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1. Tong quan

1.1 Quy trinh hach toan ké toan bing tay va bing may
< Qui trinh hgch toan bang tay:
Tt chang tir goc phat sinh — Phiéu thu, phiéu chi, ... va dinh khoan ké toan —
Vao céc s ké toan chi tiét va S6 ké toan tong hop — Lap cac b&o cdo tai chinh

% Qui trinh hach toan bang may:

Tur chieng tir g6¢ phat sinh — Phiéu thu, phiéu chi, ... va dinh khoan ké toan —
Tu dong cho ra céac sd ké toan chi tiét, S6 ké toan tdng hop, va cac béo cao tai
chinh

1.2 Cac buéc hach toan bang may
1.2.1 Nam ddu tién sir dung chwong trinh
v' Buwoéc 1: Khai béo cac tham sé hé thong (thuc hién mét lan) thong qua chize nang:
Hé thong\Cac tham so hé thong
v' Buwéc 2: Cap nhdt cac so dur (Thuec hién 1 lan khi bat dau sir dung chwong trinh ké
toan)
> Bwoc 2.1: Cdp nhdt sé dw tai khoan thdng qua chitc ndng: So
ligu\Cdp nhdt s6 di\Vao sé du cdc tai khodn
> Buwoc 2.2: Cap nhdt so du kinh phi ky triéc chuyén sang, théng qua
chike nang: S6 1iéu\Cap nhdt s6 du\Vao sé du kinh phi ky triée chuyén
sang
> Buwdéc 2.3: Cdp nhdt s6 dur du todn con ¢ kho bac ndm truedc chuyén
sang (néu cd), théng qua chize nang: So lieu\Cdp nhdt di toan, nhu
cau chi qui, chi tiéu khodn\Nhdp sé du dir todn nam truréc theo nhém
muc
v' Buwoéc 3: Nhdp dy todn duot giao, théng qua chirc nang: So liéu\Cdp nhdt ching tir
ké toan
v' Buwdéc 4: Cap nhdt chiing tir ké todn (cdc biit toan dong thoi may tu dinh khodn)
v' Bwéc 5: Lén danh muc chiing tir ghi sé thong qua chite nang: Ma hiéu\Danh muc
ching tir ghi s6
v' Bwéc 6: In c4c so sach va béo céo tai chinh
v' Bwdéc 7: Cuéi nam két chuyén thing dur va tham hut, chuyén sé nam nay sang nam
trieéc, chuyén sé dw sang nam sau

1.2.2 Cdc nim tiép theo sir dung chwong trinh
v' Buwéc 1: Nhdp du todn dwoc giao, thdng qua chize ning: Sé liéu\l. Cap nhdt ching
tor ké toan
v' Bwéc 2: Cap nhdt chieng tir ké toan
v' Bwoéc 3: Lén danh muc chiing tir ghi sé thong qua chite nang: Ma hiéu\Danh myuc
ching tir ghi s6
v' Bwoéc 4: In c4c so sach va béo céo tai chinh



v' Bwéc 5: Cuéi nam két chuyén thing dur va tham hut, chuyén sé nam nay sang nam
truoc, chuyén 6 duw sang nam sau

1.2.3 Cadc thao tdac sw dung chung
Chon chure nang trong menu

C6 cac cach dé chon chirc ning trong menu:

> Diing cdc phim miii tén 1én, xuong, sang phdi, sang trdi dé di chuyén vét
sdng dén chike nang can chon va dn <Enter> dé chon
> Bam phim ndng ung véi chirc nang can chon.
> Dung chuét di chuyén dén chirc nang can chon va an phim trai dé chon
Cac phim chirc nang thudng dung ddi véi hé théng ma hiéu va cap nhat chang tir

F4 — Thém méi mét chi tiét hodc ching tir ké toan
F3 — Stra mét chi tiét

Cac nut diéu khién



2 Khai bao cac tham s6 hé thong
> Thyc hign chirc ning “H¢ thong/ Cdc tham s6 h¢ thong”.
Buoc 1 Chon vao Menu “He thong”

1. Cap nhat chiing ti ké toan 111 Mhap s6 liéu ludng hang thang “915. Binh khoan lai cac bittodn déng

Hé thdng

% |

Chon nam lam viéc

— 1

-

e
Cac tham s4 hé thang

Sao Iuru dir liéu ra dia CD/OVD




- Bwéc 2: Chon vao chiic ning “Cac tham sé hé théng”

4. PHAN MEM KE TOAN DAS 10.0,0.2. CONG TY TNHH GIAI PHAP PHAN MEM THANG LONG. NAM 2018

Hé thong  ESLLEN M3 hiéu
D 1. ketthic lam viec
2. Vao chuong trinh

'.;ga'o cao Tro giip

) thang :gs Binh khoan lai cac bittoan dong thdi

3. Ra khoi chu'dng trinh
‘f,‘ 4. Chon nam lam viéc

M 5. Tao ndm lam viéc mdi

\ii 6. Cac tham s8 hé théng

» 74 ~
7. Quan ly nqudi st dung Kich chuét
vao day

53
?‘; 8. Sao luu va phuc hdi dir liéu
" 9. Kiém tra cu tric cac bang
10. Chép di¥ liéu chuyén cap trén
S| 12. Nhan dir liéu tir DAS 9.0
13. Chép sd liéu sang phan mém quan ly ngén sach

(9 14. Thay d&i mau man hinh phan mém

15. Sao luu dif liéu giri cap trén, can b hd trg

16. Sao lvu dir liéu tat ca cdc nam




- Budc 3: Khai bdo nhu sau:
v’ Tai man hinh “Théng tin vé don vi”, khai bdo nhw sau:

Théng tin v& dan vi | Tharm sd chung | Tham sd Ir'ong | Tham sd bdo cdo ‘

Tén don vi cap kinh phi | |

Dia chi [thi trén Chic San, huyén Chuong M7, TP Ha Nai |
M3 55 QHNS M3 dia ban hanh chinh Missthug ||
Cdp ngan sich (1-Trung v'ong; 2-Tinh; 3-Huyén-4-X3)
Hinh thic 8 (1-Chitng tir ghi s5; 2- Nhdt ky 8 cii )

[ Chdp nhan

oo |




v Tai man hinh “Tham sé bdo cdo”, khai bdo nhuw hinh dwdi:

4+ Khai bao tham s6 hé thdng

[ Théng tin v& don vi l Tham s& chung l Tham s6 lwong | Tham s6 bdo cdo

Chirc danh ngudilBp bigu  |Ngudi ip biéu | Ho va t&n nawai lip bidu

Chirc danh ké todn trugng K& todn tru'dng Ho va tén K& todn trudng D6 Thi Ly

Chirc danh Tha tru'gng don vi Hiéu tru'dng | Ho va tén Tha trwéng don vi Nguyén Ting Duong

M3 chu'ong 622 | Ho va tén Tha quy |Tran Thi Hoa

Co in phiéu thanh todn khdng? K C6 in mau phiéu thu, phiéu chi chi tiét theo dong chifng tir khong?

Co két xudt phiéu thu, phiéu chira word khﬁng?

K&t xudt phiéu thu, phi€u chira word in 1 lién khdng A4?

Ké&t xudt phiéu thu, phiéu chira word in 1 lién khdng AS?

Phiéu thu, phi€u chi cé ghi s6 tién trén tai khoan khéng?

C6 in s8 tién d3 nhan bing chir.

S tien bang chi c6 chi¥ "chin" (C-cd; K-khdng)

Cic mau Gidy rat dy toan, Uy nhiém chi gdm m3 don vi si dung ngan sich

.n..ﬁ..xlﬁ‘.x..x..xlxl

Kich chudt

Kich chudt vao day

vao day
dé luwu

Chap nhan " ‘I Quayra I‘

3. Khai b4o ho va tén ciia nguoi sir dung (dé khi in so, bao cdo, ho tén
nguoi 1ap biéu chinh 1 hé tén ciia nguoi sir dung)
> Thuc hién chivc ning “Hé thong/ Cdc tham sé hé thong”.
- Buwdrc 1: Chon vao Menu “Hé thong”
4 PHAM MEM KE TOAN DAS 10.0,0.2, CONG TY TMNHH Glal PHAP PHAMN MEM THANG LONG, MAM 2018

EERE solicu  Mahisu | gBdo cdo Tro gidp

1. Cap nhat chiing ti ké toan 1_‘1. Mhap s6 liéu ludng hang thang “915. Binh khoan lai cac but todn déng

Hé thdng

KEt thic lam wvigc

™

Chon ndm |am viéc

Sao Iuru dir liéu ra dia CD/OVD




- Budc 2: Chon vao chirc nang “Quan ly ngwoi sir dung”

4. PHAN MEM KE TOAN DAS 10.0.0.6. CONG TY TNHH GIAI PHAP PHAR

m S6é lidu M3 hiéu :,}Eéo cao Tro gilp

Q 1. K& thic 1am viéc |

I 2. Vao chudng trinh
3. Ra khoi chudng trinh

4. Chon nam lam viéc

‘«

vy
" 5. Tao nam lam viéc mdi
o 6. Cac tham sd hé thdng

g 7. Quan ly ngudTsu dung

’. 8. Sao Iuu va phuc hdi dif liéu >
“,__ 9. Ki€ém tra cau tric cac bang

10. Chép dir liéu chuyén cdp trén

3 12. Nhan dir liéu tir DAS 9.0

Quan Iy nguai sir dung

La quan =
Tén dang nhap Ho va tén tri hé Thudéc nhém
thong
A 2 Quan tri hé thdng
>{ADMIN Quén tri hé théng
B @ Quan tri hé thdng
DEV 2 Quan tri hé thdng

1. Di chuyén
dén nguoi sir
dung can sira

& & » . -
Phan quyén Phan quyén @ @), @ @). ..@ 3 @.) Q.
chifc nang chiing tir Pau Trudc Sau Cudi ‘ Mdi (F4) || Stra (F3) ‘ X063 Thodt !




-  Bwoe 3: Sua tén:

1. Slra
ho tén &
da

Stra thong tin nguai str dung

Tén dang nhap

Ho va tén [Nguyén Tudn Duong
La quan tri hé théng v

=

Thudc nhém IQuén tri hé thdong

2. Slra xong

chon nat
Nh3p lai mat khau |* nay dé ghi

M3t khau [*

| Chap nhan " \ Quay ra ‘

4 Cép nhit céac sé du

4.1 Nhép sb dw tai khoan
v' Muc dich : Ding dé cdp nhat sé dw dau ky va chi tiét cia cac tai khodn
v Tan sudt thuc hién : Thyc hién 1 lan khi bét dau hach toén ké toan trén phan mém
ké toan DAS
v" Thuc hign chirc ning :
“Sé lieu/Cdp nhdt sé du/Nhap sé dw cdc tai khodn”

4.1.1 Cach thém mdi sé dw mét tai khodn
> Bdm nat Méi(F4), con tro s& xuat hién tai 6 tai khoan, tai 6 nay gd vao tai khoan
can nhap sb du sau d6 gd <Enter> (vi du : 141 ). Lc nay céc chi tiét lién quan dén
tai khoan s& hién 1én twong tng (Céc chi tiét twong wng véi tai khoan 141 1a : C4
nhan tam ung)
- Tai 6 Chuong, loai, khoan : G vao day di mi chuong, loai, khoan(vi du :
622070073)

- Tai 6 Pon vi : G& vao ma don vi can theo ddi
- Tai 6 Ma CTMT : Gd vao mi chuong trinh muc tiéu can theo ddi

- Muyc, tiéu muc: nhap tiéu muc tuong tGng, d6i vai cac tai khoan khéng can theo doi
chi tiét tung tiéu muc thi nhap 7799

- Tai 6 dur ¢6 : gd vao sd tién theo dong Viét Nam

Sau khi nhap day du céc thdng tin can thiét ta bam nat <Ghi (F2)> dé ghi lai thong tin



Mhap & dur ddu

Tai khodn 141 | 72m ing |
Churona, loai, khoan (622070073 | Gise duc trung hoc co st |
oo v | || |
M3 CTMT | | |
C3 nhin t/ing |I:|1.I:| ||Nguyé'}r Xudn Tung |
Muc, tigu muc |??99 ||G‘rr' cac khoan khac |
M3 ngudn ngan sach
Du ng diu ky | 1.000.000 Du 6 dau ky | |
@ ©) 0] ) ©) ©) )] @) T e (%)
Dau Tru'dc Sau Cudi Mai (F4) | 50'a (F3) Hoa Ghi (F2) iDanh sachf Tim Thoat
4.1.2 Cach swa so dw

- Mubn stra s6 du ctia mot tai khoan nao dé ta bam vao nat danh sach dé hién danh
sach cac s6 du cua cac tai khoan va chi tiét caa chung, sau d6 di chuyén dén tai khoan va
chi tiét lién quan can stra sau d6 bam vao <Swa(F3)> tién hanh stra nhitng théng tin can
thiét.Sau khi stra lai cac thdng tin can thiét ta bam nat <Ghi(F2)> dé luu lai thdng tin

4.1.3 Cich xéa sé du

- Mubn xda s6 du ctia mot tai khoan nao do6 ta badm vao nut danh sach dé hién danh
séch cac sd du cua cac tai khoan va chi tiét ciia chiing, sau d6 di chuyén dén tai khoan
can x6a bam vao nut <Xda>, phan mém s& hoi nhu sau:

Cha y
C6 chéc chédn xéa khéng
[ Co ][ Khdng ]

- Bam n(t <C6> dé dong y xda, bam nat <Khdng> néu khong mudn xoa

J




4.2 Nhép s6 dw kinh phi ky trwéc chuyén sang
v' Muc dich: dung dé cap nhat s6 du kinh phi da rat tir kho bac vé nhung chua sir
dung hét hodc sé du kinh phi bang ngudn thu hoc phi, thu khac con thira chuyén
sang
v Thuec hién chize nang:
“86 ligu/Cap nhat s6 du/Nhap so du kinh phi ky truwéc chuyén sang”

4.2.1 Cdich thém mdi sé dw kinh phi ky truéc chuyén sang
> Bdm nat <Mdi(F4)> con tro s& xuat hién tai 6 tai khoan, tai & nay gé vao tai khoan
can nhap sé du (008111, 008121,...), sau d6 gd <Enter>
- Tai 6 Chuong, loai, khoan : G vao diy di ma chuong, loai , khoan (vi du :
622070073 )

- Tai 6 Pon vi : G6 vao mi don vi can theo ddi
- Tai 6 M4 CTMT : G vao ma chuong trinh muc tiéu can theo di

- Tai céc 6 chi tiét lién quan con lai ; vi du tai khoan 008111 nhap sé du chi tiét
cho ngudn NSNN va muc 6549, ngudn vén tu cha vi vay tai & ngudn kinh phi ta nhap ma
cta ngudn NSNN (13), 6 muc + TM (6549 ) va & tinh chat ngudn (13)

- Tai 6 Du c6 dau ky: gd vao sé tién theo dong Viét Nam

Sau khi nhap day du cac thdng tin can thiét ta bam nat <Ghi (F2)> dé ghi lai thong
tin

Mhap s& du kinh phi

Tai khoan ooe111 Dur todn chi thuidng xuyén - Nam trurdc - Tam ding

Chuong, loai, khoan (622070073 Gide duc trung hoc oo 50

Ban vi

M3 CTMT

Thudc kinh phi 01 Hoat déng

Ngu@n KP 0101 Ngdn sdch c3p bang dir todn

Muc, tigu muc 6540 Chi khac

Tam 'ng KB 1] M3 ngudn ngdn sach (13

Du ng dau ky Du ¢6 dau ky | 1.000.000|
© O] ©) @ | )] ©)] ©)] H s %
Biau Trudc Sau CuBi || Mdi (F4) || 50ra (F3) || Xda Ghi (F2) |Danh sich| Tim Thoat

4.2.2 Cdch sira sé dw kinh phi
- Muon sura so du kinh phi ta bam vao nut danh sach dé hién danh sach cac so du
va chi tiét cua chiing, sau d6 di chuyén dén tai khoan va chi tiét lién quan can stra sau



d6 bam vao <Sra(F3)> tién hanh sira nhitng thong tin can thiét.Sau khi stra lai cac
thong tin can thiét ta bdm ndt <Ghi(F2)> dé luu lai thong tin

4.2.3 Cich xéa sé dw kinh phi

- Mubn x06a s du kinh phi ta bam vao nat danh sach dé hién danh sach céc sé du
va chi tiét caa chiing, sau d6 di chuyén dén tai khoan can x6a bam vao nat <X6a>, phan
mém s& hoi nhu sau:

Chi y
C6 chac chdn xda khéng

(= )0 )

- Bam nit <C6> dé ddng y x6a, bAm nit <Khdng> néu khéng muébn xoa

\

5. Nhap du toan

5.1 Nhép du toian dwoc giao dau nim
v' Muc dich: dung dé nhap sé du toan duoc giao dau ky.
v Thuc hién chikc nang:
“Sé ligu/1. Cdp nhat ching tir ké todn”
PHAN MEM KE TOAN DAS 10.0.0.2. CONG T¥ TMHH GIAI PHAP PHAN MEM THANG LONG. NAM 2018

H& théng 86 lidu M3 higu \g‘}ga’oca’o Trer gitip

1.Capnhg « 1. Cdp nhat chifng tif k& todn p-Sa

Hé thong 1! 3. Quan ly luweng va dinh khoan tinh lueng, rit ludng, BHXH, BHYT,... ’

@ .,r 4. Nhap du todn »

"11 5. Binh khoan lai cac bt toan ding thdi

KEt thic lam |~ =
‘ﬂ L‘ 6. Chuyén tam (tng thanh thu'c chi
e 7. Biu chinh lai tifu muc & chi¥ng rat tin mat tir tai khoan tign gii NSMN c&p bang 1&nh chi

Chon nam |am R i . . . L . L i N L.
8. biBu chinh lai ti€u muc & chifng rit tién mat tr tai khoan tién gii Thu hoat ddng khac dé lai

f:l. 9. Bigu chinh lai ti€u muc & chirng rit tién mdt tir tai khoan tién gdi phi dugc khdu trir, dé lai
Céc tham s§ he 10. Chuyén sd lidu tir tai khodn ndm nay sang tai khoan n&m trudc 3
ij 11. K&t chuyén két qua, thang du* (thdm hut) 3
a0 I dif liéu ra d 12. Cap nhat s du »

13. Chuyén s& du sang ndm sau

14. Khda chifng tir k& todn 3

v' Nhdp duw todn thwong xuyén dau néim:



Cap nhat chimg ti an. F2-Ghi, a, F4-C.tir mdi, dong, F7-Dong Ctir, F8-Tim, F9-In, F11-Hurdng dén dinh khoan

Loai ctir S& Ctir Ngay Chir Ngay h.toan Tam iing KB(1-TU, 0-Thutc chi) | 0
S Ctir géckém theo | | TK du toan/tién giri | | 1/1 P.twgng thanh toan [ ]
Ong ba | Diachi |

S0 CTGS |01 N&i dung |Du‘ todn du'gc giao nam 2018

CILiK ponvi | I

Dién giai |DL_r todn duroc giao ndm 2018

CE .
sswp|  Jwowwe| - |mitton|

Tai khoan no |D[1821 ”Dgrfoa'ﬂ chi thudng xuyén - Nam nay | Tai khoan cé | || |
Thudc kinh phi |01 || Hoat déng |
Ly do o1 || 0w todn giao déu nam |
NguBn KP [0101 ||wgn sich cap bang dur todn |
Ching tir cam kétchif |
M3 ngudn NS Muc, tiéu muc 7799 || cti céc kehodn kehac |
Ton $6 Iwgng Gia | Ngoaité | | Tygid
Gia ngoai té Tién ngoai té S0 tién 2.000.000.000
TK ng Tk cb Muc S& tidn Dién gidi
- 7799 m Du todn dugc giao ndm 2018

| Tang cdng: I 2,000.000.000 |
A B BA BA KL N2 W22
Biu Trudc Sau Cudi Chép Xda Ghi (F2) I Danh sdch Tim In Thodt




v Nhdp dw todn khong thwo’ng xuyén diu nim:

Cdp nhat ching td

a dong, F7-Dang Ctir, F3-Tim, F9-In, F11-Hudng din dinh khodn

Loai ctir  |PKV 84 ctir 1 Ngay Ctir [01/01/2018 Ngay h.toan |01/01/2018 -~ | Tam ng KB{1-TW, 0-Thuc chi) E
S§ Ctir gbc kém theo TK du toan/tién giri | 1/7 P.turgng thanh toan

Ong ba | bia chi |

S0 CTGS |01 Ndi dung |DL_J‘ toan du'gc giao nam 2018

C/L/K (622070073 ponvi | | jmacut| |
Dién giai |Du todn duoc giao n3m 2018 |SGHD | |ngaywo| - |Bittoan| |
Tai khoan ng |oos;_z ”.D:_rtoén chi khdng thudng xuyén - Nam ﬂ.ayi Tai khoan cé | || |
Thudc kinh phi |Dl ||Hoatd&ng |

Ly do 01 Dir'todn giae dau ndm

Ngudn KP o101 Ngin séch cip bing du toin

Chifng tir cam két chi
M3 ngudn NS Muc, tiéu muc [7709 || i cée khodn ke |
Ton S6 Iugng Gid | Ngogite | | Tygi
Gia ngoai té Tién ngoai té i 500.000.000
TK ng Tk cd Muc S tiEn Dién gidi
00821 7799

2.000.000.000 Dv todn du'dc giao nam 2018

e [ 500.000.000/Dy todn dugc gio nar

Téng ciing: I 2.500.000.000 |
B BA B A R VL - X2 T 2T
Biau Tru'dc Sau Cudi Chép Xda Ghi (F2) || Danh sdch Tim In Thodt




5.2 Nhép du toan bd sung
v" Thuc hién chire ning:
“Sé ligu/1. Cap nhat chieng tir ké todn”
v' Bé sung de todn thwong xuyén:

Cap nhat chimg tirké toan, F2-Ghi, F3-Sira, F4-C.tirmdi, F6-Xéa dong, F7-Dong Ctir, F3-Tim, F9-In, F11-Hudng dan dinh khoan

Loaictir |PKV S Crir |2 Ngdy Ctir [11/01/2018 - | Ngay h.toan Tam (ing KB{1-TU, 0-Thurc chi) E
S& Ctir goc kem theo TK du toan/tién gii | -1/0 P.tugng thanh toan
Ongba | | Biachi | |
S8 CTGS N&i dung |Bﬁ'5ung du todn |
c/L/K  [622070073 ponvi | | M3 CTMT
Dién giai B8 sung du todn thurdng xuyén |séHp | |ngay HD - | Biit toan
Tai khoan no 00821 D todn chi thutng xuyén - Nam nay Tai khoan c6 ||
Thudc kinh phi 01 Heat déng
Ly do |DE ”.Dl:_ﬂoa'ngiao bd sung |
Ngudn KP o101 | Wadn séch cap bing dir todn |
Chirfng tir cam két chi
M3 ngudn NS Muc, tiéu muc 7799 || i cée khosn ke |
Ton ~ sélong ) [ Mgoaite| | Tyga | |
Gia ngoai té . |tenngoaité | | S tién | 200.000.000]
TK ng Tk cd Muc S tign Dién gidi
- 7700 m BO sung du todn thu'dng xuyén
Tdng cing: 200.000.000
@ o @ © soeod ¢« heoedod - 4 s o
Bau H Trurdc H Sau H Cudi H Chép Mai (F4) ‘ égbng Crir ‘ Xda H Ghi (F2) HDzmh sach H Tim || In H Thodt |




v Bé Sung du’ todn khong thuong Xuyen

Cap nhat chimg ti

F8-Tim, F9-In, F11-Hurdng din dinh khoan

Loai ctir S Ctir _ Ngay Ctir 11;01}2013 Ngay h.toan|11/01/2018 - | Tam tfng KB(1-TU, 0-Thuc chi) | 0|

S& ctir goc kém theo l:l TK dvr toan/tién giri | | 11 b.tugng thanh toan |:|
Ongba | | piachi | |
S0 CTGS Noi dung |Bﬁ’5ung dy todn |
C/L/K  |622070073 ponvi | | |macmmr| |
Dién giai |Bﬁ'5ung du todn khdng thuéng xuyén |56' HD |:|Hgav Hl)I:l Biit toan I:I
Tai khoan no |ooszz ”Dgrtoa'n chi khéng thuting sxuyén - Nam n.ay{ Tai khoan c6 | || |
Thudc kinh phi |01 || Hoat déng |

Ly do |I32 ”Dy‘taa'ﬂgiao bd sung |

Ngudn KP o101 || gn séch cép bang dur tosn |

chiing tir cam két chi
M3 ngudn NS Muc, tiéu muc 7799 ||(ﬂicﬁciﬁoa’n£ﬁa’c |
Ton 56 lu'gng Gia | Ngoai t& |:| TV gid
Gia ngoai té Tién ngoai té S0 tién 300.000.000
TKng | Tkcd Muc 54 tign Dién giai
o00ez21 7799 200.000.000 Bﬁ' sung du toén terErng :-:uvén
2 | REEE
Tong cdng: I 500.000.000 |
FowowrawTasT - N AW 2wen
Pau Trudc Sau Cudi Chép Xoa Ghi (F2)} | Danh sdch Tim In Thodt




5.3 Nhép hity bé du toan cudi nim (néu cé)
v" Thuc hién chire ning:
“Sé ligu/1. Cap nhat chieng tir ké todn”
v' Hiiy dw todn thwong xuyén:
v

Cap nhat chimg tir k€ toan. F2-Ghi, F3-Stra, F4-C.tlr m6i, F6-X6a dong, F7-Dong Ctir, F8-Tim, F9-In, F11-Huéng d2n dinh khoan

Loai ctift  PKV | sactir 2 Ngay Ctir 31/12/2018 - | Ngdy h.toan 31/12/2018 -  Tam tng KB(1-TU, 0-Thuc chi) 0|
S6 Ctir goc kem theo TK du toan/tién guri | ' 10/10 P.tugng thanh toan ' ‘
Ong ba | pia chi
S6CTGS 2 | NGi dung Huiy dv toan cudi ndm I
C/L/K 622070073 | Bonvi [ 7 7 , | Ma cTMT |
Dién giai |Huy dy toan thudng xuyén S6 HD |Ngay HD| - | Bt toan |
Tai khoan ng lo0821 || Der todn chi thuong xuyén - Wam nay Tai khoan c6 II
Thugc kinh phi 01 | Hoat déng |
Ly do 04 | D todin bi hiy
Ngudn KP 0101 ||Hgan séch cap bang dur tosn
Ching tir cam két chi/
Manguén NS 13 Muc, tiéu muc 7799 || chi céc khoan khic
Ton Sélwgng | | Gia | Ngoaité | | Tygia
Gid ngoai té } Tién ngoai té | i S6 tien |
TK ng Tk ¢6 Muc SG tign Dién gidi
Moos21 | EEES (15.000.000)|Hily dy todn thudng xuyén
Tdng cdng: (55.000.000)
R BA BA B A A SR i AR NS EA Bl B
Pau Trudc Sau Cudi Chép Mdi (F4) | Dong Ctlr Xoa Ghi (F2) | Danh sich Tim In Thodt




v' Hiiy dw todn khong thwong Xuyén:

Cép nhat chimng tir ké todn, F2-Ghi, F3 , - , F9-In, g i

Loaictir [Pkv | sgctir |2—| Ngay Ctir W Ngay h.toan Tam ting KB(1-TU, 0-Thutc chi) 0|
S0 Ctir goc kém theo |_| TK duf toan/tién gir | 10/10 b.tugng thanh toan I:
Ong ba | Bia chi |

54 CTGS |2 Ngi dung |HL:IY du toan cudi ndm

c/L/K ponvi | | macvr[
Dién giai |Hiy du toan khdng thudng xuyén |s6 Hp | Ngay HB | -|Bittoan| |
Tai khoan ng |onszz ”Dt.r‘foan chi khéng thuting xuyén - Nam n.ay1 Tai khoan cé | || |
Thudc kinh phi 01 Hoat déng

Ly do 04 Dur todn bi huy

Ngudn KP [o101 || mgéin séch cip bang dur todn |

Chifng tir cam ké&t chi|:|

Md ngudn NS Muc, tiéu muc 7799 || chi cée khodn khdc |

Tén | |s6lgng [ 0,000] Gia | Ngoaité | | Tygia | |
Gid ngoai té |:|Trén ngoai té G tién | -55.000.00C|

TK ng Tk cd Muc Sd tién

Dién gisi

Tong cdng: l (55.000.000) |

oo T2T2T 2ol 2k = -T2
Mdi (F4)

Trurde Sau Cudi Chép Dang Chr Xda Ghi (F2) ||Danh sach H Tim Thoat

Mdi (F4

In




5.4 Nhap duw toan cam két chi
Muc dich: Nhap sb cam két chi véi kho bac

v" Thuec hién chikc ning:
“Sé ligu/Nhdp der toan/Nhdp sé cam két chi”

‘M KE TOAN DAS 10.0.0.2. CONG TY TNHH GIAI PHAP PHAN MEM THANG LONG, NAM 2018

| E¢Bdo cdo Tro gidp

1. Cap nhat chirng tir k& todan 5. 5a0 luu dii liéu tit ca cac ndm ﬂ] Kétthic lam viéc
[l 3. Quan Iy lwrang va dinh khoan tinh lr'gng, rit lrong, BHXH, BHYT,... 3
IJ‘ 4. Nhap du todn 3 1 Nhap du todn ngudn hoat dgng khac duge dé lai
- T3 5. Binh khoan lai cac bit toan dBng thai 2. Nhap dy todn ngudn ph duge khau trir, d€ lai
@ 6. Chuyén tam (fng thanh thuc chi 3. Nhdp dif todn ngudn vién trg
!‘ 7. bigu chinh lai ti€u myc & chifng rit tién mat tr tai khoan tién goi NSNN cap béng |&nh chi 4. Nhap s& cam két chi |
e 8. Didu chinh lai tiu muc & chifng riit tién mit tir tai khoan tign giti Thu hoat déng khac d& lai 5. Nhap s6 digu chinh cam két chi
- 9. Bigu chinh lai ti€u muc & ching rit tién mat tir tai khoan tign qii phi dudc khau trir, d& lai & Nhap s du toan gif lai
& he 10. Chuyén s liéu ti tai khoan nam nay sang tai khoan nam trudc 3
11. K&t chuyén k&t qua, thang du (thdm hut) »
rag 12. Cap nhat s6 du »
13. Chuyén s& du sang nam sau
14. Khda chirng tir k& todn 3




Thuc hién nhap nhu hinh dudi day:

4+ Nhap s6 cam két chi

SG CKC 1 Ngay CKC |11/01/2018 ~ | Ngay H.todn |11/01/2018 ~ |
Tai khoan 008222 Dy’ toan chi khong thuong xuyén - Nam nay - Thuc chi
Chuong, loai, khoan 622070073 Tinh chdt ngudn )13
Pon vi
M3 CTMT
Thudc kinh phi 01 || Hoat dong |
Ngudn KP 0101 ||\ Nigén séch cap bang du toan |
N§i dung \Cam k&t chi mua TSCD

Muc S6 tién

200.000.000

tiéu muc Kich chuot
cam két chi Kich chuét vao day dé

5 - vao day Iffm;agl
Kich chuot dé ghi ét chi da

vao day dé
thém madi 200.000.000

HEZEEHE¥H
, ! CudGi _%oi(ff) _ang ‘, Sﬂ‘a(F3)” X03 ”ghi(Fz) anhséch‘ In

5.5 Nhép diéu chinh cam két chi
v Thuc hién chire néing:
“Sé ligu/Nhdp der toan/Nhdp sé diéu chinh cam két chi”
Céc thao tac nhap diéu chinh cam két chi twong tir nhu cach nhap sé cam két chi. Luu
y: Cac thdng tin can gidng vai phan nhap CKC, chi thay doi s tién diéu chinh.

Pau Sau

Trudc




5.6 Nhap du toan giir lai
Muc dich: Nhap du toan gitr lai
v Thuc hién chikc nang:
“Sé lieu/Nhdp dur toan/Nhdp sé du toan gid lai”

0.0.2. CONG TY TNHH GIAI PHAP PHAN MEM THANG LONG, NAM 2018

| SwBdo cdo Tro gidp

1. Cép nhat ching i k€ todn 5. Sao luu dii liéu tt ca cac nam @1 Kétthic lam viéc
ii 3. Quan Iy lwgng va dinh khoan tinh Iwrgng, rit lwong, BHXH, BHYT,... 3
iﬂ.i 4. Nhap du todn r 1 Nhép du todn ngudn hoat ddng khac dugc dE lai
"ﬂ. 5. Binh khoan lai cac bat todn dong thai 2. Nhap du todn ngudn phi dugc khau trir, de lai
‘3 6. Chuy&n tam (ing thanh thuc chi 3. Nhdp dy todn ngudn vién trg

7. Biu chinh lai ti€u muc & chiing rit tién mt tir tai khodn tién gii NSNN cdp béing 1&nh chi 4. Nhap s§ cam két chi

8. Bigu chinh lai ti€u muc & chifng rit tién mat tir tai khoan tign giri Thu hoat dong khac dé lai 5. Nhdp s6 digu chinh cam k&t chi

9. Bigu chinh lai ti€u myc & chifng rit tién mat tir tai khoan tign gii phi dugc khéu trir, d& lai | 6 Nhap sG du toan gilf lai

10. Chuyé&n s6 liéu tir tai khoan ndm nay sang tai khoan nam trudc 3

11. K&t chuyén két qua, thang du (tham hut) 3

12. Cdp nhat sd du 3

13. Chuyén s& du sang ndm sau

14, Khda chifng tI ké toan 3

Céach thém méi sé du toan gid lai

4. Nhip sd dutodn gilrlai

S8 CKC 1 Nogay CKC 11/01/2018 - | Mgay H.todn |11/01/2018 ~
Tai khoan oog21 Du todn chi thu'dng xuyén - Nam nay
Chuong, loai, khoan 622070073 Tinh chat ngudn |13
ban vi
M3 CTMT
Thugc kinh phi ~ [01 |Hoat déng |
Mgudn KP |DlDl ||Ng.§n sach cip bang du todn |
Nai dung Dy todn gilt fai |
Muc S0 tién
b2 200.000.000
200.000.000
+‘ —
@ 94 9 @ B BEE Bl BEE IRE B A
Bbau Tru'dc S3 Cudi Dong Ctl | Soa (F3) Xda Ghi (F2} |Danh sich In Thoat




6. Quy trinh Quan 1y lwong va hach toan lrong bang phan mém ké toan
DAS

6.1 Khai bao cac tham sé lién quan dén lwong
Chon “Hé théng/Céac tham sé hé thong”

A FHAN IVIEP RE TUARN LA TUUULE UMD 1Y TINAR LlAI FAAF FRARM P

CEEE Solicu  Mahieu | $%Bdo cdo Tro giap

£ 7% 1. Kt thic lam viéc 3 tha

[ 2. Vao churgng trinh

3. Ra khai churgng trinh
4. Chon nam lam viéc

™ 5. Tao nam lam viéc mdi

6. Cac tham sd hé thing

" 7. Quan Iy ngudi sif dung
1; 8. Sao lvu va phuc hai dif liéu b
™ 9, Kiém tra cdu tric cic bang
10. Chép dif liéu chuyén cap trén
c 12. Nhan dif ligu tr DAS 9.0
13. Chép sd liéu sang phEn mém gquan Iy ngan sach
) 14. Thay ddi mau man hinh phan mé&m
15. Sao luu dif liéu giri cdp trén, can b ho trg

16. Sao luu dif ligu tat cd cac nam




Khai bao cao thong tin sau

4 Khai' Kich chuot .
vao day dé Tham s béo cdo
KHAI BAO

M(rc lrong tol thieu chung [ 1.300.008

S6& ngay lam viéc tiéu chudn mét thing S& gio [am viéc tiéu chudn trong 1 ngdy 8

M{rc % 3p dung déi vdi lBm viéc vao ban dém 130
Lam thém gid vao ban ngay khéng nghi bu |u:0-ng t6i

M(’c % 3ap dung ddi vdi Bm viéc vao ban dém thiéu & déiy 150

M(rc % 3ap dung ddi vdi gio lBm thém vao ngay nghi hang tus 200

M(rc % ap dung déi vdi i Bm thém vao ngay 18 hodc ngdy duoc nghi b ngdy 1€, ngdy nghi 300

Lam thém gi¢ vao ban ngay cé nghi bu
M(rc % 3ap dung ddi vdi Bm viéc vao ban dém

M{’c % dp dung d6i vdi gio lam thém vao ngay nghi hang tudn
M(rc % 3p dung déi vdi gid Am thém vao ngdy I8 hodc ngdy dugc nghibl ngdy 1€, ngdy nghi Kich chuét
vao day

M('c % 3ap dung ddi vdi gid Bm thém vao ban dém >
Danh muc ngdn hing ding ky ATM 13 \\Danh muc ngn hang déng ky t3i khoin ATM dé ghi
S& ngay IBm viéc 1 thang Bm cdn cf tinh tién sau khi trl m dau?
Phu cdp thu hit ¢ tinh hé s6 riéng khdng?

hghé’p;hén'i h Quay ra ||

6.2 Nhap s6 liéu lwong va phu cip

4. PHAN MEM KE TOA IG TY TNHH GIAI PHAP PHAN MEM THANG LONG, NAM 2018

Hé théng Sé I S $¢Bdo céo Tro gilp

-Nhap s6 liéu luong hang thang T915. Binh khoan lai céc bittoan déng thdi |

Hé thong

Két thic lam viéc

Chon
thang
can nhéap
Théng | Chuyén s5 liéu luong tir thang khéc sang...

Chon thang can nhj

Kich chudt

vao day
dé tiép tuc




Sau d6, nhap cac thong tin theo man hinh dudi

Cap nhat bang Iu

[Thﬁng tin chinhl 1]
M3 cin bd 01 Howvatén |Nguyén Birc Thanh Chirc vu|Higu phd |s& cMND |012457845
Thudc PB 20 Phong Quang I xe Thuéic (1-Bién ché&;2-Hop ddng) 1
Tigu muyc 6001
M3 ngach M3 5§ thug 5@ ngugi giam tr gia canh
T.khoan ATM 0145741235896 | Tai Ngdn hang |02 Maan hang Mdng nghiép va PTHNT
M3 CTMT Bon vi
Hinh thi'c Irong (1-Theo hé sG; 2-Theo s4 tién)
Hé sd Irang 4,6300| 58 tién 0| 5& tién ddng BH 0
HS ddng BH 4,6300| % tdng thém 0,00 %% tang thém hach todn muc
HS lrong cli 0,0000] 9% Hu'éng lurong tap su' 100 7| % tdng thém cd trlr ngady ghi khdng (C/K)
HS Irong tinh PC thu hat 4,6300| % huéng khi di hoc tap, c.téc 0 2| 5@ ngay nghi oz
- Trir
STT 4 Tén ohu i Giwi | noay |00 00| | o | Micko | i | ne |
" ™ @
8 dlPhucipchicvw
2 Phu cdp tham nién vu'gt khung 0,0000 C C C C 1.300.000 6115 C
3 Phu cdp vu d3i nghé 0,2000 0K K K K 1.200.000 6112 K
4 Phu cdp khu virc 0,0000 0K K K K 1.300.000 6102 C
5 Phu cdp thu hat 0,0000 0K K K K 1.300.000 6103 K
6 Phu cdp trach nhiém cdng viéc 0,0000 0K K K K 1.300.000 6113 K
7 Phu cdp ngodi trai ddi vdi gido vién th& duc 0,0000 0K K K K 1.300.000 6149 K
8 Hé sd chénh l&ch bao loru 0,0000 B|C C C C 1.300.000 6001 C
9 Phu cdp tham nién nghé 0,0000 ¢C C C C 1.300.000 6115 K
10 Phu cdp trach nhiém din quan tu vé 0,0000 0K K K K 1.300.000 6149 K
|EN I
Phu cip | Giam trir T.nhdp ‘ ©) 9 @ @) O] Q)] Bl ~ (X
; khdc Sau cudi || Mdi(F4) | Sita (F3) || Xda Ghi (F2) |Danh sach|  Tim Thodt

Va4

Chuy:

v’ Chi can nhap sé liéu 1 thang, sang thang sau khi chon nhap s6 liéu luong hang
thang phan mém sé& tu dong copy toan bo sd liéu tir thang trudc sang.

v' Déi voi nhitng khoan phu cip dugc tinh theo % thi déu nhap theo hé sb. Vi du
phu cap vu dii nghé cua gi4o vién 1a 35% thi nhap 12 0,35.

v Déi voi phu cdp tham nién vuot khung, phu cip tham nién nghé nhap hé sé 1a s6
% duoc huong quy ra hé sb. Vi du phu cdp tham nién vuot khung 12 7% thi nhap
14 0,07( khdng nhap vao gia tri 0,07 * hé s6 luong).

v D6i voi mot s6 phu cap tinh theo s6 tién tuyét ddi( tie 13 duoc huong 1 khoan
tién hang thang) thi nhap thang s tién vao 6 gia tri twong tng(xem khai bao danh
muc phu cap trong phan mé hiéu).

Nhap s6 giam trir lwong cho cin bé dang nhip lwong bim vao nat “Giam trir”

nhw man hinh dwéi:



Bém vio diy dé nhip |
cic khodn gidm trir
ciia cdn bd

Ae[2]2

Phy cip

Va nhap theo man hinh duéi

ST 4 Cic khodn gidm trir 56 thén +
1 Thu hii tén tm ing 100.000
2 Tién 3n
3 Tién duin
4 TiEén nha
5 Tilin nudc
6 Tikn thé thao
7 Ti#m Gng hé khic 73,00
B Tifn mua 58 55
9 Ti#n vay ngdn hing

(= = = = = = O = Y = = ]

e o o jo jo jo jo jo §

@
&hi (F2)

Zc

Dé nhap thu nhap khéc cho can bo, bdm vao nat “Thu nhap khac” va nhép theo nhu
hinh duéi

S Cic khosn thu nhdp khac , ,
i 1 Knodn cong tic phi 200.000,00 K X X
| 2 Khodn dién thoai — 0,00 K K K
A 3 Khodn & t Nhip 56 tién vio 6 thude 0,00 C K K
| S Khodn vin phang phim $0.000,00 C K K
| 6 Trg cip, phy cip khic 0,00 C K K
a 7 Thudng d6t xudt theo dnh mirc 0,00 C K K
| | 8 Tién thudng khdac 0,00C K K
| 9 Thudng thu'dng xuyén theo dnh mic 0,00 C K K

10 Chi chénh Kch thu nhdp thyc t& so vdi kang ngach bic, chilc w K K
11{Gic khoan thu nhip khic K K

Chu y: nhdp théng tin bé sung

Néu trong mot thang don vi str dung nguon ngan sach (tir thu 5111,5112,5118) dé tra
luong thi 6 tai khoan ng nhap 61111, hoac 61121

Néu trong mot thang don vi str dung nguén ngan sach (tir thu 5111,5112,5118) + ngudn
thu SXKD, dich vu hodc + Ngudn phi, 18 phi dé tra lvong thi 6 tai khoan ng nhap 6521.
Khi phan b luong phan mém s& phan bd tuong (ng sang cac tai khoan 61111, 6421,
6141



C3p nhat bang Iueng thang 1 ndm 2018

M| Théng tin bé suna|

56 ngay nghi cd trif l'ang khéng (C/K) C S ngdy Am vidc 1 thang Bm cin cif tinh tién nghi 6m dau? 0z

S8 ngay nahi cd phai déng BHXH khédng (C/K) C S8 ngay nahi cd phai ddng BHYT khéng (C/K) |C

S8 ngay naghi cd phai déng KPCP khdng (C/K) C 58 ngay nahi cd phai déng BHTN khéng (C/K) |C

% BHXH co quan ddng 17,5 % BHYT o guan ddng 3,0/ % KPCD co guan ddng 2,0/ % BHTN cg quan ddng 1,0

% BHXH can bd déng 8,0 % BHYT cdn bd ddng 1,5/ % KPCD cdn bd ddng 0,0/ % BHTN cin bd ddng 1,0
Tai khoan ng 61111 Chi phi tién lrong, tigén cdng va chi phi khac || Tai khoan co 3341 Phai tré cdng chirig. vién chifc

Muc BHXH 6301 Muc BHYT (6302 Muc KPCB 6303 Muc BHTN |6304

Phu cip | Giam trir T.nhip ©) ) o ©) O] @ Bl P (%

: khdc Sau cudi || mdi(F4) | Sira (F3) || xda Ghi (F2) |Danh sich|  Tim Thodt

6.3 Nhap so liéu truy linh lrong
Chon chtic nang: S6 liéu/Quan 1y lwong va dinh khoén tinh lwong, rit lwong,
BHXH, BHYT,.../Nhap s6 liéu truy linh lrong hang thang

Mhap s& ligu truy linh lurong

Thang |1 -
Loai truy inh

{®) Truy finh hé 55 lrong, hé s& phu c3p chirc vu v hé s8 phu cBp thém nién vurgt khung
(J Truy finh mirc luong ti thigu

() Truy finh phy c&p khac

Chu y: C6 3 hinh thie dé 1am truy linh lvong bao gom:

v’ Truy linh hé s6 luong, hé s6 phu cap chic vy va hé s6 tham nién vuot
khung
v’ Truy linh mic lwong téi thiéu
v’ Truy linh phu cap khéac
> Truy linh hé s6 lwong, hé s6 phu cdp chirc vu va hé sé tham nién vwot khung



Thuc hién nhap nhu man hinh duéi day:

M3 can b 001 | Téncén b  [Nguyén Kim Hang |

Chifc vu ‘GE'!D Vign | Thudc p.ban |‘u’§n phang |

Hé 56 cii \ 4,6600| H& 55 mdi 4,9800)  Hé sd truy finh 0,3200

5§ thang t.inh | 34| Tirthing  [04/2015 Pénthing  [6/2015

Mfc Irang t.thidu | 1.150.000| Tigumue 6001

Dién giai ‘Trw_.r linh ting hé s& lrong |
@ | © © @ |©|©|® Q)] B (%)
Piu | Irwéc | Sau Cufi |Mdi(F4)]| Sira(F3) | Xda | Ghi(F2) [Danh sich| Thodt

v Hé s6 truy linh 1a hé s6 truy linh lvong dugc huéng( Puoc tinh bang chénh
léch cta hé s6 mai va hé sb cil)

v’ S6 thang truy linh 14 s6 thang duoc hudng truy linh

Vi du: Can bo Nguyén Kim Hong dugc nang luong tir thang 4/2015 tir mirc

lwong 4,66 1én mirc luong 4,98 nhung dén thang 7/2015 méi duoc hudng lwong

méi. Vi vay can bo nay s& duoc truy linh 3 thang 1a tir thang 4/2015 dén thang

6/2015 v&i hé sb truy linh 14 0,32.

> Truy linh mirc lwong téi thiéu

Truy linh mirc lwong toi thiéu

Bim vio diy d chon

thing cin nhip
Thing ar momsim |
Mirc lwong t5i thiéu truy finh | 100.000
| Chuyén sd liéu tir bang lrong sang... |
| Chuyén s liéu tir bang truy finh lwong thang khic sang... ]
[ Bim vio diy dé
thure hién

> Truy linh phu cdp khac



| NhptwyfenbESS ... 9

Pon vi 01 Van phédng
M3 s6 nhin vien 001 Nguyén Kim Hong
Truy linh cac phu cap
STT & | Ma phL_lté"pl Tén phu cip S0 tién
| | 3 PCUDN Phy cdp wu ddi ngh’ 500.000
6 PCTHNCV Phu cdp trach nhiém cdng viéc 100.000
B 11lpcoHnH Phu c3p doc hai nguy hidm 300.000!
e | @ @@ |lo]|o]le|o|]|e

Bau Trurdc Sau Cudi Mdi (F4) | Sara (F3) Xda Ghi (F2) |Danh sach| Thodt

6.4 Tinh s6 liéu lrong
Chon chirc nang: S6 liéu/Quan 1y lwong va dinh khoan tinh lwong, rat lwong,
BHXH, BHYT,.../Tinh s6 lié¢u lwong thang

48

S ligu

—

. Cap nhat chirng tir k& todn

'

Quan ly lwdng va dinh khoan tinh lrdng, rit lvong, BHXH, BHYT,...

-

. Sao luu dil ligu tat ca cac nam EH1. Ketthic lam viec

B
“r
™

a

4. Nhap du todn

G

Binh khoan lai cac bt todn déng théi

o

Chuy&n tam (ng thanh thu'c chi

-~

. BiBu chinh lai tifu muc & chifng rit tién mat tir tai khoan tién guri NSNN cdp béng |énh chi

=]

. BiBu chinh lai tifu muc & chifng rit tién mat tir tai khodn tién gii Thu hoat déng khéc dé lai

=]

. BiBu chinh lai tifu muc & chifng rdt tién mat tir tai khoan tién gii phi duge khau trir, dé lai
10. Chuy&n sd liéu tir tai khodn nam nay sang tai khoan nam trudc

11. K&t chuyén két qua, thang du’ (thdm hut)

12. Cép nhit 56 du

13. Chuy&n s§ du’ sang ndm sau

{8 1. Nhap s& liu Iwdng hang thang

2. Nhadp thu nhdp khac theo danh sach can bd
3. Nhdp s6 liéu truy linh lwdng hang thang
4. Xda truy linh mifc lrong t6i thigu

5. Tinh sd liéu lrong thang

14, Khda ching tr k& todn

6. Tinh truy linh % lwong ting thém

7. Nhadp s& liéu lam dém, thém gid hang thang

8. Tinh sg liéu lam dém, thém gid

9. Nhdp kinh phi chi tra lrgng theo ngudn

10. Phén bd luong, phu cap,... theo nguin

11. Xda dinh khoan tinh Irgng, BHXH, BHYT, KPCD
12. Xda dinh khoan rit ludng

13. Xda tinh truy linh % Iwong tdng thém

Man hinh hién ra nhu sau:




Tinh =4 lieu luong thang

Thang 1 s Mfc luong i thigu 1.200.000
Lam tran
@ Khéng Bm tron (_JBén hang trdm (yBEén hang nghin

¥| Tinh % Irong tang thém ¥| Tinh % Irong ting thém bao gdm PCCV

¥| Tinh chénh léch lw'ong tang thém cia ngu'di cd thu nhdp thap
¥| Tinh chénh léch lu'ong tang thém gdm phu c&p
Mirc lrong tGi thigu i | TSI
Truy finh mifc lrong t&i thifu: Tinh chénh 1&ch Irong ting thém cla ngudi cd thu
nhap thip
| Tinh truy linh md'c l'ang £8i thifu cho ngu'di cd hé s8 Lt 2,34 trd xudng

| Chap nhan | | Quay ra |

6.5 Nhap kinh phi chi tra lwong theo ngudn
Muc dich thwc hién: Nhap kinh phi chi tra luong theo nguon nham xac dinh s6

tién chi tra lwong & tirng ngudn va phuong thac chi tra luong tuong tng véi nguon
do.

Chon chtrc nang:  S6 liéu/Quén 1y lwong va dinh khoan tinh lwong, rit
lwong, BHXH, BHYT,.../Nhap kinh phi chi tra lrong theo nguén



Sbligu | M3 higu
Cap nhat chiing t ké todn

Bdo cdo Tro gidp

.009 S0 I dii ligu tét ca cac nam €731, Katthiic 12

Cap nhat lai gia xugt vat tu cudi thang

I8 qQuan I lwong va dinh khoan tinh tong, rit wong, BHxH, BHYT,...  »| L& Nhap s6 liéu lirong hang thang

- . Nhap thu nhap khac theo danh sach can bd
g Mhap dy todn 3
T inh khoan ty déng cé 008, 009 . Nhap sd liéu truy linh Irdng hang thang

l_j Chuy&n tam (ng thanh thuc chi Tinh s5 ligu lufdng thang

Tinh truy linh % ludng tang thém

Chuyén chifng tir chu'a ghi chi ngan séch->ghi chi ngan séch 3

Nhap s4 liéu lam dém, thém gid hang thang
Chuyén s& chura ghi chi ngan sach nam trudc sang nam nay 3

Tinh s liéu lam dém, thém gi&
K&t chuyén 5111, 5118, 5211 sang 4612 3

Nhap kinh phi chi trd lrdng theo ngudn
Khda chifg tif ké todn ' Phan bd Iuong, phy cép,... theo ngudn

Cép nhat s& du

Chuy&n s& du sang ndm sau

¥da dinh khoan tinh ludng, BHXH, BHYT, KPCD

¥6a dinh khoan rit lwdng

Xda chuyén 4612->4611, 6612->6611

Man hinh hién 1én nhu sau:

Nhap kinh ph chi tra lrong theo ngun

Tdng s& tién lwong, phu cdp, bao hiém phai tra I3 16.902.015
Tarkhoan | s gonvi | MsctMT Tén tai khoan S5 tign
»|61111 | | [chiphiti&n vong, tin céing va chi phi khdc cho nhan vién 16.902.015
16.902.015
Tai = = Ma Ma
. Ma Ma = -, TK = = = = = = e
STT khoa_ln donvi CTMT M3 CLK | ngudn Ngudn ngudn Tén ngudn kinh phi Sd tién
chi NS KP
Cac muc bat budc phai tra tir ngudn tirdng 1ing
STT Muc
© (X)
Mdi (F4) Thoat

Man hinh nhap kinh phi chi tra lvong theo ngudn duoc chia ra lam cac phan
chinh:

v' Tong sb tién luong, phu cip, bao hiém phai tra 1a: Tong sb tién can phan
bo.

v Khung tht 1:Danh sach céc tai khoan chi khi nhap bang lwong. Vi du
61111, 6521..



v' Khung thir 2: Danh séch cac ngudn chi tra lvong (Ngan séach, phi 1 phi
hodc ngudn cai cach tién luong...). Danh sach nay chi c¢6 sb liéu sau khi da
nhap phan b ngudn.

v' Khung thir 3: Danh sach cac muc bat budc chi tra lwong twong @ng (vi du:
lwong hop d6ng thi bat budc tra tir ngudn phi 1& phi...)

Bam nut <Méi> dé thuc hién nhap kinh phi cho tirng ngudn

Thém ngudn phan bé lurong

Tai khoan chi
Chon tai khoan chifdon vifCTMT 61111 ~ | Tai khoan chi
M3 Bv M3 CTMT STT 1
S& tién cain p.bd S& tign d3 p.bd: S8 tién chua p.ba:
Tai khoan ngudn
Tai khoan 5111 | Thuang xuyén |
Thudc kinh phi 01 Hoat déng
Nguiin 01 NSNN cip bang dv todn
Mgudn KP |DlDl ||Ngi?n sdch cip bang du todn |
Tra lragng qua ATM
Tai khoan 11219 Tign guri khdc
MNagan hang 02 Mgan hang Mdng nghiép va PTHNT
M3 nguBn ngan sdch M3 C/UK  |622070073 S5 tign 10.000.000
(%] |
Thodt




Thém nguén phan bo lrang

Tai khoan chi
Chon tai khoan chi/don vi/CTMT  |61111 - | Taikhoan chi  |51111
M3 BV M3 CTMT STT 2
S tién cin p.bd 16.902.015| 6 tign 43 p.bé: 10.000.000| 8 tign chua p.bé: | 6.902.015
Tai khoan ngudn
Tai khoan |112118 ||T@n glfi ngudin thu hoat déng khic |
Thudc kinh phi |l:]1 ||Huat ddng |
Loai hoat déng 01 | Thudng xuyén |
Ly do |l:]1 ||Kinh phi s dung |
Téi khon 3713.0.102303 KBNN Huyén...... |
Ngudn KP 0601 |Hoc phi |
Tra lu'ong qua ATM
Tai khoan 11219 Tién gii khic
Mgan hang |UZ Mgan hang Mang nghiép va PTNT
M3 ngudn ngan sach M3 C/L/K S8 tien 6.902.015
P2, 2
Ghi (F2) Thodt




6.6 Phan b6 lwong, phu cip...theo ngudn
Muc dich thuc hién: Khi thuc hién Phan bo lwong, phu cép... theo ngudn, phan
mém sé& ty dong hach todn cac nghiép vu rat lwong(hodc chuyén khoan luong),
chuyén tra BHXH, BHYT, BHTN va KPCD. Bdng thoi, cac ching tir phét sinh s&
duoc dua vao phan chang tir ké toan(C6 thé tim thay cac ching tir tw dong nay trong
man hinh “Cap nhat chang tir ké toan™)

Chon chtic nang:  S6 liéu/Quan 1y lwong va dinh khoan tinh lwong, rit
lwong, BHXH, BHYT,.../Phin bo lwong, phu cép...theo ngudn

S6 ligu & Bdo c3 gitip
1. Cap nhat chifng tir k& todn . Sao luu dii liéu tdt ca cac ndm £%1 Kétthiic lam viéc
!. £8 3. quan Iy luong va dinh khoan tinh Iwdng, rt udng, BHXH, BHYT,... v | L8 1. Nhap s liéu luang hang thang
_, 4. Nhap dv todn » 2. Nhap thu nhdp khac theo danh sach cén bé

w

91 5. Binh khoan lai cac biit todn dBng thdi . Nhap s6 liéu truy linh Iwgng hang thang

bl

L‘ 6. Chuyén tam (ng thanh thuc chi X6a truy finh mirc lwrdng t5i thigu

%]

7. Bigu chinh lai ti€u muc & chitng rit tién mat tir tai khoan ti&n gifi NSNN cap béng I&nh chi - Tinh 5§ ligu luong thang

=3

8. BiEu chinh lai ti€u muc @ chifmg it tén mét tir ti khodn tign giri Thu hoat déng khac d8 lai Tinh truy finh % lrdng tang thém

il

9. Didu chinh lai ti€u muc & chitng rit tién mét tir tai khoan tién gifi phi durge khau trir, dé lai Mhap s ligu lam dém, thém gid hang thang

10. Chuyé&n s6 liéu tir tai khoan ndm nay sang tai khoan ndm trudc 3 8. Tinh s liéu lam d&m, thém gig
11. K&t chuy8n k&t qua, thing du (thdm hut) o 9. Nhap kinh phf chi tra lrrgng theo ngudn
d 12. Cép nhat s6 du ol 10. Phan bd lwdng, phu cép,... theo ngudn

13. Chuyén 55 du sang ndm sau 11. Xda dinh khoan tinh Irgng, BHXH, BHYT, KPCB

12. Xda dinh khoan rit ludng

14, Khéa chifng tir k& todn 3

13. Xda tinh truy linh % Irdng tang thém




Man hinh Phan b hién 1én nhu hinh duéi.

Phén ba luong, phu cap, ... theo nguan

Cac khoan BHXH, BHYT, KPCB, BHTN du'oc tra bang nguin
Thang 1 .

= (") Chon ngu@n bén du'di (® Khéng chon ngudn
STT | Mick  mictmT M DS L nre T&n ngudn Kp 54 tiEn
s 1
2 622070073 13 0601  Hoc phi 6.002.015
16.902.015

¥ Rit chi tra ltong trir BHXH, BHYT, KPCD cén b ddng
V| BHXH, BHYT hodc KPCB co quan tra va cdn bd tra chung gidy rit

Tam ('ng kho bac
") Tam ('ng kho bac (® Khdng tam 'ng kho bac
Ghi thu, ghi chi ngdn sach

(®) B3 ghi chi ngan sach () Chu'a ghi chi ngdn sach

MNgdy hach todn tinh lU'ong |[CoRepE: - Mgady hach todn rit w'ong  |31/01/2018 -

| Cdc ngudn chung gidy rat (¥ Phin bd theo ty 1& s5 tién cla tifng ngudn

|§hﬁ'p rhan | | Quay ra |

Giai thich thém vé mot sé tily chon tai man hinh Phan b luong, phu cip...theo
nguon:

> Cac khodn BHXH, BHYT, KPCD, BHTN dwoc trd bang nguén:
v' Chon ngudn bén duédi:  Khi lya chon tiy chon ndy thi phan mém s& hach
toan toan bo Bao hiém, KPCP vao ngudn di chon tai danh sach bén dudi.
v' Khdng chon nguon: Khi lya chon thy chon nay thi phan mém sé ty
dong phan bo Bao hiém, KPCD vao tat ca cac nguon co trong danh sach.
» Rut chi lwong trir BHXH, BHYT, KPCD cdn b dong: Khi chon tuy chon nay
thi phan mém s& hach toan céc nghiép vu chi tra lwong, BHXH, BBHYT, KPCP
véi s6 tién thue linh
> BHXH, BHYT hodc KPCP co quan trd va can b trd chung gidy rat: Khi chon
tdy chon nay phan mém s& hach toan céc khoan BHXH va BHYT chung trén mot
gidy rat. Nguoc lai, khi khéng chon s& tach ra 2 gidy rat: mot gidy rat chuyén tra
Bao hiém co quan dong, mot gidy rdt chuyén tra Bao hiém can bo dong.
> Ghi thu, ghi chi ngan sach: Buoc st dung véi cac ngudn phi, 18 phi phai ghi thu
ghi chi
> Nogay hach todn tinh lwong va ngay hach todn rit lwong: Lua chon ngay thang
dé dua vao ching tir tinh luong, tinh bao hiém va rat luong, rat bao hiém.



6.7 Tim kiém cac chirng tir tw dong phat sinh ciia phan quan 1y lwong
v' Bwgc 1: Tai man hinh cdp nhdt ching tir ké toan, theec hién Tim ching tir

i ngjymﬂﬁn ngjymﬁn khoz'm|:| S8 Cam k&t chi|—|
Chi tigt ()
TUrss | | M3 CLK | |
pénsd | | M3 CTMT | |
56 CTGS | | M3 ngudn| |
Tai khoan | | M3 Bon vil |

Dt ligu
(") Trong théi gian chinh K (") Trong ndm tai chinh (® Ca hai
Tim scTtl'én|B|f| qua E” || |
|I Chdp nhdn || |I Quaym 7

Vi du: Mudn tim kiém céc ching tir dinh khoan luong trong thang 1 thi ¢ thé nhap tir
ngay 01/01/2018 dén ngay 31/01/2018

v Bwdc 2: Man hinh danh sach chung tir hién 1én nhu sau:

F = X

FY
M3 ctr SoCT MNoay CT MNgay h.todn S0 CTGS NGi dung
Dl,"Dl,"EDlB 01/01/2018 01 Du' todn du'gc giao ndm 2018
i Tinh lr'ong, phu cdp, BHXH, BHYT, KPCP thangl
31;’!31,"2[!18 31;’!31,*2[!18 1/2018 Tra lrong qua ATM d3 trlf cac khoan déng gdp thang 1/2

DRL 1 31/01/2018 31/01/2018  1/2018 Chi tra tign Irong thang 1/2018
GR 2 31/01/2018 31/01/2018 |1/2018 Tra Irong qua ATM d3 trlf cdc khoan ddng gdp thang 1/2
GR 3 31/01/2018 31/01/2018 1/2018 Bao hi€m co quan tra, cin bd tra thing 1/2018
GR - 31/01/2018 31/01/2018 1/2018 Bao higm co quan tra, cin bd tra thing 1/2018
GR 2 31/01/2018 31/01/2018 1/2018 KPCD co quan tra, can bd tra thang 1/2018
GR 6 31/01/2018 31/01/2018  1/2018 KPCD co quan tra, can bd tra thang 1/2018
-
| « | I »
r
TKng = Tkco ”Egﬁ'” Muc S5 tign %
»/61111 -_- Tinh long, phu c&p, BHXH, BHYT, KPCD thang1
61111 3341 6101 538.399 Tinh lrong, phu cip, BHXH, BHYT, KPCD thingl
61111 3341 13 6112 1.137.557 Tinh lr'ong, phu cdp, BHXH, BHYT, KPCD thangl
61111 3321 13 6301 1.255.813 Tinh lr'ong, phu cdp, BHXH, BHYT, KPCD thangl
61111 3322 13 6302 215.282 Tinh Irong, phu cdp, BHXH, BHYT, KPCPD thangl
61111 3323 13 6303 143.521 Tinh lrong, phu cip, BHXH, BHYT, KPCD thangl
f1111 3324 13 304 71.761  Tinh hrfona. nhu cdn. BHXH. BHYT. KPCH thannoi
18.175.548 B
« I d |

|| Quay ra ||

Chon ching tir can xem hoic in phiéu, sau d6 bam “Quay ra”, chirng tir s& hién
[én man hinh nhu hinh dudi



Cép nhat chimng tir ki an. F2-Ghi, F , FA-Cilr mai,

v' Bwéc 3: Tai man hinh cap nhat chiing tir ké toan

5a dong, F7-Dong Ctir, F2-Tim, F9-In, F11-Hurdng dan dinh khoan

Loai ctir ssctir1 | Mgayctr [31/01/2018 - | Ngay h.toan Tam ng KB(1-TU, 0-Thuc chi) E
S6 ctir gockam theo [ 0] TK du toan/tien g | 3/9 P.twgng thanh toan b..16)
Ong ba  |Nguyén Thu Hign | Bia chi [Trréang THCS ABC |
S0 CTGS NGi dung |Tr£1 lrong qua ATM d3 trlr cdc khoan ddng gdp thang 1/2018 |
c/u/k  [622070073 | Ponvi | M3 CTMT
Dién giai |Luong theo ngach, bic thang 1/2018 |ssHp | |Ngay HD | - | Bit toan
Tai khoan ng 11219 Tign geii khac Tai khoan c6 5111 Thurting xuyén
Ngan hing 02 Mgan hang Nong nghiép va PTNT Thudc kinh phi 01 Hoat déng

Ngudn 01 NSHN cip bang du todn

Ngudn KP 0101 HNgén sich cap bang du toin

Chiing tir cam két chi|:|

M3 ngudn NS Muc, ti€u muc 6001 ||Lerong theo ngach, bac |
Tén $8 Iw'gng 0,000] Gia | ),00| Ngoai t& Ty gia :
Gia ngoai té 1.00|Tién ngoai té 1.00| T.do6 tién thué | 0| S tién 5.040.715
TKng | Tkcsd Muc 56 tign Dién gii
i 6001 Lurang theo ngach, bac thang 1/2018
11219 2111 6101 481.870 Phy cdp chirc vu thing 1/2018
11219 5111 6112 1.137.557 Phu cdp w'u ddi ngh& thang 1/2018
Tdng cdna: 7.560.142
@ O] @ @ o (©] & e @ & -~ - Q
| B3y || Trudc || Sau || Cudi || Chép || Mdi (F4) ||Qt‘}ng Celr || Xda || Ghi(F2) ||Danh sach || Tim || In || Thodt |

Chon déi twgng thanh toan thich hop, sau d6 bam <GHI> dé luu lai thay doi. Tai

day, c6 thé badm <IN> dé xem trudc phiéu va dat 1énh in néu muén.
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