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1. Tong quan

Mé-dun Cong no phai trd (Accounts Payable - AP) duoc thiét ké dé quan ly cdc khoan ng véi nha cung cép,
bao gdbm nhép liéu héa don, x ly thanh toan va tinh thué khau trir. Hé théng dwoc tich hop vdi cadc mé-dun
tai chinh khac nhu S6 céi téng hop (GL) va Don mua hang (PO), dam bao tinh nhat quan va hiéu qua trong
quy trinh mua sam va tai chinh cla cong ty.

2. Cau hinh cai dat ban dau cta hé théng

Trudc khi ghi nhan cac giao dich cdng no phai trd, ngudi dung can thiét 1ap cdc ciu hinh thiét yéu bao gbm
nha cung cap, thdng tin ngan hang, phwong thirc thanh todn va dinh dang ké toan. Nhirng ciu hinh nay I3
nén tang cho viéc x&r Iy AP chinh xac va nhat quén.

2.1 Théng tin cong no phai tra
Menu nay lwu trir thdng tin vé nha cung cap dugc st dung dé quan ly cdng no, thanh todn va khau trir thué.
Théng tin nay gilp tich hop lién mach véi cac giao dich thanh todn va ghi s6 ké toan.
Cac budc thuc 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 théng tin trong tat ca cac tab: General, Address, Contact, Business, Product, Bank
Account
4. Thiét |ap diéu khodn thanh toan, han murc tin dung va loai thué ap dung
Nhan 'Save' dé hoan tat viéc dang ky nha cung cap

Bos | svs Vendor | VendorGroup | Vendor Company | Business | Product Type
Application Launcher r_‘ -l
System Config

GENERAL ADDRESS CONTACT BUSINESS PRODUCT BANK ACCOUNT

»

[F] Back Office Master

[E] Account Payable Vendor No. :

o
Vendor Code{OLD) :

[J Bank

L Bank Account Person Type :

L] Payment Info Vendor Name (1) :

[J Income Type

[ Cheque Type

[] Bank Fee

[ System Config

[J Journal Template -

Vender Name (2) =

Title : *
Vendor Name :

My Favorite Card No. :

Tax No. :

Payment Type :

'R Term: 0
E g B 15 active
Aging Start:

\"‘at:

Back Office

[ My Profile

Main { Branch :

Branch Code :

* (for export PND to bt file)

Lwu y: Dam bao théng tin nha cung cdp chinh xc dé tranh sy c6 trong qua trinh thanh toén va tinh thué
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2.2 Thong tin ngan hang

Phan nay cho phép ngudi dung dang ky va quan Iy tén ngan hang cung théng tin chi nhanh, 1a céc yéu té can
thiét cho viéc x{r ly thanh todn trong hé théng cdng ng phai tra (AP).

Cac buéc thuc hién:

1.

2
3
4.
5

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

Nhan 'New' dé tao ban ghi ngdn hang mai

Nhap tén ngan hang, tén viét tit va m3 (néu cd)

Dinh nghta théng tin chi nhanh bao gdm dia chi va m3 chi nhanh

Luu théng tin d€ s dung sau trong viéc thiét 1ap tai khoan ngan hang

BOS SYS Bank Bank Branch
Application Launcher r_‘ -
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 théng tin ngan hang va chi nhanh trudc khi lién két véi tai khodn ngdn 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 nhiéu kénh thanh todn bao gém séc, chuyén khodan, hodc ghi no truec tiép.

Cac budc thuc hién:

1.

2
3
4.
5

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

Nhan 'New' dé thém tai khoan ngan hang

Chon ngan hang va chi nhanh lién quan

Nhap s6 tai khoan, tén tai khoan va chon loai st dung (vi du: Séc, Chuyén khoan, Ghi no truc tiép)

Nhan 'Save' dé dang ky tai khoan
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BOS 5YS Bank Account Bank account visible by Branch
Application Launcher [—_l |
System Config
Bank : | BBL v
[E] Back Office Master - §
] Account Payable A/C Branc Y
[ vendor AJC Name :
[] Bank AJC No. :
Bank A nt -
E‘m Account Type @ | Fix ~
[J Payment Info r)
O Income Type Account ID :
[J Cheque Type Max media transfer :
L] Bank Fee Remark :
[J System Config
B 15 Active
[ Journal Template =
Default Pay Cheque: ||
My Favorite
Use Pass Cheque : || z)
Back Office

Dam bdo tai khodn ngdn hang duworc tao sau khi thiét 1ap ngdn hang va chi nhanh

2.4 Thong tin thanh toan

Menu nay dugc st dung dé dinh nghia cac phuong thirc thanh todn khac nhau sé 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 phuong thirc thanh todn va ma rat gon

Xac dinh phuwong thire st dung 1a séc, chuyén khoan hay tién mat

Luwu cau hinh

BOS SYS Payment Period Date Payment Info
Application Launcher ﬂ S
System Config
Payment Type Name (1) : Cash
[E] Back Office Master a
] Account Payable Payment Type Name (2) : WIUFA
[ vendor Payment Type Name (3] :

[] Bank
[] Bank Account

| Payment Info Payment Type Name (5) :

Payment Type Name (4] :

[ Income Type Term: O
[] Cheque Type Is Active

[] Bank Fee |
[[1 Sustem Confin

Lwuy:

Phuwong thirc thanh todn phai phu hop véi quy trinh chi tién thuc té cta té chire
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2.5 Loai thu nhap
Loai thu nhap duoc sir dung dé phan loai cac loai thu nhap, chd yéu phuc vu cho viéc 1ap bdo cdo thué khiu
trir tai nguon.
Cac buéc thuc hién:
1. Truy cap SYS > Back Office Master > Account Payable > Income Type
2. Nhan 'New' dé dinh nghia loai thu nhap mai
3. Nhap tén loai thu nhap, ty 1& khau trir thué dp dung va loai mau biéu thué
4

Luu loai thu nhap

BOS 5YS5 Income Type
Application Launcher [—_l -
System Config
Income Type (1) :
[5] Back Office Master a
[=] Account Payable Income Type (2) :
O vendor Income Type (3) :
[J Bank Income Type (4) :

[ Bank Account

[ Payment Info Income Type (5) :
[1|Income Type Income Type Rate : O %
[ Cheque Type Is Active

Lwu y: PAm bdo cac loai thu nhap phan dnh ddng chinh sach thué hién hanh dé tuan tha quy dinh phép luat

2.6 Loai séc
Loai séc dugc sir dung dé dinh nghia cdc danh muc séc khac nhau duwoc phat hanh trong hé théng, nhu séc
mé& hodc séc gach chéo.
Cac budc thuc hién:
1. Truy cap SYS > Back Office Master > Account Payable > Check Type
2. Nhan 'New' dé thém loai séc
3. Nhéap tén, m3 va cac dic diém cua séc
4. Luu thong tin

BOS 5YS Cheque Type
Application Launcher [—_| -
System Config

Cheque Type Mame (1) :
5] Back Office Master

[E] Account Payable
[ Vendor Cheque Type Mame (3] :

Chegue Type Name (2] :

L Bank Cheque Type Name (4) :
[] Bank Account

[] Payment Info
[ Income Type Is Active

[1]| Cheque Type |

[] Bank Fee

Lwu y: S& dung quy uwdc dit tén nhat quan dé tranh nham |1an khi phat hanh séc.

Cheque Type Name (5) :
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2.7 Phi ngan hang

Menu nay cho phép ngudi dung dinh nghia ciu tric phi lién quan dén giao dich ngdn hang dé sir dung trong
qua trinh x& ly thanh toan.

Cac buéc thuc hién:

1.

2
3
4.
5

Truy cap SYS > Back Office Master > Account Payable > Bank Fees
Nhan 'New' dé dinh nghia moét loai phi ngan hang

Chon tai khodn ngan hang, tén loai phi va sé tién phi

Xac dinh phi la ¢ dinh hay theo ty |1é phan tram

Luu thong tin

BOS 5YS Transfer Fee Bank Fee
Application Launcher ﬂ -

©

System Config Bank : | BBL hd

»

=] Back Office Master Zone: ®inzone () OutZone
[E] Account Payable
[ vendor
[] Bank
[ Bank Account Fee:

[ Payment Info

Min Amount :

Max Amount :

[] Income Type
[] Cheque Type

3 pank e

[ system Config
[ Journal Template o

My Favorite

Back Office

Lwu y: Cau hinh phi ngdn hang chinh xéc gitp ddm bao hach toan ding trong qua trinh thanh toén
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2.8 Pinh dang ké toan
Menu nay thiét 1ap mau dé cac giao dich tir AP dugc ghi nhan vao S6 céi téng hop (GL).
Cac buéc thuc hién:
1. Truy cap SYS > Back Office Master > Account Payable > Journal Template
2. Nhan 'New' dé tao dinh dang mdi
3. Dinh nghta loai giao dich va lién két vdi tai khodn ké toan (Chart of Accounts)
4. Xac dinh ciu tric ghi Ng/Cé va cac théng tin tham chiéu néu ¢
5. Lwu va kiém tra ciu hinh dinh dang

BOS 5YS Journal Template
Application Launcher [—_l -
System Config Template Name Detail
[E] Back Office Master -
Template Name (1) :
] Account Payable
[ vendor Template Name (2] :
[ Bank Book | v

[J Bank Account Remark :

[ Payment Info -
Template Type :

[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 « » M

g

Lwu y: Cau hinh dinh dang k& todn sai cé thé dan 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 trd dugc sir dung dé quan ly tat ca cac giao dich van hanh lién quan dén cdng ng. Hé
théng bao gbm tao hda don, xr ly thanh toén, khau trir thué, ghi nhan tién dat coc, diéu chinh céng no' va
cac hoat dong tai chinh lién quan.

Hé théng hd tro nhiéu phuong thirc thanh todn va yéu cau thué khac nhau, dam bao day di chirng tir va cho
phép glri cac giao dich da hoan tat dén S6 cai tong hop (GL).

Module nay giip hop ly héa quy trinh tai chinh, dam bao do chinh xac cta di? liéu va tudn thi cac chinh sach
cla cong ty cling nhu quy dinh phap luat.

3.1Héa don
Menu nay cho phép ngudi dung tao tai liéu héa don, cé thé thuc hién thi cdng hodc nhap tir hé théng khac.
Hoéa don dugc st dung dé ghi nhan giao dich cdng no va la co sé cho viéc thanh toan trong twong lai.
Cac buéc thue hién:
1. Truy cap BOS > Accounts Payable > Operation > Invoice
2. Nhan 'New' dé tao hoa don thl cong hodc chon tly chon nhap dé 13y dit liéu tir hé thdng lién két
3. Pién tén chl ng, s6 hda don, ngay va sb tién
4. Dinh kém tai liéu tham chiéu hodc don dit hang (PO) néu can
5. Luwu hda don dé xt ly hodc phé duyét sau

Appication Launcher = [APTO46) Invoice

Back Offce
uts creste Py () pRINT S0URIAL oate | 17/06/2025 ()

endar : P Due date ;| 17/06/2025 =5
ok : | PURCHASE VOUCHER v Irwoice Ref :

[ Account Payable

0.00 Discount : 0.00

vt Rate 2.00 vat : 0.00  Adust

[ Deposit Payment Tax: 0.00 Clamable Vst 0.00

O red ote
[ toterace

] Process send Dits
1 1D Export w Deposit Amount : o 20 Number et : 2

et s 0.00 With Holding Tax : 0.00

Recewe Date : 17/06/2025 1) Journal Date 1| 17/06/2025 T

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

T roim Page 1070 (0 tems)

Total Debit 0.00 Total Cred : 0.00

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

Lwu y: PAm bao thdéng tin hda don trung khdp véi hda don thuc té tir nha cung cap dé tranh sai sét trong
thanh todn
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3.2 Thanh toan
Menu Thanh todn dugc st dung dé thanh todn cac khoan ng ghi nhan tir héa don. Ngudi dung cd thé thuc
hién thanh toadn qua tién mat, séc, chuyén khodn ngan hang hodc ghi ng ty ddng tuy theo ciu hinh hé théng.
Cac buéc thuc hién:
1. Truy cap BOS > Accounts Payable > Payment
2. Nh&n'New' va chon chd ng dé xem danh sach héa don con ng
3. Chon céc 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 hodc tai khoan 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 -
[ Refer No. Document No Date Branch Name Vendor Name
= Operations —
[] 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 Il E O SN
[ PND Export o
My Favorite
Back Office

Lwu y: Chi cac hda don d3 dugc phé duyét méi dwoc thanh toan. Hay dam bao phuwong thirc thanh todn phu
hgp vdi cau hinh hé théng
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3.3 Thué kh&u trir tai nguén
Chirc ndng nay tinh todn va ghi nhan thué khau trir dya trén loai héa don va loai thu nhdp. Dam bao tuén thu
luat thué va cho phép tao cac bdo cdo thué (vi du: PND 3/53).
Cac buéc 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 1é 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
Back Office 2, Fiwslsu‘Lﬁ:_m f"nn B T1at anuunes 40 (2)
3. Auwaanana a1 snunan 40 (3)
P 4. (n) manudle 1@ suuas 40 (4) ()
: () Wuilupa Wudmuiodls 184 enuunss 40 (4) ()
(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) F05183U 9 (TEYerreerrrarrenemeens 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) du a (s21).....
5. msinadulafdaatnad al fiaa suddansuasmnasiaananu
TRl Ey e M- (3T I

. Su g (52)

4 4 m:v 3 1]

Lwu y: Phai hoan tat ciu hinh loai thu nhap truwdc khi xr ly thué khau trir
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3.4 Tai liéu dat coc
Pugec st dung dé ghi nhan cac khoan thanh todn trudc hodc tién dit coc d3 tra cho nha cung cap. Cac khoan
nay duoc theo dai riéng va cé thé dugc dp dung cho céc hda don sau nay.
Cac buéc thuc hién:
1. Truy cap BOS > Accounts Payable > Deposit
2. Nhan 'New' va nhap thong tin dat coc gdbm tén chd no, s6 tién va ngay dat coc
3. Dinh kém céc tai liéu hd tro néu cé
4. Luwu dé ghi nhan khoan dat coc

BOS 5YS Deposit Payment
Application Launcher l—_l -
Back Office a -
Invoice No. : || auto create Pv || PRINT JOURNAL Date : | 17/06/2025 [
=] Account Payable
Operations Vendor : » Due date : | 17/06/2025 ]
[ operations Book : | PURCHASE VOUCHER hd Invoice Ref :
[ tnvoice Net : 0.00
[J Create Payment
O] petty Cash Receive Date : | 17/06/2025 ] Joumnal Date : | 17/06/2025 ]
[ Credit Note
dd d
[ Interface - .
[ Process Send Data Drag a column to this area to group by it
[J PND Export =
Seq. Account Code Account Name
My Favorite
Back Office

E-li_ Total Debit : 0.00 Total Credit : 0.00

Lwu y: Khodn dat coc cé thé duwoc sir dung dé khau trir cho cac hda don trong tuong lai
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3.5 Gri thdng tin quyét toan céng no’
Budc nay duoc sir dung dé hoan tat tat ca cac chirng tir thanh todn va hda don trudce khi glri vao hé théng ké
todn. DY liéu s& dugc khda theo ky dugc chon dé ddm bao tinh toan ven.
Cac buéc thuc hién:
1. Truy cap BOS > Accounts Payable > Process Send Data
2. Chon ky va loai chirng tir
3. Nhan 'Submit' dé gli tat ca giao dich d3 hoan tat vao s6 cai ké toan (General Ledger)

0os | svs Process Send Oata | Send Dept To GL
‘Apphcatse Launcher Pow To AL [APTO51] Send Dept TOGL

Branch Hame : P P
S 01/06/2025 [
Payment Dite : =
17/06/2025 [
O Cred
O intesface send Payment : Ediveice  Edpetty Cash G other Payment Bt Eacence  Eoinvoice
) Process Send Data status: ) pending posted Su e
[ PHD Export
Saaccte

Orag  colume o this area tn group by it.

[J AP Document Approval

[ Reports Document Ho Document Date Branch Hame Document Name Book Hame wendar ame vat et
] Purchasing O PY2s06050001 05/06/2005 Head office Pay Invoice PAYMENT VOUC Aheadall Co.Ltd. 654 100.00
e iad O PY2506060001 06/06/2025 Head affics Pay Invaice PAYMENT VOUC Eread Bangkok 1063 300.00

fecse

] Reci » O PY2506160001 16/06/2025 Head office Fay Invaice PAYMENT VOUC. a1 () Trading 718.63 11,000.00

Hy Favorite

fack Offce TR » Page 10f1 (3 e}

Lwu y: Chi nhitng chirng tir da dugc phé duyét va hoan tat méi co thé glri vao GL

3.6 Xuat tap tin dir liéu
Cho phép xuat dir liéu AP thanh cac dinh dang tiéu chuan (vi du: XML, Excel) dé glri cho co quan bén ngoai
hodc str dung phén tich ndi bo.
Cac buédc thue hién:
1. Truy cap BOS > Accounts Payable > PND Export
2. Chon loai xuat va khoang thoi gian dit liéu
3. Nhén 'Export' va lwu tap tin vao vi tri da dinh

BOS 5YS PND Export
Application Launcher D_,. & export
Back Office Branch Name : r) To r)
[ petty Cash & Year: | 2024 | Period : [1 | 01/01/2024-01/01/2024 |
L Dep?Sit Payment TAXTYPE: @ pnp3 ) PND 53 - Find
[ credit Note
[ Interface
[ Process Send Data Seq. TAXTYPE  WithholdingD  TAX NO. Branch Name Title vendor Name
o0 xer]
[ AP Document Approval ; . ) ; .
[] Reports | I ] | 1 m | 4 J | d
[+] Purrhasing
Lwu y: Can kiém tra k§ ndi dung tap tin trudc khi glri cho co quan thué hodc kiém todn vién
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3.7 Quan ly thué
Muc nay duoc st dung dé quan ly bao cao thué lién quan d&n AP bao gdm viéc 1ap mau biéu hang thang va
bdo cdo thué khiu trir tai nguon.
Cac buéc thuc hién:
1. Truy cap BOS > Accounts Payable > Operation > Vat
2. Chon ky va loai biéu mau thué (vi du: PND3, PND53)
3. Kiém tra danh sach giao dich lién quan dén thué va tao bdo cdo
4. In hodc xuat biéu mau thué

BOS | SYS vat
Application Launcher ﬂ _,'_=|
Back Office Year : | 2025 v | Period : |6 | 01/06/2025-30/06/2025 |
[E] Account Payable a Vat No :
=] Operations Create Date : | 17/06/2025 [
[] Chegue -
|I| Status : (@ fulpd ) oiladu
Operations P
[ AP Document Approval Vendor Name :
[] Reports
Receive no :
Purchasing
Inventory Amount : 0.00 B caimvat [ adjust
Recipe vat : 0.00 7.00 %
Foced Asset ] Net Amount : 0.00
Favorite
et Remark :

Back Office |

Lwu y: Chi cac giao dich cé khai bo loai thu nhap va ciu hinh khau trir mdi hién thj trong bdo cdo thué
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3.8 Thong tin séc
Cung cap chirc nang theo ddi, in, hlly hodc cip nhat tinh trang séc trong hé théng. Hitu ich cho cac khoan
thanh toan bang séc dugc phat hanh qua hé théng AP.
Cac buéc thuc hién:
1. Truy cap BOS > Accounts Payable > Check Information
2. Tim kiém céc séc da phat hanh theo ngay, nha cung cap hodc tai khoan ngin hang
3. Inséc, hly hodc déanh du la d3 thanh todn néu can
4. Xuatdanh sich séc dé kiém tra
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Lwu y: Ludn ddi chiéu trang thai cda séc véi sao ké ngan hang trudc khi danh dau 1a d3 thanh todn
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