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2. C sU DU

< Bang cham cong

<+ Phié€u xac nhan san pham hoic cong
viéc hoan thanh

<++Hop dong giao khoan

<»Bang thanh ly hop dong giao khoan

<»Bang thanh toan tién luong
<*Bang ké trich nop cac khoan theo
luUcng

*HO sd nhan vién BANG THANH - Bao cao tai

Bang cham c6ng TOAN LUONG chinh
*Hgp dong giao

khoan

*Phi€u xac nhan " .

sp/cv hoan thanh NHAT KY

DU LIEU
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‘ 4. Thlle"t 'al Cc Sheet
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‘ 5. Hdc’r‘n!d’!u’c hénW
IGp LT

% Sinh vién theo di hudng dan trén

<+ Ve nha xem lai Video (download tai
www.faa.edu.vn/nguyenthanhtung) va thuc hanh
lai cac sheet theo mau

= Bang cham cong
= Bang thanh toan lucng
= Nhat ky dit liéu
% Di hoc thuc hanh GV s& hudng dan x{ ly céng
thic va cac ky thuat nang cao khac.




BANG CHAM CONG

Thang ...... nam ...
Ngay trong thang Quy ra céng
STT | MaNV Ho va tén Chirc vu S6 cong
1 (2|3 |4 |23|24|25|26 |27 (282930 31 | hwong lwong
thoi gian
0001 + + + |+ + + - - + + + 26
0002 + + + + + + + + + + + + 27
0003 + + + + + + + + |+ + 24
0004 - - + + + - - - - + + + 27
0005 + + + + + + + + + + 24
0006 + + + |+ + + + + - + + + 27
0007 + + + + + + + + + + 25
0008 - - + + - + - - + + + 25 -
Cong 205
NGBY, :c.csciecis theéng:-<ersvccs: ([ »
Ngwéi cham cong Phu trach bo phan Ngwoi duyét
(Ky, ho tén) (Ky, ho tén) (Ky, ho tén)

‘ Budc 2: Lalp ' !hanh TOW

Don vi:
Bo phan: .

BANG THANH TOAN TIEN LUONG

Thang ...... nam ...
Lwong can ban: 730,000 S6 ngay quy dinh: 2
o Lwong san z T . % =
i o . Lwong thoi gian pham Phy cp thude |- _;|Tom tmg Céc khoan phai khau trir vao lwong Ky Il dwoc linh
STT | MaNV |Hovatén| Héso — — - — g e Tong so 01 Thanhan [ Thad THCN —
Sé cong | S6 tién | S6 SP|S6 tign| AUV 'WON9 W1 g |ByT|BHTn|ThU nhap | Thue TNCN oo | 6 tin Ky nhan
tinh thué | phai nép
Cong
Téng sb tién (Viét bang chix):
Ngwoi lap biéu Ké toan trsong ... thang.......... nam.
(Ky, ho tén) (Ky, ho tén) Giam déc

(Ky, ho tén)




‘ Budc 2: LaIp ' ’hanh To

“Luong theo TG =

rnd

LCB*HeS0o/SoNCongQD*SoNCongTT
“*BHXH = TongLuong*6%
“+BHYT = TongLuong*1.5%
“BHTN = TongLuong*1%

<+ ThueTNCN: tinh thuée liy tién su dung
IF (hoac Viookup do tim tucng doi)

a oan vao

NHAT KY DU LIEU
Ngay Chieng tiv Tai khoan T Hoéa don GTGT Théng tin khach hang, Nha cung cép
H e So tien
thang Dién giai on
ghi s6 SoCT Ngay tha o | c6 | "™ | hieu HD| 56 HD|Thué suae N9y Phat[ M T o fee | omst
0 gay thang o (i} y hiéu ) ué Suat| = 5 KHINCC én
"”g’f"' SoCT NgayCT | DienGiai |TKNo|TKCo| SoPS |KyHieuHD | SoHD|ThueSuat| NgayPH | MakH TenkH ST
Téng cong

Ngiy thing nam 200

Lip biéu Ké todn trudng Giam dbc




ACH TOA

Lwohg phai tra

TAlI KHOAN
SU DUNG

Chi phi tra
trwdc

Phai tra
khac

TK 141, 138, 338

@) ) .
TK 641
TK 3335 (6)
| €) TK 642







‘ Cac bat 'oéu! nhan

% Tién lwong phai tra ?

 add

¢ Cac khoan trich theo lrong ?
= BHXH, BHYT, BHTN, KPCD

% Cac khoan khau trir vao lwong ciia nguoi lao dong ?
= BHXH, BHYT, BHTN, Thué TNCN
% Chi tra tién lwong ?

‘ Budc 4: Rut trich SO cai

B1: Thiét ké theo mau
B2: Trich loc di¥ liéu

+ Lap vuing tiéu dé trich loc:
tao thém 3 trung gian (TKNo, TKCo, SoPS) --> "cac cét tiéu dé
trich loc phai lién tuc"

+ Lap vung diéu kién TKio | TKCo
e

+ Trich loc: Data/Filter/Advanced Filter 11

B3: lap cong thuc cho cac cét con lai (TKDU, PSNo, PsCo)

B4: Hoan thién:
+ An di cac c6t trung gian, dong tiéu dé trich loc
+ Dinh dang Boder, Mau nén —
+ An di GridLine (Tools/ Option/ GridLine --> bé d&u check) 2 -
+ Thiét lap trang in (File/Page Setup)
+ Bao vé bang tinh (Tools/ Protection/ ProtectSheet) B




