QUY TRINH THAO TAC CHUAN (SOP) - PHAN HE PURCHASE
HUGNG DAN TAO PON MUA HANG NHAP TAY
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Tai liéu Hudng dan 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 cach khai tao mét Bon mua hang (Purchase Order - PO) bang phuong phap
thd cong (nhap tay) trong trudng hgp san pham/dich vu cudc dau vao khéng ap dung quy trinh tu déng
MTO (Make to Order). Don mua hang nham ghi nhan chinh xac cac chi phi phai tra cho Nha cung cap
(Vendor), Hang tau, Co-loader hodc cac dan vi dich vu.

Piéu kién tién quyét:
» Tai khoan ngudi dung da dugc cdp quyén truy cap phan hé Mua hang (Purchase / User).

 Thong tin Nha cung cép (Vendor) da dugc khdi tao trong danh muc Contacts.

* D3 c6 théng tin ma Ban ban hang (Sale Order - SO) dé lam can c( lién két tai liéu gbc.

Il. HUGNG DAN THUC HIEN CHI TIET

Buéc 1: M@ giao dién Yéu cau Bao gia mua (Request For Quotation - RFQ)

1. Truy cap vao phan hé Mua hang (Purchase).
2. Tai menu Bon hang (Orders), chon Yéu cau béo gia (Request for Quotations).
3. Nhan nat Tao (Create) & goc trén bén trai dé khdi tao chiing tir mdi.



+

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 02:46:02 -‘
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 danh sdch Yéu cau bdo gia (RFQ) va nit Tago trong phan hé Mua hang

Buéc 2: Chon Nha cung cap va Thiét lap Théng tin chung
1. Tai truéng Nha cung cap (Vendor): G& tén hodc Ma s6 thué ciia NCC/Hang tau (Vi du: CK LINE, CMA
CGM...) dé chon tur danh sach tha xuéng. Néu chua c6, chon 'Tao va sta...".
2. Chon Tién té (Currency): Chon doéng tién giao dich (USD, VND...).
3. Chon Han chét dat hang (Order Deadline) va Ngay giao hang du kién (Receipt Date).
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= c 23 app.viet-toan.com/web#cids=18&menu_id=616&action=869&model=purchase.orderview_type=form

822 Mua héng Bon hang Sén pham Béo cdo Cau hinh

Yéu cau bao gia / Mdi

Huy bo
Giri qua Email | Iny/cbaogia [ECIRERT Nl T ¥/c béo

Yéu ciu bdo gid

< New

Nha cung cdp Test Vendor 01— VEN342189222 -| Han chét a3t | 24/09/2026 02:46:02 -‘
M nha cung cép CMA-CGM VIETNAM JOINT STOCK COMPANY — 0304207743  nhén ikhéng c6 dif liéu giao hang ding hen
Ti gid VND/USD Yangming ¥éu ciu xac nhan

0OCL (VIETNAM) CO., LTD — 0303195358 \ang dén [an Francisco: Nnan hang oS
CK LINE (VIETNAM) CO_ LTD - 0314197438

KMTC (VIETNAM) CO., LTD. - 0305666348

CK LINE - 0314197438

Interasia Line (dai If cil, trrc 2025)
San phdm M| Tim kidm thém Tiénté Thu& Thanh tién Commission

Sén pham Thang tin k

Thém sén phdm  roenTRIUVOC  THETgnreny

Hinh: Tim kiém va chon Nha cung cdp (Vendor) trong man hinh RFQ mdi

Buéc 3: Thém San pham va Chi phi dau vao (Cost)
1. Tai tab San pham (Products), chon 'Thém mét san pham'.
2. Chon duing ma dich vu/cudc phi tuang (ng vdi chi phi dau vao (Vi du: OF, MYPKG-VNHCM, 40HC; DOC-
CKL...).
3. Dién S6 lugng (Quantity), Ban vj tinh (UoM), va Bon gia mua (Unit Price / Cost).
4. Chon Thué GTGT d&u vao (Taxes) ap dung.

[ ] DAN SCREENSHOT HINH ANH GIAO DIEN VAO PAY ]

Hinh: Thém cdc dong san phdm chi phi déu vao va don gia mua (Cost)

Budc 4: Cau hinh Hoa hong cho Nha cung cap (Vendor Commission)
1. Nhé&n nut Luu (Save) ching ti bao gia.
2. Sau khi luu, biéu tugng Hoa héng (icon 2 ngudi) ké bén c6t Commission sé sang lén.
3. Nhap vao biéu tugng Hoa héng dé kiém tra hodc nhap/diéu chinh gia tri hoa héng nhén tir Vendor (néu

co).

s$& LUU Y HOA HONG MAC PINH: N&éu Nha cung cép da dudc cau hinh hoa hdng mac dinh trong ho so
Contact (xem tai liéu [01.a]), hé thong sé tu dong nhay s6 tién hoa hong tuang Ung ngay sau khi luu.



| E7AEGETE | Xac nhan don hang  Hay

San pham M ta 56 lugng Pon vi

AMS - VIET.. AMS- 1,00 Box
VIETTOAM

CFs i 0,00 b

CFS - Vietioan M khuvuc  Thém ghi cha

Tao "CF§"
I |

Tao va slra. .

Hinh: C6t Commission va biéu tugng nhdp hoa héng Nhd cung cdp

Buéc 5: Lién két véi Don ban hang (SO) & Xac nhan Pan mua hang
1. Chuyén sang tab Théng tin khac (Other Information).
2. Tai 6 'Tai liéu goc' (Source Document): Bién ma Sale Order tuong tng (Vi du: S00512).
3. Kiém tra lai toan bd s8 liéu va nhan nat 'Xac nhan don hang' (Confirm Order) dé chuyén tir RFQ thanh

Purchase Order (PO) chinh thuec.

s& LIEN KET TAI LIEU GOC QUAN TRONG: Viéc dién ddng ma SO vao 6 'Tai liéu géc' (Source Document)
1a BAT BUOC dé phan hé Freight va K& toan cé thé tap hgp ding chi phi dau vao khi tao Credit Note va tinh

toan téng Igi nhuén cda 16 hang.



AT/l Huy bo
Guri qua Email | Iny/cbédo gia JEEEELIELT: (Bt Tt I iy
i el ey LaoaU s el
sanpham | Théng tin khac
Dai dién mua hang 8 | Tuan Huynh
Tai liéu géc SOns12
Branch Sai Gon
Piéu khoan thuong mai
quic t&

Hinh: Bién ma SO vao truong Tai liéu goc (Source Document) va Xdc nhdn don mua

IIl. CHECKLIST KIEM TRA PON MUA HANG NHAP TAY CHUAN

O D& chon dung Nha cung cap/Hang tau va dong tién giao dich phu hgp.

[0 Ma san pham/chi phi dau vao chinh xac va khép vai bao gia/tap hop chi phi cia NCC.
O Don gia mua (Cost) va thué sudt GTGT mua vao da dugc dién chinh xac.

O D& nhap ma Daon ban hang (SO) vao trudng Tai liéu géc (Source Document).

[0 Bon mua hang da dudgc xac nhan (chuyén sang trang thai Purchase Order).



