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S Ké todn tai chinh va Ngdn sdch xa
LOI NOI PAU

Hach todn ké todn la bé phdn cdu thanh quan trong ciia hé qudn 1y kinh té, tai chinh, cé
vai tro tich cye trong quadn 1y, diéu hanh va kiém sodt hoat déng tai chinh. Cing véi sw phdt
trién va doi méi cia nén kinh té, hé thong ké todn Nha nwéce ciing da khong ngirng dwoc hoan
thién va phdt trién, gop phan tich cuc vao viéc tang cuong va ndng cao chdt lwong quan ly tai
chinh quoc gia. Bén canh Ludt NSNN va hé thong vén ban quy pham phdp ludt hwdng dan cong
tdc quan 1y tai chinh - ngan sdch xa, dé qui dinh va hudng dan dong bo véi cdc van ban phdp
Iy trong linh vuc ngan sdch va tai chinh xa va Ludt Ké todn, B6 Tai chinh da ban hanh Théng
tw 70/2019/TT-BTC ngay 03/10/2019 vé Ché do ké todn ngan sdch va tai chinh xa thay thé
Ché d¢ ké todn ngan sdch va tai chinh xa ban hanh theo Quyét dinh 56 94/2005/QP-BTC ngay
12/12/2005.

Véi chire nang ciia minh 1a quan 1y, trién khai cdc iing dung Tin hoc trong nganh Tai chinh,
ngay tw khi moi thanh ldp Ban quan ly & ung dung Tin hoc - Bo Tai chinh nay la Cuc Tin hoc
va Thong ké Tai chinh da t6 chire xdy dung dw dn va tién hanh trién khai nhiéu iing dung Tin

hoc trong nganh nhu Tin hoc héa cong tdc ké todn Kho bac, cong tdc Ngan sdch, cong tdc Thué,

Y thire dwoc tam quan trong cua viéc xay dung hé thong tin ké todn hop nhat, dong bé giita
cdc cdp ngdn sdch tir trung wong dén dia phwong, ngay tir khi xdy dung ché dé ngan sdch xd,
Cuc Tin hoc va Th(fng ké tai chinh da phé'i hop voi Vu Ché dé ké todn va kiém todn - BY Tai

chinh dé xdy dung chwong trinh phan mém Ké todn ngan sdch va tai chinh xd.

Cuc Tin hoc va Thong ké tai chinh tiép tuc tién hanh ndng cdp, hoan thién phién ban
KTXA 12.0.5.0 trén nén tang cong nghé mdi, ¢é nhiéu tién ich, an toan va ddp vmg ché dé ké
todn méi do Bé Tai chinh ban hanh, ddp vmg day di cdc yéu cau nghiép vu méi phdt sinh véi
mong muon dia chwong trinh t&i nguoi sir dung trong thoi gian sém nhat, dam bao khong cé
sw gidn doan sw dung chwong trinh khi co sy thay déi vé ché do méi ban hanh.

Chiing t0i rat mong nhdn duwoc cdc ¥ kién dong gép cho viéc hoan thién chuwong trinh dé
g0p phdn vao céng tdc quan 1y tai chinh - ngan sdch ciia cdp ngdn sdch xa, phwong, thi trin

ngay cang dat hiéu qud cao.
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TBUNLTEN 7 Ké todn tai chinh va Ngan sdch xda
1. TONG QUAN
1.1. SOLUOC VE TAI LIEU

Cuon tai liéu gom cic phan:

Phin 1: Tong quan

Phan nay tap trung gidi thidu vé ciu tric cla tai liéu, cach doc tai liéu sao cho ¢
hi€u qua nhat, pham vi cua tai liéu va Bang dinh nghia viét tat cia cdc cum tir ma tai
liéu s€ dung.

Phin 2: Cai dit phan mém Ké toin KTXA

Phén ndy gi6i thiéu vé cdc van dé lién quan dén cai dit chuong trinh nhu: Yéu cau
t6i thiéu vé cAu hinh phan ctng dé dap tmg dugc qud trinh van hanh ciia chuwong trinh,
céac budc tién hanh cai dat chuong trinh, cach go boé chuong trinh, cach nang cap chuong
trinh

Phin 3: Gi6i thiéu giao dién chung ctia chuong trinh

Phén nay gidi thiéu céch thiét 1ap két ndi trong trudng hop méi cai chuong trinh,
gidi thiéu mot c4ch tong quat giao dién chung, cdc thanh tiéu dé va trang théi ciia chuong
trinh. ..

Phin 4: Hu6ng dan sir dung cic chire ndng chung va cdc phim tit ciia chuong trinh

Phén nay tap s& hudng din vé cdc phim chitc ning trong chuong trinh nhu: Thém
moi, Stra, X0a, In... va cac phim néng dugc tich hop san trong chuong trinh.

Phin 5: Hé thong

Phén nay gidi thidu vé cdc chirc ning lién quan dén hé thong ciia chuong trinh nhu:
Thay d61 mat khau, Quan ly nguoi sit dung, Thay d6i nam lam viéc....

Phén 6: M3 hiéu

Phéan nay gidi thiéu céch thiét 1ap hé thong danh myc phuc vu cho qud trinh cap
nhat va xtt 1y trong chuwong trinh nhu: Danh muc Chuong, Loai khoan, Doi tugng tap
hop....

Phin 7: K¢ todn

Phéan nay gidi thiéu cdch cap nhat va xur 1y cdc chimg tir ké todn phat sinh nhu:
Nhap chung tir ké toén, Nhap dy todn, Nhap sb du, Thanh todn tam ung...

Phin 8: Vit tu hang héa

Phén ndy giéi thiéu c4ch cap nhat cdc chimg tir lién quan dén vat tu hang héa nhu
nhap, xuat, diéu chuyén kho...

Phén 9: Tai san cb dinh

Phéan nay gidi thiéu cach nhap sé du tai san dau ky, cap nhat cdc bién dong ting
gidm tai san c6 dinh, c4ch tinh hao mon, khau hao tai san c6 dinh...

Phin 10: S6 sdch va Bdo cdo Tai chinh

Phan ndy gidi thiéu céch in va tra ctru céc s6 sach va bdo cdo tai chinh ¢ trong
chuong trinh.
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Phén 11: Tién ich

Phan nay gidi thiéu céc tién ich dugc tich hop san vao chuong trinh phuc vu cho
cdng tic tra ciru, quan tri dir liéu dd c¢6 trong chwong trinh. Céc chtic ning xuat dir lidu
ra cac chuong trinh khéc.
1.2. PHAM VI CUA TAI LIEU

Tai liéu nay md ta chi tiét ting chirc nang trong phan mém K¢é todn tai chinh va
Ngén sdch xi. Tai liéu nay s& gitp ngudi sir dung hiéu rd duoc cic chirc ning ciia chuong
trinh dé c6 thé van dung mot cch hiéu qua trong cong tic hach todn ké todn trén chuong
trinh.

1.3. PINH NGHIA VIET TAT

STT Viét tit M6 ta
1 [NSD Nguoi st dung
2 |TK Tai khoan
3 |MLNS Muc luc ngan sach
4 DM Danh muc
5 |QHNS Quan hé ngan siach
6 |DTTH Déi twong tap hop
7 |DPTPN Déi twong phdp nhin
8 |KBNN Kho bac Nha nuoc
9 |HM Hang muc
10 |HD Hop ddng
11 | XDCB Xay dung co ban
12 [NV Nghiép vu
13 |TKNB Tai khoan ngoai bang
14 |CTGS Chtng tir ghi s6

2. CAIPAT PHAN MEM KE TOAN KTXA
2.1. YEU CAU VE HE THONG

Yéu cau Yéu ciu hé théng toi Yéu ciu hé théng khuyén dung
thiéu

Mady tinh Intel Pentium IV Intel Core 13-4130 (téc do 3.4GHz,
2 nhan, 3MB b0 nhé dém)

BO nhé trong | 2GB 4GB

(RAM)

O ciing 1GB dia trong 4GB dia tréng (dé chta céc ban sao
Iuu)

Man hinh D0 phan giai 1024 x 768 | BJ phan giai 1366x768

Hé diéu hanh Windows 7 trd 1én Windows 7/10
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TRUNGTAM el A BO TRO B THUAT Ké todn tai chinh va Ngén sdch xd
Yéu ciu Yéu ciu hé thong toi Yéu ciu hé thong khuyén dung
thiéu
Thiét bi khéc Mady in khd A4 Mady in khd A4
Loa/tai nghe dé xem clip hudng dan
st dung

2.2. HUONG DAN CAI PAT

Tai bd cai tai dia chi: http://tinhocbotaichinh.vn/ muc Tai xu(“')ng.

Trudc khi cai dit luu ¥ nén tit cdc chuong trinh diét virut, tit tuong lira néu cai dat

theo mo6 hinh may chu —mdy tram (clien — server). T
- Buéc 1: Giai nén file cai dit, nhay diip chudt vao biéu tugng ci 'u;:*

Néu gip thong bdo nhu dudi, tirc 12 ban da cdi dit phan méSetup.12042 20191212.exe
su nghiép IMAS hodc phan mém Ké todn tai chinh va Ngén sich xa (phién ban méi)
trong mdy. Khi gip thong bdo nay, hiay chon No, kiém tra phan mém ké todn c6 sin
trong may, thuc hién sao luu dir liéu du phong va thue hién budc nang cép theo hudng
dan tai Muc 2.4. Huéng dan g& boé phan mém:

KETOAN IMAS KTXA

This setup will perform an upgrade of "KETOAN [MAS KTXA",
Do you want to continue?

e[ w

Sau khi thyuc hién sao luu dit lieu dy phong, hoac mudn cai dit mai, ban chon Yes,
chd cho dén khi chuong trinh chay va xuat hién man hinh cai dit thanh phan bo trg C++
Redist 2013 nhu sau:

‘ﬁ Microsoft Visual C++ 2013 Redistributable (x86) - 12.0.305... - >

Microsoft Visual C++ 2013
Redistributable (x86) - 12.0.30501

MICROSOFT SOFTWARE LICENSE TERMS

MICROSOFT VISUAL C++ REDISTRIBUTABLE FOR VISUAL STUDIO
2013

These license terms are an agreement between Microsoft Corporation (or

hacad nn whara wn live ana of ite affiliatac) and wnn Blaaca raad tham

| agree to the license terms and conditions

Install Close

Pénh ddu vao 6 I agree roi nhan Install. Vi mdy da cai dat C++ Redist 2013,
Xuét hién man hinh sau:
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ﬁ Microsoft Visual C++ 2013 Redistributable (x86) - 12.0.305... — X

Microsoft Visual C++ 2013
Redistributable (x86) - 12.0.30501
Modify Setup

Repair Uninstall Close

Chon Close
Microsoft Visual C++ Redist 2013 duoc cai dit dén khi xuat hién théng béo sau:

ﬁ Microsoft Visual C++ 2013 Redistributable (x86) - 12.0.305... — >

Microsoft Visual C++ 2013
Redistributable (x86) - 12.0.30501

Setup Successful

|

Close

Nhéan niit Close, chuong trinh tiép tuc cai dat phﬁn chinh nhu sau:

ﬂ KETOAN IMAS KTHA - InstaliShield Wizard >
Welcome to the InstallShield Wizard for
KETOAN IMAS KTXA

The Installshield{R) Wizard will install KETOAM IMAS KTXA on
your computer, To continue, dick Mext.

WARNIMNG: This program is protected by copyright law and
international treaties.

ns
o
(v

=

Nhén chon Next
Xuét hién man hinh cho phép chon noi cai dat phén mém (mic dinh tai C:\Program
Files (x86)\ v&i Windows 64 bit, C:\Program Files\ vé1i Windows 32 bit).

Dia chi: Phong 204 Toa nha B Tai chinh — 28 Tran Hung Pao — Hoan Kiém — Ha Ngi 8
Dién thogi: 024 2220 2888- Fax: 024 2220 8129
Website: http://tinhocbotaichinh.vn — Email: hotrokythuat@mof.gov.vn



TRUNG TAM ./ CHUYEN GIAO CONG NGHE Huong dan s dung phan mém
" ¥ VA HO TRG KY THUAT A . N , N A . ~
Ké todn tai chinh va Ngdn sdch xa

15 KETOAN IMAS KTXA - InstaliShield Wizard X

Destination Folder
Click Mext to install to this folder, or dick Change to install to a different folder. -

o

r'."L Install KETOAN IMAS KTXA to:
'L_1 C:\Program Files (x38)\ Change...
Installshield -
< Back | Mext = | Cancel |

Ti€p tuc chon Next cho td1 khi xuat hién man hinh
ﬁ KETOAM HCSM IMAS - InstallShield Wizard >
Ready to Install the Program

The wizard is ready to begin installation,

Click Install to begin the installation.

If you want to review or change any of your installation settings, dick Back. Click Cancel to
exit the wizard,

InstaliShield —— _

cona cones

Chon Install, chuong trinh s€ tu chay t6i khi xuat hién man hinh:

EETDAN HENE

Loai hinh don vi | - K& todn ngdn sach va tai chinh x3 - TTA2019TT- ~
[ ] Si dung ddn vi thanh vién

Tiép tuc >

Lua chon loai hinh don vi K& todan ngan sach va tai chinh xi - TT70/2019/TT-
BTC.

Luru y: Néu don vi cap trén c6 st dung cdc don vi thanh vién cip duéi thi ban click
vao 6 Str dung don vi thanh vién dé thuc hién viéc quan 1y cho don vi cp duéi cua
minh, néu don vi ban khong sir dung don vi thanh vién, ban bdé qua viéc chon ¢ 6 nay.

Sau d6 ban click vao 6 Tiép tuc

Viéc cai dat trong man hinh nay c6 thé mat 5-10 phiit tiy theo cu hinh phan cting

Pia chi: Phong 204 Toa nha Bé Tai chinh — 28 Tran Hung Pao — Hoan Kiém — Ha Noi 9
Dién thoagi: 024 2220 2888- Fax: 024 2220 8129
Website: http://tinhocbotaichinh.vn — Email: hotrokythuat@mof.gov.vn



f ../ CHUYEN GIAO CONG NGHE Huong dan sw dung phan mém
TRUNG TAM f}y Y VA HO TROQ KY THUAT A . <. , N A . ~
SH . Ké todn tai chinh va Ngan sdch xa

ma ban dang thuc hién cai dit, ban hay cho. Sau d6, chuong trinh cai dat s€ hién man

hinh thong tin sau:

(®) Caitrén mat may
(") Caitrén mang Lan

Thoat

- Chon Cai dit mdt may néu ban chi sir dung 01 mdy tinh dé nhap liéu va xem dir
liéu hoac 1a may chu trong md hinh client — server

- Chon Cai trén mang Lan néu ban 12 mdy khach trong md hinh client — sever,
cdc thong sb can dién:

+ Dia chi IP: Mac dinh la dia chi IP cua mdy dang cai dat, nguoi s dung cling
c6 thé thay doi bang cach g6 vao dia chi IP méi 1a dia chi cia may chi cai dit co so dir
li¢u (Database).

+ Cong két ndi: Chuong trinh s& mic dinh mot cong két ndi 1a 4 chir s6, néu
mudn thay doi, ngudi st dung g6 vao 4 chit s6 bat ky. (Chid ¥: Pé két ndi vao mdy c6
cai dat bo sd liéu, ban phai nhép chinh xéc 4 s6 cla céng két ndi, nén néu ban d6i sb
cong, ban phai nhé s cong nay dé mdy khic c6 thé két ndi dén).

- Chon Tiép tuc dé chuong trinh tiép tuc cai dit.

Cho dén khi man hinh théng bdo Cai @it két thiic, nhip vao OK

ﬁ KETOAM IMAS KTXA - InstallShield Wizard x

InstallShield Wizard Completed

The Installshield Wizard has successfully installed KETOAN
IMAS KTXA. Click Finish to exit the wizard.

Thong tin >

Cai dat da ket thac

Click vao Finish dé két thic qu4 trinh cai dit chuong trinh.
2.3. HUONG DAN GO BO PHAN MEM

Dbi véi mdy tinh dd cai phan mém Ké toan hanh chinh su nghiép IMAS hodc phan
mém K¢ toan tai chinh va Ngan sich xa (phi€n ban madi), ban can g& bo phién ban cii
trudce khi cai dat

- Truy cap Control Panel / Programs and Features

Dia chi: Phong 204 Toa nha B Tai chinh — 28 Tran Hung Pao — Hoan Kiém — Ha Ngi 10
Dién thogi: 024 2220 2888- Fax: 024 2220 8129
Website: http://tinhocbotaichinh.vn — Email: hotrokythuat@mof.gov.vn



/ CHUYEN GIAO CONG NGHE Huong dan sw dung phan mém
¥ VA HO TRGQ KY THUAT AN . N A . ~
= Ké todn tai chinh va Ngan sdch xa

TRUNG TAM @/
- Tim phan mém KETOAN IMAS KTXA hoic KETOAN HCSN IMAS
- Chon Uninstall

[El Programs and Features - O *
< ~“ 4 [ » Control Panel » All Control Panel ltems » Programs and Features v (&) Search Programs and Features
Control Panel Home .
Uninstall or change a program
View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
& Turn Windows features on or
off Organize » § Uninstall § Change  Repair == o
Install a program from the -
network MName Publisher Installed On  Size Version
1 ﬁjKETOAN IMAS KTXA Trung tam Chuyen giao cong nghe va Ho tro ky thuat  12/12/2013 174MB  12.04.2
t,apera CrabIe 6o.0.000 .02 Upera CoTEware Tr22000 50,906 /.62
%2 Dropbox Dropbox, Inc. 07/12/2019 86.4.146
@ Mozilla Firefox 71.0 (x64 en-U5)  Mozilla 07/12/2019 192MB 710
[#5| Microsoft Access database engi.. Microsoft Corporation 05/12/2019 108 MB . 14.0.7015.1000

- Xuat hién hop thoai thong béo tién trinh g&

KETOAN IMAS KTXA

Cancel

- Poi tién trinh g& hoan thanh, hién ra thong bdo yéu cau khai dong lai may

KETOAN IMAS KTHA

“You must restart your system for the configuration
changes made to EETOAN IMAS KTXAto take
effect. Click Yes to restart now or Mo if you plan to
restart later.

Yes Mo

- Chon Yes dé khoi dong lai mdy tinh ctia ban va hoan tit viéc g& bo chuong
trinh.
2.4. HUONG DAN NANG CAP PHIEN BAN MOI

- P6i v6i mdy tinh da cai phan mém Ké todn tai chinh va Ngén sich xa phién ban
cii, ban can tao ) li¢u du phong va g& bo phién ban cii trudc khi cai dat (xem Muc 2.3
Huéng dan g& bo phan mém).

- Dbi voi mdy tinh d3 cai dat phan mém Ké todn hanh chinh su nghiép IMAS hoic
phan mém Ké todn tai chinh va Ngan sch x4 (phién ban méi), ban c6 thé tién hanh nang
cAp 1én phién ban méi hon ma khong cn phai g& bo phién ban cii trude. Thuc hién:

Céach 1: Nang cap offline
Khi c6 thong bdo vé phén mém mdi, ban tai bod nang cép dia chi:
http://tinhocbotaichinh.vn/ muc T4i xudng.
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Chay b0 nang cap vua tai veé, vi du

UpdatelMAS_KTXA_
12.04.2_1712. 12122
M9exe

Cich 2: Nang cip online
Khi ¢6 théng bdo vé phan mém moi, ban mé phan mém Ké todn hanh chinh su
nghiép IMAS hoidc phin mém K¢é toan tai chinh va Ngan sach xa (phién ban méi),
- Néu c6 phién ban méi s& hién ra thong bdo dé nghi cap nhat, ban chon Cap
nhéat
- Néu khong, ban c6 thé cap nhat sau khi ding nhip bang cdch chon menu Tién
ich, Cap nhat phan mém

Tién ich | Huéng dan

Cép nhat thay ddi Database
Cap nhat cong thic bao cao
C3p nhat phdn mém
Tinh toan lai dir éu
Kiém tra céng thirc chi tidu
b Taosd ligu du pheng
™  Khsi phuc sé liéu dirphang
K&t xudt bdo cdo gui phin mém THOT - TT344
Chuyén s& du cac tai khodn sang ndm sau
L\ Khoasé kétodn
Quan Iy menus
Lu‘] Béng ky ban quyén

Hé tro tirxa b

Hop thoai cap nhat hién ra, chon Tai

Téc dd download: Téc do download: Phan tram download:

% Hodn thanh:
Tai Thoat

Néu hop thoai chua c¢é phién ban mai hi¢n ra, ban ki€ém tra lai phién ban da méi
nhat chua hodc ki€m tra lai két nd1 internet
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Thong tin ﬂ

\ir) Chiia cé phign ban méi

Sau khi thyc hién chay bo cai theo cach 1 hoac céach 2, tiép tuc thuc hién v61 hop

thoai nang cap hién ra:

E!j %

Ban can tac 54 liu duy phing
tat phdn mém diét virut
trude khi nang cap chudng trinh

Béng ¥ Thoat

Chon Pong ¥
Cap nhat theo Loai Hinh E|

Logi hinh ddn vi | = K& toan ngSmssel va i3 chinh o8 - TT 02019/ T -8

Luiu ¢ | Méu chon nhdm loai hinhrsé oo thaahi dé mat di igu hién tai

Kiém tra ding loai hinh don vi 12 K& toan ngan sach va tai chinh xa -
TT70/2019/TT-BTC, chon Tiép tuc.

Hop thoai nang cép hién ra, tuong tu cai dat, chon Next, Next va Finish dé chuong
trinh tiép tuc budc ning cap. Liic ndy, géc trén bén phai man hinh hién thong bio Pang
xir Iy cap nhat wng dung

Blang xd Iy cép nhat tng dung ;
Waitting ..

Doi dén khi hién ra thong bdo Cap nhit hoan thanh

£y Thong tin *

C3p nhat hoan thanh

Chon Péng §.
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3. GIOI THIEU GIAO DIEN CHUNG CUA CHUONG TRINH KE TOAN
KTXA

3.1. KHOI PONG CHUONG TRINH KE TOAN KTXA

- Buée 1: Kich dip vao biéu tugng cia ké toan KTXA trén man hinh mdy tinh.

- Budc 2: Thiét 1ap két ndi (néu chuong trinh yéu ciu)

Néu ban chon ché d6 cai dat chuong trinh trén mgt may thi chuong trinh sé tu dong
thiét 1ap két ndi, dia chi IP mic dinh 12 Localhost va cong két ndi 1a cong mic dinh dugc
14y ngau nhién.

Néu ban chon ché d6 cai dat chuong trinh trén mang Lan thi s€ hién ra man hinh
xac dinh dia chi IP va céng két ndi cua mady ban. Khi d6, ban phai ghi lai dia chi va céng
dé nhap vao man hinh thiét 1ap két ndi nhu sau:

4 U
Thiet lap ket noi % |
Server localhost
Céng FIEY|

@  Kétnai | | [@) Pénglai

* Gidi thich thong tin trén man hinh “Thiét lap két néi”

Server: Dia chi IP cua mady ma ban muon két noi dir licu.
Cong: Cong két noi dén dix liu ciia may muodn két ndi dir licu.
Nhép xong céc thong tin chon nit Két noi.

- Buée 3: Sau khi thiét 1ap két ndi thanh cong, s& xuat hién man hinh sau:

Tén déng nhip admin ~ |

Mt khdu |

Mam lam vieéc 2020 w

Bldn vi 50 dung Ban quyén ding thd cua Ba Tai chinh W

|i_@ Bangrhdp | [@  Thoat

Tén dang nhap: mac dinh 1a “admin”
Mat khau: mic dinh 12 “123456”

Niam Lam viéc: Chon ndm lam viéc can thao tiac. An Ping nhap
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3.2. MAN HINH GIAO DIEN

Thanh tiéu dé
Thanh céng cu
Ke toan ngan sach va tai chinh xa - TT70/2018/TT-BTC - 2019 e X

Héthéng Mahiéu Kétodn VittgHH Taisincédinh Céngcudungcu Biocio Tiénich  Huengdin

2019~ Ném | 7| Bangnhap | <l Bangxudt | 40 Thigt l3p ket ndi | % Danh muc bdo cdo | 2/ Hudng dén st dung bing Video

o
TR L L
i

BAN QUYEN ® BO TAI CHINH
A TR

Thanh trang thai

£, Nouti sirdung: admin | [3] Ban quyn ding thir clia B9 Tai chin | localhost (Port: 1825) | Phién bidn 12.04.2 H& han ngsy 01/12/2019 (25 13112/2019

Gidi thich thong tin chi tiét:

STT Thoéng tin Dién giai

1 | Thanh tiéu dé Thé hién thong tin chung vé chuong trinh Ké todn
KTXA:

- Tén chuong trinh 12 K& todn ngn sdch va tai chinh
Xd gan v6i tén Thong tu hién hanh.

- Nam 2019: Nam hach todn ma ké todn vién dang
mudn thao tic cap nhat va khai thac sd liéu ké todn.

2 | Thanh menu Thé hién menu chinh cua chuong trinh tuong tng
v6i timg phan hé nhu: hé théng, ma hiéu, ké todn,
vat tu hang hoéa, tai san ¢ dinh, bdo céo, tién ich,
hudng dan. Khi kich chon vao mot phan h¢ s€ hién
ra céc chirc nang nam trong phan hé d6 dé NSD thao
tac.

3 | Thanh cong cu Thé hién céc chirc ning thudng gip trong qué trinh
NSD thao tic v6i chuong trinh nhu:

- Nam: thé hién nam hach todn ma NSD muén nhép
sO liéu hodc khai théc s liéu ké todn da nhap.

- Pang nhap: La phim chirc ndng nhanh ctua chuong
trinh dé ddng nhap lai vao chuong trinh sau khi da
thiét 14p két ndi.
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STT Thoéng tin Dién giai
- Pang xuat: La phim chirc ning nhanh cta chuong
trinh dé dang xuét tam thoi khoi chwong trinh hoic

dé dang nhap véi mot user khac hoac két ndi dir liéu
vo1 moOt mdy khéc.

- Thiét 1ap két ndi: La phim chtic niang nhanh ding
dé thiét 1ap két ndi véi dir liéu & mot may chu khéc.
Khi d6 dit li¢u nhap & mdy hién tai s€ duogc luu &
mdy duoc két ndi dén.

- Danh muc bdo cdo: La phim chirc ndng nhanh dung
dé truy cap dén danh muc cdc s6 sdch, bdo cdo ké
toan.

4 | Thanh trang thai Thanh trang thai thé hién:
- Nguoi su dung: Nguoi dang dang nhap vao
chuong trinh
- Tén don vi dang dugc md va két ndi dit licu.
- Pia chi IP va cong két nbi dit liéu. Trong truong
hop chuong trinh duge cai trén mdt mdy thi s€ mac
dinh 1a dia chi Localhost va cong két ndi la cong
mac dinh lic cai dat.
- Ngay hién tai ctia hé thong.
4. CAC CHI'J’q NANG CHUNG VA PHIM TAT SU DUNG TRONG CHUONG
TRINH KE TOAN KTXA
4.1. CHUC NANG DUNG CHUNG
4.1.1. THEM MOI

Chuc nang Thém méi dir licu: muén thém méi ban ghi ta chon nit Thém méi (
hay c6 thé dung phim tat la Alt + T). Nhap dir liéu vao cac 6 danh sich, hoac chon gia
tri trong danh sidch x6 xudng tir cic 6 checkbox twong tmg (Luu y: truong ma khong
duoc dé trong va khong dugc nhép trung nhau). Sau d6, ban chon nit Luu (Alt +L) dé
luu dir li€u vura nhap.
4.1.2. SUA

Chtrc nang Stra dir liéu: mudn chon stra mot ban ghi nao d6 da cé trong co s¢ dir

liéu roi ta chon ban ghi d6 trén bang danh sach, dit liéu ctia ban ghi s€ dugc hién 1én céc
0 thong tin, danh sich, checkbox tuong irng phia trén, sau d6 ban chon nut Stra (Alt +S),
sau d6 ta stra dit liéu & cdc trudng ta mudn stra trén danh sdch, textbox tuong tng va sau
d6 chon nit Luu (Alt+L) dé luu dit ligu.

4.1.3. SAO CHEP

Chtic nang Sao chép dir liéu: 1a mét tién ich cua hé thng, giip NSD c6 thé thém
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moi mot ban ghi nhanh chéng, tir mot ban ghi di ¢ trong co s dit liéu, ban mudn thém
moi mot ban ghi ¢6 phan 16n cic trudng gidng nhu ban ghi di c6, ban chi viéc chon ban
ghi da c6 trong co so dit liéu tr danh sach, sau d6 chon nit Sao Chép (Alt + a), stra mot
$6 thong tin ma ban mudn stra, sau d6 chon niit Luu dé luu dit liéu.

4.1.4. XOA

Churc nang Xéa dir li€u: cho phép ban x6a di nhirng thong tin li€én quan da nhap.

D¢ thyc hién churc nang nay, ban chi can chon chudt vao ban ghi ban muon x6a (va néu

x .
ban duoc phép xda chiing) sau d6 ban click vao nat L_=sa__| H¢ thong s€ dua ra thong

tin ;

® | Ban co chic chin mudn 262 khéng?

| o6 | | Kheng |

Chon “Cé” dé x6a thong tin, chung tir dd dugc nhap
Chi ¥: Trudong hop ban mudn x6a thong tin di dugc nhap, c6 cdc ban ghi con thi
s€ c6 canh bao nhu sau:

' B8 mha dudc ban ghi e md 13 160, ban hdy xda
[ nhting ban ghi con cha ban ghi 38y S,

4.1.5. KHOIPHUC

Chuc nang Khéi phuc (Alt+K) dir liéu: khi ban dang thém mdi, stra, sao chép dir
liéu, ma ban khong mudn tiép tuc thyuc hién thao tdc d6 nita va mudn tré vé trang thai
ban dau trude khi thao tic dir liéu, ban c6 thé chon Khsi phue . H¢ théng tro lai trang
thai man hinh trudc do.
4.1.6. LAM MOI

Chtrc ning Lam méi: Dé liét ké hét tat ca cac ban ghi c6 trong co sd dit liéu, vira
dugc thém mdi tr mdt mdy tinh khac vao co so dir li¢u d6 1€n trén chuong trinh trén

mdy cia minh( cing mot co s¢ dir li¢u).
4.1.7. TIM KIEM

Chtrc nang Tim kiém: Khi mudn tim kiém ban ghi, ban chon ndt _Tim kiém | trén
thanh cong cu hay c6 thé dung phim tat( Alt + I), khi @6 man hinh tim kiém s& hién ra:
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g5 Tirn kiem — O >
[1600 | [ Tim kigm
MA_KMCP TEN_KMCFP

1600 Thué =1 dung dat phi ndng nghiép

2600 Phi thudc T nh vuc tai nguyén va mdi tridng

3600 Tién cho thué mat dat. mat nuidc

6000 Tién ludng

6001 Ludng theo ngach, bac

6003 Ludng hdp ddng theo ché da

6600 Théng tin, tuyén truyén, lién lac

7600 Chi xd Iy tai s3n dude xac 13p =6 hiu Nha nude

8600 Tra cac khoan phi va chi phi lién quan dén cac khoan vay ngoai nudc
£ >
Enter =tim kiém @uén Ly Cat 'B. I

Ban c6 thé nhan phim Tab dé chuyén gita cdc trudng mudn tim kiém, vi du nhu
ban mudn tim kiém theo ma hay tén, hay céc thong s6 khéc, ban ¢6 thé nhan tab dé chon
truong ban mudn tim kiém theo. Sau d6 ban nhap diéu kién tim kiém va nhan phim Enter
hoic kich chuét vao nit tim kiém trén form tim kiém hay c6 thé dung phim tit (Alt+T)
trén form tim kiém dé tim kiém ban ghi. Néu nhu ban mudn tim kiém theo nhiing truong
khac nira cuia ban ghi ban c6 thé kich chudt vao nit “Quan Iy Cot” s€ hién ra mot man
hinh cho ban chon cdc ¢4t minh mudn tim kiém theo:

8! Them bot cot hienthi  — O >

w

v MA_KMCP

v TEN_KMCP
PARENT
MA_NTN
TMUC_KHAC
TMUC_KHACCHUNG
LOAI_KMCP

Ban c6 thé chon céc cot minh mudn tim kiém tur trong man hinh nay, sau dé chon
“Pong §”. Cic cot tuong tng s& duge hién thi trong man hinh tim kiém, va ban c¢6 thé
tim kiém theo nhitng thong tin ban vira chon.

4.1.8. IN

Chtrc ning In: DAy 12 mot trong nhitng tién ich ctia chwong trinh, gidp ta ¢6 thé in
nhanh dit liéu san c6 tir cdc danh muc. Pé in nhitng ban ghi trong cdc danh muc, ban
chon niit in ( Alt + n) khi d6 s& hién thi ra man hinh tuy chon in:
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a5 In danh sach — O *

Tigu dé Danh muc ma sa noi dung kinh te (Mue, Tieu Muc) |

® Intdted () Incac dong dude chon () In cdc ban ghi cha

Tigu dé cft
MA_KMCP
TEN_KMCP
FARENT
MA_NTN
TMUC_KHAC
TMUC_KHACCHUNG
LOAI_KMCF

KRR E R E]E

Chon/Béchontitca =  Xem |i Intailiéu ||(@) Thoa'ﬂ

Trong man hinh in danh sich, ban c6 céc tuy chon la:

- In tit ca: In toan b dit liéu trong danh muc

- In c4c dong dugc chon: Chi in nhitng dong dugc chon trén danh muc

- In cic ban ghi cha (d6i v6i danh muc theo hinh thirc cha — con)

Néu ban mudn in nhirng cOt nao cua dir lieu, ban c6 thé tich chon cot d6 trén man
hinh in danh sich. Nguoc lai, ban b qua khéng danh diu. Ban c6 thé xem trudc man
hinh trudc khi in bang cac chon nit Xem hoac chon nit “In tai liéu” Khi d6 hé thong
s€ goi man hinh mdy in, va ban c6 thé chon céc thong sb may in va in tai liéu ban mudn.

Dé thodt khoi man hinh in danh séch ban c6 thé chon niit “Poéng”

4.1.9. THOAT

Chuc nang Theat: muén thodt khoi man hinh nhap li€u ban kich vao nit “Thoat”.
Néu nhu ban dang thao tac dir liéu (Thém, stra ,sao chép) va chua kip Iuu dir liéu thi h¢
thong s¢ dua ra thong béo:

Luu H

P |, Ban co mudn luu khang?
\""f}

Khang Ba qua

Néu ban chon “Cé” dit liéu cta ban s& dugc luu vao co sé dit liéu (néu dit liéu cua
ban 1a hop I¢) Néu ban chon “Khong”, hé théng s€ thoat khoi man hinh danh muc nay.
Va néu ban chon “Bé qua” viéc thodt man hinh s¢ dugc bd qua, ban c6 thé tiép tuc thao
tac trén man hinh nay.

Céc nit di chuyén: Céc nit miii tén di chuyén 1én xudng giit cdc ban ghi trong danh
sach:
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Nhirng nit niy nam phéi géc trén phai ctia man hinh danh muc, ban c6 thé click

ching dé di chuyén 1én xudng, chon cic ban ghi trong danh sich. Néu ban chon niit
ngoai cting bén trdi (|<) thi con trd s& chon ban ghi dau tién trong man hinh, va néu ban
chon nut ngoai cing bén phai (>|) s& chon ban ghi cudi ciing trong man hinh. Con hai
nidt ( < )va (> )dé di chuyén 1én xudng giita cdc ban ghi.

4.2. PHIM TAT DUNG CHUNG

STT Viét tat Mo ta

1 |Alt+T Thém méi

2 |Alt+S Stra

3 |Alt+L Luu

4 |Alt+K Khoi phuc

5 |Alt+A Sao chép

6 |Alt+X Xod

7 |Alt+M Lam méi

8 |Alt+l Tim kiém

9 |Alt+N In

10 |Alt+H Thoat

11 |F3 Tim kiém khi muén tim kiém tir céc 6 dit liéu duge
tham chi€u dén cac danh sach.

12 |F9 Thém méi mot gid tri tir 6 dir liéu tham chiéu dén danh
muc tuong ung.

13 |{Phim céch (space) Panh diu lya chon vao céc 6 tich chon

14 | Ctrl+Enter Lua chon céc gid tri da dugc danh diu & cdc 6 tich chon

15 |Shift+Enter Quay lai trrong thong tin nhap phia trude

16 |ESC Thoat khdi man hinh hi¢n tai

17 |Tab Di chuyén theo thir tu giira cdc 6 nhap liéu.

18 |Cé4c phim miii tén Di chuyén theo thl’}' tu gifra cac 0 nhap liéu va trong
danh sach gia tri s6 xuong.

5. HE THONG

5.1. THAY POI MAT KHAU

5.1.1.

CHUC NANG

Khi méi cai dat chuong trinh, tén nguodi dung mac dinh s¢ 1a admin. Mat khéu cua
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g i e
ngudi ding admin hodc cdc ngudi dung khic méi duoc tao ra bang chirc nang “Quan
1y nguwdi dung” ludn 13 “123456”. Sau khi dd vao dugc chuong trinh, c6 thé dung chire
nang “Thay doi mat khau” dé thay d6i mat khau cua nguoi dang dang nhap vao chuong
trinh.

5.1.2. THUC HIEN
- Buéde 1: Vao Hé théng/Thay d6i mat khau xuit hién man hinh sau:

a5 Thay doi mat khau E=N Eol ™

Mt khau o [ |

M3 b | |

Xac rhan mét khdu méi | |

H I_.!J'u & _l_'h_ﬂéTl

- Bu6e 2: Tién hanh khai bao mat khau cii, méi va xdc nhan mat khau méi trong man
hinh ctia chuong trinh.
- Budc 3: Chon nit Luru.
* Chii y: Mdt khdu t6i thiéu phdi la 6 ky tw (chit hodc s6)
5.2. DANG XUAT
5.2.1. CHUC NANG
Dung dé diang xuét tam thoi khéi chuwong trinh hodc dé dang nhip véi mot user
khéc hodc két noi dir licu véi mot mdy khac.
5.2.2. THUC HIEN

- Buéc 1: Vao Hé théng/Ping xuat xuat hién man hinh sau:

#ac nhan E

2 ) Ca phai ban mudn dang xust?

2
oong

- Buée 2: Chon niit Cé néu mudn dang xuét khoi churong trinh.
Chon nit Khong néu khong mudn ding xuat khoi chuwong trinh.
5.3. QUAN LY NGUOI DUNG
5.3.1. CHUC NANG

Chtrc nang nay cho phép ngudi quan tri hé thdng thém méi, thay doi, loai bo nguoi
st dung h¢ thong. Chuong trinh K¢ todn KTXA con cho phép ngudi quan tri phan quyén
cho tirng nguoi sir dung theo tirng nhém chirc nang cong viéc cling nhu chi tiét dén tung
ndi dung cong viéc cua chuong trinh.

Ngoai ra, chirc nang niy con c6 tién ich gitp ngudi sir dung khdi phuc lai mat khau
v€ mat khau mac dinh ctia chuong trinh trong truong hop bi quén mat khau da khai bao.
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Huong dan sw dung phan mém
Ké todn tai chinh va Ngan sdch xd

5.3.2.

THUC HIEN

5.3.2.1. THEM MOI MOT NGUOI DUNG MOT

Vao H¢ théng\Quan 1y ngwdi dung xut hién man hinh sau:

a1 Quan ly nguoi dung

e
Thém mdi

WM& nguidi ding * |2
Tén dang nhap * | ADMIN

Ten day do

E‘;J

»
Sira Luu Sao chép

Khdi phuc

53 dién thoai
Bién thoai di dong
Bia chi

Khéi phuc mat khau

== B =
2 & @

¥oa Lam mai Tim lélém Quyén Thoat

[ 1
I
[ ]

Kich hoat

&

Ma
ngudi
diing

Bang
Tén dang nhap hoat
déng

Tén diy di

Bang
dang
nhap

Dia chi 5312:;” Mobile g Ve

2 admin

| & |

[0

Gidi thich cdc nut lénh trén man hinh: Xem thém tai muc 4.1

STT Thong tin Chirc nang
1. | Thém mdi Thém ma1 nguot st dung chuong trinh
2. | Sta Stra c4c thong tin véngudi sir dung chuong trinh
3. | Luu Luu cdc thay d6i vé thong tin ngudi str dung
4. | Khoi phuc Khoi phuc céc lai cac thong tin cii
5. | Saochép Thém 1 nguoi st dung cé cdc thong tin giéng 1
nguoi su dung trudc
6. | Xoa Xo6a nguoi su dung
7. | Lam moi Lam tuoi cac thong tin trong chuong trinh
8. | Tim kiém Tim kiém ngudi sir dung
9. | Quyén Phéan quyén cho nguoi st dung
10. | Thoat Thoat khoi chirc nang quan 1y nguoi dung

Gidi thich cdc thong tin cap nhdt trén man hinh:

STT Thong tin Chirc nang

1. | Ma nguoi dung Ma cta nguoi st dung. Cac ma nay la khong duogc
trung nhau.

2. | Tén dang nhap La tén ma ngudi sir dung s& dung dé dang nhap vao
chuong trinh.

3. | Tén day du La tén day du ctia ngudi dang nhap chuong trinh dé
ngudi quan tri ¢6 thé theo doi.

4. | Sé dién thoai S6 dién thoai ctia ngudi diing

5. | Dién thoai di dong S4 dién thoai di dong cua nguoi dung

6. | Dia chi Dia chi cua nguodi dung
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CHUYEN GIAO CONG NGHE Huong dan sw dung phan mém
VA HO TRGQ KY THUAT A . N . N A . ~
Ké todn tai chinh va Ngan sdch xa

STT Thong tin Chirc nang

7. | Kich hoat Kich hoat tai khoan ctia ngudi dung d6. Chi khi nao
dAu tich chon d6 duoc chon thi nguoi dung d6 méi
dugc quyén ding nhap vao chwong trinh.

8. | Khéi phuc mat khau Khi mét nguoi dung méi duoc tao va kich hoat thi
mat khdu mic dinh cta chuong trinh 13 “123456”.
Sau d6, NSD c¢6 thé thay d6i mat khau mic dinh d6
bang chirc ning “Thay déi mat khau” (Xem thém
muyc 5.1). Truong hgp NSD bi quén mat khau da thay
d6i thi vao chon ndo nit “kh6i phuc mat khau” dé
quay vé mat khau mic dinh.

5.3.2.2. PHAN QUYEN CHO NGUOI SU DUNG

Vao Hé théng/Quan 1y ngwoi ding, chon ndt 1énh Quyén xuit hién man hinh sau:

u=' Phan quyen nguoi dung

WH| @ @ 2
Luu | Liruva ti€p tuc | Quan ly nhom quygn | Lam madi Thaat -«
Newii diing Phan vao shém quyén
------- *d (3dmin) -8 Admin
Danh sach Danh sach
ngudi diing ! g nhém quyén
| & !

* Thém moi mot nhom quyén mai va chinh swa quyén cho nhom quyén da co:

Khi méi cai ddt chuwong trinh thi chi c6 mot nhém quyén duy nhat 12 nhém quyén
admin. Nhém quyén ndy c6 toan quyén véi hé thong nhu: thém mdi, stra, xod va phan
quyén cho cdc ngudi dung khéc hay c6 quyén duyét ching tir, quyén stra ching tir cta
cic nguoi dung khac. Nén dé thém moi nhém quyén va phan quyén chi tiét dén timg
chtic nang, ting ching tir ban phai chon niit Quén Iy nhém quyén, xuit hién man hinh

Sau:
5! Gln by s Oy =
Taoméi | Sira | X6a | Thodt
Hhém quyin Chi tiét quyén
__-::,;:"_:'—'Ldmin Chilic ndng Quyénxem  Quyén thém Quyén slia Quygnxda ™
Hé thdng
Thay déi mét khdu
Quan ly nguidi ding [~
Khai béo bin hé thing
Kiém soét truy cdp
Tao thém ddn wi mdi
M3 hiéu ]
Danh muc tai khoan W
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f ../ CHUYEN GIAO CONG NGHE Huéng dan sir dung phan mém
TRUNG TAM V. 4 VA HO TRO KY THUAT F O N ~ . ~
SH . Ké todn tai chinh va Ngan sdch xa

Muodn thém mdi mot nhém quyén ban chon nit Tao méi xuat hién man hinh sau,

va con tro chudt nhay vao 6 “Tén nhém quyén” dé ban nhap tén nhém quyén moi.
Chang han 1a “Keé toan”

at! Cap nhat nhorn quyen — O it
H| @ @
Luw | Luuwva ti€ptuc | Quyen ching tir | QuyEn bdo cdo | Thodt
Tén nhém quyén [K& toar| | ® Tatca () BS chon ) &n
Chi tiét quyén
Chiic ndng Quyénxem  Quyén thém Guyén sia Quyén xoa )
Hé théng M| Tétca | Bochon | An
Thay dd mat khdu Tited | Bdchon | An
Quan Iy nguidi ding Titcd | Bachen | /o
Khai béo bign hé théng _Tétca | Bdchen || An
Kigm sodt truy cép & | Tatca ||| Bé chon En
Tao thém ddn vi mdi | Tatca I:_ 86 chon (| fn
Ma hiéu | M | Taea || Bochon | M |

Lan luot chon cdc quyén cho nhém bang cdch tich chon vao cic & chon cho ting
thao tic Xem, Thém, Stra, Xo4 trén tirng man hinh c@p nhat twong rng vai tirng chiic
nang trén menu chinh cua chuong trinh. Ban ¢6 thé chon nhanh bﬁng céc nit 1énh hd tro
nhu:

- Nt Tt ca trén ting chic ning dé lya chon tat ca céc thao tic trén chirc ning d6.

- Nit B6 chon trén timg chirc ndng dé bo chon chirc niang d6, nén khi NSD thudc
nhém quyén nay ding nhip vao chuong trinh thi chi nhin thiy chirc ning trén hé théng
menu ma khong thé chon va thao tic.

- Nt An trén tirng chite ning dé 4n hin chirc ning d6 trén menu cta chuong trinh.

Sau khi thiét 1ap xong cdc quyén ma nhém quyén nay duoc phép thao tic ban chon
Luwu va tiép tuc dé tiép tuc phan quyén cho nhém d6 theo ting chimg tir. Ban chon
Quyén chirng tir dé khai bdo quyén thuc hién ching tir cho tirng nhém quyén:

a-) Cip nhit nhém quyén — O et
b @
Luu || Luwuwa ti€ptuc | Thoat
Tén nhém quyén |0 | | O Tatca (") B8 chon O &n
Chi tigt quyénv
Loai chdng td CGuyen Thém CQuyen Sda Cluyen xoa
KHALC [ Tatca Ba chon An
MNH1 Tatca Ba chon An
MH2 Tét ca B4 chon An
M1 T ca Bochon | An
M2 Tatca Ba chon An

Chon Luu dé két thic cong viéc phan quyén cho mot nhém quyén. Chon Thodt dé
quay lai man hinh “Phén quyén nguoi dung”.
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TRUNG TAM V- 5 vaao TRGQ KY THUAT A a . N A . ~
. Ké todn tai chinh va Ngdn sdch xa

Phan quyén béo cdo: Chuong trinh s& xuit hién cdc nhém bdo cdo d& NSD c¢6 thé lya
chon:

5 Phan quyen xem bao cao = [m] x
El ]
Sira L Khai phuc Chon tat Bo tét Thoat

Nhom quyén : Admin

# S0 ké todn = M58 cai =

Nhat ky - S5 cai (M3u s 501a-X)

~' Bao cao tai chinh [/158 céi (Mau s8: S01b-X)

' Bao cao quyét toan (theo TT344) =1 7156 tin mat
S o L 7156 qui tign mat (méu chudn) (Mau s6: 502a-X)
= | 5& quif tién mat theo ngay) (Mau s8: S023-X)
B:iao cao‘dm ch|§eu kho bac i N
' Vat tu hang hoa [156 qui tién mat theo thang) (Mau s6: S023-X)
_ Biéu tai san ¢d dinh [/]58 it ky thu, chi quj tign mat {bigu doc) (M3u s6: 5026-X)

=1 ] Sé tign gdi

[]56 tign gtii ngén hang, kho bac {m&u chudn) (Mau s6; S03-X)

[#]56 tign gti ngan hang, kho bac theo thang) (Mau s&: S03-%)
1= ] 5d thu ngan séch x&

[#]58 thu ngan sach %3 {méu chusn) (M3u s6: S04a-X)

[#156 thu ngén sach x3 theo k) (Mau s6: 504a-%)

[#]58thu ngan sach %3 (c& nam) (Mau s&: S04a-%)

[#] 58 t8ng hap thu ngan sach x5 (M3u s& S06a-X)

[] 56 thu ngdn sdch x3 trong théi gian chinh y mau chudn) (Mau s&: S04b-X)
(=1 []58 chingan sach x3

CACE abi vnfi ntb o i b By iM%, 2 COR- W

Cong cu, dung cu

Pé phan quyén NSD chon nhém bdo céo rdi chon nit Sira, sau d6 s& tich chon
hodc bo tich chon tirng béo cdo.

* Phén quyén cho ngwoi ditng:

Sau khi khai bdo xong mdt nhém quyen, dé chon phan quyén cho ngudi sir dung
moi ban c6 thé 1am theo 2 céch sau:

- Cach 1: Kich chudt trai vao mot NSD va gitr chuot d(‘”)ng thoi kéo tha vao mot nhém
quyén mudn chon. Liic nay, quyén cia NSD d6 1a quyén ma ban di thiét 1ap cho nhém
quyén tuong Ung.

- Cach 2: Bén danh sdch nguoi dung, click chudt trdi vaio NSD mudn phan quyén; bén

danh sach cac nhém quyén, click chudt trdi vao nhém quyén tuong trng va chon nat miii
tén nhu hinh vé:

' g L=
H | (= & (= @
| Luuwa tigp tuc | Quan Iy nhém quygn | Lam mdi | Thodt

e 4 T

------- " (admin) =84 Admin
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1 ./ CHUYEN GIAO CONG NG Hudng dan sir dung phan mém
TRUNG TAM B ) O30 s vanoas. | £ ng p

Ké todn tai chinh va Ngan sdch xd

5.1. KHAI BAO BIEN HE THONG
5.1.1. CHUC NANG

Day 1a chirc ning cho phép cp nhit va thay dbi cic tuy chon cta hé thdng. Cic
thong s6 hé thong s& duoc thiét 1ap ngay tir khi ngudi ding bat dau sir dung chuong
trinh, va n6 anh huong chung dén toan b qua trinh nhap s6 liéu va khai thic so liéu ké
toan. Bién hé théng duoc chia thanh nhiéu phan khic nhau trong tng véi tig phan ké
todn, nhu:

- Théng tin don vi: Khai bdo céc thong tin chung vé don vi.

- Gia tri ngdm dinh: Khai bio cdc bién ngam dinh trong chwong trinh, chang han
nhu: dong tién hach todn, hinh thirc ké todn, va céc gid tri ngdm dinh khéc. ..

- Vit tw, hang héa: Khai bdo cdc phuong thuc tinh gid von cho vat tu, hang héa.

- Tién ich: Khai bdo cach thirc sao luu dir li¢u, nguoi dugc phép sao luu, va noi
Iuu dir liéu sao Iuu d6...

- Lwa chon khac: Khai bdo cic thong tin khac lién quan nhu: chirc danh va tén
ctia thu trudng don vi, ké todn trudng va nguoi 1ap biéu. ..

- KT Lwong: Khai bdo cdc thong tin lién quan dén hach todn luong cho cdn bo.
5.1.2. THUC HIEN

Vao Hé théng/Khai bao bién hé thong/ Théong tin don vi xuat hién man hinh
sau:

Ke toan ngan sach va t_a'i.l:hinh xa - 2019

Héthdng M3 hiéu Kétean Vattu HH = Taisancédinh  Congcudungecy  Bidocao Tiénich  Hudng dan

2018 - Mam Bang nhap "‘.Béng xudt | Thit lap ket noi " Danh muc bao cao |2 Hu'dng dan s dung hang Video

m5! Khai bac bien he thong
Bz . WA
Théng tin T€n don vichu guan  Cuc Tin hoc va Thang ké Ta: chinh-BS Tai chinh 32
ddn v == —
Tén don vi TRUGNG THPT PHUGC LONG
< T
Gid 1 e 247 I ciatien
ngam dinh g
- Bia chi
V&t HI hang Quan/Huyén Tinh/Thanh phd
)03
Bign thoai M3 55 thus
=
Tén kho bac
Tién ich 2o :
54 tai khoan
Lua chon
khac
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/ CHUYEN GIAO CONG NGHE Huong dan s dung phan mém
___‘,' VA HO TRGO KY THUAT

Ké todn tai chinh va Ngan sdch xd

* Gidi thich thong tin trén man hinh Khai bdo bién hé thong/thong tin don vi:
STT Thoéng tin Dién giai

1 | Téndonvichiquan | Tdi da 50 ky tu, nhap vao tir ban phim (Bét budc
phai c6)

2 | Tén don vi Tbi da 50 ky tw, nhap vao tir ban phim (Bit budc
phai c6)

3 | Madon vicé quan h¢ Dﬁpg phan biét cdc don vi trong cung chuong trinh

v6i ngan sach (Bat budc phai co)

4 | Ma dia ban Téi da 50 ky tu, nhap vao tir ban phim

5 | Diachi Tbi da 50 ky tw, nhap vao tir ban phim

6 | Quan/Huyén Téi da 50 ky ty, nhap vao tr ban phim

7 | Tinh/Thanh phd Tbi da 50 ky tw, nhap vao tit ban phim

8 | Pién thoai S4 dién thoai

9 Ma sb thué Go vao ma sd thué VAT

10 | Fax S4 Fax cua don vi

11 | Tén kho bac Tbi da 50 ky tw, nhap vao tir ban phim

12 | Email Email ctiia don vi

13 | S6 tai khoan G6 vao ma s tai khoan tién giri ngan hang

Khai bdo xong cic théng tin chung vé don vi, chon nit Lwu dé luu lai thong tin
vira cap nhat. Sau d6 tién hanh khai bdo 1an luot Gia tri ngdm dinh, man hinh khai bdo
nhu sau:

Ke toan ngan sach va tai chinh xa - 2 )19

Hé thdng

M3 hieu  K€toan Vattu, HH Taisancddinh Céngcyudungcy Baocao  Tiénich  Hudng din

2019~ Nam (@8 Bang rhap *.Di?‘ng_xué‘t & Thigt lap kit nai <® Danh muc béo cao | 2 Huéng din su dung hﬁng Video

83 Khai bat bien he theng

=
Théng ti .
dc;agﬂn Blgn vi tEn t& dp dung |2-d’“o1'|g v|
@ Hinh thie 8 ké todn [4- st ki 58 cai -
Gt Thug GTGT &p dung |2 - Khdng 5p dung thu? gié tn gia tang -
ngam dinh : . -
- Ki tu thap phan Gia tn thép phan .
Thép pha 2 | 2
Vi3t i hang TK thu& GTGT dau vao 137 = ap phén
L] Tin ngoai & T )
TK thug GTGT daura M - 2 5
) _ Tién VND RE 0
Tién ich Ngutn kanh phi ngZm dinh - - » 2 - -
Ki tuf phiin cach 55 18n cip nhat Ban gid ngoai t& o
= Bon gia YND E 0
= M3 du 4n ng3m dinh -
Lua chon - ' -
khao e b i g Thanghachtean |1 | Namhach toan 2019
Gt L o B >| (00O OO TKdung culguben 152 =
56 tén viét bang chil @ Bac () Nam  [] S dung chic nang duyét ching t [7] Su dung chudng trinh muc béu
[¥] Sil dung Chuidng, Loai. Khoan [C] St dung phéng ban
[#] Sit dung dinh khoan dang tha
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CHUYEN GIAO CONG NGHE
VA HO TRGO KY THUAT

Huong dan sw dung phan mém
Ké todn tai chinh va Ngan sdch xd

* Gidi thich théng tin trén man hinh Khai bdo bién hé thong/Gid tri ngam dinh:

STT | Thong tin Dién giai
1. | Pon vi tién té d4p dung | Pong tién hach todn theo ding ché do ké todn Viét
Nam hién hanh 1a VND.
2. | Hinh thire s6 ké todn Hinh thire ké todn ma don vi di dang ky véi co quan
quan ly nha nudc.
3. | Thué GTGT ap dung C6 hai gid tri C6 hoac Khong. Chi c¢6 don vi nao c6
hoat dong san xuét kinh doanh méi st dung dén.
4. | Ky tu thap phan Lua chon ky ty diung dé phan cdch s6 thap phan,
thuong 12 ddu , (phay)
5.| TK Thué GTGT dau | Chi 4p dung v&i don vi c6 hoat dong san xuat kinh
vao doanh
6. | TK Thué GTGT daura | Chi ap dung voi don vi c6 hoat dong san xuat kinh
doanh
7. | Nguén kinh phi ngdm | Lwa chon gid tri ngudn kinh phi trong danh muc
dinh ngudn kinh phi lam gid tri ngdm dinh dé hd trg qué
trinh nhap liéu cho nhanh chéng.
8. | Ky ty phan cich Lua chon ky ty dé phan cich hang nghin, thudng dé
dau cdch tirc chon gid tri ().
9.| Madu an ngﬁm dinh Néu don vi ndo ¢6 du 4n thi c6 thé lya chon mot ma
dy 4n ngdm dinh dé hd trg qué trinh nhap liéu cho
nhanh chong.
10/ Bdo cdo iy luy ké tir | Khai bdo nim bat dau thyc hién dy 4n dé theo ddi sb
nim liéu luy ké lién quan dén dy 4n, cong trinh.
11| Pinh dang s6 4m 1én | Khai bdo hinh thtic hién thi sé tién 4m khi 1én s6
bdo cdo séch, bdo cdo ké todn
12| S6 tién viét bang chir Khai bdo ngdn ngir viét s6 tién bang chit theo ngdn
ngit mién Bic hay mién Nam.
13{ Gia tri thap phan Xéc dinh s6 luong s dtng sau ddu phay cua cdc gid
tri thap phan.
14| Thang va nam hach | Khai bdo thang va nam bat dau st dung chuong
todn trinh. Khi méi bat dau cai dit thi chuong trinh s& mic
dinh 12 thang 1 ndm hién tai ciia hé théng. Néu thing
hach todn 1a khdc 1 thi khi nhdp sb du ban dau cua
cdc tai khoan ban phai nhap thém s lily ké tir dau
nim dén thoi diém bat dau sir dung chuong trinh dé
phuc vu cho céc bdo cdo quyét todn cudi nim ma ban
khong can phai nhap hét chimg tir cta cdc thing
trude do.
15/ St dung chic ning | Bé ddp tng tot hon trong cong tic kiém soét sb licu
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A S Huéng dan sir dung phan mém
I i e s i dne
- Sndly YA HO TR EL THUAT Ké todn tai chinh va Ngan sdch xd
STT | Thong tin Dién giai

duyét chiing tir ké todn, dic biét trong cac don vi HCSN 16n c6 nhiéu

ké toan 1am nhiéu phan hanh ké todn khac nhau. Khi
d6, nguoi ké todn truong s& 1a ngudi kiém soét
chung tir cudi cting, va xéc dinh nhitng chtng tlr nio
12 hop 1¢ dé 1én s6 sich bdo cdo. Dé thuc hién dugc
chtrc nang nay, ban phadi tich chon vao 6 chon “Sir
dung chirc ning duyét chirng tir’.

Néu khong tich chon vao 6 nay thi tit ca céc ching
tor da dugc nhap vao hé théng déu duoc 1én béo cdo
ké todn.

16/ St dung chuong, loai, | Tich chon “Siwr dung Chwong, Loai.Khoan” trong
khoan qud trinh nhép liéu chimg tir s& hién thi 6 thong tin
lién quan dén Chuong, Loai.Khoan (Luu y: Dé c6
gid tri ngam dinh ctia Chuong, Loai.Khoan hién thi
trong cac phan hé nhap liéu thi NSD phai khai bao
cac Ma Chuong, Loai. Khoan li€én quan trong Danh
muc ma sé Chuong va Danh muc hop dong kinh té
(Loai-Khoan).

Néu bo chon “ St dung Chwong, Loai.Khoan” thi
qué trinh nhap liéu ching tr, NSD khong phai nhap
thong tin lién quan dén Chuong, Loai.Khoan dong
nghia v61 viéc khi xem va in bdo cdo s€ khong co
Chuong, Loai.Khoan.

17| St dung dinh khoan | Tich chon chiic ning “Sir dung dinh khoan dong
ddng thoi thoi” c6 nghia 1a khi NSD chon trén cung 1 loai
chtng tir va nhap cdp dinh khoan dong thoi nhép tai
khoan ngoai bang trén cung 1 loai chung tir duoc
chon hién thi trong cac s6 ké todn va cdc bdo céo tai
chinh cua tung loai tai khoan.

Néu bo chon chtrc ning “Sir dung dinh khoin dong
thoi”: NSD khong mudn dinh khoan dong thoi voi
céc tai khoan ngoai bang.

18] St dung chuong trinh | Tich chon chirc nang ¢ St dung chwong trinh muc
muc tiéu tiéu” c6 nghia la khi d6 NSD ¢6 theo doi chuong
trinh muc tiéu

19{ St dung phong ban Tich chon chtic nang * St dung phong ban” cé
nghia 1a khi d6 NSD c6 theo doi va lén bdo cédo theo
phong ban

Khai bdo xong céc gid tri ngdm dinh chon nit Luu dé luu lai cdc thong tin vira cap
nhat.
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CHUYEN GIAO CONG NGHE
VA HO TRGO KY THUAT

Huong dan sw dung phan mém
Ké todn tai chinh va Ngan sdch xd

Tiép tuc khai bdo thong tin trong phan Vit tw hang hoa.

a5 Khai st bien Kethong ==
&
Thidng tin
ddn vi Phudng phap tinh gia 2 - Bink quan li&n hodn -,
e Tinh trung binh
Gia i : 5
ngam dirh ® Gia chung
- () Gia cho tiing kho
Wat tu hang = " i Rt
haa Tu déng ap gia ngay khixuathang
O id
= ® Ap gia
Tign ich (O Khéng 4p gia
Lz chon
khac L
bd Ll | (@ Thoat

* Gidi thich théng tin trén man hinh Khai bdo bién hé thong/Vit tw hang héa:

STT | Théng tin Dién giai
1. | Phuong phép tinh gia | Chuong trinh da hd trg NSD 5 phuwong phap tinh gid
v6én -hang xuit kho theo diing quy dinh cta chuan
murc ké toén la:
- Phuong phiap binh quin du trit (theo tung
thang)
- Phuong phap binh quén lién hoan
- Phuong phdp nhip trudc xuat trude
- Phuong phdp nhip sau xuét trudc
- Phuong phdp gid thuc té dich danh
2. | Tinh trung binh: DAy 1a lyra chon viéc tinh va dp gid von cho tirmg ma
- Ap gid chung vat tu hang hoa theo tirng kho riéng hay tinh chung
- Gid cho timg cho tat cd cic kho trong don vi
kho
3.| Ty doéng 4p gid ngay | Lya chon ndy ding dé xdc dinh c6 tinh todn va dp
khi xuit hang: ngay gid von khi lya chon xuét vat tu hang héa hay
- Ap gid. khong. Néu NSD chon “Khéng dp gia” thi dinh ky
- Khoéng dp gid h9éc cuodi thang phai chay, chtric n,a'mg Tinh gid vOn
dé chuong trinh tinh gid von cho tat ca cac ching tur
xuat kho dd nhap vao hé thong ma chua c6 gid von
trong khoang thoi gian lya chon.

Khai bdo xong céc gid tri ngdm dinh chon nit Luu dé Ivu lai cdc thong tin vira cap

nhat.

Tiép tuc khai bdo cic thong tin trong phan Tién ich
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f ../ CHUYEN GIAO CONG NGHE Huong dan sw dung phan mém
TRUNG TAM f}y Y VA HO TROQ KY THUAT A . <. , N A . ~
SH . Ké todn tai chinh va Ngan sdch xa

8- Khai bao bien he thong =

=
Thé.%ﬁn 51 dung chiic nang theo dai log
dign ¥ Sao luu fu déng

& Kigu sao hiu 1 - Ding khi thodt chudng trink ~
Gié tri
gt dish Nauidii st dung admin ~
—
V&t tu hang Luu file backup i déng trén Server ?
ho & -
od Buing d&n lufile [D:\IMAS_Backup |

Tién ich

Lua chon
khac

bl Lwl| (@ Thoat |

Phan tién ich cho phép nguoi dung dat ché d6 sao luu tu dong cho IMAS
Phén nay cho phép ngudi sir dung khai bdo:

- Kiéu sao luu.

- Nguoi nao dugc phép sao luu ty dong.

- Vanoi luu file 520 luu ty dong : r‘néc dinh & thu muc IMA,S_Back‘up tro,ng phan

vung khong phai 6 dia chtra h¢ dieu hanh cé dung lugng trong nhiéu nhat.
Khai bdo xong chon niit Luu dé luu lai cac théng tin vira cap nhat.
Tiép tuc khai bdo cic thong tin trong phan Lwra chon khic
a- Khai bao bien he thong A v - =n ==

[gﬂ Chiic danh noudi ky bigu
Théng tin Chiic danh phu tréch ddn v {CHU TICH UBND XA | Tén |
dn wi

Gia tr e u
ngam dinh Chic danhnguiil3p bigy | NGUOI GHI SO | Ten |
- Ténthi quj |

Chiic danh phutrdch k& todn  [PHU TRACH KE TOAN | Ten |

Vét tu hang Ténthikho |
hda

]

Tién ich

Lua chon
khac

bl Liula | (@ Theat

Phén nay khai bdo céc thong tin vé chirc danh va tén ngudi phu trach don vi, phu
trach ké todn va nguoi 1ap biéu dé c4c thong tin nay sé tu dong hién 1én khi xem cic bao
cdo hay in chirng tur.

Chon Luru lai/Pong y dé luu lai toan bo thong tin vé bién hé thong ma NSD da
khai bao.
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5.2. KIEM SOAT TRUY CAP
5.2.1. CHUC NANG

Chirc ning nay cho phép theo ddi tinh trang truy cip hé thdng lién quan dén xt Iy
dwr liéu. Tat ca céc truy cap thay doi dir li€u s€ dugc luu gilr vé thoi gian, ngudi st dung,
dia diém truy cdp va thao tac truy cap dé c6 thé kiém sodt bdi ngudi quan tri mang sau
nay. Ngoai ra, chuong trinh con c6 chitc nang cho phép huy bo thong tin qua khir trong
nhat ky.

5.2.2. THUC HIEN

Vao Hé thong/Kiém soat truy cip man hinh Kiém sodt truy cip nhu sau:

5! Kiem soat truy cap =N @
] x © ! = @
DS truy cip Xda Lam mdi Loc dir ligu in Thodt

Téndangnhap |- Tatca- ~ ‘ M3 chiing i |- Tatca - v ‘ May thiic hign

Tén chiicnang |- Tatca— v SsCTo ‘ ~Tatca - v

Thiigantd |_/_/__ |Ben [ /| MNewCTo | s/ |ea| _/ /| | @ Theolp O Theoténmay

M 56 [ Jsukién [-Tatca-~  Sten | | B&n | |
- ~———

:E—Eé Thal ﬁ;f‘gpdang T R M3 5 dﬂr;%:g S0 £l Ch’ﬂr%ég"'m S5 tiEn Haeih darc i i Fawis :
admin 13/12/2019 6:11:06 PM ) Bang nhap fe80:cedB:c990:... THTK*HP—H?
admin 13/12/2019 6:10:32 PM BDéang xudt fell:ced8:c9590:... | THTK-HP-H...
admin 13/12/2019 5:55:59 PM Bang nhip feBliced8:c950:... | THTK-HP-H...
admin 13/12/2015 5:55:49 PM BDang xudt fe80:cedB:c950:... | THTK-HPH...
admin 13/12/2015 5:53:42 PM Bang nhap fe80icedB:e990:... [THTK-HP-H... | o

Nguoi str dung c6 thé loc cdce thong tin lién quan dén viéc truy cdp cua cic mdy
bang cach chon céc thong tin can loc trén man hinh rdi nhip vao Loc dik liéu trén thanh
menu.

5.3. TA0 MOI PON VI SUDUNG

5.3.1. CHUC NANG

Chuong trinh Ké toan KTXA cho phép NSD ¢6 thé luu trir dit liéu xuyén sudt
trong nhiéu nam. Tuy nhién, néu NSD mubn tdch bo s6 lidu ctia don vi thanh nhiéu phan
trong ng voi tirng nam thi ban ¢ thé str dung chic ning tao méi don vi sir dung dé tao
mot bo s6 ligu méi.

Ngoai ra, chuong trinh Ké toan KTXA con cho phép NSD quan 1y nhiéu don vi str
dung khdc nhau trén cing mot bd chwong trinh. Chtrc ning nay dic biét c6 y nghia ddi
voi don vi c?ip trén can quan ly nhiéu don vi truc thudc. Khi d6 c6 thé tao cho mdi don
vi mot bd s6 liéu va c6 thé kiém sodt sb liéu cia cdc don vi thanh vién dén tung chirng

AY

tu.

5.3.2. THUC HIEN
M6 menu Hé théng, chon Tao thém don vi méi
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AP C1UvEN GIAG CONG NGHE Hudng dan sir dung phan mém
TRUNG TAM §7 7 SAE 5 S9Ny | o Noh

Ké todn tai chinh va Ngan sdch xd

Ke toan ngan sach va tai chinh xa - 2020
Héthdng | Mihiéu Ké&toan Wattu,

tiang nhap r
Thay dai mat khiu

'OI Bang xuat

Cuan by ngudi dang F4
Khai bac bigén hé thdng

Q Kiém soat truy cap

Tao thém don vi mai

Thoat khéi héthéng  Ctrl+T

Hop thoai Tao thém don vi méi hi¢n ra nhu sau:

TR ey G Tk

" 1.Cachtao ndm lam viec mai

2. Thang tin nam lam viéc

@ Tao mdi dii lidu ké toan che ddn vi

3. Théna tin ngdm dinh D ligu ké todn tréing chi cé cac danh muc mac dinh theo quy dinh cia Nha
> nude. anphai#ﬁl ban cac danh muc tham chiu réi cap nhat chiing ti binh

4. Ng&y hach toan thu‘dng -

@] Tao dil lig

11 tii dif ligu ké toan mau

chudng trinh 13 dii iéu gia dinh phue vu céng tac hoc tip,
tham nhap sobaulf!hddn vi, ban phai x6a hét cac di liéu trong
danh muc tham chigu va cac chiing ti maw.

a4 1 T 1
Trd lai ‘ Tiéptuc | |« Thichign | g Bo qua

Chon Tiép tuc, khai bdo tiép thong tin nim lam viéc:

h 4 5

2. Théng tin nam 1am viéc

1. Cach tao ndm lam vige mdi
¥ 2. Théng tin nam lam visc
Tén ddn vi {*) Ban quyn ding thi clia B& Tai chinh
3 Tharg-Bn ngam dinh 1

Tén ddn vi chi guan (7} |Cuc Tin hoc va Théng ké Tai chinh-Ba Tai chinh 2
Biia chi

-4 Mgay hachtoan

Quan'Huyén | |

S diénithoai | L= | |
Irén diidu (%) |KT><A 3 |

Tén loai hinh ddn vi {7) I;-Kétoénngénsémvétéiminhxﬁ— 2019/ TT-BT ~ |

|| St dung ddn vithanh vién 4

s* Tra|aa"§ Taitee| RS sl R Boun

Khai bdo cic thong tin danh ddu *, tén dit lidu dit theo tén don vi hodc tén ban
mudn ding dé phan biét.
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TRUNG TAM @

f CHUYEN GIAO CONG NGHE Huong dan sw dung phan mém
3 VA HO TRGQ KY THUAT AN . N A . ~
SH Ké todn tai chinh va Ngan sdch xa

Chon didng: Tén Loai hinh don vi, Chon Tiép tuc

e b ]
3. Théng tin ngam dinh

" 1.Cach tao nam lam viéc mdi

W 2 Théng tin ndm lam vidc
Hohthic sgkhoan | v

%" 3. Thing tin ngim dinh
s GraT o |

4. MNgay hach toan

Ngudn w&n ngam dinh

Chon Tiép tuc (do hinh thirc s6 khoan di duge chon theo quy dinh va c6 thé khai
béo lai trong hé thng)

Tao thém don vi mai - - n
y N
=
1. Cach tao nam lam viéc mdi
2. Théng tin nam lam viéc Mady tharn bﬁﬁjl h toan ()

3. Théng tin ngadm dinh 01/01/2020

4. Ngay hach toan

LS

55 liéu v& céng trinh du an dude Iy Iy ké 1 ngay

01/01/2020

& e W Tete | Thichin] H B

Chon ngay thang theo yéu cau va bAm Thue hién,

— B4o thanh cong la da thuc hién xong. Ban thodt khdi chuong trinh, dang nhap
lai @€ lam viéc voi nam lam viéc méi vira tao.

- Budc 4: Sau khi nhap ddy du cdc thong tin chon ndt Ping nhap xuit hién man
hinh giao dién chinh cua IMAS.
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5.4. THOAT KHOI HE THONG
5.4.1. CHUC NANG

Dung dé thodt khoi chuong trinh trd vé man hinh chinh ciia window.

5.4.2. THUC HIEN

Vao Hé théng/ Thost khéi hé théng (Ctl + T) hoiic kich vao nat k3]

Xac nhan ﬂ

‘?r/ Cd phai ban mudn dang xuat?

Co Khiang

Chon “Co” s¢€ xuat hién giao dién sau:

Xac nhan ﬂ|

“» | Ban co muéin sao luu dii iéu khéng 7
g/

Ca Iﬂ'mn'g

Chon “Cé” chuong trinh s€ tw dong sao luu dir liéu vao thu muc sao luu da chi
dinh (xem thém tai Muc 5.1 Khai bdo bién hé théng) KHUYEN CAO NEN CHON
cO

Chon “Khéng” chuong trinh s€ khong ty dong sao luu va dong lai toan bd cac giao
dién cua chuong trinh IMAS.

6. MA HIEU
6.1. DANH MUC TAI KHOAN
6.1.1. CHUC NANG

Khai bdo danh muc tai khoan va cédc tinh chét tai khoan theo ding Thong tu
70/2019/TT-BTC ngay 03/10/2019 cta Bo truong Bo Tai Chinh.

Ngoai ra, ban c6 thé khai bdo, thém mdéi, chinh stra théng tin vé tai khoan ké todn
chi tiét d€ phuc vu cho yéu cau quan ly tai don vi minh.
6.1.2. THUC HIEN

Vao M hiéu / Danh muc tai khoan (phim tit F6) s& xuat hién man hinh cap nhat
sau:
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A CHUYEN GIAO CONG NGHE
¥ VA HO TRG KY THUAT

Huong dan sw dung phan mém
Ké todn tai chinh va Ngan sdch xd

85 Danh muc tai khoan

Cé tigu khoan

Danh muc déi tudng tap hdp
Danh muc du an
Danh muc céng trinh XDCE

’ £ * X 2 $ = @
Thém mai Sia Luru Khéi phuc Sao chép Xoa Lam mdi Tim kigm In Thoat
M3 55 - 005 Danh muc ma s& Chudng Dianh muc céc khoan chi phi
Tén Dina ci i b Aarie Sr g Danh muc ma =5 nganh kinh t& (Loai - Khoan) Danh mugc hdp ding kinh t&
R 5 Danh muc mé s8 ndi dung kinh t& (Muc, Tigu Muc) Danh muc nghiép vu
Dang & du Du ng .
Danh muc ngudn kinh phi Danh muc lién quan khac
Loai Khing theo dai Danh muc déi tudng phap nhan

Danh muc hang muc du an

= Bai s 5 F
e Ten tai khodn ngjﬁ?n o yﬁ;ﬂg W g Io(a:ia;hi ;lﬁdnpg_ Nehiép
phi nhan AP hdp *DCB phi kinh t&
005 Dung cu 14u bBn dang su dung [ O [l 0 [ ] 0 O
008 Du todn chi hoat déng ¥ O [ O N O O O
0081 Ném tridc ] ] ] = ] ] B | #
00811 D todn chi tam dng ndm trudc [ [ = ]| El [ ]
00812 Dutodn chi thiic chi ndm tidc | E Gl B = ] il
0082 Nam nay ¥ [ ] 5 O O O
00821 D todn chi tam (ing nam nay [} G, il =) i} | = [
00822 D to@n chi thuc chi ndm nay [ ] [E (=] ] = 1 ]
111 Tign mét L] ] ] ] ] B | ®

J&Y)

Thuc hién cac chirc nang “Thém méi”, “Swa”, “Xéa”, “Sao chép”, “Lam méi”,

“Khéi phuc”, “In”, “Tim kiém”, “Thoat” , “Di chuyén giira cdc dong dir liéu” nhu
da dugc trinh bay trong muc 4.1.

* Gidi thich cdc thong tin trén man hinh “Danh muc Tai khodn”

STT | Thong tin

Dien giai

1 | M3 tai khoan

- S6 higu ctia tai khoan (c6 do dai tdi da 12 7 chit s0)
- Khong c6 dau trong & dau hodc giita cc chit s6
- C4c tai khoan phai 1a duy nhat (khéng nhép tring)

2 | Tén tai khoan

M0 ta tén goi cua tai khoan (tdi da 35 ky tu)

3 | Dang sodu

C6 thé chon tir danh sich
C6 cdc dang s6 du 12 du no, du c6, khong c6 sb du, ludng
tinh

4 | C6 tiéu khoan

Pénh diu vao & nay néu dugc chia thanh cic tiéu khoan
cap dudi. Nguoce lai bo qua khdng danh déu

5 | Danh muc chuong

Danh dau vao 6 nay néu tai khoan c6 lién quan dén danh
muc chuong. Nguoc lai bé qua khong danh dau

6 | Danh muc loai

khoan

Dénh dau vao 6 nay néu tai khoan c6 lién quan dén danh
muc Loai khoan. Nguoc lai bo qua khdng danh dau

7 | Danh muc muc
luc ngéan sach

Danh dau vao 6 nay néu tai khoan cé lién quan dén danh
muc Muc luc ngan sach. Nguoc lai bé qua khéng danh
dau

8 | Danh muc ngudn
kinh phi

Pénh du vio 6 nay néu tai khoan c6 lién quan dén danh
muc Ngudn kinh phi. Nguoc lai bé qua khéng danh du

9 |[Danh muc Dbi

tuong phdp nhan

Danh dau vao 6 nay néu tai khoan c6 lién quan dén danh

muc Péi twong phdp nhan. Nguoc lai bé qua khong danh
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STT | Thong tin Dién giai
dau

10 | Danh muc Dadi | Panh dau vao 6 nay néu tai khoan ¢ lién quan dén danh
tuong tap hop muc ddi twong tip hop. Nguoc lai bé qua khéng ddnh déu

11 | Danh myc dy én | Panh dau vao 6 nay néu tai khoan c6 lién quan dén danh
muc Du dn. Nguoc lai bo qua khdng danh dau

12 | Danh muc hang | D4nh ddu vao 6 nay néu tai khoan c6 lién quan dén danh
muc cong trinh muc Hang muc cong trinh. Ngugc lai bé qua khong danh
dau

13 | Danh muc chi phi | D4nh ddu vao 6 nay néu tai khoan c6 lién quan dén danh
xay dung muc Chi phi xdy dung. Nguoc lai bo qua khéng dénh dau

14 | Danh muc hop | Panh dau vao 6 nay néu tai khoan ¢6 lién quan dén danh
dong kinh té muc Hop dong kinh té€. Nguoc lai bé qua khong danh dau
6.2. DANH MUC CHUONG

6.2.1. CHUC NANG

Phén loai theo chuong va cap quan 1y ( viét tit 1a Chuong) 1a phan loai dya trén co

sO td chire cta cdc co quan, t chire true thudc mot cip chinh quyén (goi chung 13 co
quan chu quan) dugc to chitc quan 1y ngén sdch riéng nham xéc dinh trach nhiém quan
1y ctia co quan, to chitc d6 d6i véi ngan sich Nha nuéc (Theo thong tu sb 324/2016/TT-
BTC ngay 21/12/2016 cua Bo truéng Bo Tai chinh).
6.2.2. THUC HIEN

Tir man hinh chinh chon Ma hiéu /Hé thong muc luc ngin sach Nha nuwéc/Danh
muc chwong xuit hién man hinh sau:

N \ 4
- Danh muc ma so Chuong
. J El i 4 X - " =1 @
Thém mdi Sira L Khdi phue Sao chép Xoa Lam magi Tim ki€m In Thoat
Ma chudng * F— C3pngansach 1 Ma chudng ngam dinh | A
Tén chudng Vi phéng Chi tich nude Nhém cha
M3 Chidng Tén Chuidng C&p ngén sach

001 Wa&n phang Chu tich nudc 1
D02 Wan phong Gudc hai 1
003 Toa an nhan dan tdi cao 1
D04 Vién kigm s&t nhan dan t8i cao 1
D05 Wan phong Chinh phi 1
009 Bé& Céng an 1
o Bé Qudc phong 1
01 Bé& Maoai giao 1

Thuc hién cac chirc nang “Thém méi”, “Swa”, “Xoéa”, “Sao chép”, “Lam méi”,
“Kkhoi phuc”, “In”, “Tim Kiém”, “thoat” , “di chuyén giira cac dong dir li€éu” nhu da
dugc trinh bay trong muc 4.1.

* Gidi thich cdc théng tin trén man hinh “Danh muc ma so chwong”
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VA HO TRGO KY THUAT

oy £ |
LLLIEENL - # Ké todn tai chinh va Ngdn sdch xa

i
g

STT Thoéng tin Dién giai

1 | Ma Chuong Nhap mi s6 chuong cia don vi minh theo thong tu
s6 324/2016/TT-BTC

2 | Tén Chuong Nhap tén Chuong don vi minh

3 | Nhém cha Pénh dau vao 6 nay néu dugc chia thanh céc
chuong cp dudi. Nguoc lai bo qua khong ddnh
dau

4 | Cap ngan sich Nhap mi cip ngan sich cia chuong dé in céc
chung tir lién quan dén kho bac.

6.3. DANH MUC MA SO NGANH KINH TE (LOAI - KHOAN)
6.3.1. CHUC NANG

Phén loai theo nganh kinh té (viét tat 12 Loai-Khoan): dwa vao tinh chat hoat dong
kinh té dé hach todn thu, chi ngan sach Nha nudc. Loai dugc xdc dinh trén co s¢ tinh
chét hoat dong cua nganh kinh té cép I. Khoan dugc xdc dinh trén co s tinh chat hoat
dong cta nganh kinh té cap II hodc cap III theo phan nganh kinh té nham dam bao yéu
cau quan 1y cia NSNN (Theo thong tu s 324/2016/TT-BTC ngay 21/12/2016 cta Bd
trudng Bo Tai chinh).
6.3.2. THUC HIEN

Vao Ma hi¢u/ Hé thong muc luc ngan sach Nha nwéc /Danh muc ma sé nganh
kinh té (Loai — Khoén), xuit hién man hinh:

o' Danh muc ma so nganh kinh te {Loai - Khoan)
5 El 2 5 X, =1 ¥ = @
Thé&m mdgi Sa Luu Khai phuc Sao chép ¥oa Lam madi Tim kigm In Thoat
Mé loai khoan = 011 Mhém cha
Tén loai khodn  Quéc phéng Méloai 010
M& loai khoan ngam dinh i
M loai khoan Tén loai khoan Ma Loai
- |o10 |Qusc phing
M& loai khoan Tén loai khoan Ma Loai
011 Qufic phong 0o
012 Cd y&u Chinh phu 010
03 Trung tam nhigt ddi Vigt Nga ]
014 Chuan bi déng vién 0o
+ | D40 An ninh va trat tu an toan xa hoi
+ | 070 Giao duc - dao tao va day nghé
+ | 100 Khoa hoc va cong nghé
+ | 130 Y t&. dan s5 va gia dinh

&L

Thuc hién cac chirc nang “Thém méi”, “Stwra”, “Xo6a”, “Sao chép”, “Lam méi”,
“khéi phuc”, “In”, “Tim kiém”, “Thoat” , “Di chuyén giita cac dong dir liéu” nhu da
dugc trinh bay trong muc 4.1.

Khi thuc hién “Thém méi”, “Sira”, “Sao chép” ban ghi, néu 6 chon “Cé muc
con” dugc chon thi danh sdch “Nhém cha” s& bi an di, nguoc lai khi 6 chon “Cé muc
con” khong duoc chon thi danh sach “Nhém cha” phai dugc chon dir li€u méi thyuc hién
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Iuu thanh cong duogc.

* Gidi thich cdc théng tin trén man hinh “Danh muc ma sé Chwong’”’

STT Thoéng tin Dién giai
1 Ma loai khoan Nhap Loai, — Khoan ma don vi theo doi theo ding
thong tu s6 324/2016/TT-BTC
2 | Tén loai khoan Nhap tén goi cuia Loai Khoan.
3 | Nhém cha - Panh diu vao 6 nay néu 12 “Ma Loai”.

- Néu khong tich chon vao 6 nay thi la “Ma Khoan”.

4 | Mi loai Chon ma Loai cho Khoan

* Chu y:

- Vi 1 Loai ¢6 thé c6 nhiéu khoan nén dé nhap 1 ma Loai ban phai tich chon vao 6
check “Nhém cha”. Con dé nhap 1 ma Khoan, ban khong duoc tich vao 6 check “Nhém
cha” va phai lya chon Ma Loai trong 6 danh sdch. Sau khi nhip xong 1 ma Loai va 1
ma Khodn thuéc ma Loai d6 thi s€ hién 1én danh sach ma Loai — Khoan theo quy tic
sau: Loai.Khoan.

6.4. DANH MUC MA SO NQOI DUNG KINH TE (MUC, TIEU MUC)
6.4.1. CHUC NANG

Phan loai theo ndi1 dung kinh té (Viét tat 1a Muc, Tiéu muc) la dya vao ndi dung
kinh té (hay tinh chét kinh té) ctia khoan thu, chi ngan sach Nha nudc dé phan loai vio
cic Muyc, Tiéu muc, Nhém, Tiéu nhém khéc nhau (Theo thong tu s6 324/2016/TT-BTC
ngay 21/12/2016 cia B0 trudng Bo Tai chinh).

6.4.2 THUC HIEN

Vao M4 hiéu / Hé théng muc luc ngan sach Nha nwéc / Danh muc ma sé ndi

dung kinh té (Muc, Tiéu muc), man hinh xuit hién:

a2 Danh muema so noi dung kinh te (Muc, Tieu Muc)

" E] o e » bd 2 ! = )

| Thém mai Sira L Khdi phuc | Sao chép ¥oa Lam mdi | Tim kiém In Thodt

MEMLNS® 0000 M3 nhém tiu rhém Nhém cha
TEnMLNS  MUC TAM THU CHUA BUA VAO CAN BX 5 mue con Tigu muckhde [ | Tigwmuc khac chung
Loai Mucthu MEFI'-J

slumn M“'C;ggﬁgé” Tén mECa';';]a J"g‘a :I';E'; TMUC_KHAC ~ MUC_KHACCHUNC LOALKMCP
+ | 0000 MUC TAM THU CHUA BUA VAD CAN BGOI NSNN - 0 [ 001
+ |0820 Vay va trd nd gc vay trong nudc ciia Ngdn séch nha nude B |001
+ 0840 Vay va tra ng gic vay ngodi nudc ctia Ngan sich nha nude [l B |o01
+ 0900 Nguéin ném tridc chuyén sang nm nay {thu chuyén ngudn) ] |001
+ |o9s0 Chuyén ngun nam nay sang nam sau (chi chuyén ngudn) 0 £ |on2
+ 1000 Thug thu nh3p c3 nhin 0111 \ ] | 001

Thuc hién cac chirc nang “Thém méi”, “Swa”, “Xoéa”, “Sao chép”, “Lam méi”,
“Kkhoi phuc”, “In”, “Tim kiem”, “thoat”, “di chuyén giira cac dong dir li€éu” nhu da
dugc trinh bay trong muc 4.1.
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Ké todn tai chinh va Ngan sdch xd

e

Chu y:

- Khi thuc hién “Thém méi”, “Stra”, “Sao chép” ban ghi, néu 6 chon “Cé muc
con” dugc chon thi danh sdch “Nhém cha” s& bi an di, nguoc lai khi 6 chon “Cé muc
con” khong duoc chon thi danh sach “Nhém cha” phai dugc chon dir li€u méi thuc hién
Iuu thanh cong duogc.

- Khi chon vao ddu (+) & dau mdi dau dong mot ban ghi cha trong ctra s6 danh
sdch cdc ban ghi s& x6 ra mot danh sach cic ban ghi con cta ban ghi cha duoc chon d6
nhu hinh vé:

M3 MLMNS Tén Tén tigng &nh PAREMT M3 NTH
- | 6000 Tién lddng 0129
M3 MLMS Tén Tén tigng &nh PAREMT M3 NTH
BO0Z Ludng tép =, cong chic dd bi EOOO 0125
BO03 Lddng hdp ding dai han EO00 mz29
G004 Ludng cén b céng nhén vign déi ra ngoi bign ché BOO0 mz5
< >

* Gidi thich cdc thong tin trén man hinh “Danh muc ma sé noi dung kinh té(Muc,

Tiéu muc)”’
STT Thong tin Dién giai

1 | Ma MLNS - C6 d6 dai t6i da 12 20 ky tur
- Khong c6 dau trong ¢ dau hodc giira cdc chit s6

- C4c Ma MLNS phai 12 duy nhat (khéng nhép

trung)
2 | Tén MLNS MG ta tén goi cua muc luc ngan sach
3 | M3 nhém tiéu nhém Chon ma nhém tiéu nhém
4 | C6 nhém con Pénh du vio 6 nay néu 1a mi cha
5 Nhoém cha Chon ma cha

6.5. DANH MUC MA SO CHUONG TRINH MUC TIEU QUOC GIA
6.5.1. CHUC NANG

Khai b4o hé thong chuwong trinh muc tiéu qudc gia theo quyét dinh méi nhat (Theo
thong tu s6 324/2016/TT-BTC ngay 21/12/2016 ctia Bo trudng B Tai chinh).
6.5.2. THUC HIEN

Vao M3 hiéu / Hé théng muc luc ngin sich Nha nwéc / Danh muc ma sb
chwong trinh muc tiéu quoc gia, man hinh xuat hi¢n:
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et R e e s e o
i Thém rmdi Sila Sao chép Hia Larn midi Tirn kigrm In Thodt
et <
M3 chuldng tink muc iéu oo1o Tén chudng tinh muc tigu Chudng tiinh myc tiéu qudc gia Giam nghéo
Ca D Con Dranh muc cha
& _CTMT TEN_CTHMT - B PAREMT #
ooio Chudng trinh muc tigu qudc gia Giam nghéo
001 D ribarstotg me iRk idn b 0010
o012 Dy & khuyén ndng, 1am, ngd v hé trg phdt tign san sudt,. | 0010
o013 Dy &n day nghé cho ngudi nghéa ana
ao14 D 4n nang cao ndng lUc gidm nghéo a0
ao1s Chinh zach trg gidip phap i cho nogdii nghéo aoo
an1e Hoat déng gidm sat, danh gia aoo
ooy Dyl & hi trd phat tign cd $6 ha tang thigt yéu cac «3 d3c.. | 0010
0030 Chudng trinh muc tidu quic gia Dan =6 va Ké h...

J&Y)

Thuc hién cac chirc nang “Thém méi”, “Swa”, “Xoéa”, “Sao chép”, “Lam méi”,
“khoi phuc”, “In”, “Tim kiém”, “Thoat”, “Di chuyén giita cac dong dir liéu” nhu da
dugc trinh bay trong muc 4.1.

Chu y:

Khi thyc hién “Thém méi”, “Stra”, “Sao chép” ban ghi, néu 6 chon “Cé muc
con” dugc chon thi danh sdch “Nhém cha” s& bi an di, nguoc lai khi 6 chon “Cé muc
con” khong duoc chon thi danh sach “Nhém cha” phai dugc chon dir liéu méi thuc hién
Iuu thanh cong duogc.

* Gidi thich cdc thong tin trén man hinh ‘“Danh muc ma so chwong”’

STT | Thong tin Dién giai

1 Ma chuong trinh' muc | - Ma chuong trinh muc tiéu (c6 do dai ti da 1a 20
tiéu chit s0)
- Khong c6 déu trong ¢ dau hodc giita cdc chit s6

- C4c Ma chuong trinh muyc tiéu phai 1a duy nhat

(khdng nhap trung)
2. | Tén chuong trinh muc | M0 ta té€n goi cua chuong trinh myc tiéu
tieu
3 | C6 DM con Pénh du vio 6 nay néu 1a mi cha
4 | Danh muc cha Chon ma cha

6.6. DANH MUC NGUON KINH PHI
6.6.1. CHUC NANG

Dung dé khai bdo hiéu chinh céc ngudn kinh phi c6 tai don vi.
6.6.2. THUC HIEN

Vao M4 hiéu / Danh muc ngudn kinh phi xuat hién man hinh nhu sau:
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o' Danh muc nguon kinh phi

% E] » x © ¥ == @
Thém mai Sira Luru Khéi phuc Sao chép Xoa Lam mai Tim kiém In Thoat
Ma ngudn kinh phi® 11
Tén ngubn kinh phi Mgutn kinh phi thudng xuyén

Cd nhom con

MNhém ngudn kinh phi

—

o Tén ngun kinh phi M8 ném LOALQT

11 Ngudn kinh phi thudng xuyén

12 Kinh phi khiing giao tu chu, khiing giao khoan 11
13 Kinh phi dudc giao tJ chi "
14 Kinh phi thuc hién chinh sach tién ludng I
15 Kinh phi khéng tu chd dude cp o6 tham quy@n bé sung sau noay 30/09 1
16 Kinh phi nghign cliu khoa hoc 1t
17 Kinh phi thuc hién chinh sach a1
18 Kirh phi kcham, chiia bénh cho tré em duidi & tudi o1l
19 Kinh phi kham chila b&nh cho noudi nghéo 11
20 Kinh phf cém méc bign gidi a1

&t

Thyc hién cac chirc nang “Thém méi”, “Swa”, “Xo6a”, “Sao chép”, “Lam méi”,
“Kkhoi phuc”, “In”, “Tim kiem”, “thoat”, “di chuyén giita cac dong dir li€éu” nhu da
dugc trinh bay trong muc 4.1.

* Gidi thich cdc thong tin trén man hinh “Danh muc nguédn kinh phi’’

STT Thong tin Dién giai

1 | Ma nguon kinh phi - M3 ngudn kinh phi (c6 d6 dai tdi da 1a 20 chir sd)
- Khong c6 dau trong ¢ dau hodc giita cdc chit s6

- C4c ma ngudn kinh phi phai 12 duy nhat (khong

nhap trung)
2 | Tén ngudn kinh phi MO ta tén goi cia ma ngudn kinh phi
3 | C6 nhém con Pénh diu vao 6 nay néu dugc chia thanh cdc nhém

cap dudi. Ngugce lai bo qua khdng danh dau

4 | Nhém ngudn kinh phi | Chon ma nhém cha

6.7. DANH MUC POI TUONG PHAP NHAN
6.7.1. CHUC NANG

Khai bdo danh muc d6i twong phdp nhan, 12 cdc dbi trong lién quan dén coéng ng
cua don vi. D6 1a toan b danh sach céc doi tugng lién quan dén céc tai khoan phai thu,
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phai tra (cdc tai khoan loai 3). Céc dbi twong d6 c6 thé 1a bén trong hay bén ngoai don

vi. Hién tai, chuong trinh dang mic dinh sin 4 nhém sau:

- Nhém CB - Danh muc c4 nhéan tam wng: Ding dé khai béo toan bo danh séch
cdc cdn bo cong nhan vién trong don vi dé theo ddi cdc khoan tam tng c4 nhan hay cic
khoan phai thu, phai tra khéc.

- Nhém PTPT - Danh muc déi tweng phai thu, phai tra: Ding dé khai b4o toan
bd danh séch cdc d6i twong phai thu, phai tra nim bén ngoai don vi. D6 ¢6 thé 1a céc to
chirc hodc cic ca nhan.

- Nhém DVNB - Danh muc don vi ndi bg: Ding dé khai bdo toan bo danh séch
cdc dbi twong phai thu, phai tra truc thudc don vi.

- Nhém NHKB - Danh muc ngin hang — kho bac: Dung dé khai bdo cic tai
khoan ctia don vi minh & cdc ngén hang, kho bac khac nhau. Muc dich 12 dé khi in cdc
chung tir nhu: Gidy rit dy todn, Uy nhiém chi... s& lya chon ma tai khoan d6, chuong
trinh s& ty dong 14y dit liéu tén Kho bac/Ngin hang va s tai khoan tai NH/KB d6 ma
ban khéng phai ddnh lai nhiéu lan.

6.7.2. THUC HIEN
Vao M3 hiéu / Danh muc ddi tweng phéap nhén, xuat hién man hinh:

85 Danh muc doi tuong phap nhan

* E] > X 7 " = @
Thém mdi Sia Luu Khéi phuc Sao chép Xo6a Lam mdi Tim ki€ém In Thoat
Mass * BHXH Ma phong Ma ddn vi c6 QHVNS
Tén Bao hiém x4 hdi quan Tén Bnh Téndon vi M3 dia ban
S6 dién thoai 0944243246 $5CMTND S6 tai khoan 0012381488243
Bia chi Ndi cép CMT Ma kho bac 9523.3.1012443

C6 danh muc con Ngay cap /7 Tén kho bac Kho bac nha nudc quén Tan Binh

M5 danh muc cha PTPT Danh mu- M& so VAT
Tai khoan lién quan : |

Tai khoan lién quan cha

Ma D6
'gﬁgg Tén i tudng phdp.nhan Bia chi Dién thoai gf;'?nsg;"t‘;i : MA_PBAN Tén don vi
nhan
+ |CB Danh muc ca nhan tam dng
~|etPT Danh muc déi tudng phai th._. |
Ma DG T8 tudng phap nhan Dia chi Dién thoai MasSthuggisti  MA_PBAN Tén don vi
BHXH Bio hiém x3 hil quén T4n Bih 0944243246
< m
|+ |[DVNB  |Danh muc ddn vi ndi ba
+ |[NHKB | Danh muc Ngan hang - Kho... |

Thuc hién cac chitc nang “Thém mo6i”, “Sira”, “Xéa”, “Sao chép”, “Lam méi”,
“khoi phuc”, “In”, “Tim kiém”, “thoat”, “di chuyén giira cac dong dir liéu” nhu da
dugc trinh bay trong muc 4.1.

Chu y:

- Khi thyc hién “thém méi”, “sia”, “sao chép” ban ghi, néu 6 chon “Cé muc

con” dugc chon thi danh sich “Nhém cha” sé bi an di, nguoc lai khi 6 chon “Cé muc
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con” khong duogc chon thi danh sach “Nhém cha” phai dugc chon dir li€u méi thuc hién
luu thanh cong dugc.

- Khi chon vio dau ( + ) & dau mdi dau dong mot ban ghi cha trong ctra s6 danh
sach cdc ban ghi s€ x0 ra mdt danh séch cac ban ghi con ctia ban ghi cha dugc chon dé
nhu hinh vé:

- |[PTPT | Danh muc déi tudng phai th._. | | | | | |
M3 Déi Tén Béi tuidng phap nhan BDia chi Bién thoai Ma & thug gia tri MA_PEAN Tén ddn vi

BHXH | Baohiém & héi quin Tan Bioh | |0oas243245 | | |

4 n

- Vi danh muc dbi tuong phdp nhan la danh myc cua nhiéu danh muc nhé nén dé
gidi han cdc gid tri cho NSD trong qud trinh nhép liéu, chuong trinh da cho thém cac
thong tin: “Tai khoan lién quan”. Tuong ng véi timg nhém d6i twong sé& lién quan dén
cdc tai khoan khdc nhau. Chang han:

+ Nhém CB — Danh muc c4 nhin tam tng thi s& lién quan dén cdc tai khoan nhu
312, 3118, 3318, 3337.

+ Nhém PTPT — Danh muc ddi twong phai thu, phéi tra bén ngoai don vi nén s&
lién quan dén cic tai khoan nhu: 311, 313, 331, 333, 335, 341, 342.

Khi NSD di thiét 1ap tai khoan lién quan cho nhém danh muc rdi, thi khi nhap
danh sdch chi tiét trong nhoém danh mue d6 s€ tu dong nhan cac thudc tinh tai khoan lién
quan theo nhém cha. Tuy nhién, NSD ¢6 thé chinh stra cho tirng di tuong.

* Gidi thich cdc thong tin trén man hinh “Danh muc doi twong phdp nhéin”
STT Thong tin Dién giai
1 |Misé - M 50 (¢6.d6 dai t6i da 1a 20 chit s0)
- Khéng ¢6 dau trong & dau hodc giita cdc chit s6
- Cdc ma ngudn kinh phi phai 1a duy nhét (khéng nhap

trung)
2 | Tén Tén goi cta dbi tuong phdp nhin (cé thé 1a tén ngudi
hodc tén mot td chirc)
37 | S6 dién thoai Nhap s6 dién thoai
4 | DPia chi Nhap dia chi
5 | C6 danh muc con Panh dau néu 1a ma cha
6 | Ma danh muc cha Chon ma cha
7 | Ma tai khoan lién | Chon ma tai khoan 1€n quan
quan
8 |[Ma tai khoan lién | Hién thi ma tai khoan lién quan cha (néu chon ma tai
quan cha khoan lié€n quan)
9 | Ma phong Nhap thong tin vé phong (PTPN Ia c4 nhan trong don
vi)
10 | Tén don vi Tén don vi phong (DTPN la c4 nhan trong don vi)
11 | S6 CMTND S6 chirng minh thu nhin dan
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STT Thong tin Dién giai
12 | Noi cip CMT Noi cip chirng minh thu
13 | Ngay cap Ngay cap ching minh thu
14 |Ma don vi c6|Madon vico quan hé¢ voi ngan sach
QHVNS
15 | Ma dia ban Ma dia ban
16 | S6 tai khoan S6 tai khoan
17 | Ma kho bac Ma kho béac
18 | Tén kho bac Tén kho bac
19 | Mi s6 VAT M s6 thué

6.8. DANH MUC POI TUONG TAP HOP
6.8.1. CHUC NANG

Danh muc d6i tuong tap hop bao gdm nhiéu nhém danh muc: Danh muc Quy tién
gtri; Danh muc Quy tién mat; Danh muc hgp dong kinh t€; Danh muc nguon von kinh
doanh.
6.8.2. THUC HIEN

Vao Ma hiéu / Danh muc d6i twong tip hop, xuat hién man hinh sau:

u- Danh muc doi tuong tap hop Ay AR
* B | X Z : = @
Thém mdgi Sira L Khéi phuc | Saochép | ¥oa Lam mai Tim kiém In Thoat
M& DTTH = DMHDSN — M& danh muc chia
Tén Danh muc Hoat déng sungt M tai khodn BT [a]
Cé daph mug. con Tai khoan lign quan cha
M5 s e i DanCT-I;nuc M& tai khuéndli-lin quan nham

+ | DMHDSN | Danh muc Hoat déng sing . |811.711 [ | o

+ |DMPTPT |Danh muc Loai Phai thu, Ph___ [311.331 |

+ |KP Danh mue loai kinh phi 341

+ | NVKD Danh muc mgudn von kinh d___ |411

+ |QUYCH... |Danh muc ding chung 336.431.112.11

+ |QUYTG Danh muc quy tien g 112

+ |QUYTM | Danh muc quf tign mét 11 |

Z,299 ¢ .99

Thuc hién cac chirc nang “Thém méi”, “Sta”, “Xoéa”, “Sao chép”, “Lam méi”,
“khoi phuc”, “In”, “Tim kiém”, “thoat”, “di chuyén giira cic dong dir liéu” nhu da
dugc trinh bay trong Muc 4.1.

Chiu y:

- Khi thyc hién “Thém méi”, “sira”, “sao chép” ban ghi, néu 6 chon “Cé muc con”
duoc chon thi danh sach “Nhém cha” s& bi 4n di, nguoc lai khi 6 chon “Cé muc con”
khong dugc chon thi danh sach “Nhém cha” phai duogc chon dir liéu méi thyc hién luu
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thanh cong duoc.

- Khi chon vao ddu ( + ) & dau mdi dau dong mot ban ghi cha trong ctra s6 danh
sdch cdc ban ghi s& x6 ra mot danh sich cic ban ghi con cta ban ghi cha duoc chon d6
nhu hinh vé:

- | DMHDSN | Danh muc Hoat déng sung... [811.711 | | |
M3 tai khodn lién quan Danh muc cha M3 tai khoan lién quan nhém cha
SNOT Sy nghigp kinh t& DMHDSN 811,71
SNO2 Chd DMHDSN 8117
SMNO3 Bén bai DMHDSN 811
SMNO4 Réc dan 13p DMHDSN 811,71
SNO5 Sy nghiép van x& DMHDSN 811
SNO6 Sy nghiép yt& DMHDSN 8117
SNO7 5S4 nghiép ma&m non DMHDSN 811,71
SMNO2 Sy nghigp gido duc DMHDSN 811,
SNOG Sy nghiép van héa nghé thust DMHDSN 811,71
SN10 Sunghigp TOTT DMHDSN 81,7

* Gidi thich cdc théng tin trén man hinh “Danh muc déi twong tép hop’’

STT Thong tin Dién giai
- Ma DTTH (c6 d6 dai t6i da 1a 20 chit sd)
1 | MabTTH - Khong c6 dau trong ¢ dau hodc giira cdc chit s6
- Cdc ma DTTH phai 1a duy nhét (khéng nhap triing)
2 | Tén DPTTH M0 ta tén goi cua DTTH
3 | C6 DM con Panh dau néu1a ma cha
4 | Ma danh muc cha | Chon ma cha
5 | Ma tai khoan Chon ma tai khoan lién quan
6 | M i khoan len | o 1 i khoan lien quan cha (néu c6)
quan cha

6.9. DANH MUC CONG TRINH XAY DUNG CO BAN
6.9.1:. CHUC NANG
Dung dé khai bdo danh muc cdc cong trinh XDCB ma don vi thuc hién va theo
doi.
6.9.2. THUC HIEN
Vao M3 hiéu / Danh muc cong trinh XDCB, xuit hién man hinh:

F® Danh muc cong trinh B =]
| el o ] | sao'ehép | PR o - |
: Thém mdi Sira Sao chép Xda Larn mdi Tim kigm In Thodt

b3 hang muc cong tink® | 01 Noay khii dau D todn | 0 |

Tén hang muc cdng tinh Mgay ket thic Cd nhdm con

> a

Racinginh Tl Nasp bt du Nasy két thiic Dutasn
o 0140142009 0140342009 1]
0z 12M2/2008 121242009 1]

Dia chi: Phong 204 Toa nha B¢ Tai chinh — 28 Tran Hung Pgo — Hoan Kiém — Ha Noi 46

Dién thogi: 024 2220 2888- Fax: 024 2220 8129
Website: http://tinhocbotaichinh.vn — Email: hotrokythuat@mof.gov.vn



4 ./ CHUYEN GIAO CONG NGHE Hudng dan sir dung phan mém
TRUNG TAM V. 5 vA HO TRG K¥Y THUAT A, . (? , N § ? . ~
SH Ké todn tai chinh va Ngan sdch xa

2,299 ¢ .99

Thuc hién cac chirc nang “Thém méi”, “Swra”, “Xé6a”, “Sao chép”, “Lam méi”,
“Khoi phuc”, “In”, “Tim kiem”, “Thoat”, “Di chuyén giira cac dong dir li€éu” nhu da
dugc trinh bay trong muc 4.1.

* Gidi thich cdc thong tin trén man hinh “Danh muc cong trinh XDCB”’

STT Thoéng tin Dién giai

I.|Ma hang muc cdng |- Ma hang muc cong trinh (c6 do dai tdi da 12 20 chit
trinh sé)
- Khong c6 dau trong ¢ dau hodc giita cdc chit s6

- Cdc md hang muyc cong trinh phai 1a duy nhat

(khong nhap trung)
2. | Tén hang muc cOng | M6 ta tén hang muc cong trinh
trinh
3. | Ngay khoi ddu Ngay khoi dau du todn
4. | Ngay két thiic Ngay két thiic du todn
5. | Dy todn Sé tién dy todn
6. | C6 nhém con Pénh dau néu 13 ma cha

6.10. DANH MUC CAC KHOAN CHI PHI
6.10.1. CHUC NANG
Liét ké céc loai chi phi nhu chi phi san xuat kinh doanh, chi phi dau tu xay dung
co ban...
6.10.2. THUC HIEN

Vao Ma hiéu / Danh muc cac khoan chi phi, xuat hién man hinh:

y v
i’ Danh muc cac khoan chi phi
$ El i > -7 / = @
Thém mdi Sira Luu Khdi phuc Sao chép Xoa Lam mai Tim ki€ém In Thoat
M& khiodn chi phi CPs Nhém cha
Ténkhoan chiphi  Cac khoan chi SXKD
M3 chi phi Tén chi phi M& nhdm

CPS Céac khoan chi SXKD
CP5M Ludng, phu c&p ludng, tién céing CPS
CPs02 BHXH, BHYT, Kinh phi CD CPs

Thuc hién cac chirc nang “Thém méi”, “Swa”, “Xoéa”, “Sao chép”, “Lam méi”,
“Khéi phuc”, “In”, “Tim kiém”, “Thoat”, “di chuyén giira cac dong dir liéu” nhu da
dugc trinh bay trong muc 4.1.

Chii y:
Khi thic hién “Thém méi”, “Sira”, Sao chép” ban ghi, néu 6 chon “Cé muc con”
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duoc chon thi danh sach “Nhém cha” s& bi 4n di, nguoc lai khi 6 chon “Cé muc con”
khong dugc chon thi danh sach “Nhém cha” phai duoc chon dir li€éu méi thuc hién luu
thanh cong duoc.

* Gidi thich cdc thong tin trén man hinh “Danh muc cdc khodan muc chi phi”’

STT | Thong tin Dién giai
Mi khoan chi phi - Ma khoan chi phi (c6 do dai tdi da 12 20 chir sd)
L - Khong c6 dau trong ¢ dau hodc giita cdc chit s6
- Cac ma khoan chi phi phai 1a duy nhat (khong
nhap trung)
2.| Tén khoan chi phi M0 ta tén goi khoan chi phi
3.| O chon nhém cha Panh diu néu 1a ma cha

4.| Danh sach nhém cha Chon ma cha

6.11. DANH MUC PHONG BAN
6.11.1. CHUC NANG

Khai bdo danh myc cdc phong ban trong don vi muc dich dé theo ddi tam tng, phai
thu, phai tra cta tirng cd nhan trong phong ban, theo di tai san cd dinh theo phong ban

su dung.
6.11.2. THUC HIEN

- Buée 1: Vao Ma hiéu/ Danh muc phong ban, xuat hién man hinh sau:

& Danh muc phong ban

i R T e T O -
Thém madi Sira N Lol phue | Sao chép ®da Larn mdi Tim kigm In Thoat
MZphing* GO |
Tén phing P giém déc '

M3 phing ban TEM_FPBAM
GD F giam ddc
kT F k& todn

- Bwéc 2: Thuc hién:

: %
- An niit |& Thém méi | dé thém méi 1 phong ban

- Nhap Ma phong, Tén phong

- Anndt Lo
Thuc hién cac chirc nang “Thém méi”, “Swa”, “Xoéa”, “Sao chép”, “Lam méi”,
“Khéi phuc”, “In”, “Tim kiém”, “Thoat”, “di chuyén giira cac dong dir liéu” nhu da
dugc trinh bay trong muc 4.1.
6.12. DANH MUC NGHIEP VU

Pia chi: Phong 204 Tod nha Bé Tai chinh — 28 Tran Hung Pao — Hoan Kiém — Ha Noi 48
Dién thoagi: 024 2220 2888- Fax: 024 2220 8129
Website: http://tinhocbotaichinh.vn — Email: hotrokythuat@mof.gov.vn



Huong dan sw dung phan mém
Ké todn tai chinh va Ngan sdch xd

i €
6.12.1. CHUC NANG

Chirc ning nay ding dé khai bdo céc nghiép vu thuong xuyén xdy ra tai don vi.
Khi d6 ban chi phai khai bdo mot lan trong danh muc nghiép vu roi khi cap nhat chiing
tir ké todn ban chi cin chon ding mi nghiép vu d6. Chuong trinh s& tu dong 14y ra bt
toan da dinh khoan do.

Ngoai ra danh muc nghiép vu con ding dé cip nhat cdc chimg tir lién quan dén
Kho bac dé xdc dinh khoan riit hay chi d6 1a thuc chi hay 14 tam tng dé 1am cin ¢\ in ra
cdc chimg tir lién quan dén kho bac va cdc bdo cdo tai chinh lién quan.

Danh myc nghi¢p vu ¢6 cic nhém ma danh myc can luu y la:
- KB1: Thyec thu, thuc chi ngin sach
- KB2: Thu, chi ngan sach xa chua qua kho bac
- KB4: Kinh phi hoan tra ndp khoi phuc
KB4.1: Nop tra du toan (Ghi am ng)
KB4.2: Nop khéi phuc du todn (S6 tién am C6)
- KB8.1: Thanh todn tam Grng
Trong qua trinh nhdp ching ttr, ban nén chon cdc ma nghi€p vu twong irng vdi cac
ching tur can cap nhat. Truong hgp néu ban khong lua chon ma nghiép vu cho chirng tur
dé thi sau khi chon nit Luu dé luu cdac thong tin lién quan dén ching tir can nhap,
chuong trinh tr dong hiéu nghiép vula KB1 — Thuc chi tai ching tir dé.
6.12.2. THUC HIEN
Ttr man hinh chinh chon Mé hiéu / Danh muc nghiép vu, xuit hién man hinh:

a5’ Danh muc nghiep vu

¢ F

Thém mai Sia Lin

e ]

$ > ¢
Khéi phuc Sao chép Lam mdi Tim kiém In Thoat

S dung

Ma oo -

Tén nghiép vu [ Thuic chi

Nhom cha  Nghiép vu lién quan

Tai khoan nd Tai khoan cé

Ma TKNB  TKNB  TK ™® 6 tudng Béit

ny;:lep Tén nghiép vu Ng Ng Ca phap nhan Ng phap ni
KB1 Thuic chi [ \
KB1.11 | Thudng xuyén - Rit du todn v& quf tin mat NS \ [
KB1.111 Rt du toan v& quif tizn mdt dé& mua TSCP bang ngudn NSNN e3p va vié. | 11 36611 ‘
KB1112  |Dangthdi [ i : 08212 \
KB1.12 | Khong thudng xuyén- Rit dy toan v& quf tign mat NS [ [ [

- Check “Sir dung”: hién tai chuong trinh dang mic dinh san cic nghiép vu lién quan
dén thanh todn kho bac. Néu ban khong mudn sir dung 1 trong sb nhitng Ma nghiép vu
trong Danh muc nghiép vu, ban c6 thé bo check vao “Sir dung” dé khong hién thi Ma
nghiép vu dé trong man hinh nhap liéu chuong trinh.

Thyc hién cac chirc nang “Thém méi”, “Swa”, “Xoéa”, “Sao chép”, “Lam méi”,
“Khéi phuc”, “In”, “Tim kiém”, “Thoat”, “Di chuyén giira cac dong dir liéu” nhu da
dugc trinh bay trong muc 4.1.
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* Gidi thich cdc thong tin trén man hinh “Danh muc nghiép vu’”
STT Thoéng tin Dién giai
1. | Ma nghiép vu - Ma nghiép vu (c6 d6 dai téi da 1a 20 chir sd)

- Khong c6 dau trong ¢ dau hodc giita cdc chit s6
- C4c md nghiép vu phai 1a duy nhit (khong nhap

trung)
Tén nghi€p vu. MG ta tén nghiép vu
3. | Nhom cha. Dénh dau néu 12 mi cha
4. | Chi tiét bén No/Cé6 Khai bao cac bt toan dinh khoan bao gém tai khoan
va céc chi tiet kem theo tai khoan dé (néu co).
* Chu y:

- NSD mudn khai bdo thém cdc ma nghiép vu dé giam thiéu thao téc nhap liéu thi
can chu y dén 4 ma nghi¢p vu co ban la KB1, KB2, KB3, KB4. Khi thém md&i 1 ma méi
thi can xac dinh va dua ma dé vao 1 trong 4 ma co ban. Chang han:

+ Nghiép vu tinh luong hang thang: KB1.L1 (Ng 6611/ C6 3341).

+ Nghiép vu tinh bao hiém tinh vao luong: KB1.L2 (No 3341/C6 3321)

6.13. DANH MUC KHO
6.13.1. CHUC NANG

Diing dé quan ly vat tu hang héa theo tirng kho trong don vi.

6.13.2. THUC HIEN

- Bude 1: Vao Ma hiéu/ Danh muc kho, xuit hién man hinh sau:

[ ] =4
= Danh muc kho

: * 4 | H ¥ * >, < = i
i Theitem mii Sty wa | L) chép Hha Lim mdi | Tim kifm in Thadt
M khot o |
Tén kho ho Hatioi Biach  HaNGi
M3 ko Tén kha - [T
_il'l EhoHa Na Hi M

- Bwoc 2: Thyc hién cac chirc nang “Thém méi”, “Swa”, “Xo6a”, “Sao chép”,
“Lam méi”, “Khdi phuc”, “In”, “Tim kiém”, “Thoat”, “di chuyén giira cac dong dir
liéu” nhu da dugc trinh bay trong muc 4.1.

6.14. DANH MUC VAT TU, HANG HOA
6.14.1. CHUC NANG

Danh myc vat tu, hang héa: cho phép nhap ma vat tu, tén vat tu, loai vat tu, ...

6.14.2. THUC HIEN

- Buée 1: Vao Ma hiéu/ Danh muc vit tw, hang héa, xuat hién man hinh sau:
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A I S |2 ] X | 2 < o= | @8
i Th&m mii Sira Sao chép Kia Larn rndi Tirn kigm In Thoat
ERED|
M3 phén loai nhém = Hign thi tat ca vat bl hang hba
Bidn i tinh HE =i quy v& ddn
M ubt 10, hing héa™  [HH Bdn vi chusn * e
Ténvathd hang héa*  |[HH. Bidin vi tinh phy 1: 0.0000
Loai vat . hang hoa Brdn vi tink phy 2 0,0000]
Hudt-Tén khio thea ting Ié hisng Brdr vitinh phu 3: U,UUUU_-E
TK. héng tén kho Tk doanhthu  * Brdn vitinh phu 4: D,DUDD_
Ca nhiém care Bidn v lirk phy 5 o.0000]
M3 vt b Tén vat i I:dé nhidm wat M§ loai [F] Eﬂdn ] Tai kheén gid Tai khodn Tén )
= = 2} wat tink wiin doanh thu theo 18
HH HH 0101 ol Al 155611 531 O
Gl Gid in o101 o K 15811 531 O
a4 Gidy Ad 0107 m GAM 152
43 Gidy A3 o101 ol GAM 152

74 2

- Bwoc 2: Thyc hién cic chic nang “Thém méi”, “Swa”, “Xoa”, “Sao chép”,
“Lam mo6i”, “Khoi phuc”, “In”, “Tim kiém”, “Thoat”, “di chuyén giira cac dong dir
liéu” nhu da duogc trinh bay trong Muc 4.1.

* Gidi thich cdc thong tin trén man hinh “Danh muc vat tw hang hoa”

STT Thong tin Dién giai
1 | Ma phan loai nhém Chon ma dé phan loai nhém vat tu hang héa, muc
dich dé phan loai VTHH tuong mg véi ting tai
khoan hang ton kho va tw dong dinh khoan duwgc TK
hang ton kho1a 152,153 hay 155.
2 | Ma, Tén loai vat tu Nhap ma va tén cua ttng VTHH ma don vi quan 1y
3 | Loai vat tr, hang héa | Ding dé nhém va theo ddi VTHH theo tinh chat
VTHH.
4 | O check Xuat —T6n kho | Néu don vi nao mudn theo ddi qud trinh nhap xuat
theo 16 hang VTHH theo 16 nhap.
5 | TK hang ton kho, TK | Nhap tai khoan dé hd tro phan dinh khoan khi cap
doanh thu nhat
6 | O check hién thi tit ca | Check vao d6 néu ban mudn hién tat ca vat tu cé
vat tu trong don vi. Néu khong check, chuong trinh s& hién
thi vat tu theo tirng nhém.
7 | Pon vi tinh chuin va | Ban phai khai bdo don vi tinh chuan cho tng ma
don vi tinh phu VTHH, sau d6 c¢6 thé quy ddi sang cdc don vi tinh
phu khéc theo hé s6 quy doi xdc dinh. Khi nhap céc
ching tor Nhap — Xuét vat tu ban ¢6 thé st dung ca
don vi tinh chuan va phu.

6.15. DANH MUC NHOM VAT TU - THEO TAI KHOAN
6.15.1. CHUC NANG

Danh muyc nhém vat tu: theo doi nhém vat tu theo tirng tai khoan
6.15.2. THUC HIEN
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L Ké todn tai chinh va Ngdn sdch xa
Tt man hinh chinh chon Ma hiéu/ Danh muc nhém vét tw — theo tai khoan, xuat
hién man hinh sau:

o=l Danh muc nhom vat tu - Theo tai khoan

+ El *> x 2 Y =5 @
Thé&m mdi Sa Luru Khéi phuc Sao chép Xoa Lam mdi Tim kigm In Thoat

M rhém -

Tén rhém [Nhém hang hoa

TK hang tén kho TK doanh thu Ca nhém con

> omm
Mf':ggg”‘ Tén nhém CCDC K th[;‘: ton TK doanh thu

01 Nhém hang hoa
02 Nhom san pham
06 MNhém céng cu dung cu
05 MNhém vat liéu xay dung
04 Nham nhién ligu
03 MNham niguyén lidu

Chuong trinh di khai bo san danh muc nhém vat tu theo tai khoan. Néu phat sinh
thém nhém vat tu méi ban ¢ thé thuc hién cac chirc nang “Thém méi”, “Sira”, “Xoa”,
“Sao chép”, “Lam méi”, “Khéi phuc”, “In”, “Tim kiém”, “Thoat”, “di chuyén giira

b

SA__99

cac dong dir liéu” nhu da dugc trinh bay trong Muc 4.1.
6.16. DANH MUC PON V] TINH
6.16.1. CHUC NANG
Danh myc don vi tinh: don vi do ludong ctia tirng loai vat tu, hang héa
6.16.2. THUC HIEN
- Buéde 1: Vao Ma hiéu/ Danh muc don vi tinh, xuat hién man hinh sau:

o=l Danh muc don vi tinh A\ A |E|
* E = y > x (4 \ = @
Thém mdi Sira I L Khai phuc Sao chép Xoa Lam mdi Tim ki€m In Thoat
)
M3 don vitinh® Ténddnvitinh  |Bao

Ma ddn vitinh Tén ddn vitinh ~
RAD Bao '
BO B35
CAl Cai
CAY Cay

- Bwoc 2: Thyc hién cac chirc nang “Thém méi”, “Swa”, “Xo6a”, “Sao chép”,
“Lam mo6i”, “Khoi phuc”, “In”, “Tim kiém”, “Thoat”, “di chuyén giira cac dong dir
liéu” nhu da duogc trinh bay trong Muc 4.1.

6.17. DANH MUC LOAI VAT TU
6.17.1. CHUC NANG
Chuong trinh hd tro NSD lua chon loai vat tu theo tinh chét cua vat tu hang hoa.
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6.17.2. THUC HIEN

- Buéde 1: Vao M3 hiéu/ Danh muc loai vat tw, xuit hién man hinh sau:

-'-_F_' Danh muc loai wat tu

g . 0 i ¥ [ . =
5 Thém md Sira San chép Kiba LA it Tirn- ko In Thipat
MElosvshr (01 Téa los vBU bl |V W vilin phing
M3 ko vt ), hbeg héa Tén bosk wist 1], hing héa
0 Vst 1 vBn phing
0z B chi thang thiling
03 W& b tim oo, thdrg b, bdn nesn
4T Wi ) chunén ding
05 Wk bl A5c bidt

- Buwdc 2: Thyc hién cic chic nang “Thém méi”, “Swa”, “Xoéa”, “Sao chép”,
“Lam moi”, “Khéi phuc”, “In”, “Tim kiém”, “Thoat”, “di chuyén gitra cac dong dir
liéu” nhu da duoc trinh bay trong Muc 4.1
6.18. DANH MUC PHUONG THUC NHAP XUAT
6.18.1. CHUC NANG

Dung dé khai bdo cdc phuong thirc nhap — xuat kho vét tu hang héa, twong tng
v&i nd la céc cap dinh khoan kem theo. Hién tai chwong trinh da khai bdo 3 phuong thurc
nhap va 5 phuong thirc xuét thuong ding tai céc don vi.

Danh muc nay chi dung cho mé hinh don vi c6 ké todn vat tu kiém ké todn tong
hop. Khi d6, ban chi can nhap sb liéu vao phan hé vat tu twong Gmg véi timng phuong
thirc nhap xuat. Sau d6 chwong trinh s& tu dong dinh khoan sang phan hé ké toan.
6.18.2. THUC HIEN

- Buéc 1: Vao Ma hiéu/ Danh muc phwong thirc nhip xuit, xuit hién man hinh

sau:

Danh muc phuong thuc nhap xuat

I O 0 O N P L - [ Y
i " Sap chép. Bda Larn mdi | Tim kiém In Thodt
G
. Céng thic tinh Tai khoan ng Tai khoan cd
& kho *
. i 1 Binh khoan 1
M3 rhém phdng thils M = ! S thil by * [1 |
T T - Binh khoan 2
Tén phudng il s |Puatkhae ‘
__ 1 ! Binh khodn 3
Ghi chud Di&u .. trang md kho 13 38 mic dink khi ngusi diing khing )
chon mé kho. Binh khoan 4
I4& phildng thile nhap xuét 13 gdp cha: M3 nhdm phildng
thile M, M3 kho, 54 thil . Binh khoin 5
Tai khoan ton kho w4 tai khoan doanh co trong danh muc
hang hda thi ngudi ding chi phai nhap vé con lai, Binh khodn B
- ™
43 phddng M3 nhdm Hhg
thilc nhap 43 kho phudng thile D Tén phudng thilc nhap xut : ngt
PIETS nhap sust i
H_.1 = HE i Hudt khac ¥
| 5 O 1 Hudt chuygn kho vat b hang hda ®
®Dh_. 1 i ®D 1 udt digu chink vwat b hang hda *
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- Buée 2: Hién tai chuong trinh di khai bdo sdn cdc phuong thirc nhap xuét. Tuy
nhién, ban van c6 thé:

Thuc hién cac chirc nang “Thém méi”, “Swa”, “Xoéa”, “Sao chép”, “Lam méi”,
“Khéi phuc”, “In”, “Tim kiem”, “Thoat”, “di chuyén giira cac dong dir liéu” nhu da
dugc trinh bay trong Muc 4.1.

6.19. DANH MUC THUE
6.19.1. CHUC NANG

Dung dé khai bdo cdc ma va cong thirc tinh todn tuong tng véi cdc mirc thué suat
thué VAT theo quy dinh ctia BTC. Danh muc nay chi dung cho céc don vi c6 hoat dong
san xuat kinh doanh can ké khai thué dau ra, dau vao.

6.19.2. THUC HIEN

- Buéde 1: Vao M3 hiéu/ Danh muc thué, xuat hién man hinh sau:

Danh muc thue

e p e B L% | X | 2 el [N | S
i Th&m mdi Sira Sao chép xoa Larn rdi Tirnkigm In. Thodt
& thug * YK Cd =i tinh thué
Tén goi Thué GTGT dau vao éudc khau tril - thug sudt 0% -_ Gid tinh thug
Lonilee Caifig this nhép khiu Dfing thus tigu this d3c bist
Tiile s Khsu i . -
iy s Dk 384T | TIEN_HANG-TIEN_CK-TIEN_GELA +TIENTHUENK+TIEN_TTTDE
Thu stz | 0,00/
BEu vao Baura ] == =
‘Cérigthils= | [TIEN_HAMG-TIEN_CK-TIEN_GGIA +TIENTHUENK+TIEN_TTTDEFC
M3 thug VAT Tt e I AT Par i | AT AR | LosigiaVAT BenathiaNE | GangtnisTToe:| Dosnhsd
AT SuIE)(%) 29 °ng g AT
VKT Thus GTGT 43| 0,00 O 1 | [ TIEN_HANG-TIE
Wiz Thug VAT dauv... | 10,00 O 1 TIEN_HANG-TIE
V3 Thug VAT dauv.. | 600 W 1 TIEN_HANG-TIE
Vs Thug VAT d3u'v.. | 0.00 1 [ O TIEN_HANG-TIE
VS Thug VAT d3uv... |5.00 1 O 0 TIEN_HANG-TIE
VS Thug VAT dauv... | 10,00 1 O ] TIEN_HANG-TIE

- Bwée 2: Thuc hién cac chirc nang “Thém méi”, “Swra”, “Xoéa”, “Sao chép”,
“Lam méi”, “Khéi phuc”, “In”, “Tim kiém”, “Thoat”, “di chuyén giira cac dong dir
liéu” nhu da duogc trinh bay trong Muc 4.1.

6.20. DANH MUC NHOM TSCP
6.20.1. CHUC NANG:

Phan mém Ké todn IMAS da khai bdo san danh muc nhém tai san cd dinh theo
ding TT 162/2014/TT-BTC vé viéc ban hanh Ché d6 quan 1y, tinh hao mon tai san ¢
dinh trong cdc co quan nha nudc, don vi su nghiép cong 14p va cdc to chirc c6 st dung
ngan sach nha nudc.

6.20.2. THUC HIEN:

- Bwéc 1: Vao M3 hi¢u / Danh muc nhém TSCP: Cira s6 man hinh xut hién:
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o5 Danh muc nhom tai san co dinh
4 El 3 2 i = @
Thém madi Sira Luru Khai phuc Sao chép X¥da Lam mai Tim kig€m In Thaodt
Ma nhom tai san cd dinh * Thuéc cép 0
Tén nham tai san cd dinh |-Nhé, vt kién tnic Cd nham con
Ty I& hao mén Nhém cha
56 nam =0 dung l:l Tai khoan nguyén gis 2111
M& nham Tén nhom Ty h:a}_haLo man 6 nham con 58 né_musﬂl' TK Ng}lyén
TSCB TSCH (%nam) dung (nam) gia
A -Nha, vat kig... 0.00 2111
Al -Biét thu 125 O 20|21
AD2 -Nhacap | 125 O 20|21
AD3 -Nha cap Il 2,00 [l 502111
ADd -Nha cap I 4,00 [l 252111
Als 6.67 H 152111

- Bwée 2: Thuc hién cac chic nang “Thém méi”, “Swa”, “Xéa”, “Sao chép”, “Lam
moi”, “Khoi phuc”, “In”, “Tim kiém”, “Thoat” , “di chuyén giira cac dong dir liéu”
nhu da dugc trinh bay trong muc 4.1.

* Gidi thich cdc thong tin tréen man hinh “Danh muc nhom TSCD”’

STT Thong tin Dién giai
1. | Manh6ém TSCD Dung dé phén biét cic nhém TSCP khac nhau dugc
st dung (bat bugc phai nhap)
Té&n nhém TSCDH Tén goi day du ciia nhém TSCD d6
3. | Ty 1é khéu hao La ty 1& duoc ddnh gid theo nhém TS va sb nidm sir
dung cua TS (theo TT 162/2014/TT cua BTC)
S6 niam sur dung S6 nam sir dung cia TSCP duoc danh gid
5. | Thudc cap La sd dé danh gid tai san thudc cap ndo (cip 0, cap 1,
cap2...)
C6 nhém con Néu 12 tai san cha c6 nhém con thi tich chon vao 6 nay
Nhom cha Chon nhom tai san cha
8. | Tai khoan nguyén | Tai khoan theo hé thong tai khoan ké todn thé hién tai
gia san dé

Cudi ciing chon “Luwu” dé Ivu nhitng thong tin vira khai béo.
6.21. DANH MUC NUOC SAN XUAT:
6.21.1. CHUC NANG:
Cho phép nguoi sir dung Iya chon tén quéc gia san xuét ra TSCD do6.
6.21.2. THUC HIEN:
- Buéc 1: Vao Ma hiéu/Danh muc nwée san xuit TSCP, cira s6 man hinh xut
hién:
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a-l Danh muc nuoc san xuat TSCD \E”E
= El » e ¥ =5 @
Thém mai Sira Liru Khai phuc Sao chép Xoa Lam mdi Tim ki€m In Thodt
> || 3l
Maniéc*  |BON |
Tén nudc |Bo dao nha |
= &

“'EI ;“.‘Fgég” Tén nudc san xuit TSCO
BON Be dao nha
BEL Belanuxia
BUMN Bungari
CAN Canada
CUB Cuba

- Bwoc 2: Thyc hién cac chic nang “Thém méi”, “Swa”, “Xéa”, “Sao chép”,
“Lam méi”, “Khéi phuc”, “In”, “Tim kiém”, “Thoat” , “di chuyén giira cic dong dir
liéu” nhu da dugc trinh bay trong muc 4.1.

6.22. DANH MUC LY DO TANG GIAM:
6.22.1. CHUC NANG:

Cho phép ngudi su dung luya chon céc hinh thtrc ting giam TSCD ma don vi dang
quan ly. Chuong trinh da khai bdo day du cac ma 1y do ting gidm tai san va nguyén gia
cua tai san.

6.22.2. THUC HIEN:

- Bwéc 1: Vao M3 hiéu/ Danh muc 1y do ting giam, cira s6 man hinh xuét hién:

' Danh muc Ly do tang giam N N E\
= 3 i S, > 2 = o
Th&m mdi Sira L khai phuc Sao chép ¥da Lam mdi Tim kig€m in Thodt
> 2 |
Ma Iy dotdng gidm®  [1 | Téng
Tén ly doténg gism |Ghi téng ti sén 3 dinh | €6 rhém con
i - =
MA_LYDOTG TEMN_LYDOTG Téntiéng Anh TANG_GIAM "‘
m Tang TSCE:da XDCB ban giao
102 Tang TSCE do mua sam
103 Tang T5CE do nhan lién doanh
104 Taéng TSCE do digu déng ndi bé
105 Tang TSCE do nhén bidu tang, tai trd
106 Tang TSCE khao
2 Tang nguyén gia t3i san cé dinh
2N Tang nguyén gia TSCH do danh gia lai hd

- Bwée 2: Thyc hién cic chitc nang “Thém moi”, “Swa”, “Xéa”, “Sao chép”,
“Lam méi”, “Khéi phuc”, “In”, “Tim kiém”, “Thoat” , “di chuyén giira cic dong dir
liéu” nhu da dugc trinh bay trong muc 4.1.

6.23. HE THONG CAC DANH MUC
6.23.1. CHUC NANG

Pay 1a mot chirc niang dé nguoi dung lya chon nhitng danh muc ma ho thuong
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dung dé dua vao menu cua chuong trinh.

6.23.2. THUC HIEN

Vao Ma hiéu / Hé thong cac danh muc.

Vi du khi ban mudn dua danh muc tai khodn vao menu Ma hi¢u cua chuong trinh,
ban vao Ma hi¢u / H¢ thong danh muc s€ xuat hién man hinh c6 giao dién nhu sau:

- He thong cac danh muc o |- B eS|
Phan hé All w
Chon Danh muc a
[] | Danh muc quj
[] |Danh muc chiing tdi ghi s&
[] |Danh muc Chudng - loai khodn
Danh muc nghigp vu
[] | Danh mue hinh thic cdp vén
[] |Danh muc khodn chi
[] |Danh muc tinh chat ngudn kinh phi
Danh muc céng trinh XDCB
[] | Danh muc nhém tiéu nhém
Danh muc t3i khadn
[] |Danh muc Bittoan phan b
[] |Danh muc téi san e dinh W

B— liu | |[@ Béng

Sau d6 ban tim “Danh muc tai khoan” tich chon vao 6 tich bén trai cia danh muc
tai khoan, va chon nit “Luu” dé luu lya chon ctia ban lai. Kich vao niit “Poéng” dé dong
clra sb nay. Sau dé ban vao lai menu Ma hi€u, ban s€ théy “Danh muc tai khoan” va
ban c6 thé mé danh muc nay dé xem va thao tdc dit liéu.

Nguoc lai, khi nguoi dung khong thudong xuyén dung mét danh muc nao dé, ho c6
thé vao Hé thong cac danh muc, tim tén danh myc d6, va bo chon & 6 chon bén tréi
danh muc d6, chon “Luu” dé dong y thao tic nay sau d6 “Péng” man hinh hé théng
danh muc lai. Vao menu Ma hiéu/ Danh muc vira Iya chon b di s€ khong con trong
danh sach cac danh muc.

7. KE TOAN

K¢é todn co ban 12 phan hé ké todn chung cho phép NSD cép nhat, luu trit, in ra cic
chtng tir lién quan dé quan 1y toan bd cong tic ké todn co ban tai don vi minh. Trinh tir
hach to4n cdc nghiép vu kinh té phat sinh trong Chuong trinh Ké toin KTXA dugc chia
thanh céc phan ké toan khac nhau, bao gém:

- Nhép chirng tir ké toan: Cap nhat céc chung tir ké todn phat sinh hang ngay dé
quan 1y viéc thu chi quy tién mat, quy tién gui tai Ngan hang, Kho bac bang VND hay
ngoai té cua don vi ; theo ddi cdc khoan phai thu, phai tra cta céc dbi tugng bén trong
cling nhu bén ngoai c6 cdc giao dich véi don vi. Pdng thoi chirc ning nay ciing dé cap
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nhit cdc bit todn hach todn ké todn lién quan t&i cdc khoan thu hay chi phi cia don vi
chi tiét theo tirng khoan muc thu, chi, trng nguén kinh phi.

- Nhip s6 du ban dau céc tai khoan: Cap nhat s6 du dau nim va sd lity ké phat
sinh cua tung tai khoan tir dau nam dén ngay bat dau st dung chuong trinh (néu co).

- Nhip du toan theo chi tiéu: Cap nhat dyu toan thu va chi theo chi tiéu

- Nhap du toan chi theo MLNS: Cép nhat sé dy toan kinh phi duoc giao theo
tung quyét dinh, tirng loai du todn (du todn dau nam, dy todn bo sung, du todn nam trudc
chuyén sang, s6 du todn diéu chinh va dy todn bi huy).

- Thanh toan tam éng kho bac: Dung dé 14p cic chung tir thanh todn tam tng
v6i kho bac va theo doi tinh hinh thanh todn tam rng véi kho bac.

- Két chuyén chénh 1éch thu chi: Két chuyén s6 két du ngan sdch xa cudi nim

- Bién lai thu phi ¢ phi: Cap nhat thong tin d¢ in bién lai thu phi 1¢ phi

7.1. NHAP CHUNG TU KE TOAN
7.1.1. CHUC NANG

Toan bo céc chimg tir ké todn phat sinh hang ngay lién quan dén tién mit, tién giri,
cdc khoan phai thu, phai tra hay cdc khoan thu va khoan chi phi déu dugc cap nhat thong
qua chirc ning “Nhép chimg tir ké toan” trong menu “K¢ toan”

Ngoai ra, chtrc ning nay con cho NSD l4p, xem va in céc ching tir ké toan nhu:
phiéu thu, phiéu chi, gidy rit dy todn, gidy nop tra kinh phi, uy nhiém chi va phiéu ké
toan. .. theo diing mau quy dinh trong Thong tw 107/2017/TT-BTC ngay 10/10/2017 cta
B0 truéng B tai chinh va hé théng mau chirng tur kho bac theo TT77/2017/TT-BTC.

7.1.2. THUC HIEN

Vao Ké toan/Cap nhit chimg tir ké toan xuat hién man hinh cap nhat nhu sau:

5 Nhap chung tu ke toan == F=E
=] o b2 = @ 4
Luu oi 0 ché Xoa Tim kigém In 5

Thém mei Sta

58 chiing t Ngay chiing tur T S s : P o
e kg it [+] SO0 MewCh Mol 55

7 [To001_ J1312/2018 [13/12/2018
3 tidng tharh todn [~] Hovaten Blachi |
Nai dung | |

i [+]

Dién giai [ | ] Hién théng tin héa ddn

Téi khoan nd
Téi khoan MB ng

Taikhodn cd
Tai khodn NB cd
Chudng

Logi khoan

[ Hién s ludng dinh miic

<< <]

i tuiding t3p hop

Muc, tigu muc.
Bituigng t2p hop

[l [<]<]

S5 tign VNE Thém dong || X6a dong

Wa nghiép v Dinga Tk Ng TKCo TN N THNB G S5 Ligngngoits | TIENNSNN __ Sghod
KBZ11 | [ [1121 [ [o0s21
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Gidi thich cdu tric cua man hinh cdp nhat chung tir ké todn

STT Thoéng tin Dién giai

1 | Phan nit 1énh Dung dé kich hoat cdc chirc ning trén man hinh nhédp
chtng tir ké todn nhu thém moi, stra, x6a... ching tir ké
todn. Y nghia cua ting nit 1énh da duogc giai thich trong
muc 4.1 cua tai liéu nay.

2 | Phan nhap chung | Ding dé nhdp cic thong tin chi tiét lién quan dén ching
tur tr nhu:

- Loai chimg tlr, S6 chtng tir, Ngay chung tir, Ngay hach
todn, S6 chung tir ghi s6 (néu c6), ndi dung ching tir, ma
nghiép vu, chuong, dién giai va hach todn ké todn cho
chting tur phat sinh (tai khoan Ng, tai khoan C6 va cic chi
tiét lién quan dén tai khoan do)

3 | Phantrang thdi | LA tién ich gidp NSD biét duoc cdc thong tin vé ching tir
da nhap nhu:

- Nguoi nhap chung tu

- S6 chung tir cudi twong tng v4i loai ching tir chon

- Sb dong chung tir twong Ung trong 1 ching tir, Téng sd
tién cua chung tu

4 | Phan danh sdch | Hién cdc ching tir dd nhdp vao ctia mot 1an ding nhap
ching tu chuong trinh hay cac chiing tir dugc Iya chon sau khi tim
kiém chimg tir. Thong tin hién thi bao gdm: S6 chimg tir,
ngay chung tir, s tién, dién giai.

Gidi thich cde thong tin trén man hinh cap nhdt chimg tir ké todn

- Loai chirg tir: trudc khi tién hanh nhap liéu vao chuong trinh Ké todn KTXA,
NSD phai tap hop, phan loai duoc chig tir va xdc dinh cdc thong tin can thiét lién quan
dén nghi€p vu kinh té phat sinh. Sau d6 NSD luya chon mdt ma loai chirng tir trong danh
sdch dé chuong trinh hd trg dinh khoan cho 1 vé cua bit todn phdt sinh va sb chimg tir
tu dong ty dong tang twong ing v&i ma loai chiing tir d6. Ma loai ching tir trong IMAS
duogc chia thanh:

+ TM1- Phiéu thu tién mdt VND: Ding dé cap nhat cdc chung tir lién quan dén
thu tién mat bﬁng Viét Nam Déng. Néu NSD chon ma nay chuong trinh ty dong dinh
khoan vé No cua tai khoan 1111, va nhay sb chig tir bat dau tir s6 TO001.

+ TM2 — Phiéu chi tién méat VND: Dung dé cap nhat cic ching tir lién quan dén
chi tién mat béng Viét Nam Déng. Néu NSD chon ma nay chuong trinh ty dong dinh
khoan vé C6 cutia tai khoan 1111, va nhay sé ching tir bat dau tir s6 C0001.

+ NHI - Gidy bdo Cé tién giti NH VND: Dung dé cap nhat cdc ching tir lién
quan dén ghi No tién giri bang Viét Nam Pong. Néu NSD chon mi nay chuong trinh tir
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dong dinh khoan vé No cua tai khoan 1121, va nhay sb chtng tir bit dau tir sé BCOO1.

+ NH2 - Gidy bdo Ny tién giri NH VND: Ding dé cap nhat céc chimg tir lién

quan dén ghi C6 tién gri bang Viét Nam Pong. Néu NSD chon mi niy chuong trinh tir
dong dinh khoan vé C6 cua tai khoan 1121, va nhay sb chtng tir bat du tir s6 BNOOI.

+ KHAC - Chirng tir khdc: Dung dé cap nhat cdc chimg tir khong lién quan dén
hai tai khodn 111,112. Néu NSD chon ma nay chuong trinh tuy dong nhay so6 chung tur
bat dau tir so KOOO1.

- S6 chirng tir: S6 cta ching tir phét sinh trong tng voi ma chimg tir d Iya chon.

- Ngay chirng tir: Ghi ngay phét sinh ching tir.

- Ngay hach toan: Ngay hach toan ghi so ctia ching tir phat sinh.

- CTGS: S6 ching tir ghi s6 va ngay chung tir ghi s6 ctia chiing tir phat sinh.

- Ngi dung: Chtra ndi dung chung cia ca chung tur.

- Ma nghiép vu: Ban can chi ¥ dén 3 ma nghiép vu co ban 1a KB1, KB2, KB4 ma
chuong trinh da ho trg. Chi tiét:

+ Rt tam tng du todn vé quy tién mat : KB2.11

No TK 111 — Tién mat
C6 TK 1121 — Tién gri ngan sach tai kho bac

Dong thoi, ghi:

C6 TK 00821 Du todn chi tam rng ndm nay

Day 1a thong tin khong bat budc, néu trong qué trinh st dung ma nghiép vu dé
trong thi chuong trinh s€ ty dong nhan ma 1a KB1 — thyc chi. Khi NSD chon ma nghiép
vu thi s€ can ctr vao danh muc nghi€p vu chuong trinh s€ tw dong dinh khoan theo danh
muc nghi¢p vu. Tuy nhi€n, v61 mot s6 nghi¢p vu kinh t€ phét sinh NSD bat budc phai
nhap ma nghiép vu. Cu thé la:

+ Truong hop lién quan dén cdc chimg tir kho bac: NSD phai xdc dinh ching tir
nhap vao la thuc chi, tam tng c6 du todn hay tam trng khong c6 du toan.

+ Truong hop nhip cic bt todn diéu chinh muc khi thanh todn tam @ng véi kho
bac phai chon ma nghiép vu la KB8.2.

+ Truong hop ndp tra dy todn: Co 2 nghiép vu la ndp khoi phuc du toan thyc chi
(KB4.21) va nop khoi phuc dy todn tam trng (KB4.22)

+ Truong hop chi dy todn cam két chi: Chon ma nghiép vu Kb7

- Chwong : Lua chon ma Chuong ctia don vi da khai bdo trong danh muc Chuong.
Mac dinh s€ ludn lay ma Chuong ngam dinh.

- Loai khoan : Lya chon ma Loai Khoan thich hgp trong danh muc Loai Khoan
da khai bdo. D& gidm thi€u thao tidc nhép liéu chuong trinh s€ tw dong nhan gid tri ma
Loai Khoan ngam dinh da thiét 1ap va NSD c6 thé thay doi.

- Hién thong tin héa don : nhap s6 héa don va ngay héa don (dwoc mic dinh theo
ngay, thang, ndm hién tai).
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Ké todn tai chinh va Ngan sdch xa

- Tai khoan N¢/Cé: Ghi s6 hiéu cua tai khoan phat sinh No hodc C6 twong tng
v6i twong tng voi nghiép vu kinh té phat sinh. S6 hiéu ctia TK No/ Cé duge chuong

trinh khai bdo san trong Danh muc tai khoan. Khi NSD chon ma chirng tir va ma nghiép
vy, chuong trinh s€ ho trg phan dinh khoan theo ma da khai bao san.

- S6 dong: L2 tién ich ctia chuong trinh thong bao cho NSD biét chiing tir hién tai
dang c6 bao nhiéu dong chi tiét.

- Tong cdng: La tién ich ctia chwong trinh thong bdo cho NSD biét tong sb tién
cua ching tu hién tai.
7.1.2.1. NHAP MOT CHUNG TU MOI

- Buée 1: Vao Ké todn/Nhdp chiing tir ké todn vi chon nit chirc nang thém méi

Gl

Thérm rmdi

, ldc nay con tro nhay vao 6 loai chiing tu.

- Buéc 2: Chon mi loai chig tir twong tmg voi nghiép vu phat sinh can nhip

- Buée 3: Cap nhit c4c thong tin lién quan dén ching tir (S6 ching tir, ngay chimg
ttr, ngay hach todn, so6 ching tir ghi s6 - néu c6, ndi dung ching tur,...)

Truong hop NSD mudn nhip ching tir ghi sé ngay khi nhdp chung tir thi chon
phim bat ky r6i chon Enter dé hién danh sach chirng tir ghi s6. Néu chua ton tai so CTGS
lién quan, NSD chon F9 dé quay lai man hinh nhap danh muc ching tir ghi s6 dé thém
mai va chon Enter dé lya chon gia tri.

Truong hop NSD mubn dinh ky vao chtng tir ghi s thi s& bo qua 6 nhap s ching
tur ghi s0.

- Bwéc 3: Nhip cdc thong tin lién quan dén dinh khoan nghiép vu kinh té phét sinh
dé va céc chi tiét lién quan dén tai khoan No¢/C6.

- Buédc 4: Nhap s tién
, e
- Buée 5: Chon nut dé luu cdc thong tin da cap nhat.

Sau khi luu xong, chtng tir d6 s& tao thanh mot dong trong phan danh sich ching

AY

tu.

* Xem thém phan Gidi thich cdu triic ciia man hinh c¢dp nhdt chiing tir ké todn va
Giai thich cdc thong tin trén man hinh cdp nhat ching tir ke todn.
7.1.2.2. TIM CHUNG TU DA NHAP

Mudn tim lai cdc chung tir da cdp nhat dé tra ctru thong tin hodc hi¢u chinh cac
thong tin da c6 trong chung tir d6 (thém dong chung tir, stra thdong tin chirng tir, x6a
ching tir hay x6a dong chirng twr) ta lam lan luot tng budc sau:

- Buwéc 1: Vao Ké toan/ Tim kiém chirng tir ké toan hoic vao Ké toan/Nhap
Tirn kigm

chirng tir ké toan chon nit s€ xuat hién man hinh tim kiém.
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Ké todn tai chinh va Ngan sdch xa

a2 Tirm kiem chung tu ke toan - (Ctrl + Enter = Tim CTu) == =s
[ Tim sé tién theo dong CTU

Naui tao Ching ti Tangsy (01012018 | Tussery [ | esCTGS [ | Tussten |

M3 Chiding 1 O, BPénngdy @ Péns5 CTil y—‘ Dén 55 CTGS \:| Bén 5“5,1|:|

W& B tdng thanh tosn Q) TeBatungtanhtomn| | O Didnga ]

Téi khodn [ M5 Chuidng 1| M3 Biitudng tép hdp

® PSng OPs  OPSna-ce M3 Loai khodn M3 D3 tidng phép nhin

Téi khoan déi ting I = M& Muc luc ngan séch 2| M3 Knoan chiphi
M3 nghidp v | M3 Noudn kinh phi 1| M Cangtrnh XDCB
MElnquankhie [ ] M3 dién )

[d] TmCTi M. X5aBKloc | [[fChontst | A Bota | @ Béngy | (@ Thoitra =5 Inbang ke chitiét

- Bwéc 2: Xdc dinh cdc thong tin co ban cua ching tir mudn hiéu chinh (nhu ngudi
tao chtrng tir, mi chtng tir, s ching tlr, ngay chimg tir, tai khoan, sb tién...).

- Bwée 3: Chon niit hodc bam t6 hop phim Ctrl + Enter dé chuong
trinh tim ra céc chimg tir thda méan diéu kién da nhap.

- Bude 4: Két qua tim kiém 1a céc chiing tr théa man. NSD s€ chon mdt hodc
nhiéu chirng tir dé hiéu chinh bang cdch tich chon vao 6 chon trong ¢t chon duéi bang
danh sich.

Néu NSD muén chon tét ca cdc ching tir thoan man thi chon nat (SEhentdt | Néy
NSD muén bé tit ca cdc chirng tir da chon thi chon nuit .

- Buée 5: Chon niit 2_2%9%) 4& quay lai man hinh nhap chimg tir. Khi d6, céc
chtng tir d3 dugc tich chon s& hién 1én trong phan Danh sach céc chirng tir ctia man hinh
nhap ching tir (*Xem thém phan Gidi thich cdu triic ciia man hinh cdp nhdt chimg tir
ké todn).

Chu y: Nut : x6a toan bo nhirng chi ti€u loc ban da nhap dé nhap lai chi tiéu
loc khéc.

Gidi thich mot s thong tin trén man hinh tim kiém:

- Nut D: Hién ra danh sdch cic gid tri c¢6 trong danh muc tuong tng dé NSD c6
thé lua chon.

- Ngwoi tao chirng tir: tim theo NSD da nhap ching tur.

= Ma chitng tir: Tim theo 1 hodc nhiéu mi ching ti.

- T ngay ... dén ngay: Tim theo ngdy phit sinh ching tir. Mic dinh 12 tir ngay
1/1/ndm bdo cdo dén ngay 31/12/nam bdo céo.

- Tir s6 ching tir ... dén s6 ching tir: Tim theo s6 chtng tir ndm trong khoang
sO churng tir da nhap.

- Tirs6 CTGS ... dén s6 CTGS: Tim theo s6 CTGS nam trong khoang s CTGS
da nhap.

- S6 tién nho nhat ... s6 tién 16n nhat: Tim theo sb tién ching tir nim trong
khoang s6 tién da nhap.

- Tai khoan: Tim theo tai khoan. NSD phai x4c dinh tim ching tir lién quan dén
PS No, PS C6 hay ca PS No - C6 cua tai khoan da nhap.

- Tai khoan dbi tng: Tim chung tir ¢6 cip dinh khoan 1a TK no va TK ddi tng.
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- Ma cac danh muc: Tim chung tir theo ma cac danh muc nhu Loai Khoan, Muc
luc ngan sdch, d6i twong phap nhan, ddi tugng tap hop...

- Bang danh sach: La két qua cta qu4 trinh tim kiém.

Néu truong hop NSD khong nhép cdc thong tin chi tiét thi s& loc ra hét cdc ching
tir trong quang thoi gian 1a tr ngay 1/1/nam bdo cdo dén ngay 31/12/nam bao cdo.
7.1.2.3. SUA CHUNG TU DA NHAP

- Bwée 1: Loc chung tir. Sau khi loc ra dugc cac ching tur can hiéu chinh va chon
nut dé quay lai man hinh cap nhat chtng tir ké todn.

- Budc 2: Trén danh sich cdc chirng tir, muon stra chung tir nao thi kich chon

a
Sira

chung tir d6, roi chon ntt de stra cac thong tin trén chung tur d6.

.
L dé Iuu lai cdc thong tin da sira.

- Bwée 3: Chon nut

Stra xong mot ching tir, ta ¢6 thé ding chudt dé Iwa chon mot chtng tir khéc trong
danh sich cac chung tir da tim kiém deé ti€p tuc stra cdc chung tur do.

Néu mudn stra cdc chirng tir khdc ma khong thoa man diéu kién loc (tic khong c6
trong danh siach cac chung tur trén man hinh cip nhat chiing tir) thi ta phai thuc hién lai
budc Tim kiem ching tir.
7.1.2.4. XOA CHUNG TU DA NHAP

- Buée 1: Loc chung tur. Sau khi loc ra dugc ciac chung tir can x6a va chon nit
dé quay lai man hinh cap nhat chtng tir ké todn.

- Buéc 2: Trén danh sich cdc chimg tir, mudn sira ching tir nao thi kich chon
chung tur d6, r6i chon nut &= de x6a chung tur d6.
- Budie 3: Xuat hién hop thoai sau

xac nh3n

¥ | Ean co mudn xoa chilng Hl nay khing?
. 1'/

| co || Kheng

Chon Cé: xac dinh xdéa chung tu

Xd6a xong mot churng ttr, ta co thé dung chuot dé lua chon mot chtrng tur khéc trong
danh séch cdc chimg tir d3 tim kiém dé tiép tuc x6a cdc chimg tir d6.

Néu mudn x6a cédc ching tir khac ma khong théa man diéu kién loc (tic khong c6
trong danh siach cac chung tur trén man hinh cap nhat ching tir) thi ta phai thuc hién lai
budc Tim kiém chirng tir.
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7.1.2.5. SAO CHEP MOT CHUNG TU DA CO
Trong qué trinh nhdp chtng tir ké todn, c6 nhitng chimg dwoc 1ap di lip lai hang

ngdy, hang thang nhu ching tir tinh lwong, tra lwong hay tra tién dién, tién nudc..., dé
giam thiéu céc thao tic nhap liéu va hd trog NSD nhép ching tir nhanh chéng, chuong

trinh K& todn KTXA c6 chirc ning sao chép cic chung tir d c6 thanh mot ching tir méi
v4i day du cdc thong tin c6 lién quan cta ching tir ci. Trinh tu thuc hién nhu sau:

- Budc 1: Loc chung tur. Sau khi lgc ra dugc cdc chung tir can sao chép va chon
nut w] dé quay lai man hinh cap nhat chtng tir ké todn.

- Bwéc 2: Trén danh sdch cdc ching tir, mudn sao chép chimg tir nao thi kich chon

| 38 |

chitng tir d6, rdi chon nit L322 E0%R_|

- Buéc 3: Chinh stra cdc thong tin trén chiing tir méi da duge sao chép tir chung
tir d4 c¢6 nhu: ngay chung tir, ngay hach todn, s ching tir, s tién. ..
e

L dé Iuu lai cdc thong tin da sira.

- Buwéc 4: Chon nut

Sao chép xong mét chirng tir, ta c¢6 thé dung chudt dé Iwa chon mot chimg tir khic
trong danh sach cdc ching tir da tim kiém dé tiép tuc sao chép cdc ching tir d6.

Néu mudn sao chép cic ching tir khde ma khong thoéa man diéu kién loc (tirc khong
¢6 trong danh siach cac ching tir trén man hinh cap nhat chiing ttr) thi ta phai thyc hién
lai budc Tim kiém chimg tur.
7.1.2.6. IN CHUNG TU

Dbi voi nhitng nghiép vu kinh té pht sinh c6 phit sinh trong chtng tir thi chuong
trinh Ké todn KTXA s& ty dong nhan biét va cho phép in cdc ching tir kém theo nhu:
Phiéu thu, phiéu chi, gidy rit dur todn, gidy ndp tra kinh phi, iy nhiém chi, phiéu ké toan
khéc.

Cic budc dé in ching tir nhu sau:

- Buwée 1: Nhap mdi mét chung tir (xem thém muc 7.1.2.1) hodc tim kiém mot
chiing tir da nhap (xem thém muc 7.1.2.2).

.-
- Bwéc 2: Chon nut In s€ xuat hi¢n man hinh b6 sung nhu hinh sau:
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TRUNG TAM /

i
g

ot Phieu Thu = | =
Tén bé phin | | ) Gidiy nit duftoan NS
Ho va tén | | () Gidy nép tra kinh phi
Bia chi | | () Bang ké chiing tif
Kém thea | | Ching tif géc () Phigu k& todn
Gidy d& nghi cam ket chi NSNN
Quyén s8 Nady ki |t () Gidy d& nghi cam i
M5 CTMT, du &n
Tén CTMT, dun |
Tdng tign Hai trdm nghin ddng./.
®) 511 dung B phan @ In 2liéntrén 2kh A4

O 5 dung Bia chi O In Zlién trén 2khd A5

() In 2lién trén 1khd A4
O In chitiét trén kh A4
() In kim trén gidy lién tuc

[] €ap nhét cheic danh

[ Chen don vitignté

B4 nhan du s5 tign{vigt bang chil)

[+ Cho phép hién tén ngudi nhan/ndp tign

[ ¥emchingttl | [[@  Thoét

*Gidi thich cau tric cua man hinh in bo sung:

- Danh séch céc chtng tir cn in: Can ¢ vao cip dinh khoan ma ké todn da nhap
vao chuong trinh s& liét ké cédc chig tir can in.

- Man hinh cap nhat cdc thong tin bo sung: Tuong Gng véi timg chimg tir can in s&
c6 man hinh hién thi c4c thong tin in bo sung.

_ Buée 3: Chon niit Bixemehinath | 44 xem chimg tir trude khi in.
|

dé in chimg tur.

- Buéc 4: Chon biéu tuong

7.1.2.7. PANH LAI SO CHUNG TU VA CHON CAC MA CHUNG TU SU DUNG

Day 1a mét tién ich ctia chuong trinh dé NSD danh lai sé chimg tir cudi twong tng
v6i timg ma chimg tir va lua chon cdc ma chimg tir s& duogc st dung dé cap nhat. Chang
han, néu don vi khdng c6 cdc nghiép vu kinh té phét sinh lién quan dén ngoai té thi c6
thé an cdc ma nhu TM3, TM4, NH3, NH4 dé NSD khong phai lya chon nhiéu trong qua
trinh cdp nhat.

Céac budc thuc hién nhu sau:

- Bude 1: Vao Ké toan/ Nhap chung tir ké todn, kich dip chudt vao & sé chimg tir

A: o p ‘e . p , . SCTC| D A A S g, £
cudi ¢ phia dudi danh sach céc ching tur (Xem thém phan Giai thich cau

triic ciia man hinh cdp nhdt chitng tir ké todn — Phan 3: phan trang thdi) s& xuit hién
man hinh:
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:

a5 Cap nhat so chung fu

M3 chilng L Téﬂg?ﬁ;ﬁ i 9 cchuﬂﬁr?g 1) Bang #0 dung
]y Ching W diguch... |0 [
] Ching t digu ch... |0 [
EHAC Ching t k& todr... | k0000 [+
MNEDT Ching td ghing k.. | MEMOD &
MEOZ Ching t ghicdt.. |MECOO [+
MH1 Gidy bao Cad - wHD | BCOOOD [+
MNHZ Gidy bao Mg - WD IBNEIEIEI [
MNH3 Gidgy baoCd-ng.. |0 [
HH4 GidybaoMd-ng... |0 [
Thd1 Phigu thu - YMD Toooo [
T2 Phiéu chi - WMD Coooo [
T3 Phiéu thu - ngoai té [ 0 [
Thi4 Phigu chi - ngoai t& | 0 [
e | (@ oong

- Bwée 2: Muon stra s6 chung tir cudi cia mot ma chung tur

Chon ding dong ma chirng tir can stra, danh s6 chung tir cudi vao cot so6 chung tur

cudi. Két qua 1a khi cap nhat ching tir img v6i mé ching tir da stra thi chuong trinh s&
tr dong danh sd ching tir tiép theo cin clr vio sb ching tir cudi dé.

- Buéc 3: Mudn lya chon cdc ma chting tr dugc sir dung

Chon ding dong ma chung tur can stra, tich chon hodc bo tich chon vao cot “Dang
st dung” dé x4c dinh ma chimng tir d6 c6 duoc str dung khi cap nhat chimg tir hay khong.

- Buédc 4: Chon niit dé luu lai thong tin da thay doi.
7.1.2.8. MOT VAI CHU Y TRONG QUA TRINH NHAP CHUNG TU KE TOAN
a/ Van @é khir tring dinh khoan:
Trong qua trinh xir 1y s6 liéu va cung cip cdc thong tin, bdo cdo chuwong trinh ké
toan IMAS chi gilr lai mdt chung tir, loai bd tam thoi 1 chung tir dé tranh dinh khoan

tring hai lan.

Trinh tu khwr trung dinh khoan

Nghi€p vu phét sinh Churng tur wu tién Chung tir bi khtr tring
Lién quan dén tai khoan tién mat va tai | Ching tir Tién mat Churng tr Ngan hang —
khoan tién giri ngan hang — kho bac Kho bac
Lién quan dén tai khoan tién mit va tai | Ching tir Tién mait Chtng tir Khic
khoan khéc
Lién quan dén tai khoan tién giri ngdn | Ching tir Ngan hang — | Ching tir khdc
hang va tai khoan khéc Kho bac
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JRUHGTAH fe=gy VA BO TRO ELEHUATD Ké todn tai chinh va Ngdn sdch xa
Vi du minh hoa: Bit todn rit tién giri ngan hang vé nhdp quy tién mat (No 111/
C6 112)

Khi d6 ban phai lya chon ma chung tir 1a TM1, néu ban nhap 1a NH2 thi chiing tir
ban nhdp vao chi c6 thé in dugc cdc chimg tir lién quan ma khong thé 1én sb sich, bdo

céo tai chinh.
b/ Thiét 1ap cac gia tri ngim dinh:

Chuong trinh Ké toin KTXA cung cap cho NSD nhiing tién ich 1am giam thiéu
céc thao tac nhap li¢u gitdp cho viéc nhdp liéu dugc nhanh chéng. Ngoai viéc ho trg cdc
dinh khoan ty dong thong qua viéc lya chon ma chirng tir va ma nghi€p vu, NSD con c6
thé thiét 1ap cdc gid tri ngdm dinh — 12 cdc gid tri ma don vi st dung thudng xuyén, tan
sudt xuat hién gid tri d6 trong qu4 trinh nhap liéu 16n nhu:

+ Md chwong ngam dinh: Vao Ma hiéu/Hé thong muc luc ngan sach/Danh muc
Chwong, chon mgt ma Chuong trong danh sach r6i chon Df’ing y (Xem thém Danh muc
chuong muc 6.2)

+ Ma Logi — Khoan ngam dinh: Vao Ma hiéu/Hé théng muc luc ngin
sach/Danh muc ma 50 nganh Kinh té (Loai — Khoan), chon mt ma Loai — Khoan
trong danh sach r6i chon Dﬁng y (Xem thém Danh muc ma ) nganh kinh té (Loai —
Khoan) muc 6.3.

+ Ma nguon kinh phi ngam dinh: Vao Hé thong/ Khai bao bién hé théng/Gia
tri ngdm dinh, chon mo6t ma ngudn kinh phi ngam dinh chon Luu.

+ Ma dy dn ngam dinh: Vao Hé thong/ Khai bao bién hé thong/Gia tri ngim
dinh, chon mdt ma du én ngém dinh chon Luu.

Thong thudng céc gid tri nay duoc thiét 1ap ngay tir khi bat dau st dung chuong
trinh.
¢/ Cac 6 nhap ngay chirng tir va ngay hach toan:

Ngay chimg tir va ngly hach todn phai nim trong nim bdo cdo. Nam bdo cdo thé
hién trén thanh tiéu d& hay trén thanh cong cu cua chuong trinh

Ke toan ngan sach va tai chinh xa - TT70/2019/TT-BTC - 2019
Héthéng M3 hiéu Kétean Vattu, HH Taisancddinh Céngcudungcu Bdocde Tiénich  Hudng dan

|v Nam | Bang nhap <{fll Bang xuat Thiét lap két ndi | @ Danh muc bao céo |\ 2 Huéng dan sir dung béng Video

d/ Tién ich thém méi gia tri ciia cic danh muc ngay trén form nhap chimg tir ké
toan:

Cac danh muyc sau: danh muc Tai khoan, Chuong, Loai — Khoan, Muc — Tiéu muc
va Ngudn kinh phi 14 cdc danh muc duoc Nha nude quy chuan nén s& khong cho phép
duoc khai bdo thém méi hay hiéu chinh gid tri ¢6 san ngay trong qud trinh cip nhat
chtng tir ké todn. Néu mudn hiéu chinh hay thém méi, ban phai thodt khéi man hinh
nhép chung tur ké todn va quay lai chirc nang Ma hi¢u, vao tirng danh myc cu thé dé khai
bao.

Con céc danh muc khéc, ban c6 thé thém méi, hiéu chinh ngay trong qué trinh cap
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nhat chirng tu ké todn bﬁng céach: Kich duip chudt vao 6 danh muc lya chon hodc dua
chuot dén 6 danh muc d6 rdi chon F9. Khi d6, ban sé& quay lai dugc man hinh danh muyc
dé dé cap nhat roi chon phim Enter dé Iya chon gid tri d6 cho 6 danh muc trén man hinh
cap nhat ching tur.

e/ Tim kiém gia tri tir cic 6 danh muc:

Néu ban nh¢ duoc ky tu déu tién cla gia tri danh muyc muén lua chon, ban chi can
nhép ky tu d6 vao 6 danh muc roi chon Enter. Mot danh sich bt dau béng ky tu do sé
s6 xudng va ding cdc phim miii tén dé di chuyén tim kiém. BAm Enter dé xdc nhan gid
tri lua chon.

Néu ban mudn tim kiém chinh xdc, ban hay dua chudt vao 6 danh muc roi chon
phim F3 d& m& man hinh tim kiém. Céch thirc tim kiém xem thém trong muc Chitc ndng
dung chung 4.1
7.2. NHAP DU TOAN THEO CHI TIEU
7.2.1. DUTOAN THU THEO CHI TIEU
7.2.1.1. Churc nang

Dung dé nhéap du toan thu theo chi tiéu cin ci trén quyét dinh giao du todn ma don
vi minh nhan duoc. Du todn d6 c6 thé 1a s6 du todn nim trude duoc phép chuyén sang
nam nay, s6 du todn duoc giao dau nam, s6 du todn dugc giao bd sung, s6 du todn duoc
diéu chinh hay s6 dy todn bj huy tuy theo quyét dinh don vi nhan duoc.
7.2.1.2. Thuc hién

Vao Ké toan/Nhap dy todn theo chi tiéu/Nhap du todn thu theo chi tiéu, xuat hién
man hinh cap nhat nhu sau:

¥ X v = @
Thém mai Sirs Luu Khéi phuc Sao chép Xba Lam mdi Tim ki€ém In Thodt
n - Loai dutodn *
S5 chingti Ngiy chitng b - NoCs - : —
L —
Noayawétdrh® | 13122019 |
MNgi dung: |
Ma chitiéu Chitiéu M& =8 Céng thic D todn NSHN Tilé didu tigth Du todn
1 Téng s& thu 01 02+11+21+22_ 100
I. Cac khoan __. |02 03+04+05+06.. 100
-Phi, Ig phi 03 100
- Thu tli qu dat ... |04 100
- Thu'tli hoat dén... | 05 100
- Thu phat; ticht... |06 100
-Thutitaisand... |07 100
-Béng gép clian... |08 100
-Bidng gép tung 09 100
- Thu khac 0 100
Il. Cac khoan_. |11 12+17+20 100
1. Cac khoan __| 12 13+14+15+16 100
-Thué sidungd... |13 100
-Thugeddungd.. 14 100
-Léphiménbait.. |15 100
< > - phitnidcba ... |16 100

* Gidi thich cdc thong tin tréen man hinh nhdp dw todan kinh phi dwoc giao:

- Loai dw toan: Dé quan 1y, theo doi s du todn dugc giao theo ting quyét dinh
chuong trinh KTXA chia quyét dinh giao dy to4n ra thanh 5 loai:

+ 1 - Du todn giao ddu nam: Nhap sb dy toan kinh phi thu duoc giao dau nam.
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+ 2 — Du todn giao bé sung: Nhap sb dy toan kinh phi thu duoc giao bd sung

trong nam theo ting quyét dinh.
+ 3 = D todn bi hiiy: Nhap s6 du toan kinh phi thu bj huy trong nam theo ting
quyét dinh, nhap s6 am.
+ 4 - Dw todn ndam trwdc chuyén sang: Nhap s6 du todn kinh phi thu con thira tir
nam trude dugce phép chuyén sang ndm nay theo quyét dinh cia cap trén.
+ 5 — Diéu chinh dw todn: Nhap sb du todn kinh phi thu dwgc diéu chinh, sé diéu
chinh tang thi nhép s6 duong, so di€u chinh gidm thi nhdp s6 am.
- S6 quyét dinh: Nhap s6 quyét dinh giao dy toan ma don vi nhan dugc.
- Ngay quyét dinh: Nhap ngay quyét dinh giao du toan ma don vi nhan dugc.
- Noi dung: Nhap dién giai van tit cho quyét dinh giao dy todn do.
- Dur toan NSNN: Nhap sé tién thu theo chi tiéu duge giao.
- Ty 1 % diéu tiét: Nhap ty 18 % don vi dugc huong.
7.2.2. DU TOAN CHI THEO CHI TIEU
7.2.2.1. Churc nang
Dung dé nhap dy todn chi theo chi tiéu cin ctr trén quyét dinh giao dy todn ma don
vi minh nhan dugc. Dy todn d6 c6 thé 1a s6 du todn nam trudc dugc phép chuyén sang
nam nay, sO du todn dugc giao dau ndm, sd du todn dugc giao bo sung, s du todn dugc
di€u chinh hay so dy toan bi huy tuy theo quyet dinh don vi nhan dugc.
7.2.2.2. Thuc hién
Vao Ké toan/Nhap du toan theo chi tieu/Nhap du toan chi theo chi tiéu, Xuét hién

man hinh cap nhat nhu sau:

o5 Nhap du toan chitheo chi tieu

- * =

Thém madi Sia Luu Khai phuc Sao chep Xoa Lam méi Tim kiEm In Theat

Loai du toan * E
Dign gidi Ng-Cé

soquatdmn [ |
Ngay quyét dinh* | 13/12/2019

Mai dung: |

Nguén
M& chitiéu Chi tiéu M& =& Céng thic Duitoan
I Tong chi 01 02+05+06+07_..
1. Chi cho céngt... (02 03+04
-Chidan gquanty... |03
-Chitrdttu anto... |04
2. Chi gido duc 05
3. Chiting dung, ... |06
4 Chiyté 07
5. Chi vén hda, t.. |08
6. Chi phét thanh... |09
7. Chithé duc, th... |10
8. Chi bdo vé méi... | 11
9. Chicdc hoatd... |12 13+14+15+16+17
- Giao thing 13
- Néng -1am -tha... |14
- Thi chinh 15
3 - Thudng mai, du ... |16

i
=]

58 chiing tif Ngaﬂc‘}h‘*‘g
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* Gidi thich cdc thong tin trén man hinh nhdp dw todan kinh phi dwoc giao:

- Loai dw toan: Dé quan 1y, theo doi s du todn dugc giao theo ting quyét dinh
chuong trinh KTXA chia quyét dinh giao du todn ra thanh 5 loai:
+ 1 - Dw todn giao ddu nam: Nhap sb du toan kinh phi duogc giao dau niam.
+ 2 — Dy todn giao bo sung: Nhap s6 du toan kinh phi duoc giao bd sung trong
nam theo tung quyét dinh.
+ 3 — Dw todn bji hity: Nhap s6 dy toan kinh phi bj hily trong nam theo tirng quyét
dinh, nhap s6 am.
+ 4 - D todn nam trwée chuyén sang: Nhap s6 du todn kinh phi con thira tir ndm
trudc duge phép chuyén sang nam nay theo quyét dinh cua cap trén.
+ 5 — Diéu chinh dw todn: Nhap s6 dy toan kinh phi duoc diéu chinh, sé diéu
chinh tang thi nhap s6 duong, s6 di€u chinh gidm thi nhdp s6 am.
- S6 quyét dinh: Nhap s6 quyét dinh giao dy toan ma don vi nhan dugc.
- Ngay quyét dinh: Nhap ngay quyét dinh giao du toan ma don vi nhan dugc.
- Noi dung: Nhap dién giai van tit cho quyét dinh giao du todn do.
- Ngudn: Nhap kinh phi chi dugc giao theo chi tiéu.
- Du toan: Nhép sd tién dy todn chi theo chi tiéu dugc giao
7.3. NHAP DU TOAN CHI THEO MLNS
7.3.1. CHUC NANG
Dung dé nhap du todn kinh phi dugc giao can cir trén quyét dinh giao du todn ma
don vi minh nhan dugc. Du toan d6 c6 thé 1a s6 dy todn nam trudc dugc phép chuyén
sang nam nay, sO du todn dugc giao dau nam, so du todn dugc giao bo sung, so du todn
duoc diéu chinh hay s6 du todn bi huy tuy theo quyét dinh don vi nhan dugc.
7.3.2. THUC HIEN

Vao Ké toan/Nhap dw toan kinh phi dwoc giao, xuat hién man hinh cap nhat nhu sau:

f

i hsp du i ehithec f:I:I
NI @
Thémmdi ~ Si@ Lis, | Khoiphuc ' Saochép | X6a  Lammdl | TimkiEm | Thoat
hS° r'iw " Loai ditodn ]
pril Sigddh [T
e
R ™ T T
Capnhétthea: —
Naidung: |Dutodn gizo d3u ndm
(8) Chiidng,Loai hodn
Hién hitheo: — =
Sé dong: 1 00y () T Thémdong | X5a dbng
Mg taikhoan & Nopiép vu 1§ ngusn vin & chuiong Mg loai khodn W& Phang ban LEE Mg ién quankhée  M& Hangmuc CT
[T \ n (i iy |
L | | | | |
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*Gidi thich cdu triic ciia man hinh nhép dw todn kinh phi dwoc giao:

STT Thoéng tin Dién giai
1 Phan nut 1énh Dung dé kich hoat cdc chirc ndng trén man hinh nhép dyu
todn kinh phi dugc giao nhu thém méi, stra, x6a... . Y

nghia ctia ting niit 1énh d4 duoc giai thich rat rd trong myc
4.1 cua tai liéu nay.

2 Phan nhap chtng | Ding dé nhap céc thong tin chi tiét lién quan dén quyét
tur dinh giao dy todn kinh phi nhu:

- Loai du todn, sé quyét dinh, ngay quyétdinh, tai khoan
va céc thong tin chi tiét lién quan dén tai khoan dy todn,
ndi dung dy todn, chon ma tai khoan, ) du todn dugc giao
theo tung quy.

3 Phan trang thdi | La tién ich gidp NSD biét dugc céc thong tin vé ching tir
da nhap nhu:
- Tong tién ctia mot quyét dinh giao dy todn

4 Phan danh sich | Hién cdc quyét dinh giao dw todn kinh phi d nhap vao
chtng tir du todn | ctia ndm béo cdo bat dau tir ngay 1/1/nam bdo cdo dén
ngay 31/12/nam bio céo. Thong tin hién thi bao gdm: S6
chting tir, ngay ching tir, tong sb tién.

* Gidi thich cdc thong tin trén man hinh nhap dw todn kinh phi dwoc giao:

- Loai dw toan: Pé quan 1y, theo doi s6 dur todn duoc giao theo ting quyét dinh
chuong trinh IMAS chia quyét dinh giao du todn ra thanh 5 loai:
+ 1 — Dy todn giao dau ndam: Nhp sé du todn kinh phi duoc giao dau nim.
+ 2 — D todn giao bo sung: Nhap sé du toan kinh phi dugc giao bo sung trong
nam theo ting quyét dinh.
+ 3= D todn bi hity: Nhap s6 dy toan kinh phi bj hily trong nam theo tirng quyét
dinh, nhap s6 am.
+ 4 - Duw todn nam truwée chuyén sang: Nhap s du todn kinh phi con thira tir ndm
trudc duge phép chuyén sang nam nay theo quyét dinh ctia cap trén.
+ 5 — Piéu chinh duw todn: Nhap s6 du todn duoc diéu chinh, s6 diéu chinh tang
thi nhap s6 duong, s6 di€u chinh giam thi nhap s6 am.
-S6 quyét dinh: Nhap $6 quyét dinh giao du todn ma don vi nhan duogc.
- Ngay quyét dinh: Nhap ngay quyét dinh giao du toin ma don vi nhan dugc.
- Cac lya chon cap nhat theo Chwong, Loai khoan/ Nhém/Muc: NSD lya chon
1 trong 3 hinh thirc cdp nhat s6 du toan tuy theo quyét dinh nhan dugc.
Néu lua chon cap nhat theo Chuong, Loai khodn, thi thong tin Chuwong, Loai khoan
s€ hién thi phia dudi danh sdch d&€ NSD c6 thé nhdp nhi€u dong du todn theo nhiéu
Chuong, Loai — Khoan khéic nhau.
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TRUNG TAM f :

Néu lya chon cdp nhat theo Nhom, thi thong tin Chuong, Loai khoan sé hién thi
phia trén danh sdch va NSD chi c¢6 thé nhap du to4n cho nhiéu dong Nhém khic nhau
trén cung mot Chuong, Loai Khoan.

Néu lya chon cap nhat theo Muc, thi thong tin Chuong, Loai khoan sé& hién thi phia
trén danh sach va NSD chi ¢6 thé nhap du todn cho nhiéu dong Nhoém, Muc khéic nhau
trén cung mot Chuong, Loai Khoan. NSD chi can nhdp muc, chuong trinh s€ ty dong
dién nhém cho muc da nhdp thong qua danh myc ma ) noi dung kinh té (Muc, Tiéu
Muc).

- TK ngoai bang: Nhap ma hi¢u cua tai khoan ngoai bang Ia tai khoan du toan
(008, 009, 005 — néu c6).

- Nguon kinh phi: Nhap ma ngudn kinh phi trén quyét dinh giao dw todn. Mic
dinh 14y theo ma ngudn kinh phi ngdm dinh di thiét 1ap trong bién hé théng (xem thém
phan Hé thdng/ Khai bdo bién hé thong).

- Noi dung: Nhap dién giai vén tit cho quyét dinh giao du toan dé.

- Hai nit 1énh “Thém dong”, “Xo4 dong”: dung dé thém méi mot dong chi tiét
du todn hay x6a bé mot dong chi tiét du todn da nhéap.

- Nhém: Nhap ma nhém duoc giao du toan néu chon hinh thirc cap nhat du toan
theo Nhom.

- Muc: Nhap ma Muc duoc giao dy todn néu chon hinh thirc cap nhat du todn theo
Muc.

- Quy LILITLIV: Nhap s6 kinh phi dugc giao dy todn theo tung quy. N éu ban lya
chon cap nhat du todn theo ting thang thi chuong trinh s€ hi¢n thi tirng thang dé ban cap
nhat.

- S6 tién: Tong s6 tién duge giao dy todn theo ting dong. Chuong trinh sé& ty dong
téng cong dua trén s6 liéu NSD nhap vao.

Khi nhap xong mdt quyét dinh giao du todn va chon “Luwu” thi ching tir dy todn
do6 s€ duogc tao trong phé”m danh sach ching tir dy toén.
7.3.2.1. NHAP MOI MOT CHUNG TU DU TOAN KINH PHI PUQOC GIAO
H qp

- Buée 1: Vao Ké toan/Nhap du toan kinh phi dwgc giao, chon nut £ Thém méi |

- Bwéc 2: Lua chon loai du todn va céc thong tin theo quyét dinh giao du todn ma
don vi nhan duoc.

] I

- Bude 3: Chon niit Lk | @ ghi lai cdc thong tin vira cap nhat.
7.3.2.2. TIM KIEM MOT CHUNG TU DU TOAN KINH PHI DPUQC GIAO DA NHAP

- Céach 1: Néu mudn chinh sira hay x6a mot chiing tir du toan kinh phi duoc giao
d nhap, ban vao Ké toan/Nhap duy toan kinh phi dwoc giao kich chudt vao timg dong
trong danh sdch ching tir du todn. Cac thong tin chi tiét s& hién ra bén phan cap nhat
chiing tir. Khi tim ddng dugc ching tu thi chon cdc nit chitc ndng thich hop
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Xd6a/Stura/Sao chép.

- Cach 2: Néu mudn tim chinh xdc chtng tir du todn kinh phi da nhap, ban vio Ké

| Tim l;ié'm |

toan/Nhap du toan kinh phi dwoc giao, chon nit s& xuat hién man hinh
tim kiém sau:
- o' Tim kiem du toan
Loai dijtodn C3p cho d& tai du &n

R crng |
MNaay quyét dinh td 01/01/2018 dén nAz2ne Loai khoan |

gwns [ e [ | Tomoae

MNguén kinh phi

0] TmCTU] [@Chontdt | |3k Botdt |+ Démay | |[@ Thoitra

M3 Loai du
todn

1 O |apo1-aD oo | | | Dutodn giao du... | 120000000

wima Chon 55GD Ngay QB M Chuidng M&'fn‘ - Dign gidi Téng tign

Céc thong tin trén man hinh tim kiém ciing twong tw nhu cdc thong tin trén man
hinh cép nhat. Ban hiy nhap céc thong tin can thiét dé c6 thé tim kiém duogc két qua
chinh xac.

Néu ban khong nhép céc thong tin tim kiém ma chon ludn nit M thi
chuong trinh s& tim ra hét tit ca cdc chimg tir du todn ma ban dd nhap trong nim béo
cdo.

Sau khi tim kiém xong ban phai tich chon vao 6 vudng trong cot Chon & danh sich
Kkét qua (hoac chon nut ) va chon w} dé quay lai man hinh cap nhat
chtng tir du todn dé hiéu chinh chiémg tir d nhap.

7.4. NHAP SO DU BAN PAU CAC TAI KHOAN
7.4.1. CHUC NANG

Viéc nhap s6 du ban dau cic tai khoan chi thyc hién mot 1an duy nhét khi bat dau
str dyng Chuong trinh Ké todn KTXA. S6 du cua cic ky tiép theo (ky c6 thé 1a khoang
ngay, thang, quy, ndm) chuong trinh s& tu dong tinh todn cin clr vao s du ban dau cic
tai khoan nay va sb phat sinh cdc tai khoan ma NSD da nhap vao hang ngay.

Cdc khdi niem can luu y:

- S6 dw ban dau cac tai khoan (Dw Ng,, Dw Cé): La s6 du diu nim (ndm bét dau
str dung chuong trinh) cta cdc tai khoan tuong Gng véi ting thong tin chi tiét lién quan
dén tai khoan d6. S liéu nay s& 12 s6 du dau nidm cia céc tai khoan khi 1én céc bdo cdo
tai chinh nam.

- Liiy ké phat sinh No/Cé: La s liéu phat sinh bén No va bén C6 lity ké tir dau
nam dén thoi diém bt dau sir dung chuong trinh cta tirng tai khoan tuong ng véi timg
thong tin chi tiét lién quan dén tai khoan d6. S6 lidu nay s& 1am can cir dé chwong trinh
tinh todn va 1én sd phat sinh cia tai khoan d6 trén cdc bdo cdo tai chinh.
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Thong tin nay phu thudc vao bién hé thong ma NSD thiét 1ap ban dau. Néu thing
hach todn (tirc thing bat dau su dung chuong trinh) 1a thdng 1 thi s€ khong hién 1én
thong tin vé lily ké phat sinh No/C6.

7.4.2.

THUC HIEN

Vao Ke toan/Nhap so dw ban dau cac tai khoan, xuat hién man hinh cap nhat nhu sau:

o' Nhap so du ban da cac tai khoan

Thém mai

Téi khodn
Chudng
Loai khoan

Béitudng t3p hop

S
Khéi phyc | Sazo chép

r
£
2

(<]

(<] [<]

Loctaikhean Tatca

=1 R
)
Lam mai | Nhap Excel | Xust Excel | Thoat
Ngoaits [] Tiga

Du Ng ngoai t& Dui Cé ngoai té-

Du Nd 10.000.,000] Du C&

Bigu chinh s6 dudauky [

* Gidi thich cau tric cua man hinh Nhap so dw ban dau cdc tai khoan.:

STT Thong tin Dién giai
1 Phan nit 1énh Dung dé kich hoat cic chirc ndng trén man hinh nhap dy
toan kinh phi dugc giao nhur thém méi, stra, x6a... . Y
nghia ctia tirng nit 1énh d3 dwoc giai thich rat rd trong myc
4.1 cua tai li¢u nay.
2 Phan sd du ban | Ding dé nhap cdc thong tin chi tiét lién quan dén quyét
dau cia cdc tai |dinh giao du todn kinh phi nhu:
khoan - Loai du todn, s6 quyét dinh, ngay quyét dinh, tai khoan
va cdc thong tin chi tiét lién quan dén tai khoan dy todn,
s0 du todn dugc giao theo ting quy.
3 Phan trang thdi | La tién ich gidp NSD biét duoc cdc thong tin vé:
Téng sé du No, tong sé du C6, tong liiy ké phit sinh No,
tong lity ké phét sinh C6, tong lily ké phat sinh No tir khoi
dau, téng lily ké phdt sinh C6 tir khoi dau cua cic tai
khoan.
Va xem can d6i s6 du ban dau cdc tai khoan: Tong du No
= Tong du C6.
4 Phan danh sich | Hién cdc tai khoan dd dugc nhap sb du.
céc tai khodn 6 sb
du.

“Gidi thich cdc thong tin trén man hinh nhap so dw ban dau cdc tai khoan:

- Tai khoan: Nhap so hiu cua tai khoan c6 so du, tai khoan nay phai nam trong
danh muc tai khoan va phai nhap tai khoan chi ti€t nhat.

- C4c chi tiét lién quan dén tai khoan: La cdc danh myc ma tai khodn d6 phai
theo d6i chi tiét dén. Céc chi tiét nay da duoc ciu hinh sin trong danh muc tai khoan.
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- Ngoai té: La 6 chon dé xédc dinh c6 nhap sb ngoai té hay khong. Néu tich chon
thi s€ hién 1€n cdc thong tin nhu Ma ngoai t¢, ty gid hach toan dé NSD cap nhat.

- M4 ngoai t&: Mi clia mdt nguyén té, ma trong danh muyc tién té.

- Ty gia: La ty gi4 hach todn ciia nguyén té d6 tai thoi diém dau nam.

- Dw No' ngoai té: S tién du No theo nguyén té.

- D C6 ngoai té: S tién du C6 theo nguyén té.

- Du No: S6 tién du No br?mg Viét Nam déng. Néu nhap ngoai t¢ thi ) liu cua 6
Du No sé& dugc ty dong tinh toan theo cong thuec:

Dw No¢ = Duw No ngoai té * ty gia

- Du C6: Sb tién du C6 bang Viét Nam ddng. Néu nhap ngoai té thi s6 liéu cta 6
Du C6 s€ dugc ty dong tinh todn theo cong thirc:

Dw C6 = Du Cé ngoai té * ty gia

- Liiy ké PS No: S6 liy ké phat sinh No tir dau ndm dén thoi diém bat dau st dung
chuong trinh, néu thang hach to4n khac thang 1 (Xem thém H¢ théng/Khai bdo bién hé
théng/Gid tri ngam dinh/thdng hach todn).

- Liiy ké PS C6: S6 lity ké phat sinh C6 tir dau ndm dén thoi diém bat dau st dung
chuong trinh, néu thang hach to4n khdc thang 1 (Xem thém H¢ théng/Khai bdo bién hé
théng/Gid tri ngam dinh/thdng hach todn).

- Loc tai khoan: Dung dé xem thong tin sé du ctia mét tai khoan da nhap.
7.4.2.1. NHAP MOI SO DU BAN PAU CUA MOT TAI KHOAN

E ]

- Buée 1: Vao Ké toan/Nhép sé dw ban du céc tai khoan, chon nit £ Thém méi |

- Buée 2: Lya chon loai du todn va cdc thong tin theo quyét dinh giao du todn ma
don vi nhan duoc.

%]

.L| dé ghi lai cdc thong tin vira cap nhat.

- Bwdc 3: Chon nut
7.4.2.2. HIEU CHINH SO DU BAN PAU CUA MOT TAI KHOAN PA NHAP ( SUA,
SAO CHEP, XOA)

- Buée 1: Tim kiém tai khoan muén chinh sra.

Cdch 1: Nhap ma hiéu cta tai khoan mudn chinh stra vao 6 “Loc tai khoan”
ro1 chon Enter

Cdch 2: Dung con trd di chuyén thanh cudn phan “danh sdch cdc tai khodn cé
50 du” tim dén dong tai khoan can hiéu chinh.

- Buwéc 2: Lya chon chiic ndng can hiéu chinh 12 cdc ndt 1énh trén man hinh. Nhu
Stra, X6a, Sao chép.
7.4.2.3. XUAT VA NHAP DANH SACH SO DU BAN PAU CAC TAI KHOAN TU
EXCEL
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Ké todn tai chinh va Ngan sdch xd

Chuong trinh Ké todn KTXA cho phép NSD xuit thong tin vé sé du céc tai khoan
ra Excel hay nhdp nhanh tur file excel véi dinh dang phtu hgp. Cach lam nhu sau:

a/ Xuit ra excel:

| =
- Buée 1: Vao Ké toan/Nhap sé duw ban diu céc tai khoan, chon nit L83t Exeel
xudt hién man hinh lya chon noi luu file excel mudn xuét:
Export alal
¥ Q& E
o _I_'i My Documents
i "43 _J ky Computer
My Flecent % My Metwork Places
D ocurnents £ 21032009
— ki) debug
Lﬂ 1253 du liew dang
Desktop I dung zut bte
[7) giac dien (M&S5 8.0
I3 link tink
//'l IC7) LoiPM
i Dioicmenis EESE&SE_ESDS_“EW
B (52 IF52008 SERVER
jj @ Performance R eview. ks
3 l52) TEMP IF52003
by Computer
‘ﬂ‘] File riarme: r o | Clxve
= E
by Metwoark Save as type: |_E:-:e| file [7. 1] w I

- Buéc 2: Ttir 6 “Save in” lua chon dén noi can luu trir.
- Buwée 3: Tu 6 “File name” dat tén cho file so liéu muon két xuat.

- Budc 4: Tu 6 “Save as type” chon loai dinh dang file 1a “Excel file (*.xlIs)” —
mac dinh

- Bwde 5: Chon nit Save
b/ Nhap sb liéu tir excel:

- Bude 1: Dung chtc ning két xuat dit liéu ra Excel nhu phan a ¢ trén dé 1dy dinh
dang va cau tric cia file Excel.

- Budc 2: Nhap cdc thong tin vé sé du céc tai khoan vao file excel do.

- Buée 3: : Vao Ké toan/Nhap sé du ban diu céc tai khoan, chon nut LMhéR Exesl |
xuat hién man hinh lya chon noi luu file excel muon nhép:
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TRUNG TAM €

Import =
Loak in: |@' Dezkiop | s = ,

Y ID by Documents ET_*] TEMP IFS2008

u:} | 'j y Computer

My Recent !i‘g iy Metwork Places
Documents I"j 21032009

F_—L— !'@z_'] debug
| £ (253 du liew dang
Beskiop ii[_—_"] dung sut bt
I:;:l gian dien [MAS 8.0
) 120 livik tink
e !iij LoiFM
|21 Release. 2303 new

My Documents ;:.‘..“.\ L
-Ef:] IFS2008_SERVER
:@j Performance Rewview xls

F‘:] z0 du.Hls

k3 Computer

‘% File name: | »V-I i i:lpen
My Metwiork, Files of type: | E el file [* ulz] v| Cancel

- Buwée 4: Tu 6 “Look in” lua chon dén noi can luu trir.

- Bude 5: Tir 6 “File name” dit tén cho file s6 liéu mudn két xuat.

- Budc 6: T 6 “Save as type” chon loai dinh dang file 1a “Excel file (*.xls)” —
mac dinh

- Budc 7: Chon nit Open.
7.5. KE CHUYEN CHENH LECH THU CHI
7.5.1. CHUC NANG

Chuong trinh hd tro két chuyén chi phi cic tai khoan cudi ky ké todn (theo thang)
nham theo déi duge dinh ky cac tai khoan dé theo doi tinh hinh hoat dong tai don vi.
7.5.2. THUC HIEN

-Budel: Vao Ké todn/ Két chuyén chénh 1éch thu chi, xuit hién man hinh sau:

o Ket chuAch o W
= 2 | ¥ > > 2 = @
Thé&m mdi Sira | Luru Khdi phuc Sao chép Xoa Lam mdi In Thodt

Knai biobittodn K&t chuygn oo, Ném ~||2020

56 thi tu bt todn 4 Nbi dung K/ thungan séch 3 Chon Bttt todn tu déng
Két chuyéntitbén (Mg Taikhoan 714 | © Sangiaikhoan 914 N 714/C6 914
Danh mug lién quan

Danh muc ma sd Chuidng
Danh myc ma s& ndi dung kinh t& (Muc, Tiéu Muc)

SOTT_BTKC TEN_BTKC Tén tiéng Anh Ng-Cé M téi khoan TK_DOIUNG Chon THANG BTOANDAO UNIQUE_ID NAM
1 K/c thu ngén sic... N 714 914 12 O 2 2020
2 K/c chi ngén sac c 814 914 12 O & 2020
3 K/c chénh lgcht... N 914 474 12 1 2020
4 K/c thu ngan séc... N 715 915 12 O 4 2020
5 K/c chénh lgcht... c 815 915 12 O 5 2020
6 K/c chi ngén sac N 915 474 12 3 2020

- Bwée 2: Céc thao tac nhap li¢u nhu sau:

+ Khai bao bién hé thong: Ban 4n Thém méi dé mo ra biit todn can khai bdo.
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S Ké todn tai chinh va Ngan sdch xd

- S6 thir tw bt toan: duoc tu dong nhay s6 theo mdi 1an khai bt todn

- Noi dung: cin nhép tén noi dung bt todn can két chuyén

- Chon: yéu ciu ban tich chon dé chuong trinh tu dong két chuyén

- Két chuyén tir bén: Ban c6 thé chon No/ C6 cho tai khoan can két chuyén

- Danh muc lién quan: tich chon cdc danh muc lién quan dén tai khoan can két
chuyén

Luuy:

14
A

- Str dung “Pao ngwoe biit toan” khi sb tién két chuyén 1 s 4m.
- Chon biit todn két chuyén 1a thang: 1,2,3...

+ Két chuyén:

o Ket chuyen chenh lech thu chi

¥ El > = = @
Thém madi Sira Luru Khdi phuc Sao chép ¥da Lam madi In Thoat
Knaibdobittoan Kéchuyén K9 [Nam 20
STT Dign gidi Sd tien TK Nd TECa Bdi tudng phap Bdi tudng phap
1 K chi ngén sac.. 10.000.000 |1 914 814
2 K thu nadn sac... 10.000.000 | 714 914
<

Ban chon niuit l"li' ket Chﬂﬁé " ‘, but toan duogc két chuyén s& hién thi chi tiét theo tai
khoan. Mudn x6a biit todn da tao, ban kich vao dong chira buit toan can x6a va tré chudt
vio mit lx 3 Chilng tUJ.

7.6. THANH TOAN VOI KHO BAC
7.6.1. GHI THU NGAN SACH XA QUA KHO BAC
Chtrc ndng nay diing dé in bang ké ghi thu va chuyén ching tir thu chua qua Kho
bac thanh da qua kho bac.
7.6.1.1. LAP BANG KE GHI THU VOI KHO BAC.

- Buée 1: Vao Ké toan/ Thanh toan véi Kho bac/Ghi thu ngéan sach xa qua
kho bac xuat hién man hinh sau:

a5 Ghi thu ngan sach xa qua kho bac EI@
Danh sach bang ké thanh toan Ghi thu gua kho bac
Chon S8 BKKB Dién gidi NGAY_TTKB
= Lammdi Xéabingké W Tigptuc ([@  Thoat
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Danh sach bang ké, liét ké cdc bang ké thanh todn tam tmg dé 14p tir diu ndm béo
cdo. Tir danh sach nay ban c6 thé xem, hiéu chinh, in lai Gidy dé nghi thanh todn tam
ung va Bang k& ching tir thanh todn hodc x6a bang ké da cé.

* Gidi thich cdc thong tin trén man hinh Danh sach bang ké thanh todn:
STT Thong tin Dién giai
1. | Cot chon Tich chon mot bang ké di ton tai dé hiéu chinh théng tin
nhu:

- Cap nhat ngay Kho bac thanh toén.

- Cap nhat lai cac chung tir chi khong duge kho bac thanh
toan

- In Bang ké ghi thu, ghi chi qua kho bac.

2. | S6 bang ké Hién s6 bang ké da duoc 1ap. S6 ndy s& ty dong ting dan
sau mdi bang ké& dugc 1ap
3. | Dién giai Hién thong tin d¢é dién giai cho bang ké da 1ap.
- Budc 2: Dung chuét kich chon vao trang Ghi thu qua kho bac s€ hién man hinh
sau:
o= Ghi thu ngan sach xa qua kho bac =N =R =]

Danh sach bang ké thanh toan Ghi thu qua kho bac -l
Loc chiing td ghi thu

SR 01/01/2020
BPén ngay 311122020

Nghigp vutemthu - | | Machicng | | [=
Mghigp wu giam thu | | l% Muc ngan sach | | =
Taikhodn Tamthu - || | [=

<- Quay lai ‘> Tiep tuc L.g Thoat

* Gidi thich cdc thong tin trén man hinh “Ghi thu ngan sdach xda qua kho bac’’:

Pay 12 man hinh dé loc ra cc chimg tir ghi thu ma ban mudn thanh todn véi kho
bac. Céc thong tin trén man hinh c¢6 y nghia nhu sau:

STT Théng tin Dién giai
1. | T ngay ... dén | Loc chung tir theo thoi gian tir ngay dén ngay
ngay

2. | Nghi€p vu tam thu | Loc cac ching tur thu theo ma nghi€p vu

3. | Tai khoan tam thu | Loc cdc tai khoan tam thu chua qua kho bac
Ban c6 thé tu nhap tai khodn hodc lya chon tai khoan trong
danh sdch c6 san.

4. | Ma Chuong Loc chung tir rit tam Gng va chi tir ngudn tam Gng theo
cung mQt ma chuong
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STT Thoéng tin Dién giai
5. | Ma muyc luc ngan | Loc ching tur rut tam ng va chi tu nguén tam rng theo
sach cung mot Muc luc ngan sach (Muc, Tiéu muc)
Nt Quay lai Nt 1énh dé quay lai thao tdc trudc.
Nt Tiép tuc Nt 1énh dé sang thao tdc tiép theo
8. | Nut Thoat ra Nt nay dé thodt khoi man hinh Thanh todn tam @ng kho
bac.

- Bwéc 3: Sau khi nhdp cdc thong tin can thiét dé loc cédc cdc chimg tir tam thu

chon nit Tiép tuc, xuat hién man hinh sau:

a5 Ghithu ngan sach xa qua kho bac \EI@

Danh sach bang ké thanh toan Ghi thu qua kho bac

Dign gii |Ghi thu qua kho bac thang 12|
I. B& nghi thanh toan

[ Chontét | |5 Botat

M nhisp vu M3 chiing ti S chiing ti Noay ehing B3 duyet Chuidng C
O KB2 KHAC KOO0 1312/2020 § 575675 |'3':|1 |
£ >

B& nghi thanh toan |

6.575.675.000| S5 3 duyét
@ Quayla | |yl

Ghila | M Téptue |[@  Thoi

* Gidi thich cdc thong tin trén man hinh “Ghi thu ngan sdach xa qua kho bac”’:

Day 1a man hinh két qua loc ra cac chung tir tam thu dé ban c6 thé lya chon ra céc
chtng tir dé nghi thanh todn véi kho bac. Céc thong tin trén man hinh c6 y nghia nhu

sau:
STT Thoéng tin Dién giai
1. | Dién giai Hién thong tin dé dién giai cho bang ké da lap.
2. | Nit Chon tat Dé chon tt ca céc chting tir théa man diéu kién loc va da
hién ra trong danh siach phia dudi
3. | Nt Bo tat Dé chon bo tit ca céac chtrng tur thoa man diéu kién loc va
da hién ra trong danh sich phia du¢i va da dugc danh dau
vao cot chon
4. | Cot Duyét TTKB | Cot nay dé danh déu nhimg chimg tir chi ndo s& dé nghi
Kho bac thanh todn tam rng. Khi da chon vao 6 chon
Duyét TTKB thi coi nhu da dugc kho bac thanh toan.
5. | Céac cot tiép theo | Hién thi thong tin ) liéu cua chung tir chi da nhap vao hé
thong
6. | O Dé nghi thanh | Hién tong sd tién trén céc ching tir dé nghi thanh todn tam
todn ung (chung tir da dugc tich chon). SO nay s€ 1a s6 tong
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STT Thoéng tin Dién giai

cong trén cot Pé nghi thanh toan tam tng trén Gidy dé
nghi thanh toan tam émg va S tong cong trén Bang ké
chimg tir thanh toan. S6 nay duogc ty dong tinh todn

Sé da duyét Luo6n méac dinh béng s6 dé nghi thanh toén.
8. | Nut Quay lai Quay lai thao tac loc s6 liéu
Nut Ghi lai Ghi lai trang thai cac chung tir da dugc danh d4u chon dé
de nghi Kho bac thanh todn tam ing
10. | Tiép tuc Tiép tuc thao tic tiép theo
11. | Thoét ra Thoét khoi chirc nang Thanh todn tam ing Kho bac.

Sau khi chon cdc ching tir mudn dé nghi thanh todn chon niit Ghi lai.

- Buédic 4: Chon niit Tiép tuc, xuat hién man hinh sau:

a5 Ghi thu ngan sach xa qua kho bac

Danh sach bang ké thanh toan Ghi thu qua kho bac

(® Bang ké ghithu, ghi chi ngan sach x3 (TT146) ﬂ Xem

7.6.1.2. CAP NHAT THONG TIN GHI THU QUA KHO BAC SAU KHI PUQC KBNN
DUYET

- Buéde 1: Vao Ké toan/ Thanh toan véi Kho bac/Ghi thu ngéan sach xa qua
kho bac xuét hién man hinh sau:

ol Ghithu ngan sach xa qua kho bac EI =S
Danh sach bang ké thanh toan Ghi thu qua kho bac
Chon S8 BKKEB Dién giai NGAY_TTKB
L |
=  Lammdi X xoabangké | Ml Téptuc | (@  Thoat

- Buwéc 2: Chon mot bang ké can cap nhat thong tin sau khi dugc KBNN duyét.
- Buée 3: Chon tiép tuc, xuat hién man hinh sau:
o=l Ghithu ngan sach xa qua kho bac Elg

Danh sach bang kétﬁnh toan Ghi thu qua khao bac

Ngéy thanh todn

Dién gidi |

1. B2 nghi thanh toan
(@) Chontat | |k Botat

& nghiép vu & chiing ti Sd chiing ti Maay ching ti Di&n gidi TK Ng TKCa
| KB2 KHAC KO003 13/12/2020 111 337 75

D& nghi thanh toan 6.575.675,000| S50 da duyét 6.575.675,000

A Quaylsi | | Ghilsi | W Téptuc | (@ Thoat
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- Bwéc 4: Nhap Ngay thanh todn, 12 ngdy ma KBNN duyét Gidy dé nghi thanh
toan tam tng cho don vi.

- Buéce 5: Néu KBNN gat bo chtng tir chi nao d6 thi ban tich bé vao 6 Duyét
TTKB trén bang danh sach dé cap nhat két qua dé nghi KBNN thanh todn céc khoan chi
tam Ung.

- Budc 6: Chon nit Ghi lai.

7.6.2. GHI CHI NGAN SACH XA QUA KHO BAC

Chtrc ning nay ding dé 1ap, in va theo dbi cdc khoan rit tam tng kinh phi tai Kho

bac, tam Ung khi chua duogc giao du todn va tam ung khi chua du diéu kién thanh todn.
Chirc ning nay thudng duoc 1am vao cudi thang dé in cdc ching tir nhu: Gidy dé nghi
thanh todn tam (mg va Bang ké chtng tir thanh todn mang ra kho bac dé thanh ton cic
khoan di tam g kinh phi vé chi tiéu.

Chuc nang nay cho phép ban theo doi dugc ngay Kho bac duyét thanh todn tam
g, d6 14 ngay ghi chi. Ngay ghi chi 1a cin ctr dé 1én bang d6i chiéu tinh hinh tam tng
va thanh todn tam trng kinh phi ngéan sich tai Khobac Nha nuéc

Chtrc ning nay con cho phép ban cap nhat dugc két qua thanh todn tam tng cia
kho bac, tir d6, gitip ban theo déi dugc cac chung tir chi khong dugc kho bac duyét thanh
toan khi d 1én gidy dé nghi thanh todn tam tng cta cac thang trudc do.
7.6.2.1. LAP BANG KE THANH TOAN TAM UNG VOI KHO BAC.

- Buée 1: Vao Ké toan/ Thanh toan v6i kho bac/ Ghi chi ngan sach xi qua kho
bac xut hién man hinh sau:

@' Ghi chi ngan sach xa qua kho bac EI@

Danh sach bang ke Thanh taén tam Gng

(®) Danh s&ch thanh todn tam ting kho bac =& tam ting ndm nay
(") Danh séch thanh todn tam (ing kho bac s& tam ting ndm tride chuyén sang

CHOM SC_BKKB DIEN_GIAI NGAY_TTKB

Xoabangké B> Tigptuc (@ < Thoa

Danh siach bang ké, liét ké cic bang ké thanh toan tam tmg di lap tir diu nim béo
cdo. Tur danh sach nay ban c6 thé xem, hi€u chinh, in lai Giéy dé nghi thanh todn tam
ung va Bang k& ching tir thanh todn hodc x6a bang ké da cé.

* Gidi thich cdc thong tin trén man hinh Danh sdach bang ké thanh todn:

STT Thoéng tin Dién giai
1. | Cot chon Tich chon mot bang ké di ton tai dé hiéu chinh théng tin
nhu:
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& / P CHUYEN GIAO CONG NGHE Huéng dan sir dung phan mém
TRUNG TAM @ SX00%50 ENsar T R
t==? Ké todn tai chinh va Ngan sdch xa

STT

Thong tin

Dien giai

- Cap nhat ngay Kho bac thanh toén.

- Cap nhat lai c4c chung tir chi khong dugc kho bac thanh
toan

- In lai Gidy dé nghi Kho bac thanh todn tam rng va Bang
ké chirng tur thanh toén.

S6 bang ké

Hién sb bang ké da duoc 1ap. S6 nay s& tu dong ting dan
sau mdi bang ké dugc 1ap

Dién giai

Hién thong tin dé dién giai cho bang ké da lap.

- Bude 2: Dung chudt kich chon vao trang Thanh toan tam &ng s€ hién man hinh

sau:

15" Ghi chi ngan sach xa qua kho bac

Danh sach bang ké Thanh toan tam ting

Tl ngay

rooll = s

(®) Thanh toan tam ting kho bac s& tam ding ndm nay

(") Thanh toan tam ting kho bac s& tam (ing n&m tridc chuyén sang

01/01/2020

Loc chiing ti

Dén ngay 13/12/2020

Nghiép vy tam Gng - |

Nghigp wu nép khéi phuc |

tam dng

| 71| _MNguén kinh phi [ |
_d

| lal Michiong | |

Tai khodén Tam Gng - |

Tai khoan chi . |

tam (ing

| @ Loai - khoan | |

| Muc ngan sach | |
-

Dui an | |

¢ Quay lai ‘:}- Tiép tuc Ln.;j Thoat

* Gidi thich cdc thong tin tréen man hinh “Thanh todn tam wng voi kho bac”’:

Pay 1a man hinh dé loc ra cdc ching tir rit tam Gng va chimg tir chi tam ng ma
ban mudn thanh todn vé6i kho bac. Céc thong tin trén man hinh c¢6 y nghia nhu sau:

STT Thong tin Dién giai

1. | Luva chon: Dung 14p va theo doi cac ching tur chi tam ng trong ndm
- Thanh todn tam | nay dé thanh to4n tam tng véi kho bac.
ung kho bac nam
nay

2. | Lua chon: Dung dé chuyén trang thai thanh thyc chi nhitng muc chi
- Thanh todn tam | tam tng ndm trude chuyén sang nim nay va da duoc kho
tmg kho bac sb | bac chap nhan thanh todn. Néu ban lya chon thanh toén s6
tam Gng nam | tam Ung nam trude chuyén sang thi ban chi can lya chon
trude chuyén sang | muc chi tam tng da dugc thanh todn.
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TRUNG TAM f :

4 CHUYEN GIAO CONG NGHE
¥ VA HO TRG KY THUAT

Huong dan sw dung phan mém
Ké todn tai chinh va Ngan sdch xd

STT

Thong tin

Dien giai

Truong hop néu sé duoc thanh todn tam tng ma nho hon
s6 da chi tam Gng ndm trudc chuyén sang thi ban phai
quay lai chirc ning Ké& todn/Nhap sé du céc tai khoan dau
ky dé tdch muc chi tam Gng d6 thanh 2 dong: 1 dong twong
g v6i sd tién da duoc thanh todn, 1 dong 1 phan du con
lai chua duoc kho bac chfip nhan thanh toan.

Tu ngay dén

ngay

Loc chimng tir theo thdi gian tir ngay dén ngay

Nghi¢p vu tam
ung

Loc cdc chung tur rit tam Gng va chi tam Ung theo ma
nghi¢p vu la tam tng c6 du todn hay tam tng chua c6 dy
toan.

* Chu y:

- Khi c@p nhat ching tir ban lya chon ma nghiép vu chi
tiét 12 cdc ban ghi con phén biét rd 12 nghiép vu thu hoic
chi theo nguyén tac: 3 ky tu dau 1a tinh chét nghiép vu, ky
tir dau tién sau ddu . 12 thu néu 1 1; 1a chi néu 1a 2, céc ky
tu sau d6 12 chi tiét thu hodc chi trén nguén ndo. Vi thé
khi Iya chon ma nghi¢p vu ¢ day chi can Ira chon tinh
chat ma nghi€p vu la thuc chi (KB1), tam rng c6 du todn
(KB2)

- Néu chon la KB1 — Thuc chi: Ban sé& chi in dugc bang
ké chirng ttr thanh todn cua nhitng ching tur chi thuc chi
ma khong can thiét phai in Gidy dé nghj thanh todn.

Tai
ung

khoan tam

Loc cac chung tu rat tam rng ¢ Kho bac theo tai khoan.
Tai khoan chon 12 cin ct dé chuong trinh phan biét ban
mudn 1én miu Gidy dé nghi thanh todn tam trng nao C203
hay C302.

Ban cé thé tu nhap tai khoan hoac Iya chon tai khodn trong
danh sach c6 san.

Tai khoan chi tam
ung

Loc céc ching tir chi tir ngudn rit tam Gmg ¢ Kho bac theo
tai khoan. Tai khoan chon 12 cin cir dé chuong trinh phin
biét ban mudn 1én mau Gidy dé nghi thanh todn tam ung
nao C203 hay C302.

Ban cé thé tu nhap tai khoan hoac Iya chon tai khodn trong
danh s4ch c6 san.

Mi ngudn kinh
phi

Loc chung tir rit tam Gng va chi tir ngudn tam Gng theo
ciing mot ma ngudn kinh phi.
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A ./ CHUYEN GIAO CONG NG Hudng dan sir dung phan mém
TRUNG TAM € $ gors

1 r
¢ Ké todn tai chinh va Ngan sdch xd

STT Thoéng tin Dién giai

8. | Ma Chuong Loc ching tir rit tam Gng va chi tir ngudn tam tng theo
cung mQt ma chuong

9. | Ma Loai Khoan Loc chiing tur rat tam (rng va chi tur nguén tam rng theo
cung mot ma Loai Khoan

10. | Ma muc luc ngin | Loc ching tir rdt tam Gng va chi tir ngudn tam tng theo
sach cung mot Muc luc ngan sach (Muc, Tiéu muc)

11. | Madu an Loc ching tir rdt tam Gng va chi tir ngudn tam tng theo
cung mot ma dy an.

12. | Ndt Quay lai Nt 1énh dé quay lai thao tc trudc.

13. | Nit Tiép tuc Nt 1énh dé sang thao tdc tiép theo

14. | Nut Thoat ra Nt nay dé thodt khoi man hinh Thanh todn tam tng kho
bac.

- Bwée 3: Sau khi nhép cac thong tin can thiét dé loc cac cdc ching tur rit tam Ung
va chi tr nguén tam ng chon ntt Tiep tue, xuat hién man hinh sau:
a5 Ghi chi ngan sach xa qua kho bac EIIE

Danh sach bang ké Thanh todn tam ng

Dién gidi |Thanh todn tam ting thang 12|
I. B& nghi thanh toan
[ Chontdt | |3 Batat
M3 nghigp vu M3 chiing tii 56 ching tif Ngé‘“tﬁhc"”g S5 tign S5 higng DGIA_HANG B3 duyét Nau
[kB2.22 NH2 EN0O1 13/12/2020 90.000.000 | | [30.000.000 [12
< >
I 55 duitam Cing hodic chting tii tam ting 1& chuia thanh toan P& nghi thanh toan 56 da duyét
I Chus duyét ti ban ké tnidc chuyEn sang
i - Pam ehi mén chan 8 da B HE ) mios she mit oide d8 nehi thank tadn tam inn dim uavlai | L1 Ghilai |8 Tigntue (@ Theat

* Gidi thich cdc thong tin tréen man hinh “Danh sdch bang ké thanh todn’’:

Pay 13 man hinh két qua loc ra céc ching tir chi tir ngudn tam tng dé ban c6 thé
lya chon ra cdc chitng tu dé nghi thanh todn véi kho bac. Cac thong tin trén man hinh
¢6 y nghia nhu sau:

STT Théng tin Dién giai
1. | Dién giai Hién thong tin dé dién giai cho bang ké da lap.
2. | Ndt Chon tat Dé chon tat ca cdc chtng tir théa man diéu kién loc va da

hién ra trong danh siach phia dudi

3. | Nit Bo tat Dé chon bo tit ca céac chtrng tur thoa man diéu kién loc va
d3 hién ra trong danh sdch phia dudi va da dugce ddnh dau

vao cot chon
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JRUHGTAH fe=gy VA BO TRO ELEHUATD Ké todn tai chinh va Ngdn sdch xa
STT Thoéng tin Dién giai
4. | Cot Duyét TTKB | Cot nay dé danh ddu nhimng chimg tir chi ndo s& dé nghi

Kho bac thanh todn tam trng. Khi da chon vao 6 chon
Duyét TTKB thi coi nhu da dugc kho bac thanh toan.

5. | Cdc cot tiép theo | Hién thi thong tin s liéu ctia chig tir chi dd nhap vao hé

thong

6. | O Dé nghi thanh | Hién tong sd tién trén céc ching tir dé nghi thanh todn tam
toan ung (chung tir da dugc tich chon). S6 nay s€ Ia sb téng
cong trén cot Pé nghi thanh toan tam vng trén Gidy dé
nghi thanh toan tam &ng va S6 téng cong trén Bang ké
chirng tir thanh toan. S6 nay duoc tw dong tinh todn

S6 da duyét Luo6n mac dinh b?lng s6 dé nghi thanh toén.
Nut Quay lai Quay lai thao t4c loc ) liéu
Nt Ghi lai Ghi lai trang théi cdc ching tir 3 duoc danh dau chon dé
dé nghi Kho bac thanh todn tam tng
10. | Tiép tuc Tiép tuc thao tic tiép theo
11. | Thoatra Thoat khoi chitc nang Thanh toan tam rng Kho bac.
* Chu y:

- Ban chi nén chon t6i da 5 tiéu muyc vi khi 1én Gidy dé nghi thanh todn tam Ung
t6i da chi in duoc 5 tiéu muc trén mot trang gidy A4.

- Mau sic cia cdc chimg tir trén bang danh sich s& gidp ban theo ddi duoc cic
chtng tir chi tam Gng d4 dé nghi Kho bac thanh todn & céc bang ké trudc nhung bi Kho
bac gat ra khong chép nhén thanh todn do chua du diéu kién. Cu thé:

+ Céc dong chimg tlr c6 mau do: 13 cc ching tir 1an dau tién xuét hién trén bang
ké hién tai ma ban dang mudn 1ap bang ké. C4c chtng tir ny chwa duoc thanh todn.

+ Cdc dong chiing tir c6 mau xanh: 1a cdc ching tir dd xuat hién trén bang ké trudc
nhung khong du diéu kién thanh todn nén bi Kho bac gat ra va ban dang mubn dé nghi
thanh todn trong bang bang ké nay. Cac chirng tir nay chua dugc thanh todn.

Sau khi chon cdc chtng tir mudn dé nghi thanh toan chon nit Ghi lai.

- Buéde 4: Chon nit Tiép tuc, xuit hién man hinh sau:

= Ghi chi ngan sach xa qua kho bac Elﬂ
Danh sdch bang ké Thanh toan tam lng
Tuy chonin
(®) Gidy d& nghi thanh toan tam Gng C203
— Aem
[ Chontdt | |5 Batat
Chon MNgudn KP tam dng Chuidng tam dng Loai - khoa tam dng MLNS tam ng Sa du tam dng
[12 | 001 [o11 0961 | 5.080.000.000

Day l1a man hinh hién ra két qua tinh todn s0 du tam ng dén thoi diém ban mudn
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Ké todn tai chinh va Ngan sdch xd

1ap bang ké. S6 du tam tng da duogc tinh todn va sip xép theo mot thir tir nhat dinh.

- Buéc 5: Ban phai lya chon cdc muc du tam Ung mubn 1én Gi?iy dé nghi thanh
todn tam tng. Bang cach:

+ Céc muc du tam trng ma c6 muyc chi tam Gng twong rng véi n6 s€ dugce ty dong
tich chon dé 1én Gidy dé nghi thanh to4n tam tng.

+ Céc muc du tam Uing ma khong c6 myc chi tam tng twong rng v&i nd thi ban
phai tich chon bang chudt hodac bang phim Space (phim céch) trén ban phim.

+ C4c muc du tam (rng ma bﬁng 0 1a truong hgp ban xin rit tam trng tai Kho bac
mot muc nhung ban lai chi & mot muc khéc, nén s6 du cua muc tam (ng tuong ung voi
muc d chi ra 12 bang 0.

- Buéc 6: Chon nit Xem

Khi ban nhap céc ti€u chi dé loc cac chirng tur rit tam ng va chi tam rng chuong
trinh s ty dong xdc dinh mau Giay dé nghi thanh toan tam tng 1a C203 hay C302.
Sau khi chon nit “Xem”, s€ xuat hi¢n man hinh in b6 sung nhu sau:
Bdn vi ndp tién
Tén ddn vi
Ma DYGHNS 028719 |
M tai khodn | |
Tai khoan | | Tai KBNN | |
M3 cdp NS [ |
M3 CTMT | |TencTMIT | |

Caned SOTUdén (131272020

Ba nhom di ligu

Tinh téng d&én ngudn [] Chilén eae ban ghi thanh toan
Tinhténg dén muc ' Batdang tdng trén dong chi tist
Téna tign: Chin muidi triéu déng./.

Naay kj [1312/2019 Nai |

S0 dung Bang ke

4 / Khing

[] Tinhténg dén Muc Hi&n thithéng tin chiing t Higri thi théng tin hoa ddn

[+ Tinhtdng d&n tigu muc Dat déng téng trén dang chi tidt [] Lt 144 trang tif trang 2
MaNgun NS | | TénNguan NS | |
M3 CTMT | | TenCTMT | |
Cén ctf 56 du Tam ting O /na truide |
Thanh toan sé tign da Tam ting [ # Ung trude chua du BKTT [
thanh Thuc chi [] / Ung tnide 40 BKTT ]

Phan trang [] €ap nhét chic danh

@’Giao dich vdi kho bac Nha nudc ;,L]] Kem -q?‘ Quay lai

* Gidi thich cdc thong tin trén man hinh “Thanh todn tam wng’ khi in :

Pay 12 man hinh dé b sung céc thong tin dé 1én Gidy dé nghi thanh toan véi kho
bac va Bang ké chung tur thanh todn. Cac thong tin trén man hinh c6 y nghia nhu sau:
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Huong dan sw dung phan mém
Ké todn tai chinh va Ngan sdch xd

STT Thoéng tin Dién giai

1. | Tén don vi Tén don vi dang ky sir dung chuong trinh IMAS

2. | MabVQHNS Ma don vi quan hé véi ngan sach cia don vi da dang ky
st dung chuong trinh IMAS.

3. | Ma tai khoan La méd tham chiéu dén Danh muc Déi tuong phap nhan,
nhém NHKB dé ban lya chon mot tai khodn phu hgp. Khi
lga chon ma tai khodn nay thi chuong trinh s€ ty dong dua
dir liéu vé Tai khoan va Tai KBNN vio 2 6 thong tin phia
dudi.

4. | Tai khoan Thong tin vé tai khoan ctia don vi tai KBNN. C6 thé nhap
bang tay hodc Iyra chon thong qua mé tai khoan & trén

5. | Tai KBNN Tén KBNN ma don vi ban mé tai khoan. C6 thé nhap bang
tay hoac lga chon thong qua ma tai khoan & trén.

6. | Mi cAp ngin sich | Ma cdp ngan sich cua don vi da dang ky st dung chuong
trinh.

7. |MaCTMT Ma chuong trinh muyc tieu Quéc gia (néu co)

8. | Tén CTMT Tén chuong trinh myc tiéu Quéc gia (néu cé)

9. | Canct SDTU dén | Ngay tinh s6 du tam Gng. LA ngay sau trong khoang ngay

ngay ma ban lya chon dé 1én Giéy dé nghi trong diéu kién loc
ban dau.

10. | B6 nhém dit liéu | Néu ban tich viio & chon nay thi khi 1én Gidy dé nghi s&
liét k& cac dong chi tiét theo Ngudn kinh phi, Chuong,
Loai, khoan, N6i dung kinh té.

11. | Tinh tong dén | Néu ban tich vao 6 chon nay thi khi 1én Gidy d& nghi dir

muc liéu s€ duoc téng hgp va nhém theo muc

12. | Tinh tong dén | Néu ban tich chon vao 6 nay thi khi 1én Gidy dé nghi di

nguon lidu s& duoc téng hop va nhém dén Ngudn kinh phi.

13. Téng tién La téng tién ma ban mudn dé nghi Kho bac thanh toan.

14. | Ngay ky Ngay ma thi truong don vi ban ky trude khi dem Gidy dé
nghi thanh todn tam rng ra ndp cho Kho bac

15. | St dung bang ké: | C6 in Bang ké ching tur thanh todn kem theo hay khong.

C6/Khong Mic dinh 12 ¢6 in kém véi gidy dé nghi thanh todn tam
ung.

16. | St dung bang ké: | Bang ké chung tir thanh todn dwoc tinh tong vao nhém

Tinh tong dén tiéu | theo muc
muc
17. |Lbi Y trang tir | Lii Y4 trang d6i véi trang 2
trang 2
18. | Can clr s6 du tam | Chon 6 tich ing v&i gidy dé nghi thanh todn tam tng
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Ké todn tai chinh va Ngan sdch xd

STT Thoéng tin Dién giai
ung, Thanh toan

s tién da tam Gng,
thanh Thuc chi,
ung trudc, Ung
truéc  chua du
DKTT, tng trudc

da bKTT
19. | Cap nhat chic | Cap nhit chirc danh ky trén Gidy d& nghi thanh todn tam
danh ung
20. | Xem Xem chung tir Gidy dé nghi thanh todn tam Gng. Sau khi
xem xong chon ESC hoac nit thodt chuong trinh s€ tu
dong in ra Bang ké chung tir thanh todn.
21. | Quay lai Quay lai thao téc trudc.
22. | Giao dich véi kho | Két xuat file Gidy dé nghi thanh todn tam ung va Bang ké
bac nha nudc chtng tir thanh todn tam tng dé gui 1én cong thong tin
kho bac

7.6.2.2. CAP NHAT THONG TIN GIAY PE NGH] THANH TOAN TAM UNG SAU KHI
PUQOC KBNN DUYET

- Bude 1: Vao Ké toan/ Thanh todn véi Kho bac xuét hién man hinh sau:

= o >

a-' Thanh toan tam ung voi kho b;

Danh sach bang ké | Thanh todn tam Gng I

(®) Danh s&ch thanh toan tam ting kho bac s6 tam ting ndm nay

(") Danh s&ch thanh todn tam (ing kho bac s& tam ding ndm tridc chuyén sang

CHOM S0 _BKKB DIEN_GIAI NGAY_TTKEB
I 1 |Thanh todn tam ... | |

X Xéabangké | W Tiéptuc @  Thoat

- Buée 2: Chon mot bang ké can cap nhat thong tin sau khi dugc KBNN duyét.
- Buédie 3: Chon tiép tuc, xuat hién man hinh sau:

Danh sach bang ké Thanh todn tam tng

Nag&y thanh todn it

1. B& nghi thanh tosn
@ Chontét | | 3 Botat

M3 nahidp vu M3 chiing tif 55 ching tii gy shing Diéngs  TKNg f;?;ﬂ e
KB2.22 NH2 BNOOT | 1312200 | 137 061
£ >

I S5 dutam Cng hodc chdng ti tam ng 1& chuathanhtodn B8 nghi thanh todn 90.000.000,000| S& da duyét 90.000.000,000
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Ké todn tai chinh va Ngan sdch xd

- Bwéc 4: Nhap Ngay thanh todn, 12 ngdy ma KBNN duyét Gidy dé nghi thanh
toan tam tng cho don vi.

- Buéce 5: Néu KBNN gat bo chtng tir chi nao d6 thi ban tich bé vao 6 Duyét
TTKB trén bang danh sach dé cap nhat két qua dé nghi KBNN thanh todn céc khoan chi
tam Ung.

- Budc 6: Chon nit Ghi lai.

7.7. TIM KIEM CHUNG TU KE TOAN
7.7.1. CHUC NANG

Chuong trinh hd tro tim kiém nhanh chimg tir ké todn da nhép.

7.7.2. THUC HIEN

- Buéc 1: Vao Keé toan/ Tim kiém ching tir ke toan, xuat hién man hinh sau:

o2l Tim kiem chung tu ke toan - (Ctrl + Enter = Tim CTu) o i'@@
[ Tim s tién thea dong CTU
Nauéi a0 Ching Q. Tungdy [0101/2018 ] ysscTi TUsCTGS | Tusigen ||
M3 Ching ti ), Bénngay [3112/2019 | B CT Bénsh CTGS | Béngatién| |
] Bﬁitudngthanhtoén| 2. Tén Béi tudng thanh toan 1| Dingai | |
Tai khosn | | o machiong | | & e Baitisngténhon | la
(® PSnd () PSco () PSnd-cd M3 Loai khoan (. M3 D4l tudng php nhan
Tai khoan déi tng | | 1 WA Muc luc ngdn sach L M3 Khoan chi phi
Mé ngfip vu | & wa hgusn ki phic” | | O macongtinhxoce | [a
M3 ién quan khac [ wadian | =%
[ TCT | (%, %aBKloc | [#AChontat | [ Btd v Bongy Thodtra ¥ badks e
Téing 56 déng ; Téing 56 tign
- Bwée 2: Thyc hién céc thao tac trong man hinh nhu sau:
- Chon Ma chiing tur
_ _Chon Tai khoan

- Xem tir ngay dén ngay
- Tim ching ttr
- Chon chitng tur : click chudt vao vao 6 chon

- Anbong y

7.8. BIEN LAI THU TIEN PHI LE PHI
7.8.1. CHUC NANG

Dung dé nhap chtng tir va in ching tir Bién lai phi 16 phi

7.8.2. THUC HIEN

Vao Ké toan/Bién lai thu phi 1€ phi xuAt hién man hinh cap nhat nhu sau:
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Huong dan sw dung phan mém
Ké todn tai chinh va Ngan sdch xd

&' Bien lai thu tien phi le phi = |- &=
Thém mdi Sim Lung Khai phuc =s0 cheép Xda Tim kiém In Thoat
Sé chiing td Ngay chuing ti S T : = :
o chilng i F| S6 CTu ; Mgay CTd  Ngay HT
|oooooo1 [ 1312/2013 [ 13/12/2018 ]
Biéi tudng thanh toan 01 m Ho vatén Naguyén Vin A | Bia chi 128 Tran Hung Bao ‘
Néi dung Bién lai thu phi |
Chuidng B Loai khoan E
Bidi tudng tap hop (phi, loai phi)
Dién gidi Bién lai thu phi
] €3p nhét chitiéu ngoai té M3 NTE Tyga 1T .
Luidng ngoai & S5 tiEn VND | 1.000.000.00d] Thém déng || X déng
M& nghiép vu Dién gidi TK Nd TKCa TKMB Nd TKEMB Co 56 tign Liidng ngoai
[Bin i truphi | | | |
TR T S&dong: 1 Téing s& tign VNE Téeghidng ngoai 1€ NuEuEEEEEE, oo

Gidi thich cdc thong tin trén man hinh cép nhdét chirng tiv ké todn

- Loai chirng tir: Chon loai chirng tir BL1 — Bién lai phi 1€ phi

- S6 chirng tir: S6 cua ching tir phét sinh trong ing véi ma chimg tir da Iya chon.

- Ngay chirng tir: Ghi ngay phét sinh ching tr.

- Ngay hach toan: Ngay hach toan ghi s ctia ching tir phat sinh.

- P6i twong thanh toan: M ngudi ndp trong danh muc Di twong phdp nhan/C4
nhén tam Ung.

- Ho va tén: Tén nguoi ndp.

- Pia chi: Dia chi ngudi ndp

- Noi dung: Noi dung bién lai thu phi

- Chwong: Danh muc chuong cua don vi.

- Loai khoan: Danh muc loai khoan cua don vi.

- Pdi twong tap hop (Phi, 1é phi): Danh muc phi, 1¢ phi cta don vi.

- Dién giai: Noi dung tir dong chi tiét in 1én bang ké ching tir ké todn
8. VAT TU HANG HOA

Vit tu trong don vi HCSN bao gdm nguyén vt liéu, nhién liéu, phu tung thay thé
duoc st dung trong cac don vi hoat dong su nghi¢p, chuong trinh du an, hoat dong theo
don dat hang ctia Nha Nudc. Nguyén vat liéu, cong cu dung cu c6 thoi gian st dung 1au
dai va c6 gia tri 16n nhung chua du ti€u chuan trd thanh tai san.

Hang héa trong don vi HCSN duogc tdn tai va hach todn trong cac don vi hoat dong
san xuat kinh doanh , phong thi nghiém, phong ché thu.
8.1. NHAP MUA
8.1.1. CHUC NANG

Nhap mua vat tu, hang héa 1a qua trinh hach todn nguyén vat li¢u, hang hoa tir noi
san xuat hoac thong qua giao dich mua ban gitra cac doi tac trong hoat dong kinh te.
8.1.2. THUC HIEN
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CHUYEN GIAO CONG NGHE
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Huong dan sw dung phan mém
Ké todn tai chinh va Ngan sdch xd

Vao phan Vit tw, HH/ Nhap mua, xuit hién man hinh sau:

w5l Mhap mua (== =]
= 5 G
[P < E] » X ; = @
—”:l Thém mai Sira Lo Khai phuc Sao chép Xda Tim ki€m In Thoat
Sa Naay = = e z
ching ching Téng tign 9 SGP.Mhap Ngayrhap MNgay HT C1Gs
i 1 Kno rhap 0 NMO0Z  05/12/2017 05/12/2017 2t
NM... |05/12 350 000 BT phép nhan CTH Hién théng tin héa ddn
NM... [05/12 1000000 =
Phudngthac tix M1
Dién gidi MNhap mua - kho Long Bién
Nhdp khiu C3p nhat chitidu ngoai té M3 NTE TeaTtr Thém déng ¥dadéng
P e M3 & Ma ddn vi e s o e = =
& vat tu Tén vt td < a 56 lidng Bdn gid Tién hang Ty 1& chist khdu Tign chy
hang tinh
5D Siiadic [HoP 20 50 000 | 1000 000 0.00|
‘ [ 3
M& vat tu: 50 Tign hang 1000000
Tén vt tu: Sia dc Chist ks
Toén sd ligng: 20 (HOP) Thus VAT
Chi phi
NSD =cmn  SCTC NMad2 Téng céng EARELE

* Gidi thich cau tric cua man hinh Nhap mua:

STT

Thong tin

Dién giai

1

Phan nit 1énh

Dung dé kich hoat cdc chirc nang trén man hinh nhip mua
nhu thém mdi, stra, x6a... ching tir ké toan. Y nghia cia
ting ndt 1énh dd dugc giai thich rat ro trong muc 4.1 cia
tai li€u nay.

Phan nhap chung
tur

Ding dé nhap cdc thong tin chi tiét lién quan dén chimg
to nhu:

- M4 chumng tir, S6 chimg tir, Ngay ching tir, Ngay hach
todn, SO chimg tir ghi s6 (néu c6), dién giai chung cho
toan bo ching tir va hach todn ké todn cho chtng tir phat
sinh (tai khoan No, tai khoan C6 va céc chi tiét lién quan
dén tai khoan d6)

Phan trang thii

La tién ich gitp ban biét duoc cic thong tin vé ching tir
da nhap nhu:

- Ma vat tu

- Tén vat tu

- Ma 16 hang

- S6 lugng don gid

- Tién hang

Phin danh séich
ching tu

Hién cdc chimg tir d3 nhap vao cua mot lan dang nhdp
chuong trinh hay cdc chiing tir dugc lya chon sau khi tim
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Ké todn tai chinh va Ngan sdch xa

STT Thoéng tin Dién giai
kiém ching tir. Thong tin hién thi bao gdm: S6 chung tir,

ngay chung tur, so tién.

Gidi thich cdc thong tin trén man hinh nhdp mua:

- Buéde 1: Chon nit “ Thém mé6i”, sau d6 nhap cic thong tin chi tiét

- Kho nhip: Khi con tro dang nhip nhdy ¢ ctra s6 “kho nhap”, ban an F9 dé tao
kho méi, an F3 dé tim kiém cac kho c6 san.

- S6 chirng tir: SO cua chung tir phat sinh twong tng véi ma chimg tir dé Iya chon.

- Ngay chirng tir: Ghi ngay phét sinh ching tir.

- Ngay hach toan: Ngay hach toan ghi so ctia chig tir phét sinh.

- CTGS: S chung tir ghi s6 va ngay chiing tir ghi s6 ctia chig tir phat sinh.

- Hién thong tin héa don: D¢ hién thi cdc thong tin nhu s6 héa don, ngay héa don
dé ban nhap thdng tin vé héa don chirng tir goc.

- Poi twong phap nhan: Lya chon dbi tugng lién quan dén phiéu nhap, xuit kho
VTHH d6

- Phwong thire nhip xuit: Thong tin nay chi 4p dung cho don vi nao c6 ké todn
vat tu ki€m ke todn tong hop dé dinh khoan ké todn. Khi ban chon chiic nang Vat tu
hang h6éa/Nhap mua chuong trinh s€ dua ra 2 phuong thirc nhdp mua dé ban lya chon:
“mua vdt tu, hang héa thanh todn qua cong ng phai tra” hoac “nhdp khau hang hoa
thanh todn qua cong no phdai trd’.

- Ma vat tu: Chon ma VTHH da khai bao trong danh muc vat tu hang hoa.

- S6 lwong, don gia nhap: nhap theo héa don ching tir mua vat tu. Chuong trinh
s€ ty dong tinh ra Tién hang = SO lugng * Pon gid nhép.

Chii §: Néu nhap mua theo phuong thirc nhap khau vat tu, hang héa.

Ngoai té: Néu ban tich chon vao 6 “Cép nhat chi tiéu ngoai t&” s& hién 1én cot Ngoai
t¢ dé nhap so tién bang nguyen t¢ phat sinh twong trng véi tirng dong chung tu.

S6 tién: Ghi s6 tién chi tiét cua tig dong chimg tir. Néu c6 nhap ngoai té thi cot sd
tién s€ tu dong tinh todn, s6 tién = ty gid thyuc t€ * ngoai té

- Ty 1¢ chiét khéu, tién chiét khau: Nhap ty 18 chiét khiu dwgc hudng khi mua
VTHH, chuong trinh s€ tu dong tinh ra Tién chiét khau = Tién hang * Ty I¢ chiét khau.

- Ma thué, Tién thué: Chon 1 mai thué VAT tuong tng trong danh sich, chuong
trinh s€ ty dong tinh todn ra Tién thué theo cong thirc da khai bdo trong danh muc thué.
Thong tin nay chi dung trong don vi ¢6 hoat dong san xuat kinh doanh.

- Chi phi khac: Nhap khoan tién chi phi khic (néu c6).

- Pinh khoan: Kich chudt vao nit Pinh khoan dé xem céc biit toan dinh khoan
twong rng v&i ma phuong thirc nhap xuat da chon va ing véi ma vat tu, hang héa.

- Céc chi tiét khic nhw Chuong, Loai — Khoan, Nguén kinh phi...: La cdc thong
tin chi ti€t lién quan dén cdc bt toan dinh khoan trén.
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2|

hu | dé luu céc théng tin can nhap.

- Budc 2: Chon nut

* Chii y: Néu don vi nao dp dung mé hinh c6 nhiéu ké toan vién trong d6 c6 ké
todn vat tu riéng. Va ké todn vat tu chi don thuan quan 1y viéc Nhip — Xuat — Ton VTHH
thi NSD nén bo qua “phwong thirc nhap xuit” chi nhap ma vat tu, s6 luong va don gid
nhap. C4c thong tin khac ké todn tong hop s& dinh khoan bén ké todn co ban.

8.2. NHAP KHAC
8.2.1. CHUC NANG
Nhap cdc ching tir khdc ngoai chirng tir nhap mua: nhap vat tu, hang héa dugc
nhén vé do trao d6i, dugc biéu tang, vién tro, ...
8.2.2. THUC HIEN
Vao Vit tw, HH/ Nhap khéc xuat hién man hinh sau:

a-! Nhap khac =0EOR x|
¥ El L) ¥ = @
Thém mai Sia Luu Khéi phuc Sao chép Xoa Tim kiém in Thoat
) Nady = < S 5
| T Sa P.Nhap  Ngay nhap any HT [EEE
I i Kho nhip 051272017 ' 0541272017 05/12/2017
BT phap nhan | Higén thing tin hda ddn

Phuidng thiic NX

Dién gidi
Nh&p khdu Cap nhit chi tieu ngogi té Ma NTe Rl Thém déng ¥oa dang
M3 vat tu Tén vat tu M3 16 hang Ma ddn vi tinh 54 ludng nhap Hidn gia nhap Tign hang
£ 13 3
Ma vat tu: Ténhang oo ___.
Ten vt tui: CHBKNEY oo
Tan =6 Idng: THUE VAT
Chiphi oo
TONGCAAT oo o e

4| 1} 3

NSD admin SCTC | NKDOD

Céach nhap cic bude twong ty phan 8.1.2
8.3. XUAT BAN
8.3.1. CHUC NANG
Dung dé nhap cdc chtng tir xuét vat tu dé ban.
8.3.2. THUC HIEN

L]
- Bwéc 1:Vao phan Vat tw, HH/ Xuét ban, chon ndt LIhém mdi| xyit hién man

hinh sau:

- Buée 2: Nhap cdc thong tin chi tiét tuong ty nhu man hinh nhap mua. Trong man
hinh xuét ban can phan biét rd gitra don gid ban va don gid von.

Don gid ban 12 s6 tién ban ra cta mot lwong hang ma chidng ta phai tu nhap gid
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ban.

Pon gid von 1a so tién ma chuong trinh s€ ty dong tinh gid va dp don gid von va

gia von khi luu chung tir xuat.

a2 Xuatban = |5
. E 4 X ¥ = (@
Thémméi  Sa Lo &hi phuc | Sao chép Xoba Tim kidm In Thodt
chsu%g chﬁl:gn?m Téng ten S5PXus Ngaywd  NaayHT cTes.
5] Kho xudt 05/12/2017 05/12/2017 05/12/2017
BT phap nhan Hién théng tin hoa ddn
Phuidng thic NX
Dién giai
Xudt khdu Cap nhéat chitiéu ngoai 1& M3 NTE T e Stia gis vén Thém déng Xéa déng
M8 vt Ténvét V16 hing MEdonvitinh ST ligngaudt Bon gi4 Tenhang o BRSEVENNE Gy g g
[ 'f_Fi b
M3 vt tu: Tién hang
Tén vt tu: Chiét khau
Tén s8 hidng Thug VAT
Chiphi
TN CBNT oo
e i p—
NSD admn  SCTC X800
I Ny gy .
- Bwée 3: An nit Lo Lvu ] @€ luu cac thong tin vira nhap.
< >
8.4. XUAT SU DUNG:
. 4 .
8.4.1. CHUC NANG
A 5 N JERS A N c A . .
Xuat st dung la qud trinh xuat dung truc tiép tai don vi.
N A A d Al N N
Vao Vit tu, HH/ Xuat str dung hi¢én man hinh sau:
L 0N TS 4
a-! uat su dung = |2
—_— v "3 =) G G
I < - L= E] 13 » > ¥ =
l_”_J _!I_l Thém mai | Sira Ly Khéi phuc Sac chép Xda Tim kig€m In Thoat
55 chiing ciﬂ?'g 5 SEPMUE Ngayxud  Ngdy HT CTGS
= t Kho st 01 XD002 05/12/2017 05/12/2017 i
xo0014 [os/12 OTohiomis: O
XD002 05412 ——
Phucng thde NX 75— 1
Dién gidi ¥ut =i dung - Kho Long Bién
Siia gid van Thém déng #pa déng
M3 vty Teri Vet MEfoHang: | Madarvitih SFHi DongEvinn®  Givsnwdkhe  Drhk
5D Siia dde |HoP 15 50000 | 750000 |
4 1) 13
M3 vat tu: sh
Tén vat tui; Siia dac
Tansd ludng: 5 (HOF)
e m > 3
NSD admin SCTC  ¥DC
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Céc budc 1am twong tu nhu phan 8.3.2. Tuy nhién, khi nhap chimg tir xuat sir dung
H

NSD chi can nhip sb lwong xudt VTHH, sau khi 4n nit | L | chuong trinh s€ tu

dong ap gid von.

8.5. XUAT CHUYEN KHO
8.5.1. CHUC NANG
Xuét chuyén tir kho nhip A sang kho nhap B

8.5.2. THUC HIEN
Vao Vit tw, HH/ xuit chuyén kho xuat hién man hinh:

-\ A 0 N =

ol ¥uat chuyen kho == EII
¥ El » b8 @ =
Thém méi Sira Luu Khéi phuc Sac chép Xda Tim kiém | In Thoat
55 Ngdy . . .
ching  chiing Téngti . 3’ Bt t‘?ﬁynji Moy iy £
ti 10 Kho xudt o1 g B XCO0 05/12/2017 05/12/2017
XC001 | 05/12 Ko nhp 02
DTphédprhan  CTH
Phugng thiic NX  “C_ 1
Dién gidi ¥u#t chuyén kho - Tif kho: Kho Long Bién dén kho: Kho Gia Lam
Sia gid vin Thém déng ¥oa dang
MEvEWPES g yzyihanghea | MalhEng  Bonvitinh S5 lugng Bongidven  GAvenwdtkho  Binhkhoan
S0 Siia dac HoP 5 50000 250 000 |
<[ i }
M3 vat tu; S0
} . Tenvattd:  Sladic
4 1 b
z ——— Tonsdligng: (HOP
NSD samn  SCTGARGOD] oo ane: HOF)

Céc bude 1am nhu phan 8.4.2
Chi ¥: ban can theo dbi xem vat tu, hang héa ban nhap ¢ kho nao thi s& xuit &
kho doé.

8.6. XUAT KHAC
Vao Vit tu, HH/ xuét khac xuét hién man hinh sau:
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o xusthac E=m e
¥ El ; ) J = @
Thém mdi Sita Luru Khéi phuc Sao chép Xda Tim kigm in Thoat
58 2 e - o
ching 0" Téng Aol Doeprm B oty D G
i Fho gt 051272017 051272017 05122017
BT phap nhan Hién théng tin héa ddn
Phuidng thiic NX
Dign gidi
Hudt khau C&p nhat chitiéu ngoai t& Ma NTE Tyga Tl | Stagavsn .Thérn daong Xéa déng
MEvalllheng  Tenvillihéng s pang Bdnvitich S5 hidng Bon gid Fta NN
4 m b
M3 vat tu: Tign hang
Tén vat tu: Chigt khai
Tén &6 ludng: Thué VAT
Chi phi
2l = i 5 Téng céng
NSD admin SCTC XKDOD

Céc budc 1am twong ty nhu phan 8.4.2
8.7. CAP NHAT TON KHO PAU NAM

8.7.1.

CHUC NANG

Cap nhat ton kho dau nam la tong hop so li€u cudi ky trudc va lam so6 li¢u ton dau

ky nay. Tén kho dau nim nham xac dinh s6 lugng hang héa trong kho.

8.7.2.

THUC HIEN

- Bwéc 1: Vao Vit tw, HH/ Cdp nhdt ton kho ddu ndm, ban mo nit “Thém méi”
Xuét hién man hinh sau:

Cap nhat ton kho dau nam D@@

e = . A | P 0 . [
: e ¥ In Thodt
M3 kho E Eha w&n phéng pham
54 Idgng * Bidngia * Tién wén *
M vt ta, hang hda _ Bén vitinh =20 0,000 | 0,0000] | 0,00
L& hng A B vitinh afc ! 0,0000] | 0,0000 |
M3 kho ks vét.tll- hang Tén vt . hing 45 18 hang 7 Bidn vitinh Sé Iutjn; Bdn gid vin Tién vin Ak Ll
PP BB Bt bi CHIEC 277 3213 £30.001 | 2009
VPP EDE Bt dinh ban CHIEC 63 B.741 424 B33 | 2009
VPR TK Thiléic k& CHIEC 52 4772 248144 | 2009
VPP ACNY An chi nghigp vu T0 277.000 142 39.334.000 | 2009
VPP GYS Gidy vé sinh CUON 1.690 2394 4.045.860 | 2009
VPP GHD Ghim d3p céc Ioai HOP 15 4736 71.040 | 2009
VPR GAZ Gigp 43 R 10 110.097 1.100.970 | 2009
VPP G10 Gidy &n loai 10 t5 GOl 70 10,000 700.000 | 2009
VPP Gad Gidp &4 R 63 49169 3097647 | 2009
VPP DGH Ban dap ghim nh... CHIEC 13 29.242 380,146 | 2009
VPP HP4 Muc in HP &4 HOP 11 1.065.376 11.719.136 | 2009
VPP MD Mulc dau Lo 53 27.350 1,443,550 | 2009
VPP MDA4 Muc d2 A4 HOP 1 130388 130336 | 2009
VPP MF Mulc fax HOP 1 377842 377.842 | 2009 3
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- Bude 2: Nhap cdc thong tin chi tiét:

- Mi kho: An F9 va thém mdi kho nhép.

- Ma vt tw, hang héa: An F9, thém méi ma vat tu, hang héa dién dy du cic
thong tin lién quan.

- Lo hang: ban c6 thé ty tao thém 16 hang hoic tich chon phan 16 hang di duoc
chuong trinh khai béo.

- Pon vi tinh: ban c6 thé lya chon don vi tinh phu hop véi vat tu, hang héa ma
chuong trinh da khai bdo hodc lya chon thém méi don vi tinh

- S6 lwong, don gia: ban bit budc phai nhap.

.
-Bwéc 3: Annatl =

- Bwéc 4: An nut L_Thost

8.8. LOC CAC CHUNG TU NHAP, XUAT VAT TU
8.8.1. CHUC NANG

Loc cdc chung tir nhap, xuat vat tula qud trinh tim kiém nhanh cic chimng tir ké
todn dugc nhap.

8.8.2. THUC HIEN

- Buée 1: Viao Vit tw, HH/ Tim kiém cdc chirng tiv nhép, xudt vt tw xuat hién
man hinh sau:

o' Tirn kiem cac chung tu nhap, xuahﬁ'i‘ﬁ || @@
Chilng ttl Nhép khég v| Tif ngay [01/01/2019 Dén ngsy [31122019 | MNasyhéaden [/_/

56 hoa ddn . W i s chiing tii | Bnsschingti |
Ngusi diing [ ]I} makhoinmucchiphi | [[a]l  makho 2
M téi khosn cé [ 1la mangsnkohehi | | @] sstignnhé nhat

M tai khon nd QM chidng [
M3 déi tuidng phap nhan Q| M3 loai khoan |

SEtiEnlgnrhdt | |

(2] TmCTu -ngma"ﬂi Batdt | Poéngy | (@ Thodtra

Téng 58 dong : Téng 8 tign :
- Buwére 2: Thao tac trong giao dién “Tim Kkiém cac chirng tir nhap, xuat vat tu”
nhu sau:
- Lya chon chirng tir can loc: nhap mua, nhap khéc, xuat ban, xuat str dung,...

- Nhép céc tiéu chi loc: ma vat tu hang héa, ma doi tuong tap hop, ma kho, ...

- An nit va click chon ching tir
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CHUYEN GIAO CONG NGHE
VA HO TRGO KY THUAT

Huong dan sw dung phan mém
Ké todn tai chinh va Ngan sdch xd

o=l Tim kiem cac chung tu nhap, xuatvattu =[]
Chiing 11 Nhp mua - il ngdy 01/01/2017 Bé&n nody 31122017 Ngayhéaddn _/_/_
S& hda ddn Tii 58 ching ti Bién =8 ching i
Nguidi ding (2] makhodn muc chi phi (O] wsxme (a]
M vt ti hang héa (2] M déituongt2p hop M phéng ban
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Ma fér“"'”g 58 chiing ti Nga'ftgh“”g 58 héa ddn Ng;g:"a Dién giai Téi khoan Nd Tai khoan Cé M3
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Nhip khau Cap nhat chiticu ngoaité Ma NTE |7 I e Thém déng Xda ddng
2 g 5 Mal.  M3danvi  ox, 5 = e e
M& vat tu Tén vat i s tinh S8 ludng Bdn gia Tién hang Ty |& chigt khau Tién chiét khau
sC | St chua | |ca | 10] 35000 350 000 0.00
L " m, 3
M3 vat td: 5€ Tign hang 350 000
Tén vat fu: 93‘5 chua Chi& khau
Ton &6 hidng: {CAI) This VAT
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e / 5
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Khi man hinh “ xuat sir dung” xuat hién, ban c6 thé “ théem méi”, “stra”, “ sao

chép”, “xéa”,... ching tur.
8.9. TINH GIA VON
8.9.1. CHUC NANG
Tinh gid von 1 qu4 trinh hach todn
thich hop.
Tinh gid von( gid xuét) bao gém 5
- Binh quan cé ky dy trir.

- Binh quén lién hoan.

chi phi trong hoat ddng theo tirng phuong phap

phuong phép:

Dia chi: Phong 204 Toa nha B¢ Tai chinh — 28 Tran
Dién thoai: 024 2220 2888- Fax: 024 2220 8129

Hung Dao — Hoan Kiém — Ha Noi 99

Website: http://tinhocbotaichinh.vn — Email: hotrokythuat@mof.gov.vn



CHUYEN GIAO CONG NGHE Huong dan sw dung phan mém
VA HO TRGO KY THUAT

Ké todn tai chinh va Ngan sdch xd

- Nhap trude xuit trudc.

- Nhap sau xuit trude.
- Gi4 thuc té dich danh.

Chtrc ning nay ding dé tinh todn va dp gid von khi NSD chon phuong phép tinh
gid 1a phuong phép binh quan ca ky du trit. Hoac khi NSD stra 1 ching tir cti da dugc
ap gid von roi.

8.9.2. THUC HIEN

Vao Vit tw, HH/ Tinh gid von xuét hién man hinh sau:

o Tinh gia von lien hoan =
Chonthang |12 = Nam 2017
Chan kho M
i Chonta | % Botdt | [ Bongy | (@ Thostra |
Chon Ma wat tu Tén vat tu Tén ddn vitinh
7 5C Sifa chua Cai
v sD Sla déc Hap

- Chon thang: thang phat sinh ching tu.

- Chon kho: kho nhdp vat tu, hang héa (néu muén tinh gid von riéng cho ting
kho VTHH)

- Chon Vvt tu can tinh gid, sau do kich vao khi d6 chuong trinh ty
dong tinh gid von cho vat tu, hang hoéa.
8.10. DUYET CHUNG TU VAT TU, HANG HOA
8.10.1. CHUC NANG

Chtrc nang nay chi d4p dung cho nhitrng don vi nao ap dung mo hinh quan ly duyét
chiing tir ké toan trudce khi 1€n bao cdo, s6 sach ké toan va ke todn vat tu hach toan ludn
trong qué trinh cap nhat chirng tor nhap xuat VTHH.

Khi str dung chirc nang nay, nhitng chtng tir vét tu nao duoc duyét thi sb liéu méi
duoc chuyen sang s6 ké todn va bdo céo tai chinh. Con cdc bdo biéu vat tu thi luén 1€n
hét cdc ching tir VTHH da nhap ma khong quan tam cé dugc duyét hay khong.

8.10.2. THUC HIEN
- Buéc 1: Vao H¢ théng/ Vit tw, hang héa click chon chirc ning Sir dung chirc niing
duyét ching tir .

- Bwéc 2: Vo Vit tw/ Duyét chibng tir vt tw, xuat hién man hinh sau:
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& ./ CHUYEN GIAO CONG NGHE Huéng dan sir dung phan mém
TRUNG TAM @ SX00%50 ENsar T R
t==? Ké todn tai chinh va Ngan sdch xa

o5 Duyet Chung'm vattu hang hoa = |[-{=]
Tangthd  [Chuaduét v Ma kho (S & a8itugng phap nhan =Y
M3 ching td |j| Ma hang hda |'_| Ma ddi tudng tap hap C
Ti 85 chiing t B Ma phuidng thic nhap xudt ’;| M3 chi phi |:|

: — W& ngudn kinh phi (@]  Mousi tso chiing i =)
Tl ngay 002007 ey 3111272007 B
M& chudng |:|
AL 0.00 Ben 0.00° iz fozikhodn =
M& - muc luc ngén sach |:|
[ LoccTi] [ crontdt | [ Bowdt| v&  Bnay | (@ Thodtm |

wima DA_DUYET Ma& chiing td S& ching td Naéy chiing ti MNa-Ca CTMHX_ID
+ ] VT2 NMDOT 12/5/2017 350 000 |C 1
+ 1 VT2 NMODZ 12/5/2017 1 000 000 |C z
+ ] VT6 XD002 12/5/2017 750 000 |C 4
+ [E VT4 XCo01 12/5/2017 250 000 |C 5
v | Bl VT8 | xp001 [12/572017 | 350 000 |C 3

Céc thao tac st dung trong Form ““ Duyét chirng tir vat tu”:

- Trang thai: (Fhadwst v

- M chiing tir: chimg tir ban can chon

- Ban hdy cap nhat cdc thong sb lién quan dén loai vat tu, hang héa

- Loc chting tur: cho phép loc ra ching tir da dugc chon ma

- Click vao 6 chon cédc ching tu can duyét, néu ban 4n m’ltthi chuong
trinh s& ty dong click chon toan b chirng tir va nuit 1a b6 chon toan bg ching
tu.

- An nade€__293] e da dude duyet

- Chon “ Trang thai”: P39 ™I khi 36 ching tir da duoc duyét s& list ra cho
ban theo doi.

- Anl@ Theatra| 48 thost khoi form Duyét chirng tir vat tw

*Chu y:
- Khi chimg tir dd duoc duyét thi ban khong thé “Sira”, “X6a”, “Sao chép” ching

AY

tu.
- Khi ching tir dd duoc duyét, ban mudn bo duyét bang cch bo tich ¢ dau mdi
chung tir da duyét va an niit dong y, khi dé chiing tir d6 s€ trd thanh chiing tir chua duyét.
9. TAISAN CO PINH
Tai san ¢ dinh 12 loai tai san duoc dau tu trong thoi gian dai thudc loai tai san dai
han. Panh gia tai san c¢6 dinh khi c6 du 4 tiéu chuan do B tai chinh ban hanh:

Chiéc chan thu dugc loi ich kinh té tir viéc sir dung tai san do6.

C6 gia tri st dung trén 1 nam.

Nguyén gid phai dugc xdc dinh mot cach dang tin cay.

C6 gia tri theo ding quy dinh hién hanh.
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CHUYEN GIAO CONG NGHE
VA HO TRGO KY THUAT

Huong dan sw dung phan mém
Ké todn tai chinh va Ngan sdch xd

9.1. NHAP TSCP PAU KY VA GHI TANG TRONG KY

9.1.1.

9.1.2.

CHUC NANG
Chuong trinh hd tro viéc nhép ting TSCP khi mua sim TSCD
THUC HIEN:

- Bwéc 1: Vao Tai sdn cé dinh/ Nhdp TSCP ddu ky va ghi ting trong ky xuat hién man

hinh sau:

[kl ][>][2]
#--Nha, vat kién tric

- -Vat ki€n tric
[#--Phugng tién vin tai
[+--May moc, thigt bi van ph
[#--Thiét bi truyén dan

- -Thiét bi do lwdng, thing
(- -Cdy ldu ndm, sic vat lam
---Tai san c& dinh hifu hinh
[#--Tai $an cd dinh vd hinh

[#--May moc, thiét bi déng ||
[+--May moc, thiét bi chuvél|

sl Nhap TSCD dau ky va ghi tang trong ky

E=N Bl 5

- 4 E » X 4 = @ 4
Thém mdi Sira Ly Khéi phuc Sao chép Xoéa Lam mdi Tim ki€ém In Thoat
56 thé TSCD * Bldn vi sti dung

Lada 56 luidng Bdn vitinh
Khau hao Hao mén N&m san xudt Nudc san =udt
S6/Ky higu tai san TK Nd hao mén |j
Tén ti san * TH C5 hao mén | -]
Nhom t3i san
Ly do tang = A
56 chiing tii H
Mgay ghitang = vl
Moay st dung = L N
03y suf dung Thitng s5 ke that
Nam bat d&u HM = 2007 x A
Digry giai
Ty I8 HM ndm 0,00 S5&n3m 50 conla 0.00
.......... = ) |
Ngudn vén i__Muc dich sti dung |
Thém dong ¥ba dong
M& nguin kinh Nauyén gia s o N FoerTy e
phi guyén gia Gia tri hao man Gid tri con lai Hao man binh guan nam

- Buéc 2: Chon loai TSCD ¢ grid bén trédi va sau d6 ban nhap cic thong tin & bén phai

grid nhu sau:

e JLeJ[o J o]

= -Nha, vat kién trac

& cEp I (D)

@
ha cBp IV (0]
-Vat kién tric

i -Phugng tién van tai

- -May moc, thiét bi van ph
i -Thiét bi truyén dan

(- -May méc, thiét bi déng |
-May moc, thiét bi chuyér
1- -Thiét bi do hring, thi ng
f- -Cay lau nam, suc vat lam
- -Tai san ¢d dinh hifu hinh
1- -Tai San cd dinh v6 hinh

i

e

[

]

[y

o= Nhap TSCD dau ky va ghi tang trong ky

r = ~
=00 =)
B E ! : X F \ e @ .
Thém mdi Sira | L Khai phuc Sao chep xo0a Lam mdi Tim ki€m In Thoat
Sothe TSCH ~ Bdn vi s dung
L3 dat 58 hidng Bon vitinh |
¥ Khdu hag Hao mén WNam =an xudt Nudic san gt
S/ hiButaisan TK No khé hao
Tén taisan TK C6 khau hao
Nhém tai san
Ly deting * L
56 chiing tif 3
MNady ghi tsing 1
Mgay s dung ™~ L
S Théng s ki thusst
Théng bt d3u KH = 1 2017 G
Dien gisi
Ty lg KH 000 S8nam SDcénlai 0,00
ITQUE‘EFTI Muc dich sdi dgng!
Thém dong ¥badbng
| s
| Ma privis kicly Nauysndé Knsis hao ¢ trich e s Phicngphdptith  1yiaihsubao K1Y |
|

- Chon 1 loai

G

- An me‘ , ban hay nhap toan b dir li¢u vao form.

TSCD.

Chu y: Tai san dugc nhap:

* La dat: ban dung chudt tich vao 6 ¥ Ladat v nhap cac thong s6 lién quan dén

tai san dat.

* Khau hao: Péi véi TSCP dugc tinh khiu hao thi ban dung chudt tich vao 6
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S Ké todn tai chinh va Ngan sdch xa

Khéuhao chirong trinh hd trg viée tinh khau hao tai san theo thang.
Tinh khau hao TSCD: chuong trinh hd tro 2 phuong phdp tinh:
- Tinh khau hao theo phuong phdp dudng thing
- Tinh khau hao theo phuong phdp ty 1é
* Hao mon: Dbi véi TSCH duge tinh hao mon thi ban dung chudt tich vao 6
Haoman chyong trinh ho trg viéc tinh hao mon theo phuong phép tron nam.
- Nhép S6/ Ky hiéu tai san, tén tai san,
- S6 nim sir dung dugc ding khi mua mai 1 tai san. Khi tai san da di vao sir dung,
s0 nam sir dung = so0 nam con lai.
- Pon vi sir dung: Lua chon trong danh sich phong ban c6 sdn. Chon F3 dé tim
kiém, F9 dé¢ thém moi mét don vi st dung mai.
- Nudre san xuét: Lya chon trong danh sich nudc c6 san. Chon F3 dé tim kiém,
F9 dé thém mdi mot nudce san xuat moi.
Chuong trinh d3 khai bdo mot s6 “ Ma nwée” va “Tén nwée” dé ban Iira chon.
Néu ban muon “ Thém méi” 1 nudc san xuat TSCD bang cach nhap thong tin “ Ma
nuoc” va “Tén nudc” sau d6 an “Luu”. Mudn thodt khoi “ Danh muc nwdc sian xuat
TSCD” an “ Thoat”.

. b
- An L& Tai san da dugc cap nhat.

Vi c‘éc nit 1énh con lai: “Swa”, “ Xéa”, “Khoi phuc” dugc thuc hién tuong tu
nhu céc phan trudc.

9.2. PIEU CHINH GIA TRI TAI SAN CO PINH
9.2.1. CHUC NANG:

Piéu chinh gid trj tai san ¢6 dinh 12 trong trudng hop gid tri tai san cé‘ su thay doi
tang hodc giam nguyén gid cia mot tai san da co thi ta thyuc hién khai bdo diéu chinh gia
tri tai san.

9.2.2. THUC HIEN:

- Bwée 1: Vao Tai sdan co dinh/ Diéeu chinh gid tri tai sdan co dinh xuat hién man hinh

Sau:
Dieu chinh gia tri tai san co dinh
RN O
E Ly Khdi phuc Thost
53 thé TSCD [7) VILLA | Tha nha by s Ba Tail

Ladat
Sa/K higu tai 2an villa

Phang/EB an

Nhdrm ti s&n

54 chilng i
Dién gisi
(] ©Tmg Oosiam

M3 ngutin kinh
phi

(Gi& i hao min

S48 ndm 5l dung Hao man bink
(E] i

M3 Iy do tang MNgéy sil dung Mguyén gia tang con lai i o

Gid bri con lai ting

S |
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(I o e s P e
Ké todn tai chinh va Ngdn sdch xa

: &
- Buére 2: Chon niit Lm”‘
hodc giam). Chuong trinh s& ty dong hién ra cdc thong tin chung nhat vé tai san nhu:
Tinh chat tai san 12 dat, khiu hao hay hao mon, sd/ky hiéu tai san, phong ban dang sir

, 101 chon thé tai san muon di€u chinh nguyén gia (tang

dung, nhom tai san.
- Bude 3: Nhap s6 ching tir diéu chinh nguyén gid ciia thé tai san d6.
- Buéc 4: Chon diéu chinh nguyén gid ting hay diéu chinh nguyén gis giam

- Diéu chinh gid tri TSCD ting, ban hay tich chon vao 6 @ Téna

- Pidu chinh gi4 tri TSCD gidm, ban hdy tich chon vao 6 @ Giam
- Budie 5: Nhap cdc thong tin chi tiét lién quan dén ching tir ting giam nguyén gid cia
thé tai san do:

- Chon ngudn kinh phi cho phan nguyén gid ting/giam tuong Gng.

- M3 1y do ting/giam: néu 1a ting nguyén gid chon cdc ma tir 201 dén 203, néu 1a
giam nguyén gid chon cdc ma tir 401 dén 403.

- Ngay str dung: Nhap ngay bét dau ghi ting nguyén gid cua thé tai san, 12 ngay trén
cac bién ban giao nhan hay ching tir goc lién quan.

- Nguyén gia ting/giam: Chi nhap phdn nguyén gia ting/giam.

- Gia tri hao mon ting/giam: Chi nhap phan gi4 tri hao mon ting hodc giam da ghi
trén bién ban giao nhan phan tai san di€u chinh tang/giam.

- Gia tri con lai tang/giam: Chuong trinh s€ ty dong tinh todn gid tri con lai
tang/giam = Nguyén gid tang/giam — Gia tr1 hao mon tang/giam.

- S6 nim sir dung con lai: Nhap s6 nam sir dung con lai ctia ca thé ti san sau khi
da duoc di€u chinh nguyén gii can cir theo bién ban danh gia lai tai san. SO nam su dung
con lai nay s€ duogc dp cho ca phan nguyén gia ban dau cua thé tai san do.

- Hao mon binh quan 1 nam: Chuong trinh s€ ty dong tinh toan Hao mon binh
quan 1 ndm ung véi phan tai san ting thém hodc giam di nay.

H

- Buée 6: Chon nut L dé Iuu thong tin cta 1 chtng tir ting/gidm nguyén gid

cua 1 thé tai san.
* Chii y:

- Trudng hop ting giam nguyén gid thé tai san do ddnh gid lai theo quyét dinh cua
co quan nha nudc hay trong cic truong hop nhu chuyén d6i mé hinh quan 1y, chia tach,
sdp nhap giai thé... thi lic d6 Nguyén gia cua thé, Gid tri hao mon di trich, thoi gian sir
dung ciing bj thay d6i nén sé& twong duong véi viéc ban ghi giam thé tai san d6 va sao
chép ghi ting mot thé twong tu nhung véi cic thong sb theo bién ban danh gid lai.

- Khi ban mudn xem lai qué trinh ting giam nguyén gid ctia mot thé tai san, ban s&
lua chon loc sd thé trong danh sich bén trdi man hinh. Moi dong trén danh sach doé la
mot chirng tir ting, giam tai san. Mudn xem chi tiét chtng tir nao ban kich vao chtng tir
do6 cac thong tin s€ hién 1€n bén man hinh bén tréi.
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- Véi cac nit 1énh con lai: “Swa”, “ Xé6a”, “Khoi phuc” dugc thyc hién twong tu
nhu c4c phan trude.
9.3. CAP NHAT GIAM TAI SAN CO PINH
9.3.1. CHUC NANG:

Dung dé cap nhét giam han mot thé tai san ¢ dinh trong trudng hop nhu: nhuong
ban, thanh 1y, cap cho don vi cap dudi, bi€u tang... Khi d6, don vi st dung s€ ngirng theo
doi va ngung tinh hao mon hay trich khau hao tai san c6 dinh d6.

9.3.2. THUC HIEN

- Buwdéc 1: Vao Tai sdn co dinh/ Cdp nhdt giam tai sdn co dinh xuat hién man hinh sau:

at' Cap nhat Giam Tai san co dinh )l =[S
i @
Thém mdi Sia Luru Khdi phuc Xaa Lam madi Thoat
S5the TSCD | - St chiing i1
SO_THE Tén T|
L5 dat Ngay ghigidm =% _./ /

S8/Ky higu tai san Ly do ghi giam = -

Phang/Ban Dién gidi

Nhém tai san
M& ngudin kinh MNagdy st dung M& Iy do tang M3 iy do giam Nguyén gid MNguyén gia tang Nguyén gia giam

P I b
Mguyén gid Khau hao da trich (Gid tri con lai

*
- Budc 2: Chon nut M'_‘, 10i chon thé tai san mubn ghi giam. Chuong trinh sé& ty
d6ng hién ra cédc thong tin chung nhét vé tai san nhu: Tinh chét tai san 1a dat, khiu hao
hay hao mon, s6/ky hiéu tai san, phong ban dang sir dung, nhém tai san, va ting lan tang
giam cia tai san trong sudt qud trinh theo dai tai san.

- Budc 3: Nhap thong tin ngay ghi gidm theo bién ban ghi gidm tai san va nhap ma ly
do ghi giam cta tai san, chon cdc ma tir 301 dén 305.

- Buwéc 4: Chon  tw. | dé Iuu lai thong tin ghi giam cua thé tai san dé.
* Chu y: Khi ban da cap nhat gidm tai san ¢ dinh thi & danh séch bén trdi s& hién ra céc
tai san da ghi gidm, ngirng khau hao.

Vi cac nit 1€nh con lai: “Stra”, « Xéa”, “Khoi phuc” dugc thyc hién tuong tu
nhu c4c phan trude.
9.4. PIEU CHUYEN TAI SAN CO PINH
9.4.1. CHUC NANG

Chuong trinh cho phép quan 1y diéu chuyén tai san ndi bo giira cdc bo phan trong
don vi. Pay la chi chuyén doi tugng st dung ma khong phai la ghi gidm tai san, do van
thudc quan ly cua don vi.
9.4.2. THUC HIEN

Pia chi: Phong 204 Tod nha Bé Tai chinh — 28 Tran Hung Pao — Hoan Kiém — Ha Noi 105
Dién thoagi: 024 2220 2888- Fax: 024 2220 8129
Website: http://tinhocbotaichinh.vn — Email: hotrokythuat@mof.gov.vn



& ./ CHUYEN GIAO CONG NGHE Huéng dan sir dung phan mém
TRUNG TAM @ SX00%50 ENsar T R
t==? Ké todn tai chinh va Ngan sdch xa

- Bwée 1: Vao Tai sdan co dinh/ Diéu chuyén Tai sdn co dinh xuat hién man hinh sau:

a2 Dieu chuyen tai an co dinh == =]
F @
Chuyé&n Liru Khéi phuc Thodt

Ngdy digu chuyén™ | 05/12/2017
Tl Phang/ban Bén Phang/ban

Chon 58 thé Tén TS Chon Sgthé Tén TSC

4 [} Fl 3

/ Chon tét Ba tht L;/ \;J ’ Chon tét Ba tat

E;JI
- Buée 2: Chon nut L Chuyén | nhap thong tin:

- Ngay diéu chuyén: chuong trinh sé& tu 14y theo ding ngay phat sinh tai san dugc
diéu chuyén.

- Tir phong/ban: ban chon phong/ ban chuyén tai san, sau d6 ¢ grid tréi s& hién
ra toan b nhitng tai san ctia phong/ ban d6 roi ban hay click vao 6 chon loai tai san can
chuyén.

- Pén phong/ban: ban Iwa chon phong/ban cin chuyén dén va an nit M dé
chuyén tai san tir phong ban nay dén phong ban khac( tir phong/ ban & grid bén trai dén
phong/ban & grid bén phai). Khi d6 tai san s& duoc chuyén sang phong/ ban méi ma ban
mudn chuyén.

Néu ban d chuyén tai san d6 sang phong/ ban méi nhung lai mudn chuyén tai san
quay tré lai phong ban ban dau thi ban chi can 4n nit chon 6 cta tai san can chuyén va

an nut 1S | va tai san d6 s€ dugc chuyén trd lai phong/ ban ban dau.

- Bude 3: An nut ‘ Lt ‘ sau d6 ban s& xuat hién man hinh

y Dl ieu c8p nhét thanh céng,

@
An Thost

9.5. TINH HAO MON TSCD:
9.5.1. CHUC NANG:
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f / CHUYEN GIAO CONG NGHE Huéng dan sir dung phan mém
e T 0 S s i din i phin i
Ké todn tai chinh va Ngdn sdch xa

Sau khi nhap TSCP tang dau ky va phdt sinh trong ky, day 1a chirc ning cho phép
ta tinh hao mon TSCD trong cdc nam st dung .

M&i ndm ban phai tinh hao mon mot 1an va chuong trinh s& luu gi tri nay trong
tép sb liéu. Néu trong qu4 trinh st dung tai san cb dinh ma c6 su diéu chuyén gid tri tai
san thi ban phai tinh hao mon tai san cho cdc nim st dung tai san tir khi diéu chinh.

Chuong trinh cho phép tinh hao mon tai san dya trén khai bdo s6 nim ma tai san
s& hao mon hét.

9.5.2. THUC HIEN:

Vao TSCP/Tinh hao mon TSCD: ctira s6 man hinh xuat hién:
o= Tinh hao maon tai san co dinh = | &= @I

MNam 2017
@ Tao ching ti hao man nam: 2017

i) ¥oa ching td hao mon nam: 2017

| Bongj | [ Hiybe |

* Gidi thich cdc thong tin trén man hinh “Tinh hao mon TSCD”’

- Chon nam tinh hao mon: Chon nam can tinh hao mon cho TSCD (Thuc hién
dong thoi véi viée chon ndm lam vi¢e (gée trdi trén thanh menu ctia man hinh lam viéc).

- Tao chirng tir hao mon nim...:D6 1a viéc chuyén cdc cip dinh khoan cua céc
chting tir tinh hao mon vao bdo cdo, s6 sdch ké todn (khdng anh hudng téi viée tinh hao
mon).

- Xéa chirng tir hao mon nam...:D6 1a viéc x6a cac cap dinh khoan cua cac chirng
tir tinh hao mon trong bdo cdo, s6 sich ké toan (Khi ta tinh lai hao mon thi nhitng cip
dinh khoan nay nay s& bi x6a trong bdo céo, s6 sich ké todn).

* Cha y: Khi tinh hao mon thi chi can chon nam can tinh hao modn va tich chon vao
dong “tao chung tir hao mon nam” sau dé chon ﬂ] Khi d6 hé théng s€ ty dong
tinh hao mon TSCP cho ban. Con néu ban mudn huy bd lya chon dé thi ban chon

9.6. TINH KHAU HAO TSCD:
9.6.1. CHUC NANG:
MGdi thang ban phai tinh khiu hao mét 1an va chuong trinh s& luu gid tri nay trong
tép soO licu. Chuong trinh ho trg 2 phuong phép tinh:
- Tinh khau hao theo phuong phdp dudng thing
- Tinh khéu hao theo phuong phdp ty 18
Chuong trinh cho phép tinh khau hao dua trén khai bdo s6 nam ma tai san s& khau
hao hét hodc dua trén ty 1€ khau hao nam
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(I o D i o i e
Chtrc ning ding dé tir dong tinh va phin bd khiu hao TSCD tinh khiu hao tron

thang.

9.6.2. THUC HIEN:

Vao TSCP/Tinh khau hao TSCP: xuit hién man hinh sau:

a-' Tinh khau hao tai san co dinh o] @ [

Thuic hién chiic ndng néy tJ déng tinh va phan bd khiu hao TSCE hodc xda cac blt todn
d3 phan bd

Sau khi nhdp vao ki sd liéu ban hdy chon mét trong hai kha nang (Tao hodc xda ching )

Thang: |1 - Nam 2017

@ Tao chdng ti khdu hao: 1-2017

@ T&cd
Thé mdi hodc chua tinh

Chon the

¥da ching td khdu hao: 1-2017

Tétca
Chon thé

| gy | & bivbs |

* Gidi thich cdc thong tin trén man hinh “Tinh khiu hao TSCD”’

STT Thoéng tin Dién giai

1 | Théng La thang ma can tinh khau hao

2 | Tatca La lua chon tat ca cdc thé tai san can tinh khiu hao

3 | Thé méi hodc thé chua | La thé vira nhap va nhitng thé chua tinh khau hao
tinh

4" | Chon thé Cho phép ngudi lyra chon s6 thé mudn tinh khau hao

5 | Tao chung tr va xda | Ciing giébng nhu trong phan tinh hao mon TSCPH
chung tir khau hao

. . A A A X W Dobng i s 22 1A LA ~ A
Sau khi chon dugc cac thong so can thict ch()n, khi d6 h¢ thong s€ tu dong

tinh va phan b6 khiu hao TSCP. Con néu muén huy su Ivya chon d6 thi chon M
9.7. CAP NHAP DANH MUC NHOM TAI SAN THEO THONG TU'162

9.7.1. CHUC NANG

Dbi voi nhirng don vi dang sir dung phan TSCD cua chuong trinh IMAS theo Quyét
dinh 32, sau khi ning cap 1én phién ban cdp nhat theo thong tur 162, chuong trinh s& tu
dong chuyén cdc nhém tai sadn tuong ung gitra 2 Thong tu — Quyét dinh. Tuy nhién con
mot vai tai san khong tuong ing gitta 2 Thong tu — Quyét dinh nhu nhém Phuong tién
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L Hudng dan sir dung phan mém
L7 Mhiacielencob s A Ké todn tai chinh va Ngan sdch xa
van tai dudng bo, mdy vi tinh... thi ngudi st dung s& phai vao phan Cip nhat nhém tai
san theo thong tu 162 dé diéu chinh lai.
9.7.2. THUC HIEN

-Vao Tién ich/ Cap nhat danh muc tii sin theo théng tw 162, xuat hién man
hinh:

55! Cap nhat danh muc nhom tai san theo thong tu 162

TRUNG TAM €

Chen Ma NTSCD GB32ingutin) Tén NTSCD QD32 Sathe Tén TSCD M3 NTSCD TT162(dich) Tén NTSCP TT162
= 2433 - Méy méc thigt bi van phang khac 08505.0178 But thuyét trinh

3A1 - Phuidng tién van tai duding bd 08905.0187 Q15 Tooyota 55 : 65E- 1177 C01010201 -Xe 4 d&n 5 chd phuc vu chung
A1 - Phuidng tién van tai duding bd 08505.0186 (15 Tooyota Attis 56 : 65E- 3367 €01010201 -Xe 4 d&n 5 chd phuc vu chung
341 - Phuiding tién van tai duding bd 08505.0185 Q15 Tooyota Camry mau xanh 85 : 65... |C01010201 -Xe 4 d&n 5 chd phuc vu chung
= 2401 - May vi tinh 08505.0018 May tinh ¢& ban PC FFT Head

B 2AD1 - My vitinh 08505.0039 May vitinh Mekong grem +CPUI

v owa|[*  wa|ld ool

- Nguoi sir dung s& tich chon dén cac thé tai san mubn chuyén d6i sang TT 162,
chon dén nhém tai san theo TT 162 tuong ung rdi bam Céap nhat dé chuong trinh thuc
hién chuyén doi.

- Y nghia cic truong thong tin:

Chon: Tich chon dén thé tai san mudn chuyén doi, nguoi s dung c6 thé tich chon
nhiéu thé tai san cing mot nhém dé chuong trinh dong thoi chuyén doi.

Ma NTSCDb QDD32: Ma nhém tai san theo Qb 32

Tén NTSCD Qb32: Tén nhém tai san theo QD 32

S thé: S thé tai san mudn chuyén doi

Tén TSCD: Tén thé tai san mudn chuyén doi.

Mia NTSCP TT162: Ma nhém tai san theo thong tu 162 mudn chuyén qua

Tén NTSCD TT162: Tén nhém tai san theo théng tuw 162 mudn chuyén qua

Bat danh muc
] 5./ Cap nhat dsnh muc nhom ta&.smthmmng.im- \ 4

Chon 118 NTSCD QB32)guén) Tén NTSCH Q932 - sate Tén 1500 W& NTSCD TT16207ch) Tén NTSCO TT162
[ 2033 S May moo thict b venpheng khac | 01101.0393 May Scane HP5530 Van th HCTC T78
[&] 2833 - May mée thigk bi van phéng khac 011010334 May Scane N 9120 A3 téc d6 cao Va
[&] pres - Mey méetiid bi van phong khde. | 011010749 Way démtf2n Phong Tai Vi

] 2401 Wl 011010185 Loptop HP CQ42-168TU (N Q Huanc...
C 2801 - My Which 01101 0751 B5 may vitinh HP 400 GTMT E2D134
[&] 2401 My vitih 011010748 B5 may witinh HP Pro 3330, Grem 2G.
G 201 My vitinh 011010750 83 may vitinh HP 400 GIMT E2D13A.
5] 2801 - May vitinh 011010176 Laptop HP 65205 Vu 1l -Bo Hing

&] 2401 r—ry 011010177 Laptop HP 6520 Vi | B Trén ua
5] 2401 "My vitinh oI008 Loptop HP 22108 12" Va Vinh Tha...
B 2801 Wy it 011010182 Laptop HP DV 1401TU Be Higp Vu
] 2401 My vitinh 011010183 Laptop HP DV 1401TU B Phie V I
] 2001 Aoy 011010188 Loptop HP 43208 Core 13- V Vuan..

B4m cap nhat dé hoan thanh

] 2AD01 - May vitinh 01101.0186 Laptop HP 43205 Core 13- B V Vudn... |DO1 -Méy vitinh d& ban
Ei] 2a01 - May vitinh 01101.0187 Laptop HP 43205 Core 13 - Trén Phu.. | DO1 My vitinh d& ban
@ 2A0 - May vitinh 011071.0183 Witinh d& ban ELEAD Cuc tnidng Du. Do -Méy vitinh d& ban
7] 2A01 - May vitinh (R IREY ) Laptop Compag M1020 dc Digp Vu Il Do WM&y vitinh d& ban
[#] 2A01 - May vitinh (R TR vl Laptop Compag N2114 dc Vi Vinh N§... | D01 WM&y vitinh d& ban
[ 2801 - May vitinh 01101.0173 Laptop Genuine Bc Nahi Vu Il D01 -M&y vitinh & ban
= 2am - May vitinh 01107.0174 Laptop Sputnikk Bc Dua Vu Il Do -May vitinh d& ban
[ 2A0 - May vitinh 01107.0184 Laptop HP CQ42-263TU Phé Chanh ... | DO1 -May vitinh & ban
= 2A01 - May vitinh 01101.0079 Laptop IBM Be HE Van Bic Dol -May vitinh d& ban
] 2A01 - May vitinh 01101.0182 Witinh HP E4500 LCD HP 200SF Ha... | DO1 “May vitinh d& ban
] 2A01 - May vitinh 01107.0154 Witinh IBM LCD 2003F L&tan chuyg... |DO1 -Méy vitinh d& ban
= = —r - " = T

v t}mmaH‘a ainal IH E:épnhét‘
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aun BEFHSPA CHUYEN GIAO CONG NGHE Hudng dan sir dung phan mém
TRUNG TAM '57 ) VA HO TRG KY THUAT A, . (? , N § ? . ~
SH Ké todn tai chinh va Ngan sdch xa

B4m c4p nhat dé hoan thanh
10. SO SACH VA BAO CAO TAI CHINH
10.1. CHUC NANG
S6 sich va Béo cdo Tai chinh 12 két qua cta qu4 trinh nhép liéu thong tin cho két
qua thong qua céc so, thé, bang biéu chi ti€t gidp nguoi sir dung theo doi hoat dong cua
don vi mot cach tong quan.
He¢ thdng béo cdo s6 sach duoc chia thanh cdc nhém sau:
1. S6 ké toan: Nhém s6 ké todn bao gdm céc s6 theo ching tir nhu s6 nhat ky chung,
sO chi tiet tai khoan
2. Bao cao tai chinh: Bao gom cédc bdo céo tai chinh theo TT70
3. Bao cdo quyét toan (theo TT344): Bao gdm cic bdo cdo theo TT344
4. Bao cao doi chiéu kho bac: Bao gom cac bao cdao doi chiéu kho bac theo Qb4377
vaTT61
5. Vat tw hang héa: Bao gdm céc so séch bdo cdo theo doi vat tu, hang héa
6. Biéu tai san ¢ dinh: Bao gdm céc s6 sdch bdo cdo theo dai tai san ¢ dinh.
7. Cong cu dung cu: Bao gdm céc sb sdch bdo cdo theo doi cong cu, dung cu
Ngoai ra, trong mdi nhém biéu déu ¢6 nhém khic dé chira cdc miu so6 sich, bdo
céo ke todn dac thu theo yéu cau nam ngoai hé thong bdo cdo sé sach theo cac thong tu,
quyét dinh cia Nha nudc.
10.2. THUC HIEN
Mubn xem mot sb ké todn hay mdt bdo cdo ban kich dip vao bdo cdo do dé hién
ra man hinh diéu kién loc so li€u 1én bao cdo sau:

o, e e d
51 1,50 ke toan/Nhat ky - Soat (Mau so: 501230 (Via Breu 2 IN_NKSC) o )
[ em | 2% In [E5]Intebia | 2] Khai CThidu ||  Chén vin ban Biduds | i Tay chon ~ | [B) Thost
* Log 56 ligu . . >
Tidu d& Kybaocan  Nam w|| [2019
Trang.in
Tuy chon [ Quy déi ngoait&
In dan vitinh Bdn vitinh | fring) w

[[] Tinhténg dénloai [ Tinh téng dén mud ] Naan hang (KB) <] Cép nhét chic danh

Loc theo ma Giati
M3 Chiidng
M3 Loai
Ma Khoan

M3 Lién quan khac

M& Mhém lign quan khac

[] T Tu déng

* Gidi thich cdc thong tin trén man hinh loc trén:

- Nt “Xem™: Pé xem bao cao trudce khi in.

- Nt “In”: d€ in luén bdo cédo theo duong dan dén mdy in mac dinh.
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TRUNG TAM €

/ CHUYEN GIAO CONG NGHE Huong dan sw dung phan mém
¥ VA HO TRGQ KY THUAT AN . N A . ~
= Ké todn tai chinh va Ngan sdch xa

- Nit “Khai CT biéu”: d& NSD c6 thé chinh stra tén cot, tén chi tiéu, do rong cia
cdc cot hay ¢ chir khi 1én bdo bdo. Va day 1a cong cu dé NSD c6 thé ti khai cong thirc
bdo cdo theo yéu cAu quan 1y caa don vi minh.

- Niit “Chen vin ban”: & NSD c6 thé chén thém cédc dong van ban xudng cubi
hodc dau bio biéu.

- Nt “Biéu dd”: cho phép NSD lam céc bdo cdo quan trj trong don vi ciia minh
dudi dang biéu do.

- Niit “tity chon”: cho phép NSD thém céc chi tiéu loc, két xuat mau bdo cdo hodc
cap nhat mot mau bo cdo tir mdt file xml.

+ Khi NSD mudn thém chi tiéu loc cho bédo cdo, vao Tuy chon/Chi tiéu loc, s&
Xuét hi¢én man hinh sau va NSD chi can tich chon vao cot “Chon” vao tiéu chi loc mong

muén.
gl Chitieu loc — O et
Chon Tén ma ~
] | Ma Taikhodn
Ma& Chudng
M& Loai
M& Khoan
M3 Lign quan khac
M& Nhom lien quan khac
O M3 Muc
[ | Mm& Tigu mue
] M3 Khoan chi

W
+ Muon két xuat bao cdo, ban vao Tuy chon/ Két xuat bao cao, xuat hién man

hinh giao dién sau:
K save s e 7 w
':3"| . < IMBS » AppIMAS » Maubacbieu v |45 ||| S pavpantin Pl

Organize + MNew folder SR @

B8 Deskiop *  MName D ate modified Type
& Downloads |
f_;" Recent Places Mo tems match vour search.

m

- Libraries
|_=_£'. Documents
@ Music L=
|&=| Pictures
B videos

8 Computer
&, Local Disk [C:]

ca Data [D:]_ . ~ |4 I - ]

File name: | [N era] =

Save as type: | File type XML (*.xml) A l

“ Hide Folders l Save J | Cancel ‘
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/ CHUYEN GIAO CONG NGHE Huong dan sw dung phan mém
¥ VA HO TRGQ KY THUAT AN . N A . ~
= Ké todn tai chinh va Ngan sdch xa

TRUNG TAM €

Sau d6 ban an “Save”, xuat hién thong tin” Két xuat bio cdo thanh cong” va An
“Pong y”’, bao cdo da duoc ket xuat.

+ Ban muon cap nhéat bdo cdo, vao Tuy chon/ Cap nhat bao cdo, xuat hién man
hinh sau:

Open >
i v @ [Desktop » bc3dd kixa W (W] Search bc3dd kixa 2
Organize = New folder Bz« [ o

4 Downloads # Mame Date modified e
[£] Documents # | ] 344 1bxml Al
[=] Pictures [ 344 1axml A
bc344 kixa [ 344 7bxml 13/12/20185:60. 21/ X
& HIM Xatral 407 _| 344 Taxml 131242019 4:59 PM I
[ 244 48wt 12484 3 /740 AER R v ¥
Mew folder (VI 3
File narme: 344_1h;-:m v| File type XML ("xml) o

An “ Open”, xuit hién thong bdo “Cap nhat bio cao thanh cong”, sau d6 An “Pong
- Nit “Thoat”: Dung khi ta mudn thodt khoi man hinh xem béo cdo
- Trang “Loc s6 liéu”: Ding dé loc bdo cdo theo céc tiéu chi loc nhu: Ky béo cdo,
Quy ddi ngoai té (néu c6), Quy ddi don vi tinh khi 1én bédo cdo (néu c6) va céc diéu kién
loc theo chi tiét timg Tai khoan, Chuong, Loai Khoan ...

- Bé chon mot gid tri loc ban kich chon vao 6 [P hién 1én danh sdch cdc gid tri
twong ung trong danh muc da cap nhat dé ban c6 thé lya chon gid tri lam ti€u chi loc sb
liu.

55 1.50 ke toan/Nhat by - So caTEMIEN o0 G (Ma bl IN_NKSC) e ™
=% In [5Intabia | =] Khai CT biéu |_“1 Chénwvinban | 7 Bidudsd U Tity chon ~ | [ Thost

7 Loc siliu D W :
Tauls Ky bso czo | pgm w!|| [2018 |
Trang in
ey [] Guy d6i ngoai t&
In ddn vi tinh Bdn vitinh | frdng) bt
[] Tinht8ng dénloai [ ] Tinhtdng dén mud | Ngdn hing (KB) ] Cap nhat chiic darh
Loc theo m3 Gia td
M3 Chuidng 007
M5 Loai 010
M3 Khoan 011
M3 Lién quan khac 2020
M3 Nhom lién quan khac ]
[ TK Tu déng
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[\ ) CHUYEN GIAO CONG NGHE Huong dan sw dung phan mém
¥ VA HO TRGQ KY THUAT A PR . N A . ~
= Ké todn tai chinh va Ngan sdch xa

TRUNG TAM €

- Trang “Tiéu d&”: NSD c6 thé tiy bién chinh sira tiéu dé cho bdo cdo nhu: tén

bdo céo, céc tiéu dé phy kem theo va nguon lay so li€u cua céc tiéu de phu do.

o= 1 50 ke toan chi tist/Nhat ky - Socai (Mau so 501-H] (Ma bisu : IN_NKSC) || 3
[ xem |5 | S knaicToiéu || chénwvanban | & Biéuad | 3 Tiyehon - | (@ Thoat

| Loc =8 §éu Hagn |
_| Trangin [ Tén don vibso céo I Nhd Thi gau TOTT Phis Tho
A Tiay chon 7 N&m 2018
L) Ky bao cao [ =
=5 Ngdy in béo céo [ 041202017
=) Tén béo biku NHAT K - 30 CAl
{2 Tiéu 8é phu
= Tiudé | ] . - || ma TE
= Tieu a2 &l | -|[m3 -1

-':

 Tiu g3 o __e [

= Tiu dé 4 & - |[ma -l & |
)

= TiRUGé 5 m — —v‘ = ] -
[7] Méu 56 ké toan @ | MiusdspiH

[ o quan ban hanh [ (Ban hanh theo Théng twsd: /2017/TT-BIC #ngay / /2017 clia BTC)

sa An ngui by O

[5# An Header Wl

0|

{28 Hin thi xéc nhan cda kho bac

- Trang “Trang in”: Diing dé thiét 1ap trang in nhu khé gidy in va 1& bdo cdo.

a2 1.50 ke toan chi tist/Nhat ky - So cai [Mau 5o 501 mv = &[]

= in | 2] Khai CTbidu | [ ] Chén vén ban |GL Biuad | K@ Ty chon ~ | [@ Thoat

LIZ_::D sc‘:; éu ca asttrangin
. Teu de
o 7r>na i) Kné in

Tiry chon

A - Trirktrai 10 |2

Trivkétrén 10 |2
() Chigudec @ Chiu ngang Treddusi 10 |-
\/& lai bdo céo

[ St dung chia phén twy déng

- Trang “Tuy chon”:

a- 3Baoca /Bang can doi ke toan (Mau so 01/BCTC] [Ma bieu: 01_BCTC)
[ %em | &zin | =) knaicTbidu || f chénvan ban méuad | (@ Tiychon ~ | (@] Thoat
£ =
ks Téi khodn chon > [ Fmemmei | (X xoa |
_ Tieu de
! Trangin e Céng
,/ M3 cot hguon S0 Béu s M& tai khodn —
1 Dur Nor 38U ndm+Ps No 38n cudi ki Congvao  [111.112,113
1 Dir C6 Ghu ndm=Ps C6 dén cudiky Triy @ 11,112,112 |3
2 D M- 38U ndm+Ps Mo dén d8u ky Céngvao  |111,412,113 |
% D 6 G40 ndm+Ps Go dén diu ky Trie & 111,412,113 -
1 | m " b
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TRUNG TAM @/

11.TIEN iCH
11.1. CAP NHAT THAY POI DATABASE
11.1.1. CHUC NANG
Cap nhat co s¢ dit liéu méi nhit
11.1.2. THUC HIEN
Vao Tién ich \ Cdp nhat thay déi Database, xuét hién man hinh tu dong cap nhat

CHUYEN GIAO CONG NGHE Huong dan sw dung phan mém
VA HO TRGQ KY THUAT A . N . N A . ~
Ké todn tai chinh va Ngan sdch xa

Processing

Dang cap nhat cd s4d di liéu .

I
11.2. CAP NHAT CONG THUC BAO CAO
11.2.1. CHUC NANG
Khi cong thirc bdo cdo cuia chuong trinh bi 16i do chinh stra, str dung Cap nhat co

s& cong thirc moi nhat s& phuc hdi béo cdo chuan cua chuong trinh.
11.2.2. THUC HIEN

Vao Tién ich \ Cdp nhdt cong thirc bdo cdo, xuat hién man hinh ty dong cip nhat

Cap nhat cong thuc bao cao

Dang cap nhat céng thdc bdo cdo Online .

Sau khi hé théng cap nhat xong, man hinh sau xuét hién

Thong tin |E|

i £5p nhat ctng thic, bdc cdo thanh cing. Béng xudt va dang nhap lai dé
-y chulging trinh cdp nhat cdng thilc, hao cdo.

Eiong ¥

Chon niit dé két thic
11.3. CAP NHAT PHAN MEM
11.3.1. CHUC NANG

Thue hién ty dong tai phién ban phin mém méi nhat va nang cip.
11.3.2. THUC HIEN

Xem tai Muc 2.4
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Ké todn tai chinh va Ngan sdch xd

11.4. TINH TOAN LAI DU LIEU
11.4.1. CHUC NANG

Thuc hién tinh todn lai dir liéu, stra cdc 16i nho c¢6 thé gip trong chuong trinh nhu:
cdc 16i lién quan dén d4u thip phan, xem bdo cdo 13i ...
11.4.2. THUC HIEN

Vao Tién ich / Tinh toan lai dir li¢u, xuat hién man hinh:

Thong tin |E|

i ) Cap nhat od sd dil Bu thanh oéng.

' Bangy

Chon nut m man hinh sau xuat hién

o Cap nhat co s dir ligu ===

. Theodt 2 1A .
Chon nut dé két thic

11.5. KIEM TRA CONG THUC THU CHI
11.5.1. CHUC NANG

Dé kiém tra cong thie thu chi cua cdc bdo cdo theo thong tu hién hanh.
11.5.2. THUC HIEN
Vao Tién ich / Kiém tra cong thirc thu chi, xuat hién man hinh:

a5 Kiem tra cong thuc chi tieu

= Kiém tra béo co thu |

= Kiém tra béo cdo chi |

B Kén tra béo cdo thu

Chon nut l dé thyuc hién kiém tra cong thirc trén bao
cdo thu, sau khi kiém tra man hinh sau xuét hién

Thong tin |E|

\i‘) Khéng c& chi & friing céng thic

W

Z % 7
Chon nut m
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= Ké todn tai chinh va Ngan sdch xa

Thong tin |_E_|

}r) Khong oo nghiép vu phat sinh ngodi oéng thic

Bangy |

Chon nut m

Tuong ty véi chirc nang
11.6. TAO SO LIEU DU PHONG
11.6.1. CHUC NANG

Sao luu toan bd dir li¢u hodc cong thirc bdo cdo don vi da khai
11.6.2. THUC HIEN

Vao Tién ich / Tao s6 liéu dw phong, xuit hién man hinh:

= Kiém tra bao céo chi

ol Tao so lieu du phong 28

Lifa chon

@ Tatca

(") Cong thic bdo cae

N luu |_|

# BEng ¥ | [k Thoat

Cdc thong tin tréen man hinh:

Lua chon: ¢6 3 lua chon:

- TAt ca: Sao luu toan b0 co s& dir lieu ra 1 file .zip, c6 t€n dang
IMASquyétdinh_phiénban_ngaythdngnam_ giophutgidy.zip

- Cong thirc bao cdo: Chi sao luu sb lidu bdo cdo ra file .zip, c6 tén dang
IMASquyétdinh_phiénban_ngaythangnam_ giophitgiay.zip

- Noi luu:

Chon noi dé luu dir liéu du phong, hé thdng ty dong dinh dang tén file theo lua
chon trén va mac dinh luu trong thu muc Backup cua 6 C

Lwa chon hinh thic sao luu (tét ca, s6 liéu ching tir, hinh thiic bdo cdo). Vi du

chon tat ca, trong phﬁn noi luu kich chudt vao nut B, Xuét hién man hinh:
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VA HO TRGQ KY THUAT

Ké todn tai chinh va Ngan sdch xd

i
g

nuvc i (8

™S

ol Backup Database ®
L—’u | e IMAS » AppIMAS » Backup - | 4 | | Search Baockup 0|
Organize » New folder SheE, lﬂ
s Favorites MName Date modified Type

B Desktop

Mo items match your search.
4 Downloads

= Recent Places

m

=1 Libraries
|Z Documents
o Music o
[ Pictures
B videos

'8 Computer = M| 1 | r

File name; IMAS KTXA 12042 13122019 085157 -

Save as type: | Backup Datahase Files (".zip) v]

= Hide Folders [ Save I[ Cancel ]

Ta c6 thé thay d6i noi luu dit lidu ciing nhu tén file .zip

Chon
Chon dé thuc hién sao luu

ot! Tao g lieu du phong =

©) Téca
(20 Céng thiic béo cdo

Ngi iu [ ]
w” Dong Y |}, Thoat

Doi cho t6i khi théng bao thanh cong hién 1én thi 4n dé két thiic
11.7. KHOI PHUC SO LIEU DU PHONG
11.7.1. CHUC NANG
Khoi phuc toan b dir li¢u tur file dir liéu da tao du phong.
11.7.2. THUC HIEN

Vao Tién ich/ Khdi phuc dir liéu dy phong, cira s6 nay xuat hién:

Pia chi: Phong 204 Toa nha Bé Tai chinh — 28 Tran Hung Pao — Hoan Kiém — Ha Noi 117
Dién thogi: 024 2220 2888- Fax: 024 2220 8129
Website: http://tinhocbotaichinh.vn — Email: hotrokythuat@mof.gov.vn



CHUYEN GIAO CONG NGHE Huong dan s dung phan mém
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f l!"l"v"ﬁ“l {
TRUNG TAM @ ik Ké todn tai chinh va Ngan sdch xa

i
g

o5l Khoi phuc du lieu 3%
Lua chon
@ Tatca
i
ek ki [ ]
7 Dangi | [ Thoat

Cdc thong tin trén man hinh:

Lua chon: ¢6 3 lya chon:
- Tét ca: Chon 1 file .zip, c6 tén dang:
IMAS_KTXA_quyétdinh_nam_phiénban_ngaythdngnam_ giophiitgidy.zip
- S liéu chirng tir: Chon 1 file .zip, c6 tén dang:
IMAS_KTXA_quyétdinh_phiénban_ngaythingnam_ giophitgiy.zip
- Cong thire bao cao: Chon 1 file .zip, c6 t€n dang:
IMAS_KTXA_quyétdinh_phiénban_ngaythangnam_ giophtgidy.zip
Noi lru: Chon noi Iuu trir dit liéu dy phong duéi dang file .zip, hé thong tu dong
m¢& thu muc backup trong 6 C.
Luya chon hinh thitc khdi phue (t4t ca, s6 liéu ching tir, hinh thirc bdo cdo). Vi du chon

tit c4, trong phan noi luu kich chudt vao nit ‘:] , xudt hién man hinh:

okl Restore Database " 2
k) u | i « IMAS » ApplMAS » Backup » - | 44 || Search Backup 2|
Organize » Mew folder === [l I,EJ

A Favonte = Name Date modified Type
BB Desktop g IMAS KTXA TT70_ 12042 13122019 .. 13/12/20198:52 AM WinRAR ZIP archive
& Downloads | B IMAS KTXA_TT70_12042_13122019_.. 13/12/20198:52AM  WinRAR ZIP archive
] Recent Places B IMAS KTXA_TT70_12042_13122019_.. 13/12/20198:53 AM WinRAR ZIP archive
E IMAS KTXA TT70_12042 13122019 .. 13/12/20198:53 AM  WinRAR ZIP archive
4 Libraries E
Ei Docurnents
.,-J? Music
= Pictures
EE Videos
"M Computer
£, WINDOWS (C:)
4 DATA (D)) ¥ T i . :
File name: _TT70_12.0.4.2_13122019 085245_IFS2008 ~ [Restore Database Files "I
| Open J [ Cancel ]
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Kich dip chuot vao file”

IMAS_KTXA__TT70__12.0.4.2__13122019__085245__1FS2018.zip hoac kich chuot
1 1an vao file IMAS_KTXA__TT70__12.0.4.2_ 13122019__085245__IFS2018.zip rdi

chon
Chon dé thyc hién khoi phuc dir licu

Ehoi phuc du lieu

Lz chon

8 Tatca
Ciong thic bdo cao

3
.

Nei hits | C:\Program Fies (x86)\IMAS  AppIMAS\Backup\IMAS_KTRA_ TTH| o |

l TTTT Lol Dona | A Thoat|

Doi cho t6i khi c6 thong bdo thanh congthi 4n dé két thic
Chu ¥ quan trong: Khi khdi phuc dit li€u, phai chon ding dinh dang file .zip theo ding
Ira chon

Tat ca: IMAS_KTXA_quyétdinh_nam_phiénban_ngaythingnam_ giophitgiy.zip
Cong thirc bao cao:
IMAS_KTXA_quyétdinh_nam_phiénban_ngaythdngniam_gidphitgidy CTHUCBC.zip

LUU Y: NEU CHON SAI CO THE DAN TOI LOI DU LIEU

11.8. KET XUAT BAO CAO GUI PHAN MEM THQT-TT344
11.8.1. CHUC NANG
11.8.2.- THUC HIEN
Vao Tién ich/ Két xuat bdo cdo giri phan mém THQT-TT344, man hinh xuét hién
nhu sau:

85 Ketxust bdo cao gl don vi cdp trén ::|:|_“I_EI _'|:__E;_?: !
| Cai dst thu vign |

Nk i [fzad

| =¥t st bdo cdo | [Thodt |

Chon nut Bdé chon duong dan luu trit file dir liéu. Sai dé chon nit
Hét xudt bao céo

p hod X . R
Chon nut de thoat khai chirc nang
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Ké todn tai chinh va Ngan sdch xd

11.9. CHUYEN SO DU CAC TAI KHOAN SANG NAM SAU
11.9.1. CHUC NANG
Chtric nang Chuyén s6 du cdc tai khoan sang nam sau dugc hd tro dé thuc hién
chuyén toan bo cdc tai khoan tir nim nay sang nam sau.
11.9.2. THUC HIEN

- Budce 1: Vao Tién ich/ Két chuyén so dw cac tai khoan sang nam sau, xuat hién man
hinh sau:

o5 Chuyen so du cac tai khoan sang nam sau | = ” (= |

£ Q | @
Két chuyén | Xem kétqua | Thoat

Binh nghi a ket chuyén TK ndm nay sang ndm tidc | Chi tidt tai khoan két chuyen

 Thém déng | | Xoadéng |

Tai khoan Tén tai khoa Taikhoan
nam nay e 0L Ty nam tnide
£ >
H L

]

< . - 9 r 2 /4 . .

- Buwdce 2: An nit LEetchuyen | §€ két chuyén sO du céc tai khoan, khi chon nut
Két chuyén” s& dua ra mot thong tin nhu sau

Xac nhan H

? | Kt chuyén 8 duithanh cérig.
":r"/ Ban cd mudn chuyén s6 ton kho VTHH sang ném sau 7

Khang
Sau khi chon “Cé”, ti€p tuc s€ hién thong tin sau:

Xac nhan n

D | Chuyén =& tin kho WTHH thanh céng.

| Ban cd mudn chuyén s& tén kho, phang ban CCOC sang ndm sau ?

Khéng
Kich vao nit “Pong ¥ c6 nghia 12 toan bo céc tai khoan két chuyén thanh cong.

Theng tin n

\if) Chuyén s8 tén kho, phang ban CCOC thanh

CSI‘IQ.

Nhiing s6 liéu da duogc két chuyén nam nay s€ la s6 du dau ky ctia nam ke tiép.
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TRUNG TAM €

11.10. KHOA SO KE TOAN
11.10.1.CHUC NANG
11.10.2.THUC HIEN

Vao Tién ich \ Khéa so ké toan, man hinh sau xuat hién:
KE Ke toan ngan sach va tai chinh xa - TI—;O.I'?UIQITF—E E’ 'o—-i]lg _

¢ Hethéng Mihitu Kétoan Vattu, HH Taisincddinh  Céngecudungecu  Biocdo  Tignich  Hudng din

Y 2019~ Nam Bang nhap °.E]éng xudt | if Thigt 13p két néi 1?1 Danh muc bao cio | 2 Huéng dan sir dung héng Video

11 85 Khoa so ketoan

H

i Thiganknszss  [Thang - [1-Thang 1 -

1| mschingti Tén ching ti k& todn Théng1 Thing2? Thing3 Thing4 Thing5 Thang6 Thing7 Thing®  ThangS  Thang1D  Thdng11  Thang 12
Chen 13t o thang [ [F] ] = = = = 7] [ Ll 7]
™3 Phiéu thu - ngoai t5 [ [T [} il [ Gl ] il o
T4 Phiéu chi - ngoai t& il il ]} | [ il i 0 0
NED2 Ching til ghi c6 i khoan n O [ il [ il | | 7 [ | Ll B
NEOT Ching ti ghi ng tdikhednn.. | [0 [ 0 il L B i E L ]
BL2 Bién lai ngubn sy nhigp [} [ [} = = [ B il B = il
CTCPL Ching t hach teén chiphi .| [0 F [} ] & & B [ [ ]

Bam nut Thégankhdasd  q& chon thoi gian khoéa $6. Thoi gian lya chon nhu sau:

[ = —~

Tha ni
Mam |
. Khod =i 2 A Lo A N s Ae 1sa
Chon nut dé thuc hién khéa s0, man hinh xuat hién nhu sau
o Khoa so ke toan
Thii giankhéass  [Qu - (@1 @i -
B oess
Ma chding td Tén ching tli ké todn Thdng 1 Thang2 Thing3 Thangd Théng5 Thang6 Thang7 Théng 8 Thang 5 Thang 10 Thang 11 Théng 12
Chen tét c thang [ [ [} [ [ [ [} [ [}
T3 Phigu thu - ngoai t& ] 0 [ Il [ [ 0 Il [ [l
ThE Phigu chi - ngoai 1§ ] ) ] ) ] ] ] ) ]
NBO2 Chiing tii ghi o6 tai khodn n.. I} O ] ] | ] ] ] ]
NBO1 Ching tif ghi nd tai khodn .. =] B ] B B O ] [ ]
BL2 Bién lai ngudin su nhigp [ [ [} [ [ [ [} [ [}
CTCRL Chiing tii hach tean chi phi [ [ [} [ O [ [} [ [}

Bam nit dé luu lai thong tin

Chon nut _ dé thuc hién mo khoa so
£ . (@ Thedt | .z . ve L

Bam nut de thoat khoi chirc nang

11.11. PANG KY BAN QUYEN
11.11.1.CHUC NANG

Khi cai dat méi chuong trinh, cin dang ky ban quyén dé c6 thé sir dung dugc hét
céc chtrc nang ctia chuong trinh. Va chi khi nao chuong trinh dugc dang ky thi ban moi
c6 thé stra duoc tén don vi 1ap bdo cdo la don vi minh va ma s6 don vi st dung ngan
sdch 1a ma sé di kem voi ma ban quyén.
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11.11.2.THUC HIEN

Vao Tién ich \ Ping ky ban quyén, man hinh sau xuét hién:

Béng ky =]
@ Offine ) Online
Puiding din luu fle - C:\Program Files (xB6)\MAS\AppIMAS' XML\ Licenseimas02 dat
= Bang ki | = Thoat

Néu don vi chon diing ky Offine

Nhan nit Browse rdi chi dudng dan tdi file ¢6 dang <MSQHNS>.imas da luu trén
mdy tinh. Chon nut (233K
Néu file ban quyén ding s& xuat hién thong béo:

Thongfin W

\ir) Ban 43 dang ky thanh céng.

a

Bong y

An nit dé két thdc ding ky.

Néu don vi chon ding ky Online: Man hinh xuat hién nhu sau

Bang ky [=]

() Offine @ Online

M2 QHNS 1040247
TR TRUGNG THFT PHUGC LONG
[ Cap nhdt ] [ — ]

Cap nhat

Pon vi nhdp ma don vi quan h¢ ngan siach, chon , sau do6 chon

[ Thost

Sauk hi ding ky ban quyén thanh coéng, don vi thodt khoi hé thdng va thyuc hién
dang nhap lai
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