QUY TRINH THAO TAC CHUAN (SOP) - PHAN HE SALES
HUGNG DAN TAO VA QUAN LY BAO GIA (QUOTATION)

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. MUC PiCH & PIEU KIEN TIEN QUYET

Tai liéu nay hudng dan chi tiét cdch nhan vién Ban hang (Salesman) khdi tao, thiét 1ap cac thdng sé tai
chinh (gia ban, chinh sach gia, hoa héng) va gui Bao gia (Quotation) cho khach hang trén hé théng
VietToanERP Logistics.

Piéu kién tién quyét:

* Tai khoan ngudi dung da dugc cdp quyén truy cap phan hé Ban hang (Sales / User).
* Thong tin Khach hang (Contacts) da dugc khdi tao trong hé théng.

* Bang gia (Pricelist) tuong Uing da dudc thiét 1ap va con hiéu lyc.

Il. HUGNG DAN THUC HIEN CHI TIET
Budc 1: Khgi tao giao dién Bao gia mai

1. Trén thanh menu chinh, truy cap module Ban hang (Sales).
2. Tai giao dién Bao gia (Quotations), nhan nat Tao (Create) & goc trén bén trai.
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52 Ban héng ‘Bon hang D& xudt héa don San pham Hoa hong Béo cdo Cauhinh

Béo gia/ Mdi
Huy bd
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. Bang gid -
Ti gid VND/USD 25.830 < Refresh
In hinh san phdm Logi hang Freehand v
Danh Myc Hang Hang Logistic Logila hang FCL Export hd
‘Digu khodn thanh todn
Dong don hang S4&n pham tly chon Théng tin khac
Sén phdm Mé & 56 lugng Bonvj Dongid Tienté Thug Thanh tign Hoa hing

Thém san phdm Thém médt muc  Thém ghi chu




Hinh: Nuat Tao (Create) trong giao dién Bdo gid phdn hé Ban hang

Buéc 2: Pién thong tin chung Bao gia
a. Chon Khach hang (Customer):
Nhap vao 6 'Khach hang', gd tén hoac ma khach hang dé chon tir danh sach tha xuéng. Néu la khach hang
mai, chon 'Tao va slfa...' d€ bd sung thong tin.
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Bdo gid / Mdi
Huy bé
Recalculate Margin Xac nhan Bé

e
Méi
Khéch hang ‘ Test com - | Héthan 08/10/2026
Test Company A, Mr. Tuén (Invoice) 1 Vigt tén cang ty 08 tao, hoic xem gai i I{GE (UsSD) -
|
Test Company A Thang Freehand v
o Test Company B s
Ti gia VND/USD 116 hang FCL Export v

Test Company B, Nguyén Vén Testing

In hinh sén phdm 1 khoan thanh todn

Test Company B, Trén Thi Demo
Danh Muyc Hang Test Company Created By Bruce B

Tao "Test Com”

Dong donhang  Sénp Taovasha..
# Test Company Dev, c =)
# test comparatif, te: 0 e
$én phém M # Test Computers - Software & IT Solutions, testcomputersz3| pu Tt Thivitia Hos hitng
UL DT # Test Company2, test2 in L)

Hinh: Chon Khdch hang trong form Bdo gid

b. Chon Bang gia (Pricelist) & Thai han:

* Bang gia: Lua chon Bang gia cudc/dich vu phu hgp (Vi du: LOCAL CHARGE (USD), Gid mua thang 12-2022...).
Hé théng sé ap dung muc gia ty déng dua trén bang gia nay.

 Ngay hét han (Expiration): Chon ngay hiéu lyc cui cung cla bao gia.

& LUU Y NGHIEP VU BANG GIA: Thdi gian tao b4o gia can ndm trong khoadng thai gian hiéu luc (bat dau
va két thic) cta cac san pham quy dinh trong Bang gia. Néu ngoai khoang thdi gian nay, hé théng sé tu
déng 13y Gia ban géc cua san pham thay vi gia uu dai trong Bang gia.



~|(4' Héthan 08/10/2026

Bang gid Gia mua thang 07 - 2026 (Valid from 31/07) (USD) -
Loai hang LOCAL CHARGE (USD)
roch Loai I6 hang Gia mua thang 11 - 2022 (Valid from 01/11) - Air (USD)

Gia mua thang 07 - 2026 (Valid from 31/07) (USD)
Gia mua thang 4 - 2025 (Valid from 1/4) (USD)

v Gia mua thang 3 - 2025 (Valid from 15/3) (USD)
Gia mua thang 3 - 2025 (Valid from 1/3) (USD)
Gia mua thang 2 - 2025 (Valid from 15/2) (USD)

Bigu khoan thanh toan

Tim kiém thém...

Pongid Tiénté Thu& Théanh tién Hoa hong

Hinh: Lua chon Bdng gid (Pricelist) cho Bdo gid

Buéc 3: Thém San pham / Cuéc phi / Dich vu vao Bao gia
1. Tai tab Dong don hang (Order Lines), chon 'Thém san pham'.
2. Tim kiém va chon dich vu/chi tiéu chi phi tuong tng (Vi du: Ocean Freight - OF, Phi chiing tur - DOC, Phi
khai bao HQ - AFS...).
3. Dién S6 lugng (Quantity), Ban vi tinh (UoM), Ban gia (Unit Price) va Thué (Taxes) néu chua ty déng nhay.



Recalculate Margin ~ Xac nhén

Sdn pham Mé ta 54 lugng Ponvi Pongid Tiénté
CFS - Viettoan Phi CFS 1,00 m? 40,00 UsSD
(Container
Freight Station
fea)
I | - I 1,00 - 0,00
AMS - VIETTOAN ghi chi
CFS - Viettoan
| |

DOC - VIETTOAN
OF, VNHCM - CNDLC, 40RH, CMA
SEAL - VIETTOAN
[EXP_GEN] Bi lai
40"HC Phun tring

Tim kiém thém_.

tlang nhdp ndi dung...

Hinh: Thém san phdm/dich vu cudc phi vao dong don hang

Budc 4: Thiét lap va tuy chinh Hoa héng (Commission)
1. Sau khi nhan Luu béo gia, biéu tugng Hoa héng (icon 2 ngudi) & ké bén cdt Hoa hong sé sang lén.
2. Nhap vao biéu tugng Hoa hdong dé ma cira s6 pop-up Dai ly (Agents).
3. Kiém tra Muc hoa héng (Commission Type) va S6 tién hoa hdng (Commission Amount) ty dong tinh.
4. Néu can diéu chinh sé tién chi hoa hong thuc té, dién gia tri mong mudén vao ¢t Commission Amount

Custom.

s& LUU Y TINH HOA HONG: N&u c6t 'Commission Amount Custom' ¢ gia tri khac 0, hé théng sé uu tién
chon sé tién nay dé tinh hoa hong. Néu bang 0, hé thdng sé sir dung sé tién tu dong tinh & cot
‘Commission Amount'. D€ thiét 1ap hoa hdng méac dinh theo Khach hang, tham khao tai liéu [01.a - Cach tao
hoa héng cho khach hang va NCC].
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Daily

Paily Hoa hng Commission Amount (USD) Commission Amount Custom (USD)
Test Company A Hoa hdng cho khach hang méi - 5% 44,55 0,00 @

Thém mét dong

Hinh: Biéu tugng Hoa héng va cuia sé tuy chinh Hoa héng (Agents)

Budc 5: Xem trudc, In hoac Gui Bao gia cho Khach hang

+ GUi Email: Nhan nat 'GUi qua email' (Send by Email) dé hé théng ty dong dinh kém file Bao gia PDF va gui
dén email Khach hang.

« Xem truéc: Nhan nat 'Xem trudce (Khach hang)' goc trén bén phai dé€ xem giao dién bao gia theo gdc nhin
cta khach hang trén Portal.

* In &n: Nhan nat 'In' (Print) trén thanh cong cu néu can xuét file PDF hodc in ban cling.
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# / Sales Orders / Sales Order S00168

$2,590.94 Sales Order S00168

Order Date: 09/16/2026 Expiration Date: 06/25/2022

Invoicing and Shipping Address:
Sales Order S00168

Test Company A
Pricing 123 Thoai Ngoc Hau, P. Phu Thanh, Q. Tan Pha
. SaiGon
Hist:
story H6 Chi Minh Vietnam
Salesperson Delivery Orders
& Administrator WH/OUT/01278  Date:
® send message WH/OUT/01935  pate: 03/17/2026

Powered by odoo

pricine v  queston i . |
Have a Question? Chat with us.
Hinh: Cdc nut tdc vu Gui qua email, Xem trudc va In Bdo gid

I1l. CHECKLIST KIEM TRA BAO GIA CHUAN

O D3 chon dung Khach hang va théng tin dia chi/Ma s6 thué.

O Bang gia (Pricelist) ap dung dung loai tién té (USD/VND) va con hiéu luc.

O Danh sach cac dich vu/cudc phi, sé lugng, don gia va thué suat GTGT chinh xac.
O Mdc hoa héng (néu cd) cho dai ly/salesman da dugc xac nhan ding s6 tién.

O Bao gia da dugc luu va gui cho khach hang (trang thai '‘Bao gia da gui').



