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I. GIG1 THIEU & PIEU KIEN TIEN QUYET

Module Quan ly Chi phi (Expenses) trong hé théng VietToanERP giup doanh nghiép chuan hda quy trinh
ghi nhan, phé duyét va hoan (ng cac khoan chi phi phat sinh do nhan vién Ung trudc (chi phi di lai, phu phi
van tai, nang ha cont, cudc phat sinh 16 hang...). Moi khoan chi dugc lién két tryc tiép vdi S6 Van don (B/L
Reference) va tu dong tao but toan ké toan hach toan cong ng/tién mat.
Piéu kién tién quyét:
* Tai khoan ngudi dung da dugc phan quyén trong phan hé Chi phi (Expenses / Officer hoac Manager).
 Danh muc Loai chi phi (Categories) va Tai khoan phan b8 (Analytic Accounts) da dudc thiét 1ap.
e Trudng théng tin Ngudi quan ly (Manager) trong hé sa Nhan sy (Employee) da dugc khai bao chinh xac dé
nhan théng bao duyét.

Il. HUGNG DAN THU'C HIEN CHI TIET THEO QUY TRINH

2.1. Truy cap Phan hé Chi phi
1. Ddng nhap vao hé théng VietToanERP.
2. Chon biéu tugng (ing dung 'Chi phi' (Expenses) trén man hinh chinh.
3. Giao dién mac dinh hién thj danh sach tat ca cac khoan chi phi can béo cdo cta téi (My Expenses to

Report).
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Hinh: Biéu tugng utng dung Chi phi (Expenses) trén Dashboard Odoo

2.2. Khgi tao va Ghi nhan Chi phi Méi (Create Expense)

1. Nhé&n n(t 'Tao' (Create) & géc trén bén tréi.
2. Nhap chi tiét cac trudng thong tin chi phi:

« M6 ta (Description): Ghi rd tén ndi dung chi phi (Vi du: Phu phi béc xép, Phi ndng ha cont...).

« Danh muc / Loai chi phi (Category): Chon loai chi phi tugng tng (Phu phi, Chi phi khac, bi lai...).

« S6 tién (Total): Nhap gia tri va chon loai Tién té (VND hodc USD) phu hgp. Ty gia quy déi tu dong hién thi
bén dudi.

« Ngay chi phi (Date): Chon ngay thuc té phat sinh khoan chi.

* Thué (Taxes): Chon thué suat GTGT tuong Ung (Vi du: 8% Included in price taxes).

« Tham chiéu B/L (B/L Reference): BAT BUOC chon ma Van don / Lé hang tuong ting dé gén chi phi vao 16
hang.

« Khach hang (Customer): Chon khéch hang lién quan néu chi phi nay dugc xuét hba dan lai cho khach (Re-
invoice).

« D3 thanh toan bang (Paid By): Chon 'Nhan vién (d€ bdi hoan)' néu nhan vién bé tién tui, hodc 'Cong ty'
néu dung quy/thé cty.
3. Dinh kém bién nhan: Nhdn ndt '‘Binh kém bién nhan' dé tai file hoa dan/ching tir VAT.
4. Nhan nat 'Luu’ (Save).
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2.3. Tap hgp Bao cao va Nop Quan ly Phé duyét (Submit Expense Report)
1. Sau khi khai bdo xong mét hodc nhiéu dong chi phi, nhan ndt 'Tao bao cao' (Create Report).
2. Hé théng téng hgp cac dong chi phi thanh mét '‘Bao cao chi phi' (Expense Sheet).
3. Kiém tra trudng 'Ngudi quan ly' (Manager): Chon ddng tai khoan Quan ly cap trén sé duyét bao cao nay.
4. Nhan nut '"Nop cho quan ly' (Submit to Manager) dé€ gui thong bao phé duyét.
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2.4. Phé duyét Chi phi (Expense Approval)
1. Ngugi quan ly (Manager) nhan dugc théng bao qua Email/Odoo Chatter = M3 bao céo tai menu '‘Béo céo
chi phi can duyét' (Expense Reports to Approve).
2. Kiém tra tinh hgp 1é cla sé tién va héa don dinh kém.
3. Thao tac phé duyét:
+ Ba&m 'Phé duyét' (Approve): Xac nhan hgp 1é va chuyén bao cdo sang bd phan Ké toan.
« B&m 'TU chdi' (Refuse): Nhap ly do tir chi dé nhan vién diéu chinh lai.
« BAm 'Dat lai thanh nhap' (Reset to Draft): Cho phép nhan vién stra déi bé sung chi phi.
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Hinh: Nut chdc ndng Phé duyét (Approve) va Tur chéi (Refuse) danh cho Quan ly

2.5. Vao So6 But Toan & Ghi Nhan Thanh Toan (Post Entries & Register Payment)
1. B6 phéan K& toan md& cac bao cao da dugc duyét tai menu 'Béo cao chi phi can vao sé' (Expense Reports to
Post).

2. Nhan nlt 'Vao s6 but toan' (Post Journal Entries): Hé théng tu déng phat sinh Héa don Nha cung cap/But
toan ghi nhan cdng ng béi hoan nhan vién.
3. Nhan nut 'Ghi nhan thanh toan' (Register Payment):
+ Clra s6 popup xuat hién: Chon S6 nhét ky thanh toan (Tién mat / Chuyén khoan ngan hang).
« Ki€ém tra S6 tién va Ngay thanh toan = Nhan 'Tao thanh toan'.
4. Bao céo chi phi chinh thiic chuyén sang trang thai ribbon mau xanh: DA THANH TOAN (PAID / DONE).

& PHAN QUYEN VA HACH TOAN THANH TOAN: Nt 'Ghi nhan thanh toan' chi hién thi néu tai khoan
dang dang nhap dudc phan quyén Ké toan (Billing / Accountant). Khoan thanh toan nay sé tu déng dugc
hach toan can trir vao cdng ng tam Ung/bdi hoan ctia nhan vién.
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2.6. Bao cao & Theo doi Quan tri Chi phi (Expenses Reporting)

1. Truy cap menu 'Béo cao' (Reporting) = Phan tich Chi phi (Expenses Analysis).

2. Theo déi téng hgp chi phi theo titng Nhan vién, Phong ban, Loai chi phi hodc theo ma Van don B/L.

3. SUr dung cac ché d6 hién thi: Graph view (Bi€u dd), Pivot table (Bang téng hgp) dé phan tich xu hudng chi
tiéu va ki€ém soat ngan sach van hanh.

I1l. CHECKLIST RA SOAT QUY TRINH DUYET VA THANH TOAN CHI PHi

O Chi phi dugc dién da M6 t3, Loai chi phi, S6 tién va c6 dinh kem Hdéa don/Bién nhan.
[0 D3 chon ding ma Van don (B/L Reference) d€ gan chi phi vao dung 16 hang.

O Bao cao chi phi da dugc gui va Ngudi quan ly (Manager) da bam Approve.

[0 Ké toan da bam 'Vao sé but toan' (Post Entries) d€ hach toan vao hé théng tai chinh.

O Lénh 'Ghi nhan thanh toan' da dugdc khdi tao va bao céo co trang thai DA THANH TOAN (Paid).



