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HUONG DAN SU DUNG

HOA PON DIEN TU AM-EINVOICE

1. TRANG CHU/ HOME

Thang ké ban hang am 202

1.1) Thanh cong cu truy cdp nhanh/ Quick access toolbar

Chire nang: Truy cap nhanh vao cac menu trén website AM-Einvoice

Functions: Quick access to menus on website AM-Einvoice

1.2) Bdng tin/ News
Chikc niing: Tong hop va cap nhat nhanh nhat cac thdng tin mai nhit vé hoa don dién tir AM-
Einvoice

Functions: Summarize and update the most quickly information about electronic invoices AM-
Einvoice
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1.3) Thong ké ban hang/ Sales statistics

Chire niing: Xem nhanh théng ké ban hang theo khoang thoi gian va loai tién té theo nhu cau.

Functions: Quickly view sales statistics by time period and currency on demand.

Théng ké ban hang N&m 2021 v Théng 1~12 - VND
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1.4) Tinh hinh si& dung héa don/ Status of using invoice

Chike niing: Xem nhanh tinh hinh st dung hoa don dugc thdng ké theo ting nam.

Functions: Quickly view the status of using invoices listed by each year.

~
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Tinh hinh str dung hoa don NEm 2021

o Tdng sb nda don: 13500
% Hba don d3 phét hanh: 123 hba don

S0 lrgng hoa dom con laic 13377 hia don

1. HOA DON/ INVOICE

2.1) Ldp héa don/ Create invoice

Chike niing: Giup ngudi dung 1ap hoa don dién tir méi va ky s6 hoa don.
Functions: Help users create new electronic invoices and digitally sign invoices.

Cach thwc hién/ How to use:

Budc 1: Chon “Héa don” = Sau d6 chon “Lap hoa don”

Step 1: Choose “Invoice” = Then, click “Create invoice”

= Danh sach héa don ~ ol
Es Lap hoa don

7 —

z= Quan ly hda don
[T Xu&t hoa don theo danh sach Khach hang
[y Sao chép hda don

«d GUiyéu cdu ngudi ban xuat hda don



Buéc 2: Nhap cac thdng tin can thiét dé tao mot hoa don dién tir.
Step 2: Enter the required information to create an e-invoice.

- Tai ngay: Phan mém sé& tu dong cap nhat theo ngay hién tai khi nguoi ding thuc hién ky hoa

don.

Date: The software will automatically update according to the current date when the user signs

the invoice.

- Phdt hanh héa don: Click chonvao ddu=> @ web s& xuat hién cac mau hoa don da phat

hanh dé nguoi dung click chon.

Management of used invoice booklet: Click g => Web will show invoice templates

issued for users to choose.

- Ky hiéu mdu hod don va ky higu hod don: Phan mém sé ty dong cap nhat.
Form of invoice and serial No: The software will automatically update

- Néu 12 “Hoa don xuit khau” hoic nhan tién bang ngoai té = Cick chon vao hoa don xuat khau
= Sau d6 Lya chon “Tién t&” = Nhap “Ty gid”

If it is ""Export invoice' or receive money in foreign currency = Check the box “Exporting

invoice” = Then, choose “Currency” = Enter “Ex rate”

- Thué sudt GTGT: Click chon vao ddu  ~  dé chon mirc thué suat GTGT phu hop.
VAT: Click . tochoose the appropriate VAT rate.

- Phuwong thirc thanh todn: Click chonvaodau ., dé chon phuong thirc thanh toan phu hop.
Mode of payment: Click .  to choose the appropriate payment method.

- Ma sé thué: Nhan @  s& xuat hién danh sach cac khach hang dé lva chon. Trudng hop néu
chua c6 khach hang trong danh sach, ngudi dung cé thé click chon dé thao tac thém mai
khach hang.

Tax code: Press g toview a list of customers to choose. If there are no customers in the
list, the user can click to add new customers.
- Tén khach hang, #n ngwoi mua, dia chi, email, sé dién thoai, sé tai khodn, tén ngan hang:
Phan mém s& tu dong cap nhat.

Customer name, Name of buyer, Address, Email, Telephone number, Account number, Bank
name: The software will automatically update
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Buwéc 3: Nhap thdng tin tén hang, noi dung can tao héa don
Step 3: Enter information of product and content of invoice

- M& sdn phdm: Nhan vao biéu twong [ @ cronsinonim | phan mém s& xuat hién danh sach
cac hang hoa trong trudng hop cong ty ¢ sé luong ton kho, truong hop néu chua hodc khdng cé

ngudi ding c6 thé nhap tay tai “Tén hang”

Product code: Click \ @selctproduct | the software will show a list of product in case the

company has inventory. But in case there is no or not have, user can enter manually at ""Product

name"".

- Pon vi tinh: Phan mém ty cap nhat theo tén hang hoa, néu tén hang hoa ngudi dung nhap tay thi

phan don vi tinh ciing nhap tay.
Unit: update base on product name, user can enter manually in this
- B sung day du thdng tin vao cac 6 con lai.

Complete information to the remaining cells.
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Buéc_4: Chon vao biéu tuong dé luu dit lidu.va ky hoa don

Step 4: Choose to save data and sign invoices

- Chuong trinh s& hién ra danh sach chimg thu s6 ma nguoi ding muén sir dung dé ky sé cho hoa
don, ngudi dung chon ching thu s & dung va an “OK”

The program will show the list of digital certificates that the user wants to use to digitally sign

the invoice, the user selects the digital certificate to use and presses ""OK"
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- Nhap mat khau cho ching thu s6 da chon, Nhan “Chéap nhan” = ky sé thanh cong, phan mém
s hién thong béo “P3 ky thanh cong” > Nhan “X4c nhan”

Enter the password for the selected token, Click ""Accept' => Successfully sign, the software
will display the message "'Signed successfully** = Click ""Confirm"

Vv

Théng bao

B3 ky thanh cing: 01 hda don

2.2) Qudn ly héa donl 1ssue invoices

Chike niing: Thuc hién ky sé hoa don, ngudi duiing c6 thé thao tac ky cuing lic nhiéu héa don.

Function: Performing digital signature of invoices, users can sign multiple invoices at the same

time.

Céach thwc hién/ How to use:

Buéc 1: Chon “Héa don” = Sau d6 chon “Quan ly héa don”

Step 1: Choose “Invoice” = Then, choose “Issue invoices”

& Danh sach héa don ~

S+ Lap hda daon

[3 Xuthoa don theo danh sich Khach hang

A

[y sao chép hda don

«4 Guiyéu cdu ngudi ban xudt hda don



Buwadc 2/ Step 2:

- Chon khoang thoi gian ngudi ding can kiém tra dé ky sé.
Choose the time period the user needs to check to sign the number.

- Click chon “Tim kiém”, phan mém s& xuét hién tat ca cac hoa don chua dugc ky sé trong khoang

thoi gian can xem.

Click on ""Search', the software will appear all invoices that have not been digitally signed
within the time period to be viewed.
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Buéc 3/ Step 3:

Lua chon hoa don can ky s6 = Chon “Ky” = Hién thi Théng bao chon “Ky”

Select the invoice to sign the number = Select "'Sign™ = Show ‘Noetification’, users click

"Sign™'

Ldc nay théng tin chit ky sé hién 1én, ngudi dung chon chit ky s dé ky hoa don = Chon “OK”
= Nhap mat khau cho ching thu sé da chon, nhan “Chap nhan” = ky sé thanh cdng, phan mém
s& hién thong bao “Thanh cong” = Nhan “OK” = Chon “Xac nhan”

At this time, the digital signature information appears, the users select the digital signature to
sign = Select “OK” = Enter the password for the selected digital certificate, click “Accept” =2
Digital signature succeeds, the software will show the notification “Success” =>Click “OK” =

Select “Confirm”



Théng bao

Ky 03 héa don

o -

Chon chiing thu s6

Windows Security

Chen chiing thyu s6

Céng ty ABC

Issuer: Céng ty ABC

Théng bao

B ky thanh cong: 03 haa don

Ngoai ra, phan mém con hd tro tinh ning xuat héa don theo danh sach, nguoi ding c6 thé thuc

hién xuat nhiéu hoa don cting mot lic.

In addition, the software also supports the feature of invoices according to the list, users can
create multiple invoices at the same time.

Nguoi dung chi can vao Héa don/ Quan 1y hoa don = Chon “Xuét dir liéu” = Lic ndy phan mém
s& xuat ra 1 form excel mau dé nhap théng tin xuat hoa don, ngudi dung tién hanh nhap liéu va luu
file © Sau d6 thyc hién tai dit liéu 1én phan mém, chon “Tai di liéu” = Chon file & Chon “Xac
nhan” = Chon “OK”

Users just need to enter the Invoice/ Issue invoices = Choose “Export” > The software will
export a sample excel form to enter the invoice information, the user enters the data and saves
the file = Then uploads the data to the software, selects “Import” = Choose file = Choose
“Confirm” = “OK”

10



Tai dit liéu

3
= Chaose File | No file chosen

2.3) Xudt héa don theo danh sach khdch hangl Invoice by customer list
Chire ning: Xuét nhap cing mot lic nhiéu hoa don cho nhiéu khach hang véi néi dung hoa don
la giéng nhau.

Function: Draft multiple invoices at the same time for multiple customers with same invoice
content.

Cach thwc hién/ How to use:

Buéc 1: Chon “Héa don” = Sau d6 chon “Xuit héa don theo danh sich khach hang”

Step 1: Choose “Invoice” = Then, choose “Invoice by customer list”

= Danh sach héa don ~

£+ Léap hda don

A

i

= Quan ly héa don

[} Xudthéa don theo danh sich Khach hang
|

[y Sao chép hoa don

«gd Guiyéu ciu ngudi ban xudt hoa don
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Buéc 2: Nhap ddy da cac thdng tin can thiét dé xuét hoan chinh 1 hoa don, thao tac tuong tu &

menu “Lap héa don”

Step 2: Enter all the necessary information to complete 1 invoice, the same operation in the

menu “Create invoice”

Trang chid » Phdthanh » Xuit héa don theo danh sdch Khich hang

E ooz [7] Tiga o
B oo B e Phuang thie thanh tos:

(MEC LT WMREL T ( @ chonsinphdm || @Thémdong || €z Thigtisp

Khuyén méi Ma sén phém Tén hing * Bonvi 86 lugng Don gi&(VND) S tign{VND) * Thug Tién thué GTGT(VND) Thanh todn(VND

Buwéc 3: Chon vao biéu tuong [ @hem cns ang | phan mém s& hién thi cta s6 lién két véi menu
“Quan ly khach hang” dé chon nhiing khach hang can xuat héa don = Chon “X&c nhan” 2

Chon “Luu” dé luu lai hoa don.

StEQ 3 SeIeCt ‘@Add(}ustomms

the software will display the window associated with the
“Customers” menu to select the customers who need to export the invoice = Click “OK” -

Choose “Save” to save the invoice

SR ... |

Buéc 4: Sau khi chon “Luu” hoa don s& duoc thé hién & menu “Quan Iy héa don”, nguoi ding

tién hanh ky sé thuc hién thao tac twong tw & menu “Quan Iy héa don”

Step 4: After selecting “Save”, the invoice will be shown in the menu “Issue invoices”, the way

for signing invoices is similar in the process of menu “Issue invoices”
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2.4) Sao chép hoa donl/ Copy an invoice
Chike niing: Sao chép lai toan bo théng tin hoa don da xuét cho khéch hang.
Function: Copy all information of the invoices issued to the customer.

Cach thuc hién/ How to use:

Budc 1: Chon “Héa don” = Sau d6 chon “Sao chép hoa don”

Step 1: Choose “Invoice” = Then, choose “Copy an invoice”

& Danh sach héa don ~

S+ Lap hoda daon

A

:= Quan ly hda don

[3 Xuthoa don theo danh sich Khach hang

[ sao chép héa don

«d Guiyéu cdu ngudi ban xuat hda don

Buéc 2: Tim kiém hoa don can sao chép, ngudi ding c6 thé lya chon: “Ngay héa don”, “Trang

thai”, “Trang thai email”, “Thanh toan”, “Ky hiéu mau héa don” phu hop.

Step 2: Searching invoices need to be copied, users can choose: “Date of issue for tax invoice”,

“Status”, “Email status”, “Payment”, “Form of invoice”.

& oansicnhdadon ~ R Tactu~ kg sdocio~  ( Quéinljdlucabin~ [ Déngkyphéthann

Trang chii + Phathanh » Sao chép héa don

Ngay héa don Ky hiéu miu héa don Kj higu hos don S5 hod don Ngby héa don ~ Khich hang Mi 53 thué Phuong thire thanh todn Thanh todn Tiénté

01GTKTO/765 DN/20E 0000039 09/04/2021 C&ng Ty TNHH Mt Thinh Vién Quén Ly Mj Thust 0312175125 TMICK 89,900757 VND
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Buéc 3: Chon vao biéu tuong 3 & cot TAc vu cia dong hoa don dé chon héa don can duoc
sao chép. Sau do, phan mém sé& chuyén dén giao dién “Lap héa don” va hién thi dy du nhing

thong tin ctia hoa don da chon.

Step 3: Click on the icon 2 in the “Action” column of the invoice line that needs to be
copied. After that, the software will go to the “Invoice” menu and display the full information

of the selected invoice

BAcONG TYTNHHDEMO AMNOTE  » Tiéngviet ~ (Il admin (1483)

gy = M (2]
Ph: h ha d B oo 7] 1
B oo B = Ténnguthm 2
E dc Djach Nouy P, hubng . o A B
[m] don xu#t kh E =
Tign a2
o E=] ]
h = ang B
Phuong thirc thanh todn T™ICK v B a
Luu § khdch hang @ sSPophulc Gl
[@omngin || @amans | @t
“oi
5 Khuyén msi M3 sén phim Ténhang * ponvi 6 uong Do i4(VND) Thué Tién thud GTGT(VND) Thanh todn(VND)
QUATOUNG QUAT BUNG 123 o4 0 220000 240000 @
XM SONG DANH XM SONG DANH B30 50 300000 16500000 B

Buwéc 4: Nguoi ding c6 thé thay d6i mot s6 thdng tin theo nhu cau (néu c6). Sau d6 chon “Luu”

L]

hodc “Luwu va ky” dé luu dit liéu va ky hoa don nhu & menu “Lap héa don”

Step 4: Users can change some information as needed (if any). Then select “Save” or “Save &

Sign” to save the data and sign the invoice as in the “Invoice” menu.

2.5) Gii y8u cau ngwoi ban xudt héa don/ Send an invoice request to the seller
Chikre niing: Gilp ngudi dung thyuc hién giri yéu cau xuat hoa don cho nguoi ban c6 ddng thoi sir

dung phan mém hoa don dién tir AM-Einvoice.
Functions: Help users send invoicing requests to sellers and use AM-Einvoice software.

Céach thuc hién/ How to use:

Buéc 1: Chon “Héa don” > Sau d6 chon “Giri yéu ciu nguoi ban xuit héa don”

Step 1: Choose “Invoice” = Then, click “Send an invoice request to the seller”

14



A

= Danhsach héa don ~

E% Lap hoa daon
(= Quan Iy héa don
[T Xu#thoa don theo danh sich Khach hang

[y sao chép hda don

Gri y&u ciu nguéi ban xudt héa don

Buéc 2: Nhap ma s6 thué nguoi ban can giri yéu cau = Sau d6 bim “Tim kiém” = Llc nay
thong tin ngudi ban s& dugc hién thi ra trén phan mém, ngudi ding chon “Giki yéu ciu ngudi ban

XUAt hoa don”

Step 2: Enter the tax code needs to send a request = Then, click “Search” = At this time, the
seller information will be displayed on the software, the user click the button “Send an invoice

request to the seller”

B4 CONG TV TNHH DEMO AMNOTE » Tiéng Viét ~ H admin (1483) ~

A Trang chd E] Héa don v g Danh sach héa don ~ & Traciu v Q Bao céo v il Quan Iy dif liéu co ban v E Dang ky phat hanh ~

Trang chd » Phathanh » Gii yéu cau ngudi ban xuat héa don

0315348009

M3 s6 thué 0315348009 Ngudi dai dién Koo Jin Young
Tén cong ty ©ang ty TNHH MTV San xudt thuong mai xust nhap khau Van Phat 5@ dién thoai( nguai dai dién) 03246566678
Dia chi 451/2A Pham Thé Hién, Phuéng 3, Quan 8, TRHCM, Viét Nam

«d Giri yéu cau ngudi ban xust héa don
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Buéc 3: Nhap thdng tin noi dung xuét hoa don = Sau d6 chon “Giri yéu cAu nguwoi ban xuit

héa don” = Luc ndy nguoi ban s& nhan duoc yéu cau xuit hoa don ciia nguoi ding va xi ly.

Step 3: Enter the invoice content = Then select “Send an invoice request to the seller” = The

seller will receive the user's invoice request and process.

EACONG TY TNHH DEMO AMNOTE  +  Théng Viét ~

A Tangchi  [] Héadon~ &8 Dashsichhéadon ~ R Taciu~ | Baacdo~ () Quan fj dif idu cobin ~ [ oang ky phat hanh ~

Trang chil + Héa don » Gl yeu ciu ngudi ban xudt hia don

gay B Masothus 2  oaisssso0e
O | Hoa don ust khiu Nha cung cdp Cang ty TNHHE MTV Sn xust throng mp xust nngp kngu v P s
Tignté D Ngudi dai dign 1
g @ iach o I}
T 0% v Email =
Phuang thiic thanh tadn T™ICK ~  sEdinthoai 03248566678 a

55 PO, phu luc ot

B a hi ch a2
EBEES o oo o
S5 Khuyinmai M3 sdn phim Tén hang * panv 56 luong Do gis{VND) 4 tRinVND) * Thd Titn thuf GTET(YND) Thanh todn{VND) Xéa

] 0 1,000,000 0% 100.000 1100000 o

loéng ) Lam méi 3 611 yéu cBu ngudi bén xuat ha don

I11. DANH SACH HOA PON/ TOTAL STATUS OF ISSUED INVOICES

3.1) Danh sdach héa don bdn ral List of invoices sold
Chire ning: Gitp nguoi dung cé thé xem tat ca cac hoa don da ky dién tir va thuc hién giri mail
hoa don cho khach hang. Thuc hién xt Iy hoa don theo quy dinh khi xay ra sai sot.

Function: Make it possible for users to view all digitally signed invoices and send email invoices

to customers. Processing invoices as prescribed when errors occur.

Cach thuc hién/ How to use:

Buoc 1: Chon “Danh sach héa don” = Sau d6 chon “Danh sach héa don ban ra”

Step 1: Choose “Total status of issued invoices” = Then click “List of invoices sold”

= Danh sach héa don ~ 2 Trac

Danh sach hda don ban ra

[ 2 Danh sach héa don mua vao

—
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Bwoc 2: Xem hoa don
Step 2: View invoices

- Théng tin héa don: Ngudi dung c6 thé lua chon cac trang thai dé xem dugc hda don nhu: “Ngay
héa don”, “Trang thai”, “Trang thai Email”, “Thanh toan”, “Ky hiéu miu héa don”, “Ky

hi¢u héa don”

Invoice information: Users can select the statuses to view the invoice such as: “Date of issue

for tax invoice”, “Status”, “Email status”, “Payment”, “Form of invoice”, “Serial No”’.

E4CONG TY TNHHDEMO AMNOTE ~ »  Tidng Viét admin (1483) v

A Trang chd =] Héadon ~ £ Danh sach héadon ~ R Tractuv jead Bdocdo v l Quén Iy dif liducoban v B pangky phét hanh v
Tim kiém - Thong tin héa don Trang chi » Danh sich héa don » Danh sich héa don ban ra
D Trang thai Ky hiéu mau héa don  ~ Ky hiéu hoddon  ~ S6 hoddon  ~ Ngay héadon  ~ X(r Iy hoa den
I THONG TIN HOA BON ~ I
Ngay hoa dan D Hoa don thay thé 01GTKT0/001 DD/20E 0000083 22/04/2021 % a B
01/04/2021 - 30/04/2021
M Héa don diéu chinh 01GTKT0/001 DD/20E 0000084 22/04/2021 H# a B
Trang thai
Tétca v O Héa don bi thay thé 01GTKT0/001 DD/20E 0000079 20/04/2021 4 A B
Trang thai Email
Tatca M Hoa don thay thé 01GTKT0/001 DD/20E 0000080 20/04/2021 # o B
atca v
Thanh toa : y
nennean 0] Héa don didu chinh 016TKT0/001 DD/20E 0000081 20/04/2021 & A B
Tatca v
Ky hiéu méu héa don D Héa den diéu chinh 01GTKT0/001 DD/20E 0000082 20/04/2021 % a8 B
Tatca v .
M Haa don bj digu chinh 01GTKT0/001 DD/20E 0000078 15/04/2021 # o B
Ky hiéu hoa don
Tstea v D Héa don hiy 01GTKTO/001 DD/20E 0000065 14/04/202 & B

Bwoc 3: In hda don
Step 3: Print invoices

- In dn: Nguoi dung c6 thé thyc hién tai hoa don dudi dang file PDF khi chon “Tai file PDF” hoic

xuét danh sach hoa don duéi dang excel file khi chon “Xuét chi tiét”

Print: Users can download invoices as PDF files when selecting " Download PDF files™ or

export the list of invoices as excel files when selecting ""Export details"
- Chon vao biéu twuong &  dé in tryuc tiép hoic tai file PDF timg hoa don
Select the icon & to print directly or download PDF file of each invoice
- Chon vao biéu twong B  dé in chuyén ddi truc tiép hoic tai file PDF timg hoa don

Select the icon B to print conversion directly or download PDF file each invoice
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Tiéng Viét ~ admin (1483) ~

@ Trang chd E] Héa don ~ £ Danh sach héa don ~ & Traciu~ lai Bao cao ~ il Quanly dit lidu co ban ~ B Dang ky phat hanh ~

Tim kiém - Théng tin hoa don Trang chii » Danh sach héa don » Danh sach héa don ban ra
im kiém

D Trang thai o Ky hiéu mau héa don  ~ Ky hiéuhoda don  ~ SGhoadon  ~ Ngay héa don  ~ XU Iy héa don
THONG TIN HOA BON A

- » O Héa don thay thé 016TKT0/001 DD/20E 0000083 22/04/2021

| Téi file pdf | D Hoa don didu chinh 01GTKT0/001 DD/20E 0000084 22/04/2021 & A B
| Xudt chi tiét |
M Héa don b thay the 01GTKT0/001 DD/20E 0000079 20/04/2021 H# & B
G0 MAIL v
D Hoa don thay thé 01GTKT0/001 DD/20E 0000080 20/04/2021 & A B
| Guri mail |
D Hoa don didu chinh 01GTKT0/001 DD/20E 0000081 20/04/2021 T o B
O Hoa don didu chinh 016TKTO/001 DD/20E 0000082 20/04/2021 S AN
O Haa den bj digu chinh 01GTKTO/001 DD/20E 0000078 15/04/2021 H a8 B
D Héa don hiy 01GTKT0/001 DD/20E 0000065 14/04/2021 [- T |

Buéc 4: Gui mail héa don

Step 4: Email an invoice

7

Lya chon héa don can giri mail = Sau d6 bim “Giri mail”. Tai day ngudi dung c6 thé nhiéu hoa

don cung 1 luc.

Select the invoice = Then, click “Send mail ”. Here users can send multiple invoices at the same

time.

admin (1483) ~

@ Trang chu [Z] Hoadon v £ Danhsich héadon ~ R Traciu~ | Bdocdo v #ll Quénly difliducobdn v B pang ky phat hanh v

Tim kigm - Théng tin héa don Trang chii » Danh sach héa don > Danh sach héa don ban ra

Trang thai v Ky hiéu méu héadon  ~ Ky hiéuhod don  ~ SGhoadan ~ Ngay héadon XU Iy hoa don
THONG TIN HOA DON ~
T - Héa don thay thé 01GTKT0/001 DD/20E 0000083 22/04/2021 & B
| Téi file pdf | Héa don diéu chinh 01GTKT0/001 DD/20E 0000084 22/04/2021 & A B
| Xuat chi tigt |
Haa don bj thay the 01GTKT0/001 DD/20E 0000079 20/04/2021 # A B
v
Héa don thay thé 01GTKT0/001 DD/20E 0000080 20/04/2021 & & B
| Giri mail |
Héa don diéu chinh 01GTKT0/001 DD/20E 0000081 20/04/2021 % & B
Héa don diéu chinh 01GTKT0/001 DD/20E 0000082 20/04/2021 % a B
Haa don bi digu chinh 01GTKT0/001 DD/20E 0000078 15/04/2021 & & B
Haa don hiy 01GTKT0/001 DD/20E 0000065 14/04/2021 & B
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Budéc 5: Xir Iy héa don theo quy dinh trudng hop sai sot hoa don sau khi da ky sd.
Step 5: Processing in case of invoice errors after signing.
- Chon vao biéu tugng #  dé thuc hién xu 1y hoa don.

Select the icon # to process invoice.

4 CONG TV TNHH DEMO AMNOTE ~ +  Tiéng Viét ~ admin (1483) v

A Trangcht  [E] Hoadon v 2 Danhsach héa don v = Tractu~ ki Baocdo v il Quén Iy dif liéu coban ~ B Dang ky phat hanh ~
Tim kigm - Théng tin héa don Trang chii » Danh sichhéa don » Danh sach héa don ban ra
\:‘ Trang thai Ky hiégumau héadon  ~ Ky hiéu hoa don = ~ Sdhoadon -~ Ngay héadon  ~ Xt Iy hoa don
THONG TIN HOA DON ~
Ngay héa don \:‘ Hoa anthayhé 01GTKT0/001 DD/20E 0000083 22/04/2021 E é Q
01/04/2021 - 30/04/2021
M Héa don didu chinh 01GTKT0/001 DD/20E 0000084 22/04/2021 # & B
Trang thai
Tatca v O Héa don bi thay the 016TKT0/001 DD/20E 0000079 20/04/2021 s A B
Trang thai Email
Tat e M Héa don thay thé 01GTKT0/001 DD/20E 0000080 20/04/2021 H# A B
atca v
Thanh tod : |
nannoan ] Héa don didu chinh 016TKTO/001 DD/20E 0000081 20/04/2021 -3 -]
Tatca v
Ky hidu méu héa dan \:| Hoa don didu chinh 01GTKT0/001 DD/20E 0000082 20/04/2021 [- I " - |
Tatea v
\:| Héa don bj digu chinh 01GTKT0/001 DD/20E 0000078 15/04/202 S A B
Ky higu hod don
Tstca v \:| Hoéa don hiy 016TKT0/001 DD/20E 0000065 14/04/2021 S a B

- Hién tai phan mém dang hd tro 3 hinh thirc xu 1y hoa don: “Hay”, “Thay thé” va “Piéu chinh”
The software has 3 forms of invoice processing: “Cancel”, “Replace” and “Adjustment”

HINH THUC 1: HUY HOA PON

FORM 1: CANCEL INVOICES

Buwéc 1: Chon vao hoa don can xtr Iy = Chon vao biéu tuong xtr Iy hoa don ¥

Step 1: Select the invoice needs to process = Choose the invoice processing icon  #

Buéc 2: Chon hinh thuc xir 1y “Hiay” = Nhap “Ly do xi ly” = Chon “Lwu” = Thuc hién ky

s6 dé huy hoa don.

Step 2: Choose the form “Cancel”=> Enter “Reason for process” = “Save” => Signing digitally

to cancel the invoice.
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100472021

Ngoai ra phan mém con hd tro form bién ban hity hoa don dudi dang file word, néu nguoi ding ¢ nhu
cau str dung thi chon “In bién ban” = Sau d6 “Xuét file word”
In addition, the software also supports the cancel minutes form as a word file, if the user needs to

use select “Export the minutes” = Then “Export to word”

HINH THU'C 2: PIEU CHINH HOA PON

FORM 2: ADJUSTMENT INVOICES

Buéc 1: Chon vao hoa don can xir Iy = Chon vao biéu tugng xir Iy hoa don g
Step 1: Select the invoice needs to process = Choose the invoice processing icon 2
Buéc 2: Chon hinh thiic xir Iy “Piéu chinh” = Nhap “Ly do xir Iy” = Chon “Luu” = Chon
“«OK?

Step 2: Choose the form “Adjustment” = Enter “Reason for process” = “Save” = “OK”

016TKT0/001

0000032
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Ldc nay tai cira s6 phan mém s& hién thi 1 hoa don méi dé nguoi dung thyc hién xir Iy “Diéu
chinh”

A new invoice will be displayed for the user to process “Adjustment”

€més  Trang thai : Hoa don diéu chinh

Taingay seow0z B Masime B 2180m o
Pt hinh hds don * @ oo @ Tenknchning® O VANLE L
Ky hiéu méu héa gom B oiGTKT0M001 B | Texe Tén nguts mua BINH VAN LE 1
8o don 0000000 Brachi* 98Trang Trin Think Pha 04 Lot B
O Haa don xuit khiu Email 073@amnote.comm =
Tién tg 56 dién thosi 0988334404 8
Tigd ] B sStikoan 3 siknode =
Phuong i hanh todn ™K «  Tennginhing Bn
L findeh ring o - o a
sap e 560 puie ]
@ Chonsénphdm || DiEu chinh thing gdm ” Difu chinh thing tin
8 - Kwyimdi © Masinphim Ténhing C Diluchieh © Domvi T SGlong T DongiéVMD) ©  SSMEROVND) T Thd T TRnwEGTGTOMND) T ThanhioinVND) Sowenooic T Domgiiode ©  Sifdnglc ©  ThuiGTg
Knbog o8 i u

Truong hop 1: Diéu chinh ting giam
Case 1: Adjust the increase and decrease

- Chon vao biéu tuong = Chon mit hang can diéu chinh ting, giam = Chon

“Llr“”

Select the icon [ Adjustments increase or decrease | = Select the product need to adjust increase,

decrease = Select “Save”
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- Nhép théng tin can diéu chinh tang, giam = Chon “Lwu” hodc “Luwu va ky”

Enter information to adjust increase, decrease = Choose “Save” or “Save & sign”

el Trang thai : Hoa don diéu chinh

= s -0
B oo Diu chinh théng tin @ Tavnicnning S .
B oenmmo & | +
[:]
k:3
L] o
| 2]
" a
@1 @

Truong hop 2: Biéu chinh théng tin
Case 2: Adjust the information

Chon vao biéu tugng | o=immss 5 Nhap thong tin can diéu chinh & Chon “Luwu” hoic

“Luru va ky”

Select the icon - agusttenomaion 2 Select the information need to adjust = “Save”
HINH THUC 3: THAY THE HOA PON

FORM 3: REPLACE INVOICES

Buéc 1: Chon vao hoa don can xtr ly = Chon vao biéu twong Xt Iy hoa don ¥
Step 1: Select the invoice needs to process = Choose the invoice processing icon — #
Buéc 2: Chon hinh thirc xur Iy “Thay thé” = Nhap “Ly do xir ly” = Chon “Luu”

Step 2: Choose the form “Replace” = Enter “Reason for process” = “Save”
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= 1004720

(Xin vasi o ap - L o by,

Ldc nay tai cira s6 phan mém s& hién thi 1 hoa don méi dé nguoi dung thuc hién xir 1y “Thay thé”
A new invoice will be displayed for the user to process “Replace”

Budéc 3: Chon “Chen hang tir HP géc” = Chon mat hang = Chon “Lwu” = Nhap day du théng
tin cia hoa don thay thé = Chon “Luwu” hoic “Luu va ky”

Step 3: Choose “Select line from original = Then, choose the product = “Save” = Enter

information for replace invoice = “Save” or “Save & sign”

3.2) Danh sach héa don mua vaol List of purchased invoices

Chire nang: Gitp nguoi dung theo doi danh sach hoa don mua vao khi khach hang cta nguoi dung
ciing str dung phan mém hoa don dién ta AM-Einvoice.

Function: Help users follow the list of purchased invoices when the user's customer also uses AM-
Einvoice software.

Céch thwc hién/ How to use:

Buoc 1: Chon “Danh sach héa don” = Sau d6 chon “Danh sach hoa don ban ra”

Step 1: Choose “Total status of issued invoices” = Then click “List of purchased invoices”

Danh sach héa don ~ =2 Tra

== Danh sach héa don ban ra

[ Danh séch héa don mua vao
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Budéc 2: Ngudi dung chon khoang thoi gian, trang thai hoa don can xem phd hop = Sau d6 bam “Tim
Kiém” dé xem cac hoa don mua vao cia ngudi ding.
Step 2: The user selects the time period, the status of the invoice = Then click “Search” to view the

purchase invoices.

E4CONGTY TNHHDEMO AMNOTE ~ + Tiéng Vidt + B admin(1a89) -

A Trang chu 2] Héa don~ £ Danhsichhéa don v R Traciuv |ai Bao cdo v ill Quanly dif liducoban ~ BB Ding ky phéthanh ~

Trang chi » Danh sich héa don > Danh sach héa don mua vio
I 01/01/2020 - 29/04/2021 = I Tatca v Tim kigm

Ky hiéu mau héa Ky hiéu hoa S8 hod Ngay héa M3 s& .
¥ hie Z ¥ . Z 92y ~ Tén khach hang Z N . sgtien 2 Trang thai Z Tic vy
don don don don thué

Cang ty TNHH MTV San xudt thuong mai xut nhip Haa don bj thay

01GTKT0/001 TT/19E 0000006 11/06/2020 - . 0315348009 200,000 . 5
! khau Wan Phat the b
Cang ty TNHH MTV San xuét thuong mai xu#t nhip Hda don bi digu .
01GTKTO/001 AC/19E 0000115 10/06/2020 2 N 0315348009 22,000,000 N &
kh&u Van Phat chinh
Cang ty TNHH MTV 8an xujt thuong mai xut nhip Héa don bi thay .
01GTKTO/001 AC/19E 0000116 10/06/2020 2 N 0315348009 100,000 - b
khau Van Phét thé
) o Cang ty TNHH MTV San xuét thuong mai xuit nhip Hoa don didu .
01GTKT0/001 AC/19E 0000119 07/07/2020 - . 0315348009 2,200,000 . E
khau Van Phat chinh
Céng ty TNHH MTV Sén xust thuong mai xust nhip Héa don thay .
01GTKTO/001 AC/19E 0000117 04/07/2020 2 N 0315348009 20,000,000 A ° &
kh&u Van Phat thé

IV. TRA CUU/ LOOK UP

4.1) Lich s& gei mail/ Mail history
Chire niing: Gitip nguoi dung Kiém tra dugc tinh trang giri mail hoa don

Function: Help users check the status of email invoices
+ Danh sach hoa don da guri/ List invoice sent

+ Danh sach hoa don gui 16i/ List invoices send error

+ Danh séach yéu cau xt ly/ Request list for processing

Céach thuc hién/ How to use:

Buwéc 1: Chon “Tra ciru” = Sau do6 chon “Lich si& gii mail”

Step 1: Choose “Look up” = Then, choose “Mail history”
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@ Traclu v las Bdo cdo ~ i Quanly dir liéu

[ Lich sir gli mail

Danh sach nguédi mua yéu céu xuit hda don

Danh sach yéu ciu ngudi ban xut hda don

Budc 2/ Step 2:

- Xem “Danh sach héa don da gii”: Nguoi dung chon khoang thoi gian, chon loai héa don, tinh

trang = Sau d6 bAm “Tim kiém”

View “List invoice sent”: selects the time period, name of invoice type, status of invoice =

“Search”.

|4 CONG TY TNHH DEMO AMNOTE + Tiéng Viét ~ l admin (1483) ~

@ Trangcht  [E] Héadon v £ Danhséchhéa don ~ I Traciu v |y Bdo cdo v il Quénly dit ligu coban v B Dang ky phat hanh +

I Danh séch héa don d gii Trangcht » Tractu » Lich sir gii mail
r% Danh sach héa don giri 16i I 01/04/2021 - 30/04/2021 = I Tim kiém I Héa don gid tri gia VI I Tatca vI

°Danh sdch yéu cau xir Iy Tén
56 X Ngay . Ngay N -
. loai ) - . - Ngay N - Trang Ngudi Misd
D hod ~ hea © héa 2 Email < . < xac T hai © N < thug
don °2 don o nhan = e e
don
Hoa
don
0000076 id tri 2021- tranthithanhquy9@gmail.com 2021 D3 gl admin
0 gt 04-14 e 04-14 d
gia
t3ng
Hoa
don 2021-04- .
0000075 id tri 2021- nguyenthuygianggg@gmail.com 2021 14 BExac admin
0 g 04-14 guyeniLyglaneag@amal 04-14 nhan
gia 09:24:32
t3ng
Hoa
don
- 2021- 2021- .
D 0000074 giatri xuanhien15042001 @gmail.com D gl admin
04-14 04-14

- Ngudi dung thyuc hién thao tac trong tu nhu trén dé xem “Danh sach héa don giri 18i° va “Danh
sach yéu cau xir Iy”.

“List invoices send error ” and “Request list for processing”: the way to view is similar as above.

4.2 Danh sdch ngwoi mua yéu cau xudt hoa/ List of buyer requesting an invoice
Chike niing: Gilp nguoi ding theo ddi dugc cac yéu cau xuat hoa don ciia ngudi ban c6 dong thoi
str dung phan mém hoa don dién tir AM-Einvoice.

Function: Help users follow the seller's invoicing requests and use AM-Einvoice software.
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Cach thwc hién/ How to use:

Buwéc 1: Chon “Tra cieu” = Sau d6 chon “Danh sach yéu cau ngwoi mua xuit héa don”

Step 1: Choose “Look up” = Then, choose “List of buyer requesting an invoice”

B Traciu~ lay Bdocdo -~ B Quan ly di liéu

[ Lich sir gii mail

Danh séch ngudi mua yéu ciu xuit héa don

Danh sach yéu cdu ngudi ban xuit hda don

Buéc 2: Tim kiém yéu cau can xit Iy & Chon = @& tién hanh xt ly yéu cau = Lic nay
thong bao hién I1&n, ngudi ding chon “OK” dé chip nhan xu ly yéu cau hodc “NO” dé tir chdi yéu

\
A

cau

Step 2: Search for the request = Select = to process = The notification appears, the user

selects “OK” to accept or “NO” to deny the request.

Théng béo

Chon OK dé chap nhan xtr ly yéu cau, NO tir chai yeu
cau

BB 2

Budéc 3: Giao dién xuit hoa don s& hién thi 1én, ngudi dung thuc hién thao tac xuit hoa don tuong

ty 6 menu “Lap héa don”

Step 3: The menu “Create invoice” will be shown, the user perform like the way using in menu

“Create invoice”
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B CONG TY THE:H DEMO AMNOTE

A Tangehd (3] Héadon~ @8 Dohsiehhdoden « @3 Tmedu~ b Blocio~ ) QuinbiolSucobdn~ [ Digky phét hinh «

Trangchi + Héadon + Lip héa don

Taingiy m MEsStuE B 1zase7 ] E
Pt ndan g gon * B ome @ Tenknichnam iy xanh anh Ha KN 2
i i s o * B oewmo @ e i gt 2
58 hoi don e iachi* Kiong e 8, KCN Mo Trach ¥ B
O Hoa oon xust kndu Email =
Tt S5 ddntnoal a
Ti g ] | sSuikoin =
Thug 0% « | Tenmgnhing B
Prcng i thanh todn K . o a
L khdch hang | SPsukc sl
S | @ |Gt
0 1 it
% Kwggami M3 sén phim Tén hang oo S5lung Dom gi&(VND) SSHRN(VND) * Thud T thus GTGT(YND) Than tosniVh) xéa
O émshechops &t w000 000000 o

4.3 Danh sach yéu cau ngwoi ban xudt héa don/ List of purchased invoices
Chike niing: Gilip theo d&i nhitng hoa don ma ngudi dung da gtri yéu cau xuit héa don cho ngudi

béan c6 dong thoi sir dung phan mém hoa don dién tir AM-Einvoice.

Function: Help keep track of invoices that users have sent invoice requests to sellers also used

AM-Einvoice software.

Céach thwc hién/ How to use:

Buéc 1: Chon “Tra ciru” = Sau d6 chon “Danh sach yéu ciu ngwoi ban xuét héa don”

Step 1: Choose “Look up” = Then, choose “List of purchased invoices”

I3 Traciu~ ki Béo cdo -~ i Quanly dir ligd

] Lich su gli mail

Danh sach ngudi mua yéu c3u xudt hda don

Danh séch y&u cBu ngudi ban xuit héa don
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Buéc 2: Nguoi ding sé thiy duoc trang thai cac hoa don di yéu cau xuit hoa don.

Step 2: The user can see the status of created invoices.

E4CONG TV TNHHDEMO AMNOTE ~ +  Tigng Viét ~ admin (1483) ~

@A Trangchi  [2] Héadon ~ 2 Danhsichhéadon B Traciu~ kas Bdo cdo > il Quén Iy dif liu co ban ~ B Dang ky phat hanh v

Trang chd » Traciu > Danh sich yéu ciu ngudi ban xust héa don

Tatca -
Nga Nay xi M s5 Phan hai T Nowdi Ngudi
B ay xir 358 ran udi N N
Tac vu . 9 X Ghi chu 9 V » Ngudi ban hang tr nguii C. 9 9 stra Huy
yéu cau Iy thué N thai tao .
ban cudi
L C&ng ty TNHH MTV San xust
29/04/2021 lam on xudt hoa 29/04/2021 s 5 gios Fios
@ N 0315348009 thuong mai xuat nhap khau Van BANG XUrLY K&todn K& toan
03:20:28 don dum 03:09:32
Phat
19/04/2021 1483 1303 31 31 04/05/2021 . . L
& 123456789 Hiy K&todn
08:14:29 K31 09:45:58
19/04/2021 04/05/2021 _ . L
@ 14831303 31 31 123456789 HUY. KE&todn
08:22:25 09:45:58
19/04/2021 1303 1483 k web 04/05/2021 - . P
@ 123456789 Hiy K&todn
08:19:23 31 09:45:58
o o Cong ty TNHH MTV San xudt
18/04/2021 04/05/2021 P 2 . Xz
& 1483 1303 k web 0315348009 thuong mai xudt nhap khau van HOY K&todn
08:03:22 09:45:58

Phat

V. BAO CAO/ REPORT

5.1) Bao cao tinh hinh s dung héa don/ Status table of issued inoices

Chire nang: Giup nguoi dung theo doi tinh hinh sir dung hoa don
Function: Support user follow the status of using invoice.

Céach thwc hién/ How to use:

- Tai ngay: Chon khoang thoi gian ma ngudi mudn xem, nguoi dung c6 thé lya chon theo “Thang”
hoac theo “Quy”

At date: Select the time period, user can choose “Month” or “Quarter”
- Phan mém c6 hd tro file bao c4o tinh hinh sir dung héa don duéi dang xml, nguoi ding can thao
tac nhu sau: Vao hé théng HTKK (Hb tro ké khai) dé két xuat form mau XML va thuc hién “Thiét
lap XML trén phan mém => Sau khi thiét 1ap xong chon “Xuét File XML”

The software supports the report file using invoices as xml, users need to do the following: Go
to the KTKK system (Support declaration) to export the XML sample form and perform “Setting
XML on the software = After setting, select “Export XML”
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Trangehi » Biocho - B30 cio finh hinh sir dung héa don

K higu mau hoa don
IGTKTE/ETS
016TKTD/ 785
016TKTO/ 785
IGTKTO/765
016TKTE/765
016TKTD/785

06TKIO/E7E

86 tion i by

Kt higu rdu ha dom K hidy héa don Téng Tir L
7KPTO0/232 oz/z0E % oo oooonoo
4HEDLO/O0 anya0E sar oco%oons | 0001000
aDeNB0/00 Any20E s 000004 | 0000012
02610353 Bv/2te az 0000083 0000S00

Ky higu hod don

DM/21E

DN/20E

ON(20E

DN/20E

DH/20E

DN/20E

0G/20E

55 misal phit hanh trong ki

Tir iin

T

m“

Téing 56 st dyng, xa b, hiy

oin Téng

86 hod don

oomse

000038

0000040

0000041

000033

0000042

000032

55 hda don GTET

100472021
vos2ut
s5lumg

5.2) Doanh thu theo dot phdt hanh hoa don/ Sale/Purchase statistics

Huy

56 héa dom GTGT

Tir

ocooo11

0000004

0000004

0800080

Tom iy

oo0o100

0001000

0000012

0000500

Chike niing: Giup ngudi ding thong ké tong doanh thu ban hang theo ting dot phét hanh.

Function: Support user statistics total sales revenue by each release.

Cach thuc hién/ How to use:

Budc 1: Chon “Bao cao” = Sau do chon “Doanh thu theo dgt phat hanh héa don”

Step 1: Choose “Report” = Then, choose “Sale/Purchase statistics”

i Quén ly dif liéu co ban ~ B o

g8 B&o cao tinh hinh sir dung hda don

[ Doanh thu theo dot phat hanh héa don

[k Thong ké Bén hang / Mua hang theo timng théi diém

{# Théng ké Ban hang/ Mua hang theo trang thai
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Buéc 2: Chon Khoang thai gian, loai tién can xem = Sau d6 bam “Tim kiém”

Step 2: Selects the time period, currency type = “Search”

[ CONG TY TNHH DEMO AMNOTE * Tiéng Viét v H admin (1483) ~

@ Trangcht  [2] Héadon £ Danhséch héadon ~ I Tractu v lag Béo cdo v {8 Quan Iy dirligu coban ~ B Dang ky phat hanh +

Trang chil » Bdo cdo » Doanh thu theo dot phat hanh héa don

I b I e v [

Ky higu mau héa don  ~ Ky hiéuhéa don Téng s6 giao dich = Téng s6 khdch hang = Téng tign Tong tign thugé = Téng tién thanh toan & Tac vu
01GTKT0/001 TR/20E 1 1 2,500,000 250,000 2,750,000 6
01GTKTO/001 NS/20E 2 2 970,000 62,000 1,032,000 ﬁ
01GTKT0/001 DD/20E 1 1 25,000,000 0 25,000,000 E

5.3) Thang ké Ban hang / Mua hang theo tirng théi diém/ Sale/Purchase for each period
Chike niing: Gitp nguoi dung théng ké tinh hinh ban hang va mua hang theo tiing thoi diém “Theo

\

ngay”, “Thang” va “Hang nim”

Function: Help users make statistics on sales and purchase situations by the time period such
as: “Daily”, “Monthly” and “Annually”

Cach thuc hién/ How to use:

Buéc 1: Chon “Béo c40” = Sau d6 chon “Théng ké Ban hang / Mua hang theo tirng thei diém”

Step 1: Choose “Report” = Then, choose “Sale/Purchase for each period”

ki Béo cdo ~ i Quanly dii liéu coban ~ B o

g88 B&o céo tinh hinh sir dung héa don

[ Théng ké Ban hang / Mua hang |

|
() Théng ké Ban hang / Mua hang theo timg thai diém

{# Théng ké Ban hang/ Mua hang theo trang thai
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Budéc 2: Tai ddy nguoi dung c6 thé lya chon xem théng ké “Theo ngay”, “Thang” hoidc “Hang

nam” = Chon loai tién can xem = Sau d6 bAm “Tim kiém” dé xem.

Step 2: User can view the report according to “Daily”, “Monthly” and “Annually” = Choose
currency type = “Search”

BACONG TY TNHHDEMO AMNOTE ~ «  Tigng Viét ~ admin (1483) ~

@& Trangchd [E] Hoadan v & Danh sach hoadon ~ 6 Traclu~ |d Bdocdo~ l Quanly dif ligu coban v B Dang ky phat hanh ~

Trang chll » Bdocdo - Théng k& Ban hang / Mua hang theo timg théi diém
Téng si hoa don 669 Téng s& héa don 6
Doanh thu Mua hang
Téng tién 1,377,669,486,553 Téng tign 84,200,000
Timkigm:  Tim kigm
Doanh thu Mua hang
Khodng thdi gian Téng sd hoa don S8 lugng hiy S3 tien (VND) Téng 6 héa den S3 tién (VND})
Nam 2018
Nam 2019
Nam 2020 447 193 22,453,152,232 6 84,200,000
Nam 2021 222 34 1,395,216,334,321

5.4) Théng ké Ban hang/ Mua hang theo trang thai/ Sale/Purchase statistics by status
Chikre niing: Giup nguoi dung théng ké tinh hinh ban hang va mua hang theo trang thai hoa don:
“Héa don goc”, “Héa don thay thé”, “Hoéa don bi diéu chinh”, “Héa dom diéu chinh”, “Héa

don hay”

Function: Help users make statistics on sales and purchase situations by the status of invoice:
“Original invoice”, “Replacement invoice”, “Adjusted invoice”, “Adjustment invoice”, “Cancel

invoice”

Céach thuc hién/ How to use:

Buéc 1: Chon “Bé&o c40” = Sau d6 chon “Théng ké Ban hang/ Mua hang theo trang thai”

Step 1: Choose “Report” = Then, choose “Sale/Purchase statistics by status”
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fl Quan Iy dif liéu coban ~ B o

BB@ B4o cdo tinh hinh s dung hda don
(] Thdng k& Ban hang / Mua hang

] Thdng ké Ban hang / Mua hang theo ting théi digm

{# Thing k& Ban hang/ Mua hang theo trang thai

Budéc 2: Chon khoang thai gian, loai tién té can xem = Sau d6 bam “Tim kiém”

Step 2: Selects the time period, currency type = “Search”

@

Trengchld  [Z] Héadon~ 2B Danhsdch héa don v B’ Taciu- ki Biocéo~  { Quany dil liéu coban ~ B 9ing iy phét hanh ~

Trang chil » Béocdo - Thing ké Ban hing/ Mua hing theo trang thii

Téing sa héa don 2 Téng 56 héa don
Binning Muz hing
Téngtién 28,100,000 VND Tangtien
Binhing Muabing
Téng Téng
Téng s8 luang
Haa don gbe
S&tign (VND) 28100000
Téing s8 luang
Hoa don thay thé.
S tign (VND)
Téing s8 luang
Haa don bi i chinn
stin (VND)
Téing s8 luang
Haa don diu chi
stin (VND)
Tang sa luang
Haa don iy
55 i (VND)
Téing sé lwong 3
Téng
54 1iEn (VD) 28100000

VI. QUAN LY DU LIEU CO BAN/ BASIC DATA MANAGEMENT

6.1) Qudn ly ngwoi dung/ User management
Chire ning: Giup ngudi dung thuc hién phan quyén thém user cho ngudi st dung va thay doi
thong tin mat khau

Function: Help users perform user permissions and change password information.

Céach thuc hién/ How to use:

Buéc 1: Chon “Quan ly dit liéu co ban” = Sau d6 chon “Quan ly ngwoi dung”

Step 1: Choose “Basic data management” = Then, choose “User management”
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§@ Quan Iy di liéu co ban ~
B Quanyngudi ding

B Quén Iy khach hang
Khai bdo hang ton kho
Quan ly ma& nhom vat tu

Quéan Iy mé& don vi tinh

H 8 3 B

C&i dat hé thang

Buéc 2: Chon “Thém” <> Sau d6 nhap day da céc thong tin ¢ phan nhap bat bugc = Phan quyén

“Nguoi sir dung” hodc “Ngudi xem” = Sau d6 bim “Luu”

Step 2: Select “4dd” => Then enter the full information in the input necessary = At

authorization: “Users” or “Viewer” = Then, click “Save”

Quén ly ngudi dung

Phan nhap bat budc
ID cta ngudi su dung 2 | IDclangudi sir dung
Mt khau

GB lai mét khau

Nhap bé sung

Tén

Cho phép Ngudi st dung
Noudi st dung

- Ngoai ra dé thay d6i mat khau, ngudi dung thyc hién tai “Tac vu” = Sau d6 chon = Tai
6 “Mat khau” va “G6 lai mat khau” nguoi dung tién hanh nhap théng tin mat khau méi = Sau

d6 bam “Luu” dé luu lai théng tin mat khau méi

In addition to changing the password, at “Action” column => Select >  Fill in
“Password” and “Confirm password” to enter the new password information = “Save”

33



- Mubn x6a user, ngudi ding chon = Sau d6 chon “X6a” = phan mém s& thong bao “Xoa
thanh céng”

Deleting 1 user, selects => Choose “Delete” = The software will announce “Delete
successful”

Vv

Théng bao

¥oa thanh cdng

=

6.2) Quan ly khach hang/ Customer management

Chire niing: Gitp ngudi dung khai béo va quan Iy théng tin khach hang sir dung dé xuat héa don
Function: Support users declare and manage the information customers use to export invoices.

Céach thwc hién/ How to use:

Buéc 1: Chon “Quan ly dir li¢u co ban” = Sau d6 chon “Quan ly khach hang”

Step 1: Choose “Basic data management” = Then, choose “Customer management”

# Quan Iy di¥ liéu coban ~

B»  Quén Iy ngudi ding

(® Khaibéo hang ton kho
fh  Quan Iy ma nhom vét tu
£ Quan v ma don vi tinh

{ Cai dat héthdng
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Budéc 2: Bé thém méi 1 khach hang chon “Thém méi” = Sau d6 nhap cac thdng tin & phan nhap
bat budc va phan b sung (néu muén theo ddi) & Sau d6 bAm “Luu” = Chon “OK”

Step 2: To add a new customer, select “Add new” = Then enter the information in the input
necessary and additional input (if want to follow) = Then click “Save” = Select “OK”

4l CONG TY TNHH DEMO AMNOTE » Tiéng Viét ~ admin (1483) ~

@ Trangcht  [E] Héa don ~ £ Dpanh sach héadon ~ I Tractu~ kay Bdocdo v il Quan Iy dit lidu co ban B Dang ky phat hanh +

Trang cht > Quén Iy dir liéucoban » Quan |y khach hang > Thém khéch hang

Phan nhap bat bugc Nhap b& sung

Loai khach hang @ Nai dia O Nuée ngodi M3 ngén hang 4 ngin hang o T CTE T A
Phan loai khach hang Khéch hang v M3 khach hang

Tén khéch hang * CONG TY TNHH AM ACCOUNTING 58 dién thoai

M3 58 ths « 0315348009 i el amteam@amnote com.vn

Dia chi* Fax

87 Nguyén Thi Thép, Knu dn cu Him Lam, Phung Tan Hung, Quan 7, TP Ha Chi Minh

4 Ténngudi mua Tén nauEi mus

Ghi chd

- Ngoai ra, phan mém con hd tro file excel khai béo thong tin nhiéu khach hang ciing mét ldc.
Ngudi dung chi can chon “Nhap va Xuéat” = Sau d6 chon “Xuit dir ligu” = Sau d6 nhap thong

tin trén form mau da duogc két xuat dudi dang excel = Luu file & Sau d6 chon “Tai dir liéu”

In addition, the software also supports excel files to declare multiple customers' information
at the same time. Users just need to select “Import and Export” = Select “Export” = Enter the
information on the sample form exported as excel = Save file = Then, select “Import”

[ CONG TY TNHH DEMO AMNOTE + Tiéng Viét v n admin (1483) v

A Trangcht  [E] Héadon v = Danhsdch héa don ~ I Traciu~ | Bdo cdo v il Quénly dif liéu co ban v B Dang ky phét hanh ~

Trang chi + Quén 1 di liu co bin » Quin f khich hang
@ Thém méi Timkiém: | Tim kigm Q
~
Mé s8 khach hang ~ Mé khach hang Phan loai khach hang . Loai khach hang = Tén khach hang Tac vu

X Xudt di liéu

D 02235 Khéch hang NGi dia CONG TY TNHH AMG B o /Z
02234 Muc khac Nude ngoai SM STUDIO )
IN AN -~ ] 9 E @ /7
°T\€ngviél D 02233 Muc khac NGi dia Huong Nguyén E mo 7
& Tigng Anh
=" B 02232 Khéch hang NGi dia Test13 B o Z
o
&, Tiéng Han
B 02231 Khéch hang NGi dia Test B o Z
B 02230 Khach hang - Nha cung cip Nudc ngoai CONG TY TELEPHON E o 7
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6.3) Khai b4o hang ton kho/ Inventory management

Chire niing: Giap nguoi ding khai bao va theo dai danh séch hang ton kho xuat hoa don.
Function: Support users declare and follow list of inventory to export invoices.

Cach thuc hién/ How to use:

Buwéc 1: Chon “Quan Iy dir liéu co' ban” = Sau d6 chon “Khai b&o hang ton kho”

Step 1: Choose “Basic data management” = Then, choose “Inventory management”

& Quéan Iy ngudi ding

B Quan Iy khich hang
fh Quan ly ma nhém vat tu r
## Quan ly ma don vi tinh

£+ Caidithéthdng

Buéc 2: Dé thém mai 1 hang ton kho chon “Thém méi”
Step 2: To add a new product code, choose “Add new”

- Tai “M4& nhom vat tw”, ngudi dung chon vao biéu twong @  dé lua chon m& nhém vat tu co

san

At “Code of product category”: click the icon g tochoose the available product category

code.
- Nhap “Ma hang” va “Tén san pham”
Enter “Product code” and “Name of product”
- Tai “Pomn vi tinh”, nguoi ding chon vao biéu twong @  dé lva chon don vi tinh ¢6 sin

At “(Stock) Unit”: click the @ icon to choose the available unit.
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- Ngoai ra ngudi dung ¢6 thé nhap thém: “Ty gia”, “Ngoai t&”, “Gia géc”

In addition, users can enter more: “Exchange rate”, “Foreign currency”, “Base price”.

4 CONG TY TNHH DEMO AMNOTE # Tiéng Viét v ’ admin (1483) v

A Trang chi E Héa don ~ 5 Danh sach héa don ~ T Traciu~ | Bdocdo v {8l Quén Iy dif ligu co ban ~ @ Béng ky phét hanh +

Trang chil » Quén Iy dif liéucabin » Khai bdo hang ténkho » Thém hang héa

00036 @ | khohanghéa Tygd FC trao ddi

M3 hang SETL Ngoai té&

M3 nhom vét

Tén ganpham B0t bi Thién Long Gia gac

Don vi tinh 15 @ = Dién gidi

daat

= Sau d6 chon “Luu” dé luu lai théng tin

Then, select “Save” to save the information

6.4) Qudn ly m& nhém vt ru/ Material code management

Chire nang: Gilp nguoi dung khai bao va theo déi md nhom vat tu
Function: Support users declare and follow material code management.

Cach thuc hién/ How to use:

Budc 1: Chon “Quan ly dir liéu co' ban” = Sau d6 chon “Quan ly ma nhém vat tu”

Step 1: Choose “Basic data management” = Then, choose “Material code management”

i Quan Iy dit liéu co ban ~

f  Quan Iy ngudi ding
B Quén Iy khach hang
(™ Khaibao hang tén kho
#¥ Quan ly ma don vi tinh

£ Caidat hé thdng
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Buéc 2: Dé thém maéi ma nhom vat tu chon “Thém méi” = Nhap “Tén nhom vt tw” = Sau d6

chon “Luwu”

Step 2: To add a new code of product category = Select Category name of product = “Save”

Tén nhom vat tu
(Tiéng Viét)

[rén nhém vét tu (Tiéng Viét)

Tén nhom vat tu
(Tigng Anh)
Tén nhom vat tu
(Tiéng Han)

Ghicha

Tén nhém vt tu (Tiéng Anh)

Tén nhém vt tu (Tiéng Han

Ghi chd

Ngoai ra ngudi diing con ¢6 thé thuc hién “X6a” hodc “Sira” tai “Tac vu”
Users can also “Delete” or “Edit” at “Action” column

6.5) Qudn Iy ma don vi tinh/ Unit code management

Chire nang: Gitp nguoi dung khai bao va theo déi ma don vi tinh
Function: Help users declare and follow unit codes

Céach thwc hién/ How to use:

Buoc 1: Chon “Quan ly dir liéu co ban” = Sau d6 chon “Quan ly ma don vi tinh”

Step 1: Choose “Basic data management” = Then, choose “Unit code management”
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5 Quén Iy ngudi ding
B 0Quén Iy khach hang
(™ Khaibao hang tén kho

fh Quanly md nhom vt tu J

£% Quan Ij ma don vi tinh

£+ Caidat hé thdng

Budrc 2: Bé thém méi ma don vi tinh chon “Thém méi” > Nhap tén don vi = Sau d6 chon “Luu”

Step 2: To add a new code of unit, click “Add new” = Enter the name of unit 2 “Save”

Ngoai ra ngudi ding con ¢ thé thyc hién “X6a” hodc “Sira” tai muc “T4&c vu”

Users can also “Delete” or “Edit” at “Action” column

6.6) Cai dat hé théng/ System setting
Chike niing: Giup ngudi dung thiét 1ap thdng tin sé thap phan thé hién trén hoa don.

Funtion: Help users set up decimal number information shown on invoices.
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Céach thuc hién/ How to use:

Buwéc 1: Chon “Quan Iy dir liéu co' ban” = Sau d6 chon “Cai dit hé théng”

Step 1: Choose “Basic data management” = Then, choose “System setting”

I fll Quan Iy dit lidu co ban ~ I

Jp  Quénly ngudi ding

B Quan Iy khich hang

(™ Khai bdo hang tén kho
rh Quan Iy m& nhdém vat tu

£ Quan Iy ma don vi tinh

Buéc 2: Nguoi dung thiét 1ap sb thap phan phu hop cho timng chi tiéu

Step 2: The user sets up the appropriate decimal number for each target

- Thiét 1ap sb thap phan cho hoa don VND &: Sé lweng, Sé tién, Thanh toan, Téng tién thué,
Pon gia, Tién thué GTGT, Téng tién, Téng tién thanh toan

Set up decimal numbers for VND invoices: Quantity, Amount, Payment, Total VAT amount,

Unit price, VAT amount, Total amount, Total payment amount.

- Thiét 1ap s6 thap phan cho hoa don ngoai té &: Pon gia (FC), Tién thué GTGT (FC), Téng tién
(FC), Tong tién thanh toan (FC), Sé tién (FC), Thanh toan (FC), Téng tién thué (FC)

Set up decimal numbers for foreign currency invoices: Unit Price (FC), VAT amount (FC),
Total Amount (FC), Total Payment amount (FC), Amount (FC), Payment (FC), Total VAT
amount (FC)

= Sau d6 ban “Xac nhan” dé luu lai thdng tin

Then click “OK” to save the information
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4 CONG TY TNHH DEMO AMNOTE * Tiéng Viét v n admin (1483) v

A Trangchd EI Héa don ~ 5 Danh sach héadon ~ & Traciu~ Q Bdocdo v il Quén Iy dif ligu coban v @ Dang ky phét hanh ~

Trang chii » Quan Iy dif liéu co bdn » C3l d&t hé théng

S8 lugng Bon gid Don gid (FC) S tién (FC)

0 m 123,456,780 0 123,456,789 2 m 1234,567.89 2 1,234,567.80
56 tign Tign thué GTGT Tién thué GTGT (FC) Thanh toan (FC)

0 © 123,456,789 0 123,496,789 2 @ 1,234,567.89 z 1,234,567.89
Thanh todn Téng tign Téng tién (FC) Téng tién thué (FC)

0 O] 123,456,789 0 @ 123,456,789 2 m 1,234,567.89 2 @ 1,234,567.89
Tong tién thué Tang tién thanh toan Téng tién thanh todn (FC)

0 @ 123,456,789 0 123,456,789 2 @ 1,234,567.89 O Cong tién thué theo chi tiét héa don

=i

VII. PANG KY PHAT HANH/ REGISTER FOR RELEASE

7.1) Phat hanh hoa don/ Management of used invoices booklet

Chirc nang: Giup nguoi dung tao thong tin dang ky phat hanh hoa don dién tu
Function: Help users create e-invoice registration information

Céach thwc hién/ How to use:

Buoc 1: Chon “Pang ky phat hanh” = Sau d6 chon “Phat hanh héa don”

Step 1: Choose “Reqister for release” = Then, choose “Management of used invoices booklet”

I B Dang ky phat hanh ~ I

[§) Phat hanh héa don

™ M3u hda don

Buéc 2: Chon “Thém méi” = Nhap day du cac thdng tin:
Step 2: Select “Insert” = Enter full information:
- Ngay bt ddu sir dung: phai it nhat sau 2 ngay so vai ngay nop ho so

Date of using start: must be at least 2 days later than the filing date
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- Tén loai hod don: Chon  ~ dé chon loai hoa don ma cong ty mudn phét hanh

Name of invoice type: Select to ~ choose the type of invoice that the company wants to

release

- B sung day du thdng tin vao cac 6 con lai nhu: “Ky hiéu mau héa don”, “Ky hiéu hoa don”,

“Tw”, “Pén”, “Téng s6”, “Chon miu héa don”

Add full information such as: “Form of invoice”, “Serial No”, “From”, “To”, “Total”, “Select

invoice template”.
=» Sau d6 chon “Lwu” = Chon “OK”

Then, “Save” = Select “OK”

4 CONG TV TNHH DEMO AMNOTE + Tigng Viét ~ admin (1483) ~

@ Trangchi  [E] Héadon £ Danh sach héa don ~ T Tractu~ kay Béo cdo ~ il Quan |y dit liéu co bén v B Dangky phat hanh v

$=  quan Iy phat hanh Trang chi » Déng ky phathanh > Mau héa don » Thém méi

[ khang hién thi email trén héa dan
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7.2) Mdu héa donl Form of invoices

Chike niing: Gitip ngudi dung tao mau héa don cho phat hanh moéi.
Function: Help users create invoice templates for new release.

Céach thuc hién/ How to use:

Buéc 1: Chon “Ding ky phat hanh” = Sau d6 chon “Miu héa don”

Step 1: Choose “Register for release” = Then, choose “Form of invoices”
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B ping ky phat hanh ~

&

4+ Phat hanh héa don

Budéc 2: Chon “Thém miu” dé thém mai mau hoa don = Chon “Mau héa don” = Nhip “Tén

mau” = Chon “Logo” va “Hinh nén” = Sau d6 chon “Luu”

Step 2: Select “Add Template” to add a new invoice template = Select “Form of invoices” =

Enter the name of template = Select “Logo” and “Background” = “Save”
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