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PHAN THU NHAT: ‘
HUONG DAN CAI PAT PHAN MEM
KE TOAN CONG POAN CO SO

1. Quy trinh cai dat nhu sau:

Bwéc 1: tién hanh cai dat bo gd tiéng Viét Unikey, néu mdy chua cai dat (chay
file unikey 40 rc2 32bit.exe trong thu muc “BoGo Font TiengVlet”), sau d6 chon
bang ma TCVN3 (ABC)

)
...... 17 UniKey 4.0 RC1 3 |

T 9 TR W W T g e

Biéu khién T —
Bang mé: | TCwiNs (ABC) -| v Bang
B e
Kicu gé: v "RE @ Kéttnic
Phim chuyén: @ CTRL + SHFT = () ALT+Z e
4L WM& ring

'@ Huwéng dén

‘ Thing tin ‘ ‘ Mac dinh ‘

Bwéc 2: tién hanh cai dit Font TCVN3 (ABC), néu may chua cai dat (file
Font TCVN3, thu muc “BoGo_Font_TiengVIet”)

Budc 3:

Chay file Setup.exe trong thu muc “PhanMemKeToanCDCS 2013” dé cai dat
chuong trinh vao C:\Program files (khuyén nghi: khong nén chon C:\Program files, ma
nén chuyén sang 6 dia nao do).

Qua trinh cai dat thuong c6 cac thong bao nhu sau:

(Cht ¥ trude khi cai dat can dong tat ca cac chuong trinh dang chay trén may
tinh nhu cac chuong trinh diét virus, word, exel ...) .

= TaichinhTLD2010 Setup

@ Welcome to the TaichinhTLD2010 installation program.
=

Setup cannot install syskem files or update shared files if they are in use.
Before proceeding, we recommend that wou close any applications wou may

be running.
ESém OK ]

Exit Setup ‘




Bam nut dé cai dat

«Butron below,

destination directory,

Direckary:

Click this button ko install TaichinhTLD2010 saftware ko the specified

C:\Program Files| Taichinh TLD20101, iChange Direckory

Exit Setup

Program Group:

aichinhTLDZ2010

Existing Groups:

accessaries
Sdminiskrative Tools

StartuE

W im L S .
Zing Flay Bam Continue

—
Zonkinue Zancel

Version Conflict ﬁ]

& File being copied is alder than the File currenktly on wour swskem. Ik
i= recommended that wou keep wour exiskting File.

Fil2 name: "ZOWIKNDOW S swskem 32 \MSYCRT20. 000!

Description: 'Microsofb@® Z Runtime Librarsy

Bam Yes v&i cac
thong bao dang
nay

Your wversion: '2.1z.0.0'

Do wou wank bo keep this File?




Bam Ignore
Vi cac thong
bao dang nay

TaichinhTLD2010 Setup

"'_., CHWINDOWS system3Z i msyort, dll
L]

The destination file i in-use. Please ensure that all akher ; Ations are closed.

Abort Retry Ignops

TaichinhTLD2010 Setup Viéc cai dat da
thanh cong khi
c6 thong bao
nay

= 1 -

Coppy toan bo thu muc “KetoanCDcos008052013” vao trong thu muc da cai dat
chuong trinh

Budec S:

- Pé dua biéu twong chuong trinh ra man hinh thyc hién nhu sau: bAm chudt phai
tai file Ketoancongdoan.exe => chon “Send to” => chon “Desktop”.

Chii y: Dé chuong trinh hién thi va g& duoc phong chir tiéng Viét co dau, yéu
cau may tinh phai duoc cai dit bo gd tiéng Viét c6 hd trg phong chit ABC theo
TCVN3. Khi nhap ching tir cling nhu khai béo cac thong tin, bat budc phai chon bang
ma TCVN3.

TaichinhTLDZ010 Setup was completed successfully,

Bworc 4:



PHAN THU HAI
HUONG DAN SU DUNG PHAN MEM KE TOAN CPCS
A. CAC THAO TAC BAN PAU:
I. Cac phim chirc nang hay sir dung:

1 . X06andi dung 6 da nhép Dung phim F4

2 . Hién thi cac danh sach tham khao Dung phim F5

3 . Nhap 1 6 c6 noi dung giong ndi dung

cua 0 twong tng chung tu trée. Dung phim F6
4 . Pé coppy mot 6 Dung phim F8
5 . Déan sang 6 khac Dung phim F9

I1. Cac thao tiac khai bio ban dau

1 Khai bdo thong tin chung vé don vi | Vao thyc don "Thong tin hé thong"=>
Muc dich: khai bao thong tin ctia don | chon "Nap stra thong tin chung vé don
vi sit dung phian mém phuc vu in | vi => khai bdo cic thong tin can thiét-
chung tir, s0 ké toan, bao cdo tai | nhdp truc tiép vao cac 0.
chinh.
a. Khai bao tab Théng tin vé don | Ché y Loai don vi: CDCS chon 1 trong
vi 5 loai: HCSNTW, HCSNDP, Doanh
nghi¢ép nha nudc, DN c6 VDT NN,
Doanh nghiép khac; CP cép trén co s&
chon Co quan LDLD quan huyén tuong
duong.
NHAP, SI/A THONG TIN HE THONG Ket thac |
Thong tin wé don vi T Thigt EEp ché do k& todan T Théng tin in 5 =sch, bdo cao
Tih nganh | |+ | Quan huyen T | -]
Tén c&p frén truc tiSp |{Nhép t&n CB c&p trén truc tigp) 4\
Ten don vi [Cong doan cad s§ A (nhap t&n don vi minh) / Néu d.v sir dung phan mém 12
CDCS chon 1 trong 5 loai:
Loai don vi (Doanh nghiép Nha nutic |< HCSN TU; HCSN dia phuong;
Dia chi, Doanh nghiép nha nuéc; DN c6
dién thoai | VDT nudc ngoai; DN khac; Néu
Ho tén Tha | Ho tén ngudi phu | d.v st dung 1a Co quan LDLD
rirang dam vi Erach i fosw quan huyén, Cb TCTy chon Co

Ho t&n nguedi 1ap | Ho t8n nguedi lap p R R
s8 sach, bao céo thu, phigu chi, cT| quan LDLD quan, huyén, tuong

Ho t&n Thi qui | | duong /

Ho t8n ngudi ky thay Thil rudng | T

b. Khai bao tab "Thiét lap ché do ké Khoéng can thay ddi cac lya chon mic
toan" dinh cta chuong trinh (Kiéu nhap ching
tu "Pon gian"-Hinh dudi)

Thong tin vé don vi T Thist Bp ché do ké toan: T Thong tin in s8 sach, bdo céo

Ki€u nh&p chang tr " Pon gian (khong nh&p tai khoan) ¢ Bay da (nh&p tai khoan)

Ché€& ad tr adng nhap &
ngay chding tr

Ty I& trich ndp Kinh phi CB Ién cSp rén (%) Ty I& trich ndp Boan phi CH Ién cSp rén (%6)

Co ¢ Khoéng



c. Tab "Thong tin in sO sach, bao cao'

": Néu nguoi dung muodn thay doi cac dong

dé ky dé dong dau trong "Bdo cdo quyét toan" thi vao tab ndy nhap cic 6 dé

kyl, dé ky 2, dé ky 3

2

Nap danh stra sach cac don vi phong
ban: Muc dich: Khai bao cac don vi
thuong xuyén phat sinh thu, chi hodc
cac CDCS cap dudi tryc tiép quan 1y
tai chinh (néu c6) . Hd tro nhap
chung tir, in s6 ké toan chi tiét theo
don vi.

Chon thuc don "Danh sach tham
khao"=> chon "Nap sua danh sich cac
don vi, phong ban" => bam "Nap méi"
=> Nhap tén BV, Ma DV, dia chi, tén
NH, s6 TKNH, Loai don vi => Bam
"Ghi dia".

2. Nhap tén don vi va

UA DANH SACH CAC DON VL PHONG K

3. Chon Loai BV "Ponvi )

7z A . ‘A "
cédc thong tin lién quan — Ghon knai Khie"
naanh I I » L.
——— — — — = Néu la CDCS cap dudi chon
en n don vi X n = .

T |kt =7 chi 1 trong 5 loai CDCS: HCSN
Tén [(nh&p tén NH noi don vi nay m& | S6 TK [10201000123 Ma s& T'W, HCSN BP, Doanh
NH |TK giao dich) NH > nghiép NN, DN ¢6 VDT
Loai BV [Don vi khac nudc ngoai; DN khac;

Téndon vi MZ DV _[Tai khoan _ |Loai do /

ap e do ong - d 2.9 =
’ DINa
Coéng doan thanhvién A tva 1234567890 |Co sG HCSN TW
Cbng doan thanh vién B tvb Doanh nghiép Nha
nusc
1. BAm nut 4. Bam nut
“Nap méi” “Ghi dia”
||4| ﬂil1“‘3 bl!ﬂll S3p x€p don vi* Theotén donvi ¢ Theoma vi
Lap laidanh sach don vi I In | Huy sima l Nap mdi I Xo3a l Ghidia l Ké&1 thiic l
3 Nap danh sach cac doi tugng quan ly. | Chon thuc don "Danh sach tham

Muc dich: Khai bao cac ca nhan, ddi
tuong thuong xuyén giao dich, céc
khoan tam gilt, cac quy XH, céac
khoan dau tu tai chinh. H3 trg nhap
chtng tir nhanh, in s6 ké toan chi tiét
theo d6i tuong.

khao"=> chon "Nap sura danh sach
cac d6i twong quan ly" => Bam
"Nap mdi" => Chon Loai doi tuong,
nhap tén dbi tuong, chu tit => Bam
"Ghi dia" (Hinh dudi)




| 2. Chon loai d6i

Shitates 3. Nhép tén doi tugng,

— Chon tuong 70 chir tat
don vi .
Tén don vi Loai ddi tuong én doi tuong
~ |[Quy dng hd bao Iut4 qbl
Can bd, nhan vién Nguyé&n Thi H nth
Can bd, nhan vién Nguyé&n Van C nvc
Quy Khen thudng Kkt
} L) Qb
1. Bim "Nap méi" ( Bam "Ghi dia"
dé luu lai
«| | >
AN ]
| 14] «]4/4 » | »i] n | apma- | xoa | S i ¢ | xstthac |

4

Nap stra danh sach céc ngan hang kho
bac.

Muc dich: Khai bao Tai khoan va sb
hiéu tai khoan tién giri tai kho bac hay
NH cua don vi st dung phan mém.
Phuc vu cho nhiap nhanh Ctir NH, In )
chi tiét TGNH theo ting tai khoan tién

9 .

guri.

Chon thuc don "Danh sach tham
khao"=> chon "Nap sua danh sach
ngan hang, kho bac" => Bam "Nap
mdi" => Nhap tén NH (KB), loai
tién, s6 TK ...=> Bam "Ghi dia"

mau UNC

XEM DAN

2. Nhéap tén NH, KB noi m¢ TK,
loai tién, so hiéu TK, chit tat, chon

khi st dung phan mém)
Muyc dich: Nhap sd du dau nim cac
sO ké toan: Quy Tién mat, Tién gui
NH, Du cép dudi, Nguon kinh phi,
quy XH.

Tén ngan hang, kho bac Chir tat MEu

( Kho bac nha nusc KB bmnckb.rpt* -
Nl ho bac nha nuoc TP Ha  [VND 9465-03-007 brunckb. rpt
MNEi
i MH TMCP Céng thudng chi |Khéng ki han WVND 102 01 00000 30 668 |[CT bruncet. rpt
" nhanh Hoan Kigm
\ 74
14| 4 |1/2 AN Sim | HNap mdi | Xoa | | KSt thoc |
5. Nap Sua s6 du dau nim (lan dau tién | Chon thuc don "Ké toan"=> chon "Nap

stra sO du dau nam"=> Chon so can khai
bao so0 du dau ky => Nhap so du va cac
thong tin can thiét => Bam "Ghi dia":




ky trudc trong bdo cdo quy€t toan thu, chi ngan sach cong doan cua don vi.

Can ctr s0 du cudi ky ndm trudce cua cac so ké toan tién mat, TGNH ..., bao cao
quyét toan dé nhap so du dau ky céc s6. SO du nguon kinh phi bang s6 du cudi

1. Bam "Nhap méi" 4. Bam "Ghi dia"

In | Xoa | Nhapmei | s [“Ghigu | Ketthac
2. Chon loai sb can nhan sb
S8 du tién mat \/ e 3.\Nh$1p, céAC"f)Asén%
S& du tién gin mau; Cac 0 tén doi
=5 20stn 3m e b S0 TC | g wong". " Khoin

NH" bam phim F5

Tai khoan NH :

Sé du quy xa haol, tl‘r thién ’ ~_—_ chon
Sé durcta €D co =6 cap dudl S6 dur - P 15_5°hkvv|
S& hiéu z Loai Tai khoan Muc [Tiun
TK Pon vi Béi tuong #én S6 du no VNDB S8 du c6 VND |Ngan hang hoanEng nseo INsce
1111 Déng 3.000.000
Viar
1121 Déng 2.000.000 Kho bac nha [945-90-302
Viar nircdc Hoan
1121 Déng 10.000.000 Ngin hang |1020100000:
Viar cfine
312 Nguyén Thi H |[Déng 500.000
Viar
|01 Déng 15.500.000 26 |oo
Viar

Luu y khi nhdp so du dau ky Cdc so can chi tiét theo Don vi, d6i tuong, s6 du
TGNH thi mdi don vi, d01 tuong, tai khoan TGNH nhép 1 dong (mdi lan nhap-ghi dia 1
dong). S6 khong c6 s6 du khong nhdp. Dam bao tong s6 du ng = Téng s6 du co (Du
TM+Du TGNH+Du TU+Du CBCS cip dudi néu c6=Du ngudn kinh phi + Du tam gii
+ Du quy XH)

I1I- Cac nit Iénh:

i Quan ly Tai chinh Tai san Cong dean Y2010.5
Théng tin hé thing Danhsachtham khao K& toan Vatty thisancd dinh  Quan 1§ cac file dir ligu tai chinh

© B A W & & O

Ketthic NhapCT  Tra clu Insd KT Tai San Wattu THopBC  Msyamm

£ i

Céac Nut lénh




Nut "Két thic":

bong chuong trinh sau khi st dung

2. Nut"Nhap CT": | Nhap tat ca cac loai ching tir ké toan: Thu tién mit, chi
tien mat, thu TGNH kho bac, chi TGNH kho bac.

3. Nut "Tra ctru": Tra citu, tim kiém céc ching tir d nhap

Nt "In s6 KT" In cac s0 ké toan

5. Nut "Tai san" Nhép céc thé tai san co dinh, dung cu 1au bén; Theo dai
qua trinh tung tai san.

6. Nuat"T.Hop BC": | Dung dé nhap, duyét cic bao cdo tai chinh cua cap
dudi; Lap bao cdo thu, chi tai CQ st dung phan mém;
Tong hgp bao cdo gui cap trén.

7. Nut "May tinh": May tinh trong qua trinh nhap ching tir, nhap bao céo.

8. O mau vang Thay d6i nién do ké toan

B-NHAP CHUNG TU PHAT SINH HANG NGAY:
1- Cira s0 man hinh nhip chirng tir: 7
Tat ca céc loai chung tir dugc nhap bang nut 1énh "Nhap CT". Clra s6 man hinh

nhu sau:

Nh3p ching tir In

7. Bdm In
demCT

Xoa I [im den...

2. Nhap ngay
phat sinh

Loai CT |F’hié’u chi

Chon loai nghiép vu

sscr[ 1 |Séheu[pc s | NgyY [182011 | Nedv[1srzz011 | SIT [

Chon nghiép vu

3.

4 loai nghi¢p vu

- T3t ca nghlép vu —
Thu tién mat

ul ngan hang, kho bac
ngan hang, kho bac

Chon 1 trong

Chi \.I)_l x3a hoi, tir thién b&ng ti€n mat

N ‘nh phf I&n c&p trén b&ng tién mat
Ch \u tu tai chinh va cac khoan phai thu héi b&ng tién mat
c \;m trd cac khoan tam gi@ b&ng tién mat

\thu ti€n mat
4.Chon 1 o c&p dudi bang tién mat

Ngudi nhan tién -

Pia chi:

Nbi dung chi :

S6 tién -

Muc chi NSCB :

hu h ap No1
(P ) theo thuc t phét sinh.

Chi ngan sach CD bing tién mat

nghiép vu .
‘ /5 Nhép ndi dung cac 6 \

(Mot s6 6 bAm phim F5 dé

I

chon: Ngudi nhan tién,

’ ndp tién, don vi nhan tién,
tai khoan nhéan tién, muc —

~ \_lyeNSCD ..) )

|:| Tiéu muc|:| Chi tiéu

2. Quy trinh nhap chirng tir: 1. Bim nat "Nhap méi" => 2.Nhap ngay thang
phat sinh => 3. Chon loai nghiép vu phat sinh => 4. Chon nghiép vy=> 5.Nhap cac 6
can thiét => 6. bam nut "Ghi dia" dé luu lai => 7. Bam In dé in phiéu.

3. Chon loai nghiép vu khi nhap chirng tir:



Nguoi st dung phai chon ding 1 trong 4 loai nghiép vu:

- Thu tién mit.

- Chi tién mat.

- Thu tién giri ngan hang, kho bac.

- Chi tién giri ngan hang, kho bac.

4. Chon nghiép vu khi nhiap chirng tur:

Ung v6i moi loai nghiép vu, phai chon 1 nghiép vu pht hop, cu thé:

a. Ung v6i Thu tién mit hodc Thu tién giri ngin hang, kho bac cé cic nghiép
vu:

- Thu ngan sach CB: gom thu kinh phi do chuyén mén chuyén sang, doan phi do
t6 cong doan hodc doan vién déng, thu khic (Muc 22 dén 24 trong quy dinh sb
1445.QD-TLD cua Téng Lién doan vé ndi dung pham vi thu, chi CDCS).

- Nhan kinh phi cap trén cap (khong phan biét cip kinh phi, doan phi hay cap hd
trg, chuong trinh ty ap muc 25 ngﬁm dinh, ).

- Rut tién giri ngan hang, kho bac nhap quy: khong phéan biét ngudn.

- Thu quy XH: phan anh thu ting h¢ béo lut, thién tai...khong quyét toan NSCP

- Thu h01 tam (mg: nhap cac nghiép vu thu lai tién d4 tam ung cho noi dung hoat
dong nao do, so tién ludn bang sé di tam tmg. Sau khi 1ap phiéu thu dé hoan tam ung,
ké toan dong thoi 1ap phiéu Chi tién mat-nghiép vu chi NSCP dé chi ra s tién thyc té
chi.

- Thu héi cho vay, dau tu tai chinh: Phan 4nh cic nghiép vu thu lai tién gbc da
cho vay, dau tai tai chinh (ban c¢6 phan ¢ phiéu CP da mua khi CP hoa DN ...).

- Thu cac khoan phai tra (tam giir): Cap trén chuyén tién khen thudng, tam giir
ctia mot ddi tuong nao do...

- Thu cap dudi ndp 1én: Nghiép vu nay chi phat sinh khi d.vi sir dung phan mém
la Co quan LDLD quén huyén, tuong duong hodc 1a CDCS c¢6 co s¢ thanh vién va cac
CDCS, co so¢ thanh vién nay co6 1ap bao cdo QT thu, chi NSCD.

- Thu gidm chi NSCD: Phan anh khoan thu gidm chi NSCDP do da chi qua, chi
nham (Muc 27-25).

b. Ung v6i Chi tién miit hodc Chi tién giri ngan hang, kho bac cé cic nghiép
vu:

- Chi ngan sach cong doan: day 1a ndi dung phat sinh cha yéu tai CDCS, véi cac
ndi dung chi tir myc chi 27 dén muyc chi 35 trong quy dinh 1445.QD-TLD vé thu, chi
CbCS.

- Nop cép trén: khong phan biét kinh phi, doan phi (chwong trinh ty 4p muc
ngam dinh 37).

- Nop tién mit vao ngan hang, kho bac: khong phan biét ngudn.

- Chi quy XH: Céc nghiép vu ch1 hodc chuyén tién quy XH tir thién da thu cho
cac don vi, ca nhan (khong dua vao quyét toan).

- Chi tam tng: Phan anh khi xuét tién tam ng cho mot ca nhan trong don vi dé
chi mot hoat dong cong doan nao do.

- Cho vay, dau tu tai chinh: Phan anh cac khoan tam ung, cho vay, dau tu tai
chinh... (cac khoan cho vay, dau tu tai chinh phai cé ¥ kién dong y cua CD cap trén
tryc tiép bang van ban).

- Chi hoan tra cac khoan tam giii: Chi khen thudng do cap trén chuyén tién, hoan
tra cac khoan tam giit khac (khong dua vao quyét toan).

- Cép cho cap dudi: Nghiép vu nay chi phat sinh khi d.vi st dung phan mém 1a
Co quan LDLD quan, huyén tuwong duong hodc la CDCS c¢6 co s¢ thanh vién va cac
CDCS, co s thanh vién c6 1ap bao cao quyét toan thu, chi ngin sach cong doan.



- Chi giam thu ngan sach cong doan: P.4 khodn chi gidm thu ngan sich cong
doan do da thu qua kinh phi, doan phi phai hoan tra lai.

- Chuyén tién gitra cac tai khoan tién guri (chi PS chi trong ngan hang, KB): Nhép
cac ching tir chuyén tién giita cac tai khoan tién gui cua d.v: tir tai khoan tai NH sang
KB, KB sang NH, guri khong ky han sang gui c6 ky han...

C- TRA CUU TiM KIEM CHUNG TU"

Pé tra ctru, tim kiém chimg tir: Str dung ntt "Tra ctru" & cta s6 chinh chuong
trinh, hodc dung nat "Tim dén" trong khi nhap chimg tir (tac dung nhu nhau).

Nguoi str dung c6 thé dé rang tra ctru cac ching tir d3 nhap bang cach chon 1 hay
mot s6 6 diéu kién trong cira sb tra ctru ndy. Viéc tra ciru khong gy anh hudong dén sb
li¢u, chirng tir hay cac bao cao da nhép.

D- IN SO KE TOAN.

Dé in s6 ké toan sir dung nut 1énh "In s6 KT". Cira s6 dat 1énh in nhu hinh duéi:

4. Bam nut in dé
in ra man hinh

= S dia e Chon thaigian
N / N ~2
Chonsd |Sd tién gi ddng Viét Nam 7| Thang, G i l"’d AT

" Toychon TU | | 2en | /
(C6 thé gbchirtatt1,... 112, g1, ... g4, 6d, 8¢, cn réi
Enter @& chen cac mang cac quy G thang, ca nam,

Chon. sap x&p theo ddi tuong. phond 2. Chon

I thoi gian in

S6 guy tien m3tdong Viet Nam

y4ng hop ti€n gui ngan hang
thu chi ngan sach cong doin cd sd
& chi ti€t thu chi theo muc luc NSCB
5 t6ng hop chi hoat dang NSCB [~ D6 b
S tam (ng. cho vay. d4u tu tai chinh

5 t8ng hop tam (ng. cho vay. dau tu tai chinh
S theo ddi cac khoan phai tra (tam gil)

38 t6ng hop cac khoan phai tra (tam gil)

S8 theo ddi ngudn kinh phi

S8 theo ddi cap phat, thu nép clia CP co sd
S8 thu chi quj x& hdi - tirthién

S8 theo déi tai san co guan

88 theo déi dung cu l5u bén

1.Chon
loai so
cin in

[~ Incac asl frén cing mét frang

3. Chon céc diéu kién
khdc tiy ting loai s6

Chon TK ngan hang | Ngan hang Céng thuong Hoan Ki

6. Néu muon ghi ra file,
bam nt hinh 14 thu.

5. Bam vao nit hinh
$ Sot| mAy indé€ inra mdy in

1| _1| 10f1+ _; M= |&] [100x ~| TotaiS8  100% 58 of 58

\ / j
Xem trang trudc. trang sau

Céc s0 bt budc in: Dicu kién in
1. S6 quy tién mit dong Viét Nam: In theo thang.

2. S6 tién giri dong Viét Nam (néu c6): | In theo thang, chi tiét cho timg TK tién giri

3. SO thu, chi ngén sach cong doan co ’
50 CDCS In theo ky quyét toan.

4. SO tam ung, cho vay, dau tu tai
chinh (néu c0) In theo ky quyét toan, chi ti€t tirng doi tuong.
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5. SO theo ddi phai tra, tam giit (néu
co) In theo ky quyét toan, chi ti€t tirng doi tuong.

6. Cac so khac khong bat budc: \ A A .1 N
In tuy theo yéu cau quan ly cia don vi, va

Cong doan cép trén truc tiép.

E-LAP BAO CAO GUI CAP TREN.

I- Cach 1ap bao cao cia Cong doan co s6:

Cong doan co sd can 1ap cac bao cdo sau giri cong doan cap trén:

+ B07-Bao c4o quyét toan thu chi ngan sach cong doan.

+ B14 -Bao céo du toan thu, chi ngin sach cong doan.

Pé 1ap cac bao cdo sir dung nut 1énh: "T.Hop BC".

1. Lap bio cio B07- Bao cio quyét toan thu chi ngin sach cong doan:

Thao tac: Tai ctra sO chinh chuong trinh chon nat "T.Hop BC" => biam nit
"Nhap méi" => Chon tén BC B07-B4o cio..., ky bao cao => bam nut "Dir liéu KT" =>
bam nut "Ghi dia" (Hinh dudi).

&
8 Ketoan cong doan co so V2011.11 S.d nat T.Hop BC 1. BAm nat
Thong tin hé théng  Danh séch thamkhdo  Kétodn  Taisdn co Ty cac fle au Tigu tai chinh "Nhap méi"

Kétthic NhapCT Tractu InsBKT  TaiSan THdeC Mép tinh

5. Bam nut
"In" @€ inra
. -

In | Xoa I Huy nh{ipl St I thwmthug\ ]

3. BAm nut
"Dit liéu KT"

[loaiBC+Téndonvi | BC IBO?—Béo cao quyét toan thu - chi ngan sach cong doé\n\
(] Tén ) l
dm_w, 7"‘ Nhap
Loai BV Khéi e Lo . 5
—— } o [~] 4. Bam nut th _’Bf
wen TT nganh dia" dé luu lai fuey
Thuyét minh | “ Nnanxét [\ __ j _ =
| s6igucoban| Panthu | Pnanchi | ((': ;”;’) m:g :2 gx Lﬁo’f?;’rf) c?,?:.
Chitiéu NSCD Muc |T.muc S6 du toan S8 quyé&t toan S8 luy k€ Ghi cha
[(Wis610d0ng | 05

S6 doan vién 11 00

S6 can bo chuyén trach CD 17 | 00

Téng quy tién luwong 13 | 00

L Phin thu I -

1. Thu kinh ph1 CD 22 | 00

6. Bam nut hinh mav in dé inra

-

Bao cao quyet toan thu - chi NSCD | — ” =) lli&

< | < | 1 of 1+ > | = | &|&] [53% ~] Total18 1003%

mAu Bo7-mLD
Ccong doan c3p wen - MOV -
Coang doan - Cong doan co s A =
Loaininh don v Doanh ngh Bp NNa Nuoc
) BAO CAO
QUYE T TOAN THU, CHI NGAN SACH CONGC DOAN
Mam 2011

2. Lap bao cao B14-B4o cao du toan thu, chi ngin sach cong doan:
Thao tac: Tai ctra sO chinh chuong trinh chon nut "T.Hop BC" => bam nut
"Nhap mai1" => Chon tén BC B14-B4o cao..., ky bdo cao => bam nut "Dt ligu KT" =>
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nhap truc tiép cac s6 liéu udce thue hién, dyu toan vao cac cot tuong ung=> bam nut "Ghi
dia" (hinh dudi).

& Ke toan cong doan co so V201111
Théng tin hé thing  Danh séch tham khdo  Kétodn Taisdn o dinh  Qudn b céc fle dir Béu 13 chinh

© e d WU

L 2 2011
Kétthic MNh3pCT Traciu InsbKT  TaiSdn Tﬂql'pBC uwum y

I - | v | | wornd] s | oo | o [T 30
[ogi BC + Tén don wi ilac[ -] Ky =

5. BAdm
"Ghi dia”

6. BAm "In" dé
in ra man hinh

3. BAm nit "Dit liéu KT"

Nhap bao cao mél

[Loai BC + Tén don vi -] B14-Bao cad du toan thu - chi ngan sach comsgoan S
| qen ; [Cono dodncosa A y
Loai BV [Doanh nghiép Nha nudc [+] wnai | v [=
T?n cSp I Thh Oué_n E
Fén TT nganh huyén
Thuy&t minh | ] “  Nh&n xét l ] :
bt S&lidu o ban | Phsn thu | Phsn chi | ((.: g“: mzz f‘g gx m’i’:‘f) 10
Chitiéu NSCD | mMuc |[Tmuc] S¢ ‘r‘:gfn";‘-’u%z“‘?" Du toan nam nay Ghi cha

S& 120 dong 05 | oo 100 110

S6 doan vien 11 | oo 50 50

S6 can b6 chuyén trach CD 17 00 N\

Téng quy tién luong 13 | oo 1ooo_ooo_ooMoo_ooo_o\\f

I Phin thu 1 = \ " 4. Nhap

1. Thu kinh phi CD 22 | oo 40.000.000 45.000.000) truc tié

2 Thu doan phf CD 23 | 0o 15.000.000 20.000.000 : p.

3. Cac khoan thu khic 24 | oo 2.000.000 2000.000| cac chitiéu

Cong thu NSCD I A 57.000.000 70.000.000

4. Kinh phif cp trén cap 25 | oo

5. UGc 36 du ddu k§ 26 | 0o 1.000.000 5.000.000

Téng cong @ I B 55.000.000 75.000.000

IL Phin chi o =

e it ot ,,,,,,I 7 RAm hinh mav in d8 in ra L
& Bno cao dutﬂln thu chi N‘SCD = = ===

< | < | 10f 1+ > | »i | -| ' Total15 100

Cang dodn el Fen - Lt maE -
oy W Sy dodn oo sl & =
Loa i dory Wi Eamrry i e P g
BAD CAO
Doyl TOAMN THU, CHI NGAN SACH CONG DOAN

P Z0 A1

IL. Céch lap bdo cdo ciia CPCS c6 co s& thanh vién va Cong doan cp trén
co SO

Quy trinh tong hop nhu sau:

Lap ra bao cdo thu chi tai co quan sir dung phan mém va nhap cac bao co cua
CDCS cap du6i ¢ ché do "Nhap BC cua cap dudi" => Bam nit "Chuyén ché do" dé
chuyén sang ché do Tong hop BC g cap trén" => Lap ra S6 tong hop quyét toan va
bao cao Tong hop quyét toan guri cap trén.

1. Lap ra bao cdo thu, chi ngin sich cong doan tai co quan sir dung phan
meém:

a. Lap B07-bdo cao thu, chi ngin sach cong doan tai co quan CDCS c6 co sd
thanh vién: Thao tac nhu 1ap BO7-Béo cdo quyét toan thu, chi ngan sach cong doan tai
khoan 1 muyc I phan E trén.

12



b. Lap bao céo thu, chi ngan sach cong doan tai co quan LDLD quan, huyén
tuong duong (mau BO8) khi don vi st dung phan mém 1a Co quan LPLD quén huyén,
cong doan tong cong ty, CP giao dyc huyén...:

Thao tac: Tai ctra s6 chinh chuong trinh chon nat "T.Hop BC" => bam nat
"Nhéap méi" => Chon tén BC: B08-Béo céo tong hop quyét toan thu chi ngan sach cong
doan, ky bao cao => bam nut "Dit liéu KT" => bam nut "Ghi dia" (cac hinh dudi).

1 . B4m nat “Nhap méi” 2. Chon BC B08-B.c tong hov....

2| Nhapmii| i | | Kétthic |
\
[Logi EC + Tén don vi i‘a@‘ \g‘
| |

dan vi

3 . Bim niit “Dit ligu KT” 4. Bam nat “Ghi dia” ’
Nhap bdo cao ma heuKT | In | Xoa | Huj nhap| | ghidia |

[Loai BC + T&n don vi BC |BDE-Bao cao t8ng hdp quyét toén thu - chi ngén =&€0 cang doan |E| Ky |Cé n3m |L|
Tér = 2 - - = i
o |L|=r| do&n lao dang huyén X
Loai £ |'3ci guan LELE quan, huyén, tdgng dudng El Khi | IE‘
TENEEAD [ Zrm | &Bndckn | an A5 na Wiy | TR0 Quan
¥en TT |Tor|; Lign doin Lao dang VN |r‘gésrh| huyén | E
Thuyst mirh| | NS xst | | ) |

(¢ XSp theotén BV LEtrén, I8 [

o
----- " X&p theo ma BV dui (mm)

Chitigu NSCB Muc | T.muc D todn nam nay Téng hﬁ_qgrqgl’i_:t 3k cbsrﬁgq;;fr:( E:D;:ci Sg ;:"f;tiir_j
Tong cong ) I B
IS 1 Phin chi | o | -
Ludng, phu cap v cic kheodn déng 27 00
Phu ¢dp cdn bd khéng chuyén wich 25 i)
Quin It hinh chinh 29 | 00 2.000.000 2.000

Chu y khi 1ap bao cao thu, chi (B08) tai co quan sur dung phan mém:

+ Kiém tra sd du dau ky khop voi cubi ky trudc.

+ Pbi chiéu so thu cua cap dudi (muc 44)

+ Pbi chiéu so cap trén cap.

+ Pbi chiéu s cap cho cap dudi (muc 43).

Khi chinh stra chiing tir da nhép, cac ndi dung sura s€ khong tu dong cap vao bao
c4o thu, chi (B08) cta co quan. Can bam sira va trich "Dit liéu KT" trd lai dé cap nhat.

2. Nhip cic bao cdo ciia cong doan cap duéi (CPCS thanh vién hoic CDCS
cap duéi)

O ché @6 "nhap BC cia cap dudi" (mau tim), nhdp béo céo cia timg don vi cap
dudi (hinh dudi):

13



Ché d6 nhap BC cuia cdp 1. Bam Nhap méi

2. Chon loai BC B07, ky BC

DirleukT| In | Xoa | Nhapméi| Sim | G&irﬁa | K&t tha

Loai BC + Tén don vi .| BC IBO?-Bao c4o quyét toan thu - chi ngan sach cq \‘i doan

B07- Cong doa ysGA B = s
L i | T ng dodncosd A I \

don

8V [Doanh nghiép Nha nuc s } |
3. Bam phim F5 S B 5. Ghi dia Gutn | B
chon don vican (|renTT n{ dé luu lai huyén o
nh@p Thuyét mlnhl = ;
/Aj S6lieu coban | Phan thu | Pngn cni | ((f gg m:z ::: gx ﬁ?&’rﬁ o
Chitiéu NSCD Muc |T.muc S8 du toan S8 quyét toan S6 luf k& Ghi cha
Téng quy tidn luong 12 | 00 2.000.000.000 —
I Phin thu s 4. Nhap s0 liéu chi
1. Thu kinh ph{ CD 22 | 00 40650000 tiét ctia bao cdo (S6
2 Thu dm pRICD 23 | 00 15.000.000 duyét cho don vi)
N—

Luwu y khi nhap bdo céo quyét toan cia cong doan cap dudi:

- Phai nhap diy du bao céo cia tat ca cac don vi coéng doan cap dudi truc tiép
quan 1y (ké cac cac don vi khong co bao cdo quyét toan).

- Phai kiém tra ngay khi nhap cac chi tiéu:

+ 86 nhap vao chuong trinh la s6 duyét cho cap dudi.

+ 86 du dau ky: Khop dung voi sO du cubi ky trudc.

+ S6 ndp cap trén truc tiép va sb cip trén cap khép véi sb tir phan ké toan tu
dong chuyén sang.

+ Tinh can d6i cua sb liéu bao cdo: Cong thu, cong chi, du cu01 ky.

- Bao cao ctia don vi chua c6 bao cdo quyét toan (co sb du, s6 ndp, sb cap...) can
bam chon R dé xac dinh d.v chua c6 BC quyét toan

3. Tong hop BC giri cap trén:

Sau khi 1ap Béo cdo thu, chi ctia co quan cap trén va nhdp cac bao cao cua
CDCS, co so thanh vién xong, bam nit "Chuyén ché do" sang ché do "Tong hop BC

gui cap trén" (mau vang) de 1ap bao cao va so ;onﬂ—bma-mmet—taan—mn_cA ap trén nhu sau:
= — Bam nat Chuyén ché d6 -
| In | Aod | Hh-apmm| Sua | aTTe . yen
ché do

Tén
Ton vi : |
lnsi g [Caananl FILF audn hindn hidna diidna =1 ik | =1

BC |BDB-Ba"D cao tdng hap guyét todn thu - chi noén sach cono doan |E| Kir |Cé nam |_|
Li&n doan lao ddng huyén X | | bao cdo
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4. Bam T.hgp BC dé téng hop 1. Bam Nhap méi

2. Chon loai sd,
BC cin tong
hop,

Téng hop BC girl cip trén [.hop BC | In | Xoa | Nhap méil Sia | Ghid 56(:h0c|
BC |Bz5-Bao c4o t8ng hap QT thu - chi NSCP cd s thanh vién Iz,.qf[c& nam . .
’)'A £ £ A o -
| 3l B25-Bio cdo tong hop QT ¢ ;;,: . SR EEnI BN I l
Loai BV [Doanh nghiép Nha nuéc <] wa | el
Tén cép 2 Thh Quén [ o
ren TT [LBLD huyén A |ngénh A . &_EI G
Thuyét minh “ Nhan xét §FH Cgfén ky - I
= cT
4 = = : e
| S6 liéu co banl Phén thu | Ph&n chi | ] cht
Chitiéu NSCD Muc | T.muc S8 du toan 56 quyét toan S8 luf ké Ghi cha
Cong thu NSCD 1 A 110.000.000
4 Kinh nh{ cdn trén cin 25 00

a. CPCS c¢6 co s¢ thanh vién: Can 1ap B25-Béo cao tong hop quyét toan thu-chi
NSCP co s6 thanh vién, S84-S6 tong hop quyét toan thu, chi ngan sach cong doan giri
cap trén (thao tac nhu hinh trén).

b. Co quan LDLP quén, huyén, twong dwong, CP TCTy: Can lap B08- Bao
c4o tong hop quyét toan thu, chi ngan sach cong doan va S84-S6 tong hop quyét toan
thu, chi ngén sach cong doan giri cdp trén (thao tic nhu hinh trén).

Chii y: Khi phat hién sai sét quay tré lai sira bao céo cua cap dudi, Bio céo tong
hop khong ty dong cap nhat so lidu sira. Can bam nut "sira" va bam "T.hop BC" lai dé
cap nhat s6 liéu.

III- Giri bao cao qua email:

Nguoi str dung mudn giri bao cédo cho Cong doan cip trén qua email, thao tac
nhu sau: Chon Béo cdo can gui trong phan T.Hop BC => bam nit “Gui file BC” =>
may thong bao “Pa chuyén xong ... can coppy file ndy giri cip trén”. Nguoi st dung
gan kém file theo thong bao niy vao email giri Cong doan cap trén (Hinh dudi):

ONSSHSERERAIN - | n 3o | s sin | e W4T 3D o
ch& do

Loai BC + Tén ddn vi «|BC |BOB-Béo cao téng hop guyst toan thu - chi ngan sach cang doan |E| Ky |Cé n2m |_|

gl PUS- €2 el 1xx dow Ten [Lién doan lao déng huyén X | | "5" e

Loai Df |Cc| guan LELE quan, huyén, tuong duong E Khiéi | El

;Z: %ﬁp |T5ng Lign doin Lao dang VN |rT;1é£—|l‘h | - . SR Tila

: 2. Bam nut L BG

A Thuyst minh | | Mh&n x&t :
BC can giri _ S i gile BC BC BV

gu 56 ligu od ban | Fhdn thu | Fhdn chi rﬂmmgﬁr‘ gu1 g chiza QT

Ba& chuyén xong bd&o cdo dang xem vao file cd t&n &
LiendoanlaocdonghuyvenxX-B03--2011 mab281 22011
d thu muc DOvKetoanCDocoso201 1B Cau
CE&n copy file nay gdi c&p tran!

3. binh kém
file nay vao
email guri cap
trén

F- NHAP TAI SAN CO PINH, DUNG CU LAU BEN (néu cé):

bé nhap tai san, theo doi qué trinh ting tai san c¢d dinh, dung cu lau bén sir dung
nuat 1énh "Tai San". Can cir dé nhap 1a s6 liéu kiém ké thuc té hodc so tai san ky trude.

1. Nhap tai san ddu ky va ting trong ky: Mdi tai san nhap vao 1 thé tai san.
Céch nhép thé tai san nhu hinh dudi:
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da
nhéap

1. Bam nit Nhap méi

2. Nhap don vi

ol e Sk -] By [LDLD qui Hola K M Bam phim F5 dé
sudung thanhly * loai T§ - —— chon ma loai TS phu
Loa T My ik débia w
Danvi v|[" Phong vl ul | hop
| TnTS My tah débia S~
[ mee TaolT8 | o0y | ;
gt | SO [gpin gy |0 10 M 4. Nhap
Tén Tai san §6 hiu Tai san e g L - ham
i iéu Tai . ~ nhap tai
101} 000 nhap
Muyw\cﬁbun g | s e sn,
S5 luong Hao mon du s6 1.200.000] Hao mon luf ké 72000000 | qui’l
- cach,
TS da nhap G]G tr!l 4.800.000‘0}” / Nam
con lai cach SX
Phu kién Bao hanh N én,l
Na S, Ném s [000 i dua vao
ndm SX dung giam L) giam su
dung.

 Chi it nguyn gid, hoomon " Sla chdo, baohanh  * Chuyén gioo 1§

D4t 1€ (mm)

\

Sd Ny CT |Michng 8L I:SL S; Bn gid qu}Dm gind .Taqg gaT Nauyen gia Tanghgo Giam SQHenhao Giétricbq
hidu tng|giam| mdi tang| qid nquyn gid| nquyen gia mdi|  mon| hao| mon luf ké fai
) 01012009 Nhipﬁi:j{diukj ﬁl 1/12.000.000 12.000.000 12.000.000 12.000.000 7,20%000 7.200.000 4.500.000

‘ 5. Nhap ngay thang tang, ndi dung, SL tang, don gia ting, s6 da hao mon dén

T

thoi diém nhap TS

Luu ¥ chon mi loai tai san: TSCP chon ma loai tir 1 dén 6 (trong d6 loai 6 13 dat,
TS v6 hinh), Dung cu lau bén chon ma loai 7.

2. Tinh hao mon TSCP: Vio thuc don Tai san ¢ dinh => chon "Tinh hao mon
tai san c6 dinh => Bam nit "Nhap méi" => Bam nat "Ghi dia" => Bam In néu can .
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3. Nhap Tai san gidm trong nam:

2.Bam nut "Stra". j

nThe TS | InDanhmucTS | Xod | Whipmdi | HuysisT Ghidia| Két thic

& T dang ~ TS da SH, ten, IJ Banyi [LDLD quia Hoia Kién | Phong |
stidung thanhly =~ loai TS

Loai TS [Méy tink dé bin Mé loai (4040102
ol [ e[ T ]

Tén TS |.\u, tinh dé bin

4.Bam nut

|

Nguyén
@ - BT
QIO I—] D Tﬂ?m ‘ Tra cuTS S6h|eu |4040102_0001 |36 | | |I\.ﬂc 20 "Ghl dla”.
Tén Ta S hiéu To L Mg hnh
n Tai san i&u Tai san N
L . : Namnhgptsisin | 2012 | Nouyen o
) |May finh &8 ban 4 4040102-0001 mongpisin | 2012 | Nowyenga | |
May Géu hog”” hong khong khi | 40402-0001 Hao mon a&u's6 7.200.000] Hao mon luf k€ :I
’ Gia i | Quy |
. cén lai céch
1. Chon TS ghi giam Phu ki | | onann | ]
Nai SX, Nam sif |2009 | Gia tri 12.000.000.
nim SX dung giam giam
4| 12 b [M| | @ cnitétnguyen gi6, haomén (" Sia chio, bdo hanh ¢ Chuyén giaoTs | DatIE (mm)
S8 : SL| SL| SL Bangia| Bon| Bongia Tang Giam|Nguyén gia| Tanghao| Gidmhao| S&tiénhao| Gia tri
-~ | Ngay CT |Néidung i 3 A e i e < < g
hiéu tang| giam | méi fang gia mdi| nguyén gia| nquyen gia méi mon mon| mon luf k&  con lai
01/01/2009 | Nhip tii sin diu ky 1 1| 12.000.000 12.000.000| 12.000.000 12.000.000( 7.200.000 7.200.000| 4.500.000
31/122012 |Tinh hao mon TS 1 12.000.000 12.000.000| 2.400.000 9.600.000|2.400.000
nim 2012
) 02/03{2013 Thanh J tii sin 1 12.000.000 12.000.000 9.600.000
A

‘/&?\Ihap ngay giam, noi dung giam, SL giam

4. In s6 tai san: Nguoi st dung in so tai san bang nat "In sé KT".

Ghi cha: Tuy kha nang ngudi sir dung chuong trinh, yéu cau quan 1y tai san cia
CD cap trén ma co thé sir dung hodc khong su dung phan theo doi tai san nay.

G- QUAN LY CAC THU MUC VA FILE CUA CHUONG TRINH, SAO
LUU, KHOI PHUC DU LIEU, CHUYEN DU LIEU QUA EMAIL.

I- Quén ly cac thu muc va File cia chwong trinh:

Thu muc chtra chuong trinh: Khi sit dung Windows Explore, toan by chuong
trinh ndm trong thu muc D:\KetoanCDcoso02011. Trong d6 chura cac thu myc con: Data,
Luudulieu, Report va file chay chuong trinh "Ketoancongdoan.exe" (hinh du6i).

@ Back ~ \_) y //57 Search ‘[i:“ Folders l._—‘_15 j x n v

Address ‘llfj D:\KetoanCDcos02011
Folders x Name - Size | Type
© <e Local Disk (D:) A || &2 Data File Folder
() Desktop () Luudulieu File Folder
) Kaspersky Anti-Virus for Winc [C) Report File Folder
- G [ 5.056KB  Appiication
() Data
@ ) Luudulieu
i) Report

1. Thu muc "Data": chira toan bd dir liéu da nhap, bao gdm cac file:

- File HT20xx.MDB: chtra cac thong tin da nhap: Thu truéng don vi, ké toan,
Danh sach don vi phong ban, Danh sach ddi tuong, Danh sach ngan hang kho bac ...;
Moi nim chuong trinh tao ra 1 file riéng.

- File TCCD20xx.MDB: chtra cac chung tir da nhdp (Thu TM, chi TM, Thu
TGNH kho bac, Chi TGNH, kho bac); Mdi nim chwong trinh tao ra 1 file riéng.
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- File VTTS.MDB: Chtra céc thé tai san, dung cu lau bén da nhdp trong nut Tai
san; File nay dung chung cho tit ca cac nam.

- Cac file sysmem va sysmem2 nh¢ vi tri dir li€u cua chwong trinh (khi chay
chuong trinh, dudng dan vi tri dir liéu hién thi phia dudi man hinh). Cac file nay co thé
x6a khi can copy chuong trinh sang vi tri khac hoidc may khac dé st dung.

- Céc file HTgoc.MDB, HTTKgoc.MDB, TCCDgoc.MDB, VTTSgoc.MDB la
cac file gdc ban dau cua chuong trinh bat budc phai c6 dé chuwong trinh tao ra cac file
dir liéu twong tng cua ting tirng nam.

2. The muc "Luudulieu":

- Pay l1a thu muc do chuong trinh ty dong tao ra khi chay chuong trinh dé luu dir
liéu dy phong (luu céc file HT20xx.MDB, TCCD20xx.MBD, VTTS.MDB ttr trong thu
muc Data thém ra dé dy phong).

- Truong hop céc file dit li¢u tuong ung trong thu muc Data bi hong, bi x6a, bi
virus, chuong trinh c6 thé khoi phuc lai duoc dit liéu 13y tir trong thu muyc nay.

3. Thu muc "Report':

- Thu myc "Report": 12 noi chta tit ca cac mau ciia chuong trinh dung dé in nhu:
Mau phiéu thu, mau phiéu chi, chimg tir ngan hang, cic miu s6 ké toan, bao céo tai
chinh ...

- Truomg hop céc file mau nay bi hong, bi xo6a, bi virus, thi mau bi hong d6 s&
khong in ra dugc.

4. File chay chuong trinh "Ketoancongdoan.exe"

- File Ketoancongdoan.exe 1a file chay chuong trinh. Bam dup tryc tiép vao file
nay chuong trinh s€ chay.

- Pé dua biéu tuong chay chuong trinh ra man hinh chinh ciia Windows: bdm
chuot phai tai file Ketoancongdoan.exe => chon sent to => chon Desktop.

II- Cach sao lwu dir liéu, khoi phuc dir liéu:

1. Sao lwu dir li¢u:

- Ngoai dir liéu dugc chuong trinh ghi vao trong thu myc Data va ty dong luu
thém vao thu muyc "Luudulieu", ngudi st dung can Sao luu dit liéu backup dé luu thém
ra mot vi tri khac trong may dé du phong, dam bao an toan cho dir ligu.

- Thao tac sao luu nhu sau: Vao thuc don "Quan ly céc file dir li¢u tai chinh" =>
chon "Sao luu dir liéu Backup" => bdm "Tiép tuc" khi may héi quyén quan tri => Chon
6 dia hodc D hodc E => Bam chudt phai tai 6 D hoidc E chon New -> chon Folder dé tao
thu myc => Stra tén thu muc méi thanh Luuketoancongdoan va bAm dup thu muc nay
dé mo ra => Bam nit "Save" dé luu.

2. Khdi phuc dir liéu khi dir liéu da nhap bi mat:

- Cac dir liéu d3 nhap vao chuong trinh c6 thé bi mat khi mot hodc mét s file
trong thu muc Data bi virus, bi x6a, bi hong.

+ File HT20xx.MDB bi hong s& mat thong tin hé théng, cac danh sach don vi
phong ban, danh sach dbi tuong, ...

+ File TCCD20xx.MDB hong s& mat cac ching tir, cac bao cdo da nhap.

+ File VTTS.MDB hong s& mit cac thé tai san da nhap (néu co).

- Pé khoi phuc dir liéu bi mat c6 thé thao tac theo cic cach sau:

+ Cach 1: Khoéi phuc dit liéu trong thu muc Backup: Khi da thuc hién viéc "Sao
Iru dir liéu backup" (trén) thi c6 thé khoéi phyc khi di liéu bi mat nhu sau:

Vao thyc don "Quan ly cac file dir liéu tai chinh" => Chon "Khéi phuc dir li¢u
trong thu muc backup" => bam "Tiép tuc" khi may hoi quyén quan tri =>Bam "C6" khi
méy thong bao "da tim thay file dir liéu backup..."

18



+ Céch 2: Chon Khoéi phuc file TCCD20xx.MDB hoac Khoi phuc file
VTTS.MDB hoic Khéi phu file HT20xx.MDB tity vao dit liéu trong file nao bi mat.

Vi dy: File TCCD2011 bi hong gdy mat cac chimg tir va cic bao cdo nam 2011
da nhap, thao tac khéi phuc nhu sau:

Vao thu muc "Quan 1y céac file du li¢u tai chinh" => Chon "Khoi phuc file
TCCD20xx.MDB" => Bam "Tiép tuc" khi c6 thong bao kiém tra quyén quan trj =>
Chon file d4u tién trong danh sach cac file => Bam nat "Khoi phuc".

III. Chuyén dir liéu qua email:

Pé giri dir liéu qua email, ngudi sitr dung chuong trinh can thuc hién viéc nén
toan bd thu muc chira chwong trinh thanh 1 file nén (yéu cau mdy tinh phai c6 phan
mém nén winRAR hoic winzip).

Thao tac: Su dung Windowns Explore => Bam chuot phai tai thu muc chuong
trinh (D:\KetoanCDcos02011) => chon Add to “KetoanCDcos02011.rar” hoac
“KetoanCDcos02011.zip”. Khi d6 mdy tinh tao 1 file nén c6 tén 1la
KetoanCDcoso02011.rar hodc KetoanCDcoso2011.zip. Nguoi su dung gui email cho
ngudi nhan (cp trén) va dinh kém file nén nay.

CONG POAN GIAO DUC TIiNH BEN TRE
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