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. GIOI THIEU

Hoéa don dién t&r VI NA dwoc xay dwng dwa trén Nghi dinh 123/2020/ND-CP va
Nghi dinh 70/2025. Theo huwéng dan cla Théng tw 78/2021/TT-BTC va Théng tw
32/2025 chia B6 Tai Chinh vé viéc khéi tao, phat hanh va s dung héa don dién tir
ban hang hda, cung tng dich vu.

Hoéa don dién ti VI NA |a tap hop cac théng diép di liéu dién t&r vé: Ban hang
hoa, cung cép dich vu. Buoc khdi tao, 1ap, x& Iy va lwu trir trén hé thdng may tinh
theo quy dinh ctia phap luat vé giao dich dién t&. Thay thé cho cach xuéat hoa don,
chuyén hoa don cho khach hang va lwu trir héa don theo phwong thirc truyén théng.

Viéc sir dung héa don dién t&r VI NA mang lai rat nhiéu lgi ich thiét thwc cho
doanh nghiép nhu:

«  Giam chi phi in 4n, lwu trr, van chuyé&n héa don, khai thac héa don;
«  Thuan tién cho viéc hoach toan ké toan, dbi chiéu dir liéu, ké khai, nop thué;
- Téang tinh nang an toan, tranh cac rdi ro, that lac, hw héng...

Khéng nhirng thé, viéc ap dung hoa don dién tlr phu hop véi cong nghé tién tién
dang dwoc ap dung trén thé gidi nhw Mobile Banking, Internet Banking, SMS
Banking,...Dbi v&i khach hang ké khai thué, hoa don dién tir dwoc co quan thué chap
nhan nhw héa don gidy.

Khi trién khai dich vu héa don dién t&, VI NA da bao ddm céac diéu kién: Ha tang
vé cong nghé théng tin dé lwu trir, st dung chirng tir dién t&r va phai cé chi ky dién
tr; st dung phan mém hoéa don dién t& tw xay dwng; ban hanh quyét dinh ap dung
hoa don dién tir va glri Thdng bao phat hanh héa don dién ti t&i co quan thué; Théng
bao cho khach hang vé dinh dang héa don va cach thirc truyén nhan héa don dién

>

.
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CHU'C NANG HOA DON DPIEN TU:

CONG TY CO PHAN CH KY SO VI NA

. Quan ly héa don

- Thém maoi
- Phat hanh
- Upload héa don nhap

. Xt ly héa don

Tao diéu chinh/thay thé

Danh séach diéu chinh/thay thé
Hay hoa don (hét hiéu Iuc)
Thong bao sai sot 04/SS-HDDT

. Phiéu xuat kho

- Thém maoi
- Phat hanh
- Upload pxk nhap

. Quan ly chirng tir TNCN

Thém mai

Phat hanh

Tao diéu chinh/thay thé

Thong bao sai sot 04/SS-HDDT

. Danh muc

- Upload Danh sach khach

. Quan tri hé thong

Quan ly chieng thw sb

- Céu hinh email

- CAu hinh tién té

- Céu hinh chung

- CAu hinh méac dinh cho cac
tai khoan.

- Céu hinh riéng cho tai khoan

hang - Quan ly chi nhanh
- Upload Danh sach san pham - Quan tri ngwoi dung
- Quan tri tai khoan tra cru
. Cau hinh . Bao cao

Tinh hinh str dung héa don
Bang ké hoa don ban ra

Bao cao hoa don dang str dung
B&o céo chi tiét héa don

Cac loai bao cao khac...
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1. Quan ly héa don

1.1  Giao dién Thém mé&i héa don, cé hai phan chinh.

Nhap théng tin ngwdi mua hang hodc nhap ma sé thué nhan Menu “Lay théng tin”

tw dong tir hé théng.

Ho tén nguwdi mua hang (Buyer's name):

Tén don vi (Company):

13 56 thué (Tax code)

Bia chi (Address)

Bién thoai (Tel.): Email
Hinh thirc thanh toan (Payment method):  Tién mat/Chuyén khodn v S0 tai knodn (Alc No.) Ngan hang (Bank)
Loa\tién(Currency} VND v Ty gid (Exchange rate): 1.00

Tién hanh nhap céac théng tin can thiét sau dé nhan lwu lai.

STT Tinh chét Tén s3n phim Bon vi tinh 86 lwgng Pon gid Thanh tién
(No.) (Type) (Description) (Unit) (Quantity) (Price) (Amount)
Hanghoa v fest cal 1 100.000,00 100.000,00
Chiét khdu
Ghichl
Céng tién hang haardich vu (Total) 10000000
Thué GTGT (VAT)  10% v Tong tién thué (Total tax) 10.000,00
Tong cang (Total payment) 110.000,00
6 1ién bang chik (Amountin words) 1t trim mudi nghin déng
Luwuy:

e Hang héa: cac loai hang héa, san pham, dich vu,...

e Chiét khau: sé tién dwoc chiét khiu, hé théng tw tinh gia tri am, triv

vao tong tién.
o Khuyén maii: hang hoa, san pham tang kém ...

e Ghi chu: ghi cha trong ndi dung héa don (khdng tinh tién trong muc

nay).

- Hoa don cé hd tro chirc ndng khodng hién thj sb thr tw bang cach bd dau Tick

6 “STT".

- Hé thdng c6 hé trg chirc nang Upload san phdm bang biéu twong

File

mau co thé tai vé & phan mém hd tro trong thw muc hé tro “Mau import noi

dung san pham” .
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1.2 Danh sach hoéa don

Danh sach hoa don c6 ma

M3u 56, ky hiéu: S hoa don: M3& 56 thué
1C22TVN ~
Ky ke toan: Tir ngay Bén ngay:
—-Tét cé— v dd/mm/yyyy o dd/mm/yyyy u]
Tén cang ty/ ngudi mua hang: Loai HD: Trang thai:
—Tat cé— v —Tét ci— -

Chon  Méu sé, ky hiéu sé Ngay xuét Ma sb thué Tén cong ty Loai HD Nguoi tao Téng tién Ma cta co quan thué Trang thai Ly do
1C22TVN 6 31/05/2022 8117401985 Phan Thu Huong Mai 0309612872 10.000,00 00AA24E924FCF742DABS Da cdp ma
999 3905685721E3F1
1C22TVN 5 26/01/2022 0313027521 CONG TY TNHH DAU Moi 0309612872 731.000,00 OOCFCF9F83D6004C2686 Dacdp ma
TU GIAI PHAP CONG 999 1991521BBDAE3E
NGHE TOI UU

Nhirng thao tac sau khi tim kiém:
1. Doi v&i héa don da cap ma:
Sao chép héa don

Xem hoa don
Gutri mail héa don

- Pinh kém bién ban

Chuyén déi héa don

2. Doi véi héa don chwa ky:

Stra déi hoa don
O Xdéa hda don chwa ky

3. Ky héa don :
- Hé thdng hé tro ky theo 16 hodc tirng hoa don. Co thé chon 1 trang hoac
1 t& tuy theo nhu cau phat hanh.
Danh sach héa don cé ma

M&u s6, ky higu: 50 hoa don: M3 s6 thue
1C22TRM v
Ky ké toan: Tir ngay Bén ngay.
T4t e v ddimm/yyyy (m] dd/mm/yyyy =]
Tén cang ty/ nguéi mua hang: Loai HD: Trang thai:
-—-Tat ci— ~ -=Téal Cd—n ~

8 Chon  MAu sé, ky higu 86 Ngay xudt Ma sé thué Tén cong ty Loal HD Ngwéid tao Téng tién M cua co' quan thué Trang théi Ly do
. & 1C22TRM 3 220062022 Thay thé 0309612672- 0,00 Chua ky
999
] o 1C22TRM 2 22/06/2022 Thay the 0309612872- 0,00 Chura ky
B 999
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- Co thé ky bén trong sau khi chon biéu twgng stra héa don dé xem néi
dung hoa don trwde khi ky hoa don.
sSTT Tén san pham Bon vi tinh S6 lrong Bon gia Thanh tién Giam gia
(No.) (Description) (Unit) (Quantity) (Price) (Amount) (Discount)
BAN PHiM 4 céi 1 120,000 10,000 O
O
Cong tién hang hoa/dich vy (Total) 10,000
Thué GTGT (VAT) 10% » Téng tién thué (Total tax) 1,000
T5ng cdng (Total payment) 11.000

s6 uéhﬁ (Amount in words)  Mu&i mét nghin déng

1.3 Upload héa dorn nhap theo file import

Nhép va phan “Quan ly héa don” => Chon “Upload Héa don nhap

Upload héa don nhap

Mau sb 1G22TVN v Upload File Chen #ép | Khéing o4 tép ndo duoc chor

Chon loai mau File Import phu hop véi loai hda don mau da chon.

- Chon mau sb va ky hiéu héa don can Upload.

- Chon mau Import. Nhap théng tin héa don theo sau do lwu lai.

- Nhap vao 6 “Chon tép” dé upload file théng tin vira tao => Nhan nat “Péng y”

1.5 Danh sach héa dorn nhap

- Nhp vao “Danh sach héa don nhap” trong menu “Quan ly héa don” dé kiém

tra cac héa don nhap vira Upload. o o

+ Tai danh sach nhap c6 thé chinh stra, cap s6 1 héa don hoadc cap s6 hang loat
hoa don.

Quan ly héa don nhap

M3u sé, ky higu: Sé hoa don, M3 sb thué
1C22TAL v
M3 s thué: Tir ngay: Dén ngay:
dd/mm/yyyy (m] dd/mm/yyyy o
Miu sé Ky higu Ngay tao M3 sé thué Tén Khach hang Tén céng ty Téng ti Chol
1 C22TAL GONG TY GO PHAN CHIF KY SO VI NA 594.000,00
1 2TAL 1 CONG TY GO PHAN CHOY KY SO VI NA 440.001,10
1 C22TAL 19/07/20 CONG TY CO PHAN CHIF KY SO VI NA 242.000,55
1 c22TAL 19/0712022 CONG TY CO PHAN CHI KY SO VI NA 594.000,00
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2. Xtr ly héa don

- Chon vao biéu twgng —  clia s6 hda don can Diéu chinh/Thay theé.
Chon Dieu chinh/Thay the

Danh séch héa don cé ma

Miu s6, ky hiéu 6 hoa don: M3 s6 thué
1C22TLN -
Ky ké toan: Tir ngay: Bén ngay
—Tét cd— -
Tén cong ty/ ngurdi mua hang Loai hoa don Trang thai
—Titcad— - ——TAtcd—
Tim
Loai Trang
o Chon  Mau sb, ky hiéu S8 Ngay xudt M sb thué Tén Khach hang Tén cong ty HD Téng tién M cila co quan thué thai Ly do
g 1C22TIN 23 2eM22022 0309612872 VINA-KiBmthir HODT coma Mg 580.000,00 Knong hop 20001 Sai dinh dang o &y HDONDLHDGNTTChung/PBan : Phién ban khang hop 1é
- 999 i HDON/DLHDON/NDHDONNMUaIMST : dinh dang khdng horp 16
O 1C2TIN 22 28122022 0309612872 VINA-Kiém thir HDDT coma  Méi 83000000 00365003F2404B432183DF78 DA chp ma
- £028378380

0O 21 23122022 03096 VINA-Kiém the HDBT coma  Hiy 00,00

VINA-Kiém thr HOBT com3  Hiy 00,00

VINA- Kiém thy HOBT cOma | Hly 00,00

éming HOBT com3  Hiy 00,00

] : 17 231212022 Nouyén van A VINA-Kiém thir HOBT coma  Hy 10.000,00

1C22TLN 16 231272022 Nauyén Van A VINA-Kigm thiy HODT coma M6 110.000.00 0041AA30ABECB74844B1D4 DA cépma

- Nhap “Ly do diéu chinh/thay thé”.
- Nhap Email nhan thong bao.

Tim hoa don can diéu chinh/thay thé

AU s6, Ky nigu

1C22TLN e
S0 hoa don 2
Loai diéu chinh/tnay thé Biéu chinh

Ly do diéu chinh/thay thé: *

Email nhan théng béo:

Xem héa don ]I I

- Nhan vao menu “Tao héa don diéu chinh/thay the”
-> Hé thong tao ra mét héa don mdi giong héa don can dieu chinh/thay
thé
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Héa don Diéu chinh giam:

CONG TY CO PHAN CH KY SO VI NA

)
n .y TN . e n ’ A - . X
o Nhéap gia tri am twong tai cac cét twong rng can giam: SO lwong,
Pon gia, Thanh tién
Vi du:
o Giam sb lwgng la 1 thi chi nhap dau am tai cét sé lvong: -1
. > . ~ N > N X N . n s
o Giam don qgia la 100.000 thi chi nhap dau am tai cét don gia: -
Giam 30% thué CJ
STT  BCdéng Tinh chat Tén san pham Bon vi tinh S0 lweng DG trwéc thué TT trwdre thué
(No.)  (Adj. row) (Type) (Description) (Unit) (Quantity) (Price excl. VAT) (Amount excl. VAT)
1 Hanghdéa ~ | lestdiéuchinh gidm -100.000,00 -100.000,00
Hanghéa ~ p
éng tign hang haa/dich vu (Total) -100.000
Thué GTGT (VAT) KCT v Téng tién thué (Total tax) 0
Tdéng cdng (Total payment) -100.000
Sé tién bing chit (Amount in words)  Biéu chinh gidm mot tram nghin ddng
« Hoéa don Diéu chinh tang:
o Nhap gia tri dwong tai cac codt twong rng can tang: So lwong, Bon
gia, Thanh tién
Giam 30% thué [
STT DCdong Tinh chat Tén san pham Bon vi tinh S0 lwong DG trwéc thué TT trwrdre thue
(No.)  (Adj. row) (Type) (Description) {Unit) (Quantity) (Price excl. VAT) (Amount excl. VAT)
Hanghoa v | lesttdng p 0,00 100.000,00
Hang hda ~ p
Cdng tién hang hoa/dich vy (Tolal) 100.000
Thué GTGT (VAT) KCT v Tdng tién thué (Total tax) 0
Téng céng (Total payment) 100.000

S6 tign bang chif (Amount in words) MGt tram nghin déng

o Kiém tra lai théng tin rdi Lwu lai. Chon Duyét ky hoa don binh
thwong
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« Hoéa don thay thé:

CONG TY CO PHAN CH KY SO VI NA

o Nhéap théng tin binh thwdng nhw hoa don mdéi

Giam 30% thué CJ

s6 tign béng chif (Amount in words)

Bén tram bon muroi nghin déng

STT Tinh chét Tén san phim Don vi tinh 56 lwong DG trwdre thué TT trwdre thué
(No.) (Type) (Description) (Unit) (Quantity) (Price excl. VAT) (Amount excl. VAT)
Hanghéa ~ testthay thé y qoi 2 200.000,00 400.000,00
Hang héa v P
Cong tién hang hdaldich vu (Total) 400.000
Thué GTGT (VAT) 10% Tdng tién thué (Total tax) 40.000
Téng céng (Total payment) 440.000

o Kiém tra lai théng tin rdi Lwu lai. Chon Duyét ky hoa don binh

thwong

Kiém tra lai thdng tin rdi Lwu lai. Chon Duyét ky hoa don binh thuéng

2.2 Danh sach diéu chinh/thay thé

Danh sach diéu chinh/ thay the
M&u sé Ky hidu Trang thal bién ban: Loal hoa don
Tt cd— v ——Tét cd— - T4t G -
Ky ke toan: Tu ngay: Ben ngay:
—Tal ca-— ~ 01/07/2022 a 19/07/2022 (m]
Xem[10 | myc Tim:
Hoa don diéu chinh | thay thé Hoa dom bj digu chinh | thay thé Bién bin
sTT Miu sé, ky higu 54 héa don Logl hea don Ngay xuit  Xem Miu 36, ky higu Séhéadon  Xem Ly do Trang thal Chen
1C227AB 6210 18/07/2022 1G22TAB 1 1 Chua tao
2 6C22NMC 07/202; NMC test Chua tao
3 1C22TAX o7 6/07/2022 1G22TAX %6 test Chua tao
4 1C22TAX 9% Thay thé 6/07/2022 22TAX test Chua tao

Hé thdng hd tro khach hang Upload bién ban da ky hoac tao bién ban ky s0.
- Trwdng hop Upload bién bén,dé ky vui long chon biéu twong kep giay. Nhap ly
do va email nhan théng bao néu chwa cé. Tien hanh chon Upload file bién ban

da ky sau d6 nhan Luwu lai.
Cap nhat bién ban diéu chinh/ thay thé héa don

Thoéng tin héa don

Mau sé Ky hiéu S6 héa don

1 C22TAB 0006210

Loai diéu chinh/thay thé

Ly do diéu chinhithay thé 1
Bién ban diéu chinh/thay thé da ky (Kich thudc file tdl da 10MB)
Email nhan théng bao:

Méau sé b diéu chinhithay thé

Biéu chinh

Ky hiéu bj diéu chinh/thay thé

C22TAB

Chon t§p | Khdng co tép nao dugc chon

S0 hoa don bi diéu chinh/thay the

0000001
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- Trwrng hop mudn tao bién ban ky sé vui long chon biéu twong 6 vudng cé
cay bit.

Loai diéu chinhvthay thé Biu chinh

56 dn thoa Em
Diachi
4 414 Nguyén Phi Khanh, Phusémg Tén Binh, Cudn 1, TP H3 Chi Minh
B vimua
Chicwy
56 dien thoa Emai nhan thong béo
Ngay tao bién bin Kir khai bao thué Nam
19/07/2022 a] Tt ci— v

Néi dung truére didu chinh

Néi dung sau digu chinh:

- Nhép day du cac 6 ndi dung clia bién ban sau d6 nhan nat “Luwu lai” dé hoan
tat viéc tao bién ban. ]
Lwu y: Chon dung ky tinh thué va nam tai chinh trong bién ban.

- Nhép vao biéu twong duyét ky bién ban.

- Nhép vao biéu twong xem bién ban. C6 thé thuc hién Duyét ky, In bién
ban & muc nay.

2.3 Tao héa don huy
1. Chon vao biéu twong ctia s6 héa don can Hay. Chon Huy héa don.

@ Danh sach hoa don c6 méa
5 MAu s6, ky higu: S6 hoa don M4 s6 thué
1C22TLN
o]
Ky ké toan: Tir ngay: Bén ngay
& P
—Tétca—
Tén cong ty/ nguai mua hang Loai hoa don Trang thai
% —Tht cA— - —Tht ca—
@
Tim:
(=] Chon  Mau sd, ky hiéu 56 Ngay xudt M s6 thué Tén Khdch hang Tén cong ty Loai HD Téng tién M ciia co quan thué Trang théi Ly df
) C22TLN 1 2122022 0300 VI NA- Kiém thiy HBBT co ma Hiy 1.100.00  00624200BDAIDCA2970FIBOECAAIGESL5 92 cApmi
O D 1C22TLN 20 231212022 0309612872-999 VI NA- Kiém thir HODT co ma WG 1.100,00  03F3AQABCADS546ADSFI2DEACER9340E 93 cApmia
) 19 2371212022 0309612872-999 VI NA- Kiém thir HODT co ma WG 1.100,00  00028EB4165DDF 496500 1157E106F652ED 93 cApmia
o 18 2311212022 0309612872-999 VI NA- Kiém thiy HBBT ¢o ma MG 1.100,00 | 0032267051F50D4AE19DAIFBOCE1602279 D3 cipma
o 17 2311212022 Nguyén van A VI NA- Kiém thiy HBBT ¢o ma M6 110.000,00 00DT5399AE13664D039CEF56D2598 16FFF D3 cipma
o 16 2311212022 Nguyén van A VI NA- Kiém thiy HBBT ¢o ma M6 110.000,00 0041AA39ABECET4844B1DA90EGERES44DA D3 cipma
5 Didu chinh
o _ 15 201212022 Nguyén van A VI NA- Kiém thiy HBBT ¢o ma M6 110.000,00  00430CE94E34054CA4B2506DEB319DCBS3 D3 cipma
- 14 201212022 Nouyén Vin A VI NA- Kiém thiy HDOT co ma MG 110.000,00 00635F453BBCIC4116A41E63D06TES 179D Pacdpmi

2. Nhap ly do hady, chon Déng y
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Hay héa don

$6 hoa don: 20

Nhap Iy do hiy* Sai t&n hang hod

|
3. Danh muc
41 Danh sach khach hang:
Quan ly danh sach khach hang Upload danh sach khach hang
M s6 thué Upload: | chocse File | Mo file chosen

File Mau import khach hang

- Hé thc:')ng hd tro khach hang thém mai 1 khach hang
- C6 thé Upload hang loat khach hang theo file mau dinh kém

4.2 Danh sach san pham
Quan ly danh séch san phdm Upload danh sach san phdm

Tén san pham: Upload - [ Choose File | No file chosen

file mdu import s3n pham xlsx

- Hé thong hé tro' khach hang thém moi 1 san pham
- Cé thé Upload hang loat san pham theo file mau dinh kém

4. Quan tri hé théng

5.1 Quan ly chirng thw sé

Quan ly chirng thu sé

STT Loai chirng thw $6 serial Ngay hiéu lyc Ngay hét hidu lwc
1 Token 540101072AD6719919F7158E55B0326A 25/09/2020 10:18:51 25/09/2022 10:18:51
2 Token 540101076A8778B3881C3DCI10BFEBESF 22/10/2020 13:38:36 22/10/2021 13:38:36

- Thém méi chirng thw s6 bang Token ,
- Thém mé&i chirng thw s6 HSM do VI NA cung cap.
- Xem Seri, hiéu lwc chirng thu sé dang st dung

11

xIsx

Trang thai
Duyét

Duyét
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5.2 Quan ly chi nhanh

Quan ly chi nhanh
Thém méi

STT M3 s6 thué Tén chi nhanh Bia chi Ngay tao chon

1 1101799630 CONG TY TNHH HUNG MY PHU L8 B1, Buéng Ngang 1, Khu céng nghigp Phi An Thanh, X& An Thanh, Huyén Bén Lirc, Long An  22/02/2021 15:40°53

- Khach hang cé chi nhanh xuét héa don dung chung hodc dung riéng
(khac mau sb, ky hiéu).

5.3 Quan tri ngw®i dung
Khach hang c6 tai khoan con dwoc phan quyén sir dung cac chirc nang trén

hé thdng tai khoan hoa don.
Quan ly tai khoan

Tén don vi Tai khodn
STT Téndenvi Tén dang nhdp Email Dién thoai Dia chi IPIMA sé thué khach hang  Trang thai Chon
1 TEST HOABON DIEN TU SMARTVAS 123456789 khaibaothue hcm@gmail.com 18006276 Dang st dung D
. ) X R Phén quyén
2 Tiéucwrong daily teeee1t locnp@smartsign.com.vn Dang st dung

Knéi phuc mét khau
Knhoa tai khodn

- C6 nhiéu chirc nang: phan quyén, khoi phuc mat khau, khoa tai
khodn, stra tai khoan dbi v&i tai khoan con clia khach hang.
- Chlrc nang phan quyén tai khodn con: Xem, stra, x6a, duyét...
cho trng chirc ndng ctia hé théng héa don dién tor.
e Quan ly ngwei ban: phan quyén cho phép tai khoan con cua
khach hang thyc hién cac chirc nang:

Quan Iy ngwdi ban

» Thém tai khoan con hem & iodncon B
= Xoa tai khoan con Xéa i Knodn con 0
= Stra tai khoan con St ko con 0
» Khoéa/mé khda tai khoan B 0

Phan quyén

* Phan quyén
= Khbi phuc mat khau
= Xem tai khoan khach hang

Khai phyc mét khdu

Xem tai khoan khdch hang
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e Bao cao: phan quyén cho phép tai khoan con cta khach hang
thao tac cac chwrc nang:

» Bang ké héa don banra
= Bang ké phiéu xuat kho
» B4&o cao chi tiét hda don 1
» B4&o cao chi tiét hda don 2
= B4&o cdo chi tiét hda don 3
= B4&o c4o chi tiét hda don 4
» Ba&o cao hoa don dang str dung o e 0
= B4&o cdo héa don diéu chinh 30 010 don 1o 5 e

Bao cdo
Bang k& hda don ban ra
Bang k& phiéu xudt kho
Bo cao chi tiét hoa don 1
B0 cao chitiét hoa don 2

B40 c40 chi tiét hoa don 3

- Béo Ca'o héa do,n hl]y Bo cao hoa don digu chinh 0
= Bao cdo hda don thay thé B20 ¢ a on iy 0
» Thdéng k& doanh thu theo nguwdi socenaonnam: 0

mua Théng k& doanh thu thea ngurdi mua 0
= Tinh hinh st dung héa don Tin inh s dung éa don 0

e Quan ly phiéu xuéat kho: cho phép tai khodn con clia khach hang
c6 thé st dung cac chirc nang:

Quan Iy phiéu xudt kho

= GG mail phiéu xuét kho St o s -
= Ky phiéu xuét kho
= Slra phiéu xuat kho st picu it kno .
= Tao phiéu xuét kho T phiy st kho o

Xem phigu xuat kho

= Xem phiéu xuét kho e
= Xoéa phiéu xuat kho e
e Dang ki phat hanh: tai khoan con dwoc phan quyén thwc hién
cac chwc nang: Diing ky phdt hanh
= Xem théng bao phat hanh Xem thdng bio phat hinh
* Thém thdong bao phat hanh .. ssn o onanamn
» Stra thong bao phat hanh
=  Xoba thdng bao phat hanh
» Tao quyét dinh phat hanh
» Tao phiéu dang ki st dung
hoa don

Stra théng bao phat hanh
Xoa thdng bao phat hanh
Tao quyét dinh phat hanh

Tao phiéu dang ky st dung héa don

e Quan ly chi nhanh: phan quyén cho phép tai khoan con thao tac:
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= Xem chi nhanh Quin 19 e nnsnn .
= Thém chi nhanh I :
» Stra chi nhanh -
= Xoa chi nhanh ez chianann o

e Quan ly cau hinh: phan quyén cho phép tai khoan con st dung

cac chire nang: Quin'y céu hinh .
= Xem chirc nang mac dinh cho  encnimmacam cnocic aitnoan .
cac tai khoan L céu hinh méc dinh cho céc tai knodn q
= Lwu céu hinh mac dinh cho CAC ot enciunin .

tai khoan Knach hang tu ieu cAu hin

= Khach hang tw xem cu hinh

*  Nguwoi dung tw lwu ciu hinh

* Nguwoi dung tw xem cu hinh

= Xem ciu hinh email gt héa don
» Lwu cAu hinh email gtri hoa don
» Xem cAu hinh tién té

» Lwu cau hinh tién té

Ngudi ding tu ew cdu hinh
Ngudi ding tu xem cAu hinh
Xem céu hinh Email qi¥i héa don
Luu cAu hinh Email gii héa don
Xem cdu hinh tign t&

Luu cAu hinh fién t€

e Quan ly mau héa don: phan quyén cho phép tai khoan con st
dung céac chirc nang ctia mau hoa don trén hé thdng:

» Sira héa don mau o Gy

»  Xuat XML e =

=  Xem thw vién mau e

= Xem hoa don mau

= Thém hdéa don mau

= Xo6a hoa don mau

= Duyét hda don mau

= Pang ki str dung — thdng bao phat
hanh Thay 8 thng e ha g

» Thay dbi théng tin trén héa don eyl ey 08 g tn

= Duyét thay déi théng tin

Xem thir vién mau
Xem hoa don mdu
Thém hoa don mau
Xo¢a hoa don mau

Duyét héa don méu

Dang ky st dung - théng bao phét hanh

e Quan ly héa don: phan quyén tai khoan con cé thé thuc hién
cac tinh nang:
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=  Xem hoda don nhép Quan Iy héa don 5
] Tao hc’)a do;n nhép Xem héa don nhép -
n Upload hda don nhép Tao héa don nhap .
n SCpa h(’)a d’o;n nhép Upload héa don nhap -
n Xéa hc')a do,n nhép Sira héa don nhap -
- Cép Sé héa do’n Xda hda don nhap 0
™ Xem héa do,n Cép 56 hoa don 0
n Tao héa dO’n Xem hoa don 0
= Stra héa don ot den 0
. Xéa héa dO’n Stra hoa don 0
- Ky héa do’n Xoa hda don 0
P P Ky hoa don
= Sao chép hoa don -
4 ’ Sao chép hda don 0
= Xuat héa don ra PDF
G > . | h , d Xuét héa don ra PDF 0
- Wl mail noa don
- ‘Dl’nh kém b|én bén Giri mail hda don 0
L, Y 5 x Dinh kém bién ban 0
= Xem hoéa don dieu chinh/thay thé ‘ ,
T h L, d d_ A h’ h/th th x Xem héa don diéu chinh/thay the 0
- ao hoa don dieu chin a e
., , . y x Tao héa don didu chinhithay thé 0
= Huy héa don hang loat theo mau -
Huy haa don hang loat theo mau TBO3 0

TBO03

e Quan ly ngw®i mua: phan quyén cho tai khodn thwc hién cac

Sira tai knodn tra ciru

=  Xem tai khoan tra ctru

Khoa / mé khoa tai khodn fra ciru

= Tao tai khoan tra ctru

= Stra tai khodn tra ctru

= Xoba tai khoan tra ctru

=  Khoéa/mé tai khoan tra ctru

» Khéi phuc mat khau tai khodn tra ctru

chirc ndng co trén hé théng héa don: :
" Xem khach hang -
= Tao khach hang .
» Stra khach hang p
= Xoba khach hang P—— B
= Upload khach hang

Khéi phuc méat khdu tai khodn tra clru

e Quan ly chirng thw sé: phan quyén cho tai khoan con s dung
cac chire nang:

Quan Iy chirng thw sé

= Xem chirng thw s6 Xemchimg .
n Thém Chl:l)ng thuJ Sé Thém chikng thu s6 token O
n Thém Chl:Png thu; Sé HSM Thém chiFng thy s& HSM O
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e Quan ly hop dong: tai khoan con dwoc phan quyén cé thé thuc
hién chrc nang:
= Xem hop déng
= Ky hop déng

Quan Iy hep déng
Xem hgp ding

Ky hop déing

e Quan ly san pham: tai khoan con dwoc phan quyén cho phép

str dung cac chirc nang: Quin 1 sin pnim .
=  Xem san pham Xem sdn pném 0
= Thém san phdm Thém sén phdm 0
= S(ra san pham SRS O

- Xéa Sén phém Xéa san pham
» Upload san phdm

Upload san pham

6.4 Quan tri tai khoan tra ctru
Quan ly tai khoan tra ctru

Hovatén: Tai knodn

STT Hovatén Tén dang nhap Email Dién thoai Bia chi IPIMA s6 thué khich hang Trang thai Chon

- Déi v&i ngwdi mua hang c6 nhiéu héa don cung 1 ltc. Nguwoi
ban cé thé st dung chirc nang nay tao tai khoan cho ngwdi mua hang.

- Nguwdi mua hang cé thé truy cap tai khodn ngwdi ban cép
dé xem hoa don, tai t4t ca hda don cung 1 luc.

5. Cau hinh
6.1 Cau hinh email
- Chon theo biéu twrong miii tén mau do nhu hinh bén dudi:

@mart i ==

CONG TY CO PHAN NHIEN

LIEU SAI GON

0300631013
(& Pang ky phat hanh <
& To khai <
[8} Danh muc <
£+ Quan tri hé théng <

Cau hinh email :

- Chon CAu hinh email, tick chudt vao 6 sir dung mail hé thong bén goc phai sau do
“Luu lai” dé hoan thanh qua trinh cau hinh str dung mail h¢ thong.
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Céu hinh email héa don cho khach hang

Stk dung Mail hé théng:

Bia chi email server mail.smartvas.vn

Port givi mail * 25

Tai khoan email hoadondientu@smartvas. vn

Mat khdu =

Phureng thirc s -

Tiéu ae Héa Bon Dién T

6.2 C4u hinh Gmail:
Budre 1:
Truy cap link https://myaccount.google.com

Google

B R U

- s

DE ti&p tue, trurdc tién, hay xac minh danh tinh cla ban

[ MNhap mat khau cua ban

[ Hiénthi mat khau

- Chon thé bao mat chon mat khau ung dung

Trang chi

4 @

Théng tin ¢ nhan Dang nhap vao Google

Du liéu va ca nhan hoéa

> 0

2} Moingusi va chia sé Mat khau Thay ddi Ian gan ddy nhat: 1 thg 6, 2018 >
Thanh tean va dang ky ) } N

= Xac minh 2 budc @ Bit >

© oisithizu Mat khau tmg dung Khéng c6 >

Chon “bao mat” sau d6 chon “méat khau ung dung”. Tiép tuc nhap mat khéu va nhén
tiép theo.
Luu y: Truong hop xac minh 2 budc dang tit, thi vui 1ong bat chirc ning xac minh 2 budc
trude khi tao mat khau Gmg dung.
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Google

DE 1i&p tue, trude tién, hdy xéc minh danh tinh cla ban

{ Mhap méat khiu cda ban

[] Hi&nthi mat khiu

st ==

- Chon ung dung la khac (Tén tuy chinh)

« Mat khdu Urng dung

shép ban dang nhép vao Tai khon Goo
T 2 buge. Ban chi can P

Mat khdu g dung ciia ban

Tén Datao Buge st dung fan cugi

hddt 24thg 5

Chon (g dung va thiét bj ban mush tao mét khu img dung.
Chen tmg dung Chon thigt bl
Thu
Lich
Danh ba
YouTube

Khic (Tén tiy chinh)

- Nhap tén tiiy thich va nhan tao

Chon (ng dung va thiét bi ban mudnh tao méat khau ung dung.

HDDT X

- Copy mat khau ting dung di tao.

Mat khau (rng dung danh cho thiét bi cua
ban

lels ykrc ggbb cqcg

Buwéc 2:

- Chon theo biéu trong miii tén mau d6 nhu hinh bén duéi:
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@mart ) <

CONG TY cO PHAN NHIEN

LIEU SAI GON

0300631013
(&' Dang ky phat hanh <
& To khai <
[&} Danh myc <
£+ Quan tri hé théng <

Cau hinh email :

Dia chi email server: smtp.gmail.com

Port giri mail: 587

Tai khoan email: .......... @gmail.com (Gmail st dung dé giri hoa don)
Mat khau: (dan mat khau Gng dung Gmail vira tao)

Email gui: .......... @gmail.com (Gmail sir dung dé giri hoa don)
Phuong thuc: SSL

Tiéu dé: Nhap tuy thich

C4u hinh email héa don cho khach hang

+ 4+ ++ o+

Dia chi email server smtp.gmail.com

Port gdi mail * 587

Tai khoan email *

info.smarsign@gmail.com

Mat khau *

.......................

Email g info.smarsign@gmail.com

Phuong thirc ssL

Tieu de Hoa Bon Bién Tt s6 [InvoiceNumber]

Xong céac budce phén “Luu lai” )
Hoan thanh qua trinh cau hinh Gmail d€ gui hoa don dién t trén h¢ thong Smartsign.
Hoan thanh qua trinh cau hinh Gmail dé gti hdéa don dién tr trén hé thong VI NA.
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6.2 Cau hinh tién té

Théng tin c&u hinh tién té

Loai ien Don gid san pham  Thanh tién san pham  Thanh tién tréc thué  Tienthué  Thanh tién sau thué
VND 2 2 0 0 o o

uso 2 2 2 2 2 o
Céu hinh tién té
Loai tién (Currency) VND v

Lam trén don gia san pham dich vu (lam trén bao nhiéu sé
thép phan)

Lam trdn thanh tién san phdm dich vu (lam trén bao nhiéu sé
thép phan)

Lam tron 1dng tign trréc thué (1am tron bao nhigu sé thap
phan)

Lam tron 1dng tién thué (1IAm tron bao nhiéu s6 thap phan)

Lam trdn 14ng tign sau thué (Am trén bao nhiéu sé thap phan)

Hé théng hd tro' cAu hinh nhiéu loai tién khac nhau nhw: VND, USD,

EUR...

Lam tron don gia gia, san pham, dich vu (t6i da 4 sé thap phan)
Lam tron thanh tién sdn pham dich vu (t6i da 4 sb thap phan)
Lam tron téng tién trwdc thué (tbi da 4 sb thap phan)

Lam tron tdng tién thué (t6i da 4 sb thap phan)

Lam tron téng tién sau thué (tdi da 4 sb thap phan)

+ + + + +

6.3  Cau hinh chung

Céu hinh chung

Cau hinh Gid tri
Ly thang tin nguai mua khi tao hoa don
Lizu théng tin ngurdi mua khi tao héa don
Cho phép g mail héa Gon chiva ki
i dung chi nhanh 1am théng tin xudt hoa don
Gl mail sau khi hily héa don
Glri mail sau khi didu chinhithay thé hoa den

Nhan mail thing bao duyét TBPH

Nnan mail thng bao tir chi duyét TEPH

Mail méc dinh nhan hoa don
Tién tdng tién chura thué 0 ddng
Téng tién 0 dng

Bon gid 0 dong

Thanh tién 0 déng

Check tring ma hang

Nagay xuat vé

An hién tén nguai mua hang

- L&y thdng tin ngudi mua khi tao héa don

- Lwu théng tin ngwoi mua khi tao hdéa don

- Cho phép gt mail héa don chwa ky

- St& dung chi nhanh lam théng tin xuat héa don
- GUi mail sau khi hiy héa don
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- Gwi mail sau khi diéu chinh/thay thé hoa don

- Nhan mail théng bao tir chdi duyét théng bao phat hanh (TBPH)
- Nhé&n mail thong bao duyét théng bao phat hanh (TBPH)

- Mail mac dinh nhan héa don

- Tién tong tién chuwa thué 0 déng

- Tdng tién 0 déng

- Don gia 0 déng

- Thanh tién 0 ddng

- Check trung ma hang
- Ngay xuat vé
- An hién tén ngw®i mua hang

6.4 Cau hinh mic dinh cho cac tai khoan (Cé nhiéu tai khoan con)

C4&u hinh mac dinh cho cac tai khoan

Gdu hinh Gia tri
Ky hiéu mdc dinh trén danh séach héa don
M&u s6 méc dinh trén danh séch hoa don
Théng tin hién thi trén danh séch héa Gon osTT
1% Mdu 56
@ Ky higu
msé

Ngay xuét

[0 Ngay chuyén ddi
[J Ngay g Email
M3 56 thué

[ Tén Khach hang
Tén cang ty
Trang thi

[ Nouoi tao

Téng tién

O Tién

M3 tra clru

Thir tir hién thi hoa don

36 héa don hién thi trén 1 trang (téi da 80)

S8 ddng méc dinh khi tao héa don

Hién thi hinh nén khi ¢6 duéi bao nhiéu déng

Hién thi théng tin nguréi ban khi tao héa don
St dung chirc ndng 'knong ¢6 STT'

Gt mail sau khi ky héa don

Hoa don moi nhat

80

1

0

@ M& O Tat

@ M& O Tat

O M& @ Tat

- Hé théng hd tro hién thj da dang va phong phu

- Ky hiég mac dinh trén danh sach héa don
- MAau s6 mac dinh trén danh sach hdéa don i
- Danh sach héa don mac dinh, Danh sach héa don nhap theo nhiéu loai

hién thi nhw: S6 thi tw, mau so, ky hiéu, ngay tao, ma s thué, tén cong ty, tén
khach hang, tong tién....

- The tw hién thi hoa don

- S6 hoa don trén 1 trang (t6i da 80)

- S6 dong méc dinh khi tao héa don

- Hién thi hinh nén khi c6 dwdi bao nhiéu dong san pham
- Hién thi théng tin nguwdi ban khi tao héa don

- S dung chirc ndng khéng co sb thir tw (STT)

- Gwi mail sau khi ky héa don
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6.4 Cau hinh riéng cho tai khoan (tai khoan dang st dung)

C4u hinh riéng cho tai khoan

CAu hinh Gia tri
Ky hiéu mac dinh trén danh sach héa don
M3u s6 méc dinh trén danh sach hoa don
Théng tin hién thi trén danh sach hoa don osTT
M&u s&
Ky hiéu
86

Ngay xuat

[0 Ngay chuyén adi
[0 Ngay g Email
M 56 thué

[ Tén Knéch hang
Tén céng ty

@ Trang thai

O Nguéi tao

8 Téng tién

[ Tién

[ Mé tra ctru
Thir ti hién thi héa don Hoa don méi nhat v
s6 néa don hién thi trén 1 trang (t6i da 80) 50
$6 dong mac dinh khi tao hoa don 1
Hién thi hinh nén khi co dwéi bao nhiéu déng 0
Hién thi théng tin nguéi ban khi tac héa don @ M& O Tat
S dyng chirc nang 'khéng cé STT' @ M& O Tat
Gi¥i mail sau ki ky héa don O M& @ Tat

- Hé théng hd tro hién thi da dang va phong phu

- Ky hiéu mac dinh trén danh sach héa don
- Mau s6 mac dinh trén danh sach hda don )
- Danh sach hoéa don mac dinh, Danh sach héa don nhap theo nhiéu loai

hién thi nhw: S6 thir tw, mau s6, ky hiéu, ngay tao, ma so thué, tén cong ty, tén
khach hang, tong tién....

- Th& tw hién thi hda don

- S6 héa don trén 1 trang (t6i da 80)

- S6 dong méc dinh khi tao héa don

- Hién thi hinh nén khi cé dwdi bao nhiéu dong san pham
- Hién thi théng tin ngu®i ban khi tao hoéa don

- S dung chirc ndng khéng c6 sb thr tw (STT)

- GUri mail sau khi ky hoa don

6. HO tro )
7.1 Huwdng dan st dung theo tirng chirc nang
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Huéng dan s dung

Tao héa don

Ky héa don / Ky nhiéu héa

éu file

Chuyén déi héa don

Binh kém bién ban

Sao chép hoa don

Tao diéu chinh/ thay thé

7.2 Phan mém ho tro

Phan mém hé tro

CONG TY CO PHAN CH KY SO VI NA

Ho 1En ngudi mua ang (Buyer's name)
Tén Som W (Compsny)

143 58 sk (Tax cooe)

D1 chi Agovessy

D4 o (Tl )

Hin tirc mann i (Fayment memoay

Loal s (Cumency) wND

Lom b (Cunency) wwo
STT Tén 1an pham
(Mo} {Bescription)
@ s
‘@

Tién mirChuyén knodn

Tién hanh nhap cac thang tin can thiét sau do nhan lueu lai.

Nhap théng tin ngudi mua hang hoac nhap méa sé thué nhan Menu “Lay théng tin* tw déng tir hé thang.
Ly mngtn
Eman
w54t khodn (A Mo | Higin hang (Banks
799 (Excnange ey 100
v TH o (Exchange rate). 100
‘Do i tinh 84 wong Dom gid. Thanh tén Giam gid
1auanty) (Price) (amounn) (uscount) 2
e ' 100,000 100 000 x
Cng v nang néadicn w (Toan 100,000

Phan mém ky hda don win 7 va XP

Phé&n mém ky héa don win 10
Ph&n mém ky héa don Portable

Phan mém doc héa don xml

SignPlugin win 7 va XP
SignPlugin win 10
Phan mém ky héa don Portable

Phén mém doc hoa don xml

7.3 MAu import héa don va chi tiét ndi dung cho tirng héa don.

MA&u import héa don

Tén miu
1M&u import san pham
1M&u import khach hang
Hoa don thué xudt chung
Hoa don nhiéu loai thué
Hoa don hda don co thué khac phi khac
Héa don vé may bay
Hoéa don vé may bay cd phu thu
Héa don dugc
Hoa don chiéu roi an ninh
Hoa don dién nuéc
Hoa don cd chiét khadu

Héa hda don ban hang

File hoa don
M&u import san pham xisx
M&u import khach hang.xlsx
M&u import hoa don thué xudt chung
M&u import hoa don nhiéu loai thué
M&u import héa don cd thué khéc phi knac
Mau import héa don vé may bay
M&u import héa don vé may bay c6 phu thu
MAu import héa don dirgc
M&u import héa den phi chiéu roi an ninh
M3u import héa don dién nuéc
M&u import héa don cd chiét kndu

M&u import héa don ban hang

File chi tiét héa don

M&u import chi tiét hoa don thué xuét chung

M&u import chi tiét héa don nhiéu loai thué

M&u import chi tiét hoa don cé thué khndc phi khac
M&u import chi tiét héa don vé may bay

M&u import chi tiét hoa don vé may bay cd phu thu
M3u import chi tiét héa don dugc

M&u import chi tiét hoa don phi chidu roi an ninh
M3u import chi tiét héa don dién nwoc

M&u import chi tiét hoa don co chiét khdu

M3u import chi tiét héa don ban hang
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7. Bao cao

8.1 Bao cao tinh hinh sir dung héa do'n (BC26/AC)
Bao cao tinh hinh s dung héa don (BC26/AC)

MAu s6: Ky hiéu - Ky ké toan:
01GTKTO0/001 v TEST . Quy 4 .
Tir thang: Bén thang: Nam
10 v 12 N 2020 e
Xem bo cdo Xudt file XML
I $ | = . eel a4 | por |

8.2 Bang ké hang héa, dich vu ban ra

Bang ké hang hoéa, dich vu ban ra

Mau s6: Ky higu Ky ké toan
01GTKT0/001 v — Tatcd — ~ Chon ky ké toan ~
TUF thang: Bén thang: Nam:
1 v 1 v 2021 ~
Chi Nhanh : - TAtcA — ~
, - - >
8.3 Bao cao héa don dang str dung
Bao cao hoa don dang str dung
M3u sé: Ky hiéu - Trang thai :
01GTKTO0/001 v —Chon tat cd— v —Tétcad— v
Ky ké toan Ti¥ ngay Bén ngay
-—Tat cé-- ~ By | Tirngay B | Pénngay

8.4 Chi tiét dich vu hang héa ban ra

Chi tiét dich vu hang hoéa ban ra

Mau s6: Ky hiéu :
01GTKT0/001 - —-Chon tét cd-— v
Ky ké toan Tir ngay Bén ngay
——Tét ci-— - 8 | Tirngay B | Bénngay

Xem bao cao Xu#t Excel 20 v
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