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;i MllNéi aung

= B ?
1. Gac khai niem cg ban

>, To chiic CSDL ké toan

.. Lap sO ké toan va bao cdo tai chinh theo hinh thuc
“Nhat ky chung”

+. Lap sO ké toan va bao cao tai chinh theo cac hinh
thuc “Nhat ky SO cai” va “Chu’ng tU ghi s6”

5. Lap sO ké toan cho cac ky ke tiep va bao céo tong
hap cho nhiéu ky

6. Bao vé di liéu va bao mat céng thiic
7. Phan tich tinh hinh tai chinh doanh nghiép
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;i 1. Céc khai niém co ban

N

" He thong chiing tu, sO sach va bao céo
ké toan trong doanh nghiép.

= C4c hinh thic so ké toan.

= M6t s loai BCTC quan trong.

= Hé thong tai khoan keé toan /

" Phan tich tinh hinh tai chinh DN.

= Lam keé toan trén Excel: cac uu diém
va nhugc diem.
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1.1. Hé thdng chiing tu,sd sach
va bao cao ké toan trong DN

i

= Ching tu ke toan: La cac loai gidy 10,
vat mang tin (dfa mém, dra CD ...) dung
dé minh ching cho cac nghiép vu kinh
té phat sinh .

= Ké toan dua vao ndi dung chiing tu dé
phan tich, ghi so ké toan va lap bao céo
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Hé thong chiing tU,s6 sach va

bao cao ké toan ...

=

= So ke toan: La cac to s6 theo mét mau
nhat dinh dung dé ghi chép cac nghiép
vu kinh té phat sinh theo ding phuadng
phap ke toan trén co s so liéu cla
chung tu goc
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Hé thong chiing tU,s6 sach va

B M“bao cao ke toan ...

" Phan loai s6 k€& toan
" SO tOng hop va sO chi tiét.
" SO t0 roi va sO déng quyén.
" SO chi tiét theo ndi dung kinh té.
" SO ghi chép theo thdi gian va theo hé thOng.

" SO ké toan tO chuc theo két cau sO (ki€u hai
bén, kiéu mOt bén, ki€u mhiéu c6t, ki€u ban
cO).
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Hé thong chimg tu,s0 sach va
L¢ bao cao ke toan ..

= Phuong phap ghi so
= Pau ky: md so, ghi sb6 du dau ky cla cac
tai khoan.
" Trong ky: ghi cac nghiép vu kinh té phat

sunh trén co so chu’ng tU goc theo dung qui
dinh cla hinh thiic s6 ké toan.

= Cuoi ky: khoa so, tinh s6 du cudi ky .
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Hé thong chL'J’ng tu,s0 sach va

HIIIbao cdo ke toan .
mill i

R

" Bao cao ke toan: két qua cua cong tac
ké toan trong mot ky nhat dinh.

= Cung Cap thong tin tong hop vé tinh
hinh va két qua hoat dong cua DN trong
mot thai ky (thang, quy, nam ...).

= Cac loai bao cao ke toan
= BAo cdo quan tri .
= Bao cao tai chinh .
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Hé thong chimg tu,s0 sach va
bao cao ké toan ...

ki ]

1
= Danh muc cac bao cao tai chinh quan
frong :
= Bang can doi ke toan (Bang can doi tai
san).
= B4o cao két qua hoat dong kinh doanh
(Bao cao thu nhap doanh nghiép).

= B4o cdo Iuu chuyén tién té (Bao cdo ngan
luu/ Bao cao luu Kim)..

= Bang thuyét minh bao cdo tai chinh.
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| 1.2. C4c hinh thiic so ke toan

06/11/11

N
In
In
n

N 1
Nt
Nt

Nt

e s6 ké toan Nhat ky chung.
Wic s6 ké toan Nhat ky — So cai.
Wic sb ké toan Chung tur ghi sé.

nlc Ke todn trén may tinh
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Hinh thiic s6 ké toan Nhat ky
ki chung (NKC)

= Tatca cac nghiép vu KT phat sinh déu dudc
ghi vao sO nhat ky ké toan theo trinh tu thdi
gian. sau d6 mai dugc ghi vao S6 Cai theo
tung nghiép vu.

= C4c loai sb sach ke toan :
= SO Nhat ky chung.
= SO nhat ky dac biét.
= S Cai.
= C4c s0, thé ké toan chi tiét.
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Chime tir goc

. v

L

S0 Nhat kv dac biét So Nhat kv chung

56. the KT chi tiét

v

'

> S0 Cai

«-» Bamg té-ng hop

v

chi tiét

Bang can doi so du
va phat smh

v

Bao cao tai chinh

-

Ghi chii

» GChihangngay
—p Ghi cudi thang

Hinh thuc ke toan
Nhat ky chung

, Quanhé dbichiéu

vo/t1 /11

<Mau s6>


file:///storage/tailieu/files/source/2011/20110611/0985142984/Tham khao\S? NKC.doc

Hinh thiic ké toan Nhat ky —

¢ SO cai
LE2

1
= Cé&c nghiép vu KT phat sinh dudc két hop ghi
chép theo trinh ty thai gian va ndi dung KT
trén cung m@t guyen sO ké toan tong hop (so
Nhat ky — Sé cai)
= C4c loai sb sach ke toan:
= Nhat ky — So Cai.
= Cé&c s0, thé ké toan chi tiét.
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i Chimg tir ké todn l

¥
86 qu¥ Bang tong S0, thé ké
i hop chimg tir todn chi tiét
ké todn
.o “
F— » Nhitkv— So Cai 55: tha ké
Ji todn chi tiét
Bao cao tai chinh %l
Ghi chii
_» Ghihangngay Hinh thuc ke toan
—p Ghi cudi thing Nhat ky So cai

e Quan hé d6i chiéu ~ -
<Mau so>
06/11/11 14
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e

Hinh thiic ké toan Chiing tu
ﬂ|||ghi Sé

1
" St dung Chiing tur ghi s6'1am cén cit ghi s6
ké toan tong hop.
= C4c loai s6 chl yéu
= Chuing tu ghi so.
= S6 Dang ky Chiing tu ghi so.
= S6 Cai.
= C4c s0, thé ké toan chi tiét.

06/11/11
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Chimg tir goc

l

I

Ghi chii

_» Ghihangngay
—p Ghi _cuoi thang
» Quanhé doichiéu

S4 quy Bang tong hop
l chimg tir goc
So dang k- ¥ l :
chimg tir ghi sb Chumg tir ghi s0
+ 1
| S0 Cai
e »| Bangcan dbi s6 du
va so phat sinh
Bs2o0 cdo taichinh

l

S0, the ke toan
chi tiét

I

Bang tﬁﬂg h:_:-:p ké
toan chi tiet

Hinh thuc ke toan Chiing

tu ghi s6

<Mau Chiing tu ghi s6?

16
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-

Hinh thiic ke toan trén may

lllt nn

1

= SU ‘dung cac phan mém ke toan dudc
thiet ke theo mot trong ba hinh thiic ké
toan da néu.

= Cac loai s6 sach ké toan dudc thiét ké
phU hdp vdi hinh thiic ké toan dudc
chon.

06/11/11
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CHUNG TU KE S0 ké toan
TOAN PHAN MEM Ty
- TOA - S0 onghop
\. KE TOAN - S chi tiét
A
BANG TONG / ¥
HOP CHUNG | | - Bdo cdo tai chinh
TU KE TOAN - Bao cdo ké toan
MAY TINH [ quan tri

Ghi chu

» Ghihangngay
—p Ghi cuoi thing
» Quanhe dbi chidu

Hinh thuc ke toan trén
may tinh

vo/t1 /11



.

1.3. Mot s0 loai bao cdo tai
||Ic:hl'nh guan trong

L
= Bang can doi ké toan (Bang can doi tai
san).
= Bao c4o ket qua hoat ddng kinh doanh
(Bao cao thu nhap),

= B4o c4o luu chuyén tién té (Bao cao
ngan luu).
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Bang can doi ké toan

=5
" Bao cao taj chinh tong hap phan anh toan b6
gia tri tai san hién ¢cé va nguon von hinh

thanh tal san do cua doanh nghiép tai mot
thoi dlem nhat dinh.

= Keét cau: dang 1 bén hodc dang 2 bén,) phan
anh gia tri tai san (loai 1, 2) va nguon
von(Loai 3, 4) cua DN.

= Tinh can d6i giita Tai san va Nguon von :
Tong TS = Tong NV

Xem <Bang can doi KT>
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Bao cao ket qua hoat ddng
M|Ikinh doanh

i

" Bao cdo tai chinh tong hgp phan anh
mot cach tong quat tinh hinh kinh doanh
cua doanh nghiép trong mot ky ke toan.

vem <Bao cao két qua HDKD>
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Li nulBaO cao luu Chuyen tien te

" Bao cao tai chinh tong hop thé hién cac
dong tién vao va dong tién ra cla doanh
nghiép trong mét ky nhat dinh.

" Phuong phap lap:
" Phuang phap truc tiep .
" Phuang phap gian tiep.
xem <Bao cao LCTT>
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.k

1.4. Hé thong tai khoan ké

Illt oan

L

= Khai niém tai khoan

= Két cau tai khoan

= Phan loai tai khoan va nguyén tac ghi chép
tai khoan

= Ghi so kép

= Pinh khodn ké toan

= Tai khodn tong hdp va tai khodn phan tich

= Hé thong tai khodn ké toan Viét nam

06/11/11
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ki Khai niém tai khoan

N

" La phuadng phap phan loai cac dm tuong ke
toan) DTKT) theo ndi dung kinh té.

= M6i DTKT (tién mat, tién vay, tién gli ngan
hang ...) dudc theo déi trén mot trang so goi
A tai khodn. M6i TK cé médt s6 hiéu, mét tén
goi va dudc st dung dé theo ddi su bién dong
(tdng, giam) cua mot DTKT nao do.

- So Iu’dng TK dugdc st dung phu thudc vao yéu
cau quan ly cla tung DN

06/11/11 24



.

IIIKétcéutaikhoén

L
= Pudc chia thanh hai bén: bén Ng (trai)
va bén Co (phai).
= Dang bi€u dién cla tai khoan:
= Dangchu T
= Dang s

06/11/11
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AN
R

Dang chu T

I
1
NOQ SO hiéu tai khoan
Co
D: Du no dau ky D: Du c6 dau ky
Phat sinh ben nQ Phat sinh béen c6
TOng phat sinh bén no TOng phat sinh bén c6

D: Du ng cudi ky

06/11/11

D: Du c6 cubi ky
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R
e

Dang sO

ChuUng tu

Ngay

SO hiéu

Tai khoan
doi Ung

SO tién

NG | C6

06/11/11
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Phan loai tal khoan va nguyén
i - tac ghi chép tai khoan

" Tai khoan tai san: phat sinh tang ghi bén Ng,
phat sinh giam ghi bén Cé.

= Tai khoan ngudn von: phat sinh tdng ghi bén
Co, phat sinh giam ghi bén

" khoan trung gian:

= Tai khoan doanh thu: giong TK ngudn vén,
song khéng cb6 so du cuoi ky.

= Tai khoan chi phi: giong TK tai san, song khéng
c6 sO du cudi ky

06/11/11 28



Phan loai tai khoan va nguyén

o i MItéic: ghi chép(t)

" Tai khoan trung gian (tt):
= Tai khoan xac dinh ket qua kinh doanh:

06/11/11

bén ng tap hdp chi phi va chénh léch
doanh thu I16n hon chi phi (lai), bén C6 tap
hdp doanh thu va chénh léch doanh thu
nd hon chi phi (16)., chénh Iéch hai bén Ng
- C6 dudc ket chuyén vao thu nhap, khéng
c6 sO du cuoi.

29



. | _Ghi so kép

all U
- Khai niem ghi sO kép: MOi nghlep vu

Kinh té phat sinh deu anh huong i it
nhat 2 doi tugng ké toan (2 tai khoan ->
néu ghi ng vao TK nay thi phai ghl co
vao mot hodc nhiéu TK khac va ngudc
lal.

VD: GUi tlen vao ngan hang -> ghi ng
1121 “Tién gui ngan hang”, ghi cé 111

“Tién mat tai quy’.
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M;- EE)!nh khodn ké toan

xac dinh cac DTKT (tai khoan) chiu anh
hu’dng cla nghiép vu kinh té phat sinh,
bién ddng tang, glam cla tung doi
tugng, qui mo bién ddng -> xac dinh cac
TK can ghi ng va ghi cé.
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;i Pinh khoan ké toan (tt)

" C4c loai dinh khoan:
= Pinh khoan dan gian: ghi nd vao 1 TK va
ghi co vao 1 TK khac.
= Pinh khoan phuc tap: ghi ng vao 1 TK &

g
C

C

06/11/11

i ¢6 nhiéu TK (hodc ngudc lai). C6 thé
nuyén mot dinh khoan phuc tap thanh mot

Nuoi cac dinh khodn don gian.

32



.

Tai khoan tong hop va tai
khoan phén tich

L
= Tai khoan tong hop: TK cap 1 paan anh va
giam doc cac DTKT mét cach tong quat.
VD: ng phai thu cua cac khach hang (131).

" Tai khoan phan tich (TK chi tiét): phan anh
cac chi tiét clia TK tong hap.
VD: chi tie61y ngd phai thu cua doanh nghiép
(phdi mé TK chi tiét cho tung khach hang).

06/11/11
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Hé thong tai khodn ké toan
* M“VIQ’[ nam

| |

" (xem [2], Chuong 3, muc 3.3)

06/11/11
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.

1.5. Phan tich tinh hinh tai
chinh doanh nghiép

= Phan rich - danh gia hién trang va cac bién
dong tai chinh cua DN trong hién tai va trong
qua khu.
= Cg sd phan tich: s6 liéu tong hdp trén cac
BCTC trong cac ky hién tai va qua khu
= C4c tién trinh phan tich:
= Phan tich co cau va bién déng vé tai chinh DN.
= Phan tich cac hé so (chi tiéu tai chinh).
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MOt s0 loai chi tieu PTTC

_thc“mg dung

-

Bang chi tiéu PTTCDN

06/11/11

36
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1.5. Ké toan trén Excel: cac uu

i diém va nhugc diém

ﬁ- 1
= C6 thé s’ dung cac phan mem ké toan

chuyén dung hodc phan mém MS Excel

= Uu diém cha viéc st dung Excel: Linh hoat, dé
st dung, dé bao tri, thuan tién cho viéc 1ap
bao cdo quan tri va phéan tich tinh hinh
TCDN.

= Nhugc diém: NSD phai am hiéu nghiép vu,
su dung thanh thao phan mém, phai thuc
hién nhiéu thao tac, kha nang bao mat va tinh

hée thdng khéng cao.
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2. T6 chic CSDL ké toan trén
‘i Excel

1
= CAac thanh phan co ban clia mét CSDL

ké toan trén Excel
= Bang danh muc tai khoan
= S0 ké toan may
=  Tong hdp s phat sinh cac tai khoan

* Dinh khodn cac but toan két chuyén
doanh thu, chi phi cudi ky

06/11/11 38



.

2.1. Cac thanh phan co ban ciia
IIImcf)’[ CSDL ke toan trén Excel

L
= Toan bo dU liéu ké toan cla mot DN
trong mot ky ké toan dugc luu trén mot
trén mot tap tin Excel.
= Céc bang di liéu co so
= Bang danh muc tai khoan (BDMTK) .
= S5 ké toan may (SOKTMAY) .

06/11/11 39



i

2.2. Bang danh myc tai khoan

= Pudgc dat trén mot sheet riéng (dheet
bdmtk).

" Danh sach céc truong:
= Ma TSNV : M3 tai sdn — ngudn von).
= S0 hiéu TK.
= |oai tai khoan.
= Tén tai khoan.

06/11/11 40



.l

Bang danh muc tai khod (tt)

" Danh séach cac truong (tt):
= S6 luang ton dau ky.
= S6 du dau ky.
= S6 phat sinh no.
= S6 phat sinh cé.
= S6 lugng tdn cudi ky.
= S6 du cudi ky

06/11/11
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Bang danh muc tai khod (tt)

i

" Danh séach cac truong (tt):
= Ma TSNV diéu chinh (M4 TSNVDC).

= SODCK DC (S6 du cudi ky diéu
chinh).
Xem <Bang danh muc tai khoan>

06/11/11 42
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=

Bang danh muc tai khoan (tt

= Ma TSNV Xac dinh vi tri TK trong
BCDKT.
Cau trac: chudi phan cap cac nhém 3
ky tu xac dinh méa sé muc trong BCDTS
VD: TK 111 -> ma TSNV “7100-110-
117"

= S0 hiéu TK: chi ghi cac TK chi tiét.
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Bang danh muc tai khoan (i)

.k

" Loai TK: Ng/C6 (N/C), phu thugc tinh
chat cua TK.
VD: TK 131 -> Loai TK “N”.

= Ma TSNV DC: Ma TSNV diéu chinh.
= SODCK DC: S6 du cudi ky diéu chinh:

Xem <bdmtk (2)>
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1 Bang danh myc tai khoan (t

" Dat tén vung

* DMTK Danh muc TK
= SOHIEUTK S0 hiéu TK
= SLTDK SL ton dau ky

= SODDK SO du dau ky

06/11/11
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i S0 ke toan may

" C4u trdc sb

= Pinh khodn ké toan

= Kiém tra tai khoan ghi ng va tai khoan
ghi co

06/11/11
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.

Cau triic So ké toan may

I
= S{ dung dé ghi cac but toan dinh khoan cac
nghiép vu KT phat sinh trong ky.

= Pugc dat trén sheet riéng (dheet soktmay).
" Danh sach céac truong:

= Ngay ghi so.

= S6 phiéu thu/ chi.

= Ngay thu/chi

= SO Xé ri

06/11/11
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.

Cau tric SO ke toan may (tt)

1
" Danh séach cac truong (tt):

= S6 hoa don .

= Ngay hoa don.

= Tén co sG kinh doanh.

= M& so thué.

= Mau bang ké mua vao, ban ra (so
hiéu).

06/11/11
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Cau tric SO ke toan may (tt)

i

" Danh séach cac truong (tt):
= SO phiéu nhap/xuat.
= Ngay nhap/xuat.
= Dién giai.
= TK ghi No.
= TK ghi C6.
= S6 luong phat sinh.

06/11/11
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i Cau tric SO ke toan may (tt)

= S0 tien phat sinh.
* Thué GTGT.
* Thué suat thué G

" Danh séach cac truong (tt):

GT.

= Kieém tra TK ghi Ng.
= Kiém tra TK ghi C6.

" TKNOCO

06/11/11
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| Cau tric SO ke toan may (tt)

= Danh sach tén vung
= SOKTMAY S6 ké toan may
= TKGHINO Tai khoan ghi no
TKGHICO Tai khoan ghi c6
SOLUONGPS So6 lugng phat sinh
SOTIENPS S6 lugng phat sinh
TKNOCO Tai khoan bg ¢6

06/11/11



ki H|||Nguyen taC d|nh khoan

= S dung hinh thiic dinh khoan don gian.

= Céc bat toan trén 1 chuing tu c6 cac
théng tin chung giong nhau.

" Du lieu trong cac cot TK ghi Ng, TK ghi

C6 va Thue suat thue GTGT pha| nhap
theo dang chubi.
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MOt sO nghiép vu dac biét can

| _dinh khoan lai theo hudng dén
.

= 1. Nghiép vu “Thué GTGT hang mua
nhap khau va hoan thué GTGT”.
= Nghiép vu “Thué dudc mién giam”.
= Nghiép vu “hué GTGT cla hang ban bi
trd lai, giam gia hang ban va chiét khau
ban hang ”.
Xem <Hudn dan dinh khoan>>

06/11/11 93
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Kiém tra TK ghi ng va TK
* |n||ghl co

= Kiém tra tai khoan ghi no

= VLOOKUP(M3,DMTK,3,0)
= Kiém tra tai khoan ghi cé

= VLOOKUP(N3,DMTK,3,0)
= TKnocoh:

= LEFT(M3,3) & LEFT(N3,3)
( M3: TK ghi ng, N3: TK ghi ¢0 trén dong 3)
Xem <soktmay (2)>

06/11/11 54
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2.4. Tong hop so phat sinh cac

e

= Tong hop s6 phat sinh clia cac TK chi tiét tu
SOKTMAY vao BDMTK.

= Cac cong thuc titmh toan:
xem < Tong hdp sb phat sinh cac TK>

06/11/11 95
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2.5. Binh khodn céc but toan ket
L* J chuyén doanh thu, chi phi cuoi ky

L
" Doc sO du cuoi ky cua cac TK trong BDMTK
dé dinh khoan vao cac but toan két chuyén
tuang Uing trong SOKTMAY.

06/11/11 o6



| 2.6. Kiém tra so bo két qua
h A

= kiém tra su can doi gilta cac chi tiéu,
dac biét la phuong trinh:
Tong so tien PS(SOKTMAY)
= Tong PS nd + Tong PS c6
(BDMTK)
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A
.

3. Lap SKT va BCTC theo hinh thuc

ml“Nhét ky chung”
1

= Sg do truyén thong tin

= Lap s6 nhat ky ké toan

= Lap S6 Cai cac tai khoan

= Lap sb quy tién mat - S6 tién gli ngan hang
= | Ap bao cdo thué gia tri gia tang

= | Ap Bang can dai tai san

= | ap Bao céo két qua hoat ddng kinh doanh
= | ap Bao cdo luu chuyén tién té
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A
.

3.1.80d6 truyén thong tin

ChUmng tu
gOc

l

SOKTM

L

BDMTK

*Céc sO Nhat ky k€ toan
*SO cai tOng hgp
*Céc sO chi tiét
*Bang tOng hop chi tiét
K& toan chi phi
*Bao cao tai chinh

*Béo céo thué GTGT
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.l

52 Lap SO nhat ky ké toan

= 36 Nhat ky thu tién.

= S6 Nhat ky chi tién.

= S5 Nhat ky mua hang chiu.
= 36 Nhat ky ban hang chiu.
= S Nhat ky chung.
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bl MIILazlp sO nhat ky ké toan (it)

= MOi but toan dinh khan trong SOKTM dugc
chuyen vao mot sO nhat ky :

= TK ghi mg “111” -> Nhat ky thu tien.
= TK ghi c6 “111” -> Nhat ky chi tiéen.
* TK ghi mg “131” -> Nhat ky ban hang

= TKghicé “331”-> Nhat ky mua hang
chiu.
= Con lai -> s6 Nhat ky chung.
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4 IMI886 Nhat ky thu tién

= C4c but toan c6 TK no “111” doi ting c6 V4
“112”, “141 ”, “131 ”, “1 38”, “3331 bk o
= Xem <S6 Nhat ky thu tién>

06/11/11
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J. S$S06 Nhat ky thu tién (tt)

L
= NOi dung:
- Tc“;ng 36 PS ng TK “111”
- Tong s0 PS c6 cac TK “1127, “1417,

131, “1387, “3331” va TK khac dm
ung vai “111”

= Dong chi tié: Ngay ghi s0, SO C/tu,
Ngay C/tu, Dién giai, Ghing (111),
Ghi cé (TK doi tng).
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Li MILap SS6 Nhat ky thu tién (i)

" DK dua dong chi tlet tu SOKTMAY vao
S6 Nhat ky thu tién:
Ghi N “111”, Ghi Cé <> “111”
True -> ghi dong chi tiet
False -> ghi dong trong.

~

= An cac dong trong: : thiét 1ap AutoFilter
Non Blank.

Xem <Chi tiét céng thiic>
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S6 NK chi tién, S6 NK mua hang
chiu va SO NK ban hang chiu

nE

= |ap tuong tu nhu S6 Nhat ky thu tién.
= C4c dong chi tiet:
= NK chi tien: ghi cé “111”, ghi ng “642”,
“1 41 ”, “1 52”, “1 33”, “1 12”, “TK kha'.C”

= NK mua hang chiu: ghi c6 :3331”, ghi ng
“15217, “15227, “153”, “133”, “TK khac”.

* NK ban hang chiu: ghi ng “131”, ghi cé
“6111”, “5112”, “6113”, “3331”, “TK khac”.
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J. S0 Nhat ky chung

= Chua céc but toan con lai.
= NOi dung':
= Tong sO tién phat sinh.

= Ngay ghi s, S6 CT, Ngay CT, Dién giai,
TK ng, TK ¢cd, S0 tién phat sinh.

Xem <So6 Nhat ky chung>
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4. SO Nhat ky chung (tt)

= PK ghi dong chi tiét:
(TK ng =“111”) And (TK ¢ <> :111”) Or
(TK ¢6 = “111”) And (TK nd <> “111”) Or
(TK ng = “131”) And (TK ¢6 <> “131”) Or
(TK ¢6 = “331”) And (TK ng <> “331”)

= So6 (Ngay) chung tu: - Uu tién So phieu
(Ngay) thu/chi _> So (Ngay) hoa don -> So
phiéu (Ngay) nhap/xuat
<Chi tiet cong thiic>
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\4 \M\

3.3. Lap so Cai cac tai khodn

" Trinh tu:

= Lap Bang can doi phat sinh (Bang can doi
tai khoan).
= Lap S cai.

06/11/11
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Lap Bang can doi phat sinh

L E7
|

= N6i dung: ds TK tong hop, s6 hiéu,
Ioa| tén, so su (N, C) dau ky, cudi ky,
tong sO tien phat sinh (N C) trong ky,
10y ké (N, C) t& dau nam cula tung TK.

= Ttén vung:
= SOHIEUTKTH  S6 hiéu TK tong hap
= BCDPS Bang CDPS

Xem <Bang can doi phat sinh>
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e

:ap Bang can doi phat sinh (tt)

" Xac dinh s6 du ng/co clia cac TK tong
hop: can cu vao loai TK (N, C) va tong s6 du
rhu75c té cua TK trong SOKTMAY.

= (LTK = *N") va (TSD>0) hoic (LTK = “C’)
va (TSD <0) => s6 bén No
= (LTK = “C”) va (TSD>0) hoc (LTK = “N’)
va (TSD <0) => s6 bén No
<xem chi tiét céng thuc>
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;i Lap S6 Cai

1
* Cau truc so:

" Thang, Nam, 'S0 hjéu TK, tong s6 du (ng,

cd) dau ky, tong sO tién phat sinh, tdng soO
du (N, C)Cu0| K.

= Dong chi tiét (bat toan) Ngay ghi s0, So
CT, Ngay CT, Dién giai, TK déi tng, so PS
ng, so PS co.

= Sb hiéu TK: chon n trong ds TK téng hop
(vung SOHIEUTKTH)
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| Lap S6 Cai (i)

1
= Cau truc so6 (tt):

= S6 CT (Ngay CT): Uu tién So phiéu thu/chi
(Ngay thu/chi) -> S6 héa don (Ngay héa
don) -> S6 phiéu nhdp/xuat (Ngay

nhép/xuat) trong SOKTMAY.
<Xem cbng thuc>

<S6 Cai tai khoan>
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3.4. Mot s loai s sach ké
toan khac

=

SO quy tién mat.

Sé tien gui ngan hang.

Bamg tong hdp so du va so phat sinh TK 153 (Cong
CuU - Dung Cu).

Bamg tong hap sb du va so phat sinh TK 155 (Thanh

pham u). , ,

E:gn;g tong hop s6 du va sb phat sinh TK 156 (Hang
ba).

Bamg tong hgp s6 du va s6 phat sinh TK 1311 (Phai

thu cua khach hang)

Bamg tong hap sb du va so phat sinh TK 3311 (Phai
tra cho hang).
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Mot so loai sO sach ké toan
Li khéc (tt)

= Bamg tong hop s6 du va sb phat sinh TK
khac.

= S0 ké toan chi tiét hang ton kho.
= S0 ké toan chi tiét TK khac.

= S6 chi phi SXKD (tai khoan 621, 622, 627,
154, 632, 641, 642).

= kinh doanh 14p theo d6i tugng chi phi.
= 36 chi phi SXKD - TK 627.
= Thé tinh gia thanh san pham dich vu.
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S0 quy tien mat

.k

= Poi tudng ghi so: cac bt toan dinh
khoan c6 TK nd (hoac Co) “111”.

xem <So6 quy tién mat>
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| /S0 tién gli ngan hang
h L

= Poi tudng ghi so: cac bt toan dinh
khoan c6 TK nd (hoac Co) “111”.

xem <So tién gui ngan hang>
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Thé tinh gia thanh san pham,

uund ich vu
mll 1

A

= Nguon dif liéu; BDMTK, SOKTMAY.
= NOi dung:
= Tén san pham,
= S6 lugng san pham hoan thanh.
= M3 chi phi.
= Khoan muc chi phi SX (, nhan cong, truc
tiep, chi phi SX chung)

Xem <The tinh gia thanh SPDV>
<Chi tiét cong thiic>
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.

3.5. Lap Bao cdo thué GTGT

L
= M6 hinh luu chuyén théng tin.

= Bang ké hang hoéa, dich vu mua vao
(M&u 01-2/GTGT)

= Bang k& hang héa, dich vu ban ra (Mau
02-1/GTGT) .

= Tg khai thué GTGT.
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e

M6 hinh Iuu chuyén théng tin

Bang ké DV, HH mua vao
(MAu 01-2/GTGT)

SOKTMAY

Bang ké DV, HH bén ra
(MAu 01-1/GTGT)

BDMKT

06/11/11

TO kai thué GTGT
(Mau 01/GTGT)
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Bang ké hang hoéa, dich vu
Li mua vao
il

1
" C4c loai HHDV mua vao chiju thué GTGT:

= HHDV dung riéng cho SXKD chiu thué
GTGT, da phat sinh doanh thu.

= HHDV dung rieng cho SXKD khong chiu
thué GTGT .

" HHDV dung chung cho SXKD chju thué
GTGT va khoéng chiu thué GTGT.

" HHDV dung cho TSCD chua phat sinh
doanh thu dudc khau tru dan theo qu .
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Bang ké hang hoéa, dich vu
| _mua vao (i)

= Nhan dang HHDV mua vao chiu thué GTGT:

= Can c( vao so hiéu TK va thué suat :
S6 hiéu TK ghi Ng (hodc c6) thude {157, “14”,
“2”,“6”, “8”, “335”} va thue suat thuoc { “0%”,
EG5%55, EG10%5,}.

= Can clf vao mau bang ké mua vao/ban ra:
Mau bang ké mua vao/ban ra la “01-2/GTGT-
17, “01-2/GTGT-2”, “01-2/GTGT-3”, hoic “01-
2/GTGT-4”

<Xem chi tiet cong thiic> <Xem bang ké>

06/11/11 81


file:///storage/tailieu/files/source/2011/20110611/0985142984/Tham khao\B?ng k? HHDV mua v?o.doc

Bang ké hang hoéa, dich vu
* muban ra

| |

" Xay dung tuong tu nhu Bang ké hang
hoa, dich vu mua vao .
= Piéu kién loc:
Mau bang ké mua vao/ban rala “01-
1/GTGT-17, “01-1/GTGT-2", “01-
1/GTGT-3”, hoac “01-1/GTGT-4”

= Mau bang ké: Xem <Mau bang ké>
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" NOi dung td khai:
= Thong tin riéng vé DN.
" C4c chi tiéu lién quan (Gia tri HHDV
chua cé thue GTGT, thue GTGT cua

cac loai HHDV mua vao, ban ra, thue
GTGT con lai dudc khau tru ...)

J. To khai thué GTGT
-
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ki ETd khai thué GTGT (it)

= Nhan xe1y: Moi chi tiéu thuong lién
quan t6i mét so TK trong BDMTK hoac
mot sO but todn dinh khoan (xac dinh bd
cac TK ghing va TK ghi cd) trong
SOKTMAY.
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TJ khai thué GTGT (tt)

= Xay dung cbdng thuc tinh:
= Lap vung diéu kién loc cac but toan cé lién
quan (TK ghi ng, TK ghi c0).
= Dua trém vung dleu kién dugc lap, su dung
ham DSUM dé tong hodp Sé tién phat sinh

(cOt 16) va Thué GTGT (c6t 17) trong
SOKTMAY.

= Mau td khai va cong thuc tinh toan:
Xem <LAap td khai thué GTGT>
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| 3.6. Lap Bang can doi ké toan
= E R
= Can ddiéu chinh la6i ma TSNV va

sO du cudi ky cho mot so TK trong
BDMTK trudc khi lap BCDKT.
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= TK 1311 “Phai thu khach hang” So du
co (<0) dudc ghi vao muc “Nguoi mua
trd tién trude” ( ma TSNV “300-310-
313).

* TK 331 “Phai trd ngudi ban”; So6 du ngd
(<0) dudc ghi vao muc “Tién trudc cho
nguoi ban” ( ma TSNV “100-130-132").

J. Piéu chinh ma TSNV
-
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ki Piéu chinh ma TSNV (tt)

= K 333xxx “Thué va cac khoan phai tra
Nha nudc”: so6 du ng (<0) dudc ghi vao
muc “Thué va cédc khodn phai thu Nha

nuoc” (

ma

SNV “100-150-154").

= TK 338 “Phai tra khac”: so du nd )<0)
dudc ghi vao muc “Phai thu khac® ( ma
TSNV “100-130-135).

06/11/11
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" TK138 va 141: so du cé (<0) dudc ghi
vao muc “Phai tra khac® ( ma TSNV
“300-310-319").

= TK 337 “Phai tra theo tién do ké hoach
hap dong xay dung” : s6 du no (<0)
dudc ghi vao muc “Phdi thu theo tién
do ké hoach hop déng xdy dung” ( ma
TSNV “100-130-134").

06/11/11 89

L Diéu chinh ma TSNV (tt)
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* Piéu chinh ma TSNV (tt)

= Céng thiic diéu chinh:
=IF(J3<0, IF(M3="131", "300-310-

313",IF(M3 = "331","100-130-
132", IF(OR(M3="138", M3= "141"), "300-
310-319",IF(M3= "338","100-130-
135",IF(M3="337","100-130-134", IF(M3 =
"333", "100 150 154", A3)))))), A3)

Vai [J3]?: so du’ cu0| ky, [M3]? = LEFT(B3,3):

3 ky tu dau cla so hiéu tai khoan tai dong 3
BDMTK..
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ki EXu’ ly sO du cuOi ky
= Diéu chinh ma TSNV:chuyén s6 du
cuoi ky tu s0 A&m sang s6 duong.
= cac TK thuodc loai “du phong” (129,
139, 159, 229)va “hao ch‘)n” (214)
c6 s0 du duaong -> chuyén chung
thanh s6 am.
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XU ly soO du cudi ky (tt)

\4 \M\

= Cbng thuc tinh toan:
=IF(OR(K3<>A3, M3= "214",
RIGHT(M3,1)="9"),-J3,J3)
V&i [A3]2: ma TSNV , ]K3]2: ma TSNV
DC, [M3]?: 3 ky tu dau cla so hiéu tai
khoan tai dong 3 BDMTK..
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= Cau trc bang:
xem <Bang can doi ke toan>
" Tinh s6 du cudi ky:

[S6 DCK]? = SUMIF(MATSNVDC, "**
& [M3 s6] & ", SODCKDC)
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3.7. Lap bao cao Két qua hoat
i dong kinh doanh

= NOi dung: Tén, Ma so6, So ky trudc, So
ky nay, Ly ké tu dau nam, Ly ké dén
ky trudc cla cac chi tiéu bao cao ket
qua HDBKD.
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L¢ Cong thc tinh toan

= SO ky truoc va Liy ke t6i ky trudc: Can cu
vao so liéu cua bao cao ky trudc.

= Liy ke tu dau nam:
LK _TPN = LLK toi ky truoc + So ky nay
= S6 ky nay: yong hop s phat sinh (theo TK
ghi ng va TK ghi cd) cua céac bit toan trong
SOKTMAY.

Xem <Bdo céo két qua HPKD>
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= Mau béo cao:
Xem <B&o c4o luu chuyén tién té>

" Cong thuc tinh: lap tudng tu nhu Bao
cdo ket qua HPKD.
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4. Lap SKT va BCTC theo cac hinh thuc

=2 “Nhat ky SG cai” va “Chiing tir ghi s6"

® Hinh thic s ké toan “Nhat ky S6 Caii”.
= Hinh thic s6 ké toan “Chuing tu ghi s6”.
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4.1. Hinh thic so ké toan

4. “Nhat ky S6 Caii”

= Sg dd Iuu chuyén thong tin.
= Lap s6 “Nhat ky S6 Caii”

06/11/11
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.

.S do Iuu chuyén thong tin.

06/11/11
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Li Nhan xér
mill i

" Hai bang BDMTK va SOKTMAY cung
cap moi dif liéu can thiét cho moi sb
sach ké toan va bao céo tai chinh.

= Phan I6n céac loai sb ké toan va bao céo
tai chinh dudc lap tuong tu nhu trong
hinh thic “Nhéat ky chung”
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IIINhefm xér (it)

I
= Khac biét:
= Khong can 1ap 5 loai s6 nhat ky va so cai
riéng.
= Lap “So Nhat ky SO cai” dé thay cho céc
So6 cai va s6 Nhat ky chung.

.
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R

Lap s6 “Nhat ky S6 Caii”

AN
L E7

[
= NOi dung:
= SO du dau Ky, tong sO phat sinh, s6 du cudi ky

cla mot so TK tong hop (111, 112, ...) va cac
TK khac.

* Nhat ky chi tie phat sinht: Ngay ghi s0, SO
chu’ng tu goc ngay chiing tu, dién gidi, TK (ng,
c0), SO tién (trinh tu thdi gian va ndi dung kinh
te).

Xem <Nhat ky So6 cai>
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4.2. Hinh thic so ké toan

A MII‘GChL,J’ng tL‘J’ gh| 36”

= Sg dd Iuu chuyén thong tin.
" Lap Chiing tir ghi s0” va SO dang ky
chiing tu ghi so.
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Sa d6 luu chuyén thong tin

a
o

.
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Li Nhan xér
mill i

" Hai bang BDMTK va SOKTMAY cung
cap moi dif liéu can thiét cho moi sb
sach ké toan va bao céo tai chinh.

= Phan I6n céac loai sb ké toan va bao céo
tai chinh dudc lap tuong tu nhu trong
hinh thic “Nhéat ky chung”
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Nhan xér (it)

= Khac biét:
= Khong can 1ap 5 loai s6 nhat ky va so cai
riéng.
= Phai lap Chiing tur ghi s6 va S6 dang ky
chung tu ghi sé.

AN
L E7
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Li M“Lap Ching tu ghi s6

L

= C6 thé md cac ching tu ghi so theo
ngay hoac theo boi dung nghiép vu kinh
té phat sinh.

= Lap theo ndi dung nghiép vu kinh té
phat sinh: Mai loai ngh|ep vu phai mo
mot chiing tU ghi s6 riéng.

Xem <Chiing tlt ghi s0>
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Lap SO dang ky chiing tu

lsllgghi SO

» Xem <S6 ding ky chiing tU ghi s6>
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5. Lap so ke toan cho cac ky ke tiep
wr va bao cdo tong hop cho nhiéu ky

L

= Ky ké toan dugc thuc hién theo ting
thang, di liéu ke toan cia moi ky dugc
luu trén MOt tap tin riéng.

= Chuyén s6 ké toan: chuyén so6 du cuoi
Ky trudc cua moi TK -> so du dau ky
sau.

" lap bao cao ké todn tong hop: cong don

tinh so phat sinh qua cac ky lién tiép
06/1“’0”9 nam. 109




HIIICac: budc thuc hién
mill i

R

= MG tap tin ky trudc, thuc hién Save As dé
ghi sang tap tin ky sa.
= Chép gia tri cac cot “SO au ky nay -> “So

du dau ky”, “Lay ké to dau ndm” -> “Liy ké
toi ky truoc’.

. Bang CDKT: chi chuyén so tu’ ky cudi cung
cla nam trudc sang ky dau clia ndm sau.

= Cot“Luy ké tdi ky trude” ky 1 dudc dé trong
(gia tri bang 0).
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| Céc budc thuc hién (tt)
LA

= Xoba noi dung cac cot du lieu trong
SOKTMAY (@€ lai cac cot chita 6 cong
thuc).

= Lan lug dinh khoan céac nghiép vu ké
toan phat sinh trong thang vao
SOKTMAY .

= | 3p lai qui trinh trén sau moi ky ké
toan.
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6. Bao vé du lieu va bao mat
| cong thirc
.
mill i ] . ]
= Bao vé dir liéu: han ché quyén truy xuat
va cap nhat clia nguoi si dung théng
qua mat khau.
= Thuc hién:
= Vao (Tools/Options, chon thé Security.
* Nhép cac mat khau dé md tap tin
(Password to Open) va mat khau cho
phép cap nhat (Password to Modify)
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View | Calculation | Edit | General | Transition | Custom Lists | Chart

Color | International | Save | Error Checking | Spelling

File encryption settings for this workbook

Password to open: | Advanced...

File sharing settings for this workbook

Password to modify:

I| Read-only recommended

’ Digital Signatures...

Privacy options
I"| Remove personal information from file properties on save

Macro security

Adjust the security level for files that might contain macro viruses and [ Macro Security ]
specify names of trusted macro developers. =
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Bao vé di liéu va bao mat
cong thuc (tt)

LN
|

= Che dau cong thtc:
= Chon vuing 6 chifa cac cong thic can che
dau.

" Vao Format/Cells, chon the Protection,
danh dau cac hop kiem Locked va Hiden.

= Vao TooIs/Prgtection/Protect Sheet,
mhéap mat khau bao vé trang bang tinh.
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N

M.Hc}p thoai Ptotection

A

| Number | Alignment | Font | Border | Patterns ‘ Protection L

Locked

Locking cells or hiding formulas has no effect unless the
worksheet is protected. To protect the worksheet, choose
Protection from the Tools menu, and then choose Protect Sheet.
A password is optional.
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/. Phan tich tinh hinh tai chinh
\4 MldOanh nghlép

" Phan tich co cau va bién déng tai chinh.
" Phan tich chi tiéu tai chinh.
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7.1. Phan tich co cau va bien
i dong tai chinh

= thuc hién dua trén so liéu clia cac bao cao tai
chin.
= Keét qua c6 thé dudc trinh bay duéi dang cac

con so tuyét doi, tuong doi hoac ty 1é phan
tram

= VD: Lap bang phan tich co cau va bién dong
nguon vong cua DNp ABCD dua trén cac so
liéu cua Bang CDKT i thang 12/2009 (tap tin
SKT1209.XKS).
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;i Cac budc thuc hién

= MG tap tin bang tinh mdi, tao cau trac
bang phan tich.

= Mg tap tin SKT1209.XLS, cheép gia tri
cac cot Chi tiéu, Sé6 dau ky , Sé cudi ky
(phan Nguén von) trong BCDKT vao
cac cOt tuong Uing trong bang phan tich.

= Nhap cbng thuc cho cac cbt con lai.
<Xem chi tiét cong thuc>
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M;- 7.2. Phan tich cac hé so

1

" Chép gia tri cdc muc tu cac bang bao co tai
chinh vao mot bang mdi.

= L4p cong thic rinh cho tung hé so.

VD: Ttinh Ty Ié ng trén tai san, Ty Ié von chil
sd hiiu trén tai san, Ty sO ng trén von chul so
hGu tai cac thai diém dau ndm va cudi ndm
2009 cua cong ty XBCD

Xem <Phan tich cac hé so6>
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xuat ban Tai chinh, 2008.
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