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Loi noi dau
Ching téi mang t&i cho ban mét san phdm thuc su hitu
dung cho céng viéc cua ban.

Nham phuc vu nhu cadu quan ly tai chinh k& toan theo ché& d6 mdi, giai quyét han ché
cla cac phién ban ké toan trudc nhu cau van hanh trén mang va tuong thich véi cac hé
diéu hanh méi nhét hién nay, Cdng ty C6 phan Dién tl Tin hoc FSC da cho ra ddi san phdm
phan mém mang tén Easy Accounting.

Easy Accountingra ddi v8i muc tiéu cd ban la x&r ly hoan toan anh hudng cua su co
khéng tuong thich hé théng va cac I16i bao mat trén mang, déng thdi khdc phuc va nang
cao muc do an toan dir liéu. Easy Accounting van hanh tét trén cac hé diéu hanh
WINDOWS 9X, XP, 2000 PROFESSIONAL, 2000 SERVER, NT... vdi cac thanh céng cu dudc
trinh bay hoan toan b&ng ngdn ngit tiéng Viét, cac nat thuc hién cdng viéc dé quan sat.
Hon nita, véi mot giao dién dudc thi€t ké hoan hao, tan dung t6i da tinh mém déo, linh
hoat nhung lai gan gii v&i ngudi s dung, trg giup tdi da cho cac ké todn vién trong cach
nhap, quan ly va bdo mat cc s dif liéu....

V& nghiép vu Easy Accounting nhu in ra cac sd sach chi tiét cling nhu sé sach téng
hop; cac bao cao tai chinh, bdo cdo quan tri mét cach chinh xac, nhanh chéng vai thai gian
v@i hinh thidc ndi dung theo ding nhu cac qui dinh vé bao cao tai chinh ma B6 Tai Chinh da
ban hanh. Theo ddi, phan anh thué gia tri gia tang theo ché do tai chinh ké toan mdi, dap
Ung day du cac yéu cau trong cong tac ké toan va quan ly tai chinh va dac biét la trg gitp
toi da moi cong viéc cho ngudi sir dung (ké toan trudng, cac ké toan vién, cac nha quan ly
tai chinh ...). Tinh chinh xdc, linh hoat va thdng nhét cua Easy Accounting con dudc thé
hién & diém ndi bat cla nd - db 1a phu hgp vai tat ca cac loai hinh, quy md cla cac don vi:
Cdng ty San xudt, Xay 18p, Thuong mai, Dich vu, ... Pdc biét v8i md hinh Téng cdng ty,
viéc téng hop va trao ddi s6 liéu tir cadc cdng ty truc thudc cd thé thuc hién theo nhiéu
phuong phap.

Easy Accounting con khai thac dugc mot tiém nang ma hau hét cdc phan mém quan
ly tai chinh ké& toan trudc d6 chua thuc hién dudc, dd la: quan ly trao ddi thdng tin tai chinh
k& todn trén mang. Néu mdy tinh ciia NSD da ndi mang, NSD c6 thé ngdi tai Tdng cdng ty
ma van co thé trao ddi dudc cac thdng tin k& todn véi cac dan vi truc thudc va ngudc lai.

Easy Accounting la két qua cla qua trinh két hgp chat ché gilra cac chuyén vién ké
toan nhiéu kinh nghiém, su tham gia dong gép y kién cua cac dong chi ké toan trudng &
cac cong ty thudc nhiéu linh vuc: San xuat, Xay Iap, Thueng mai va Dich vu... D0i ngi lap
trinh vién uu td, nhiét huyét, chdc chan Easy Accounting sé la mot trg thu dac luc gitp cho
cong tac ké toan cua cac don vi san xuat kinh doanh dat dugc hiéu qua cao.

V8i mong muén chuong trinh ngay mét hoan thién cling nhu dé phuc vu khach hang
ngay mot tét han, Easy Accounting lubn mong nhan dudc su dong gop chan thanh tir cac
NSD va san sang dap (‘ng moi yéu cau cla ngudi sif dung (cac yéu cau vé mé rdng, bao
hanh, nang cap cac phan mém... phuc vu cho cac cong viéc dac thu riéng cua tung dan vi).

Chudc cac ban thanh cong.




Thong tin chung vé chuong trinh
“Easy Accounting ".

1. Yéu cau cau hinh cua chuadng trinh:
e Cong nghé phan mém:
v" SUr dung hé co s@ dit liéu SQL Server va Desktop 7.0.
v" S dung ngon ngit |ap trinh Visual Basic 6.0 va Crystal Report 8.0.
e Hé th6ng mang :
v' SU dung hé th6ng mang LAN, WAN, hoac két ndi théng qua Modem va@i hé
diéu hanh mang Windows NT 4.0, Windows 2000 Server hay mang ngang
hang dung hé diéu hanh Windows 9x/2000/XP.

v' Cac may tram (Client) tai cac dan vi truy cap dén may chu (Server) thong
gua mang LAN, WAN hodc Modem.

v Ngodi ra chuong trinh cé thé chay trén mdy don cé cai Windows
9x/2000/XP

e Yéu cau phéan cirng t6i thiéu dé sir dung chucng trinh:
v BO xUr ly : Pentium II trd Ién

v Hé diéu hanh : Window 95/NT, Window 98, Window Me, Window 2000,
Window XP

v Bd nhé (RAM): 32MB
v" DO phan giadi man hinh : 800x600 pixel trg Ién

v Dung lugng 8 cling con tréng : 50MB

2. Tinh nang chinh cua chuong trinh:
e Quan ly quy tién mat

v" Theo doi va in bdo cdo tuc thgi thu, chi, ton quy tién mat trong bat ci
khoang thgi gian nao ma ngudi quan ly don vi can.

e Quan ly vat tu, hang hoa, CCDC ton kho
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Cong ty C6 phan Dién t& Tin hoc FSC Tai liéu huéng dan s’ dung phdn mém Easy Acconting

v Theo ddi va in bdo cdo tlic thdi cac sé chi tiét hay tdng hop vat tu, hang
ton kho, hoac theo ddi nhap xuat kho theo tirng déi tugng.

¢ Quan ly cong ng phai thu, phai tra

v" Quan ly cong ndg theo tirng dGi tugng phai thu, phai tra, tam 'ng v.v...Dac
biét, d6i véi nhirng khéch hang c6 quan hé vira mua, vira ban vdi dan vi
minh, ban cling c6 thé khau trir c6ng ng néu can thiét.

e Quan ly chi tiét theo tirng khoan thu.

v' Viéc quan ly cac khoan thu mot cach chi ti€t theo nhiéu loai déi tugng khac
nhau gilp cho don vi cé thé dé dang cén d6i thu - chi va cé cac bién phap
thich hgp trong san xuéat kinh doanh.

e Quan ly chi tiét cac khoan chi.

v Viéc quan ly chi ti€t cac khoan chi theo nhiéu loai d6i tugng khac nhau nhu
: Loai khoan, khoan muc chi.... giip dan vi xac dinh dugc nhitng chi phi
|1ang phi va tim cach khac phuc.

¢ Quan ly tién gui Ngan hang - kho bac

v Pon vi cd thé quan ly tién gui Ngan hang tai nhiéu Ngan hang, kho bac
khac nhau.

e Quan ly tai san

v" Quan ly danh muc tai san va phan bé tu ddng kh&u hao tai san theo ting
thang, quy, nam.

e Quan ly ngoai té

v Pon vi cd thé quan ly nhiéu loai ngoai té khac nhau trong hé théng k& toan
theo s6 lugng, ty gia va thanh tién VND.

e Quan ly thué GTGT dau vao, dau ra

v' Easy Accounting cho phép ban quan ly GTGT theo nhiéu loai thué suat va
in bang ké héa dan theo mau ban hanh cta B Tai Chinh.

e In héa daon dac thu

v" Néu don vi ban coi trong héa don dac thu, thi day la moét budc khai dau
day quan trong.

o K&t chuyén tu ddong cudi ky va tinh gia thanh san pham

v Cubi ky, Easy Accounting sé tu ddng két chuyén va hach todn cac but toan
téng hap s6 liéu cubi ky

e Bao cao tai chinh

v Cubi ky k& todn, ban chi can click chudt dé in tit ca cac bdo cdo tai chinh
ma khong can phai nhoc cong tinh toan chi cho mét.

e Ngoai nhirng chirc ndng chinh ma ching téi liét ké trén day, khi da thong sudt cau
hinh hé thdng, ban cé thé “hd 16 bién” d&€ quan ly bat c& nhitng gi ma ban thich.

 Ngoai ra, Easy Accounting con hd trg don vi mét s6 tinh ndng dic biét sau:
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Cong ty C6 phan Dién t& Tin hoc FSC Tai liéu huéng dan s’ dung phdn mém Easy Acconting

v Phan quyén ngudi s dung, nhdm bao mat thdng tin va phan cdng cong
viéc cu thé cho tirng nhéan vién trong bd may ké& todn.

v Tao bdo cdo ddng, ban cd thé tu thiét ké bdo cdo theo mau riéng cua minh
v@i cach 18y s liéu tir hé thong ching tir ban da co6 trong chucong trinh.

v" Phan cap khong gigi han, viéc phan cdp khoéng gigi han chi ti€t giup cho
don vi c6 thé quan ly theo tirng nhdm, tirng khu vuc thi trudng v.v... dé&
theo d&i thuc té han.

v" Trg giup nhap liéu nhanh chéng, vdi Easy Accounting, thdi gian trung binh
dé ban nhdp mdt chiing tir chi 10 gidy.

v' Trd chai gidi tri, mét s tro chgi giai tri giup ban thoai mai sau nhitng gid
phat lam viéc cang thang

3. Pham vi 'ng dung cua phan méem:

e Phdn mém trao ddi dudc cac thdng tin lién quan dén nhén su gilta cac
dan vi truc thudc va cong ty me.

e Ung dung tSt cho md hinh téng cong ty, céng ty me, cdng ty con, cdng ty cb
nhiéu dan vi thanh vién.

e Phu hgp vd@i cac don vi kinh doanh thudc moi thanh phan kinh té€: Céng ty nha
nudc, cdng ty cd phan, lién doanh, trach nhiém hitu han...

e Phu hgp véi tat cd cac nganh: Cong nghiép, xay dung, Nong nghiép, giao thong,
thuy Igi, khai thac...
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Huéng dan stf dung cac chifc ning cta
chuong trinh

Chuong nay s€ gidi thiéu vé cac chudc nang chinh cua phan mém.
1. Pang nhap hé thong

Khi khdi dong Easy Accounting, mot hop thoai dang nhap xuat hién:

% Pang nhap

Moueri ding : |S_l,l$tem ey

Mat khiu - | -

Blon |Céing Ty wat Ty BIo Ve Thye Wat 1 - CM Than |

Mam : Wi E
Chéprhan| @ Kétthic |

Ngugdi dung: Tén cua ngudi dung dang nhap hé th6ng. Mac dinh ban dau la
Admin.

Mat khdu: Mat kh&u cla ngudi dung dédng nhdp hé théng. Ban cé thé hiéu
mét khdu cling nhu chiéc chia khod clra nha ban, phai cé nd thi ban mdi cé thé
m@ clra dé vao nha dugc. Mac dinh ban dau dé tréng.

N&m [dm viéc: Tai vi mdi ndm sé& cé nhitng sb liéu khac nhau. Ban phai chon
sO liéu nam ma ban dinh lam bang céach tich chudt vao hinh tam giac .

. Chon tap tin dir liéu dé lam viéc

Tap tin dir liéu la tap tin chira toan bd dit liéu cia hé thGng ké toan mot daon
vi. Vi vay, trudc phién lam viéc, ban phai xac dinh dudc ban dang thuc hién trén
co s& dir liéu nao. Khi cai dat Easy Accounting, tap tin df liéu mac dinh nam &
thu muc C:\EAC\Easy Accounting\Data. Ban c¢ thé gidu tép tin nay & dau tuy
thich nhung phai chon lai dudng dan dén tap tin nay theo cac budc sau sau:

Tl clra s6 ddng nhap hé théng trén, bdm nut £/, clra sd ddng nhap dugc mad
rong nhu hinh sau:
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Cong ty C& phan Dién t Tin hoc FSC

Tai liéu huéng dan s’ dung phdn mém Easy Accounting

Open =]
Look ire [ Data = = ER-
5 [E] E alnfo.MDE
ky Recent
Documents %
Deskiop
kAy Documents
=X
8
kAy Computer
-,_:_‘] File mamme: [ = Dpen |
=
My Metuark, Files af twpe: |Microsoft Access databases -~ Cancel
Flaces
I Open az read-only

Ban dung chubt click vao nit mau vang cé mii tén chi 1&én d& chon dén tép

d{r liéu ma ban dinh chon.

Viéc chon cd s dit liéu chi can thuc hién do6i véi viéc

thay d6i dudng dan cd s& dir liéu, con néu khong thi sau khi cai dit xong, chuong
trinh da tu déng chon cho ban r6i, ban chi viéc nhap sé liéu, thé la xong.

Bam nut Open, néu cac thong tin trén déu ding, man hinh chinh cla Easy

Accounting s& san sang. B&

m nuat Cancel néu ban khong mudn ti€p tuc lam viéc.

. Cac phim tat s dung trong chuong trinh

D& cho thao tac nhép liéu clia ban dugc nhanh chdng. Ching téi khuyén ban

hdy s dung phim tat ngay
chuong trinh cua chgng to
trung binh 10 giay dé nhap
Crl + N
Ctrl + E
Ctrl + S
Ctrl + K
ESC hoac Ctrl + Q :
F3
F4
F5

F8

tUr ngay dau. Thuc té qua nhitng khach hang sur dung
i cho thdy vdi viéc s dung cac phim tat ho chi can
mot ching tu.

: Thém mdi mot ban ghi
: Sra ban ghi hién hanh
: Luu ban ghi hién hanh

: Thura k€ s liéu tUr nhirng chi’ng tu déi irng

Thodt khoi clra s6 hién hanh

: Hién thi danh muc dé thém mdi
: Hién thi danh sach can chon
: Hién thi clra s6 ban ghi chi tiét

: X6a ban ghi hién hanh

c. Tim kié@ém nhanh trén cura so

O mdi clra s6 danh muc, ban cé thé tim (hay chinh xac han 1a loc théng tin)
mot cach nhanh chéng. Trén tat cd cac Iugi hién ra néu ban thdy dong dau tién
dudc ngan cach vdéi dong th& hai bang mét dudng ké dam thi dé chinh la clra s6

loc

Loc theo ky tu dau tién: Chi can go tir can loc vao cot tucng Ung cua bd loc,
tat ca nhirng ban ghi thoa diéu kién loc sé xuat hién bén dudi.
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Cong ty C& phan Dién t Tin hoc FSC Tai liéu huéng dan s’ dung phdn mém Easy Accounting

## Danh muc tai khodn (213)
Thc vy
®
QI%!_L' o] Thanh loc
=2 nadm & day
p 151 Han
152 2w, 4t lisu
1621 = |MWauyén vat iéu chinh
1622 Hguyén vat [ phy
1523 Mhign ligu
1524 Phu ting
153 Céng cy dung cu
1531 Céng cy, dung cu, dé ding
1532 Ean bi luan chupén
1533 16 diing cho thué
154 Chi phi 5 kinkh doanh dé& dang
155 Thanh pham
156 Hang hoa
1561 Gia mua hang haa
1562 Chi phi thu mua hang héa
157 Hang o't di ban
159 Dt phing giam gia hang tan kho
Chil + M : Thém méi, Ctl + E : Sia, FS: ¥o, Chil + O : Thodt

Loc ky tu bat ky: H3y dung dau sao (*) lam ky tu thay thé. Vi du trong cla
s6 danh muc tai san ta can tim dién giai cé ch{r “*céng” nhu hinh sau:

% Danh muc tai khoan (213) =] 5]
Tac wu
LB x| @
GERET Tén tai khodn 54 dut
*chng
p |O02 2. W&t b hang hda gitt hé,Gia cing Dt g
153 Cdng cu dung cu Dt e
1531 Cdng cu. dung oy, da ding Dt e
334 Fhai tra ciing nhén vién Dt oo
338z Kirh phi cong doin D cd
B22 Chi phi nhan cdng tnc tigp khéng cd =0 du
B2 Chi phi nhan céng Fhang cd =0 du
B234 Chi phi khau hao may thi céng Fhing co 20 du
Chl + W : Thém mi, Chl + E : Sda, F2: =oa, Chl + 3 : Thoat

Ban hady thudng xuyén st dung bd loc. D6 Ia con dudng dé tim dén mau tin
ban can moét cach nhanh chéng nhat.

d. Chon ngay lam viéc.
Tai sao phai chon ngay lam viéc? Khi ban nhap mdét ching tir mdi, ngay
ching tur sé la ngay lam viéc. Do d6 ban sé khéng con phai nhap ngay ching tu.

Co 2 cach chon:

Vao Menu Hé théng, chon Ngay Iam viéc clra s6 sau sé& hién ra:

1t Chon ngay

Chon ngdy - |@1 A01/2003

Chip nhan| B Thoat
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Cong ty C& phan Dién t Tin hoc FSC Tai liéu huéng dan s’ dung phdn mém Easy Accounting

Bay gid ban cb thé nhép ngay thdng ma ban mudn vao. Sau dé tich chudt
vao nut Chap nhan.

TU clra s6 chinh chudng trinh, bdm vao Clra s & géc dudi bén phai.

MNgaw 1 Thang1 ™| MNam 2002 W

TU clra s6 nay ban cling cé 3 phuong an chon ngay:

- Ban click chudt vao 6 Ngay, mot clra sé nhu cdch mot suét hién. Cac
thao tac chon tuong tu

- Ban tich click vao 6 Thang, mot thanh doc suét hién va ban chi can tich
chudt vao thang ma ban dang lam viéc :

- Ban tich chuét vao 6 Nam , mdt clra s6 nhu sau suét hién:

Hom may ngay 230372004

R | Thang 1 nam 2003— = |
T Hai Ba Boo INdrm SEu Baw
1 = 3 <

5 B v (5] S| 10 11
12 13 14 15 16 17 18
19 20 21 == =3 Z4 25
Z6 2V  Z8 29 Jo 31

nhin vao hinh ban cé thé thiét 1ap dugc dé& dang. Sau khi chon xong ban nhdy
dlp vao clra s6 hodc click vao ddu X dé két thic thao tac chon ngay lam viéc

e. Khoa so6 ké toan

Khod s6 k& todn tirc 1a ban khdng cho phép thay ddi cac s6 liéu trudc mot
ngay nao d6. Easy Accounting cung cdp cho ban mét cdng cu dé lam viéc db. Ban
theo dudng dan sau: Hé thong \ Khoda soé k& toan: Mot clra s6 hién ra, chon
ngay va click nit Chap nhan:

*i:: Chon ngay

Chon noay : Bl A1 242002

£ chéprhan | @ Thoat |

f. Phan quyén ngudi su dung.

Phan quyén ngugGi si dung tlc la giao cho ting ké toan vién nhirng quyén
nhéat dinh va gén két ho vdi trach nhiém cua cong viéc ho lam.

Ban cd hai thao tac d& vao clra s6 phan quyén: Hodc la ban cd thé chubt
click vao nut Ngudi s dung ngay trén man hinh nén, hoac la ban vao Hé
thong\ Quan ly ngudi sir dung. Clra s6 hién ra nhu sau:
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Cong ty C& phan Dién t Tin hoc FSC Tai liéu huéng dan s’ dung phdn mém Easy Accounting

%t Danh sach nguoi sit dung

L M&i | [ 5ha X Héa 82 Quwén | (G Thodt

khéa | Téndananhdp | Téndd du | Ghichi |
Dﬁ Tristar Cdng ty THHH Ba Sao ¥i... HNgudi quan tn hé thing
Mguyén Thanh L& K. n tedtng
Mauyén Th Phucng Thu K. todn tdng hop
Phang Mauyén Einh Phéng K& todn kho kigm thi qui
Hau Phan Th Hau K& todn céng ho

Ban nh3n nut M@i dé€ tao thém mdi ngudi sir dung.

Trong nhitng ngudi s dung cé mot ngudi quan tri hé thong. Thong thudng
day chinh la k€ toan trudng. NgudGi nay dugc s dung tat ca cac chldc nang cua
chuang trinh va cho phép ngudi khac st dung nhitng chic néng cu thé .

D& phén quyén cho mdt ngudi cu thé ban click chubt vao tén ngudi dé va
click nit 8 mét clra s6 hién ra:

4% Phéin quyén EEX
By Ghi| [@ Inhea

=l
=0
-

=

- . . N B |Quan tn hé thing
&% Chifng tu phat sinh Thay di mt khau
&% Danh muc Brang ki thing tin din v
. . Dang ki cac d8i tugng chi bt
£2 Bao cao Bang ki cie phan hank ké toan
82 S8 du tai khoan B15ng kj 13 khadn
Chu hinh két chuyén
Chudn hda tép dit ligu
Chudn hda hé théng tai khodn
Lam zach dir igu
Cu hinh bao céo

o

Trong clra sd nay la nhitng chic ndng cu thé cta chudng trinh. Ban mudn cho
phép ngudi dé sir dung chlrc nang cu thé nao thi click chudt dé chon.

g. Két thic lam viéc v@i Easy Accounting
Co 3 cach két thac lam viéc véi Easy Accounting:

Nh&p chudt vao nut Thoat (X) & gdéc phai clia clra s6 chinh chuong
trinh.

TU Menu Hé thong, chon Thoat khoi chuong trinh.

TU thanh Toolbar, nhan nut Thoat.
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Cong ty C& phan Dién t Tin hoc FSC Tai liéu huéng dan s’ dung phdn mém Easy Accounting

a.

2. Pang ky cau hinh hé thong

Pang ky cdu hinh hé théng cling gidng nhu khi ban déng ky hé théng sé
sach ké toan v@i cd quan thué vay. Muc dich cua viéc dang ky cau hinh hé théng
nham chat ché hoda qua trinh quan ly chrng tur k& toan cla don vi. Néu ban dang
ky hé théng ngay tir dau phu hgp vdi tinh hinh kinh doanh cta don vi thi sau nay
ban chi maoi viéc nhép liéu chitng tir phat sinh ma thoi.

Pang ky thong tin don vi:

Vao Menu Hé théng/Cau hinh/Théng tin don vi, clra s6 nhap liéu xuat
hién:

&t Thiing tin don vi
Thing tin chung
Erctn v chl guan: [

Tén don . [TRISTAR VIET NAM CO., LTD

B3 chi: \P504, 56 2 Mii tric, Ba Binh, Ha Mai

Bign thoai |04. 7260276 Ernail: |
M3 6 thué: (01281413 Bon v tign té:

Chon hinh
thirc ghi s6

Thong tin v& quan 1§ ké t-4n

LR . A /\\
Hinh thitc =6 ké toin: |Ehung bt ghi g8 ﬂ
[K€todntneing | [Nauyén Tién Pha Nign dd ké todn bat d4u (01/01/2003
|ThL’J trutdng don | |Phan Hiang Scin Mign dd ké toan két thic: [31,/12/2003

54 chit =4 sau diu thap phan
Sd lugng: |1 == Bongia: |0 < 58 Iugng ngoai

Thong tin t3i =an

Chon chu ky phan
bd kh&u hao

Chu kir phan bd khiu hao tai san |The.;. théng

L

W Bonw Chéprhan | B Khiiphue | (8] Thoa

Thong tin chung: Nhap cac thong tin vé don vi dang sir dung phdn mém ké
todn Easy Accounting. O Ban vi chll quan cé thé dé tréng.

Thong tin vé quan ly ké toan: Nhap cac thong tin vé quan ly ké toan cua
don vi. Chuong trinh cung cdp 4 hinh thrc ghi s6, Pon vi s dung cd thé tich vao
hinh tam gidc trén dong Hinh thic s6 k& todn mét thanh doc d& xudng. Khi dé
ban chon hinh thic ghi sé phu hop.

Thiéng tin v& quan I§ ké toan
Hinh thitc s8 ké tadn: |Nhét ki - 56 céi -]

Mhat kj chung
| Nhat ki - 58 cal
Ehun tu | s ]

|Ké bodn g

- =
|I3|ém déc

SO chif s6 sau dau thap phan: Tuy thubc vao dan vi cta ban chon do chinh
xac dén mdc d6 nao. Néu chinh xac dén hang dan vi thi chon s6 1, néu chinh xac
dén hang tram thi chon 2....
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Cong ty C& phan Dién t Tin hoc FSC Tai liéu huéng dan s’ dung phdn mém Easy Accounting

Thdng tin tai san: Tuy thudc vao chu ky phan b6 kh&u hao tai san cta don
vi ban theo thang, theo quy hay theo nam.

Thiing tin tai san

Chu ki phan bd khau hao tai 2in

I+ Bl . |

b. M@ so chi tiét cho tai khoan:

| Then thang v
Theo than
Theo nam \

Trudc khi ma sé chi tiét cho tai khoan, ban phai xac dinh dugc dan vi can
phai m& nhitng loai s6 chi tiét nao. Pay la van dé r&t quan trong, vi khi da nhap
chiing tir, néu ban ma& thém s& ddng nghia vdi viéc ban phai stra lai tdt ca nhitng
ching tur da nhap.

Trong Easy Accounting, s6 chi tiét dugc chia lam 2 loai: S6 chi tiét dac biét

va S& chi tiét phat sinh.

+ SO chi tiét dac biét : 13 cic sb c6 kém theo nhiéu tiéu chi quan ly
déc thu riéng. Vi du nhu S6 quan ly d6i tugng cdng ng theo ddi thém dia
chi, dién thoai. SG chi tiét hang tén kho quan ly don vj tinh, s6 lugng, dan
gid, thanh tién. Sé chi tiét ngoai té quan ly s6 ludng ngoai té, ty gia, v.v...
Céc sb chi tiét nay ban khdng thé xda khéi hé théng, tuy nhién ban cé thé
khéng dung dén néu thay khong can thiét.

+ S& chi tié€t phat sinh: La nhitng sb chi tiét ma ngudi si dung can
mé& thém dé dap (’ng theo nhu cdu quan ly. Vi du: ban cé thé md thém mot
chi tiét "Ngan hang” dé theo dai tién guii & nhiéu Ngan hang khac nhau.
ban vao Menu Hé thong/Cau

P md& thém mot chi tiét tai khoan,

hinh/DPang ky ddi tugng chi tiét.

i M @ chi tiét cho tai khoan

Tae vy
A Lin W Rufng ] M6 5 Chen X Réa| [0 The#t
Click chuot

5TT Tén s chi tiét Vigt té Cétmd Cét tén vao day iew Ten| Kidu |Ké hap| B2
1 | Khoan muc phi Khoan myc Khoan myc Tén khodn muc T7 T | W [0 [
2 |Hing héa Hang héa M3 hing Tén hing F V¥ 2 r
3 |Bditugng cing ng' Céng ngt Bdi bugng Tén dai tugng v r . . r
5 |Ngoaité Naoai té M3 N 12 Tén ngoai té - r G6 ma mac dinh 17
B |Lidowilt Lj do st M3 i do Tén I do RRERE kho vao day inl
7 |Hop ding Hop diing Hop diing Tén hop ddng r | F N i
B |Mhan vién bén hang My BH TH Tén iy ¥V | o r
9 |Vat b, cing cu dung oy WAt hut M3 wat b Tén vt tut | r MV o[z |

b | 10 [Kha hing kha héng M kho Tén kha r | ¥ | REEE] r
11 | Tai san T4 z2n M3 L3 sdn Tén t3i san v r V|4 r
12 |Naén hing Mgén hang W3 ng hang Tén ngén hang r r o r

Cac nuat trén thanh menu:

£.N&u ban chon mdt dong nao dé (Tldc ban tich chudt vao dong dd) tiép
theo ban tich chubt vao nut Lén thi dong dé sé dudc kéo Ién trén.

¥ Céc thao tac tuong tu nhu trén nhung mudn dong ban chon xudng dudi.

Ban chon hai ndt nay khi nao?. Thuc ra thao thac trén cho ban su Iua
chon la mudn s6 nao trudc s6 nao sau dé thuéan Igi cho viéc nhap liéu sau nay.
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] Khi tich chudt vao nut nay, chudng trinh cho phép ban md& thém sé chi
ti€t. Phan dudi cung trén ludi sé hién thém ra mot dong chdng va ban sé khai
bao vao dé.

£» Thao tac nay cho phép ngudi ding thém mot s8 chi tiét vao gitta cac s6
da thiét 1ap. Vi du: Nhu hinh trén ta mudn md thém S6 cdng trinh  dé theo dbi
chi tiét cic cdng trinh vao gilra hai s6 Cdng ng phai trd va S6 tam ing ban béi
den ( hay tich chudt ) vao dong S& tam (ng. Sau dé &n nit Chén mét dong
ch8ng sé& hién ra gilta hai s6 d& chon

X Thao tac nay cho phép ban xo0& di s ma ban thdy khéng can thiét. Dau
tién ban tich vao s6 can xoa sau dé an nut xoa ( hoac an F8 )

@ Thodt khdi ctra sé.
Cha y: -T4t ca cic thao tac trén déu cd thé thuc hién bdng cich vao menu
Tac vu va mot clra s6 sau sé hién ra

Dhich [&n
Dych wudhng

Thém mdi  Chl+M

Chén Clrl+l
®ha Fa
Thioét Chl+0

Ban chon bao nhiéu sG trong muc nay thi trong menu Danh muc cla man
hinh nén sé cé bay nhiéu so6
Danh muc tai khodn

Danh mue don v tinh

Danh muc Khodrgnuc phi
Cranh muc Hang hida

Dranh mue £18i tiahng céng no
Danh myc Hgoai k&

Danh muc L do <uft

Danh myc Mhén vign ban hang
Danh muc Kho hang

Danh muc Tai s3n

Cranh muc Mgan hang

Dranh mge Hang tdn kho

Dong tiéu dé cua cac cot trén |udi:
STT : S8 th(r tu cla cac sb

Tén s6 chi tiét : Tén cla cac s6 ma ban lap

Viét tat : Tén viét tat clia s6 chi tiét
Cot ma : M3 cla s6 chi tiét
Cot tén : Tén cla s6 chi tiét hién Ién trong phan nhdp chirng tir
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Cong ty C6 phan Dién t Tin hoc FSC Tai liéu huéng dan s dung phdn mém Easy Accounting

Phan cép thiét 1ap: D& dé hinh dung thé nao 1a phan cap thiét 1ap. Ta hay
I&y mét vi du cu thé sau: Trong céng ty cla ban, Gidm déc yéu cau ban phai cé
dudc cac thong tin vé TSCD dung cho cac bo phan khac nhau: Dung cho san
xuat chung la bao nhiéu? Dung cho quan ly dan vi bao nhiéu? Cho ban hang bao
nhiéu ?. Va hon nita trong tirng bd phén d6 phai cu thé hda dugc gia tri cua ting
doanh diém TS. P& dap (ng dudc yéu cdu dé ban s& chon cach phan cdp thiét 1ap
bang céach click chudt vao 8 chéng (xem hinh trén ). C6 thé hinh dung ki€u phéan
cdp nay bang sc d6 hinh cay sau:

BO phan
Ban hang

Phén cép tu ddng: Né&u s chi tiét ma ban ma& khéng can phai I8y thdng tin
nhu trén ( ki€u phan cép thiét 1ap ) thi ban cé thé chon ki€éu phan cdp nay.

Mdc dinh: M3 mac dinh cua sd chi tiét. Trong phan nay néu ban khai bao thi
nhitng mac dinh d6 sé€ hién nén trong cac phan Ching tu...Vi du: Ban gd mac
dinh kho la K (xem hinh trén ) thi trong phan nhép ching ttr khi TK c6 lién quan
dén sé kho sé& hién Ién nhu sau:

%t 1561 Gia mua hang hoa : Ké khai chi tiét si phat sinh co

Taz vy
M Ché W Thodt Ma kho ma ban da méq
L] Méi ) Chép X ¥éa | (O] Thed mjnh hién ra & day
M3 hdng Té&n hing BE’:h“‘! M3 15 da Msg harh tién | Litgng tén Tién tén
= M &y wap zinh 4 BY 400 [Chigc [M KCTY <] 1.0 802 919 802 919
24 LC 220 May ép hoaqua LC 220 |Chigc |M KCTY 1.0 B17 802 £17 802
20 1420721
F3 Hign Form danh muc, F4 58 sudng danh muc T &i khodn d8i tng [+)

View Ten: Ch(c nang nay co6 tac dung néu ban chon thi sau nay khi ban
nhap ching tu hoac khi ban in bdo cdo chudng trinh sé hién ca ma va tén cua
cac chi tiét trong sé. Vi du:

S& vat tu: Chon ki€u View Ten thi khi chon : Chirng tir \ S8 téng hop:
Hién ra clra s6 sau:
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Cong ty C& phan Dién t Tin hoc FSC Tai liéu huéng dan s’ dung phdn mém Easy Accounting

&k 1561 Gia mua hang hoa : K& khai chi tiét si phat sinh co

Tac vy
[] M [ Chép ¥ zoa F”‘é“ ra cot ténw
hang hoa & day = = —
3 hang Tén hang 3 kho 54 Iugng fion gid Thanh tign Lutrng tan Tién tan
NEN - | M &y #ay sinh t& BY 408 TChigc | M KCTY 1.0 a02 919 802 919
24 LC 22D &y ép hoa qua LC 220 [Chigc |M KCTY 1.0 E17 802 £17 802
20 1420721
F3 Hién Form danh muc, F4 58 <ufng danh muc T &i khodn d8i dng [#]

S8 vat tu: Khdng chon ki€u View Ten thi khi ta vao lai Chirng tir \ Sé
tdng hop: Hién ra clra sd sau:

&t 1561 Gia mua hang hoa : Ké khai chi tiét sd phat sinh co

Tac vu
) Khoéng hién ra tén ;
L] M hang hoa & day T Thodt
/m Ey . - - = a A
ﬁ’ k& T da M3 khao 54 Iutgng Bonaa Thanh hén Lutcing tan TiEn tan
PRy | Chigc M ECTY 1.0 802919 a0z 919
24 LC 220 Chigc [H kLT 1.0 617 802 B17 802
20 1420 721
F3 Hign Form danh muc, F4 58 <udng danh muc T &i khodn ddi cng 7]

Ki€u: Kiéu & day |a ta chon cac kiéu sd dé theo doi cac S8 chi tiét. Tai sao
ching ta lai phai chon kiéu s6 ? S& di nhu vay la vi mdi s6 yéu cau cac tiéu chi
theo d&i ddc thu. Vi du: S8 theo ddi tai san can cac chi tiéu: Nguyén gia, phuang
phdp tinh kh&u hao, ngay tinh kh&u hao ...trong khi S6 theo d&i cdng ndg lai can
cac chi tiéu Dién thoai, ma s6 thué€, bia chi ....

V&n dé dat ra bay gid 1a chon ki€u s6 nhu thé nao? Céng viéc hét sirc don
gian ban chi can click chuot vao cot Kiéu trén dong tuong rng vdi SO chi tiét ma
ban dinh thiét 14p mét clra sd sau hién ra:

4% M@ st chitiet cho tai khodn

Tac v Cira so hién
A Lén| W dudng | ] MEi| % Chen| X zéa | [0 ra tai day
57T Tén =8 chi gt Wik Lt Cat mi %Eﬁﬁﬂ Mic dinh [View Ten| Kiéu |KEt hap| BS
b | 1 |Khodn muc phi k.hoan muc Fhoan muc Tén khoan muc [l v M I r
2 |Hang héa Hang héa W3 hdng Tén hang [0 54 binh thudng ~ 5 r
3 | Ddihugng ciéng ng Céng ng B15i tutgng Tén dditu 1 54 theo déi cing no r
5 |Mgoaité Nagoai té M3 M.LE Tén ngoai |2 54 theo déi hang tén kho r
B (L do=uat Li do =uat b3 Ip do Ténlda |4 53 theo d&i t3i za3n [l
7 |Hop déng Hop déng Hop déng Ténhop d|a 54 theo déi hop ddng v
8 |Mhan vign ban hang MY BH M3 MY Tén MY |15 54 theo déi ngoai té r
9 |Vat h, cdng cu dung cu WL b bAE wat tur TEn wat b |32 Diaanh thu ¥
10 | Khe hing Kho hdng M3 kho Ténkho (64 [Chiphi [
11 [Taisin Tai 3dn b3 tai sin Téntaisar| 128 |Kho r
12 |Mgén hang MNaén hang M3 ng.hang Tén rngan k r

lGc nay ban chi viéc click chudt vao cac sé tuong Ung.
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Tai liéu huéng dan s’ dung phdn mém Easy Accounting

K&t hgp: N&u ban mudn ké&t hgp nhiéu s6 lai v8i nhau d& cd mot s6 chung
vG@i ndi dung bao gom tat cac s6 da chon ma khong can phai nhap lai s6 liéu ban
sé can dén chic nang nay. Cac thao tac dé thuc hién nhu sau :

Budc 1: Ban l14p thém mot sé méi véi tén chung.

Vi du: Ban muén ma& mot sd chi tiét dé theo ddi chung cho ca Hang hoa va
Vat tu cong cu dung cu, ban lap moét s6 mdi cé tén la Hang ton kho

5t M s chi tiet cho tai khodn

A Lén| W dudna | ] M&i| £ Chen| X Héa| [@ Thed
&TT Tén 58 chi tidt Wittt it md et tén tE.-Ea'i' Pooap | hsc dink [View Ten| Kigu [Kéthop| B3
igt 13p| by ddng
1 | Khoan myc phi Fhoan muc Fhoan muyc Tén khoan muyc [ I [ I [l
2 |Hing hia Hang héa M3 hing Tén hang V1 | E r
3 | Bdi lugng cong ng Cang ng 150 tugng Tén dai tugng [ [l | 1 r
5 Mgoaité Manai té& RN T&h ngoai t& r r |l 16 |l
E |Lp doxubt L do xubt M3 I dao Tén [p do r  |e r |o r
7 |Hop ding Hop ding Hop ddng Tén hop déng [ [ v~ N
B [Mhénwvienbdnhdng . .. Janv Tén Ny F [T Chon kiéu
8 [Vath, céngcudungcu | T€N SO MOi 5 ity Tén wat tu v [l ¥ SO va View
10 |Kha harg L JEkha Tén kho r [ & [kCTv \__
11 | Taizan 7 _rsan M3 tai san Tén tai san v [ | [
12 |Mgan hang Maan hang }3 ng.hang Tén ngan hang [ [l /o r
p| 12 Hangténkha =~ Hang tan kha M3 hang tdh kho | Tén hang tdn kho r [ A/ N r
Budc 2: Click chubt vao cot Két Hgp ( trén dong Cong ng ) MOt cua sO
hién ra:

& Hang ton kho(Chon céac so két hop)

Tac vu
@ Thodt ‘ Click chudt vao cot nay
Chon Tén
I ZL/‘I' khaoan myc phi
V' 2 Hang hda
r c B1di tutotng cing o
r 4 MHooai té
r ] Ly do sudt
r B Hop déng
r 7 Mhan vign ban hang
= ] W3t b, cong cu dung cu
q ko hang

r 10 |Taizdn
| 11 Hang tan kho
r 12 Mgan hang

Bay gid ban mudn sé vira mé& bao gdbm nhitng s6 chi tiét nao ban chi can
click chudt vao cac s6 d6. Theo vi du trén ta click chubt vao hai s6: Hang hda,
Vat tu cong cu dung cu. Khi chon xong click chu6t vao nut & trén cot Két hgp sé
hién ra cac s8. Cac s6 nay chinh la s8 th( tu clia cic s ma ta da chon. Trong vi
du trén la s6 2,8.

Bd: Cot nay cho phép ban &n di nhitng s6 ma ban hién thdy khdng can
thiét. Chldc ndng nay khac vé ban chét véi chirc ndng xod E. N&u ban bd mdt sé
di thi sau d6 ban c6 thé khdi phuc lai dugc ma khdéng mét di cac sé liéu cd trong
s6. N&u ban xod di thi khi can ban lai phai thiét 1ap s6 tir dau.
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Cong ty C& phan Dién t Tin hoc FSC Tai liéu huéng dan s’ dung phdn mém Easy Accounting
Cha y: Viéc md cac s6 chi tiét, theo chidng tdi 1a mdt trong nhitng céng
doan khoé nhat trong phan thiét 1ap cau hinh hé théng. Tuy nhién vdi cac don vi
yéu cdu quéan ly khdng that chi tiét véi nhiéu loai s6 thi chudong trinh da thiét 1ap
san cho ban rdi, chdng han ddi vdi cac don vi hanh chinh su nghiép dan thuéan thi
gan nhu ban chi viéc dang nhap vao chuong trinh va nhap sé liéu dé Easy tu
dong két xuat ra bao cao cho ban. Qua de.

DE dd tén thdi gian cua cac ban, thdng thudng trudc khi cai dat chuong
trinh, cac can bo ky thuat cua chung t6i thudng tim hi€u hoat ddng cua khach
hang va gilp thiét |ap san cac s6 chi tiét can thiét, cdng viéc clia ban sau dé chi
la nhap ching tr va in ra bao cdo ma thoi. Tuy nhién trong qua trinh hoat dbéng,
néu phat sinh cic s6 chi tiét can thiét khac ban hoan toan cé thé tu md s6 ma
khdng can su trg gilp cua ching toi.

c. Pang ky cac phan hanh ké toan:

Trong mdt dan vi, phong k& todn cé thé dudgc chia thanh nhiéu bé phan nhu
k€ toan tién mat, k&€ toan hang tén kho, k& toan cong ng, ké toan téng hop,...
Moi b phan cé mot nhiém vu riéng nhung quy trinh lam viéc lién quan chat ché
v6i nhau. K& todn tién mat khdng thé dinh khoan chlng tir xuit nhdp kho, va
ngudc lai, k& todn hang tén kho khdng thé in phi€u thu chi tién mat... Ta cling ¢
thé hi€u, dang ky cac phan hanh ké toan la phan loai cac ching tir k& toan theo
tng nhéom cho dé quan ly. Vao menu Hé théng/Cau hinh/Pang ky cac phan
hanh ké& toan dé md clra s6 Dang ky cadc phan hanh ké& toan.

%t Pang ky cac phén hanh ké toan

A Lén | W osudng | [ M& | X ®éa | [B] Ihod
S5TT (L] Tén phan hanh Giao dién | In phidu| MMiu an

K Phigu chi tién mat, tidn gt TC = = r
z THMTH Fhigu thu &n mat, tién gii TC = = r
3 WTHH Mhap wat tuf H = = v
4 VU LAt vat H = = v
5 WTDC Erigu chuyén wat b M = = I
5 EH Chitng b ban hang M = = I
7 HT Chitng t t&ng hap CT = = [
g KC Chitng tr két chuyén CT = = [
g TS Chrting b t&i 28n cb dinh CT = = [
10 Hi Han murc kinh phi CT = = v
11 CM Chitng b céng nd CT = = |
12 T5EH Chirng tr kh&u hao tai 23n 8 dink CT = = [
13 WTN= Chifng b wat tu 1ES = = -
14 |[DC Bt todn digu chinh CT = = r

Ma: Ban cd thé tu ddt tén ma, mién sao khong trung vdi nhitng ma da dugc
tao ra. Vi du: Ma TMTH cua Phan hanh Phi€u thu tién mat, tién gui phai khac vai
Ma TMCH cua Phan hanh Phiéu chi tién mat, tién gui

Tén phan hanh: Dién giadi cho phan hanh ding ky

Giao dién : Chon giao dién nhap tuy thudc vao tinh chat phdn hanh ban
dang ky. C6 3 loai giao dién nhap:

v' Dung cho thu, chi tién mat: Néu phan hanh ban dang ky cé su
dung cac ching tir thudc phiéu thu tién mat hoac phiéu chi tién
mat
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Cong ty C& phan Dién t Tin hoc FSC Tai liéu huéng dan s’ dung phdn mém Easy Accounting
v' Dung cho nhap xuat véat tu, hdéa don ban hang: Néu phan hanh
ban dang ky cé s dung cac ching tu thudc phi€u xuat vat tu,
phi€u nhép vat tu, diéu chuyén vat tu hodc héa don ban hang

v DUng cho chi’ng tir hach todn, k&t chuyén: N&u phan hanh ban
dang ky dudc s dung cho tat ca cac loai chirng tUr (thu chi,
nhdp xuét, cdng ng, tai san cb dinh, két chuyén,v.v...)

Ban cd thé chon lai giao dién bang céch click chudt vao cdt Giao dién tuong
('ng v&i phdn hanh ban mudn thay ddi. Mot tam gidc quay xudng hién ra, tiép
tuc click chudt vao dé mét thanh doc d6 xudng va ban chi can click chudt vao
giao dién dinh chon.

In phié€u: Chlc nang nay cho phép ban chon cac mau phiéu cé thé in ra
trong moi phan hanh. Thao tac thuc hién nhu sau: Ban click vao nut mau hong
24 trén cot In phiéu, moét clra sd nhu hinh dudi day xuét hién, cdng viéc cua ban
bay gid la xem xét v8i moét phan hanh nhat dinh thi can in cac phi€u nao va
click chudt chon.

Vi du: trong phan hanh Phi€u chi tién mat, tién gui thi can in Phi€u chi

tién mat
%t Phigu chitién mat, tién gdi{Chon cac béao cao can in . [X]
Tac wu
B= click chuét vao
day dé chon
> —— i — _ : Tén
» 1 Fhigu chi tién mat
2 Phigu thu tign mat
3 Phigu nhap kho
4 Phig&u #ut kho
5 Phigu diéu chuyén kho
|l [ Héa don ban hang
|l 7 Chuirng tir k& todn
|l =] LI mbigrn chi

Khi chon nhu vay thi trong phan Chirng tur\ Phi€u chi tién mat, tién gui
ban c6 thé in Phi€u chi tién mat:

4% Phidu chi tién mat. tién giti (1)

click chuét vao
day dé in phiéu

= =

Phiéu chi tién
mat tién gui

w chitng Hao tén Dién gidi/Lj do

= Phigu thu tign mat, tign g
) Mhap wat

5 Ut wat b

=1 Chitng bt tdng hop

=1 Chitng bt két chuyén

= Chitng tr t3i sdn cd dinhk
= Chitng bt khdu hao ti sdn cd dinh
(=1 Chtng b vt b

= Bt todn didu chinh

Tarm ttha tién di chng bac

Tai khodn ng | Tai khodin cd S tién| Tam g
» 111 1 000 000
141 1 000 000 MW,
1 000 000
Ctrl + M: b, Ctrl + S: Cat, Chil + E: Sra, F8: %éa, Cul + 0 Thodt Mgap 2 Thang1 *  Mam 2003
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Cdng ty C& phan Dién tir Tin hoc FSC Tai liéu huéng dan s dung phdn mém Easy Accounting
Tuy thudc vao su lua chon cua ban ma mot phan hanh cé the in dudc bao
nhiéu mau, dé biét mot phan hanh cé thé in dugc bao nhiéu mau ban hdy click
chubt vao hinh tam giac quay xudng ( bén canh chié€c kinh lip - hinh trén). Theo
su lya chon nhu trén thi trong phan hanh Phi€u chi tién mat, tién gui ta chi in
dugc mot mau phiéu : Phiéu chi tién mat

M3u: Day la chlic ndng ddng ky cac dinh khoan mau cho cac phan hanh.
Nhu ban d3 biét mét phan hanh cu thé thudng cd nguyén tic hach todn tuong
dGi gidbng nhau, vi du: phan hanh Phi€u chi tién mat, tién guai khi hach toan
chung ta ghi C6 TK 111,112 ghi Ng cac TK lién quan. Easy Accounting giClp ban
tiét kiém t6i da thgi gian nhap liéu béng cach cho phep ban tu 1ap ra cac but
todn mau. Khi nhap liéu ban chi can goi bat todn mau dé ra ma khong can tén
thdi gian_nhap TK. Chic nang nay chung téi sé ndi ky & phan sau: Tao cac dinh
khoan mau

An: Néu ban khdng mudn st dung phan hanh nao, click chudt chon cot nay
tuong ’ng véi phan hanh can chon.

Quan tam: NEu ddn vi cua ban khong can thi€t phai chia phong ké toan
thanh nhiéu b0 phan thi hday s dung mot phan hanh duy nhat s dung cho tat ca
cac ching tu. Cach dang ky nhu hinh sau:

% Dang ky cac phan hanh ké toan

A Len W Rufng | | ] M& | X Héa | ([0 Thodt
STT b3 Té&n phan hanh Giaodién |Biocho| Técwu| 4n

i HT Chitng bt hach toar] cT = [ r
2 |TMTH Phiéu thu tién mat, ién gt TC = [ v
3 |TMCH Phiéu chi tién mat, tién g TC = [ v
4  |WTNH Mhap wat tu M = =} Iv
5 |vTxU WSt vat b N = [ [~
B |vTDC Didu chuyén vat by M = = v
R Chitng bf t3i s4n cé dink CT = . r
8 |HM Han mitc kinh phi CT = [ v
q TSEH Chitng bf khiu hao tai 23n CT = | r
10 KL Chitng bf k&t chuyén CT = | r
11 EBH Ban hang CT = =} Iv
12 |CH Céng not cT = = v
13 |TP Mhap kho thanh pham cT = = r

Nghia la: Ban &n t&t ca cdc phan hanh, chi dé€ lai 4 phan hanh duy nhét Ia
"Chirng tir hach todn", "Ching tir két chuyén”, "Chilng tir tai san c§ dinh" va
“Nhép kho thanh ph&m”. Céng viéc nhép liéu clia ban s& dan gian hon rat nhiéu
vi ban chi can quan ly chirng tu phat sinh trong moét phan hanh "Ching tur hach
toan" ma thoi.

d. Pang ky tai khoan:

Vao menu Hé théng/Cau hinh/Pang ky tai khoan, clira s6 dang ky tai
khoan xuat hién

Tinh chat tai khoan
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Cong ty C6 phan Dién t&r Tin hoc FSC
Déng ky tai khoan
x[pl@

Tinh chét t3i khodn Chgn_ [ M3 ti khodn
T i khodn gia wén hing ban(E32)

Tai liéu huéng dan s’ dung phdn mém Easy Accounting

Tén t&i khodn -

» o1 1. T&i £an cho thug ngodi

onz 2.4t bt hang hoa gitt hi,Gia cing
oz 2. Hang hod ban hé. ki alr
o4 4. No khé déi 43 k0 1§
oG 5. Ngoai t& cée loai =
00g 6. Han mtc kinh phi cbn lai

T i khadn ngodi bing [iiE] 7. Nguén vén khau hao CF hign c6

Téi khodn chi phi gidn tiép 0333 Thue WAT d8ura _

5 khodn ohi phf e id 0642 Chi phi cudin 1) doarh nghigp

E chi phi
53n phém dd deng
Tai khodn doanh thu

:qz.111 Tié
11 in

1112

[(Ngoai &)

i 112 Tién gdi ngén hang
T khoan tai san cd dinh 7 Tién ot VN
T4 khodn khiu haa t3i s3n of dinh TFA Tién ali [Ngoai ]
T khodn phin bé khéu hao TSCH 73 Tién dang chiyin

hanh phdm 127

al B3u bt chithg khodn ngin han
T i khoan hang hoa 128

Bu it ngdn han khic

i quan 1 thei han thanh toén 129 Dt phang gidm gid d&u tu ngdn han
&0 1 thii han hang tin 131 Phai thu cla khach hang

-} M@ s8 chi iét 133 Thu GTGT dudc khiu i

# ) St dyng theo phan hirh 133 Thué GTGT duge khu trit cda HHDY
1332 Thué GTGET dugc khau tit cia TSCH
136 Phai thu néi b
1361 VN kinh doanh tai don vi ndi ba
1368 Phdi thu ndi bd khic
1 BhIithy kb

-]

Ban dau cac ky hiéu tai khoan chi la cac con sb. Ta phai gdn nhitng con s6
dy vdi mét y nghia nhat dinh. Vi du: Tai khoan Tién mat ta gan vdi chir s6 111,
tic la ky hiéu 111 la tai khoan theo doi tién mat. VGi viéc khai bao nhu vay may
biét dugc dé€ 18y cac théng tin can thiét. Dudi day la bang hudng dan khai bdo
tinh chét tai khoan ma ban cé thé tham khao.

TINH CHAT TAI KHOAN

TAI KHOAN KHAI BAO

Tai khoan gia von hang ban

632

Vat tu, san pham hang hoa 151,152,153

Thué VAT dau vao cua HH, DV 1331

Thué VAT dau vao cua TSCb 1332

Thué VAT dau ra 33311,33312

Tién mat 111

Tién gui 112

Tai khoan ngoai bang 001,002,003,004,005,008,009
Tai khoan chi phi gian tiép 627,641,642

Tai khoan chi phi truc tiép 621,622

Tai khoan chi phi

621,622,627,635,641,642

San pham dé dang

154,

Tai khoan doanh thu 511,512,515
Tai khoan TSCD 211,212,213
Tai khoan khau hao TSCb 214

Tai khoan phan bd khiu hao TSCD 627,641,642
Tai khoan thanh pham 155

Tai khoan hang hoa 156,157

Tai khoan quan ly thaéi han thanh toan | 131,331

Tai khoan quan ly thai han hang ton

152,153,154,155,156,157

D4i v6i muc nay khi cai dat cho mdi khach hang Céng ty chiing toi d& thiét
|&p san. Va vi tinh chat cua cac tai khodn nay it thay d6i ban khdng can phai
quan tdm dén van dé nay nhiéu. D46i khi ching téi cho mac dinh va 8n muc nay
di trong may cua ban.

S« dung theo phan hanh

bang ky tai khoan cho cac phan hanh da dugc mé la dang ky nhirng tai
khoan nao dudc phép ghi vao bén Ng (hoac bén Cd) cua phan hanh vgi much
dich giup ban khi nhap chitng tur d3 ton thdi gian chon cac tai khoan. Cach dang
ky thuc hién theo cac budc sau:
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Cong ty C& phan Dién t Tin hoc FSC Tai liéu huéng dan s’ dung phdn mém Easy Accounting
v' Chon muc Ghi Ng (hoac Ghi C6) cua phan hanh can dang ky

v Click chon tai khoan & danh sach tai khoan bén phai.

Hinh dudi day la cach chi cho phép tai khoan 111 va 112 dudc ghi vao bén
Ng ciia phan hanh Phiéu thu tién mat, tién gui.

4% Béang ky tai khoan

Téc vu
X b @
- __) Danh muc kho ~ Chan b3 tai khodn | Tén tai khodn -
B Theo dl:n! d;a_l.J ﬁ:..l . |
Theo di 54 phat zinh 3 r oo 1. Tai s8n cho thud ngodi
=/ Danh muc céng ng phai thu r o0z 2.\ 5ttt hang hia gitt hé,Gia cing
Theo déi 48y dd r 003 3. Hang hod ban hé. ki i —
Theo dii <8 phat sink r 004 4, Not kha dai d3 =2 1)
] r_) Danh muc ciong not phai trd [l o5 5. Mgoai & cac loai
Theo di d&y dd r ana E. Han ke kink phi cén lai
E Theo dii 58 phét sink [ a03 7. Mguon von khau hao CB hign cd
= r_) Danh muc I§ do :F!T” T_'F“ “fét
Theo di =6 phat sinh 1112 Mooaite
- __) Danh muc nhan vién 1z T.'Fn 5,""" ngan hang
E Theo di 44y dd 12 Tienguivhb
T r r 1122 Ti&n quti ngoai té
Thea doi so pbat sinh . [ 113 Tién dang chuyén
SR Da";; mud(':"chh“'DE:Tn’ muc phi r 121 B15u tu chitng khoan ngén han
20 dol day du r 128 B iu tu ngdn han khac
E Thea dai 58 phét sinh [l 129 Dt phiing giam gid dau b ngan han
-/ Danh myc chi phi b3 tudc r 13 Phdi thu clia khach hang
Theo di d&p dd [l 133 Thué GTGT ducc khau bt
Than A% <& rhik sink b’ = 1271 Tl & GTET Aipeee bl bee e LD
< i -

Phan hanh phiéu thu
tién mat tién gui
[ Mo - 2 Tim| [B Ihed
=) Phigu chi Wn ali HT | Modwghisd | SECT | Ngdy chimg br Ho tén Dign gidi/Lj do
J Phiéu thu4gn mat, tign gui

) Mhap wat b

C5) subt vat e

5 Chitng tir tng hop
5 Chitng tir két chuyén L) MEi o~ B Ghi s I o+ | [ Thoit
5 Chitng tif ti sdn cd dink

5 Chitng tir khéu hao tai s3n o dinh
I Chitng tt wat b

5 Bt todn digu chink

PHIEU THU TIEN MAT, TIEN GUI
Nodpahisd  [np/01/2003

Moz cbuing by 02401 42003

Chi nhitng tai khoan
nao dugc chon mdi hién

Lirdo ra ¢ day J kemtheo  [q

Bnachi |

__rrfioanco | S tign [WHE) 56 du -
9l = =
117 Tign mét
1111 TiEn mat Wit nam dong
1112 Tidn mét (o t&] <
F4: Hach toén
Ciel + M: &, Chil + 5: Cat, Ctil + E: Sita, F&: %6a, Maoay 2 Thang1 ¥| Nam2003 ¥
Chuy: Néu ban chon tai khodn me thi cac tai khoan con cling mac

nhién dudc chon nhung khéng ngudc lai
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Cong ty C& phan Dién t Tin hoc FSC

Néu ban khdng chon tai khodan nao trong muc Ghi Ng ( hoac
Ghi C0) thi trudng trinh mac nhién thira nhan tat ca cac tai
khoan

e. Cau hinh bao cao

Trong Easy Accounting, bdo cdo dudc chia lam 2 loai chinh: Bdo cdo chuén
va Bao cao dong

_ Bao cao chuan: 13 nhitng bao cdo da dugc 1ap san cdng thirc tinh todn theo
mau chuan cua B Tai Chinh ban hanh nhu: S6 nhat ky chung, s6 cai, v.v...

Bao cdo ddng: |a nhitng bdo cdo ma ngudi sir dung cd thé tu thiét I1ap cong
thic tinh toan theo nhitng tiéu chi nao dé cho phu hgp véi yéu cau cua don vi.
Mot s6 bdo cdo ddong ma ban cd thé thiét 1ap cdu hinh 1a Bang can ddi k€& todn,
lvu chuyén tién té v.v...

C4&u hinh cdo bdo cdo cho phép ban cé thé thay ddi tén cac bao cdo, thém
nhém bdo cdo, thém bdo cdo mdi,v.v... va ddc biét 1a ban cé thé thiét Iap lai cac
théng s6 bdéc tach s6 liéu trong moét s6 bao cdo cho phu hgp vé@i yéu cau quan ly
cua dan vi.

Ban chon menu Hé théng/C&u hinh/Cau hinh cac bao céo, clra sé ciu
hinh bao cdo xuat hién nhu hinh sau:

4t Danh sach cac bao cao

Técwu Sip=ép

alv| Dgx| = s &l g

-] Béo céo quan tn
=y Cac =0 ké todn
=) Béo cio vat b, hdng hia tin kho
=) Béo céo thué
=) Béo céo tai sdn cd dink
=y Béo céo qudn tn khac
=) Béo céo by thigt 3p
Phan I3 15
-] Bén céo tii chink ['\\“3
+-1= Bang cén ddi ke todn
L] Bang can ddi tai khodn
+1-17 K&t qua kinh doarh
+1-17 Thuyét mink béo céo i chinh
L] Luu chuyén tién té

-~ [H-[H-[H-[F

Cac menu trén thanh toolbar:
Al Thay d&i vi tri cdc bdo cdo: dich chuyén 1én trén
¥ Thay d6i vi tri cac bdo cdo: dich chuyé&n xuéng dudi
Q Thém mdi ndt bao cao.

[ B&itén bao céo

Tai liéu huéng dan s’ dung phdn mém Easy Accounting
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Cong ty C6 phan Dién t&r Tin hoc FSC Tai liéu huéng dan s’ dung phdn mém Easy Accounting

>(| Xo0d mot bao cao

=1 sura thong tin chung vé bao cao
8 Sua thong tin cac cot bao céo
L) stra cac tidu chi clia béo cao

9 xéa mot bao cao

Chulc nang cua cac menu trén thanh toolbar:

Sau day la tiing budc thuc hién viéc thém mdi (hodc sira d6i) va thiét 1ap
cac théng s boc tach sb liéu. D€ cho deé hiéu, ching ta th tao mét bao cado
"Phan 13i 10", bao cdo nay la mot trong cac bao cdo phai ndp cho Cuc Thué.

Thém mdéi:

- Thém nhdm mdéi: T menu Tac vu chon Thém nhdm, tén nhém bdo cao sé
xudt hién cdy bao cdo. Ban cd thé sra lai tén nhédm nay bang cdch chon nhém
can slra va bdm nat & Pé&i tén bao céo trén thanh Toolbar.

- Thém bdo cdo mdi: Chon nhédm chlra bao cdo can thém mdi va bam nut 2
Thém mdi trén thanh Toolbar. Ban cé thé ddi tén béo cdo nay giéng nhu doi tén
nhém. Chang ta doi lai tén thanh "Phan 13i 10".

Sira thong tin chung: Khi ban click vao nat nay mdét clra s6 hién 1&én nhu
sau.

%t Thiéng tin chung cla bao cao

Ténbao céo: |Bao cio ty thiét l3p

Tigudein:  [Bao céo by thidt 13p

Tép mau: |Té|:| mau dé xubt zang Excel

54 cot ddng tudc it chi e |U

E] Chip nhcf.n| S phuN 6] Hiybs

- Tén bdo cdo: Tén bdo cdo hién lén trong clra s6
- Tiéu dé in: Tén bdo cdo khi ban in ra gidy
- Tép mau : Day l1a tép mau dé may biét khi xudt sang Excel

- S8 cOt ddng trudc chi tiéu: S8 cot ma ban cd thé chiét xust sb liéu trudc
cOt chi tiéu.

Stra thong tin cac cot bao cao: la thiét 1ap nhitng cét trong bdo cdo ma
ban can truy xuat thong tin, géom nhirng budc sau:

- Chon bao cdo can thém cot mdi hodac can stra thong tin cac cot. BAm nut
81 S(ra thong tin cac cot bao cao trén thanh Toolbar. Clra s6 sau xuat hién:
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Tai liéu huéng dan s’ dung phdn mém Easy Accounting

Luu y: Nhitng bdo cdo ban chon ma nuat Iénh trén bi md, c6 nghia la bao

cao nay khong cho phép stra hoac thém mdi cac cot bao cao.

Tén cot
Cong
ngang

Gia tri

4t Bao cao tu thiét |ap

Tac vy
A Lin| W xudna| | G| s Chén X ¥da [0] Tho#t
STT Tén cit -click nit M&i dé thém
o dong.
L n K‘::I na_l..l -Go cac chi tiéu can thém
2 k. trudic
3 Luj ke [1]+ |

Nhan cua cot bdo cdo can truy xuat thong tin

Gia tri nay s& bang gid tri cac cot trong mot dong trudc dé cong lai. VD: Cot
Tdng cdng bang cdt Ky nay (cot c6 STT la 1) cdng Ky trudc (cdt cd STT la 2) thi
ta ghi: [1]+[2] vao c6t COng ngang

Néu s6 liéu cta cdt cb dinh hodc it thay ddi, ban nhap gid tri d6 vao cot nay.

Stra cac tiéu chi caa bao cao: Cac ban da thém, sira cot va bay giG dén

thém, slra cho tirng dong. Tung budc thuc hién nhu sau:

- Chon bao cdo can thém dong mdi hodc can sia théng tin cac dong. O
day ta chon bdo cdo Bao cdo tu thiét lap\ Phan lai I0

- BA&m nat & Stra cac tiéu chi clia bdo cdo trén thanh Toolbar. Clra s6 sau
xuat hién

4t Bao cao tu thiét [ap

click vao day
dé& thém dong

},_] Méi| Fs Chen| X xoa

@ Thoa

Jiigu b3 28 |Cong m3 s8] Mhom theo Farnt K nay K e Luij ké

- - - -

- - -
Thém chi tigu mdi 3 \ - - -
Thém chi tigu mdi 4 \\/ L. - - -

E— GO cac
Thém chi tigu mi 5 chi tiéu v - -
Thém chi tiéu méi 6 vao day = = =
N—

Thém chi tigu mdi 7

Thém chi tigu mai 8

Thém chi tigu mdi 9

Thém chi tigu mdi 10

Thém chi tigu mdi 11

Thém chi tigu mdi 12

Thém chi tigu mdi 13

ol o ol o ol o ol o o o o o o 9

e e 1=

Thém chi tigu mdi 14

Luu y: Ban thay dd, 3 c6t ma ban da tao ra & phan Sitra théng tin cac cot
bao cdo bay gid da xuat hién culbi cung cla clra s6 nay. Ban cé thé sira hoac
thém mdi mot dong chi tiéu cho phu hgp v@i yéu cau cua dan vi.

v Ma sd: Do ban quy dinh, dung dé thay thé cho phan chi tiéu.
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v €Cdng ma sd: Gia tri cua dong nay bang Téng hay Hiéu cla cac dong
khac. Néu la Tong thi ghi binh thudng, néu la Hiéu thi thém dau trir (-
) nhu hinh trén.

v Nhom theo: Gia tri cia dong dugc nhdm theo moét chi ti€t da ma.

v' B0: Néu cbt nay dugc chon, dong nay sé khong xuat hién trong bao
cao luc in ra gidy.

v" Font: Tuy chon phéng chir cho dong céan in

Gia tri cua 3 cot cudbi cung la 3 c6t ma ban vira méi thém vao. Khi bam vao
dau mdi tén trong cét, mot clra s6 bdc tach s liéu dung cho cot nay xuat hién:

&t Doanh thu ban hang va cung cép dich vu _ Ky nay

] M& | EL, Gh X Héa | [0 Thot

Cach I&y =8 ligu Mo /T |HE =
[l1. Phat zinh trong ki -|CO
1. Phét sinh trang kp Co

T & khaodn TETT L&y 28 &m | T.khodn B2 |Bd qua
B11 [ I
512 r I

r r

— | —| O,

Dioanh thu bén hang va cung cip dich vu

v Cach lay sd liéu: Ban chon mot cach |8y sé liéu trong danh sach s6
xubéng phu hdgp vai chi tiéu cua dong nay.

v Ng/Cé6: Gia tri can lay thudéc Ng hay Co

v Heé s06: La s6 mé6t (1). Néu ban mudn 1ay s6 am khi in ra thi hé s6 la
trir mot (-1)

v Tai khoan: Chon tai khoan can lay sé liéu

v' Lay sO0 am: Né&u gia tri ra s6 am va ban mudn ldy gia tri d6, ban hay
chon cét nay

v Tai khoan doi &ng: NEéu can tai khoan ddi ’'ng thi go tai khoan ddi
‘ng vao cbt nay. Vi du: TK d6i i'ng ta chon 111 thi c6 nghia la 1dy va
chi ldy cac gid tri cua TK 511,512 d6i Ung vd8i TK 111. Néu ta khong

chon thi chuong trinh ngdm hiéu réng 14y tit cd phat sinh cla
511,512 bat k& ddi &'ng véi tai khoan nao.

v' B0 qua: Dong hién tai sé khong sur dung.

Tuong tu nhu vay cac dong chi tiéu ban Idy s6 liéu tuong tu cubicung ban ra
mot bao cdo 13i 10 cé ndi dung nhu sau:
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% Phén I5i 16

Tac vy
A Len| W Rubng ] Mai % Chen| X xéa| [0 Thodt
T iéu MEsd | ClnamBsé | Mhémtheo| Ba | Fort | Kyndy Ko tarée Lujké

¥ | Dri this bén ing v cuna obp dich vu o T 3 -|EdEM +|c0s17  |o0511 o
~Cée khoZn gidm it (03 = 04+05+06+07) 03 04.05.06.07 [RERra— = E =
“Chigt lendu thuang mai [T 5 .|t0sa <08l o054
~Gikm gi& héng ban 13 5 -|t05%2 (0532  «|c05:2 |
“Hang bén bi 3 li %6 T 5 |05 <053 |c05d o
“Thu e thy 33 bigt, thug mult khau, thig GTGT |07 5 o052  -o5ne <[0052 ]

7 Doanh thu thun +& bén hang & cung o&p dich wu |10 T3 IEE = = =

2 Gi6 vén hang bén 1 I 3 |06  «|0632  +|00632 o+
3. Lt nhun adp vé ban hing v cung 3p dich v |20 A1 3 < =] E =]

4 Doanh thu hoat 38ng 8 chink 7 ™ (3 ~|NOSE  «|NOSE < |NOS15 -]

5 Chi phi t3i chinh z I 3 -|006®  «|C063B  +|0063
Trong @6 La vay phiiud NS B = - =1

. Chi phi b3 hing 2Tl 3 <0068 <|C0BN <0064«
7 Chi phi qudn  doanh ngfién 5 T 3 -|t062  «|0682  <|CO642  +
5. L nhun thidn i hoat ddna kinh doanh El 071222425 3 < = E =
3. Thu nhép khée Bl T 3 <[NOFAT  <NO7T < [NO7T ]
70 Chi phl khéc 2 T 3 -|coei o8l <|co8i o
1. L nhuan khéc (40=31-32] © .32 IREEE = = =
T2 Téng i nhuEn tuGe thd [50=30+40) 50 3040 3 =] E =]
74, Thud thu nhap doanh nghiép phi nép 5 3 -|033 -|C03939  «|c0338  +|
75, L nhuan sau thié (B0=5051) &0 50.51 IR = E =

Can quan tam: Phan cau hinh bdo cdo nay tuy hgi dai dong va nhin vao cé
vé phuc tap nhung thuc chét cling giéng nhu ban v& mét bdo cao trong Exel vay
th6i. Cai chinh la & cho ban phai biét cach béc tach sé liéu cho tirng dong, ting
cOt trén bao cdo ma ban thiét Iap. Va ban chi viéc thiét 1ap moét Ian duy nhat ma
thoi.

f. C&u hinh két chuyén:

M&i don vi co cac but todn két chuyén khac nhau. Easy Accouting vdi tinh
ndang “déng” cua minh cho phép ban tu tao 1ap hay xoa bd cac but toan két
chuyén theo y muén. D& lam dugc diéu dd ban theo dudng dan nhu sau: Hé
thdng\ Cau hinh\ Cau hinh két chuyén. Mot clra s6 hién ra (clra s6 dudi day
ching tdi da thiét 14p san cac but todn két chuyén, ban cling cd thé thiét Iap lai
cac but toan nay) :

& Cdu hinh két chuyén cudiky

Tac vy
A Lén| W wufng | ] M&| % Chen| X ®éa| [B] Tho#t
STT Nii dung Tirtdi khodn | DD |M3 hing hod| M3 kho| Lo do M3 k.muc M3 c.phi || B1én 13 khodin | M3 hang hod M3 kho Lij do B&
1 |B21 zang 154 E21 [ 154 [
2 (622 sang 154 22 i 184 r
3 |B27 zang 154 E27 [l 154
p| 4 |154sang 156 154 ¥ 156
5 |6321 sang 31 5321 an
6 |B322 zang 911 6322 911
7 (647 sang 911 £41 TK 154 cé d& d& dang Gl
8 [F4Zsang 911 B42 khi k&t chuyén an
9 |521 zang 5111 51 5111 v
10 |53 sang 5111 531 _ 5111 v
11 |532 sang 5111 532 5111 v
12 [5111 gang 911 5111 911
13 [5112 2ang 911 5112 911
14 |512 zang 911 A12 911 v
15 (5122 sang 911 22 i 51 r
16 (515 zang 911 515 911
17 | 635 sang 9N 635 n
18 | 711 sang 3N 1 an
19 (811 zang 911 a1 911
20 {911 Sang 421 m 111

Cac tiéu dé cua cot cod ndi dung nhu sau:

v STT: Th{ tu cac but todn k&t chuyén. Ban chu y bdt todn nao cd sb
th& tu nho hon sé dugc thuc hién sé6m han( hay ndi cach khac but
toan nao thiét lap trudc thi thuc hién trudc).
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v NOi dung: Dién giai noi dung but todn két chuyén.

v Tu tai khoan: Day la tai khoan phat sinh chi phi

v DD (D& dang): C6t nay cé chic ndng cho phép ban cé dé€ dd dang
trén tai khoan phat sinh hay khéng. Néu c6 dé dd dang thi tich vao.
Trong hinh trén tai khoan 154 cudi ky van con sam phdm dd& dang
khéng két chuyén hét vao 156

v Dé&n tai khoan: DAy la tai khoan ma chi phi két chuyén tdi

v Bé: Né&u cac but todn hién thdi khdng can thiét ban cé thé tich vao
nat nay.

v Cac cdt con lai: Pay chinh 13 tén cdc s6 chi tiét ma cac cac tai
khoan két chuyén ma ban d& ding ky trong phan Hé théng \ Cau
hinh \ Pang ky cac doi tudgng chi tiét. Ban cling dé nhan thay
rang cé nhitng 6 sang va c6 nhitng 6 xam: 6 sang la tai khoan két
chuyén cé theo ddi s& d6, 6 xam la tai khodn két chuyén khéng theo
ddi sé do.

V@i cac don vi hanh chinh sy nghiép hoac cac don vi doanh nghiép hach
todn don gian thi cdc budc két chuyén da dudc chuong trinh thiét 1ap san, ban
khong nhat thiét phai thiét |ap lai, tuy nhién ban cling nén quan tam dén van dé
nay dé sau nay co thay ddi thi ban cling khdng phai ling tung.

g. Cau hinh phan bd khau hao tai san
Easy Accounting s& ty phan b6 kh&u hao tai san c8 dinh cudi ky theo cdu

hinh ma ban d3 thiét 1&p san. D€ thiét 1&p cdu hinh phan bé kh&u hao tai san cudi
ky, ban vao menu Hé théng/Cau hinh/Cau hinh phan bé khiu hao tai san.

& CAu hinh phén bd khéiu hao tai sén

A Len W wudng | | ] M& | £ Chen| X éa | [@ Thod
STT| T.K qunlp NETEEE T.K phéanbd | M3 khodn muc Bd
1 SWC E27 r
2 BH E41 r
B 3 QLD G42 r
21 T&i san cd dink hitu hink -
211 Bat dai
212 | Mha clta, vt kién tic
2113 b Ay o thigk by
2114 Phutatng tién wan tai, Truyén dan
2115 Thiét by dung cu quan i
2116 Cay 13w nam, s0c vt 13m vigc & cho Ej
Ao T 3 olin & Ak Lbhie

Tung budc thiét 1ap cau hinh nhu sau:

Budc 1: B&m nut 1énh M@i trén thanh Tollbar dé thém mdt dong mdi:

Chon tai khoan quan ly tai san cdn phan bd.Tai khodn quan ly & day la cac
tai khoan 211,212,213. Néu khi ban chi chudét vao ma khong hién nén tai khoan
nao hodc khong da ba loai tai khoan 211,212,213 thi cé nghia la ban trong phan
Tinh chéat tai khoan ban d& khdng dang ky day du TK theo d&i TSCP. Ban co thé
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lam lai nhu sau: Thuc hién thao tac Hé thong/Cau hinh/Pang ky tai khoan/
Tinh chat tai khoan.

it Pang ky tai khodn

Tac wu click chudét vao day
dé& chon TK theo dbi
X b @ TSCD I
Thué gi& tn gia tang dau ra ~ —erthadn -
Ti&n mat
Tigp= Tai san co dinh hiru hinh
T cliclg chudt vao day D&t dai
T deé chon TK can r 2112 Mha clra, vat kign tric
T dang ky tinh chat [l 2113 b2y e thidt by
A |l 2114 Phurotng tién wan tai, Truwén dan
[l 21158 Thigt by dung cu quin [
[l 2116 Cay 130 nam, s0c w8t 1am vigc & cho 5.P
A khodn tai zan cd dinh r 2118 Tai sén CD" 'j!\r_jh k_’hé':
Tai khoan khau hao tai san cd dinh 212 TSCE thu.e 3 chinh
T i khodn phén bd khéu hao TSCO 213 TSCB v4 hinh
T4i khodn thinh pham <131 Uuysn sit dung dat
T3i khodn hing hod [ 32 Chi phi thanh 1&p. chuin by 5
T i khndn andn 16 thivi han thank ad > il
< > «| | [s »

Budc 2: Chon ma tai san can phan bd: TSCD ¢ thé dung & nhiéu bd
phdn trong don vi nhu: san xudt chung, ban hang, quan ly doanh nghiép. Pé
dam bao gid thanh san phdm dugc tinh todn chinh xac Easy Accouting cho phép
ban khai bdo (trong danh muc tai san) va chon nhirng TSCD dung & ting bd
phan cu thé dé trich vao nhitng tai khoan thich hgp. Ban Iuu y réng cé thé trong
cdu hinh phan bd kh&u hao ctia ban khéng cé cot nay (hodc tén khdng giéng nhu
cdt nay) do ban khdng khai bdo s theo ddi tai san (hodc tén s6 theo ddi tai san
cua ban cé tén khac).

Néu ba dé tréng dong nh phén b khau hao tai sén
nay thi may hiéu la tat ca
tai san ( 211,212,213) ¢6
ma la SXC sé dugc trich
khau hao

Ma khoan muc

W udng | ] M& % Chen

LK quinli | Matsisdn || T.Kphanbd | M3 kho Awc| BS
1|~ 5w | i [
2 EH J G4 10 I
3 OLON o [ 10 r |

Qcho ban hang
w0 quanh I8 doang nghigp |
zan #¥uat chung

|EH

TK phan bé chi
phi KH TSCP
dung cho QLDN

TSCP dung cho
QLDN

Budc 3: Tai khoan phan bd. Tai khoan phén bd cé thé bao gébm 3 TK:
627, 641, 642. Néu khi ban md& ra khong thdy hoac thdy khong du 3 tai khoan
trén thi cé nghia rang trong phan ddng ky tinh chat tai khoan ban d3 khoéng
chon day du. Ban cé thé khai bdo lai nhu phan chon tai khoan phan b6 ma ching
toi da hudng dan 4 trén.

Budc 4: M3 khoan muc: Hién ra cbt nay la tai vi tai khodn phan bé kh&u
hao (627, 641, 642) ban theo doi theo khoan muc phi (xem hinh dudi). Khi ban
m3& phén nay ra, cé thé ban thdy s8 cot hién ra nhiéu hon trong hinh trén, ban
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khoéng phai lo 1dng vé chuyén d6, & day néu cac tai khoan 211, 212, 213, 641,
642, 627 ban theo doi bao nhiéu so chi tiét thi sé hién I1én bay nhiéu cot

&t Danh muc khodan muc phi (4)
Tac wu

[ HM& | [F 5da| 3 #éa| [@ Ihodt

+ Danh muc khodn muc phi b3 k. T &n khodn muc pk
p |10 F.hau hao TSCH
11 Chi phi thug ngoai
20 Céng tac phi
a0 Trich bo higm =3 hai
[
W
< =

Ctrl + N : Thém miti, Chl + E : Sita, F8 : <o, Chl + O : Thoat

D& cho dé hinh dung ching t6i mé ta lai cdu hinh phan bé khau hao tai san
cd dinh bang sc do sau:

TSCD
dung cho
SXC

TSCD
dung cho
BH

TSCDb 211
dung cho 212

QLDN
213

Mot cdu hinh phan bd khac cé y nghia tudng dudng véi cdu hinh thiét 1ap
trén la:

%t Cau hinh phan bd khéu hao tai san

Tac wu
o Lén | W% xudng | [ ] Mai | *x Chen | 3 ®éa | [@] Ihodt
STT| T.K guanlp M3 B.phan T.E phanbd | M3 khoin muc Ed&
1 [211 5xC 627 10 [
Z 211 EH 541 10 [
3 [211 QALOM E42 10 [
4 (212 5xC G27 10 [
5 [212 EH 641 10 [
B (212 QALOM E42 10 [
7 213 SwC 627 10 [
g 213 EH 5] 10 [
| 9 (213 GLDM B42 - —
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So d6 hoa md hinh nay ta co:

TSCP hitu
hinh

211 - QLDN

TSCD
thué tai
chinh 212 - QLDN

TSCD vo
hinh

213 - QLDN

Cudéi ky, chudng trinh sé tu dong tinh khau hao tai san theo ty 1€ da dudgc
nhap & danh muc tai san.

h. Tao dinh khoan mau:

Easy Accounting cho phép ngudi dung tao ra cac dinh khodn mau dé tiét
kiém thgi gian khi nhap s liéu. Pé chirc ndng nay phat huy tac dung trudc hét
ban tao ra cac but todn mau sau dé dang ky cac phan hanh s dung cac but toan
dd. Cac budc cu thé nhu sau:

Budc 1: Tao but todn mau bang cdch vao Hé thdng\ Cau hinh\ Tao cac
dinh khoan mau. Mot ctra s6 sau hién ra, ban tiép tuc click chudt vao nut M@i
khi dé ctlra s6 hién ra nhu hinh sau:
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@t Tao cac dinh khodn méu cho cac nghiép vu ké toan phat sinh
Tic| SO thir ty
cda but
3 toan mau ng | ]

Mai | [ Sia fs Chén| X Héa | [0 Ihodt

— TE&n nghiép wu 54 c&p dinh khodn
|1 ¥ |B&n hang chua thu tién A
/ N\

7 X
Tén cua nghiép vu ma
ban tao dinh khoan miu

N—__ __

STT Tai khodn ng | Taikhodn cd
1FE Né&u mot bat toan Ghi Ng ( hoac
£ ghi C4) nhiéu tai khoan, thi
131 danh cac tai khoan dé vao cung
mot dong va cach nhau bgi dau

S
—\

Pl — | —

Budc 2: Ban gd tén cla nghiép vu ma ban dinh tao ra dinh khodn mau. Vi
du: Ban hang chua thu tién

Budc 3: S6 cdp dinh khoan cua but todn mau ma ban dinh tao ra. Trong vi
du trén sb cap dinh khoan la 2: mot phan anh gia vén, mot phan anh doanh thu.
Sau dé ban &n Enter bang phia dudi sé tu déng tao ra sd dong can thiét dé ban
ghi TK

Budc 4: Tiép theo ban click chudt vao cac dong phia dudi dé danh céac tai
khoan can thiét tuong (ng véi cac cét Tai khoan ng, Tai khoan c6. Cudi cung ban
déng culra sé lai nhu vay ban da tao dugc mét dinh khodn mau. Sau nay ban cé
thé tao thém cdc but todn nhu: Ban hang thu bang tién mat, ban hang thu béng
tién gui ngan hang ...

Budc 5: Sau khi tao dugc bdt todn mau ban phai khai bdo but todn mau dé
dung cho phan hanh nao. Vi du ta dang ky but todn mau Ban hang chua thu tién
& trong phan hanh Ching tir téng hap.

Vao dudng dan Hé théng\ Cau hinh\DPang ky cic phan hanh ké toan
click chudt vao nit mau hong i & c6t Mau tuong Ung vdéi phan hanh Ching tor
téng hgp mot cira s6 hién ra:

click chudt
vao day dé
chon

Trén clra s6 hién ra cac but todn ma ban d3 thiét I1ap ban chi can click chudt
dé chon
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- D€ khai thac dugc chlfc ndng nay khi nhdp chirng tur ban thao tac nhu sau:
TU man hinh nén ban vao Chirng tir \ chirng tir tdng hgp\ M&i man hinh hién
ra clfa s6 nhap nhiéu sau:

B A hang i:hua thu tigh

@] Thoat

CHUNG TU TONG HGP

54 chitng b MNgay chitng ki |02/m /2003 Maay ghi =8 02071 /2003
Hao tén | Ena chi |
Dién gidi | K.&m theo 1
Tai khodn no | Tai khodn cd SA tiEn ["-a"ND]l Sa du
> = =i
=i
=
=

F4: Hién th danh sch, F8: ¥da dang

Hach tagn J°

Ban click chudt vao nut tam giac quay xudng canh ndt MGi man hinh hién ra
But toan mau ma ban da thiét Iap trudc do, tiép tuc click chudt vao tén but toan
mau, trén Iudi sé hién ra cac TK Ng - €6 ban chi con phai nhap sé liéu ma thai.

3. Hé thong danh muc

3.1. Danh muc tai khoan va dan vi tinh

a. Danh muc tai khoan

Danh muc tai khoan la danh sach cac tai khoan trong hé thong tai khoan ké
todn hién hanh. Ban cé thé thém, slra, x6a sao cho phu hdp véi yéu cdu quan ly
va cd quan Thué chdp nhan la dugc. T Danh muc\ Danh muc tai khoan ta
vao clra sd sau.

Danh m = |[O]
@ Lusi| ] M& [F Sha| X Roa| [G] Ihoat
b3 tai T&n tai khodn M =8 B
129 Dy phing giarn gia dau b ngdn han
1311 Phai thu cia khach hang [YNE] ~ = L,
1312 Phai thu cia khach hang (Maoal ta oo e e 6 =]
133 Thué GTGT ducc khiu trir
1331 Thué GTGT dugc khau bl cda H
1332 Thué GTGT dugc khau i cda T
136 Phai thu ndi bd
1361 Wan K/doanh & cac don v tntc thi EECRTeIeh]
1368 Fhii thu ndi bo khac 2 nahia
138 P!‘!al lhu_khac\ _ 3 D& tugng céng ng
1381 Tai 2an thigu, chet st ) i Ngoai té
1388 Phai thu khac 5 Ly Ao midt
133 Dy phing phai thu khi doi E Harp déng
141 Taming 7 [Nhan vién ban hang
142 Chi phi tra tritae g WaL b, cong oy dung cu
1421 Chi phi tra truére 3 ¥ho hang — <
1422 Chi phi chit két chupén 10 [TEeZn
144 Thé chap. ki cuac. ki quii r e Shng
144NN K quii - Mgén hang Néng nghigp [i | 14 Héng‘ W kho
151 Hang mua dang di dudng 13 58 oo
152 Mguyén ligu, ¥at ligu 14 Hang &n kb
1521 Nauyén vAtliéu chirh —
1522 Mowudn wat iy by I IJ
Ctrl + M : Thém méi, Ctil + E : Sita, F8: o4, Ctil + O : Thoat
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> Luéi: Nut trén thanh Toolbar cho phép ban tuy chon mét trong hai
cach nhap liéu: Nhap trén Iudi va nhap trén mot clra s6 khac sé xuat
hién
» M@i: BA&m nut J trén thanh Toolbar d& thém mdi tai khoan.
> Stra: B&m nut [ d€ stra thong tin tai khoan hién hanh
> Xoa: Xoa tai khoan hién hanh
> Thodat: Thoat khoi cira s6 hién hanh
Sau khi da thiét |ap cac tai khoan, ban dang ky cac tai khoan quéan ly céac
s chi tiét ma ban da tao ra trong phan Cau hinh \ Pang ky cac ddi tuong
chi tiét. Ban click vao cot M@ sb6 tudng ’'ng vdi tai khoan ban mudn theo doi,
mot clra s6 bao gom tat ca cac so chi ti€t da tao Iap hién ra. Cong viéc cua ban

bay gid la viéc luva chon ki€u theo ddi nhu thé nao: Phat sinh Ng, Phat sinh Cé,
SO Du.

Vi du : T6i mudn tai khoan 131 theo ddi chi tiét cOng ng, va tirng nhan vién:
+ Click chudt vao cét M@ sb tuong ('ng v3i dong tai khoan 131
+ Click chu6t vao cac nat nhu hinh vé.

Nhu vy tdi cé thé theo ddi chi tiét cdng ng theo tirng nghiép vu phat sinh
va theo ca s du. Con d8i véi nhan vién ban hang téi cling cé thé biét dudgc moi
ngudi da ban chiu la bao nhiéu, thu dudgc tién la bao nhiéu cla tirng céng ng ,
nhung khong biét dugc s6 du. Hay ndi mot cach khac, trong bdo cdo ma to6iin ra
cla tai khoan 131 cé thé I8y dudc cac théng tin sau: S6 phat sinh ( bao gébm ca
phat sinh Ng - C6 ) cua tirng d6i tugng cong ng cling nhu s6 du cua ho

b. Danh muc don vi tinh:

%¢ Danh muc don vi tinh (13)

[F Ledi | ] M& [F Sta K Héa [0 Thod
M3 Tén

b D01 k.aq
Loz Thiing
Lo3 Cai
Dn4 Tan
Los Hép
CoR B&
Doy Cudin
Cog Lit
o9 Chai
L0 Gdi
011 b &t
01z ket wudng [m2]
013 k& ki [rn3) "

Ctel + M : Thém mai, Chl + E : Sdra, F8 : %od, Chl + O : Thodt
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> Luédi: Nut trén thanh Toolbar cho phép ban tuy chon moét trong hai
cach nhap liéu: Nhap trén Iudi va nhap trén mot clra s6 khac sé xuat
hién

» M@i: BAm nut U trén thanh Toolbar dé€ thém mdi moét don vi tinh.
> Stra: B&m nat [ dé stra théng tin dan vi tinh hién hanh
> Xoéa: Xda don vi tinh hién hanh
> Thoat: Thoat khdi clra s6 hién hanh
3.2. Cac danh muc chi tiét:

Khi ban dang ky st dung nhiing sé chi tiét nao, trong menu danh muc sé&
xuat hién danh muc nhirng chi tiét ma ban da dang ky.

a. Danh muc chi tiét cé phan cap

Khi ban m& mdt sd chi tiét cé phan cdp (Xem lai phadn Ping ky cac déi
tugng chi tiét), clra s6 chi tiét sé xudt hién nhu hinh sau:

4%t Hang hoa (4)

Tac vu

[ M&i| B Sia| X Réa| [@ Thed

- Hang hda L] Tén Brcen v tinh Quy cach
£ Hang hod s 01 N FiSra s AT CEi |
) HangHoa B 1_071 Hang ho A logi 01 Cai

) Hanghod C

ls

Chl + M : Thérm mii, Chrl + E : Sita, F8 : ¥o&, Chl + O : Thot

Ldc nay & bén trai clra s6 s& xuit hién thém mot hinh cdy phan cép. Thé llc
nao thi ban nén dung ma phan cap?

Trong quan ly, khi ban mudn phan loai ra nhiéu nhém, hoac nhiéu bé phan
thudc don vi truc thudc thi ban nén dung ma phan cap. Vi du: trong danh muc
khach hang, ban mud6n chia lam 2 nhédm la Phai thu va Phai tra, khach hang la
mot téng céng ty cé nhiéu cdng ty thanh vién truc thudc cdé cung quan hé mua
ban, hodac ban mudn phan loai hang hda, vat tu thanh nhiéu nhém khac nhau...

P& thém modt doanh di€m mdi: ban chon ndt Méi trén thanh Toolbar. Ban
luu y rang khi ban mudn thém mot doanh diém mdi vao mot nhdm nao dé thi
ban phai click chudt vao vao nhém doé.

Vi du: Muén thém mét doanh diém hang hoa Ia Hang hod A loai 01vao trong
nhém Hang hoa A, ta chi viéc click chudt vao Hang hoa A sau dé an nuat Méi. Mot
clra s6 hién ra:
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L] ME | [ Sa | X #éa | [0 Thodt
= Hang hda M3 Tén Batn w tinh Guy cich
J Hang hoa A
|1 Hang Ha& B
|3 Hang hoiC

Ma ban go thém vao, sau dau

w o

/ﬂ_m —

Ten: |Haing had A loai 01

Bon wi tink | 003 ﬂ\f: Tén cua loai hang
_

) hoa trong nhém
[luy cach : |

B

Bictn v tink - F3: Hign th dank muc, F4: 58 sudng danh sach

| B | @ 1hoa |

Ctrl + M 2 Thém mdi, Cil

D& chuyén ddi nhém: ban chon Iénh Chuyén d6i nhdm tir menu Tac vu,
hoac click chuot phai chon Chuyén do6i nhém, sau d6 chon cac mau tin bén phai
clra sO va click vao Nhédm cén chuyén dén & bén trai, bam OK.

Vi du: Ta mudn chuyén Hang hod A loai 01 vao nhdm Hang hod C ban
thuc hién thao tac:

- Tac vu \ Chuyén ddi nhém \ OK

- Click chudt vao loai hang hod can chuyén & trén Iudi, & vi du nay la
Hang hoa A loai 01

Clra s6 hién ra nhu sau:

it Hang hoe

Budcl: click vao day
dé& chuyén déi nhém

Budc 2: click
chudt vaoday dé
chon loai hang
héa can chuyén

=-[J=] Hang hda M3 \ jon v tinh Quy cach
--O=) Hang hoa A
DJ Hang hoa 2 loai Y

O HangHoi B
) Hang hod C

Budc 3: click chudt vao day
dé€ chuyén vao nhém hang
hoa C

< e

Ctl + M : Thém mai, Ctil + E : Sira, F8 : %o, Chl + @ : Thaat

Ngoai ra viéc chuyén ddi nhém ban cling c6 thé thuc hién béng thao tac kéo
chudt nhu trong Window.

» DAau tién ban bdi den loai hang hod can chuyén:
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it Hang hoa A loai 01 EEx)

. . . . Budcl:click chudt
L] Méi| [ Ska| X Héa| (@ DCjé’hién 1én mau

= Hang hda s nhu trén Ercn wi tinh Huy cach
=i Hang hoa A
7 Hang hod A loai g Hang had 4 loai 01
|y HangHod B N\
=) Hang hoa © N Budc2:click chudt

vao hinh tam giac
dé hién mdi tén m)
N /

Ctrl + M : Thém mdi, Ctrl + E : Sita, FS: #od, Chl + O ; Thodt

» Cho chudt vao hinh tam gidc va gilt chudt trai. Mot vong tron njéu do xuat
hién, khi d6é ban ré chu6t sang nhom hang hoa ma ban dinh chuyén tdi roi tha
( hinh dudi).

%t Hang hoa A loai 01

Budc 3: gilr chuot
trai va ré tha vao
nhom can chuyén

Bion v tinh Quy cach

H-'%ng ho& & loai 01

Ctrl + M : Thém mai, Chil + E : Sa. F8 : #oa. Chl + O : Thoat

b. Danh muc chi tiét khong phan cap:

Khi ban m& mét sd chi tiét khdng phan cép, clra s6 chi tiét sé xudt hién nhu
hinh sau:

i Tam i#ng (3)

[F Ludi | ] M&i| [ Sta X Héa| [0 Thed

& nhan vign TE&n nhan wign

M, Nguyen Van &
HYB Mguyen an B

B - 1

Ctl + M : Thém mdi, Chl + E : Sdra, F8 : %oa, Chl + O : Thaodt
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Cach s dung clra s& nay ciing giéng nhu Danh muc don vi tinh. T4t ca
nhitng danh muc khac nhu Danh muc D6i tugng, Danh muc tai san, ... déu la
nhirng s& chi tiét nén déu cd cich s dung giéng nhu nhau.

Luu y: Khi dé€n phan Danh muc nay, c6 ban sé& thdc mac la chuing ta da
khai bao trong Hé théng , trong Danh muc tai khoan rdi, tai sao bay gid phai lai
phai khai bdo ti€p? Thuc ra moi phan c6 moét chlfc nang riéng va ching cé mai
lién hé chat ché vai nhau.

> Trong Hé théng \ Pang ky cac doi tudgng chi tiét: O dé ban mdi
chi tao ra cac sd chi tiét ma théi. Cling giéng nhu ban déng mot
quyén sd mdi va chua ghi gi vao bén trong dé vay.

» Trong Danh muc tai khoan 1a ban dang ky tai khodn nao quan ly sé
chi tiét &y. Hay ndéi mdt cach hinh tugng la quyén s6 ma ban via
dong ban chu dinh ghi nhitng muc gi vao trong do.

» Trong Danh muc cac sé chi tiét ban ghi mdt cach chi tiét ndi dung
nhrng muc da dang ky trong phan Danh muc tai khoan

Thuc chét cac so chi tiét 1a cau nbi gén két gilra tai khoan va nhiing khoan
chi tiét ma ban mudn theo doi. D€ dé hinh dung ching tbi lai mo ta diéu nay qua
mo hinh sau:

Hang hoa A

\ 4

Tai khoan

155
Tai khoan g)> > Hang hoa B
156 o
> [ —
g -+
. @ R ;
ai khoa oo > Hang hoa C
Tai khoan T
157 o
3
Q

.. . Pang ky cac déi Hang hoa D
Danh muc tai khoan tugng chi tiét

\ 4

Ping ky trong danh muc s6 chi tiét

Nhu ban thdy, qua chi€c “cau néi” Ia sd chi tiét Hang hoad TK 155,156,157
c6 thé theo doi dudc ca hang hoa A, B, C, D.
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Nhap liéu so du dau ky, chiing tu' ké toan
va xur ly dir liéu

1. SO du tai khoan khong ma chi tiét:

Vao menu S& liéu/Sé du dau ky, clra sé nhap liéu sé du dau ky hién thj:

4t Nhap s du tai khodn, (101 tai khodn) FE®E
Tac vy
1 #em | [E] Ihoit

M3 tai khodn | Tén tai khoan Du gt Ducs| = |Kidu -
ool 1. Tai san cho thué ngodi Dt ht -
onz 2. W&ttt hang hoa gilr hd.Gia céng Dung -
o003 3. Hang hoa ban ha, ki gt Du ng -
004 4. N khé ddi 33 s 1) Dt ny -
o005 5. Ngoai t& cac loai Du ng -
o0s E. Han mire kinh phi cén lai Du no -
oog 7. Mguan von khau hao CE hign co D no -
111 Tien mat Du ng -
1111 Tign mat [VNE] D ng e .
1112 MNgoai té Du ng -
112 Tién gi ngan hang Du ng -
1121 Tign giti VNE Du ng -
1122 Tién giti ngoai té Ducd -
113 Tien dang chuyén Dot o -
121 B&u tur chitng khodn ngdn han Du no -
128 £13u b ngan han khac Du ng -
129 Dt phing gidm gid d5u b ngdn han Du no -
121 Phai thu cda khach hang Du ng ludng tinh -
133 Thué GTGT dugc khiu trir Du no -
1331 Thué GTGT dugc khau try cia HHDY Du g -
1332 Thué GTGT dugc khau tri cda TSCH Du ng -
136 Phai thu nii bé Du ng ludng tinh -
138 Phai thu khac Du ng -
139 Dut phing phai thu khé dai Ducd -
141 Tam 'ng D no -
142 Chi phi tra tritorc Du no -
144 Thé chap, ki cugc, ki gui ngan han Du ng -
151 WAttt hdng hod dang di duding Dt nt -
152 Maupén ligu, Wat lisu E5 000 000 D ny -
153 Céng cu dung cu D ngt -

| |154 Chi phi S kinh doanh dé dang Dung -

T Thfeb ol o

Tdng cdng = dut bién LAt c3 tai khodn: 215 000 000 215 000 000 |~

Cac nuat trén thanh menu:

=1 Khi ban click vao ndt nay moét clra s6 bao gdm tat ca cac tai khoan cé s6
du dau ky sé hién ra cung s6 du tuong U’ng.

@ Poéng clra so.

Trudc khi di vao nhép s6 Du cla cac tai khoan ban nén biét modt nguyén tac
chung cua Easy Accouting cho phan nhép s6 du:

>

S6 Du c6 thé nhép vao tai khoan me hodc tai khoan con déu dudgc.
Tuy nhién néu nhap so6 liéu vao tai khoan me thi khi ta in ra sé liéu
tai khoan con sé khong cé, con khi ta nhap tai khoan con thi khi in
c6 thé in dudc ca sb liéu cua tai khoan con va tai khoadn me 25
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» Trong clra s& nhép s8 Du dau ky s8 Du cua tai khodn me c6 thé
khong bang sd Du cla cac tai khoan con cbng lai.

Chon tai khoan can nhap s6 du
Nhap s0 tién vao cot du Ng hoac du Cé cua tai khoadn tucng Uing
Né&u tai khodn nao cé md sé chi tiét, mot clra s6 nhdp s6 du chi tiét theo tai
khoan s& xudt hién. Bay gid ching ta s& chuyén qua nhap liéu tai khoan cé6 mé
sé chi tiét.
2. SO du tai khoan ma chi tiét:

Khi ban nhép s du vao tai khoan cé ma s6 chi tiét, mot clra s6 nhap s6 du
chi tiét sé xuat hién.

it 152 Nguyén liéu, Yat lidu: Ké khai chi tiét hang tdn kho

(] Méi| [y Crép| W éa| [@ Thoi
M3 wat tu Tén vtk by YT 54 ugng Pon gid Thanh tién YNE

)y | - VAt A Ka 15 000 1000 15 000 000
02 VAt B Kg 20000 1500 30000 000
03 VALY T Kg 5 000 4000 20 000 000
40000 £5 000 000
KN 2l

F3 Hign Form danh muc, F4 58 sudng danh muc

Hinh trén ddy minh hoa cho tai khoan 152 “Nguyén liéu, vat liéu” ma sb chi
ti€t nguyén liéu, vat liéu. NEu tai khoan nao c6 quan ly nhiéu chi tiét (Vi du tai
khoan 152 con md chi tiét cho “kho” va “ly do nhap xuét”) thi clra sé nhap sé du
chi tiét sé xuat hién nhu sau:

&t 152 Nguyén ligw, Vat ligu: K& khai chi tiét hang tin kho

Tac vu
[ M&i| [ Chép| X Héa| [B Thed
Tén it hy T M3 kho 58 tong Bion gia Thanh tign YNE
| ACERTE kg 15 000 1000 15 000 000
WAk B kg 20000 1 500 30000 000
Wak e C ka 5000 4000 20000000
L\\S 40 000 55 000 000
! 1 2
F3 Hign Form danh muc, F4 58 sutng danh muc

Luc nay ban sé thay xudt hién thém mot cot “Ma kho" nira.
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T&t ca cac clra s6 nhap s6 du khac déu tudng tu nhu clra sé nhép sé du
“Nguyén liéu, vat liéu” trén day.

Luu y: Cac cot tiéu dé trén Iudi clia clra s6 nhdp s6 du chi ti€t gdm hai loai
CoOt tiéu dé dong va Cot tiéu dé mac dinh.
> COt tiéu dé doéng: DAy la tén va ma s6 chi tiét ma ban da dang ky
cho tai khoan trong Hé thong \ Cau hinh \ M@ so chi tiét. Vidu ¢
clra s6 trén la Tén vat tu, Ma kho

> Cot tiéu dé mac dinh: Day la cac cot theo doi cac théng tin mang
tinh “ban chat” cua tai khoan.

Vi du: D6i vdi cac tai khoan theo doi hang tén kho(152, 153, 154, 155,
156, 157) cac cot tiéu dé mac dinh bao gom:

+ Ddn vi tinh (BVT)
+ S0 lugng

+ Dan gia

+ Thanh tién

DGi vai cac tai khoan theo doi TSCD (211, 212, 213, 214) cac c6t tiéu dé
mac dinh bao gém:

+ S0 lugng

+ Dan gia

+ Nguyén gia

+ Da khau hao
3. Nhap liéu chirng tu ké toan va xur ly so liéu:
3.1. Tdng quan cura sd chirng tu:

Vao menu SO liéu\Chirng tir ké toan hoac click chudét vao nut Ching tu
trén thanh Toolbar, clra sd chlng tir xuét hién:
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4 Chifng tit tong hop (3)

= iz | i lns==—=7 Tim | [0] Thodt
S6 ching tu trong MmOt phan  [ghisd[ S&CT |Mgawchimanr]  Hotén Ditn gigi/Lj do
hanh
[ : e L7401 /2004 01401/2004  Cdng b & Thu tign mat
£ Chitng tit khéu hao tai sin 01/01/2004 |TS19  |01/01/2004
) Chitng bt két chupén [ [o6/01/2004 [THOZ 05,/01/2004 Cong by ACEM | Mua ngupén «4t ligu
TN
S0 phan hanh dang
ky hién ra & day
Tai khodn ng | T3 khoin co 5 tién| Céing no phdi | Mhan vign
1111 20000 000
i . 131 1 500 000
Cac phim tat 141 ~8.500 000
1111 g
E21 — -
Cac chi tiét khong nhap
sé hién Ién mau do
Ctil + M: i, Chil + 5: C&6 NSkl + E: Sita, F&: #da, Chl + 3: Thodt e TFarg T ¥ Mam 2002 ¥

Bén trai clra s6 la danh sach nhitng phdn hanh ma ban da déng ky (Xem lai
phan bang ky cac phan hanh ké toan), bén phai phia trén la danh sach nhiing
chi’ng tir ma ban da nhap, bén dudi la chi tiét tai khoan cua chirng t&r ma ban
dang chon & phia trén.

» Mudn thém mdi chirng tir ban chon phan hanh cho ching tur ,sau dé
click chu6t vao nut Mdi trén thanh Toolbar.

> Mubn sira mot chirng tir d& nhép ban chon chiing tir cadn stra va click
chuot vao nut Stra trén thanh Toolbar.

» Muln x6a moét chirng tir da nhap ban chon ching tir can xdéa va click
chudt vao nut Xda trén thanh Toolbar.

> Mudn copy moét chirng tir da nhap ban chon chirng tir can xoéa va click
chudt vao nut Copy trén thanh Toolbar. Ban dung Iénh nay khi co
2 chirng tur giBng nhau, copy nham tang tdc dd nhap liéu.

> Mudbn in mot ching tlr, ban chon chirng tur can in va click chudt chon
phiéu in tuong Ung tu I€nh In trén thanh Toolbbar.

> Mudn tim ki€Em mot ching tir, ban click chudt vao nut Tim trén thanh
Toolbar.

3.2. Thém ma@i chirng tu:
a. Thém mdi mot chirng tir c6 tai khoan khong theo doi chi tiét.

Chon phan hanh can nhp ching tir va click chudt vao nat Méi, clra s6 thém
mdi xuat hién.

Ban chi can nhap cac théng tin chung, tai khoan ng, tai khoan cé va so tién
nhu hinh sau:

Trang 36



Cong ty C& phan Dién t Tin hoc FSC Tai liéu huéng dan s’ dung phdn mém Easy Accounting
Vi du phat sinh : Thu tién mat nhap quy tu tién gi Ngén hang

click vao day dé in
chirng tur vira nhap

In = | [B] Thodt

click vao day dé
chon bat toan mau

Sdchimatlr  [THO Mgay chiing b ||32.-"EI'I L2003 Mgay ghi =4

CHUNG TU TONG HGP

Ha tén Hguyén Van A Bia chi Ha ngi
Dién gidi |HL’4t tién goti mgdn hang & nhap qui Kemtheo |4
Tai khodn ng | Tai khodn 45 54 tién [‘-.-’NEI]l 58 du
111 1 000 000 =
y = LT
E| s6 du cua tai khoan
=l 111 luy ké cho dén
trudc nghiép vu nay
N

Chirng tiur nay c6 hach
toan vao sé sach ké toan

1000 000 1000 000 0

F4: Hién thy danh séch, F8: ¥6a ding Hach toan ..,!"

Quan tdm: Hay ludn nhd phim tat Ctrl+K dé€ tinh téng ddi i'ng. Néu ban d& nhép
xong bén Ng (hoac bén Cd), hay bam phim Ctrl+K tinh s tién cua bén con lai.

b. Thém mdéi mot chirng tur cé tai khoan theo doi chi tiét.
Cac budc thém mdi cling giong nhu trén, tuy nhién khi ban nhap sé tién vao

tai khoan cé dang ky chi tiét, clra sd chi tiét s& xuét hién. Vi du sau la clra sé chi
tiét cla tai khoan 156 “Hang hoéa” dugc dinh khoan nhap kho.

& 156 Hang ho# : K& khai chi tiét sé phéat sinh ng

L] M& ) Chép | X ®éa [6] Thoi
M3 hing Té&n hing Bﬁ:h“! M3 dditong  |ME kho| 58 lugng | Bongid | Thinh tién | Luangtén | Tign tén
» [ T =|Hang hod & ERE K 1000 15000 15 000 o0 i
iR
10,00 15 000
F3 Hign Form danh mue, F4 54 xudng dank muc T &i khodn ddi ing [+

Cling tuong tu, va tat nhién la dé& dang nhu khi ban nhép s6 du dau ky ma
thoi..

Nhéc lai Ian nira :
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- Khi céc clra s6 chi tiét khdng hién cac cot khai bdo mang tinh “ban chat”
cua tai khoan.Vi du tai khoan hang hoa ma khéng cé cét s6 lugng, don gia, don
vi tinh. Diéu nay cé nghia la ban trong phan Dang ky tinh chat tai khoan ban da
khai bdo sai. Hinh sau |a clra s6 chi tiét clia tai khodn 156 khi khai bdo tinhchat
tai khoan sai.

4 156 Hang hoda : K& khai chi tiét sd phat sinh no

L] M& | ) Chép | K méa | (@) Thodt
M3 hang Té&n hang M3 ddi tgng M3 kho 54 tign S4 dulvMNB]
| 3 - K. 1]
[
W
1]
F3 Hign Form dank mue, F4 58 =udng danh muc T &i khodn déi dng [#]

¢. Chirng tu mot Ng nhiéu C6 hoac ngudgc lai

Khi gap moét chirng tir mot Ng nhiéu Coé hoac ngudc lai, ban chi viéc dinh
khoan nhu hinh sau:

Tac vu
L M& - EL Ghi o In o+ [0] Thodt
click vao day & CHUNG TU TONG HOP
chon bt toan mau -
Si chitng bir |TH|32 Moy chitng tif |02/01 /2003 Moy ghi =0 |02/ /2003
Ha tén |Céing ty A Bna chi Ha Nai
Dign gii |Mua hang hod Fémtheo |4
T khodn ng | T khodn cé 54 tign [WNE| 54 du
b |15 15 00
1331 1 EEIEIE|
331 16 500 =1
=
=l
16 500 16 500 1]
F4: Hién th danh sach, F&: ¥da ding % Hach todn J
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d. Ching tir nhiéu Ng nhiéu Co

Luc nay ban phai tach riéng thanh tirng cap déi Ung va nhap theo th( tu
nhu hinh sau:

o click vao day dé€ chon
Tac wu
L] M&i Ghi | 3 In - | [G Thed
CHUNG TU TONG HOP
Sochingtlt  [THO3 Mgy chitng bt [05m /2003 Nody ghisd  [p5/01/2003
Huo tén |Céing ty ACEM Brachi |TP. HCM
Dign gidi [Tharh tadn tién Kémthea |4
Téi khodn ne | T3 khodn cé 51 tign b S du -
b |64 Pay la sé Du TK
111 112 tinh dén trudc
nghiép vu nay )
= o
311 15000 000 = | n%h”;ﬁatn"
112 150000005 9939000000 parh todn
= vao s
121 10000 000 = sach k& —
112 10000 000 =) toan
10000000] 10000 000 0 Rd
F4: Hién thy danh sach, F&: ¥da ding KhdNg hotodn x
Chay:

- Néu ban da thiét 1ap but todn mau, ban nén st dung ching.
- S8 chiing tir khdng dugc dé trung nhau trong cung mét phan hanh

- Né&u cbt S6 tién hién ra mau tréng thi tai khoan khéng theo ddi mot sé chi
ti€t nao. Ngugc lai néu hién ra mau vang thi tai khoan cé theo doi so chi tiét.

- Néu ban nhap ching tir cta nghiép vu xuat kho, ching toi khuyén ban
nén nhép tai khoan C6 trudc tai khoan Ng sau. Tai vi nhu vy ban cé thé tan téi
da chulrc nang k€& thira trong Easy Accouting.

- Khi nh&p chirng tur, trong phan Ho tén, Dién gidi ban c6 thé s dung thao
tac gb tat nhu trong Words:

+ Ban phai thiét 1ap chit g6 tat bdng cach g6 déu “/” vao phan Ho
tén, Dién giai sau dé an Enter. Mot clra s6 hién ra:

+Ban gd ky hiéu gd tat, dién gid cua chit go tit. Sau d6 4n Thoat
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& Danh muc hotén (1) 3] (=1]E3]

Hao tén Bha chi

M guyEn W an &, Ha nii

Chl + M : Thém mdi, Chl + E : Sita, F8: %o, Chl + O : Thaét

+ Sau nay khi gap phai n6i dung d6 ban chi can gé “/” va chir viét tat roi
gd Enter la xong ma khéng can tén c6ng gd lai. Vi du néu mudn nhap mét ching
tlr c6 phédn ho tén la Nguyén Van A & Ha NoOi ban chi can go: “/NVA” sau dé an
Enter (khong phan biét chir thudng hay chif in hoa)

*) Riéng doi v@i cac don vi Hanh chinh su nghiép con cé cac but toan nhap
s6 phat sinh du todn ngén sach dudgc duyét. D€ nhdp du todn ngén sach ban
chon : S& liéu\ Nhap du todn ngén sach hodc nhén td hop phim Ctrl + T mét clra
s6 nhu hinh dudi day sé& xuét hién :

¢ Nhap du toan ngén sach

{« Tirthang: |1 - Eénthng: [{2 = -
T qui | — Ii_

M 1am vigc 2005

Ban tién hanh chon mot trong hai cach : TU thang... dén thang hoac Tu
quy....dén quy, tuy thubc vao du toan ngén sach cua don vi ban. Sau d6 ban
nh&n chudt vao nut Ch&p nhan. Mét clra s6 nhép du todn ngan sach s& xuét hién
nhu trong Hinh dudi day

% Du toan ngén sach ném: 2005 EE&E
Tac vu
B\ Ghi| [) Copy| X 0a| [@ Ihea| |20000000
M3 ngudn| M3 LK. & myc Tén muyc Qg Qup 2 Qup 3 Qup 4
13 14_01 |1_01 Chi thanh toan cha ca nhan 100 000 000 R0 000 000 FOO00000) 120000 000
| A 14 01 |1_02 Chi nghigp wu chup&n mén 20 000 000 30 000 000 20000 000
* I,

X3

120 000 000 50 000 000 90 000000) 140000 Q00
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va viéc nhap sb liéu phat sinh thi qua dé, tuy nhién ban nén luu vy, vi trong du
toan ngan sach dudc duyét theo ti'ng nhdm muc ngan sach nén khi ban chon Ma
muc ban phai chon ma me tdc la ma 01,02,03,04 nhu trong hinh trén.

Ngoai ra, d6i v@i cac chirng tir phat sinh cua don vi Hanh chinh su nghiép thi
cac ching tu lién quan dén rat han mdc kinh phi ngoai cac cap dinh khoan lién
quan dén TK461, ban con phai cé nghiép vu ghi don TK 008. Viéc hach toan but
todn nay ban can phai luu y nhu sau :

Viéc dinh khoan nghiép vu lién quan dén TK 461 thi hoan toan binh thudng
nhu cac dinh khoan khac, sau khi thuc hién xong, ban thay c6 moét dong mau
xam & dudi cap dinh khoan do6, bé qua dong dd, ban nhap dinh khoan don vao
dong phia dudi (Dong xam cé tac dung ngan cach cac cap dinh khoan). Ban nhin
hinh dudi day sé ro :

Tac vy
] M& - By Ghi | ) Cop s In - [S|Biocio | (@ Thed
THU TIEN
Sochimgtlr  [p12 Nagay ching b {01,/02/2008 Ngy ghisd  [07/02/2005
Ho tén |Lu|:fr'|g Thénh Lang Ena chi |F'hninng T &i vy
Ly do |FEL'4t han mitc vé& nhip qui K.em theo 1
T4 khodn ne | T khodn cé 54 tign [VHE]| 54 du =
111 100 000 000 = [
[ 4612 - 100 000 EIEIEIE| 42 545 825
=
oa3 100 000 EIDEIE|
E|
o ]
100 000 000] 100 000 000 o] ~|
F4: Hién thy danh sach, F3: ¥da dong, EMD Hidn thy chi tist Hach todn

3.3. Xt ly s0 liéu

Cong viéc xr ly sob liéu cubi ky cua ban cling that Ia don gian. Ban thuc hién
tuan tu theo tirng budc sau:

a. Tinh va phan bd khiu hao.

Thao tac nay cho phép ban trich khau hao theo cau hinh khau hao ma ban
da thiét 1ap trong phan Hé théng \C&u hinh\ C&u hinh phan bé kh&u hao.

Vao mennu X& ly\Tinh va phén bé kh&u hao TSCD, sau d6 chon thang va

nhan kd. (Thgi gian khau hao theo thang, quy hay nam la do ban da chon trong
phan Hé thong \ Cau hinh \Thong tin don vi).

= Néu ban chon khau hao theo thang.

Tai liéu huéng dan s’ dung phdn mém Easy Accounting
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%t Thing tin dan vi
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Thing tin chung

Bictn v chitl guén:

[Ertr vy chi quan

Tén dom wi:

[Tén dom w
Bna chi: |Nguy§n Chi Th
Bign thogi: (04.000000
M3 = thud:

Thing tin ¥& quan 1§ ké toan

’— Bictn v lign bé: |VND

anh

Ernail:

Hirkh thite 58 ké tadr: |Nhat ki chung

[~

K. todm tiueding [NV K.t Trutding

MNign 8 ké toan bt g (1170142004

Gidm ddc [N Gigm déc

S& chit & sau diu thap phan

Thing tin t3i san
Chu ki phén bd khéu hao tai =5n

Is# Blonw ..

58 ecng: [0 == Bonga: |0

Mign 48 ké tadn két thae: [31,/12/2004

Chon khau hao theo
thang

&

== 54 g

Theo thang

+ Théng

M am |am vigc 2003

Khi thuc hién xong, trong p

han Chirng tir \ Chirng tur khau hao sé hién

[én chi’ng tu khau hao ma ban vira thuc hién.

b. Tinh gia xuat kho vat tu, san pham hang hoa.

Thuc hién thao tac nay tdc la ban Iénh cho may tinh gia cua vat tu, hang
hod khi xuat kho theo phudng phap tinh gia( FIFO, LIFO, Binh quan... ) ma ban

da chon.

Vao mennu XU ly\Tinh gia xuat kho vat tu, chon thgi gian thuc hién va

bdm Chap nhan.

& Tinh gia xuat vat tu

1

Mam lam vigc 2004

a a

Bénthéang: [12

Chéprhan | (6]  Hiybe

Mot clra s& hién ra cac sé c

hi ti€t theo dbi hang ton kho, sau khi da chon

mét sd chi tiét chuong trinh lai hién ra mét clra sd khac la chi tiét cac loai hang

ton kho. Ban mudn tinh gia cho lo

c. Tinh Iai.

ai vat liéu nao thi click chudt dé chon.

Chlc ndng nay cho phép ban tinh 13i cac khoan vay ngan han, dai han theo
cac muc lai suat va theo cac khé udc khac nhau.
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¢ Tinh I&i - thong tin tinh 1&i

T i khodn -/
Ghi déi ithg tai khodn B35 -
538 tinh (3 13 -
Ngdy bét ddu tink 13 hing thang |19

Phén hanh HT -
Hién thy théng tin tinh 13 chao 130 zau ™4

Chiprhin | [6)  Thoat |

> Tai khoan: Day la tai khodn ma ban phan anh cac khoan vay ma ban dinh
tinh 1ai.

» Ghi doi irng tai khoan: La tai khoan ma ban hach toan chi phi Idi vay

» S& tinh 13i: La s6 chi tiét theo d&i tai khoan vay ngén han, hay vay dai
han

» Ngay tinh 13i hang thang:
» Phan hanh: Day la phan hanh ma ban mudén ghi chng tu tinh 13i vao

> Hién thi théng tin tinh 13i cho phan sau: Néu ban muén Iuu lai cac
thong tin ma ban da khai bdo & trén cho viéc tinh Iai lan sau.

Sau khi d& chon nhitng théng tin trén ban click nat Chdp nhdn mét clra sb
khac hién ra.

¢ Tinh I&i

Thang tink I3 2

L3i sudt [%/thang) 0.2

Sd chitng b TLY

Dien gidi Tirk 18 vay ngan hat thang 2

W vigo -
Hién thi thing tin tinh 13 cho 180 sau v

Chéprhan | [@)  Thoat |

Ctra sO nay yéu cau ban khai bao chi tiét cac théng tin phuc vu cho viéc tinh
I3i nhu: thang tinh 18i, 13i suat, s6 chirng tlr, dién giai noi dung ching tr, hién thi
thong tin tinh @i cho lan sau.

Ban luu y, néu tai khodn ma ban hach toan chi phi 18i vay theo ddi nhiéu sd
thi trong clra sO trén sé hién |én tat ca cac s6 do. Vi du: Tai khoan 635 theo doi
sé chi tiét Vu viéc

d. Két chuyén dir liéu cudi ky.
Vao menu X&' ly \ K&t chuyén dir liéu cudi ky, clra sé chon thdi gian két

chuyén hién ra. Ban cé thé chon theo ngay, theo thang hay theo quy tuy thudc
vao ban.
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& K&t chuyén va phén bd dif ligu cubi ky

v Tif ngay
™ Tt thang :

Qi

M am lam vigc 2003

|n1 A03/2003 Bén ngy

| =
Ii_

Ii_

Chép nhétm| @)

|31 A03/42003

B&m nut E3 dé tiép tuc, mét clra sd két chuyén hién ra:

#t Két chuyén dif ligu 1242003 (621 sang 154)

Tacwy  Kétchupén  Hién thy

Pr Tigptue | By, Ghi [B] Tho#
Taikhodn | 54 dinh khodn M3 hang Tén hang
Ghi c6 TK 621
NVL cho NVL cho NVL cho
san san san
pham A pham B pham
=X ‘=
Taikhodn | 56 dinh khodn | M3 hing Tén hang
San pham San San
A pham B pham
C

Ghi ng TK 154

Cac menu trén thanh Toolbar :

Tac vu: Menu cho ban cac chic nang sau:

> Ghi dir liéu trudc khi chuyén sang budc két chuyén sau

» Thuc hién tat ca cac budc két chuyén.

» Thoat khoi clra s6

K&t chuyén : khi ban click chudt vao nL’Jt,néy mot thanh doc d& xuéng cho
phép ban quan sat cé bao nhiéu budc két chuyén va da thuc hién dén budc nao.(
chi y trong cdu hinh két chuyén ban tao bao nhiéu budc thi 6 day sé& hién ra bay

nhiéu)

Hién thi: Chi hién thi nhitng ban ghi c6 s6 liéu hay hién thj t&t cd cac ban
ghi c6 lién quan 1én ( ban c6 thé hi€u ban ghi & day chinh 1 tén, m& cac sb chi

tiét.
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Céc cot tiéu dé trén clra sd két chuyén cling gdbm hai loai: Cot tiéu dé dbng
va COt tiéu dé mac dinh

> COt tiéu dé mac dinh: Tai khoan va SO dinh khoan. Hai c6t nay cé &
tat ca cac giai doan két chuyén

> Cot tiéu dé déng: Pay chinh 1 tén va ma cdc sé chi tiét ma ban da
khai bao trong Danh muc tai khoan

Thao tac thuc hién két chuyén hét siric don gian. Ban cé hai su lua chon: Két

chuyén tirng budc mét hodc két chuyén lién tuc tat ca cac budc.

> Thuc hién tirng budc mét: Ban cd thé click chudt vao nuat b hoac vao
Két chuyén va click chudt vao budc can két chuyén.

> Thuc hién tat ca cac budc: Trudc hét ban vao menu Tacvu\ Thuc hién
t&t ca cac budc két chuyén.Sau dé click nat P

Chua y:

Khi thuc hién két chuyén cé thé ban gdp trudng hgp may hién 1én thdng béo
s6 tién phan bd khéng khdp nhau nhu sau:

e BEE)
Pr Tigpte | BY Ghi| @ Thodt
T&i khodn | 56 phéan bd D& dang Ghi cd 154
p 154 100 000 100 000
[ N —
o \
}l \/Nhéjp s6 d& dang vao
— day( chi tiét cho
click vao day dé tirng loai hang hod)
chon tiéu thirc
phan bo
1 T
Bén ng 100 00| | 100 000
T i khodn 5 phan ba D& dang Ghi ng B32 M3 hang Tén hang

‘TThong bao

@ S8 tién phan bd chua khdp nhau

diéu nay la do tai khoan phén bé va tai khoan chiu phan bé khdng theo ddi cling
chi tiét ( hodc diéu ngudc lai ). Nhu hinh trén ta thdy tai khodn 632 theo dbi sb
chi tiét hang hod, con tai khodn 154 khdng theo ddi sd chi tiét hang hdéa. Do vay
khi dang ky tai khoan ( dang ky tai khoan trong phan Danh muc tai khoan) cho

cac s6 ban can chu y khai bdo cho dung.

Pdi véi nhirng tai khoan nao ma ban dé dd dang khi két chuyén ( xem lai
phan Thiét 1ap cdu hinh k&t chuyén) thi ban dirng lai d€ nhap gia tri d& dang cudi
ky cho tirng san phdm .Vi du: Khi dén phan tdp hgp di liéu trén tai khoan 154
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“Chi phi SXKD d& dang” sang tai khoan “Thanh phdm” thi ban dirng lai d&€ nhép
s6 du dd dang cudi ky cho tirng san phdm

Poi véi tai khoan dac thu nhu 627 tai vi khéng thé chi tiét dugc theo
tirng loai hang hoé thi khi két chuyén trong cét S& phén bé s& hién 1én nit mau
hong = ban click chudt vao dady dé chon tiéu thlic phadn b chi phi san xuét

chung.

4 Phéan bd
Phan b

Chip nhan | (0] Thost

rclick chuét dé chg’n\L
L tiéu thic phan bo

Chon phuang thite phan b5 | 1311

Phdi thu ciia khich hang [WHNE]

1311
: M3 hing 1312
521

Phdi thu ctia khach hang [WNE

Phai thu cia khach hang [Mgoai t&)
Chigt khau ban hing
Chigt khéu hang hoa
Chigt khau thanh pham
Chigt khau dich vu
Hang ban by trd lai
Gidm gis hing ban

Trong trudng hop tai khoan phéan bé va tai khoan chiu phan bé méc du cling
theo ddi cac sb chi tiét gidng nhau nhung khi két chuyén van hién |1&n théng bao
s6 tién phan bd khéng khdp nhau. Diéu nay la do khi ban nhép chirng tir ban da

khdng khai bdo day du cac s6 chi tiét san phdm, hang hod cho tai khoan.

4. In bao cao ké toan

Cudi ky (hay bt c thdi gian nao ban can theo d&i) ban cé thé in bdo céo
bang cach badm nut Iénh Bao cao trén thanh Toolbar, chon bdo cdo can in va thdi
gian in la dudc. Clra s6 bao cao hién ra nhu sau:

4 Bao cao
Bo céo

5 Béo céo wat tu, hdng hda tén khao
[ Béo céo thué
[ Béo cdo ti s3n cf dinh
£ Béo cdo quan tn khéc
05 Béo cdo by thigt l4p
=] Béo céo ti chirh

+47) Bing cén déi ke todn

| ] BAng can ddi t3i khodn

+1-{5) K&t qud kinh doanh

#1405 Thuyét minh béo céo téi chink
|_] Lutu chiyén tign b

[ [
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_Sau day chung t6i gigi thiéu nhirng nhém bao cao chinh da dugc thiét lap
san trong chuadng trinh.

4.1. Bao cao quan tri:

P&y la nhitng bdo cdo dudc 1ap ra dé€ phuc vu yéu cau quan tri cla tirng don
vi. Trong nhdm bdo cdo nay lai dugc chia thanh nhiéu nhdm bao cdo nhd han,
giup don vi cé thé khai thac théng tin tir nhiéu géc dd khac nhau tir d6 gdp phan
nang cao hiéu qua san xuat cling nhu quan ly cta daon vi.

a. Cac sd ké toan :

Cac thao tac dé in nhdém sé nay tudng ddi don gian. Ban c6 thé dé dang
chiét suat ra dir liéu ma ban céan. Sau day chung toi chi gidi thiéu moét s6 s6, ma
theo chung tdi cé thé gay doéi chut khé khan cho ban.

* S8 phat sinh tai khoan:

W 50 phat sinh tai khodn

TiEu A€ béo céo SO PHAT SINH TAIEHOAN

Théi gian in béo céo Tit ngdw 01/01 /2003 3én naay 31/05/2003 -
Tai khodn 1 -
In phat sinh not W

In phat sinh cd 74

T&i khodn déi dng -
T&i khadn ddi tng in thark cét ||

I ti khodn 96 ing W

In chung cac ti khodn I

Té&n tai khodn tdng hop

Thigt 13p gidy A4 (210 % 297 mm] - Doc -

EY chép nhan| B Thodt

Tai khoan d6i rng: Néu ban mubén s6 phat sinh déi Ung theo tung tai
khoan cu thé&, ban gd tai khodn déi &'ng vao. Néu ban khéng gd tai khoan nao
may sé€ in tat ca cac tai khoan doi Ung.

Tai khoan doi ng in thanh cot: Néu ban muén in tirng tai khoan déi iring
thanh ting co6t khac nhau, ban tich vao day.

In tai khoan doi rng: trong trudng hdp ban khong in tai khoan déi Ung
thanh c6t, va ban cling khong muén in tai khoan ddi ¢ng, ban tich vao dong
nay.

Tén tai khoan tong hop: Néu ban in phat sinh clia nhiéu tai khoan va ban
khéng mudén tach riéng nd ra thanh cac ban khac nhau thi click chuét chon dong
nay .

Tén tai khoan tdng hop: Néu in phat sinh nhiéu tai khoan ban muén tiéu
dé khi in ra cé tén riéng thi ban go tén riéng dé vao day.

* S9 chi tiét tai khoan:

S8 nay cho phép ban in tai khoan theo tirng chi tiét cu thé va trén ting
trang riéng.
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@t S chitiét tai khodn theo Céng no

Tiéu d€ béo céo SO CHITIET TAI KHOAN THEO CONG NO PHAI THU
Theti gian in bao céo | T4 ngay 01/01/2003 dén ngay 31/05/2003 -
T khodn 131 =
Insé duthendang |

I 58 tign YN 73

I gia tn nguyén & 7

In th qi& r

In t3i khodn thank cit ||

Thiét 14p giy (Mac dink) =

Chéprihdn| © Thea |

In theo dong: Néu ban chon thi khi in s6 du cua tai khoan sé hién |én
tirng dong

In sO tién VND, hoac theo gia tri nguyén té:

In ti gia: Néu ban theo doi theo gia tri nguyén té va ban mudn in ty gia thi
chon dong nay

In tai khoan thanh cot: Néu ban chon thi nhitng tai khoan déi i’'ng vdi tai
khoan ban dang in ( theo vi du: thi tai khoan in 1a 131) sé dudc in thanh tirng cot
riéng.

* Nhat ky mua hang: Cho phép ban in ra tat cac nghiép vu mua hang
hod, dich vu da mua vao trong ky.

it Sd nhat ky mua hang

Tigu dé béo céo SO NHAT KY MUA HANG

Thi gian in ban caa | 14 ngay 01/01/2003 d&n ngay 31/05/2003 -
Thit 1&p ciit 1.Mgupén watiéu  2C8ngecw  3Hanghda 4AMuadingTT -
Thigt l3p gidy (Mac dinh] -

Chéprhan | [6)  Thoat |

Ban cd thé thém mdi hodc bbt cac codt di néu cdm thdy khdng can thiét
bang céach click chudt vao Thiét 1ap cot. Khi in ra thdy cé thué€ VAT nhung khéng
thdy hang hod, dich vu nao mua vao thi trong trudng hgp nay ban da khai bao
thi€u cOt cua loai hang hoa dé.

* Nhat ky ban hang:
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& Sd nhat ky ban hang

Tigu dé béo céa SO NHAT KY BAN HANG

Thati gian in b&o céo Tit mody 01401/2003 dén nody 31/05/2003 -
T3i khodn doant thy |31 =
T &i khodn thué REX) =
Céc khodn gidm e | 521.531.532 =
T &i khodn ddi dng -
In chi tiét hing v

In =8 lugng don i v

Chaon lai 38 héng hda I

Thit 13p gidw A4 210 « 297 mm] - Ngang =

Chéprhan | [0  Thodt |

- Tai khoan doanh thu: C6 thé 1a 511,512, hodc 515 néu ban mudn in nhiéu

A\ U /4

tai khoan doanh thu thi gilta cac tai khoan phai cach nhau béi dau ",

- Tai khoan thué: Pay la cac tai khoan thué VAT dau ra , hoac thué tiéu thu
dac biét...

- Cac khoan giam tru: Bay la cac tai khoan giam gid hang ban, hang ban bi
tra lai, chiét khau thugng mai.

- Tai khoan do6i i'ng: Néu ban mudn |dy doanh thu dG6i irng v@i tai khoan cu

thé& thi ban chon dong nay. Néu ban khdéng chon tai khodn nao thi may |18y gia tri
cua tai khoan doanh thu déi i’'ng vdi tat ca cac tai khoan co lién quan.

- Chon lai s& hang hod: Cho phép ban chon lai s chi tiét ma cac tai khoan
trong phan Tai khoan doanh thu cé theo doi.

Luu y: Ban can phén biét dugc sd chi tiét va s chi tiét tdng hop:

v S@ chi tiét : La s6 ban ¢ in ra dugc cu thé tiing doanh di€ém chi tiét, va
moi doanh diém chi tiét dé |a mot trang riéng biét.

v S0 chi tiét tdng hgp: La s6 ciling in ra dugdc chi tiét tirng doanh di€m,
nhung moéi doanh diém khéng & mét trang riéng biét ma cling ndm trong
mot trang.

v S8 phat sinh: La loai s chi in ra nhitng phat sinh trong ky ma khéng cé
so du.

v Né&u khi ban in ra thdy sé li€u bi ghi do, diéu nay c6 nghia la trong phan s6
li€u ban da nhap sai. Ban nén quay trd lai phan ching tu kiém tra lai.

b. Bao cao vat tu, hang hoa ton kho:
DAy la nhém céc bdo cdo lién quan dén hang tén kho. Trong nhdm sé nay
ban co thé in theo s6 lugng hay theo gia tri. Do vay nhdm bao cdo nay sé gilp

ich rat nhiéu cho ban néu ban phai lam cdng tac thong ké.

Bang ké chi tiét nhap xuat:

Trang 49



Cong ty C& phan Dién t Tin hoc FSC Tai liéu huéng dan s’ dung phdn mém Easy Accounting

4t Bang ké chi tiét nhap xuft Vat te hang haa

Tigu d& bao cho EANG KE CHITIET NHAP XUAT VAT TU HANG HOA

Thii gian in bao cao | 1 nody 01/01/2003 dén ngdy 31/05/2003 -
T &i khodn 156 -
T ai khodn ddi ing -
It rhdp khao ird

I #udt kho -

I =8 Iufging v

i =8 tidn YN v

Thiét 1ap qifw [t & dinh) -

Chéprhan | [B) Thoat |

S8 nay cho phép ban chi cé thé in phat sinh NG (nhép kho) hodc phét sinh
Co (xuat kho) cua vat tu hang hoa.

Bao cao quyét toan ban hang:

% Bao cao quyét toan ban hang

Tiéu d& béo céo f A0 CAO QUYET TOAN EAN HANG

Thei gian in bao céo Tit nigdy 014002003 dén nody 3105/2003 -
T3i khodn doanhthy |31 <
T&p hotp doanh thutiy |51 -
Tap hotp gid wdn b £32 =

I i khodn vio isu dé |M
Chon cée o ién quan | ¥
Thiét 13p gidy A4 210 % 237 mm) - Ngang -

Chéprhan | [©)  Thodt |

Sd téng hop nhép xuit theo vat tu:

S8 nay cho phép ban in theo s6 lugng ( hay gia tri ), theo nhdp kho hay
xuat kho ( hoac ca nhap ca xuat). bac biét né con cho ban lay s6 liéu nhap xuat
theo tai khoan déi irng.

4% S8 tdng hop nhap xuét theo Yat tr hang hoa [
Tigu d& bbo céo SO TONG HOP NHAP XTUAT THEO VAT TTT HANG HOA

Théi gian in bao caa | 1o ngdy 01401720032 dén ngay 31/05/2003 -
I phat sink ng 1=

T3 khodn no 152 Ba
T &i khodn ddi cng hd
I phat sinh oo =

T3i khodn cé 152

KUK

T &i khodn ddi tng

In t3i khodn thanh cat |
In =8 Iutgng =
In 58 tién YND =
In doir w tink 1=
In t8ng cdng 38 lugng I
C& chit cho cit =8 10 =]
Thiét lap gidy [M&c dinh) =1

Chép nhan | B Ihodit
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Vi du: Cura s6 trén cho phép ban I8y phat sinh Ng cua tai khoan 152 dgi
(rng V@i tai khoan 111 ( tdc la chi 1dy nghiép vu mua hang tra bang tién mat )va
phat sinh Cé cua tai khoan 152 d6i i’'ng vdi tai khoan 621 ( tic la 1dy gid tri cua
cac nghiép vu xuat kho truc ti€p dung cho san xuat san pham ). In tai khoan dai
ng (111,621) thanh c6t, in ca s6 lugng va gia tri
c. Bao cao thué:

bay la nhom bao cdo lién quan dén thué VAT. Trong nhom bao cdo nay
cac ban c6 thé diéu chinh céc sé liéu trong hai bdo cdo : T khai thué va Quyét
todn thué& cho phu hgp vai ddc diém cua don vi minh.

d. Bao cao tai san co dinh:

Pay la nhém bdo cdo lién quan dén tai san cd dinh. Ban cd thé biét dugc
tinh hinh tang giam tai san c6 dinh, nguyén gia, gia tri hao mon Iluy ké cua tung
tai san.

Luu y:

v" Né€u khi ban in ra khong thay gia tri hao mon trong ky thi cé nghia la ban
chua trich khau hao.

v" Né&u in ra thady mot so tai san khéng dudc trich khdu hao trong ky thi ban
hay xem lai thdi gian trich khau hao trong phan danh muc tai san.

e. Bao cao quan tri khac:

Nhém nay cung cap cho ban nhitng bao cao theo nhitng cach ti€p can théng
tin khac. Ban co thé tim thdy trong day nhiéu thdng tin r&t hitu ich cho cdng tac
quan tri don vi.Vi du: S6 dbéi chiéu cong ng theo hoa don, s6 do6i chiéu céng ng
theo mat hang, phat sinh ban cd ...

4.2. Bao cao tai chinh:

Day la nhém cac bao cdo phuc vu cac dbi tugng quan tdm bén ngoai don vi.
Bao gobm:

a. Bang can doi ké toan.
v' Bang can doi ké toan
v Tai khoan ngoai bang
b. Bang can dadi tai khoan
c. Két qua kinh doanh
v Phan 13i 16
v" Nghia vu véi Nha nudc

v' Thué VAT dudgc khau trur
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d. Thuyét minh bao cao tai chinh

e. Bao cdo luu chuyén tién té
Luu y:

v DGi vdi tat ca cac bao cdo trong phan Bao cdo tai chinh chidng téi da thiét
lap san cho cac ban, nhung cac ban hoan toan coé thé thiét lap lai theo y
mudn cia minh sao cho phu hgp véi dac diém dan vi.

v Trong t4t cd cic bdo cdo ban déu cd thé xudt sang Excel d€ chinh sura
b&ng cach click chudt vao nut &,

Mot cira sd hién ra:

Sawve As FX
Save in: |_} BE j |‘j‘ Ea-

ie

My Recent
Documnents

@,

Desktop

iy Documents

__ Go tén file
- ]5
i
My Computer
“;‘] File: narne: |ABE A
-
by Metwaork, Save as type: |Microsoft Excel Files ﬂ Cancel
Flaces

Ngoai ra ban cé thé chinh stra sao cho vira khé gidy khi in béng cach click
chudt vao nut =,

8t Thigt dat gty
May in
(R

ERET
Ehd giduw: Ehd gifw 24 (210 % 297 mm) =1

Huirng giay

= Chigu doc -

= Chigu ngang

Can I& [mm]
Trén: ’47+ Dordi: 5 =
Tréi: El = Phai: El =

Thi&t 13p cho bao cao dang

v Tu déng kéo bao céo wira vw&i khd gidy

Chiprhan | B Thoat |

_ Ban cling c6 thé tu thiét 1ap ki€u chif ky trong cac bdo céo cta ban theo chi
dan sau: T’ man hinh nén cla trng bao cdo ma ban dinh in vao Tac vu \ Thiét
lap chir ky:

Mot cira sé hién ra:
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&t Thiét l1ap chif ky

Tac vu

] ME | X

woa | [0] Thodt

M i dung

Mouidi 1ap + K& todn iudng
N T, o af.
M 3p + KT butdng + G.ddc

S8 chilt ki

Phigu thu

Phiéu chi

Phigu nhap

Phiéu suat

Mguicti 13p+KT odn T

P | e | o | L1 LT | | T

L KN EN EN EN EN K

D& chon mot kiéu thiét 1ap chit ky da c6 sdn ban chi viéc bdi den kiéu chir
ky d6 va vao Tac vu \ Chon

Dé thiét 1ap mot ki€u chir ky mdi, ban click ndt M&i sau d6 ban danh ndi
dung cua kiéu thié€t lap, s6 chir ky cua kiéu thiét 1ap mdi va click vao hinh tam
gidc quay xuéng. Mot clra sd khac hién ra:

4t Thiét Iap chir ky

Tac vu

@] »|®l@ s r|u] =[= =

2 3
L | Ha mar, ngay Fdd] ehdrng Fmm] ndm [yl Laprpdy . thdng . pdm 200
2 Nguwii kap KE todn truang Giim déc
k] [ &% Ro s2n) [y ko rdn) [ &% Ro 2n)
4 [KeToanT wangl |GIAMDOC|

Dong 1: Dong thiét 14p ngay thang cho bdo cdo. Cé hai ki€u thiét |ap ngay
thang bao céo cho ban lua chon:

= Thiét [ap dong : tdc la ban chon ngay thang ky bdo cdo la ngay thang
trong may tinh. Khi in ra may tu dong in ra ngay thang ban khong phai ghi thém
vao. D& chon kiéu thiét Iap nady ban gb nhu dong sb 1, cbét 1 hinh trén

= Thiét lap mac dinh: Tdc la ban mudn ghi ngay thang vao sau khi ban in
ra. D& chon ki€u nay ban hdy gd nhu dong s6 1, cot 3 hinh trén

Dong 2,3: Ban g0 chuc vu va cac ghi chd khac cua nhitng ngudi cé lién

quan.

Dong 4: Dung dé€ ghi tén cla ngudi cé lién quan. DSi véi gidm déc va ké
toan trudng ban cling c6 hai cach thiét 1ap. Mot la ban cé thé go téch vao dong

nay
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giébng nhu nhirng ngudi khac. Hai la ban gé nhu dong 4, c6t 2. Luu y réng
khéng phan biét chit hoa hay ch{r thudng, khong dau, khong cach.

Ban ciing cé thé chon phdng chil bdng céch click vao ndt #= trén thanh
toolbar.

Cudi cung ban ghi ki€u thiét 14p ma ban vira 18p ra bang cach click chudt
vao hinh H

Trén day la nhitng tinh nang va cach thirc van hanh s dung chuaong trinh
Phan mém quan ly tai chinh k& toan Easy Accounting Version 2.5, vé&i thagi gian
va trinh do con nhiéu han ché, rat mong nhan dudc su dong gop y kién cua quy
khach hang va nhitng ngucif quan tam. Xin chan thanh cam on !
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Huong dan cai dat
1. Cai dat phong chir hé thong
Muc dich cua viéc cai dat phéng chir hé théng 1a dé chudng trinh cé thé
hién thi ch{r tiéng Viét trén thanh tiéu dé, thanh thuc don, hép canh bdo,

tooltip, v.v...

O Chay file Setup cua chuadng trinh Vietkey (kém theo dia CD)

® Chon Custom nhu hinh sau va bam Next

Select Setup Type

Chan mét trang ba luta chon sau wa nhin chudt wao mok Mest.

" Typical Luta chon cai 44t thuding oip. khuyén céo cha
da =6 nguoi ding.

(" Compact  Luya chon cdi dat téi thidu,

7% Custam Lita chon cai d4t theo yéu cu chi tiét, khuyén
cho cho ngudi ding higu bidt w& may tinh.

C:%Frogram FilesWietkey2000 Erowse. .. |
< Back I Mest » I Cancel I

[ Drestination Folder

©® Chon TCVN System Fonts nhu hinh sau va bam Next.

Select Components

Chon cac muc muidn d 5wd bd chon i cac muc khéng mudn
cdi trong danh sach duél day.

LComponents
|| Program Files ok
TCWM Spstemn Fants 110k
] TCWH - ABC Fonts ok
|1 WHI Fonts ok
| | %M Unicode Fonts Ok
M t3 tam tat

Wietnamese Unicode Fonts: Arial, Times New PEil.

Fioman, Courier, Tahoma, Werdana, Palatino

Linotype
Ciung lughg cén ci: 110K
Dung lugng hign cd: 2096832 K

< Back I Mext = I Cancel I

O Hoan tat qua trinh cai dat phong chir hé thdng va khéi dong lai may.
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2. Thiét lap phong chir hé thong

Ching ta d& cai dat xong phéng chit hé théng, va bay gid phai thiét |ap dé
hé théng hién thi dugc tiéng Viét.

Tu Start cta Window, chon Settings/Control Panel/Display hodc tir man hinh
Desktop bam chudt phai va chon Properties.

O Chon Appearance.

Display Properties

Message Box [E3]

oK

windows and buttons:

|W’ind0ws =P style h |
Color scheme:
[Defau (blue) ~|
Fort die
[Normai <
[ 0K ] [ Cancel ]
® Chon Advanced.

Active Window =] E3
Morrmal Selected

Window Text

Message Box
Meszage Test

If wou select a windows and buttons setting other than Windows Classic,
it will override the Following settings, except in some older programs.,

Color 1@ Color 2
15 2| (mm-) (Em]
Size: Color:

M5 Sans Serif v|| 10 v| [I:I ']

[ Ok ] [ Cancel ]

Font:

Chon phéng chir MS Sans Serif cho tat cd cac muc trong Item (nhu hinh
trén).

Luu y: Néu hé diéu hanh cua ban la Win98 hodac WinMe thi ban khong can
phai thuc hién budc tha 2.

3. Cai dat Easy Accounting
TU dia CD kem theo, chay File Setup

BO cai dit Easy Accounting c6 hudng dan b&ng ti€ng Viét, vi vay khdng khé
dé cac ban thuc hién thanh cong.

Khdi dong lai may.
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