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1. PHAM VI TAI LIEU
1.1 Pham vi tai liéu

Tai liéu nay duoc xay dung nhim muc dich hudng dan ngudi sir dung cac quy trinh,
thao tac va chirc nang thudc phan hé ké toan trén phan mém quan tri nguon luc doanh
nghiép.

1.2 Thudt ngé va viét tat

STT | Thuit ngii/ Tir viét tat Dién gidi
1 | Transaction code - Tcode | M giao dich hach toan
2 | General Ledger - GL Ké toan tong hop
3 | Account Receivable - Ké toan cong no phai thu
AR
4 | Account Payable - AP Ké toan cong no phai tra
5 | Asset Accounting - AA | Ké toan tai san c6 dinh
6 | Master Data Danh muc tir dién
7 | Chart of Account - COA | Hé thong tai khoan

Khach hang. Moi khach hang dugc tao tuong
8 | Customer ung 1 m& khéch hang trén hé thong - 1a doi
tuong cua tai khoan céng no phai thu.

Nha cung cap. M01 nha cung cap duogc tao tuong
9 | Vendor mg 1 nha cung cap trén hé thong - 1a ddi twong
cua tai khodn cong ng phai tra.

1.3 ¥ nghia cdc hinh trén hinh vé

Buwéc xt ly trong Buwéc xt ly ngoai
hé théng hé théng

D liéu ngoai Tai liéu,

hé théng chirng tir

Diéu kién Bét dau/

ré nhanh Két thuc

Sy kién phat sinh Sy kién phat sinh
giao dich ching tw

Tham chiéu

Luu y: Tai liéu ndy chi tap trung hudng dan chi tiét cac bude xir ly trong hé thong ERP.
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2. CAC THONG TIN CHUNG CUA HE THONG
2.1 Cdc khdi ni¢m thwong gap
2.2 Danh sdch cdc phim tit thwong dung

Phim tit Chirc nang

Ctrl+S Luu

Ctrl+C Copy

Ctrl+V Dan

Ctrl + 1 Copy thong tin dong trén xudng dong dudi

2.3 Danh sdch cdc logi giao dich phin hé ké todn

Tcode Noi dung
AR Tao ching tir cong ng phai thu
AP Tao ching tir cong ng phai tra
T1 Tao churng tir thu tién mat
T2 Tao ching tir thu tién giri ngan hang
Cl Tao chung tir chi tién mat
C2 Tao ching tir chi tién giri ngén hang

GL1 Hach toan chimg tir 1 No/ Nhiéu C6
GL2 Hach toan chimg tir nhiéu No/ 1 Co

AAl Hach toan mua mai tai san c¢6 dinh

AA2 Hach toan giam nguyén gia tai san c6 dinh

8118 Thanh 1y, x6a s tai san
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3. HUONG DAN KIEM TRA DANH MUC TU DIEN

3.1 Muc dich

Kiém tra va chinh stra théng tin danh muc tir dién, bao gém: Khach hang, nha
cung cap, thé tai san co6 dinh, céng cu dung cu, khoan muc phi, md can b nhan vién,

tha quy, tai khoan ngan hang.
3.2 Kiém tra thong tin khdch hang

- Duong din: Logistics > Tir dién > Danh muc khach

Théng tin chung

Théng tin kinh doanh

M& 100002 (*) Ténngan LHKD v
Tén khach CN Céng ty Cé phan Thwong mai va Van tai Petrolimex Ha Néi tai La (%) Tén lien hé
Nhém khach  C02 - Nhém khéch hang nhwrong quyén thuong mai v (%) Ma s6 thué 0100919284-003
Bia chi Thon Son Man, xa Van Hoa $6 déng ky Ngay dang ky
~ Ngu&i dai dién
Huyén iy TK ngan hang
Quocgia M Bank Name
Phone 1 Phone 2 Web site
Phone 3 Phone 4
Email
Nhom gid -1 - [All] v (%) Trang thai Valid v

Céng ty me

Khai bao tin dung

Credit limit Credit pericd (days) 0
Visibility
Visibility level | Al lavels v

Théng tin mé ta

Mé ta

Attachments Aftach File

- Giai thich trwong thong tin

STT | Truwong théng tin Dién giai Mic dinh Bit
bugc
1 Ma Ma khach hang X
2 | Ténngan Tén viét tit
3 | Ténkhach Tén day du caa Khach hang X
4 Nhém khach Nhém khach hang
5 bia chi bia chi/ Quan (Huyén)/
Thanh phé (Tinh)
6 Qudc gia Quéc gia VN — Viét Nam
7 Phone 1- 4/ Email S6 dién thoai/ dia chi email
lién hé
8 Nhom gié/trang thai | Nhém gié&/ Trang thai - 1- All/ Valid X
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STT | Truwong thong tin Dién giai Mic dinh Bit
bugc
9 LHKD Loai hinh kinh doanh
10 Tén lién hé Thong tin lién hé
11 | Masé thué M4 s6 thué Khach hang X
12 | S6 dang ky/ngay S6 dang ky/ ngay dang ky
dang ky kinh doanh
13 Nguoi dai dién Nguoi dai dién cua doanh
nghigp
14 | TK ngan hang S6 tai khoan ngan hang
15 [ Web site bia chi web Khéch hang
16 Credit limit/ Credit | Han muc cho ng/ ngay cho
period (days) ng
17 Thong tin mo ta Mo ta thém thdng tin khach
hang
18 | Attachments binh kém tap tin lién quan

Lueu y: d6i voi mot don vi vira 1a Khach hang, vira 1a Nha cung cap thi chi can tao ma

Khach hang dé sir dung chung.

3.3 Kiém tra thong tin nha cung cip

- Puong dan: Logistics > Tir dién > Danh muc nha cung cip
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L
NCC
<= | Save | Delete | Back |7
M3 (600001 *) Tén ngén PLX
Tién té v Payment Method A
MNgén hang
Wendor

name 1ap doan Xang dau Vigt Nam
Nhém NCC W00 - Nhom NCC Néi ba Tap doan

Pia chi S0 1 Kham Thién, Phudng Kham Thién

Tinh
Québc gia v
Tel Fax

Mabile Mabile 2
Email
Email 2
Cang ty me

Trang thai Valid v

Théng tin kinh doanh
LHKD v
Tén lién hé
Ma s6 thué 0100107370
Sé dang ky
Nguréri dai
dién

Ngay dang ky

TK ngén
hang

Web site

User. 100admin (Version: 2). History >>

Khai béo tin dyng
Credit limit |

Théng tin mo ta

M5 ta

Tailigu dinh Afiach File

- Giai thich trwomng thong tin

Credit peried (days) 0

STT | Truwong thong tin Dién giai Mic dinh Bt budc
1 | M4 M4 Nha cung cap X
2 | Ténngin Tén viét tat Nha cung cap
3 Currency/ Payment | Pon vi tién t¢/ Phuong thirc

Method thanh toan
4 | Vendor name Tén day di Nha cung cap X
5 | Nhém NCC Nhom Nha cung cap X
6 bia chi/Tinh bia chi/ Quan (Huyén)/
Thanh pho (Tinh)
7 | Quéc gia Qudc gia VN — Viét Nam
8 | Mobile / Email S6 dién thoai/ email ciia
Nha cung cap
9 Cong ty me Cong ty me cua nha cung
cap
10 | Trang thai Pang/da dung hoat dong Valid X
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11 LHKD Loai hinh kinh doanh

12 | Ténlién hé Thoéng tin nguoi lién hé

13 | Mé& s thué M4 sb thué Nha cung cép X

14 | Sé dang ky/ Ngay | Sb dang ky/ ngay dang ky
dang ky kinh doanh

15 | Nguoi dai dién Nguoi dai dién doanh

nghi¢p

16 | TK ngan hang S6 tai khoan ngan hang

17 | Website Dia chi web Nha cung cép

18 | Credit limit/ Credit Han muc cdng no theo sé
period (days) tien va so6 ngay

19 | Mota M0 ta bo sung thém

20 | Tai liéu dinh kém Dbinh keém tap tin lién quan

3.4 Kiém tra thong tin thé tai sin
- Pwong din: Accounting > TSCD > Fixed Assets lists

TSCD

<> | Save |

M3

Tén

Nhdm

Loai TSCD

Sd thang KH
Khau hao/thdng
MNgay bat d3u KH
Ngay chifng tir
TK chi phi

PP KH

Ngay dimng KH
Mgay hét KH
Khoan muc phi
Trung tém CP
Chigu phan tich
Trang thai

Ban vi

Pia diém

Delete | _Back | @)

410002

Cét bom x3ng d3u dién tir RTC-XE, Iuu lwgng 40 - (%)

41 - May mdc thit bi
Taisan ¥ (")

84

20/10/2019

20/10/2019
641 - Chi phi ban hang

Linear monthly

2026-10-19

Tén ngn

v *) Nudc san xudt
M3 tai NCC

Tai san lién quan

Mguidn gdc

Ghi chi

0411 - Chi phi khiu hao TSCE hifu hinh v (M

100201 - Petrolimex - €2 hang 101 | ()

v

vin phong Téng céngty ¥ ()
PETROLIMEX-CUTA HANG 01 ¥ ()

Tén qudc té

v Nim san xudt

BVT
v 5§ khung

1-Tu san xudt ¥
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- Gidi thich trudng théng tin

ding cd thé dé khau hao trudc,
sau ngay hach toan nguyén gia

STT | Truwong thong tin Dién giai Mic dinh Bat
bugc
1 Ma Ma tai san X
2 Tén Tén tai san X
3 Nhém Phéan ]oai theo nhom tai san X
chi tiét
4 Loai TSCDb Loai tai san Tai san X
Tai san: TSCDH, CCDC, sé
trich khau hao
In progress: XDCB, khong
trich khau hao
5 | Sbthang KH S6 thang khau hao cua tai san
6 | KH/thang Gia trj khau hao/thang. Chi sir | Luu y: Chi sit
dién néu muon trich khau hao | dung khi nhap
co dinh/thang ma khong su | so du dau ky
dung nguyén tac khau hao mac [ TSCD, ngudi
dinh (khau hao déu thang). dung khong
muon dung
cong thuc tinh
khau hao tu
dong.
7 Ngay chung tur Ngay hach toan nguyén gia
TSCP, gia tri CCDC
8 | Ngay bat dau KH Ngay bat d¢au khau hao. Nguoi

hao

9 TK chi phi Xac dinh tai khoan chi phi
khau hao

10 | Phuong phap KH Phuong phap khéu hao mac
dinh 1a duong thang

11 | Ngay ding khau Xac dinh thoi diém dirng khau

hao truéc ngay hét khau hao.
N€u deé trong, tai san khau hao
theo dung ké hoach
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12 | Ngay hét khau hao | TH1: Tinh ty dong bing ngay
bat dau khau hao cong vai
thoi gian su dung.

TH2: 1a ngay dung khau hao
néu dién ngay dung khau hao
(chi tiéu 11 phia trén)

13 Khoan muc phi thén muc chi phl’ hach toan
khau hao, phan b6 CCDC

14 | Trung tam chi phi Déi tuong tap hop chi phi theo
phong ban/t6 doi/ctra hang

15 | Chiéu phan tich Bdi tuong tap hop chi phi theo
cac chiéu phan tich kinh
doanh: loai hinh, phuong thuc,
mat hang...

16 | Trang thai Theo ddi trang thai sur dung
cua tai san.

Pé tréng: Pang trich khau hao
Depreciation stopped: Dung
trich khau hao.

17 | Pia diém Dia diém dit tai san

18 | Ténngan Tén viét tat cua tai san

19 | Tén quéc té Tén tiéng nude ngoai cua tai
san

20 | Xuat xu Qudc gia san xuat

21 | Nam san xuit Nim san Xuét tai san

22 | NCC Nha cung cap tai san

23 | Matai NCC M4 tai san cua nha cung cap

24 | BVT Don vi tinh tai san

25 | S6 may Thdng tin bd sung: Ngudi ding

cd thé sir dung dé nhap cac
thong tin dac biét nhu so Seal
cua may, so may,...

Céng ty Co phan Tin hoc Vién théng Petrolimex
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26 | Sé khung Thong tin bo sung, tuong tu
S6 may

27 | Taisan lién quan Str dung khi theo ddi tai san
chinh, tai san phu

28 | Ngudn gbc Nguon Tong cang ty, ngan
sach nha nuéc, nguon khac

29 | Ghicha Dién giai, b6 sung thém

3.5 Kiém tra thong tin khodn muc phi

- Puong dan: Accounting = Tir dién > Danh muc khoan muc phi

Khoan muc phi (kmphi)

<> |/ save | | Delete | | Back | 2]

M3 D111

Tén Hdi ding thanh vién

Loai hinh 1
Mhdm Kmphi 011 - Chi phi ti#n lurong b
Ghi chi
Wariantl
- Giai thich trwong thong tin
STT | Truwong thong tin Dién giai Mic dinh | Bét budc
1 Ma Ma khoan muc chi phi X
2 Tén Tén khoan muyc chi phi X
3 Loai hinh Thir ty khoan muc phi
4 Nhém kmphi Nhém khoan muc phi
5 | Ghicha Théng tin b6 sung
6 Variantl Truong thong tin phan loai khi
khau hao tu dong
Céng ty Cé phan Tin hoc Vién thong Petrolimex 11
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3.6 Kiém tra thong tin cdn by, nhén vién, thii quy

e Kiém tra théng tin cin b§, nhan vién

- Puong dan: Settings > Céu tric doanh nghiép > CBCNV

BNV
_==|_Save | _Delete | _Back |

M3 [AnhLT *) Ténngan
Tén Lé Tuan Anh
Ngéay sinh = Gender Female ¥
Bia chi hién tai 56229 Tay Son
Bia chi thuwéng trid

User: 100admin
Ma ID date
Cor quan phat hanh
I3 56 thué ca nhan
TK Mgén hang 8585553888
Tén NH PGBank

Qudc gia | VH - Vigt Nam v
Tel Mobile 0986 275 957 Sa may 1
Email anhit.ptc@Petrolimex.com.vn
Trang thai | 1 - Mormal working status ¥ (*)
TT HBdng
Mé ta cdng viéc
“
\Work start date =
Mgy HD % Loai HBing v
58 HDdng Phong ban 10002 - Phéng Taichinh ké toan ¥

Dia diém | 100000 - Van phang Tang céng ty ¥
S0 bio hiém
Previous company
Tén ciing ty
Bia chi
Tel
Succeeding company
Tén cdng ty
Bia chi

Tel

- Giai thich trwong thong tin

STT Truwéng thong tin Dién giai Mic dinh Bit
bugc
1 Staff ID Ma nhan vién X
2 | Short name Tén viét tat
3 | Name Tén day du
4 Birth day/ Gender Ngay sinh/ giai tinh
5 | ID Number M4 sb the CCCD
6 Issuing authority Co quan phat hanh thé
CCCD
Céng ty Cé phan Tin hoc Vién thong Petrolimex 12
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STT Trwong thong tin Dién giai Mic dinh Bit
bugc
7 | Personal taxcode M4 s6 thué c& nhan
8 Bank account Tai khoan ngan hang cua
Nhan vién
9 Living address/ Dia chi hién tai/ Bia chi
reg.address thuong trd
10 | Country/ tell/ Email Quéc gia/ Sb dién thoai/
Email
11 | Status Tinh trang hién nay 1 - Nomal X
working
status
12 | Job description Mo ta céng viéc
13 | Work start date Ngay bt dau lam viéc
14 | Contract date/ Contract Ngay ky hop dong/ Loai
type/ Contract No. hop dong/ S6 hop dong lao
dong
15 | Department/ Location Phong (Ban)/ Pia diém
16 | Insurance No. S6 s6 bao hiém
17 | Remarks Dién giai, bo sung
18 | Previous company Cong ty lam viéc trudc
19 | Succeeding company Cong ty 1am viéc tiép sau
20 | Files Tap tin lién quan dinh kem
e Kiém tra thong tin tha quy
- Puong dan: Accounting > Tir dién 2 Thi quy
Céng ty Cé phan Tin hoc Vién thong Petrolimex 13
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Thu quy

Y\

<> | Save | [NoDelete]| Back | (2)

Ma KhangNT

|" * .'>

Tén KhangNT - Nguyén Thi Khang
Han mic tén quy
- Giai thich trwong thong tin
STT Truwdng thong tin Dién giai Mic dinh Bit
budc
1 | M3 M4 tha quy X
2 Tén Tén nhan vién thu quy
3 | Han muc ton quy S6 du tién mit t6i da tai quy
Cong ty Co phan Tin hoc Vién théng Petrolimex 14
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3.7 Kiém tra thong tin tai khodn ngén hang
- Puong dan: Accounting = Tir dién > Tai khoan ngin hang

Company bank accounts

<> | Save | Delete | Back |[?)

S6 TK 0941005559999 (™)
M& ta Tién VND - Vietcombank - Chi nhanh Séc Son
Tén ngan

Tiént& VND - Vietnam Dong * (%)

Ngan hang VCB - Ngan hang TMCP Ngoai thurong Viét Nam || |
Payment order
template
- Giai thich trwong thong tin
STT Truwdng thong tin Dién giai Mic Bit
dinh bugc
1 |S6TK S6 tai khoan ngan hang X
2 MO ta Thong tin tai khoan X
3 | Ténngin Tén viét tat
4 Tién té Tai khoan VND, ngoai té
5 Ngéan hang Chon trong danh muc X
ngan hang
Céng ty Cé phan Tin hoc Vién thong Petrolimex 15
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4. QUY TRINH GHI NHAN CONG NQ PHAI THU
4.1 Muc dich quy trinh

- Ghi nhan cac nghiép vu ghi nhan cac khoan cong no phai thu khong lién quan
den cac nghiép vu phat sinh tai phan hé ban hang (SD), bao gom:

o Cbng no phai thu ban dich vu
» Dich vu bén béi
= Dich vu bit dong san

= Dich vu cho thué kho bai, bao quan, phi qua cang, dich vu khac

= Dich vu van tai

= Dich vu uy thac

o Ghi nhan cong no phai thu tir thanh 1y tai san ¢ dinh

o Cbng no noi bo gitta VPTCTY vai Cong ty, Chi nhanh, cong no khac,. ..

- Quy trinh &p dung tai VPTCty, Céngty, CN

- Cho phép ghi nhan véi nhiéu doi trgng khac nhau nhur Cong ng cho vay, cong
no khach hang, cong ng khac..., moi doi tuong duoc quan 1y nhu mot khach

hang (Customer) trén phan mém.

- Cho phép ghi nhan cac giao cong no phat sinh bang ngoai t¢ USD, va duoc

quy doi theo ty gia tai thoi diém phat sinh giao dich.
4.2 Hwéng déin thuc hién
4.2.1. Puong dain

- DPudng dan: Accounting = Nhat ky chitng tir & Ghi nhin céng n¢ phai thu

- Tcode: AR
4.2.2. Huéng dan chi tiét
Tab 1: Ghi nhan cong n¢ phai thu

Journal (AR) Account Receivable

Ngay 27/12/2018 15.57 &
Ghi chi
Ex Rate in Banks: [3

56 tham chiéu

s 06910 o
Loal tién yND ~] Ty giat
Tai khodn Céng no phai thu 1311 - Phai thu ctia khéch hang w| Khach hang 100011 - CONG TY XANG DAU PHU KHAN|¥|Ngay no 10 B
I TK ddi tng Ddi trong Ndi dung T 56 rong Bon gia VAT 56 tign

3000 000
55113 - Doanh thu dich vu v ¥ |Thu cude van ti Km - Km v 100 30 000 10 3000 000X
2 5\ » ¥ » 10 X
3 » » v » 10 X
4 » » v: » 10 X
Cong ty Co phan Tin hoc Vién thong Petrolimex 16



PTC-ERP — Huéng ddn sir dung phin hé ké todn

Gidi thich cic trudng thong tin
STT | Truwong thong tin Dién giai Mic dinh Bit budc
1 Ngay Ngay gio hach toan Ngay hi¢n tai X
trén hé thong
2 | S6tham chiéu Chung tir tham chiéu
3 | Ghichu Dién giai chung cho chang tur
4 Ex.rate in bank Ty gia ctia ngan hang, st dung
trong treong hop ghi nhan céng
no phai thu ngoai té
5 | Loaitién Loai tién hach toan VND X
6 Ty gia Ty gia hach toan 1 X
7 Tai khoan céng ng | Tai khoan ghi No X
phai thu
8 Khéch hang Ma khéch hang X
9 | Séngay no S6 ngay cho khach hang no
10 | TK dbi tng Tai khoan ghi C6 X
11 | Péi tuong Ddi twong hach toan cua tai
khoan doi ttng (néu co)
12 | Noi dung Dién giai dong hach toén tai
khoan doi ting
13 | BbVT Pon vi tinh
14 | Sé luong S6 lugng xuét hoa don. Néu
khong in khi xuat hoa don thi
de trong
15 | Don gi4 Pon gia/DVT. Néu khong in
khi xuat hoa don thi dé trong
16 | %VAT Ty suét thué GTGT dau ra 10%
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STT | Trwong thong tin Dién giai Mic dinh Bit budc

13 | Sétién S6 tién truge thué X

Ty nhap hoic ty dong tinh bang
Pon gia x S6 luong

Khi hach todn doanh thu, phan mém yéu cau nhép chiéu phan tich: Bit budc cd
loai hinh kinh doanh, phuong thirc dé thong ké so li€u 1én bao cdo quan tri. Nguoi dung
kich vao so thtr tu dau dong dé nhap thong tin chiéu phan tich.

Ghi nhan cong no phai thu

Loai tien WND v TV gid 1
Tai khodn Céng no phai thu 1311 - Phdi thu cda khach hang »| Khach hang 100011 - CONG TY XANC
1 TK ddi ting Béi treng NGi dung
1) 5113 - Doanh thu dich vu v] ~|Thu cuée van tai
2 | soan thao dong 1 5 = (X
3 . = .
4 |Trung tam chi phi _v_| ‘Tuyen duimg” _vl|
5 |[CAkD 03 - Dich vu Van tai v l|Ixe | v]
6 |[PTeH [15 - Dich vu ~]
7
Hang hoa

7 |[Fang || 5
Giai thich cac trweong thong tin

STT | Trwong thong tin Dién giai Mic dinh Bit bugc

1 Trung tdm chi phi Déi twong tap hop chi phi:
Phong ban, tram xang dau

2 LHKD Loai hinh kinh doanh X
3 PTBH Phuong thuc bén han,g: Noi bo, X
khach kinh tékinh té, dich vu

khac,...

4 | Hanghoa Tap hop doanh thu, gia vén, chi
phi theo hang hoa

5 | Tuyén duong Théng ké doanh thu, gi von, chi
phi theo tuyén duong

6 | Xe Théng ké doanh thu, gi von, chi

phi theo phuong tién van chuyén
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Tab 2: Hoa don VAT

Loai tign VND[v| TV gia 1

TK No

1311 - Phdi thu cda khach hang|~| Khach hang

100011 - CONG TY XANG DAU PHU KHANH

Céng ty 100011 - CONG TY XANG DAU PHU KHANFZ]
VAT% 10
Ngay hoa don27/12/2019  [E
M&u HD 01GTKT
Ky hiuHD  HLA9E
S6 HD 81727283912
M3 sOthué 4200240380
Bia chi 10B Nguy&n Thién Thuat, Phwréng TAn Lap, Thanh phd Nha
Emalil
HH/DV
Tién thue 300 000
Tién sau thué 3 300 000
*
Giai thich cac trwong thong tin
STT Truong thong tin Dién giai Mice dinh Bit bugc
1 Cong ty Ma khach hang — Tén khéach X
hang
2 | VAT % Mirc thué suat X
3 Ngay hoa don Ngay hoa don X
4 Ky hiéu Hb Ky hiéu hoa don X
5 | MauHD Mau s6 héa don
6 | SGHD S6 hoa don X
7 | Ma s thué M4 s6 thué L4y theo ma X
khach hang
8 bia chi bia chi khach hang ké khai L4y theo ma X
thue khéch hang
9 | Email Thong tin dia chi email L4y theo ma
khach hang
10 | HH/ DV Hang hoéa/ dich vu 1én bang
ké thue GTGT
11 | Tién thué Ty dong tinh bang tir tab ghi X
nhan céng no phai thu
S6 tién x %VAT, c6 thé sira
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STT Truwong thong tin Dién giai Mic dinh Bit budc

12 | Tién sau thué Tinh ty dong, c6 thé stra X

Luu lai va ching tir ké toan da duoc tao ra, loai chimg tir 1a AR.

Pé xem chig tir hach toan, nguoi dung kich vao GL View.

SO TK Account Name S6dw dau ky  Phat sinh trong ky S6 dwr cudi ky
Mo Co Moy Co Mo Co
1 1311 Phdi thu ctia khach hang 3,300,000 3,300,000
2 33311 Thué GTGT déu ra 300,000 300,000
3 5113 Doanh thu dich vu 3,000,000 3,000,000
TONG CONG 3,300,000 3,300,000 3,300,000 3,300,000

Kich Print dé in phiéu ké toan

TONG CONG Tg DICH VU XANG DAU PETROLIMEX Loai tién - VND

VAN PHONG TONG CONG TY Ty

229 Tay Son - Déng Da - Ha No SO PHEY A VES
Ngay phieu : 27 / 12/ 2018

PETROLIMEX

PHIEU KE TOAN

NGi dung: 0 [}
STT Dién giai ‘ Tai khoan no ‘ Tai khoan cé ‘ S6 tién
1 [Thu cuéc vén tai (1311 ) 5113 | 3,000,000
2 |Tién thue = 131 133311 = 300.000

TONG CONG [ 3,300,000
Bang chi¥: Ba triéu ba trdm ngan dong
Kém theo: chirng tr gbc

Ké toan truwéng Nguwoi lap phiéu
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5. QUY TRINH GHI NHAN CONG NQ PHAI TRA
5.1 Muc dich

Ghi nhan cac nghiép vu ghi nhan cac khoan cong no phai tra khong lién quan
dén cac nghiép vu phat sinh tai phan hé mua hang, bao gom:

o Hoba don mua hang hoa va dich vu
= Mua bao hiém
= Thué kho hang héa, thué mat bang kinh doanh
= Phi, 1& phi cAu duong
= Nhién liéu cho xe van tai
= Chi phi thué, mua ngoai
o Ghi nhan khoan phai tra tién vay
o C€6ng no noi bo giira Tong cong ty, cac cong ty, chi nhanh.
Quy trinh &p dung tai Tong cdng ty, cac cdng ty, chi nhanh

Cho phép ghi nhan voi nhiéu dbi tugng khac nhau nhu c6ng no vay, cong ng
nha cung cap, cong no khac ..., moi d6i twong duoc quan 1y nhu mot Nha
cung cap trén phan mém.

Cho phép ghi nhan céac khoan cong no bang ngoai té, quy doi ra VNP theo ty
gia tai ngay phat sinh giao dich.

5.2 Huwdng dan thuc hién

5.2.1. Puong dan

- DPuong dan: Accounting = Nhat ky chiing tir > Ghi nhén cong ng phai tra
- Tcode: AP

5.2.2. Huéng dan chi tiét

Tab 1: Cong no¢ phai tra

Journal (AP) Account Payable

Ngay 27/12/2019 16116 [E 36 tham chiéu
Ghi chi
Ex Rate in Banks: £
saie S| &
Loai tién WND - Vietnam Dong ~| TV gia 1
TK cong ne phai tra [3311 - Phdi tra nqudi ban vé& hang hoa v] Nha CU”Q cép
600086 - Cong ty TNHH Thurong mai va Dic|+ Ngay ney 15
T THK ddi ting Béi twcng S6 tign

5 000 000
1 2§42 - Chi phi quan Iy doanh nghiép | ~|0311 - Ban va ghé v 5 000 000X
2 % rv] v *
3 » v v] x

Cong ty Co phan Tin hoc Vién théng Petrolimex
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Gidi thich cic trudng thong tin
STT | Truwong thong tin Dién giai Mic dinh Bat budc
1 Ngay Ngay gio hach toan Ngay hién tai X
trén h¢ thong
2 | Sb tham chiéu Reference number — Ching
tu tham chieu
3 | Ghichd chung Dién giai chung cho chung
o
4 Ex.rate in Bank Ty gia ngén hang (trudng
hop cdng ng phai tra bang
ngoai t¢)
5 | Currency Loai tién hach toan VND X
6 Ex.Rate Ty gia hach toan 1 X
7 TK cbng ng phai Tai khoan cbng ng phai tra X
tra
8 | Nhacung cap M4 nha cung cap X
9 | Credit days Sb ngay duoc cho ng
10 | TK déi tng Tai khoan déi ting X
11 | Béi tuong Bdi tuong hach toan cua tai
khoan doi ting (néu co)
12 | Sétién Sé tién trugce thué X

Khi hach toan chi phi, phin mém yéu cau nhép chiéu phén tich: Bit budc c6 trung
tdm chi phi dé thong ké so liéu 1én bao cao quan tri. Ngudi dung kich vao so thir ty dau
dong dé nhap thong tin chiéu phan tich.
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Cong no phai tra

Loai tién VND - Vietnam Dong [v] TV gia 1
TK cong ng phai tra 3311 - Phai trd nguwdi ban vé& hang hoa »] Nha cung cap 600086 - Cang ty TNHH Thuon
i TK ddi trng Bdi trong 56 tién

5 000 000
[P 642 - Chi phi quan Iy doanh nghiép v|0311 - Banva gnhé v] 5 000 000X
2 | Soan thao dong 1 A = (X
3 = =
4 ||Trung tam chi phi| 100102 - Phéng Tai chinh ke toan |v |TUYEI'I dU‘WQ” _"_‘
5 |[LHKD v ]l|[xe | ~]
6 ||PTBH | ~]
7 : - —
: |Hang héa l ~]
Tab 2: Hoa don VAT
Loai tign VND - Vietnam Dong[+| TV gid 1
TK C6 3311 - Phdi tra ngudi ban vé hang hoa ++] Nha cung cép 600086 - Cong ty TNHH Thirong mai va Dich vu van phlv
I TK Thué GTGT céng ty VAT% MNgay hoadon  MAuHD Ky higu HB 56 HD

1 201331 - Thué GTGT dau vao duoc khau trir hang | |600086 - Cong ty TNHH Thirong mai va Dich = 1027/12/2019  |Z/01GTKT |HLA9E | 0029381832

2 > [_v_ é z
3 ® ] E H
M3 6 thué Dia chi Email HH/IDV Tiénthué  Tién sau thué
500 000 5 500 000
4200658467 Viét Nam 500 000, 5 500 000
Giai thich cac treong thong tin
STT | Truwong thong tin Dién giai Default Bit bugc
1 | TKthué GTGT Tai khoan thué dau vao X
2 | Congty M3 nguoi ban — Nhap L4y theo ma X
hoac chon trong danh khach hang
sach
3 | VAT % Murc thué suat X
4 Ngay hoa don Ngay hoa don VAT X
5 | Méu hoa don Mau s6 hoa don VAT
6 Ky hiéu hoa don Ky hiéu hoa don VAT X
7 | Sé hoa don S6 hoa don X
8 | Masb thué M4 sb thué cia NCC L4y theo ma X
NCC

Cong ty Co phan Tin hoc Vién théng Petrolimex 23



PTC-ERP — Hudng dan sir dung phén hé ké toin

9 | Diachi Dia chi nha cung cip L4y theo ma
NCC
10 | Email L4y Email nha cung cdp | LAy theo ma
NCC
11 HH/ DV Hang hoa/ Dich vu
12 | Tién thué S6 tién VAT X
13 | Tién sau thué Tong tién X

Luu lai va chung tur ké toan da duoc tao ra, loai chung tur 1a AP.

Dé xem ching tir hach toan, ngudi ding kich vao GL View; kich vao Print dé
in phiéu k¢ toan; Edit d€ stra chirng tir, New dé tao méi ching tur.
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6. QUY TRINH THU TIEN MAT

6.1.

Muc dich

Ghi nhan nghiép vu thu tién mat, gom:

6.2.

RUt tién ngan hang vé nhap quy tién mat
Thu tién hoan tng CBCNV
Xt ly cac khoan thiéu gitta ton quy thuc té va sb sach khi kiém ké;

Céac khoan thu tién mat khac

Quy trinh ap dung cho VPCTy va cac Chi nhanh

Chi phét sinh véi tién VND, khong phat sinh ngoai té.

Huwéng déin thue hién

6.2.1. Puong dan

- Puong din: Accounting = Thu/Chi tién - Phiéu thu tién mit (T1)
- Tcode: T1
6.2.2. Huéng dan chi tiét

Tab 1: Noi dung

Phiéu thu tién mat

#T1.16

Ngay 16/4/2020 16:43 5 54 phiéu pT.16

Ghi chil Ryt ti2n ngan hang v& nhip qui TM

Save (Cirl-5) | Add new | _Co

TK NG 1111 - Tign m3t VND | Thi quy KhangNT - Nguyén Thi Kh| v E Ngudi nép
TKCé B tugng NGi dung S4 tien
Sl L Method Tructiép ¥
1 » 1121 - Tién gifi ngan hang WND | 1067040662386 - Tieén WNB - Nk % [Rdt tien ngdn hang v& nhdp quy TM 200 000 000X TRy NgL‘lyé‘nThi Khang
i : : : i Bia chi Phdng Tai Lh\'nh KE tod
4 D I " - Chiing tif kém theo 02
5 W ~ x
6 *» W ~ x
7 » v v x
B » w v. X
9 » w v. x
10 » ~ | X
1 » ~ | X
17 » v wl x
Giai thich cac trweong thong tin
STT | Trwong thong tin Dién giai Miic dinh Bit budc
1 Ngay Ngay gio hach todn Ngay hién tai X
trén hé thong
2 Ghi chd Dién giai chung cho
chung tir
3 TK No Tai khoan hach toan tién X
mat/tien gui ngan hang
4 | Péituong M4 nhan vién thu quy/Ma X
ngan hang

Céng ty Co phan Tin hoc Vién théng Petrolimex
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5 | TK dbitng Tai khoan dbi tmg X

6 | Bdituong Pdi tuong gan voi tai
khoan doi ting (Néu cd)

7 Noi dung Dién giai tirng dong

8 S6 tién S tién thu vao chua co X
VAT

Thong tin ngwoi NGp

1 Method Hinh thirc nhan tién Truc tiép X

2 Tén day du Ho tén ngudi nop tién

3 | biachi Dia chi nguoi nop tién

4 | Chung tir kém S6 luwong chung tir kém

theo theo

Tab 2: VAT phai nop

Phiéu thu tién mat

#T1.16
Noay 16/4/2020 16:42 [

S& phiéu pT.15

Ghi chi Ryt tign ngdn hing vE nhip quy¥ TM

VAT phai ndp

TK Ng
Ghi chi

Cdng ty
VATY%
Mgay hdz don
M3u HD

Ky higéu HE
5S4 HE

M3 sd thug
Piz chi
Email
HH/DV

Ko VAT
Tién thué

Tién sau thué

1111 - Tign mat VNB[ | Thi guy

Giai thich cac trwong thong tin

KhangNT - Nguyén Thi Kh

Céng ty C6 phan Tin hoc Vién thong Petrolimex
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STT | Truwong thong tin Dién giai Mic dinh Bit buéc
1 cong ty Tén ngudi mua hang L4y theo ma X
khach hang
2 | VAT % Mtic thué suét X
3 Ngay hoéa don Ngay hoa don X
4 Mau HD Mau s6 hoa don VAT X
5 Ky hiéu Hb Ky hiéu hoa don X
6 S6 HD Sé hoa don X
7 M4 s6 thué M4 s6 thué Lay theo ma X
khach hang
8 Dia chi Dia chi khéach hang L4y theo ma
khach hang
9 Email bia chi email cua khach L4y theo ma
hang khach hang
10 HH/ DV Hang hoa/ dich vu
11 | Tién thué Sé tien VAT X
12 | Tién sau thué Tong tién X

Luu y: Khéng xudt héa don thi dé tréng thong tin tai tab VAT phdi nép

Luu lai va chung tir ké toan da dugc tao ra, loai ching tr1a T1

Dé xem chung tir hach toan, ngudi dung kich chon GL View.
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56 TK Account Name S6 dw dau ky  Phat sinh trong ky S6 dw cudi ky
Moy Co Moy Co Mo Co
1 1111 Tién mét VND 2,000,000 2,000,000
2 1121  Tién gt ngén hang VND 2,000,000 2,000,000
TONG CONG 2,000,000 2,000,000 2,000,000 2,000,000

Kich vao Print dé in phiéu thu

|F’rint |x =

TONG CONG TY DICH VU XANG DAU PETROLIMEX e

VAN PHONG TONG CONG TY Loai tien : VND

229 Ty Son - Bong Pa - Ha NGi TH Ng - 1111
PETROLIMEX 34 PT.16

IM& tim kiém : T1.16
PHIEU THU
Ngay phiéu: 16 / 4 / 2020

Ho tén: Nguyén Thi Khang

Bia chi: Phéng Tai chinh Ké toan

Ma khach:

N&i dung: Rat tién ngdn hang vé nhip qui T™

STT Dién giai Tai khoan ¢é S6 tién
1 ROt ti€n ngdn hang vé nhap quj TM 1121 200,000,000
TONG CONG 200,000,000

Bang chi¥: Hai trdm triéu déng.
Kém theo: 02 chi¥ng tir gic
Tong giam déc Ké toan tru:éng Ké toan thanh todn Thu quy Ngw&i nop
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7. QUY TRINH CHI TIEN MAT
7.1.  Muc dich
Ghi nhan nghiép vu chi tién mat, bao gom:
- Chi tién tam ing cho CBCNV
- Chi tra nha cung cap dich vu trong nudc
- Xu ly cac khoan thiéu kiém keé
- Céc khoan chi tién mit khac.
- Quy trinh ap dung cho VPCTYy va cac Chi nhanh.
- Chi phat sinh giao dich v&i loai tién VND, khong c6 ngoai té.
7.2.  Hwéng din thuwe hién
7.2.1. Puong dan
- Puong din: Accounting = Thu/ Chi tién = Phiéu chi tién mit (C1)
- Tcode C1
7.2.2. Huéng dan chi tiét
Tab 1: No¢i dung
Phiéu chi tién mit

# C1.139

MNgay thanh toan 31/3/2020 15:56

User: 100ANHLT /Version: 2

50 phigu pC.139
Ghi chii Thanh todn CP xdng xe, cau dudng...cho xe & t5 30E-082.36

Save (CIII—S)l Add newl Copy | Delete | N &SEE

TK tién 1111 - Tign mit VNE w | Thii qui KhangNT - Nguy&n Thi Khan| Ngudi nhin
TK Ng Bdi tugng N@i dung S0 tien
3509 562 Method Tructgp v
1 » 642 - Chi phi guan ly doanh nghiép % |0611 - Chi phi nhién ligu * |Thanh todn CP nhién liéu xe 30E-982.36 2636 836X . A,
e o e - - — Tén day du Dinh Tran Bio Ngoc
2 ® 642 - chi phi quan ly doanh nghiép ¥ |1214 - Chi phi cdu dudng, pha % | Thanh todn CP c3u dung xe 30E-982.36 272 726 X Bia chi Phong T3 chie Hanh chint
3 ® 642 - Chi phi quan Iy doanh nghiép ¥ 0514 - Chi phi sira chifa phugng ti| ¥ | Thanh todn CP ria xe, sifa chifa TX xe 30E-982.36 600 000X - - S ELUEHEINET
Chirng tir kém theo 14
4 » v v B3
5 » v v x
6 » v v x
7 » v v x
8 » v v x
9 » v v X

Giai thich cac trweong thong tin

STT

Trwong théng tin

Dién giai

Mic dinh

Bit bugc

Ngay thanh toan

Ngay gio hach toan

Ngay hién tai
trén hé thong

S6 phiéu

S6 phiéu dién thu cong

Ghi chu

Dién giai chung cho
chung tu

TK tién

Tai khoan hach toén tién
mat/tien guri ngan hang
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5 | Thaquy

M@ nhan vién tha
quy/Ma ngan hang

6 TK No

Tai khoan dbi tng

7 Déi tugng

Dbi twong gan voi tai
khoan doi tng (Néu co)

8 Noi dung

Dién giai ting dong

S6 tién chi ra chua c6
VAT

Théng tin ngwoi ndp tién

1 Method

Hinh thtc nhan tién

Truyc tiép

2 Tén day du

Ho tén ngudi nhan tién

3 bia chi

Dia chi nguoi nhan tién

4 Chung tir kem theo

S6 lugng chiing tir kém

Tab 2: VAT khéu tru
Phié&u chi tién mat User: 100ANHLT /version: 2
# C1.139
Ngay thanh todn 31/3/2020 15:56 2] S phiéu pc.139
Ghi chii Thanh todn CP x3ng xe, c3u du@ng...cho xe 6 t6 30E-982.36
VAT khau trir Save (Ctrl-S) | Addnew | Copy | Delete | .. | S EE
TK tign 1111 - Tign mat VNB|~| Tha quy KhangNT - Nguyén Thi Khang
Cang ty VAT% Ngay hoa don Ky hiéu HB SaHD M3 s§ thué Bia chi HH/DV Ko VAT Tién thué  Tién sau thué
290 958 3 200 520
1 » 600298 - Cang ty TNHH BOT Hing Thing Ph (=] 1026/3/2020 0108513 2600940457  Khu 6 x3 Thugng Nang, Huyan Tam N DVSD duiing Bo 3182 35 000%
2 » §00298 - Céng ty TNHH BOT Hing Thing Ph 10.26/3/2020 0107353 2600940457  Khu 6 x3 Thugng Néng, Huyén Tam N DVSD duding B3 3182 35 000%
3 » 600298 - Cong ty TNHH BOT Hung Thing Ph 1016/3/2020 0098001 3600940457  Khu 6 x3 Thuong Néng, Huy&n Tam N DVSD dusng B 3182 35 000X
4 » 600298 - Cang ty TNHH BOT Hiing Thing Ph 10 16/3/2020 0097051 2600940457  Khu 6 x5 Thugng Néng, Huyén Tam N DVSD duiing Ba 3182 35 000X
5 » 600296 - Téng cong ty DU tr Phét tmén dut 10.30/3/2020 0764571 0101573511 56 219 phd Trung Kinh, P. ¥&n Hoa, Q DVSD dudng B 6364 70 000%
& » 600296 - Tdng cong ty Hau tur Phét tridn dué 1030/3/2020 0086086 0101573511  s6 219 phd Trung Kinh, P. ¥&n Ha, Q DVSD duing BS 6364 70 000X
7 » 600304 - X nghiép Ban Ié X3ng d3u- Cong ty 10 18/3/2020 0407452 0100107564-00's6 1 Ph§ Thanh Céng, Q. Ba Binh, TP. X&ng RONSS-IV 53 636 700 000X
8 600140 - TONG CONG TY DICH VU XANG DA 1030/3/2020 0003032 0108005532 229 Téy San, Phuing Ngd Tu 5& X&ng RON95-IV 82135 903 700X
9 » 500140 - TONG CONG TY DICH VU XANG DA 10/31/3/2020 0003056 0108005532 229 Téy Son, Phuting Ng3 Tu' Sa X3ng RON95-TV 25820 284 020X
10 » §00372 - Céng ty CP Vin t3i v Dich vu Petrc 10.31/3/2020 0095548 0500387891  Km 17 Quéc Lkooj 6, P. Dong Mai, Q. X3ng RON9S-IV 92073 1012 800X
11 > 500382 - Cdng ty CP TMDV Ha Tang 9§ Thi 1019/3/2020 0002069 0105200207 5 14 ngd 171 ph& Ddng Tién Déng, P DV tréng ailf & t8 1818 20000%
2 » =] x
13 » 5 %
14 » = b

Giai thich cac trwong thong tin

STT

Trwong thong tin

Dién giai

Mic dinh

Bat budc

Cong ty

Ma nguoi ban — Nhap
hoac chon trong danh
sach

Lay theo ma
nha cung cap

X

VAT %

Murc thué suét

Ngay hoa don

Ngay hoa don
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4 Mau HP Mau s6 hoa don VAT X
5 Ky hiéu HD Ky hiéu hoa don X
6 S6 hoa don S6 hoa don X
7 M4 sb thué M4 sb thué Lay theo méa X
nha cung cap
8 Dja chi Dja chi nha cung cap Lay theo ma
nha cung cap
9 Email Dia chi email NCC Lay theo ma
nha cung cap
10 HH/DV Hang hoa/ dich vu
11 | Tién thué S tien VAT X
12 | Tién sau thué Tién sau thué = Tién X
thue * (1+thue suat) /
thué suat

SO TK

11111

Luu lai va chung tur ké toan da duoc tao ra, loai chung tu l1a C1.

Dé xem chung tir hach toan nguoi ding kich GL View

Account Name

Tién mat VNB

No

2 1331 Thué GTGT dau vao dwgc khau try hang hoa dich vy

3 8118

Chi phi khac

TONG CONG

Co

SO dw dau ky  Phat sinh trong ky S0 duwr cudi ky

Ng Co Mo Ccé
3,300,000 3,300,000
300,000 300,000
3,000,000 3,000,000

9,300,000 3,300,000 3,300,000 3,300,000
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8.
8.1.

Ghi nhan nghiép vu chi tién giri ngan hang, bao gom:

8.2.

QUY TRINH THU TIEN GUI NGAN HANG

Muc dich

Thu tién tir khach hang
Thu tién tir nha cung cip

Thu tién vay

Thu tién tir Chi nhanh

Thu hoan tng cua CBCNV

Cac khoan thu khac,...

Quy trinh &p dung cho VPTCTy va cac Cong ty, Chi nhanh.

Cho phép ghi nhan giao dich thu tién ngan hang bang noi té va ngoai té, ty gia
quy doi lay theo ty gia tai ngay phat sinh giao dich.

Céc giao dich phat sinh dugc quan ly qua mé ngan hang.

Huwéng dén thuce hién

8.2.1. Puong dain

- Puong dan: Accounting > Thu/chi tién -> Phiéu thu TGNH (T2)

- Tcode: T2

8.2.2. Huéng dan chi tiét

Tab Ngi dung

Phiéu thu TGNH

Ngay 27/12/2019 16:51

S phiéu

Ghi chll Khach hang thanh toan tién mua dich vu

TK N 1121

Save (Ctrl-S) &

- Tién gi¥i ngdn hang VND

Ghi chll Khach hang thanh toan tién mua dich vu

TK Co

2 1311 - Phdi thu cda khach hang

7 ®
3 =

Giai thich trowong thong tin

+| TK ngén hang 1067040662386 - Tién VNE[+
Béi trgng

+[100011 - CONG TY XANG DAU PHU KHANH

N6i dung

+|Thanh toan dich vu van tai

v

v

56 tién
4000 000
4000 000X

x
X

chung tur

STT Truwong thong Dién giai Default Bit bugc
tin
1 Ngay Ngay gio hach toan Ngay hién tai X
trén hé thong
2 S6 phiéu Nhap s6 phiéu
2 Ghi chi Dién giai chung cho

Céng ty Co phan Tin hoc Vién théng Petrolimex

32




PTC-ERP — Huéng ddn sir dung phin hé ké todn

3 TK No Tai khoan hach toan tién X
mat/tien gui ngan hang
4 TK ngén hang Ma nhén vién thu X
quy/Ma ngan hang
5 TK dbi ung Tai khoan déi tng X
6 Déi tuong Ddi tuong gan voi tai
khoan doi ting (Néu cd)
7 Noi dung Dién giai tirng dong
8 Sé tién S6 tién thu vao chua co X
VAT
Tab VAT phai ngp
LSHeCSIIE 7 &
Loai ti#n VND[~]| TV gid 1
TK Ng 1121 - Tién gt ngan hang VND ~| TKngan hang 1067040662386 - Tién VNB - NH PGBank v
Cong ty El

VAT %

Ngay hoa don
M3u HD

Ky higu HB
S0 HD

M s6 thué
Bia chi

Email

HH/DV

Tién thué
Tién sau thué

Giai thich truong thong tin

STT | Truwong thong tin Dién giai Default Bit bugc
1 cong ty Mi nguoi ban — Nhap | Ly theo ma X
hoac chon trong danh sach | khach hang
2 VAT % Mirc thué suat X
3 Ngay hoa don Ngay hoa don X
4 Mau HD Mau s6 hoa don X
5 Ky hiéu Hb Ky hiéu hoa don X
6 S6 hoa don Sb hoa don X
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7 M4 sb thué M4 sb thué L4y theo ma X
khach hang

8 Dia chi Dia chi khéach hang L4y theo ma
khach hang

9 Email Email cua khach hang

10 HH/DV Hang hoa/ dich vu

11 | Tién thué Sé tién VAT X

12 | Tién sau thué Tong tién X

Luu lai va loai chung tur ké toan dugc tao, loai ching tur T2

Pé xem hach toan, nguoi dung kich vao GL View

S0 TK Account Name S6 dur dau ky  Phat sinh trong ky 36 dwr cudi ky
M Co Mo Co Mo Co
1 1121  Tién gi¥i ngdn hang VND 4,000,000 4,000,000
2 1311 Phai thu cda khach hang 4,000,000 4,000,000
TONG CONG 4,000,000 4,000,000 4,000,000 4,000,000
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9. QUY TRINH CHI TIEN GUI NGAN HANG
9.1. Mucdich
Quy trinh md ta cac budc thyuc hién quy trinh chi tién giri ngan hang, bao gom:
Tra truéc Nha cung cip hang hoda, tai san, dich vu.
Thanh to4n Nha cung cip hang hda, tai san, dich vu.
VPTCty chuyén tién cho Céng ty, Chi nhanh.
Chi tam (ing, tat toan tam tng cho CBCNV;
Quy trinh ap dung cho VPTCTYy va cac Céng ty, Chi nhanh;

Cho phép ghi nhan giao dich chi tien ngan hang bang ndi t¢ va ngoai t¢, ty gia quy doi
lay theo ty gia tai ngay phat sinh giao dich.

Céc giao dich phat sinh dugc quan ly qua ma tai khoan ngéan hang.
9.2. Huwéng déin thuce hién
9.2.1. Puwong dan
- Puong dan: Accounting = Thu/ Chi tién > Chi tir tai khoan ngin hang
- Tcode C2
9.2.2. Hudng dan chi tiét
Tab 1: N§i dung

Chi tir tai khoan ngan hang

Ngay thanh toan 30/12/2019 10-10 56 phiéu

Ghi chl Chi tra NCC dich vu abc

Lsaie iSO ™ &

Loai tién VND v| TV gid 1

TK tién gi¥i ngan hang[1121 - Tién gt ngan hang VND [+] TK ngan hang 1067040662386 - Tién VNE|v|

Ghi chll Chi trd NCC dich vu abc

I TK Nt Béi trong NGi dung 54 tién
2000 000

i 2 3311 - Phai trd nguoi ban vé hang héa +[100011 - CONG TY XANG DAU PHU KHANH ~|Chi trd NCC dich vu abc 2 000 000X

2 » + ~ *

3 ® v v *

Giai thich cac trwong thong tin

STT | Truwong thong tin Dién giai Mic dinh Bit budc
1 Ngay thanh todn Ngay gio hach toan Ngay hién tai X
trén hé thong
2 Ghi chd Dién giai chung cho chirng
tr
3 TK tién giri ngdn | Tai khoan hach toan tién X
hang mat/tien guri ngan hang
4 TK ngén hang Ma ngén hang X
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6 TK No Tai khoan dbi tng X
7 Déi twong Ddi tuong gan voi tai
khoan d6i ting (Néu cd)
8 Noi dung Dién giai ting dong
9 S6 tién S4 tién chi ra chua c6 VAT X

Tab 2: VAT khau trir

VAT khau trip

Save (CtrI-S}| 2] &

Loai tién VND[v| TV gia 1
TK tién gi¥i ngan hang 1121 - Tién g ngan hang VND
11} Cong ty

1 2100011 - CONG TY XANG DAU PHU KHANH

7 »
3 »

1M& 56 thué

4200240380

Dia chi

10:30/M12/2018

Email

108 Nguyén Thién Thuat, Phiréng Tan Lap, Thanh phd Nha

Giai thich cac trwong thong tin

HH/DV

Tién thué

v| TK ngan hang 1067040662386 - Tién VN
WAT% Ngay hoa don  MEu HD Ky hiéu HD

SO HD

O1GTKTOHPM9AA [ 00434332328

Tién sau thué
2 200 000

2 200 00022

200 000,
200 000

STT | Truwong thong Dién giai Mic dinh Bit
tin bugc
1 | Céngty Ma ngudi ban — Nhap hoic Lay theo mé nha X
chon trong danh séach cung cap
2 | VAT % Mirc thué suat X
3 Ngay hoa don | Ngay hoa don X
4 | MauHDP Mau s6 héa don X
5 Ky hiéu Hb Ky hiéu hoa don X
6 | S6HDP S6 hoa don X
7 | Masé thué M4 s6 thué Lay theo ma nha X
cung cap
8 | biachi Pia chi nha cung cip Lay theo ma nha X
cung cap
9 | Email Email nha cung cap L4y theo mé nha
cung cap
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10 | HH/DV Hang hoa/ dich vu
11 | Tién thué S tien VAT X
12 | Tiénsauthué | Tong tién (bao gdm ca VAT) X

Dé Iuu chung tir, kich chon Save, hozic bim t6 hop phim Ctrl + S.

fPricuUNC  ~
GL View

-

Pé xem hach toan, nguoi dung kich vao GL View

’ . . Sédwdduky Phat sinh trong ky S6 dw cudi ky
S6 TK Tén tai khoan - - -
Ng Co Ner cé Ner Ccé
1 1121  Tién g ngan hang VND 51,950,000 51,950,000
2 1331 Thué GTGT déu vao dwgc khau trr hang héa dich vy 2,000 2,000
3 3318 Phaitra ngudi ban khac 51,928,000 51,928,000
4 642  Chi phi quén If doanh nghiép 20,000 20,000
TONG CONG 51,950,000 51,950,000 51,950,000 51,950,000
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10. QUY TRINH TAO MA TAI SAN CO PINH, CONG CU DUNG CU
10.1. Muc dich
Quan ly danh muc tai san. Bao gém: Tao méi, sira, khoa, x6a théng tin lién quan
dén mia TSCPH, CCDC, XDCB (tai quy trinh nay goi chung 1a TSCD)

- M duoc tao cho cac dbi teong: TSCD; CCDC c6 gid tri 6N, thdi gian su dung lau
dai; XDCB: Céng trinh xdy dung hoac TSCD mua vé théng qua lap dat, chay thir.

- XDCB chi quan ly tai céng trinh, khéng quan ly téi hang muc.
Quy trinh duoc &p dung tai Tong cong ty, cac cong ty, chi nhanh
10.2. Huéng dan thuwe hién
10.2.1.Puwong dan
Pudng dan: Accounting = TSCP > Fixed Assets list (AS1)

TSCD Show 100 lines ¥ [IMPORT] [3)
m Save (Cir-S) | Refresh | FA ID /Code at supplier /FA name /Foreign Name any B
Filter by: | [FA group] ¥ [Origin] v [FAType] v [Depreciation status] v [Location] v
Ma® Ténw Nhom ¥ Loai TSCD¥ Depr. in months ¥ Depr./month ¥ Ngay chirng tir® Ngdy bat diu KH
1 311002 Xe 6 16 Toyota Camry 2.5Q 311 -Xe dw6i9 chd Taisdn [+ 96 10/11/2017  [E 10/11/2017
2 311003 Xe 6 t6 Toyota Camry 2.5Q 311 - Xe durdi 9 chd Taisan [v| 96 10/11/2017 E 10/11/2017
3 411001 May tinh xach tay Dell XPS 13 (9360) 411 - May tinh Taisdn [v| 36 11/10/2017 E [11/10/2017

10.2.2.Huéng dan chi tiét
- Puong dan: Accounting/ TSCPB/ Fixed assets lists (AS1)

TSCD
<> |/ save | _Delete | Back | @
M3 410002 *) Tén ngén
Tén Cit bom x3ng d3u dién tr RTC-XE, luu lrong 40 () Tén qudc t&
Nhom 41 - My mdc thiét bi ¥ ) Nudc san xudt v Nim san xudt
Loai TSCD | Taisan ¥ (%) NCC
S thang KH 84 M3 tai NCC VT
Khau hao/thang PTVC v Si khung

Nady bat d3u KH 20/10/2019 Tai san lién quan

Ngay chifng tor 20/10/2019 Ngudn gdc | 1-Tuw san xudt ¥

TK chi phi 641 - Chi phi ban hang ™|
PP KH  Linzar monthly M

Ngay diing KH B

Ngay hét KH 2026-10-19
Khoan muc phi 0411 - Chi phi kh3u hao TSCE hifu hinh v (™
Trung t3m CP 100201 - Petrolimex - Cifa hang 101 s (%)
Chigu phan tich b
Trang thai v
Dbonvi Vin phéng Tong cnaty ¥ (%)
Dia diém | PETROLIMEX-CUA HANG 01 ¥ (%)

- Giai thich trwong thong tin

STT | Trwong thong tin Dién giai Mic dinh Bat
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bat dau khau hao cong véi
thoi gian sur dung.

1 Ma Ma tai san
2 Tén Tén tai san
3 Nhém Phan ,Ioai theo nhom tai san
chi tiet
4 Loai TSCD Loai tai san Tai san
Tai san: TSCH, CCDC, s&
trich khau hao
In progress: XDCB, khong
trich khau hao
5 | Sbthang KH S6 thang khau hao cua tai san
6 | KH/thang Gia tri khau hao/thang. Chi sir | Luu y: Chi sir
dien néu muon trich khau hao | dung khi nhap
co dinh/thang ma khong sur | so du dau ky
dung nguyén tac khau hao mac | TSCD, nguoi
dinh (khau hao déu thang). dung khong
muon dung
cong thuc tinh
khau hao tu
dong.
7 Ngay chung tur Ngay hach toan nguyén gia
TSCD, gia tri CCDC
8 | Ngay bat dau KH Ngay bét dau khau hao. Nguoi
dung cé thé @é khau hao trudc,
sau ngay hach toan nguyén gia
9 TK chi phi Xac dinh tai khoan chi phi
khau hao
10 | Phuong phap KH Phuong phap khéu hao mac
dinh la duong thang
11 | Ngay ding khau Xac dinh thoi diém ding khau
hao hao truéc ngay het khau hao.
N€u dé trong, tai san khau hao
theo dung ké hoach
12 | Ngay hét khdu hao | TH1: Tinh ty dong bang ngay
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TH2: 1a ngay dimng khau hao
néu dieén ngay dirng khau hao
(chi tiéu 11 phia trén)

13 Khoan muc phi thén muc chi phl’ hach toan
khau hao, phan b6 CCDC

14 | Trung tdm chi phi Péi tuong tap hop chi phi theo
phong ban/t6 doi/cura hang

15 | Chiéu phan tich Ddi tuong tap hop chi phi theo
cac chiéu phan tich kinh
doanh: loai hinh, phuong thuc,
mat hang...

16 | Trang théi Theo doi trang thai sir dung
cua tai san.
Pé tréng: Pang trich khau hao
Depreciation stopped: Dung
trich khau hao.

17 | Dia diém Dia diém dat tai san

18 | Ténngin Tén viét tat cua tai san

19 | Tén qudc té Tén tiéng nudc ngoai cua tai
san

20 | Xuat xu Qudc gia san xuat

21 | Nam san xuat Nam san xuat tai san

22 | NCC Nha cung cap tai san

23 | Matai NCC M4 tai san caa nha cung cap

24 | BVT Don vi tinh tai san

25 | S6 may Thong tin b sung: Ngudi diing
c6 thé st dung dé nhap cac
thong tin dac biét nhu s6 Seal
cua may, so may,...

26 | S6 khung Thong tin bd sung, twong tu
S6 may

27 | Taisan lién quan Str dung khi theo ddi tai san

chinh, tai san phu

Céng ty Co phan Tin hoc Vién théng Petrolimex

40




PTC-ERP — Huéng dan sir dung phdn hé ké todn

28 | Ngudn gbc Nguon Tong cong ty, ngan
sach nha nuéc, nguon khac
29 | Ghicha Dién giai, b6 sung thém
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11. QUY TRINH HACH TOAN TANG, GIAM NGUYEN GIA
11.1.  Muc dich
M0 ta cac budce thuc hién cua quy trinh ghi nhan ting/giam nguyén gia TSCD, gom:

Hoat dong mua sdm TSCP

Phat hién ghi nhan sai nguyén gia tai san

Nguyén gia tai san thay d6i do ning cép, stra chita, danh gia lai

Ghi nhan theo giad tam tinh, diéu chinh lai theo gia thuc té

Chuyén TS tir chi nhanh vé VPCTy,...
Quy trinh 4p dung cho VPCTy va cac chi nhanh.

11.2. Huwéng din thwe hi¢n
11.2.1.Puwong dan
- Puong dan:
o Ghi tang nguyén gia: Accounting - TSCD - Mua méi TSCD

o Ghi giam nguyén gia: Accounting > TSCDP - Giam nguyén gia

- Tcode: AAl — Tang nguyén gia /AA2 — Giam nguyén gia
11.2.2.Huéng dan chi tiét
Tab 1: Fixed asset purchase

Fixed asset purchase
Ngay 30/12/201910:35 [E

Ghi chli Mua mai 6 t6

Lsave (S| 7 &
Loai tién vND | Ty gia 1
Tai khodn 33121 - Phaitrd ngudi nhan thAu TSCE - VAT 1(/»| Nha cung cp 100010 - Céng ty TNHH Phu tiing xe may - 615 GOSHI - Thang Le[Z  Ghi
I TK Nguyén gia M& TSCB Ly do téng giam
1 ® 211 - Tai sén cb dinh hiFu hinh ~|311002 - Xe 6 td Toyota Camry 2.5Q +/100 - Mua sam méi ~|
2 » ~ v ~
3 ® v: v: v:
Price wiotax VAT %  Pricew/tax  Tiéntrwécthué  Tién sau thué
800 000 000 280 000 000
00 000 000 100 660 000 000.00 800 000 000 860 000 000
*
*
Giai thich cac trwong thong tin
STT Trwong thong tin Dién giai Bat budc
1 Ngay Ngay, gio hach toan X
2 Ghi chu Dién giai chung cua ching tir
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3 Loai tién Loai tién hach toan: VND hoac ngoai té

4 Ty gia Ty gia hach toan

5 Nha cung cap Nha cung cap tai san X
6 TK nguyén gia Tai khoan hach toan nguyén gia X
7 Ma TSCb M4 tai san X
8 Ly do tang/giam Ly do tang, giam tai san; trinh bay 1én phu X

biéu tdng, giam tai san

9 Price w/o tax Gia tri trudc thué X
10 | VAT % Muc thué suat X
11 | Price w/tax Gi4 tri sau thué X

Tab 2: VAT invoice

Héa don VAT | Save (CS)|E @ &

Loai tién VND[v| TV gia 1
Tai khodn 33121 - Phdi trd ngurai nhdn thAu TSCH - VAT 1(~| Nha cung cip 100010 - Céng ty TNHH Phu tiing xe may -  t& GOSHI
i Céng ty VAT% Ngay hda don Mau HB Ky hiéu HD S6 HP M3 sd thué

1 100010 - Cdng ty TNHH Phu ting xe may - & 10130/12/2019 MGTKTOTHP/19AA 10134432323 |0100112797

2 » El El
3 » E E
Bia chi Email HH/DV Tiénthué  Tién sau thué
80 000 000 880 000 000
S0 134 phd Sai Bdng, Td 15, Phirdng Viét Hing 80 000 000 880 000 000X

*
*

Giai thich cac trwong thong tin

STT | Truwong thong tin Dién giai Bit bugc
1 Cong ty Tén nguoi ban tai san.
Tu nhap hoac chon trong danh muc
2 VAT % Mirc thué suat X
4 Ngay hoa don Ngay hoa don X
5 Mau HP Mau hoa don X
7 Ky hiéu Hb Ky hiéu hoa don X
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STT | Trwong thong tin Dién giai Bit budc
8 Sé hoa don Sé hoa don X
9 M4 s6 thué M4 s6 thué nha cung cap X
10 | biachi Dja chi nha cung cap
11 | HH/DV Hang hoa, dich vu ldy Ién bang ké thué GTGT
12 | Tién thué S tien VAT X
13 | Tién sau thué Téng tién bao gdm ca VAT X

Pé Iuu chung tir, kich chon Save (Ctrl + S), hodc bam té hop phim Ctrl + S,

Dé xem bUt toan hach toan, nguoi dung kich vao GL View

36 TK Account Name Sé duw dau ky Phat sinh trong ky S6 di cudi ky
Moy Co Ny Co Moy Co
11332 Thué GTGT dwgc khau trir cia TSCB 80,000,000 80,000,000
2 211 Taisan cd dinh hitu hinh 800,000,000 800,000,000
3 33121 Phai tra nguwdi nhan thau TSCH - VAT 10% 80,000,000 880,000,000
TONG CONG 880,000,000 880,000,000 880,000,000 880,000,000
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12. QUY TRINH THANH LY, XOA SO TAI SAN
12.1. Muc dich
Mo ta cac bude cua quy trinh thanh 1y, nhuong ban tai san, bao gém:
- Budc 1: Thanh ly tai san
Puong dan: Accounting = TSCD - Thanh Iy, xéa so tai san
- Budc 2: Xuat hoa don thanh 1y, ghi nhan cong no phai thu

Puong dan: Accounting = Nhat ky ctir > Ghi nhin cong no phai
thu

Quy trinh dugc ap dung cho VPTCTYy va cac chi nhanh
12.2. Hwéng dén thuwe hién
12.2.1. Puong dan
- Puong dan: Accounting = TSCP - Thanh ly, xéa so tai sin
- Tcode: 8118
12.2.2. Huéng dan chi tiét

FA liquidation/transfer
Ngay 3012/2019 10:55 [E

Nguyén gia va HMLK Save (Cll-S) &
TK TSCPB 211 - Tai san cd dinh hitu hinh »| TSCD 2311002 - Xe & 16 Toyota Camry 2.5Q VILY’ do tang giam: 201 - Thanh Iy, nhwong bél'VI]
Ghichi
I TH Nguyén gid va HMLK M3 TSCD 54 tign
1 » 2141 - Hao mon TSCH hiku hinh ~ 311002 - Xe 6 16 Toyota Camry 2.5Q (158
2 *» 8111 - Chi phi nhwrong ban, thanh Iy TSCB v 311002 - Xe 6 16 Toyota Camry 2.5Q 800 000 000X

Giai thich cac trwong thong tin

STT Truwdng thong tin Dién giai Bit bugc
1 Ngay Ngay, gio hach toan X
2 Dién giai Dién giai chung cta chirng tir
3 TK TSCb Tai khoan nguyén gié tai san X
4 TSCb Ma tai san X
5 Ly do tang, giam Ly do ghi giam tai san; trinh bay 1én phu X
biéu tang, giam tai san
6 Tai khoan nguyén gia | Tai khoan hach toan nguyén gia va hao mon
va hao mon iy ké Ity ke
7 S6 tién Hao mon liiy ké, gia tri con lai cua tai san

Dé Iuu chung tir, kich chon Save (Ctrl + S), hodc bam té hop phim Ctrl + S.
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Pé xem bUt toan hach toan, nguoi dung kich vao GL View

S0 TK Account Name S6 du dau ky Phat sinh trong ky S6 duwr cudi ky
M Co Ny Co NG Cd
1 211 | Taisan cd dinh hiru hinh 800,000,000 800,000,000
2 2141 Hao mon TSCE hifu hinh
3 8111  Chi phi nhirgng ban, thanh Iy TSCH 00,000,000 800,000,000
TONG CONG £00,000,000 800,000,000 800,000,000 800,000,000

- Xuéat hoa don thanh 1y, ghi nhan c6ng no phai thu
Xem tai quy trinh ghi nhan céng ng phai thu (Muc 4.)

Puong dan: Accounting > Nhat ky ctir > Ghi nhan cong ne phai thu

Céng ty Co phan Tin hoc Vién théng Petrolimex 46



PTC-ERP — Huéng ddn sir dung phin hé ké todn

13.  QUY TRINH HACH TOAN CHUNG TU KHAC (GL ACCOUNT)
13.1. Muc dich

- Quy trlnh mo ta cac nghi€p vu phat sinh khong gin véi doi tuong (khach hang,
nha cung cap, hang hoa, ngan hang, s6 quy, tai san,...) ma hach toan truc tiép vao
tai khoan ké toan: But toan tinh lwong, tra lwong, khiu trir VAT dau ra, ddu vao .

Quy trinh 4p dung tai Téng cong ty, cac cong ty, chi nhanh.
13.2. Huwéng dén thuc hi¢n
13.2.1. Puong dan
Hach toan 1 tai khoan N¢/Nhiéu tai khoan C6, c6 thé hach toan thué GTGT:
- Puong dan: Accounting = Nhat ky Ctir - Biit toan 1 No/ Nhiéu Cé
- Tcode: GL1
Hach toan nhiéu tai khoan No/1 tai khoan C6, c6 thé hach toan thué GTGT:
- Puong dan: Accounting = Nhat ky Ctir > Bt toan 1 C6/ Nhiéu No
- Tcode: GL2

13.2.2. Hudng dan chi tiét
- Tcode GL1
- Tab But toan

BUt toan 1 No/ Nhiéu C6 User: 100Mit
# GL1.65

Ngay 31/1/2020 10:00

Ghi chd P/c tang doanh thu va thué T1/2020
Ty gia ngan hang: =

Save (Ctrl-S)l Add new | Copy | Delete
Loai tién VND v| Ty gia 1
TK No' 1311 - Phai thu ctia khach hang v | Khach hang 100001 - Céng ty Cé phan Thuong mai va Van ¥
TK dbi g (c6) Déi trong N6i dung S6 tién
2333 550
1 » 5111 - Doanh thu ban hang héa + 0601002 - DO 0.05S-I1 v 2333 550X
2 » v v X
3 » v v X
4 » v v X
5 v v X
6 » v v X
7 » v v X
8 » v v X
Giai thich cac trwong thong tin
STT Trwong thong tin Dién giai Bit bugc
1 Ngay Ngay, gio hach toan X
2 Ghi chu Dién giai chung cua ching tir
3 Ty gié tai ngan hang Chon ty gia hach toan néu 1a ngoai té
3 Loai tién Loai tién hach toan
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4 Ty gia Ty gié hach toan

5 TK No Tai khoan ghi N¢ X
6 Déi tuong Déi twong cua tai khoan ghi No

7 TK dbi tng (C0) Tai khoan ghi C6 X
8 Déi tuong Déi tuong cua tai khoan ddi tng

9 Ghi cha Dién giai ciia dong hach toan TK déi ting

10 | Sétién Sé tién trudc thué X

Khi hach toan chi phi, phin mém yéu cau nhap chiéu phén tich: Bit budc c6 trung
tdm chi phi dé thong ké so liéu 1én bao cao quan tri. Nguoi dung kich vao so thir ty dau
dong dé nhap thong tin chi€u phan tich.

But toan 1 No/ Nhiéu C6
# GL1.65

Ngay 31/1/2020 10:00

Ghi chd B/c tang doanh thu va thué T1/2020
Ty gia ngan hang:

Loai tién VND v | Ty gia |1

TK Ng' 1311 - Phai thu cda khach hang v | Khach hang 100001 - Cang ty Cé phan Thwong mai va Van v
TK déi (rng (c6) Béi trong Néi dung

D.__lfz 5111 - Doanh thu bén hang héa % 0601002 - DO 0.055-11 v

2 |Soan tl'_'l_a’_tdbng 1 a] [= §|

3 -

4 ‘Trung tam chi phi” v | |Tuyén du‘c‘mg” v |

5 ‘LHKD 01 - Xang dau v || [[xe v

6 ‘F‘TBH 13 - Nhurong quyén thuong mai ~ ||| [|Lai xe v

7

P ‘Hang hoa v

9 l» W L4

10 » v v

Sau khi nhap du thong tin, ngudi ding nhan nat Save dé lwu lai chang tir

Phiéu ké toan v

Dé xem lai chirng tir sau hach toan, ngudi dung kich vao GL View
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’ S6 dwdauky Phat sinh trong ky $6 dw cudi ky
S0 TK Tén tai khoan Ky 9Ky Ky

Noe Co No’ Co No Co
1 1311 Phai thu ctia khach hang 2,566,905 2,566,905
2 33311 Thué GTGT dau ra 233,355 233,355
3 5111 Doanh thu ban hang hoa 2,333,550 2,333,550
TONG CONG 2,566,905 2,566,905 2,566,905 2,566,905

Dé in phiéu ké toan (Kich vao “Print”)

| Print |Xl
T@NG C(:)NG TY DICH VU XANG DAU PETROLIMEX Loai tién : VND
VAN PHONG TQNG CONG TY S6 phiéu : GL1.65
229 Tay Son - Bong Da - Ha Noi Ngay phiéu : 31 /1 /2020

PETROLIMEX

PHIEU KE TOAN

Can cur: Bién ban ddi chiéu hang hoa 11/2020

Sl XSS S8

N6i dung: B/c ting doanh thu va thué T1/2020 DuongNm

STT Dién giai Tai khoan n¢’ Tai khoan cé Sé tien
1 |Plctang doanh thu va thué T1/2020 DuongNm 1311 5111 2,333,550
2 |Tién thué GTGT 1311 33311 233,355
TONG CONG 2,566,905
Bang chir: Hai triéu ndm trdm séu muoi sdu ngan chin trdm Ié ndm déng
Kém theo: churng tr gbc
Ké toan trwong Nguwoi 1ap phiéu
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14. KHAI BAO CONG THUC PHAN BO CHI PHI TRA TRUOC
14.1. Muc dich

Chirc ning nay hd trg nguoi dung theo doi, quan ly khoan chi phi tra truge va
phan b sang chi phi tw dong vao ngay cubi thang theo thong tin di khai bao. Phan mém
phan bo theo phuong phap tron thang.

Chutrc nang str dung cho ca van phong cong ty va cac chi nhanh.
14.2. Huwéng dén thuc hi¢n
14.2.1 Puong dain

Khai Qéo cong thic tai duong dan: Accounting = Chi phi tra truwéc = Cong
thic phan bo CPTT - theo thang.

14.2.2 Huéng dan chi tiét
Diéu kién: Nguoi dung da hach toan ching tir chi phi tra truéc bén No tai khoan
24212 va 24222.
Céc chung tir nay dugc hach todn ¢ nghiép vu sau:
- Néu thanh toan chi phi tra truéc bang tién mat, tién giri ngan hang: Tham chiéu
muc 7.Quy trinh chi tién mat/ 9.Quy trinh chi tién giri ngdn hang
- Néu hach toan qua cong ng phai tra: Tham chiéu muc 5. Quy trinh ghi nhdn
cong ng phdi tra

Cong thirc phan bo CPTT - theo thang

[EDITALL]  Show 100 lines v

111312020
TRX#, Prepaid/contra accts, expense item: Ay v B3
Filter by: Tir ngdy: 1/3/2020 [£ Todate: [Enter] [Z| [Expense item] ¥  [Status] v

Original TRX @ TRX date % Tai khodn chi phi tra trrérc % Contra accty S6tiény Months TK CP dwec phén bd

inuse ¥y

Expense Iltem ¥ Posted amount ¥ Remaining

amount ¥

1 Cc1210 3132020 24221 1722 - Phi si¥ dung dwirng b6 1111 8,544,000 12 627 - Chi phi san xust chung van 3i bd 2,544,000 Phi si dung duéng bo tir 513/:
2 Cc1214 10372020 24221 1722 - Phi si¥ dung dwing b6 1111 756,000 7 627 - Chi phi s3n xuét chung van 13i bd 756,000 Phi sir dung dutng b 14/2/2(
3 c1221 171372020 24221 1722 - Phi si¥ dung dwérng b6 1111 3,422,000 6 627 - Chi phi s3n xult chung van 13i bd 3,422,000 Phi sir dung dueng b 18/312(
4 cl1222 170372020 24221 1722 - Phi si¥ dung dwréng bé 1111 4,320,000 6 627 - Chi phi s3n xuét chung van 13i bd 4,320,000 Phi s dung duéng bé tir 12/3
5 C1225 171372020 24221 1722 - Phi si¥ dung dwéng bé 1111 1,620,000 6 627 - Chi phi s3n xult chung van 13i b5 1,620,000 Phi si¥ dung dudng bé tir 12/3
6 C1.230 18372020 24221 1722 - Phi siF dung dwémng bg 1111 4,176,000 6 627 - Chi phi 53n xuét chung van 13i bd 4,175,000 Phi str dung dueng b tir 18/3
7 c1.23 18372020 24221 1722 - Phi siF dung dwémg b 1111 12,168,000 12 627 - Chi phi 5n xu&t chung vén 3i bd 12,168,000 Phi st dung dueng b tir 23/3
8 cl232 18372020 24221 1722 - Phi siF dung dwémng b 1111 4,152,000 6 627 - Chi phi 53n xuét chung van 13i bd 4,152,000 Phi str dung dueng bé tir 19/3
9 C1.243 23372020 24221 1722 - Phi siF dung dwémg bg 1111 4,296,000 & 627 - Chi phi s3n xuét chung van 3i bd 4,206,000 Phi str dung dueng bé tir 18/3
10 C1.244 23372020 24221 1722 - Phi si¥ dyng dwomng b 1111 3,560,000 6 627 - Chi phi s3n xudt chung vén 13i bd 3,560,000 Phi sir dung dueng b tir 913/:
1 C1.251 2632020 24221 1722 - Phi s dyng dwong b 1111 4,320,000 & 627 - Chi phi s&n xudt chung van 13i bd 4,320,000 Phi sir dung duéng b tir 24/3
12 C1.266 31372020 24221 1722 - Phi si¥ dung dwimg bj 1111 2,340,000 6 627 - Chi phi s3n xudt chung van 13i bd 2,340,000 Phi si dung duéng b tir 26/3
13 GL2.140 26/3/2020 24221 1722 - Phi siF dung dwdmg bd 141 4,362,000 4,368,000 Phi sir dung dudng bé xe 130

Nguoi dung kich chon vao sé ching tir dé tao cong thic phan bo.
tung khoan chi phi tra trudc:

Cong thirc phan bo CPTT - theo thang
_== | _save | [NoDelete | Back | [

Man hinh chi tiét

User: 103VANLT (Version: 2). History ==

S0 chirng tir C1.230 S6 tign 4176 000
Mgay chirng tir 18/3/12020 5 Noay phan bd 18/3/2020 E|
Tai khoan chi phi {ra trudc 24221 Théi gian (thang) 6
KM phi 1722 - Phi si¥ dung duang bd| v | TK chi phi 627 - Chi phi san xuét chung van tai bd V. %)
TK a6i trng 1111 o Ghi chd Phi s dung dwdng bé tir 18/3-=10/8/20 65C 13047 /Huynh - Vinh Long
Trang théi v Trung tdm CP 103208 - Td van tdi Vinh Long _v_ )
Chiéu phan tich 01 - Van tai ¥

Thé CPTT .

PFTVC 65C13047 - 65C13047

Ngay dirng PB

w
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Giai thich cac trwong thong tin

Néu dé tréng, phan mém bit phan b theo ngay
hach toan chang tur chi phi tra truéec.

STT Trwong thong tin Dién giai Bat
bugc
1 Ngay phan b Ngay bit dau phan bo. X

Posting stopped: Durng phan b

2 Thoi gian (thang) S6 thang phan bd X

3 Tai khoan chi phi Tai khoan chi phi phan bo X

4 Trung tdm CP Trung tam chi phi: Ddi tuong tap hop chi phi X
theo phong ban

5 Chiéu phan tich Péi tuong tap hop chi phi cua ké toan quan tri

6 Trang thai Pé tréng: Phan b

Sau khi khai bao théng tin vé ngay bat dau phan bd, thoi gian va tai khoan chi
phi, ngudi dung kich vao _88¢ | hozc Ctrl + S dé luu ching tir.

Cubi thang, khoan chi phi tra truéc s& dugc phan bo khi chay chirc nang khau
hao TSCD, phan bo chi phi tra trudc — Tham chiéu téi bude 15.4. Khau hao tai san,

phan bé chi phi trd truéc.

Pudng dan cua béo cao chi phi tra trudc: Accounting = Chi phi tra truéc >

Bang can ddi chi phi tra truéc.

Bang can dbi phan bé chi phi tra trwdc - / tai khoan CPTT

[Select] v Ctir gbctlr ngay: 1/12/2019  [2 DEN Ngay: 31/12/2019 Tai khodn E "
Phéan bd tir thang - Thang1 ¥ D&M 2019 dén thang: Thang 12 ¥ Nam: 2019 Loc CPTT theo : v Trang thai: v
Branch * 100000 - V&n phéng Tang cong ty v Chondaura © HTML v B & Close after print

CHUFNG TUF Nguyén gia S0 thang TGN BAU PHAT SINH PHAN BO TRONG KY TON CUdI
s6 Ndi dung Ngay Thang 12 [Total]

1 24221 - CHI PHi TRA TRU'O'C NGAN HAN KHAC 62,123,000 123,000 62,000,000 8,971,429 9,069,829 53,053,171
1 APVP12  Chiphi trd trrdc 1/8/2019 123,000 5 123,000 98,400 24,600
2 GL215 Chi mua binh dién 14/12/2019 2,000,000 5 2,000,000 400,000 400,000 1,600,000
3 APVP11  chiphi bdo hiém xe co gidi 18/12/2019 60,000,000 7 60,000,000 8571429 8571429 51,428 571

TONG CONG 62,123,000 123,000 62,000,000 8,971,429 9,069,829 53,053,171
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15.

15.1. Muc dich quy trinh
- Quy trinh mb ta cac bude can xir 1y cudi ky ké toan.
- Quy trinh ap dung cho VPTCTYy va cac Chi nhanh.

15.2. Tinh gia von ) ]
Puong dan: Costing - Gia von - Tinh gia von binh quan theo ky (GV)

CAC CONG VIEC CUOI KY

Tinh gia vén binh quan theo ky

Mam
Kho

Hang héa

22019 Thang: 12

Nguon hang :

Thrc hién |

Giai thich cac trwong thong tin

STT Trwong thong tin Dién giai Bit bugc
1 Nam/ Thang Chon thang chay gi& vén
2 Kho Chon kho hang tinh gia vén Néu dé trong,
phan mém
3 | Hang hoa Chon mat hang tinh gia vén méc dinh tinh
gid von cho
A s A ba et sk tat ca cac kho,
4 Nguon hang Chon nguon hang tinh gi& von nguan hang,
mat hang
5 Thuc hién Thuc hién tinh gia von

15.3. Khdu hao TSCD, phdn bo CC!)C, chi phi ,trd truoc )
DPudng dan: Costing = Cong viéc cudi Ky = Khau hao TSCD, phan bo CPTT

Posting assets and prepaid expenses - all branches

Year 2019 month 12 e Post . Reversal >

- Post: Hach toan khau hao
-Reversal: Huy chitng tir khau hao
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Giai thich cac treong thong tin

STT Trwong thong tin Dién giai Bat budc
1 Year Nam tinh khau hao X
2 Month Thang tinh khau hao X
3 Post Hach toan ching tir khiu hao ky da chon. | Chon 1 trong

Sau khi chay khau hao, néu ngudi ding co | 2 '@ chon

chinh sira théng tin tai san/hach toan b
sung ching tir 1am thay doi gia tri khau
hao trong ky d tinh khau hao, ngudi ding
cd thé chay Post lai dé hé thong huy ching
tir khdu hao cil, ghi ching tir khau hao méi
(Tao ra ban ghi de)

4 Reversal Huay chiing tir khau hao caa ky da hach
toan

15.4. Két chuyén chi phi san xudt, tinh gid thanh dich vu

Muc dich: Két chuyén sb phat sinh tai khoan chi phi san xuat sang gia vén trong ky theo
ting loai hinh kinh doanh, phuong thic, dich vu.

Puong dan: Costing = Cong viéc cudi ky > Két chuyén chi phi san xuat/ chi phi
dé dang

Servicelfinish product/assets in progress carry forward

Year 2019 month 12

e Post carry forward () Reversal  [BJ

Giai thich cac trwong thong tin

STT Trwong thdng tin Dién giai Bit budc
1 Year Nam két chuyén X
2 Month Thang két chuyén X
3 Post carry forward Hach toan chuang két chuyén chi phi san | Chon 1 trong
Xuat.. 2 luva chon
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Sau khi két chuyén chi phi san xuét, néu
nguoi dung c6 chinh stra ching tir chi
phi/hach toan bo sung ching tir 1am thay
d6i chi phi phat sinh trong ky, nguoi
dung c6 thé chay Post lai dé hé thong huy
chang tir két chuyén cii, ghi ching tir két
chuyén mai

4 Reversal Huay chang tir két chuyén ky da hach toan

15.5. Két ghuyén Fuéi ky, xdc dinh két qua kinh doanh
Muc dich: Két chuyén doanh thu, chi phi sang tai khoan trung gian (Tai khoan 911) va
xéc dinh i, 15 trong ky.

Puong dan: Costing > Cong viéc cudi ky > Két chuyén cudi ky

Income summary closing

[Select period] ¥ From date 1/1/2019 =) todate 31/12/2019 [

Close to intermediate accounts (s Close to intermediate and final profit/loss accounts « 'Reversal ) |

Giai thich cac trwong thong tin

STT Trwong thong tin Dién giai Bit budc
1 Year Niam két chuyén X
2 Month Thang két chuyén X

3 Close to immediate Két chuyén doanh thu, chi phitrongky | Chon 1 trong
accounts sang tai khoan trung gian 911 3 lya chon

4 Close to immediate Két chuyén doanh thu, chi phi trong ky
and profit/loss sang tai khoan trung gian 911;

accounts Két chuyén chénh lech doanh thu, chi phi

tu tai khoan 911 sang tai khoan 4212

5 Reversal Huy chuang tir két chuyén ky da hach
toan
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15.6. Ldp bdo cdo tai chinh riéng, bdo cdo tai chinh tong hop
Dé lap bao céo tai chinh riéng, bao céo tai chinh hop nhat, ngudi ding thuc hién
2 budc sau:
Budc 1: Tao ky can lap bao co theo dudng dan: Accounting > BC tai chinh > Tao
ky bao cao

Tao ky bao cao [EDITALL] |Show100lines v [IMPORT] [ 3]
Add Search: Any v J
M3 ky @ Mé taw From Date ¥ To Datew RefPeriod1¥ Ref Period 2 ¥ Ref. Period 3%
1 2018. 2 thang Thang 1, 2 nam 2018 1172018 26/2/2018
2 20181 Quy 1 nam 2018 1172018 31/3/2018
3 2019123 nam 2019 1172019 3122019
4 nmam 2019 bao cao tai chinh nam 2019 1/1/2019 3122019
5 nam 20191.1 B&o céo tai chinh 2019-BD 1/1/2019 30M2/2019
6 MNam2019 Bao cao tai chinh nam 2019 1/1/2019 3122019
7T Q22018 Quy 2/2018 1/4/2018 30/6/2018
8 Q3.2018 Quy 3/2018 172018 30r/2018
9 Quy 1/2019 Quy 1 nam 2019 1172019 31/3/2019
10 Quy 2/2019  Quy 2 nam 2019 1/4/2019 30/6/2019
11 Quy 3/2019 Quy 3 ndm 2019 172019 30/9/2019
12 Quy 4/2019  Quy 4 ndm 2019 1/10/2019 3122019
13 T12.2019 Thang 12 nam 2019 11212019 3122019

Kich vao nat A% 4 tao ky bao céo

Tao ky bao cao

| Delete | Back | @

| Quy 4/2019 )
3| Quy 4 nam 2019
110/2019  [E (%)
31112/2019  [E ()
Ref Period1 v
Ref Period 2 v
Ref. Period 3 ]

Giai thich cac trwong thong tin

STT Trwong thong tin Dién giai Bit bugc
1 Period ID Ma ky bao cao X
2 Description Dién giai
3 From date Ngay dau ky X

Cong ty Co phan Tin hoc Vién théng Petrolimex 55



PTC-ERP — Huéng dan sir dung phdn hé ké todn

4 To date

Ngay cudi ky

X

5 Ref. Period

Ky tham chiéu dé 13y sé liéu cung ky
nam trudc (Khéng str dung)

Khéng nhap

Budc 2: Tai dix liéu va xem bao cao

Puong dan: Accounting = BC tai chinh = Xem béo céo tai chinh

Corporate report periods

Period ID Description
(Click to view reports)
1 2019123 nam 2019
2 npam 2018 bao cao tai chinh nam 2019
3 Nam2019 Bao cao tai chinh nam 2019
4 T12.2019 Thang 12 nam 2019
5 Quj 4 nam 2019
6 nam20191.1 Bao cao tai chinh 2019-BD
7  Quy3/2019 Quy 3 nam 2019
8 Quy 2/2019 Quy 2 nam 2019
9 Quy 12019 Quy 1 nam 2019
10 Q3.2018 Quy 3/2018
11 Q2.2018 Quy 2/2018
12 2018.01 Quy 1 nam 2018
13 2018. 2 thang Thang 1, 2 ndm 2018

Giai thich cac trwong thon

From Date

1/1/2019
1/1/2019
1/1/2019
1/12/2019
1/10/2019
1/1/2019
1/7/2019
1/4/2019
1/1/2019
1/7/2018
1/4/2018
1/1/2018

1/1/2018

tin

To Date

31/12/2019

31/12/2018

31/12/2019

31/12/2019

31/12/2019

30/12/2019

30/9/2019

30/68/2019

31/3/2019

30/9/2018

30/6/2018

31/3/2018

28/2/2018

Loaded Date

19/12/2019 9:56

19/12/2019 9:54

17/12/2019 9:54

15/10/2019 15:37

19/12/2019 9:56

15/10/2019 15:49

15/10/2019 15:14

151072019 1512

11/7/2019 14:57

12/9/2018 952

21/3/2018 18:50

9/4/2018 1523

Load by User /Option| | gck | Un-lock | Data loading option
1-All v

! Load 2019123

101anhttl/ 1 Load nam 201!
100anhit/ 1 Load Nam201j
100khangnt/ 1 Load T1 2,2015
100anhlt/ 1 Load Quy 4!2q
102uyenct/ 1 Load nam 2011
100admin/ 1 Load Quy 3/2f !
100admin/ 1 Load Quy leq
100admin/ 1 Load Quy 1.'2q
100admin/ 1 Load OB,ZIJ‘IBI
100admin/ 1 Load O2.2018|
100admin/ 1 Load 2018,01'
100admin/ 1 Load 2018. 2 d

STT | Trwong thong tin

Dién giai

1 Load (1)

Tai toan bo dir liéu ky da tao vao bang dé 1ap bao céo
tai chinh riéng, béo cao tai chinh tong hop.

Sau khi load, nguoi ding stra/xda/tao chang tir b
sung thi truéc khi xem lai béo cdo, nguoi dung load lai
deé dir liéu cap nhat cac chung tur x6a/sira/thém mai.

2 Lock/Unlock

Khéa/M¢ khoa chire nang load di liéu

3 Period ID

Sau khi load dr liéu, nguoi dung kich vao ma ky
tuong ung dé xem bao céo.
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