Phan hé K& toan - Dot 2 - Ban 13/20 - Danh cho: KE TOAN THUE

Lich sithod don dién ti: nhap, thay thé, diéu
chinh va ghi chi mau

Moi hod don dién tlr dd tao qua SandBox ndm & tab Lich sif clia nhd cung cép hod
don. B&n ndy chi cdch tra hod don, loc hod don nhdp, thay thé, diéu chinh, va cdch
soan sdn ly do diéu chinh dé khéng phdi gé lai.

Pudng di: Kétodn — Hod don & Thué - HDDT Melnvoice — Lichsi - Ghichu

B6 10 bdn dgt 1 (ngay 07/11/2026, thu muc huong-dan-ban-hang/2026-11-07-ke-toan-*) dd co:
hod don déu ra, dau vao, bang ké (bdn 8). B&n ndy ndi lich s phdt hanh & tab nhé cung cép
hod don.

B6 20 hudng ddn Ké todan dgdt 2 trén SandBox v2 (bd sung cho b 10 ban dé cé)

1. Lap phiéu thu tay - 2. Nhap phiéu thu, chi tir Excel - 3. Doc phiéu tu sinh va bt todn -
4. Thao tdc trén moét phiéu - 5. Bd loc, cot, thdi gian, xudt Excel - 6. S6 du céng ng déu
ky - 7. D6i chiéu céng na vaéi khdch - 8. Bang tudi ng: doi ng ai trudc - 9. Nhiéu két tién
mat - 10. Vi dién t& nhan tién - 11. D8i tdc trd gop - 12. HDDT tu déng bi 16i - 13. Lich sir
HPPT va ghi chlii mau - 14. HPDT hang loat tir man Déi sodt - 15. Badn d6 43 man Ké
todn - 16. Viéc cudi thdng - 17. Bo file gli ké todn thué - 18. Sodt phiéu lap tay - 19. Tién
hodn ddi trd trong sé chi - 20. Quyén xudt Excel, xem bdo cdo

a Tab Lich st
B&n 6 téng ctia ky: Hod don trong ky - Tién sau chiét khdu - Thué GTGT -
Tong tién hod don. Nat loc nhanh:
« Con nhdp: dé tao nhdp, chua phdt hanh. Cudi ngdy sodt dé phdat hanh hodc
bé.
o Thay thé: hod don thay cho hod don sai trudc dd.
« Diéu chinh: hod don diéu chinh téng, gidm.

O tim nhén s& hod don, mé don, mé tra ctu. Xudt Excel Idy danh sdch cho
ky dang xem. Bon vi demo chua phdt hanh hod don nao trong 30 ngay.
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e Ghi chit mau cho thay thé, diéu chinh

Tab Ghi chi luu sén ly do / tén van ban thod thudin hay diing khi thay thé, diéu
chinh hod don. Badm + Thém mdi :

o Loai ghi chii: VD Ly do diéu chinh thay thé.

« N&i dung: VD “Sai tén ngudi mua theo dé nghi ctia khdch ngay ...”.

o Tich Trang thdi mdc dinh dé ghi chi tu dién sén.

BaAm Luu théng tin .
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Luuy

e Hod don d& phdt hanh thi khéng stia: phdi lap hod don thay thé hodc diéu chinh
theo quy dinh, kém vdn bdn thod thudn véi ngudi mua.
« Don vidung Viettellnvoice thi lam tuong tu & tab HDDT Viettellnvoice.

SandBox v2 - sandboxvn.vn - Anh chup tir don vi demo dém 07/11/2026. Dit liéu trong dnh 1&1 dit [iéu minh hoa.



