Thong bao phi (TBP

Quan ly danh sach TBP theo ting thang
A. Quan ly danh sach TBP

Man hinh quan ly danh sach TBP sé thé hién cac théng tin chinh vé TBP cua ting can ho trong
thang hién tai bao gém:

Théng bée phi
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Thao tac:

e Menu Thong bao phi (1) > Thong bao phi (2) > Man hinh Danh sach thong bao
phi (3)

o Chon théng tin tai (4): Chon toa nha > Hién thij tat ca | Chon toa nha + Can ho > Hién
thi Thong bao phi 1 can hd da chon

e Chon thang & nam dé xem Danh sach théng bao phi tai (5): Thang & nam tai day la
Théng hién tai theo lich hién thi.

o Danh sach Théng bao phi sé hién thj day du theo lua chon tai (6): Cac théng tin hién
thi gom: Ma | Tén can hd | Trang thai | SO tién | Con ng | Ngudi thanh todn | S6 du | Ngay
cap nhat | Tac vu

e Cac nut thao tac tai (7):
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Ky hiéu

Y nghia cta ky hiéu

Tao hoa don

e Tao mdi hoa don
« Tao lai hod don sau khi c6 su thay déi s6 liéu.

Luu y: Chi tao lai hod don G trang thai Khéi tao, néu hoa
don é trang thai khac, vui Iong vao chirc nang Duyét
trang thai nhu STT 2 bén duéi d€ chuyén trang thai vé
Khdi tao va thao tac tao lai hoa don.

D€ trdnh trudng hop thao téc sai dir liéu dén dén
viéc gui hod don dén cu dén nhiéu lan véi nhiéu sé
tién phi khéc nhau, Quy anh chi vui long ki€m tra,
déi chiéu lai sé liéu hod don vira méi Khdi tao
trudc khi Duyét va Chuyén trang thai D& gui

Duyét trang thai hod don
e Chon vao 6 chra dong hod don can duyét >
Man hinh Cap nhat trang thai (P& gui | Khdi tao
| P& gui | Con ng | P& thanh todn | Chuyén ng)
e Thao tac theo cac théng tin hién thi trén hinh &
Bam nut Luu dé€ hoan tat

Cap nhat trang théi
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Nhéac ng

¢ Nhac thanh toan Ian 1 | Nhac thanh toan 1an 2 |
Nhac thanh toan lan cudi

e Ngay nhac ng sé dugc cdu hinh tai Cau hinh >

= Ho& don cla Chi tiét du én

e Thai di€ém nhac ng la ngay trong thang (khéng
phdi sé ngay tinh tir thoi diém ra théng bao phi;
khéng phai s6 ngay theo han thanh toan).

e Chon hod don cla can hd can nhac ng > Chon
ky hiéu nhac ng > Chon s6 1an nhac ng (lan 1 |
lan 2| 1an 3) tuy trudng hop. Man hinh hién thi
yéu cau xac nhan. Déng y > GUi nhac | Huy bé
> Huy lénh nhac no.

In thong bao phi
e Bam chon 1 hodac nhiéu théng béo phi can in >
@ Hé théng sé chuyén théng bdo phi da chon

thanh tap tin PDF va hién thi & 1 tab lam viéc
méi trén trinh duyét d€ thuc hién xem luu vé
may hoac in

o Luu y: Cho phép trinh duyét web cuda ban bat
pop-up khi st dung chic ndng nay.

Tac vu

o Tai danh sach excel cac Théng bao phi:
Excel bado céo tat ca loai phi dang c6 trong
théng bdo phi theo toa nha

¢ Tai bao cdo: Man hinh Tai bao cdo céng ng
hoac sé liéu > Can xac nhan Thang & nam +
Danh muc phi can tai vé > Bam chon nut céng
ng hodc nat s6 liéu dé€ 1én hoac tai vé dir liéu
can xem. Chi tiét thao tac, vui long xem tai
day.

¢ Tai chi ti€t hoa don: Chon thang & nam can
tdi > Xem bdo cao cla tung loai phi theo hoa
don (thong bao phi) phat hanh cla 1 thang da
chon.

e Cac thong tin tai (8): Téng hgp so tién lién quan dén Théng béo phi, gom:
o Théong bao phi da thanh toan:
o SO tién trong ky:
o Da thanh todn
o Can thanh toan:

B. Xem chi tiét théong bao phi: Chon vao M& (hoa don) dé vao man hinh chi tiét hoa don
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Trang chii » Danh sdch théng bdo phi
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Man hinh chi tiét, gém:

« Chi tiét hod don: Cac thong tin hanh chinh bao gém: M& hoa don | tén hoé don | Ngay
tao | Han thanh todn | Ngudi thanh todn | Ngay thanh toan | Loai | Danh muc | Can hd (s6é
du) | bon vij tién té

Ma hoa don Tén hoa don Ngudi thanh todn Loai Cén hé

. A X Bam chuyén dén
BNHIVO0002 Théng bdo phi 101 thang 08/2024 - Thu Man hinh xem chi
Ngay tao Han thanh todn Ngay thanh todan Danh muc Don vi tién t& tiét can ho
22/08/2024 14/08/2024 - Thu chi hoat déng VND

 Danh sach hang muc:

Ma | D6 uu tién | Tén | S6 lugng | BVT | Thanh tién | Ba

Bang ké chi tiét cac loai phi phai thu t ky thong ba
ang ké chi tiét cac loai phi phai thu trong ky théng béo thanh todn [ Téc vu.

T6ng cong | Gidam gia | Da thanh toan | Con phai thanh
toan | Tién thua

T6ng két s6 tién
Ghi chu: Ghi chd ndi dung cia Hoa don (Théng bao phi) (néu cd)

Lich st thanh toan hoa don: Hién thi lich st cac 1an thanh toan cho hod don (thong béo
phi)

Phan héi: Thong tin trao déi gitra BQL va cu dan lién quan dén hod don nay

Lich sir hoat dong: Cac hoat déng chinh stra | thém méi | cap nhat cta hoa don nay.

C. Thém méi | Chinh stra hoac Cap nhat hang muc trong théong bao phi
Thém mdéi hang muc

V&i nhitng hang muc phi chi thu do phat sinh vao ky thong bao phi, Ban quan ly cé thé thao tac
THEM MG sau khi da tao Théng bdo phi nhu sau:

Chinh stra hoac Cap nhat 1 hang muc: Véi nhitng thay déi bat ky lién quan dén gié tri s6 tién
phai thu trong thong bao phi, Ban quan ly cé thé thao tac nhu sau
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