Thao tac khi lam viéc vai
ching tu

Ching tir dugc goi chung dé chi cac chidc nang cap nhat dir liéu phat sinh cta ho kinh
doanh/ca nhan kinh doanh trong hoat déng kinh doanh. Viéc cap nhat dit liéu phat sinh la
can cr dé€ ghi s6 va Ién bdo céo, s6 sach. Trong phan nay, ZENTECH sé huéng dan nguoi
dung thuc hién cac tinh nang chung trén man hinh ching tu.

Man hinh danh sach ching tu

Khi truy cap vao chic nang ching tu, hé théng sé hién thi man hinh danh sach ching tur, vi du:
Danh sach phiéu thu, danh sach phiéu chi ...

Trén man hinh nay, ngudi dung c6 thé thuc hién cac chirc ndng thao tac véi dir liéu cha ching tir
nhu:

* Tim ki€ém, loc tim dir liéu
®* Thém méi ching tu
* Xem chi tiét ching tur
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Tim kiém

Nguoi dung cé thé thuc hién tim ki€m trén man hinh danh sach ching tur, nguoi dung cé thé thuc
hién bang nhiéu cach:

® Cach 1: GO tUr khéa can tim vao 6 Search bén géc phai, sau dé nhan Enter, hé thong sé tim
kiém dit liéu theo tu khéa.

® Cach 2: Thuc hién viéc loc tim dir liéu theo cdt bang cac chon vao nut hinh Phéu trén tiéu dé
cOt va nhap diéu kién loc

® Cach 3: Click vao nat Tim (nat hinh Phéu & géc trai), hé théng sé hién thi man hinh tim
ki€m, ngudi dung nhap diéu kién can tim va nhan ndt Tim dé hé théng thuc hién.
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Chi tiét ching tur

Trén danh sach ching tu, nguoi dung cé thé click vao s6 chiing tur d€ truy cap vao thong tin chi tiét
cla ching tur dé.

Man hinh chi tiét ching tir thuong bao gom cac phan sau:

Phan Mo ta

1 - Thong tin d6i tuong Phan nay chira thong tinﬂdé’i tuong cla ching tu vi du
i thong tin khach hang, dién gidi ching tur ...

Phan nay chira théng tin ching tir bao gém S6 ching tur,
ngay ching tu.

- S6 churng tur: Hé thong sé ty tang theo thiét lap

- Ngay chung tu: Mac dinh Iay theo ngay hién tai

2 - Théng tin ching tu
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3 - Chi tiét ching tu

4 - Théng tin téng cong

5 - Phan nut 1énh

Mo ta

Phan nay cap nhat théng tin chi tiét ctia chiing tur d, vidu:
Chi tiét hang hoéa xuat kho, chi tiét khodn muc thu/chi...

Phan nay hién thi phan téng cdng cla ching tlr, vi du
T6ng s6 tién, Téng s6 lugng dugc cong tir chi tiét (phan 3)

Phan nay chira cac nat 1énh dé& thao tac véi chiing tur. Cac
nat Iénh sé thay déi tuy theo nglr canh xem/thém hay sira
ching tu.

Cac nut Iénh khi dang xem ching tlr thong thudng sé bao

gom:
- Stra phiéu: Click vao dé€ stra ching tur

- Nhan ban: Click vao dé thuc hién nhan ban (Copy)
chiing tr ra mét ban méi

- Thém mdi: Click vao dé€ thém méi ching tir

- In: Thuyc hién in chdng tlr, 6 nGt nay hé théng cung cap
san nhiéu mau in, nguoi dung click vao nat mi tén x6
xuéng d€ chon mau in can thuyc hién

- Quay ra: Tré lai man hinh danh sach ching tu
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Cac nut 1énh khi dang thém hodc st chiing tir sé bao gom:

- Luu: Thuc hién luu chiing dang thém hoac stra

- Luu vao thém méi: Luu ching t&r dang thém hoac stra
sau do ti€p tuc thém méi ching tu

- Luu va déng: Luu ching tur dang thém hoac stra sau dé
quay tré ra man hinh danh sach

B Lwuvathém mdi
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Them mai chung tu
DE& thém méi chiing tlr, nguoi dung cé thé thuc hién bang cach nhan vao nit Thém méi ¢ goc phai
cla man hinh danh sach chiing tir hodc ndit Thém méi trén man hinh chi tiét chidng tir. Hé thong

sé thay d6i cac truong nhap liéu trén chiing tir vé trang thai cho phép ngudi dung cap nhat.

Nguoi dung cap nhat cac théng tin can thiét trén chiing ti, sau dé st dung cac nat Luu dir liéu dé
cap nhat ching tu.

Khi thém mdi chiing tt, mac dinh **Ngay ching tire* sé 1dy theo ngay hé thongva **So
ching tir<* sé tu tang theo thiét lap trong tham sé hé thong.
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Nhan ban chung tu
Chdc nang nhan ban chiing tur gitip cho nguoi dung sao chép dit liéu tir mot ching tir c6 san.
Tai man hinh xem chi tiét ching tir can nhan ban, nguoi dung nhan nit Nhan ban dé thuc hién

copy toan b6 dir liéu clia chiing tlr sang chiing tir méi. Sau dé thay déi thong tin can thiét va nhan
nat Luu dé€ cap nhat dir liéu.
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Sta ching tu

Dé& slra ching tlr, ngudi dung vao man hinh xem chi tiét cta chidng tir dé sau dé nhan nat Stra
phi€u dé thuc hién. Hé théng sé thay déi cac truong nhép liéu trén ching tu vé trang thai cho
phép ngudi dung cap nhat.

Nguai dung cap nhat cac thong tin can thiét trén ching tur sau dé sir dung cac nat Luu dir liéu dé
cap nhat ching tu.

In ching tu

Chirc nang in ching tUr chi thuc hién khi nguoi dung da luu ching tu.

DE& in chiing tu, ngudi dung nhan nat In trong phan nut 1énh. D€ chon mau in, ngudi dung c6 thé
nhan nat mdi tén x6 xuéng k& bén nat in dé chon mau in tuang Gng.
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