (04) 3772 1635

Fax : (04) 3772 1636

Email : info@effectsoft.com.vn

Website : www.effectsoft.com.vn

Chinkenk HA Chi Mink

Back Finish Cancel

Buoc 3: Néu may tinh clia ban chuwa dwoc cai dat cac phan mém hé trg (nhuw
SQL 2008 R2 Express, Crystal Report Runtime 32) thi phan mém sé hién ra lya
chon céc thiét 1ap bo sung. An “NEXT” dé dong y.

& EFFECT HCSN Setup x

Prerequisites
These programs are needed for the application to run. Click on the check box
next to a prerequisite to select it for install or to skip it

Mame Version Action
SQL Server 2008 R.2 Express SP2 Found: nothing. Install
[Jecr3z Required: 13.0.0.99 or higher. ...  Skip

Press the Next button to install the prerequisites.

Back Mext Finish Cancel

Phan mém sé tién hanh cai dat cac thiét lap can thiét bé sung. Khi cai dat
xong, nut “NEXT” s& sang lén, click chudt vao nat nay dé tiép tuc
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~
Prerequisites Install
Please wait while the selected prerequisites are installed.
MName Status
SQL Server 2008 R2 Express SP2 Installing. ...

Installing SQL Server 2008 R2 Express 5P2 from: C:\Users\Ngo Thanh
Tung\AppData‘Roaming \EFFECT Software company\EFFECT
HCSM\prerequisites\SQLEXPR 2008R 2_x86_EMU.exe

Automatically start installing the main application after finishing the prerequisites install.

Back Next Finish Cancel

~ Buoc 4: Buoc cai dat sé chuyén sang chon thw muc cai dat cho phan mém.
Phan mem sé mac dinh cai dat vao 6 C v&i dwdng dan thw muc nhw hinh dwéi.

~

] ‘ Choose a file location
r |

To install in this folder, click "Install". To install to a different folder, enter it below or click
"Browse".

C:\Program Files (x86)\EFFECT Software company\EFFECT HCSN\ Browse...

Tuy nhién dé& phong trir trwéng hop may tinh cGa ban bi 16i va can cai lai
Windows, ban nén chon thw muc cai d&t 1a 6 D nhw hinh dwi. Ban tao trwéc mot
thw muc lwu phan mém trén & D va tién hanh chon thw muc d6 ra trong buéc cai dat
nay. Click nut “Install” dé tién hanh cai dat.
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{l‘

3

‘ Choose a file location
3

"Browse".

To install in this folder, click "Install". To install to a different folder, enter it below or click
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D:\EFFECT HCSN\

Browse...

Total space required on drive: 29 MB

ble on drive: 156 GB

Remaining free space on drive: 156 GB

Buoc 5: Sau khi da xong budc cai dat & trén, phan mém sé hién thj ra Form
thdng tin vé don vi dé ban dién va dang ky thong tin s&r dung.

& Ding ky thang tin

Tén céng ty |Tru‘Erng THCS Phan Béi Chau

Tén tiéng Anh |Phan Boi Chau Secondary School

|36 Hoang Ciu, O Chg Dira, Béng Da, H3 Nbi

Bia chi
M3 56 thug |142545
pién thoai |D43??21635

Bang by

~ An nat “Pang ky” dé tiép tuc. Man hinh cai dat sé chuyén sang thong tin vé
giay phép str dung. Tick vao 6 “Téi dong y” va an nut “Tiep tuc”
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THOA THUAN SU DUNG PHAN MEM KE TOAN QUAN TRI HANH CHINH SU NGHIEP EFFECT HCSN.NET ~

DAY LA THOA THUAN PHAP LY GIUA KHACH HANG VGI CONG TY €O PHAN PH!-'\N MEM EFFECT, QUY DINH CAC DIEU KHOAN
TRONG VIEC K_HACH HANG SU DUNG PHAN MEM KE TOA\I QUAN TRI HANH CHINH SU NGHIEP EFFECT HCSN.NET. THOA
THUAN NAY LA BAN THOA THUAN DIEN TU GIUA HAI BEN. BANG CACH NHAP CHUQT VAO NUT “DONG Y™, KHACH HANG
DONG ¥ RANG CAC BIEU KHOAN NAY SE DUGC AP DUNG NEU KHACH HANG LUA CHCN TRUY CAP HOAC SU DUNG SAN
PHAM VA THAO TAC NHAP CHUQT NAY TUGONG BUGNG VOI VIEC HAI BEN DA KY KET BAN THOA THUAN BIEN TU'

1.  Cac thuat ngir s dung trong théa thuin )

2 Phin mém: Phan mém ké toan quan tri hanh chinh sy nghiép mang tén EFFECT HCSN net do Céng ty Cd Phan Phin mém EFFECT
cung cap

b EFFECT: LaCongtyCoPhanPhanmmnEFFE.CT nha cung cip phin mém EFFECT HCSN . net

C Khiach hang: L3 t6 chic du‘ng ra tra tién si¥ dung phin mém EFFECT HCSN net

2. Quyén sit dung phin mém o _ .

a Khach hang dugc quyén cai dat phan mém vao may tinh dé st dyng, theo cau hinh Module dd duwgc thoa thudn gilta hai bén.

b, Khach hang st dung hop phap phzn mem cua EFFECT khi duge EFFECT cap glap phép sit dung phzn mém dud dang tép dit litu. Trén
chu‘ng tit va 36 sach, bdo cdo in ra tir phin mém s hién thi cic théng tin v& don vi si¥ dung do chinh khich hang ding ko véi EFFECT bao
gom: Tén don vi chi quan, Tén don w1, dia chi, mangan sich.

c. M3&i gify phép sit dung phin mém «chi e gia tri phip I cho vigc cai dat phin mém cho mét (01) don vi duy nhit theo thing tin ma
khach hang dang ky. Khach hang co quvén yéu cau EFFECT cip lai gidy phép st dung phin mém trong cac truing hop: Khach hang bi mat ep
gidy phép st dung cti hodc khach hang cé quyét dinh thay ddi tén don vi, mi ngin sach, dia chi do don i cap trén hodc cof quan co thim quyen
ra quyet dinh. Tuy nluén, ttong mit s6 trrdng ho‘p nhw khach hang khong thugc pham vi bdo hanh, bao tri cia EFFECT khach hang sé pha.t
trd mot khodn phi cip lai gidy phép sit dung theo quy dinh hién hanh cia EFFECT. Tit ci cic trrong hop khach hang yéu ciu cip lai gidy phép
sir dung vdi théng tin vdi tén don vi, dia chi hoan toan mdi ma khing c6 quyét dinh cia co quan c6 thim quyén thi khich hang phai ding ky
mua md san phim.

d.  Trwimg hop khach hing dang sir dung phin mém c6 quyét dinh sat nhip v don vi khac ma chua st dyng phin mém hop phap cua R
EFFECT thi don vi mdi sat nhdp sé duge cong nhan 13 don vi st dung hop phap phz.n mém cia EFFECT. Khach hang co quyen dugc véu cau
cip lai gidy phép st dung phin mém vdi thong tin méi cia don vi sau sit nhip va chiu trich nhidm tra Khoin phi thay ddi gidy phép sit dung
theo quy dinh ciaFFFECT.

[ Téi ddng ¥ Tiép tuc Thodt

Bwéc 6: Man hinh cai dat sé hién ra thong bao: “Chwong trinh da cai dat
xong”. Click vao nut “Run EFFECT HCSN” dé chay chuwong trinh

Q©

e

EFFECT HCSN has been successfully installed.

® Run EFFECT HCSN

Sau buwdc cai dat nay ban bat dau co6 thé sir dung toan bd cac tinh nang cla
phan mém.

Khi ban m& chwong trinh, man hinh dang nhap sé hién thi nhw hinh dwoi.
User mé&c dinh cta phan mém l1a Supervisor va mat khau la 1. Ban c6 thé d6i tén,
thém mai, ddi mat khiu cac User trong qué trinh st dung.
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Thi¥ Ba, Ngay 13 Thang 09 Nam 2016

HCSN.net

Database: EFF_HCSN Ws: 0027

Tén truy nhap [Supervisor |
Matkhdu | ]

Pang nhap Thoat

Ban quyn thudc Cdng Ty C& Phan Phan M&m EFFECT
Moi su’ truy nhadp hodc s’ dung trai phép ¢ thé ton hai tdi dif liéu

Vi lan chay dau tién, phan mém can thoi gian dé thiét lap cac cai dat khac
va sé hién thong bao nhw hinh dwdi. Ban vui 1ong doi dén khi thong bao nay tat va
bat dau st dung phan mem.

Chuang trinh dang chay cdc tha tuc cén thigt d€ khdi ddng [En dau tién, xin vui long ddi...

Lwu y: Vi nhitng khach hang dang s dung Windows XP hogc Vista hoac
Server 2003 tr& vé trwdc thi khi cai dat co thé bi khéi dong lai Windows. Do dé truéc
khi cai dat khach hang nén lwu lai hoac thoat cac chwong trinh khac dang str dung.

MO KHOA PHAN MEM:

Khi c6 nhu cau mé& khoa dé st dung thém mét sé tinh ndng tinh phi hoc gia
han thoi han st dung phan mém, ban vao Tién ich > Xem clu hinh dang ky st
dung > M& khda, sau dé goi dién theo s dién thoai hién thi trén man hinh va cung
cép chudi s6 cho nhan vién EFFECT. Ban sé& nhan duwoc mot chudi gébm 24 s nhw
hinh dwéi. Dién chubi sé d6 vao & M& khoa va an Tiép tuc.

{& Gidy phép - a x
Vi ldng goi cho EFFECT d& md khda: 1900.57 57.85

GUri chudi cac théng tin cho EFFECT: m& QHNS, sdt NVKD va Datal:uase| EFF_HSCM_TT107 |

Nh3p vao d3y G& md khéa - - - |

M3 khéa sau Thodt

Néu chudi sé mé khoa chinh xac, phan mém sé bao “M& khoa xong”.
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M¢& khoa xong!

xong

1.2.2. Pang nhap vao phan mém
. Sau khi cai dat chwong trinh thanh cong sé xuét hién biéu twong cia
chwong trinh trén man hinh Desktop

HCSN
. DPé kh&i dong chwong trinh ngwdi st dung nhan dup chuét vao biéu
twong chuong trinh.
. Giao dién dang nhap phan mém sé hién thj nhw sau:

Thi¥ Ba, Ngay 13 Thang 09 Nam 2016

’ " ™

HCSN.net

Database: EFF_HCSN Ws: 0027

Tén truy nhap ]Supervisor l
Matkhdu | |
Pang nhap Thoéat

Ban quy®n thudc Cdng Ty C& Phan Phdn M&m EFFECT
Moi su truy nhap hodc st dung trai phép cd thé tdn hai tdi dif liéu

. G6 tén dang nhap (tén chinh xac hodc 1 phan cla tén) ho&c dé tréng
va an Enter dé chon ra danh sach User.

. G6 mat khau va str dung chwong trinh.

. Giao dién chwong trinh gdm cay chirc ndng & bén trai. Phan tréng bén

phai ngwdi dung cé thé chén thém anh bang cach an vao nit Pic va Lwu lai.
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CHUONG 2: HE THONG DANH MUC

Chuwong nay sé gidi thiéu téi nguwdi dung vé hé thdng danh muc phuc vu cho
cong viéc hach toan cac nghiép vu kinh té phat sinh tai don vi.

2.1. Khai niém danh muc

Danh muc ké toan la mét tap hop di liéu, dung dé& quan ly mét cach co 6
chirc va khéng nham Ian cac dbi twong théng qua viéc ma héa cac déi twong do.
Mbi danh muc gébm nhiéu danh diém. M6i danh diém |4 mét déi twong cu thé can
quan ly nhw mét tai khodn ké toan, mét khach hang hay mét hang héa... va dwoc
xac dinh bang mét ma duy nhét.

(&) EFFECT HCSM.net - Chudn va Manh mé | User Supervisor | Tram s& 0002 | Database: EFF_HSCN_TT107
W

O 0O ® O O [x]||celer| | Pie : o,

Bon vico s 1

Chirc ndng
O 3 Danh muc Tai khoan
L | = Danh muc Tai khoan hach todn dong thoi
Nhapligu  Tmb . Danh myuc Ngudn kinh phi
- =  Danh muc M'c:1 ngudn NSNN
lids) ‘ = Danh muc Ma chwrong
QTri User Danh| = Danh muc M3 nganh kinh té (loai - khoan)
Thao tac cudi ky = Danh muc N§i dung kinh t& (muc - tiéu muc)
= Danh muc Nhém muc chi
$ & = Danh muc Chwaong trinh muc tiéu, D an
= G o » Danh muc Déi frgrng cong ngy
VEE ma . Danh muc Phan loai déi twong céng no
s = Danh muc Phdng ban
Cot = Danh muc Ving, mién
KC KQHD 5
= Danh muc Tai san cd dinh
Hé théng = Danh muc V4t tir, hang hoa
=  Danh muc Loai TSCB
{ = Danhmuc Déi twong chi phi (Thanh pham)
CAu hinh kns{ * DanhmucKho

Danh muyc Hinh thikc cédp phat
Danh muc Hoat ddng

Danh muc Nghiép vu

Danh muc Khoan muyc chi phi
Danh muc Quén Iy thu nhap

O ¢

SCDLra SCD

[

e Danh muc 'ﬁen. té .
Danh muc Loai di¥ liéu
Danh muc Bon vi co sé¥

HOTLINE: 1900.57
http://ketoanhcsn.vn | |

2.2. Pac diém danh muc trén phan mém EFFECT HCSN.net

. Danh muc trong phan mém EFFECT quan ly ma theo quy téc hinh cay
v&i cac nhoém canh, 14 twong (ng véi ma me va ma con gidp quan ly cac dbi twong
mot cach chi tiét nhat. Khi nhap liéu, phai nhap téi tieng dbi twong chi tiét nhwng khi
xem b&o céo hay tim kiém dir liéu, ban cé thé xem dwoc ca chi tiét va tbng hop.

. Noi dung cta cac danh muc nay can dwoc tao ra ngay khi bat dau
dwa chwong trinh vao hoat déng.
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" Trong qua trinh nhap liéu, cac danh muc thuwdng xuyén dwgc mé réong.
Nguwdi st dung co6 thé cap nhat thém cac muc trong phan Ién cac danh muc ngay
trong khi dang nhap di liéu (khi ban nhan F5 & cac 6 nhap liéu theo danh muc trén
man hinh nhap liéu - vi du: O Déi twong céng no, vao bang va nhan Ctrl+l).

. Cac muc trong danh muc c6 thé sir dung két hop véi nhiéu tai khoan
khac nhau va dwoc hiéu theo y nghia cla tai khoan dé. (VD: Trong danh muc khach
hang, 6ng A cé thé vira 14 ngudi mua — khi di véi TK 311, vira la ngwoi ban - khi di
v&i TK 331).

. Néu quan ly danh muc theo ma, EFFECT khéng cho phép tring ma va
tw dong sap xép chung theo tirng nhém thédng qua co ché ma hinh cay.

2.3. Mdt sé thao tac dung chung trong cac danh muc

. Vao cac danh muc: bang cach nhan chirc ndng "Hé théng"-->"Danh
muc" trén Giao dién chinh ho&c nhan vao nut “...” ndm goc trén bén phai cla cira s6
hién thei va chon Danh muc. Khi dé hé théng danh muc ctia EFFECT sé hién ra,
chon danh muc bang céach kich chuét vao tén danh muc.

. Thém méi 1 dong trong danh muc: nhan t& hop phim Ctrl+i (insert).

. Stra mot muc trong danh muc: Khi trén man hinh dang hién ra mét
bang danh muc, sira t8n moét muc, sau d6 nhan TAB hodc ENTER hoéac cac phim
mdi tén, phan mém sé& hdi “Ban c6 muén stra hay khéng?”, nhan C (cd) dé sira,
phim béat ky thi khong sra. (Cha y: chi c6 nhitng USER c¢6 quyén slra méi sra
duworc).

. X6a mét muc trong danh muc: dwa con tré dén dong can xoéa va
nhan F8, chwong trinh sé& hdi “Ban c6 chéc chén x6a khdng?” Nhan C dé tra 16i co.

. Thoat khéi danh muc: nhan ESC hodc Ctrl+F4 hodc nhan nit X nam
& goc trén bén phai ctra sd danh muc hién thoi.

. Cach dat danh muc hinh cay:

- Céc danh muc cé trwedng "M&" thi c6 thé cé dang hinh cay. Cac danh muc
nhw: Dbi twong, Poan, Visphh, Tscd... déu la cac danh muc hinh cay.

- Céc dong trong danh muc hinh cay thi cé thé & dang Me (hay canh) hoéc
Con (hay 14). Khi nhap di liéu, chi c6 thé chon cac muc con. Khi tim kiém dir
liéu hodc xem, in sd sach, bao céo thi c6 thé chon ca cac muc me.

- Céc béo cdo dang hinh cay sé tw dong tdng hop sb liéu tlr cac muc 14 1én cac
muc canh.

- Cac ma ma chtra ma khac thi sé la ma me (twong tw nhw cac ma tai khoan).

- Ngoai ra, khi dang & bang chon mét danh muc nao d6, ban hay xem ky
hwéng dan cach badm phim & thanh tiéu dé hodc & cac nat phia trén ctra sb
(khi dwa chuét t&i cac nat thi sé hién ra hwéng dan nhanh - ToolTip), ban sé
biét dwoc phdi bAm phim nao dé loc, gop ... cac muc trong danh muc. Hodc
ban c6 thé nhan Ctrl+F (Find - Tim kiém) dé tim dén mot xau bét ky trong cot
hién th&i cia danh muc.
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2.4. Noi dung cac danh muc

2.4.1. Danh muc tai khoan

Phan mém EFFECT HCSN.net d3 thiét 1ap sén hé théng tai khoan chuan theo
Théng tw 107/2017 do Bd Tai chinh quy dinh. Tuy nhién, néu don vi c6 dac thu riéng
va nhu cau quan ly cac tai khoan chi tiét, EFFECT HCSN.net cho phép ngudi st
dung mé& thém céc tai khoan chi tiét dén 20 ky tw trén co s& hé théng tai khoan
chuén.

Céch thwc hién:

. Trong trwdng hop don vi c6 nhu cau thém maéi hodc chi tiét thém tai
khodn cho phu hop véi yéu cau quan ly, ngwdi st dung vao Danh muc\Danh muc tai
khoan.

. Pua con trd chudt t&i vi tri muén thém tai khoan chi tiét, nhan té hop
phim Ctrl+| d& thém mét dong tai khoan méi.
. Stra d6i ma va tén tai khoan theo yéu cau quan ly chi tiét.

&
O O ® O O [x]|coer] [ Fic

Bonvicosd1

& Danh muc Tai khodn
ChiFc ndng Iy

Restart

HOTLINE: 1900.57.57.85
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Danh muc tai khoan 1a danh muc gilr vai trd rat quan trong, EFFECT sép xép
cac tai khoan theo cac sb hiéu mét cach tw nhién theo hé théng tai khoan chuén.
EFFECT tw déng hiéu dwoc cac tai khoan me ciing nhw cac tai khoan con. Khi nhap
dir liéu (dinh khoan), ban chi chon dwoc céac tai khoan con (tai khodn chi tiét),
nhwng khi tim kiém ho&c in sb sach, ban c6 thé loc theo ca tai khoan me va tai
khoan chi tiét.

Y nghta cla cac cét trong Danh muc Tai khoan:

. Cap: néu cot nay dién Ia 1 thi Tai khodn tai dong d6 la Tai khoan me
va khéng thé hach toan vao Tai khoan nay. Phan mém chi cho phép hach toan vao
Tai khoan con.

. Ma, Tén: chra Ma Tai khoan va Tén Tai khoan
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. Nguyén té: Néu TK c6 gbc ngoai té can dién loai tién té (4n F6 va chon
USD, JPY...)

. Kho: Néu TK lién quan dén vat tw, hang héa (152,153,155) can danh
d4u vao & nay dé khi hach toan bat budc phai chi tiét dén Kho.

. Cong no: CAc tai khodn nhw 131,331,... can danh diu vao 6 nay dé khi
hach toan bat budc phai ra chi tiét dén Déi twong céng no.
. TK lwéng tinh: Néu tai khoan dwoc tick vao 6 nay thi trong bao céo

Bang can dbi sb phét sinh sé thé hién ca sé dwv No va sb dw C6 (Vi du: 131, 331).

2.4.2. Danh muc tai khoan ngoai bang hach toan déng th&i
Danh muc nay quan ly cac Tai khodn ngoai bang sé dwoc hach toan déng
thoi v&i but toan chinh.

Vi du:

- Rat tam g dw todn thuomg xuyén vé quy tién mat sé hach toan: No TK111 / C6 TK3371.
Péng thoi ghi Cé TK008221

- Chi tién cho hoat déng thuomg xuyén tai don vj hach toan: No TK6111 / C6 cac TK lién
quan. Bong thoi sé hach toan: No TK3371 / C6 TK5111

Khi d6, nguoi dung chi can hach toan but toéan chinh, cac but toén déng thoi sé duwoc sinh ra
twr dong.

Khi c6 su thay d6i vé Tai khoan & but toan chinh va but toan di kém sé dugc
chinh stra tai day.

Néu ban mudn hach toan but toan ddng thdi bang tay thi cn xéa cac diéu
kién cta bat toan hach toan dong thoi & day.

Diéu kién dé sinh tw ddng cac bt toan thém gbém co:

. TK No va/ho&c C6 cla bat toan gbe
TK No hoac C6 cla but toan tw déng sinh thém
Hinh thirc cap phat: diéu kien HTCP & but toan gbc
Nghiép vu: nghiép vu kinh té & but toan géc

= Hoat déng: chi ra nghiép vu dang dinh khoan la hoat déng thudng
xuyén hay khéng thuwéorng xuyén dé sinh ra but toan di kém twong trng

. Gia tri: (1 hoac -1) néu mudn but toan hach toan déng théi mang gia tri
dwong thi 6 nay dién 1, am dién -1.

Ngwdi dung hoan toan cé thé chinh stra bang nay dé cac but ton sinh ra tw
dong theo dung nghiép vu kinh té tai don vi minh.
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2.4.3. Danh muc nguén kinh phi
Danh muc Ngudn kinh phi dung dé& phan loai Nguén tién thu va chi tai don vij

i M S EENEEE

theo ngudn hinh thanh.

Chirc ndng
y f_‘\.
-
Mhap ligu Tim kiém
. =
i g
_‘ K
QTri User Danh muc
Thao tac cudi ky

«

Bao cao

e

Tién ich
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(& Danh muc Ngudn kinh phi — O ®
Y&l 7 « E 7 &
F12 Fd Ctrl+F4 F5 F3 F2 Ctrl+F2

Mi | Tén

M Ngan sach nha nwéc
22 Phi. 1& phi dé lai
33 Tai troe, Vién tror

® 44 Khac

2.4.5. Danh muc ma nguén ngan sach

Néu ngudn tién ban chon 1a ngudn Ngan sach nha nwéc thi can phan loai tiép
vé tinh chat ctia ngudn do theo quy dinh ctia Kho bac (nhw nguén 13, 14...)

Lwu y: Danh muc nay theo quy dinh chung va khéng thé sira. Néu khong
dung dén ngudn nao co thé tick vao & An/hién dé& khéng hién ra lwa chon khi hach

toan.
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2.5.6. Danh muc ma chwong

Danh muc nay dung dé quan ly ma chwong clia don vi. Can chi ra ma
chwong khi hach toan tat ca cac nghiép vu. Néu don vi chi st dung 1 ma chwong thi
c6 thé dat mac dinh trong man hinh nhap liéu va khéng can chon lai khi hach toan.
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2.5.7. Danh muc ma nganh kinh té (loai-khoan)
Danh muc nay dung dé quan ly cac ma nganh kinh té& ma don vi cé hoat déng
lién quan.
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2.5.8. Danh muc ndi dung kinh té (muc-tiéu muc)

Danh muc nay chtra théng tin vé nodi dung kinh t& (muc-tiéu muc). Danh muc
nay xay dwng theo cép hinh cay, phan cap dan theo ma, nhém, nhém muc, muc va
tiéu muc. Cot nhém muc chi dung dé dat mac dinh nhém muc chi ctia muc luc ngan

sach do.
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Gid thanh Két chuyén 533 0500012960006... |0500 |0129 {6000 (6002 | Lwong tdp sw, cdng chire du bi O |
534 0500012960006... (0500 |0129 |6000 6003 | Lwong hop déng dai han a |
Hé thong @ 535 0500012960006 (0500 |0129 |6000 |6004 | Lwong cén bd cdng nhan vién déi ra ngoai bién ché [
536 0500012960006 (0500 |0129 |6000 |6048 | Lwong khac a o
1 —-n 537 1050001296050 0500 |0129 |6050 Tién céng trd cho lao déng thwirng xuyén theo hep dong O |
. . > 538 0500012960506 0500 |0129 |6050 |6051 | Tién céng tra cho lao déng thuéng xuyén theo hop ding oy
M - GEaEy  EEEL [Fep 0500012960506 |0500 |0129 |6050 |6099 | Khac o |
Q 3 540 1050001296100 0500 | 0129 |6100 Phu cép lvong a |
@ @ ?J 541 0500012961006... (0500 |0129 |6100 6101 | Phu cap chirc wu a |
SCDLra  SCDLvao  Hitotirxa | 542 0500012961006 (0500 |0129 |6100 [6102 | Phu cip khu wuc a o
543 0500012961006... (0500 |0129 |6100 [6103 | Phu cép thu hit a o
‘ ‘ 544 0500012961006... [0500 |0129 |6100 6104 | Phu cap dét dé a |
L] 545 0500012961006... (0500 |0129 |6100 |6105 | Phu cép lam dam a o
Refresh QLy Form aLysaL | 56 0500012961006 |0500 |0129 |6100 |6106 | Phu cép thém giér o |

2.5.9. Danh muc nhém muc chi

Danh muc nay dung dé phan loai cac khoan chi ciia don vi theo nhém muc,
bao gdm 4 nhoém theo quy dinh chung cla kho bac tir 1 dén 4.

Lwu y: danh muc nay theo quy dinh chung, khong thé stra. C6 thé dat &n hién
nhirng dong khéng dung dén dé tranh gay nham lan khi hach toan.

Hwéng dan st dung phan mém EFFECT HCSN.net Trang 17/69 ~



CONG TY CcO PHAN PHAN MEM EFFECT
Tru s&: P502, Toa nha Vién Déng, 36 Hoang Cau, Bong Da, Ha Noi
Tel: (04) 37721635 Fax: (04) 3772 1636 www.effectsoft.com.vn

Y twémg hay - Gidi phép tot

'S

O — ) l {& Danh muc Nham muyc chi - d *

— —
) AN T & T = 4
Nhapligu  Timkiém  Bdocdo | pip | R4 Ct+F4 | F5 F3 F2 |
2 : M Tén nhomchi [ARIFERT ~
Caa ﬂ [ Z1IB Chi thanh todn ca nhan 1 L]
QTri User Danh muc Tién ich 2/11 | Chi nghiép vu chuy&n mén 2 Ol
L 31l |Chi mua s&m, sira chiFa 3| O
Thao tac cuol ky ®| 5[V [Cac khoan chi khc 4 O |.

2.5.10. Danh muc déi twong céng no

Danh muc nay dung dé quan ly chung tat ca cac dbi twong céng no va can
bd nhan vién cda don vi. Béi twong cong no bao gdm: Nha cung céap, Khach hang
va Cén bd nhan vién ctia don vi. Mot déi twong vira c6 thé 1a Nha cung cép, vira co
thé 14 Khach hang nén theo dbi chung tai 1 danh muc.

Danh muc nay nén xay dwng theo hinh cay, phan thanh cac nhém dé dé theo
dodi, quan ly va lén dwoc bao cao theo tirng nhom.

Y nghia ctia cac trwdng trong danh muc nay:

. Cép: Khi xay dwng danh muc theo hinh cay, néu 1a nhom me thi phan
mém sé ty dong dién 6 cap l1a 1, khdng hach toan dwoc vao nhém me.

. M4, Tén: M& va tén cla dbi twong cdng no.

. Loai déi twong: An F6 va chon tlr danh muc Loai dbi twong. Cot nay

dung dé phan loai déi twong céng no thanh tirng nhém theo nhu cau quan ly chung
tai don vi. (VD: cdng chirc, vién chire, NV hop dong...)

. NV: néu danh dau vao 6 trong cot nay thi déi twong doé sé dwoc dua
lén bang tinh lwong trong module Lao ddng tién luong.

. Chtrc vu: dién thong tin vé chirc vu cta dbéi twong (dung cho nhom
Céan bé CNV).

. Phong ban: An F6 va chon tr danh muc phong ban dé phan loai ddi
twong do thudc bién ché & phong ban nao (dung cho nhém Can bdé CNV).

" Cac trwong con lai sé dién bd sung céac théng tin khac (Dién thoai, Pja

chi, Ma sé thué, Ma TK ngan hang, Tén TKNH, chi nhanh ngan hang) dé tién cho
viéc in &n Gy nhiém chi, héa don hodc |én cac bao vé bang ké thué, bang chuyén
lwong qua thé ATM...

Danh muc nay do don vi quan ly, thém bét, xéa, dat an hién tuy theo nhu cau
st dung va quan ly ctia don vi.

ChiFc ndng & Danh muc D6 twong odng ng - = %
P 2 e T il E 7 & L] & ] x B | = i =
e R F12 | F4  Cul+F4 F5 F3 F2 Cl+F2  F6 F7 Ctrl+l FI0 F1 AtF  Cul+H  F1
Nhip ligu Tim kigm N Wien
cip M Tén -. Chire v - Dign thoai Bia chr Masitheg | MATK OGN oo,
(R v 9 hing
- T 1 [ Nhom cén ba CNVC O
QTriuser | Danhmuc || o CB.001 | Ngb Thanh Ting Can b nhan v Thi trwéng donvi |Phang Giam Déc
Thao tac cudi kj 3 CB.002 Nguyin'Th\ Hoa Cén b nhan v__ Gidm ﬂlﬁc nhan sy |Phdng h?nh chinh
4 CB.003 Ngd Khac Vi Can bd nhanv.__ Gidm déc tai chinh |Phdng ké todn 565
@ 5 | 1|KH Nhém khac O
$ G 5 KH.O001 | Bao hiém x4 héi qua__ O
Ti gid Gid xult 7 1|NCC Mhém nha cung cip O
3 NCC.001 | S Dign lwc HANGi |Nhacungedp | [J 1235432124 1541, Hoang Hoa Tha... |0102369455 123213431 | Bl...
Q_J tqu‘ 9 NCC.002 | Cong ty nwée sach ... |Mha cung cafp ; Yén Phu, Ha Ngi 0102369879
Lo 10 NCC.003 | Céng ty TNHH Thanh... [Nha cungcdp | [J 44 0101876472
Giathanh  Ketchuren |7 NCC.004 | Cangty Phurong Anh | Can b nhan v | L]
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2.5.11. Danh muc phan loai déi twong cong no

Danh muc nay dung d& quan ly cac nhém dbi twong cdng no. Viéc phan chia
cac dbi twong céng no thanh cac nhom sé rat tién loi cho viéc quan ly, tim kiém.
Danh muc nay sé dwoc lién két véi danh muc Péi twong cong no da nhac dén &

tren.
Chirc ning L \"
Al ‘_‘ L1
P i ! (& Danh muc Phan loai d6itrong CN - o X
ILE \—\ < —
Nhép liéu Tim kiém Bdo cdo Y g i &
Fl2  F4  Cul+Fa  F5 F3 F2
) v é E] Loai d6i twong
am U Danh e L& Nha cung cip
i User anh muc ién icl
2 2 |Khach hang
Thao tac cudi ky 4 3 3 |Can b nhan vién

T T - = 5 -

2.5.12. Danh muc phong ban
Danh muc nay dung dé& quan ly, phan loai cac phong ban cta don vi. Khi
hach toan ban chi ra chi thé cta nghiép vu kinh t& & phong ban nao sé hién thj Ién
dwoc cac thong trén phiéu thu/chi va viéc tim kiém d liéu, bao céo theo phong ban
sé tré nén chinh xac va thuan tién hon. Danh muc nay sé ciing duoc lién két voi
danh muc Péi tirong céng no da nhac dén & trén.

Chirc ndng 48| & Danh muyc Phang ban — m] X

2 ) T | & T s & L

L N ‘Qf F12 | F4 | Ctl+F4 F5 F3 F2 Ctr+F2 | F6
Nhipliéu  Timkiém Béo céo cip M Tén M4 sb -l

" GD Phing Giam Dac 1] O

o \ Y2 "r 2 |HC [ Pheng hanh chinh 3] O

= 3 kT Phiing ké toan 2| O

QTri User Danh muc Tién ich

Thao tac cusi ky 0 = -~ ———

2.5.13. Danh muc tai san cé dinh

Danh muc nay dung dé quan ly va theo ddi tat ca cac tai sén cb dinh cta don
vi. Tai san cb dinh nén theo ddi don chiéc dé thuan tién cho viéc tinh hao mon va
thanh ly, nhwong ban...

Y nghta clia cac truwéng trong danh muc TSCD:

. Ma, Tén: dién M4 va tén cla TSCD. Ma nén xay dwng theo dang hinh
cay.

. BVT: don vij tinh ctia TSCD d6é.

= Loai TSCD: Phéan loai TSCD theo Théng tw 162/2014. An F6 va chon
ra tr danh muc Loai TSCP dé phan loai cho TSCD d06, khi d6 cac théng tin & cot TK
Nguyén gia, TK Hao mon Ng/Cé, Thoi gian SD, Ty l1é hao mon sé dwoc tw dong
dién theo théng tin tr Danh muc Loai TSCD. Muébn thay dbi théng tin cac truéng nay
ban phai thay dbi théng tin trong danh muc Loai TSCP va chon lai Loai TSCP &
danh muc TSCD.

. Ngay SD: Ngay bat ddu dwa TS vao st dung va tinh hao mon

. S6 hiéu, Nwéc SX: théng tin vé sb hiéu ctia TSCP va Nuwéc san xuéat.
Day la cac théng tin thém phuc vu cho viéc phan loai, tim kiém.
. Phong ban SD: An F6 va chon ra tv Danh muc Phong ban dé thém

thong tin la TSCD d6 dang dwoc str dung & bé phan nao
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" Céc trwdng khac: chira céc théng tin khac bd sung théng tin cho TSCD
do6. Cac cot mau xam la cac trwéng thdng tin read only, 14y thdng tin tir cac bat toan
da hach toan.

O - & Danh muyc Tais&n o dinh — [m] X
|41 s § v T 2 = 7 & ] & o] x B | B | = i) 3
Nhép ligu Tim kiém Fi2 F4 Ctrl+F4 F& F3 F2 Ctrl+F2 F6 F7 Ctrl+l F& F9 F10 F11 Alt+F  Ctri+H F1

2 ) . Thei Tyl Tng
P ba = - Bv - 86 Mwic 86  gian hao Tiéu -
J ¥ kn | Ma = tinh Ngay D pisy | sx long SO mon | thic | 1o
QTri User Danh muc (nam) | (%) e

TR 1 ... |TS  |Taisan cb dinh _ 7 - - _

2| ...[TS0... | May tinh 1BM chidc |May vitinh d& ban _ [01-03-2008 [XxX_[VN _[Pheng k# toan 5]20.00] 12.00[ 36]2112 [486 [2141 |Ngan sach ...
e § 3| ...|TS0... | Phan mém ké toan EFFE... | b3 Phan mém tng dung | 12-01-2016 | XX Phéng ké todn 12.00 213 [466 |2142 [Ngén sach ...
$‘Q 4 . |TS0..| O3 TOYOTA4 chd chiéc [Xe 4 dén 5 chd 01-10-2012 Phéng Giam Bac 15| 7.00 2113 (466 |2141 |Ngan sach .
Ty a4 Gidxudt 5| . [TS0. [ May vi tinh DNA chiéc |May vitinh xéch tay |01-12-2013 Phong hanh chinh 52000 1200| 60 (2112 |466 |2141 |Phi I& phid

»6| _ [T50_ | Phéng hop man C.‘!yléun:‘ém,mirn,,, 01-07-2016 |THB |[VN__[Phong ké toan 100 25| 4.00| 1200 300|215 [466 |2141

Q_‘ t;.;l 7| . [Ts0. [ anasa Hha cép | - - 80| 1.00] 1200| 9602111 [466 [2141

8 . [1S0. [ Ot 12chd [xe9dén12chg | - - 15| 700] 1200] 1802113 [466 [2141

Gid thanh Két chuyén

2.5.14. Danh muc phan loai tai san cé dinh

Danh muc nay duoc update theo thdng tw 162/2014 cia BTC vé viéc phan
loai TSCPD tai cac don vj c6 sir dung Ngan sach nha nwéc. Cac théng tin vé Sé nam
st dung, ty 1& hao mon (%/nam), TK nguyén gia, TK ngudn, TK hao mon khi cé thay
dbi co thé thay ddi trwe tiép tai danh muc nay.

Danh muc nay dwoc lién két téi danh muc TSCD dwoc nhac dén & trén.

Chikc néng €& Danh myc Loai TSCO — o X
. ~ o e T = 4 & 2 = ir x B |l @ - i1} &3
- N Fi2 | F4 | Cti+F4 F5 F3 F2 Cri+F2  F6 F7 Ctrl+l F8 F9 | F10 | FH1 |Alt+F | Ct*H = F1
Nhap liéu Tim kiém - Ty & hao @
Cép Ma Phan logi Tai san ¢é dinh Sﬁ;f:‘ man loai_ts
®] ) NS (nnam)
(&0 V B Téi san cé dinh hitu hinh 143
QTriUser | Danhmuc 2 1101 Nha 1
— - 3 1.01.01 Bist thy 80 1.00[2111  |466  [2141 2
Y 4 1.01.02 Nha cép | 80 1.00[2111  |466  |2141 3
@ 5 1.01.03 Nha cép Il 50 2.00[2111  [486 2141 4
s‘@ 6 1.01.04 Nha cép Il 25 200[2111  [466 2141 5
TV gid Gid xudt 7 1.01.05 Nha cap IV 15 7.00 (2111 466 |2141 6
8 1]1.02 Vat kién tric 7
QJ Hi) 9 1.02.01 Kha chika, bé chika, béi 48, san phoi, san chei, san choi thé thao, san van déng, bé bei, trwtng bin 20 5.00 | 2111 466 2141 8
¢ 10 1.02.02 Kg, dép. dé, cng, kénh, mwong mang, bén cang, u tau 20 5.00 2111 466 211 9
Gidthanh  Kétchuyén 11 1.02.03 Giéng khoan, giéng dao, twerng rao. 10 10.00 (2111|466 [2141 10
oot 12 1.02.04 Cac vat kién tric khac 10 10.00 (2111|466 |2141 1
Hé thong
13 | 1]103 Phuong tién van tai 12
14 11031 Phwong tién van tai duéng bd 13
H 15 | 1]1.03.1.1 Ot 14
Cu hinh Khaalst 16 | 1/1.03111  [Xe 8t6 phuc wu chirc danh 15
17 1.03.1.0.1.1 | Xe 4 dén 5 chd 15 7.00 2113 466 |2141 16
@ @ 18 1031112 | Xe 6.dén 8 chd 15 700|213 |466 | 2141 17
A 19 1103112 Xe phuc wi chung 18
SCDLr  SCDLvae | 4 1031121 | Xe 4 dén & chd 15 7002113 486 |2141 19
21 1031122 | Xe 6 dén 8 chd 15 7.00 (2113 466 |2141 20
ﬂ ﬂ 22 1.03.1.1.2.3 | Xe 9dén 12 chd 15 7.00 2113 466 |2141 21
—. A 23 1031124 | Xe 13 dén 16 ch 15 7.00[2113  [466  |2141 22 v
< >

2.5.15. Danh muc vat tw hang héa

Tt ca vat lieu, san phadm, hang hod, céng cu déu dwoc tap trung trong mot
danh muc duy nhat nay goi la danh muc VTHH, CCDC. Khi nhap ching tlr, EFFECT
sé phan biét theo dinh khoan. Vi du néu ban dinh khoan 14 tai khoan thanh pham
(khi nhap thanh pham) thi muc chon trong danh muc VTHH sé& la thanh pham.

St dung danh muc Visphh khi ban nhap, xuit hang hoa, nhap kho thanh
pham, xuét ban thanh pham, xuét vat tw cho sdn xuét... CAc VTHH luén nam trong
mot kho VTHH nao dé (xem phan danh muc Kho).

Vé&i danh muc VTHH, CCDC ban c6 thé dat ma VTHH theo hinh cay, phan
loai VTHH theo danh muc loai VTHH... hoan toan twong tw nhw déi véi danh muc
Péi twong cong no.
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Néu cét "Tk kho" (tai khoan kho) cé gié tri thi khi nhap, xuat VTHH twong
&ng, khéng can dinh khoan tai khodn kho, néu khéng c6 gia tri thi ban phai dinh
khodn bang tay khi nhap liéu.

Lwu y: khéng nhap Déi tueng chi phi (déi v&i don vi san xuéat) vao Danh
muc VTHH, CCDC. Khi nhap vao Danh muc Déi tuong chi phi, cac yéu t6 do sé
dwoc dién ty dong vao Danh muc Visphh, CCDC.

RN B
4 " (& Danh muc Vt tir, hang héa
(E-Al| - v 7 = = r <z ’ ) X B B
Nhp liéu Tim kiém o : = - 8 = 4 )
F12 | F4  Ctr+F4 F5 F3 F2 Ctri+F2 | F6 F7 Ctrl+l F8 F9  F10 | F11
LJ) v Cap M3 T By tinh B do 2 - oren -
QTri User Danh muc >1-SP San pham O
Thao tac cudi ky 2 SPO011 San phdm A abc Kg 16| [
3 1/VT Vit O
@ 4 VT0001 Vat t 01 L
Yo 5 \T0002 VAt 02 153 O
Tj gid — 6 VT001 B9 méy tinh BS 0
e = —

-7 T

2.5.16. Danh muc dm twong chi ph| (thanh pham)
DPéi véi don vi c6 hoat déng san xuét can tinh dwoc gid thanh san xuét cia
cac san pham tao ra thi can quan ly danh muc cac dbi twong chi phi (thanh pham).
Khi thém m&i tai danh muc nay, div liéu sé dwoc day sang danh muc VTHH dé tré
thanh VTHH phuc vu cho bit toan Nhap kho va Xuéat kho ban hang.

Chirc ndng

2

MNhap ligu

bl
b

QTri User

Thao tac cudi ky

-

Tim kigm

\ %

Danh muc

<+l -

& Danh myc Bi tugng chi phi (Thanh pham) - [m] X
Toowr T = e & 2 & | x B | @ ]
F12 F4 Ctrl+F4 F& F3 F2 Ctrl+F2 F6 F7 Ctrl+l F§ F9 F10 F11 | Alt+F | Ctri+H

A 3 o 2 SP e Ao o
Cap Ma Tén Quy céch cép TK KC ng Bv tinh 56 ngay DM | DM trén SL

b SP001 San phim A Loai 1 Kg
2 SP002 San pha:m B Loai 2 Kg
3 [sPoo3 San phédm C loaid |Kg

2.5.17. Danh muc kho

Danh muc kho la danh sach céc kho vat ly cGa don vi. Trong mét kho, cé thé
chra ca vat lieu, s&n pham, hang hoa, céng cu, dung cu. Khi xuat kho hodc nhap
kho, ban sé chon kho, chon VTHH va dinh khoan, EFFECT sé can c& dinh khoan
ma xac dinh VTHH [a vat liéu, sdn phdm, hay hang hoa. EFFECT sé tinh dwoc bang
tdn kho cho mét kho bat ky, hoac cho tdng cac kho. Phan mém cung cap cho ban
céac loai chirng tr nhap, xuét, diéu chinh VTHH trong kho, chuyén hang néi bo gitra
cac kho...

Cot Stt wu tién: danh sb th&r tw wu tién cho cac kho trong trwdng hop xuat
chuyén kho trong céng ty va doanh nghiép ap dung phwong phéap tinh gia vén binh
guan theo kho.

ChiFc néing 2 ‘
O . _a (& Danh muc Kho
- \‘_l —
(| N i T | T y
Nhdpligu  Tim kiém Bdo cdo F12  F4 | Ctri+F4 F5 F3 F2 Ctrl+
£ : " . Stteu | Ma
_\_:.( v ﬁ Kot ez tién sb
QT User Danh muc Tién ich HH ‘ Kho hang héa ‘ | 2 |S“F’9"’13°f|
2 VT ‘ Kho vat tw ‘ | 1 |Supervisor|
Thao tac cudi ky 4
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2.5.18. Danh muc hoat déng sw nghiép

Danh muc nay dung dé& phan loai cac nghiép vu kinh té tai don vj theo loai
hoat ddng. Cac loai hoat ddng nay sé phuc vu viéc 1én bao cao BO3-H.

Danh muc nay khéng nén thay ddi néi dung, trir khi c6 nhu cau quan ly dac

biét.
Chikc néng 4| & Danh myc Hoat ddng su nghigp - O X
PR , Y[ 7 @ | 7
£ “N\ "LL Fi2  F4 | Ctl+F4  F5 F3 F2
Nhap liéu Tim kiém Bdo cdo Ma Hoat déng
) >1H0at ddng thuéng xuyén
- ‘ / ‘; 2 2 |Hoat ddng khdng thwéng xuyén
e — S 3 3 |Hoat ddng nha nwéc dat hang
L SR LU 4 4 |Hoat ddng san xudt cung Gng DV
Thao tac cudi kj 4| 5 5|Hoat déng tong diéu tra
< >

2.5.19. Danh muc nghiép vu

Danh muc nay dung dé phan loai cac bt toan hach toan tai don vi theo tinh
chét nghiép vu véi kho bac. T4t ca cac but toan hach toan déu phai chi ra nghiép vu
cta né 1a gi. Viéc phan loai nay cé y nghia rat I&n phuc vu cho viéc lén div liéu cac
b&o céo va loc ra cac bt toan phuc vu cho viéc 1ap bang ké, in gidy rat dw toan. ..

Lwu y: Danh muc nay 1a danh muc cé dinh va khéng thé thay déi ndi dung.

Chirc néng
{& Danh muc Nghiép vu
g Q |v[¥]| 7
Nhap ligu Tim kiém F12 F4 Ctrl+F4 F5
2 Ngh|ep Tén
(5] V >1 -Tam (kng d4 cap duy toan I
QTri User Danh muc 2 | Tam (rng chwa cép dw toan ’
Thao tac cudi ky 3 : Thl"frc hs —
4 4 | Ghi thu - Ghi chi
$ :@ 5 5 | Giam thu y
[£) 3 6 | Khéi phuc (thwe chi)
Tj gid Gid xuat 7 7 |Khdi phuc (tam tng)
8 8 | Giam chi (thwe chi)

t, lq“l 9 9 | Giam chi (tam ting)
10 10 [N8p tra (thwc chi)

Gid thanh KEt chuyén 1 11| Ngp tra (tam tmg)
Hé théng 12| 12 |Nhan dy todn dau nam
13 13 |Bé sung dw todn
14 14 |Biéu chinh dw todn
t 15 15 | Xudt toan
CAu hinh Khda sé 16 16 |Hdy duw toan

2.5.20. Danh muc hinh thirc cap phat
Danh muc nay phan chia cac nguén tién, nguén tai san & don vi theo hinh
thirc dwoc cap phat:

. Dy toan: Néu don vi duwoc cap dw toan dau nam va cac khoan thu chi
cta don vi déu tlr ngudn dy toan nay.

. Lénh chi: Bon vi dwoc cap kinh phi khéng théng qua dw toan ma truc
tiép bang I&énh chi thi s&é chon HTCP la Lénh chi

. Ghi thu, ghi chi: V&i cac khoan tién chwa qua ngan sach (VD: hoc phi,
vién phi...) sé chon HTCP nay.

. Khéac: véi cac hinh thire cdp phéat khac.
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- NS
y - {& Danh muc Hinh thirc cip phat
= - voow 0
Nhap liéu Tim kiém Fi2 | F4 | Ctrl+F4 F5
~ p Hinh thic | Tén
").,-.i V L&l D todn
QTri User Danh muc 2 2|Lénh chi
3 3 | Ghi thu, Ghi chi
Thao tac cubi ky 4 4 |Khac
5 5 |Khac
d‘\@ b .o L S 4 ¥ T

2.5.21. Danh muc quan ly thu nhap

Danh muc nay dung dé phan loai cac khodn thu nhap cta can bdé nhan vién
thanh cac khoan theo tinh ch4t cta thu nhap, phuc vu cho céng viéc quyét toan thué
thu nhap ca nhan cudi nam. Danh muc nay don vi c6 thé tw xay dwng lai theo nhu
cau quan ly cta don vi minh.

- D S W SRS
- (& Danh myc Quén I thu nhap - O X
4 A v 7 w | B | /| % | 2| & | B
Nhap liéu Tim kiém F12  F4 | Ctrl+F4 F5 F3 F2 Cti+F2  F6 F7 Ctrl+1
y é QTN | M3 Tén IAnfHien
\:)) v L 1 Thu nhép thwéng xuyén O
amriuser | Danh muc 2 211 TN thuéng xuyén (chiu thué) O
' 3 3(12 TN thwéing xuyén (khing chiu thué) O
Thao tac cudi ky 4 42 Thu nhip khéng thuéng xuyén O
5 5121 TM khéng thuéng xuyén (chiu thué) O
ﬁ.)g 6 6[22 TN khing thuéng xuyén (khéng chiu thué) ]
G — 7 7|3 Cac khoan giam trir thu nhap O
Ty gia Gidxuat 3 3.1 Khau trir thwérng xuyén ]
5 / 3h 9 932 Khau trir khéng thuréng xuyén O
[ gh

2.5.22. Danh muc khoan muc chi phi

Danh muc nay dung dé phan loai cac chi phi phat sinh tai don vi. Danh muc
nay phan biét hoan toan véi danh muc Muc luc ngan sach (muc-tiéu muc). Bon vi co
thé xay dwng danh muc nay dbi véi cac chi phi phéat sinh véi TK 642 hay khoan muc
lién quan dén tinh gia thanh san xuét.

Y nghia céac trwdng trong danh muc:

. M3&, tén: cha thdng tin ma va tén khoan muc chi phi do don vi tw
quyét dinh.

" TK No/Cé: dién thong tin vé TK No, Cé dé khi chon loai chi phi d6 ra
man hinh nhap dir liéu sé tw déng hach toan but toan lién quan dén chi phi dé

Chirc ning @l ‘
y —~ (& Danh muc Khodn muc chi phi (642)
= s § Y ¥ T B ’ % 2 & I
Nhap liéu Tim kiém F12  F4  Ctr+F4 F5 F3 F2 Ctil+F2 | F6
g f V Cap ‘ [ Tén
i
QTri User Danh muc " KM001 Khoan muc quan Iy A 1
2 KM0O02 Khoan muc quan Iy B 2
Thao tac cudi kj 3 KM003 Muc méi[Superisor] 3
4 KM004 Muc mé&i[Supervisor] 4
$1g [ KMO05 Muc mé&i[Supenvisor] 5
Tj gid Gid xudt
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2.5.23. Danh muc tién té

Danh sach céc loai tién t& ma don vi st dung trong giao dich hodc dé tinh
cbng ng ngoai té v&i cac don vi ngoai nwéc.

Cot Ty gia: Co thé nhap ty gia hang ngay vao cot nay (vao budi sang). Néu
Loai C.tlr dwoc danh dau "Ty gia trong danh muc" & phan Iwa chon thi khi nhap liéu
ty gia sé dworc tw 14y ra tr danh muc Dvtt nay.

Chirc ndng
@& Danhmuc Tién te - m] X
~
A Q [v[x| 7 @ | /| % |2 & | @] x [ B|@]| m | =
Nhap liu Tim kiém F12  F4  Cul+Fd F3 F2 Ctl+F2 | F6 F7 Ctrl+l F38 F9 F10  F11 | Alt+F | Ctrl+H F1
5 y M3 Dién giai Tygid Thing1 Thang2 Thang3 Thing4 Thing5 Thing6 Than Thang 89 Thang 10 Thang 11 Thing 12
e § | [ e e
a3 - -
QTri User Danh mue 2|EUR T\?n chung Chau Au Euro | 20 000
3 GBP Bang Anh 30 000
Thao tac cudi kj 4/ JPY Yén Nhat 400
5THB Bat Thai 649
$\g 6 USD Dallar M§ 22 350
e 7VND | Péng Viét Nam 1
Tigia Gidxudt < >

2.5.24. Danh muc loai dir liéu

Khi hach toan mét nghiép vu kinh t&, phan mém méc dinh loai di liéu cta bat
toan dé 1a Chinh thirc. Néu dat |a Ké hoach hodc Chwa chinh thirc, di liéu cla
but toan dé dwoc phan loai thanh ké hoach hodc chwa chinh thic. Khi d6, mudn tim
kiém céac but toan nay, phia dat lai lwa chon trong phan tim kiém di liéu 14 dang tim
kiém di¥ liéu ké hoach ho&c chwa chinh thic, va cac dong div liéu nay khéng hién thi
lén céc sb sach bao cao chinh thirc ma chi hién ra trong cac bao céo ké hoach (néu

co)
Chirc ndng @lr ‘
O —~ _ & | Danh muc Loai dir ieu ] e
{ < « -
— 3 N v f ] V. %
Nnipliéu  Timiém  Bdocdo | F12  F4 Ctl+Fd  F5 F3 F2  Cul+F2
j@) A ﬂ Tén M3 sb
= j >1 9
QTri User Danh muc Tiénich | 2|/Chwa chinh thirc 2
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CHUONG 3: QUY TRINH HACH TOAN CHUNG

Chuwong nay sé& huéng dan ngwdi s dung nam dwoc trinh ty hach toan
nghiép vu ké toan trén phdn mém EFFECT HCSN.net

3.1. Thao tac chung
3.1.1. Cach nhap mét chirng ttr m&i
Bao gdm cac buéc chung sau day:

" N T ~ . N -

= Chon muc "Nhap liéu" trén giao dién chinh.

Loal C.tir .. |Chi tién mat = E P << > B 0+ 0B
Ngay @ = Luu “ Tach Huy ¥ Tim #M&i

Sﬂ ching tir % VAT . Loai-Khoan 130132 [San xuit kni aét, phan phdi nhign ligu khi bang dwong éng |
Sé héa don Ngay héa don /1

[~ Nguén NS 13
chung. [Chi tién mat HTCP

|Kinh phi giaa tw chd, giao khoan |

Du todn
) Nghigp vu Tam (rng d3 c3p du toan
Ong/ba

oce 1 [Tién vigt Nam |
Bia chi Kém theo
BTC.Ny Tién té VD TV gia 1.00
Phang ban
Chrong 505 Ban quan Iy khu céng nghiép
Copy dong Copy & Xéabang Chén déng Xéadéng  Cdng CNHD Import Excel
o g el e Wo o wgomte  sown [ WGunKRH R e e e eh [ et aging SN [ R e -

Phan mém ké toan EFFECT HCSN.net | Website: www.effectsoft.com.vn | Hotline: 1900 57 57 85

. Chon loai chirng tir trong danh muc Loai C.tv bang cach nhan chuét

vao nat "..." trén MH nhap liéu hodc phim tat Ctrl+S hodc chon theo nguyén téc xau
loc & 6 "Loai C.t" va nhan TAB hodc ENTER.

. Sau khi nhap di liéu vao cac 6 can thiét, nhan nat "Lwu" hodc nhan
TAB t&i nat "Lwu" va nhan ENTER dé lwu lai.
. Kiém tra lai s6 liéu vira nhap bang cach nhan nat hinh phéu bén phai 6

"Ngay" trén man hinh, bang cac ching tir vira nhap sé hién ra, méi hach toan chiém
mot dong trén bang. Ban c6 thé slra sb liéu tryc tiép trén bang nay hodc nhan phim
F2 dé& dwa but toan ra ngoai man hinh va sira mét cach téng thé. Sau khi stra xong,
nhan nat "Lwu" dé lwu lai. Néu ban khéng muén lwu div liéu ma mudn huy di thi nhan
nat "Huy".

3.1.2. Y nghia cac nit chirc ndng trén man hinh nhap dir liéu

] Nuat "Lwu": Dwoc nhan khi ban viva nhap néi dung ctia mét ching tiy
hoac khi stra mét but toan da nhap. Khi d6, EFFECT sé Iwu cac di liéu trén man
hinh vao co s& di liéu d& phuc vu cho viéc tim kiém di¥ liéu cling nhw 14y 1&n cac sb
sach bao céo.

. Nut “Tach”: Dung dé lwu di¥ liéu tach theo cac danh muc hodc theo
mot vai yéu td (thwdng dung cho truéng hop can phan bd chi phi).
. NGt "Huy": Dwoc nhan khi ban muén huy cac di liéu dang hién trén

man hinh. NGt nay chi c6 hiéu lwc (khéng bi me) khi ban vira chon mét muc dé sira,
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huy (Xem trang ... vé cach tim kiém di liéu dé& xem, stra, huy va cach st dung phim
F2).

. NGt "Tim...": Dung dé vao man hinh tim kiém di liéu tdng quat.

. NGt "Mé&i": Dung dé& chuyén sang mét ching tr méi. (VD: Khi dang
lam phiéu chi ban muén chuyén sang phiéu nhap hang). Khi nhan nat nay, con tré
sé chuyén vé 6 Loai chirng tr va ban c6 thé chon mét chirng tlr méi theo cac cach
chon loai chirng tir d3 biét.

" Nut Import Excel: day la mot nat chire nang vo cung hiru hiéu khi ban
da co dir liéu tw file excel, ban khdng can phai mat cong nhap liéu vao phan mém
ma chi can sir dung chirc ndng nay, phan mém sé tw déng cap nhat di liéu.

. NGt Chi tiét H.don:str dung dé Iwu lai nhirng théng tin chi tiét cho ting
dong hda don.

. Nat “= “D&t 4n hién cac 6 nhap liéu”: Dung dé& danh dau lam mo
hoac rd cac 6 trén man hinh nhap liéu, va cac cot dwdi lwdi cho méi loai chirng tir.
Vi méi loai chirng tlr chi st dung mét sé & nhét dinh trén man hinh nhap di liéu nén
chirc n&ng nay cho phép ban c6 thé gidm thao tac phim chay qua cac 6 khéng can
thiét. Mubn lam sang hay lam mé& 6 nao ban chi cdn danh dau hoac bé danh dau
muc d6 khi nhan vao nat nay. Viéc danh dau nay sé duoc lwu lai cho loai chirng tor
hién thoi & cac 1an nhap liéu vé sau.

2 —

. NUt *= : Dat cac di lieu dé lai trén man hinh sau khi lwu va cac
trwdng khéng dwoc dé tréng
. Dit cac div liéu dé lai trén man hinh sau khi lwu: Sau khi nhan nat

“Lwu” dé lwu dir liéu thi hau hét cac 6 trir 6 ngay sé bi x6a tréng dé ban nhap tiép dir
liéu m&i. Néu ban mudn git lai dir liéu & mét sb 6 dé st dung cho 1an nhap tiép theo
ban chi cAn nhan nat nay trwde khi nhan nat “Lwu” va danh dau vao cac muc muédn
dé lai.

. Cac trwong khong dwoc dé tréong: Néu ban mubn mot sé 6 phai bat
budc phai c6 di¥ liéu, ban sé sir dung chirc nang nay.

] Nat ©F Lwa chon cho loai chirng tir hién thoi:

o But toan thém: dat cac but toan tw dong di kém theo v&i cac nghiép vu
nhw gia vén hang xuét kho, thué GTGT dau vao, thué GTGT dau ra.

o Céc lwa chon: phan mém sé dat thém cac lwa chon cho chirng t hién

thdi nhw danh gia hang tén kho, kiém tra sé lwong<sé lwong ton, khir trung tai
khoan phat sinh no...

o P&t méac dinh: dbi véi mot loai chirng tir c6 thé cé gia tri cac trwong
giébng nhau nhw bd phan, tai san cb dinh, vu viéc... ta s& dat mac dinh gia tri cho tat
cé cac nghiép vu dé 1an sau khéng phai nhap liéu cac trudng nay.

o CAu hinh khac: thém bét ching tir, thém bét cac trwéng nhap liéu va
céac diéu kién khac lién quan t&i chirng tir hién thoi.
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. NGt hinh phéu — nam canh 6 ngay: Nhan nat nay dé vao man hinh tim
kiém nhanh cac di¥ liéu dwoc nhap vao bang loai chirng tr hién thdi va tinh dén
méc thoi gian dat tai 6 ngay.

CAc nat c6 tac dung dwéi lwéi chi tiét:

. NGt Ctrl+F3: Sao chép ca dong trén xudng.

. NGt Ctrl+M: Sao chép tw 6 trén xubng.

. NGt F8: X6a tréng dong hién thoi trén bang.

. Nt Ctrl+F8: Xoa trbng Ca Bang

] Nut Ctrl+l: Thém mot dong méi vao vi tri hién thoi.

. Nt F3: Cong gop, chi cé tac dung ddi véi cac 6 co kiéu sb

3.1.3. Cach chon dir liéu ttr danh muc

Trong qua trinh nhép di liéu, khi chon mét mat nguén, mét loai-khodn, maét
dbi tirong céng no... ban c6 nhu cau chon mét muc ter cadc danh muc (cac 6 nhap dip
lidu trén man hinh). V6i EFFECT, céch lam déi véi cac danh muc nhw nhau:

(@) Chon theo nquyén tac xau loc:

. Puwa vét sang (hoac nhan chudt) dén & ban mudn chon (vi du: 6 BVKH
hodc & VLSPHH). Néu nhap di¥ liéu lién tiép, ban nén dung phim TAB (thay vi
ENTER) dé chuyén dén 6 tiép theo vi di v&i nhirng muc danh dau, phim ENTER sé
khéng lam dich chuyén dén 6 tiép theo ma lam thay déi gia tri (On, Off) ctia muc do.

. DPanh mét xau con dac trwng (hoac hai xau con cach nhau bang dau
phay) c6 chra trong tén mudn chon (VD: O 6 Loai chirng t&r muén chon phiéu thu
dé nhap di liéu -> ban hay dwa con tré dén & nay va gé xau ky tw “thu”).

. Nhan TAB dé vao bang danh muc, bang nay sé chi chvra cac tén cé
ch®*a xau ma ban vira danh. Pwa chudt vao tén ban mudn chon, nhan ESC hoac
ENTER dé chon. Xau d&c trung cang chi tiét thi bang hién ra cang it dong va ban sé
chon cang nhanh nhwng c6 thé hién ra théng bao "Khéng tim thay", ltic dé, ban phai
chon lai hodc "Tao méi" néu can. Cach chon tén nay goi la chon theo "Nguyén tac
xau loc".

(b)  Chon theo ma cac danh muc déi twong, VLSPHH va BTCP...

. Pua vét sang (hodc nhan chudt) dén 6 “Ma” (vi du: O ma Déi twong
cbng no), danh xau loc t& phia trai (gidbng nhw chon ma tai khoan), nhan TAB hoéc
ENTER dé vao bang chon. Bang chon sé& chi hién ra nhitng muc c6 Ma béat dau
bang xau loc.

. Ban ciing c6 thé chon theo phwong phap xau loc khéng phai bat budc
cac ky tw tlr v& trdi ma |1a cac ky tw c6 mat & trong ma thi nhap ky tw "\" trwédc khi
nhap xau loc, Vi du xau loc "\1521" thi c6 thé chon ra ma clha vat tw la
"VT1521.001".

(c)  Chon bang céch nhan F5, F6:

. Néu khéng nh& xau ky tw d&c trwng clia ma hay cta tén muc can chon
thi chi cAn dwa con trd dén 6 can chon va nhan F5 chwong trinh sé hién ra danh
muc twong wng.
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. Ban dwa con trd dén tén muc can chon va nhan ESC hoac Enter dé

chon.

. Tai man hinh danh muc ban c6 thé st dung Ctrl+F dé& tim kiém nhanh

dén muc can chon.

3.1.4. Cach dat lai ky tw viét tat, dd dai sé chieng tir
Néu cé nhu cau dat lai ky hiéu viét tat, d6 dai cia sb ching tlr vai tirng loai
chrng twr, ban cé thé l1am nhw sau: Vao man hinh nhap dir liéu cda ching tir d6 >
4n vao nit OP gan tén chirng tir > chon CAu hinh khac

. . Sk = = = i
Loai C.tlr Chi tign mat « Bl toan them(")
Phiéu in |Phiéu chi | w B @& Loaidirliéu Thuc té = Cac lrachon

. - Bat mac dinh
Ngay 29-08-2016 | @) - At mac dinh

: . = Cau hinh khac

S0 CT PC08/16-0001 |% thue VAT - T Coarknaan—
S6 CT ghc | |Ngéy CT géc -- [+ Ngudn NS
Ni&n nidi chuna [Pk fide ceas HTrD

Céc Iwa chon sé hién thi nhw hinh dwdi:

x %

= op

(S CAu hinh khac

Sap xép. &n. hién Loai C tir

Céac trrérng NL chi tiét
Trwrdng kiém tra

CAu tric hién thi di liéu
Cac trnréng ReadOnly
Cac cit Disable

Cac trreong ReadOnly F2
An nién nat trén Form

Cac trréng nhap liéu thém

manguon-:|

- X
Khac @ Mask Table sqll:l
gch_detail#ma_tk0—>(_tkhoan| < N
ma_tk0->(_tkhoan.ma)
< |+
import_excel#
Proc sau khi Lwru C
Proc trirge khi C

Vi tri sap xép Object

Xau KTdau cla so

M S0 C.tF tir dong theo nam

PC+ef(Cl . O s6 ¢ tir tr ddng theo kho
XAu KT cudi cda sb O sb C.tir tr dong theo BP
£, e O S0 C.tF tr dong theo HD
S6 ky tiF s C.tiF 4 - HT
ky 1 il Liru tach

Quy tac kiém tra diF liéu (Tong thé)
Quy tac kiém tra diF liéu (Loai C_tiF hién thai)

Khi c6 1 ching tir bj x6a, theo mac dinh s ching t tiép theo van tang tw
dong. Néu ban mudn ching tir tiép theo vAn mudn chirng tr méi nay la sé trudc do,
thi can thao tac nhuw sau: G6 lai sé chivng tir ding vao 6 chirng tr = click vao dau
mii tén & goc trén bén phai > chon Sé chivng t trén man hinh thanh méc tinh

@+ Q8

= Nhap bang ty gia hang ngay
= Nhap bang don gid hang ngay

J Tn:

= §0 C.tir trén man hinh thanh méc tinh |

ét, phay *

Panh lai s6 chieng tr e ddng

F chi, giao khoén
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Lwu y: T4t ca cac bit todn hach toan cin phai chi ra Nguoén (NSNN/Tai
trg, vién tro/Dich vu/Khac...). Néu chon nguén NSNN thi phai chi ra Ma nguén
NSNN (ma nguon 13, 14...). V&i cac but toan c6 thém but toan ngoai bang di kem
(C6 008, 009) thi bat budc phai chi ra MLNS (chwong, loai - khoan, muc - tiéu
muc), Hinh thirc cip phat, Nghiép vu, Hoat dong (thwong xuyén/khong thwong
xuyén) trong but toan chinh dé phan mém ty dong ghi nhin vao cac bt toan
con.

Néu nhirng trueong nhép liéu nao lién tuc 13p lai do dac thu cta don vi, c6
thé dwa nhitng trwong d6 1én man hinh chung va dat mac dinh dir liéu treong doé

3.2. Ndi dung chi tiét cta ttvng phan hanh

3.2.1. Kho bac

a. Nhan dw toan

Tai cac don vi dwoc cp trén cap kinh phi bang dw toan, khi nhan dwoc quyét
dinh ké toan tién hanh hach toan No TK 008 hodc 0009.

Buwaéc 1: Chon chirng tr: Nhap di¥ liéu\Kho bac\Nhan dw toan

Buéc 2: Khai bao cac thdng tin trong phan chung:

- Chon lai Ngay (néu ngay hach toan khac ngay quyét dinh), Sé ching
to (néu khéng danh sé chirng twr tw dong)

- Dién cac théng tin nhw Dién gidi, ma chuong. Hinh thic cédp phat da
dat mac dinh 1a Dw toan (khéng dbi lai di liéu 6 nay). Chon lai Nghiép vu (Nhan duw
toan dadu ndm ho&c Nhan dw toan bé sung)

Buéc 3: Khai bao cac théng tin dwai lwéi chi tiét:

- Dién céac théng tin nhw: Dién giai chi tiét. TK No' (chon 008 hodc 009 —
but toan nay chi hach toan don ghi No) va cac trwéng dir liéu chi tiét phia sau.

- An nat phan bd cho 4 Quy néu can. Thao tac nay sé chia déu dw toan
cho 4 Quy, c6 thé sira lai sb bang tay.

Buwdc 4: An Lwu dé lwu div liéu da hach toan

b. Piéu chinh dw toéan

Khi don vi nhan duoc quyét dinh vé viéc diéu chinh dy toan da giao ddu nam
hodc bd sung, cac bt toan sé dwoc ghi nhan & ching tr nay.

Céc thao tac twong tw ching tir Nhan dy toan. O Hinh thidc cédp phéat va
Nghiép vu da dat mac dinh sdn, khdng can chon lai.

Chng tlr nay chi hach toan don TK 008 ho&c 009. Lwu y: diéu chinh gidm
ghi No’ sé am, diéu chinh tadng ghi No' sé dwong.

c. Hay dw toan

T&i cubi ndm khi don vi chwa st dung hét dy toan da giao thi khoan dy toéan
nay c6 thé bj thu hdi. Khi d6 can hach toan but toan Hay dy toan & day.

Céc thao tac twong tw ching tir Nhan dy toan. O Hinh thic cédp phéat va
Nghiép vu da dat mac dinh s8n, khéng can chon lai.

Chirng tir nay chi hach toan don TK 008 hoac 009.
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Lwu y: Hay dw toan ghi C6 sé dwong.
d. Rat dw toan nhap quy tién mat
Buwéc 1: Chon chirng tv: Nhap dir liéu\Kho bac\RGt dw todn nhap quy tién

3(

|

Budc 2: Khai bdo cac thdng tin chung cua chng tw:

- Dién ngay, Sb ching tir (néu khéng danh sb chirng tr tw dong)
- Dién cac théng tin nhw Dién gidi, ma chuong. Hinh thic cédp phat da

d&t mac dinh |a Dy toan (khéng ddi lai div liéu & nay). Chon lai Nghiép vu (chon 1
trong 3 hinh thire rat dw toan: Tam ¢ng da cap dw toan hoac Tam éng chua cap dw
toan hoac Thuc chi)

- Tai khoan No dat mac dinh la 1111

Budc 3: Khai bao cac thong tin dwdi lwdi chi tiét

Bwdc 4: An Lwu dé lwu di liéu d& hach toan. Cac bt toan C6 TK 008, 009
sé dwoc hach toan ty ddng di kém. An vao nut hinh kinh 10p canh & Ngay va chon
tai ngay dang hach toan dé xem but toan di kém do.

Budc 5: In gidy rat dw toan

Loai C tiF ... |Rut dw todn nhdp qu tién mat 4 << ” < ” = ][ = ] EY ” = [ ][ & ” on. ] Zoom 100 - Nhap
Phiéu in Rt du toan tién mat w B & || mMeinrepert
Ngay 02/01/2016 B <]
= 1 - - . - PR Miu sé C2-02/NS
sécT RDT-0001 Knéng i v o GIAY RUT DU TOAN NGAN SACH (T o5 0RO TT-RTC ngiy 10012013
Dién giai chung [Rat dw todn nhap quf tién mat e Ry . L cia B§ Téi Chink)
Theeci [ Tam g Chuyén khoin [] S6-  RDT-0001
. . ) Ungruse di dk thanh todn, O Tién mir
Ong/ba Nguyén Thi Hoa Ung trude chea dii dk thanh todn O
Bia chi Son vi ritdir todn: _ Trwimg THCS Phan B4i Chiu
— Tiikhoin 1726357189237 Tai KBNN: _ Khobae NN quin BangDa
Ctil+F3  CirisM csFe  Cui+l Fe A M chp XS Ton CTMT DA ME CTMT, DA
Dién gidi chi tiét EE  sond) NEmNS: o SOCKCHDE: . SBCKC.HDTH
|4l V4t tv vin phong 46121 50 . N Mi | Mi | Mi | Mi Y Chiara
Po—— N§i dung thanh to dn NDKT | chwong lnganh |ngusn | Tongsétén [—
2 Cong tac phi 46121 100 g jnga guon Nép thué Thanh toén
3 | Cac knoan chi khac 46121 50 KT | NS\ cho BV hueng
4 n @3 ERES] E-(7®) [§] )
5 Csc khozn chi khic 7799|422 404 13 5 000 000 5 000 000|
5 Cong tac pht 67381407 <04 13 10000 000] 107000 000/
{5t vin phong 585433 LA e 5860 860 575066 068
7 Téng cong 20 DDDDDD‘ 20 000 000
8 - .
: g chie: Hai murai triéu dong chin, [PHAN KBNN GHI
on [T Nop thue:
10 NOP THUE: o TK.
11 Tén don vi (ngwdi ndp thud) (Co TK:
12 W3 56 thud M3 NDKT: Mi chrong: f’l]_'KK
6
13 Co quan quin I thu Mi CQthu: o TE.
14 KBNN hach ton khodn th co TK:
15 6 tién nop thué (ghi bing chit :gggéﬂg S
16 THANH TOAN CHO BON VI HUONG: 13. Thanh toii ého & bisdig
17 Do vi nhin tidn, tcg:
o 3
18 Dia chi NS
= 15 BVQHNS. Mz CTMT, DA w3 HICT: o TK:
20 THKROZ oocescecomeoeeescessssnnsesessessnnnne. 121 K10 bae Nhi mrge (NH): No TK:
‘< - B - 1. - L3

e. R4t dw toan chuyén vao TK ngan hang

Thao tac twong ty RGt dw todn nhap quy tién mat. TK No dat mac dinh 1a
1121.

f. Rat dw toan chuyén khoan ngay

Thao tac twong ty RGt dw toan nhap quy tién mat. TK No dat mac dinh 1a
1121. Dién thém théng tin vé déi twong cong no dé théng tin dwoc hién thj trong
Gi4y rat dw toan

g. Tao bang ké chieng tr thanh toan

Buwdc 1: Chon ching ttr: Nhap di liéu\Kho bac\Tao bang ké chirng ti thanh

toan
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Buéc 2: An vao nat [Tao bang k&) man hinh Tao bang ké sé& hién ra nhw
hinh sau:

Tao bang ké
(& Duydt bang k& — O =

B

56 BK: Tao BK Xem/Huy
Nghigpwu: | |
Chwong: | |
Mguén KP: | |
Loai: l:l Khoan: l:l
HTCP: | |

Duyét bang ké

Budc 3: Dién cac diéu kién loc dé chon ra nhivng chirng tir can dwa lén bang
ké:

- T ngay — dén ngay, Chwong, Loai —Khodan, HTCP... (nhirng diéu kién
nay c6 thé dién ho&c khong dién)

- Nghiép vu twong rng véi 1 trong 4 loai bang ké.

Bu&c 4: Sau khi dién cac diéu kién loc d& chon loc cac chirng ttr theo y muébn
dwa lén bang ké = An nat [Tao BK]

Buéc 5: Cac chirng tr thda man diéu kién loc va chwa dwoc 1én bang ké sé
dwoc hién thi nhw hinh dwéi. Tick chon nhirng dong chirng tr sé dwa lén bang ke.
Cot Ngay bang ké va Sé bang ké sé duoc ty dong update theo Ngay va Sé bang ké
& man hinh loc. Nhi*ng dong hach toan c6 chung 1 sé chieng t sé lén cung trong 1
bang ké.

Ctrl+F3 Ctri+M Ctri+F8 Ctrl +1 F& F3 CNHD Tao bang ké (& Tao bang k& o|E)] X
Dién gii chi tiét S6 tién Ngay: 28/06/2016 i il
! - B
M — [ \ . .
2 | ‘ ‘ | 86 BK: BK06/16-0008 Tao BK Xem/Huy
== : ; : : 1
& _bangke - - - -
v ¥ m |
LU
Fl2  Fa F5 Ctrl+P
Ngay I&n B0 Nga i chonaty | S0CT | NgaycCT P 5 tid o
bg:&g; K& 56 bang ké hachgatgén Sd chimg tir 1z g;gc Dien giai chung Sd tién TKNe TKCé .
1 I I i1 KC011900 ... i1 [.Két chuyén - Transfering 66112-66122 1900-01-01 10 000 000 |6611... |6612... |Ngar
b2 26/06/2016 |BK06/16-0008 | 05/01/2016 | PC01/16-0002 i Chi tién mét thanh todn cac dich vu céng cong 550 000 | 66121 | 1111 Ngar
3 28/06/2016 |BK06/16-0008 | 05/01/2016 | PC01/16-0002 /! Chi tién mét thanh todn cée dich vu céng cong 350 000 | 66121 | 1111 Ngéar
4 ] i 06/01/2016 | BN01/16-0001 /! Chuyén tién ngan hang tré tién cho cang ty dign lye Ha Ngi 1200000 | 66121 |1121  |Ngar
5 ] i 10/01/2016 | PC01/16-0003 /! Chi tién mat thanh toan b sung cang tac phi che éng Vi 1000000 66121 |1111 Ngér
6 | O |11 10/01/2016 | THO1/16-0001 1t Mg Khéc Vil thanh toan tam img 7000000 66121 |312  |Ngar
7| O [rs 11/01/2016 | PC01/16-0004 1t Mua van phéng phém thang 1 500 000 66121 | 1111 |Mgéar
g | O [r1 25/01/2016 | BNO1/16-0003 1t Chi tién ngan hang chuyén khodn tra leeng cho can bo 22000[66121 1121 |Ngar
9| O [rr 14/06/2016 | PC06/16-0001 1t Chi tién mat 110 000 000 [66121 112 [Tait
10 0 i 25/06/2016 | PC06/16-0003 i Chi tién mat 200 000 000 |66122 | 1111 Ngar
3 . ~ ~ ’ < ~ > N X -
Bwéc 6: Sau khi da chon dwgc nhirng chivrng tr dwa 1én bang ké - an nut

Lwu. Phan mém sé tw déng lwu lai nhivng chivng tir da chon lén bang ké va In bang
ké theo mau cda Kho bac.
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[Z Man hinh nhap lieu 2 Phigun
Loai C .t ... |Tao bang ké chirng tir thanh todll [ << ][ < ” N ][ . ] ’ E} ][ X ] " & ][ Of. ] Zoom 100 - Nhap
Phiéu in Bang ké chingtte T ... [B) | || MeinReport
Ngay 28/06/2016 - @ e
86CT BKOB/16-0008 ) Miu sé: 01
. Khéng ghi vao khu Don vi SDNS:
CUhF3  ClbM  Ci+F8  Cii+l  F vie nay Ma don vi:
— < Y M3 nguon:
Dien giai chi tiet So tien | Mi CTMTQG, D 4n ODA: f
M - ~ , . .
5 BANG KI CHUNG TU THANH TOAN
; :
& bangke STT Sr;ﬂl.aa Chirng tir Mue, N6i dung chi Sé tién i
p— n S6 Ngay f1ieu muyc
v . = Luu 5500
Flz  F4 F§  Ctl+P & - 490424
= 1 PCOI/16-0002 | 11512016 302 | Tifn mrée 530000
Mgay 1&n B [emem Ngay Congiie 6502 550 000
bangks ~ SobEng ke | rtost| . el =
5500 190494
1 28/06/2016 | BKOG/16-0008 051017201 P PCO1/16.0002 | 11572016 6504 | Tién v sinh mbi trrémg 350 000 |
»2 28/06/2016 | BKO6/16-0008 | 05/01/201] | P - I
Cong tidu myc 6304 350 000 m
Téng cong: 900 000
Téng sé tién (viét bing chi¥): Chin trim ngin d¢éng chin.
..,Ngdy .. thing _ nim. .
K& todn truéng Thi tr wéng don vi
(K tén, ghi 16 ho tén) (K tén, ghi 16 ho tén, déng ddn)
Ngd Thanh Ting Vi Tién Thanh
< < i ] »

O bwéc nay ban cé thé in tryc tiép bang ké tlr phan mém hoadc xuét ra word,
excel.. sau d6 co thé tw chinh stra theo ¥ mudn.
Buwdc 7: Sau khi bang ké ndép 1én Kho bac va dwgc Kho bac chap nhan
thanh toan, vao lai chirc nang [Tao bang ké] va 4n vao nat [Duyét bang ké]
Dién giai chi tiét sb tign| & - 0 X (eEEEER
IS 5 | B
S6 BK: Tao BK Xem/Hiy
Tir ngay: - - |v|  Bénngay: [29-08-2016]~

& _bangke_khobac - ] X

N & gl =

Fi2 | F4 F5 F11

h;"ng;}'(é 56 bang ke cnia:ym 54 chimg tir Cﬁ";}’m Ghi chi 6 tign Ny ¢

» 14-06-2016 | BK01/16-0004 | 12-01-2016 | TSCD0001 - - ...[But toan két chuyén nguén] Mua phan mém ké ... || 10 000 000 |66122  |466

2 14-06-2016 | BKD1/16-0004 | 13-01-2016 | PCO1/16-0005 | - - Thanh toan tién dat bao quy | cho buu cuc Béng Da 750 000 66121 |11

3 14-06-2016 | BKD1/16-0004 | 15-01-2016 |PCO1/16-0006 | - - Thanh toan tién sira may phatocopy 2500 000 66122 1111

4 14-06-2016 | BKD1/16-0004 | 25-01-2016 | THO1/16-0002 | - - Hach toan chi phi lwong Thang 1/2016 30 000 000 |66121 3341

5 14-06-2016 | BKD1/16-0004 | 25-01-2016 | THO1/16-0002 | - - Hach toan chi phi lwong Thang 1/2016 5000000 66121 [3341

5 14-06-2016 | BKD1/16-0004 | 25-01-2016 | THO1/16-0002 | - - Hach toan chi phi lwong Thang 1/2016 10 000 000 66121 |3341

7 14-06-2016 | BKD1/16-0004 | 25-01-2016 | THO1/16-0002 | - - Hach toan chi phi lwong Théng 1/2016 §100 000 [66121  |3321

8 14-06-2016 | BKD1/16-0004 | 25-01-2016 | THO1/16-0002 | - - Hach toan chi phi lwong Thang 1/2016 1360 000 [66121  |3322

9 14-06-2016 | BKD1/16-0004 | 25-01-2016 | THO1/16-0002 | - - Hach toan chi phi lwong Thang 1/2016 450 000 |66121  [3324

10 14-06-2016 | BKD1/16-0004 | 25-01-2016 | THO1/16-0002 | - - Hach toan chi phi lwong Thang 1/2016 450 000 [BB121 (3323 .
< >

O man hinh duyét bang ké nay, tim dén bang ké da dwoc thanh toan, tick vao
6 KB duyét, tat cd nhirtng dong hach toan chung 1 bang ké sé dwoc chuyén sang
mau xanh va phan mém hoi:
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| v =
Fi2 | F4 F& F11
hg‘f;‘l’(é 6 bang ke Chﬁ?‘z"m S6 ching tiv C’ig;gc S;;f Ghi chi Ongba  Sétién Ne s "
»1 EA 14-06-2016 | BK01/16-0004 | 12-01-2016 | TSCD0001 = __[Bit todn két chuyén nguén] Mua phin mém k__ 10 000 000 |66122  |466
2 | [ |14-06-2016 | BK01/16-0004 | 13-01-2016 |PCO1/16-0008 | - - Thanh todn tién dat bao quy | cho buu cuc Déng... 750 000 (66121 |11
3 | O [14-06-2016 [BK01/16-0004 | 15-01-2016  |PCO1/16-0006 | - - Thanh todn tién si-a mav chotocooy 250000066122 [ 1111
4 | O [14-06-2016 | BK01/16-0004 | 25-01-2016 | TH( ¢ EFFECT thung béo X 30 000 000 |66121  |3341
5 | [0 |14-06-2016 [BK01/16-0004 |25-01-2016 |TH 5000000 [66121  [3341
6 | [ [14-06-2016 [BKO1/16-0004 [25-01-2016 [THI . i 10000 000 [66121 3341
|7 O | 14062016 |BK01/16.0004 | 26012016 |Tr [ M@ Ban c6 mudn duyét bang ke 8100 000 66121 3321
|8 | [J [14-06-2016 |BK01/16-0004 | 25012016 |TH @ BK01/16-0004 1350 000 66121 |3322
{9 | [ [14-06-2016 |BK01/16-0004 [26-01-2016 |TH 450 000 [66121  [3324
10| [ [14-06-2016 [BK01/16-0004 [26-01-2016 |TH = o 450 000 [66121  [3323
11| 1 |24-06-2016 | BK06/16-0007 |31-12-2015 | SD 100 000 000 | 66111
12| B |24-06-2016 | BK06/16-0007 [31-12-2015 | SDT2/16-0001 | - - Cép nhat sa du tai khoan ban dau 10 000 000 | 66111
13| 1 24-08-2016 | BK06/16-0007 [31-12-2015 |SD12/15-0001 | - - Céip nhat sd du tai khoan ban dau 120 000 000 |BE111
14| 1 [24-08-2016 | BK06/16-0007 [31-12-2015 |SD12/15-0001 | - - Céip nhat sé du tai khoan ban dau 40 000 000 |BE111
15| B |24-06-2016 | BK06/16-0007 | 31-12-2015 | SD12/16-0001 | - - Céip nhat s6 du tai khoan ban dau 158 000 000 | 66111
16| 1 |24-06-2016 | BKO6/16-0007 | 31-12-2015 | SD12/16-0001 | - - Céip nhat sd du tai khoan ban déu 45 000 000 | 66111 .

Tra I&i Co dé Duyét chinh thire nhirng bang ké nay.
Trwérng hop mudn Hay bang ké vira lap do chon sai chirng ttr, sai diéu kién

thanh toan... = vao lai man hinh [Tao bang ké] va an vao nat [Xem/Huay]. O man
hinh méi hién ra ban c6 thé in lai nhirng bang ké da 1ap hodc hiy nhirng bang ké da

lap.

3.2.2. Tién mat
a. Thu tién mat

Buwéc 1: Chon ching tlr: Nhap div liéu\Tién m&t\Thu tién mat & man hinh

nhap d liéu sé hién ra nhw hinh dwi:

Loai C.tr .. Thutién mat = = o o ¥ ° [x]
Ngay 29-08-2016 || @ = Lwu % Tach Huy T Tim # Mgi
Sé CT PT08/16-0001 Phang ban |
S6 CT gbc Ngay CT gbe - = Chwrong
Dién giéi chung [Tao bang ké ching tir thanh todn Tién t& VHD Tyga 100
A O No 1111 Tién Vigt Nam |
Ong/ba Kam theo |
Bia chi
BT C.No
Cii+F3  ClisM  Cti+F8  Cil#l F8 F3 CNHD Import Excel

D g ci e WG nooaite  soven | NGAOA N LG KNG Ve GG TG DA [RTEpnan I -
4]
2
3
4
5

Buwdc 2: Bién cac théng tin chung clia chirng tlr trén man hinh chung.
. TK No’ da dat mac dinh hach toan sdn 1a 1111. Néu la ngoai té thi can

chon lai BVTT, ty gia va TK No la 1112.

. Nguwdi ndp tién néu 1a ngudi ngoai don vi thi dién tén va dia chi vao 2

6 Ong ba va bia chi.

. Néu ngudi ndp tién 1a ngudi trong co’ quan hodc ¢é lién quan dén céng
no thi co thé dién hoac khéng dién vao 6 Ong ba, nhwng can dién vao 6 Déi tuong

cbng no va Phong ban.

. Kém theo: sé lwong chirng tir gbe di kém.
Budc 3: Nhap cac div liéu chi tiét & dwdi lusi

Buwdc 4: Lwu div liéu va in phiéu thu.
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Loai C.ttr ... |Thutién mat @ Fhiuin - o X
Phiéu in ) << < > > & | [x H | & | o Zoom [100 « Nhap
- - || Main Report I

Nga! 21-01-2016 |

g2y [ @ | =
SaCT PT05/16-0003 P

: : - . N PRRp, Mau sé: C30-BB
4 CT goc Ngay € Truémg THCS Phan Béi Chau (Ban hanh theo QB 56 19,2006 OB BTC nzay 30032006
Dign gii n - - — ; i O 2 Dé A NG cia Bg wudng BTC va sta déi. bé sung theo Thins tw s

ien giai chung |Ngd Thanh Tang thu hoc phi ki 2 36 Hoang Cau. O Cho Dwra. Dong Da. Ha Naéi 1553010 TF BTC neay 15112010 s B3 Té Chirhy
_ Mz DVCQHVNS: . QuYER 87
g_mﬁ::f Ng Thanh Tung PHIEU THU $&.  PT05/16-0003

ha chi
BT C No gay 21 thing 01 nim 2016 No:

. Cé: 5
Ctr+F3  Ctri+M Cir+F8  Ctl+| F8 Ho. tén nguéindp tién: | ] Ngd Thanh Ting
Di&n gii chi tiét 1 Dia chi:

" Ly dongp:  Ngé Thanh Tang thu hoc phiky 2

2 S6tién: ... 75000000 (Viétbang chi): By mwoilim triéu déng chin.

3 Kém theo:

4 Thii truéng don vi Ké toan truémg Ngwoilip

5 (KY, ho tén, dong dau) K, ho tén) (K, ho tén)

6

7

8

9

10

: ; Vi Tién Thanh Ngé Thanh Ting Supervisor

e Di nhén du s6 tién (viét bing chif): Bav mwoi lim tiéu déne chin

14 Newsi né Ngdy......thdng.....ndm.......

Nawéi nép Thi quy

15 (KY, ho tén) (K, ho tén)

16 v

17 < >

b. Chi tién mat

Buwdc 1: Chon chirng tr: Nhap di liéu\Tién mat\Chi tién m&t & man hinh
nhap d liéu sé hién ra nhw hinh dwéi:

Loai C i ... |Chitién mat = = on o * ° m

Phiéuin w B & Loaidiliéu

Ngay 21-01-2016 I~ & = Lwu [ Tach X Huy T Tim # Mo
So cr PC01/16-0012 % thué VAT ’ 5 LoaiKhoan  [130-132 [San xudt khi Gét, phan phdi nhién ligu khi bing dwéng dng |
86 CT gée Ngéy CT gée - - [v Nguén NS [13 [Kinh phi giao tw chi, gia khoan |
Dién gidi chung [Chi tién mat HTCP Dv todn
) Nghigp vu Tam iing da cap du todn
Onglba Tién t& VND TV gid 1.00
Bia chi oce 111 [Tién vist Nam |
BT C.No Kém theo |
Phang ban
Chuong 422 86 Gido duc va Dao tao
Cii+F3  ClisM  Cti+F8  Cti+l F8 F3 CHHD Import Excel
D gl chi 1ét Mo ngoate | saten NGO IGAAlani I G [ e nameni 1 HoataGna S 1 KA e

Buwdc 2: Bién cac théng tin chung clia chirng tlr trén man hinh chung.
. TK C6 da dat mac dinh hach toan sdn la 1111. Néu la ngoai té can

chon lai DVTT, ty gi4 va TK C6 la 1112.

. Nguwdi ndp tién néu 1a ngudi ngoai don vi thi dién tén va dia chi vao 2
6 Ong ba va Dia chi.
. Néu ngudi ndp tién 1a ngudi trong co’ quan hodc ¢é lién quan dén céng

no thi c6 thé dién hodc khong dién vao 6 Ong ba, nhwng can dién vao 6 Péi tuong
cbng no va Phong ban.

Budc 3: Nhap cac div liéu chi tiét & dwdi luoi

Budc 4: Lwu div liéu va in phiéu chi.
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Loai C i ... Chitién mat << < > > & | X | g OR. Zoom Mhap
P Y ==

— ~
Ngar .
g3y w0206 || @ Miu sé: C31-BB

— ——— e Trwimg THCS Phan Béi Chiu (B b o QB o 19O QDT s 30032006

okt ‘ i ine Ciu O e DA 3 Néi cia B{ trudmg BTC v sia di, bo sung theo e
86 CT géc Ngay CT géc 36 Hodng Cau, O Cho Dira, Dong Bz, Ha Noi 1852010/ TT-BTC ngéy 15112010 cia Bo T Coiety
Mz DVCQHVNS: Qusén sé

PHIEU CHI

Dién giai chung [Chi tign mat thanh todn céc dich vu cdng cing|

Onglba Ngay 05 thing 01 nam 2016

Blia chi co 1M
DT‘C.NQ Ho. tén ngwdi nhin tién:
Phéng ban .
P ~rn Dia chi:
Chwong 422 S& Gido duc va Dao ta . ; T i
= L¥ do chi: _ Chi tién mit thanh todn cdc dich vu céng cong
Ctil+F3  Cl#M  CuWF8  Cil+l F8 F S4 tién: 900000 (Viétbing chir): Chin tram ngan déng chin.
Di&n gii chi tiét 1 KEm theo: .o COUIE T e 1040
b Thi truong don vi Ké toin trudng Ngudi lip
5 | Tién vé sinh mdi treong (Ky;, ho tén, dong déu) (KY, ho 2én) (K¥, ho tén)
3
4
4]
6
7 3 - .
8 Vi Tién Thanh Ngb Thanh Tung Supervisor
9 D3 nhin di sé tién (viét bing chi¥)Chin wim ngan déng chin
1 ? Ngdy...... thang..... ndm.......
12 Thi quy Ngwiri nhin tién
& 1Ky, ho tén) 1Ky, ho tén)

3.2.3. Tién gvi ngan hang

a. Giay bao c6

Buéc 1: Chon ching tr: Nhap di liéu\Tién mat\Thu tién ngan hang > man
hinh nhap d liéu sé hién ra nhw hinh dudi:

Loai Ctir ... Thutién ngén hang = E oe o v ° m
Ngay 05-01-2016 K<) H Luu % Tach ® Huy T Tim A
sécT BC01/16-0002 BT CNo
Dién giai chung. [Thy tién ngan hang Tién t& Tyaad 1.00

TK Ng.Hang
Ong/ba | | |One 1121 [Tién Viet Nam \

Dia chi’ ‘ ‘

Ctri+F3 Ctri+M Cir+F8 Cirl +1 F8 F3 CNHB

g o s WEchong Loa Khoin Mu Téumu  Ngubnkmnph  NgunNS  Nnépvs KT -
4]
2

3 \
I

Budc 2: Bién cac thdng tin chung ctia chirng ttr trén man hinh chung.

] TK No da dat mac dinh hach toan sén 1a 1121. Néu la ngoai té thi chon
lai BVTT, ty gia va TK No' la 1122.
. Néu TK C6 lién quan dén dbi twong cong no thi 6 Dbi twong Cong no

can chon ra déi twong dé tir danh muc.
Budc 3: Nhap cac div liéu chi tiét & dwdi luoi
Bwéc 4: Lwu div liéu va in phiéu hach toan.
b. Uy nhiém chi
Bwéc 1: Chon chirng tir: Nhap di liéu\Tién mat\Chi tién ngan hang = man

hinh nhap di liéu sé hién ra nhw hinh dwdi:
o @+ o8

Loai C tir ... Chitién ngan hang = o
Phiéu in Uy nhiém chi VCB w B & Loaiditliéu
Ngay 05-01-2018] v @ = Leu & Tach X Huy T Tim & Msi
S6CT BT C.Ne
Dién gidi chung Chi tién ngan hang Tién ta VND TVga 100

TK Ng.Hang
Ong/ba | | 'Oecs 121 [Tién Vigt Ham \
Dia chi | |

Ctri+F3  Ct+M  CtrisF8  Ciri+l F8 F3 CNHD

Dién gial cni iét [ Ne | sbtén  [MAchuong |NgudnNS  Ngubnkinnphi |Loal [Knodn Muc |Téumuc Nnémchi HTcdpphdt |~
M
2
3
4

Buwdc 2: Bién cac théng tin chung ctia chirng tlr trén man hinh chung.
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] TK C6 da dat mac dinh hach toan sdn la 1121. Néu la ngoai té thi chon
lai DVTT, ty gid va TK No la 1122.
. Dién théng tin ngwdi thu hudng trong phan Bbi twong cdng ng. Chi

can chon tlr danh muc DTCN va cac théng tin vé S TK, tén TK, tén Ngan hang sé
dwoc tw déng link ra.

Buwdc 3: Nhap cac dir liéu chi tiét & dwdi luoi

Bwéc 4: Lwu div liéu va in Uy nhiém chi. Chon mau UNC bang cach an vao
nat [...] canh 6 Phiéu in, chon mau cGa ngan hang can in va xem in hodc in.

Loai G Chi tidn ngan ha | A -
oal v i tien ngan hang ' -
o < ll<f>]=] [aS]H|[®mM|[@m|[&few] z2m w- Hngp
iéu in Uy nhiém chi VCB - | B3 e
Ngay 06/01/2016 - S =
86 CT BN01/15-0001
Dién giai chung [Chuyén tien ngan hang tra tisn cho cang 4 U|et|:nn1hank€ U—i’ NHIEM CHI - PAYMENT ORDER
Ong/ba ] Ngiy (Date)
Bia chi ) GHINO TAI KHOAN (PleaseCredit dccownt:) SO TIEN (with amount ): Phi NH (Bank charges)
7 $6 TK (A/C No): 0011000888070 s g
CirieF3  CtrlsM  CtrltF8  Ciri+l  F8 - . ; - PR BANG S0 finfigurs) VND | pricon =M
— = 4 Tén TK._Tmtmg THCS Phan Béi Chau 1,200,000 et =
Dien giai chi tiet e 9 DIA CHI(Address)36 Hoang Ciu. O Cho Dira, BANG CHE (Tnwords ) ) L
3 66121 1 Déng Da, Ha Nai . :
3 Mt trigu_ hai tram ngan. VND chin.
3 Tai NH (With bank): SGD Vietcombank okl
4 5 TA A ; )
. & GI-]] Cq TAI KHOAN (Please Debit Account ) NOIDUNG (Details o Paymant)
8 50 TK (A/C No): Chuyén tién ngan hing tra tién cho cong ty dién lyc Ha
7 Tén TK Noi b
8 . KE TOAN TRUGNG CHU TAIKHO ANKY VA DONG DAU
9 BlA CHI(Address): Chief Accountant Acc. Holder & Stamp
10
11
= Tai NH (With bank)
13
L DANH CHONGANHANG ¢For Bank's Tse onty) M VAT N .
15 Thanh toan vién Kiém soat Giam dac
16
17
18
Lwuy
N - N > . A ~ PN ~ DN 1% X ~ ~
. Nghiép vu rat tién givi ngan hang vé gquy tien mat néu da nhap trong
” N LA o N A~ A . Py s Py
Chirng twr Thu tién mét thi khdng nhap lai trong phan Giay bao No.
N e N - > . ~ A N X ~ S
] Nghiép vu rut tién mat givi vao ngan hang néu da dugc thwc hién trong

Chtrng tlr Chi tién mat thi khdng cap nhat trong phan Gidy bao Cé.

3.2.4. Nhap xuat kho vat tw, hang héa

a. Nhap kho vat tw, hang héa

Buwdc 1: Chon chirng tv: Nhap di liéu\Nhap xuéat kho\Nhap kho > chon loai
nhap kho (nhap mua/nhap thanh phdm/nhap khac)

Loai C.tir ... |Nhap mua hang = = om

Phiéu in w B ® Loaidiliéu

@

SéCT W| Ctgs BT C Ne —

Sé CT géc | |Ngay CT géc [-- [+] Phéng ban —

Dién gidi chung Mhap mua hang Kho I

Mgudn KP —

Ong/ba |
Ctri+F3 Ctri+M Ctri+F8 Cti+l F8 F3 CNHD Import Excel

M3 Vat tu, Tén Vat tw, HH [N Ee  séiwong Bon gia 86 tign
1 | |

&)

Budc 2: Bién cac thoéng tin chung ctia chirng tir.
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. Phan Kho trén man hinh chung bat budc phai chi ra.

. Néu nhap mua chwa tra tién thi phai chi ra Dbi twong céng no 1a Nha
cung cap.

Buwéc 3: Dién cac thong tin & lwdi chi tiét.

" Chon Vat tw hang hda (da khai bao trwdc trong danh muc) bang cac

phuong phap xau loc vao 6 Ma hoac tén Vat tw hang héa. Khi do cot TK No sé tw
déng nhay ra theo tai khoan kho ciia VTHH dé.

. Dién Don gia va Sé lwong sé tw déng tinh ra Thanh tién

Buwéc 4: An Lwu va in Phiéu nhap kho

b. Xuéat kho vat tw, hang héa

Buwéc 1: Chon ching tiv: Nhap dir liéu\Nhap xuéat kho\Xuét kho = chon loai
xuéat kho (xu4t cho s&n xuét/xuét cho hoat déng ctia don vi/xuat chuyén kho noi bo)

Loai C ti ... Xudt kho dung cho hoat déng cia don vi = = o o - ° a
Phiéu in Phiéu xust kho HCSN | .. [§ (& LoaldFliéu Thue té
Ngay 05012016 |v| (@Y (ST Tach Huy ¥ Tm A Mo
86CT PX01/16-0002 Phéng ban ‘
Dién gii chung Kho
Tién t8 VHD Ty gia 100
BT C.Ne | [
Ctri+F3  Ctri*M  Ctr#F8  Cti+l F8 F3  CNH
ua vat Ten vt Hi I stiors  Doni Stuwn  WAcniong | Loal | Khohn Wuc | Tumuc | NRSmenl | NGnpvl -

"
2
3
4
5

Buéc 2: Bién cac thdng tin chung cda chirng tir.

. Phan Kho trén man hinh chung bét budc phai chi ra. Phai dién kho
trwdc khi chon VTHH, néu chon VTHH trwéc khi chon kho Phan mém sé bao Sé
lwong xuat vuot qua Sé lwong ton. Pay la diéu kién xuat kho cta chwong trinh, ¢6
thé bat t&t chirc ndng nay & phan OP - céac lwa chon = kiém tra SL xu4t < SL tén.

. Dién cac théng tin khac nhw Bbi twong cong no, Phong ban néu phiéu
xuét nay c6 lién quan

Buéc 3: DBién cac thdng tin & lwdi chi tiét.

. Chon Vat tw hang héa (da khai bao trwéc trong danh muc) bang cac
phwong phap xau loc vao 6 Ma hoac tén Vat tw hang hoa. Khi dé cot TK Co6 sé ty
dong nhay ra theo tai khoan kho ctia VTHH d6.

. Dién Sb lwong xuét.

. Khoéng dién thanh tién & day néu tinh gia xuéat kho tw dong bang phan
mém. Viéc x& ly tién xuat kho sé dwoc thwe hién bang tinh ndng Tinh gia vat tu,
hang héa xuét kho (xem thém muc 4.1)

Buwéc 4: An Lwu va in Phiéu xuét kho

3.2.5. Tai san c6 dinh

Cac chirng tr tai san ¢ dinh (TSCD) ciing dwoc nhap tir ciing mot giao dién
nhw cac chirng tlr khac. Cac nghiép vu phat sinh vé TSCD c¢6 thé 1a mua méi TSCD,
nhan vién tro - tai tro la TSCH 1dp thém mét phdn TSCD, nhuong ban thanh ly
TSCH, ghi gidm TSCBH, tinh hao mon... Néi chung, ching ta c6 thé chia cac nghiép
vy nay thanh 3 loai: tang, giam va hao mon TSCDB. Khi phat sinh cac nghiép vu nay
ban c6 thé st dung cac chirng tlr thudc nhém “Phiéu TSCD” dé& nhap di liéu.
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Loai C.tlr ... |Ghitang TSCB - Mua méi = E om
Ngay @ & Ngan hang »
sécCT T4& Phiéuhachtoan » a7 .
S6 CT gée F & Nnipxudtkno  » Ngay CT gde -
Dién giai chung [gf & Ban hang 3
& Taisdncédinh  » [ Ghitang TSCO - Mua méi
Ong/ba & sbdrbanddu  » | g Ghitang TSCD - XDCB hoan thanh
Dia chi af  Ghitang TSCO - Tang khac

@ Ghi gidm TSCB - Thanh Iy
= Ghi giam TSCH - Nhirgng ban

JETSCON INTERTSEONN ¢ G giam TsCo - GiAm Knac pen

» I
= q [+ Tinh hao mon TSCH

3 | | | | |

a. Cac nghiép vu vé tang TSCD

TSCD c6 thé dwoc tdng do mua méi hay do dwoc cap trén cdp hoac nhan tai
tre, vién trer... Cac nghiép vu nay thwdng ghi No TK 211, 213 va ghi C6 cho cac TK
lién quan tuy thudc vao nghiép vu phat sinh. V&i cac nghiép vu nay ban st dung
chirng tlr “Ghi tang (nguyén chiéc) TSCD’.

Lwu y: TSCD dwoc chon la mét TSCD maoi vira dugc tao ra trong danh muc
TSCD va sb tién dwoc nhap 1a nguyén gia cia TSCD. Ngoai ra, ban c6 thé nhap
thué suat VAT dé chwong trinh tinh ra bat toan thué (néu co).

Khi TSCP dwoc tdng nhung khéng phai [a nguyén chiéc ma chi la I&p thém
mét phan ban chon ching tlr “Ghi tang (I&p thém) TSCD” dé& nhap. V&i ching to
nay ban phai chon mét TSCD da cé san trong danh muc TSCD ma don vi dang st
dung dé ghi tang. Béng thei, ban chi hach toan phan gia tri tdng thém cta TSCD ma
thoi.

b. Cac nghiép vu vé giam TSCP

Khi ghi gidam TSCD trong truéng hop thanh Iy, nhuwong ban TSCB, ban c6 thé
st dung ching tlr “Ghi gidm - thanh ly” ho&c “Ghi giam — nhwong ban” d& nhap dov
liéu.

Ctrl+F3 Ctri+M Ctri+F8 Cirl + 1

. Vao bang TSCD (nhan F5 ho&c xau loc + ENTER & 6 TSCD) dé chon
TSCD can ghi gidam — |a TSCD c6 sén, EFFECT sé tw hién ra nguyén gia (& 0 tién
dwdi TK C6) va gia tri con lai cia TSCD (& 6 tién dudi TK No)

" Ban sé lam mgt dinh khoan kép (c6 tai khoan nguyén gia, ng TK 5118
- gia tri con lai va no tai khoan 214 - gia tri d@ hao mon). Sau d6, ban chon chirng ti
“But toan TSCD khac” dé lam thém céac dinh khoan con lai trong viéc thanh ly TSCD.

Khi chuyén TSCB thanh céng cu dung cu, ban c6 thé st dung chirng tr “Ghi
gidm — Giadm khac” dé& nhap liéu.

c. Cac nghiép vu vé hao mon TSCP

Ching tlr “Tinh hao mén TSCP” dwgc dung dé tinh hao mon hang nam cho
cac TSCP. V&i méi TSCD (quén ly theo don chiéc), ban phai dat dinh khoan vé hao
mon TSCD nay ¢ trong danh muc TSCD.

Pat dinh khoan khi thwc hién tinh hao mon & 6 hach toan trén man hinh chi
c6 y nghia d& EFFECT khéng théng bao "Binh khoan thiéu" khi ban lwu dir liéu va
dinh khoan nay sé khong Iwu vao co sé di liéu.
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Trinh ty nhap liéu:

Ban nhap céac théng tin nhw cach nhap théng thwdng. Tai & TSCD nhan F5
thi chi c6 nhitng TSCD théa man déng thdi cac diéu kién sau méi hién ra:

v D3 co6 day du cac gia tri & cac 6 Ty 1& hao mon (%/nam), TK Hao mon
No, TK Hao mon C6é.

v TSCP da dwoc ghi tang nguyén gié.

4 Chuwa dwoc tinh hao mon trong nam.

Ban dung phim INS (danh dau tirng dong), Ctrl+A (danh diu tat ca cac muc
trong bang), Ctrl+Z (bé diu tit cd& cac muc trong bang), dé& danh diu cac TSCD
mudn tinh hao mon. Sau d6 nhan ESC dé thoat va nhan Lwu dé& chwong trinh tw
doéng tinh va hach toan buat toan hao mon cho tat ca cac TSCP dwoc chon.

3.2.6. B(t toan téng hop

V&i cac bat toan hach todn khac ban cé thé hach toan tai man hinh chirng tiv
Nhap dir liu\Phiéu hach toan\But toan tbng hop

Tai man hinh nhap liéu nay, hau hét cac trwong nhap liéu déu & dudi lwdi chi
tiét nén cac chirng tlr nhiéu no, nhiéu co, nhiéu déi twong... déu cé thé nhap chung
trén 1 man hinh.

Céc thao tac nhap liéu twong tw cac chirng tir khac

Sau khi nhap liéu xong 4n Lwu va in Phiéu hach toan.

Loai C i ... Bt todn téng hop = = o 0 & e a
Phiéu in w B & Loaidrliéu Thurc té
Ngay @ H Lo % Tach Huy T Tim £ M&i
sécT THO1/16-0006 Ctgs [ % thué VAT - Bia chi |
6 CT géc Ngay CT gée - [« Chueong
Dién gii chung ‘But toan tang hop Tién té VND L2 1.00
Gng/ba ‘

Ctri+F3  Cir+M  Ci+F8  Cti+l F8 F3  CNHD

Dién gii chi tiét RGN EE  ngoaita 86 tién

3

~ o (o e (e o | T

3.2.7. Cap nhat sé6 dw ban dau

Cap nhat s6 dw ban dau la cong doan quan trong khéng thé thiéu khi ban dwa
EFFECT HCSN.net vao st dung. T4t ca cac sb liéu ké toan dang cé cta don vi déu
phai cap nhat vao EFFECT dwéi dang cac danh muc hoadc sé dw céac tai khoan. Sau
khi cap nhat sé dw xong, EFFECT c6 thé in ra cac bao cdo ban dau nhw Can déi tai
khoan hodc mét sb bang sé dw ban dau nhw bang tén kho ban dau, cac bang téng
hop cdng no ban déu... Ban cé thé can clr vao sb liéu cac bang nay dé kiém tra viéc
cap nhat ban dau cta ban cé dung hay khéng.

Lwu y cac diém sau:

. Viéc cap nhat s dw ban dau cla cac tai khodn vao EFFECT duoc
thwe hién mét 1an duy nhat khi b4t ddu dwa chwong trinh vao hoat déng. T nhirng
ky sau chwong trinh sé tw dong chuyén sb dw.

. Céac danh muc ma don vij st dung déu phai cap nhat ban dau.

. S6 du céc tai khoan Céng no déu phai duwoc cap nhat chi tiét theo cac
muc trong danh muc éi turong cong no.
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. S6 du céac tai khodn kho Vat tw hang héa déu phai dwoc cap nhat chi
tiét theo cAc muc trong danh muc Vat tw hang héa va danh muc Kho.

. Sb dw cac tai khodn Nguyén gia va Hao mon TSCD déu phai duwoc
cap nhat chi tiét theo cac muc trong danh myc TSCD.

. Khi cap nhat sb dw ban dau phai dinh khoan mét vé.

Cac thao tac thwc hién nhuw sau:

Buwdc 1: Chon chirng tr: Nhap div liéu\Kho bac\Sé dw ban dau va chon lan
lwot cac chirng tir nay.

Loai C.i . —Canohdt i diw cdng ao ban dau = = om

& Khobac 3
Phiéu in Phig Tién mat » |8 & Loaidiligu
Ngay @2 Ngé‘n hang ) » B Leu
TR 2 e e o woa
i&n giai chung FE - ,
& Taisanchdinh  »
ClitE3 Ctr\‘g $6 du ban dau » |af  CAp nhat s dv cong no ban du
- @ Cap nhat s6 di tdn kho ban dau - S =
- LT £ @f  Cap nhat sb dir tai khodn ban dau SO T Ngay CT
; [af Cap nhat s6 dir TSCP ban déu |
3
4
Buéc 2:
1. Cap nhat sé dw cdng no ban dau.
. Nhap céac théng tin can thiét nhw ngay, sé chirng tiv, phong ban, don vi
tién té, ty gia — néu co, TK Nor hodc C6
. Nhap sb du cho tirng déi twong dwéi lwéi chi tiét (trong bang nhap div

liéu chi tiét ban nén nhap sbé dw cla cac khach hang cé cung TK céng ng va clng
dv ng hoac cung dw co).

. Khi nhap xong nhén nat Lwu.

2. Cap nhat tén kho VLSPHH ban dau.

" Nhap céac théng tin can thiét nhw ngay, tén VLSPHH, tén kho, Dvit, ty
gid — néu c6, sb lvong, don gia, TK no hoac co.

. Nhap sb duv cho tirng VLSPHH & duéi lwdi chi tiét (Trong bang nhap
dir liéu chi tiét ban nén nhap sé dw cta cac VLSPHH cé cung TK kho va ciing con
ton trong mot kho).

. Khi nhap xong nhan nat Lwu.

3. Cap nhat s6 dw TSCP ban dau.

. Nhap céac théng tin can thiét nhw ngay, tén TSCD, Dvtt, ty gia — néu cé,
TK no - TK ghi nguyén gia TSCP , sb tién nhap nguyén gia TSCD, TK c6 — TK ghi
Hao mon Iy ké, Sé tién Hao mon Ity ké.

. Khi cap nhat sb dw ctia 1 TSCD nhap 2 dong:

o Dong thir nhét ghi tdng nguyén gia cla cla tai sén do.

o Dong thir 2 ghi nhan sé tién khau hao iy ké.

. Khi nhap xong nhan nat Lwu.

4. Cap nhat s dw tai khodn ban dau.

. Nhap cac théng tin can thiét nhw ngay, Dvtt, ty gid — néu co, TK No

hodc Co, sb tién (cac thdng tin trén — cac 6 dwoc nhap theo ding cac cach nhap da
biét), S6 dw tai khoan twong (rng vai tai khoan do. Luu y:
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S6 du tat ca céac tai khodn déu phai chi tiét theo Nguén, Chuwong, Loai

O

— Khoan
o S6 dw cac tai khoan dau 4, dau 6 can chi chi tiét ra Muc — tiéu muc
. Nhén nat Lwu.

Budc 3: Xem cac bao cdo lién quan dé kiém tra tinh dung déan cla viéc nhap
sb dw dau ky. Dac biét can xem Bang can dbi s6 phat sinh va kiém tra xem tdng Dw

No' c6 bang tdng Dw C6 cla céc tai khoan chua.
Lwu y vé tinh lwéng tinh cia mot sé tai khoan.
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CHUONG 4: THAO TAC cuUOI KY

Chuwong nay sé& huwdng dan thao tac thwc hién cac nghiép vu cubi ky. Céc

cong viéc lam cudi ky bao gém:
Tinh lai gia xuat kho VLSPHH.

. Thwe hién phan Lao déng tién luvong.

. Tinh I&ch ty gia cubi thang (St dung cho don vi phat sinh ngoai té).
. Két chuy&n phan b chi phi (Chi dung cho don vi san xuét).

. Két chuyén sé dw cubi ky.

4.1. Tinh gia vat tw, hang héa xuat kho
La viéc tw dong dién gia xuat kho vao bt toan xuét kho, hodc cac but toan

két chuyén gia vén trong khoang thdi gian tinh.
Trwdc khi x& Iy phan nay, can khai bao cac Tai khodn kho trong phan céu
hinh dé chon phwong phap tinh gia xuét kho (xem phan 6 chuwong 9 clia huwéng dan

nay)

- i : -EI :
Thao tac cudi ky 4 o Liigaa
@ Thang 01 - Nam 2016 7 & |
$ 5 - XU 1y Timkiém  Bao céo
T gid Gid xudt Luwong 5
@ A ti 14-08-2013 |+
3 Loc theo Visphh Dl ey ‘
&‘ J o
Gidthanh  Két chuyén Tinh lai gid vén I3 viéc tw dong dién gia xuat kho vao cac bat toan xudt
hodc céc bit toan két chuyén gia von trong khodng théi gian tinh,
Hé théng @

Quy trinh thwc hién nhw sau:
Chon thang/ndm cé cac but toan xuét kho
. Néu chi muén tinh gia xuét kho cho 1 ho&c nhiéu nhém Vat tw thi chon

lai trong nat Loc theo VLSPHH
An X ly
Lwu y: Mc tinh GV c6 y nghia la di liéu trwéc méc tinh sé khong dwoc dién

gia von khi tinh.
4.2. Lwong

Thao tac cudi ky 4 = El@
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L] ~ Thang 02 - nam 2016 » = \ﬂ @
Tj gid Gid xudt Lueng e, = e 5
Lo Xy Xem/Hly Baocao | Tim kiém
Import DiF liéu cham cén -
L/ l"“, Xem
Gid thanh Két chuyén — Ghingay [29.02 2015‘
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H théng @ Tao bang tinh lvong Ty gia l:l
. Sira QP MR | O Knong tién hanh hach toan
1 ]l Lwong, BH | Luong, BH b O G6p theo Tai khoan va danh muc
Céu hinh Khda sd Backup DL | 5dp xép theo cac fruedng
3 A A A
O O = [ s (I L Ia
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$IILE  EERLEn  sbaEiiE Modul Lao déng tién lrong ding dé tao ra céc bang lrong nhiéu cdt ¢b suw finh todn gitra
cdc cit va duroc stF dung dé finh chi phi irong theo BG phan, Phan xudng, Vu vigc, DTGP

4.2.1. Tao bang tinh lwong
Budc 1: Chon nhém lwong can tao bang cach an vao nat Nhém > chon

nhém lwong hoac Ctrl+l dé thém maoi.
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Buéc 2: An vao nat [Tao bang tinh lwong] dé tao bang lwong theo cac cot
va cdng thtrc don vi dang ap dung. Khi thoat ra PM hdi c6 tao cAu tric bang lwong
khéng > tra 1&i C6. Bang tinh chi can céc cot tinh toan, cot M4, tén Can bd khodng
can thém. Riéng cot TK No/Co, ngubn/chuong/khodn... & cac dong lwong va trich
theo lwong can hach toan phai dién day da d& phan mém tw sinh cac but toan lwong

Buwdc 3: An vao nit [Bién thém] dé khai bao céac théng tin vé ty I& trich
BHXH, BHTN, BHYT, KPCPB va cac bién khac néu cé trong cong thirc...

4.2.2. X ly lwong

Buwéc 1: Chon nhém lwong va thang can tinh lwong

Budc 2: An nit [X& ly]. Khi méi tao méi thi bang lwong ban du tréng, Ctrl+|
sé hién thj thdng bao nhw hinh dwéi va chon [Ttr DM Nhan su]

[(2 ciiuong . el §

| - Thém méi: Thém ngudi méi
- T Dm N. Sy Thém tr danh muc
dvkh
- Thoat: khdng l1am gi ca

Thém méi Tir Dm N.Sw Thoat

Khi d6 sé hién thj ra danh sach Dbi twong cong no va tick chon nhirng nguoi
sé |Ién bang lvong.

va Ten oP | Chie danh - HS lvong Lwanqngach Lmyvlg hop HSPCchic  Phucdpchic HS PC_tvéch
bac déng u w nhigm
CB.001 Ngé Thanh Ting 1|Hisu teong | & Nhan sy -0 X T 1380 000 3.00
CB.002 Nguyén Thi Hoa 1| Nhan vign = ” 7 T || T z
CB.003 Ngd Khic Vi 1|Ké todn tréng F1 | Space F2 F12 | F11 F4  Ctl+F2 F5 0.50 575 000
Muc méi[Supenvisor] 1 . M5 o
- Cap Ma Tén b f_identity
1.0 1/cB Nhém cén b CNVC 53 242
2 | O CB.001 | Ngé Thanh Tung 63 267
3 1 CB.002 | Nguyén Thi Hoa 64 268
4 CB.003 | Ngo Khic Vi 65 269
5 0O 1 [kH Nhom khac 56 244
- — | re IR -

Khi hién thi bang lvong véi cac tinh toan lwong day du, tat bang lvong va
phan mém sé& héi C6 mubn x& ly bang lwong d6 khéng > tra I C6 va phan mém sé
tw dong hach toan lwong theo bang lvong da thwc hién

Lwu y: Viéc thye hién méi bang lwong chi lam 1 1an lic xay dwng bang lwong
ban dau. Tl cac thang sau, khi chon nhém lwong sé tw dong 14y theo cong thirc va
danh sach can bd nhan vién & thang trwéc day sang.

4.3. Chénh léch ty gia

La viéc phan mém ty sinh ra cac bat toan I&ch ty gia va dién vao ngay cla
thei diém cubi thang. Cac don vi phat sinh ngoai té (tién mat, tién gtri, cong no).

Thao tac cudi kj &4 L I | | | & W
& Lecntgn (=3 [ECh =
2 2 |
= - = - » =1 =
- @ = - ! Thang 01 Nam 2016 Y 4 R i) @
Tigia Gid xuat Luong [] Cho ca tién ban vi Xir Iy Xem/Hay | Baocao | Tim kiém
&_" Eny Biéu chinh 56 duwr cubi thang: La tw sinh bt toan dbi (ing véi TK Iéch ty gia dé diéu
Giathanh  Kétchuyén chinh sé duwr quy VND cda cac TK gde ngoai té theo ty gia tai thor didm cudi thang.

Hé théng R R ——— - —J

. NGt X ly: Ty sinh cac bat toan diéu chinh sbé dw céac tai khoan ngoai

te.
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. NGt xem Hay: Xem hoac Hay két qua xt Iy 1éch ty gia cta thang hién
thoi.

] Nut B4o C4o: Goi man hinh sé sach béo céo.

Cac Budrc tinh éch ty gié:

" Chon thang, chon nam tinh 1éch ty gia.

. Chon X ly, s& xut hién mot man hinh dé ban nhap ty gia cudi thang.

Khi nhap xong ban nhan ESC va tra 16i C.

4.3. Két chuyén két qua hoat déng
Phan nay bao gém 5 nhém két chuyén tw dong:

- Nhém 1: Két chuyén chi phi d& dang 154 sang gia vdn 632. Chon ndm tai chinh
N va Ngay hach toan la ngay 31/12/N.

- Nhém 2: Két chuyén céc tai khodn dau 5, 6, 7, 8 sang tai khoan 911. Chon ndm
tai chinh N va Ngay hach toan la ngay 31/12/N.

- Nhém 3: Két chuyén thang dw/tham hut t» TK 911 sang TK 421. Chon nam tai
chinh N va Ngay hach toan la ngay 31/12/N.

- Nhém 4: Két chuyén sb dw ndm nay sang ndm trwédc (cac tai khodn ngoai bang).
Chon nam ngén sach N va Ngay hach toan la 1/1/N+1

- Nhém 5: Két chuyén quyét toan (cac tai khodn ngoai bang). Chon ndm N+1 va
Ngay hach toan la ngay bat ky trong nam N+1 khi dwoc quyét toan.

& Ket chuyen ket qua hoat dong F' = @
Nhom 1 ~ Nam 2018 ~ V4 ?‘ j @
Ngay hach toan 31/12/2018 |+ | X ly Xem/Huy = Baocao | Tim kiém

Chi tiét theo
v 1 - Chuong < : =
o 5 - Loai-Khoan
e - . @ 2- HTC? 6 - Nghiép vu
Tai khoan Chi tiét theo 3 - Ngudn NS 7 - Ngudn KP
4 - Muc luc NS

Nhém 1-3: Két chuyén s6 du cac TK dau 5-6-7-8 sang 911 va két chuyén thang du, thdm hut sang
421 nham x4c dinh va phan anh KQ cac HB clia BY HCSN trong mét ki ké todn nam.
Nhom 4-5: Két chuyén phét sinh ndm nay sang nam trirdc va két chuyén quyéttoan

[J Khéng hién bang sé dw

CAc thao tac két chuyén:

. Khai b&o bang tai khoan két chuyén (thuc hién 1 1&n khi méi stz dung)

. Khai bao cac but toan két chuyén can chi tiét dén nhirng yéu td nao
(chwong, nguén, loai/khodn, muc/tiéu muc...) (thuc hién 1 1an khi méi s dung)

. Chon nhom két chuyén va két chuyén div liéu cia nam nao

. Chon ngay/thdng/nam hach toan (khéng dwoc bd qua bwdc nay)

. An X Iy va kiém tra lai cac but toan két chuyén truwéc khi chon Dong vy
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CHUONG 5: TIM KIEM D LIEU

Chwong nay sé hwdng dan ngudi ding cach nhanh nhéat dé hién thj chirng tw
can tim kiém cung nhitng thao tac x& ly véi bang div liéu tim thdy nham kiém soéat
d@ liéu mét cach khai quat va nhanh chéng

5.1. Cach vao bang div liéu tim thay

. Céach 1: Trong khi dang nhap di liéu, nhin chuét vao nat "Tim...", dé
vao bang tim kiém téng quat c6 cac diéu kién loc sé& hién ra, ban danh cac dir liéu
loc trén man hinh, nhan chudt vao nat "Tim kiém" dé xem di liéu cda User hién thoi,
nat "U" dé tim kiém di liéu cta cac User ma User hién thdi ¢ quyén (xem phan
quan tri ngwdi dung), nat "A" dé tim kiém tdng quat (di¥ liéu cla tat ca cac User)
nhwng chi khi User hién thdi cé quyén véi nat nay. Sau khi nhan cac nat nay, bang
"D liéu tim thay" sé hién ra va ban c6 thé thwc hién cac thao tac trén bang di liéu
tim thay (Loc, Gép, Stra, Huy, Tim kiém tiép...).

. Céach 2: Nhan muc "Tim kiém dir liéu" trén cay chirc nang va tiép tuc
thao tac nhw cach 1.
] Céach 3: Tim kiém di¥ liéu theo Loai ching tr trén MH nhap liéu. Khi

A

dang & MH nhap liéu, nhan nat hinh phéu bén phai 6 "Ngay" trén MH nhap liéu.
Bang dir liéu tim thay hién ra véi div liéu dwoc loc theo User hién thdi, cta Loai
chirng tir hién thoi va dén ngay & 6 "Ngay". Trong bang nay c6 thé thwc hién Céac
thao tac véi bang "D liéu tim thay" .

. Cach 4: Dung & trén cac ctra s6 (Form) cé hién chirc nang More (nut
ba dau chdm). Nhan nat ba ddu chdm va chon "Tim kiém di¥ liéu" dé vao bang tim
kiém téng quaét.

(& Tim Kiém a0 iy =l =] ==
0 86 duw K sb B Tsira [ Hién théi gian = X
&
: QU & QU w
Loai di ligu Timkiém = User  Xemlai = Tatca
Tngay [ -~ [v]oénngy o B
Taikhoan O
Loai C.t0 O
Ching & O
Muc luc NS O
BT Céng ng O
Maufin NS O
MNauiin kP O
Mghip vu O
H.ddna SN o
CT Muc tiéu O
I5CB o
Vat tu, HH

CAc nat trén man hinh tim kiém dir liéu:
o Nt ‘i’: dat lai cac yéu té trén man hinh.

7 I X . e DN N N N N
o Nat ‘_, cO dinh cac diéeu kién loc trén man hinh.
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o NGt L7 thao tac véi cac yéu td loc trén man hinh.
o Nat| < |:x6a didu kien trén man hinh d& chon lai.
o Nut ‘F_, hién th&i gian ngay khéa stra.

o Nt : dat 4n hién cac 6 trén man hinh dir liéu tim thay.

o NGt : hién cac but toan da stra hoac huy.

5.2. Cac thao tac véi bang "Dir liéu tim thay"

. Déi vaoi cac di liéu khong lién quan dén danh muc nhw ngay, sb chirng
ttr, s6 phat sinh... ban c6 thé stra truc tiép cac dir liéu & mot dong nao dd, sau doé
chuyén sang dong khac bang phim TAB hoac Enter, ban s& dwoc hdi 1a c6 chap
nhan viéc stra déi hay khéng, néu ban tra & C (cé) thi di¥ liéu dwoc ghi lai, con néu
ban tra 1o K (khdng) hodc phim bét ky thi di¥ liéu sé& dwoc Iy lai trang thai trwdc khi
stra.

. Péi voi cac dir lieu duoc lay ra tv danh muc (vi du ban nham di liéu
cla khach hang nay thanh khach hang khac, mét hang hoa thanh mt hang hoa
khéc...) thi khi stra ban dwa con tré dén vj tri can slra va sra theo phwong phap xau
loc hodc nhan F6, chwong trinh sé& hién ra danh muc twong (rng ban chi can dwa
con tréd dén muc can chon va nhan Enter dé& chon, néu khéng muén chon nhan ESC.

. Néu ban khéng quen véi dang bang ngang (vi kho kiém soat cac dong)
ban dwa con trd dén dong can sra va nhan F2, chwong trinh sé dwa dong di¥ liéu
nay quay vé& man hinh nhap di liéu dé ban cé thé nhin thay toan néi dung cua
chirng tir hién thei. Khi d6 ban cé thé stra hoac hay dir liéu. Tuy nhién, ban phai lwu
y néu nhuw sra di liéu tai man hinh nay xong phai nhan nat Lwu dé lwu lai cac div
liéu da stra.

. Néu ban mudn xoa mét bat toan trong bang tim kiém hién ra, ban bam
F8 va tra I&i C (c6) dé huy dong hién thoi. V&i EFFECT, twong (ng v&i mot chirng
ttr khi cap nhat cé thé cé 2, 3 bat toan tw ddng, cac bit toan kém theo sé tw dong
dwoc huy. (vi du: Cac bat toan C6 008 sé dwoc huy cung v&i cac bat toan Rat dw
toan ngan sach Co 461..).

] F12: Loc tai ché theo gia tri 6 hién thei. Ban dwa con tré t&i mot 6 bat
ky va nhan F12 chwong trinh sé loc ra tat ca cac div liéu co gia tri gibng hoan toan
v&i 6 ban vira dat con tré (6 hién thoi).

= Ctrl+F2: Loc loai trir theo gia tri 6 hién th&i. Ban dwa con tré t&i mot 6
bat ky va nhan Ctrl+F2 chwong trinh sé loc ra tat c& cac dir liéu co gia tri khac véi 6
ban vira dat con tré (6 hién thoi).

. F5: Quay lai lan loc trudc do.

. F9: Dé slra di¥ liéu ddng loat. V&i phan 1&n cac cot, ban déu co thé
stra doéng loat di¥ liéu, tuy nhién ban phai lwu y loc di¥ liéu sao cho di¥ liéu tim thay
cla cot can slra la ddng nhét.
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o Khi d6, v&i cac cot khong lay tlr danh muc (nhw ngay, sé chirng tir...)
thi EFFECT sé& hién ra bang dé ban nhap sb liéu mé&i, nhan Tab, ENTER va tra 1&i C
(c6) thi EFFECT sé s(ra dong loat cot hién thoi.

o Con dbi voi cac cot duoc lay ra tr danh muc (nhw tai khodn, BVKH...)
thi EFFECT sé hién ra danh muc twong wng dé ban chon gia tri m&i, dwa con tré toi
dong can chon, nhan ENTER va tra |oi C (c6), EFFECT sé stra dong loat cot.

o Can lwu y khi stra déng loat mot cot: Néu ban loc di liéu tai mot cot
sau dé stra déng loat chinh cét vira loc thi sau khi stra ddng loat xong chwong trinh
sé hién ra bang trdng vi sau khi stra di¥ liéu thi cac div liéu nay khdng con théa man
diéu kién loc trwdc dé niva.

. F3: D& xem "Tdng PS" (tbng phat sinh) va "Téng SL" (téng sé lwong)
clia cac but toan trong bang.

= Ctrl+F3: Cong loc theo gia tri 6 hién thdi. Khi nhan nat nay tai vi tri nao
thi chwong trinh sé& cong tdng tat ca cac bat toan co gia tri cot hién thei gidng nhw vi
tri con trd (twong tw nhw viéc ban dung két hop phim chirc ndng F12 va F3). Chirc
ndng nay gitp ban c6 thé kiém tra tdng phat sinh chi cia mét chirng tlr méc du trong
bang d liéu tim kiém dwoc co rat nhiéu chirng tlr phat sinh.

] F10: Dung dé thwc hién gop dir liéu theo cdc muc cla cot hién thoi,
sau khi gdp chwong trinh sé& hién ra bang c6 cac sbé gop la: Sé phat sinh, Sé lvong
va Sb ban ghi. O bang dir liéu gop, ban co6 thé nhan ENTER dé xem sb liéu chi tiét
ctia mdi dong. Trong bang nay ban lai c6 thé tiép tuc loc, gop... Nhan F5 dé quay lai
trang thai trwéc khi nhan phim loc, gdp gan nhét.

. F11: Sap xép tdng gidm theo c6t hién thdi (chi st dung sau & bang div
liéu gép F10).
. F7: Xem trang in, in cac di¥ liéu tim kiém dwoc ra may in hodc chuyén

ching ra Excel hay xem dd thj. Nut dat trwéng sé gidp ban chon dung cac cot ma
minh mudn in ho&c chuyén ra Excel.

. F4: Loc tiép theo cac phép tinh. Bwa con trd dén cot mudn loc, nhan
F4, chon phép tinh va nhap gia tri loc, nhan OK hoac phim ENTER dé loc. Sau khi
xem, ban lai cé thé nhan F5 dé quay lai trang thai trwéc dé. Chirc ndng nay cho
phép ban c6 thé tim kiém trong mdt khoang nhat dinh hodc tim kiém theo mét xau ky
tw hay chi 1a dwoc bat dau bang mét hay mét vai ky tw nao dé. Pay 1a phim chirc
ndng mang tinh téng hop cao, cé thé gilp ban nhanh chéng tim dwoc di liéu ma
ban can trong sé rat nhiéu cac bat toan phét sinh.

] Ctrl+F4: Thoat man hinh hién tai.

Néu ban két hop loc thdng tin mét cach linh hoat, ban sé& c6 nhiéu thong tin
nhanh va c6 thé tim dén dwoc muc can stra, huy dé slra, huy hodc stra déng loat
(badng F9) mét cach dé dang. Chirc nang tim kiém, stra huy cta EFFECT gilp cho
ban trong viéc kiém tra, diéu chinh di liéu mét cach téi da, Pay la chirc ndng kha
manh ca phan mém EFFECT, gitp ban nhanh chong tim kiém dworc théng tin theo
y muén.
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CHUONG 6: SO SACH BAO CAO

Chuwong nay sé& hwdng dan ban cach xem sbd sach béo céo dang bang va
trang in.

6.1. Khai quat chung

Viéc xem, in s sach bao céo ké toan (k& ca cac bao céo tai chinh) cé thé tién
hanh véi div liéu trong ky hodc ké ca cac div liéu ngoai ky ké toan (k& ca di liéu da
khoa sd) tuy thudc vao khodng thoi gian xem bao céo. C6 thé vao MH xem sb séach,
béo céo theo cac cach sau:

. Nhan muc "Sé sach, bao c&o" trén cay chirc ndng.

. Nhan nat "..." trén cac ctra s6 Nhap di liéu, Tim kiém dir liéu... va
chon "Sd sach, bao cao".

. Nhéan cac nat ¢ biéu twong " Bao cao" trén cac man hinh thao tac cubi
thang nhw Tinh lvong, Léch ty gia...

. Sau céc thao tac trén, man hinh sé sach, bao céo sé hién ra.

. Chon tén bang biéu can xem, in (bdng cach nhan cac nat "..." bén trai
hodc phai 6 chiva tén bao céo, hodc chon theo Nguyén tac xau loc).

. Chon céac di liéu loc trén man hinh (néu can).

. Nhan vao nuat "Xem", "Trang..." hoac "In" dé xem, in sb sach, bao céo

(hodc nat nhd bén phai cac nit nay). Bao céo co thé dwoc thwe hién ngay hodc moét
bang chon sé hién ra bao gdm danh sach cac bang, sé ban da xem trwéc day. Dong
dau tién 1a "Tao bao céo hién thoi", néu ban bdm ENTER & day, ban sé& xem, in
bang hién thdi. Néu ban chon cac dong khac sé xem, in ngay dwoc cac bao céo cil
(khdng can phai ché& may tinh toan sé liéu). Khdng chon dong nao ma bam ESC thi
thoét ra va khdng xem, in bang nao.

. Néu sb sach ban chon cé lién quan dén déi twong (danh muc) nao dé
(nhw “Sd chi tiét cdng no ngwdi mua” chi tiét theo Dv.Khang, “Sé chi tiét hang hoad”
chi tiét theo Visphh...) thi :

o Trong trwdng hop ban chi ra tén déi twong (& 6 twong tng trén man
hinh) thi phan mém sé tao bao céo ngay.

o Trong truéng hop ban khéng chi ra tén déi twong thi EFFECT sé ty
doéng hién ra danh muc, ban c6 thé dung cac phim INS (danh d4u dong), F1 va F2
(danh dau, huy danh dau toan bo) dé chon cac ddi twong mubn in nhw tén BVKH,
hoac tén TSCD.

. Xem nhiéu bao céo cing mét luc, trong trwéng hop can ddi chiéu sb
liéu gitra cac b&o cdo véi nhau, ban c6 thé xem nhiéu bao céo cung mét luc dé thuc
hién viéc kiém tra déi chiéu sb liéu gitra cac bao céo véi nhau.

6.2. Cach xem mau céac bao céo

Khi bat d4u tim hiéu EFFECT, ban sé& c6 nhu cau biét vé cAu tric va y nghia
cac bao cao nhw thé nao. Khi dé, ban vao man hinh xem, in bao céo, nhan F5 & 6
chtra tén bao cao. Bang cac bao céo sé hién ra chlra tén cac bao cao theo nhém.
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Ban dich vét xanh dén b&o c4o mudn xem mau, nhan Ctrl+P (ho&c nat "Ctrl+P" phia
trén). Ban ciing c6 thé xem mau bao céo bang cach nhan phim phai chuét vao bao
c&o mubén xem va chon "Xem mau bao cao".

0 3 1% 58 sch bao cao = =
B S U e La
Nhdplieu  Timkém  Baoco & 55 sich ktoin r | SOLH: MGt ki o cai
&  Cénang v |48 502a-H: Chifng tir ghisf
»% Q (@ & Vattw, CCDC, TSC®  » |8 S02b-H: S& ding ky chirng tir ghis&
= o & Thug GTGT » |48 S02c-H: 54 cai (Dung cho hinh thifc CTGS)
QT User Danh muc Gidm sat . . 3
T4 Khobac » |48 S03-H: S8 céi (Dung cho hinh thire NKC)
Thao tac cudi ky G o Long » | S04-H: 58 nhdt ky chung
& vz & Bdo cdo ti chinh » |48 S05-H: Bang cin d8i s& phit sinh
'\96 - e & S11H: S8 qui tian mit
Tinh gia - © e e o
o ikt ke Ay Muc Iuc NS & S12-H: $6 tign gifi ngan hang, kho bac
Phong ban ¥  513-H: 58 theo ddi tién mat, tEn gl bang ngoai t&
&—, o Nguén KP & 533-H: 5§ chi tigt cic i khoan
o . CT Muc tiéu &  551-H: 56 chitiét doanh thu
Giathanh  KCsbdw P
&  S52-H: 8§ chitidt cic khoan thu
Heé théng s & S61-H: 5& chitigt chi hoat ddng
&  562-H: 5§ chi tigt chidu dn
‘I \ l Bkiném & 573-H: 58 chiphi quan i chung
Céu hinh Knhoa s6 Backup DL - P A
auiin 0858 e Theo But 1.00 Onts O TiéngAnh [l Tiéng Viét
@ @ Q‘:-; BvcS Bon vico & 1 . OTétca
SCDLra  SCDLvao  Hitptirxa 4l v i x| = Oncéteosbligu o> | »>
- s

6.3. Y nghia va cach str dung cac 6, cac nat trén man hinh sé sach bao
cao

Cac 6: dung dé dat cac diéu kién trwdc khi xem sb sach bao céo. Vi du chon
xem sd cta chi mot khach hang hodc mét hang héa nhét dinh... Khi xem sd sach
béo céo ban can ghi nhé mot sb diém sau:

. Méc thoi gian xem sb: (6 T ngay dén ngay) Pay la mot yéu tb rat
quan trong khi xem sb. Chwong trinh xac dinh méc thdi gian ndm trwdc 6 T ngay
duwoc coi 1a sd dw dau ky, khodng théi gian nam gitra 2 6 dwoc coi la sb phat sinh va
khodng thdi gian ndm sau & Dén ngay du c6 phat sinh nghiép vu ciing khdng dwoc
l4y 1én sb. Chinh vi vay ban can xac dinh chinh xac thdi diém can xem.

. CAc 6 con lai déu la cac 6 dwoc |4y ra tlr danh muc nén dé dat diéu
kién cho mét 6 van tuan tha theo cac nguyén tdc ma ban da biét dbi vaoi di liéu
duwoc lay ra tv danh muc d6 la F5, xau loc hodc nhan vao nut “...” ndm canh 6 can
dat diéu kién dé chon trong danh muc twong tng.

. Mbi 6 c6 thé dat mot didu kién. Sau khi d&t xong cac diéu kién nay va
nhan nat “Xem” chwong trinh s& dwa ra bao cdo ma ban da chon théa man ddng
thoi tht ca cac diéu kién ma ban da dat ra.
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(= S8 séch bo cio = = || =
.. [533-H: 58 chi tiét cac tai khoan (] -] x
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Cac nut trén man hinh Sé sach bao céo:

. Tén béo c&o: Chon tén sb sach, bang biéu theo nguyén téc xau loc tw
danh muc béo céo & 6 nay. Hoac nhan cac nat dju ba chdm bén phai va bén trai tén
bao cao dé chon bao céo bang chubt.

. NGt "..." bén phai Tén bao c&o: Nhan ndt nay sé vao mét man hinh
dé chon béo céo theo nhém. & man hinh nay, ban c6 thé Xem mau béo céo.

. NGt ‘I_,: Dat lai phan trinh bay bdo céo vé font chir, kiéu chir, khd
gidy, chi ky....

. NGt = Stra bao cao hién thoi.

= NGt ‘i’: Stra cot hién thoi.

. Nut |_, bén canh nat ‘i’ : Truy cap t&i cac chlrc nang khac cua
chwong trinh nhw nhap di liéu,tim kiém di liéu, danh muc.

. Nut ‘_, bén canh 6 ngay: chon thang, quy, nam dé& xem béo céo.

. Nat LY Dung dé tim kiém di¥ liéu theo tirng user va theo cac diéu
kién trén man hinh.

. Nt ‘i’: Tim kiém di liéu tdng quat theo diéu kién loc trén man hinh.
Nhan nat nay thi sé vao bang "D liéu tim thay"

. Nut “Xem”: Nhan nat nay dé xem béo céo (ludn tinh lai) dang bang
trén man hinh.

. Nut “Trang”: Nhan nat nay dé xem béo céo dang trang (Preview) trén
man hinh.

. NGt “In”: Nhan nat nay dé in bao céo hién thoi.

. Nut ¥ (canh nat Xem hoac Trang): Vao man hinh chon xem dang

bang hoac trudc khi in ddi véi bao céo hién thdi (nhadn vao dong Tao bao céo hién
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th&i) hoac cac bao cao da xem tw trwdc dwoe chwong trinh Iwu lai (tén cac bao cao
nam phia dwdi).

. Nt B dat lai cac yéu td trén man hinh.

, | ya , L cn A N <
= Nat l_, cO dinh cac diéu kién loc trén man hinh.

. Nat L7 thao tac vei cac yéu td loc trén man hinh.

= Nat | X |: xoa didu kién trén man hinh d& chon lai.

. Dk thém: Chon thém cac diéu kién loc cho di¥ liéu bang cac phép tinh.
= Nat LX) xoa cac didu kien them.

= Nat LS ) gat ghi cha cho bao cao hién thoi.

. O ngay lap: dién ngay thang sé& hién ngay lap trén béo céo.

. DVCS: cho phép ban chon dé xem di liéu cla cac don vi co sé riéng

hoac la tat ca.
6.4. Cac bwéc dé xem mot sé sach béo céo

. Chon tén bang biéu can xem, in (bang cach nhan cac nat "..." bén trai
hodc phai 6 chira tén b4o cdo hoac chon theo Nguyén tac xau loc hodc nhan F5 tai
0 nay).

. Chon céac di liéu loc trén man hinh (néu can).

. Nhan vao nat "Xem", "Trang..." hodc "in" d& xem, in sé sach, bao céo

(hodc nat nhé bén phai cac nat nay). Bao céo cé thé dugc thwe hién ngay hodc mot
bang chon sé& hién ra bao gdm danh sach cac bang, sé ban da xem trwdc day. Dong
dau tién 14 "Tao bao céao hién thoi", néu ban bAm ENTER & day, ban sé& xem, in
bang hién théi. Néu ban chon cac dong khac, ban xem, in ngay dwoc cac bao céo
cii (khéng can phai chd may tinh toan sbé liéu). Khéng chon dong nao ma bdm ESC
thi thoat ra va khéng xem, in bang nao.

. Néu sb sach ban chon c¢6 lién quan dén dbéi twong (danh muc) nao dé
(nhw “Sé chi tiét cdng no ngwdi mua” chi tiét theo Bv.Khang, “Sé chi tiét hang hoa”
chi tiét theo Visphh...) thi :

o Trong trwdng hop ban chi ra tén déi twong (& 6 twong ng trén man
hinh) thi chwong trinh sé tao bao cao ngay.
S Trong trwdng hop ban khéng chi ra tén déi twong thi sau khi ban nhan

vao nat Xem hodc Trang, EFFECT sé& tw déng hién ra danh muc dé& ban chon. Khi
hién ra danh muc, ban c6 thé dung cac phim INS (danh dau dong), F1 va F2 (danh
dau, huy danh dau toan bd) dé chon cac dbi twong mudn in nhu tén BVKH, hodc tén
TSCD... (diéu nay rat tién khi ban mudn in chi mét vai sb chi tiét, hoac toan bd céac
sb c6 phat sinh). Chwong trinh s& mé 1an lwot sb chi tiét cla cac dbi twong duoc
danh d4u, khi xem xong mét sd ban chi can nhan ESC dé xem sé tiép theo.

. Khi sd sach bao cao dwoc chon da hién ra ban c6 thé xem bao céo do
tuy nhién ciing can lwu y mét sé diém sau:
o Cac sb sach béao céo cia EFFECT déu d&t cac gia tri tdng coéng cua

cac cot & phia trén dé ban tién theo ddi trong qué trinh xem s6.
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o Khi dang xem b&o cao ban hoan toan cé thé st dung cac phim loc div
liéu ma ban nhin thay phia bén trén néi dung cia bao céo dé loc di¥ liéu cho gon
hodc dé kiém tra chi mét sb théng tin ma ban can.

o DPbi v&i cac bdo céo tdng hop la nhirtng bao cao dwoc gdp theo mot
ho&c moét vai yéu td (VD: Bang tdng hop phai thu cha khach hang, Bang téng hop
tam &ng.....), néu mudn xem di liéu chi tiét ctia mét dong ban chi can dé con tré tai
dong can chon va nhan Enter chwong trinh sé& hién ra sé chi tiét ctia muc vira chon.
Néu ban phat hién thay co sai sét ngay khi dang xem céac di¥ liéu chi tiét nay thi c6
thé nhan F2 dé& chuwong trinh tim dén but toan gbéc (hién ra man hinh di liéu tim
thdy) dé stra di¥ liéu. Tai day ban c6 thé sira di¥ liéu, phwong phap nay dwoc goi la
cach “stra div liéu ttr ngon”. Khi stra di¥ liéu xong ban nhan ESC dé& quay lai man
hinh bao céo ci, tuy nhién ban ciing can lvu y mét diém [a dir liéu ma ban nhin thay
tai man hinh b&o c&o nay van chwa thay doi theo cac di¥ liéu ma ban da sra. Dé
chwong trinh cé thé tinh toan lai bao céo theo dir liéu méi ban can thoat ra khdi bao
céo hién thdi va vao xem bao cao mét 1an niva (nhan tryc tiép vao nat Xem).

[&Bang can dbi phat sinh [0 4] 3142 =1rad

» Dw no dau Duw ¢6 dau Ps no Ps cé Dw ne Dw cé
v IEEEEREAA 51632909 824 | 691055 188 514 | 691 055 188 514 | 1041 911 337 352 | 761 520 111640 |

[ F12 Jomer2| Fa || F5 || F3 |[ctea | ez | cmerr || Ar+F Jo00 BEANNERED
Tai khoan Tén tai khoan Dw no dau D c6 dau Ps no :
1 11 Tién mat 5,564.,088.000 0| 411.819.450 456
2 111 Tién mat Viét Nam 4.805,688.000 0| 411819450456 |~
3 1112 Tién mat ngoai té 758,400,000 0 0|
4 112 Tién gi¥i ngan hang 4.484,000,000 0| 80.016,057.000
5 [1121 Tién giri ngan hang - VND 4.484,000,000 0| 80.016,057.000
6 11211 Tién gt ngan hang - VND-Ngan hang A 3,524.,000,000 0 16,057,000
7 [11212 Tién giri ngan hang - VND-Ngan hang B 960,000,000 0| 80.000,000,000
o Do v&i cac bao céo chi tiét tire la cac bao cao liét ké tieng nghiép vu

phat sinh (nhw S6 cai chi tiét tai khoan, Sé chi tiét phai thu cta khach hang....) ban
cling c6 thé dung F2 dé stra di liéu ngay khi dang xem bao cdo theo nhw cach trén.

o O ché d6 xem bao céo ban c6 thé copy mot khéi dir liéu bat ky ra
Excel bang cach boi den ving di¥ liéu bat ky sau d6 nhan td hop phim Ctrl+C, sau
do6 bat Excel va nhan té hop phim Ctrl+V thi di¥ liéu sé dwoc dwa sang Excel.

Trong man hinh xem b&o c&o ban c6 thé thuc hién céc thao tac véi di liéu rat
linh hoat théng qua cac phim chic ndng ciéia phdn mém, ngoai ra con cd cac phim
khac:

. Ctrl+A: sdp xép theo thir tw tang dan céac cot hién thi.
. Ctrl+Z: sép xép theo thv tw gidm dan cac cot hién thi.
. Ctrl+F1: dat bao cao Enter xem chi tiét, chirc nang nay rat hay khi tw

b&o céo tbng hop ban chi can Enter s& xem dwoc cac bdo céao con chi tiét, cu thé
hon.

=

. NUt | |: vao man hinh tim kiém di liéu.

] NGt \M: xem bao cdo duwdi dang trang in.
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= Nat : in bao cao.
. NUt : xuét bao cao ra dwdi dang db thi.
= Nt ' Xuat bao cao ra file excel.

. NUt |: xuat bao cao ra file word.

. NGt A . Xuét béo céo ra file pdf.
" Nut : lwu bao cao dwdi dang file .html.
. NGt : glri bao cao téi dia chi mail.
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CHUONG 7: PHAN QUYEN NGUO'| DUNG

Chuwong nay sé& hwdng dan tinh nang quan tri nguoi dung vé phan quyén,
bao mat...

7.1. Khai quat vé quan tri ngwei dung:

Quan tri nguoi dung trong EFFECT HCSN.net gitp cho don vi ¢6 thé yén tam
vé tinh bao mat di¥ liéu ctia minh. C6 thé phan cong cong viéc chuyén mon hoa,
phan quyén nhap liéu ciing nhw quyén in sé sach bao céo cho cac nhan vién phong
ké toan. Ngoai ra, ké toan trwdng cé thé kiém tra, quy trach nhiém cho cac nhan
vién nhap liéu méi khi cé sai sét. Vi du:

. Ké toan trudng cé thé xem dwoc tén USER thwc hién mét bat toan
bang cach bdm F1 khi dang & bang tim kiém di liéu.

. Ké toan trwdng co thé loc cac but toan theo cac USER nhap liéu dé
danh gia cdng suat nhap liéu cla cac nhan vién.

. Ké toan trwédng co6 thé thém, bt USER, dat quyén cho cac USER trén
nhiéu khia canh:

o Quyén truy nhap té&i cac chirc ndng trén cay chirc nang.

Quyén duwoc nhap mét sb loai ching tir nhét dinh.
Quyén dwoc thém, slra, huy cac muc trong cac danh muc
Quyén duwoc in moét sb sb sach, bao cao nao dé (khai thac théng tin).
Bi han ché chi dwoc nhap liéu cho mét sb bd phan.
... va nhiéu quyén khac.

. Néu khéng phai la Supervisor, cac USER chi xem dwoc div liéu cla
minh hodc dir liéu cla nhivng ngwdi ma USER c6 quyén nhém.

7.2. Cac thao tac trong Quan tri ngw®i dung:

Chon chirc nang "Quan tri ngwdi dung" trén cay chirc nang, man hinh quan tri
ngwoi ding hién ra. Ban chon tén ngwdi dung gibng nhw chon mét muc tiv cac danh
muc (nguyén tac xau loc hodc tich vao nut ... “Chon tén USER”).

O O O O O

(=4 Quén tri ngudi dang =] @ | ==
Tén user - [ [«
Mat khiu l:l ¥em pwd  Quyén treng dreng véi

Bt quyén cho: Supervisor

Quyén chung Quyén chiec nang | Quyén siva div liéu | H& théng

& Quyén nhém & Quyén sira sd sach bdo cao

O Cém sira diF lidu [J Chi nhap di¥ liéu khéng sira

& Quyén dat quyén i Buoc sira st dw chuyén sang tir ki trwéec
O Cam user nay M Quyén xoa & bang di¥ liéu gdp

O User khai théc O Cam sira tir bao cdo
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Néu ban c6 "Quyén dat quyén" thi c6 thé thém, bét cac User va dat quyén
cho céc Users. Viéc thém, bét gibng nhw thém bét cac muc trong mét danh muc

(nhén té hop phim Ctrl+1).

Sau khi chon User can phan quyén chwong trinh c6 cac nut d&t quyén nhw

sau:
(& Quan trj ngudi ding =] = | =
Matkhdu [ | Xemowd Quyéntvong dwong véi
Panhlai | | Luupwd X
D3t quyén cho: Supervisor
Quyén chung lm Quyén sira dii liéu | Hé théng
Cam quyén nhap di¥ lisu Quyén xem bdo cdo
Cam quyén chirc ning Cam quyén theo déng
Cam quyén theo cit Dat quyén theo ding
Bidu ki&n loc cho bang Khoa bt toan theo ngay
Bidu kign readonly rows Xoa dat ngay maoi user
. Khéa cac may tram trén mang: budéc cac may tram phai thoat ra
trong vong 1 phut.
. Quyén nhap div liéu:
S Quy dinh cho USER chi dwoc nhap mét sé loai chirng tir nao dé. Nhan

nat nay sé hién ra bang cac loai chirng ttr.

o Ba&m INS, SPACEBAR ho&c nhan dup chudt dé danh dau hodc huy
danh dau cac dong. Khi cé danh d4u (cot ma chuyén thanh mau xanh), USER duoc
phép nhap loai chirng tor d6, khi khédng danh dau, USER khéng duoc phép nhap loai
chirng tr nay. Cé thé danh d4u theo nhém.

. Quyén xem béo céo:

o Quy dinh cho USER chi dwoc phép xem, in mot sé sb sach, bao céao
nao d6. Nhan nat nay sé hién ra bang cac sb sach, bao céo.

o Bam INS, SPACEBAR ho&c nhan dup chudt dé danh dau hoac huy
danh dau cac dong. Khi cé danh diu, USER dwoc phép xem, in sb sach, bao céo
d6. Khi khdng danh d&u, USER khong duoc phép.

. Cam quyén chirc nang:

o Twong tw nhw vay dbéi véi hé théng chirc ndng trén cay chirc nang.
Nhan nit nay sé hién ra bang cac chirc nang.

o DPanh dau mau dé thi s& cdm USER khéng dwoc st dung chirc néng.

. Cam quyén theo dong:

o) Nha&n nat nay sé hién ra bang danh muc.

S Chon danh muc va danh ddu mau dd cac dong ma danh muc twong
&ng sé& bi cAm. Vi du danh muc phong ban.

. Cam quyeén theo cét:

o Nh&n nat nay sé hién ra bang danh muc.
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o Chon danh muc va danh diu mau dé cac cot sé cAm cua danh muc
vra chon.
o Trong khi str dung chwong trinh b&i User dwoc dat quyén khi hién cac

bang clia danh muc twong &ng thi cac cot bi cAm xem sé& khong hién ra, bi cAm stra
sé hién ra nhwng khéng stra dworc.

" Dat quyén theo dong: Nhan nit nay sé hién ra bang danh muc. Chon
danh muc va danh dau mau xanh cac dong ma USER c6 quyén.

. Diéu kién loc cho cac bang: d&t diéu kién loc cho cac bang véi gia tri
tra ra la True.

. Cac nhém cam quyén: thém bét cac quyén dac biét khac cho User
hién thoi.

. Phan quyén User dwoc khda hach toan theo ngay: cho phép céac
User nao dwoc quyén khoa but toan theo tirng ngay.

. Quyén nhém: Nhan chivc nang nay sé hién ra danh muc User:

o Ba4m INS, SPACEBAR ho&c nhan dup chudt dé danh dau hodc huy
danh d4u céc dong.

S Néu c6 quyén nay, USER hién thdi s& c6 quyén nhom véi cac USER
khac dwoc danh dau (mau xanh). Néu USER c6 quyén nhém véi USER khéc thi sé
xem va c6 thé stra dwoc di liéu cia USER kia.

. Cam stra dir liéu cua:

o Nhé&n chirc nay sé hién ra danh muc User.

S Ba&m INS, SPACEBAR ho&c nhan dup chudt dé danh dau hodc huy
danh dau cac dong. Danh sach cac USERS ma User phia trén khéng c6 quyén stra
di¥ liéu cha ho (cac dong mau dd). Vi du: K& toan tdng hop c6 quyén nhém véi Ké
toan 1 (c6 thé xem di¥ liéu do ké& toan 1 nhap vao) nhung khéng stra dwoc cac div
liéu do.

. Quyén dat quyén: C6 dau tich thi USER c6 thé dat quyén cho cac
Users khac.

. Cam User nay: User sé bj cAm khong dang nhap néu bi danh dau muc
nay.

" Khoa but toan theo ngay: cho phép User dwoc khoda tirng loai but
toan theo tai khoan va theo ngay.

. Quyén stra sé sach, bao cdo: Néu dwoc danh dau User hién thoi khi

xem sb sach, béo cdo c6 quyén sira bdo céo 4y (Vi du sra tén bdo céo, tén cot
trong bao cao ...).

. Chi nhap dir liéu khéng stra: Néu dwoc danh ddu User hién thoi chi
dwoc phép nhap liéu ma khéng dwoc phép stra dir liéu (ca dir liéu do chinh User do
nhap).

. Quyén x6a & bang div liéu gép: Néu duwoc danh dau User hién thoi
khi tim kiém dir liéu c6 thé st dung phim F8 dé xéa déng loat sau khi st dung chirc
nang gop F10. (Khi st dung chirc ndng nay khach hang can kiém tra can than vi xéa
rdi khong lay lai dwoc dir liéu da xda).
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. Cam stra div liéu ttr bdo cdo: Néu duwoc danh dau User hién thoi
khéng c6 quyén quan tri ngwoc va khéng stra dwoc div liéu tir béo céo.

. User khai thac: Néu dwoc danh dau User hién thoi chi xem dwoc
théng tin ma khéng nhap hay stra dwoc bat ki di liéu nao.

. Chi dwoc dang nhap & cac tram c6 ma sé la: Chuwong trinh
EFFECT quan ly tram theo ma s6, mdi 1 tram c6 ma sb khac nhau. Néu User hién
thi chi dwoc dang nhap & 1 hodc 1 s tram thi dién sé tram vao 6 phia dui.

. Cam stra dir liéu dén ngay: User hién thoi sé& khéng dwoc stra di
liéu tr ngay nay vé trwdc. Vi du ké toan trwéng da chét sé liéu quy | nam 2012 va
khéng mudn ké toan téng hop sra div liéu trwéc day thi nhap ngay 31/03/2012 vao
6 c&m stra di liéu dén ngay.

. Xéa dat ngay cho moi User: Pua tat ca cac user vé ngay khoa mac
dinh trong danh muc bVCS.
. Chi dwoc stra div liéu trong ngay vé trwéc: Chi duoc sra di liéu

trong n ngay vé trwdc, n la sé ngay. Vi du chi muébn ké toan tbng hop stra div liéu
trong ngay hdm nay, di¥ liéu tr hém qua tré vé truéc khdng dwoc stra thi n=1.

. Quyén nhém ERP: phan quyén cho User hién thdi c6 quyén véi
modules ERP.
. Pit twong dwong véi nhdm me: dat quyén User hién thoi twong
dwong véi nhom me.
/% Quén trj ngud ding = @ || =
Ten user | # <<
Matkhdu [ | Xempwd Quyéntwong drongvsi
Parhla [ ]| Lwupwd HE

Bét quyén cho: Supervisor

Quyén chung | Quyén chirc nang Quyén siva dit lisu | Hé théng

CAm siva di¥ ligu dén ngay
Chi siFa diF liéu trong [ ] neay
Chi dworec dang nhap & cac tram |:|
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CHUONG 8: QUAN TRI HE THONG

Chuwong nay sé huéng dan ban cac thao tac can biét lién quan dén cai dat
céu hinh, sao lwu di liéu, sao chép di liéu va cach dé duwoc hé tro khi c6 phat sinh
van dé...

8.1. Back up dir liéu va chwong trinh
S dung dé sao lwu (Backup) toan bo dir liéu (Database) va chwong trinh
phan méem ra file trén thw muc ctia may chu. Ban cé thé sao Iwu di¥ liéu bang tay bat

c khi nao ban muon.

& Luu dii ligu — O =
Thao tac nay Iwu lai tét ca diF ligu hién thoi thanh mét tép cd phin mé réng
1a EFFS hodc RAR dé khi cin cd thé khéi phuc lai.

Thw muc Backup: |EABACKUPHCSNL
O Nén di¥ liéu | C:\"Program Files"\"WinRAR"\RAR exe
O Backup nhanh S|

DB Mame: = | Luwu diFliéu

Lteu / x6a ban Iru dif liéu tr dong (* effs) theo thir muc backup
khi déing nhép vao hé thdng lan dau tién trong ngay dwoc chon.

56 ngay lu dit liéu/ 14n:

$6 ngay don th muc lu: e nhn
Don ca the muc con: [l
. Thw muc backup: Iwa chon & dia dé& lwu trén may chi dwoc thiét 1ap
béi EFFECT.
. DPuong dan téi chwong trinh nén néu cé.
= Nén dir liéu: khi sao lwu hé théng tw déng nén file dir liéu thanh file

* rar bang chwong trinh nén Winrar (néu co)

. Backup nhanh: S dung chirc nang backup nhanh ctia EFFECT gilp
gidm dung lwong file di liéu va gidm thiéu thdi gian sao lwu dir liéu.

. Lwu di¥ liéu: thwe hién lwu di liéu bang tay.

8.2. Cat div liéu

Cat dir liéu: La viéc cat bt dir liéu trén cac tép div liéu va lwu trir riéng biét.
Viéc nay cé tdc dung cAm slra cac dir liéu da khéa va quan trong hon nira 1a 1am
cho téc d6 thwc hién chwong trinh téng 1én.

& Knoa/Md s5 da lisu [E=5(ECH =X
G Chitiét | Citsbdw  Khéasd

O Lwu di¥ lidu tnrée khi khéa sé .

Khéng c6 méc cét s6 duw trrdc Liogialkicals

Khéng c6 méc khoa sé trwée

Khi khoa s6 diF liéu, diF liéu ky da khoa s6 s€ ko stra lai duwroc (tri khi mé
lai) ma chi tra etru, in &n. Nén in moi bao cdo cén thiét trirde khi khoa s,
Khi khoa s0, cac may khac khdéng durgc chay EFFECT!

C6 thé knda sb hang thang, vai thang mét hodc hang

Céc Thao tac:
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] B1, Chon thang, nam khoéa dir liéu.
. B2, chon cat sb dw.
. B3, chon khéa sb.

Vi du: D@ liéu trong phan mém cha ban tlr nam 2013 dén nam 2016 va ban
mudn khoa sb div liéu nam 2013, 2014, 2015

- Ban sé& chon méc khoa s hét thang 12 ndm 2013 sau dé tién hanh cét
sb dw, va khoa s6. Tiép theo ban sé khda sb tiép nam 2014 va nam 2015 twong tw
nhw nam 2013.

- Khi ban mudn mé& lai khoa sb ban s& mé& lai khoa sb 1an sau cung
trwdc: Néu ban da khéa sé ndm 2013, 2014, 2015, bay gi& ban mudn mé khoa sb
cGia ndm 2014. Thi ban sé& mé lai khéa sé ciia ndm 2015 truwédc, sau dé méi mé khoa
s6 nam 2014.

Chuy:

Sau khi da khoa sb, ban khéng thé stra dwoc div liéu da khoa sb, nhung ban
c6 thé xem, in lai cac s6 sach, bao céo chi tiét, tdng hop cla ky do.

8.3. Sao chép dir liéu ra

S dung dé sao chép dir liéu trén hai ban EFFECT khac nhau, hodc cac don
vi co' s& khac nhau. Khi dé, ban muén Copy di liéu tr don vi nay sang don vi khac.
Ban dung chirc nang “Sao chép di liéu ra” trén cay chirc nang & mét may va dung
“Sao chép di¥ liéu vao" & may kia.

Cdu hinh Khé: s aa;«i{m Tirngay Bén ngay m
Rafile |  chon

@ @ E_‘J O Sao chép ca cac danh muc

SCDLra SCDLvao  Hitrotirxa | |

g ﬁ Sao chép Poc
1}

(& Sao chép dirligu ra — O x

Céc thao tac Sao chép dir liéu ra:
Chon thoi gian sao chép.
Chon thw muc chira file sao chép.
Nhén vao nat Sao Chép Ra.
Céc thao tac sao chép danh muc ra.
Chon sao Chép Danh Muc ra.
Tich chon nhirng danh muc muén sao chép ra.
Chon dwéng dan va dat tén cho file sao chép.
Nhén Save, chon C6.
Ban c6 thé Copy dir liéu hang ngay, hodc hang tuan, hodc hang thang ra
USB hodac 6 cirng di ddng dé lwu triv.
8.4. Sao chép dir liéu vao
S dung dé sao chép dir liéu vao phan mém.

o+

+ + + +
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(& Sao chép dif iéu vio — O =

CAu hinh Khéa sé

Chon dwéng dén | Chon

@ @ [ Sao chép theo cdét mé cla danh muc

scDLra | SCDLwao || Usersaochep [ |
” Sao chép

Refresh QLy Form QLy saL

Thao tac sao chép vao:

+ Tich vao nut ... chon tép (*.zip) can sao chép vao.
+ Nhéan vao nat Sao chép DL vao.

- Thao tdc Sao chép danh muc vao.

+ Tich vao Sao chép danh muc vao.

+ Chon t&p (*.dm) can sao chép.

8.5. Ho tror tir xa
S dung dé bat tinh nang hé tro tr xa qua Teamviewer QS, ho&c truy cap
vao website http://effectsoft.com.vn, dién thoai (04) 3772 1635 dé& dwoc hé tro.
Néu can hé tro qua Teamviewer, ban thdng bao Your ID va Password dén
Nhan vién ky thuat cia EFFECT dé dwoc hwdng dan.
=

l@ TeamViewer

QuickSupport

Allow Remote Control

Flease tell your partner the following ID to
connect to your desktop:

m 1123 456 789
12240

@ Ready to connect (secure connection)

www. teamviewer.com Cancel

8.6. Cau hinh

. Trong phan céu hinh, can khai bao cac théng tin co ban vé don vi
bang cach &n vao nut chi¥ [i] canh 6 Tén don vi. Bang khai b&o sé hién ra cac théng
tin nhw hinh duwoi.
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(% Cu hinh (== =]

Tén cing ty Trwéng THCS Phan Béi Chau i

Céu hinh chung | H& théng ké toan | Céc tham s6 khac

{& Théng tin doanh nghigp
Blves hign thevi:
R Ll [P han Boi Chau Secondary Schoal |
1 Diachi |35 Hoang Céu, O Che Dira, Ding Da, Ha Nai |
Kiémta|  pisnthosi  |0437721635 |
Nhin di P
(khang n| M sOthué [098767898765 |
[ Tw sinh &
BV chii quan [Phang GD&BT Béng Da |
S6TKKB  [1726357189237 Tén KB [Kho bac NN quan Biéng Da |
Ma churong M5 DVQHNS  [08041991 |
Module
Thitrwéng donvi [V Tién Thanh |
KE todn trréng |Ngﬁ Thanh Ting |
Tha quy |Nguye*n Van Hoang Anh Sé CMND 142637251
Ngaycap  [01-06-2016 |- Noi cap

Nhém 1: Dién cac théng tin vé& Tén tiéng Anh (néu st dung bao céo tiéng
anh), dia chi, dién thoai, ma sé thué (v&i don vi SXKD c6 ma sé thué)

Nhém 2: bién céac thdng tin vé don vi chl quan; sb, tén TK kho bac thuong
dung; Ma chwong; Ma don vi c6 quan hé v&i ngan sach.

Nhom 3: Bién cac thong tin vé Thi trwéng don vi, Ké toan trwdng, cac thong
tin ctia Tha quy... nhdm phuc vu in cac chirng tlr nhw: phiéu thu/chi, gidy rat dy
toan, bang ké chirng tir thanh toan, sé sach bao céo...

. Trong phan Hé thdng ké toan, khai bao cac théng tin vé Tai khoan kho
lién quan dén tinh gia vén va cac Tai khoan lién quan dén TSCPD, gia vén hang ban.
Phan nay da khai bao sén, chi thay dbi khi don vi c6 thay dbi vé tai khoan.

(& Cauninh == =

Téncdngty | Trwéng THCS Phan Béi Chau

Céu hinh chung || Ha thing ké toan | Cac tham s khac

Tinh gia vén ty ding

Cac TK G.Vén BQ tai chd O Gia vén DM
Cac TK G. Von BQ cudi ky  [152,153.155, O Gia vén DM
Céc TK G.Vén NTXT (FIFO) O Gia vin DM

[ Khéng tinh GV tw ddng, chi hién khi nhap liéu (BQ tai cha}

Cac tai khoan khac

Gid vén hang ban 531,
MNguyén gia TSCB 211,213,
Khéu hao TSCB 214,
. Céac tham sb khac: phan nay dung dé khai béo hinh thirc ghi sb ké

toan, ky ké toan theo Quy/hay ndm (théng thuwéorng cac don vi HCSN déu theo ndm),
tién ban vi (thay di néu don vi HCSN 1a t6 chirc phi chinh phi hach toan tién ban vi
la ngoai t&), thay déi ngén ngir trén giao dién phan mém sang Tiéng Anh hodc Tiéng
Viét.
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BAI TAP THU'C HANH KE TOAN HANH CHINH SU NGHIEP
TREN PHAN MEM KE TOAN EFFECT HCSN.net

l. THONG TIN CHUNG VE BON VI:

- Tén trwdng: Tredng THCS Phan B6i Chau

- Pon vi chd quan: Phong GD&DT Déng Pa

- Ma don vi c6 quan hé véi ngan sach: 08041991
- Ma chuong: 622 — Phong GD&BDT

- Ma nganh KT: 490-494 — Giao duc THPT

- Ngay bat dau hach toan: 01/01/2016

- Pon vi @m bdo mét phan kinh phi hoat déng

- Phwong phap tinh gia vat tw xuét kho: binh quan gia quyén cubi ky

- Tha trwédng don vi: Ngdé Thanh Tung

- Ké toan truéng: Nguyén Thj Hoa

- Thi quy: Ngb Khéc V. S6 CMND: 154235425 cap ngay 20/11/2012 tai Ha Noi.
1. HE THONG DANH MUC

1. Danh muc dbi twong cdng no':
M Tén Pia chi MST $
a 6 TK
N Nhom nha
cC cung cap
N S& Dién lyc Ha 1541, 01023
CC.001 | Noi Hoang Hoa 69455
Tham, Ha Noi
N Céng ty nudc Yén Phuy, 01023
CC.002 | sach Ha Noéi Ha Noi 69879
N Coéng ty TNHH 6352, Ba 01018
CC.003 | Thanh Thién Dinh, Ha Noi 76472
C Nhom céan b
B CNVC
C Ngb Thanh Hai
B.001 Tung Duwong
C Nguyén Thi Hoa Ha Noi
B.002
C Ngé Khac Vi Hai
B.003 Phong
K Nhém khac
H
K B&o hiém x& hoi
H.001 | quan Pbng Pa
2. Danh muc tai khoan kho bac, ngan hang
S6 TK Ngan hang Loa
i tién

Hwéng dan st dung phan mém EFFECT HCSN.net

Trang 62/69 @



CONG TY CcO PHAN PHAN MEM EFFECT
Tru s&: P502, Toa nha Vién Déng, 36 Hoang Cau, Bong Da, Ha Noi
Tel: (04) 37721635 Fax: (04) 3772 1636 www.effectsoft.com.vn

7 Y tudng hay - Gidi phép tét

0121317372 Kho bac nha nwéc quan VN
Pbng Pa D
6875437867 Vietcombank Hoang Cau VN
D
9898675768 Techcombank Lang Ha us
D
3. Danh muc Tai san cb dinh:
Tén tai san O t6 TOYOTA 4 ché May vi tinh Dell
Loai TS Phwong tién VT Phuwong tién quan
truyén dan ly
B& phan chung Phong ké toan
st dung
Trang thai Dang str dung Dang st dung
Ngay mua 01/10/2012 01/12/2013
Ngay sw 01/10/2012 01/12/2013
dung
Ngay tinh 01/01/2013 01/01/2014
HM
Ty 1& khau 10% 20%
hao
S6 nam sk 10 nam 5 nam
dung
S6 lwong 1 1

1. SO DU PAU NAM TAI THO'I PIEM 01/01/2016 KHI BAT DAU KY KE

TOAN
1. Sé dw céc tai khoan:
] Tén tai khoan Sé tien
K

] 15 000
111 Tién Viét nam 000
] 5 000
121 Tién Viét nam g tai Ngan hang, Kho bac 000
] 14 000

52 Nguyén vat liéu 000
9 000
Chi tiét kho A: - Vat twr 01 (300 x 30 000d) 000

5 000
- Vét tw 02 (50 x 100 0004) 000

] 5 000
12 Tam ng 000
3 000

Chi tiét theo nhan vién: Ngd Thanh Tung 000

2 000

Chi tiét theo nhan vién: Nguyén Thj Hoa 000

{ 14 000

371 Vat tw hang hoa tén kho 000
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4 25 000
312 Quy phuc loi 000
4 Nguén kinh phi hoat déng thwéng xuyén 483 000
6111 | nam trwdc 000
Chi tiét theo:
- Ngudn NS: 13
- Chuong: 622
- Loai khoan: 493
+ Nhém Muyc: 0129 (Chi thanh toan ca nhan) 120 000
000
+ Nhém Muc: 0130 (Chi vé hang hoa va 318 000
dich vu) 000
+ Nhom Muc: 0132 (Chi khoan chi khac) 45 000
000
¢ Chi thwong xuyén nam trwdce 473 000
6111 000
Chi tiét theo:
- Ngudn NS: 13
- Chuong: 622
- Loai khoan: 493
- Nhém muyc: 0129 (Chi thanh toan ca 110 000
nhan) 000
+ Muc: 6000 (Tién luong) 100 000
000
+ Muc: 6300 (Cac khoan déng gop) 10 000
000
. Nhém Muyc: 130 (Chi vé hang hoa va 318 000
dich vu) 000
+ Muyc: 6500 (Thanh toan djch vu céng 120 000
céng) 000
+ Muyc: 6550 (Vét tw van phong ) 40 000
000
+ Muyc:7000 (Chi phi nghiép vu chuyén mon 158 000
cua tomg nganh ) 000
- Nhom Muyc: 0132 (Chi khoan chi 45 000
khac) 000
+ Muc: 7799 (Chi khoan chi khac) 45 000
000
2. Sé dw tai san ¢b dinh:
Tén Tai Khoan Dw No¢ Dw Co
K
Phwong tién van tai truyén 540
113 | déan 000 000
15 000
Thiét bi, dung cu quan ly 000
(168
141 Hao mon TSCD hiru hinh 000 000)
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Nguén kinh phi da hinh thanh 378 O
66 TSCD 000
Tén tai san < tgthYOTA 4 May vi tinh Dell

Nguyén gia 540 000 000 15 000 000

~_ Hao mon ldy 162 000 000 6 000 000
ké dau ky

Gia tri con lai 378 000 000 9 000 000

Khau hao 54 000 000 3 000 000
hang nam

IV. TRONG THANG 1 NAM 2016 DON VI CO CAC NGHIEP VU KINH TE
PHAT SINH NHU SAU:

1. Ngay 02/01/2016, don vi nhan dwoc quyét dinh vé du toan chi hoat
ddng ndm 2016 theo QD sb 1241/QP-UBND va&i thdng tin nhw sau:
- Chi thuérng xuyén: 650.000.000
- Chi khéng thuwdng xuyén: 150.000.000
S6 dy toan nay dwoc chia déu cho 4 Quy.

2. Ngay 03/01/2016, Nguy&n Thj Hoa rat dy toan kinh phi thwéorng xuyén
nhap quy tién mat, sé tién 20.000.000. Trong do:
TM 6599 (vat tw van phong khac): 5.000.000
TM 6749 (cbng tac phi khac): 10.000.000
TM 7799 (cac khoan chi khac): 5.000.000

3. Ngay 04/01/2016, chi tam &rng cho Ngb Khac Vi di cdng tac, sb tién
7.000.000

4. Ngay 05/01/2016, chi tién méat thanh toan cac dich vu:
- tién nuwéc (6502): 550.000
- tién vé sinh méi trwdng: (6504): 350.000

5. Ngay 06/01/2016, chuyén khoan tir TK tién gli tai NH Vietcombank tra
tién cho Cong ty dién lwc Ha Noi dé thanh toan tién dién (6501), sé tién: 1.200.000

6. Ngay 10/01/2016, Ngb Khac Vi gt chirng tir dé thanh toan tam tng,
s tién: 8.000.000. Sb tién con thiéu don vi 1ap phiéu chi bd sung.. HTCP: Dy toan.
Nghiép vu: Thyc chi

7. Ngay 11/01/2016, don vi mua van phong pham chia cho cac bd phan
st dung ngay, s6 tién 500.000 trd ngay bang tién mét.

8. Ngay 12/01/2016, mua phan mém ké toan EFFECT-HCSN, s6 tién:
10.000.000. Bon vi lap gidy rat dw toan chuyén khoan ngay cho cong ty.

9. Ngay 13/01/2016, don vi thanh toan tién dat bao quy 1/2016 (TM 6612)
bang tién mat cho Bwu cuc Ddng Pa, s tién 750.000.
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10.  Ngay 15/01/2016, chi tién mat stra may photocopy, sb tién 2.500.000.

11.  Ngay 16/01/2016, don vi mua thém 2 bdé may tinh mai, tbng sb tién
15.000.000, trd ngay bang TGNH

12.  Ngay 20/01/2016, don vi lap bang ké ching tir (nghiép vu 4, 5, 6, 7) dé
lam tha tuc thanh toan tam (rng thang 1 v&i kho bac.

13.  Ngay 20/01/2016, don vi lap bang ké& (nghiép vu 9 va 10) va lam giay
rat dw toén thwe chi thang 1, sé tién 3.250.000 vé nhap quy tién mat.

14.  Ngay 21/01/2016, Ngd Thanh Tung thu hoc phi ky 2 bang tién mat, sé
tién: 75.000.000.

15.  Ngay 22/02/2016, don vj trich nép 30% sé hoc phi I&n c4p trén va
chuyé&n 70% sb hoc phi vao tai khoan ngan hang VCB.

16.  Ngay 23/01/2016, Ngb Thanh Tung rit tién gti VCB vé nhap quy TM
dé chi hoat déng: s6 tién 10.000.000

17.  Ngay 24/01/2016, don vi chi tién td chirc hoat ddng ngoai khda, sé tién
10.000.000.

18. Ngay 25/01/2016 tinh lwong cho can bd co quan véi cac théng tin nhw
sau:

Lwong ngach bac (6001): 30.000.000
PC chtrc vu (6101): 5.000.000

PC thadm nién vuwot khung (6117): 10.000.000
BHXH trir vao lvong: 8%, BHYT trr vao lwong: 1,5%

BHTN trtr vao lvong: 1%, KPCD trir vao lvong: 1%

BHXH co quan dong (6301): 18%, BHYT co quan dong (6302): 3%
BHTN co quan déng (6304): 1%, KPCD co quan déng (6303): 2%
DPon vj lap gidy rat dw toan chuyén khoan vao TK NH ctia don vi.

19.  DPon vj chuyén khoan trd lwong cho can bo qua thé ATM, phi chuyén
tién 22.000

20. Donvj lap gidy rat dw toan chuyén khoan cho don vi bao hiém.

21. Ngay 27/01/2015, ké toan lap hé so ghi thu ghi chi gri co quan chu
quan. Co quan chl quan ddng y duyét sé tién chi cia don vi trong thang 1 1a
10.000.000.

22.  Ngay 27/01/2015, don vi dwgc phép ghi bd sung ngudn kinh phi hoat
doéng sé tién hoc phi con lai.

23.  Ngay 28/01/2016, don vj tién hanh thanh ly may tinh cd, thu tién mat.

24.  Ngay 30/01/2016, don vi nhan dwoc 1énh chi, cAp thém kinh phi hoat
dong khéng thuworng xuyén, sé tién 30.000.000 da nhan duoc gidy bao cé clia ngan
hang Vietcombank.

25.  Ngay 31/01/2016, don vi nhan dwoc quyét dinh sé 46327/QD-UBND
vé viéc diéu chinh s dw toan da giao. Theo do sé KP thuwérng xuyén giam
50.000.000 va chuyén sang kinh phi khéng thwéng xuyén.

26. Ngay 31/01/2016, don vi dwoc duyét quyét toan ndm 2015, sb tién
chwa st dung hét don vi dwoc phép chuyén sang nam 2016 dé sir dung tiép.
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