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LO1 MO PAU
Cong ty Co phan Céng nghé VCS Viét Nam (Tén viét tat 1a VCS Viét Nam) la
doanh nghiép chuyén vé nghién cizu gidgi phap, phat trién cac ing dung cdng nghé thong

tin vao quan 1y hoat déng va quan Iy kinh té cho cdc co quan, t6 chirc.

Véi bé day kinh nghiém va sic sang tao khdng ngirng, VCS Viét Nam di nghién
cizu phét trién thanh cong nhiéu san pham va dich vu cdng nghé thdng tin trén nhiéu linh
viee, trong dé dac biét chuyén sau vé nghién ciru phat trién phan mém va dich vy phan

mém cho linh viec quan Iy tai chinh, ké todn, tai san, dau tu...

Vi mong muéon gop phan thiét thyc vao viéc nang cao chdt hirong, hiéu sudt cuia
cdng tac ké toan va quan ly tai chinh trong hé thong cua Tong Lién dodn Lao déng Viét
Nam, VCS Viét Nam dda phat trién Phan mém Ké toan Céng dodan co s¢ ddp 1ng yéu cau
vé chuyén mon, nghiép vu theo quy dinh ddac thil vé ké toan tai chinh cia Téng Lién doan.
Phan mém c6 nhiéu tién ich, dé tiép cdn, sir dung; hé tro két noi véi Phan mém tong hop
B4o cdo tai chinh cho Téng Lién doan Lao déng Viét Nam.

Véi tiéu chi phat trién san phdm: Tién phong vé céng nghé, vieot tréi vé tinh ning
va di dau vé hiéu qud; cung véi dich vy hé tro sir dung phan mém, hé tro nghiép vu véi
tinh than trach nhiém cao, Céng ty tin turéng san pham va dich vy cia VCS Viét Nam sé
Iuén dong hanh trong cong tac ké toan va quan ly tai chinh cia Quy co quan, té chirc.

Cong ty rat mong nhdn duwoc y kién déng gép ciia Quy co quan dé san pham, dich
vu do Céng ty cung cap ngay cang hoan thién hon.

Xin chan thanh cam on!



A. GIG1 THIEU CHUNG CONG TY

Thoéng tin chung
Tén cong ty: Cong ty C6 phan Cong nghé VCS Viét Nam
Tén tiéng anh: VCS Viet Nam Technology Joint Stock Company
Tén viét tat: VCS VN., JSC
Logo:
Wi S
Séng tao cha nase Dt

Giay phép ding ky kinh doanh: S6 0105933356 do S Ké hoach va Pau tu TP
Ha Noi cip ngay 02/07/2012.

Pia chi: S6 19, ngd 516 duong Lang, phuong Lang Ha, quan Pong Pa, thanh ph
Ha Noi.

Holine: 1900.555.526 — (024) 3773.9829

Email: lienhe@phanmemvcs.com

Website: https://www.vcsvietnam.com
Pé tim hiéu thém vé Coéng ty Co6 phan Cong nghé VCS Viét Nam va cac san
pham, dich vu cua céng ty, Quy khach hang wvui long truy cap website:

https://www.vcsvietnam.com.


mailto:lienhe@phanmemvcs.com
https://www.vcsvietnam.com/
https://www.vcsvietnam.com/

B. CAC QUY UOC SU DUNG CHUNG CUA PHAN MEM

1. Quy dinh sir dung phim tat

Phim Chirc nang
Tab Chuyén sang 6 nhép dir liéu tiép theo

Shift + Tab Chuyén vé 6 nhép dit liéu trudc do

Miii tén xudng =~ Chuyén xudng dong di liéu tiép theo

Miii tén lén Chuyén vé dong dit liéu trudc do
Ctrl + N Thém méi
Ctrl+S Ghi
Ctrl+E Stra

Ctrl + Del Xoba

Ctrl +P In
Ctrl+Z B6 qua
Ctrl +Q Dong cira s6 hién tai
- Hién thi danh sach Iia chon (Ddi véi trudng ngay thang va trudng lua
chon)
Num * Nhan s6 tién hién tai véi 1000 (D6i voi trudng nhap so tién)
Num / Chia s tién hién tai cho 1000 (Ddi voi trudng nhap so tién)

2. Thao tac véi cac chire ning co ban

Chirc ning Thao tac

Nhan chon nit <Thém>, phan mém hién thi giao dién cho phép
Ngudi st dung nhép cac thong tin can thiét trong tmg. Sau khi nhap
Nhip théng tin  day dii va chinh x4c thong tin vé d6i tuong, Ngudi st dung nhan nit
vao Co s6 dir litu  <Ghi> dé luu thong tin vao Co sé di liéu. Néu mudn huy bo lan
nhdp ndy va trd vé man hinh ban dau, Ngudi str dung chon nit <Bé

qua>.

Thay déi dirlifu = Chon ddi twong can stra trong Danh sdch doi twong théng tin cin




da nhap

stka, sau d6 nhan vao nat <Srka> trén man hinh. Ngudi str dung nhin
nat <Ghi> dé luu thong tin da duoc thay doi vao co so dir liéu; nguoc

lai dé hity bo Nguoi sir dung nhan nit <Bé qua>.

Xo6a mot dbi
twgng (Dix liu

da nhap)

Chon dbi tuong can xoé trong danh sach hién thi, nhan chudt vao nat
<X6ba> trén man hinh. Chuong trinh s& dua ra hop thoai deé nghi
Ngudi str dung xac nhan ¢ xoa hay khong. Chap nhan xoa nhan nut

<C6>, nguoc lai nhan nit <Khdng>.

In bao cao, sO

sach

De in danh sach doi twong hodc cac so sach, bao cao, nhan nut <Ldp

biéu> trén man hinh.

Thoat khéi cira

s0 chirc nang

Chon ntit <Péng> trén man hinh

Nhap thong tin
ngay thang

G0 lan luot ngay thang nam, VD: G6 01012022 = chuong trinh s& tu
dong dinh dang ngay/thang/mam: 01/01/2022




C. HUONG DAN SU DUNG PHAN MEM

Phan nay hudng dan Nguoi sir dung nim bat cac thao tic co ban trén phan mém

theo ting budc khi Nguoi sir dung bat dau thao tac véi phan mém (tir khau khai bao ban
dau, cac chuc ning thuong xuyén sir dung dén khau lap béo cdo gui cip trén), gidp
Nguoi sir dung thanh thao thao tac tat ca cac chirc nang mot cach nhanh chéng, bao gém
cac chuong sau:

Churong I: Thao tdc khai bdo ban ddu: Chuong nay huéng dan Nguoi st dung
thao tac khai bao ban dau khi st dung phan mém nhu: Pang nhap, thiét 1ap nién do ké
toan, thiét 1ap don vi str dung chuong trinh, ché do sir dung va khai bao thong tin nguoi
str dung phan mém. Sau khi thyc hién xong ndi dung cta chuong nay, Nguoi sir dung c6
thé thao tac thanh thao véi cac chiic nang da duoc hudng dan.

Churong II: Cdc thao téc thirong xuyén trong ché dé Nhdp ching tir: Chuong nay
huéng dan Nguoi str dung cac thao tac chinh va thuong xuyén khi s dung phan mém voi
ché do Nhap chtng tir nhu: khai bao thong tin ban dau vé nguoi dung va cac bang ma
lién quan, cap nhat sb liéu ké toan, in mau biéu chung tir, bao cao thudng xuyén sir dung
va gui dit liéu truc tuyén cho cap trén. Sau khi thuc hién xong noi dung cua chuong nay,
Nguoi st dung ¢6 thé nam bat duoc day da va thanh thao cac thao tac chinh trén phan
mém.

Churong III: Céc thao tdc thwong xuyén trong ché d¢ Nhdp truc tiép bao céo:
Chuong nay huéng din Nguoi sir dung cac thao tac chinh nhu: Nhap sé liéu bao céo, in

mau biéu bao cao thudng xuyén str dung va guri dir liéu truc tuyén cho cap trén.



CHUONG I. THAO TAC KHAI BAO BAN DAU

Chuong nay hudng din Ngudi sir dung cac thao tac ban dau khi sir dung phan

mém, bao gom:

> Ding nhap hé théng

» Khai b4o thong tin ban dau

1.1 Ping nhap hé théng

Khi mo phan mém hién thi man hinh dang nhap:

I Dang nhap — p-d

9 , Don visir dung .
7.

W =

Y P L ®

T

)
IS

&* Phién ban Luu théng tin d&ng nhap

Q Bdng nhip

Dé ding nhap vao phan mém, Nguoi sir dung thao tac nhu sau:

Budc 1: Nhap tai khoan cong ty cung cip, tich vao 6 <Luu thong tin ding nhap>

néu muédn luu lai thdng tin sir dung cho nhitng lan ding nhap sau.

Budc 2: Tich nit <Ping nhap> dé dang nhap vao phan mém.

1.2. Khai bio thong tin ban dau

O budc nay huéng din Nguoi sir dung khai bao cac thong tin co ban dé phuc vu

cong tac hach toan ké toan caa don vi va sb liéu ké toan ban dau, bao gom:

>
>
>
>

Thiét 1ap don vi sir dung

Thiét 1ap ché @6 sir dung
Thay dbi thong tin
Thay d6i mat khau

Sau khi dang nhap, giao dién phan mém hién thi nhu sau:



[E5] | COCS Ding ty khdi doanh nghiép - ‘r@ [2022 - IO oﬁine o~ Q - X
3

= P Nhdpndidung tim kiém ...
£25 NHAP SO LIEU BAO CAO

ol ™ Béo cio oA nHAP

ﬁ GUT BAO CAO LEN CAP TREN

& Dir liéu sao luu: D:\\LuuDuLieuKeToan ~ Ph3n mém Ké toan Céng doan co s& (VMS ACDCS 21.1)  03/03/2022 08:17 Don vi str dung: Lién doan lao déng tinh Phi Tho | Nguéi sir dung: Loey

% Thiét 1ap don vi st dung;

Nguoi sir dung kiém tra thong tin DVSD tai khung s6 (1)

% Thiét 1ap ché do st dung:

Phan nay cho phép ngudi sir dung thiét 1ap ché d6 sir dung phan mém. Nguoi sir
dung duoc phép lya chon maot trong hai ché do Nhap chang tir hodc Nhap tryuc tiép béo

cao trong mot nién do ké toan.
Dé thiét lap ché @6 sir dung, ngudi sir dung thao tac nhu sau:
Budc 1: Tich chudt vao khung sé (3). Ctra s6 chirc nang hién thi nhu sau:

CHE B0 50U DUNG

) Nh3p chifng tr

'#) Nh3p trure ti€p bao cdo
Ap dung

Budc 2: Tich chudt chon ché do sir dung phit hop va chon <Ap dung>. Phan mém

dua ra thong bao, ngudi st dung chon <C6> néu muén luu thiét 1ap, chon <Khéng> néu

mubdn bé qua.

% Thay ddi thong tin:

Nguoi st dung tich chon khung sé (4) va chon <Thay déi thong tin>. Giao dién

chire ning sé hién thi ra nhu sau:



I Thay ddi théng tin ngurdi ding }—

Tén dang

nhap ketoan@cdcs.q_thanhxuan.hanoi.

&t khau

| |
Ho va tén | |
pién thoai | |
| |
| |

Email mdi

XAc nhan
Email

IM& xac nhan M

Cédp nhat

Budc 1: Khai bao day du théng tin theo thir tu:
- Mat khau: Nhap mat khau ding nhap phan mém:;
- Ho va tén: Nhap ho va tén ctia ngudi sir dung phan mém bang tiéng Viét ¢ dau;

- Email méi va xac nhan email: Nhap dia chi email thyc té va phai khop dung voi

nhau;
- Ma xac nhan: Nhap ma xac nhan.
Budc 2: Tich vao & <Chap nhan> dé luu lai thong tin.

Nguoi stir dung nén tat ché do go tiéng Viét trén phan mém g6 tiéng Viét trudc khi

nhap mat khau dé tranh kho khin khi dang nhap.

% Thay ddi mat khau:

Nguoi sir dung tich chon khung s (4) va chon <Thay d6i mat khau>. Giao dién

chirc nang sé& hién thi ra nhu sau:



| Thay aéi mét kndu |

Tén dang
nhép
IMat kndu hién |
tai

ketoan@cdcs.q_thanhxuan.hanoi.

Mat khdu méi | |

Xac nhan | |

M xac nhan a&/l}.

Cap nhat

Budc 1: Khai bao day du théng tin theo thir tu:

- Mat khau hién tai: Nhap mat khau ding nhap phan mém:;
- Mat khau mai va xéac nhan: Phai khép ding véi nhau.

- M& xac nhan: Nhap méa xac nhan.

Budc 2: Tich vao 6 <Chap nhan> d¢ luu lai thong tin.
Budc 3: Pang nhap lai phan mém.

Luwu y: Phan mém yéu cau mat khau manh: bao gom it nhat 8 ky tu trong dé phai
chtra chit in thuong, chir in hoa, chit s6 va ky tu dic biét.



CHUONG II. CAC THAO TAC TRONG CHE PO NHAP CHUNG TU

Chuong nay huéng din Ngudi st dung cac thao tac thudng xuyén khi st dung ché
d6 nhap ching tir cua phan mém, bao gom:

> Khai b4o cac danh muc ban dau

Nhap ké hoach- du toan

Nhap sb liéu thu chi tai chinh cdng doan

Nhap sb liéu TSCD, CCDC

S ké toan

Béo cao

vV V V V VY V

Giri b4o céo Ién cip trén

2.1 Khai bao cac danh muc ban dau

O budc nay hudng din Nguoi st dung khai bao cac danh muc ban dau dé phuc vu
cong tac hach toan ké toén chi tiét caa don vi.
2.1.1 Khai bdo danh sach can b quan ly

Nguoi quan tri hé thong chon Menu Danh muc/Céan bé qudn ly dé dang ky thong
tin vé can bo quan Iy tai don vi. Giao dién chirc ning s& hién thi nhu sau:

@Them  [HSia @ xéa Ghi Biqua [ Déng

Hhap théng tin can b3 quan

ST

Chirevy

Naay bat dau lam CTK

Danh sach can bd quan y

Pé khai bao danh sach can bo quan Iy tai don vi, nguoi st dung thao tac nhu sau:
Buéc 1: Nhan <Thém>.

Budc 2: Khai bao céc thong tin:

- M s6: Nguoi sir dung nhap theo thi ty ting dan dam bao khong dénh tring ma;

- Tén: Nhap tén caa can bo quan ly;



- Charc vu: Nguoi dung chon chic vu teong tng trong danh sach;
- Ngay bét dau lam CTK: Ngay can bo bt ddu dam nhiém chic vy nay.

- S6 CMND, ngay cép, noi cap: Truong hop khai béo can b Thi quy, Ngudi sir
dung nhap day du thong tin theo yéu cau.

Budc 3: Tich <Ghi> dé luu lai thong tin.

2.1.2 Khai béo danh sach tai khoan don vi sir dung
Nguoi quan tri chon Menu Danh muc/Tai khodn don vi dé khai bao cac tai khoan

giao dich cua don vi. Giao dién chirc ning sé hién thi nhu sau:

Nai md

Danh sach tai khoan don vi

Budc 1: Nhan <Thém>.

Budc 2: Khai bao théng tin:

- S6 tai khoan: Nguoi st dung nhap sé tai khoan giao dich cia don vi;

- Hé thong tai khoan: Nguoi str dung chon hé thdng tai khoan trong danh séch;

- Ngan hang/ Kho bac: Nguoi sir dung chon ngan hang hoac kho bac phu hop

trong danh sach;
- Ngay ma, noi mé: Nguoi st dung nhap ngay maé, noi mé tai khoan;
- Nguoi stir dung chon tén Chu Tai khoan trong danh séch;
- Ghi cht: Ngudi sir dung nhap ghi chi (néu co).

Budc 3: Tich <Ghi> dé luu lai thong tin.
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2.1.3 Khai bao danh sach té chirc, ca nhan
Nguoi st dung chon Menu Danh muc/Té chirc, ca nhan dé khai bao va quan ly
cac thdng tin vé té chuc, ca nhan trong noi b don vi va céc td chuc, ca nhan bén ngoai

c6 quan hé tai chinh véi don vi.

Giao dién phan mém s& hién thi nhu sau:

827 Phian mem K todn cong doin cos3 > TG chikc cé nhén g [2021 - COCs - Lén doanlao dong thanh phi . - | (@ offline  Z¥~ @~ L+  — X
@Them  [pSk & Xea Ghi @ Boqua [EJ Bong
Danh séch t3 chifc ca nhan Nhap thong tin t chifc.ca nhan
ME 5§ Tén

Khach hang | Bon vindi b | Ca nhan trong don vi | Bon vi c&p trén | Khac

Tén 16 chirc, ca nhén (4
Phan loai chi igt (%)

Bia chi

SGhiguTK

Noi més

B2n ghi 0/

Dé khai bao danh sach t6 chtic, ca nhan ngudi sir dung thao tac nhu sau:

Budgc 1: Chon tab twong wng tai khung sé (1), phan mém hién thi giao dién nhu
sau:

82 Phian mem K& toan cong doin coss B> T6 chic ca nhan g [2021 - CBCS - Liéndoan lao dgng thanh phé.. - | @ offiine ¥+ @+ L+ — x

@Them [psim @ x6a Ghi @B8squz [ Deng

Danh sich t6 chirc ci nhan Nhap théng tin t& chifc ca nhan

.
= Ms5 Tén l ihch hang ‘Dmvmé\hﬁICa’nh'ammngdmwIﬂmmépuénlnﬂ
L) EE— T ———

= M3 t§ chifc, c&nhan (%) | KHOOL
E Tén't5 chic, cnhén (%) | Khach héng A

= Phan loai chi tigt (%) T8 chic

i Bia chi

] S5 higu Tk

Nai m&

B

Ban gh /1

Budéc 2: Nhan <Thém>.
Budce 3: Khai bao cac thong tin twong wng trén giao di¢n (2):

- M4 t6 chiic, ca nhan: Ngudi st dung nhap theo tha tu ting dan dam bao khéng

danh trung ma;
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- Tén t6 chic, c& nhan: Nguoi st dung nhap tén t6 chirc, ca nhan twong ¢ing cua

don vi;
- Phan loai chi tiét: Ngudi sir dung lya chon trong danh sach tuong tng;

- C4c théng tin con lai: Dia chi, S6 hiéu TK, Noi mé... Nguoi st dung nhap theo

y&u cau quan ly.

Budc 4: Nhan <Ghi> dé luu lai thong tin, két qua s& hién thi ¢ khung sé (5).

< Viéc thém, sira ma s t6 chuc ca nhan phai dam bao cac ma sé khong dugc
trung nhau.

% Céc thdng tin c6 dau * 1a c4c thong tin bét budc phai khai béo.

2.1.5. Khai bao mi ddi twong quan Iy
Nguoi sir dung chon Menu Danh muc/Péi tweng qudn ly dé khai bao va quan ly

c4c thdng tin vé d6i twong quan ly.

Giao dién chirc ning s& hién thi nhu sau:

@ Them  [HSke @ Xee Ghi Boqua [ Déng

Danh sach ddi twgng quan Iy Nhdp théng tin d&i twgng quan Iy
M 55 Tén | ( 981 irong 88U tr | Khoan phai thu | Khoan phai tra | Quj xa hai i I

M3 5 (%)
D5 hgng dau b7 ()
Tén (%)

Ghichi

Pé khai bao cac d6i tuong quan 1y ngudi sir dung thao tac nhu sau:
Budc 1: Chon tab dbi twong twong tng dé khai béo.
Budc 2: Nhan <Thém>.

Budc 3: Khai bao cac thong tin twong tng trén giao dién s6 (2) va nhan <Ghi> dé

lwu lai thdng tin, két qua sé& hién thi & khung sé (3).

12



2.1.5. Khai bao céc chi tiéu co ban
Nguoi sir dung chon Menu Danh muc/Céc chi tiéu co ban dé nhap céc thong tin

chi tiéu co ban l1am can ctr dé thé hién trén cac mau biéu twong ung.

Giao dién chirc ning hién thi nhu sau:

02" Phan mém K€ toan cing doan cd's3 P> Cac chi tiéu co ban R | 2021 - CBCS - Lién doan lao déng thanh phs.. - | (@) offine %~ @~ L~ - X
@ hem  [Hsie @ X6 Ghi Boqua [Ed Déng

Mhap théng tin chi tiu cd ban

Nam:_[2021
S5 120 dgng tinh quf luang ddng KPCO T

55 doa

Quf lrang déng KPCB

Quy long déng doan phi céng doan

Danh séch céc chi tiéu cd ban

Ky bio céo 56 lao dng dong KPCD 58 doan vién €D 55 canbj COCT Quf luong déng KPCD Quf luong déng BPCE El

Budgc 1: Nhan nit <Thém>
Budc 2: Khai béo cac thong tin tai khung s6 (1)

Budc 3: Nhan ndt <Ghi> dé luu lai thdng tin. Céc chi tiéu co ban duoc thém mdi

thanh cdng s& xuat hién ¢ giao dién <Danh sach céc chi tiéu co ban> tai khung sé (2)

Pé diéu chinh lai c&c chi tidu co ban di duoc cap nhat vao phan mém trong truong

hop ¢ su sai sot, Nguoi sir dung thuc hién theo thao tac nhu sau:
Budc 1: Nhan vao nit <Sira> va stra lai cac thong tin twong wng
Budc 2: Nhan ndt <Ghi> dé luu lai thong tin d3 sira.

2.2 Nhap ké hoach- dw toan

Nguoi sit dung chon Menu Ké hoach- duw toan/Duw todn thu, chi TCCP (Bl4-
TLP) d khai béo so liéu 1én bao cao du toan thu, chi tai chinh cong doan. Giao dién

chirc nang s& hién thi nhu sau:

13



: @ Thém [} sim X6a Ghi Bsqua [Ed Péng

NEm

=
= MNEm: |2022
- 5 — -
L A - CAC CHI TIEU CO' BAN
=] 56 lao déng tinh qu luong déng KPCB |0
HE )
56 doan vién
|
o 56 can bd CB chuyén trach
[~ Quf Irong déng KPCD
Qu lrrong déng BPCE
=l — — =
- B - CAC CHI TIEU THU CHI TAI CHINH CONG DOAN
STT N&i dung Muclyc (M3 s8) | Udc thuc hién ndm trudc | 58 du todn
[ TicH LY TAI CHINH DAU KV 10 o L]
m PHAN THU
2.1 Boan phicdng doan 22 0 0
2.2 Kinh phi cdng doan 23 0 0
2.3 Mgan sach nha nudc cdp hé trg 24 5] 5]
2.4  Cackhoan thu khiac 25 o o
a- Chuyén mén hé trg 25.01 5] 5]
b-Thu khac tai don vi 25.02 0 0
[} o

CONG THU TAI CHINH CONG DOAN

€ - THUYET MINH

Budc 1: Nhan nat <Thém > dé thém méi bao cdo du toan thu chi tai chinh cong
doan B14.

Budc 2: Khai bao day du sb liéu cia cac chi tiéu twong tng trén bao cio.
Budc 3: Nhan nat <Ghi> dé luu lai thong tin vira khai bao.
2.3 Nhap s6 liéu thu chi TCCPD

Phan nay hudng din Nguoi s dung ghi chép, phan &nh céc nghiép vu kinh té tai
chinh phét sinh vao phan mém, 1am cin ct dé lay s liéu 1&n cac so ké toan va béo cao tai

chinh tuong wng. Phan nay bao géom nhitng noi dung chinh nhu sau:
> Khai bao s6 du ban dau
» Thém mai chung tur
> Inchang tu
> Tim kiém chang tir
> Diéu chinh théng tin ching tir

2.3.1 Khai bao sb du ban dau

Sau khi dd khai bao cac thong tin co ban phuc vu cdng tac hach toan ké toan tai
don vi, Nguoi sir dung can thiét 1ap sb liéu ké toan ban dau vao phan mém dé bat dau mo
s6, ghi s6, dam bao tinh lién tuc cua sé liéu ké toan.

Thao tac cu thé nhu sau:
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Nguoi st dung chon Menu Thu, chi TCCP/Sé dw ddu nam & khai béo s6 du dau
nién d6 ké toan, vi dy nhu tién mit, tién gui... Phan mém hién thi giao dién nhu sau:

12 Phian miém K todn cing doan cas3 P> S5 du dBu ndm 2001 - CDCS - Lién doan lao ddng thanh ph6.. - | @ Offine %k~ @~ L+  — %

@Them  [psia @ Xee Ghi Boqua [ Béng

Phan loa [ 56 du bénng [ S5 durbén cd ﬂ%\én & 2021

Phén loai

& liéu 43 nhap

Dubén
Nguian kinh phi
56 tEn

\Banghi 0/

Nhap chi tigt

Budgc 1: Nhan nit <Thém>.

Budc 2: Khai béo cac théng tin tai khung s6 (1) bao gom:

- Phén loai: Nguoi sir dung chon phén loai twong (ng trong danh sach;
- Nguén kinh phi: Nguoi str dung chon ngudn kinh phi twong tng;

- S6 tién: Nguoi st dung nhap s6 tién twong &ng.

Budc 3: Nhan nlt <Ghi> dé luu lai thdng tin. S6 du duoc thém mai thanh cong s&

Xuat hién & giao dién S6 liéu da nhap o khung s6 (2).

Budc 4: Ngudi sir dung nhap chi tiét twong ung tai khung (3) ddi véi trudng phan

loai can nhap chi tiét.

Luuy:

< Nguoi st dung Iuu ¥ khai bao day di cac thong tin, sé lieu ké toan tai thoi
diém ban dau sir dung phan mém, dam bao tinh day du, chinh xéac, can d6i. Sau khi khai
bao xong tat ca tai khoan c6 s6 du, Nguoi str dung phai dam bao nguyén tic: Tong sé du

bén No bang Tong sé du bén Co.

2.3.2 Thém méi chwng tir
Nguoi st dung chon Menu Thu chi TCCP dé ghi chép, phan anh cac nghiép vu

thu chi tai chinh cong doan tai don vi vao phan mém.
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Pé thém mai mot ching tur vao phén mém, nguoi st dung thao tac: Chon menu
Thu chi TCCP va chon chirc ning chi tiét twong tng. Giao dién chirc ning hién thi nhu
Sau:

O Timkigm & Lmméi & Inchingtr @ Thém [ Sk & Xea Ghi Boqua [ Déng

56 chiing tir Naay chirng tiy G

Danh séch chiing ti¥ Whap chiing tir thu biing tién m3t

- Nhép théng tin s6 liéu tong hop:
Budc 1: Nhan nut <Thém> dé thém méi nghiép vu kinh té phat sinh.
Budc 2: Khai bao thong tin tong hop ctia ching tir ké toan tai khung sé (1).

Budc 3: Tich vao niit <Ghi> dé luu lai thong tin ctia nghiép vu vira khai béo. Sau

khi <Ghi>, chiing tir vira cap nhat s& hién thi & khung danh sach ching tir (2).
- Nhap thong tin chi tiét ching tir
+ Thir tw nhap: Ngudi sir dung nhap tha ty tir trai qua phai va tir trén xudng dudi.

+ O bat budc nhap: Chir in thuong, thang dung (Vi du: Loai nghiép vu, ngudn
kinh phi, sé tién)

+ O khong bét budc nhap: Chir in nghiéng

+ Thao tac qua 6 nhap: Sau khi nhap xong 6 truéc, Ngudi sir dung ¢6 thé nhan nit

Enter/Tab hoic ding chudt tich truc tiép vao 6 tiép theo dé chuyén 6 nhap.

+ Kiém tra tong sé tién: Sau khi nhap xong phan chi tiét, Nguoi sir dung kiém tra

lai tong sd tién & phan chi tiét tai khung sé (3) khap véi s6 tién tong hop cua ching tir.
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Luuy:

% Khi cap nhat chtng tir, phan mém sé& kiém tra tinh hop ly cua sé liéu, théng tin
Nguoi str dung nhap vao. Trudng hop phat hién thong tin chua hop ly, phan mém sé& hién
thi thdng bao dé Nguoi str dung kiém tra va diéu chinh.

< Pbi véi nhitng chieng tir ¢ thong tin chi tiét chwa phu hop véi théng tin téng
hop, phan mém s& bao vang.
2.3.3 In chirng twr

Phan nay huéng dan Ngudi sit dung cac thao tic in ching tir truc tiép trén phan
mém, phuc vu cho viéc thanh toan ho so ciing nhu ky, luu trir ching ti.

Thao tac: Tai menu Thu chi TCCPD, chon danh muc ching tur can in, chon ching

tir va nhan <In chirng tir>.
Vi du Phiéu thu trén phan mém hién thi nhu sau:

Phiéu thu:

A48 =8 68 R ¥a & o -|e S8R D=
& pong
Tham s& ' X
Ngay thang Ngay thang nim
R " VA Don vi: CDCS - Lién doan lao dong thanh phé Viét Tri
Bia chi Bonvindiba A M QHNS: (Ban hénh kim
Ly dondp Thu BFCE PHIEU THU reav !
56 tign 1,000,000 & Ngay 22 thang 11 nim 2021
58 tién biing chif | M8t triéu déng chin./. Sé PT0001
Kém theo Ho va tén ngudi ndp tién: Nguyén Van A
Ngay chiing tir | Ngay 22 #hdng 11nEm 20 Dia chi: ?hm;);’g’)b? A
m
So tién: 1,000,000
¥éc nhin (viét bing chif) Mt rrigu ding chin./.
Kém theo:
THU TRUQNG DON VI KE TOAN TRUGNG NGUOI LAP
(X3, ho tén, déngdéu) (K, ho tén, dong déu) (K, ho 1én, dbng dé)
Phym Nhe Quinh
D4 nhan a4 s6 tién: - Bing s6:
- Bing chir
Nedy thdng niim
NGUOI NOP THU QUY
(Y, ho tén, déng déu) (XY, ho tén, déng dbu)
Nguyén Van A

Luuy:

< Nguoi sir dung can nhap day di cac théng tin & tirng chang tir trude khi in.

s Truong hop phat hién ndi dung ching tir co sai sét, Nguoi sir dung quay lai
chang tir dé chinh sira hoac tly ting ching tir, Ngudi st dung c6 thé stra ndi dung truc
tiép tai ctra SO in.

< Pé b sung cac thdng tin caa ching tir, nguoi sir dung c6 thé nhap tai ctia s6

Tham sb sau d6 nhan ndt <Xac nhgn>
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2.3.4 Tim kiém ching tir

Nguoi sir dung chon Menu Thu chi TCCD va chon danh muc ching tir twong rng
dé tim kiém va loc chtrng tir da hach toan, phuc vu trong qué trinh tim kiém va kiém tra
chung tur.

Budc 1: Nhan ndt <Tim kiém>. Giao dién chtic nang s& hién thi nhu sau:

[El Tim ki€m chiing tir Thu TCCH bing tién mat

2022} Mgay chimg tir (b - d&n)

58 chirng tir

Ban vindp t&n S8 tign (&r - a&n)

=
Tim kigm thec ngu@n kinh phi | Tim ki€m theo ndi dung khoan thu
L
MguBn kinh phi -
L @ Tmkeém | Lammd -

=

Chimg tr0 /0

[#] xem chima tirds chon |[[#] Xemtitcachimatir ||€@ 8BS qua

Budc 2: Loc cac thong tin tong hop tai khung sé (2) va loc cac théng tin chi tiét

lién quan dén ching tir can tim (néu cd) tai khung sé (3).
Budc 3: Nhan ndt <Tim kiém> dé tim céc ching tir da loc thong tin.

Budc 4: Phan mém sé& hién thi tat ca ching tir Nguoi sir dung tim kiém Tai khung

(4), Nguoi str dung thuc hién tich chon cac ching tir can xem ¢ dau mdi dong thong tin.

Budc 5: Nguoi s dung tich nit <Xem chirng tir da chon> néu mubn xem cac
chang tir da chon tai khung s (4) hoac tich nat <Xem tat ca> néu muén xem tat ca cac

chang tir hién thi trong danh séch.

Luu y:

% Sau khi tim kiém lan 1, néu mubn tiép tuc tim kiém chiing tir voi cac tiéu chi
khac, Ngudoi st dung nhan vao nit <Lam méi> tai khung sé (5) dé x6a cac tiéu chi cii va
bat dau tim kiém lai.

< Tai giao dién xem cac chung tir da tim kiém, néu muén hién thi lai tit ca

chang tir da nhap, Nguoi sir dung nhan vao nat < Lam méi> trén thanh cong cu.
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2.3.5 Piéu chinh thdng tin chiéng tir

Phéan nay hudng dan Ngudi st dung diéu chinh thong tin d6i v6i cac ching tir co
sai sOt trong qua trinh nhap chimg tir. Trong d6, bao gdm céc ndi dung sau:

» Thao tac stra, x6a toan bo ching tur

> Thao tac stra, x6a thong tin chi tiét cia chimg tir

Thao tac swra, x0a toan bé chirng tur

OB Tmkiém @ Limméi & Inchingti @ Thém [ Sa & Xéa Ghi Boque Ed Déng

nh sach ching ti Nhap ching tif thu bing tign mat

5 56 ching tir Ngay chimg tr
n Biachi
‘Ban vi g tén
Dién gidi

Nhép chi tiét chifng tir

Loai nghigp vy Waudn lanh phi <5 tien Thuyet mink chi b8 m

Budc 1: Chon chiig tir can stra/x06a tai khung s6 (1).

Budc 2: Tich nat <Sira>/<X6a> dé sira/x0a lai thong tin tai khung s6 (2). Trudng
hop stra thong tin tong hop, ngudi sir dung tiép tuc thao tac cac budc tiép theo.

Budc 3: Tich nit <Ghi> dé luu lai thong tin di stra, kiém tra va stra lai thong tin
dung tai khung s6 (3), dam bao khép ding véi thong tin tai khung s (2)

Luuy:

% Sau khi stra thong tin cua chung tir, phan mém sé& kiém tra tinh hop ly cua s6
ligu, thdng tin Nguoi st dung nhap vao. Truong hop phat hién thong tin chua hop ly,
phan mém s& hién thi thong bao dé Nguoi sir dung kiém tra va diéu chinh.

Thao tac sira, x6a thong tin chi tiét caa chieng tir:

- Bé stra thdng tin chi tiét cua chang tir, Ngudi sir dung chon chiing tir can sira chi
tiét tai khung s (1), sau do sira cac thong tin chi tiét tai khung sé (3)

- Pé x06a chi tiét chiing tir, Ngudoi st dung chon chang tir can xda chi tiét tai
khung (1) sau d6 chon dong chi tiét can x06a tai khung sé (3) va nhan vao nit <X> ¢ phia

dudi.
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2.4 Nhap s liéu TSCP, CCDC

2.4.1. Nhap tang TSCD

Nguoi st dung chon Menu Qudn Iy TSCB, CCDC/ Ting TSCP dé khai béo tai
san c6 dinh hién c6 trong 1an dau sir dung phdn mém hodc tai san cb dinh phat sinh ting
trong nam. Giao dién chirc nang s& hién thi nhu sau:

O Tmkiém & Llamméi @ Thém (S @ Xe Ghi @Béqua [ Bong

Danh sach chirng tir Whap chiing tif tang tai san od dinh

S5 chimg tir W

Tinh chat tSng TSCO

Ngay chimg tir

Ngay ghi s8

hap chi tiét chitng tir

T T T T T T T T T T T T T T T T T
Nhom... (M35 | TénTs..|Donvi..|Mucdi.. NgdySD (SEni... |PPtin... |Ngudn... S5 lrong| Dongia | Chiphik | Nguyd... (M | TLHM | Audesx E’Su@
»

Budc 1: Nhan <Thém> dé thém méi ching tir phét sinh

Budc 2: Khai béo thong tin tong hop cua ching tir, bao gom: s chung tir, tinh
chat tang TS, ngay chung tlr, ngay ghi s6 tai khung sé (1)

Budc 3: Nhan <Ghi> dé luu lai thong tin tong hop da khai bao. Sau khi <Ghi>,
Nguoi str dung nhap thong tin chi tiét cia tai san tai khung sb (2).

2.4.2 Nhap giam TSCD
Nguoi st dung chon Menu Qudn Iy TSCP, CCDCIGidm TSCP dé khai béo tai

san co6 dinh phat sinh gidm trong nam. Giao di¢n chirc nang s€ hién thi nhu sau:
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i @ Thém [HSie @ X6a Ghi @ Boqua [ Péng

Nhap ching tir gidm tai san c6 dinh

55 chimg tir
Ngay chimg tir -
Naay ohi 5 -

Nhap chi tict chifng ki

Mass TénTsCR Don vi tinh S6 lugng Bon gid Chiptithic Nguyén gid o 1 do giim E

Budc 1: Nhin <Thém> dé thém méi ching tir phat sinh.

Budc 2: Khai bao thong tin tong hop cia chimg tir, bao gém: sb ching tir, ngdy

chung tir, ngay ghi s tai khung s6 (1).

Budc 3: Nhan <Ghi> dé luu lai thong tin tong hop da khai bao. Sau khi <Ghi>,

Ngudi sit dung nhap thong tin chi tiét cia tai san tai khung s (2).

2.4.3 Nhap tang CCDC

Nguoi stt dung chon Menu Qudn Iy TSCB, CCDC/Ting CCDC dé khai béo cong
cu dung cu hién c6 trong lan dau st dung phﬁn mém hodc cong cu dung cu phat sinh tdng
trong nam. Giao dién chirc ning s& hién thi nhu sau:

O Tmkim 4 Limmé @ Them [sSk @ Xé Ghi @ Béqua [J Déng
Danh sich chiing tir Nhap chifng tir ting céng cy dung cu

58 chimg tir Ngay ching G 5 ching tir G

ITinh cht tng CCDC

igay chimg tir

Igay ghi s§

Nhp chi tigt chitng tir

M3 55 Tén BT 55 hidng Dan gia Thanh tién Phong ban E

Budc 1: Nhan <Thém> dé thém méi ching tir phat sinh

Budc 2: Khai bao thong tin téng hop cua chimg tir, bao gom: sd ching tir, tinh
chat ting CCDC, ngdy chung tir, ngay ghi s6 tai khung s6 (1)
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Budc 3: Nhan <Ghi> dé luu lai thong tin tong hop da khai bao. Sau khi <Ghi>,
chtng tir vira cip nhat s& hién thi & khung danh sach chtng tir (3)

Budc 4: Nhap thong tin chi tiét cua cong cu dung cu tai khung sé (2)
2.4.4 Nhap giam CCDC

Nguoi str dung chon Menu Qudn Iy TSCD, CCDCIGidm CCDC dé khai bao cong

cu dung cu phét sinh gidm trong ndm. Giao dién chirc nang s€ hién thi nhu sau:

00 Tmkigm @ Lammsi @ Them [JSia @ Xea Ghi B qua 3 Pong

Danh séch chifng ti¥ Nhap chifng ti¥ giam céng cu dung cu

56 chiing tir
Ngdy chimg tir -
Ngay ghi 5 -

Budc 1: Nhan <Thém> dé thém méi ching tir phét sinh

Budc 2: Khai bao thong tin tong hop cia ching tir, bao gdm: sé chimg tir, ngay
chting tir, ngdy ghi sb tai khung s6 (1)

Budc 3: Nhan <Ghi> dé luu lai thong tin tong hop da khai bao. Sau khi <Ghi>,
ching tlr vira cap nhat s& hién thi & khung danh sach chtng tir (3)

Budc 4: Tich chon biéu tuong  “» tai khung s6 (2). Giao dién hién thi nhu sau:

& Chon CCDC giam

T T -
Phang ban 54 Ilrong con lai E

3 Phong ban XYHC 50
CBCS 10
CBCSs 10

Ban ghi 1/3
SLconlai | 50 SL giam | ﬁﬁl ¥ac nhén ﬂ Bang

Budc 5: Tich chon dong CCDC can ghi giam tai khung s6 (4).
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Budc 6: Nhap s6 lugng CCDC ghi giam tai khung s (5) va nhan <Xac nhan>.
2.5 So ké toan

Phan nay huéng din Nguoi sir dung céc thao tac in so ké toan truc tiép trén phan

Thao tac: Nguoi sir dung chon Menu Sé ké toan va chon mau sé ké toan can in.

Giao dién chirc ning hién thi nhu sau:

| Tir ngay dén ngay Théng Tir thang dén thang Quy 6 théng

Nam: | 2021

e o

Tgun ky bao cao a

Naud IEp
Phu tréch k& todn

TM. Ban Thugng vy

Budc 1: Chon khoang thoi gian mudn in s6 ké toan tai khung sé (1);
Budc 2: Thiét lap kiéu in tai khung sé (2) (néu co):;
Budc 3: Nhap day du tén can bo ky ta béo céo tai khung s6 (3);
Budc 4: Nhan <L4p biéu>

2.6 Béo céo

Phan nay huéng dan Ngudi sir dung céc thao tac in béo cdo tai chinh cong doan

truc tiép trén phan mém.

Thao tac: Nguoi sir dung chon Menu B&o cdo va chon mau bao cdo can in. Giao

dién churc nang hién thi nhu sau:

23



[ C3

Mo lip [

™. Ban Chép Harh |

Budc 1: Chon nién do can in bao céo
Budc 2: Lya chon nguoi ky bao céo (1)
Budc 3: Nhian <Lap biéu>.

Budc 4: Chinh stra don vi tinh s6 tién, ngay thang, c¢& chit tai khung sé (2) (néu

can thiét) va nhan <X&c nhan>.

Budc 5: Tich biéu tugng <In> trén thanh cdng cu dé in b4o céo twong tng. Bao

céo sau khi 1ap biéu sé& c6 giao dién nhu sau:
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Cong doan cap trén:

Cong doan:

BAO CAO

Mau: B14-TLD

(Ban hanh kém theo Huéng dan s6 22/HD-TLD

ngay 29/04/2021 cuia Tong Lién doan)

DU TOAN THU, CHI TAI CHINH CONG POAN

Nam ...

A- CAC CHI TIEU CO BAN

- S6 lao dong tinh quy luong dong KPCPH: nguoi - Quy luong dong KPCD: ddng
- S6 doan vién: nguoi - Quy luong dong DPCD: dong
- S6 can bo CP chuyén trach: nguoi
B- CAC CHI TIEU THU CHI TAI CHINH CONG POAN: PVT: dong
. Muc lyc | Uée thyc Duw toan Ghi
TT NOI DUNG TCCD | hién nim ) 3
’ Lz T nim nay | chu
(Mé& s0) tru6c
| | TAI CHINH CONG POAN TiCH LUY PAU KY 10
Il | PHAN THU
2.1 | Thu Doan phi cong doan 22
2.2 | Thu Kinh phi cong doan 23
2.3 | Cac khoan thu khac 25
a- Chuy@n mén hd trg 25.01
b- Thu khéc 25.02
CONG THU TCCD (2.142.2+2.3+2.4)
2.4 | Tai chinh cong doan cip trén cip 28
a. Kinh phi cong doan cép trén cip theo phan phdi 28.01
b. Tai chinh cong doan cip trén cép hd tro 28.02
2.5 | Nhén ban giao tai chinh cong doan 40
TONG CONG THU (11=2.1+2.2+2.3+2.4+2.5+2.6)
11| PHAN CHI
3.1 | Chi tryc tiép cham lo, bao vé, dao tao doan vién va 31
nguoi lao dong
3.2 | Chi tuyén truyén doan vién va nguoi lao dong 32
3.3 | Chi quan ly hanh chinh 33
3.4 | Chi luong, phu cip va cac khoan phai nop theo luong 34
a- Luong can bo trong bién ché 34.01
b- Phu cip can bo cong doan 34.02
c- Cac khoan phai ndp theo luong 34.03
3.5 | Chi khac 37
CONG CHI (3.1+3.2+3.3+3.4+3.5)
3.6 | DPCDH, KPCP di nop cap trén quan ly truc tiép 39
3.7 | Ban giao tai chinh cong doan 41
TONG CONG CHI (111=3.1+3.2+3.3+3.4+3.5+3.6
+3.7)
IV _| TAI CHINH CONG POAN TiCH LUY CUOIKY | 50
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(V=1+11-111)

V | DUPHONG 70

C- THUYET MINH
NGUOI LAP Ngay  thang  nam

(Ky, ho tén) TM. BAN CHAP HANH
(Ky tén, déng dau)
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Mau: BO7-TLD
(Ban hanh kém theo Hwréng dan sé 22/HD-TLD
ngay 29/04/2021 cuia Tong Lién dodn)

Cong doan cép trén:

Cong doan:....

BAO CAO
QUYET TOAN THU, CHI TAI CHINH CONG POAN
Nam .....
A- CAC CHI TIEU CO BAN
- S6 lao dong tinh quy luong dong KPCPH: nguoi - Qu¥ luong dong KPCD:  dong
- S6 doan vién: nguoi - Qily lwong dong DPCD:  dong
- S6 ¢an bo CP chuyén trach: nguoi
B- CAC CHI TIEU THU CHI TAI CHINH CONG POAN PVT: dong
Muc luc | D toan | Quyét o
T NOI DUNG TCCD | dwgc | toan | CoPrEM
' x A L . duyét
(Ma s0) giao nim
I | TAI CHINH CONG POAN TiCH LUY PAU 10
KY
11| PHAN THU
2.1 | Thu Poan phi cong doan 22
2.2 | Thu Kinh phi cdng doan 23
2.3 | Céc khoan thu khéac 25
a- Chuyén mén hd tro 25.01
b- Thu khéc 25.02
CONG THU TCCP (2.1+2.2+2.3+2.4)
2.4 | Tai chinh cong doan cip trén cap 28
a. Kinh phi cong doan cép trén cip theo phan phdi 28.01
b. Tai chinh cong doan cap trén cap hd tro 28.02
2.5 | Nhan ban giao tai chinh cong doan 40
TONG CONG THU (11=2.1+2.2+2.3+2.4+2.5 +
2.6)
111 | PHAN CHI
3.1 | Chi tryc tiép chiam lo, bao vé, dao tao doan vién va 31
nguoi lao dong
3.2 | Chi tuyén truyén doan vién va nguoi lao dong 32
3.3 | Chi quan ly hanh chinh 33
3.4 | Chi luong, phu cap va céc khoan phai nop theo "
luong
a- Luong can bo trong bién ché 34.01
b- Phu cip can bo cong doan 34.02
c- Cac khoan phai ndp theo luong 34.03
3.5 | Chi khac 37
CONG CHI (3.1+3.2+3.3+3.4+3.5)
3.6 | BPCD, KPCD di ndp cp trén quan ly truc tiép 39
3.7 | Ban giao tai chinh cong doan 41
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TONG CONG CHI
(111=3.1+3.2+3.3+3.4+3.5+3.6 + 3.7)

IV | TAI CHINH CONG POAN TiCH LUY CUOI

50
KY (IV=1+11-111)
V | PPCP, KPCP PHAI NOP CAP TREN QUAN 60

LY TRUC TIEP

C- THUYET MINH

NGUOI LAP
(Ky, ho tén)
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Ngay  thang  nam
TM. BAN CHAP HANH
(Ky tén, déng dau)




Cong doan cip trén:........euvene.ens MAu sé B20-TLD

5 111 I
MESODViiiieiiiieiiiieeeeeeeeenennnn.
BAO CAO TINH HINH TANG GIAM TAI SAN CO PINH
Nam ......
Y a N D(r.n S6 dAu nim Tangv Glamvtrong S6 cudi nim
1 Chi tiéu Maso | vi trong nam nim
tinh|{ SL | GT | SL [ GT [ SL | GT | SL | GT
A B C D 1 2 3 4 5 6 7 8
Ngay ..... thang ..... nam....
NGUOI LAP BIEU PHU TRACH KE TOAN TM.BAN THUONG VU
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén, déng dau)
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2.7 Béo céo dir liéu giri cAp trén

Muc nay huéng dan Nguoi sir dung cach gui dir liéu béo cao truc tuyén Ién cap
trén dong thoi kiém tra lai cac bao céo tai chinh cong doan da giri.

Muc nay hudng dan nhitng noi dung chinh sau:

> Gui bao céo truc tuyén Ién cip trén

> Xem lai b4o céo di gui I&én cip trén

2.7.1 Giri bao cao truc tuyén 1én cap trén

Giuri béo cao

Nguoi str dung chon Menu Gi#i béo céo Ién cdp trén/ Giri bao céo lén cap trén dé
giri b4o cao tai chinh cong doan truc tuyén I1én cip trén. Giao dién Iap biéu s& hién thi

nhu sau:

NEm: | 2021
Ngay 5p bdo cdo ~ | Ngay duyét bdo cio .

Danh sach bao cao 6 Noi dung bao cao
30 tang théi

m g |

=1

Ky bao cao

K toan trung

This truting don vi

Budc 1: Nguoi st dung lan Iuot thiét 1ap nam, ngay 1ap bao céo va ngay duyét bao

céo tai khung sé (1)
Budc 2: Nhap day du tén can bo ky ta bao céo tai khung sb (2)

Buéc 3: Tich ndt <Lap biéu>, danh sach bao céo s& duoc hién thi duéi man hinh

& khung s6 (3). Noi dung béo cao s& hién thi tai khung s6 s6 (4)
Buéc 4: Tich chon béo cdo muédn gui tai khung sé (3).

Budc 5: Tich <Giri bao cao> dé guri bao cao truc tuyén 1én cap trén.
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Luuy:

< Nguoi sir dung can kiém tra lai s6 liéu trén bao cdo thé hién & khung sé (4)
trudce khi tich nat <Giri bdo c4o>.

% Sau khi cip trén da phé duyét b4o céo, Nguoi sir dung s& khong gui lai duoc
bao c4o I1én cap trén. Truong hop béo cdo co sai sot can gui lai, Ngudoi sir dung lién hé

Vvé6i cap trén quan Iy truc tiép dé duoc huéng dan.

2.7.2 Xem lai bao cdo da giri 1én cap trén

Nguoi st dung chon Menu Gizi béo céo Ién cdp trén/ Xem bdo cdo dd giki 18n cdp
trén dé xem lai cac bao céo da guri cling nhu kiém tra trang thai cap trén phé duyét béo
cao. Giao dién lap biéu sé& hién thi nhu sau:

©) Nim

Nam: |2021

Chon tt c& [_] B4o cao dur todn thu chi TCCP (B14-TLD) Bdo cdo quyét todn thu chi TCCB (B07-TLD) [_| Bdo cdo ting/gidm TSCE (820a-TLD)
Gl bio céo tirngdy | 05/01/2021 - | o&n naay 24/08/2021

Ngui ky bao cao

Ngudilap

TM. Ban Chap Hanh

Budc 1: Nguoi str dung dién khoang thoi gian giri bao céo, ky béo céo va lya chon
loai b4o céo trong danh séch hién thi tai khung sé (1)

Buégc 2: Tich nat <Tim kiém>, cac bao cao di gui s& duoc hién thi tai khung s6
(2) Tai muc nay Nguoi sir dung c6 thé xem trang thai bao cédo da giri 1én cip trén: Cap
trén da tiép nhan bao cao, da duyét bao cao hoic tra lai bao céo.

Pé xem chi tiét s liéu bao cao ciing nhu trang thai ting loai bao céo da gui,
Nguoi st dung tich truc tiép vao tén bao céo hién thi tai khung sé (2) phan mém sé& hién

thi bao céo twong ung.
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CHUONG IIL. CAC THAO TAC TRONG CHE PQ NHAP TRUC TIEP BAO
CAO
Chuong nay huéng din Nguoi st dung cac thao tac thudng xuyén khi st dung ché

d6 nhap truc tiép bao céo cua phan mém, bao gdom:

> Nhap sb liéu bao céo

> Inbdo cdo da nhap

> Gui bao céo lén cip trén

3.1 Nhap so liéu béo céo

Chuic nang nay hd trg nguoi s dung nhap truc tiép cac bao céo cia don vi cong

doan co so.

Thao tac: Chon Menu Nhdp sé liéu bao céo va chon bao cao twong tng can khai
bo. Giao dién chirc nang s& hién thi nhu sau:

: @ Thém [ Sia Hoa Ghi ) Béqua [EJ Déng

MNEm
Mam: |2022
A - CAC CHI TIEU CO' BAN
54 lao déng tinh qu¥ luong déng KPCD

54 doan vién

o
o
58 can bd CB chuyén trach 0
Qu¥ lrrong déng KPCE o

0

Qu¥ lrang déng BPCE

B - CAC CHI TIEU THU CHI TAI CHINH CONG DOAN

STT M dung Muc luc (M3 =) Udic thurc hién ndm trudc S8 du todn

s § TicH Ly TAT cHinn PAU KY 10 o o
his PHAN THU

2.1 Boan phi céng doan 22 o] o]

2.2 Kinh phi céng dodn 23 1] 1]

2.3 MNgan sach nha nudc cip hé trg 24 0 0

24 Cac khoan thu khac 25 1] 1]

a- Chuyén mén hé trg 25.01 0 0

b-Thu khic tai don vi 25,02 0 0

CONG THU TAI CHINH CONG DOAN o o

C - THUYET MINH

Budc 1: Nhin nat <Thém > dé thém mdi bo céo twong Gmg;
Budc 2: Khai bao déy du s6 liéu cua cac chi tiéu trén bao cdo;
Budc 3: Nhan nit <Ghi> dé luu lai thong tin vira khai bao.

3.2 In bao cao da nhap

Nguoi sir dung tham khao thao tac In b&o cao tai Chuong I muc 2.6 In bao cao
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3.3 Giri b4o céo Ién cap trén

Nguoi st dung tham khao thao tac Guri bao céo I1én cip trén tai Chuong I muyc 2.7

B4o cao dit liéu guri cap trén
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D. BAO TRI, HO TRQ CSKH

% Tong dai cham soc khach hang (CSKH): Quy khach hang goi dién truc tiép
dén tong dai CSKH: 1900.555.526 va lam theo hudng dan dé gap nhan vién CSKH cua
Ccong ty;

+ Website: Quy khéch hang truy cap vao website www.vcsvietnam.com va

tuong tac voi nhan vién CSKH;

+ Email: Quy khach hang gui email toi dia chi: lienhe@phanmemvcs.com. VCS

Viét Nam s& phan hdi Quy khéch hang trong thoi gian sém nhat.

< Quy khach hang vui ldng cung cap cho VCS Viét Nam thong tin don vi, thong
tin lién hé va vuéng mic dang gap phai dé dugc hd tro nhanh chéng va thuan tién nhat.

% Ddi véi hinh thac hd tro nay, Quy khach hang can c6 két néi mang internet on
dinh va cai dat cac phan mém diéu khién may tinh tir xa nhu Ultraviewer dé nhan vién hd
tro tir xa cia VCS Viét Nam c6 thé thao tac truc tiép trén phan mém duoc cai dat tai may

tinh cua Quy khach hang.

Khh_Kkhk

34


http://www.vcsvietnam.com/
mailto:lienhe@phanmemvcs.com

