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1. Téng quan

Hé théng BOS Purchase gitp don gian héa quy trinh mua sam tir yéu cau nodi bd dén phé duyét don dit hang
(PO), nhan hang va déi soat kho. Hé thdng dam bdao tinh minh bach, tuan thi chinh séch va tich hop lién
mach vé&i hé théng Kho va K& toan téng hop (GL). Hé théng hd trg mau hang héa tiéu chuan, thiét 1ap nha
cung cap va quy trinh phé duyét nhiéu buédc nham nang cao dd chinh xac trong van hanh va kha nang truy
xuat tai chinh.

2. Cau hinh hé thong

C4u hinh ban d4u bao gém thiét 1ap danh muc menu va mau hang héa cho cac hoat ddng mua sam. Nguoi
dung can dinh nghta théng tin nha cung cap, phan loai, don vij tinh va cai dit mua hang mac dinh.

2.1 Danh muc hang héa
Phan Danh muc hang héa duoc st dung dé xac dinh cac tham sé chinh ca quy trinh mua sdm bao gdbm phan
loai nha cung cap, diéu kién thanh todn va ma tai khodn tham chiéu. Nhirng thiét 1ap nén tang nay ddm bdo
hé théng hoat dong nhat quan va tudn thu cac chinh sach ké todn va mua hang.
Cac budc thyc hién:
1. Truy cap SYS > Back Office Master > Purchasing.
C4u hinh phan loai nha cung cip va nhém hang hoa.
Thiét 1ap diéu kién thanh todn mac dinh va diém dén kho.
Gan ma GL va ma tai khoan tham chiéu.
Xem xét gidi han phé duyét va vai tro dy quyén.

vk wn

Bos | svs Type | Group | Mapping Item Groupand Type | Unit | ConvertUnit | Item Description
Application Launcher l—_l -

=

System Config

»

[E] Back Office Master
Account Payable

® Inventory () Fixed Asset ) Project () Service

Group Name (4) |

[ Ttem Template
Group Name (5) |

[ vendor Price List

Department Group Code
[E] Purchasing Group Name (1) | |
[ Purchase Group Name (2) | |
[ Transport Group Name (3) | |
e sciin] |
|

[ System Config - Depreciate Account{Dr)

<« GEEEEEESSS——— > Accumulate Account(Cr)

My Favorite Broke{Asset)
Location Name |,)

Back Office

Inventory | Direct

Y
E ; Drag a column to this area to group by it.

Department Name Cost Product Code Cost Product Name

ASSET
LIABILITIES

[ my profile

Lwu y: Cau hinh ndy ddm bdo su lién két phi hop vdi cdc mo-dun ké todn va kho hang.

Page |3




('Sb SOR&ST —

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

2.2 M3u hang héa
Mau hang héa cho phép dinh nghia trudc cac san pham duoc st dung trong quy trinh mua sdm. N6 gidp
chuén hdéa dit liéu san pham nhu don vi, thuong hiéu, loai va thué suat. Didu nay ddm bao tinh nhat quan va
hiéu qua khi tao cac tai liéu yéu cdu mua hang (PR) va don dat hang (PO).
Cac budc thyc hién:

1. Truy cap SYS > Back Office Master > Item Template

2. Dinh nghia cac thudc tinh hang hda nhu loai, don vi, thwong hiéu va nhém.

3. Thiét |ap thué suat va nha cung cdp mac dinh cho tirng mat hang.

4. Lwu va cap nhat mau dé st dung cho PR/PO trong twong lai.

BOS 5YS Item Template
Application Launcher l—_| e
System Config Template Name (1) : | |
=] Back Office Master a Template Name (2) : | |
Account Payabl
] Account Payable Template Name (3) :| |
Department
I Purchasing Template Name (4) : | |
[ Purchase Template Name (3) : | |
[] Transport Remark : |
[ Item Description
[1]| Item Template Item source
[ wvendor Price List
L] System Config v Item search j-)
4 G > Marketlist document )—)
My Favorite PO document -

st

E ; [] seqID Ttem Code

I 4 [ |k b

[ My Profile

Lwu y: M3u hang héa gitip tang tdc quy trinh yéu cau va mua hang, dong thoi gidm thidu 18i nhap liéu tha
cong.
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3. Quy trinh van hanh hé thng mua sam

Phan nay trinh bay quy trinh van hanh tirng buéc clia quy trinh mua sdm, bat dau tir yéu cadu mua hang dén
giai doan giam cong ng va cap nhat kho. Mbi budc cong viéc dwoc lién két véi cdc menu cu thé trong hé
thdng nham dam bdo tinh chinh xac va kha ning truy xuat cla quy trinh.

3.1 Tao yéu cau mua hang
Chirc ndng Yéu cau mua hang dugc st dung dé khdi tao yéu cdu mua ndi bd. Ngwdi dung xac dinh cac mit
hang can mua, s6 lvong va nhu ciu giao hang trudc khi glri phé duyét. Budc nay gitip dam bao viéc kiém soat
ndi b va xac minh trwdc khi tién hanh mua sam.
Cac budc thuc hién:

1. Truy cap BOS > Purchasing > Operations PR > Purchase Requisition

2. Nhap 'Add New' dé tao yéu cau mdi.

3. Chon phong ban, nhdp cdc mat hang yéu cau vai s6 lugng, mo ta va ngay du kién.

4. GUiphé duyét dua trén cap d6 dy quyén duwoc phan cdng.

BOS | svys Purchase Requisition

Application Launcher =] |

Back Office
Account Payable a @ 1nventory O Fix Asset (U Project
[ Purchasing

Marketiist system Remark :

[ Operations PR

[1| Purchase Requisition
[ Direct Purchase Requisition
‘Operations PO

[ Purchase Document Approve L

P/R Number : P/R Date : | 17/06/2025
Request Date : 17/06/2025 =5

Location Name : P

Department Name : Fe

Attachment Files : | Choose File | No file chosen

[ Reports
Inventory
—_ ¥ Item source
4 NN >
| My Favorite

Item search &~
Back Office Marketlist Template pel
E’ \: ‘ Select H Remaove |
L My Profile [J SeqNo Ttem Code Ttem Name On Hand Par Max  RequestQuani Uom Name

1] 1 [ » ]

Lwu y: Yéu cdu mua hang phai dwoc phé duyét trudce khi tao don dat hang (PO).
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Quy trinh so sdnh bdo gid (RFQ) cho phép bd phan mua hang yéu cau va dénh gid bédo gia tir nhiéu nha cung
cap. N6 hd tro ra quyét dinh dua trén dit liéu bang cach so sdnh gid c3, tinh sdn ¢ va diéu kién ctia nha cung

cap trudc khi xdc nhan mua hang.
Cac budc thyc hién:

1. Truy cap BOS > Purchasing > Operation PO > PR Listing

2. Chon tham chiéu yéu cdu mua hang va gti RFQ dé&n nhiéu nha cung cép.
3. Nhép gid, so sdnh cdc bdo gid va chon phuong dn phu hop nhat.
4. Phé duyét bao gid da chon dé phat hanh PO.

BOS 5YS

Application Launcher

Back Office

Account Payable
[E] Purchasing
Marketlist system
Operations PR
[5] Operations PO
o
[ Purchase Order
[ PO Listing
[1 Purchase Document Approve L
[] Reports
« aEEEEs————— >
My Favorite

Back Office

& Status

v

PR Listing
D @ create FLU d
Call @ pr Mormal ) PR Direct () MK Marketist
(Show Details...)
] Request Date PR Type
4 «
Seq No Item Code Item Name

CRIRE

P/R Date

4]

Lwu y: So sdnh gia tir nhiéu nha cung cdp dam bao viéc mua hang dat gia tri t6t nhat.
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3.3 Tao dorn dat hang (PO)
Pon dat hang (PO) dwoc tao dua trén yéu cau mua hang da dugc phé duyét hodc bédo gid d3 dwoc chon. Diéu
nay dam bao rang moi giao dich mua hang déu duwoc ghi nhan chinh xac, phé duyét ding quy trinh va phu
hop vdi thoa thuin vdi nha cung cép.
Cac budc thyc hién:

1. Truy cdp BOS > Purchasing > Operation PO > Purchase Order.

2. Chon bdo gid hodc yéu cdu mua hang da duoc phé duyét.

3. Xac nhan théng tin nha cung cép, gid va thoi gian giao hang.

4. Luwu va chuyén PO dé phé duyét cudi cung.

sos | svs Purchasa Order
Appication Lsuncher - [POTO41] Purchase Order
Back Offce
1 account Payatie -
[ ® iventory O i Asst O project O Dvect O Marketit [ T
) Marketiat syste P10 Oate/ PO Mo ;| 17/06/2025 [ Payment Term 0 Dayis) Before Amount
Operatons PR Day defvery] Ockvery | 17/06/2025 8 0 Date) Vot Rate 7.00 Discouat
] Operations PO .
0 PR Lictig PR/MK Request Date :| 17/06/2025 [T vat Type : [ Indude vat ~ Befare fet Amount
[ Purchase Order tend Name » Discount: 0,00 % 0.00 Baht Before vat Amount
3 P ustng + Depasit 0.00 Vat Amount.
[ Purchase Document Agprove L
[ Reports - Remark Toral Amoust
< — ~ Delete Items Zero Quansity
My Favorite epartment Name. ~
Back Office. PO Location #
{ Amschment ries : [ Choosa File | No file chosen
G profe B nem source
Ttom search &
Marketist Template. 5
PR document 5
Select || Unselect || Switchvat || Get Bast Price
Ora 2 column to this area to group by It Search
Status PR Number Ttem Code Ttem Nome. UOM Hame Quantity Price. Dise Amount Amount Vat Type Remark

Lwu y: Ddm bdo théng tin nha cung cdp va chi tiét don hang khép vai RFQ.

3.4 Phé duyét PR/ PO
Quy trinh phé duyét PR/PO bd sung mét Iép Gy quyén nham xac minh rdng mdi giao dich mua sdm déu tuan
thu chinh séch va ngan sach. Chi céc tai liéu dugc phé duyét méi duoc tiép tuc sang budc mua hang hoac
nhan hang ti€p theo.
Cac budc thuce hién:

1. Truy cap BOS > Purchasing > Operation PO > Purchase Document Approve Level

2. Xem xét cac PR va PO dang ch¢ trong danh sach.

3. Kiém tra tinh day dd va tuan thd chinh sach.

4. Phé duyét hodc tir chdi dua trén thAm quyén va nhan xét.

wos | svs rurchses Docment Apprens Lovel
Aepicabon Launcher @ ] [POT037] Purchase Document Approve Level
Back Office Document t: @pr() MK (%) PO (0) RFQ (0)
feccoun Pavable &
IPurchasing Drag & column Lo this area Lo growp by it. —
j e — Status Appraved Documer Document No. Oocument b. Amount Remark Creste By Create Date Department Hame Preview  Attach evel 1 Level2 evel 3 Leveld
peratons
- @ o PRFA PRN2505280001 280512025 27,800.00 311 511 Jraporn BaonpermA 4K 28/05/2025 18:37: . HOUSEKEEPING DEPARTME
1 pi Listiog oo PREA  PRN2505280002 28/05/2025 000 404 Jraporn Boonperm-A HKM_28/05/2025 18:44; . HOUSEKEEPING DEPARTME
1 purchase order
0 P Lsting o i relET Page 1071 (2 )
Purchase Document Agprove Level
Reperts _
¢ — b
1y Favorite
Back Office

Lwu y: T4t ca giao dich mua hang phai duoc phé duyét trudc khi chuyén sang budc nhan hang.

Page |7



