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1. Tong quan

Hé théng S6 céi téng hop (GL) quan ly cac giao dich tai chinh d€ dam bao bao cdo chinh xac va hé tro'ra
quyét dinh. Hé thdng bao gdm cau hinh tai khoan, ghi sé nhat ky, but todn dinh ky va khoa ky ké toan. GL tich
hop v&i cdc phan hé nhu AP, AR va Kho dé duy tri tinh nhat quén va kiém sodt tai chinh. V&i cau hinh va quy
trinh phu hop, ngudi dung cé thé ddm bao ho so tai chinh dang tin cay va dé kiém toan.

2. CAU HINH BAN PAU

Viéc ciu hinh ban d4u 13 rat can thiét trwdc khi sir dung hé théng GL. Bao gbm viéc xac dinh so d6 tai khoan,
tai khodn kiém soat, ndm tai chinh va cac thiét |ap hé théng khac anh huwéng dén moi giao dich sé cai.

2.1 Nhém tai khoan
Tinh ndng nay cho phép ngudi dung nhdom tai khodn theo cac tiéu chi cy thé nhu phong ban, dy 4n hodc
trung tam chi phi, ho tro phan tich chi tiét va phan doan bao cdo.
Cac budc thyec hién:
1. Truy cap tab SYS - Back Office Master - General Ledger - Account Group
Nhap vao "Add Group"
Pat tén nhém va mo ta
Chon cdc tai khoan dé dwa vao nhém
Gan ma nhdm néu can
Nhap Luu dé luvu nhdm tai khoan

oukwnN

BOS Y5 Account Group

Application Launcher n -
=

System Config Group Code : 27

L AMTVSToTy
Fixed Asset Group Name (1) :
Recipe System Group Name (2) :
[5] General Ledger
[] Chart of account
[ Budget
[] Template Report Formatting Group Name (5) :
[] Template Report and Depart & Group Active
|I||Accnunt Group
[ Account Sub Group

[ Book v
4 G »

My Favorite

Group Name (3) :

Group Name (4) :

Back Office

Lwu y: S dung quy wdc dat tén rd rang dé don gian hda viéc bao cdo va phan tich.
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2.2 Thiét 13p nhém phu
Chtrc ndng nay dugc sir dung dé cau hinh cdc danh muc s8 cdi, gitip phan loai céc but todn tai chinh theo
ngudn goc hodc chire ndng nhu hoat ddng, hanh chinh hodc theo duy én.
Cac budc thuc hién:
1. Truy cap tab SYS - Back Office Master - General Ledger - Account Sub Group
Nhap vao "New"
Nhap tén danh muc, md td va ma nhém
Gan tai khodn mic dinh hodc quy tac cho danh muc
Nhap Lwu dé hoan tat thiét 1ap

uhwnN

BOS 5YS Account Sub Group

Application Launcher ﬂ -

System Config Group Name : ).)
L0 DTSy a

Fixed Asset Sub Group Code :

Recipe System Sub Group Mame (1) :
[5] General Ledger
[ Chart of account
[ Budget
[ Template Report Formatting Sub Group Name (4) :

Sub Group Mame (2) :

Sub Group Mame (3) :

[] Template Report and Depart Sub Group Name (5) :
[ Account Group
[ | Account Sub Group

[ Book v
4 G »

My Favorite

Sub Group Active

Back Office

Lwu y: Cac danh muc nén phl hop véi cau tric tai chinh cla t6 chirc dé hd tro theo ddi ngan sach va kiém
soat chi phi.
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2.3 C3u hinh s tai khoan
S6 nhat ky dugc st dung dé t6 chirc cac but todn ké todn theo loai chirng tir va tan suét. Viéc cau hinh nay
gitp quan ly nhat ky cho cac giao dich hang ngay, diéu chinh va but toan dinh ky.
Cac budc thuc hién:

Version :
Last Updated :
Author :

10
6 June 2025
Documentation Team

1. Truy cap tab SYS - Back Office Master - General Ledger - Book
2. Nhép vao "New Book"
3. Nhap tén s nhat ky, md ta va ma
4. Thiét lap dinh dang danh s6 va tan suit ghi s6
5. Lién k&t s6 nhat ky véi tai khodn GL néu can
6. Nhap Lvu dé hoan tat cau hinh s6
BOS | svs Company Book Book
Application Launcher r_‘ wd
System Config Book Code : BV
E ::::::T;te Report Formatting - Book Name (1) : BANK RECEIVABEL
[] Template Report and Depart Book Name (2) : BANK RECEIVABEL
[ Account Group Book Name (3) :
[ Account Sub Group
D|Book| Book Name (4) :
[ Period Book Name (5) :
[ Post Rule Active :
[ Journal Template
[ system Config
Income v
4 4
My Favorite
Back Office

Lwu y: S dung s6 nhat ky riéng biét cho céc chirc ndng tai chinh chinh dé tang cudng sy rd rang trong qua
trinh kiém toan va déi chiéu.
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2.4 Dinh dang tai khoan
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Tai khoan kiém sodt |a cac tai khodn téng hop dung dé d6i chiéu gitra s6 phu va s6 cdi tdng hop, thudng ap

dung cho céc khoan phai thu, phai trd hodc ton kho.
Cac budc thuc hién:

1. Truy cap tab SYS - Back Office Master - General Ledger = Journal Template

Nhap vao "New"

Nhap tén mau dinh dang
Chon loai s6 ap dung
Nhap Luu dé luu thiét lap

vk wnN

BOS 5YS Journal Template Statistics Template

Application Launcher ﬂ _,'_=|

©

System Config Template Name Detail

e ——————pe

s
[ Account Group

[ Account Sub Group
[ Book

Template Mame (1) :

Template Mame (2] :

O Period Book : |

Remark :
B 15 Active
[ system Config
Income
Comman Config
Securities Control
4 G >
My Favorite

[ Post Rule
I

| Journal Template
w Drag a column to this area to group by it.

Seq Account Code

Back Office T 0 3 m

Account Name

4 4|

4 | 4
B

Lwu y: PAm bdo cac tai khoan kiém sodt dwoc déi chiéu dinh ky v&i s6 phu dé duy tri dd chinh xac trong bao

cdo tai chinh.
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3. Quy trinh hoat déng chia hé thdng s cai

Hé théng quy trinh S& cai xt ly toan bd hoat déng tai chinh trong phan hé GL, bao gdm ghi s6, dao but toan,
dinh ky va khéa ky. Hé théng cung cap cong cu cé cau tric nham dam bao ghi nhan chinh xac, stra 16i, tu
déng hda but todn dinh ky va khéa ky an toan. Quy trinh nay gitip duy tri tinh toan ven, nhat quan va san
sang kiém todan trong bao cdo tai chinh.

3.1 Ghi s6 ké toan

Chirc ndng nay cho phép ngudi dung thuc hién ghi s6 va diéu chinh ké todn théng qua giao dién cé ciu truc.
Hé théng hd tro cac thao tac nhu ghi but toan, chinh sira cac bat todn d3 lwu trudc d6 va lua chon so do tai
khoan cu thé dé dam bao tai liéu tai chinh chinh xac.
Céc budc thyc hién:
1. Truy cap BOS - General Ledger - Operations = Journal
Mé& giao dién ghi s6 k& toan
Nhap nut New dé tao but todn mai
N&u muén ghi lai chirng tir d3 c¢d, nhap Re-post
Chon ngay chirng tir va sé nhat ky
DE lru dudi dang mau hodc chinh stra mau, st dung chitc ndng Template
Dé& nhap tai khoan: Click on the line to search for a chart of accounts

Nouvs~wnN

Nhap vao dong dé tim tai khoan trong so do tai khoan
Nhép tén hodc m3 tai khoan, sau d6 nhap Find

Nh&p dup dé chon tai khoan

Nhap s6 tién No hodc C6 va ghi chd (néu can)

DE xda dong, nhan Delete hodc Clear Zero

N ) O O O I

Sau khi hoan tat, nhan Save

BOS 5YS Journal Journal Statistics
Application Launcher ﬂ 2 import | &' export | g

Back Office

Doc No. s PRINT JOURNAL [ Save to Template ] Update to Template

[Z] General Ledger a
[ Operations Date : | 17/06,/2025 [

[ Batch Book Name : | v|
[ Book Process
[ Book Process End Year
= Remark :
[ Interface .
[ Project
L Cancel Book Process Year Attachment Files : | Choose File | No file chosen

[ GL Document Approval
Reports o —dd e | el e

My Favorite Drag a column to this area to group by it.

Back Office Seq Account Code Account Name Refer No Depl
iy P - i - Y
E g |14 ] 4 m:. Pl
LI My Profile Total Or : 0.00 TotalCr: 0.00  Total Diff : 0.00
|
Lwu y: PAm bdo tat ca cac but todn ghi No va ghi Cé dwoc khdp dung trudce khi lwu dé duy tri su can déi cla
6 céi.
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3.2 Dir liéu tir hé théng khac

Chirc ndng nay cho phép ngudi dung truy xuat va xadc minh cac bo tai liéu dugce gli tir hé thdng khac trudc
khi ghi s6 vao S6 Cai. Hé thong ho tro viéc xem xét va phé duyét cac bd di liéu theo loai va khoang thoi gian,
ddng thoi hién thi cac ban ghi tdn dong chwa dugc ghi sé.

Cac budc thuce hién:

1. Truy cap BOS - General Ledger - Operations = Interface
2. Trong muc tim kiém:
L] Chon ndm vaky
L] Nhap khoang ngay cla bd chirng tir
L] Chon loai chirng tir
L] Nhap nut Find dé tim kiém
3. Hé théng s& hién thj danh sach chirng tir dugc danh diu dé glri 1én GL
4. Tich chon b chirng tlr can xt ly
5. Nhap Approve dé ghi s6 hodc Reject dé tra vé hé théng ngudn
6. Sau khi phé duyét, dit liéu s& ty déng chuyén dén BOS - Ledger - Execution - Posting
BOS | Svs Interface | Pending Interface
Application Launcher [ (% ] < [GLT004] Interface
Back Dffice Find a
(] Operations . ooe/2025 3
E::E:p.ms O 710612025 [
[ Book Process End Year Reference Type - | ApInvoice ~
[ Joumal Active : @ pending O approved ) Rejected O cancel Qan (—inde
| Interface
Py— Drag a column to this area to group by it. Search:
[ Cancel Book Process Year m Doc Date Rafer No. Book Name Doc No. Remark Total Dr/Cr Reference Type Last Update By Update Date
[ GL Document Approval
[ Reports 7] q i » M Page 1 of 0 (0 items)
& Income
My Favorite
Back Office

Lwu y: Xem xét ki cdc chi tiét tai liéu trwdce khi phé duyét dé dam bao viéc ghi s6 vao S8 Cai chinh xac.

3.3 Xt ly s6 ké toan
Chirc ndng nay xtr ly s6 ké todn va glri di¥ liéu dén hé théng ghi s6 dé tao ra cac bao cdo khac nhau nhu bang
can d6i thir, bdo cdo 13i 16 va nhiéu loai khac. Hé théng cling ho trg viéc hlly bd s6 da xt Iy khi can thiét.
Céac budc thuc hién:
1. Truy cap BOS - General Ledger - Operations = Book Process
Chon ndm va ky can xtr ly
Nhap Find dé hién thj s cé san
Tich chon s6 can xtr ly
Nhap Process dé bt dau xir ly — trang thai s& chuyén tir Pending sang Processing

vk wnN
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BOS SYS Book Process
Application Launcher Y proce [6LT031] Book Process
Back Office Book
[Z] Operations -
[ Batch —— =]
[/ Book Process Year : | 2025 ~| Pericd : [6 | 01/06/2025-30/06/2025 ~ No GL interface document remains
k d 2 .
S ]E::m:mtess End Year Status: ® pending O Process
O Interface Drag a column to this area to group by it. Search:
[ Project 0 Book Code  Book Name Year Period Journal Qty.
Cancel Book Pr i —
DDGL D“e m’“ml = 0 oo PURCHASE VOUCHER 2025 6 2
ccument Approval
5 resorts o oP DEPRECIATION EXPENSE ... 2025 6 1
[ Income -
My Faverite " <« 1 4 H Page 1 of 1 (2 items)

Lwu y: PAm bao da chon dung s6 va ky trwdc khi x& ly hodc hdy bd dé tradnh bao cao sai léch.

3.4 Khau trir thu/chi va két chuyén cudi ky (GL-CutOff)
Chirc ndng nay duoc st dung dé két thuc chu ky ké toan cudi thang bang cach tao danh sach chét thu nhap
va chi phi. Khi khéng cé giao dich mé&i nao dwoc ghi nhan trong ky, hé théng s& chuyén thu nhap vao loi
nhuan gitt lai va dua chi phi vao tai khoan 13i 16. Hé thdng cling ho tro két chuyén cudi ndm dé phuc vu cho
viéc khoa s6 hang ndm.
Céc budc thyc hién:
Tao danh sach khau trir thu/chi

1. Truy cap BOS - Ledger - Operations = Process the Book of Accounts

2. Chon nam vaky can xt ly

3. Nh&p nut Process

4. Khi cé clra s6 xac nhan hién 1&n, nhan OK dé xac nhan hodc Cancel dé huy
K&t chuy&n nadm ké toan

1. Truy cap BOS -> Ledger - Operations - Process the Book of Accounts

2. Trongky 12 cdia ndm hién tai, chon tly chon Cross-Year Carryover Only

3. Nhap Process dé thuc hién

4. Khihé théng hdi xac nhan, nhan OK dé tiép tuc hodc Cancel dé hly

Bos SYS Book Process End Year
Application Launcher roce [GLT049] Book Process End Year

Back Office ® Create Revenue/Expense () Year Move
] Operstions R vear : (2025 ~ | period - 6 | 01/06/2025-30/06/2025 |
[ Batch Book : [ JOURNAL VOUCHER v
[ Book Process b
[ Book Process End Year
[ Joumal
[ Interface
[ Project
[ Cancel Book Process Year
[ 6L Document Approval
[ Reports
Income: -

My Favorite

Lwu y: Chi s&r dung chirc ndng nay sau khi d3 xac minh rang khéng con thay ddi nao can thiét cho ky da chon.
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