Cai dat cho khach hang méi - Ban F

Hod don dién tir va thué: khai trudc khi xudt
hod don déau tién

N&i tai khodn hod don dién tir (Melnvoice, Viettellnvoice), chon ai dugc phdt hanh,
phdt hanh tu ddng hay bdng tay, ghi théng tin ngudi mua thé ndo, va theo déi han
ndp thué.

Pudng di: Kétodn — Hod don & Thué

F.Hod don & thué G. Bdo mat H. San TMDT I. Théng bdo ndi bd

Bo cai ddat cho khach hang mai

Lam trudc Ban A-E (16 trinh va man Cai ddt ban dau, nhén vién - phan quyén, pipeline
- Telesales, ndi kénh nhén khdch, ngan hang - quy). Cdc bdn bé sung: Ban F: Hod don

dién tl va thué - Ban G: Bdo mat tdai khodn - Ban H: Néi san TMDT - Bdn |: Théng bdo ndi
bé. Hang ddu ky: xem bdn Mua hang - nhdp hang va bdn Kiém kho (huong-dan-kho).

Ailam
K& todn trudng hodc chl doanh nghiép lam, bding tai khodn qudn tri. DSi cdu hinh hod
don dp ngay cho cd dan vi.

c Man Hod don & Thué ¢é gi
@ Day tab: HD dau ra, HP dau vao, Bang ké hod don, Thué GTGT, Thué
TNDN, Nghia vu & han nép, Mau hod don, HPPT Melnvoice, HDDT
Viettellnvoice. Khi méi cdi, [am lan luct budc 2 — 5 dudi day; cdc tab HD dau
ra/ddu vao, bang ké dung héng ngay vé sau.
HD ddu ra loc nhanh: Tat c&, Con nhdp, Thay thé, Piéu chinh; @ Cai dat dé
chon c6t hién.
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El Hoa don trong ky 4 Tién sau chiét khau Thué GTGT i Téng tién hod don
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= 30ngayqua - = Béloc Tim 56 hod don, ma don, ma tra cliu...

Connhap 0 Thaythé © biéu chinh 0

Ké todn —» Hod don & Thué — HD ddau ra

e Xem mau hod don cé sdn
Tab Mau hod don @ liét k& méu dung khi lap phiéu mua hang / hod don dau
vao: hod don GTGT (dién ti va gidly), hod don bdn hang, phiéu xuat kho kiém
van chuyén ndi bd, phiéu xudt kho gti dai ly.
DPay l& danh muc hé théng: chi quan tri SandBox dudc thém, stia, xod; don vi
chi xem. Can méu khdc thi bdo hé trg SandBox.

85 HD daura 88 HD diu vao 88 Bang ké héa don 28 Thué GTGT 88 Thué TNDN 85 Nghia vu & han nép [ Mau héa don [3 HDDT Melnvoic () Hudngdin et

Tim kiém theo ma | tén... L, Xuidt Excel
JT  MA TEN
o 01GTKTO0/001 Haoa don gid tr gia téng (HB dién td)
2 01GTKT3/001 Hoa don gia tri gia tang
3 02GTTT0/001 Hoa don ban hang (HE dién ti)
4 02GTTT3/001 Hda don ban hang
5 03XKNB3/001 Phigu xut kho kiém v&n chuyén hang héa ndi bo
8 04HGDL3/001 Phigu xuét kho glfi ban hang dai ly
7 07KPTQ3/001 Hda don ban hang (danh cho td chiic, cd nhan)

Mdu hod don

© Khai tai khodn hod don dién tir
Tab HPDPT Melnvoice — Tai khodan — Thém mgai: 1) Tén tai khodn, Ma sé thué,

UserName, Password cua tai khodn Melnvoice ma doanh nghiép da ddng ky
v3i nhé cung cép hod don. @ Tich Trang thdi méc dinh cho tdi khodn dung
chinh. @ Luu théng tin.

Dung Viettellnvoice thi vao tab HDDT Viettellnvoice (trén demo chua mé tab
nay).
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Hién

Trang thai hoat dong

Trandg thai mac dinh
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Thém mdi tai khodn Melnvoice

@ cau hinh phat hanh hoa don
Ciing trong tab Melnvoice, m3 @ Céu hinh HDPT — Cau hinh chung:

e @Hién nat phdt hanh hod don & don thu ngén (bdn tai quay) va/hodc don
logistic (don giao hang); hod don phdt hanh xong dé trang thdi Pa thanh
todan hay khong; dung hod don bdn hang.

« 3 Ngudi dudc phép phat hanh hod don: chon ké todn. C6 thé ldy tén nhén
vién bdn hanglén hod dan.

e @ Lodihod don tu déng: Phat hanh tu déng hodc Nhap tu déng (tao nhdp
dé k& todn sodt réi mdi phdat hanh). Bén dudi: tu phdt hanh / tu thay thé cho
don thu ngén, va s6 phut chd trudce khi tu phdt hanh cho don logistic.

« Tab Phuang thitc thanh todn bén canh dé khai cdch ghi thanh todn trén
hod don. Bdi xong bdm & Luu.
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Tai khoan 1 au hinh HBBT Lich sit Ghi ehd HD ty déng 16i - Thu Ngén HD tyf ddng 15i - Logistic

Cé&u hinh héa don o
Cau hinh chung Phudng thic thanh toan
Thiét Iap cach phat hanh, hién thi va tinh toan trén hoa don dién to.

Phat hanh héa don Ty chinh nit phat hanh va quy tie w déng hoa

ién thi nut phat hanh héa ddn @ ddn hang thu ngan
Hién thj nit phat hanh héa ddn @ ddn hang logistic

Hoda don dudc phat hanh sé & trang thai "Da thanh toan’

O 0D00o

Sit dung hoa dan ban hang

Ngudi duge phép phat hanh héa don Q on nhan vién ké toan ~

=

Lay tén nhan vién ban hang Ién héa ddn O
Loai hoa don ty dgng Qél hanh tu dong | Nhap ty Gigng)
Sif dung phat hanh hoa don dién tif ty dong D
Sif dung thay thé héa ddn dién tf tyf dong [

Ty déng phat hanh hoa don dién tif sau s6 phit

HDDT Melnvoice — Cdu hinh HDDT

e Thong tin ngudi mua ghi trén hod don

Kéo xuéng phan Théng tin khach hang khi xuét hoa don:

« (D Tén, dia chi, ma khéch véing lai méc dinh (khdch 1é khéng ldy hod don,
mdc dinh ghi “Bdn cho ngudi tiéu dung”).

e 2 Ghép thém vao tén khdch vang lai: ho tén, sé dién thoai, mé don, san
TMDT, theo thi tu bédm mii tén; chon dau ngdn gitra cdc phan.

o @ Don san TMDT khdch khéng yéu céu hod don: 1y theo théng tin don cla
san hay dung khach mdc dinh.

¢ Cudiphan |& thir tu ldy théng tin ngudi mua: khdch da khai théng tin thué
thi xudt theo théng tin d6; khéng thi I8y trén don/khdch néu da trudng bat
budc (ma s6 thué...); thi€u thi chon xudt bdng khdch mdéc dinh hodc ding
va dua vao danh sdch xur ly tay.
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Cé&u hinh héa don

i Céu hinh chung Phudng thitc thanh toan
Thiét 1ap cach phat hanh, hién thi va tinh toan trén hoa don dién tir

ja chi khdch hang vang lai mac dinh

Ma khach hang mac dinh

Sl dung ma khach hang mac dinh

Ghép thém vao tén khach hang vang lai mac dinh

Heo tén khach hang

Sé dién thoai

Ma ddn hang

o o o @

San TMBT

Dau ngan gilta cac phan

A-B AlB A B AlB A_B AB Ty nhap

Don san TMBT khach khéng yéu cau héa don — nguén théng tin ngusi mua ey theo thdng tin don (cla san) | Ding khach hang mac dinh]

Ban cho ngudi tiéu ding

Pdn thudng khach khéng yéu cau héa ddn — cau hinh riéng nguén théng tin ngudi mua ]

Théng tin khdch hang khi xudt hod don

e Theo ddi nghia vu va han nép thué
Tab Nghia vu & han ndép: D 6 tém tdt khodn phdindp, thué GTGT daura, s&
phadi ndp, khodn qud han. @ Bang theo ting ky (thdng) véi thué déu ra, déu
vdo dugc khau trir, sé phdi nép va Tinh trang. Ky ghi Chua ¢é sé 1a chua cé
hod don phat sinh.

Tab Thué GTGT, Thué TNDN vd Béang ké hod don cho ké todn ddi chiéu khi
[dm t3& khai.
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* Khoan phai nép Thué GTGT dau ra £ So phai nép @ Quéhan
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= Nam nay = Boloc Tim khoan phai ndp, ky... € Caidat
KHOAN PHAI NOP KY THUE GTGT DAU RA DAU VAO PUJC KHAU TRU S0 PHAINGP  TiNH TRANG
TONG CONG - 11 khoan 0a
Thué GTGT Thang 01/2026 0od euacﬂ sd
Thué GTGT Thang 02/2026 0d Chua cd sd
Thué GTGT Thang 03/2026 odg Chuia co sd
Thué GTGT Thang 04/2026 odg Chuia c6 sd
Thué GTGT Thang 05/2026 od Chua c6 sd
Thué GTGT Thang 06/2026 od Chua cé sd
Thué GTGT Thang 07/2026 0d Chua co sd
Thué GTGT Thang 08/2026 0od Chuia c6 sd
Thué GTRT Thana NA/?2N2A ndA Chifa raen

Nghia vu & han nép

Luuy

« Tai khodn hod don dién tir 1d mat khdu that ctia doanh nghiép: chi doanh nghiép
hodc ké todn tu nhdp trén mdy minh, khéng gli mat khdu qua chat, Zalo hay cho
nhdn vién SandBox.

e Hod don dé& phdt hanh la chimg tir thué, khédng xod dudc, chi thay thé hodc diéu
chinh. Ban vi méi nén dé Nhap tu déng vai tudn ddu, ké todn sodt réi maéi phat
hanh.

e Bat phdt hanh tu déng 1& dp cho moi don clia cd don vi: théng nhat véi ké todn
trudng trudc khi bat.

e Haitab “HD tu ddng I6i - Thu ngdn / Logistic” la ndi gom dan phat hanh tu déng bi
16i: k& todn xem mbi ngdy.

e Trén demo chua néi tdi khodn hod don thét nén chua phdt hanh thir; tab
Viettellnvoice, Thué GTGT, Thué TNDN chua mé chi tiét.

SandBox v2 - sandboxvn.vn - Anh chup tir don vi demo ngély 02/11/2026. Dit liéu trong dnh 1&1 dit [iéu minh hog;
s6 dién thoai, dia chiIP dé& che.



