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I. MUC DiCH & VAI TRO CUA SO NHAT KY (JOURNALS)

S& nhat ky ké toan (Journals) trong hé théng VietToanERP ddng vai tro 1a noi phan loai va ghi nhan cac
phat sinh giao dich tai chinh theo nhém nghiép vu cu thé (Ban hang, Mua hang, Tién mat, Ngan hang, But
toan khac). Mai S8 nhét ky sé dinh hinh tién t6 ma but toan (Short Code) va tai khoan hach todn mac dinh,
gilp K& toan trudng dé dang quan ly, kiém soat dong tién va truy xuat bao co tai chinh chuan xac.

Il. PHAN LOAI CAC LOAI SO NHAT KY TRONG ODOO

Vi Du Ap Dung / Ma Tién T6
(Short Code)

Loai S Nhat Ky M6 Ta Vai Tro

L SU dung cho Hoa don ban hang va Hoéa don hoan .
Ban hang (Sales) i R Customer Invoices / INV
tién cho khach hang.

S dung cho Hoéa don mua hang va Chi phi tir Nha

= Vendor Bills / BILL
cung cap.

Mua hang (Purchase)

Dung trong giao dién ghi nhan thu/chi tién mat truc

Tién mat (Cash) Cash / CSH1
tiep.
N Dung ghi nhan chuyén khoan, déi soat sao ké ngan i
Ngan hang (Bank) ha Vietcombank, ACB / BNK'1
ang.
3 . Dung cho but toan téng hap, chénh léch ty gia, )
Khac (Miscellaneous) Miscellaneous / MISC, SAL, EXCH

luong, tai san...

Il. HUGNG DAN TAO VA CAU HINH SO NHAT KY MO

Buéc 1: Truy cdp Menu Cau hinh Sé Nhat Ky
1. M@ phan hé Ké toan (Accounting).
2. Truy cap C&u hinh (Configuration) = K& toan (Accounting) = Chon Céc s nhat ky (Journals).
3. Tai danh sach hién thi, nhdn nut Tao (Create) & goc trén bén trai.



222 Len hoa don Tong quan Bang thing tin Khach hang

Céc s6 nhét ky

Tén s6 nhéat ky Loai

Héa don Khach hang Ban hang
Hoa don Nha cung cdp Mua hang
Céac hoat ddong khac Khac
Chénh léch ty gia Khac

Tai Khoan Techcombank Mgan hang
Tai Khoan Sacombank Mgan hang
Tién mét Tign mit
Thué ca sdtién mat Khac

Dinh gid hang ton kho Khac

Hinh: Danh sdch Cdc s6 nhdt ky va nat Tao trong phdn hé Ké todn

Buéc 2: Cap nhat Théng tin Chi tiét cho S6 Nhat Ky Méi
« Tén s6 nhat ky (Journal Name): Dién tén rd rang giip nhan biét nghiép vu (Vi du: Héa don ban hang, Ngan
hang ACB USD, Lugng Nhan vién...).
« Loai (Type): Lua chon 1 trong 5 ki€u loai s&: Ban hang, Mua hang, Tién mat, Ngan hang hoac Khac.
« Ma viét tat (Short Code): Dugc st dung lam tién t6 khi hé théng tu sinh ma chiing tu/but toan (Vi du: INV cho
Hoa don ban; BILL cho Hoa don mua; SAL cho Luang...).
- Tién té (Currency): Dinh danh ddng tién giao dich cho sé nay (USD, VND...). D& tréng néu muén ap dung déng
tién cd sd mac dinh cta cong ty.
- Thiét 1ap nang cao (Advanced Settings): Cdu hinh phan quyén kiém soét loai tai khoan nao dugc phép phat
sinh but todn trong s nay (D€ tréng néu khéng can siét quyén).
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22 Lén hoadon Téng quan Bang théng tin Khach hang Nha cung cép K& todn Béo cdo Cau hinh

Cdc so nhat ky / Mai
Huy bo

E' But toan phat
J/ sinh

Tén s8 nhat ky

e.g. Héa don ban hang |

Loai ‘ v

But toan phat sinh Thiét |3p ndng cao

Théng tin ké todn

M3 viét tat e.g. INV

Tignté

Hinh: Giao dién cdu hinh chi tiét cdc trudng théng tin cia S6 nhat ky

IV. HUGNG DAN SU DUNG SO NHAT KY TRONG NGHIEP VU THUC TE

1. Ap dung trén Héa dan Khach hang (Customer Invoices):

+ S6 nhat ky ban hang mac dinh (Customer Invoices) sé dudc tu dong dién vao 6 'SG nhat ky' khi tao hda don
ban.

+ Khi hdéa don & trang thai Nhap (Draft), K& toan cé thé chu dong chon lai s6 nhat ky khac thudc loai Ban
hang.

s DIEU KIEN LOC SO NHAT KY THEO LOAI: Chi nhitng S8 nhat ky c6 thudc tinh Loai = 'Ban hang' (Sales)
mdi xuat hién trong danh sach Iya chon trén Héa don Khach hang. Tuang tu, chi Sé loai '"Mua hang'
(Purchase) méi chon dugc trén Héa dan Nha cung cép.

2. Ap dung trong Ghi nhan Thanh toan (Payment Registration):

+ Khi bdm 'Ghi nhan thanh toan' trén Hoa don, popup sé yéu cau chon S nhat ky thanh toan (Tién mat hoac
Ngan hang).

+ Hé thdng sé tu déng hach toan tién vao Tai khoan mac dinh d& dugc cau hinh trong S6 nhat ky dé.
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Ghi nhan thanh toan

S8 nhit kj T2i Khodn Techcombank Téng tign 13.761.966
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Phuong thire thanh ‘Manual Exchange rate ‘25 830
todn &) thant o

Tai khodn ngén hang 19035893171011 - NH TECHCOMBANK - CN - (7 V9% thanh todn [23/00/2026 -]
ngudi nhan

| Z Refresh

Noi dung giao dich INV/2023/00129

Hinh: Trudng S6 nhat ky (Journal) hién thi trén giao dién Héa don khdch hang

V. CHECKLIST QUAN LY SO NHAT KY CHUAN

[0 Da dat Tén s6 nhat ky ngan gon, ré rang theo dung nghiép vu thuc té.

O Chon ding Loai s6 (Sales, Purchase, Cash, Bank, Miscellaneous).

[0 Ma viét tat (Short Code) khéng bi trung 13p vai cac sé nhat ky khac.

O Gan dung Tai khoan mac dinh va Tién té tuong Ung cho S6 tién mat/ngan hang.

[0 Hoa don va But toan thu/chi dugc ghi nhan dung vao S nhat ky quy dinh.



