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GIOI THIEU

PublInvoice 2011 13 phin mém in héa don danh cho tit ca céc loai hinh doanh nghiép. Phan
mém duoc thiét ké dua trén nhitng yéu cau quan 1y chat tré vé in héa don va tudn thi theo Thong
tu, Nghi dinh cia Chinh phii. PubInvoice 2011 dugc phat trién trén nén tiang cong nghé méi
nhét - Microsoft. NET (VS.NET 2008, SQL2008, dotNetFx35, ...), tich hgp hang loat nhitng tinh
nang uu viét, ty dong hoda tat ca cdc nghiép vu vé in héa don, dit liéu tai chinh duogc cap nhat
ting gidy, 12 cong cu hd trg déc luc cho cdc doanh nghiép trong cong téc in héa don. PubInvoice
2011 sir dung bo ma Unicode theo tiéu chuan TCVN 6909:2001, tuén thi quy dinh ciia Chinh
phi1 v& viéc Iuu trix va trao doi dit lidu.

Qua nhiéu ndm trién khai phan mém, cic san pham ctua Cong ty Phin Mém DaMi da duoc
nguoi dung tin nhiém va lga chon st dung cho bg phan ké toén.

Moi y kién déng gop xin lién hé:

CONG TY TNHH PHAN MEM DAMI

24/3B Cay Tram , P.12, Q. Go Vép, Tp. H6 Chi Minh
Tel : (84-8) 39871787, Fax :(84-8) 62579215
Website : www.damivn.com

Email : sales@damivn.com

GIAI THICH KY HIEU, KIEU CHU TRONG TAI LIEU

Kiéu chir Y nghia
Chii y: Cic thong tin can chd y. NSD phai dic biét luu y dén phan nay.
CT Chung tur
DN Doanh nghiép
GTGT Gid tri gia tang
HT Hach toan
NSD Nguoi st dung
TK Tai khoan
Vao menu Tép\Bdo cdo | Vao menu Tép chon phan Bdo céo
VD Vidu
<<ABC>> Chon nit ABC trén giao di¢én su dung.
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BANG KE PHIM TAT TRONG PUBINVOICE 2011

STT Tén chirc ning/giao dién Phim tit
1 Xem hudng dan tryc tuyén trén man hinh F1
2 | Tim kiém ddi twong F3
3 | Hién thi danh s4ch ddi tuong F4
4 Thém nhanh danh muc F5
5 | SO chi tiét Ctr +
6 Giao dién Héa don GTGT Ctr +
7 | Giao dié¢n Héa don Xuat khau Ctr +
8 Giao dién Héa don Ban hang Ctr +
9 Giao dién PXK kiém VCNB Ctr +
10 | Giao dién Diéu chinh Héa don Ctr +
11 | Giao dién Huy Héa don Ctr +

Chu y:

Ngoai ra, tai cdac man hinh, khi NSD nhén phim Alt sé xudt hién cdc ky tw duoc gach chan
trong tén ciia cdc chire ndng. Dé thuc hién chirc ndng nao, NSD nhdn phim Alt + Phim ky tu

duoc gach chan trong tén cua chirc nang do.

Vi du: Tai man hinh chinh ciia PubInvoice 2011, NSD nhdn phim Alt sé xudt hién cdc ky tw
duwoc gach chan trén menu. Dé lya chon menu Hé thong, NSD nhan t6 hop phim Alt + H (vi ky

e “H” trong menu Hé thong dwoc gach chan).
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CHUONG 01: CAC THAO TAC THUONG DUNG

1. Khéi dong Publnvoice 2011
» Noi dung
Khéi dong PublInvoice 2011 1a thao tic thuong xuyén ma NSD phai thuc hién hang ngay khi
bat mdy tinh va lam viéc voi PubInvoice 2011.
» Cach thyuc hién
- Vao Start\Programs\DaMi Software\DaMi PubInvoice 2011.

Bang nhap vao Phén mem quan ly va tJ in héa ddn DaMi Publnvoice 2011

Cong nghé hién dai

Chéng
My chi \DMSERVER -]
Cosrdiféy  |Publnvoice2011 a

Ténnguéiding  |USEROT

M3t khal

Copyright [C] by Dakdi Software Solution 1336-2010

o/ osngrhep | [d@ Thoat |
http: A damivn. com ‘ i qi

- Sau khi g6 chinh xdc tén ngudi dung va mat khau, NSD chon nit <<Ping nhap>> dé
bat dau sir dung phan mém.

Chu y: Sau khi cai dat PubInvoice 2011, hé tho”'ng tw dong tao ra biéu twong cua chuong
trinh trén man hinh Desktop. NSD co thé khoi dong PubInvoice 2011 bang cdch kich diip chugt
vao biéu twong nay.

2. Thay d6i ky hach toan
» Noi dung

PublInvoice 2011 quan 1y dir li€u thong qua ky hach todn. Viéc st dung ky hach toan nay sé&
trach va han ché cho NSD sai x6t trong viéc nhép li¢u thang/nam, dong thoi s€ quan ly dit licu
thong qua chtrc nang khoa dir liu.

» Cach thyc hién
- Vo menu Hé théng\Thay d6i ky hach todn.

& Chon ky hach todn

Nam tai chinh

2011 -

O Théng |1 6 thang d&u n&m

" 6 thang cudi n&m

19 thang d&u n&m
oy 1 - 1 Candm
CITir Thang/MNam dén Thang/Mam
oyfzotr o~ oyfzotr -

v Bingy | |¢ﬂ Bd qua |
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- NSD chon ky hach todn thich hop sau dé chon nit <<Pdng y>> dé x4c nhan viéc thay
doi.
3. Thém nhanh danh muc
» Noi dung
Tai man hinh nhép li¢u chiing tr hodc khai bdo danh muc, PubInvoice 2011 cho phép NSD
thém nhanh mot danh muc khéc tryc tiép tai day ma khong phai quay vé chinh danh muyc d6 dé
thém moi.
» Cach thuc hién
- Trén man hinh chi tiét cta ching tr hodc danh muc, NSD kich chudt vao vi tri ¢ biéu
tuong * | hodc nit [Ca rhen | (VD: tai vi tri mda khdch hang trén man hinh Hoa don
GTGT, NSD kich chudt vao biéu twong * | hodc nhdn phim F5 dé thém nhanh mét ma
khdch hang mon).
- Nhap théng tin can thiét vao hop hoi thoai Thém méi...
- Nhén nit & ™n | & yu vao chon danh muc d6 vao hda don hoidc danh muc hién tai.
4. Loc dir liéu
» Noi dung
Tai man hinh danh sich chtng tir hodc danh muc, PubInvoice 2011 cho phép NSD tim kiém
nhanh d6i tugng trong danh sich bang cach loc dir liu.
» Cach thyc hién
- Tai thanh loc dit li€u trén man hinh danh sich ching tr hodc danh muc, chon cot dé
nhap diéu kién loc, vi du: Tai man hinh danh sdch Khéch hang.

L3 La nha Lach
khach cung nhan
=] (=] (=]

M3 kKH Tén khach hang I8 =i thug Bia chi

ZhO1 Phiong Cuang Thanh KiEn Giang ]
CTOISS  CTY THHH MHUA DAl B0NG TIEN-CN CAN... 0304690411-002 o 114 BUGNG32, Q.MINH KIE...
— - - Thanh loc diF liéu - =
CTO180 CTY CP TM SABECO SOMNG TIEM 1500459121-003 B0C, PHAM HOMG, THL, TIM. .,
CTOL191  CTY THHH TM DY KT MHIET TU BONG HUY... 0304442673 ™ T | 244 HOA BINH,P.HIER TAN, Q...
CT0219  CTY CP DAU THUC wAT TUISNG AN 0303498754 48/5 PHAMN HUY CH Q TANE. .,

- Nhap vao tir khéa dé tim kiém, vi du: NSD mudn tim Khich hang c6 thong tin tén
khéch hang 1a: Céng ty C6 Phan duoc viét tit bang chir “CP”. Khi d6, NSD chi can g6
ndi dung: *CP hoidc %CP (ki te: * hodc % dat ¢ dau dé tim vi tri bat ky ciia chir
“CP”) vao 6 trong trén cing dé thdy khach hang mot cich nhanh chéng. Két qua tra
vé nhu hinh sau:

- Hodc tai tiéu dé cot (VD: Tén khdch hang), NSD chon biéu twong miii tén bén canh ta
thdy hién thi bang danh sdch cho phép loc theo timg chirc niang khdc nhau (si dung
twong tu chirc nang Filter trong Microsoft Office Excel).

M& KH Tén khach hang IG) M5 58 thug

/
CHO1 Phiing Quang Thanh /
CTOI1SS  CTY TMHH NHUA BAT DONG TIEN-CH CAN THOT 0304690411-002
CTO180  CTY CP TM SABECC SGNG TIEN Mui tén bén canh | 1s0459121-003
CTO191  CTY TMHH TM DY KT KHIET T B3MG HUYHH VIET 0304442673
CT0219 T CP DAL THUT WAT TUONG AN 303496754
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Keét qua sau khi chon biéu twong miii tén ¢ trén:

MEKH = Tén khach hang -
Al
cmlsu .......... (Custom)
(Elanks)

CT0219 {Mon blanks)
CTY CP DAL THUC VAT TUOMNG AN
CTV CP TM SABECO SEMG TIEN
CTY TMHH NHUA BAT BOMNG TIEN-CH CAN TH
CTY TMHH TM DY KT NHIET TU £OMG HUYINH YIET
Phiing Quang Thanh

5. Tim chirng tir
» Noi dung
PubInvoice 2011 cho phép NSD tim nhanh chiing tir nao d6 da dugc nhap vao trong hé thong
duva vao bang tim chung tur.
» Cach thuc hién

&

- Kich chu6t vao biéu tugng Tmkém  trgn thanh cong cy. Trén hdp hdi thoai Tim ching tur,

6 diéu kién tim kiém thich hop.

% Tim chiing tu
Logichdngbir:  |HD = | Hoa don ban hang
3 chimg R
Tir ngay: 01fo1/z011 - | BEénngdy : 310172011 -
Téi khoan Mo - | Taikhodn Cd: -
30 hoa dan 0006225 Mgay hida don ; -
55 Irgng ¢ 000 2| SatiEn: oz
13 khach hang . = | Ténkhach hang:
ME ¥TCP - TEn¥TCP:
M3 dgi burang - | Tén ddi buriang
M8 WTHH : = | TEnWTHH:
iy cach
B ] [X e ]

- Nhén nit dé tim chung tir véi didu kién da chon. Két qua tim kiém s& hién
thi & man hinh danh sdch. Tir két qua tim kiém nay, NSD c6 thé sira bang céch kich
dip chudt vao dong chimg tir tim thdy sau d6 chon niit s |,

Chii ¥: Niit <<Xéa hét>> ding dé xéa dit liéu trong cdc 6 diéu kién tim kiém.
6. Tim ddi twong
» Noi dung

PublInvoice 2011 cho phép NSD tim nhanh mét ddi tugng nao d6 da duoc nhip vao trong
danh muc, vi dy: tim mdt khach hang hodc mot hang héa.

» Cach thyuc hién
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- Trong qué trinh Iya chon ddi twgng nhung danh sich d6i twong rat nhiéu, NSD ¢6 nhu
cau tim kiém thong tin dé lua chon. Khi d6, NSD nhén F3 dé hién thi hop thoai, vi du:
khi nhap Héa don GTGT, NSD muén tim kiém thong tin khich c6 chit “CP”.

‘.t Danh muc khach hang

@) Tim theo kén o oK

o M Tim

) Tim theo cdt khac

CustomerID - | |Chaa -

GELG Tén khéch hang 118 st thiué Isyendaor Bia chi ﬂ

7 =]
> CTV CP TM SABECO SONG TIEM 1500459121-003 BOC, PHAM HOMG, TEvL, TINH YiNH LONG

CT0219  CTV CP DAL THUC v&T TUGSMG AN 0303498754 485 PHAM HUY ICH Q TAM BIMH TPHCM
4| i | 3

- NSD g thong tin can tim tai 6 tim theo tén sau d6 nhan nit , thong tin can
tim s& duoc hién thi tai danh sich bén dudi. Truong hop mudn tim thong tin khéc,
NSD kich vao tim theo cot khdc va lwa chon thong tin twong ing dé tim.
7. Khéa so va chuyén sang thang sau
» Noi dung
PubInvoice 2011 cho phép NSD timg thing c6 thé khéa dit liéu thang cii lai va chi dugc phép
thuc hién trén thdng méi, nhiam han ché viéc nhap sai sét dit lidu.
» Cach thuc hién
- Vao menu Hé théng\Khéa s6 va chuyén sang thdng sau.
55 Dkhéa s va chuyEn sang théng sau ...
- Sau khi chon muc nay sé& Xuét hién thong bdo hoi ban c6 chic chin thuc hién churc
ning nay khong. Néu dong ¥ chon nit <<Yes>>, nguoc lai chon nit <<No>>.

Phén mem Quéan Ly va tJ in hda ddn - DaMi Publnvoice 201

\_‘{/ Chil ¥ : Ban cd chéc chin mudn méd thang madi ? : 02/2011 ?

v [ m |

- Sau khi thong bdo xuit hién, PubInvoice 2011 s& chuyén sang thing méi dé NSD
nhap liéu (VD: NSD dang ¢ thdng 1 sau khi thuc hién nghiép vu khéa sé dir liéu sé &
thdang 2).
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CHUONG 02: THIET LAP THONG TIN VA SO LIEU BAN PAU

1. Thiét 1ap thong tin doanh nghiép
» Noi dung
PublInvoice 2011 cho phép thiét 1ap thong tin doanh nghiép va mot s tuy chon c6 tinh ngdm
dinh trong chuong trinh khi nhap so li¢u hodc khi xem bdo cdo trén phan mém. Nhitng tuy chon
nay bao gom:
o Thong tin chung vé doanh nghiép
o Ho va tén cac chirc danh hién hanh
o Céc lua chon vé dinh dang
o Cac tai khoan mac dinh
o Cac don vi truc thudc
» Cach thuc hién
- Viéc thiét 13p thong tin doanh nghiép dugc thuc hién trong menu Hé théng\Céi dat
thong tin doanh nghiép.

- NSD nhép thong tin ddy du sau d6 nhin nit [H & | dé thyc hién viéc luu dit liéu.

, s

Chu y:
Trong phan nay NSD ngam dinh nhiing thong tin thuong xuyén sir dung va thiét ldp cdc tuy
chon cho truong hop thuong xay ra.
Thong tin vé cdc tai khodn mdc dinh dwoc thiét lap nham két néi PubInvoice 2011 véi phc?n
mém lién quan (VD: phan mém ké todn, phan mém bdn hang, ...).
Thong tin vé cdc don vi triee thude dwoc dung khi DN co nhiéu chi nhdnh hodc cong ty con co
nhu cau tong hop sé liéu trén phan mém PubInvoice 2011.
2. Thiét 1ap tuy chon nguoi ding
» Noi dung
PubInvoice 2011 c6 chirc ning Tuy chon ngudi ding cho phép thiét 1ap mot sb giao dién can
st dung hodc thiét lap mot $b tuy chon c6 tinh ngém dinh trong chuong trinh khi nhap $6 liéu.
Nhimng tuy chon nay bao gom:
o Hién thi hodc khong hién thi mot sb giao dién nhép licu
o Tuy chon rang budc khi nhap sb liéu
» Cach thyc hién
Viéc thiét 1ap thong tin tuy chon ngudi ding duoc thyc hién trong menu Hé thong\Cai dit tiry
chon nguoi ding, mét s6 thong tin NSD can biét nhu sau:
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& Cai déit tiy chon ciia ngudi diing

26 tich hiap wdi ph3n mém ke toan SimSoft:

¥|Cd sr dung hda dan GTET

¥|Cd sr dung hda dan b&n hang thdng thuidng

V| Cd sir dung hida dan =ust khal

V| Cd sir dung phigu xudk kho kigm van chuyEn ndi b

¥| Cd sr dung phigu xuat kho giri ban hang dai ly

¥|Cd sr dung hda dan x&ng dau

¥| Tur ddng |8y gid ban tir danh rmuc
Ci hign thi quy cach san phdm hang hda

V| Cé hign thi md cdng trinh 8y dung

¥| Cho phép sira lai kén héng haa, dan i tinh khi nhap
fAn hach badn Nojcd

¥|Khda gid ban ra ddi vai ngudi ding Bink thrdng
Khida gia mua wao doi wai nguai ding binh thuémg

Cd dinh kho héng theo ngus ding

‘n Ghi ‘ ‘X B qua ‘

- Cé6 tinh hop véi phin mém ké toan SimSoft: Khi NSD lya chon tinh ning nay
PublInvoice 2011 s& cho phép SimSoft 1ay so li¢u trén PubInvoice 2011.

- Cé sir dung héa don GTGT: Cho phép hién thi biéu tugng giao dién nhap liéu Héa
don GTGT trén thanh cong cu.

- Tw déng lay gia tir danh muc: Khi NSD da khai bdo gid ban/gid mua theo timg ma
hang trong danh muc San pham — hang héa, PubInvoice 2011 cho phép trén giao di¢n
nhép liéu don gia s ty dong dugc hién thi ra.

- C6 hién thi quy cach san pham hang héa: Cot quy cdch s& dugc hién thi trong giao
dién ctia PubInvoice 2011.

- C6 hién thi ma cong trinh xay dung: Cot ma cong trinh s& dugc hién thi trong giao
dién phan mém va cho phép NSD lua chon khi nhap liéu.

- Cho phép sira lai tén hang héa, don vi tinh khi nhip: NSD c6 thé sira lai tén bat ky
ve thong tin hang héa hodc don vi tinh trong qud trinh nhép li¢u.

- An hach toan N¢/Cé: Cot hach todan TK No¢ va TK C6 s& hién thi cho phép NSD lya
chon.

NSD Ilya chon ™ thi tinh nang dé duoc bdt lén va nguoc lai.
Thong tin vé TK No/Cé va Ma cong trinh sé dwoc sir dung khi PubInvoice 2011 két néi véi

phan mém lién quan.
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CHUONG 03: THIET LAP DU LIEU CAC DANH MUC

1. Kiéu bio mat
» Noi dung

M&i ky hiéu héa don ching ta st dung c6 thé thiét 1ap theo ma kiéu bao mat bang cich tao
ma khéa bi mat, ching ta c6 thé ty dat ma khéa bi mat theo céach ri€éng biét. PubInvoice 2011
s& thong qua ma khéa bi mat nay cho ching ta biét héa don nay cé phai dugc in tir phan mém
doanh nghiép dang str dung hay khong.
» Cach thuc hién

Vao Menu Danh muc\Danh muc cac kiéu bao mat, chéng lam gia, kich chon nut ta
duoc:

4% Thém ki€u bao mat mdi

M3 kigu ;

TEn kigl : Phurang phép ching lam gid thdng thirdng

1Ma khoa bi mat : 399485 13 gdm b 4 - 20 chif so
‘ = Ghi | | . Bbgua ‘

- Ma kiéu: Bao gom ky tu hodc chit s6 dugc thiét 1ap khong c¢6 dau va khong c6 khoang
trang.
- Tén kiéu: La ky tu hodc chir sb bat ky.
- Ma khéa bi mat dugc quy dinh nhu sau:
o Ky tu st dung 1a: Kiéu chir s6 (0...9).
o Chiéu dai ddy s6: Ngan nhat 12 4 chir s6 va t6i da 1a 20 chir s6.
Sau khi nhap ddy du thong tin kich chon niit & luu lai thong tin.
Ma khéa bi mdt la théng tin lién quan dén viéc phdt hién héa don ciia DN ¢6 phdi lam gia hay
khong, vi vay NSD phai han ché viéc pho bién cho nhiéu nguoi biét.
NSD thay déi Ma khéa bi mat khi sir dung cho quyén héa don mai, bc%ng cdch tao mot ma
kiéu moi.
Khong thay doi Ma khéa bi mdt khi héa don da dwoc in ra.
2. Ky hi¢u héa don
» Noi dung
MBJi ky hiéu héa don khi khai bdo ngoai thong tin bat budc chiing ta s& khai bdo thém thong
tin ki€u xdc thuc.
» Cach thuc hién
Vao Menu Danh muc\Danh muc ky hi¢u (seri) héa don, kich chon ntt ta duoc:

10
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#: Thém danh muc ky higu hda ddn (serial)

K4 higu AE/11T

Tén kit higu hda dan
Hinh thic hida don T = Hoa dan tuin
Mam kan hda dan 2011 2

Hia don do Co quan Thug phat hanh

Tir s& 12 Bén 58 500 o

S8 quyEn 10 2

Mody b&t d5u sirdung | 010172011 - Mody thang bao | 15/12)2010 -

Kigu xac thuc TaO01 = Phuong phap chiong 13m gia thdng thirdng
‘ = Ghi ‘ | . Bbgua ‘

- Ky hi¢u: Bao gom ky tu hodc chit s6 dugc thiét 1ap khong c6 dau va khong c6 khoang
trang.
- Tén ky hiéu héa don: La ky tu hodc chir sb bat ky.
- Hinh thire héa don: La hinh thitc DN thyc hién in héa don/phiéu xuét, c6 3 lya chon
(T: Hoa don ty in, P: Hoa don dat in, E: Hoa don dién tir).
- Tirsb, dén s6: La s bit dau dén s6 két thic cua ky hiéu héa don.
- S6 quyén: S6 luong quyén sé& sir dung ky hiéu da khai béo.
- Ngay bit dau sir dung: La ngay chinh thic sir dung ky hiéu da khai béo.
- Ngay thong bao: Ngay thong bdo vdi co quan thué dé str dung ky hiéu nay.
- Kiéu xac thue: Puoc 14y tir Danh muc céc kiéu bao mat, chdng 1am gia.
Sau khi nhap day du thong tin nhan chon nuit dé luu lai thong tin.
3. MAu héa don
» Noi dung
M3u héa don 1a thong tin bat budc trén timg to héa don va dugc quy dinh theo théng tu 153,
phu luc ban hanh kém thdng tu 153 va cac van ban lién quan.
» Cach thuc hién
Va0 menu Danh muc\Danh muc Mau héa don, kich chon nit ta duoc:

& Thém danh muc méu héa ddn

K higu mau 01GTET3/001

Tén mau hda don Hoa don gia ki gia tang 3 lign

Loai hida don 01GTET = | Hoa don gia bri gia tang

Lign Dién gidi Di€n gidi 2
3l - el [ Licn 1: Ly 1st copy: File
58 dong i da : 1 - 2 Lién 2: Giaocho nguiimua  2nd copy: For buver
3 th b 13 3 Lién 3; NGi BG 3rd copy: Inner ciredl, .,
Tén file m&u héa don |rptSelfInvoice?_GTGET_Adva v S Eem

khdng s dung cac ky higu chiong lam gia

‘H Ghi ‘ ‘X Bd qua
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- So lién: Khai béo thong tin s6 lién ctia td héa don duoc in ra.
- S6 dong t6i da: Quy dinh s6 dong tbi da dwoc hién thi trén to héa don.
- S6 thir ty: La s6 thir tw dwoc quy dinh theo mau héa don.
- Tén file miu héa don: NSD c6 thé nhin nit <<Xem>> dé xem mau trude khi lya
chon mau thich hop.
- Khong sir dung cac ky hiéu chong lam gia: Khi lya chon ™ thi tinh ning bao mat
(xem phu luc 2) s€ khong hién thi trén to héa don va nguoc lai.
NSD nhap day du thong tin va kich nit <<Ghi>> dé luu lai thong tin.
4. Cac danh muc khac
» Noi dung
Mot s6 danh muc yéu cau l?ét budc khi nhap liéu bao gdm: Khach hang, Hang héa, Kho hang,
Hinh thI:J:c thanh toan; mét s0 danh muc da duoc khai bdo mac dir‘lh nhu: Tai khoan thinSD
khong can phai khai bdo thém. Cac danh muc con lai tuy theo yéu cau st dung NSD c6 thé khai
bédo thém.

» Cach thuc hién

- Vao menu Danh muc\<Danh muc lua chon>, NSD chon nut e men | 38 thém dix liéu,

nhp thong tin ddy du sau d6 chon ndt & s | d& Iyu dir lidu.

- NSD chon niit 2 5= | 3 sira lai thong tin da thém, thay dbi thong tin chinh sira sau d6

chon ndt (& & | dé lyu dit liéu.

- Pé x6a thong tin dd thém, NSD chon dong mudn xéa trong Danh muc rdi nhan nit

& s | Néu dong § x6a chon nit | ™ | dé xdc nhan.

s 2

Chu y:
Khi xéa dir liéu, NSD phdi kiém tra xem thong tin dé da dwoc sir dung hay chua trude khi xéa.
NSD han ché t6i da viéc sira thong tin ma trong danh muc.

Khi thém dit liéu, NSD tham khdio CHUONG 06: QUAN TRI DU LIEU dé khai bdo thong tin
chinh xdc nht.
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CHUONG 04: CAC NGHIEP VU CHINH

Khi st dung phan mém in héa don PubInvoice 2011, NSD chi cin cap nhat ding va du cic
thong tin héa don phat sinh hang ngay. Toan bg s6 li€u, cdc bdo cdo li€n quan s€ dugc h¢ thong
tu dong xr ly va in ra cdc bdo céo tir chi tiet dén tong hop.

1. Héa don GTGT
» Noi dung

Héa don GTGT dung cho ban hang héa dich vu trong ndi dia danh cho céc t6 chirc, cd nhin
khai thué GTGT theo phuong phép khau tru.
» Quy trinh thuc hién

=

- Kich chuot vao bi€u tugng Héadmsrst trgn thanh cong cy, ta duoc:

Héa dan gid bri giatdng X |

M khéch hang : |CTO191 - & & ||CTY THHH TM DY KT NHIET TUF ©0MG HUYMH YIET QuyEnsd: |ABJ11T/001 -
Bija chi : 244 HOA EINH, P HIEP TAM,Q, TAN PHL, TPHCM M s thud | | 0304442673 Ky higu ¢ AB/11T
Bién thaai : Fax Ernail : ‘website : TME0 s : 01GTKT3/001
i bai khon Maan hang : 58 ha dan : |000000 1
Hinhthic 7T | Chuy&n khodn | Han thanh tadn 18/0z/2011 ] Ny 180 19/01/2011 =
T | o 2 N . SR
Lo kign : YD Té gid : 1.00 2 Thué suk : 10%: khdng chiu thug LisarID: ADMIN
Dién gidi : Hia dan bén hang M3t hang ¢ |Hang hda Administrator
Ghi chi ¢ i ] Tinh trang hda dan @ |Chua in -
Fg wéading Gi4 4 cd thug ] C6 chigk khdu
M3 hing Tén hing ‘ BNT ‘ ;:E% 58 Iurgng ‘ Bon gid YD | Thanh tign YND ‘ Thug YAT YND ‘ K Ngt ‘ TK Cé ‘
»1 [HML *i M&ng Ha Tign Céi BAOBI 10.00 80,000 500,000 80,000 131 511
2 |THEP Thép Ci BAOBI 5.00 25,000 125,000 12,500 131 511
Téng cdng 2 dang 15.00 925,000 92,500
St tiEn bang chil :  MGF fridu mut bdy ngin nédm frim d‘c';ng
Ngu'di mua hang Ngudi ban hang Thi trrang don vi
Thu Thily - - Wi Thanh Binh -
WO DENg 3 [k |F'a Thém || g =ta ” [7 sia | H ch DuyEtva Ghi || 3¢ BAqua |@ Hry HE | | L I || #®  Tim ” < Trave ‘

- NSD muén thém mot Héa don GTGT thi chon niit <<Thém>>, sau d6 nhap thong tin
déy du rdi chon nit <<Ghi>>. Tuong ty khi stra mot Héa don GTGT thi nhéan nt
<<Sitra>> va mudn x6a moét Héa don GTGT thi nhin nit <<X6a>>.

Chii y: Khi NSD khéng mudn nhdp tiép héa don nita va muén xem thong tin nhdp liéu trén
giao dién dé sira (hodc thodt giao dién nity) thi nguoi sir dung nhdn niit (X ®as| Thao tdc nay
twong tw cho cdc giao dién khdc.
2. Héa don xuit khau
» Noi dung
Héa don xuat khau ding trong hoat dong kinh doanh xuét khau hang héa, dich vu ra nuée
ngoai, xuat khiau vao khu phi thué quan.
» Quy trinh thuc hién

=

- Kich chudt vao biu tugng Heskhds trgn thanh cong cu, ta dugc:
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Hba don xudt khdu %

Mikhachhang:  |cTO180 - o+ |[CTY CP TM SABECO S0MG TIEN |
Biachi: |enc, PHAM HONG, XL, TINH YiNH LONG | masEthug: 1500459121003 |
Bign thoai ¢ | | Fax ! | | Email : ‘ | Website : |

|

50 i khoan : l:l Mgdn hang : |
P — ] —

Hinh thirc TT ¢ |Chuy§n khodn i | Han thanh toan :

Bia digm giao hang : | | Bia digrn nhan héng : | |
54 wan dan l:l 54 container l:l Bian vi van chuyen @ | |
Loai tiEn [wo_ -] Ty ga: | L00%]  Thegsudt: [ 0% - Elkhengchinthus

Dign gidi ¢ |Héa dan xudt khal | M3t hang :
ihichi : | | Tinh trang haa don

55
Ky higu:  |XKA11T

30 si 06HDXK3 /001

58 héa dan @ (0000001

Mgdy 1&p fo1f2011 =

User1D: ADMIN

Administrator

r_‘a wbading | Gid 93 of thug Cé chigt khau hie
e g kho P B gid Zft Thug waT :
M3 hang | Tén hang | ENT | vugt | S Irdng | D Thanh tign YMHD | WD | T M | Tk Ca |
*1 THEP Thép Cai TP 2.00 500,000 1,000,000 0131 511
2 |EML ¥iMang Ha Tién Cai TP 5.00 120,000 &00,000 0131 511
| | Téing céng 2 dang| | 7.00 ) | 1,600,000 | o |
SEbEn bang chit:  DMSE fridue seiu frdm ngdn dong chin
Ngu'di ban hang Thi tru'dng don vi
[ -] ¥{i Thanh Binh -]
| WO Dang 171 [k | |Ea Thém ||E§ %68 |F} Sira |: Hshi ||« Duvgtvashic| ¥ Boqua | |® Hiy HE | | Eyen ”ﬁ Tim H‘ﬂ Trirvé |

- NSD muén thém mot Héa don xuat khau thi chon niit <<Thém>>, sau d6 nhap théng

tin day du rdi chon nit <<Ghi>>. Tuong tu khi sira mot Héa don xudt khau thi nhan

nit <<Stra>> va muon x6a mot Héa don xuat khau thi nhan nat <<Xda>>.

3. Héa don ban hang
» Noi dung

Hoéa don ban hang dung cho ban hang héa, dich vu trong ndi dia danh cho céc td chuce, cé

nhan khai thué GTGT theo phuong phép truc tiép.
» Quy trinh thyc hién

g

- Kich chudt vao bi€u tugng Hesnhana. trén thanh cong cy, ta duoc:

Héa don banhang X

M& khach hang ¢ |CTO191 = o+ | [CTY THHH TM DY KT NHIET TU ©0ME HUTMH VIET |
Bla chi: |244 HOA BiNH,P.HIEP TAN,c, TAN PHL, TPHCM | mEsEthus 0304442673 |
Bién thaai : | ‘ Fax : | | Ernail : ‘ | ‘Website : |

|

54 bai khodn l:l Mgan hang : |
Hinh thidc TT @ |Chuy€n khaodn v| Han thanh todn :

Loaitign : o -] Thaa: | 100 5| Thug sudt: [C1khéing chiu thug

Dign qidi : |Héa don ban hédng | M&t hang :
Ghi chid : | | Tirh trang hda dan :

QuyBnsd: |AB/11T/001 -
Ky higu AB/11T

M55
58 héa dan : (0000001

Mgay 13p 19/01/2011 -

Administrator

|55 #éadang | ] Gia 35 ot thug 16 chidt khéu Then dor
18 hang Tén hang ‘ ENT ‘ ::; 58 ILrang ‘ Bongid YD | Thanh tign YD ‘ Thug ¥aT ¥HD ‘ TK Mg ‘ TK €6 ‘
>1 [xM1 %1 M3ng Ha Tign Cai BACEL 10.00 80,000 500,000 80,000 131 511
z |THEP Thép Cai BACEL 5.00 25,000 125,000 12,500 131 511
| Téng céng 2 déng | 15,00 925,000 | 92,500 |

Shtignbdng chit:  MSE fridu mesd bely ngdn vdm frém ddng

Ngu'di mua hang Nguti ban hang Thi truw'ong don vi
[ Thu Thiy -] - ¥ Thanh Einh -
‘ MO 4 DEng33 Lk M ||E'a Thém ||EE wha ||F'2 sira || B ehi || Duvetvachi || X Bdqua | |® Hity HE | Eyein ||ﬁ Tit ||¢ﬁ Trirve ‘

14



Tai liéu Huéng dan sir dung PubInvoice 2011

- NSD muén thém mot Héa don ban hang thi chon niit <<Thém>>, sau d6 nhap thong
tin day da réi chon nit <<Ghi>>. Tuong tu khi stra mot Hoéa don ban hang thi nhan
nit <<Sta>> va muon x6a mot Héa don ban hang thi nhan nit <<Xda>>.

4. Phiéu xuit kho kiém véan chuyén ndi bo
» Noi dung

Phiéu xuét kho kiém van chuyén ndi bd dugc dung khi hang héa luu thong ndi bd trong DN,
thong thuong kem theo 1€nh dicu dong ndi bd theo quy dinh lam ching tir lvu thong hang hoa
trén thi truong (vi du: DN chuyén tir kho NVLC t6i kho TP).
» Quy trinh thuc hién

=

- Kich chuét vao bi€u tugng (Fkkénvais trén thanh cong cu, ta dugc:

J Phigu xudt kho kigm v3n chuy8n nibd 2 |

Lénh digu dtng =& DDoo1 Mgdy 10/01/2011 #: QuyRn si ;| BAS11T/003 hd
Ha tén nguii van chuyEn @ |V Tharh Sang Hop d8ng s& : \HDOO1 Ky higu: |BASLLT

Phirang Hién wan chuydn : [2e b3 Miusi: |D3XKNB3/DO1

Difn gii ¢ 3n chuyEn Er xuding san xudk ki olra hang 55 0000001

Ghichi : Tinh trang phigu @ | Chira in - gl 21/01/2011 =

UserlD: ADMIN

Administrator

'_: ¥oa dong

g T Kho kho - fon gia oy .

M8 hang Tén hang | EWT | Yudt | Hhap | 5 loong ‘ WD Thanh iEn ¥ND | TE Mg | TK Ca |
»1 |SATZO0 St Phi 20 Céy MWYLC TP 10.00 120,000 1,200,000 156 156
2 [AMl X MEng Ha Tign CAl NYLC TP 15.00 90,000 1,350,000 156 156

Tang cing 2 ding #5.00 #,550,000
St tiEnbAngch . Hai tridu ndm frdm ndm muct ngan zz‘d'\ng chin
Mgudi nhan hang Mgudi lap Thi kho xuat Nguiii van chuyén Thi kho nhap
Té&n Phong . il - (i Thanh Sang T -
W 4 Dongifl LI |Ea Thém ||F§ Hoa HF‘; Sira Hoochi Dyt wa Ghi Bdqua |® Hiy HE | | aln ” M Tim H‘v'ﬁ TrawE |

- NSD muébn thém mot Phiéu xuidt kho kiém van chuyén néi by thi chon nut
<<Thém>>, sau d6 nhap thong tin ddy du rdi chon nit <<Ghi>>. Tuong ty khi stra
mot Phiéu xuét kho kiém vén chuyén ndi bo thi nhan nidt <<Stra>> va mudn x6a mot
Phiéu xuét kho kiém van chuyén noi bo thi nhan niit <<X6a>>.

Niit <<Xéa>> va mit <<Sira>> chi cho phép NSD thuc hién khi héa don/phiéu xudt da nhdp
lieu ma chwa dwoc in ra.

Lan dau tién nhdp liéu NSD phdai chon Quyén sé, khi da nhdp mét héa don/phiéu xudt tré lén
thi Quyén sé sé dwge ldy mdc dinh theo héa don/phiéu xudt nhdp gan nhat.

Trong qud trinh nhdp chi tiét hang héa, NSD mudn xéa mét dong thi chon dong muon xéa sau
dé chon niit |5 ¥6adna |

Poi véi phiéu xudt kho: Kho nhdp va kho xudt phdi khdc nhau.
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5. In héa don/phiéu xuit
» Noi dung
PubInvoice 2011 kiém sodt chit tré va hoan toan tu dong cong vi¢c in hda dorn/phiéu Xuét voi

muc dich khong cho phép NSD c6 thé in nhiéu lan mét t& héa don hodc sb lién vuot qua sb lién
theo quy dinh.

» Quy trinh thye hién
- NSD kich chudt vao nit trén giao dién hodc sau khi nhap liéu mot td héa

don/phicu xuat xong s& xuat hién bdo cdo xem trudc khi in nhu sau:

Hoa don gid ki giatdng X || wem hida don trudic khiin 3¢ |

() Inhéa don |CuteRDF Writer Caidatbranain .. | Do Sramdn.. | &Y S S jwew - S [Cluent [Dlugnz [Cluens [ xem3lign = B TrovE

[

. P v MEu s8: 01GTKT3/001
HOA DONGIATR] GIATANG . | - = o w.
(VAT INVOICE)

56 oo 0000001

Li#n 1: Lwu (isfeopy: File)
Naky (Dare) 19 thing (montty) 01 ndm rear) 2011 IH"H”

DalMi Software Company

Pia chi (dddress): A9 Quang Trung Str., Ward 10, Ge Vap Dist., HCMC

Bign thoa (Tel): 0913.111.616 Fax:

Website: E-mail damil0B0@gmail com W& sb thué (7AT code): 0303020132

, N 2o (2 Inhdad A . PR . N A ~ A ‘A A 2
- Kich vao ndt =" ¢ in, qu4 trinh in thanh cong s& xuat hién thong bdo sau:

Phiéin m&m Qudn Ly va td in héa ddn, - DaMi Publnvoice 201 El

L3
\14) OF, B3 in thanh cing s& hia don 0000001 - 3 iEn

- Sau khi in xong két qua s& xuét hién chir “ban sao” trén to héa don, NSD c6 thé in ban
sao t& héa don thanh nhiéu ban.

Lénh in chua thyc hién thanh cong thi héa don do chwa dwoc coi la da phdt hanh.

NSD phdi xem kj néi dung tirng lién héa don truéc khi thuc hién lénh in nham trdnh viéc ity
héa don hodc diéu chinh héa don.

Khi khong xudt hién chit “ban sao” trén to héa don vira in thi qud trinh in van chira thuee hién
thanh cong. NSD phdi thiee hién thao tdc in héa don dé két thiic qud trinh in.

NSD kich vao miit 222" d@é thwe hién viéc chinh sita mau héa don theo ¥ muon. Khi chinh
swa mau hoa don co thé sé thay doi so voi mdu dang ky voi Co quan Thué.
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CHUONG 05: HUONG DAN TO CHUC VA MA HOA THONG TIN

1. Muc dich va y nghia

Mi hod théng tin & ddy 1a gi? Tai sao lai phai ma hod thong tin?. Ma hod thong tin ¢4 thé hiéu
la viéc tap hop tat ca cdc thong tin cua mdt ddi tuong nao d6 thanh mot doan ma (co thé la so,
chit hay cdc ky hiéu,...) ma thdng qua doan ma nay s& biét duoc céc thong tin chi tiét vé dbi
tugng d6. Vi du: Qua sb chirng minh thu, ngudi quan 1y ¢ thé tim duoc cdc thong tin chi tiét vé
mot nguodi nhu tén, tudi, qué quan, nam sinh...

Trong phan mém PubInvoice 2011 c6 rat nhidu cic ddi tugng nhu: Hang héa, Khach hang,
Kho hang,.... Bé tin hoc ho4 trong viéc sir dung phdn mém hay néi don gian 1a dé t6i wu duoc
viéc xur 1y tim kiém, tinh todn... thay vi phai xur 1y rat nhiéu thong tin vé mot d6i tugng thi chi
can xur Iy véi doan ma hod ctia d6i twong d6. Viée to chirc va ma ho4 thong tin doi héi tinh khoa
hoc va thuan tién cho NSD.

Chuong nay s& hudng dan NSD céch td chirc va ma hod (ddnh ma) céc thong tin khi khai béo.
Tuy diy chua phai 13 cdch ma hod khoa hoc nhit nhung qua nhiéu nim kinh nghiém trién khai
ctia DAMI, ching t6i mudn dwa ra mot cach ma héa don gian, pht hop vé6i kha nang va trinh d6
ctia nhiéu NSD.

2. Cach danh ma thong tin
2.1. Quy wéc chung

- Nguyén tic chung cta viéc ddnh ma thong tin 1a: Pugc phép diing cdc ky tu chit (A -
Z) hoac ky tu $6 (0 - 9), c6 thé dung mot sb ky tu dac bi¢t nhu: dau gach ngang (-),
gach chan (_) hoac thang (#). Néu dung ky tu chit thi nén dung kiéu chit hoa.

- Tuy nhién khéng nén ding ma bang tiéng Viét (chit thuong cé dau), khong nén ding
cdc ky tu ddc biét nhu: dau cach, diu phay (,), ddu chdm than (!), ddu hoi (?)....

- Mai ctia mot d6i twong phai 1a duy nhit, khong duoc phép tring nhau.

- Ma ctia mot d6i tuong chi nén dai toi da 1a 20 ky tu.

2.2. Cach té chirc ma ho4 thong tin

C6 nhiéu phuong phap mé hod thdng tin, cdc phuong phdp nay phéi phu thudc vio yéu cau td
chtic quan 1y déi twong va phu thudc vao tinh chét cia timg d6i tugng cu thé. Chuong nay chi
gidi thiéu phuong phdp ddnh ma don gian nhat phit hop vdi trinh d6 cuia NSD hién tai.
> Ma Phong ban: Diing ky tu chit hoa khong dau dé viét tat tén ctia cc Phong Ban.

Vi du: P.GP: Phong Gidm dbc

P.TCKT: Phong Tai chinh Ké todn

> Ma Khich hang, nha cung cip: Dung tén viét tit cua khach hang, nha cung cap (chit hoa
khong dau), kem theo so thir tu, hoac chir viét tat dac biét trong truong hop cé nhi¢u khich
hang, doanh nghi€p c6 tén viét tat trung nhau.
Vi du: CT_HN: Céng ty C6 phan Hoa Nam
CT_HNG: Cong ty TNHH Hong Ngoc
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> Ma Nhan vién: Ding tén, ho viét tit cia nhan vién trong doanh nghiép (chit hoa khéng diu)
keém theo sO thtr ty hodc bi danh (néu co nhiéeu doi twong trung tén, ho).
Vi du: TUANTV: Tran Vin Tuin
TUANO2: Tran Manh Tuén (T5 2)

» Ma Kho: Dung ky tu viét tit tén cua cdc kho cua doanh nghiép (chir hoa khong dau ).
Vi du: TP: Kho thanh phdm
CCDC : Kho cong cu dung cu

> Ma Loai vat tw, hang héa, CCDC: Dung ky tu chit hoa khong dau dé viét tit tén cua cic
VTHH, CCDC pht hgp véi viéc quan 1y ciia doanh nghiép.
Vidu: HH: Hang héa
VT: Vit tu

> Mai Vit tw, hang héa, CCDC chi tiét: Ding két hop cic ky tu theo quy udc trong ma
VTHH, CCDC go6m c6 tén viét tat cua vat tu, hang héa, CCDC (chit hoa khong dau) va ky
hi¢u vé thong so6 k¥ thuat hay quy cach, kich cd cua vat tu, hang héa, CCDC (néu co).
Vi du: DD_NOKIANG6: Dién thoai Nokia N6
TL_TOSHIBA: Tu lanh Toshiba

> Hinh thirc thanh toan: Ding ky tu chit hoa khong diu dé viét tat tén ciia cdc hinh thirc thanh
todn phu hop vai thuc t€ quan 1y cua doanh nghiép.
Vidu: CK: Chuyén khoan
TM: Tién mit
CK/TM: Chuyén khoan hodc Tién mit

> Kiéu biao mat, chong lam gia : Dung ky tu chit hoa khong ddu dé viét tat tén cia cic kiéu
bao mat, kem theo so thu tu phu hop vdi thuc t€ quan ly cua doanh nghiép.
Vidu: TAOO1: Phuong phap thur 1
TAO002: Phuong phap thur 2

s 2

Chu y:

H¢é thong sdp xép danh sdch théng tin khai bdo theo thir tw 0...9, A...Z, a...z.

Diing ky tw s6 ddanh ma dé cé cdch té chirc khoa hoc, hé thong sdp xép danh sdch thong tin
khai bdo theo thir tw ting dan. Néu danh sdch théng tin can khai bdo c¢é: S6 luong < 10, md sé
6 thé bat dau tir 1; Néu 10<=SL<100, ma sé phai bdt dau tir 01; Néu 100<=SL<1000, ma sé
phdi bat dau tir 001...
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CHUONG 06: QUAN TRI DU LIEU

1. Quén ly ngwoi dung
» Noi dung

PubInvoice 2011 cho phép khai bdo danh sich ciing nhu kiém sodt tén, mat khau,... clia timg
NSD phan mém. Khi nguoi dung dugc thiét 1ap, NSD dya vao ma nguoi dung va mat khau dé
dang nhap vao phan mém.

#@ Thém ngudi diing mdi

13 nguris
diing

Mg ding
hé théing

TEén ngudi ding Thudc nham

b3 ADMIN Adrniniskrakar Zuan ki hé thing

IJSEROL Mguridi dang 01 Cuaan tri he thing
IUSERDZ MNgudi ding 02 Ban hang va Mg phai thu

1M& ngui dong : |USERO3
Teén ngudi dung ;| MNgudi ding 03

Thudc nhdm ;  RECEIVES ~ | Ban hang va Ma phai thu

| Hﬁ Thodk |

» Cach thyc hién
- Vao menu Hé théng\Céi dat nguoi st dung (Users)
- Nhap thong tin nguoi ding réi kich chudt chon nit <<Thém>> dé thém ngudi ding.
Tuong ty khi stra nhdn nit <<Stra>> sau khi chinh sira thong tin roi nhan nt
<<Ghi>> va muébn x6a thi nhan nit <<X6a>>.

s s

Chu y:

Chi NSD co6 vai tro ADMINS (Quan tri hé théng ) moi co thé nhin thcfy va thuc hién cdc thao
tdc voi phan Quan ly nguoi dung.

Mt khdu cia nguoi ding khong cé khi théem méi lan dau, NSD phdi dang nhdp vao sau dé
thay doi mdt khau.
2. Phéan quyén nguoi sir dung
» Noi dung

Phan quyén ngudi st dung cho phép thiét 1ap va xdc dinh quyén han sir dung céc chtic ning
trong phan mém cho céc vai tro cua ting NSD.
» Cach thuc hién

- Vao menu Hé théng\ Phan quyén ngudi str dung.
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)

# Phan quyEn s dung

M nhém Tén nhiém srp | Nhom Qé

> Tign ik 1
CASHES Tign aifi 2
|| RECEIVES Ban hang wa Mg phai thu 3
| ] PAYMENTS fMua hang wa Mg phai tra 4
| |sTocks Hang t8n kho 5
| |Taxs KE todn thug 6
- |costs KE tadn chi phi 7
| |PreEDASSETS T4 s3n cf dinh )
| |cEMERALS K& todn tBng hap g
| ] PRINTS Chi xem va in bdo cao 10
| | apMns Cuan kri hé thing 11

Phan quyén sir dung cac danh muc

HEm Thém méi [] #éa [] sira chita
Phan quyién sir dung thao bac brén chirng bl gic
HEm Thém méi [] #éa Sira chifa
Theo menu ‘ +" Phan quyEn | Hi Thodt ‘

- Kich chuot chon nhém nguoi st dung r6i lya chon quyén han cho muc: Phan quyén st

dung cho céc danh muc, Phan quyén sir dung thao téc trén ching tir gbc.

- Dé phan quyén theo menu trén PubInvoice 2011, NSD kich chudt vao niit ta
duoc:

#ll Phan quyen sii dung chiic nang trong menu chinh cho Nhém: Ti2n miit

Tén rmenujchirc ndng Chao phép
= 1. H& thiin V]

CASHHS Tién mét Ed J':_,\.i . Thay d8i ch toan I:\"J
CASHES Tién qif || r"' 2. Zai d&t thdng tin doanh nghigp V]
T - Bk 3, Cai 8t bly chon clia ngu ding &

RECEIVES Ban hang va Mo phai thu — S =
. Z3i d&t may in hoa don [+

PAYMENTS Mua hang w& N phdi trd |
STOCKS Hang tan kha
TAXS KE toan thug

'

= |

. Phan quyEn sirdung

. (Z3i A&k Mhdm ngudi dbng (Graups)

. (31 48t Mgudi ding (Users)

COSTS KE toan chi phi ;_'7,; 8, Thay d3i mat khau cla noud st dung
FIXEDARSSETS  Tdisan cd dinh - ) @ Khida dif li§u {chi xem va in)
GENERALS K& todn ting hap rj £, M kha dit &y

PRINTS Chi xem va in bao cao K B. Bda bri hé thong

El C. K&t xudk dif liEu sang phan mém k& toan
|| -[EY D. khia s va chuyEn sang thing sau
|| L) E. K thic chrdng brirk
N L'—} 2, Danh muc L&
] -[E] 1. Danh mye Quydn ha dan @]
2] 2. Danh myc M3u héa ddn ]
-[E] 3. Danh muc Ky higu (seri) hda dan ™
H Ghi | |‘:ﬁ Trave | || g 4, Danh myc cac kigu bao mét, chiing lam gia il
|| ~[E] 5. Danh muc khach hang ]|
] -[E] 6. Danh muc Hinh thire thanh toén [+
= ~[E] 7. Danh muc Ta khodn k& toan Il
N -] 8, Danh muc Kho héng ¥
] -[E] 9. Danh myc Phén nhdm San phitm - Hang hda Edl
] [E] A Danh myc S&n pham - Hang héa ¥
N -[E] B. Danh myc Bian vi tinh ™
|| @ C. Danh myc Phong ban/Bd phan |
|| ~[E] ©. Danh muc Mhén vién ]
=Y Il o
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- Kich chudt vao nhém ngudi st dung (cita sé bén trdi) rdi phan quyén theo timg muc
trén menu bang cach check vao cot cho phép (ciwea s6 bén phai), Sau khi lya chon xong
nhan nit <<Ghi>> dé luu lai thong tin.

Chi NSD c6 vai tro ADMINS (Quan tri hé thé'ng ) moi co thé nhin thdy va thuee hién cdc thao
tdc voi phan Quan ly nguoi dung.

Luya chon ™1 cho phép quyén han dwoc thuc hién va nguoc lai.
3. Thay déi mat khau ngwoi sir dung
» Noi dung

MB&i User (tai khoan) ngudi dung s& dugc thiét 14p mot mat ma (mdt khdu), PubInvoice 2011
cho phép nguoi NSD c6 thé tu dat mat khau cho riéng minh trong qué trinh sir dung phan mém.
» Cach thyc hién

- Vao menu Hé théng\ Thay d6i mat khau nguoi str dung.

# Thay ddi méat khiu cla ngudi diing

Tén nguii diing Administrator

Mak khat ol #® ¥ Thoit
Mt khats mei o

MMk khél i (g6 lai) Aokakak

- Sau khi nhap thong tin chinh xéc vé mat khéu cii va mat khau méi, NSD chon nut
<<Pong y>> d¢€ xac nhan thay doi thanh cong.
Khi g6 mdt khau, NSD phdi tat bé go tiéng Viét (VD: Unikey hodc VietKey) va tat phim CAPS
LOCK trén ban phim mdy tinh.

NSD phdi nhé mdt khéu trong qud trinh sir dung phan mém.
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Tai liéu Huéng dan sir dung PubInvoice 2011

PHU LUC 01: MOT SO CHUC NANG KHAC

1. Bio tri h¢ théng
» Noi dung
PublInvoice 2011 cho phép NSD thuc hién viéc kiém tra di liéu bi hu, rdc cua chuong trinh
va thong bdo cho NSD biét. Viéc phat hién nay, chuong trinh s€ xur ly rdc dir li¢u va stra chira dir
liéu bi hu mot cach ty dong.
» Cach thyc hién
- Vao menu Hé thdng\B4o tri hé théng.
- NSD doi trong gidy lat s& xuat hién thong bdo bao tri thanh céng. Trong trudng hop
phat hién 161 do NSD, Publnvoice 2011 s¢ li¢t ké danh sdch thong béo.
2. Khoéa dir liéu (chi xem va in)
» Noi dung
Cho phép NSD khoa s6 toan bd ching tir da nhap liéu trong ky hach toan. Sau khi thyc hi¢n
thao tac khoa so toan bg chirng tir trong ky s€ khong stra lai dugc.
» Cach thyc hién
- Chon ky hach todn ma NSD muén khéa.
- Vao menu Hé théng\Khéa dir li€u (chi xem va in).
3. Mé khéa dir liéu
» Noi dung
Trong truong hop NSD muén stra lai cdc ching tir dd duoc khéa so trude d6, NSD thuc hién
thao tdc M¢ khéa dir ligu.
» Cach thuc hién
- Chon ky hach todn ma NSD mudn mo sd.
- Vao menu Hé théng\Mé hhdéa dit liéu.
4. Két xuit dir liéu sang phin mém HTTK
» Noi dung
PublInvoice 2011 cho phép NSD lap bdo cdo hang thing cho co quan thué thong qua viéc két
xuat ty dong sang phan mém HTTK. St dung tinh nang nay NSD khong phai lam thyc hién thao
tdc gi thém ngoai viéc kiém tra va thyuc hién lai két xuat.
» Cach thyc hién

- Vao menu Bdo cdo\ Két xuat dif li¢u sang phan mém HTTK.
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2 Kt xufit dU liEu td phdn mEm SimSoft sang HTTK

GumSoite’ 7 HTKE

tn":l‘-'lf" =
agneu w309 L0 o
Két i““ﬂ K déinba

onin mém

M3 i thué = 0303020132
Ky tinhthugé = Thang 1 nam 2011

- Néu lan dau tién st dung, NSD phai chon nit <<Khai bdo>> dé thiét 1ap duong dan
toi file thuc thi phan mém HTTK.
- Kich chudt vao nit <<Két xuat>> dé thuc hién viéc két xuét sang HTTK. Sau d6,
NSD sé thay phan mém HTTK xuat hién va chi viéc chon lya thong tin twong ng.
NSD phdai cai dat phdn mém HTTK (ciia T(fng Cuc Thué Viét Nam) trueoc khi thuc hién viéc
ket xuat nay.
Thong thuong file thwc thi phin mém HTTK ¢é dwong dan nhw sau: “C:\Program
Files\HTKK130\Projec®\ HTKK .exe”, dwong dan nay tity thuéc vao NSD cai dat HTTK.
5. HO tro truc tuyén
» Noi dung
Viéc hd trg NSD trong qud trinh st dung d6i khi 12 van dé& quan tdm hang dau cua NSD,
Publnvoice 2011 cho phép NSD két noi véi DaMi thong qua chuong trinh TeamViewer.
» Cach thuc hién
- Vo menu Gitip d3\HJ tro tryc tuyén.
- Sau khi chuong trinh TeamViewer duoc mé, NSD giri cho DaMi mé sé va mét khau
deé duogc két n6i. DaMi s€ két noi véi mdy tinh cua NSD thong qua ma s nay.
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PHU LUC 02: THONG TIN BAO MAT TREN PUBINVOICE 2011

1. Muc dich

Phan mém in héa don PubInvoice 2011 duoc st dung nham gitp DN ty in héa don mot céch:
tién loi va bdo mdt. Tai lidu nay duoc gi6i thiéu chi tiét vé cdch thirc nhan biét ciing nhu hudng
dan cdch thiét 14p tinh ning bao mat trén ting td héa don di in hodc chua in ra, gitp DN c6 thé
kiém tra xem héa don d6 c6 phai 1a héa don doanh nghiép sir dung hay khong.

2. Kiéu bao méat

M&i ky hiéu héa don chiing ta sir dung c6 thé thiét 1ap theo ma kiéu bao mat bang cich tao
mai khéa bi mat, ching ta c6 thé tu dit ma khéa bi mat theo cdch riéng biét. PubInvoice 2011
s& thong qua ma khéa bi mat nay cho ching ta biét héa don niy c6 phai dugc in tir phan mém
doanh nghiép dang st dung hay khong.

g Them

Vao Menu Danh muc\Danh muc cac kiéu bdo mat, chong lam gia, kich chon nt ta

duoc:

4% Thém ki€u bao mat mdi

M3 kigu ;

TEn kigl : Phurang phép ching lam gid thdng thirdng

1Ma khoa bi mat : 399485 13 gdm b 4 - 20 chif so
‘ = Ghi | | . Bbgua ‘

Mai kiéu: Bao gom ky tu hodc chit s6 dugc thiét 1ap khong c¢6 dau va khdng ¢ khoang trang.
Tén kiéu: La chdi ky ty hodc chit s6 bét ky.
Ma khéa bi mat dugc quy dinh nhu sau:

e Ky tu st dung 1a: Kiéu chir s6 (0...9).

e Chiéu dai ngin nhét 12 4 chir s6 va tdi da 1a 20 chir sé.

Ghi

Sau khi nhap day du thong tin nhan chon nat /= dé luu lai thong tin.
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3. Ky hiéu héa don
MB&i ky hiéu héa don khi khai bdo ngoai théng tin bat budc ching ta s& khai bdo thém thong
tin kiéu xéc thwe.

Vio Menu Danh muc\Danh muc ky hiéu (seri) héa don, kich chon nit =& ™ | ta dugc:

#: Thém danh muc ky higu hda ddn (serial)

¥4t higu ABILT

Tén ky higu hda dan da dan kurin

Hinh thc hida don T + |Hoa don turin
MEm kan hida dan 2011 2

Hda don do Co quan Thug phat hanh

Tir s& 12 Bén 58 500 2

S8 quyEn mn 2

Mody b&t 80 sirdung | 01jo1/2011 - MNoay thing bao | 15/12/2010 -

Kigu xac thuic TA0L = | Phirong phap chiing lam gia thdng thudng
| = Ghi ‘ | . Bbgua ‘

Ky hiéu: Bao gém ky tir hodc chit s6 duoc thiét 1ap khdng ¢6 du va khdng c¢6 khoang trang.
Tén ky hiéu héa don: La chdi ky ty hodc chit s6 bt ky.

Hinh thirc hoa don: T: Héa don tu in, P: Héa don dat in, E: Hoa don dién tir.

Tir s6, dén s6: La s6 bt dau dén s6 két thic cia quyén héa don.

S6 quyén: S6 lugng quyén s& sir dung ky hiéu da khai bdo.

Ngay bit dau sir dung: La ngay chinh thtc sir dung ky hiéu da khai béo.

Ngay thong bao: Ngay thong bdo véi co quan thué dé sir dung ky hiéu nay.

Kiéu xac thwe: Duoc lay tir Danh muc cédc ki€u bao mat, chong lam gia.
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4. Thong tin bao mat trén héa don
Sau khi nhap xong héa don va in ra ching ta duoc két qua thong tin ma s6 bao mat (khoanh
tron do va md vach) hinh bén duoi.

Mau sé: 01GTKT3/001

HOA DON GIA TRI GIA TANG

Ky hiéu (Serial): DM/11T
(VAT INVOICE) )
e 86 wvo): 0000001
ién 1: Luu (75t copy

Neis 0w 19 g nory 0 i w201 [ EERRNEN

CONG TY TNHH PHAN MEM DAMI

Dia chi (dddress): 24/3B Cay Tram, P.12, Q.Go Vﬁ'p, TP.HCm

Dién thoai (rey): 08.39871787 Fax: 54272093

Website: www.damivn.com E-mail: sales@damivn.com M4 s6 thué (VAT Codej): 0303020132
S6 tai khoan (Bank A/C):

Ho tén nguoi mua hang (Buyer): Vii Manh Ha
Tén don Vi (Company): CTY TNHH NHU'A DAI DPONG TIEN-CN CAN THO

Dia chi (dddress): 114 DUOGNG3/2, Q.NINH KIEU, TPCT
S6 tai khoan (Bank 4/C): 012345678910  tai NH Déng A, CN Can Tho
Hinh thtrc thanh toan (Payment method): Chuyén khoan M3 80 thué (V47 Code): 0304690411-002
Don gia Thanh tién
STT Tén hang hoa, dich vu DVT | Sb lugng (USD) (USD)
(No.) (Description) (Unit) | (Quantity) (Unit Price) (Amount)
A B ol 1 » 3=1zx8
1 | XiMing Ha Tién Cai 10,00 5,00 50,00
2 |Gach 8x8 Cai | 5.000,00 0.10 500,00
Ty gia: 22.0004/USD Téng: 550,00USD
Céng tién hang (Total amouny): 12.100.000
Thué sudt GTGT (VAT rate):  10% Tién thué GTGT (VAT): 1.210.000
Tong cong tién thanh toan (Total paymeny): 13.310.000

So tién viét bang chit (dmount in words): Muoi ba triéu ba trdm mudi ngan dong chan.

Ngwdi mua hang (Buyer) Ngudi ban hang (Seller) Thii truwémg don vi (Director)
(Ky, ght rd ho tén) (K, ghi ré ho tén) (KY, dong ddu, ghi ré ho tén)
(Sign & full name) (Sign & full name) (Sign, stamp & full name)
Vi Manh Ha Tran Thu Thiy Vé Thanh Binh
(Can kiém tra doi chiéu khi ldp, giao, nhan hoa don)
3743040835 In tqi Cong ty TNHH Phdn Mém DaMi - In tir phin mém DaMi Publnvoice 2011 ( 1308 )
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5. Kiém tra thong tin bao mit (ma sé biao mat)
Dé nhan biét thong tin trén to héa don c6 phai 1a in tir phdn mém DaMi PubInvoice 2011 hay
khong chiing ta thuc hién moét trong céac céach sau:
5.1. Cach 1: Kiém tra nhanh
M s6 bén géc phai dudi cta td héa don gom 4 ky tw duogc tinh todn nhu sau:
Ky tw thir 1: La Quy trong Nam. Dya ngay héa don chiing ta c6 Quy
Ky tw thir 2: La s6 thi ty Thir trong Tuan (Chii Nhdt: 0, Thit 2 : 1, Thik 3: 2, Thit 4: 3, Thit 5:
4, Thir 6: 5, Thir 7: 6). Dya vao ngay héa don chuing ta c6 so thur ty Thir trong Tuan.
Ky tw thir 3 va 4: La 2 ky tu cudi caa diy s6 Tong cong (I téng cdc chir s6 cong lai ciia
tong tién thanh todn trén héa don)
Vi du: Thong tin to héa don (hinh trén): S6 héa don 1a 0000001, ngay 19/01/2011 va tong
cong tién thanh toan la: 13.310.000 dong, ta tinh todn nhu sau:
o Ngay héa don 19/01/2011 1a thudc Quy 1 = Ky tu thir 1 1a: 1
o Ngay héa don 19/01/2011 1a Thtr 4 trong tuan =» Ky tu cia Thur 4 la: 3

o Tong cong tién thanh todn 13.310.000 dong ta dugc:
14+343+1+0+0+0+0+0=8=> Haiky twcudila: 08
Chii ¥: Gid sir chiéu dai day so Tong céng dai hon 2 chir s6 (vi du: 5214) thi ching ta
chi ldy 2 ky tw cudi cing (vi du: ta ldy la 14) hodc chiéu dai day sé Tong cong la 1
chir s6 thi chiing ta thém 56 0 & dau (nhuw vi du trén la: 08).
= Két qua ta duoc sd: 1308

Thuy Vé Thanh Binh
hi ldp, giao, nhdn hoa don) ppemm—
- In tir phan mém DaMi Publnvoice 2011 1308

5.2. Cach 2: Kiém tra dwa vio tién ich

Kiém tra thong tin trén t& héa don héa don ching ta di in hodc chua in c¢6 day sb (khoanh
tron bén duwéi) & goc bén tri dudi cua to héa don bao gom 10 ky tw duoc phin mém tinh todn va
hién thi nhu hinh sau.

Vi Manh Ha Tran Thu
(Can kiém tra doi chiéu ki

|
( 3743040835 ] In tai Céng ty TNHH Phdn Mém DaMi

Keé tiép, vao Menu Gidp do\Kiém tra ma so biao mat

Nhap thong tin theo t& héa don bao gom: Ky hiéu héa don, S6 héa don, Ngay héa don, M sb
thué ciia ngudi mua hang, Tong gid tri thanh toan trén héa don, M khéa bi mét (muc 2. Kiéu
bdo mdt)

Dua thong tin trén t& héa don (muc 4. Thong tin bao mdt trén hoa don ) nhap vao giao dién
kiém tra ma s6 bao mat, sau khi nhap dﬁy du kich ndt [ *enva | g duoc nhu sau:
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# Kiém tra ma s bao mat

K higu (Serial) ; DMiLLT Hi Tri v8 |
56 hisa don : 0000001

Mgy hoa don 19/01/2011 -

M3 st thug ngudi mua @ | 030469041 1-002

Tang gia kri thanh kodn : 13.310.000 2

M3 khaa b mat 399455

M3 si 1 (bén trai)
( 3743040835

M4 s 2 (bén phai)

1308 J Kigmtra

Mai sb 1 (khoanh do hinh trén) va ma sd géc trai dudi trén to héa don khép nhau thi ching ta
két luan 12 ding.

5.3. Cach 3: Kiém tra dya vao mi vach.

Trong truong hop ca 2 cédch trén van chua kiém tra duge héa don 1a do phan mém ching ta sir
dung in ra hay khong thi cach 3 sé dugc su dung voi sy giip dd cua Cong ty DaMi. Ma vach
dugc ma hoa thong tin trén to héa don nhu hinh sau:

V6i ma vach nay DaMi sé sir dung ddu doc ma vach théng thudng dé quét va két qua s& cho
ra mot diy ma goém cic sd dang Hexa, tir ddy sb ndy dua theo cich thirc ma héa DaMi (khong
dirge cong bo) s& tra 161 ban chic chin 12 héa don ¢6 duoc in tir phan mém DaMi PubInvoice
2011 dang cai tai doanh nghiép hay khong.

Pé duoc gitip d& theo cdch nay hdy lién hé véi DaMi theo sb: (08) 39 87 17 87 hoic
0906 399 488.
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