QUY TRINH THAO TAC CHUAN (SOP)
QUY TRINH XU LY LO HANG LOGISTICS HOAN CHINH

TREN HE THONG VIET-TOAN ERP ODOO 15 (VietToanERP)

Tai liéu Hudng dén S dung Hé théng VietToanERP | Phién ban 2026.09.20.v2

I. TONG QUAN QUY TRINH

Quy trinh xtr ly 16 hang khép kin trong hé théng VietToanERP (Odoo 15) bao gém 10 budc chinh, két néi
liéen mach qua 4 phan hé chuyén biét: Sales (Ban hang) = Purchase (Mua hang) = Freight (Giao nhan / Van
tai) = Accounting (K€ toan tai chinh).

SO PO LUONG DU LIEU LO HANG (FREIGHT WORKFLOW)

1. Béo Gia (Quotation) 2. Xac Nhan (S0) 3. Tao Don Mua (PO) 4. Khai Tao Booking
Module Sales Module Sales Module Purchase Module Freight
5. Phat Hanh Bill (B/L) 6. Tao Debit Note 7. Tao Credit Note 8. Tao Hoa Pon Nhap
Module Freight Phai thu Khach hang Phai tra Nha cung cdp Draft Invoice/Bill
9. Duyét Héa Bon 10. Thanh Toan (Paid)
Xac nhan Ké toan Ghi nhén S& cai

Hinh: So d6 téng quan ludng di chuyén dit liéu 10 budc 16 hang

Il. BANG TOM TAT MUC TIEU & BO PHAN CHIU TRACH NHIEM

Budc Tén quy trinh San pham / Két qua
1 Tao bao giad (Quotation) Sales Sales Bao gia nhap (Draft Quotation)
2 Xac nhan dan ban hang (SO) Sales Sales Sale Order chinh thirc
3 Tao ddn mua hang (PO) Purchase Sales / Ops Purchase Order chi phi dau vao
4 Tao Booking Freight Ops / Freight Booking don hang
5 Tao Bill (B/L) Freight Ops / Freight Van don (House / Master B/L)
6 Tao Debit Note (Bao ng KH) Freight Freight / Billing Debit Note gui Khach hang

7 Tao Credit Note (Bao c6 NCC) Freight Freight / Billing Credit Note ghi nhan chi phi Vendor



Tén quy trinh San pham / Két qua

8 Tao thanh toan nhap (Invoice Draft)  Freight Freight / Billing Hoa don nhap (Draft Invoice/Bill)
9 Duyét hoa don (Invoice Confirmed)  Accounting K€ toan (Billing) Hoa don vao s6 (Posted Invoice)
10 Ghi nhan thanh toan (Invoice Paid) Accounting K& toan Hda don da thanh toan (Paid)

Il. HUGNG DAN THU'C HIEN CHI TIET CAC BUGC

BUGC 1: Tao bao gia (Quotation)
Phan hé thuc hién: Sales (Ban hang)
1. Truy cap menu Ban hang = Bao gia = Chon Tao.
2. Dién thong tin co ban: Khach hang, Bang gia (Pricelist thich hgp theo thgi diém), Diéu khoan thanh toan.
3. Thém chi tiét cac dong dich vu/chi tiéu chi phi thu ti khach hang.
4. C4u hinh hoa hong (Commission) cho dai ly/salesman néu cé.
5. Kiém tra lai d{f liéu va nhdn Luu hodc GUi qua email cho khach hang.

N Tham khdo chi tiét trong tai liéu: 01_Tao_bao_gia_Quotation_Odoo15.docx

v [ 0doo-Bio gi

< c 25 app.viet-toan.com/ menu_ic action=295,

& Incognite

Ban héng ‘Don hang D& xudt hoa don San pham Hoa hbng Béo cdo C3uhinh Q Tuan Huynh
Bdo gid frim.. Q
Tao 3 TBdlpc =Nhdm theo < > = B BE um o

S8 Ngay tao Ngay giao Khéch hang Nhan vién kinh doanh Trang théi Payment Status
$02494 21/09/2026 OCEANWAY VIETNAM SHIPPING COMPANY LIMITED ‘*.' Pham Céng Hoanh Da khod Not Paid

502495 21/09/2026 RUBIK GLOBAL JOINT STOCK COMPANY ﬁ Pham Céng Hoanh Bakhod Not Paid

02497 22/09/2026 MAXWELL LOGISTICS COMPANY LIMITED Q Mai Thi Kim Tuyén Bdogid Not Paid

S$02496 22/09/2026 MAXWELL LOGISTICS COMPANY LIMITED o Mai Thi Kim Tuyén Bao gia Not Paid

$02493 21/09/2026 OCEANWAY VIETNAM SHIPPING COMPANY LIMITED ﬁ Pham Céng Hoanh Bao gid Not Paid

02473 07/09/2026 CONG TY TNHH CHUGI GIA HUY PHAT ‘*. Pham Céng Hoanh Pa khod Not Paid

02492 21/09/2026 MAXWELL LOGISTICS COMPANY LIMITED Q Mai Thi Kim Tuyén Bdogid Not Paid

$02491 18/09/2026 Kho chudi Sinh # Tran Thuan An DA khoa Not Paid

S00168 10/06/2022 Test Company A & Administrator Bakhod Not Paid

502490 15/09/2026 PORTALINK COMPANY LIMITED, Anna Nguyen ﬁ Phan NgJy% Ngoc Han Bdogid Not Paid

S02416 27/08/2026 OCEANWAY VIETNAM SHIPPING COMPANY LIMITED ‘*. Pham Céng Hoanh Pakhod Not Paid

02470 07/ CONG TY TNHH TROPICAL SEASON VIETNAM ’3 Tran Thudn An Pakhod Not Paid

502471 07 CONG TY TNHH TROPICAL SEASON VIETNAM g‘ Tran Thudin An Pa khod Not Paid

502472 07 CONG TY TNHH TROPICAL SEASON VIETNAM g‘ Tran Thudn An Pa khod Not Paid

S02489 12/09/2026 CONG TY TNHH AN PHU TAY NGUYEN 0 Mai Thi Kim Tuyén Béo gid Not Paid

502488 12/09/2026 CONG TY TNHH AN PHU TAY NGUYEN Q Mai Thi Kim Tuy&n Pa khod Not Paid

502487 12/09/2026 CONG TY TNHH AN PHU TAY NGUYEN Q Mai Thi Kim Tuy&n Pa khod Not Paid



v [ odoo - M&i X+

c 23 app.viet-toan.com/web#cids=18&menu_id=182&action=295&model=sale.order8view_type=form

Ban héng ‘Don hang D& xudt héa don San pham Hoa hong Bdo cdo Cau hinh

Bdo gia / Mai

Huy bo
(SVIEL BTN Recalculate Margin— Xac nhan Bé

# en
o
Méi
Khéch hang ‘ | - H&t han 08/10/2026
o Bang gid -
Tigid VND/USD 25.830 Z Refresh
In hinh s&n pham Loai hang Freehand »
Danh Muc Hang Hang Logistic hd LoaiId hang FCL Export M
Digu khoan thanh todn
Dong don hang San pham tay chon Théng tin khac
San phém M6 té S8 lugng Don vi Pongid Tiénté Thug Thanh tién Hoa hing

Thém san phdm  Thém mét muc  Thém ghi chu

Hinh: Giao dién Danh sdch bdo gid va Tao bdo gia (Quotation) trong phdn hé Ban hang

BUGC 2: Xac nhan Pon ban hang (Confirm Sale Order)
Phan hé thuc hién: Sales (Ban hang)

1. M4 lai Bdo gié da tao sau khi khach hang xac nhan déng y.

2. Nhan nat Xac nhan (Confirm) trén thanh cong cu.

3. Bdo gia chuyén trang thai tir Bdo gia (Quotation) sang Don ban hang (Sale Order - SO).

s® LUU Y NGHIEP VU QUAN TRONG: Néu cac san pham/dich vu trong dan da dugc thiét lap thudc tinh
MTO (Make to Order - B sung cho don hang), hé théng sé TU DONG sinh ra Yéu cau bao gia mua (PO)
tuong ing. NUt lién két dén PO sé xuat hién & géc trén bén phai man hinh. Néu chua bat MTO, ban can tao
PO bang tay & Budc 3.




Bdo gia / S02496

Tao =n 1
Recalculate Margi Hiy

S02496

Khéach hang MAXWELL LOGISTICS COMPANY LIMITED
25/12/43 Bli Quang L3, Phudng An Hi Tay, TP Ho CF
Minh

TP Ha Chi Minh
TP HE Chi Minh Viét Mam — 0315622477

Hinh: Giao dién Ban bdn hang (SO) da xac nhdn va nat lién két Mua hang

BUGC 3: Tao Pon mua hang (Purchase Order - PO)

Phan hé thuc hién: Purchase (Mua hang)
Ghi nhan cac chi phi dau vao phai tra cho hang tau, dai ly hodc nha cung cap (Vendor). C6 2 phuong thic:
+ Cach A (Ty ddng): Tu dong phat sinh khi bdm xac nhan SO (khi san pham da bat thuéc tinh MTO & Mua)
[Tham khao file 03.b].
+ Cach B (Nhap tht céng): Vao Mua hang = Yéu cau bao gia = Chon Tao = Dién Nha cung cap, San
pham/Chi phi = BAT BUOC nhap ma SO vao 6 'Tai liéu g&c' (Source Document) dé tao lién két [Tham khao
file 03.a].
N Tham khdo chi tiét trong tai liéu: 03.a & 03.b - Mua hang & MTO



+

s app.viet-toan.com/web#cids=18menu_id=616&action=869&model=purchase.order8view_type=form

Mua héng Bon hang San pham Bao cao Cau hinh

Yéu cau bao gia / Mdi

Huy bo
PYPTE ] Xscnhandonhang iy

Yéu ciu bdo gid

¢; New
Nha cung c&p Tén, MST, Email, hodc M& - Han chét aat |24/09f2026 03:32:58 -‘
M3 nha cung cip Ngay nhin
Ti gid VND/USD 25.830 & Refresh Yéu ciu xac nhan
Giao hang dén | San Francisco: Nhan hang - ‘C)J'
Sén pham Thang tin khac
San phdm Mo t& S8 Iwong Pon vi Pongid Tignté Thu& Thanh tign Commission

Thém san phdm  Thém khuvuc  Thém ghichd

Hinh: Giao dién Tao Bon mua hang (PO) nhdp tay (cach B) va lién két Tai liéu goc

BUGC 4: Tao Booking

Phan hé thuc hién: Freight (Giao nhan / Van tai)
C6 2 phuadng thuc khéi tao Booking:
 Cach 1 (Tur SO): Vao Freight = Hoat déng = Orders To Booking = Chon Sale Order tugng (ing = Nhan nat
Create Booking.
* Cach 2 (Nhap thu cong): Vao Freight = Hoat déng = Bookings = Nhan Tao va dién cac thong tin chi tiét 16
hang (Routing, Volume, Chuyén bay/Tau...).



v B Odoo - Export- Orders ToBool X

&« c 23 app.viet-toal &menu_id=598&acti 1 5 L& Incognito
Freight Hang Xu#t Hang Nhap Danh muc San pham Cau hinh @ Tuan Huynh
Export - Orders To Booking Tim Q
& TBaloc =Nhémthec & Yéuthich 180/224 & >
S8 Ngay dit hang Khéch hang Nhén vién kinh doanh Hoat ddng k& tigp Téng Bién lgi nhuan  Booking Status Payment Status ]
S02473 21/09/2026 CONG TY TNHH CHUSI GIA HUY PHAT ;t' Pham Céng Hoanh To Booking Not Paid
S02491 18/09/2026 Kho chudi Sinh a Tran Thu&n An To Booking Not Paid
$02470 /2026 CONG TY TNHH TROPICAL SEASON VIETNAM @ Tran Thuén An To Booking Not Paid

S0247 CONG TY TNHH TROPICAL SEASON VIETNAM a Tran Thudn An To Booking Not Paid
S02472 CONG TY TNHH TROPICAL SEASON VIETNAM e Tran Thudn An To Baoking Not Paid
S02488 12/ CONG TY TNHH AN PHU TAY NGUYEN o Mai Thi Kim Tuyén To Booking Not Paid
$02487 12/09/2026 CONG TY TNHH AN PHU TAY NGUYEN o Mai Thi Kim Tuyén To Booking Not Paid
502486 /2026 CONG TY TNHH AN PHU TAY NGUYEN 0 Mai Thi Kim Tuyén To Booking Not Paid
$02485 12/09/2026 CONG TY TNHH AN PHU TAY NGUYEN 0 Mai Thi Kim Tuyén To Booking Not Paid
S02484 12/09/2026 CONG TY TNHH AN PHU TAY NGUYEN o Mai Thi Kim Tuyén To Booking Not Paid
$02483 12/09/2026 CONG TY TNHH AN PHU TAY NGUYEN o Mai Th To Booking Not Paid
$02480 /2026 CONG TY TNHH AN PHU TAY NGUYEN 0 Mai Thi Kim Tuyén To Booking Not Paid
S02479 12/09/2026 CONG TY TNHH AN PHU TAY NGUYEN o Mai Thi Kim Tuyén To Booking Not Paid
S02478  12/09/2026 CONG TY TNHH AN PHU TAY NGUYEN o Mai Thi Kim Tuyén To Booking Not Paid
502477 /2026 CONG TY TNHH AN PHU TAY NGUYEN 0 Mai Thi Kim Tuyén To Booking Not Paid
S02476 /2026 CONG TY TNHH AN PHU TAY NGUYEN o Mai Thi Kim Tuyén To Booking Not Paid
S02475 12/09/2026 CONG TY TNHH AN PHU TAY NGUYEN o Mai Thi Kim Tuyén To Booking Not Paid

v x  +

app.viet-toan.com/web#ci &menu_id=598&action=847&model=freight.booking8v ype=form b % Incognito

Freight Hang Xuét Hang Nhap Danh myc San pham C&u hinh Q Tuan Huynh

Export - Bookings / M&i

Hujbé

#

Booking Type © Forwarding Trading Booking Number
Sale Order Reference 502495 (& Kiéuvéan chuyén Ocean v
Assigned user Pham Céng Hoznh (' Loaild hang FCL Export
Ngui nhan hang RUBIK GLOBAL JOINT STOCK COMPANY 2y
Loai hang Freehand
Mo ta Routing & Line Théng tin van tai Volumes Théng tin khac
Cang bdc hang Gidy cit méng
Céng di hang Thai gian dy kién khai
L hanh
Hiing tu Revised ETD

Thai gian duy kién dén

Hinh: Giao dién danh sdch Orders To Booking va tao Booking mdi (cach 2)

BUGC 5: Tao Bill of Lading (Van don B/L)
Phan hé thuc hién: Freight (Giao nhan / Van tai)
C6 2 phuaong thic khéi tao B/L:



 Cach 1 (TUr Booking): MG Booking & trang thai 'Xac nhan' = Nhan nGt Create B/L & goc trén trai. Hé thong ty
déng chuyén dir liéu tir Booking sang Bill of Lading.

* Cach 2 (Nhap thu cong): Vao Freight = Hoat déng = Bills of Lading = Nhan Tao = Dién cac thdng tin
Master B/L hoac House B/L.

v B odoo - Mai

< c 25 app.viet-toan.c

& menu_id=598&action=8

i Freight Hang Xust Hang Nhap Danh muc S&n phdm C3u hinh

Export - Bills of Lading / M&i

Huy bé

#

B/L Type

Booking

Assigned user

Sale Order Reference

Customer

Booking information
Hang tau
Van chuyén bai
‘Dia diém giao hang

‘Dia diém nhan hang

© Master B/L House B/L Booking Number
LOG1225-010 -|[),' B/L Number
Administrator (4 BillDate
Ngay ddo han
Théng tin lién hé Item Lines Thang tin khac
- SITC TONGHE 25335 Céng bc hang

Céng bc hang (In B/L)
Céng di hang

HO CHI MINH, VIET NAM, Viét Nam Céng di hang (In B/L)

SITSGJTG471829

24/09/2026 03:36:17

WNHCM - HO CHI MINH, VIET NAM
HO CHI MINH, VIET NAM, Vigt Nam
IDJKT - JAKARTA

JAKARTA Indonesia

Hinh: Giao dién tgo B/L tha céng (cach 2) va man hinh chi tiét B/L

BUGC 6: Tao Héa dan bao ng Khach hang (Debit Note)
Phan hé thuc hién: Freight (Giao nhan / Van tai)

C6 2 phuaong thic khéi tao Debit Note:
+ Cach 1 (TU Bills of Lading): M& B/L da & trang thai 'Da gUi' (Posted) = Nhan nut Create Debit Note.

=

3 W £ lengin

Q Tuan Huynh

[ ninons SR

=

&

* Cach 2 (Nhap thu cong): Vao Freight = Hoat déng = Debit Notes = Nhan Tao va dién day du cac thong tin
tham chiéu BL/Booking.

5® LUU Y NGHIEP VU QUAN TRONG: Diéu kién bat budc dé nit Create Debit Note xuat hién 13 B/L phai &
trang thai Ba gui (Posted).



v @ 0doo - Mdi X+ -

c 23 app.viet-toan.com/web#cids=18menu_id=598&action=965&model=freight.debit.note8iview_type=form b+ % Incognito

Freight Hang Xuat Hang Nhap Danh myc San pham Cau hinh Q Tuan Huynh

Export - Debit Notes / M&i

Huy bé
m Preview B3 gl Hoan thanh Hiy

i
Bill Reference VITOSGN2609006 -|E)J' Sale Order Reference S00168 ' & Refresh
Booking LOGO926-008 sic Administrator
B/L Number BL20260917 Customer Test Company A =
POL HO CHI MINH, VIET NAM Exchange rate 23570 o Refresh
POD LAT KRABANG Debit date 23/09/2026
ETD 30-September-2026 Payment Term
VOLUME 1x40HC Show Total (VND)

ltems Invoice Address Bank Information

TYPE QTY  UNIT OF MEASURE UNITRATE CUR VAT TAX AMOUNT (INC...

Hinh: Tao Debit Note thu céng tir menu item Export — Debit Notes

BUGC 7: Tao Héa don bao c6 Nha cung cap (Credit Note)

Phan hé thuc hién: Freight (Giao nhan / Van tai)
Co 2 phuaong thic khéi tao Credit Note:
 Cach 1 (TU Bill): M@ Bill da & trang thai '‘Ba gui' (Posted) = Nhan nut Create Credit Note.
+ Cach 2 (Nhap thu cong): Vao Freight = Hoat déng = Credit Notes = Nhan Tao.

s® LUU Y NGHIEP VU QUAN TRONG: Néu Credit Note tao ra khong cé théng tin san pham trong tab
Items (do PO chua sinh tu dong), ban can tao PO bang tay (xem Budc 3), sau d6 cap nhat/gan ma PO vao 6
Purchase Orders trén Credit Note.



v [l Odoo- CE2512003 X+ -

c 25 app.viet-toan.com/web#id=8578& 1&menu_id=598&action=966&model=freight.credit.note8wy e=form b 4 = Incognito

Freight Hang Xuat Hang Nhap Danh myc San pham Cau hinh Q Tuan Huynh

Export - Credit Notes / CE2512003

Tao & Action 2/80 < >
sinmip  pagin iy

s 1
E’, Vendor Bills
Bill Reference VITOSGN2511003 Purchase Orders P02610
Booking LOG1125-008 Sale Order Reference §02200
B/L Number CKCOSGN0074397 sIC Khuong Hira An
POL HO CHI MINH, VIET NAM Vendor CK LINE (VIETNAM) CO,, LTD
POD LAEM CHABANG Exchange rate 26.385
ETD 11-Movember-2025 Credit date 15/12/2025
VOLUME 1x20DC Payment Term
ltems Invoice Address Bank Information

Hinh: Giao dién Credit Note va 6 gan théng tin Purchase Orders

BUGC 8: Khéi tao Thanh toan nhap (Draft Invoice / Draft Vendor Bill)
Phan hé thuc hién: Freight (Giao nhan / Van tai)

+ Danh cho Khach hang: Vao Debit Notes = Chon Debit Note & trang thai 'Posted’ = Nhan Create Invoice =
Chon loai héa don trong clfa s6 popup = Nhan 'Tao va xem hda don'.

+ Danh cho Nha cung cap: Vao Credit Notes = Chon Credit Note & trang thai 'Posted’ = Nhan Create Invoice.



v Odoo - DE2608006 x 4 -

= c 25 app.viet-toan.com/w ds=1&menu_id=598&action=9658&model=freight.debit.note&view_type = Incognito

Tao hod don
Tao hod don © Hoa don théng thudng

Khoan tré trudc (phan trim)

Khoan tra trudc (S8 tign c8 dinh)

Hinh: Popup Create Invoice va man hinh Héa don nhdp (Draft)

BUGC 9: Duyét Héa dan (Invoice Confirmed)
Phan hé thuc hién: Accounting (Ké toan)
Yéu cau tai khoan cé quyén Billing (Lap héa dan) trd 1én.

+ Duyét Hbéa don Khach hang: Vao Ké toan = Khach hang = Hda don = Chon Hba don nhéap (Draft) » Nhan
Xac nhan (chuyén sang 'Da vao sé' / Posted).

+ Duyét Héa don Nha cung cap: Vao Ké toan = Nha cung cdp = Hda don = Chon Hba dan nhap (Draft) =
Nh&n Xac nhan.

A Tham khdo chi tiét trong tai liéu: 09 - Guidelines - Accounting.pdf



v [l Odoo-Céng ngnhdp (*2070) X  + —

c 23 app.viet-toan.com/web#id=20708cids=1&menu_id=114&action=2248model=account move&iview_type=form b 4 = Incognito

Lén hoa don Téng quan Bang thong tin LGELET Nha cung cap K& toan Bdo cdo Cau hinh @ Tuan Huynh

Hda don / Céng no nhap (* 2070)

Tao 2In @ Action 3/80 £ >

Héa don khéch hang

-
Nhap
Khéch hang GUANGXI FAN BO TECHNOLOGY CO.LTD Ngay héa don
Tham chiéu thanh todn Ngay phai tra 11/12/2025
B/L Number CT-VTLS124.2023
S8 nhat ky Héa don Khach hang ¢ USD
Chitithéadon = Chitiétbittoan  Théng tin khc

Hinh: Xdc nhdn Hoéa don trong phan hé Ké toan

BU'GC 10: Ghi nhan Thanh toan (Invoice Paid)

Phan hé thuc hién: Accounting (Ké toan)
Yéu ciu Hoa dan da dudgc xac nhan (trang thai 'Da vao sé' / Posted).
1. M@ Hda don (Khach hang hodc NCC) can ghi nhan thanh toan.
2. Nhan nat Ghi nhan thanh toan (Register Payment).

3. Kiém tra théng tin trong popup: S6 nhat ky (Ngan hang/Tién mat), S tién, Ngay thanh toan, N6i dung giao
dich.

4. Nhan nat Tao thanh toéan.

5. Két qua: Héa don, Debit Note, Credit Note chuyén sang trang thai DA THANH TOAN (PAID).



Ghi nhan thanh toan

S nhat ky | Tai Khoan Techcombank - | Téng tign

Phuong thirc thanh | Manual v| Exchange rate
todn . i

Tai khodn ngén hang 19035893171011 - NH TECHCOMBANK -CN ~ [ Ngay thanh todn
ngudi nhan Ndi dung giao dich
Thanh toan ch&nh -256.580 d

lech Gilr vin mé&

O Panh du da trd dd
Vao s8 gié tri chénh léch vao
|1121 Tién Viét Nam v|[1,'

Nhan
| Write-Off |

Tao thanh todn [JZINY

28.235.459

d VND

| 26.410

| < Refresh

|15/12/2025

- |

INV/2025/00026

Hinh: Popup Ghi nhdn thanh todn va trang thai DA THANH TOAN

IV. CHECKLIST KIEM TRA MOT LO HANG HOAN CHiNH

M6t 16 hang dugc coi la hoan tat chuan xac trén hé théng Odoo 15 khi dap (ng du cac tiéu chi sau:

[0 SO va PO da dudc xac nhan va gan ding ma tham chiéu 13n nhau (Source Document).

O Booking va Bill (B/L) da dién day dd thong tin chi tiét 16 trinh va kich thudc 16 hang.

[0 Debit Note va Credit Note da chuyén sang trang thai Posted.

O Hoéa dan Phai thu (Customer Invoice) & Phai tra (Vendor Bill) da dugc Ké toan duyét.

[0 Ca 2 ludng cong ng Khach hang & Nha cung cap déu hién thi ribbon DA THANH TOAN (PAID).



