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1, Nhu cau phat sinh

Doanh nghiép khi ban sa&n phdm hang hoéa hoac dich vu, ... can thyc hién xuat héa don cho
khach hang

2, Cac cong viéc can thwe hién trude

Viéc 1ap héa don chi dién ra dwoc khi

Doanh nghiép da chon dwoc hda don mau
Doanh nghiép thwc hién phat hanh héa don 1én co quan Thué va duoc co quan
Thué chap nhan

DPéi v&i cac doanh nghiép da dung héa don, viéc 1ap méi chi dién ra duwoc khi sé héa
don phat hanh 1&n co quan thué van chwa st dung hét.

Viéc |ap héa don sé cé 2 dbi twong cd kha thyc hién

toan vién sé thyc hién viéc lwu tam hoac trinh ky

Ké toan trwdng
Ké toan vién
Déi voi viec ky va phat hanh héa don sé danh cho vai trd “Ké toan trwdng” thuc hién, ké

3, Quy trinh thwc hién

TAO VA PHAT HANH HOA DO'N GOC

Buwére thuwce hién

B1: Truy cdp vao chirc
nang

Nguwoi thue hién

K& todn trirdmg/KE todn vién

B2: Nhap théng tin bén
mua hang

K& todn triréng/KE todn vién

B3: Nhap théng tin hang
héa va dich vu

y

KE todn tridng/KE toan vién

B4: Lwu lai théng tin héa
don

K& todn trirdng/KE todn vién

B5: Ky so va phat hanh
héa don

KE& todn trudng

¥
B6: Giri hoa don cho

bé&n mua hang

K& toan trirdng/KE todn vién
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4, Hwéng dan chi tiét

4.1, Vao chrc nang lap hoa don

Cach 1: Ttr man hinh danh sach
e Man hinh thé hién
|lj Hoadon & Xtlyhsadon = Danhmuc €% Baocdo

L. 19006134 - 19002105 KT?.

Hoa don [B Xuét Excel H [ Xuét Excel Nang Cao ‘ I £¥ C4u hinh hién th I + Tao hoa don ’
| Danh sach héa don 2 |
L4
Trang thai Lap mdi héa don Chon ky hiéu v Théng tin tim kiém
Loai hda don Nhap Excel Bén ‘ Q
o 3
o Lap hoa don thay thé — s .
STT Ky hiéu ¥i mua Mi 56 thue < Tong tién © LoaiHD < Trang thai < Hanl
Lap hoa don diéu chinh . .
i |[oGEg et 0102519041 14.822 11| Héa don aée M tao ® @
Chuyén di hoa don
Hoa don ti¥ hé thdng khac
Trong dé

e Buwdc (1): Chon menu Hoa don

e Budc (2): Vao phan “Danh sach héa don”

e Buoc (3): Chon chirc nang “Tao héa don”
Cach 2: Tr menu

e Man hinh thé hién

VIN HOADONB E Héadon £ X&lyhéadon 3= Danhmuc

WA DR B 1L o ="
= Hoa don
Danh sach hoéa don
v
Trang thai Lap méi hoa don 2
Loai hoa don Nhap Excel
o )
i Lap hoa don thay thé
STT Ky hiéu ¥i mua
ap ho f :;‘ chint
1 02GTTT Lap héa don diéu chinh
Chuyén ddi hoa don
Héa don tir hé thdng khac
Trong do

e Budc (1): Chon menu Hoéa don
e Budc (2): Vao phan “Lap méi héa don”

4.2, Nhap cac théng tin hdéa don

Man hinh thwc hién lap méi héa don bao gdm cac bwdc nhu sau:
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B Hoadon & Xtlyhoadon 3= Danhmuc @ Béo cdo t_ 19006134 - 19002105 m.

Tao méi héa don

TEST CONG TY 2

M&u s6: 02GTTT0/001

Hoa don ban hang o

3 [+]
Tén ngudi mua
"
M 56 thué M3 56 thus Q | 86 dién thoai

chl

Téndonwvi™

Phwong thirc Tign mat ' 4 Tién t& VND - Viét Nam £~
T
Ghi cha

{

STT KM Loai Hang héa Bonvi S6 lwong Bon gia TT Thanh toan

1 Hanghsa | 6 | |7‘ 5 o(m)
2 Hanghéa a 0 .\"ﬁ )
3 Hanghéa ~ 0 'ﬁ'
4 Hang héa - 0 | ﬁu
5 Hanghéa 0 .\'ﬁ )

Chiét khau thirong mai
Thanh tién
Téng thanh tién
Téng tién chiét khdu
Téng fign thanh toan
Téng tién bang chik

= Can nhap du th
= Hoa don ph

g tin ngu&i mual
4 ng tin hang héa hop 18!

| Q Xem truéc H ® Trovlai | 8

Céc théng tin nhap can lwu ly

Thong tin (1): Ngay lap - Ngay lap va sé héa don cé quan hé véi nhau la cung ting
dan to nhé dén lon
Thong tin (2): Bén ban hang - Doanh nghiép phat hanh héa don, day |a thong tin ciu
hinh cta hé théng, dbéi véi cac doanh nghiép muén thay déi théng tin phai dwoc sy
ddng y clia co quan thué va thuwe hién quy trinh thay déi théng tin dung theo quy dinh
ctia nha cung cap
Thong tin (3): Bén mua hang - C6 thé 1a ca nhan hodc don vi cé ma sb thué, cho nén
viéc lap sé tuy theo
Théng tin (4): Phwong thirc thanh toan - Déi véi cac hda don > 20 triéu thi viéc lap
héa don can thuc hién theo phwong thirc “Chuyén khoan” hodc “Tién mat/Chuyén
khoan”
Thong tin (5-6): Hang hda - Nhap céac loai hang héa vao day, cé thé 1a hang hoa
hoéc dich vu, khuyén mai, ...

o O day c6 thé thém hang héa vao danh muc béng cach nhan vao nut (+)
Chirc nang (7): Tai bang ké dang excel 1&n - Tién ich bd sung cho cac
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e Chirc nang (8): X ly héa don - La tap danh sach cac chirc ndng hé tro ngudi dung
xt ly héa don

o Lwu tam: Chirc nang cho phép lwvu hoa don dé xi ly sau

o Trinh ky: Chirc nang danh cho ké toan vién can ké toan trwdng ky va phat
hanh héa don

o Ky: Chirc ndng danh cho vai trd ké toan trwéng, thwc hién phat hanh hoa
don cho khach hang

o Xem trwéc: Chirc ndng cho phép xem trudc hda don trwde khi ky sb va phat
hanh héa don cho khach hang

o Tré& lai: Chirc nang tré lai trwdc khi 1ap hda don ma khéng Iwu lai cac dir liéu
da nhap

4.3, Ké toan trwdng: ky va phat hanh héa don

Ké toan trudng thuc hién ky sé bang cach
e Cam USB Token chtra chirng thw sé doanh nghiép

e % Nhén vao nut “Ky”
e Nhap ma PIN ctia USB token dé ky sb

Verify User PIN =

a Now need verfy your User PIN:

User PIN:

| Enable soft keyboard

Login Cancel

e Thyc hién gri email cho khach hang
(Lwu y: Trwong hop chwa cai hodc déng ky chir ky sé 1am theo hwéng dan & tai liéu thiét 1ap
chi ky s6)

4.4, Ké toan vién: Lwu tam hodc trinh Y

e Biéu twong dé lwu nhap héa don (cé thé dé cap trén duyét ky hodc lwu dé kiém tra
lai xuat sau)
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# Trinh ky

e Biéu trwong dbi vdi ké toan vién khdng cé quyén ky trinh ky cho ké toan truéng phé
duyét va ky héa don

5, Caclwuy

Déi v&i doanh nghiép c6 1 dai hda don:

e Chon chirc nang lap héa don (phan 4.1) thi s& vao man hinh [ap & phan 4.2 ludn
Déi v&i doanh nghiép cé 2 dai héa don tré 1én:

e Chon chirc nang “Lap héa don” thi s&€ qua man hinh chon dai héa don

Tao héa don mai

Héa don miu *

Chon méu

01GTKT0/001 - AB/M9E (7 - 100)
01GTKTO0/001 - BC/M9E (10 - 10)
02GTTT0/001 - XX/19E (13- 100)
01GTKTO/001 - AV/12E (501 - 700)
01GTKTO0/001 - AT/19E (20 - 20)

03XKNB0/001 - TT/18E (4 - 100)

Lwu y: Hé thong sé bao do
e Néu thiéu thong tin bén mua
e Néu hoa don co gia tri trén 20 triéu (bat budc phai chon "Chuyén khoan" ho&c "Tién
mat/Chuyén khoan"
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