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1.HE THONG
1.1 PANG NHAP HE THONG.
Muc dich:

Dé dang nhap va quan 1y hoa don dién tir ctia don vi.

Ngudi st dung truy cap vao duong dan quan Iy hoa don ctia don vi.



Pang nhap béng tai khoan dugc cung cép dé su dung dich vu.
Buérc 1: Truy cdp vao dudng dan quan Iy hoa don cta don vi hodc tong cong ty.
Budc 2: Nhap cac thong tin bit budce

Chon don vi phat hanh héa don (véi mé hinh téng cong ty va cac cong ty con)
Tai khoan dang nhap cua don vi phat hanh.
Mat khau dang nhap ciia don vi phat hanh.

M3 xac thuec.
Bude 3: Chon “Ding nhap”

Néu username/password dang thi ngudi st dung dang nhap thanh cong, c6 thé thuc hién cac
thao tac nghiép vu khac.

Néu username/password khong dung, hé thong s& thong bao 15i.

Néu ngudi dung nhap sai username/password qué 05 1an, hé thdng s& khoa tai khoan cua

nguoi dung.

EBTHONG TIN DANG NHAP

HOA PO # INVOICE

NEHANH ® =« Sl
a Mat khau

DANG NHAP

DPang nhdp hé thong héa don dién tir.



1.2 Thong tin don vi.
Muc dich:
Sau khi ddng nhap, nguoi dung co thé vao danh muyc “Hé théng -> Thong tin don vi” dé xem
thong tin chi ti€t thong tin don vi:

H |
I L 0 Trang chd

GhOW

HE THONG QUAN LY, PHAT HANH HOA DON DIEN TU'

Téncongty:  CONG TY CO PHAN DICH VU T-VAN HILO
Ma so thué: 0106713804

Diachi:  $ 18 Doan Tran Nghiép, Phurong Nguyén Du, Quan Hai Ba Trung, Thanh pho Ha Noi

Dién thoai: 1900 2929 62

Fax (Email):

Waheit

https:/fhoadondi hilo.com.vn
$6 tai khoan: 111002682933

Ténnganhang:  Ngin hang Vietinbank - CN Trang An - Ha Noi

Thong tin don vi phat hanh
Chinh stra thong tin don vi phat hanh, chon “Chinh stra™:

Tai man hinh chinh stra, nguo6i dung c6 thé cap nhat thong tin: DPia chi, s6 fax, sb dién thoai,
email lién h¢, thong tin tai khoan ngan hang.

Chon “Luu” dé cap nhat thong tin don vi phat hanh.

Chon “Quay lai” dé tré vé man hinh chinh.

Trangchd > Théng tin don vi phat hanh

DON VI PHAT HANH HOA DON
# HE THONG
O Théng tin domvi Téncongty:  CONG TY CO PHAN DICH VU T-VAN HILO

Cusin f ngui dimg M3sdthué: 0105713804
Dia chi: $6 18 Doan Trin Nghiép, Phudng Nguyén Du, Quin Hai Ba Trung. Thanh phé Ha Néi

Diénthoai: 1300 282962

Chir ky s0

B DANG KY PHAT HANH

v
< CHUYENDOI v

Fax (Email):

Website: https://hoadondientu.hilo.com.vn

$6 tai khoan: 111002682399
Tén ngdn hang: Ngan hang Vietinbank -~ CN Trang An - Ha Noi
Tén nguoi lién hé:

$6 dién thoai lién hé:

Chinh sira thong tin don vi phat hanh



1.3 Quan ly nguoi dung
Muc dich: Tim ki€m, kiém tra trang thai tai khoan ctia nguoi dung, khach hang trén hé
thong.
Phan quyén, khéa hodc mé khoa tai khoan nguoi ding.
Thém moi, chinh stra hodc x6a nguoi dung.

1.3.1 Danh siach nguoi dang hé thong

H i - IE DANH SACH HOA DON + THAY THEHOAPON  DIEUCHINHHOADON  THONGKE + & (admin) v

GROUP

Danh muc hé méng

# HE THONG P "
& NGUO1 DUNG HE THONG

STT Téntaikhoan Tén nguwdi ding Mail Ddi trong Kich hoat Ngay tao Sra Xéa
O Quan tri ngudi ding
1 0106713804 Céngty C6 phan dich vu T-VAN HILO datdt@tvanhilo.vn Khach hang v 21/07/2018 & %
o 2 tamquantri ductam91.ihtkk@gmail.com = Quan tri v 19/07/2018 & x
PANG KY PHAT HANH 3 banhang support@tvanhilo.vn Quan tri v 17/07/2018 & x
D 4  ketoan support@tvanhilo.vn Quan tri v 17/07/2018 & x
XU LY HOA DPON
5 vivcabhcm vtvcab chi nhanh HCM-Ketoan1 duyetnv@gmail.com Quan tri v 16/07/2018 & x
CHUYEN BOI . L . . 5 .
6 0106704091 CONG TY TNHH MUA BAN VANG BAC TRONG TiIN  d12congiap@gmail.com Khach hang v 19/06/2018 & %
THONG KE 7 0106701439 CONG TY TNHH MY PHAM HONG HUYEN d12congiap@gmail.com Khach hang v 19/06/2018 & %
8 0106702513 CONG TY CO PHAN XAY DUNG, THUONG MAI VA  d12congiap@gmail.com Khach hang v 19/06/2018 & %
XNK THIEN AN

Danh sdch nguwoi ding hé thong
Buwére 1: Tir man hinh giao dién hé théng kich chon Hé théng=>Quan tri nguoi ding.
Bude 2: Nhap vao tai khoan nguoi dung hodc cua khach hang.
Buée 3: Kich chon “Tim kiém” hé théng sé tu dong hién thi ra danh sach tai khoan theo tai
khoan nhép vao.
1.3.2 Tao mdi tai khoan ngudi dung
Muc dich: Tao méi tai khoan ngudi dung trong hé thong.

Budc 1: Tir man hinh quan 1y nguoi dung, chon Tao méi

(+]
l—l l I 0"' Théng tin ngwoi dung hé thong x

GROUP Tén tai khoan (*) | |
Danh muc hé théng Ten &y ol
# HE THONG Mg
DANG KY PHAT HANH Mt khiu (%)

2 XU LY HOA DON

Nhap lai mat khau (*)
CHUYEN BOI

THONG KE Kich hoat

Phan quyén truy cip .
Quan tri Goi API Ketoanvien

Sale

Tao moi nguoi dung



Buwére 2: Nhap cac thong tin cho ngudi dung, (*) 12 thong tin bét bude
* Tén tai khoan
*  Mail
«  Mait khiu
«  Nhap lai mat khiu
« Kich hoat: Cho phép tai khoan duogc sir dung trong hé thong.
«  Quyén truy cap: La quyén thao tic cac chirc ning trong hé thong.
Buére 3: Kich chon “Luwu” dé tao méi ngudi dung theo cac thong tin di nhap.
1.3.3 Cap nhat tai khoin nguoi dung
Muc dich: Thay d6i thong tin, mat khau, khoa, kich hoat tai khoan ngudi ding trong hé
théng.
Buwée 1: T man hinh quan ly nguoi dung, chon ¢ trén dong chira tai khoan can chinh stra.
Buére 2: Nhap cac thong tin cho ngudi dung. (*)1a thong tin bit bude
« Mit khiu: Nhép mat khau mudn thay ddi, hodc khong nhap néu gilt mat khéu cil.
« Nhiép lai mat khau: Nhép giéng véi phan “Mat khau” néu mudn thay d6i mat khau.
« Kich hoat: Cho phép tai khoan duogc sir dung trong hé thong.
« Khéa: Khoa quyén sir dung trong hé théng.

«  Quyén truy cap: La quyén thao tic cac chirc ning trong hé thong.

)
H H @‘” Théng tin ngwai dung hé théng

GROUP Tén tai khoan (*) apiaccount

Tén day du |

Danh muyc hé thng

# HE THONG Mail (%) support@tvanhilo.vn

DANG KY PHAT HANH o
MatKhdu (f)  seseessessessssssnsansniens
5 XU LY HOA DON

Nhap lai mat Khau (}) | seeeeesssensssnssninens
CHUYEN BOI

B THONG KE Kich hoat ¥

Phén quyén truy cap )
¥ Quan tri ¥l Goi API Ketoanvien

Sale

B «owo
Cdp nhdp thong tin nguoi dung
Buére 3: Kich chon “Luwu” dé cap nhat théng tin nguoi ding theo cac thong tin da nhap.
1.3.4 Xoéa tai khoan nguoi dung
Muc dich: X6a ngudi dung khoi hé thong.

p N a1 T X A qx Y Ay,
Budée 1: T man hinh quan ly nguoi dung, chon trén dong chira tai khoan can xoa.

Bude 2: HOp thoai xac thuc x0a tai khoan dugc bat 1én



X0a ngudi dang?

Cancel -

Xéa ngueoi ding hé thong

Buérc 3: Kich chon “OK” dé x6a ngudi ding, chon “Cancel” dé quay lai trang tim kiém.

1.3.5 Phin quyén ngudi ding
Muc dich: Tim kiém quén 1y danh sach quyén ngudi dung trén hé thng.

Tao m&i, thém, bot chire ning cho quyén ngudi dung.

o ° = DANHMUC + DANH SACH HOA PON + THAY THEHOADON  DIEU CHINHHOAPON  THONGKE & (admin) v
l I 0 Trang chi > Quyén truy cdp hé thong
4 DANH SACH QUYEN HE THONG
Danh muc hé ﬂu‘;ng
# HE THONG STT  Tén Tén hién thi sta  Xoa
1 BanHang Sale 4 x
2 Ketoan Ketoanvien rd x
3  ServiceRole Goi API ' e
O Phén quyén ngudi ding
4 Admin Quan tri s &
DANG KY PHAT HANH
<< < 1 >

2 XU LY HOA BON

CHUYEN BOI

THONG KE

Danh sdch quyén hé thong

1.3.6 Tao méi quyén nguoi ding
Muc dich: Tao méi quyén nguoi dung trong hé théng.

Buwére 1: Tir man hinh quan 1y quyén nguoi dung, chon Tao méi

THAY THE HOW BN (BRELY CHEMH O BON THOMG KE »

& CUYEN TRUY CAP HE THONG
Tén {1 & chrvi

Tén hiln "]

Qein try hi théng E

Chon CAC PArMeL 3550 Eho e ')

Chon it
REciipl_inden Cornrpbn Sbi Shi vkt Chuy ba ddic Shinkg minh ngubn Ehuyde dbi: Lins s
Bl D chinh HD: Tim kim hoa don
Eii 2BiAR
Bidaa chinh: Tao moe Doy cienbc Tim iidm HD Email: 2 i3l @anh sach mail Ervail: G0 138 ma
Eemcil; Sira Hidng Ba mail Emai: Tai danh 13ch mail Ermail: Tim ki maad Bl Xaa mail
Ghi vl Shi vl Ghi ki Dok S8eh v b g ARG haa, dies vy Danh saeh Fibrg B, Bpzh vyl Sl thang on
Hirg heda, ich wae Thém s Hang hoa. dich vy Xda i thing: Sua rgur dung Ha thibng: Thilm ngueni dung
B EhR Tim kb figr U W idng: XAa thi Khada WS BaT CHiAR Gurd MG S5 DInk AkEh
HOa dom: PRgT hden ganh siomn Hoa doen: Phad sanh b Haa GO Tao i Ha dom: Uiphkoad teo b
whah Haa tom: Ksen chi fit Wéa dam- KA Hifv Bca dom: Bda oo hine

Tao moi quyén nguwoi dung



Burée 2: Nhap cac thong tin cho quyén ngudi dung, (*) 1a thong tin bét budc

e Tén

«  Chon cac permission: Cac thao tac chi tiét.

Budre 3: Kich chon “Luu” dé tao méi quyén ngudi dung theo cac thong tin da nhap.

1.3.7 Cap nhit quyén ngudi ding

Muc dich: Thém méi hodc huy thao tac cho quyén nguoi ding trong hé thong.

Buwéc 1: Tir man hinh quan 1y quyén ngudi ding, chon ¢ trén dong twong tmg cta quyén

nguodi dung.

% Danh sach quyén hé théng

STT Tén Sua Xoda
1 KeToan o
2 Printer
3 ServiceRole
4 Admin
i A
y . .. A SRR
Budée 2: Chon cac permission cho quyén ngudi dung.
y . 7 9 1A A A A SRR . A . ~ A
Budére 3: Kich chon “Luu” dé cap nhat quyén ngudi dung theo cac thong tin da nhap.
]
r \
2.1 Khach hang
r 5 , ~ 4 A . N L3 3 r \
Muc dich: Quan ly, luu trit, tra ctru thong tin, tai khoan ctia khach hang.
&)
2.1.1 Tao mai
Danh séch khach hang
& Danh sach khach hang
g . ==
STT  Tén khach hang Ma KH Pia chi $6 dién thoai Email Tén tai khoan Sira Xéa
1 Céng ty Cé phan dich vu T-VAN HILO 0106713804 S6 18, Doan Tran Nghiép, quan Hai Ba Trung 1900292962 datdt@tvanhilo.vn 0106713804 VA
tp Ha Noi
2 CONG TY TNHH MUA BAN VANG BAC TRONG 0106704091 S0 40, Dwdng Lang - Phudong Nga Tw S& d12congiap@gmail.com 0106704091 V4 x
TiN Quan Béng da - Ha Nji
3 CONG TY TNHH MY PHAM HONG HUYEN 0106701439 Thén Ha Lam 3 - X3 Thuy, LAm - Huyén Déng d12congiap@gmail.com 0106701439 S %
Anh - Ha Noi
4 CONG TY CO PHAN XAY DUNG, THUONG MAI 0106702513  S6 88, dudng Budi - Phurdng Ngoc Khanh - d12congiap@gmail.com 0106702513 VRS

VA XNK THIEN AN Quan Ba Dinh - Ha Noi

Budc 1: chon DANH MUC => Chon Khach hang => Tao méi

«  Tai man hinh tao méi: dién thong tin phu hop



Thém mdi khach hing

& THONG TIN KHACH HANG
M3 khach hang (%)
Ma s6 thué Kiém tra
Tén khach hang (*)
Tai khoan tra ctru héa don (%)
Dia chi khach hang (%)
S$6 dién thoai khach hang
Fax

Mail khach hang

Danh sach cc (Cac mail cach nhau bgi dau ',')

Ngwoi lién hé

Ngwi dai dién phap luat
S tai khoan ngan hang
Chu tai khoan

Tén ngdn hang

M6 ta

Kieu khach hang Khach hang khéng phai I3 don vi ké toan

* Chon “Luwu dir liéu” dé cap nhat.

2.1.3 Chinh sira thong tin khach hang:
Muc dich: Thay do6i thong tin néu thiéu hodc sai sét.

Budc 1: Tai danh sach khach hang, chon 4
Buwdce 2: Tai man hinh chinh stra: chinh stra thong tin
Bude 3: Chon “Luu dit liéu” dé cap nhat.

2.1.4 Upload khach hang
Muc dich: Upload hang loat dit liéu khach hang theo file mau, tiét kiém cong
sttc v6i nhimg Doanh nghiép c6 sb lugng khach hang 16n.

Budce 1: Tai danh sach khach hang, chon Upload

Tén tai khoan Stra Xoa

0106713804 "4 =

Budrc 2: Tai file mau dé dién dir liéu khach hang.



Buée 3: Chon file dé tai lién

2 UPLOAD DU LIEU KHACH HANG

Chon file .zip clia file .xml hodc .xis Upload Ién hé théng, dung lrong file khdng virot qua

100MB!

File mau: Mau excel

Chon file:(*) Nhan chuét vao day dé dinh kém file

£ UPLOAD DU LIEU 4 QUAY LAI

Budc 4: Chon Upload dir li€u

2 UPLOAD DU LIEU KHACH HANG

Chon file .zip clia file .xml hodc .xis Upload Ién hé théng, dung lrong file khdng virot qua

100MB!

File mau: Mau excel

Chon file:(*) Nhan chudt vao day de dinh kém file

X UPLOAD DU LIEU 4 QUAY LAI



2.2 Quin ly sin pham
Muc dich: Luu trit , quan 1y thong tin cac san phdm ma doanh nghiép
cung cap, thudn tién cho qua trinh phat hanh hoa don.

#Danh sich san phém, dich vu

M sin phim Tén san phim :
: m n hé sult

2.2.1 Tao méi san pham
Chon TAO MOI dé thém mot san phém dich vu.

Thém méi san pham

THONG TIN SAN PHAM
M3 san pham
Tén san pham
Gia san pham
Pon vi tinh —-Don vi tinh--

Thué suat (%) 0%

M6 ta

 Luu dir liéu 4 Quay la

Sau khi dién day du cac thong tin co ban ctia mot san pham thi bdm
Luru dir liéu dé luu san pham vao hé thong.

2.2.2 Cip nhit san pham:

Lua chon ¢ 48 sura thong tin san phém, dich vu tuong ing sau d6 chon
Luwu dir liéu.

x x x x x x ¥



Siva théng tin san pham

THONG TIN SAN PHAM

Ma san pham c2

Tén san pham Dung cu béo hé

Gia san pham 7.000.00

Don vitinh Chiéc

Thué suat (%) 10%

M6 ta Tén hang héa dich vy 2

« Luu dir liéu 44 Quay lai

2.2.3 X6a séan pham:

Chon * dé xoasan phém, dich vu twong g sau dé chon OK

Ban c6 chac chan x6a san pham nay khéng?

Cancel -

2.2.4 Email thong bao
Muc dich: Quan 1y email thong bao giri di tir hé thong



Danh sach ema

Chu de Trang thai: --Tét ca--
Tir ngay Dén ngay:
Mail ngwoi

nhan

¥Danh sach mail

STT  Mail nguwdi nhan Cha dé Ngay gtri Trang théi Sra X6a Chon

4o vé viéc phat hanh Hoa don dién ti 09/08/2018 Da gl S %

bién ban diéu chinh héa don 09/08/2018 Da gt s x

vn bao vé viéc ky bién ban diéu chinh héa don a gur S %

anhilo.vn Thong bao ve viéc phat hanh Héa don dién ti a gur V4 x

Thong bao vé viéc phat hanh Hoa don dién ti d gu S %

r nhilo.vn Thor <y bién ban diéu chinh hda don a gu s x
Thong bao ve viéc phat hanh Hoa don dién ti a gur V4 x

3 PANG KY SUDUNG

3.1 Quyét dinh dp dung héa don dién tiv

Muc dich: Doanh nghi¢p khoi tao héa don dién tir trudce khi khéi tao hoa don dién tur phai
ra quyét dinh 4p dung hoa don dién tir giri cho co quan thué quan Iy truc tiép.

Chtrc ning nay cho phép quan Iy danh sach “Quyét dinh ap dung HDDT” cua don vi. Cho
phép ngudi dung thue hién Tim kiém/Xem/Thém/Sira/ X6a/In quyét dinh/Giri quyét dinh ap
dung HDDT. Ngoai ra con cho phép NSD chuyén trang thai cho quyét dinh ap dung HDDT
d3 gtri CQT va chuyén trang thai cho quyét dinh ap dung HDDT d3 dugc CQT chip nhan.

3.1.1 Tao Quyét dinh
Buéc 1: Kich chudt vao Ding ky phat hanh chon Quyét dinh ap dung HDDT. Chon

dé ra Quyét dinh 4p dung Hoa don dién tur.
Buéc 2: Nhap cac thong tin twong ung.
. Yéu ciu bat budc nhap.
. Tén don vi chu quan
«  Sb quyét dinh
«  Nguoi dé nghi
«  Chon mau hoa don

. Pang ky mau cac loai hoa don s& st dung.



. Kich chuét vao “Tao méi” bén tay phai phan Diéu 2

Piéu 2 Cac loai héa don

Chon méu héa don (') @

Mau sb Cac loai hoa dom Muc dich st dung Sira Xoa

. Man hinh ding ky miu cac loai héa don phat hanh s& dugc hién thi

Béang ky loai hoa don phat hanh
Mau sé: (%) ~Mau sd—
Loai héa don:

Muc dich st dung: (")

A

. Kich chon “Luu” dé dang ky mau sb da chon, sau khi chon “Luu” hé thong s& quay vé

man hinh Thém mé&i Quyét dinh. Mau s vira dang ky s& duoc hién thi trong danh sach &
Diéu 2.

. Kich quay lai dé thoat khoi man hinh dang ky mau va quay vé man hinh Thém méi
Quyét dinh.

. Stra thong tin dang ky mau héa don.

«  Chon | mAu trong danh sach ding ky miu tai Diéu 2, chon* ¢ ” trén dong twong tng dé

thuc hién sira thong tin ding ky mau hoa don.
Pidu 2 :Cac loai héa don

Chon mdu héa don(*)

Mau s6 Cac loai hoa don Muyc dich st dung Sira  Xoa
01GTKT0/001  Hoa den gid tri gia tang Héa don ban hang héa dich vy 7 W

. NSD c6 thé sua tat ca cac thong tin cua mau dang ky.

Pang ky loai hda don phat hanh

i ¥ 01GTKT0/001 v
Loai héa don: Hoéa don gia tri gia tang

Muc dich s dung: () Hda don ban hang hoa dich vu

H Quay lai Luru

. Chon “Luu” dé luu lai cac stra ddi, hodc “Quay lai” dé tr& vé man hinh thém mdoi Quyét
dinh.
«  Xoba dang ky mau hoa don.

«  Chon 1 miu trén danh sach mau d3 ding ky trong Diéu 2.



. Kich chudt vao * trén dong tuong tng dé xéa dang ky mau hoa don.
. Trong hop thoai bat ra, chon “OK” dé xoa dang ky mau, chon “Thoat” dé quay vé man

hinh thém méi Quyét dinh.

Burée 3: Kich chon Tao méi dé thém méi Quyét dinh phat hanh véi cac thong tin nhu da

nhap. Kich chon Quay lai dé tro vé trang Quyét dinh ap dung héa don dién tir

3.1.2 Sira thong tin Quyét dinh ap dung

Chii ¥: Chi duoc stra thong tin clia cac quyét dinh méi tao hodc da giri co quan thué nhung
chua duoc chép nhan.

Bude 1: Chon 1 Quyét dinh phat hanh trén danh sach & trang Quyét dinh phat hanh hoa don

dién tr

Kich chuét vao # trén dong twong tng. Man hinh Stra thong tin Quyét dinh phat hanh s&
hién thi,

Burde 2: NSD c6 thé stra tat ca cac thong tin vé Quyét dinh phat hanh trong hé théng.

Ding ky méau céc loai hoa don s& sir dung (Chi tiét nhu Dang ky mau cac loai hda don & phan
thém mai Quyét dinh)

Stra thong tin dang ky mau hoa don (Chi tiét nhu Stra thong tin ding ky mau hoa don & phan
thém méi Quyét dinh)

X6a dang ky mau héa don (Chi tiét nhu Xo6a dang ky mau héa don & phan thém méi Quyét
dinh)

Buée 3: Lwu stra doi

Kich chon Luu dé luu lai cac thong tin ciia Quyét dinh ap dung da duoc stra doi.

Kich chon Quay lai dé tré vé trang Quyét dinh ap dung hoa don

3.1.3 Xéa Quyét dinh ap dung

Chii y: Chi duoc x6a cac quyét dinh méi tao hodc d giri co quan thué nhung chua dugc chip
nhan.

Budc 1: Chon 1 Quyét dinh phat hanh trén danh sach & trang Quyét dinh phat hanh hoa don.
Kich chuot vao * trén dong twong tng. Khi d6 hé thong s& hién thi ctra s6 yéu cau NSD xac

nhan viéc x6a quyét dinh phat hanh.
Budce 2:

Nhén nat OK néu thuc sy mubn x6a Quyét dinh ap dung nay.



Ban c6 chac chan x6a quyét dinh nay?

Cancel -

Nhét nut Cancel dé bo qua viée x6a Quyét dinh 4p dung va quay lai trang “Quyét dinh dp
dung hoa don”.

Néu x6a thanh cong thi Quyét dinh ap dung d6 sé& bi x6a khoi hé thdng. Hé thong dua ra
thong bao “Xoa thanh cong.”

Néu gap 16i trong qué trinh x6a hé théng s& dwa ra thong bao “Xda khéng thanh céng”.

3.1.4 Xem théng tin chi tiét Quyét dinh ap dung

Tai man hinh danh sach, chon @ ¢ dong twong tmg dé xem

3.1.5 Chuyén trang thai cho Quyét dinh ap dung

Muc dich: Chiic ning nay sé& thuc hién chuyén trang thai cho Quyét dinh méi lap thanh

Quyét dinh d3 guri sau khi Quyét dinh nay dugc giri cho co quan thué.

Budére 1: Chon 1 Quyét dinh 4p dung trén danh sach & trang Quyét dinh phat hanh hoa don.
Kich chudt vaio ® ¢ dong twong tng. Man hinh Xem thong tin chi tiét Quyét dinh ap dung s&
hién thi.

Buwéc 2: Kich chon Quyét dinh di giri néu Quyét dinh nay da duoc giri ¢én co quan thué quan
Iy tryc tiép.

yét dink 4 Quay lai
Buéc 3: Nhin OK

Xac nhan gtri quyét dinh nay?

Cancel -



3.1.6 Chap nhin Quyét dinh ap dung

Budée 1: Chon 1 Quyét dinh ap dung trén danh sach ¢ trang Quyét dinh ap dung héa don. Kich
chudt vao @ ¢ dong twong ing. Man hinh Xem thong tin chi tiét Quyét dinh 4p dung s& hién
thi.

Buéc 2: kich chon “Chép nhin quyét dinh” néu Quyét dinh nay gui dén co quan thué va da

duoc chip nhan.

4 Quay lai

3.1.7 In Quyét dinh ap dung

Budc 1: Chon 1 Quyét dinh 4p dung trén danh sach & trang Quyét dinh ap dung héa don.
Kich chudt vaio ® ¢ dong twong tmg. Man hinh Xem théng tin chi tiét Quyét dinh ap dung

s& hién thi.

Buwére 2: kich chon In quyét dinh. Hop thoai in s€ xuét hién.

4 Quay lai

3.2 Thong bao phat hanh.

Muc dich: Quan 1y danh sach cac thong bao phat hanh HDDT. Cho phép nguoi dung thuc
hién Tim kiém/ Xem/Thém/ Sira/ X6a/ Gtri thong bao/ In thong bao phat hanh HDDT. Ngoai
ra con cho phép NSD chuyén trang thai cho thong bao phéat hanh di giri CQT va chuyén
trang thai cho thong bao phat hanh di dugc CQT chap nhan.

3.2.1 Tim kiém thong bao phat hanh HDDT
Bude 1: Ttr man hinh giao dién hé théng kich chon PANG KY PHAT HANH -> Thong bao

phat hanh. Man hinh Thong bao phét hanh s& dugc hién thi.



Théng bao phat hanh (4]

Danh sach thong bao phat hanh hoa don dién ti
Buwdc 2: Thong bao phat hanh HDDT co6 3 trang thai: Thong bao mai 1ap, Thong bao da gui
CQT nhung chua duoc chip nhan, Thong bao da giri CQT va dd duoc chip nhan. Chon trang
thai thong bao, chon khoang thoi gian 1ap thong bao can tim kiém. Sau d6 kich chon “Tim
kiém”.

Dit liéu thoa mén diéu kién tim kiém s& dugc hién thi & danh sach phia dudi.

Néu khong ton tai dit liéu tim kiém thi khong c6 két qua nao hién thi trén danh sach.
Phan trang:

MG&i trang s& hién thi 10 Thong bao phat hanh.

Kich chuét vao sb trang & phia dudi dé nhay dén trang mong mudn (Vi du: kich chuét vao sd
2 dé nhay dén trang 2).

Kich chudt vaonut ~ dé dén trang lién sau cua trang hién tai.

Kich chudt vao ntit = dé dén trang lién trude cia trang hién tai.
3.2.2 Thém Thong bao phat hanh HDDT

Budc 1: Kich chudt vao niit Tao méi & trang Thong bao phat hanh HDDT dé chuyén sang
trang thém thong bao phat hanh HDDT. Man hinh thém thong bao phat hanh s€ dugc hién thi.

Bude 2: Nhap céc thong tin twong Uing.
Tén to chirc khoi tao hoa don (*)
Ma sb thué (*)
Dia chi tru s¢ chinh (*)
86 dién thoai

Nguoi dai dién (*)



Co quan thué tiép nhan thong bao (*)
Thanh phd s& dugc hé thdng hién thi (*)
Luu y:

Trir Tén t chirc khoi tao hoa don va Ma sb thué khong dugc sira thi cac thong tin con lai
nguodi dung déu co thé stra.

Céc thong tin c6 du (*) 1a thong tin bit budc nhap
Thém loai hdéa don phat hanh:

Kich chudt vao niit Tao méi nim & bén tay phai phan Cac loai héa don phat hanh.
Man hinh Pang ky mau héa don phat hanh sé dugc hién thi.

Pang ky mau héa don phat hanh

Mau s0 (%) —Chon mau-- v
Ky hiéu (*): (17 E

S0 lwong (%)

Tir 50

Pén sb

Ngay bat dau st dung

- Bit budc nhap:
Ky hiéu

Tén mau

S6 leong

Ngay bat dau. ’

H¢ thong s& tu tinh s6 hoa don bat dau (7w s0).

NSD nhép vao Ky hiéu c,bia mau, chon Tén mau hé théng s& tu tinh s6 hoa don bét dau (Twr
50) sao cho dai so lién ti€p ) )

Vi dy: mau 01GTKT/001, serial AA/12E da phat hanh tir s6 10 dén s6 20 thi khi nguoi dung
chon ki hi¢u va serial nay h¢ thong sé tu tinh s6 bat dau 1a 21.

Néu r;gu’(‘)ri dﬁr}g nhép So luong hé thong s& tu tinh~56 I}éa don Dén s6. Khi chon moi mau so
hé thong s€ hién thi loai héa don twong trng cua mau s6 d6. NSD nhap muc dich stir dung cua
moi mau so.

Néu nqui dung nhap vao Pén s6 thi hé théng sé& tu tinh S6 lwong, sao cho Sé lwong = Pén
s0 - Tir s6 + 1.

Ngay bat dau st dung phai 1a ngay hién tai hodc sau ngay hién tai.

Kich chon Luu dé thém moi loai héa don phat hanh nhu cac thong tin da nhap. Sau khi kich
Luu NSD s€ quay vé man hinh Thém méi thong biao phat hanh HDDT. Loai hoéa don phat
hanh vira thém sé duoc hién thi trong danh sach Cac loai héa don phat hanh.



Kich chon Luwu & tao méi dé thém méi loai hda don phat hanh nhu cac thong tin da nhap va
tiép tuc thém moi loai héa don phat hanh khéc. Sau khi kich Luu & tao méi, loai hoa don
phat hanh vira thém s& dugc hién thi trong danh sach Cac loai héa don phat hanh. Man
hinh Thém méi cac loai héa don phat hanh s& duoc x6a cac thong tin vira chon - nhap dé
cho NSD thém mdi loai héa don phat hanh khéc.

Kich chon Quay lai dé thoat khoi man hinh Ping ky miu héa don phat hanh va tro vé
man hinh Thém thong bao phat hanh HDDT.

Budc 3: Nhap thong tin
Pang ky mau héa don phat hanh

Mau s6 (%) VATTEMP v @
Ky hiéu (*): AB |17 [E

$6 lwong () 1000

Tir 56 oco1001

Dén 50 0002000

Ngay bat dau st dung

3.2.3 Sira thong tin loai héa don phat hanh

Trén danh séch tai Cac loai héa don phat hanh. Kich chudt vao 4 dong tuong Ung:

Té chirc khéi tao hoa Céng ty cd phdn Nguyén Kim

don

M3 56 thué 0100691544

Bia chi tru s& chinh Téng 3, 56 3 ngd 120, Truéng Chinh, Ha Nai
$6 dién thoai (04)38666888

Ngwi dai dién

Tén ¢or quan thué chip Cuc Thué TP Ha Nai

nhan théng bao

Thanh phé Ha Néi
Déu phdn cach s dung Dang kj si¥ dung ddu phan cach la ddu chdm(.) sau chit sb hang nghin, triéu, tj, nghin tf, idu 1y, tj tj va s dung du phdy(,) sau chir s6 hang
don vi dé ghi chi¥ 56 sau chir s hang don vi o

Céc loai héa don phat hanh (*)

Miu s0 Ky hiéu S0 lrgng Tirsod Bén sb Ngay bat dau str dung Stra Xoa

=[]

VATTEMP ABNMTE 100 0001001 0001100 24/10/2017 e

4 Quay lai " Lwu thing bao



NSD c6 thé stra tit ca thong tin ciia mau ding ky trir 7o s6.

Bit budc nhap: Ky hiéu, Mau sé, S6 lwong, Pén s6, Ngay badt dau.

Heé thong s& tu tinh s6 hoa don bét dau (T s0).

NSD nhép vao Ky hiéu ciia méau, chon Tén mdau hé théng s& tu tinh s6 hoa don bat dau (7o
56) sao cho dai s6 lién tiép (Vi du: mau 01GTKT/001, serial AA/12E da phat hanh tir s6 10
dén s6 20 thi khi nguoi dung chon ki hiéu va serial nay hé théng s& tu tinh s6 bét dau 1a21).
Néu nguoi dung nhép S6 lwong hé thong s& tu tinh s6 hoa don Pén s6. Khi chon mdi miu s6
hé thong s& hién thi loai hoa don turong tmg ctia mau s6 d6. NSD nhap muc dich sir dung cua
mdi mau sd.

Neu nguoi dung nhép vao Pén s6 thi hé thdng sé tu tinh S6 lirong, sao cho S6 hrong = Pén
s6 - Tirso + 1.

Ngay bdt dau st dung phai la ngay hién tai hodc sau ngay hién tai.

Kich chon Luru dir liéu dé luu lai cic thong tin ctia loai hda don phat hanh di sira doi. Kich
chon Quay lai dé thoat khoi man hinh stra thong tin dang loai hoa don phat hanh, tré lai man
hinh Thém méi théng bao phat hanh.

3.2.4 X6a diang ky mau héa don

Buéc 1: Chon 1 loai héa don trén danh sach loai hoa don phat. Kich chudt vao M trén dong
tuong ung. Khi d6 h¢ thong s€ hién thi ctra s6 yéu cau NSD xac nhan viéc x6a loai héa don
phat hanh.

x Other bookn
admin.hoadennguyenkim.com says:

Té chirc khéi tao hoa g Banco mudn xa dong nay khing?
don

Ma s6 thué 01

Bia chi try s chinh Téng 3, sé 3 ngd 120, Truéng Chinh, Ha Nai

$6 dién thoai (04)38666888
Ngwéi dai dién
Tén co' quan thué chap Cuc Thué TP Ha Nai

nhén théng bao

Thanh phé Ha Nai

Ddu phan cach sir dung Ding ky sir dung \au r‘h n cdch 1a dau cha m(.) sau chir s6 hang nghin, triéu, ty, nghin tj, triéu ty,  ty va s dung diu phay(,) sau chif sé hang

don vi dé ghi chir s6 sau chiF s6 har’Jcon .

Cac loai héa don phat hanh (*)
Mau s6 Ky hiéu $6 rgng Tir sé Bén so Ngay bat dau str dung Stra Xoa
VATTEMP ABITE 10 0001001 0001100 2411072017 . [}
y
Budc 2:

Nhan nat OK néu thuc sy mudn x6a loai héa don phat hanh nay.

Nhan nut Cancel dé bo qua viéc x6a loai hoa don phat hanh va quay lai trang “Thém méi
thong bao phat hanh”

Budre 3: Kich chon Luu dé thém moi théng bao phat hanh v6i cac thong tin nhu da nhap.
Kich chon Quay lai dé tré vé trang Tim kiém thong bao phat hanh.

3.2.5 Sira thong tin thong bao phat hanh
Chu y: Chi dugc stra thong tin cua cac thong bao phat hanh méi tao hodc da giri co quan
thué nhung chua dugc chap nhan.
Buwée 1: Chon 1 thong bdo phat hanh trén danh séch ¢ trang Thong bao phat hanh. Kich

chudtvaio ¢ trén dong twong tmg. Man hinh Sira thong tin thong bao phat hanh sé& hién
thi.



Thong bao phat hanh Z)x
Tir ngay: mm/dd/yyyy DEn ngay: mm/ddlyyyy
Trang thai: ~Trang thdi—

<4 DANH SACH THONG BAO PHAT HANH

STT  Tén don vi phat hanh Tén co quan thué chdp nhan thong béo Ngay lap Trang thai Chi tiét Sira  Xoa

1 Céng ty cb phdn Nguyén Kim 02/10/2017 Chép nhan @ a &

Buréie 2: NSD c6 thé sira tat ca cac thong tin vé Théng bao phat hanh trix Tén 16 chitc khoi
tao hoa don, Ma so thue.

Thém méi loai hoa don phat hanh (Chi tiét nhu Thém mdi loai hda don phat hanh & phan
Thém maoi thong bao phat hanh)

Stra thong tin loai hoa don phat hanh (Chi tiét nhu Sira thong tin loai hoa don phat hanh &
phan Thém mai thong bao phat hanh)

X6a loai hoa don phat hanh (Chi tiét nhur Xéa loai hoa don phat hanh & phan Thém méi
thong bao phat hanh)

Bugre 3: Kich chon Luu dé luu lai cdc thong tin cua thong bao phat hanh da dugc sira dbi.
Kich chon Quay lai dé tr¢ vé trang Thong bao phat hanh.

3.2.6 Xo6a thong bao phat hanh

Chit y: Chi dugc x6a cac théng bao méi tao hodc di giri co quan thué nhung chua duoc chip
nhén.

Budc 1: Chon 1 thong bao phat hanh trén danh séch ¢ trang Thong bao phat hanh. Kich
chudt vao * trén dong tuong tmg. Khi d6 hé théng s& hién thi ctra sé yéu cdu NSD xac nhan
viéc x6a thong bao phat hanh.

Budéce 2:

Nhén nat OK néu thue sy mudn xo6a thong bao phat hanh nay.

Nhat niit Cancel dé bo qua viéc xoa thong bao phat hanh va quay lai trang “Théng bao phat
hanh”

Néu x6a thanh cong thi thong bao phat hanh d6 s€ bi xoa khoi he thong. Hé thong dua ra
thong bao “Xoa thanh cong”. Néu gap 101 trong qua trinh x6a hé thong s€ dua ra thong bao
“Xo6a khong thanh cong”.

3.2.7 Xem théng tin chi tiét ciia thong bao phat hanh

Budre 1: Chon 1 thong bao phat hanh trén danh sach 6 trang Thong bao phat hanh. Kich
chudt vao @ ¢ dong tuwong ung. Man hinh Xem thong tin chi tiét thong bao phat hanh
s& hién thi.



CONG HOA XA HOI CHU NGHIA VIET NAM
Dic lap - T do - Hanh phic

THONG BAO PHAT HANH HOA DON BPIEN TU

1. Tén to chire khi tao héa don: Cong ty co phan Nguyén Kim

2. M3 sb thué: 0100691544

3. Dia chi try sé chinh: Tang 3, 56 3 ngé 120, Trwéng Chinh, Ha Ngi

o

. Dién thoai: (04)38666888

[4]]

. Cac loai hoa don phat hanh

- - = i i = e © & Ngav b :l' d:
STT Teén loai hoa don Mau so Ki hieu Solwong Tirso Deén so gqf‘ e
sir dung

1 Hoa don gia tri gia ting  01GTKTO0/001 AB/17E 1000 0000001 = 0001000 02/10/2017

6. Tén co quan thué tiép nhin théng bio:

Ding ky siv dung diu phin edch la ddu chdm(.) sau chi s6 hing nghin, trién, v, nghin 1y, triéu v, 1 ¥ va sir dung
dédu phay(,) sau chir sé hang don vi dé ghi chir so sau chir s6 hang don vi

HaNji, Ngay 2 thang 10 nam 2017
NGUOI DAL DIEN THEQ PHAP LUAT

Ky, dong déu va ghi vd ho tén

3.2.8 Chuyén trang thai cho thong bao phat hanh da giri co quan thué

Chirc nang nay s& thuc hién chuyén trang thai cho thong bao phat hanh méi lap thanh thong
béo phat hanh d3 giri sau khi thong bao phat hanh nay duoc giri cho co quan thué.

Buwée 1: Chon 1 thong bdo phat hanh trén danh séch ¢ trang Thong bao phat hanh. Kich
chudt vaio @ ¢ dong tuong tmg. Man hinh Xem théng tin chi tiét thong bao phat hanh
s& hién thi.

Budre 2: Kich chon Giri thong bao néu théng bao nay da dugc giri dén co quan thué quan 1y
truc ti€p.

3.2.9 Chap nhéin phat hanh

Bugre 1: Chon 1 Thong bdo phat hanh trén danh sach ¢ trang Thong bao phat hanh. Kich
chudt vao @ ¢ dong twong Gmg. Man hinh Xem théng tin chi tiét thong bao phat hanh s&
hién thi.

Budre 2: kich chon Chép nhin théng bao néu théng bao nay giri dén co quan thué va da
dugc chap nhan.

3.2.10 In thong bao phat hanh

Bugre 1: Chon 1 Thong bao phat hanh trén danh sach ¢ trang Thong bao phat hanh. Kich
chudt vao @ ¢ dong tuong ing. Man hinh Xem thoéng tin chi tiét thong bao phat hanh sé
hién thi.



Budc 2: Kich chon In thong bao. Hop thoai in s€ xuét hién.

Print

Total: 2 sheets of paper

THONG BAD PIAT IANI HIOA DON DIEN TU
) Microsoft Print to PDF

Change..

e
Pages O oo oo o210
= v v dun
Layout Portrait -
Color -

4+ More settings

Print using system dialog... (Ctrl+Shift+P)

Budce 3: Tuy chon cac thong tin in. Kich Print dé thyuc hién in thong bao. Kich chon Cancel
dé thoat khoi hop thoai in.
4 QUANLY, TAO LAP HOA DON.

4.1 Tim kiém héa don

Quan Iy hoa don

Chon méu sé 01GTKT0/001 Chon ky hiéu AA/18E
Trang thai --Trang thai-- S6 héa don
Tir ngay HD Dén ngay HD
Tén khach hang Ma s6 thué
Mi khach hang Kiéu héa don Tt ca-

Bude 1: Tt man hinh giao dién hé théng kich chon Danh sach hoa don.
Budre 2: Nhap va chon cac ndi dung can tim kiém vao cac trudng twong tmg nhu:
«  Miusb
. Ky hi¢u
. Trang thai hoa don (Hoa don c6 5 trang thai: Héa don mdi tao, héa don da phat hanh,
hoa don di khai thué, hoa don bi thay thé, hoa don bi diéu chinh)
«  Séhoadon
. Ngay tao hoa don (Tir ngay — Dén ngay).
Buée 3: Chon “Tim kiém”.
«  Dit liéu thoa mén diéu kién tim kiém s& dugc hién thi ¢ danh sach phia duéi.
«  Néukhéng ton tai dir liéu tim kiém thi khong c6 két qua nao hién thi trén danh sach.

. Phéan trang:



«  MBJi trang s& hién thj 10 hoa don.
. Kich chudt vao sb trang dphia dudi dé nhay dén trang mong mudn (Vi du: kich chudt
vao s6 2 dé nhay dén trang 2).

. Kich chuot vao nat < dé dén trang lién sau cua trang hi¢n tai.

7 A \ /. > A 3R s A r 5 [N .
. Kich chudt vao nut deé dén trang lién trude cua trang hién tai.

4.2 Thém hoa don

Buwéc 1: Tir man hinh Danh sach hoa don kich chon”Taoe méi”. Man hinh Tao méi hda don sé&
dugc hién thi.
Buwdc 2: Nhap cac thong tin tuong tng.
Yéu cau bat budc nhap: Tén hoa don, Ky hiéu, Dia chi don vi, Tén khach hang, Hinh thirc
thanh toan, Danh sach cac san pham.
Tén hoa don duoc hé thong 1ay tir tén mic dinh hoa don ctia mau dang ky da chon. Nguoi
diing c6 thé sira.
M3 s6 thué, Pon vi, Dia chi s€ dugc hé théng léy tir thong tin don vi. Trong d6 Ma $6 thué,
va Pon vi NSD khong dugc stra. NSD co thé sira Dja chi.
Mau s6 duoc léy tr mau sb da chon tur trang Danh muc héa don, NSD khong dugc stra.
Tén khach hang séduoc hé thdng goi ¥ (cac khach hang trong héthdng c6 tén chira chudi
khach hang nhap vao). Khi NSD chon mét khach hang ma hé théng goi ¥ thi cac thong tin vé
khach hang nhu Mi sé thué, Dia chi, S6 dién thoai, Ma khach hang s& duoc héthdng tu 1dy
tir thong tin khach hang. NSD c6 thé sira cac thong tin nay.
Nhép danh sach dich vy, hang hoa: Khi NSD nhép vao tén hang hoa, dich vu sé duoc hé
thong goi y (Cac hang héa, dich vu trong hé thdng co tén chira chudi khach hang nhap).
Néu NSD chon 1 hang hoa, dich vu duoc goi ¥ thi hé thong tu 13y ra cac thong tin nhu: Don
vi tinh, S& luong, Pon gia.
Tuy theo tirng mau c6 nhitng dic trung nhu chiét khdu. Vi du: Dong 1 tén hang hoa ,san
pham 1a phan mém viét nhu cac mau hoa don khac.
tuy nhién dong sb 2 chi nhap 2 trudng :
1 - trudng tén hang hoa dich vu: Ghi 1 chiét khiu theo % theo... ngdy....
2 — truong thanh tién ghi rd s6 tién chiét khau

Sau d6 danh dau tich vao 6 bén cot chiét khau.



Xéa 6
elete) S om vi ti oy
ooz L Tén hang héa, dich vu I k)

x

X X X X X xX %X x x

Téng tién dich vu (Tot

Thué GTGT (VAT Rate Tién thué GTGT (VAT An

Téng céng tién thanh toan (Amount,

S6 tién viét bang chir (Amount ) Mudi bén triéu mét trdm chin muoi nghin déng

Xoa hang hoa, dich vu: Chon 1 hang hoa, dich vu trén danh sach, sau dé kich chudt vao

trén dong tuong tng. Hang hoda, dich vu d6 sé dugc xo6a khoi danh séach.

Thanh tién s& dugc hé théng tu tinh tor Pon gia va Sé lugng.

Pon gia

Hé théng s€ tu tinh Téng tién dich vu, va tur Téng tién dich vu va Tién thué GTGT hé théng

s& tur tinh Tong cong tién thanh toan.

Heé théng cling ty dong doc s6 tién ra chir.

Burée 3: Kich chon Tao méi dé thém méi hoa don véi cac thong tin nhu da nhap. Kich chon

Quay lai dé tro vé trang Danh sach héa don.

4.3 Stra thong tin hoa don

Chu y:Chi dugc stra thong tin ciia héa don khi hoa don vira tao 1ap, hoa don da phat hanh thi

khong duogc phép sua.

Buwdc 1: Chon 1 thong bao phat hanh trén danh sach ¢ trang Danh sach hoa don. Kich chudt

vao < trén dong twong ing. Man hinh Stra thong tin héa don s& hién thi.

Bude 2: NSD c6 thé stra tat ca cac thong tin vé hoéa don trir Tén hoa don, M3 sb thué don vi,

Pon vi, Mau s0.

Céc yéu cau nhap va cac dir liéu bit budc nhap gibng nhu phan Thém méi hoéa don.

Buére 3: Kich chon Luu dé luu lai cac thong tin cua héa don da duogc stra ddi.

Kich chon Quay lai dé tr¢ vé trang Danh sach héa don.

4.4 Xo6a hoa don

Chu y: Chi duogc x06a cac hoa don méi tao chua phat hanh.



Buwéce 1: Chon 1 hoa don trén danh séch ¢ trangDanh sach hoa don. Kich chudt vao * trén
dong twong tng. Khi d6 hé thong s&hién thi ctra s6 yéu cau NSD xé4c nhén viéc x6a hoa don.

r
|
|
|

Ban muon xéa dir¥ liéu nay ?

D liéu sé ko thé khéi phu au khi xéa

Budce 2:
Nhin nut Xéa néu thuc sy mudn x6a hoa don nay.
Nhét nut Hiay dé bo qua viéc x6a héa don va quay lai trang “Danh sach héa don”
Néu x6a thanh cong thi héa don d6 sé& bi x6a khoi hé thong. Hé théng dua ra thong bao “Xéa
thanh cong.”

Néu gap 16i trong qué trinh x6a hé théng s& dwa ra thong bao “Xo6a khong thanh cong.”

4.5 Xem thong tin chi tiét hoa don

Chon 1 héa don trén danh sach ¢ trang Danh sach héa don. Kich chut vaio @ ¢ dong
turong tng. Man hinh Xem théng tin chi tiét héa don s& hién thi.

Néu hoa don hop 18: phan nhan vién giao dich ky s&hién thi hinh anh chir ky ctia don viphat
hanh hoa don, véi khach hang 1a don vikétoan thi phan ngudi ndp tién s& hién thihinh anh
chit ky ciia khach hang. Néu hinh anh chit ky chwa dugc thiét 1ap thi s& hién thihinh anh mic
dinh cua hé théng.

Néu hoa don khong hop 16 hé théng s& dua ra thong bao cho NSD.

4.6 Phat hanh hoa don.



éthe X | § Quan X | M Thénc X H Héth x § Quan x | + - X

o v © ©

& (admin) «

Doi mat khau

Pang xuat

- - P Ph\ b Y . r's

PHAT HANH HOA DON BAO CAO, THOI ™™=
Bdo c4o tinh hinh sir dung hoa do,
bang ké hang hoa,...

D& phat hanh héa don — can tai va cai dat phan mém chit ky s

# (Cong cu ky s6 truc tuyén

Trong danh sach quan 1y hoa don. Dé phat hanh hoa don, nguoi dung tich chon hoa don can
phat hanh (c6 thé chon 1 hodc nhiéu hoa don), chon “PHAT HANH HOA BPON” dé phat

+ Phat hanh héa don

hanh hoa don.



Cua s6 chon chit ky so hién Ién

T0/001

nua Thong tin khach hang

M&/MST: 0106713843
Tén: CONG TY TNHH CO

?Xem hoéa don: %

Ky hiéu
ben ngay HD
Windows Security X
i i thué
Danh sach chiing thu
Chon chiing thu dé ky s6
Thinkpad @DESKTOP-MAS5AHM
Issuer: Thinkpad
Valid From: 03/10/2018 to 09/09/2118
Click here to view certificate properties
More choices oL
0/2018
OK Cancel

An More choices dé tim chit ky s6 ding ciia Doanh nghiép =>> Bim Ok

4.7 Upload dir li€éu hoa don

Vao man hinh upload héa don

Chon “Upload”

Chon “Mau s8”, “Ky hiéu”, File upload”

AA/18E

Tong tién

3,000,000

Trang thai

M&i tao 13}



Chon “Upload dir liéu”

X, UPLOAD DU LIEU HOA DON

Chon file .zip cua file .xml hodc .xIs Upload Ién hé théng, dung lrong file khdng

vurot qua 100MB!

Ky Cw(yc (a) 8 v 2018 v
Mau sé (%) --Chon m&u s6--
Ky hiéu (%) --Chon ky hiéu--

Chon file (%) Nhan chuot vao day de dinh kem file

4.8 Bién ban dién tir
Trong muc Danh sdach hoa don lya chon muc Bién bdn dién tir

Dé tim kiém bién ban dién tir d3 co trén hé thong nhap cac thong tin

Miu sé 01GTKT0/001 Ky hiéu --Chon ky hiéu--

S6 HD 0

Chon tim kiém dé tra ctru bién ban dién tir cua hoa don

Lva chon Tao moi de tao mdi mot bi€n ban cho mot hoa don bat ky.

Tim kiém hoa don can xi ly

Mau so (Pattern): (*) 01GTKT0/001
Ky hiéu (Serial): (*) -Chon ky hiéu--
$6 héa don (No.): (*) 0
Loai bién ban: (%) Bién ban thu héi(Thay thé)

Chon théng tin dé tim kiém héa don cin thém bd sung bién ban chui ¥ muc
Loai Bién Bdn sau do chon Ldp Bién Bdn.

Man hinh 1ap bién ban

Q



BIEN BAN THU HOI HOA DON DA LAP

$6 bién ban (*)

Pon vi mua
Ma s6 thué
Mail khach hang (") yendth1985@gmail.com
Dia chi
(Thay thé cho héa don dién tir s6 0000005, mdu s 01GTKT0/001, ky hiéu AA/18E)
Mau s6 héa don thay thé 01GTKT0/001 Ky hiéu héa don thay thé AAMSE $6 héa don thay thé 0000006
LY DO THU HOI ()

Dién day du thong tin trén bién ban sau d6 chon Ldp bién bdn dé luu trix.

5.XU LY HOA PON

5.1 Thay thé héa don

- Dé thay thé héa don, ngudi dung chon danh muc “Quan 1y héa don” => “Danh sach hoa

don” trong muc danh sadch héa don => tai ¢t Thao tac

Ngwoixuat  Xem  Thao tac Xéa bo
admin @ - v
Thay thé

Diéu chinh tang
admin @ .
Dieu chinh giam

Diéu chinh thdng tin

- Click chon héa don can thao tac =>> bam nut ' Sau d6 chon thao tac xtr Iy véi hoa don

vira chon.

- Chon théng tin dé tim kiém hoa don thay thé. Sau d6 dién thong tin can thay thé cho hoa don,

chon “Bién ban thu hdi” dé 1ap bién ban thu hdi hoéa don.



Lép bién thu hdi héa don

BIEN BAN THU HOI HOA DON DA LAP

$6 bién ban (*)
Don vi mua CONG TY CO PHAN PHAT TRIEN GIAI PHAP VA CONG NGHE THONG TIN VIET NAM
Ma s6 thué 0106769959

Mail khach hang (%)
Dia chi

(Thay thé cho hoa don dién ti s 0000001, mau sé 01GTKT0/003, ky hiéu AG/18E)
Mau s6 héa don thay thé

Ky hiéu héa don thay thé $6 héa don thay thé 0000000

LY DO THU HOI (%)

+ Lipbignban I [GTENE

Chon thong tin dé tim kiém hoa don thay thé. Sau d6 dién thong tin can thay thé cho héa don,
chon “Thay thé héa don” dé thay thé hoa don.

Hoéa don gia tri gia tang

M3 s6 thué 0/1/0/6/7/13|8/0/4 Miu sé 01GTKT0/003
Tén don vi CONG TY CO PHAN DICH VU T-VAN HILO
Dia chi S6 18 Doan Tran Nghiép, Phudng Bui Thi Xuan, Quan Hai Ba Trung, Ha NGi
Dién thoai 1900292962 FAX
Ma khach hang
Ho tén ngwoi mua
Tén don vi mua CONG TY CO PHAN PHAT TRIEN GIAI PHAP VA CONG NGHE THONG TIN VIET NAM
M3 s6 thué 0106769959
Pia chi Sé nha 42, t6 dan phd Ngang, Phudng Dai M8, Quan Nam Tir Liém, Ha Néi
Mail khach hang S6 tai khodn
Hinh thire thanh toan (*) Thanh toan chuyén khoan
Bién ban dinh kém Nhan chudt vao ddy dé dinh kém bién ban (doc
( Thay thé cho héa don dién tr s6 0000001, mau s6 01GTKT0/003, ky hiéu AG/18E)
Khéng
Bonvitinh S8 lvong Thanh tién tinh
Xoéa STT Tén hang héa, dich vu (Unit) (Quantity)  Don gia (Price) (Amount) VND tién
x 1 Chiéc 30 30,000,000 900,000,000
x 2
x 3
Téng tién dich vu (Total) SO 0000n0
Thué GTGT (VAT Rate) 10% M Tién thué GTGT (VAT Amount) 90,000,000
990,000,000

$6 tién viét bang chi¥ (Amount in word)

Téng cong tién thanh toan (Amount)

Chin tram chin muoi triéu déng

Thay thé héa don.

5.2 Danh sach hoéa don thay thé
Danh sach hoa don huy, nguoi dung chon danh muc “Xt Iy héa don -> Héa don thay thé”.

Ngudi ding dién thong tin dé tim kiém hoa don thay thé.



Mdu so MGTKTO/M001 v Ky higu AANTE

Tir ngay HD i Pén ngay HD
Tén khach hang $6 héa don
Ma s6 thué M& khdch hang

Danh sach hoa don didu chinh, thay thé

Héa don bi thay thé Héa don thay thé

stt Méu s Ky higu 56 (Noj Chi tiét Ghi chu Mau 56 Ky higu 6 {No) Chi tiét Ghi chd

Danh séach héa don bi thay thé.

5.3 Diéu chinh héa don.

Dé lap diéu chinh hoa don, ngudi ding chon danh muc “Diéu chinh héa don”

bién thong tin dé tim kiém hoa don can di€u chinh.
Lép héa don Giéu chinh

Tim kiém hoa don can diéu chinh

Mau s0 (Pattem): ()~ ~Chon mu s6-
Ky hiéu (Serial): ()~ ~Chonky hu-
§0héa don (No.): /)

Kiéu diéu chinh (Adjusttype.): () Héa don déu chinhting

Tim kiém hoa don diéu chinh.

Sau d6 dién thong tin can diéu chinh, chon “Piéu chinh” dé luu lai thong tin.

Van ban

(]



Ma khach hang

Ho tén ngwoi mua hang

Tén don vi mua CONG TY CO PHAN PHAT TRIEN GIAI PHAP VA CONG NGHE THONG TIN VIET NAM
Mi s thué 0106769959 Dia chi mail
Bia chi S6 nha 42, t dan phé Ngang, Phuong Dai M8, Quan Nam Tir Liém, Ha Noi

Hinh thire thanh toan (*) Thanh toén tién mat

Bién ban dinh kém Nhén ct déy dé dinh kém bién ban (do
(Hé6a don diéu chinh ting cho héa don dién tir s6 0000001, miu sé 01GTKT0/001, ky hiéu AA/18E)
Khong
Ponvitinh  $6 lwong Thanh tién tinh
Xéa STT Tén hang héa, dich vy (Unit) (Quantity)  Don gia (Price) (Amount) VN tién
x 1 may tinh dell Cai 1 20,000,000 20,000,000
Téng tién dich vu (Total) ZDELICD
Thué GTGT (VAT Rate) 10% v Tién thué GTGT (VAT Amount) 2,000,000
Téng cong tién thanh toan (Amount) 22,000,000
$6 tién viét bang chi¥ (Amount in word) Hai muoi hai triéu déng
. A ” A . ,
Diéu chinh thong tin hoa don.
r r . }\ 4
5.4 Danh sach hoa don diéu chinh
. N
X ’ , <A ! o1 v 17 1 2 ’
bé xem danh sach hoa don di€u chinh, ngudi dung chon danh muc “Xu ly héa don -> Hoéa
A 9 ’9
don diéu chinh”.
gchd > Danhsichhoadon > Danh séch hoa don diéu chinh
Tim kiém héa don v)(&
Miuss  O1GTKTOOO! Kihigu  AWIGE
Tir ngay HD Dén ngay HD
Tén khich hing $0 hoa don
Ma 50 thué Ma khch hing
/A Danh séch héa don diéu chinh, thay thé
Hda don bi diéu chinh Héa don diéu chinh
st Mau s Ky hiéu §6(No) Chi tiét Ghi chi Mau s Ky hiéu §6 (No) Chi iét Ghi chi Van ban
1 01GTKT0/001 AAIMBE 0000001 ® B 01GTKT0/001 AN1SE 0000002 ® B '
<1

Danh sdach héa don diéu chinh.



5.5 Xéa bo hoa don.

Hiy hoa don

QUAN LY HUY HOA DON (KHONG THAY THE, SUA £0I)

Mausé  01GTKTO/001 Ky higu Ky hiéu--
Trangthdi  -Trang théi- $6 héa don
Tir ngay HD dd/mm/yyyy Dén ngay HD dd/mm/yyyy
Tén khich hing | | M 56 thué
Mi khch hang Kiéuhéadon  _Titci-
[ Qs
ST Mdusd Kyhigu SO Tén khach hang Ma khch hang Ngudi PH NgayHD  Trang thai Chitiét  Chon
1 01GTKT0001  AAM8E 0000002 CONG TY CO PHAN PHAT TRIEN GIAI PHAP VA CONG NGHE THONG TIN VIET NAM admin 09/08/2018  Héa don phét ®
hanh
2 01GTKTO01 ~AAMBE 0000001 CONG TY CO PHAN PHAT TRIEN GIAI PHAP VA CONG NGHE THONG TIN VIET NAM admin 09/08/2018  Hda don phét ®
hanh

Muc dich: Muc x6a bo héa don chi c6 tic dung v6i nhitng hoa don di ky sb nhung chua
chuyén dén tay khach hang, hoa don khach hang di xem can c6 bién ban thu hoi. ..

Lap bao cdo huy hoa don.

be lap bao céo

Hiy hda don

A QUANLY HUY HOA BON

STT Phwong phap hiy

1

huy héa don, ngudi dung chon danh muc “Xur ly héa don Lap bdo cao huy”.

Ngui l3p biéu
Tie ngay ddimmiyyyy
Dén ngiy ddimmiyyyy
+ Taomii
Gig Ngdy Ngudi lgp biéu Chi et
X6a b 10605 08041915 Nguyén Van A ®
Phit
X0aBo 16 6io 54 0810912018 Nguyén Van A ®
Pht

Chon Tgo mdoi



- Sau d6 dién thong tin hop 1y, chon”’LUU” dé tao bao cdo hity hoa don.

Huy héa don
Théng béo hiy héa don
Tén 6 chirc ca nhan: CONG TY CO PHAN DICH VU T-VAN HILO
M3 s6 thué: 0106713804
Dia chi: S8 18 Doan Trén Nghiép, Phudng Bi Thi Xuan, Quan Hai Ba Trung, Ha N6i
Phwong phap hy: ()
Théi gian hiy: 17 |Gio 46 | Phit Ngay huy 09/08/2018
Ngay I3p biéu: 09/08/2018 Nguwoi 1ap biéu: (%)

Ngwoi dai dién theo phap luat: (%)
Danh sach héa don huy (*)

Loai héa don Mau sb Ky hiéu T sd Dén sb $6 lwong Sira Xéa

Buu 4 Quay lai

6 CHUYEN DOI HOA DON

bé chuyén doi hoa don, nguodi dung vao danh muc “Chuyén doi”

Chuyén ddi héa don

Tim kiém héa don v)(2)(=
Mau s6 01GTKT0/003 Ky hiéu Ky hiéu--

Trang thai ~-Trang thai chuyén d6i-- $6 héa don

Tir ngay HD Dén ngay HD

Ma khach hang Tén khach hang

A DANH SACH HOA PON

STT  Mdusd Ky hiéu sé Tén khach hang Ngay xudt Trang théi Chon

10 v £ Chuyén ddi héa don

Trong danh sach quan Iy héa don chuyén dbi. Nguoi dung chon héa don can chuyén doi, sau
d6 chon “CHUYEN DOI HOA DON”

sau d6 chon Chuyén déi

Ngwoi mua hang (Buyer) Ngwdi ban hang (Seller)

S&ure Valid

¢ Close & Chuyén ddi



7 BAO CAO, THONG KE
7.1 Bao cao tinh hinh str dung HDDT

Muc dich: Tao bao cdo vé tinh hinh sir dung héa don theo quy cua don vi.
Bwéc 1: Tir man hinh giao dién hé théng kich chon Théng ké=>Tinh hinh sir dung HD.

Buwéc 2: Chon quy va nam lép bao céo.

Tinh hinh si dung héa don
EBKY LAP BAO CAO

Quy: 3 Nam: 2018

Bwéc 3: Kich chon Bao cao nhanh hé théng sé tu dong léy bao cao tinh hinh str dung héa don
va hién thj ra.
Buéic 4: Chon Quay lai dé thoat khoi man hinh xem bao co va quay lai trang Chon ky 1ap

bao cao.

& Xuét file XLS & Xuét file XML 4 Quay lai

Buwée 5: Chon “In bao cao”, hop thoai sé xuat hién deé lwa chon in bao cao
Y 9 'y ° . Y 'y

Budic 6: Chon “Xuit file XLS” dé tai vé bao cao dang Excel.

7.2 Bang ké hoa don hang thang
Muc dich: Théng ké tinh hinh sir dung hoéa don trong timg thang.
Buwéc 1: Tir man hinh giao dién hé théng, chon THONG KE ->Béng ké héa don hang thang

&5 BANG KE HOA DON, CHIPNG TU HANG HOA, DICH VU BAN RA

Q

THANG: 01 NAM: 2018

Buwdc 2: Chon thang va nam bao cdo.
Budie 3: Kich chon “Bao c40” hé thdng s& tyr dong tong hop ra bang ké hoa don, hang hoa

theo thang, nam dugc chon.



CONG TY CO PHAN PHAT TRIEN
4 AG/18E 0000001 09/08/2018 GIAI PHAP VA CONG NGHE 0106769959
THONG TIN VIET NAM

CONG TY CO PHAN PHAT TRIEN
5 AG/18E 0000002 09/08/2018 GIAI PHAP VA CONG NGHE 0106769959
THONG TIN VIET NAM

Téng Céng

Téng doanh thu hang hoa, dich vu ban ra trwére thué (%): 450,000,000

Téng doanh thu hang hoa, dich vu ban ra chiu thué GTGT (*): 450,000,000

Téng sé thué GTGT cua hang hoa, dich vu ban ra(**): 44,000,000

T6i cam doan sé liéu khai trén la dung va chiu trach nhiém treéc phap luét vé nhitng sb liéu da khai/

NHAN VIEN DAI LY THUE

Ho va tén
Chirng chi hanh nghé sé DAI DIEN
Ky, ghir
Ghi cha:

(*) Téng doanh thu hang héa, dich vu ban ra chiu thué GTGT la tng cdng sé liéu tai cét 6 ciia dong tong clia cac

(**) Téng s6 thué GTGT cuia hang héa, dich vu ban ra la tdng cng s6 liéu tai cét 7 ciia dong tdng cuia cac chi tiéu

4 Quay lai & Xuét file XLS & Xuét file XML

Ngudi ding c6 thé in bao cdo, tai bao cao dudi dang Excel, XML bang cach kich vao “In

b4o c40”, “Xuit file XLS”, “Xuit file XML”.

7.3 Bao cao chi tiét ban hang

&5 CHI TIET BAN HANG

Q

THANG: 01 NAM: 2018

Muc dich: Théng ké tinh hinh st dung hoa don trong ting thang.
Chon menu “Béo céo chi tiét”.
Nhap cac diéu kién tim kiém dé loc danh sach hoa don can béo céo.
Chon “Béo cao”.

24 0106769959 09/08/2018 01GTKT0/003 AG/18E 0000002 Phat may tinh dell Céai  20.000 20,000,000 400,000,000 0% 00 400,000,000
hanh

25 0106769959 09/08/2018 01GTKT0/003 AG/18E 0000002 Phat Chiét khau ban hang 5% 0.000 00 20,000,000 0% 00 20,000,000
hanh

Tai man hinh két qua tim ki€ém, chon “In bao c4do” dé in hodc xuat excel bang cach chon

“Xuét file XLS”.



7.4 Bao cao xo0a bo hoa don

Béo cao hiy hoa don

£ BAO CAO HUY HOA BON
Tir ngay Dén ngay
Ngwoi hiy
Chi tim kiém df liéu trong vong 01 thang(30 ngay)
STT  Mauso Ky hiéu §0 hoa don NgdyPH  Tongtién  Thong tin khach hang Ngudi thee hién — Ngay thuc hién

4 Quay lai & Xuét file XLS

Muc dich: Théng ké s luong hoa don x6a bo
Chon menu “Bao cao x6a bo hoa don”.
Nhap cac diéu kién tim kiém dé loc danh sach hoa don can béo céo.
Chon “Tim kiém”.

Tai danh sach két qua tim kiém, dé xuit excel béng cach chon “Xuit file XLS”.

7.5 BAo cdo sira d6i héa don

B4o céo sira ddi héa don
& BAO CAO SIA DOI HOA DON

Tl ngay Dén ngay

Nguwoi thure hién

Chitim kiém diF liéu trong vong 01 thang(30 ngay)

Thong tin
Ky higu HD S6 HD khach Nguoi thuc
STT  MauHDcii KyhiguHDcii SOHDci Ngayky  Tongtien MauHDmoi  méi moi Ngayky  Tongtién  hang hién Ngay thirc hién

CTGTETICI L. Xuét file XLS

Muc dich: Théng ké sb luong hoa don duoc sira d6i
Chon menu “Béo céo sira d6i hoa don”.
Nhép cac diéu kién tim kiém dé loc danh sach héa don can bao clo.
Chon “Tim kiém”.

Tai danh sach két qua tim kiém, dé xuat excel béng cach chon “Xuit file XLS”.



7.6 Bao cdo thay thé héa don

Bao cdo thay the hoa don

E3BAO CAO THAY THE HOA BON

Tir ngay Den ngay
Nguoi thue hign

Chi tim kiém f liéu trong vong 01 thng(30 nay)

Thong tin Ngay thurc
ST Mauci  Kjhiéuci  SOHDci  NgayPH  Tongtin  Maumoi  Kyhigumoi SOHDmoi NgdyPH  Tongtién  khichhang  Nguoithuchién  hién

UM & Xust fie XLS

Muc dich: Théng ké sb luong hoa don duoc thay thé
Chon menu “Béo c4o thay thé hoa don”.
Nhép cac diéu kién tim kiém dé loc danh sach héa don can bao clo.
Chon “Tim kiém”.

Tai danh sach két qua tim kiém, dé xuét excel béng cach chon “Xuit file XLS”.



