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1.Téng quan

Mé-dun Cong no phai tra (Accounts Payable - AP) duorc thiét k& dé quan Iy cac khoan no véi nha cung cap,
bao gdbm nhép liéu héa don, x{ ly thanh toan va tinh thué khau trir. Hé théng dugc tich hop véi cdc md-dun
tai chinh khac nhu S6 céi téng hop (GL) va Pon mua hang (PO), ddm bao tinh nhat quén va hiéu qua trong quy
trinh mua sdm va tai chinh cta cong ty.

2.Cau hinh cai dit ban dau cta hé thong

Trudc khi ghi nhan cac giao dich cdng no phai trd, ngudi dung can thiét 1ap cac cau hinh thiét yéu bao gobm
nha cung cap, théng tin ngan hang, phuong thirc thanh todn va dinh dang ké toan. Nhirng cu hinh nay 13
nén tang cho viéc x&t Iy AP chinh xac va nhat quén.

2.1 Thong tin cong no phai tra
Menu nay lwu trir thdng tin vé nha cung cap dugc sir dung dé quan ly cdng ng, thanh todn va khau trir thué.
Théng tin nay gilup tich hop lién mach véi cac giao dich thanh toédn va ghi s ké toén.
Cac budc thye hién:
1. Truy cap SYS > Back Office Master > Account Payable > Payables Information
2. Nhan 'New' dé thém nha cung cap mdi
3. Dién day dd thong tin trong tat ca cac tab: General, Address, Contact, Business, Product, Bank
Account
4. Thiét 1ap diéu khoan thanh toan, han mirc tin dung va loai thué ap dung
Nh3n 'Save' dé hoan tat viéc dang ky nha cung cap

BOS | SYS Vendor | VendorGroup | VendorCompany | Business | Product Type

Application Launcher =] -

System Config
‘GENERAL ADDRESS COMTACT BUSINESS PRODUCT BANK ACCOUNT

>

[ Back Office Master

[E] Account Payable Vendor No. @

oy
[ Bank Vendor Code{OLD) :
[ Bank Acount person Type

[ Payment Info vendor Name (1) :
[J Income Type
[J Cheque Type
[ Bank Fee

[ system Config

vendor Mame (2) :
Title @ =
Vendor Name :

[J Journal Template -

My Favorite Card Mo. :

Tax Mo. @

Paymert Type

A Term: 0
a 15 Adive
Aging Start:
Vat :

Main / Branch :

Back Office

[ My Profile

Branch Code :

* (for export PND to bt file)
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Lwu y: Dam bdo thong tin nha cung cap chinh xac dé tranh sy cd trong quad trinh thanh toan va tinh thué
2.2 Thong tin ngan hang
Phan nay cho phép ngudi dung dang ky va quan Iy tén ngan hang cung thong tin chi nhanh, |a cac yéu té can
thiét cho viéc x(r ly thanh todn trong hé thdng cong no phai trd (AP).
Cac budc thue hién:

1. Truy cap SYS > Back Office Master > Account Payable > Bank

2. Nhan 'New' dé tao ban ghi ngdn hang mai

3. Nhap tén ngan hang, tén viét tat va m3a (néu co)

4. Pinh nghta thong tin chi nhanh bao gdbm dia chi va ma chi nhanh

5. Lwuthéng tin dé st dung sau trong viéc thiét 13p tai khodn ngan hang

BOS 5YS Bank Bank Branch
Application Launcher ﬂ -
System Config
Bank Code :
[-] Back Office Master -
=] Account Payable Bank Name (1) :
[ Vendor Bank Name (2) :
D Bank Name (3) :
[ Bank Account
[ Payment Info Bank Name (4) :
[ Income Type Bank Name (3] :
[ Cheque Type Is Active
[ Bank Fee
[ system Config
[ Journal Template o
My Favorite
Back Office

Lwu y: Phai thiét |4p thong tin ngdn hang va chi nhanh trudc khi lién két vai tai khoan ngan hang va dinh dang
thanh todn

2.3 Tai khoan ngan hang
Menu nay dugc st dung dé dinh nghia cac tai khoan ngan hang dwoc dung trong quy trinh thanh toan. Hé
théng hd tro nhidu kénh thanh toan bao gdm séc, chuyén khodan, hodc ghi ng tryc tiép.
Cac buwéc thuc hién:
1. Truy cap SYS > Back Office Master > Account Payable > Bank Account
2. Nhan 'New' dé thém tai khodn ngan hang
3. Chon ngan hang va chi nhanh lién quan
4. Nhap s6 tai khoan, tén tai khoan va chon loai si dung (vi du: Séc, Chuyén khoan, Ghi ng truc tiép)
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5. Nhan 'Save' dé dang ky tai khoan
BOS 5YS Bank Account Bank account visible by Branch
Application Launcher ﬂ EJ
System Config
Bank : | BEL v
P N -
: w
] Account Payable A[C Branch : | Dummy Branc
[ vendor AJC Name :
[1 Bank AJC No. :
El Account Type : | Fix A4
[ Payment Info P
[ Income Type Account ID :
[ Chegue Type Max media transfer :
[] Bank Fee Remark :
[ system Config
B 1s Active
[ Journal Template o
Default Pay Cheque: [
My Favorite
Use Pass Cheque : [ | P
Back Office

Lwu y: Dam bdo tai khoan ngan hang duwoc tao sau khi thiét 1ap ngan hang va chi nhanh

2.4 Hién thi Tai khoan Ngan hang theo Chi nhanh

Chirc ndng nay cho phép ngudi dung phan bé tai khodn ngin hang cu thé cho tirng chi nhanh. Sau khi dworc
phan bé, chi nhitng tai khoan dugc chi dinh mdi hién thj va st dung duoc tai chi nhanh dé.

Thwc hién cac budc sau:

1. Truy cap: SYS > Back Office Master > Account Payable > Bank Account
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BOS | SYS

Application Launcher

System Config

[=] Back Office Master 4
[E] Account Payable
[ vendor
[ Bank
ook Aot
[] payment Info
[ system Config
[ Joumnal Template
Department
Purchasing
Inventory v
My Favorite

Back Office

2. Chon tab “Bank account visible by branch.»

W | Test Company | hotell | Smart BOS W Series | Smart Finder | 23/Jul/2025 08:58
BOS 5YS Banknomuntl Bank account visible by Branch l
Application Launcher [+ |2 x

System Config Find

3. Trang nay s& hién thj danh sach tat ca cac tai khodn ngan hang d3 dwoc ciu hinh trong hé théng.
- MO&i hop kiém trudc mot ban ghi thé hién tai khoan dé cé duoc kich hoat cho chi nhanh duoc
chon hay khong.
. Tén chi nhanh dang duoc cau hinh s& hién thj trong viing dwoc t6 do.

W | Test Companyl\ hotell ||Smart BOS W Series | Smart Finder | 23/Jul/2025 08:58

BOS SYS Bank Account Bank account visible by Branch
Application Launcher - =
System Config Drag a column to this area to group by it.
[ Back Office Master “ (] BankName A/C Branch
A t Payabl
EE] coount Feyable gan hang Ngoai Thuidng Viét Nam (Vietcombank) Vietcombank TP. HCM
Viendor
O Bank gan hang Céng thuang Viét Nam (VietinBank) Vietcombank TP.HCM - CN Bé&n Thanh
ni
O gén hang Céng thuang Viét Nam (VietinBank) Vietinbank TR.HCM - CN Tha Thiém
[ Payment Info gan hang Ban Viét (Viet Capital Bank) Ngan Hang Tmcp Ban Viét Chi Nhanh B&n Thanh
[ system Config gén hang A Chau (ACB) ACB TP. HCM - CN Sai Gon
[ Journal Template [] Ngén hang Céng thuang Viét Nam (VietinBank) Vietinbank TP H& Chi Minh
Department [J Ngan hang Cdng thuong Viét Nam (VietinBank) Vietinbank TRHCM - CN Tha Thiém
[ Purchasing [_] Ngén hang Ngoai Thugng Viét Nam (Vietcombank) Vietcombank TP. HCM

4. Pé phan bé tai khodn ngan hang cho chi nhanh:
- Dénh d4u vao cac hdp kiém bén canh nhirng tai khodn can sir dung.
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Nhan Save & phia trén cla trang.

5. Sau khi lwu, céc tai khoan duoc chon sé& duwoc kich hoat riéng cho chi nhanh twong rng

Lwu y: H3y ddm bao d3 chon dung chi nhanh; néu khdng, chi nhanh d6 s& khdng nhin thay bat ky tai khodn
ngan hang nao.

2.5 Thong tin thanh toan

Menu nay dugc st dung dé dinh nghia cac phuong thirc thanh todn khac nhau s& dugc st dung trong hé
théng AP.

Cac budc thuc hién:

1.

2
3
4,
5

Truy cap SYS > Back Office Master > Account Payable > Payment Information
Nhan 'New' dé tao phuong thirc thanh todn mai

Nhap tén phuwong thirc thanh toan va ma rat gon

Xac dinh phuong thirc st dung 13 séc, chuyén khoan hay tién mat

Luwu cau hinh

BOS 5YS Payment Period Date Payment Info
Application Launcher = -
System Config
Payment Type Name (1) : Cash
[E] Back Office Master -
=] Account Payable Payment Type Name (2) : WIUA
[ Vendor Payment Type Name (3) :
L Bank Payment Type Name (4) :
[ Bank Account
[ [Payment Info Payment Type Name (5) :
[ Income Type Term: 0O
[ Cheque Type Is Active

[ Bank Fee |
[ Suekam Cnnfin

Lwu y: Phuong thire thanh todn phai phu hop véi quy trinh chi tién thyec té cda té chire

2.6 Loai thu nhap
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Loai thu nhap duoc sir dung dé phan loai cac loai thu nhap, chi yéu phuc vu cho viéc 13p bao cdo thué khau
trir tai nguon.

Cac budc thue hién:

1.

2
3.
4

Truy cap SYS > Back Office Master > Account Payable > Income Type
Nhan 'New' dé dinh nghta loai thu nhap méi
Nhap tén loai thu nhap, ty 1& khau trir thué ap dung va loai mau biéu thué

Luu loai thu nhap

BOS 5YS Income Type
Application Launcher [—_l -
System Config
Income Type (1) =
[E] Back Office Master -
] Account Payable Income Type (2) :
[ vendor Income Type (3) :
L1 Bank Income Type (4) :
[] Bank Account
[ Payment Info Income Type (5) :
[J|Income Type Income Type Rate : 0 o%
L] Cheque Type Is Active

Lwu y: Dam bdo céc loai thu nhap phan dnh dung chinh sdch thué hién hanh dé tuan thd quy dinh phap luat

2.7 Loai séc
Loai séc duorc sir dung dé dinh nghia cdc danh muc séc khac nhau dwoc phat hanh trong hé théng, nhu séc
m& hodc séc gach chéo.

Cac buéc thuc hién:

1.

2
3.
4

Truy cap SYS > Back Office Master > Account Payable > Check Type
Nhan 'New' dé thém loai séc

Nhap tén, ma va cac dic diém cla séc

Luu thong tin

BOS 5YS Cheque Type
Application Launcher [ -
System Config

D Back Office Mast = Cheque Type Name (1) :
£ ice Master

= Account Payable
[ vendor
[] Bank
[ Bank Account
[ Payment Info

Chegue Type Name (2) ;
Cheque Type Name (3) :
Chegue Type Mame (4) :
Cheque Type Mame (5) :

[ Income Type Is Active

[| cheque Type |

] Bank Fee

Lwu y: S& dung quy wdc dit tén nhat quan dé tranh nham 1an khi phat hanh séc.
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2.8 Phi ngan hang
Menu nay cho phép ngudi dung dinh nghia ciu tric phi lién quan dén giao dich ngan hang dé sir dung trong
qua trinh xt ly thanh toan.
Cac buwéc thuce hién:
1. Truy cap SYS > Back Office Master > Account Payable > Bank Fees
2. Nhan 'New' dé dinh nghia mot loai phi ngan hang
3. Chon tai khoan ngan hang, tén loai phi va s6 tién phi
4. Xac dinh phi la ¢ dinh hay theo ty 1& phan tram
5. Luwuthongtin

BOS 5YS Transfer Fee Bank Fee
Application Launcher r_‘ b

=

System Config Bank : | BBL w

»

=] Back Office Master Fone : (i] In Zone 'Z:::I' Out Zone
=] Account Payable
[ vendor
[ Bank
[] Bank Account Fee:
[ Payment Info
[ Income Type
[ Cheque Type
ok e
[ system Config
[ Journal Template o

Min Amount :

Max Amount :

My Favorite

Back Office

Lwu y: Cu hinh phi ngan hang chinh xac giup dam bao hach todn dung trong qué trinh thanh toan
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2.9 Pinh dang ké toan
Menu nay thiét 1ap mau dé cac giao dich tir AP dwoc ghi nhan vao S6 cai téng hop (GL).
Cac budc thuc hién:

1. Truy cap SYS > Back Office Master > Account Payable > Journal Template

2. Nhan 'New' dé tao dinh dang mai

3. Dinh nghta loai giao dich va lién két véi tai khodn ké todn (Chart of Accounts)
4. Xac dinh cu tric ghi Ng/Cé va céc théng tin tham chiéu néu cé
5

Luu va kiém tra ciu hinh dinh dang

BOS 5YS Journal Template
Application Launcher l—_l -
System Config Template Mame Detail
[E] Back Office Master -
Template Name (1) :
] Account Payable
[ Vendor Template Name (2] :
[] Bank Book : | w
[J Bank Account Remark :
[ Payment Info -
Template Type : | Invoice w
[J Income Type
] Cheque Type Active :
[] Bank Fee
[J System Config add
[]| Journal Template =
Drag a column to this area to group by it
My Favorite
Seq Account Code Account Name
Back Office
— 4 1 [1] > N

Lwu y: Cau hinh dinh dang ké toan sai c6 thé din dén viéc ghi nhan sai vao S6 cai téng hop (GL)
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3.HE THONG CONG NO' PHAI TRA

Hé théng cdng no phai tra gitp quan ly toan bé giao dich lién quan dén hda don, thanh toan, thué, dat coc va
diéu chinh cdng ng. Hé thdng hd tro da dang phuong thirc thanh todn, ddm bao chirng tir day du va cho
phép glri di¥ liéu d3 hoan tat dén S6 cai téng hop (GL), gdp phan tdi wu quy trinh tai chinh, ddm bao tinh
chinh xac va tuan thad chinh sach, quy dinh hién hanh.

3.1 Héa don
Menu nay cho phép ngudi dung tao tai liéu héa don, cé thé thuc hién thi cdng hodc nhap tir hé théng khic.
Hoéa don duoc st dung dé ghi nhan giao dich cdng no va 1a co s& cho viéc thanh toan trong twong lai.
Cac budc thye hién:
1. Truy cap BOS > Accounts Payable > Operation > Invoice
2. Nhan 'New' dé tao hda don thl cong hodc chon tly chon nhap dé |y dif liéu tir hé théng lién két
3. Dién tén chi ng, s6 hda don, ngay va sé tién
4. Dinh kém tai liéu tham chiéu hodc don dat hang (PO)néu can
5. Lwu hda don dé x{r ly hodc phé duyét sau

sos | svs Invoics | Billing | Impert Invoice

Appication Launcher 4 = [APTO46) Invoice

Back Office

(1 Account Pyabis ute create Py (] PRINT 30URMAL oate | 17/06/2025 [T
coount Payable

[ Operations endor : s Oue date ;| 17/06/2025 5
) operations Book : | PURCHASE VOUCHER v Inveice Ref :
3| tveice 0.00 [ 0.00
1 pemy Cash vt R 7.00 vat: 0.00  adust
[ Deposit Payment Tax: 0.00 Clamable Vst 0.00
1 Credit Note
] tnterface
[ Frocess send Data
[ ¥ Export w Deposit Amaunt : 0 PO Number Ref.: #

et s 0.00 With Holding Tax : 0.00
Racsive Date : 17/06/2025 [} Joumal Date :| 12/06/2025 1

My Favorite Remark :

Back office . Type : | Include Vat_ v

i ; Drag a caluman ta this are to group by it
Seq. Account Code Account Name Department Name e € Remark
[ My Profile

M ‘ rm Fage 170 (0 items)

Total Debit 0.00 Total Cred : 0.00

Create By : smartfinder 17/06/2025 11:47:48 AM_Update By : None_None

Lwu y: Dam bdo thong tin hda don trung khdp véi héa don thyce té tir nha cung cip dé tranh sai sét trong
thanh todn
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3.2Nhap héa don
Chtrc nang nay cho phép ngudi dung nhap nhiéu ban ghi hda don vao module "Tai khoan phai tra" (Account
Payable) clla SmartBOS thong qua tép Excel theo mau duoc xac dinh trudce. Biéu nay gidp don gian hda viéc

nhap dit liéu va gidm thiéu 16i thu cong.

Cac budc thye hién:
1. Truy cip vao: BOS > Tai khodn phai tra > Thao tac > Héa don

BOS SYS

Application Launcher

Back Office

[=] Account Payable
[#] Operations
&l Operations
[ invorce|
[ Create Payment
[[] Petty Cash

2. Chon tab «“Nhap héa don AImport Invoice)”

Invoice | Billing | Import Invoice
( — X # !

LD

3. Nhan nut «Xuat (Exporty» dé tai xuéng mau Excel dung dé nhap liéu
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Invoice Billing Import Invoice
Result Status Invoice No. Date Vendor Code Vendor Name:
T 4 m:\ » [ n

4. Mé tép vira tai vé va dién dit liéu hda don vao cac truong da duoc dinh san
n invoice_template.xlsx

Lwu y quan trong: Khong thay ddi tiéu dé cot hodc dinh dang 6 trong mau Excel

5. Céc trwong bat budc trong tép Excel bao gom:
-Receive No, Symbol No,, Invoice Date, Vendor Code, Seq No.
- Debit Amount, Credit Amount, Account Code, Department Code, Remark
. Due Date, Discount, Amount, VAT, Claim VAT
-Tax, Net, Journal Remark, Journal Date, GL Book Code, VAT Rate, VAT Type

M

K L
DUE_DATE DISCOUNT AMOUNT

6. Luwutép Excel, quay lai hé th6ng SmartBOS va nhan nut “Nhap dmport)” dé tai tép lén.

Invoice Billin Import Invoice
- Exportl =, Import

7. N&u qua trinh xac thuc thanh cng, hé théng s& hién thi dit liéu héa don da nhap

Import invoice success.

8. Kiém tra lai di¥ liéu va nhan «Lwu (Save)” dé hoan tat qud trinh

Result Status

[+ Success

Cot «Tinh trang két qua (Result Status)» s& hién thj<Thanh cdng (Success) néu tai dit liéu thanh céng
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9. Cac héa don d3 nhap s& duoc hién thi trong menu Héa dorn (Invoice)

Invoice Billing Import Invoice
D =f L X Py =
Find

Drag a column to this area to group by it.

O Invoice Ref Receive No Invoice No. PAYMENT NO Date
U m 01INV25070176 1234 01/07/2025

Ghi chi: Khong thay d6i cau tric ctia mau Excel. Néu dinh dang khong hop 1€, hé théng sé khdng thé nhap dir
liéu.

3.3 Lap héa don thanh toan

Chirc ndng «Lap hda don thanh todn~ cho phép ngudi dung gom nhiéu héa don tir cing mét nha cung cdp vao
mét chirng tir thanh todn duy nhat. Diéu nay gidp don gian hda viéc xt ly chirng tir va quan ly thanh toén
hiéu qua hon.

Cac budc thuc hién:
1. Truy cap:BOS > Account Payable > Operations > Invoice
2. Chon nhiéu ban ghi héa don va nhan nuat <Tao hda don thanh toén (Create Billingy’

Invoice Billing Import Invoice
Find
Invoice No. :

01/06/2025
"123/07/2025

Vendor : s

Date

D

status = @ pending O paid O Ppartial paid O Rejected O ~ Find

3. Chon Ngay lap héa don Billing Date) va nhan «<Xac nhan Confirmy»

Invoice Billing Import Invoice

E+) | - X & =

:101/07/2025
[ Confirm | Cancel |

Fi

Page |15




Version : 10
Last Updated: 6 June 2025
Author : Documentation Team
4. Chuyén dén tab “Héa don thanh todn (Billing)” d& xem chirng tir mdi tao va cac hda don lién quan
Invoice Billing Import Invoice
(2 = A 8
Find

Drag a column to this area to group by it.

dJ Billing Ref No. Billing No. Billing Date Vendor Name
J @ 01825070001 01/07/2025 Cong Ty TNHH Thuc Pham An Nam
14 « 1 > 3
Seq ID Invoice No. Invoice Ref Due Date
1 1C25TAT22671 01INV25060380 03/06/2025
2 1C25TAT22686 01INV25060379 03/06/2025

5. DPEé xem trudc hodc in, nhan ndt “Xem trudc (Preview)” hodc “In (Printy’
6. DE& thém hda don khac vao, nhan «Chinh stra (Edit)" trén chirng tir thanh toan

Invoice | Billing | Import Invoice
15 Ir A 8
Find
Billing No. :
Billing Date : 01/07/2025 :‘3
23/07/2025 i
Vendor : f.)
Active : @ pctive O mactive O -~ Find

Drag a column to this area to group by it.

O Billing Ref No. Billing No.

Billing Date Vendor Name
B2 01B25070001

01/07/2025 Cong Ty TNHH Thuc Pham An Nam

14 4

=
-

4]

7. Trong man hinh chinh stra:

[1 Nh&n <Thém hoa don (Add Invoice)

[1 Nhéap diéu kién Ngay (Date) réi nhan <Tim (Find)"

[1 Chon hda don tir danh sich két qua va nhan <Luu (Save)
Nhap hodc xac nhdn S6 hda don thanh toédn (Billing No.,)
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Invoice | Billing Import Invoice
= =
=
Billing No. : =
9 . 06/06/2025 —
Billng Date : | 01/07/2025 4 {aaj07r2005 P —Fed—
Vendor : 00VD2501150213 Drag a column to this area to group by it. Smmh:I:
Bue Date : 01/07/2025 & (] Invoice Ref Invoice No. Date Vendor Name Amount Vat Net
Remark - ) 01INV25060801  CN 18/06/2025  Cong Ty TNHH Thuc Pham An Nam 702,000.00 0.00  702,000.00
[ 01INV25060802 CN 18/06/2025  Cong Ty TNHH Thuc Pham An Nam  1,252,800.00 0.00 1,252,800.00
Add Invoice _ L
[J 01INV25060930  CXHD 18/06/2025  Cong Ty TNHH Thuc Pham An Nam 212,000.00 0.00  212,000.00
DEag alcie I e elllgoiy Dy i [ 01INV25070147  #1C25TAT25689  25/06/2025  Cong Ty TNHH Thuc Pham An Nam 911,520.00 0.00  911,520.00
O Invoice No. Invoice Re|
01 1C25TAT22671 01INV2506 14 4 |D:ﬁ » [ m Trang 1/ 1 (4 muc)
0 2 1C25TAT22686 01INV2506
4 Pl |D:-

8. Nhan nut «Lwu (Save)” phia trén bén trai man hinh dé hoan tat va quay lai danh sach chirng ti&r thanh toan
Invoice \ Billing | Import Invoice
I -
Billing No. :
Billing Date : 01/07/2025 | 01B25070001
Vendor : 00VD2501150213  Cong Ty TNHH Thuc Pham An Nam
Due Date : 01/07/2025 ]
Remark :
Add Invoice
Drag a column to this area to group by it.
O Invoice No. Invoice Ref Date Amount Vat Net
1 1C25TAT22671 01INV25060380 03/06/2025 270,600.00 0.00 270,600.00
O 2 1C25TAT22686 01INV25060379 03/06/2025 1,557,000.00 0.00 1,557,000.00
|H 3 01INV25070147 #1C25TAT25689 25/06/2025 911,520.00 0.00 911,520.00 I
M 4 [ » Y
9.

DE& in chirng tlr, chon ban ghi va nhan «In (Print)» dé tao hodc tai xudng tép PDF

Invoice | Billing | Import Invoice
f = b4 =

Ghi chu: Chi nhirng héa don tir cung mdt nha cung cdp méi cé thé duwoc gom trong mot chirng tir thanh toén.
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3.4 Thanh toan

Menu Thanh todn duoc st dung dé thanh todn cac khoan ng ghi nhan tir héa don. Ngudi dung cé thé thuc
hién thanh toan qua tién mat, séc, chuyén khodn ngan hang hodc ghi no ty déng tuy theo cau hinh hé théng.
Cac buwédc thyc hién:

1. Truy cap BOS > Accounts Payable > Payment

2. Nhan 'New' va chon chd ng dé xem danh sach héa don con ng

3. Chon cac hda don can thanh toédn va xac dinh loai va phuong thirc thanh toan

4. Nhap chi tiét thanh todn nhu sé séc, m3 tham chiéu chuyén khoan hoéc tai khodn ngan hang st dung

5. Luu va phé duyét giao dich thanh todn

BOS 5YS Create Payment Prepare Payment With Holding Tax Payment
Application Launcher # create
Please select date for payment.
Back Office il  Decument Date : 17/06/2025 :ﬁ
] Account Payable a Confirm | | Cancel |
Operations -
B Operations Il Refer No. Document No Date Branch Name Vendor Name
[] Invoice [l |m CN2506000001 A 05/06/2025 Head office Aheadall Co., Ltd.
([ Create Payment| O [m CN2506000002 20250606-1-1 06/06/2025 Head office Bread Bangkok Co,Ltd.
[] petty Cash O m INV2506160002 INV2506160002 16/06/2025 Head office Aheadall Co. Ltd.
[ Deposit Payment O 'm CnN2506000004 123155 16/06/2025 Head office AP] (S) Trading Limited Partership
[] Credit Note
[] Interface . . . ; . )
[] Process Send Data ) E k| |l
[ PND Export o
My Favorite
Back Office

Luu y: Chi cac hda don da duoc phé duyét méi duoc thanh toan. Hdy ddm bao phuong thirc thanh toan phu
hop vdi cdu hinh hé théng

3.5 Thanh toan khong c6 hoa don

Chtrc nang nay cho phép ngudi dung ghi nhan khoan thanh todn cho nha cung cdp ma khéng tham chiéu dén
héa don nao truwdc d6. Khodn thanh todn s& dwoc ghi nhan vao hé théng va cé thé duoc bu trir vdi giao dich
trong twong lai

Cac budc thue hién:

1. Truy cap vao: BOS > Account Payable > Operations > Create Payment
2. Chon tab Prepare Payment
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creae poyment [_propre eayment | vy

Bf = ®  request for approve | (&) PrintTax (& Pay No Invoice

[ Urgent Request
Find
Drag a column to this area to group by it.

O Payment No. Document No Date Vendor Name

14 1 || » M

3. Nh&n vao Pay No Invoice.

pay Notnvolce

4. Nhap thong tin thanh todn bao gém:
[1 Ngay thanh todn (Date)
[1 Nha cung cap (Vendon)
[1 Ngay dén han (Due Date)
+ Ghichid (Remark) va cac trwdng théng tin can thiét khac

Create Payment | Prepare Payment | Payment
~ [APT007] Prepare Payment

=} -

Payment No. : (O PRINT JOURNAL
Date :|01/07/2025 4
Vendor : »
Due Date ;| 01/07/2025
Status : Prepare
Remark :
Journal Date : 01/07/2025 2
Book : [ Payment Journal(AP) v

Send Approve :
Total NET : 0.00 Total Pay Amount : 0.00

Attachment Fies : | (&an'vlal | Lisilviavhdan
~ Add ReMNew DR&CR

Drag a column to this area to group by it.

Seq. Account Code Account Name Department Name DR CR Remark

I Kl \D: » M Trang 1/0 (0 m2c)
Total Debit : 0.00 Total Credit : 0.00
Total All Pay Amount : 0.00

Cash | PaymentCheque | MediaClearing | CutAccount

~ Add Cash

Pay Amount : 0.00

5. DE& thém tai khoan ghi No va ghi C6:
-Nhan Add
- Chon tai khoan tuong &ng, sau dé nhan OK.
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fehdd o Rebew.
Drag a column to this area to group by it.
Seq. Account Code Account Name Department Name
1
Account : 1111001 #~ Accounting - Cash on hand VND
Department : 01 - Asset
DR: 0.00
CR: 1,234.00
Remark :
- OK  Close
" . N . ? ~ - . ’ ~ 7 .
6. Thong tin tai khoan sé hién thi trong danh sach bén dudi
Payment No. : O PRINT JOURNAL
Date :|01/07/2025 4
vendor : 00VD2501150002 &~ Cong Ty Co Phan Thien Nhien
Due Date : |01/07/2025 )
Status : Prepare
Remark :
Journal Date : |01/07/2025
Book : | Payment Journal(AP) v
Send Approve :
Total NET : 1,234.00 Total Pay Amount : 1,234.00
Attachment Fies : | 1dan'vlal | L Inlavhdan
~ Add  RelNew
Drag a column to this area to group by it.
Seq. Account Code Account Name Department Name DR CR Remark
1 1111001 Accounting - Cash on hand VND Asset 0.00 1,234.00
2 3311001 Suplier Payable Liability 1,234.00 0.00
14 4 m: » M
Total Debit : 1,234.00 Total Credit : 1,234.00
Total All Pay Amount : 0.00

7. Chuyén sang tab Phuong thirc thanh todn (Payment Method), Nhan Add hodc nhap s6 tién can thanh
toan.

Page |20



Version : 10
Last Updated: 6 June 2025
Author : Documentation Team

Total Debit 1,234.00 Total Credit : 1,234.00

Total All Pay Amount : 1,234.00

Cash (1,234.00) Payment Cheque Media Clearing Cut Account
-~ Add
Pay Amount : 1,234.00

8. Nhan Save & gdc trai trén cung dé quay lai trang Prepare Payment, Chirng tir s& xuat hién trong tab

Payment

Find

Y Y

X EH paid || &

Drag a column to this area to group by it.

@ Print Tax !

O Payment No. Date Vendor Name Cheque No.
O “:ﬁ 01PY25070005 01/07/2025 Cong Ty TNHH Trinh Béng Khdi
] {/N 01PY25070006 01/07/2025 Cé nhan - Thuc phdm Nha Tran...
D "\:{\ 01PY25070007 01/07/2025 Cong Ty Co Phan Thien Nhien
O "‘:/} 01PY25070003 02/07/2025 Ca nhan - Nha May Ha Quan 4
O "‘:/} 01PY25070004 02/07/2025 Ca nhan - Anh Tam Xom Chiéu ...
I 4 | f——=] » ’

9. Nhan Paid dé danh diu chirng tir |a d3 hoan tat thanh toan

"

X [ paid

E-3

@ Print Tax '

Lwu y: Chirc ndng ndy hitu ich khi muén ghi nhan khoan thanh todn tam &ng hodc céc giao dich doc lap khdng

c6 hda don di kem.
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3.6 Chuan bij thanh toan

Trang nay hién thi danh sich cdc chirng tir thanh todn dang chd xem xét. Ngudi dung cé thé chinh stra chi tiét
thanh toan, chidinh phuong thirc thanh todn va hoan tat chirng tir trede khi phé duyét. Tinh ndng nay giup
ddm bdo tat ca théng tin ddy dl va chinh xac truwdc khi x&r ly thanh todn.

Cac buéc thuc hién:
1. Truy cap vao: BOS > Account Payable > Create Payment
[ Chon tab Prepare Payment

Create Payment Prepare Payment Payment

B i x A request for approve @ Print Tax e Pay No Invoice

O Urgent Request
Find
Drag a column to this area to group by it.

O Payment No. Document No Date Vendor Name

14 « |

| 3 |

2. TAat ca cac chirng tir thanh todn d3 tao s& duoc hién thi tai day (ngoai trir chirng tir tir chirc nang Pay No
Invoice)

Create Payment Prepare Payment Payment

Bl - x 4 request for approve @ Print Tax =) Pay No Invoice

[ urgent Request
Find
Drag a column to this area to group by it.

O Payment No. Document No Date Vendor Name Document Name

0O @  01PY25070008 1234 02/07/2025 Céing ty TNHH Asia Su Tir Bién ... Pay Invoice

14 4 |I): » M

3. DE& chinh stra chirng tir: Danh diu chon 6 checkbox, Nhan nut Edit

Create Pay pa Y Y

| ¢ ] * 4 request for approve @ Print Tax Lt Pay No Invoice

[ urglent Request
Fin

Drafj a column to this area to group by it.

Payment No. Document No Date Vendor Name
I I £l 01PY25070008 1234 02/07/2025 Céng ty TNHH Asia Sur Tir Bién ...
14 4« ] > ]
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4. Chon phuong thirc thanh todn & cac tab bén dudi phan thong tin héa don

Create Pay) pa Y Y

= >

Payment No. : O PRINT JOURNAL
Date 1| 02/07/2025 4
vendor : 00VD2504040001  #~ Céng ty TNHH Asia Su’ T Bién (Pl
Due Date : |02/07/2025
Status : Prepare
Remark :
Journal Date : | 02/07/2025
Book : | Payment Journal(AP) v

Send Approve :
Total Pay Met : 693,600.00 Total WHT : 0.00 Deposit Amt. : 0.00 Pay Discount :

N )
‘LifilvlsEan

Attachment Files :| wdanlvla

- Add

Drag a column to this area to group by it.

Seq. Ref Type Name Refer No. Ref No. Date Pay Net

1 Invoice 01INV25070176 1234 01/07/2025 693,600.00

1] 4 m:- » ]

Total All Pay Amount : 0.00
5. Dién day dd thong tin theo tirng phuong thire thanh todn (vi du: sé tién, ngan hang), sau dé nhan Add

Total All Pay Amount : 693,600.00

Cash (693,600.00) Payment Cheque Media Clearing Cut Account Deposit Apply Advance

- Add

Pay Amount : | 693,600.00 |

6. Chuyén sang tab DR&CR dé xem cdac but toan ghi No va ghi Co6

- Add Prepare Payment Detail WHT Detail DR & CR

Drag a column to this area to group by it.

Date Pay Net Deposit Net Remark

Seq. Ref Type Name Refer No. Ref No.
693,600.00 Xda

1 Invoice 01INV25070176 1234 01/07/2025 693,600.00 0.00

Trang 1/ 1 (1 muc)

4 4 @:‘ » M

7. Ma tai khodn ghi No va ghi C6 s& dugc hé théng tw dong dién theo cai dat, Ngudi dung cé thé chinh slra
néu can thiét
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~ Add RelNew Prepare Payment Detail WHT Detail DR & CR
Drag a column to this area to group by it.
Seq. Account Code Account Name Department Name DR CR Remark
1 3311001 SuEher Pazahle Llahwlll_\./ 693,600.00 0.00 Xda
IZ 1111001 Accounting - Cash on hand VND Asset 0.00 693,600.00 I Xoa
Tl 4 | —————=| » M Trang 1/ 1 (2 muc)
Total Debit 693,600.00 Total Credit : 693,600.00
Total All Pay Amount : 693,600.00

8. Nhan Save dé lwu va hoan tat chirng tir, Hé thdng s& quaynau trang trudc dé

Create Payment Prepare Payment Payment
r i b 4 ¥ request for approve | (& PrintTax (= PER pay No Invoice
(J uUrgent Request
Find

9. Sau khi duoc phé duyét, chirng tir s& xuat hién trong tab Payment

Create Payment | Prepare Payment | Payment

B 5 Q A paid |[® @ rrinttax &

Find

Drag a column to this area to group by it.

m) Payment No. Date Vendor Name Cheque No. Bank Name (1) Document Name Due Date Remark Net Journal Date
0 (A 01PY25070005 01/07/2025 Géng Ty TNHH Trinh Bang Khéi Ngan hing S3i Gon Thud... Pay Invoice 01/07/2025 FT25183G2XID, EWX627409477 05... 1,050,000.00 01/07/2025
0 A 01Py25070006 01/07/2025 G4 nhén - Thutc pham Nha Tran... Ngan hang S3i Gon Thuo... Pay Invoice 01/07/2025 FT25183FV7VK, EWX627421089 05. 560,000.00 01/07/2025
0 & 01PY25070007 01/07/2025 Gong Ty Co Phan Thien Nhien Pay No Invoice 01/07/2025 1,234.00 01/07/2025
[0 @@ 01PY25070003 02/07/2025 Cé nhén - Nha May Ha Quan 4 Ngan hang S3i Gon Thud... Pay Invoice 02/07/2025 FT251833MMX6, EWX628434649 A.. 2,500,000.00 02/07/2025
0 (A o1pvasozooos 02/07/2025 G4 nhén - Anh Tém X6m Chiéu ... Ngan hang S3i Gon Thuo... Pay Invoice 02/07/2025 FT2518341BDK, EWX628446849 05... 210,000.00 02/07/2025
[ (A o1pvasozo00s 02/07/2025 GBng ty TNHH Asia Su Tir Bién . Pay Invoice 02/07/2025 693,600.00 02/07/2025

10. Nhan Paid dé danh diu chirng tir 13 da thanh todn xong

Create Payment Prepare Payment Payment

1#f T~ X = paid ';. @ Print Tax (=

11. S& dung nut Preview hodc Print & phia trén cing d& xem hodc in chirng tir néu can

() (A 01PY25070004
() | o | 01PY25070009

Lwu y: Cac phuong thirc thanh todn va ma3 tai khoan cé thé dugc chinh sira trwde khi chirng tir dugc phé
duyét chinh thirc.

3.7 Phiéu ghi gidm
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Phi&u ghi gidm (Credit Note) dugc st dung dé giam s6 du cla hda don hodc chirng tir phai tra do hang tra lai,
tinh du tién hodc diéu chinh khac. Tinh ndng nay dam bao ddi chi€u cong no chinh xac.

Cac budc thue hién:
1. Truy cap vao: BOS > Account Payable > Operations> Credit Note
2. Nhan New dé tao phiéu ghi gidm mdi

Credit Note

L&d - =]

3. Nhéap thdng tin sau: M3 s8 phiéu ghi giam (Credit Note number), Loai diéu chinh: Tang/gidm (Adjustment
Type), Ngay |ap, Nhdn Document No. dé lién két phiéu ghi giam véi chirng tir phai tra

Credit Note
= -
Date: 02/07/2025 -
Credit Note Type : /m
Document NUI P Vendor : re
VatType ;| Include Vat v Vat Rate : 7.00
Calculation : Deposit Amount : 0.00
Credit Note Document Result
Amount : 0.00 Amount : 0.00 Amount : 0.00
Discount : 0.00 Discount : 0.00 Discount : 0.00
Vat: 0.00 Vat: 0.00 Vat : 0.00
Tax: 0.00 Tax : 0.00 Tax : 0.00
Net : 0.00 Net : 0.00 Net : 0.00
Remark :
Journal Date : 24/07/2025 ] Book : -

4. Thiét |ap diéu kién tim kiém: S6 chirng tir (Document No.), Ngay ching tir, Nha cung cap (Vendor), Nhan
Find
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Credit Note No. : Date : |02/07/2025 g

Credit Note Type : | Increase Debt v

Document Mo : P Vendor : P
AR :| Document No :
Caleulation : oo 09/07/2025
Credit Note 24/07/2025 =4
Amount : vendor - ? \ —Find - Close
Discount : Drag a column to this area to group by it.
vat: Document No Date Vendor Name Amount
Tax :
LB 14 4 m— » 1] Trang 1/ 0 (0 muc)
Remark :
Journal Date :

[ Add

5. Chon ching tir can diéu chinh tir danh sach két qua

Credit Note No. : A123 Date : | 02/07/2025 g

Credit Note Type : | Increase Debt

Document No = p Vendor : p
VatType:| Document No :
Calculation : 101/07/2025
Credit Note ¢ 24/07/2025 3
Amount : vendor e ~ Find - Close
Discount : Drag a column to this area to group by it.
VS Document No Date Vendor Name Amount
o 1C25T5T1606 01/07/2025 Cing ty TNHH Asia Sur TUf Bién (Phuidic T... 0.00
Net: 1234 01/07/2025 CAng ty TNHH Asia Su Tir Bién (Phurdic T... 693,600.00
Remark :
Journal Date :| I « L M Trang 1/ 1 (2 muc)

e

6. Nhap s tién ghi giam (Credit Amount), Hé thdng s& cap nhat giao dién hién thj Ul ty dong
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Credit Note
ﬂ -
Credit Note No. : A123 Date : |02/07/2025
Credit Note Type :
Document No : 1234 # 01/07/2025 Vendor : 00VD2504040001 Céng ty TNHH Asia Su Tir Bign (P!
Vat Type : Vat Rate : 0.00
Calculation : Deposit Amount : 0.00
Credit Note Document Result
Amount : 6,400.00 Amount : 693,600.00 Amount : 700,000.00
Discount : 0.00 Discount : 0.00 Discount : 0.00
vat 0.00 Vat 0.00 Vat: 0.00
Tax: 0.00 Tax : 0.00 Tax: 0.00
et : 6,400.00 MNet : 693,600.00 Net : 700,000.00
Remark :
Journal Date : | 24/07/2025 1 Book : | Payable Invoice v

7. Nhan Renew dé hé théng tinh lai cac but todn ghi No/Ghi C6 hodc diéu chinh thd cong néu can

~Add o Rebew Switth DR CR  Payable Note Detail

Drag a column to this area to group by it.

Seq. Account Code Account Name Department Name Dr Cr Remark
1331001 VAT deductible for business activities Accounting Department BENTHANH 6,400.00 0.00 X6a
3311001 Suplier Payable Accounting Department BENTHANH 0.00  6,400.00 Xéa

8. Nhan Save dé hoan tat va quay lai man hinh trudc

Credit Note

E Save “\

9. Phiéu ghi giam s& xuat hién trong trang Create Payment, C6 thé chon cling vdi cac chirng tir phai tra khac
dé khau trir tong s6 tién thanh toan

Create Payment Prepare Payment Payment

, create

Find

[ Drag a column to this area to group by it.

] Refer No. Document No Date Vendor Name

O [ 01CN25070010 DCGCNO701 01/07/2025 Cong Ty TNHH Ban Le Song Ma ( Lavie )

[J 'm 01CN25070011 Al123 02/07/2025 Cong ty TNHH Asia Sur Tir Bién (Phudc Thanh)
14 4 i} 20 3 ]

Lwu y: Mdi giao dich thanh toan chi duoc ap dung 1 phiéu ghi gidam duy nhat cho mdi nha cung cap.

3.8 Thué kh&u trir tai nguén
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Chirc ndng nay tinh todn va ghi nhan thué khau trir dya trén loai héa don va loai thu nhap. Ddm bao tuan thd
luat thué va cho phép tao cac bdo cdo thué (vi du: PND 3/53).
Cac buwédc thuc hién:

1. Truy cap BOS > Accounts Payable > Withholding Tax

2. Chon héa don can ap dung thué khau trir

3. Chon loai thu nhap va xac minh ty & thué

4. Luwu giao dich dé ndp va lap bao céo

BOS 5YS Create Payment Prepare Payment With Holding Tax Payment

Application Launcher r_‘ E

Back Office

NO. : withholding Date : | 17/06/2025

[ Account Payable a

Operations BOOK : ORDER NO.: 0

Invoi
[ Tnvoice Vendor Name : r)

[]| Create Payment
[ Petty Cash TAX NO. : TAX TYPE : | p.n.d. 53+

[] Deposit Payment INCOME : 0.00 TAX : 0.00
[ Credit Note
[ Interface
[] Process Send Data
[] PND Export  Draga column to this area to group by it.
My Favorite Withholding Tax Type

2. fsssudloy Avnemi 1at snuanas 40 (2)
3. FuvednANE 1At sunan 40 (3)
4. (n) manudle 1@ suuas 40 (4) ()

ﬁ:i_ (1) Wuiluma Gudmutadls 1a snunes 40 (4) (o)

Back Office

(1) nsdl i uduifuraladursana® Taashasn
(1.1) dmssanaz 30 vasdlsand
[ my Profile (1.2) dmssasas 25 vaadlsaqwnd
(1.3) dnssanas 20 wasd lsand
(1.4) #5139 (s21) waarilsand
(2) nedflsudufunailsmasiand Wasandiaain
(2.1) Alsandnasfizn s idsuonciumtivldidyana
(2.2) Guflusavsadudiuwiszasd st s uandulisanlune
(2.3) Avlsavndaunlaaramavuanionut’bidiu 5 1
(2.4) MlsAgusyoTgyitanisdiulsidn (equity method)
(2.5) HU G (SEU)erererverenranessenressssienssressevesrssssrssssasas sessssssesseassssesessenassens
5. msinadulafdaatnad al fiaa suddansuasmnasiaananu
TRl Ey e M- (3T I
= TR 1) I

4 4 m:v 3 1]

Lwu y: Phai hoan tat cau hinh loai thu nhap trudc khi x&r ly thué khau trir

3.9 Tai liéu dat coc

ié

Q-
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Puoc st dung dé ghi nhan cdc khoan thanh todn trudc hodc tién dat coc da tra cho nha cung cap. Cac khoan
nay duoc theo dai riéng va cé thé dugc ap dung cho céc hda don sau nay.

Cac budc thuc hién:
1. Truy cap BOS > Accounts Payable > Deposit
2. Nhan 'New' va nhap thong tin dt coc gobm tén chd ng, s6 tién va ngay dat coc
3. Dinh kém céc tai liéu hd tro néu ¢
4. Luwu dé ghi nhan khoan dat coc

BOS 5YS Deposit Payment
Application Launcher = =
Back Office - -
Invoice No. : |_| Auto create Pv | PRINT JOURNAL Date : | 17/06/2025 T4
[E] Account Payable
Operations Vendor : » Due date : | 17/06/2025 2]
[=] Operations Book : | PURCHASE VOUCHER W Invoice Ref :
Invoi
L Invoice Net : 0.00
[ Create Payment
[ petty Cash Receive Date : | 17/06/2025 Journal Date : | 17/06/2025 [
[ Credit Note
dd d
[ Interface . .
[ Process Send Data Drag a column to this area to group by it
[] PND Export o
Seq. Account Code Account Name
My Favorite
Back Office

%

E Total Debit : 0.00 Total Credit : 0.00

Lwu y: Khodn dat coc cé thé duoc sir dung dé khiu trir cho cac héa don trong tuong lai

3.10 Phé duyét chirng tir cong no phai tra

Page |29



Version : 10
Last Updated: 6 June 2025
Author : Documentation Team

Chtrc ndng nay cho phép ngudi dung quan ly quy trinh phé duyét cho cdc ching tir cdng no phai tra. Chirng
tlr cAn dugc xem xét va phé duyét trude khi co thé in hodc tiép tuc x{r ly cac budc sau.

Cac buéc thuc hién:
1. Truy cap vao: BOS > Account Payable > AP Document Approval

AP Document Approval

o 9

Document : | Payment Voucher v

Drag a column to this area to group by it.

[7] Status Approved Document No. Document Dat Amount Remark Create By

2. Tat ca cac chirng tir dang chd phé duyét s& dwoc hién thj tai day

AP Document Approval

< o

[ApT072] AP Document Approval

Document : | Payment Voucher v
Drag a column to this area to group by it. Search:

() Status Approved Document No. Document Dat Amount Remark Create By Create Date Department Name Preview  Attach Level 1 Level 2 Level 3 Level 4

Om ot 01PY25070009 02/07/2025 693,600.00 Smart Finder 24/07/2025 15:... Accounting Department ... ©]

Page 1 of 1 (1 items)

Tl I e L M

3. Nhan vao biéu twong document dé xem trudc hodc tai file PDF cha chirng tir

AP Document Approval

< o

[ApT072] AP Document Approval

Document : | Payment Voucher v
Drag a column to this area to group by it. Search:

(] Status Approved Document No. Document Dat Amount Remark Create By Create Date Department Name Preview Attach Level 1 Level 2 Level 3 Level 4
Om@ ot 01PY25070009 02/07/2025 693,600.00 Smart Finder 24/07/2025 15:... Accounting Department ... @
14 4 | M Page 1 of 1 (1 items)

4. Muc Levels s& hién thj s& cap phé duyét ma chirng tir da tradi qua
- C6 thé ciu hinh t6i da 4 cap phé duyét

[apT072] AP Document Approval

Document : | Payment Voucher v

Drag a column to this area to group by it.

Search:

Create By Create Date Department Name Preview  Attach Level 1 Level 2 Level 3 Level 4

[) status Approved Document No. Document Dat Amount Remark

Om o1 01PY25070009 02/07/2025 693,600.00 ‘Smart Finder 24/07/2025 15:... Accounting Department ... Q

Page 1 of 1 (1 items)

Tl 4 |[f—————=] » 3l

5. D& phé duyét hodc tir chéi, hdy chon chirng tir va nhan vao nut tuong (rng phia trén cling ciia man hinh
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AP Document Approval

v W

Lwu y: Chi ngudi dung cé quyén phé duyét mdi cé thé thyc hién hanh déng trén chirng tir.

3.11 Giri théng tin quyét toan cong no’
Buwdc nay dung dé hoan tat tat ca chirng tir thanh todn va hda don trudc khi hach todn vao hé théng ké toan.
D{t liéu s& bi khdéa theo ky da chon dé ddm bao tinh toan ven thong tin.
Cac budc thue hién:
1. Truy cap: BOS > Accounts Payable > Process Send Data
2. Chon ky ké toan (period)va loai chirng tir (document types) can guri
3. Nhan Submit dé gri tat ca giao dich da hoan thanh dén hé théng sé cai ké toan (General Ledger)

sos | svs Process Send Data_| Send Dept To 61
‘Apghcation Launcher Pows To GL [APTOS1] Send Dept To GL
Back Office Seanch Name : s #
[ ety Cash O . e, V0672025 (3
. . ment Dste : =
[ Beposit Payment 17/06/2025 [
[ Credt hote
O imtasface send Payment: Eimvice [ petty Cash G other Payment Boeost  Easance  Enoinveice
3 process send pats Satest O pandog Posted ®m A
[ #H0 Expont
3 4P Document Agaroes Drag 2 column to tes ares to group by it. Search
[ Regans Document Ho Document Date Branch Hame Document Hame Book Name Vendar Name vat et
B Purchasing o PY2506050001 05/06/2025 Head office Pay Invoice PAYMENT VOUC. Mheadall Co,Ltd. 654 100.00
[ laventony O PY2506060001 08/06/2025 Head office Pay Invaice PAYMENT VOUC Bread Bangkok 1063 300.00
Recpe
] e = O PYZS06160001 16/06/2025 Head office Pay Invaice PAYMENT VOUC AP3 (5) Trading 718.63 11,000.00
My Favorite
Back Office o4 O Page 1.0 1 (3 items)

Lwu y: Chi nhirng chirng tir d3 hoan tat va dugc phé duyét méi cé thé gilri vao sb cai ké toan (GL).

3.12 Xuat tép dir liéu
Chirc ndng nay cho phép xuat dit liéu cong ng phai trd (AP) dudi dinh dang chuidn nhu XML hodc Excel dé ndp
cho co quan bén ngoai hoac phuc vu phan tich ndi bo.
Cac budc thuc hién:
1. Truy cap: BOS > Accounts Payable > PND Export
2. Chon loai tép xuat va pham vi di liéu can xuat
3. Nhéan Export va luru tép tai vi tri mong mudn

BOS 5YS PND Export
Application Launcher D, & export
Back Office Branch Name : z) To ))
[ Petty Cash & Year : [ 2024 v |period : [1 | 01/01/2024-01/01/2024 ~|
[ Deposit Payment . . :
posit Fay TAXTYPE: @ pnp3 () PND 53 =
[ Credit Mote
[ Interface
[ Process Send Data Seq. TAXTYPE  WithholdingD  TAX NO. Branch Name Title Vendor Name
03[0 Expot]
[] AP Document Approval ; . ) ; .
= 14 o it | » bl
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Lwu y: Can kiém tra lai ndi dung file trwée khi glri d€n co quan thué hodc kiém toan vién.

3.13 Quan ly thué
Chirc ndng nay dung dé quan ly viéc bao cdo thué lién quan dé&n cdng no phai tra (AP), bao gdm viéc chuan bj
cac mau to khai thué hang thang va bang téng hop thué khau trir tai ngudn.

Cac budc thue hién:
1. Truy cap: BOS > Accounts Payable > Operation > Vat
2. Chon ky tinh thué va loai to khai thué (vi du: PND3, PND53)
3. Xem danh séch céc giao dich chju thué va tao béo cdo twong (rng
4. Inhodc xuit mau to khai thué

BOS SYS Vat
Application Launcher r_‘ -
Back Office Year : | 2025 v | Period : | 6 | 01/06/2025-30/06/2025 |
[E] Account Payahle — Vat Mo :
[l Operations Create Date : | 17/06/2025 [
[ Cheque : -
D Status : (® fualnd () wlandu
Operations )_)
[ AP Document Approval Vendor Name :
[ Reports
Receive no @
Purchasing .
Inventory Amount : 0.00 B caimvat [ adjust
Recipe Vat : 0.00 7.00 %
Fixed Asset = Net Amount : 0.00
F rite
—_— Remark :

Back Office |

Lwu y: Chi cac giao dich dwoc danh dau |a cd loai thu nhap va thiét 1ap khau trir thué mdi hién thj trong bao
cdo thué.

3.14 Thong tin séc

Chtrc nang nay ho trg theo ddi, in, huy hodc quan ly cac giao dich lién quan dé&n séc. Puoc st dung trong cac
khodn thanh todn qua séc dugc phat hanh tir hé thdng céng ng phai tra (AP).

Cac budc thue hién:
1. Truy cap: BOS > Accounts Payable > Check Information
2. Tim kiém séc da phat hanh theo ngay, nha cung cap hoac tai khoan ngan hang
3. Thuec hién céc thao tac nhu in séc, huy séc hodc danh diu d3 thanh toan
4. Xuat danh sach séc dé xem lai va lwu trir
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BOS 5YS Cheque Pass Cheque
Application Launcher B =
Back Office Chegue No. :
[ Account Payable o 01/06/2025 [EH
Date :
[E] Operations 17/06/2025 [
)
O vat Receive Name P
Operations B[]
[ AP Document Approval Status: @) pending O printed OHold O collected ( Bounced O cancel Oan (hindes
[ Reports
Purchasing Drag a column to this area to group by it.
Inventory O Cheque No. Date Receive Name Amount Bank Name
Recipe
Fixed Asset f ! f
S 14 1 || » 9
My Favorite ) h
Back Office

Lwu y: Truede khi ddnh dau «d3 thanh toan, can ddi chi€u trang théi séc véi sao ké ngan hang dé dam bao
tinh chinh xac.

4. Xt ly gtri div liéu

Chirc ndng nay cho phép ngudi dung glri cac chirng tir cdng no va thanh todn d3 hoan tat tir mo-dun Cong ng
phai trd (Accounts Payable)sang S& céi ké todn (General Ledger - GL), dam bao hé thng ké todn luén dugc
cap nhat chinh xac.

Cac budc thue hién:
1. Truy cap: BOS > Account Payable > Operations> Process Send Data
2. Tab Process Send Data s& hién thj toan bd chirng tir cong ng

Process Send Data Send Dept To GL
Post To GL
_ 01/07/2025
Invoice Date :
24/07/2025 =i
Send Dept : Invoice Petty Cash Other Payment Deposit Credit Note
status : O pending O posted ® a1 ~ Find
Drag a column to this area to group by it.
O Invoice Ref Document No Date Document Name Book Name
O m 01INV25070176 1234 01/07/2025 Invoice Payable Invoice
| w, O01INV25070133 1C25TST1606 01/07/2025 Invoice Payable Invoice
O m 01CN25070010 DCGCNO701 01/07/2025 Credit Note General Journal
O m 01CN25070011 A123 02/07/2025 Credit Note Payable Invoice
14 <« ([ J I M
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3. Tab Send Debt to GL s& hién thj cac chirng tir thanh toén
Process Send Data Send Dept To GL
Post To GL
Payment Date : 01/07/2025 —'ﬁ]
24/07/2025
Send Payment : Invoice Petty Cash Other Payment Deposit Advance No invoice
Status : () pending O posted [CHN] - Find
Drag a column to this area to group by it.
] Document No Document Date Document Name Book Name
(] o 01PY25070009 02/07/2025 Pay Invoice Payment Journal...
14 4 === » ’l
4. Chon chirng tir can glti bang cach tick chon vao 6 checkbox
Process Send Data send Dept To GL
Post To GL
_ 01/07/2025
Invoice Date :
h 24/07/2025
Send Dept : Invoice Petty Cash Other Payment Deposit
Status : () pending ) posted @ an
Drag a column to this area to group by it.
O Invoice Ref Document No Date Document Name
[ O1INV25070176 1234 01/07/2025 Invoice
O w, O1INV25070133 1C25T5T1606 01/07/2025 Invoice
m O01CN25070010 DCGCNO701 01/07/2025 Credit Note
4 m 01CN25070011 Al123 02/07/2025 Credit Note
14 4« I ]

5. Nhan Post to GL dé glri cac chirng tir d3 chon sang S6 cai ké toan

Process Send Data Send Dept To GL

l Post To GL

6. Sau khi hoan tat, hé théng sé hién thj thong bdo xac nhan thanh cong va cap nhat trang thai cla chirng tir

Post to GL system complete
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] Invoice Ref

| 'wy O01INV25070176
I wy D1INVZ5070133
] 'w, O01CN25070010
[ 'w 01CN25070011

Lwu y: Chi cac chirng tir d3 hoan tat mai cé thé dugc glri sang S6 cai (GL)
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