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LOI MO PAU

Phin mém Quan Iy tai san nha nwéce 13 Gtng dung hd trg cac co
quan, to chirc, don vi (goi tat 1a don vi) quan 1y dugc day du, chi tiét
cac tai san duoc nha nude giao, duoc dau tw mua sim theo quy dinh
cua nha nudc.

Phan mém duoc thiét ké pht hop véi ca hai mé hinh trién khai tap
trung va phan tan. Vi mo hinh tap trung phan mém chay hoan toan
trén nén tang WEB, dit liéu dugc quan 1y tap trung. Ngudi sit dung ¢
thé str dung & bat ky dau, bat ci luc nao chi can may tinh dugc két nbi
internet.

Déi v6i cac don vi chii quan, khi str dung Phan mém Quan 1y tai
san nha nudc sé tong hop thong ké duoc sb lidu tai san cia tat ca cac
don vi truc thudc trong nganh hoic dia phwong (tir cip quan/huyén,
tinh/thanh) dén pham vi toan qudc. Khi trién khai Phan mém sé& trao
d6i dir liéu tai san cd dinh véi CSDL qudc gia vé tai san nha nudc ma
don vi khong phai thyc hién dang nhép lai trén Phan mém Quan Iy
dang ky tai sdn nha nudce cia B Tai chinh.

Cubn tai litu “Huwdng dan siv dung Phin mém Qudn Iy tai sin
nha nwée” duoe bién soan nham phuc vu cho céc co quan, to che,
don vi tdi wu nhét cac chirc ning ma Phian mém cung cap.

Noi dung cuén tai liéu bao gdm hai phan chinh:
% Phan thir nhat: Gidi thiéu tong quan vé Phin mém

< Phan tht hai: Huéng dan st dung danh cho can bd duoc giao
nhiém vu nhép dir li€u tai sdn vao Phan mém

Khi bién soan cudn tai liéu nay, chiing t6i da cb ging cu thé hoa
muc dich va cach thic thao tac d6i voi timg chirc nang dé nguoi st
dung c6 thé thuc hién duoc ngay. Song dé dap tmg duoc yéu cau thyuc
tién, Phan mém s& thuong xuyén dugc nang cép, cap nhat. Vi vay,
chung t6i mong nhan duoc y kién déng goép cua ngudi st dung dé
cudn tai lidu ngay cang hoan thi¢n va thiét thuc hon, phuc vu dic luc



cho viéc thyc hién nhiém vy cta cac co quan, t6 chuc, don vi. Trong
qua trinh thyc hién, néu c6 vudéng mac phat sinh can duogc ho tro, giai
dap, cac co quan, to chirc, don vi phan anh vé:

Trung tém Khai théc div ligu Quéc gia vé TSNN va dich vu vé tai
san - Cuc Qudadn ly cong sdn - By Tai chinh

- Pia chi: Tru s& B Tai chinh, s6 28 Tran Hung Pao, quan Hoan Kiém,
thanh pho Ha Noi.

- Bién Thoai: (04) 22202828 may 1¢ 8172- 8173- 8176- 8177- 8185

- Fax: (04) 22202859

- Email: cosodulieu-glcs-dpas@maof.gov.vn

- Website: http://taisancong.vn

Trung tam chuyén giao cong nghé & hé trg' kj thudt - B¢ Tai chinh
- Bia chi: Tru s& B Tai chinh, s6 28 Tran Hung Dao, quan Hoan Kiém,
thanh pho Ha N&i.
- Dién thoai: (04) 22202888 may 1¢ 2888
- Fax: (04) 22208129

- Email: hotrokythuat@mof.gov.vn

- Website: tinhocbotaichinh.vn


http://taisancong.vn/
mailto:hotrokythuat@mof.gov.vn

Phan thir nhit

TONG QUAN VE PHAN MEM QUAN LY TAI SAN
NHA NUOC

Phan mém Quan 1y tai san nha nuéc 1a tng dung tin hoc truc
tuyén dugc trién khai rong rai cho cac co quan, to chuc, don vi
thudc cac B9, co quan trung wong va dia phuong trong ca nudc
nham thyc hién:

- Quan ly thong tin hinh thanh tat ca cac loai tai san cb dinh (viét
tat 1a TSCP) thudc pham vi quan 1y cia don vi, gom: Pat; Nha, vat
kién truc; Phuong tién vén tai, truyén dan; May moc, thiét bi; Thiét bi,
dung cu quan ly; Cay lau ndm, stc vat lam viéc va cho san pham; Tai
san dic biét; Tai san ¢ dinh khéac; Tai san ¢ dinh vo hinh.

- Quan ly cac thong tin bién dong vé: Tang giam nguyén gia; Thay
doi thong tin; Cho thug; Diéu chuyén, Ban - chuyén nhuong; Thu hoi;
Thanh ly; Ti€u huy... TSCD thudc pham vi quan 1y ctia don vi.

- Theo doi gia tri khau hao, hao mon TSCPD.
- Tao 1ap, két xuit cac bao cao kiém ké TSCD theo yéu cau.

- Téng hop dit liéu bao céo vé hé thong TSCP theo tirng cap béc
don vi quan 1y: Béo cdo tong hop va chi tiét vé tinh hinh ting, giam,
hién trang st dung TSCD; Bédo cdo cong khai ké hoach mua sdm tai
san; Cong khai quan 1y, sit dung TSCD; Cong khai cho thué¢ TSCD;
Cong khai diéu chuyén, thanh 1y, ban, chuyén nhuong, thu héi, tiéu
huy tai sdn nha nudc. ..

- Cho phép don vi quan 1y sé lugng va gi tri cac loai CCDC chi
tiét theo tirng phong ban, b phan st dung; Giap don vi theo ddi dugc
su bién dong tang, gidam CCDC do mua sam, thém, bao mat, bao hong,
diéu chuyén va quan 1y viéc phan bd CCDC vao cac phong ban, quan
1y viéc cho thué CCDC.



I. Céch thirc ding nhap/ diing xuat
1. Pang nhap

bé dang nhdp vao Phan mém ngudi st dung thuc hién theo céc
budc sau:

Bwéc 1. Ping nhap vao Phin mém: Mo trinh duyét Internet

' 5
Explorer ﬁ hodc Firefox hodc Google Chrome

Buwéc 2. Trén thanh Address g& vao dia chi truy cip vao Phan
mém gltsnn.mof.gov.vn da duoc tao cho don vi. Man hinh dang nhap
hién thi nhu sau:

BPAMNG NHAP HE THONG

P HARM MER QULAR LY TAL SARM PHA RLFOC
BO TAI CHIFH

Tén dana nhap:
PET Kh&u:

BEroen wis

Thanh phd Ha MG EI

BANG MHAP

Buwéc 3. GO Tén ding nhap va Mat khau cia nguoi dung, sau
d6 bam phim Enter hoac click chudt vao niit Piang nhap

e

Sau khi ddng nhap thanh céng vao Phan mém. Man hinh lam viéc
hién thi nhu sau:

Trang chi M thing Danh mpc  Nghsbp vo thi sin  Cong oy dyng cw  Tracim  Bbo cho  Trao bl sb s

G MR v L adn

w ¥l hopch mua slm

8 aomin B O gudn i i redmg 58 16 - Thanh phd M ek ©D Thoda

Tien kbden 1hd ndn

TO100 1002004 B8 quin b i trtng 58 18

Whbe ad dhr ban ddu W
Tang medn the min

= LT 0 E 530
Tang gam nguydn gis ¥

= e Figdy sdr dung - tiriddn ngdy

54 chimg br

Cro thud thi san L _

[bam b £hi mim =

ooy B O —
= o Se1 M Lhi sdn Tt thi sdn NG R BaA Mgy S dung Do ¥ S0P dung -

Sur dyng L sén L

Man hinh Phin mém sau khi ding nhap



2. Ping xuit

Dé Ping xuit (thoat ra khoi Phin mém) ngudi sir dung bim chudt
vao biéu twong Thoat € Thoat trén thanh cong cu ciia Phan mém hoic
nut Bong tai goc trén cung bén phai cira s6 trinh duyét.

IL. Ping ky stt dung Phin mém

Tai liéu nay huéng din chi tiét cac budc ding ky sir dung ban
quyén Phan mém ddi véi timg loai hinh don vi.

1. Poi véi don vi tong hop (13 cac don vi tong hop cap 1 (cap Bo,
nganh hodc cap Tinh/ thanh phd...) hodc cac don vi tong hop cap 2
(cAp qun/ huyén)).

Can bd quan tri tai don vi téng hop s€ tién hanh:

- Pang ky sir dung Phan mém 1an d4u cho toan bo cac don vi sir
dung cap dudi.

- Piang ky bo sung ban quyén Phin mém khi phat sinh thém céc
don vi cap dudi mudn trang bi va sir dung Phan mém.

- Pang ky lai ban quyén st dung Phdn mém cho cic don vi cip
dudi khi da hét thoi han st dung.

Cac budc thuc hién dang ky sw dung:

Bwéc 1. Piang nhap vao Phdn mém: Mo trinh duyét Internet

s

N
T : hoac Google Chrome

Buwéc 2. Trén thanh Address gd vao dia chi truy cdp vao Phan
mém qltsnn.mof.gov.vn da dugc tao cho don vi; Man hinh hién thi
nhu sau:

Explorer é hodc Firefox |

dang ky ban quyén, hay thwc hién ding ky lai dé dwoc s dung!

Danh myc don vi: Chon Tép tin [f<héng cé tép nao dwoc chon

Hinh thirc dang ky: @ Pang ky 14n diu
_' Péng ky bd sung
~' Dang ky lai

Tén ddng nhap: Admin

Matkhdu: [




Buwéc 3. Tai man hinh Pdng ky bdn quyén, ngudi sit dung bam
Chon Tép tin dé lya chon file ban quyén Phan mém (license.lic) duoc
cép boi B Tai chinh. Man hinh hién thi nhu sau:

L SINDUAN LY 1

& Bl Desktop » 2% 155

Organize v New folder T - 3 ®
w Favortes ~ E.IMF:ayer
B Desitop i hortcut
€2 bytes
8 Downloads b4

2+ Recent Places
* Documents

LAC VIET mt42002-EVA
Shortcu:
€16 bytec

A

o4 Libraries

+ Documents % Licenselic
o Music l Text Document £
e Pictures | 35 hyte=
B Videos & | Microsaft Office Fxcel 2007
X' Shortcu:
™ Computer ~—§— ot et
& tocalDisk () ~ .59 KB -
File name: m « [TacaTéptin ) >

Cancel

;

Buéc 4. Tim ding dudng dan toi file “License.lic” di luu trén
may. Click dap chudt vao file “License.lic” trén cira s6 hién thi hodc
click chon chudt trai vao tén file “License.lic” ri bAm nat Open. Man
hinh hién thj nhu sau:

dang ky ban quyén, hay thwc hién dang ky lai dé dwoc sir dung!

I Chon Téptin | license lic I

9 Pang ky lan dau

Danh muc don vi:

Hinh thirc dang ky:
Péng ky bd sung
' Bdng ky lai

Lﬂ\dmin

[ cionhae |

Buwéc 5. Lya chon Hinh thire ding ky: Néu 1a dang ky st dung
lan dau thi tich chon 1a “Pang ky lan dau” (hoic Pang ky bo sung,
Dang ky lai).

Tén ddng nhap:

Mat khau:

- Gb Tén dang nhap va Mat khau truy cap Phan mém cia can bo
quan tri tai trudng Tén ding nhap va Mat khau.

- Bam Cap nhit.



2. Poi véi don vi siv dung (13 cac don vi truc tiép sir dung
Phan mém).

Nguoi sir dung Phan mém tai ting don vi sé tién hanh:

- Pang ky str dung Phan mém lan dau sau khi ban quyén Phan
meém da dugc don vi tong hop cap trén dang ky str dung thanh cong.

- Pang ky lai ban quyén Phan mém khi da hét thoi han sir dung.
Cac buoc thuc hién dang ky sw dung':

Bwéc 1. Ping nhap vao Phin mém: Mo trinh duyét Internet

) hodc Google Chrome E

Buwéc 2. Trén thanh Address gd vao dia chi truy cdp vao Phan
mém qltsnn.mof.gov.vn da dugc tao cho don vi; Man hinh hién thi
nhu sau:

Explorer | '_ hodc Firefox 2

dang ky ban quyén, hiy thwe hién dang ky lai dé dwoc sir dung!

Danh myc don vi; Chon Tép tin [fKhdng cd tép ndo dgc chon

Hinh thirc ddng ky: ©@ Pang ky 1an dau
© Pang ky bb sung

© pang ky lai

Tén dédng nhap: IAdmin

Mt khéu: | ......

Buwéc 3. Tai man hinh Ding ky bin quyén, nguoi sir dung bam
Chon Tép tin dé lya chon file ban quyén Phan mém (license.lic) duoc
cap boi BO Tai Chinh. Man hinh hién thi nhu sau:

Organize ~ New folder B~ O @&
7 Shortcut =
¢ Favorites @ 703 bytes
Bl Desktop HO_SO_THAU - Shortcut
& Downloads Shortcut
%l Recent Places | _ 575 bytes
5] Documents 3 ~_ KMPlayer
Shortcut
993 bytes
4 Libraries Select a file
e " LAC VIET mtd2002-EVA —_ to preview
[ Documents L © ZEIRE |
&' Music 916 bytes =|
[ Pictures »  licenselic 4
Videos Text Document
0 bytes
1% Computer  w u Microsoft Office Excel 2007
P 2 M=/ Shortcut
&L Local Disk (C)  ~ ST -
File name: ~ [Tt caTeptin -]
[ open |v]l [ cancea |
|




Buoéc 4. Tim ding duong dan t6i file “License.lic” di luu trén
may. Click dap chudt vao file “License.lic” trén ctra s0 hién thi hoac
click chon chudt trai vao tén file “License.lic” r6i bAm nut Open.

Buée 5. Lya chon Hinh thire ding ky 13 “Piang ky 1an dau” hoic
“Dang ky lai”.

- Go Tén dang nhap va Mat khau truy cap Phan mém cia can bo
quan tri tai truong Tén ding nhap va Mat khau.

- Bam Cép nhit.

III. Man hinh lam viéc

Céc chirc nang 16n cua Phan mém s& duoc thé hién trén thanh
menu ngang dé€ thuan tién cho nguoi st dung thao téc.

Héthong Danhmuc Nghiépvutaisan Céngcudungcu Traclru Baocao Trao doiso liéu

Menu ngang

- SO lugng cac chic nang hién thi trén thanh menu s€ phu thudc
vao quyeén ma ngudi st dung do duoc cap va loai hinh don vi nguoi su
dung dang chon lam viéc.

- Cac nhém chure nang 16n trong Phan mém:

+ Hé théng: Phuc vy can b0 quan tri cia don vi thém mdi, stra,
x6a tai khoan nguoi str dung, gan quyén cho nguoi st dung, ghi lai
céc thao tac clia ngudi sir dung trén Phan mém, thiét 1ap cac thong sb
dam bao cho Phan mém vén hanh 6n dinh.

+ Danh muc: Cho phép thém mdi, stra, x6a cac danh muc dung
chung trong Phan mém (danh muc don vi, danh muc nhém tai san,
danh muc khac...).

+ Nghi€p vu tai san: Cho phép nguoi st dung tai don vi thém
moi, sua, x6a thong tin hinh thanh TSCD; theo doi khau hao, hao mon
tai san; quan 1y toan b cac bién dong ting/ gidm nguyén gia tai san,
diéu chuyén, ban, thu hoi, thanh 1y, tiéu huy tai san; in bién ban kiém
ké TSCP theo yéu cau.



+ Cong cu, dung cu: Cho phép nguoi st dung theo doi cac thong
tin vé CCDC ma don vi dang quan 1y; theo ddi cac thay ddi lién quan
dén CCDC nhu: phan bo CCDC, cho thué CCDC, diéu chinh ting
giam gia tri CCDC, giam CCDC, lap gidy bdo CCDC bj hong, mat,
kiém ké CCDC.

+ Tra ciru: Cho phép ngudi st dung tim kiém nhanh chong
TSCD di duoc dang ky trong Phan mém.

+ B0 c&0: Cho phép ngudi st dung loc va két xut cac bao cdo
tong hop, chi tiét, cong khai TSCD cua don vi.

+ Trao dbi sb liéu: Phuc vu cong tac sao luu dir li¢u, trao doi dir
ligu TSCD trong ndi bd don vi cling nhu gitra cac don vi véi nhau.

M&i nhém chirc ning 16n s& bao gém cac chirc ning nho dugc thé
hién trén menu trai:

, Nghiép vu tai san

Ké hoach mua sam ¥
Nhap s6 dw ban dau S
Tang m&i tai san

Tang giam nguyén gia

: Tang nguyén gia 1ai san

: Giam nguyén gia tal san

Thay doi thong tin tai san

«

Cho thué tai san

«

Kiém Ké tai san
Pé nghi xr Iy
Giam tai san X

Swr dung tai san X

IV. Lua chon don vi lam viéc

M&i nguoi sir dung trong Phan mém s& duoc can bd quan tri phan
quyén lam vi¢c tai 1 hoac 1 s6 don vi nhat dinh, tac 1a nguoi st dung
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d6 chi dugc thao tac mot s6 chirc nang nhat dinh d6i voi dir lidu tai
san cua cac don vi ma ho dugc cip quyén. Trong qua trinh thao tac
cac chirc nang trong Phan mém, ngudi st dung c6 thé thay d6i don vi
lam viéc cia minh.

Buwoce 1. Click chudt vao tén don vi tai goc trén cung bén phai
dudi thanh cong cu.

@ Trang chd @& Trung tam cdng nghé théng tin B Trung tim céng nghé théng tin - Tinh Thanh Hod || @ Thoat
Quan Iy tai san cd dinh 7 l

Man hinh s& hién thi nhu sau:

G& ma hodc tén don vi & tim kiém Tim kiém [=
Stt Ma dorn vi Tén don vi Chon ]
11 TS560001110 Phéng Tai chinh - Ké hoach huyén Ba Thudc [~]
12 T560001111 Ban quan Iy khai thac cdng trinh thay loi (]
13 T56001 UBMND Huyén £4ng Son [~]
14 TE6001001 UBMD Thi trdn Mhéi (]
15 T56001002 Thi trdn Rirng Théng @ =
16 T56001004 XA Béng Minh [~]
a7 T56001005 K& Bdng Khé (=]
18 TSE001006 X3 Déng Hoa @
19 T56001007 UBMND x& Béng Linh [~]
20 TS6001008 X3 Déng Yén (] |
,T‘ ,T‘ Sau Cudi = [=

Buwdc 2. Trén danh sach don vi hién thi click chudt vao nat Chon

mau xanh & (bén phai tén don vi trong bang)

§ : A A . » , A N ” I R

\Tie_Néu so luong don vi quan Iy nhiéu, nguoi sw dung co thé
nhdp Ma don vi hoac Tén don vi vao o trong trén phan Tim kiem dé
tim chinh xac don vi lam viéc.

Buéc 3. Bam Chon dé chuyén sang don vi 1am viéc méi.
V. Doi mat khau

Chuc ning d6i mat khau cho phép nguoi st dung thyc hién doi
mat khau dang nhap thudng xuyén, nham dam bao tinh biao mat va an
toan dir liéu.
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Cic bude doi mat khau

Bwoce 1. Sau khi dang nhap vao Phan mém, bam chon vao tén
nguoi st dung trén thanh cong cu

—
Hithing Danbmec Nghsbpwyikisan Clegoydusgcy Tracim Bbochs Tres & sl by

i Moo vy - {0 Trang chd | S Adeinistrater |t Tnebng THICS Bde Theong - Thamh phd Ha Néi g Thedit
Wb Bapeh mud abm

Tim san
Whilsp b or ban dibe

Man hinh d6i mat khau hién thi nhu duéi day:

Thay doi théng tin ca nhan ®

NhiFng triedrng c6 déu * 1a tredrng bat budc phai nhap.

Tén dang nhap * |.i‘«dmin |

Mt kndu * |

Nhac lai méat khau *

Tén day do* |Ac|ministratur

Bién thoai |

Email |

Bonvicdptrén®  |Thanh phd Ha Noi

[v Cap nhét ][BHuybé ]

4

Buwéc 2. Nhip mat khau méi tai truong thong tin Mat khau
(Lwu y: Mat khau phai c6 tdi thiéu 6 ky tu).

Nguoi str dung ciing ¢ thé thay d6i lai cac thong tin ca nhan khéc
nhu: Tén dﬁy du, bién thoai, Email ciia minh tai day.

Buwée 3. Bam Cép nhét dé luu lai, phin mém s& hién thi thong
b4o cap nhat thong tin nguoi ding thanh cong > chon Péng dé két
thac.

12



Phan thir hai

HUONG DAN SU DUNG DANH CHO CAN BO
DPUQC GIAO NHIEM VU NHAP DU LIEU
TAI SAN VAO PHAN MEM

A. NHOM CHUC NANG NGHIEP VU TAI SAN
I. CHUC NANG “KE HOACH MUA SAM”

Chtrc nang Ké hoach mua sim tai san gitp don vi ké khai chi
tiét k€ hoach mua sam tai san trong nam can c theo du toan da
dugc phé duyét.

o Luwu y: Dé xem va in cdc biéu Bdo cdo cong khai ké hoach mua
sam tai san nha nuwoc, Bdo cdo cong khai két qua thuc hién mua sam
tai san nha nuwoc (theo Thong tw 89/2010/TT-BTC), nguoi s dung
truy cdp vao chirc nang B&o cdo > Bao cao cong khai trén thanh
menu cua phan mém.

1.Nhip méi ké hoach mua sim ti sin

Cac budc thue hién:

Buéc 1. Truy cip vao chitc ning Nghiép vu tai sin > Ké hoach
mua sam trén thanh menu.

Buwéc 2. Bam chon Thém méi;

Buwéc 3. Nhap chi tiét ké hoach mua sim trong nim ctia don vi
theo cdc truong thong tin trén giao dién (Chuay: cdc truong thong tin
c6 dau * la trieong bt budc phal nhap, cdc é ¢6 nén Mau vang nguoi
sw dung khong nhap dir liéu, Phan mém sé tw dong hién thi lén).

NhiFng triréeng c6 ddu * la triedeng bit budc phai nhap.

Tén tai san * | |
Nhém tai san * | || |
Hinh thirc mua sam = | "
Quy cach, chitlidu, ching loai |

)
Bon gid l:lwm—:_
Thanh tién DNNB_
Théi gian dir kién mua l:l
D todn dwoc phé duyét l:lﬁ'NB_
L& tal san tir ngudn vién tro, qua bidu, ting cho

| v capnhat || @ Huvbe
)

13



= Tén tai san: Nhap tén loai tai san trong ké hoach mua sam.

» Nhom tai sdan: DE con tro chudt vao 6 trong thir 2, gd6 phim miii
tén xuong trén ban phim va chon nhoém tai san tuong ing trong danh
sach so xuong.

» Hinh thirc mua sim: Lua chon hinh thirc mua sim tai san
trong danh muc (Déu thau rong rai, PAiu thau han ché, Chi dinh thﬁu,
Mua sidm truc tiép, Chao hang canh tranh, Ty thuc hién, Hinh thirc
khac...).

= Quy cdch, chit ligu, chiing logi: Nhap thong tin vé quy céach,
chat liéu, chiing loai tai san (néu co).

= S0 lwong: Nhap s6 luong tai san can mua sam.

* Don gia: Nhap don gia cua 01 tai san.

= Thanh tién: Phan mém tu dong tinh theo cong thirc: “Thanh
tién” = “S4 luong” x “Pon gia”

= Thoi gian dw kién mua: Nhip thoi gian (cO0 dinh dang
dd/mm/yyyy) du kién mua sam tai san.

» Duw toan dwoc phé duyét: Nhap gia tri du toan dugc phé duyét
cho don vi (don vi tinh: VND).

o Luwu y: Doi véi cdc truwong thong tin la gid tri tién (Pon gid,
Du todn dwoc phé duyét), nguoi siv dung chi nhdp cdc gid tri la SO
vdo 6 trong, khéng nhdp kém cdc dau cham (), ddau phay (,)... Phan
mém sé tw dong phdan cdch gia tri hang nghin, triéu, ty... Dy todn
diege phé duyét khi nhdp vao phdi 16n hon hodc bang gid tri trong 6
Thanh tién.

= La tai san tw ngué‘n vién trg, qua biéu, tang, cho: Tich chon
vao 6 checkbox néu tai san dugc hinh thanh tir ngudn vién tro, qua

biéu, tang, cho.

Buéc 4. Bim Cip nhit.
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Chi tiét tai san

Danh sach taf san + Thém mdi

SttTén tai san Nhom tai san  |Hinh thirc mua Solwong Pongia TG dwe kién mua |Quan tri

1 | May fax May Fax Mua sam truc tiép 1 5.000.000 |01/01/2013 @ @
»Bam Thém méi dé nhdp tiép cac tai san khac cung trong ké
hoach mua sam.

> Bam Swals dé stra lai cac thong tin vé tai san dd nhap trudc

> Bam X6a¥ dé xoa tai san da nhap trong danh sach.
Buée 5. Bam Luu.

Buéc 6. Bam Péng dé vé menu chinh.

2. Stra ké hoach mua sim tai san

- Truy cap vao chuc nang Nghiép vu tai san > Ké hoach mua
sam trén thanh menu. Phan mém hién thi danh sach cac K& hoach mua
sam tai san da 1ap trong nam cua don vi.

- Pé sira Ké hoach mua sim, ngudi st dung click chudt vao
biéu tuong Stral®, sau do6 sira lai cac thong tin vé ké hoach mua sim
theo mong mudn (cac bude thuc hién twong tu nhu muc Thém méi ké
hoach mua sim tai san).

3. X0a ke hoach mua sam tai san

- Truy cap vao chuc nang Nghiép vu tai san > Ké hoach mua
sam trén thanh menu. Phan mém hién thi danh sach cac ké hoach mua
sam tai san da lap trong nam cua don vi.

- PBé x06a ké hoach mua sim nao trén danh sach, nguoi st dung
bam chon chudt vao biéu tugng X6aF-> bam Tiép tuc > Péng.
I1. CHUC NANG “NHAP SO DU BAN PAU”

Chtic nang Nhép s6 dw ban dau dung dé nhap dir liéu dau ky
cho tai san nha nudc (TSNN) phat sinh dén ngay 31/12/2013 caa don
vi dang ky.
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Pé nhap dir lidu, dau tién ngudi st dung phai lya chon don vi
lam vi¢c 1a don vi dang ky, sau do truy cap vao chuc nang Nghiép
vu tai san > Nhip sé dw ban dau va lya chon loai tai san can nhap
(Bét; Nha cira, vat kién tric; Phuong tién van tai, truyén dan; May
moc, thiét bi; Thiét bi, dung cu quan ly; Cay lau ndm, suc vat lam
viéc va cho san ph'?lm; Tai san dic biét; Tai san ¢ dinh khac; Tai
san cb dinh vo hinh).

1. Nhap s6 dw ban diu cho tai san la dat

1.1. Muc dich

Chtrc ning Nhip s6 du ban dau > Pat sir dung dé nhap ding ky
cho tai san 1a dat duoc giao cho don vi quan 1y va sir dung tinh dén
ngay 31/12/2013 ctia don vi.

1.2. Cac bwdc thwe hién nhap

Buéc 1. Truy cap vao chtic ning Nghiép vu tai san > Nhdp so dw
ban dau > Pit trén thanh menu ngang.

Man hinh nhap thong tin tai san 1a dat cua don vi hién thi nhu
dudi day:

Nhap sé dw ban ddu dat || Theo dii tai san d4 nhap

l © Luu l & Bodng
Théng tin tai san

Don vi siF dung* T0112500300¢ | [Truéng THCS Birc Thuong |

MATEn tai san* | I |

Bia chi* | |
Tinhithanh phé [ Thanh phé Ha NI ]
Quan/Huyén | —Chen danh mue quan/huyén— v |
Xalphuing | —Chen danh mue x&/phuéng— v |

Nhom tai san* | || |

Lj dotang* |Nhapsédubandiu |

MNgay nhap * MNgay dua vao sirdung * |:|
Khéng phai ké khai dat

86 quyétdinh [ ] Naay quyét dinh [ ]

S chirng tirhda don |:| MNgay chirng tirhda don |:|
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Dién giai

Muc dich sl dung | Chon danh muc muc dich ¥ |

B& phan s dung | Chon bd phan sir dung b |

Gia tri dat - dién tich dat

Téng gia tri dt (VNB)
Ngudn ngan sach I:I (VNB)
Ou';r_ehét trién hoat déng sw I:I (VND)
nahiép :
Mgudn khac Cl(\"NBj:
Téng dién tich l:llmz':
Hién trang sir dung
Tru s& lamviéc CosFHDSW  Lamnha & Cho thué Bé tréng Bilan chiém  Khac
0 | b | [o | o | [o | [o | [o
Hb sor gidy ter
® C6 hd so, gidy tir Khéng cé ho so, gidy t

Q3D dat sd

thué dat so

Giay tir khac

Buwéc 2. Nhap cac thong tin ké khai cho Dét.
o Luuy:
- Cdc trwong c6 ddu (*) la bdt budc phdi nhdp théng tin.

- Cdc trweong cé nén mau vang la cdc truong théng tin mdc dinh,
khong cho phép nguoi su dung chinh sua.

= Pon vi sir dung*: Phan mém hién thi tén don vi nguoi sir dung
dang chon nhap dir li¢u tai san.

= Md tai sdn*: Phan mém ty dong sinh mi sau khi ngudi sir dung
ké khai day du thong tin cho khu6n vién dat va baim Luru.

= Tén tai san*: Nhap tén thuong goi ciia khudn vién dit.
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o Luuy:

Truong hop mét don vi c6 nhiéu tru sé, co sé HPSN thi ké khai
méi tru s6, co s hoat ddng sw nghiép thanh 01 ban dang ky, ghi ré
tén tru sé va dia chi (so nha, dwong, phé...) dé phin biét.

Vidu: Hoc vién Cong nghé Buu chinh Vién thong co 02 tru so:

01 try sé trén dwong Nguyén Trdi, qudn Thanh Xudn, thanh phé Ha
Néi va 01 try sé trén dwong Hoang Quéc Viét, quan Cau Gidy, thanh
phé Ha Néi. Khi thuc hién dang ky ké khai nguoi sir dung phdi tao 02
ban ghi cho 02 tru so nhu sau: Tru so Hoc vién Cong nghé Buu chinh
Vién théng - Nguyén Trai; Tru sé Hoc vién Céng nghé Buwu chinh Vién
théng - Hodng Quéc Viét.

= Pja chi*: Ghi 15 dia chi s6 nha, duong (phd) cta khuén vién dat.

Vi du: Pat xay dung tru so Bo Tai chinh tai dia chi 28 duong Tran
Hung Pao-> ké khai diang ky 1a: 28 Tran Hung Pao.

o Luuy:

- Trudng hop 1 khudn vién dat c6 nhiéu sé nha, khi ké khai chi
ké khai dia chi chinh.

Vi du: Hoc vién Tai chinh ¢6 sé nha 4, 6, 8 Phan Huy Chu thi khi
ké khai chi ghi dia chi chinh la: S6 8 Phan Huy Chil.

= Tinh/thanh phé: Lua chon tinh/thanh phd cho khuén vién dét
trong danh sach.

= Qudn/Huyén: Lua chon quin/huyén cho khuén vién dat trong
danh sach.

= Xd/phwong: Lua chon xd/phudng cho khudén vién dit trong
danh sach.

= Nhém tai san* (Loai dit): Dé phuc vu cho cong tac tong hop,
phan tich, b4o cdo tinh hinh quan ly, sir dung tai san nha nudc, trong
Phan mém, dit duge chia thanh cac loai sau:
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1.1. Dit tru sé: 12 nhitng khuon vién dat dang sir dung lam try so
lam vi¢éc cua co quan nha nudc; td chuc chinh tri, t6 chirc chinh tri -
x4 hoi, t6 chtc chinh tri x3 hoi - nghé nghiép, td chtrc x3 hoi, to chuc
xa hoi - nghé nghiép (goi chung 14 t6 chirc) va Ban quan 1y dy an.

1.2. Dit phuc vu hoat dong sw nghiép

1.2.1. Pdt phuc vu hoat dong sw nghiép gido duc va ddao tao 12
nhimg khuon vién dat hién dang st dung cho hoat dong cua cac
truong hoc (mém non, tiéu hoc, THCS, THPT, trung hoc chuyén
nghiép, cao dang, dai hoc va cic co sé boi dudng chinh tri, hanh
chinh, chuyén mén);

1.2.2. it phuc vu hoat déng sw nghiép y té 1a nhitng khuén vién
dat hién dang st dung cho hoat dong ctia Bénh vién, Trung tam y té,
Tram y té, co so y té du phong, kiém nghiém vé sinh an toan thuc
pham, dugc pham va my pham; co so nghién ctru duoc lidu 1am thudc,
nudi trong cay thudc, bao tén nguon gen duoc lidu; cac co sé kham
chira bénh va cham soc strc khoé khac;

1.2.3. Pdt phuc vu hoat dong sw nghiép van hoa la nhitng khudén
vién dat hién dang sur dung cho hoat dong ctia nha van hoa, trién 1am,
rap hat, trung tdm chiéu phim, thu vién, nha bao tang, cau lac by van
hoa va khu di tich lich str, trai sang tac va cac co s& khac phuc vu hoat
dong van hoa;

1.2.4. bat phuc vu hoat dong thé duc thé thao 1a nhitng khudn
vién dat hién dang st dung lam san van dong, nha thi dAu, trung tam
thé duc thé thao, khu lién hop thé thao va cic co so khac phuc vu viée
luyén tap, thi ddu thé dyc thé thao;

1.2.5. Ddt phuc vu hoat dong sw nghiép néng nghiép 1a nhiing
khuon vién dat hién dang st dung cho hoat dong nghién ctru thi
nghi¢m va san xuét cua cac don vi su nghi¢p thudc linh vuc ndng lam
ngu nghiép, dat rimg dic dung, rimg phong ho, rimg dau ngudn, vuon
qudc gia, khu bao t6n thién nhién do cac don vi sy nghiép quan 1y;

1.2.6. Ddt phuc vu hoat dong sw nghiép théng tin, truyén thong 1a
nhirng khudn vién dét hién dang st dung dé phuc vu cho hoat dong phat
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thanh, truyén hinh, tram thu phat séng va cac hoat dong khac thudc linh
vire thong tin, truyén thong;

1.2.7. Pat phuc vu hoat dong su nghiép khoa hoc, cong nghé la
nhimg khuén vién dat hién dang st dung phuc vu cho hoat dong
nghién ctru khoa hoc, cong nghé ctia cac don vi sy nghi¢p thudc linh
vuc khoa hoc, cong ngh¢;

1.2.8. Ddt cong trinh céng cong 1a nhitng khuon vién dat hién
dang stir dung dé lam chg, bén xe, cong vién, khu vui choi cho tré em,
quang truong;

1.2.9. Pat hoat dong sw nghiép khdc 1a nhimg khuon vién dat hién
dang st dung cho hoat dong su nghié¢p khong thudc cac loai trén.

Cach thirc chon Nhém tai san 1a dat:
—Céch 1: Pé con trd chudt vao 6 tréng thir 2, gd phim mili tén
xudng trén ban phim va chon nhom dat twong ung trong
danh sach s6 xudng

~Céch 2: Nhan nit miii tén xudng mau xanh +ben canh 6
tréng thir 2 va chon nhom dat twong tmg trong danh sach
sO xubng.

= Ly do tdng*: Phin mém mic dinh 12 Nhdp s6 dw ban diu.

= Ngay nhdp*: Phan mém mic dinh 1 ngay 31/12/2013.

» Ngay dwa vao sw dung*: Nhap ngay (co dinh dang:
dd/mm/yyyy) dua khudn vién dat vao sir dung theo so sach. Vi
du: 01/02/2009.

= S0 quyét dinh: Nhap s6 quyét dinh lién quan dén viéc mua,
ban, chuyén nhuong... khudén vién dat.

= Ngay quyét dinh: Nhap ngay (cé dinh dang: dd/mm/yyyy) ban
hanh quyét dinh lién quan dén viéc mua, ban, chuyén
nhuong... khudn vién dat.

= S6 chirng tir/héa don: Nhap sb ching tir, héa don lién quan
dén viéc mua, ban, chuyén nhuong... khudén vién dat.
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» Ngay chung tiw/hoa don: Nhap ngay (co dinh dang:
dd/mm/yyy) ghi trén chimg tir, hoa don lién quan dén viéc mua,
ban, chuyén nhuong... khudn vién dat.

= Dién gidi: Nhap cht thich hodc dién giai can thiét vé khudn
vién dat.

= Muc dich dwoc giao: Chon muyc dich duoc giao khuon vién dét 1a
“Quan 1y nha nude” , “Hoat dong su nghi¢p” hoac “Khac”.

* B¢ phdn sir dung: Chon phong, ban hodc tén can b) quan ly
sir dung khuon vién dat twong tng trong danh séach.

e Luuy:

+D6i véi truong hop don vi chi dwoc giao, sit dung tai san la
Nha trén khuén vién ddt , nguoi sir dung chon 6 checkbox Khong ting
ddt dé tiép tuc ké khai cdc théng tin vé nha trén khuén vién dat.

= Giatri ddt:

+ Pdi v6i nhitng khuodn vién dat da xac dinh gia tri quyén s dung
dat theo Nghi dinh s6 13/2006/ND-CP ngay 24/01/2006 ciia Chinh
phu (vé xac dinh gia tri quyén st dung dat dé tinh vao gia trj tai san
clia cac to chire duge nha nudc giao dat khong thu tién sir dung dat) va
Thong tu s6 29/2006/TT-BTC ngay 04/4/2006 cia BO Tai chinh
hudng dan thuc hién Nghi dinh s6 13/2006/ND-CP thi str dung gia tri
d3 x4c dinh lam gia tri quyén st dung dat trong Phan mém.

+ DPdi véi nhiing khuon vién dét chua xac dinh gia tri theo Nghi
dinh s6 13/2006/ND-CP va Thong tu s6 29/2006/TT-BTC: Tam thoi
ap gia theo Bang gia dat cua dia phuong cong bd ap dung cho nim
2008 (thoi diém nhap sé du dau ky) d6i v6i cac khudn vién dat thudc
d6i twong ké khai 1an dau. Cac trudng hop phat sinh ting tir nim 2009
tré di thi tam thoi ap gia theo Bang gia dit cua dia phuong cong b ap
dung cho nim ting tai san twong tng. Vi tri dat dé ap gia 1a vi tri duoc
xéac dinh trong gidy to ching minh quyén s dung dét; truong hop
khong co giéy to xac dinh vi tri thi &p gia theo vi tri 1. Sau khi don vi
hoan thanh viéc xac dinh gid tri quyén st dung dit theo Nghi dinh s
13/2006/ND-CP ngay 24/01/2006 ctia Chinh pht va Thong tu sd
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29/2006/TT-BTC ngay 04/04/2006 cia Bo Tai chinh thi don vi ké
khai b6 sung dé diéu chinh sb liéu trong Phin mém.

Céch thirc nhap li¢u vao hé théng nhu sau:

= Téng gid tri ddt: Phan mém s& tu dong cong gop tong gia tri
dat sau khi ngudi stir dung nhap sb liéu vao cac ngudn:

o Ngudn ngan sach

o Quy phat trién hoat dong su nghiép

o Ngudn khac

(Pon vi tinh: VND).

o Luwu y: Chi nhdp cdc gid tri la SO vao 6 trong, khéng nhdp kém
cdc dau cham (), dau phdy (,)... hé thong sé tir ddng phén cdch gid tri
hang nghin, triéu, ty...

Vi dy: Khudn vién dat co gia tri 1a 10 t§ VND. Trong d6: Ngudn
ngan sach 1a 8 ty VND, Ngudn khéac 1a 2 tf VNP > ngudi st dung
nhap vao hé thong nhu sau:

o Ngudn ngan sach: 8000000000

o Ngudn khac: 2000000000

= Tong dién tich dat: La dién tich ghi trén gidy to ching minh
quyén st dung dat (Gidy chimg nhan quyén st dung dat, Quyét dinh
giao dat, Quyét dinh (Hop dong) cho thué dat ciia nha nudc) hoic dién
tich dat do v& theo Chi thi s6 31/2007/CT-TTg ngay 14/12/2007 cia
Thii tuéng Chinh phu lién quan dén viéc kiém ké quy dat dang quan
1y, st dung cua cac t6 chirc duoc nha nuée giao dét, cho thué dat hodc
thué co quan c6 chirc nang thyc hién do vé theo thuc té. Truong hop
chua c6 cac can cu néu trén thi don vi tu do vé, léy xac nhan cua
UBND cép x4 vé dién tich do v& duoc va thuc hién ké khai. Sau khi
xéac dinh dién tich dat theo cac cin cir trén, don vi ké khai bd sung dé

dieu chinh s6 li¢u trong Phan mém.

o Luwu y: Doi voi dién tich dat la so lé, khi nhdp vao Phan mém,
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nguoi sir dung nhdp ddau “,” dé phan tach cdac chir sé hang thdp phan.
= Hién trang sir dung dat

Hién trang st dung dat duoc ké khai theo thuc té dang st dung
ctia khuén vién dat gém: Pat lam tru s& lam viéc; Co s& hoat dong su
nghiép; Lam nha &; Cho thué; Bi lan chiém; Bo trong; Khac. Trong
do, dat 1am tru s lam viéc, co s& hoat dong su nghi¢p duoc ké khai
theo cach phan loai dat hudng dan tai chi tiéu loai tai san trong muc
nay (don vi tinh: m?).

+ Truong hop don vi dugc giao quan 1y khuon vién dét co dién
tich rong, don vi chi st dung mot phén dién tich dé xay dyng tru so
lam viéc, co s& hoat dong su nghi¢p, dién tich dat con lai néu bd tri
lam nha & cho can bd, cong nhan vién thi ké vao muc “Lam nha ¢”;
néu cho t6 chtrc, ca nhan khac thué thi ké vao muc “Cho thué”; néu bi
cO quan, td chuc, c4 nhan khac 14n chiém thi ké vao muc “Bi 14n
chiém”; néu bo tréng thi ké vao muc “Bé tréng”; néu st dung vao
muc dich khic vo1 muc dich khi giao cho don vi hodc dang c6 tranh
chap thi khai vao myc “Khac”. Riéng ddi véi dat sir dung 1am san,
vuon, duong di trong khuon vién dat khi ké khai hién trang sir dung,
khong khai vao muyc “Bé tréng” hodc “Khac” ma khai vao muc “Tru
s& 1am viéce” (d6i véi co quan nha nude, cdc t6 chive, ban qudn Iy dir
an), “Co s& HPSN” (déi vdi cdc don vi sy nghiép).

+ P6i v6i don vi sy nghiép, phan dién tich dat xdy dung vin
phong lam vi¢c cua cac can by lanh dao, quan ly cling dugc ké khai
chung vao muc “Co s¢ HDSN”.

+ Co quan dugc giao quan ly viéc bdo cao ké khai tai san st dung
két qua kiém tra, phé duyét phuwong an xur Iy nha, dat thudc so hiru nha
nudc cua co quan c6 thim quyén theo quy dinh tai Quyét dinh sb
09/2007/QP-TTg ngay 19/01/2007 ctia Thi twéng Chinh phu dé lam
can ct thuc hién viéc ddi chiéu, kiém tra hién trang st dung dat.
Truong hop can thiét thi thuc hién viéc kiém tra thuc té hién trang s
dung dat.

o Luuy:
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Dién tich khuoén vién dit = Téng di¢n tich dit theo hi¢n trang
sw dung.

Néu nguoi su dung ké khai thia hodc thiéu hién trang su dung
ddt, hé thong sé hién thi canh bdo mau do:

Tang dign tich B.000 Thng dién tich 31 phdi bang hién rang =i dung (m2)

> Yéu cau nguoi sir dung phdi ké khai lai tong dién tich dat theo
hién trang su dung = Tt 5ng dién tich dat, khi d6 canh bdo nay moi bi
mat di.
Vi dy: Khuén vién dét c6 tong dién tich 8000 m?, trong d6 6000
m? duogc st dung lam Tru s¢ lam viéc, 2000 m? sir dung Cho thué ->
ngudi st dung nhap vao hé théng nhu sau:
- Tru sé lam viéc: 6000
- Cho thué: 2000
[Tong dién tich 3.000 (m2)

Hién trang sir dung

Trusélamviéc Cosé HDSN  Lamnna & Cho thué BG trng Bildnchiém  Khac

boo | o | o | oo | o | o | o

» Ho so, gid'y to:

+ Trudng hop khudn vién dat c¢6 hd so gidy to kém theo, ngudi sir
dung tich chon vao 6 checkbox C6 hd so, gidy to

HO so gidy tér

[#lcé hd so, gidy tir [Clknhéng cé hd s, gidy tir

Q8D dat sd

thué dat sd

Gidy tir khac

Nhap sb vin ban va ngay (c6 dinh dang: dd/mm/yyyy) cua tat ca
cac gidy to vé dat (néu co):
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o Gidy chitng nhdn quyén sir dung dat: Bao gom Gidy ching
nhan quyén st dung dit, quyén s& hiru nha va tai san gin lién vé6i dit;

o Quyét dinh giao ddt: Ap dung cho cac khudn vién dat duoc nha
nuéc giao dat;

o Hop dong nhdn chuyén nhwong quyén sir dung dat: Ap dung
cho khuon vién dat co ngudn gde tir mua ban, chuyén nhuong;

o Quyét dinh (Hop dong) cho thué dat: Ap dung cho khuén vién
dat c6 nguon goc thué ctia nha nudc.
+ Truong hop chua c6 hd so gidy to, nguoi st dung tich chon vao

HO so° gidy tor

6 ChECkbOX “Khﬁng c() h("i SO, giéy t(‘)’”; C6 hd so, gidy tor ® Khéng c hd so, gidy o
Buwéc 3. Bam Lwru dé luu lai thong tin vé khuon vién dat;
Buéc 4. Phan mém s& dua ra thong bio tao moi tai san thanh
cong = chon Pong dé hoan thi¢n ban ghi tai san.
M3 khuon vién dat s& duoc tu dong sinh ma tai truong thong tin
“Ma tai san”.
> Dé nhap cac ngdi nha don vi duge giao quan 1y, sir dung trén
khuon vién dat vira Iuu, nguoi st dung click chudt vao nut
| @ Thémnha | (Xem huéng din nhap chi tiét cac trudong thong
tin cho nha tai chitc ning “Nhép so6 dw ban dau > Nha cira,
vat kién truc”)
> Pé xo0a thong tin tai san: Nguoi sir dung click dup chudt vao
biéu tuong Xoag 2> Phan mém s& dua ra canh bao lién quan
dén viéc x6a tai san = chon Tiép tuc dé chic chan x6a tai san
-> Dong.

> Pé in thé tai san: Click chon biéu tuong may in & dé in thé
tai san.

> Bam nit Thém méi dé nhap khudn vién dat khac cho don vi.

2. Nhap so du ban dau cho tai san 1a Nha, vat kién tric

2.1. Muc dich
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Chtic ning Nhép s6 du ban diu > Nha cira, vat kién tric sir
dung dé nhdp dang ky cho tai san 1 nha, vat kién trac don vi quan 1y,
st dung dén thoi diém 31/12/2013.

2.2. Cac buéce thue hién

Buwée 1. Truy cap vao chic ning Nghiép vu tai sin > Nhip sé
dw ban ddu > Nha ciza, vat Kién trac trén thanh menu ngang.

Man hinh nhap thong tin ddng ky tai san 1a Nha cira, vat kién trac
ctia don vi hién thi nhu dudi day:

Nhap sé dw nha, vat kién tric | Theo d@i tai san d3 nhap
Sao chép Sd lweng nhan ban

Mhan ban

Théng tin tai san
Bon vi st dung* [oos001 |[cuc auan i |

M&/Tén tai san* [ I[ |

Thudc khudn vién dat* Tim kiém

|
Dia chi [ |
Mhém tai san - Cp hang | ” |
nha*

Ly do tAng* Mhap sb dw ban d3u ¥

Mgay dua vao sir dung *

S0 ching tiwhda don

Dién giai

A
Muc dich dwoc giao* | Chon danh muc muc dich v |
Béd phan sir dung | Chon B& phén sirdung Y |
Mguyén gia Khéau hao/hao mén

Téng nguyén gia l:l (VINE) Tinh khau hao tai 530 ¥ Tinh hao mbn tai san
TR E e b e Thii gian st dung con lai* o nam
) .. - -
Qui phattrién hoat ding sw . Tile hae man Cl”’:
P (VND)
nghiép

Gid tri con lai o e
Ngudn khdc O )

Dién tich

Téng dién tich* b
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Hién trang sir dung
Tru & lam viéc  Co sd HESN  Lam nha & Cho thué Bé tréng Bildn chiém  Khac

0 | o | o | o | o | o | o

Hb sor gidy tor
* C6 ho so, gidy tir Khéng cé hd so, gidy to

Hé sor phap If khac ‘

4

Buéc 2. Nhap cac thong tin ké khai cho nha cira, vat kién truc.

e Luuy:

- Cdc truong c6 dau (*) la bdt budc phdi nhdp théng tin.

- Cdc trwong c6 nén mau vang la cdac triong thong tin do Phdn
mém tu mdc dinh, khong cho phép nguoi su dung chinh sua.

= Pon vi sit dung*: Phin mém mic dinh hién thi tén don vi

nguoi st dung dang chon nhap dir liéu tai san.

= MG tai sdn*: Phin mém ty dong sinh ma sau khi nguoi sir dung

ké khai day du thong tin cho nha ctra, vat kién trac va bam Luru.
= Tén tai san*: Nhap tén thuong goi clia nha ctra, vat kién truc.

= Thugc khuén vién dit: Bim Tim kiém dé chon khudn vién dat

c6 xay dung nha trén do.

Phan mém s& hién thi danh sach cac khudn vién dat thudc pham vi
quan 1y cua don vi da dugc nhap vao phan mém, nguoi st dung bam
chon vao Ma khuon vién dat trén danh sach dé chon.

= Pia chi: Khi ngudi st dung da chon 1 khuén vién dat ¢

trén, Phan mém s& ty dong hién thi thong tin vé dia chi
khuon vién dat.

= Nhom tai sin (Cdp hang nha): Lua chon cap hang nha phu

hop dd mic dinh sin trong Phan mém (Nha cap I, Nha cap II,
Nha cap 111, Nha cép IV, Biét thy...).
Cich thirc chon nhém tai san ciia Nha cira, vat kién tric:
—Céch 1: Bé con tré chudt vao 6 tréng thir 2, gd phim miii tén
xudng trén ban phim va chon loai nha, cp hang twong tmg

27



trong danh sach s6 xudng

~Céch 2: Nhan nit miii tén xudng mau xanh +ben canh 6
tréng th 2 va chon loai nha, cip hang twong Gng trong
danh sach s6 xudng.

+ Cép hang nha duoc x4c dinh trong hd so xay dung cong trinh va s6
thong tin dang dugc theo ddi hach toan theo s0 ké toan ctia don vi. Truong
hop khong co thong tin vé cip hang nha thi thue hién nhu sau:

* Péi véi Nha dwoc xdy dwng trude nam 2005:

Ap dung theo quy dinh tai Thong tu lién B6 sb 7-LB/TT ngay
30/9/1991 cua lién Bo: Xay dung - Tai chinh - Téng cuc Quan ly
ruong dat - Uy ban Vat gia nha nudc, theo do:

a) Nha biét thu:
a.1 - Ngo6i nha riéng biét, c6 san vuon, hang rao bao quanh;

a.2 - Két cdu chiu luc khung, san, tudng bang bé tong cbt thép
hodc tuong gach;

a.3 - Bao che nha va tuong ngin cach cic phong bang bé tong
cot thép hodc xay gach;

a.4 - Mai bang hoic mai ngoi, co hé thong cach 4m va cach
nhiét tbt;

a.5 - Vat liéu hoan thién (trat, 14t, 6p) trong va ngoai nha tdt;

a.6 - Tién nghi sinh hoat (bép, xi, tim, dién nudc) day du tién
dung, chat lugng tdt;

a.7 - S6 tang khong han ché, nhung mdi ting phai c6 it nhét 2
phong dé o.

b) Nha cap I:

b.1 - Két ciu chiu luc bang bé tong cdt thép hodc xay gach co
nién han st dung quy dinh trén 80 nam,;

b.2 - Bao che nha va tuong ngan cach cic phong bang bé tong
cbt thép hodc xdy gach;
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b.3 - Mai bang bé tong cdt thép hoic lop ngdi, c6 hé thdng cach
nhiét tdt;

b.4 - Vat liéu hoan thién (trat, lat, 6p) trong va ngoai nha tbt;

b.5 - Tién nghi sinh hoat (bép, xi, tim, dién nuéc) diy du, tién
loi, khong han ché s tang.

¢) Nha cép II:

c.1 - Két cau chiu luyc bing bé tong cbt thép hodc xay gach co
nién han st dung quy dinh trén 70 nam,;

c.2 - Bao che nha va tudng ngin cach cac phong bang bé tong
cot thép hodc xay gach;

c.3- Mai biang bé tong cot thép hodc mai ngdi bang
Fibroociment;

c.4 - Vat liéu hoan thién trong ngoai nha tuong dbi tot;
c.5 - Tién nghi sinh hoat day du. S6 ting khong han ché.
d) Nha cap III:

d.1 - Két cdu chiu luc két hop giita bé tong cdt thép va xdy gach
hodc xay gach. Nién han str dung quy dinh trén 40 nam;

d.2 - Bao che nha va tuong ngin bang gach;
d.3 - Mai ngoi hoac Fibroociment;
d.4 - Vat liéu hoan thién bang vat liéu phd thong;

d.5 - Tién nghi sinh hoat binh thuong, trang bi xi, tam béng vat
liéu binh thuong. Nha cao tdi da 1 2 ting.

d) Nha cap IV:

d.1 - Két cau chiu luc bang gach, gd. Nién han sir dung tdi da
30 nam;

d.2 - Tuong bao che va tuong ngin bang gach (tudng 22 hodc
11 cm);
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d.3 - Mai ngoi hodc Fibroociment;
d.4 - Vat liéu hoan thién chét luong thap;
d.5 - Tién nghi sinh hoat thap.
e) Nha tam:
e.l - Két cAu chiu lyc béng gé, tre, vau;
e.2 - Bao quanh toocxi, tudng dét;
e.3-Lopla, ra;
e.4 - Nhing tién nghi, diéu kién sinh hoat thap.
* Poi véi Nha dwgc xdy dung tiv nam 2005 dén truéc ngay
30/3/2010:

Ap dung theo quy dinh tai Phu luc 1 - Phan cap, phéan loai cong
trinh xay dung ban hanh kém theo Nghi dinh s6 209/2004/ND-CP
ngay 16/12/2004 cia Chinh phu. Theo doé:

- Nha cép dic biét: Chiéu cao > 30 téng hoac nhip > 96m hoac
téng dién tich san > 15.000 m?;

- Nha cép 1: Chiéu cao 20 - 29 tang hodc nhip tir 72 - < 96m hoic
téng dién tich san tir 10.000 m” - < 15.000 m;

- Nha cép 2: Chiéu cao tir 9 - 19 ting hodc nhip tir 36 - < 72 m
hoac téng dién tich san 5.000m? - < 10.000 m?;

- Nha cip 3: Chiéu cao tir 4 - 8 ting hodc nhip tir 12 - < 36m hoic
téng dién tich san tir 1.000 - < 5.000 m;

- Nha cép 4: Chiéu cao < 3 ting hoic nhip < 12m hoic tong dién
tich san <1.000 m,

(Lwu y: Ap dung theo chi tiéu nao théa man trudc)

* Péi voi Nha dwoc xdy dwng tiv ngay 30/3/2010:

Ap dung theo Phu luc A - Phan loai, phan cap cac cong trinh dan
dung theo QCVN 03:2009 ban hanh kém theo Théng tu sb
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33/2009/TT-BXD ngay 30/9/2009 cua Bo Xay dung, c6 hiéu luc tu
ngay 30/3/2010.

Ly do ting*: Phan mém mic dinh 1a Nhdp sé dw ban déu.
Ngay nhdp*: Phan mém mic dinh 1a ngay 31/12/2013.

Niim xdy dung: Nhap nim bit dau thuc hién xdy dung nha cta,
vat kién triic. Vi du: 2000, 2005...

Ngay dwa vao s dung: Nhap ngay (co dinh dang dd/mm/yyyy)
hoan thanh xady dung, ban giao dua vao st dung. Vi du:
01/02/2010.

86 quyét dinh: Nhap s6 quyét dinh ban giao tai san 13 nha, vat
kién truc.

Ngay quyét dinh: Nhap ngdy (cé dinh dang dd/mm/yyyy) ban
hanh quyét dinh lién quan dén viéc mua, ban, chuyén nhuong. ..
nha, vat kién tric.

8o chitng ti/héa don: Nhap s6 chung tir, hoa don lién quan
dén viéc mua, ban, chuyén nhuong... nha, vat kién truc.

Ngay chung tw/hoa don: Nhip ngay (co dinh dang:
dd/mm/yyyy) ghi trén chtng tir, hoa don lién quan dén viéc
mua, ban, chuyén nhuong... nha, vat kién truc.

Dién gidi: Nhap chu thich hodc dién giai can thiét vé nha, vat
kién tric.

Muc dich dwoc giao: Chon muc dich dugc giao cua nha, vat
kién trac tuong Ung 1a “Qudan ly nha nudc” , “Hoat dong su
nghiép” hodc “Khac”.

B¢ phdn sir dung: Chon phong, ban hodc tén can by su dung
nha, vat kién tric trong danh sach.

= Nguyén gia:

Téng nguyén gid: Phan mém sé ty dong cong gop tong nguyén
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gia nha, vat kién tric khi nguoi st dung nhap s lidu vao cac ngudn:
o Ngudn ngn sach
o Quy phat trién hoat dong su nghiép
o Ngudn khac
(Pon vi tinh: VND).
e Luu y: Chi nhdp cdc gid tri la SO vdo 6 trong, khéng nhdp

kém cdc ddu cham (), dau phdy (,)... Phan mém sé tw déng phdn
cdch gia tri hang nghin, triéu, ty...

Vi du: Ngdi nha c6 nguyén gia 1a 10 ty VND. Trong d6: Ngudn
ngan sach 12 8 ty VNP va Nguon khéc 13 2 t§ VNP > ngudi sir dung
nhap vao Phan mém nhu sau:

o Ngudn ngan sach: 8000000000
o Ngudn khac: 2000000000

» Khéu hao, hao mon: Phan mém hd tro tu dong tinh khau hao va
hao mon cho nha, vat kién tric theo quy dinh.

Khau hao/hac man
[CHrinh khéu hao tai san #ITink hao man tai san

TSCD hach toan theo phuong phap nao, nguoi st dung tich chon
vao phuong phap do.

Vi du: Dé chon tinh gia tri hao mon cho nha, vat kién trac: Nguoi
st dung tich chon vao 6 checkbox “Tinh hao mon tai san”,

Chon tinh hao mon tai san

Khau hao/hao mon

| Tinh khdu hao tai san Tinh hao man tai san

Théxi gian s dung can lai® |15 ||jn:?|mj:
T7 1& hao mén* 6.5 | (26
Gia tri con lai [10 000 000000 | (VNE)

o Thoi gian sw dung con lgi: Nhap vao s6 nam st dung con lai
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duoc cla tai san ké tir nam 2014.

Thoi gian st S6 nim sir dung dwoc S6 nam da sir

dung con lai theo Quyét dinh sb dung tinh dén
= 32/2008/QDP-BTC ~ ngay 31/12/2013

(ky hiéu: At) (ky hiéu: T32) (ky hiéu: t)

Trong truong hop thoi gian st dung con lai do Phan mém ty tinh
khac so v6i thoi gian sir dung con lai dang theo ddi trong s6 ké toan
thi nguoi str dung diéu chinh lai theo thoi gian trén s6 ké toan.

o Ty I¢ hao mon: Phan mém tu dong hién thi ty 18 hao mon theo
quy dinh tai QD32/2008/Qb-BTC

o Gid tri con lgi: Can ¢t vao cip hang nha, nguyén gia ngdi nha,
niam dua vao sir dung va thoi gian sir dung con lai ctia ngdi nha, Phan
mém sé& tu dong tinh ra gia tri con lai cua ngo6i nha theo Quyét dinh s
32/2008/QP-BTC. Trudng hop gia tri con lai do Phin mém tu tinh
khac so v6i gia tri dang theo ddi trén s6 ké toan thi diéu chinh lai theo
gia tri con lai trén s6 ké toan.

Chon tinh khiu hao tii sin

o Phwong phdp khdu hao: lya chon 1 trong 3 phuong phép tinh
khéau hao cho nha, vat kién tréc:

- Khéu hao theo phuong phap duong thang
- Khéu hao theo phuong phap tong sd
- Khéu hao theo phuong phép s du giam dan

o Thoi gian khdu hao con lgi: Nhap thoi gian khau hao con lai
ctia nha, vat kién trac ké tir nim 2014 (don vi tinh: thang) theo cong
thirc:

Théi gian khau Thoi gian don vi x4c So thang da sir
haoconlai ~ dinh phin bo khau hao dung tinh dén
B cho tai san ~ ngay 31/12/2013
(ky hiéu: At) (ky hiéu: t1) (ky hiéu: t)

o Ty l¢ su dung SXKD-DV: nhdp ty ¢ % nguyén gia tai san ma
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don vi thyc hién tinh khau hao (chinh 1& % nguyén gié tai san don vi
phan bd cho muc dich san xuét, kinh doanh, dich vu). Phin mém dé
mac dinh ty 1€ nay 1a 100%.

o Gid tri khdu hao con lgi: Phin mém ty dong tinh sau khi nguoi
st dung nhap cac thong tin vé phuong phap tinh khiu hao, thoi gian
khau hao con lai va ty 18 sir dung SXKD-DV.

» Dié¢n tich xdy dwng: Nhap di¢n tich xay dung cia ngdi nha (don
vi tinh: m®).

= S0 tdng: Nhap s6 tang ctia ngdi nha (Lwu ¥: tang trét dugc coi
1a 1 tang va dugc cong gdp vao sb tang clia ngdi nha).

= Tong dién tich san xdy dung: Nhap tong dién tich san sir dung ctia
tit ca cAc tAng cua ngdi nha theo hd so cua ngdi nha hoic do v&
thue t& (don vi tinh: m®).

o Luwu y: Doi voi dién tich nha la so lé, khi nhdp vao Phdn mém,

€«

nguoi sir dung nhdp dau “,” dé phan tach cdc chir sé hang thdp phan.

= Hién trang siv dung nha: Ké khai chi tiét dién tich nha duoc
str dung theo timg muyc dich (don vi tinh: m?):

o Lam tru so lam viéc: Ap dung cho loai hinh don vi la co quan
nha nudc, t6 chuc, ban quan 1y du an;

o Co sé HDSN: Ap dung cho loai hinh don vi su nghiép bao gom
ca dién tich lam viéc cua can b9, vién chirc va dién tich phuc vu hoat
dong su nghiép theo chirc nang, nhi€ém vu duogc giao;

o Lam nha o;
o Cho thué;

o B6 tr(fng;

o Bi lan chiém:
o Khac.

o Luuy:
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Tong dién tich san Tong dién tich nha dwoec sir dung
xay dung nha theo tirng muc dich

Néu nguoi st dung ké khai thira hodc thiéu hién trang su dung,
Phan mém s& hién thi cinh bio mau do.

Thng didn tich san xdy dumg 2000 Téng didn tich 53n xdy dumg phil bdng hén frang 50 dung (M2)

> Yéu cau nguoi st dung phai ké khai lai téng hién trang st dung
= Tong dién tich san x4y dung, khi d6 canh bao nay méi bi mat di.

Vi du: Nha B ¢6 tong dién tich san xdy dung 800 m?, trong do
600 m? dugc st dung lam Try sé lam viéc, 200 m? s dung cho thué
- ngudi sir dung nhap vao Phan mém nhu sau:

- Tru s¢ lam viéc: 600

- Cho thué: 200

Téng dién tich san xdy dung 300 (m2)

Hién trang sir dung

Trusélamvidc CostHBESN  Lamnhaé Cho thué B trong Bildnchiém  Khac
o | D | o o | Kt o

= Ho so gidy to

o Truong hop nha cé ho so gidy to kém theo: Tich chon vao 6
checkbox C6 hd so, gidy to.

Ho sof giay to

® Cd hd so, gidy tir Khéng cd hd sor, gidy tir
Qwuyét dinh ban giao s | | Ngi—u‘| |
Bién ban nghiém thu sd | | Ng;‘af| |

Hé& so phap 17 khac

Nguoi st dung nhap sb vin ban, ngay, thang, nim duogc cp cac
gidy to lién quan dén nha, vat kién tric:

- Quyét dinh ban giao

- Bién ban nghiém thu
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- Hb so phap 1y khac

Vi du: Nha diéu hanh c6 Quyét dinh ban giao s6 28 ngiy
12/01/2008 = Ngudi sir dung nhap vao S6 Quyét dinh ban giao 1a 28,
Ngay: 12/01/2008

o Trudng hop nha khong c¢6 hd so gidy to kém theo: Tich chon
vao & checkbox Khéng c6 hd so, gidy to.

Cé ha so, giay tor ® Khing co ho so, giay t

Buwée 3. Bam Luu dé luu lai thong tin vé nha, vat kién trac.

Buéc 4. Phan mém sé dua ra thong bao tao mdi tai san thanh cong
—> chon Dong.

Man hinh hién thi thong tin tai san vira nhap mdi nhu sau:

Nhép s6 duw nha, vit kiéntric || Theo ddi tai san dé nhap

Bon i sif dung [1862080151 |[Trung tam cong nghé théng tin |

Nhém tai san | | \

Mameén tai san | || ‘

Mady chiing tir - tirdén | ||

56 ching tir

A Tim kigm

=+ Thém mdi
SttM3 tai san Tén tai san |[Nhom tai san Nagay stF dung Bon vi stF dung
1| T562080151-209-54995 | nhi bao vé | Nhitam 121122012 | [Tungtam cong nghé thong E.;
2 | T562080151-204-54994 L‘igac'am Nha cAp IV 02/01/2011 | TMungtam cong nghg thong £

> Click dap chudt vao biéu tuong Stral® dé xem va sira lai
thong tin TSCP vira nhap = Chon Luwu dé luu lai thong tin
- chon Péng dé thoat khoi man hinh sira thong tin vé tai san.

> Dé x6a thong tin tai san: Nguoi sir dung click dup chudt vao
biéu tugng X6a# - Phin mém s& dua ra canh bao lién quan
dén viéc x6a tai san = chon Tiép tuc dé xac nhan thao tac
x6a = chon DPong.

> Béam nut Thém méi dé nhip nha, vat kién trac khac cho
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don vi.

4

3. Nhap s6 dw ban diu cho tai sin 13 Phwong tién vin tai,

truyén din.
3.1. Muc dich

Chtic ning Nhdp so dw ban dau > Phwong tién vin tdi, truyén
din st dung dé nhiap ding ky cho tai san 1a phuong tién van tai,
truyén dan dugc giao, tiép nhan va dua vao st dung dén thoi diém
31/12/2013.

3.2. Cac buée thue hién nhap

Buwéc 1. Truy cap vao chiic ning Nghiép vu tai sin > Nhip sé
ban ddu > Phwong ti¢n vin tdi, truyén dan trén thanh menu ngang.

Buoc 2. Nhap cac thong tin ké khai cho phuong ti€n van tai,
truyén dan.

o Luuy:
- Cdc truong cé dau (*) la bat bugc phai nhdp théng tin.

- Cdc trwong c6 nén mau vang la cac truong théng tin do Phan
mém tw mdc dinh, khéng cho phép nguwoi sir dung chinh sira.

Nhap s6 di phieong tién van tai, truyén ddn | Theo diitai san dd nhap

LT

Bonvi sl dung® |UUSU15 ||Ban quan I du an ci tao try s& Chinh phl |

Théing tin tai san

MA/Tén tai san® | I |

Nhém tai san® | I |
MNgay nhap * Mgay dira vao st dung *
56 quyét dinh [ ] Ngay quyét Ginh [ ]
56 chiing tirhda don |:| Mgay ching tirhda don |:|

Dién giai

4
Muc dich duerc giao® | Chon danh muc muc dich v |
B phan siF dung |Chon b phan st dung "|
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Nguyén gia
Téng nouyén gid
Mgudin ngan sach

Quif phéttrién hoat déng su
nghiép

Mgudn khac

Hién trang si¥ dung
Quan Iy nha nuéc
Thing tin xac thirc
Bién kiém soat*
Mhan higu
56 khung
56 chd nadi*
Céng suat
Nugc san xuat
&M s@n xuat

Théng tin khac

Nha cung cip

Théng s kif thuat

» Don vi sir dung*: Phan mém hién thi t€n don vi nguoi st dung

HB'SN-Khdng kinh doanh

I —

Khau hao/hao mén

Tinh khau hao tai san ¥ Tinh hao man tai san

Thii gian 50 dung con lai®
T§ 1& hao mon*

Gia tri con lai

HBE'SN-Kinh doanh

CO—

Hoat ddng khac

| Chon nhan hiéu

]
]
]

56 méy

Taitrong

[ chon nuéc san xudt

2014

v

| Chaon danh myc nha cung cép

g

dang chon nhap dit li¢u tai san.

= MG tai sdn*: Phan mém tu dong sinh ma sau khi nguoi st dung
cap nhat dﬁy da thong tin cho phuong ti€n van tai, truyén dan
va bam luu.

» Tén tai san*: Nhip tén thuong goi cua phuong tién van tai,

truyen dan.

» Nhom tai san (Loai phwong tién): Cach thirc chon loai phuong

tién.

—Cach 1: Bé con tré chudt vao 6 tréng thtr 2, gd phim mdi tén
xudng trén ban phim va chon loai phuong tién twong tng

trong danh sach s6 xuong



—Céach 2: Nhéan nit miii tén xudng mau xanh ¥ ben canh 6
tréng thtr 2 va chon loai phuong tién tuong ung trong danh
sach s6 xudng.

o Luuy:

- Xe 6 t6 phuc vu chirc danh: La xe 6 t0 phuc vu cong tac cho céc
chirc danh 13nh dao c6 hé sb phu cép chtrc vu tir 1,25 tré 1€n quy dinh
tai Diéu 3, Piéu 4, Piéu 5, Piéu 6 Quyét dinh s6 59/2007/QD-TTg.

- Xe phuc vu chung: La xe 6 t0 phuc vu cong tdc chung cho cac
chirc danh 13nh dao c6 hé sb phu cép chirc vu tr 0,7 dén dudi 1,25 quy
dinh tai Diéu 8, Piéu 10, Piéu 12 Quyét dinh s6 59/2007/QD-TTg.

- Xe 0 t0 chuyén dung: La xe gan kém trang thiét bi chuyén ding
hodc ¢ ciu tao dic biét theo yéu cau chuyén mon nghi¢p vu hoac st
dung cho nhiém vu dac thu, dot xuat, cép bach phuc vu yéu cau thuc
hién nhiém vu chinh tri - x4 hoi dugc quy dinh tai Piéu 11 Quyét dinh
s6 59/2007/QD-TTg.

Vi du: Xe 6 t6 phuc vu chuc danh -> xe 4 dén 5 chd hoic xe 6 dén
8 chd; xe 6 t6 chuyén dung -> xe ctru thuong, xe ctru hoa. ..

= Ly do tdng*: Phin mém mic dinh 12 Nhdp s6 dw ban diu.

= Ngay nhdp*: Phan mém mic dinh 1a ngay 31/12/2013.

» Ngay dwa vao sw dung*: Nhap ngay (cO dinh dang
dd/mm/yyyy) dwa phuong tién vén tai, truyén dan vao st dung
tai don vi. Vi du: 11/03/2010

= S6 quyét dinh: Nhap sd quyét dinh lién quan dén viéc mua,
ban, chuyén nhuong... phuong tién vén tai, truyén dan.

= Ngay quyét dinh: Nhap ngdy (cé dinh dang: dd/mm/yyyy) ban
hanh quyét dinh lién quan dén viéc mua, ban, chuyén
nhuong. .. phuong tién van tai, truyén dan.

= S6 chirng tir/héa don: Nhap sb ching tir, hoa don lién quan
dén viéc mua, ban, chuyén nhuong... phuong tién van tai,
truyén dan.
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* Ngay chung tiw/hoa don: Nhap ngay (co dinh dang:
dd/mm/yyyy) ghi trén chung tir, hoa don lién quan dén viéc
mua, ban, chuyén nhuong. .. phuong tién van tai, truyén dan.

= Dién gidi: Nhap chu thich hodc dién giai can thiét cho phuong
tién van tai, truyén dan.

* Muc dich dwoc giao: Chon muc dich dugc giao tuwong tng la
“Quan ly nha nuéc”, “Hoat dong sy nghi¢p” hodc “Khac”.

= B§ phdn siv dung: Chon d6i twong st dung Phuong tién van
tai, truyén dan trong danh sach.

» Tong nguyén gid: Phan mém s& ty dong cdng gdp tong nguyén
gia phuong tién van tai, truyén dan sau khi ngudi st dung nhap
s0 liéu vao cac nguon:

o Ngudn ngan sach
o Quy phat trién hoat dong su nghiép
o Nguén khac
(Pon vi tinh: VND).
o Luwu y: Chi nhdp cdc gid tri la SO vao 6 trong, khéng nhdp kém

cdc ddu cham (), dau phay (,)... Phan mém sé tw dong phdn cdch gid
tri hang nghin, triéu, ty...

Vi du: Xe 0 td ¢6 nguyén gia 1a 1 ty VND. Trong d6: Ngudn ngan
sach 12 700 triéu VND, Ngudn khac 13 300 triéu VNP > nguoi st
dung nhap vao Phan mém nhu sau:

o Ngudn ngan sach: 700000000
o Nguén khac: 300000000

» Khéu hao, hao mén: Phan mém hd tro tu dong tinh kh&u hao va
hao mon cho phuong tién vén tai, truyén dan theo quy dinh.

Céch chon tinh khdu hao, hao mon cho phuong tién van tai, truyén
dan twong ty nhu d6i vai tai san 1a nha, vat kién trac (xem hudéng dan
tai muc Nhdp sé dw ban dau cho tdi sin la nha, vit kién tric)
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» Hién trang sw dung: Chon hi¢n trang st dung cua phuong
tién van tai, truyén dan twong Ung 1a “Quan 1y nha nudc”,
“HBPSN - Kinh doanh”, “HDPSN - Khdng kinh doanh” hoac
“Hoat dong khac”.

= Bién kiém sodt: Nhap bién kiém soat theo gidy dang ky xe. Vi du:
86B- 0576; 29A-16899.

= Nhin hiéu: Lya chon hing xe phu hop di mic dinh trong Phan
mém. Vi du: MAZDA, JEEP, KIA..., truong hop khong co
nhan hi¢u xe phu hop thi chon Loai khac.

= $6 khung: Nhap s6 khung ctia phuong tién vén tai, truyén dan.
= §6 mdy: Nhap s6 may ciia Phuong tién vén tai, truyén dan.
= 6 ché ngoi: Nhap s6 chd ngdi ghi trén dang ky xe.

= Tdi trong: Nhap tai trong ghi trén dang ky xe (4p dung d6i véi
Xe tai).

= Cong sudt: Nhap cong sut cia Phuong tién véan tai, truyén dan
theo ho so do nha san xuat ghi.

= Nwdc san xudt: Chon nude san xuat xe trong danh sach (Vi du:
Han Qudc, Anh, Nhat...) phu hop vdi xuat xur cua xe.

= Nam sdn xudt: Nhip nim san xuat ghi trén hd so do nha san
xudt cung cap. Vi du: 2000, 2005...

= Nha cung cdp: Lya chon tén Nha cung cap trong danh muc.
= Théng sé ky thudt: Nhap cac chi tiéu k§ thuat, chi tiét cac phu
kién co ban kém theo cua tai san.

Buwée 3. Bim Luwu dé luu lai thong tin vé phuong tién van tai,
truyén dan. Phan mém s& dua ra thong bao tao méi tai san thanh cong.

Buwéc 4. Bam Péng dé thoat khoi man hinh nhap tai san 13 phuong
ti€n van tai, truyén dan. Danh sach tai san phuong tién, truyén dan da
nhap hién thi nhu sau:

41



Nhap s du PTVT Theo doi tai san da nhap

Bon vi sir dung [t582080151 |[Trung tam cang nghé théng tin |

Mhom tai san

METén tai san

Mgay chimng tir - tindén

S6 chirng tir

SttM& tai san :;: i Nhom tai san Ngay sir dung [Pon vi stk dung
e B oo | B0 4-5 PR P Trung tdm céng nghé = =
1 T562080151-301010101-54926 | = Xe 4 @én s chi 021012010 | rend =]
> | T562080151-301010102-54997 | 258 | e 5 gén s chd 02/04/2009 | 14N t4m cong nghé EE
chd théng tin =0

> Click dup chudt vao biéu tuong Sira & dé xem va sira lai
thong tin TSCD vira nhap > Chon Luu dé luu lai thong tin =
Pong dé thoat khoi man hinh sira thong tin vé tai san.

> Dé xo0a thong tin tai san: Nguoi sir dung click dap chudt vao
biéu twong X6a # - Phan mém sé& dua ra canh bao “Ban cé
chic chin xéa tai sdn ?”-> chon Tiép tuc dé xac nhin xda
- Péng dé hoan thanh x6a tai san.

> Bam Thém méi dé nhap tiép cac phuong tién vén tai, truyén
dan khac cho don vi.

4. Nhép s6 dw ban dau cho tai sin 12 May méc, thiét bj
4.1. Muc dich

Chuc ning Nhap s6 dw ban dau > May méc, thiét bi sir dung dé
nhédp dang ky cho tai san 1a may moc, thiét bi duoc giao, tiép nhan va
dua vao sir dung dén ngay 31/12/2013.

4.2. Cac buéc thue hién nhép

Buéc 1. Truy cap vao chirc ning Nghiép vu tai san > Nhdp so
ban ddu > Mdy méc, thiét b trén thanh menu ngang.

Buéc 2. Nhap céc thong tin ké khai cho may moc, thiét bi.
e Luuy:
- Cdc truong c6 dau (*) la bdt budc phdi nhdp théng tin.

- Cac truwong co6 nén mau vang la cac truong thong tin do
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Phan mém tw méc dinh, khéng cho phép nguwoi sir dung chinh sira.

Mhap sé die ban ddu may méc, thiétbi ~ Theo dditai san d3 nhap

Sao chép S8 lueng nhan bén

Hhéan ban

Théng tin tai san
Don i s dung® [o0s015

||Elan quan Iy dur dn cditao try s& Chinh phi |

M&Tén tai san” | || |

Nhém tai san* [ Il |

Nhap s8 du ban ddu v

Ly do tang®

Ngay nhap *
S8 quyét dinh

Sd ching tirhda don

311242013

Ngay dura vao sl dung *
ngay quyét dinh

Ngay chirng tivhda don

11/03/2010

Dién gidi

|

Muyc dich dwgc giao® ‘ Chon danh muc muc dich v |

B4 phan s dung ‘ Chan bd phan sir dung v |

Nguyén gia Khéu hao/hao mén

Quf ?néttrién hoat @&ng s I:l VN
nghiép

Tinh khau hao tai san ¢ Tinh hae man tai s&n
(om—
—

Téng nguyén gid
MNgudn ngan sdch Thé¥i gian sl dung cbn lai*
T¥ |18 hao mén*
BT Gia tri con lai

Hién trang sir dung

Quan I¥ nha nuwéc HBSM-Khéng kinh doanh HBSN-Kinh doanh Hoat ddng khac

Thong tin xac thwc

Mhan hiéu

L1

Cong suat

2014

Nudc san xuat M&m san xuat

Théng tin khac

Nha cung cap | Chaon danh muc nha cung cip v |

Théng sb k7 thudt ‘
)

= Pon vi siv dung*: Phan mém hién thi tén don vi ngudi sit dung
dang chon nhap dir li¢u tai san.

= MG tai sdn*: Phin mém ty dong sinh ma sau khi nguoi sir dung
cap nhat ddy du thong tin cho may moc, thiét bi, dung cu quan
1y va bam luu.

= Tén tai san*: Nhap tén thudng goi ciia may moc, thiét bi.

* Nhom tai sdan (Logi mdy mdc, thiét bi): Cach thuc chon loai

43



44

may moc, thiét bi.

—Cach 1: Bé con tré chudt vao 6 tréng thir 2, gd phim miii tén
xudng trén ban phim va chon loai may moc, thiét bj twong
{mg trong danh sach s6 xubng

~Céch 2: Nhan nit miii tén xudng mau xanh ¥ ben canh 6
tréng thir 2 va chon loai may méc, thiét bj twong tmg trong
danh séch s6 xuéng.

Ly do ting*: Phan mém mic dinh 1a Nhdp sé dw ban déu.
Ngay nhdp*: Phan mém mic dinh 1a ngay 31/12/2013.

Ngay dwa vao sw dung*: Nhap ngay (co dinh dang
dd/mm/yyyy) dua may moc, thiét bi vao sir dung tai don vi. Vi
du: 11/03/2010.

S6 quyét dinh: Nhap s6 quyét dinh lién quan dén viéc mua,
ban, chuyén nhuong... may moc, thiét bi.

Ngay quyét dinh: Nhap ngay (cé dinh dang: dd/mm/yyyy) ban
hanh quyét dinh lién quan dén viéc mua, ban, chuyén nhuong. ..
may méc, thiét bi.

So6 chikng ti/héa don: Nhap sb chimg tir, hoa don lién quan
dén viéc mua, ban, chuyén nhuong... mdy moc, thiét bi.

Ngay chung tu/héa don: Nhap ngay (co dinh dang:
dd/mm/yyyy) ghi trén chung tir, hoa don lién quan dén viéc
mua, ban, chuyén nhuong. .. may moc, thiét bi.

Dién gidi: Nhap chu thich hodc dién giai can thiét cho may
méc, thiét bi.

Muc dich dwoc giao: Chon muc dich dugc giao cia may moc,
thiét bi tuong ung la “Quan ly nha nuéc”, “Hoat dong su
nghiép” hodc “Khac”.

Bo phin sik dung: Chon d6i tugng sitr dung may moc, thiét bi
tuong g trong danh sach.

Téng nguyén gid*: Phan mém s& ty dong cong gdp tong



nguyén gia may moc, thi€t bi sau khi nguoi st dung nhap so
li¢u vao cac nguon:

o Ngudn ngan sach
o Quy phat trién hoat dong sy nghiép
o Ngudn khac

(Pon vi tinh: VND).

o Luwu y: Chi nhdp cdc gid tri la SO vao 0 trong, khong nhdp kém
cdac dau cham (), dau phdy (,)... Phdn mém sé ty dong phdn cach gid
tri hang nghin, triéu, ty...

Khéu hao, hao mon: Phan mém hd tro tu dong tinh khau hao
va hao mon cho may méc, thiét bi theo dung quy dinh.

Céach chon tinh khau hao, hao mon cho may moc thiét bi tuong tu
nhu d6i véi tai san 1a nha, vat kién tric (xem hudng dan tai muc Nhdp

s0 dw ban dau cho tai sdn la nha cira, vit kién triic).

Hién trang sur dung: Chon hién trang st dung tuong tng la
“Quan ly nha nudc”, “HPSN - Kinh doanh”, “HPSN - Khéng
kinh doanh” hodc “Hoat dong khac™.

S6 higu: Nhap s6 hiéu cia may moc thiét bi theo hd so.

Nhdén hiéu: Nhip nhan hiéu cia may moc, thiét bi theo hd so.
Céng sudt: Nhap cong suat cia may moc, thiét bi theo ho so do
nha san xuat ghi.

Nuwéde san xudt: Lua chon tén nude san xuét trong danh sach
theo ho so cua tai san.

Ném sdn xudt: Nhap nim san xuét tai san theo ho so cua tai
san do nha san xuat ghi. Vi du: 2010, 2012...

Nha cung cdp: Lya chon tén Nha cung cip may moc, thiét bi.
Théng sé ky thudt: Nhap céac chi tiéu ky thuat, chi tiét cac phu
kién co ban kém theo cua tai san. D61 chi€u cac chi ti€u gitra
gidy to cua tai san va cac thong so trén tai sdn dé ghi day du céc
thong tin yéu cau.
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Vi du: Dbi v6i may vi tinh phai ghi rd cac chi tiéu vé sd luong bd
vi xu ly, tdc do cua bd vi xir 1y, HDD, Ram, loai man hinh. Riéng chi
tiéu loai man hinh phai ghi rd chi s6 Inch va loai man hinh CRT (loai
thong thuong) hay loai man hinh LCD (tinh thé 1ong).

Buwée 3. Bam Luwu dé luu lai théng tin vé may moc, thiét bi.

Buwéc 4. Phan mém s& dua ra thong bao tao moi tai san thanh
céng = chon Pong.

Nhap s6 dur ban d3u- || Theo déi tai san da nhap

Bonvisldung ‘T552080151 ||Trungta'm cong nghé thing tin |

Nham tai san \ | |

WATEN tai 580 \ | |

Maay ching tir - tivdén ‘ ||

56 chirng tir

A Tim kigm

= Them ma

Stt|Ma tai san Tén tai sanNhom tai san Noay siF dung Bon vi siF dung

1| T562080151-40107-54909 | méay fax | Méy Fax 02/01/2010 I;“”gtamm”g”g”em”g E3

2| T562080151-40101-54998

may vi

e W&y vi tinh 020172070 | (UG tam cong nghé thang E3

tin

>

>

Click dup chudt vao biéu tugng Sira® dé xem va sira lai
thong tin TSCD vira nhap > Chon Luwu dé luu lai thong tin >
Pong dé thoat khoi man hinh sira thong tin vé tai san.

Dé x6a thong tin tai san: Ngudi st dung Click dup chudt vao
biéu tugng X6a@* > Phan mém s& dua ra canh bao lién quan
dén viéc x6a tai san > chon Tiép tuc dé xac nhan thao tic
x6a > Pong dé hoan thanh xoda tai san.

Biam Thém méi dé nhap tiép cac may moc, thiét bi khac cho
don vi.

5. Nhap s6 dw ban dau cho tai san 13 Thiét bi, dung cu quan ly

5.1. Muc dich

Chtic ning Nhép s6 dw ban dau > Thiét bi, dung cu quan ly st
dung dé nhap ding ky cho tai san 13 thiét bi, dung cu quan Iy duoc
giao, tiép nhan va dua vao str dung dén thoi diém 31/12/2013.

46



5.2. Cac buée thue hién nhap

Buwée 1. Truy cp vao chic ning Nghiép vu tai sdn > Nhip sé
ban dau > Thiét bi, dung cu qudn Iy trén thanh menu ngang.

Buoc 2. Nhap cac thong tin ké khai cho thiét bi, dung cu quan ly.
o Luuy:
- Cdc trwong c6 ddu (*) la bdt budc phdi nhdp théng tin.

- Cdc truong c¢é nén mau vang la cdc truong thong tin do Phan
mém tw méc dinh, khong cho phép nguwoi sir dung chinh sira.

= Pon vi sit dung*: Phan mém hién thi tén don vi ngudi sit dung
dang chon nhép dir liéu tai san.

= Mi tai sdn*: Phan mém ty dong sinh ma sau khi nguoi st
dung cap nhat day du thong tin cho thiét bi, dung cu quan ly
va bam Luu.

= Tén tai sdn*: Nhap tén thudng goi cua thiét bi, dung cu quan 1y.

= Nhém tai sin (Logi thiét bi, dung cu):Céach thtrc chon loai
thiét bi, dung cu.

— Céach 1: Pé con tré chudt vao 6 trong thir 2, gd phim miii
tén xuéng trén ban phim va chon loai thiét bi, dung cu
tuong tng trong danh sach s6 xudng

~Céch 2: Nhan nit miii tén xudng mau xanh +ben canh 6
trong thir 2 va chon loai thiét bi, dung cu twong ng trong
danh séch s6 xuéng.

= Ly do tdng*: Phin mém mic dinh 12 Nhdp s6 dw ban diu.
= Ngay nhdp*: Phan mém mic dinh 1a ngay 31/12/2013.

» Ngay dwa vao sw dung*: Nhap ngay (co dinh dang dd/mm/yyyy)
dua thiét b, dung cu quan 1y vao su dung tai don vi.

= S6 quyét dinh: Nhap s6 quyét dinh lién quan dén viéc mua,
ban, chuyén nhuong... thiét bi, dung cu quan ly.
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= Ngay quyét dinh: Nhap ngdy (cé dinh dang: dd/mm/yyyy) ban
hanh quyét dinh lién quan dén viéc mua, ban, chuyén
nhuong. .. thiét bi, dung cu quan Iy.

= S6 chirng tir/héa don: Nhap sb ching tir, héa don lién quan
dén viéc mua, ban, chuyén nhuong. .. thiét bi, dung cu quan Iy.

* Ngay chung tu/hoa don: Nhap ngay (co dinh dang:
dd/mm/yyyy) ghi trén chtng tir, hoa don lién quan dén viéc
mua, ban, chuyén nhuong... thiét bi, dung cu quan Iy.

= Dién gidi: Nhap chi thich hodc dién giai can thiét cho thiét bi,
dung cu quan 1y.

" Muc dich dwoc giao: Chon muc dich dugc giao cua thiét bi,
dung cu quan ly tuong ing 1a “Quan 1y nha nude”, “Hoat dong
su nghi¢p” hodc “Khac”.

= B{ phdn sir dung: Chon ddi tuong st dung thiét bi, dung cu
quan ly trong danh séch.

= Téng nguyén gid*: Phan mém sé& ty dong cong gop tong
nguyén gia thiét bi, dung cu quan 1y khi nguoi st dung nhép sd
lidu vao cac ngudn:

o Ngudn ngéan sach
o Quy phat trién hoat dong su nghiép
o Nguén khac

(Pon vi tinh: VND).

o Luu y: Chi nhdp cdc gid tri la SO vao 6 trong, khéng nhdp kem
cdc ddu cham (), dau phdy (,)... Phan mém sé tw déng phdn cdch gid
tri hang nghin, triéu, ty...

» Khéu hao, hao mon: Phan mém hd tro tu dong tinh khéau hao

va hao mon cho Thiét bi, dung cu quan 1y theo dung quy dinh.

Céach chon tinh khau hao, hao mon cho may moc thiét bi tuong tu
nhu d6i vai tai san 1a nha ctra, vat kién tric (xem hudng dan tai muc
Nhip 56 dw ban dau cho tai sin la nha, vit kién triic).

* Hién trang sw dung: Chon hién trang st dung tuong Ung la

48



“Quan ly nha nudc”, “HPSN - Kinh doanh”, “HPSN - Khéng
kinh doanh” hodc “Hoat dong khac™.

86 higu: Nhap s6 hiéu cua thiét bi, dung cu quan Iy theo ho so.
Nhin hi¢u: Nhip nhin hiéu cua thiét bi, dung cu quan 1y theo
hd so.

Cong sudt: Nhap cong suat cua thiét bi, dung cu quan 1y theo
hd so do nha san xuét ghi.

Nuwéde san xudt: Lua chon tén nuGe san xuét trong danh sach
theo hd so cua tai san.

Nim sdn xudt: Nhap nim san xuét tai san theo ho so cua tai
san do nha san xuat ghi. Vi du: 2010, 2012...

Nha cung cdp: Lya chon tén cuia nha cung cap thiét bi, dung cu
quén ly.

Théng sé ky thudt: Nhap cac chi tiéu k¥ thuat, chi tiét cac phu
kién co ban kém theo cua tai san. Dbi chiéu cac chi tiéu giita
gidy tO clia tai san va cac thong sb trén tai san dé ghi day di cac
thong tin yéu ciu.

Buwée 3. Bim Luwru dé luu lai thong tin vé thiét bi, dung cu quan 1y.

Buwéc 4. Phan mém s& dua ra thong bao tao moi tai san thanh
céng = chon DPong.

>

>

6.

Trén form Theo d6i tai san d nhap, click dup chudt vao biéu
tugng Swra® dé xem va sira lai thong tin TSCP vira nhap >
Chon Luru dé luu lai thong tin > Déng.

Pé xoa thong tin tai san: Ngudi st dung click dip chudt vao
biéu tuong X6a® -> Phan mém s& dua ra canh bao lién quan
dén viéc xda tai san > chon Tiép tuc dé xac nhan thao tac xo0a
- Dong.

Bim Thém méi dé nhap tiép cac tai san 12 thiét bi, dung cu
quan ly ctia don vi.

Nhap so0 du ban dau cho tai sin la Cay lau nam, stc vat lam
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viéc va cho san pham

6.1. Muc dich

Chtic ning Nhap so6 dw ban dau > Cay ldu nim, sic vit lam
viéc va cho san pham st dung dé nhap ding ky cho tai san 1a cay lau
nam, suc vat lam viéc va cho san phém dugc giao, tiép nhan va dua
vao st dung dén thoi diém 31/12/2013.

6.2. Cac buéc thue hién nhap

Buwéc 1. Truy cip vao chic ning Nghiép vu tai san > Nhip so ban
ddu > Cay ldu nam, siic vt lam viéc va cho sin pham trén thanh
menu ngang.

Buwdc 2. Nhap cac thong tin ké khai cho cdy 1au nam, stic vat lam
viéc va cho san pham.

o Luuy:

- Cdc truong c6 dau (*) la bdt budc phdi nhdp théng tin.

- Cdc truong c6 nén mau vang la cdc truwong théng tin do
Phan mém ty mdc dinh, khéng cho phép ngueoi sir dung chinh sia.

= Don v sir dyng*: Khong nhap dit liéu. Phan mém hién thi tén

don vi nguodi st dung dang chon nhép dit li€u tai san.

= MG tai sdn*: Phan mém tu dong sinh ma sau khi nguoi st dung

cap nhat day du thong tin cho cdy lau nam, suc vat 1am viéc,
cho san pham va bam Luru.

» Tén tai san*: Nhap tén thuong goi cua cady lau ndm, stc vat

1am viéc va cho san pham.

» Nhom tai san: Cach thitc chon loai cdy lau nam, sic vat lam

viéc.
—Céch 1: Bé con tré chudt vao 6 tréng thir 2, gd phim miii tén
xuéng trén ban phim va chon loai cay lau nam, suc vat lam
viéc twong tng trong danh sach s6 xudng
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—Céach 2: Nhan nit miii tén xuong mau xanh ¥ ben canh 6
trong thir 2 va chon chon loai cdy lau ndm, stc vat lam viéc
tuong ing trong danh sach s6 xudng.

Ly do ting*: Phan mém mic dinh 1a Nhdp so dw ban diu.
Ngay nhdp*: Phan mém mic dinh 1a ngay 31/12/2013.

Ngay dwa vao s dung*: Nhap ngay (co dinh dang
dd/mm/yyyy) dua cdy lau nam, stic vat lam viéc va cho san
phém vao su dung tai don vi.

S0 quyét dinh: Nhip sO6 quyét dinh lién quan dén viéc mua,
ban, chuyén nhuong... cdy lau nam, stc vat lam viéc va cho
san pham.

Ngay quyét dinh: Nhap ngay (cé dinh dang dd/mm/yyyy) ban
hanh quyét dinh lién quan dén viéc mua, ban, chuyén
nhuong... cdy lau ndm, stc vat lam viéc va cho san phém.

S6 chirng ti/héa don: Nhap sb ching tir, hoa don lién quan
dén viéc mua, ban, chuyén nhuong... cdy lau nam, sic vat lam
viéc va cho san pham.

Ngay chirng tu/héa don: Nhap ngay (co dinh dang
dd/mm/yyyy) ghi trén chung tir, héa don lién quan dén viéc
mua, ban, chuyén nhuong... cay lau nam, stc vat lam viéc va
cho san pham.

Dién gidi: Nhap ch thich hoic dién giai can thiét cho cay lau
nam, suc vat lam viéc va cho san phém.

Muc dich dwoc giao: Chon muc dich dugc giao cua cdy lau
nam, sic vat 1am viéc va cho san pham tuong tng 1a “Quan Iy
nha nudce”, “Hoat dong sy nghiép” hoac “Khac”.

B phin siv dung: Chon dbi tuong sir dung cdy lau nim, suc

vat lam viéc va cho san pham trong danh séch.

Téng nguyén gid*: Phan mém s& ty dong cong gdp tong
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nguyén gia cay lau nam, stc vat lam viéc va cho san pham khi
nguoi st dung nhap so li¢u vao cac nguon:

o Ngudn ngan sach
o Quy phat trién hoat dong su nghiép
o) Nguén khac

(Pon vi tinh: VND).

o Luu y: Chi nhdp cdc gid tri la SO vao 6 trong, khéng nhdp kem

cdac dau cham (), dau phdy (,)... Phdn mém sé ty dong phdn cach gid

tri hang nghin, triéu, ty...

Khéu hao, hao mon: Phan mém hd tro tu dong tinh khau hao

va hao mon cho cay lau niam, stc vat lam viéc va cho san pham
theo diing quy dinh.

Céach chon tinh khau hao, hao mon cho cay lau nam, suc vat lam
viéc va cho san phém tuong tu nhu dbi véi tai san 1a nha, vat kién trac
(xem huéng din tai muc Nhdp sé dw ban ddu cho tai sin la nha, vit
kién triic).
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Hién trang st dung: Chon hién trang st dung tuong tng la
“Quan ly nha nudce”, “HPSN - Kinh doanh”, “HDPSN - Khong
kinh doanh” hodc “Hoat dong khac™.

S0 hi¢u: Nhap so hiéu cua cdy lau nam, suc vat lam viéc theo
ho so.

Nim sinh/Trong trot*: Nhap nim sinh cho suc vat lam viéc/
nam tréng trot cua loai cay lau nam theo hd so. Vi du: 2010,
2011, 2012...

Nha cung cdp: lua chon tén nha cung cap cy lau nam, suc vat
lam viéc va cho san pham.

Théng sé ky thudt: Nhap céac chi tiéu ky thuat, chi tiét cac phu
kién co ban kém theo cua tai san. Ddi chiéu cac chi tiéu giita
gidy to cua ti san va cac thong so trén tai san dé ghi day du cac
thong tin yéu ciu.



Buwée 3. Bim Lwu dé luu lai thong tin vé cdy lau nim, sac vat
lam viéc va cho san pham.

Buwéc 4. Phan mém s& dua ra thong bao tao moi tai san thanh
cong = chon Pong.

> Trén form Theo ddi tai san da nhép, click dup chudt vao biéu
tugng Stral® dé xem va stra lai thong tin TSCD vira nhap >
Chon Lwu dé luu lai théng tin > Péng dé thoat khoi man
hinh stra thong tin vé tai san;

> Dé xoa thong tin tai san: Nguoi sir dung click dap chudt vao
biéu twong X6a® - Phan mém s& dua ra canh bao lién quan
dén viéc x6a tai san > chon Tiép tuc dé xac nhén thao tac
x6a > Pong dé hoan thanh xoda tai san.

» Bam Thém méi d¢ nhap tiép cac tai san la cay lau nam, stc
vat lam viéc va cho san pham khéc cua don vi.

7. Nhip s6 du ban diu cho Tai sin diic biét
7.1. Muc dich

Chtc nang Nhap sé dw ban diu > Tai san dic biét su dung dé
nhap diang ky cho tai san dic biét dugc giao, tiép nhan va dua vao st
dung dén thoi diém 31/12/2013.

7.2. Cac budc thue hién nhap

Buwéc 1. Truy cap vao chic ning Nghiép vu tai sin > Nhip sé
ban dau > Tai sdn ddc bigt trén thanh menu ngang.

Buwée 2. Nhap cac thong tin ké khai cho Tai san dac biét.
e Luuy:
- Cdc truong cé dau (*) la bat budc phdi nhdp théng tin.

- Cdc truong cé nén mau vang la cdc truong thong tin do Phan
mém tw méc dinh, khéng cho phép nguwoi sir dung chinh sita.

= Pon vi sir dung*: Phin mém hién thi tén don vi ngudi st dung
dang chon nhép dir li¢u tai san.
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* Ma tai sdn*: Phan mém tu dong sinh ma sau khi nguoi s dung

cap nhat déy da thong tin cho tai san dac biét va bam luu.
Tén tai san*: Nhap tén thuong goi cua tai san dac biét.
Nhom tai san: Cach chon loai tai san dac biét.
—Cach 1: Bé con tré chudt vao 6 tréng thir 2, gd phim miii tén

xuong trén ban phim va chon loai tai san dac biét tuong
ung trong danh sach s6 xudng

~Céch 2: Nhan nit miii tén xudng mau xanh +ben canh 6
tréng thr 2 va chon tai sadn dac biét tuong ung trong danh
sach s6 xudng.

Ly do ting*: Phan mém mic dinh 1a Nhdp sé dw ban déu.
Ngay nhdp*: Phan mém mic dinh 1a ngay 31/12/2013.

Ngay dwa vao sw dung*: Nhap ngay (co dinh dang
dd/mm/yyyy) dua tai san dac biét vao st dung tai don vi.

S6 quyét dinh: Nhap s6 quyét dinh lién quan dén viéc mua,
ban, chuyén nhuong. .. tai san dic biét.

Ngay quyét dinh: Nhap ngay (cé dinh dang dd/mm/yyyy) ban
hanh quyét dinh lién quan dén viéc mua, ban, chuyén
nhuong... tai san dac biét.

86 chikng tir/héa don: Nhap sb chimg tir, hoa don lién quan
dén viéc mua, ban, chuyén nhuong... tai sdn dic biét.

Ngay chung tiw/hoa don: Nhip ngay (co dinh dang:
dd/mm/yyyy) ghi trén chung tir, hoa don lién quan dén viéc
mua, ban, chuyén nhuong... tai san dac biét.

Dién gigi: Nhap chu thich hodc dién giai can thiét cho tai san
dac biét.

Muc dich dwoc giao: Chon muc dich dugc giao cua tai san dac
biét tuong ung 1a “Quan 1y nha nudc”, “Hoat dong sy nghiép”
hoac “Khac”.



Bé phén siv dung: Chon dbi twong sir dung tai san dic biét
trong danh sach.

Téng nguyén gid*: Phan mém s& ty dong cong gdp tong
nguyén gié tai san dic biét khi nguoi sir dung nhép s liéu vao
cac nguon:
o Ngudn ngan sach
o Quy phat trién hoat dong su nghiép
o Ngudn khac

(Pon vi tinh: VND).

o Luu y: Chi nhdp cdc gid tri la SO vao 6 trong, khéng nhdp kem

cdac dau cham (), dau phdy (,)... Phan mém sé tw déng phdn cdch gid
tri hang nghin, triéu, ty...

Khéu hao, hao mon: Phan mém hd tro tu dong tinh khau hao
va hao mon cho tai san dac biét theo diing quy dinh.

Céach chon tinh khdu hao, hao mon cho tai san dic biét tuong tu

nhu doi voi tai san la nha ctra, vat kién truc (xem hudng dan tai muc

Nhip so dw ban dau cho tai sdn la nha cira, vit kién tric).

Hién trang sur dung: Chon hién trang st dung tuong tng la
“Quan ly nha nude”, “HPSN - Kinh doanh”, “HDPSN - Khong
kinh doanh” hoac “Hoat dong khac”.

S6 higu: Nhap s6 hiéu cua tai san theo hd so.
Nhin higu: Nhap nhan hiéu cia tai san dic biét theo ho so.

Cong sudt: Nhap cong suét cua tai san dic biét theo ho so do
nha san xuat ghi.

Nuwoc san xuat: Lya chon tén nudc san xuat trong danh sach
theo ho so cua tai san.

Nim sdn xudt: Nhip nim san xudt tai san theo hd so cua tai
san do nha san xuét ghi. Vi duy: 2010, 2012...

Nha cung cdp: Lua chon tén nha cung cip tai san dic biét.
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= Théng sé ky thudt: Nhap cac chi tiéu k¥ thuat, chi tiét cac phy
kién co ban kém theo cua tai san. Di chiéu cac chi tiéu giira
gidy tO cla tai san va cac thong sb trén tai san dé ghi ddy du cac
thong tin yéu cau.

Buwéc 3. Bam Luu dé luu lai thong tin vé tai san dic biét.

Buéc 4. Phan mém s& dua ra thong bao tao moi tai san thanh
céng = chon Pong.

> Trén form theo doi tai san da nhap, click dup chudt vao biéu
tugng Stral® dé xem va stra lai thong tin TSCD vira nhap >
Chon Luu d luu lai thong tin > Péng dé thoat khéi man
hinh stra thong tin vé tai san.

> Dé xo0a thong tin tai san: Nguoi st dung click dap chudt vao
biéu twong X6a® - Phan mém s& dua ra canh bao lién quan
dén viéc xda tai san > chon Tiép tuc dé x4c nhén thao tac
x0a > Pong dé hoan thanh xda tai san.

> BaAm Thém méi dé nhap tiép cac tai san dic biét khac cho

don vi.
8. Nhap s6 du ban dau cho Tai sin ¢6 dinh khac
8.1. Muc dich

Chtrc ning Nhap s6 dw ban diu > Tai sén ¢6 dinh khac sir dung
dé nhap dang ky cho tai san ¢ dinh khac duoc giao, tiép nhan va dua
vao st dung t6i thoi diém 31/12/2013.

8.2. Cac budc thue hién nhap

Buwéc 1. Truy cap vao chic ning Nghiép vu tai sin > Nhip sé
ban dau > Tai sdn cé dinh khdc trén thanh menu ngang.

Buwée 2. Nhap céac thong tin ké khai cho tai san c¢6 dinh khac.
o Luuy:

- Cdc truong c6 dau (*) la bat budc phai nhdp théng tin.
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Cac trwong co nén mau vang la cac truong thong tin do Phan

mém tw mdc dinh, khéng cho phép nguwoi sir dung chinh sita.

Don vi sit dung*: Phan mém hién thi tén don vi nguoi st dung
dang chon nhap dir li€u tai san.

Ma tai sdn*: Phan mém ty dong sinh ma sau khi ngudi str dung
cap nhat dy du théng tin cho tai san cb dinh khac va bam luu.
Tén tai san*: Nhap tén thudng goi cia tai san c¢d dinh khéc.
Nhém tai san: Céch chon loai tai san cd dinh khac.

—Céch 1: Pé con trd chudt vao 6 tréng thir 2, gd phim mili tén

xuong trén ban phim va chon loai tai san c¢6 dinh khac
tuong tng trong danh sach s6 xuong

~Céch 2: Nhan nit miii tén xudng mau xanh +ben canh 6
tréng thir 2 va chon tai san c¢6 dinh khic twong tng trong
danh sach s6 xuéng.

Ly do ting*: Phan mém mic dinh 1a Nhdp sé dw ban déu.
Ngay nhdp*: Phan mém mic dinh 1a ngay 31/12/2013.

Ngay dwa vao sw dung*: Nhap ngay (co dinh dang
dd/mm/yyyy) dua tai san cd dinh khéac vao str dung tai don vi.
S6 quyét dinh: Nhap sb quyét dinh lién quan dén viéc mua,
béan, chuyén nhuong... tai san ¢ dinh khac.

Ngay quyét dinh: Nhap ngdy (cé dinh dang: dd/mm/yyyy) ban
hanh quyét dinh lién quan dén viéc mua, ban, chuyén
nhuong. .. tai san ¢b dinh khac.

So6 chikng ti/héa don: Nhap sb chimg tir, héa don lién quan
dén viéc mua, ban, chuyén nhuong... tai san ¢ dinh khéc.
Ngay chirng tuw/héa don: Nhap ngay (co dinh dang:
dd/mm/yyyy) ghi trén chtng tir, héa don lién quan dén viéc
mua, ban, chuyén nhuong... tai san ¢ dinh khac.
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Dién gidgi: Nhap chu thich hodc dién giai can thiét cho tai san
c6 dinh khac.

Muc dich dwoc giao: Chon muc dich dugc giao cua tai san ¢
dinh khac tuong Ung 1a “Quén ly nha nuéc”, “Hoat dong su
nghi¢p” hodc “Khac”.
Bé phign sie dung: Chon d6i tuong sir dung tai san c¢d dinh
khac trong danh sach.

Téng nguyén gid*: Phan mém s& ty dong cong gdp tong
nguyén gia Tai san c¢o dinh khac khi nguoi st dung nhap so liéu
vao cac nguon:

o Ngudn ngan sach
o Quy phat trién hoat dong su nghiép
o Nguon khac

(Pon vi tinh: VND).

o Luu y: Chi nhdp cdc gid tri la SO vao 6 trong, khéng nhdp kem

cdc ddu cham (), dau phdy (,)... Phan mém sé tw déng phén cdch gid

tri hang nghin, triéu, ty...

Khéu hao, hao mon: Phan mém hd tro tu dong tinh khau hao
va hao mon cho tai san c¢6 dinh khac theo dung quy dinh.

Céch chon tinh khau hao, hao mon cho tai san c6 dinh khac tuong
tu nhu dbi véi tai san 1a nha cira, vat kién trac (xem huéng dan tai
muc Nhdp so dw ban dau cho tai sdn la nha, vit kién tric).
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Hién trang sur dung: Chon hién trang st dung tuong tng la
“Quan ly nha nudc”, “HPSN - Kinh doanh”, “HPSN - Khéng
kinh doanh” hodc “Hoat dong khac™.

80 hi¢u: Nhap so hi¢u cua tai san theo ho so.
Nhén hi¢u: Nhap nhan hiéu cua tai san co dinh khac theo ho so.

Céng sudt: Nhap cong suat cua tai san cd dinh khac theo hd so
do nha san xuét ghi.



Nuwdéc san xudt: Lya chon tén nudc san xuat trong danh sach
theo ho so cua tai san.

Nim sdn xudt: Nhap nim san xuét tai san theo hd so cua tai
san do nha san xuat ghi. Vi du: 2010, 2012...

Nha cung cdp: Lua chon tén nha cung cép tai san c¢6 dinh
khac.

Théong sé ky thudt: Nhap cac chi tiéu k¥ thuat, chi tiét cac phu
kién co ban kém theo cia tai san. Poi chiéu cac chi tiéu giita
gidy tO clia tai san va cac thong sb trén tai san dé ghi ddy du cac
thong tin yéu cau.

Buwéc 3. Bim Luu dé luu lai thong tin vé tai san c¢b dinh khac.

Buwéc 4. Phan mém s& dua ra thong bao tao moi tai san thanh
céng = chon Pong.

>

>

9.

Trén form theo dai tai san da nhép, click dap chudt vao biéu
tugng Swral® dé xem va sira lai thong tin TSCP vira nhap >
Chon Luu d Iuu lai thong tin > Péng dé thoat khoi man
hinh stra thong tin vé tai san;

Pé xoa thong tin tai san: nguoi st dung click dup chudt vao
biéu twong X6a® - Phan mém sé& dua ra canh bao lién quan
dén viéc xo0a tai san > chon Tiép tuc dé x4c nhén thao tac
x0a > Pong dé hoan thanh xda tai san.

Bim Thém méi dé nhap tiép cac tai san cd dinh khac cho
don vi.

Nhap s6 dw ban diu cho Tai san ¢ dinh vé hinh

9.1. Muc dich

Chtic nang Nhép so6 dw ban dau > Tai san c6 dinh vé hinh st
dung dé nhap dang ky cho tai san ¢6 dinh v6 hinh dugc giao, tiép nhan
va dua vao st dung dén thoi diém 31/12/2013.

9.2. Cac budc thue hién nhap
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Buéc 1. Truy cap vao chiic ning Nghiép vu tai sin > Nhip sé
ban dau > Tai sin c6 dinh vé hinh trén thanh menu ngang.

Buwéc 2. Nhap cac thong tin ké khai cho Tai san ¢6 dinh v6 hinh.
o Luuy:
- Cdc truong c6 ddu (*) la bdt budc phdi nhép théong tin.

- Cdc truong ¢é nén mau vang la cdc truong théng tin do Phan
mém tw méc dinh, khéng cho phép ngwoi sir dung chinh sita.

= Pon vi sir dung*: Phan mém hién thi tén don vi ngudi st dung
dang chon nhap dir li€u tai san.

= MG tai sdn*: Phin mém ty dong sinh ma sau khi nguoi st dung
cap nhat day du thong tin cho tai san ¢d dinh v hinh va bam
luu.

= Tén tai san*: Nhap tén thudng goi cta tai san c¢b dinh vo hinh.
= Nhém tai san: Cach chon loai tai san c6 dinh vé hinh.

—Céch 1: Bé con tré chudt vao 6 tréng thi 2, gd phim miii tén
xubng trén ban phim va chon loai tai san c¢b dinh vo hinh
tuong tng trong danh sach s6 xudng.

~Céch 2: Nhan nit miii tén xudng mau xanh ¥ ben canh 0
trbng tht 2 va chon tai san c¢d dinh v hinh twong tng
trong danh sach s6 xudng.

= Ly do ting*: Phan mém mic dinh 13 Nhdp sé dw ban dau.
= Ngay nhdp*: Phan mém mic dinh 1a ngay 31/12/2013.

* Ngay dwa vao s dung*: Nhiap ngay (cé dinh dang:
dd/mm/yyyy) dua tai san ¢ dinh v6 hinh vao sir dung tai don vi.

= S6 quyét dinh: Nhap s6 quyét dinh lién quan dén viéc mua,
ban, chuyén nhuong. .. tai san ¢6 dinh vo hinh.

= Ngdy quyét dinh: Nhap ngay ban hanh quyét dinh (cé dinh
dang: dd/mm/lyyyy) lién quan dén viéc mua, ban, chuyén
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nhuong... tai sdn c6 dinh vo hinh.

So6 chikng ti/héa don: Nhap sb chimg tir, hoa don lién quan
dén viéc mua, ban, chuyén nhuong... tai san ¢ dinh v hinh.

Ngay chung tu/héa don: Nhiap ngay (co dinh dang:
dd/mm/yyyy) ghi trén chung tir, hoa don lién quan dén viéc
mua, ban, chuyén nhuong... tai san c6 dinh v hinh.
Dién gigi: Nhap chu thich hodc dién giai can thiét cho tai san
c6 dinh vo hinh.
Muc dich dwge giao: Chon muc dich dugc giao cua tai san ¢
dinh v6 hinh tuong tng 1a “Quan ly nha nuéc”, “Hoat dong su
nghiép” hodc “Khac”.
B¢ phén siv dung: Chon ddi tuong sir dung tai san ¢ dinh vo
hinh trong danh sach.
Téng nguyén gid*: Phan mém sé ty dong cong gdp téng nguyén
gia Tai san ¢6 dinh vo hinh khi nguoi sir dung tir cac nguon:
o Ngudn ngan sach
o Quy phat trién hoat dong su nghiép
o Ngudn khac

(Pon vi tinh: VND).

o Luwu y: Chi nhdp cdc gid tri la SO vao 6 trong, khéng nhdp kém

cdc ddu cham (), dau phay (,)... Phan mém sé tw dong phdn cdch gid

tri hang nghin, triéu, ty...

» Khéu hao, hao mon: Phin mém hd tro tu dong tinh khau hao
va hao mon cho Tai san ¢ dinh v6 hinh theo ding quy dinh.

Cach chon tinh khiu hao, hao mon cho tai san ¢ dinh vo hinh

twong tu nhu d6i voi tai san 1a nha cira, vat kién trac (xem huéng dan

tai muc Nhdp so dw ban dau cho tai sdn la nha ciia, vit kién tric).

* Hién trang sw dung: Chon hién trang st dung twong Ung la
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“Quan ly nha nudc”, “HPSN - Kinh doanh”, “HPSN - Khéng
kinh doanh” hodc “Hoat dong khac™.

= §6 hi¢u: Nhap s hiéu cua tai san theo hd so.

= Nhan higu: Nhap nhin hiéu cta Tai san c6 dinh v6 hinh theo
ho so.

= (Cong sudt: Nhap cong suit cia Tai san ¢ dinh v hinh theo hd
so do nha san xuat ghi.

» Nwéc sin xudt: Lua chon tén nudc san xuét trong danh sach
theo ho so ciia tai san.

= Ndm sdn xudt: Nhap nim san xuat tai san theo hd so cua tai
san do nha san xuat ghi. Vi du: 2010, 2012...

= Nha cung cdp: Lua chon tén Nha cung cp Tai san ¢6 dinh vo
hinh.

= Théng so ky thudt: Nhap cac chi tiéu k¥ thuat, chi tiét cac phu
kién co ban kém theo cua tai san. Ddi chiéu cac chi tiéu giira
gidy tO cla tai san va cac thong sb trén tai san dé ghi ddy du cac
thong tin yéu cau.

Buwéc 3. Bim Luu dé luu lai thong tin vé Tai san c¢b dinh v hinh.

Buwéc 4. Phan mém sé& dua ra thong bao tao mdi tai san thanh

cong = chon Pong.
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biéu tugng Siral® dé xem va sira lai thong tin TSCD vira nhip
- Chon Luu d luu lai thong tin > Péng dé thoat khoi man
hinh stra thong tin vé tai san.

> Pé x6a thong tin tai san: ngudi st dung click dap chudt vao
biéu twong X6a® - Phian mém s& dua ra canh bao lién quan
dén viéc xo0a tai san > chon Tiép tuc dé xac nhan thao tic
x6a > Pong dé hoan thanh xoda tai san.

> BAm Thém méi dé nhap tiép cac tai san cb dinh vo6 hinh khéc
cho don vi.

111. CHUC NANG “TANG MOI TAI SAN”
1. Tang méi Pat

Chtrc ning Nghiép vu tai sin > Ting méi tai san > Dt su
dung dé nhap thong tin tai san 1a dat phat sinh tir ngay 01/01/2014
vao Phan mém.

Cac budc thue hién:

Buorc 1. Truy cap vao chiic nang Nghiép vu tai sdan > Tang maoi
tai san > Dat trén thanh menu ngang.

Buéc 2. Nhap céc thong tin ké khai cho khuon vién dat.

Cach thurc ké khai thong tin cho tai san 1a dat twong tu nhu huéng
dan tai muc Nhap s6 dw ban dau cho tai san 1a Pat.

o Luuy:

Truong théng tin Ly do ting, nguoi sit dung chon 1 trong cac 1y
do sau:

- Puoc giao moi

- Pugc tiép nhan

- Nhéan chuyén nhuong
- Nha nudc cho thué

- Di thué tai san

- Mua méi

Khi nguwoi sir dung chon 1y do tang ddt la “Mua méi”, Phan mém
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S€ yéu cau ké khai thém cdc truong thong tin “Hoa héng, chiét
khéu”, “Hoa hong ndp ngin sach”, “Hoa hong giir lai don vi”.

- Hoa héng, chiét khdu (don vi tinh: VND): Nhap gia tri hoa
h@)ng, chiét khdu ma don vi nhan duoc tir viéc mua sdm tai san.

- Hoa hong ndp ngén sdach (don vi tinh: VND): Nhap gia tri hoa
hé)ng, chiét khdu ma don vi nhan duoc tir viéc mua sim tai san phai
ndp ngan sach nha nude.

- Hoa hong gii lgi don vi (don vi tinh: VND): Phian mém s& tu
dong xéac dinh sau khi nhap gia tri Hoa h(‘A)ng, chiét khiu va Hoa
hong ndp ngin sach theo cong thirc: Hoa hong giir lai don vi = Hoa
Hong chiét khau - Hoa hong ndp ngan sach.

o Luu y: Chi nhdp cdc gid tri la SO vao 6 trong, khéng nhdp kem
cdc ddu cham (), dau phdy (,)... Phan mém sé tw déng phdn cdch gid
tri hang nghin, triéu, ty...

Buéc 3. Bam Luu dé luu lai thong tin.

Buéc 4. Bam Péng dé két thic.

2. Tang méi Nha, vat kién tric

Chtrc ndang Nghi€p vu tai san > Tang mdi tai san > Nha cira,
vat Kién tric st dung dé nhap thong tin tai san 1a nha cua, vat kién
tric phat sinh tir ngdy 01/01/2014 vao Phan mém.

Cac budc thue hién:

Buwoce 1. Truy cap vao chiic ndng Nghiép vu tai san > Tang maoi
tai san > Nha civa, vit kién triic trén thanh menu ngang.

Buwdc 2. Nhap cac thong tin ké khai cho tai san l1a nha ctra, vat
kién trac.

Céch thirc ké khai thong tin cho tai san 1a nha ctra, vat kién trac
tuong tu nhu huéng dan tai muc Nhdp so dw ban dau cho tai san 1a

Nha cvra, vdt kién truc.

o Luuy:
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Truong thong tin Ly do ting, nguoi st dung chon 1 trong cac ly
do sau:

Puoc giao mdi

Xay dung maéi

Pugc tiép nhan

Mua sdm

Di thué tai san

Khi nguwoi siv dung chon Iy do ting nha cira, vt kién tric la
“Mua sim”, Phan mém sé yéu cau ké khai thém cdc truong thong tin
“Hoa hong, chiét khiu”, “Hoa hong ngp ngin sich”, “Hoa hong
giwr lgi don vi”.

- Hoa hong, chiét khiu (don vi tinh: VNP): Nhdp gid tri hoa
héng, chiét khdu ma don vi nhan dwoc tir viéc mua sam tai san.

- Hoa héng ndp ngdn sdch (don vi tinh: VND): Nhap gia tri hoa
héng, chiét khidu ma don vi nhan duoc tir viéc mua sam tai san phai
ndp ngan sach nha nudc.

- Hoa héng gii¥ lgi don vi (don vi tinh: VND): Phan mém s& ty
dong xac dinh sau khi nhap gia tri Hoa hong, chiét khau va Hoa
hong ndp ngin sach theo cong thirc: Hoa hong giir lai don vi = Hoa
Hong chiét khau - Hoa hong ndp ngan sach.

o Luwu y: Chi nhdp cdc gid tri la SO vao 6 trong, khéng nhdp kém
cdc ddu cham (), dau phdy (,)... Phan mém sé tw déng phdn cdch gid
tri hang nghin, triéu, ty...

Buéc 3. Bam Luu dé luu lai thong tin.
Buiéc 4. Bam Péng dé két thic.
3. Tang méi Phwong tién vén tai, truyén din

Chtrc nang Nghié€p vu tai san > Tang méi tai san > Phwong ti€n
van tai, truyén din st dung dé nhap thong tin tai san 1a Phuong tién
van tai, truyén dan phat sinh tir ngay 01/01/2014 vao Phan mém.

Cac bwérc thwe hién:
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Buwoc 1. Truy cap vao chircc nang Nghiép vu tai san > Tang maoi
tai san > Phwong tién vén tdi, truyén dén trén thanh menu ngang.

Buwoe 2. Nhap cac thong tin ké khai cho tai san 1a Phuong tién van
tai, truyén dan.

Céch thuc ké khai thong tin cho tai sdn la Phuong ti€n van tai,
truyén dan twong tu nhu huéng dan tai muc Nhdp sé dw ban dau cho
tai san la Phwong tién van tdi, truyén dan.

o Luuy:

Truong thong tin Ly do tang, ngudi st dung chon 1 trong cac ly
do sau:

- Mua méi

- Pugc tiép nhan

- Di thué tai san

Khi nguoi sit dung chon Iy do ting phiong tién vin tdi, truyén
dan la “Mua méi”, Phan mém sé yéu cau ké khai thém cdc truong
thong tin “Hoa héng, chiét khiu”, “Hoa hong ndp ngin sich”,“Hoa
hong giiv lai don vi”.

- Hoa héng, chiét khdu (don vi tinh: VND): Nhap gia tri hoa
héng, chiét khidu ma don vi nhan duoc tir viéc mua sam tai san.

- Hoa hong nép ngén sdach (don vi tinh: VND): Nhap gia tri hoa
héng, chiét khau ma don vi nhan duge tir viéc mua sidm tai san phai
ndp ngan sach nha nudc.

- Hoa héng gii lgi don vi (don vi tinh: VND): Phan mém s& ty
dong xac dinh sau khi nhap gia tri Hoa hong, chiét khau va Hoa
héng ndp ngan sach theo cong thirc: Hoa hong giir lai don vi = Hoa
Hong chiét khau - Hoa hong ndp ngan sach.

e Luwu y: Chi nhdp cdc gida tri la SO vdo 6 trong, khéng nhdp
kém cdc dau cham (), ddau phdy (,)... Phan mém sé tw dong phdn
cdch gia tri hang nghin, triéu, ty...

Buwéc 3. Bim Luru dé luu lai thong tin.
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Buiéc 4. Bam Péng dé két thac.
4. Tang méi May méc, thiét bi

Chtc nang Nghi€p vu tai san > Tang méi tai san > My méc,
thiét bi st dung dé nhap thong tin tai san 1a May moc, thiét bi phat
sinh tir ngay 01/01/2014 vao Phan mém.

Cac buée thue hién:

Buwdoce 1. Truy cap vao chiic nang Nghiép vu tai san > Tang maoi
tai san > Mdy méc, thiét bi trén thanh menu ngang.

Budc 2. Nhap cac thong tin ké khai cho tai san 1a May moc, thiét bi.

Cach thirc ké khai thong tin cho tai san 1a May moc, thiét bi twong
tu nhu huéng dan tai muc Nhdp sé dw ban ddu cho tai san 1a May
méc, thiét bi.

o Luuy:

Truong thong tin Ly do ting, nguoi st dung chon 1 trong cac ly
do sau:

- Mua méi

- Puoc tiép nhan

- Di thué tai san

Khi nguoi sir dung chon Iy do ting mdy méc, thiét bi la “Mua
mdi”, Phan mém sé yéu cau ké khai thém cdc triong thong tin “Hoa

hong, chiét khau”, “Hoa hong ngp ngan sach”, “Hoa hong giir lai
don vi”.

- Hoa héng, chiét khdu (don vi tinh: VND): Nhéap gia tri hoa
héng, chiét khidu ma don vi nhan duoc tir viéc mua sam tai san.

- Hoa héng ndp ngdn sdch (don vi tinh: VND): Nhap gia tri hoa
héng, chiét khAu ma don vi nhan duogc tir viéc mua sim tai san
phai ndp ngan sach nha nudc.

- Hoa hong giit lai don vi (don vi tinh: VND): Phan mém s& tu
dong xac dinh sau khi nhap gia tri Hoa hdng, chiét khiu va
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Hoa hong ndp ngin sach theo cong thirc: Hoa hong giir lai
don vi = Hoa Hong chiét khiu - Hoa hdng ndp ngan sach.

o Luu y: chi nhdp cdc gid tri la SO vao é trong, khong nhép kém
cdc ddu cham (), dau phdy (,)... Phan mém sé tw dong phdn cdch gid
tri hang nghin, triéu, ty...

Buwée 3. Bim Luwu dé luu lai thong tin.

Buiéc 4. Bam Péng dé két thac.

5. Téng méi Thiét bi, dung cu quan ly

Chtrc ning Nghiép vu tai sin > Ting méi tai san > Thiét bj,
dung cu quan 1y sir dung dé nhap thong tin tai san 1a Thiét bi, dung
cu quan 1y phat sinh tir ngay 01/01/2014 vao Phan mém.

Cac budc thue hién:

Buwdéce 1. Truy cap vao chiic ndng Nghiép vu tai san > Tang maoi
tai san > Thiét bi, dung cu qudn Iy trén thanh menu ngang.

Buwée 2. Nhap cac thong tin ké khai cho tai san 1a Thiét bi, dung
cu quan ly.

Cach thuc ké khai thong tin cho tai san la Thiét bi, dung cu quan
1y twong tu nhu hudng dan tai muc Nhdp sé dw ban ddu cho tai san 1a
Thiét bi, dung cu quan ly.

o Luuy:

Truong thong tin Ly do tang nguoi st dung chon 1 trong cac ly
do sau:

- Mua méi

- Puoc tiép nhan

- Di thué tai san

Khi nguwoi sit dung chon Iy do ting thiét bi, dung cu qudn Iy la
“Mua mdi”, Phan mém sé yéu cdu ké khai thém cdc triong théng tin

“Hoa hong, chiét khiu”, “Hoa hong ngp ngin sich”, “Hoa hong
giir lai don vi”.
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- Hoa héng, chiét khdu (don vi tinh: VND): Nhép gia tri hoa
h@)ng, chiét khdu ma don vi nhan duoc tir viéc mua sdm tai san.

- Hoa héng ndp ngdn sdch (don vi tinh: VND): Nhap gia tri hoa
hé)ng, chiét khdu ma don vi nhan duoc tir viéc mua sdm tai san
phai ndp ngan sach nha nudce.

- Hoa hong giit lai don vi (don vi tinh: VND): Phan mém s& tu
dong xac dinh sau khi nhap gia tri Hoa h(‘”)ng, chiét khiu va
Hoa hong ndp ngan sach theo cong thirc: Hoa hong giir lai
don vi = Hoa Hong chiét khau - Hoa hdng ndp ngan sach.

o Luu y: chi nhdp cdc gia tri la SO vao 6 trong, khong nhép kem
cdc ddu cham (), dau phdy (,)... Phan mém sé tw déng phdn cdch gid
tri hang nghin, triéu, ty...

Buéc 3. Bam Luu dé luu lai thong tin.

Buéc 4. Bam Péng dé két thac.

6. Tiang m6i CAy lau nim, stc vat 1am viéc va cho san pham

Chtic nang Nghi€p vu tai san > Tang méi tai san > Cay lau
nim, stc vit 1am viéc va cho san pham sir dung dé nhap thong tin
tai san 1a Cay lau nam, stc vat lam viéc va cho san pham phat sinh tir
ngay 01/01/2014 vao Phan mém.

Cac budc thue hién:

Buworc 1. Truy cap vao chiic nang Nghiép vu tai san > Tang mdoi
tai san > Cay ldu ndam, stic vit lam vige va cho sdn phdm trén thanh
menu ngang.

Buoc 2. Nhap cac thong tin ké khai cho tai san la Cay lau nam,
suc vat lam viéc va cho san phém.

Cach thuc ké khai thong tin cho tai san 1a Cay lau ndm, suc vat lam
viéc va cho san pham twong tu nhu hudng din tai muc Nhdp sé dw ban

dau cho tai san 1a Cdy lau nam, suc vdt lam viéc va cho san phdam.

o Luuy:
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Truong thong tin Ly do tang nguoi st dung chon 1 trong cac ly
do sau:

- Mua méi

- Puogc tiép nhan

- Di thué tai san

Khi nguoi s dung chon ly do tang cdy lau nam, suc vdt lam viéc
va cho san pham 1a “Mua méi”, Phan mém sé yéu cdu ké khai thém
cdc truong théng tin “Hoa hong, chiét khiu”, “Hoa hong ndp ngin
sach”, “Hoa héng giiv lai don vi”.

- Hoa héng, chiét khdu (don vi tinh: VND): Nhéap gia tri hoa

héng, chiét khidu ma don vi nhan duoc tir viéc mua sam tai san.

- Hoa héng ndp ngdn sdch (don vi tinh: VND): Nhap gia tri hoa
héng, chiét khdu ma don vi nhan duogc tir viéc mua sim tai san
phai ndp ngan sach nha nudc.

- Hoa hong giit lai don vi (don vi tinh: VND): Phan mém sé ty
dong xac dinh sau khi nhap gia tri Hoa hdng, chiét khiu va
Hoa hong ndp ngan sach theo cong thirc: Hoa hong giir lai
don vi = Hoa Hong chiét khau - Hoa hdng ndp ngan sach.

o Luwu y: chi nhdp cdc gid tri la SO vao é trong, khong nhdp kém
cdc ddu cham (), dau phay (,)... Phan mém sé tw dong phdn cdch gid
tri hang nghin, triéu, ty...

Buwéc 3. Bim Luu dé luu lai thong tin.

Buéc 4. Bam Péng dé két thuc.

7. Tang mai Tai san dic biét

Chutrc nang Nghiép vu tai san > Tang méi tai san > Tai san dac
biét sir dung dé nhap thong tin tai san dic biét phat sinh tir ngay
01/01/2014 vao Phan mém.

Cac budc thue hién:

Buwoce 1. Truy cap vao chic nang Nghiép vu tai san > Tang maoi
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tai san > Tai sdn ddc biét trén thanh menu ngang.
Buwoe 2. Nhap cac thong tin ke khai cho tai san dac biét.
Céch thtc ké khai thong tin cho tai san dac biét twong ty nhu
huéng dan tai muc Nhdp sé dw ban dau cho tdi san la Tai sdn ddc biét.
o Luuy:

Truong thong tin Ly do tang nguoi st dung chon 1 trong cac ly
do sau:

- Mua méi

- Puoc tiép nhan

- Di thué tai san

Khi nguoi sw dung chon ly do tang tai san dac biét la “Mua maoi”,
Phdn mém sé yéu cau ké khai thém cdc truong thong tin “Hoa hong,
chiét khiu”, “Hoa hong nop ngan sich”, “Hoa hong gii lai don vi”.

- Hoa héng, chiét khdu (don vi tinh: VND): Nhéap gia tri hoa
héng, chiét khdu ma don vi nhan duoc tir viéc mua sdm tai san.

- Hoa héng ndp ngdn sdch (don vi tinh: VND): Nhap gia tri hoa
héng, chiét khau ma don vi nhan duoc tir viéc mua sim tai san
phéi ndp ngan sach nha nudc.

- Hoa hong giit lai don vi (don vi tinh: VND): Phan mém s& tu
dong xac dinh sau khi nhap gia tri Hoa hong, chiét khau va
Hoa hong ndp ngan sach theo cong thirc: Hoa hong giir lai
don vi = Hoa Hong chiét khau - Hoa hong ndp ngan sach.

o Luu y: chi nhdp cdc gid tri la SO vao 6 trong, khéng nhdp kem
cdc ddu cham (), dau phdy (,)... Phan mém sé tw déng phdn cdch gid
tri hang nghin, triéu, ty...

Buwéc 3. Bam Luru dé luu lai thong tin.
Buwéc 4. Bam Péng dé két thuc.
8. Téing méi Tai san co6 dinh khac

Chtc nang Nghiép vu tai san > Tdang mdi tai san > Tai sdn co
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dinh khdc st dung dé nhap thong tin tai san c6 dinh khac phat sinh tir
ngay 01/01/2014 vao Phan mém.
Cac buée thue hién:
Buwoce 1. Truy cap vao chiic nang Nghiép vu tai san > Tang maoi
tai san > Tai sdn co dinh khdc trén thanh menu ngang.
Buwéc 2. Nhap céc thong tin ké khai cho tai san ¢ dinh khac.
Cach thirc ké khai thong tin cho tai san c¢d dinh khac tuong tu
nhu hudng dan tai muc Nhdp sé dw ban dau cho tai san 13 Tai sdn
co dinh khdc.
o Luuy:
Truong thong tin Ly do tang nguoi su dung chon 1 trong céac ly
do sau:
- Mua moi
- Puoc tiép nhan
- Di thué tai san
Khi ngueoi sir dung chon 1y do tang tai san co dinh khdc 18 “Mua
m@i”, Phan mém sé yéu cau ké khai thém cdc truong thong tin “Hoa
hong, chiét khiu”, “Hoa hong ndp ngin sich”, “Hoa hong giir lgi
don vi”.
- Hoa héng, chiét khdu (don vi tinh: VND): Nhép gia tri hoa
héng, chiét khdu ma don vi nhan duoc tr viéc mua sdm tai san.
- Hoa héng ndp ngdn sach (don vi tinh: VND): Nhap gia tri hoa
héng, chiét khAu ma don vi nhan dugc tir viéc mua sim tai san
phai ndp ngan sach nha nudc.
- Hoa hong giit lai don vi (don vi tinh: VND): Phan mém sé& tu
dong xac dinh sau khi nhap gia tri Hoa hong, chiét khau va
Hoa hong ndp ngan sach theo cong thirc: Hoa hong giir lai
don vi = Hoa Hong chiét khau - Hoa hong ndp ngan sach.

o Luwu y: chi nhdp cdc gid tri la SO vao 6 trong, khong nhdp keém
cdc ddu cham (), dau phdy (,)... Phan mém sé tw déng phdn cdch gia
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tri hang nghin, triéu, ty...

Buwée 3. Bim Luwu dé luu lai thong tin.
Buéc 4. Bam Péng dé két thac.
9. Tang méi Tai san ¢ dinh vé hinh

Chuc niang Nghiép vu tai san > Ting méi tai san > Tai san ¢
dinh vo hinh sir dung dé nhap thong tin tai san c¢b dinh vo hinh phat
sinh tir ngay 01/01/2014 vao Phan mém.

Cac budc thue hién:

Buorc 1. Truy cap vao chiic nang Nghiép vu tai san > Tang maoi
tai san > Tai sdn co dinh vé hinh trén thanh menu ngang.

Buwéc 2. Nhap céc thong tin ké khai cho tai san ¢ dinh v6 hinh.

Céch thtrc ké khai thong tin cho tai san ¢d dinh vo hinh tuong tu nhu
hudng dan tai muc Nhdp s6 dw ban dau cho tai san 13 Tai sdn cé dinh
vo hinh.

e Luuy:

Truong thong tin Ly do tang nguoi su dung chon 1 trong céac ly
do sau:

- Mua méi

- Puogc tiép nhan

- Di thué tai san

Khi nguoi sit dung chon Iy do ting tai sin cé dinh vé hinh la
“Mua mdi”, Phan mém sé yéu cdu ké khai thém cdc truong thong tin
“Hoa hong, chiét khiu”, “Hoa hong ngp ngin sich”, “Hoa hong
giw lai don vi”.

- Hoa héng, chiét khiu (don vi tinh: VND): Nhap gla tri hoa
hong, chiét khau ma don vi nhan dugc tir viéc mua sam tai san.

- Hoa hong nép ngén sdach (don vi tinh: VND): Nhap gia tri hoa
héng, chiét khdu ma don vi nhan duoc tir viéc mua siam tai san
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phai ndp ngan sach nha nudce.

- Hoa héng gii¥ lgi don vi (don vi tinh: VND): Phan mém sé& ty
dong xac dinh sau khi nhap gia tri Hoa hong, chiét khau va
Hoa hong nép ngan sach theo cong thirc: Hoa hong giir lai
don vi = Hoa Hong chiét khau - Hoa hdng ndp ngan sach.

o Luwu y: chi nhdp cdc gid tri la SO vao 6 trong, khong nhdp kém
cac ddu cham (), dau phdy (,)... Phan mém sé tw dong phdn cdch gid
tri hang nghin, triéu, ty...

Buwéc 3. Bim Luu dé luu lai thong tin.

Buéc 4. Bam Péng dé két thuc.

IV. CHUC NANG SUA TAI SAN

Luu y: Nguoi sir dung chi sira duoc thong tin ban dau cua tai san
(43 nhap tai chitc ning Nhép sé dw ban diu/ Ting méi tai san) néu
tai san d6 chua phat sinh cac bién dong (ting, giam nguyén gia, thanh
ly, diéu chuyén...) trong qué trinh st dung. Truong hop mudn sira
thong tin ban dau cia tai san khi tai san di co bién dong, ngudi st
dung can thuc hién x6a toan bd cac bién dong da nhap cho tai san.
1. Sira tai san khi tai san chwa c6 bién dong
Céch 1: Truy cép vao chtc ning Nghiép vu tai sin > Nhap sé
dw ban dau/ Tang méi tai san, chon loai tai san can sta (Dét,
nha...), chon tab Theo d&i tai san da nhap: nhap cac tiéu chi tim
kiém dé tim dang dén tai san can stra, sau do kich dap chuot vao
biéu twong Sira ¥7, nhap cac thong tin thay doi cho tai san = chon
Luu - Déng.

Vi du: Stra thong tin tai san la may vi tinh dugc dua vao st
dung ngay 22/09/2010, ngudi st dung lam nhu sau: Vao chic nang
Nghiép vu tai sin > Nhip s6 dw ban dau > May méc, thiét bi >
chon tab Theo doi tai san da nhap.

Man hinh hién thi:
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Nhap s6 du ban ddu may moc, thiét bi | Theo déi tai sén da nhap

Don vi siF dung |02503?005 ||Nhé sang tac Tam Do |
Nham tai san | || |
ME/T&n 131 san | | |
BG phén sir dung | Chon bd phén sir dung v |

Ngay chirng tir - tir/dén | ||

Tirm ki

DANH SACH TAI SAN & Thém mdi

STT MA TAI SAN TEN TAI SAN NHOM TAI SAN N%ﬁnéu BO PHAN S(F DUNG
1 | D25037006-40101-17 | may vitinh3 | May vitinh 22/09/2010 %

Chon biéu tuong Sira =, sau d6 nhap cac thong tin thay dbi
cho tai san = chon Luu - Déng.

Céch 2: Chon chtrc nang Nghi€p vu tai san, nhap cac ti€u chi
tim kiém dé tim ding dén tai san can sira, sau do kich dtp chudt vao
biéu tuwgng hinh kinh IGp Q - Bim vao tén Loai bién dong
(Nhap s6 du ban dau/ Nhép ting méi tai san): nhap cac thong tin
thay ddi cho tai san = chon Luu = Péng.

Vi du: Sua thong tin tai san la may vi tinh dugc dua vao st
dung ngay 22/09/2010 nguoi st dung lam nhu sau:

Vao churc nang chirc nang Nghi€p vu tai san, nhap céc ti€u chi
tim kiém tai san tim ding dén tai san can stra, kich dap chudt vao
biéu twong hinh kinh lap

Tim kiém tai san

Do vi siF dung [pz5037008 | [Nna sang t4c Tam D20 |
Nhém tdi s3n | | |
Ma(Tén tai san | | |
Bd phan si¥ dung | Chgn bd phan sir dung v |

Ngdy sir dung - tir/dén ngay | ||

Tirn KiEm
DANH SACH TAI SAN = 7
S P oA TEN TAI 2 R 5 a . _ .
STT MA TAI SAN SAN NHOM TAI SAN NGAY SUF DUNG BO PHAN SUF DUNG # L
g g may vi o E"'
1 025037006-40101-17 tinh3 May vi tinh 22/09/2010 /‘@gﬁ‘ [}
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Man hinh hién thi:

Xem chi tiét tai san: 025037006-40101-17

NGAY BIEN

STT| LOAIBIEN BONG DONG

NGO TAO NGAY TAO QUAN TRI

1 INhap s0 dur ban dau 31/12/2013 AdminSupport | 24/09/2014 E3

/

Bam vao tén loai bién dong “Nhap so du ban dau”.

Nhép cac théng tin thay d6i cho tai san & Chon Luu > Péng.
2.Sira tai san khi tai san da c6 bién dong
Pé Stra thong tin ban du cua tai san (da nhap tai chirc ning
Nhap s6 du ban diu/ Ting méi tai sian) khi tai san di phét sinh
bién dong (Tang/ giam nguyén gia, thay doi thong tin, thanh 1y,
diéu chuyén...), ngudi st dung 1am nhu sau:
Buworcl. Chon chuc ndng Nghi€p vu tai san, nhap cac ti€u chi tim
kiém dé tim chinh x4c tai san can sta.

Tim kiém tai san

Bon vi sl dung |02503?ODB ||Nné sang tac Tam Do |

MNhom tai san | || |

MAITEn tai san | | |

B0 phan sl dung | Chon b phan sif dung v |

Ngay sir dung - tir/dén nody | ||

Tirn kigm
DANH SACH TAI SAN o= F
STT MA TAI SAN TES'HA' NHOM TAI SAN | NGAY SIFDUNG | BO PHAN SU* DUNG # ]
may vi L el
1 |025037006-40101-17 | ol May vi tinh 22/09/2010 g e | O

Buéc2. Kich dp chudt vao biéu tugng hinh kinh lup aQ

Man hinh xem chi tiét tai san hién thi:
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Xem chi tiét tai san: 025037006-40101-15

STT| LOAIBIEN BONG "GggNBéE" NGU®I TAO NGAYTAO | QUANTRI
1 Nhap s6 du ban dau 311202013 AdminSupport | 22/08/2014
2 Nang cap tai san 24/09/2014 AdminSupport 24/09/2014 @

Buéc3. X6a bién dong da nhap cho tai san bang cach bim vao biéu
tuong Xoa FF, Phan mém s& dua ra canh bao vé viéc x6a bién dong
tai san = chon Tiép tuc dé xac nhan thao tac x6a = Péng.

Luwu y: Néu tai san c6 tu 2 bién dong trd 1én thi can xo6a lan lugt
cac bién dong theo thur tu: tir bién dong cuodi cung dén cac bién
dong cii hon.

Budéed. Trén man hinh Xem chi tiét tai san: bAm vao tén loai bién
dong “Nhap s6 du ban dau”/ “Nhap ting méi tai sin”

Buwéc5. Nhap cac thong tin thay d6i cho tai san > chon Luu >
Dong.

V. CHUC NANG XOA TAI SAN

Luwu y: Nguoi sir dung chi x6a dugc thong tin ban dau cua tai san

(4 nhap tai chtrc ning Nhép so6 duw ban diu/ Ting méi tai san) néu

tai san d6 chua phat sinh cac bién dong (ting, giam nguyén gia, thanh

Iy, diéu chuyén...) trong qua trinh sitr dung. Truong hop mudn xoa

thong tin ban dau cua tai san khi tai san da c6 bién dong, nguoi st

dung can thuc hién x6a toan bo céc bién dong da nhap cho tai san.

1. X6a tai san khi tai san chwa c6 bién dong

Cach 1: Truy cép vao chiic ning Nghiép vu tai sin > Nhap so

du ban dau/ Tang maéi tai san, chon loai tai san can x6a (Dét,

nha...), chon tab Theo déi tai san da nhap: nhap cac tiéu chi tim

kiém dé tim ding dén tai san can x6a, sau d6 kich dap chuot vao

biéu twong X6a . Phan mém sé& dua ra canh bao vé viéc x6a tai san
- chon Tiép tuc dé xac nhan thao tac x6a > Poéng.

Vi du: Xo6a tai san 1a may vi tinh dugc dua vao sir dung ngay
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22/09/2010, nguoi sir dung lam nhu sau: Vao chirc nang Nghiép vu
tai san > Nhép sé du ban diu > May méc, thiét bi = chon tab
Theo doi tai san da nhap.

Man hinh hién thi:

Nhap s6 du ban ddu may moc, thiét bi | Theo ddi tai san da nhap

Bon vi sif dung |C|25C|3?C|U'ﬁ ||Nn2'| sang tac Tam Bao |

Nhom tai san | || |

MEITén t3i san | | |

B0 phan sk dung | Chaon bd phén sl dung v |

Ngay chirng tir - tiridén | ||

S Tim kigrn
DANH SACH TAI SAN * Thém mei
STT|  MATAI SAN TEN TAI SAN NHOM TAI SAN ”%ﬁ}:g“’ BO PHAN SUF DUNG
1 | 025037006-40101-17 | may vitinh3 | My vitinh 22/09/2010 %}

Chon biéu twong X6a . Phan mém s& dua ra canh bdo vé viéc
x0a tai san = chon Tiép tuc d¢ xac nhan thao tac xdéa >
Dong.

Céch 2: Chon chirc nang Nghiép vu tai san, nhap cac tiéu chi

tim kiém dé tim dang dén tai san can x06a, sau d6 kich dap chudt vao
biéu twong X6a . Phian mém sé& dua ra canh bao vé viéc x6a tai san
- chon Tiép tuc dé xac nhan thao tac x6a > Poéng.
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2. Xéa tai san khi tai sin di cé bién dong

Pé xoa tai san khi tai san da phat sinh bién dong (Tang/ giam
nguyén gia, thay d6i thong tin, thanh 1y, diéu chuyén...), nguoi st
dung lam nhu sau:

Buworcl. Chon chuc ning Nghi€p vu tai san, nhap cac ti€u chi tim
kiém dé tim chinh x4c tai san can x0a.



Tim kiém tai san

Do vi sir dung [p25037006 ||Nna sang tac Tam D30 |
Nnhom tai san | | |
ME/TEn tai san | | |
B6 phan s dung | Chon béd phan st dung v |

Nody sir dung - tir/dén ngdy | ||

DANH SACH TAI SAN

STT MA TAI SAN TES'HA' NHOM TAI SAN | NGAY SIFDUNG | BO PHAN SU* DUNG
1 |025037006-40101-17 Lf‘rﬁfa‘” May vi tinh 22/09/2010 g

Buwéc2. Kich dap chudt vao biéu tugng hinh kinh 14p Q

Man hinh xem chi tiét tai san hién thi:

Xem chi tiét tai sin: 025037006-40101-15

STT| LOAIBIEN BONG "GggNBéE" NGU®I TAO NGAY TAO QUAN TRI
1 |Nndpséawbanddy | 311122013 AdminSupport | 22/09/2014
2 Nang cap tai san 24/09/2014 AdminSupport 24/09/2014 @

#

2

= F

+
ﬁi"

Buwéc3. X6a bién dong di nhap cho tai san bang cach bim vao biéu
tuong Xoa ¥, Phan mém s& dua ra canh bao vé viéc x6a bién dong
tai san = chon Tiép tuc dé xac nhan thao tac x6a = Péng.

Luwu y: Néu tai san c6 tur 2 bién dong trd 1én thi can xo6a lan lugt
cac bién dong theo thir tu: tir bién dong cudi cung dén céc bién

dong cii hon.

Buwéc4. Trén man hinh Xem chi tiét tai san: bAm vao biéu tuong
X6a ¥ trén danh sach bién dong “Nhép sé duw ban diu”/ “Nhip
ting méi tai san”. Phin mém s& dua ra canh bao vé viéc xda tai

san = chon Tiép tuc dé xac nhan thao tac x6a = Péng.

VI. CHUC NANG “IN THE TAI SAN”

Churc nang in thé tai san cho phép can bo nghiép vu thuc hién
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in thé tai san tai don vi.
1. Thé tai san
Chtrc nang in thé tai san cho phép can bo nghiép vu thuc hié¢n in
thé tai san theo mau Ban hanh kém theo Thong tu sb 245/2009/TT-
BTC ngay 31/12/2009 cua Bo Tai chinh.

Cac buéc thuc hién:

Buwdc 1. Truy cap vao chirc nang Nghi€p vu tai san hodac Tim
kieém tai san trén thanh menu.

Buoc 2. Nhap thong tin tim kiém tai san mudn thuc hién in thé.

Tim kiém tai san

Bon vi siF dyng [p14016050002  |[Chi cuc Thi hanh an dan su Thanh phé Lang Son Tinh Lang Son |

Nhom tai san | I |

MEIT&n tai san | I |

B4 phan st dung | Chon bd phan sir dung v |

Ngay siF dung - tir/dén ngay | ||

i KiEm

DANH SACH TAI SAN = F

TEN TAI

N NHOMTAI SAN | NGAY SIf DUNG | BO PHAN SIF DUNG #

STT MA TAI SAN

Ban lam
- wiec cho s s . -
1 014016050002-501-22 cac can Ban lam viéc 17/08/2014 Chicuc THATP

bo moi

REl
g

Ban lam
= viec cho o Ao )
2 | 014016050002-501-21 cac can Ban Iam viéc 17/08/2014 Chi cuc THA TP

bo moi

#3t |
et |

Al
g

- Nhom tai san: Dé con tré chudt vao 6 trong thir 2, gd phim miii
tén xuong trén ban phim va chon nhoém tai san tuong Gng trong danh
sach Phan mém s6 xudng.

- Ma/ Tén tai san: Nguoi su dung chi can nhdp 1 hodc 1 vai chir
s0 c6 trong Ma tai san hodc trong Tén tai san (Nén nhap tr 1-5 chit sO
cudi trong Ma tai san dé tim kiém chinh xac).
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Vi du: T09001001-301010101-37435 1a ma xe 6 t6 1 cua Van
phong Ban bao vé€ chdm soc suc khoe can bg tinh --> Truong hop khong
nh¢ chinh x4c ngudi st dung c6 thé nhap ma 1a “35” hodc “435”.

- B§ phan st dung: Chon b6 phan st dung trong danh muc nguoi
st dung da ké khai tur trudce.

- Ngay sir dung: Nhap vao khoang thoi gian st dung tai san (tu
ngay dd/mm/yyyy dén ngay dd/mm/yyyy).

- S6 chirng tir: Nhap 1 hodc 1 vai chit/ sb co trong s6 ching tir
cua tai san.

Buwdée 3. Bim Tim kiém. Phin mém hién thi danh sach céc tai san
thoa min dong thoi tat ca cac diéu kién tim kiém ma ngudi sir dung d4
nhap vao.

o Luuy:

- Neéu nguoi sw dung khong nhdp vao diéu kién tim kiéem nao thi
Phan mém sé hién thi danh sach toan bo cac tai san cua don vi da
dwoc nhdp vao co so dir liéu.

- Truong hop tai san cua don vi co 56 luwong lon sé duoc chia theo
tung phan trang trén danh sach (10 tai san/ 1 trang). Click vao so trang
hién thi duoi cung danh sdach dé xem thong tin tai san trén trang do

[2)(=][«](e][e][7],

Buéc 4. Dé chon in thé tai san ndo trén danh sach, ngudi sir dung
click dap chudt vao biéu trgng chic ning in the =,

2. Thé tai san chi tiét

Chirc nang in thé tai san chi tiét cho phép can bo nghiép vu

thuc hién in thé chi tiét tai san phuc vu cong tac theo doi bién dong tai
san tai don vi.

Cac budc thue hién:

Buwéc 1. Truy cap vao chirc nang Nghi€p vu tai san hodac Tim
ki€ém tai san trén thanh menu.
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Buwéc 2. Nhap thong tin tim kiém tai san mudn thuc hién in thé
chi tiét.

Tim kiém tai san

Bon vi sl dung |C|14016C|5EIC|D2 ||Cn| cuc Thi hanh an dan sy Thanh phd Lang Son Tinh Lang Son |

Mhom tai san | || |

MEATEN tai san | | |

B¢ phan sir dung | Chon bd phan sir dung v |

Ngay sir dung - tir/dén nody | ||

S Tim kigm
DANH SACH TAI SAN = =
BRI TEN TAI = S - - - _ -
STT MA TAI SAN o NHOMTAI SAN | NGAY SUr DUNG | BO PHAN SIF DUNG #
Ban lam
1 | 014016050002-501-22 vIee tho | pan 1am vigc 17/0812014 Chicyc THA TP = L4 [
- cac can o e o [gE 17N
bo moi
Ban lam
2 | 014016050002-501-21 viec tho | pan 1am vic 17/0812014 Chi cuc THA TP = 4 [
cac can - e s ’ O, R G
bo moi

- Nhém tai sian: Dé con tré chudt vao 6 trong thir 2, g phim miii
tén xudng trén ban phim va chon nhém tai san twong tmg trong danh
sach Phan mém s6 xudng.

- M/ Tén tai san: Ngudi sir dung chi can nhap 1 hodc 1 vai chir
s6 ¢6 trong M3 tai san hodc trong Tén tai san (Nén nhap tir 1-5 chit s6
cubi trong M tai san dé tim kiém chinh xac).

Vi du: T09001001-301010101-37435 1a ma xe 6 t6 1 cua Van
phong Ban bao vé cham soc stre khoe can b tinh --> Truong hop khong
nh¢ chinh x4c nguoi st dung co6 thé nhap ma la “35” hoac “435”.

- Bo phan sir dung: Chon bd phan stir dung trong danh muc nguoi
st dung da ké khai tir trudce.

- Ngay sir dung: Nhip vao khoang thoi gian st dung tai san (tu
ngay dd/mm/yyyy dén ngay dd/mm/yyyy).

- S chirng tir: Nhap 1 hodc 1 vai chit/ s6 c6 trong s6 ching tir
cua tai san.

Buéc 3. Bam Tim kiém. Phan mém hién thi danh séch céc tai san
thoa min dong thoi tat ca cac diéu kién tim kiém ma ngudi str dung da
nhap vao.
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o Luuy:

- Neu nguoi su dung khong nhdp vao diéu kién tim kiém nao thi
Phan meém sé hién thi danh sach toan bo cac tai san cua don vi da
dwoc nhdp vao co so dir liéu.

- Truong hop tai san cua don vi co $6 luwong lon sé duoc chia theo
tung phan trang trén danh sach (10 tai san/ 1 trang). Click vao so trang
hién thi duoi cung danh sdach dé xem thong tin tai san trén trang do

[2](3] (][] (e] (2]

Buéc 4. Dé chon in thé tai san ndo trén danh sach, ngudi sir dung
click dap chudt vao biéu tugng chic niang in thé 9,

3. Thé kiém ke tai san

Chtrc ning in thé kiém ké tai san cho phép can bd nghiép vu thuc
hién in thé kiém ké tai sdn phuc vu cong tac kiém ké tai san tai don vi.

Cac budc thue hién:

Buwdc 1. Truy cap vao chitc nang Nghi€p vu tai san hoac Tim
kiém tai san trén thanh menu.

Buwée 2. Nhap thong tin tim kiém tai san mudn thuc hién in thé
kiém ké tai san.
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Tim kiém tai san

Son vi siF dyng [p14016050002  |[Chi cuc Thi hanh an dén sy Thanh phé Lang Son Tinh Lang Son |

Nhém tai san | I |

MArT&n tai san | I |

B& phan st dung | Chon bd phan si dung v |

Ngay sir dung - tiridén ngay | ||

S6 chirng tir
DANH SACH TAI SAN = I
TEN TAI P
STT MA TAI SAN e NHOMTAI SAN | NGAY SUF DUNG | BQ PHAN SUF DUNG #
Ban lam
1 |014016050002-501-22 | Y€ EM® | man 1am viec 171082014 Chicuc THA TP =54+ [
b SHires caccan |- e e il [ONE 779
bo moi
Ban lam
2 |o014016050002:50121 | VIEE MO s 1am vige 17/08/2014 Chi cuc THA TP 1 [
- cac can E ! el / (ONE 179
o moi

- Nhém tai san: Dé con tro chudt vao 6 trong thi 2, gd phim miii
tén xudng trén ban phim va chon nhém tai san twong mg trong danh
sach Phan mém sb xudng.

- Ma/ Tén tai san: Nguoi su dung chi can nhap 1 hodc 1 vai chir
sO ¢ trong M4 tai san hodc trong Tén tai san (Nén nhap tir 1-5 chit sd
cubi trong M3 tai san dé tim kiém chinh xac).

Vi du: T09001001-301010101-37435 la ma xe 6 t6 1 cua Van
phong Ban bao vé cham soc suc khde can bg tinh --> Truong hgp khong
nhé chinh xac ngudi sir dung c6 thé nhap ma 1a “35” hodc “435”.

- By phan sir dung: Chon bd phan sur dung trong danh muc nguoi
st dung da ké khai tir trudc.

- Ngay str dung: Nhap vao khoang thoi gian sir dung tai san (tu
ngay dd/mm/yyyy dén ngay dd/mm/yyyy).

- SO chirng tir: Nhap 1 hodc 1 vai chit/ sb co trong s6 ching tir
cua tai san.

Buwée 3. BAm Tim kiém. Phan mém hién thi danh sach céc tai san
thoa min dong thoi tat ca cac diéu kién tim kiém ma ngudi sir dung da
nhap vao.
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o Luuy:

- Neéu nguoi su dung khong nhdp vao diéu kién tim kiém nao thi
Phan meém sé hién thi danh sach toan bo cac tai san cua don vi da
dwoc nhdp vao co so dir liéu.

- Truong hop tai san cua don vi co $6 luwong lon sé duoc chia theo
tung phan trang trén danh sach (10 tai san/ 1 trang). Click vao so trang
hién thi duoi cung danh sdach dé xem thong tin tai san trén trang do

[2](3] (][] (e] (2]
Buéc 4. Dé chon in thé tai san ndo trén danh sach, ngudi sir dung

. .2 , o . b 7 e R A v g 0
click dup chudt vao bi€u twong chirc nang in thé kiém ké tai san

VII. CHUC NANG “SAO CHEP TAI SAN”

Chtrc ndng sao chép tai san cho phép nguoi st dung thuc hién sao
chép thong tin 1 tai san thanh mot hay nhiéu ban ghi tai san twong tu
vao Phan mém.

H tro nguoi sit dung nhap dir liéu tai san theo ting 16, bo. Gitip
tiét kiém thoi gian va cong stre nhép liéu.
Nguoi st dung c6 thé lya chon 1 trong 2 cach thirc sao chép tai san:

Cich 1: Thuc hi¢n sao chép tii sin trude khi cdp nhdt sé dw
ban dau/ ting mdi tai sin:

Buwéc 1. Truy cap vao chirc ning Nghiép vu tai san > Nhip s6
dw ban dau (hoic TiAng méi tai san) trén thanh menu.

Buwoc 2. Lya chon form nhap s6 du ban dau/ tang mai loai tai san
tuong tng (Dat, Nha...).

Buwée 3. Click chudt vao 6 checkbox ' Sao chép, sau d6 nhap vao
s0 luong tai sdn mudn sao chép vao 0 trong “So6 lwgng nhan ban”

Nhan ban
Y| Sao chép s6 Irgng nhan ban

o Luuy:
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- Dé sao chép duwoc thong tin tdi san theo cdch nay, nguoi sir
dung can tich chon vao 6 checkbox “I'sa0 chép truée khi bam nit
Lwu thong tin so dw ban dau/ tang maoi tai san.

- Tai san la Dét va Phwong tién van tdi, truyén dan: Phan mém
chi cho phép sao chép thanh 1 ban ghi/l lan thuc hién sao chép.

Cach 2: Thuc hién sao chép tai san sau khi hoan thanh Nhdp
sé dw ban ddu/ Ting méi tai sdn.

Buéc 1. Truy cap vao chirc ning Nghiép vu tai sin > Nhip so
du ban dau (hoic Ting méi tai san) trén thanh menu.

Buéc 2. Lya chon form nhap sb du ban dau/ ting méi loai tai san
tuong tng (D4t, Nha...).

Buwéc 3. Chon tab chic ning Theo ddi tai san di nhap. Phan
mém hién thi danh sach toan b cac tai san da nhap vao trudc do cua
don vi (Lwu y: s dung chirc nang tim kiém ciia Phan mém dé tim
chinh Xdc tai san muén sao chép).

Bonvi s dung |T582080151 HTrungta‘m cdng nghé théng tin |

Mhdm tai sdn | H |

METEN tai san | I |

Magay chirng tir - tirdén | H

S Tim kigm
= Theém mdi
Stt|Ma tai san Tén tai sanNhom tai san Ngay sir dung Born vi siF dung
1| TE62080151-40107-54999 | may fax | May Fax 02/01/2010 E“”gmmc'j”g”gnam'j”g _E" E.J
2 | T562080151-40101-54998 | 1=V* | May vitink 02/01/2010 Tlr””gtamw”g”gheth””g % B

E
Buwéc 4. Dé chon sao chép tai san nao trén danh sach, nguoi su
dung click dap chudt vao biéu twong chirc ning sao chép (2.

Buwéc 5. Phan mém hién thi cac truong thong tin di ké khai trude
dé cua tai san. Nguoi st dung c6 thé sua lai cac thong tin can thiét
trén form.

Buwéc 6. Bim Luu dé luu lai thong tin.

Buéc 7. Bam Péng dé két thuc.
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VIlI. CHU'C NANG “TANG GIAM NGUYEN GIA”
1. Tang nguyén gia tai san
Chuc nang Tang nguyén gia tai san dugc st dung trong truong

hop don vi mudn khai bdo cac thong tin bién dong lam tang nguyén
gid ban dau cua tai san, gom:

Tang gia dét, ting dién tich dat;

Nang cap mé rong dié€n tich nha;

Stra chira 16n cac loai tai san;

banh gia lai nguyén gia cac loai tai san.
1.1. Thém méi bién ddng ting nguyén gia tai sin
Cac budrc thwe hién:

Buwoce 1. Truy cap vao chirc nang Nghi€p vu tai san > Tang giam
nguyén gia > Tang nguyén gia tai san trén thanh menu.

Buéc 2. Bam Thém méi BBEREN Cira s6 hién thi nhu sau day:

-
[65 m3 hoac tén tai san 6 tim kiém | | v
Tim kiém
Stt Ma tai san Tén tai san Nhdm tai san Bon vi siFdung
1 | 018001002-40101-37281 Maytinh 01 | My vitinh Trung t3m B0 dutng Nahicp
vy Thué
2 | 018001002-103-372658 pit2 Bét phucvu hoat ddng y 18 TG ERIEAETE T T
wu Thue =
3 | 018001002-40101-37283 Maytinh 01 | Mayvi tinh Trung tam Bai dudng Nghigp
wu Thue
4 | 018001002-102-37257 DAt Qat ghuc vu hoat ddng gido duc | Trung t‘am Boi duwdng Nghiép
va dao tao wu Thue
5 | 018001002-101-37250 TuseTung | oty s Trung t3m Boi aweng Ngfiep
tam vu Thue
6 | 013001002-202-37249 Nha A Nha cdp Il - S T
vy Thué
7 | 018001002-202-37247 Nha A Nha cdp I Trung tam Boi dutng Nghiep
wu Thue
8 | 018001002-202-37248 Nha A Nha cdp I Iﬂhgut:m DG T

Phan mém hién thi danh sach toan by cac tai sdn da nhdp vao
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trudc do cua don vi

Truong hop tai san cua don vi co $6 luong 16n s€ dugc chia theo
tirng phan trang trén danh sach (10 tai san/ 1 trang). Click vao sé trang
hién thi dudi cing danh sach dé xem thong tin tai san trén trang do
2]

Buwéc 3. Click dip chudt vao ma tai san mudn khai bao bién dong
tang nguyén gia.

o Lwu y: sir dung chirc nang tim kiém cia Phan mém dé tim
chinh xdc tai san muén khai bdo ting nguyén gia:

Ngueoi sir dung chi can nhdp 1 hodc 1 vai chiv sé ¢é trong Ma tdi
san hodc trong Tén tai san = bam Tim kiém, Phdn mém sé két xudt
danh sdach két qua tai san théa man (nén nhdp tir 1-5 chit s6 cudi
trong Ma tai san dé tim kiém chinh xdc.)

Vi du: T09001001-301010101-37435 la ma xe 6 t6 1 ciia Van phong
Ban bao vé cham soc suc khoe can b tinh --> Truong hop khong nhé
chinh xac nguoi stir dung co6 thé nhap ma 1a “35” hodc “435”, ...

Buwéc 4. Nhap cic thong tin bién dong ting nguyén gia tai san:

o Luu . Cdc treong ¢é dau (*) la bat bude phai nhdp théong tin.

Theo dii tang nguyén gia Tang nguyén gia

[ol_u-u J[ & Xéa J[ 2 Inthé J[ & Béng J

Théng tin tai san

Bon vi st dung |Tru‘u‘:rng THCS Bifc Thugng |
Ma tai san

TEén tai san |Mé'5rt|'nn ¥ach tay |
Mhdm tai san |Méyw tinh |

Théng tin ting nguyén gia

Sé chirng tirhda don I:l Mgay chirng tlrhda don I:l
Dién gii ‘

4
MNgay dwa vao sir dung * 13/02/2014
Ly do tang* | Nang cap, sira chifa I6n v |

NG trwrdrc khi tang 14.500.000 VND)
GTCL trwedec khi tang 11.600.000 VN
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Nguyén gia tang

Téng gia tri ting 1.500.000 (VNEY)
Mgudn ngén sach 1.500.000 (VN
Cu‘-,“-'Ehéttrién hoat ddng sw I:INNB.:
nghigp :

Nguyén gia/Khau hao/Hao mon

Nguyén gia sau khi ting 16.000.000 VNB)
Gia tri con lai sau khi tdng 13.100.000 (VNB)
56 nam sir dung con lai (nam)

Naudn khac CI (VNB)

So6 chikng ti/héa don: Nhap sb chimg tir, hoa don lién quan
dén viéc stra chita, ndng cap... lam tdng nguyén gia tai san.

Ngay chung tu/héa don: Nhap ngay (co dinh dang:
dd/mm/yyyy) ghi trén ching tir, héa don lién quan dén viéc sta
chita, nang cip... lam ting nguyén gia tai san.

Dién gidi: Nhap ghi chu can thiét lién quan dén viéc ting nguyén
gia tai san.

Ngay dwa vao sww dung*: Nhap ngay (theo dinh dang
dd/mm/yyyy) hoan thanh sira chira, ning cap tai san va dua vao
st dung. Vi du: 01/02/2014

Ly do tang: Lya chon 1 trong céc ly do tdng nguyén gia tai san
tuong rng trong danh muc.

Nguyén gid trwéc khi ting*: Phan mém sé& hién thi Tong
nguyén gia cia TSCD tinh dén thoi diém ting nguyén gia (don
vi tinh: VND).

Gid tri con lai truwde khi tang*: Phan mém sé& hién thi Gia tri
con lai TSCP tinh dén thoi diém tang nguyén gia (don vi tinh:
VND).

Nguyén gid tdng* Nhﬁp chi tiét nguyén gia tai san ting theo
cac ngudn, phian mém s& tu dong cong gop téng nguyén gia
tang cua TSCD khi ngudi dung nhap so6 liéu vao cac ngudn:

- Ngudn ngan sach
- Quy phat trién hoat dong su nghiép
- Ngudn khac
(Don vi tinh: VND).
Luwu y: chi nhdp cdc gid tri la SO vao 6 trong, khong nhdp kem
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cdc ddu cham (), dau phdy (,)... Phan mém sé tw dong phdn cdch gid
tri hang nghin, triéu, ty...

= Gid tri con lgi sau khi ting: Phin mém s& tu dong tinh theo
cong thtrc: Gia tri con lai sau khi tang = Gia tri con lai trude khi
tang + Nguyén gia tang cua TSCP (don vi tinh: VND).

" S0 nam sw dung con lgi*: Nhap s6 nam st dung con lai cia tai
san.

Buwéc 5. Bim Luu dé luu lai thong tin = Déng.
1.2. Sira bién dong ting nguyén gia tai san

- Truy cadp vao chttc ning Nghi€p vu tai sin > Tang giam
nguyén gia > Tang nguyén gia tai san trén thanh menu.

- Trén danh siach bién dong ting nguyén gia tai san: Nguoi st
dung bam chon chudt vao biéu tuong Stral® trén cung hang véi tén tai
san can stra thong tin = Chinh sia cic thong tin trén form ting
nguyén gia tai san 2 Chon Lwu - Dong.

1.3. X6a bién ddng ting nguyén gia tai san

- Truy cap vao chiic ning Nghiép vu tai san > Tang giam
nguyén gia > Tang nguyén gia tai san trén thanh menu.

- Trén danh sach bién dong ting nguyén gid tai san: ngudi st
dung Click chon chudt vao biéu twgng X6a trén cung hang véi tén
tai san can x6a bién dong - Chon Tiep tuc > Dong.

2. Giam nguyén gia tai san

Chuc nang Giam nguyén gia tai san dugc st dung trong truong
hop don vi muon khai bdo cac thong tin bién dong l1am giam nguyén
gia ban dau cua tai san, gom:

- Thay d6i gia dat, thu hep dién tich dat;

- (Cai tao, thu hep dién tich nha;

- Thao do mot phﬁn cac loai tai san;

- Danh gia lai nguyén gia cac loai tai san.

2.1. Thém méi bién dong giam nguyén gia tai san
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Cac buére thue hién:

Buwdoc 1. Truy cap vao chic nang Nghi€p vu tai san > Tang giam
nguyén gia > Giam nguyén gia tai san trén thanh menu

Buwéc 2. Bam Thém méi [EiEREl. Cira s hién thi nhu sau day:

-

|G6 m3 ho&c tén tai sin dé tim kiém ‘
Tim kiém
Stt Ma tai san Tén tai san Nhom tai san Bon vi sir dung
1 | 018001002-40101-37281 May tinh 04 May vi tinh Trung tam Bai dwdng Nahigp
wu Thue
2 | 018001002-103-37268 Dat2 Dt phucvu hoat déng y & LR E Gy AR
v Thug =
3 | 018001002-40101-37283 My tinh 01 WM&y vi tinh Trung tam Boi dwgng Nghiép
wu Thué
4 | 018001002-102-37267 Dt Dat phucwy hoat dong gido duc | Trung tdm Boi dwdng Nghigp
va dao tao vu Thug
5 | 018001002-101-37250 TUSETUNG | gy a6 Trung tdm Béi dudng Nghiép
tam wu Thue
. P . T
6 | 018001002-202-37249 Nha A Nha cip Il Trung tam Boi dwgng Nghiép
wu Thue
7 | 018001002-202-37247 Nha A Nha cdp Il Trung tam Boi dugng Nghiép
wu Thué
8 | 018001002-202-37248 Nha A Nha cép Il Trung tam Boi dwdng Nghizp
wu Thué e

Phan mém hién thi danh sach toan bd céac tai san da nhip vao
trudc do cua don vi

Truong hop tai san cua don vi co sb luong 16n s€ dugc chia theo
tung phan trang trén danh sach (10 tai san/1 trang). Click vao so trang
hién thi dudi cung danh sach dé xem thong tin tai san trén trang dé
2]

Buéc 3. Click dap chudt vao ma tai san mudn khai bao bién dong
giam nguyeén gia.

o Luwu y: sit dung chirc ndng tim kiém cia Phan mém dé tim
chinh xdc tai san mudn khai bdo gidm nguyén gia:

Nguroi sir dung chi can nhdp 1 hodc 1 vai chir sé ¢é trong Ma tdi
san hodc trong Tén tai san = Bam Tim kiem, Phan mém sé ket xuat
danh sach ket qua tai san thoa man (Nén nhap tw 1-5 chit so cuoi
trong Ma tai san deé tim kiem chinh xac).

Vi dy: T09001001-301010101-37435 la ma xe 6 t6 1 ctia Van phong
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Ban bdo vé cham soc stic khoe can bo tinh --> Truong hop khong nhd
chinh xac nguoi st dung co thé nhdp ma 1a “35” hoac “435”, ...
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Buéc 4. Nhap cac thong tin bién dong giam nguyén gia tai san:

Cha y: Cdc truong c6 dau (*) la bdt budc phdi nhdp théng tin.

Theo ddi gidm nguyén gia Giam nguyén gia

oo

Théng tin tai san

Bonvi sir dung |Tru‘o'ng THCS Birc Thurong ‘
M tai s

Tén tai san |Mé'5rtinn ¥Ach tay ‘
Nhém tai san |Mé5rvi tinh ‘

Thing tin giam nguyén gia
sé chirng tihda don

Ngay chirng tirhda don I:I

il |

Dién gidi
Ngay dua vao sir dung * 13/02/2014
Lj do giam* ‘ Chon Iy do giam \ |

NG trwérc khi giam (VNB)

GTCL triréec khi giam (VNE)

Nguyén gia giam Nguyén gia/Khau hao/Hao mon

Téna gia tri giam £.000.000 (/N3) | Mouyén gié sau khi gidm (VD)
Noubn ngan sach £.000.000 (g || Gidtricon lai sau khi giam (VNE)

56 nam st dung con lai

Il

Quf phéttrién hoat déng su TOEY {nam)
nghip (VD)
Ngubn khic (VND)

S6 chirng ti/héa don: Nhap sb ching tir, hoa don lién quan
dén viéc cai tao, thao dd... lam giam nguyén gia tai san.

Ngay chung tuw/héa don: Nhap ngay (co dinh dang:
dd/mm/yyyy) ghi trén chimng tir, héa don lién quan dén viéc cai
tao, thdo do... lam gidm nguyén gia tai san.

Dién gidi: Nhap ghi chi can thiét lién quan dén viéc giam
nguyén gia tai san.

Ngay dwa vao sw dung*: Nhip ngay (theo dinh dang
dd/mm/yyyy) hoan thanh cai tao, thao do tai san va dua vao su
dung. Vi du: 01/02/2012

Ly do giam: lya chon 1 trong cac 1y do gidm nguyén gia tai san



tuong rng trong danh muc.

» Nguyén gid truwdc khi gidgm*: Phin mém s& hién thi Tong
nguyén gia cia TSCD tinh dén trudc thoi diém giam nguyén
gia (don vi tinh: VND).

= Gid tri con lgi truwéc khi gigm*: Phin mém s& hién thi Gia trj
con lai cia TSCP tinh dén thoi diém giam nguyén gia (don vi
tinh: VND).

= Nguyén gid giam*: Nhip chi tiét nguyén gia tai san giam theo
cac ngudn, phan mém s& ty dong cong gdp tong nguyén gia
giam ctia TSCP khi nguoi st dung nhap s lidu vao cac ngudn:
- Ngudn ngan sach
- Quy phat trién hoat dong su nghiép
- Ngudn khac

(Pon vi tinh: VND).
o Luu y: chi nhdp cdc gia tri la SO vao 6 trong, khong nhdp kem

cdc ddu cham (), dau phay (,)... Phan mém sé tw dong phdn cdch gid
tri hang nghin, triéu, ty...

= Gid tri con lai sau khi gigm: Phan mém sé& ty dong tinh theo
cong thirc Gia tri con lai sau khi giam = Gia tri con lai trude khi
giam -Nguyén gia giam ctia TSCD (don vi tinh: VND).

= S6 nam sit dung con lgi*: Nhap sé nim s dung con lai cia
tai san.

Buéc 5. Click Lwu dé luu lai thong tin = Déng.

2.2. Sira bién ddng gidzm nguyén gia tai san

- Truy cap vao chuc ndng Nghiép vu tai sin > Tang gidm

nguyén gia > Giam nguyén gia tai san trén thanh menu.

- Trén danh sach bién dong giam nguyén gia tai san: Nguoi st dung
bam chon chudt vao biéu trong Stra® trén cuing hang véi tén tai san can
stra thong tin = Chinh stra cac thong tin = Chon Luu - Déng.

2.3. X6a bién dong giam nguyén gia tai sin
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- Truy cap vao chuc nang Nghiép vu tai san > Téang giam
nguyén gia > Giam nguyén gia tai san trén thanh menu.

- Trén danh sach bién dong giam nguyén gia tai san: Nguoi st
dung bam chon chudt vao biéu twong Xo6a trén cung hang véi tén tai
san can x0a bién dong. Phan mém s€ dua ra canh bao lién quan dén
viéc x06a thdng tin > Chon Tiép tuc dé chac chan xd6a bién dong
giam nguyén gia tai san > Déng.

VIl. CHU'C NANG “THAY POI THONG TIN”

Chtic nang Thay d6i thong tin duoc sir dung trong trudng hop don
vi can khai bao thong tin vé TSCD c6 thay ddi so voi thong tin ban
dau ké khai vao Phan mém.

Vi du: Tai san la nha bi thay doi dia chi va hién trang su dung...

1. Thém méi bién dong thay doi thong tin cho tai san

Cac budc thue hién:

Buwdéc 1. Truy cip vao chirc ning Nghiép vu tai san > Thay doi
thong tin trén thanh menu.

Buéc 2. Click Thém méi [EEEgell Cira s6 hién thi nhu sau day:

-~

6 manozctén tai sin gé im kém | |
Tim kigm

Stt Ma tai san Tén tai san Nhom ti san Bon vi siFdung

1| 018001002-40101-37281 | Maytinh01 | Mayvitinh Trungtam Boi duting Nghigp
v Thue
Trung tim B&i dwiing Nghiép

2 | 018001002-103-37268 bat2 Bat phucvu hoat dang y te - Thus

m

Phan mém hién thi danh sach toan bd cac tai san da nhap vao
trudc do cua don vi.
Truong hop tai san cua don vi co sb luong 16n s€ dugc chia theo
ting phén trang trén danh sach (10 tai san/1 trang). BAm vao s trang
hién thi dudi cing danh sich dé xem thong tin tai san trén trang do
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B(2)(z)(¢) (=) () 7]

Nguoi st dung chi can nhap 1 hodc 1 vai chit s6 co trong Ma tai
san hodc trong Tén tai san = Click Tim kiém, Phin mém s& két xuat
danh sach két qua tai san thoa min (nén nhap tir 1-5 chit sé cudi trong
M3 tai san dé tim kiém chinh xac).

Vi dy: T09001001-301010101-37435 la ma xe 6 t6 1 ctia Van phong
Ban bao vé cham s6c suc khée can bd tinh --> Truong hop khdong nhd

chinh xac nguoi st dung co thé nhap ma l1a “35” hoac “435”, ...

Budc 3. Click dup chudt vao ma tai san muén khai bao thay doi
thong tin.

o Luu y: su dung chirc nang tim kiéem cua Phan mém dé tim
chinh xdc tai san muon khai bao thay doi thong tin.

Buwiéc 4. Nhap cac thong tin thay doi cia tai san.

Khi nguoi st dung click chon chudt vao Ma tai san: Tuong ung
v6i mdi nhom tai san trong Phan mém (Pat, Nha/Vat kién trac, May
moc thiét bi...) Phan mém sé& hién thi cac thong tin dang ky cua tai san
d3a duoc nhap vao Phan mém.

Céc truong thong tin ¢6 nén mau vang nguoi str dung khong duoc
quyén sira. Ngudi st dung chi dugc quyén sira cac trudng thong tin
nén mau tréng.

Cuc thug Thanh phd Ha N

013201200001

Van phong cucthué Thanh phd Ha Nai

Nha cép |l

Buwéc 5. Bim Luu dé luu lai thong tin © Déng.
2. Stra bién dong thay déi thong tin tii san
- Truy cép vao chtic ning Tai sin > Thay d6i thong tin trén

thanh menu.
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- Trén danh sach bién dong thay dbi thong tin tai san: dé stra bién
dong thay d6i thong tin cho tai san nao, nguoi st dung click chon chudt
vao biéu twong Stra® trén cung hang voi tén tai san c6 bién dong thay
d6i thong tin = Chinh sira cac thong tin & Chon Luu - Déng.

3. X6a bién dong thay d6i thong tin tai san
- Truy cp vao chirc ning Nghiép vu tai san > Thay déi thong
tin trén thanh menu.

- Trén danh sach bién dong thay d6i thong tin tai san: dé xo6a bién
dong thay doi thong tin cho tai san ndo, ngudi sit dung bim chon
chudt vao biéu tugng Xd6al#¥ trén cung hang voi tén tai san cin x6a
bién dong. Phan mém s& dua ra canh béo lién quan dén viéc x6a thdng
tin = Chon Tiép tuc dé chac chan x6a bién dong thay doi thong tin
tai san - Dong.

VIIl. CHU'C NANG “CHO THUE TAI SAN”

Chtrc nang Cho thué tai san duoc st dung dé gitp don vi khai bao
thong tin cho thué cac tai san ¢ dinh thudc quan ly ctia don vi.

1. Thém méi bién dong cho thué tai san
Cac budc thue hién:

Buwdéce 1. Truy cap vao chirc nang Nghi€p vu tai san > Cho thué
tai san trén thanh menu.

Buwéc 2. Bam Thém méi BEEEER Cira s6 hién thi nhu sau day:

96



-
[c8 ma nozctén tai san gé tim kiém | | T

Tim kiém

Stt Mé tai san Tén tai san Nhom tai san Bon vi siF dung

1 | 0128001002-40101-37281 Maytinh 01 | Méyvitinh Iur”T”hgutg'm Boi duong Nghigp

2 | 018001002-103-37258 Dit2 D4t phucvu hoat déng v 1 Trung tam Boi dng Nghigp

vu Thué =
3 | 0128001002-40101-27283 Maytinh 01 | Méyvitinh Trung tam Boi dugng Nghigp
vy Thue
4 | 018001002-102-37267 Dit1 Qat phucvu hoat ddng giao duc | Trung t?m Boi duéng Mghiép
va dao tao vy Thue
5 | 018001002-101-37250 Trus& Trung Dittry s& Trung tam Boi duwéng Nahiép

tam vu Thué

6 |018001002-202-37240 Mha A Mha cp Il Trung tam Boi dng Nghigp

vu Thué

7 | 0128001002-202-37247 Mha A Mha cp I Trung tam Boi dugng Nghigp
vy Thue

2 | 018001002-202-37248 Mha A Mha cp Il Trung tam Boi dng Nghigp

vu Thué =

Phan mém hién thi danh sach toan bd cac tai san da nhap vao
trudc do cua don vi.

Truong hop tai san ciia don vi ¢6 sb luong 16n s& duoc chia theo
tung phan trang trén danh sach (10 tai san/1 trang). Click vao so trang
hién thi dudi cung danh sach dé xem thong tin tai san trén trang do

(e
Buée 3. Click dup chudt vao ma tai san mudn khai bao cho thué.

o Luwu y: sit dung chitc ndng tim kiém cia Phan mém dé tim
chinh xdc tai san muén khai béo cho thué.

Nguwoi sir dung chi can nhdp 1 hodc 1 vai chir s6 cé trong Ma tai
san hodc trong Tén tai san = BAm Tim kiém, Phan mém sé két xudat
danh sdch két qua tai san théa man (Nén nhdp tir 1-5 chit sé cudi
trong Ma tai san dé tim kiém chinh xdc).

Vi du: T09001001-301010101-37435 1a ma xe 6 to0 1 cua Van
phong Ban bdo vé cham soéc suc khoe can b tinh --> Truong hop
khong nhé chinh xac ngudi sir dung cé thé nhap ma 1a “35” hoic
“435”, ...

Budc 4. Nhap céc thong tin cho thué tai san
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Theo doi tai san da cho thué Cho thué tai san

Théng tin tai san

Bonvi siF dung |Trung tam Bdi duding Nghiép vu Thué |
M3 tai 5an

Tén tai san [May tinh 01 |
Nhém f3i sén [May vi tinh |

Thdng tin cho thué

Thué tir ngay* 04/01/2013 Bén ngay 04/01/2013
Co quan, don vi, td chivc thué | Chon danh muc kh&ch hang E“

Pongidchothugthang [ |ume)
Thu tir cho thué * o Jone
Sé ching tivhda don® l:l Mgay chikng tivhda don*® l:l

Dién gidi

= Hop dong sé: Nhap sb hop dong cho thué tai san (bt budc).
VD: 166/HDCT-STCHB.

= Nhip thoi gian cho thué tai san (bt buéc nhdp theo dinh dang
dd/mm/yyyy). Vi du: Hop dong cho thué tai san tir ngay 01/02/2013
dén ngay 31/05/2014 = nhap vao Phan mém 2 gia tri: 01/02/2013 va
31/05/2014.

» Tén co quan, don vi, té chire thué: Lua chon tai san trong danh
sach (danh sach nay don vi ké khai trudc trong chic nang Danh
Muc).

» Don gid cho thué/thang (don vi: VND): Nhap don gia cho thué.
Vi du: don vi A cho thué may photocopy theo don gia 5.000.000
VND/ thang = nhap vao Phan mém: 5000000.

= Thu tir cho thué (don vi: VNP): Nhap tong s tién s& thu duoc
tor viéc cho thué tai san. Vi du: Pon vi A cho thué may photocopy
trong 3 thang v6i tong sb tién thu dwoc 1a 15.000.000 VND > nhép
vao Phin mém: 15000000.

» Tién ngp ngdn sach: Nhap so tien phai ndp ngan sach nha nudec.

= Tién giir lai don vi: Phan mém tu dong hién thi khi nguoi dung
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nhap day du thong tin vao thu tir cho thué va tién ndp ngan sach.

= S6 chirng tir/ héa don: Nhip sb chung tir, hoa don lién quan
dén viéc cho thué tai san (bit budc).

» Ngay chirng tit/ hoa don. Nhap ngay (co dinh dang dd/mm/yyyy)
ghi trén chimg tir, hda don lién quan dén viéc cho thué tai san (bat budc).

= Dién giai: Nhap ghi chii cAn thiét lién quan dén viéc cho thué tai
san (néu can).

Buwdc 5. Chon Lwu - Déng.

2. Stra bién ddng cho thué tai san

- Truy cap vao chirc nang Nghi€p vu tai san > Cho thué tai san
trén thanh menu.

- Trén danh sach bién dong cho thué tai san: dé sira bién dong
cho thué tai san nao, ngudi sir dung click chon chudt vao biéu tuong
Stral> trén cung hang véi tén tai san = Chinh sta cac thong tin =
Chon Luu - Doéng.

3. Xéa bién dong cho thué tai sin

- Truy cap vao chic ning Nghi€p vu tai san > Cho thué tai san
trén thanh menu.

- Trén danh sach bién dong cho thué tai san: dé x6a bién dong
cho thué tai san nao, nguoi st dung bam chon chudt vao biéu tuong
X6a# trén cung hang voi tén tai san. Phin mém s& dua ra canh béo
lién quan dén viéc x6a thdng tin > Chon Tiép tuc dé chic chin x6a
bién dong cho thué tai san = Péng.
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X1. CHUC NANG “KIEM KE TAI SAN”

Chtrc nang Kiém ké tai san trg gitp don vi tao lap va in céc bién

ban kiém ké TSCD thudc pham vi quan ly; Phat hién céc tai san thira/
thiéu, cap nhat thong tin v€ hién trang TSCD ctia don vi dé dua ra cac
bién phéap xur ly phu hop.

D¢ xem va in cac bién ban kiém ké tai san trong Phan mém, nguoi

su dung truy cap vao muc Bdo cdo > Bdo cdo theo che dj ke todn
trén menu Phan mém.

1. Lap bién ban kiém ké tai san
Cac budc thue hién:

Buwéc 1. Truy cdp vao chirc ning Nghiép vu tai san > Kiém ké

tai san trén thanh menu.
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Theo d&i kiém ké tai san | Kiém ké tai s3n

Don vi sir dung |TD?3{J1U-D1DDB ||Tru'b'ng MaAm Non Hoa Mi |

Nh&m tai san [ I |

MZTén tai san [ I[ |

Ngay I3p - tir/dén [ |[31r1212014
S bign ban L
Tiim kigm
DANH SACH BIEN BAN + Them mdi
STT sO BIEN BAN NGAY LAP BON VI SU DUNG B0 PHAN KIEM KE QUAN TRI
1 0001 24/09/2014 Truérng MAm Non Hoa Mi Toan bé = E. 3

Budc 2. Bam Thém méi |GGl Cira s hién thi nhu sau day:

Theo ddi kiém ké tai s3n | Kiém ké tai san

Théng tin kiém ké

Bon vi siF dung® |TDT3{J1OD1DDS HTrufwng Mam Non Hoa Mi |
56 bién ban* 0002

Nagay kidm ké*

Bd phan kiém ké | Chon bd phan si¥ dung v

Héi dong kiém ké

THANH VIEN HOI DONG

= Them mdi

STT HO TEN CHIrc vu DAl DIEN VI TRI QUAN TRI

=+ Them mdi

STT MA TAI SAN TENTAISAN | NGUYEN GIA | 614 TRICON TiNH TRANG QUAN TRI

| 1 |TDTSD1%1003-4D1U1-1 May vi tinh G.001.000 6.0{)1.CIDD| Bang sirdung v | |§ |




Buwée 3. Nhap cac thong tin trén bién ban kiém ké tai san:
» S4 bién bin: Phin mém s& léy sb tu dong theo thur tu tao bién
ban cua don vi.
= Ngay kiém ké: Nhap ngay thuc hién kiém ké tai san (bdt budc
nhdp va co dinh dang dd/mm/yyyy). Vi du: 31/03/2013.
= Bj phdn kiém ké: Truong hop muén kiém ké tai san theo
phong ban, bd phan str dung. Ngudi sit dung nhan chon bo phan sir

dung trong danh muc x6 xudng.

Buwéc 4. Nhap thong tin vé Hoi dong kiém ké

Héi dong kiém ké

Thanh vién hot dong + Thém mai

Stt Ho tén Chirc vu Dai dién Vi tri Quan tri

= Thém mdi

. Ctra 6 hién thi nhu sau day:

Thém thanh vién hdi dong

NhiFng trirdrng c6 dau * 1a trirdeng bat bubc phai nhap.

- Bim Thém méi

Ho vatén* |Nguy§n£)1]rcrv1inh |
Chircwu * |TrLFt'?ng phéng |
Dai dign |Phang Gia - Céng san |
Vi tri | Uy vién E“

[« Capnhat ][o Hiiy b ]

= Hp va tén: Nhap thanh vién hoi dong kiém ké tai san.
= Chirc vu: Nhap cho can bd thudc hoi dong kiém ké tai san.
» Pai dién: Nhap té€n don vi ma cén bd lam dai dién.

= Vi tri: Lya chon cho can by trong hoi déng kiém ké (Chu tich
hoi dong, Uy vién...).

» Cap nhét: BAm dé luu. Cac thanh vién hoi déng vira nhp sé
dugc hién thi trong danh sach.

» Thém méi: Bim dé nhap cac thanh vién hoi dong khac.
Pé stra lai thong tin cho thanh vién hoi dong trong danh sach,

nguoi st dung click vao biéu tuong Siral® trén cung hang véi tén
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thanh vién.
Pé x6a thanh vién hoi dong trong danh sach, ngudi sir dung Click
vao biéu tuong X6a P trén cing hang véi tén thanh vién.
Buoc 5. Cap nhat thong tin tinh trang kiém ké cac TSCD cuia don vi.

Tai muc Chi tiét tai san kiém ké: Phin mém sé& hién thi danh
sach toan bo cac TSCD trong co sé dir liéu cua don vi tinh dén Ngay
kiém ke.

Chi tiét tai san kiém ké

Danh sach tai san =+ Them mai
Stt M tai san Tén tai san Nguyén gia  (Gia tricon lai Tinhtrang  |Quan tri
1 | T09003-101-38452 Tru s& Ban Dan téc 5.555.555.555( 5.5655.555.555 @
2 | TO9003-203-38454 Mha khach 444 444 444 409599999 |§
3 | TO9003-301010201-38455| Xe 1 900.000.0000 729.000.000 |§
4 | T0O9003-301010201-38456| Xe 2 900.000.0000 729.000.000 |§
5 | TO9003-40101-38457 May tinh xach tay 01 8.000.000 5.120.000 |§

» Click dup chudt vao biéu tuong Stra & trén cling hang voi Tén
tai san muén cap nhat théng tin.

MhiFng trieérng c6 dau * 14 triedeng bt budc phai nhap.
WA tai san *
Tén tai san *
Nguyéngid  [5.555555.555 |(VND)
Gidtriconlai [5.5565655665  |(VND)

Tinh trang |Chont‘|nhtrang E“
D& nghixi¥Ij | Chon hinh thirc xi¥ Ij =]
Ghi chi

[« Cap nhat ][BHDybd ]

> Nhap chi tiét tinh trang clia tai san sau khi kiém ké, gdm:

= S6 lwong: Nhap gia tri {0} trong trudng hop kiém ké thiéu tai
san. Pé nguyén gia tri {1} khi khong bi thiéu tai san.

= Nguyén gia: Man hinh hién thi nguyén gia cta tai san tinh dén
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thoi diém thyc hién kiém ké. Truong hop Nguyén gia cta tai san hién
thi trén man hinh khac so véi gia trj thuc té sau khi kiém ké thi phai
diéu chinh lai.

= Gid tri con lai: Phin mém hién thi gia tri con lai cla tai san
tinh dén thoi diém thyc hién kiém ké. Truong hop gia tri con lai do
Phan mém ty tinh khic so v6i gia tri thyc té sau khi kiém ké thi phai
diéu chinh lai.

» Tinh trang: Chon tinh trang sir dung cua tai san theo danh sach
(Pang st dung, Chua st dung, Pa thanh 1y, Cho xu ly...).

= Dé nghi xir Iy: Chon hinh thtrc dé& nghi xir 1y tai san theo danh
séch;

= Ghi ch(: Nhap ghi cha khac cho tai san (néu can).
> Bam Cap nhat dé luu.
Buwéc 6. Nhap cac thong tin tai san kiém ké thira néu co.

Tai muc Chi tiét tai san phat hién thira nhin nat thém méi

=+ Them moi

Chi tiét tai san phat hién thira

DANH SACH TAI SAN

STT NHOM TAI SAN TEN TAI SAN LIFONG NGUYEN GIA

G""TLRA!ICON TINH TRANG | QUAN TRI

Ky nhén

Nguri 1ap biéu

Bai dién bd phan sl dung

Ké toan

| |
| |
Hanh chinh - Quan tri | |
| |
Truéng ban kiém ké | |

= Nhip cac thong tin chi tiét vé tai san phat hién thira khi kiém ké

tai don vi:
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Nhirng treéPng co dau * 1a trirdng bat budc phai nhap.

Tén tai san * || |

Nhom tai san * | Chon nhém tai san v
MNauyén gia I:INNB]
Gaticoniai [ JvNe)

Tinh trang | Chon tinh trang A

Ghi chu

| v caonnat || @ Haybo

A

— Tén tai san: Nhap tén tai san kiém ké phat hién thura tai don vi.

—Nhom tai sdn: Chon nhom tai san trong danh muc x6 xuong cua

Phin mém.

S0 lwgng: Nhap sd luong tai san phat hién thira khi tién hanh
Kiém ke.

Nguyén gid: Nhap nguyén gia tai san phat hién thira, truong
hop khong biét nguyén gia tai san nhap gia tri bang {0}.

Gid tri con lgi: Nhap GTCL tai san phat hién thura, truong hop
khong biét GTCL tai san nhép gia tri bang {0}.

Tinh trang: Chon tinh trang sir dung cua tai san theo danh sach
(Pang str dung, Chua str dung, Pa thanh 1y, Cho xu 1y...).

Ghi ch: Nhap ghi chu khac cho tai san (néu céan).

= Béam Cép nhat dé luu thong tin.

= Ké khai cac thong tin ky x4c nhan bién ban kiém ké.
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1.Nguoi 1ap biéu: Nhap tén ngudi 1ap biéu.

2.Dai dién bo phan str dung: Nhap tén can b dai dién bo phan
str dung (Néu c6)

3.Hanh chinh- Quan tri: Nhap tén can b dai dién phong hanh



chinh — Quan tri (Néu co).
4.Ké toan: Nhap tén ké toan.
5. Trudng ban kiém ké: Nhap tén can bo 1am truong ban kiém
ké.
Buwéc 7. Bam Luwu dé luu lai thong tin > Péng.
oo do b 8 o

Born vi s dung |T09003 ||Elan Déan tdc |

NRGm tal san | I |

WMET&n tai san | I |

Ngay lap - tirldén | |[31/12/2013

= ThEm mdi
Stt S8 bién ban Noay lap Bon vi s dung Quan tri
|1 | ooo1 1221032013 | Ban Dén tac g @l

Trén danh sach bién ban ki€ém ké tai san cua don vi, dé chon in
bién ban kiém ké tai san nao, nguoi st dung click chon chudt vao biéu
tuong may in &

BIEN BAN KIEM KE TAI SAN CO BINH

- Thoi diém kiém ké- _gi  ngay 25 thang 02 nam 2014

- Hai déng kiém k& gm:

@ng(bé}: Nguyén Thi Hoa Chirc vy ké toan Bai dién:  Phdng ké toan Uy vién
Ongiba): Mguyén Thi Huong Churc vu:  Nhan vién Bai dién:  Phdng quan hy Uy vién
Ongba)  MNguyén Quic Anh Chirc vy~ Pho phing Bai dién” Phang hanh chinh Chi tich hai ddng
- DA kiém k& nhifng TSCO, két qua nhu sau:
Nam Theo sé sach Thue té kiém ké Chénh 1&nh
STT Ma tai san Tén tai san ; T n
el so 2 s PP " Se " ea z
duyng legng| Mguyén gia | Gidticonlai | lwgngl MNguyéngia | Gia tri con lai Thira Thiéu
1| TO1001003004-1 | Trua sérlam vige Déi quantyrthi | 1983 1 6.000.000.000 6.000.000.000 1 6.000.000.000 |  6.000.000.000
01-6509% trrimg
2| TO1001005004-1 | it tru sé 2013 1 600.000.000 600.000.000 1 600.000.000 600.000.000
01-69103
3| T01001005004-2 | Nha lam vige STC 2014 1 7.000.000.000 7.000.000.000 1 7.000.000.000 | 7.000.000.000
0269143
4| T01001005004-2 | Nha lam vige 1980 1 300.000.000 12.000.000 1 300.000.000 12.000.000
03-69100

e Ghi ch(: Khi in bién ban kiém ké tai muc chénh léch .Néu
tai san dé la tai san phat hién thiéu trong qud trinh kiém ké
thi thé hién chi sé {-1). Néu tai san dé la tai san phdt hién
thira trong qud trinh kiém ké thi thé hién chi sé {1).
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2. Sira bién bén kiém ke tai san

- Truy cép vao chirc ning Nghiép vu tai sin > Kiém ké tai san
trén thanh menu.

- Trén danh sach bién ban kiém ké tai san: dé sira théng tin bién
ban kiém ké nao, ngudi sir dung click chon chudt vao biéu twong Sira#
—> Chinh stra cac thong tin cho bién ban kiém ké - Chon Lwu - Pong.

3. Xé6a bién ban kiém ké tai sin

- Truy cép vao chirc ning Nghiép vu tai sin > Kiém ké tai san
trén thanh menu.

- Trén danh sach bién ban kiém ké tai san: dé xo6a bién ban kiém
ké tai san nao, nguoi st dung bam chon chudt vao biéu tuong Xoa#
Phian mém s& dua ra canh bao lién quan dén viéc x6a théng tin. >
Chon Tiép tuc dé chic chan x6a bién ban kiém ké tai san > Poéng.

X11. CHUC NANG “PE NGHI XU LY”

Chtrc nang Dé nghi xur 1y tai san duoc st dung dé tao 1ap va in
danh sach cac tai san thuéc pham vi quan 1y ctia don vi dé nghi xir 1y

Pé xem va in danh sach tai san dé nghi xtr 1y trong Phan mém,
nguoi st dung truy cdp vao myc Bao cao > Bao cao ké khai dang ky
trén menu Phan mém.

1. Tao méi danh séch tai san dé nghi xir ly

Cac budc thue hién:

Buée 1. Truy cap vao chirc ning Nghiép vu tai san > D& nghi
Xt ly trén thanh menu.

Buwéce 2. Bam Thém méi [GRUEREN. Cura s6 hién thi nhu sau day:

[@Lm |[o Beng |

Théng tin k& hoach

Bon vi sk oung* 005015 [Ban quan Iy du an cai tao tru & Chinh ph) |
56 phidu* 0001
MNgay g& ngni 11/03/2014 Mgay xir 1§ 11/03/2014

M&i dung | ‘
2

Chi tiét tai san

Stt WM& tai san Tén tai san Phwong an xir Iy Quan tri

@ || o Bing
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= Ngay dé nghi: Nhap ngdy (cé dinh dang dd/mm/yyyy) don vi
dé nghi xtr 1y.

= Ngay xw ly: Nhap ngay (co dinh dang dd/mm/yyyy) xtt 1y thuc
té cua don vi.
= Nji dung: Nhap noi dung d& nghi xir 1y tai san.
Buwée 3. Luya chon tai san can dé nghi xu ly.

Chi tiét tai san

Danh sach taisan * Them ma
Stt M taisan &n tai san Phirong an Xie Iy Quan tri
» Bim Thém moilBiel@l Cira s6 hién thi nhu sau day:

Thém, stra tai san

MhikFng triréeng o6 dau * Ia trirdeng bat budc phai nhap.

Mitaisan* | | Tim kiém

Tén tai san* ||

Phuong thikc
HLF 1Y

[« Cap nhit ][aHnybé ]

» Ma tai san: Bam Tim kiém dé tim chinh xac tai san can dé
nghi xur 1y.
‘ GB ma hoac tén tai san dé tim kiém ‘

Tim kiém

Stt M4 tai sdn Tén tai san "h:g:lm' Bn vi sp dung

Yo 4 dén Van phang Ban bao ve

1 |T09001001-301010101-37436 | Xe Audi P cham sdc s khoe
5cho P
can ba tinh
Xe 9 dén Van phong Ban bao vé
2 | T09001001-301010101-37437 | Xe Audi 12 chi cham sdc suc khoe

can bd tinh
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> Phin mém s& hién thi danh sich cac tai san hién cé trong
CSDL cua don vi = Click dap chudt vao ma tai san trong danh sach
dé chon vao danh sach tai san dé nghj xur 1y. Khi d6 ma cua tai san
dugc chon trong danh sach hién thi s& tu dong duogc dién vao truong
thong tin Ma tai san.

Chi tiét tai san

Danh sach tar san + Them mii

Stt M3 tai san Tén tai san Phirong an xir Iy Quan tri

1 T09001001-301010101-37436| Xe Audi Thanh Iy @
» Tén tai san s¢ ty dong hién thi sau khi chon Ma tai san.
» Nhap Phwong dn xw ly vao 0 trong.
» Bam Cap nhét d¢ luu - Dong.

» Bam Thém méi d¢ chon ti€p céac tai san khac can chon vao
danh sach tai san dé nghi xur 1y.

» DE chon mi tai san khac hodc sta lai phuong an xur 1y cho tai
san dd chon trong danh sach, ngudi st dung click vao biéu tuong
Siral# trén cung hang v4i M4 tai san trén danh sach & Bam Cép nhat
- Lwu - Dong.

> Dé xoba tai san da chon trong danh sach dé nghi xu 1y, ngudi
stt dung click vao biéu tuong X6a® trén cung hang véi Ma tai san
trén danh sach - Tiép tuc > Pong > Luwu - Déng.

Buwéc 4. Bam Luru dé luu lai thong tin > Péng.
2. Sira danh sach tai san dé nghi xir ly

- Truy cap vao chirc ning Nghiép vu tai san > D& nghi xir ly
trén thanh menu.

- Trén danh sach ké hoach: dé stra thong tin phiéu dé nghi xu 1y
tai san, nguodi st dung bam chon chudt vao biéu tuwgng Sira .

- Sau d6 lam theo cac budc tuong tu nhu muc Tao maoi danh
sdach tai san dé nghi xu ly.

3. Xoba danh sé&ch tai san dé nghi xir ly

- Truy cap vao chirc ning Nghiép vu tai san > D& nghi xir ly
trén thanh menu.
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- Trén danh sach ké hoach: dé x6a phiéu dé& nghi xtr 1y tai san,
ngudi sir dung click chon chudt vao biéu twong X6a# > chon Tiép
tuc = Dong.

XI11. CHUC NANG “GIAM TAI SAN”

Churc nang Giam tai san phuc vu cho don vi ké khai c4c thong tin
bién dong gidm toan bg tai san, bao gom:

biéu chuyén

Thanh ly

Ban, Chuyén nhuong

Tiéu huy
Thu hoi
Giam khac

1. Piéu chuyén
= Nhip méi bién dong diéu chuyén tai san

Buwoce 1. Truy cap vao chirc nang Nghi€p vu tai san > Giam tai
san > Piéu chuyén trén thanh menu.

Buée 2. Bim Thém méi BSEESEEN Cira s6 hién thi nhu sau day:

-

68 mahosctén tai san gé im e | | P
Tim kiém ‘

Sit M tai san Tén tai san Nhom tai san Pon vi str dung

1 | 018001002-40901-37261 | Maytinh01 | Méyvitinh Trung tam B0i durong Nghiep
VU Thug
Trung tim Bdi dwdng Nghiép

2 | 018001002-103-37268 bat2 Bat phucvu hoat dong y te w Thué

i

Phan mém hién thi danh sach toan by cac tai sdn da nhdp vao
trudc do cua don vi.

109



Truong hop tai san cua don vi co $6 luong 16n s€ dugc chia theo
ting phan trang trén danh sach (10 tai san/ 1 trang). Click vao sd trang
hién thi dudi cung danh sach dé xem thong tin tai san trén trang dé

B (2)(c)(«)(s) ()07

o Luu y: su dung chic nang tim kiém cua Phan mém dé tim
chinh xdc tai san muon khai bao bién dong diéu chuyén.

Nguoi sir dung chi can nhdp 1 hodc 1 vai chiv sé ¢é trong Ma tdi
san hodc trong Tén tai san > BAm Tim kiém, Phan mém sé két xudat
danh sdch két quad tai san théa man (Nén nhdp tir 1-5 chit sé cudi
trong Ma tdi san dé tim kiém chinh xdc)

Vi du: T09001001-301010101-37435 la ma xe 6 t6 1 ciia Van phong
Ban bao v€ cham séc stic khée can b tinh --> Truong hop khong nhd
chinh xac nguoi st dung co thé nhdp ma l1a “35” hoac “435”, ...

Buoc 3. Click dap chudt vao ma tai san ctiia mot tai san hoac tich
vao nut chon bén phai danh sach hién thi tai san mudn khai bao bién
dong diéu chuyén. Tiép d6 thong tin cua tai san duoc chon sé& hién thi
trong giao dién cho phép cap nhat cac thong tin thyc hién diéu chuyén.

Theo dii didu chuyén tii san || Biéu chuyén tai san

[ & Luu l ¢ Bdng
Théng tin tai san
Bion vi s dung |Tru‘b'ng THCS Birc Thuong |
M3 tai san
Tén tal san |rv1é'5rt|'nh xach tay |
Nhém tai san [y vi tink |
Théng tin didu chuyén
56 quyét dinh D Nay quyét dinh |:|
mi;!tgﬁféi& Ij cia cap co [ Chon hinh thirc oim v
Naay digu chuyén®
L do didu chuyén® [ cnon 1f do aidu chuyén v
Bon vinhan didu chuyén® | || |
56 chirng tirhda don l:l MNgay chirng tir/hda don l:l
Dién giai

y

Thu tir didu chuyén b e Bl d4p chi phi )
N&p ngan séch b Jone Khac b Jone
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Buwée 4. Nhap cac thong tin chi tiét lién quan dén viéc diéu
chuyén tai san:

= S0 quyét dinh: Nhap s6 quyét dinh lién quan dén viéc diéu
chuyén tai san.

= Ngay quyet dinh: Nhap ngay (c6 dinh dang dd/mm/yyyy) quyét
dinh diéu chuyén tai san. Vi du: 13/02/2014.

n Hmh thirc xw ly ciia cdp cé tham quyén: Lya chon trong danh
muc ¢6 san cia Phan mém.

= Ngay diéu chuyén: Nhap ngay (cé dinh dang dd/mmlyyyy) diéu
chuyén tai san. Vi dy: 13/02/2014.

= Ly do diéu chuyén: Chon 1y do diéu chuyén tuong tmg “Piéu
chuyén” hodc “Diéu chuyén ngoai hé¢ thong”.

= Luya chon Pon vi nhin diéu chuyén (bat buoc dbi vai ly do diéu
chuyén) nhu sau: nhap 1 hodc 1 vai chir s6 co trong ma hodc tén don vi
nhan diéu chuyén tai san, Phan mém s& hién thi danh sach cac don vi >
Bam chon vao tén don vi nhin diéu chuyén tai san trong danh sach.

Bornvi nhan didu chuy&n* |D-‘I 8001 | th

| 018001 - Téng cuc Thué
DiE -
1en gial 012011 - Cuc Tin hocva Théng ké Tai chinh

018013 - Bai dién Co quan B Tai chinh tai Thanh phd H& Chi Minh
018015 - Thi¥i bao Tai chinh Vigt Nam

= S6 chitng tirlhéa don: Nhap s6 chimg tir, hoa don lién quan
dén viéc diéu chuyén tai san.

» Ngay ching tiwlhéa don: Nhip ngay (cé dinh dang:
dd/mm/yyyy) ghi trén ching tir, héa don li€én quan dén viéc dicu
chuyén tai san.

= Dién gidi: Nhap ghi cha can thiét lién quan dén viéc diéu chuyén
TSCD (néu can).

= Nhép céc gia tri: Thu tiv diéu chuyén; Ngp ngdn sach; BU dip
chi phi; Khac (don vi tinh: VND).

o Luwu ¥ chi nhdp cdc gid tri la SO vio 6 trong, khéng nhdp kém
cdc dau cham (), dau phdy (,)... Phan mém sé tw dong phdn cach gia
tri hang nghin, triéu, ty...

Buwéc 5. Bim Luu dé luu lai thong tin.

Buwéc 6. Bim Péng dé két thuc.
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= Sira bién dong diéu chuyén tai san

- Truy cap vao chic ning Nghi€p vu tai san > Giam tai san >
Diéu chuyeén trén thanh menu.

- Trén danh sach bién dong diéu chuyén tai san: dé sira thong tin
di€u chuyén cua tai sdn nao, nguoi st dung bam chon chudt vao bi¢u
tugng Stra® - Chinh stra cac thong tin & Chon Luu = Déng.

= X0a bién dong diéu chuyén tai sin

- Truy cép vao chuc ndng Nghi€p vu tai san > Gidm tai san >
Diéu chuyén trén thanh menu.

- Trén danh sach bién dong diéu chuyén tai san: dé x6a thong tin
di€u chuyén cua tai san nao, nguoi st dung bam chon chudt vao biéu
tugng X6a® Phan mém s& dua ra canh bao lién quan dén viéc xoa
théng tin = Chon Tiep tuc dé chac chan x6a bién dong diéu chuyén
tai san - Dong.

2. Ban, chuyén nhwong

= Nhap méi bién dong ban, chuyén nhwong tai san

Buwdoce 1. Truy cap vao chiuc nang Nghi€p vu tai san > Giam tai
san > Ban, chuyén nhwong trén thanh menu.

Buée 2. Click Thém méi BBEREN Cira s6 hién thi nhu sau day:

A
|c8 ma noactén tai san aé tim kiém | |
Tim kiém
Stt & tai san Tén tai san Hhom tai san Dorn vi sir dung
1 | 018001002-40101-37281 Maytinh 01 | Mayvitinh Trung tm Bor duting Nahiep
vu Thue
2 | 018001002-103-37268 DAt2 DAt phuc vu hoat dang v t& Iurﬁ‘hgutgm Boi duGng Nghigp | | _

Phan mém hién thi danh sach toan bd cac tai san da nhap vao
trudc do cua don vi

Truong hop tai san ctua don vi cd sb lugng 16n s& dugc chia theo
tung phan trang trén danh sach (10 tai san/ 1 trang). Click vao so trang
hién thi dudi cing danh sich dé xem thong tin tai san trén trang do

B (2)(c)(«)(s) ()07
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o Luwu y: Su dung chirc nang tim kiem cua Phan mém dé tim
chinh xdc tai san muon khai bao bién dong ban/ chuyén nhwong.

Nguroi sir dung chi can nhdp 1 hodc 1 vai chir sé ¢é trong Ma tdi
san hodc trong Tén tai san > Bam Tim kiém, Phan mém sé két xuat
danh sdch két quad tai san théa méan (Nén nhdp tir 1-5 chit s6 cudi
trong Ma tai san dé tim kiém chinh xdc).

Vidu: T09001001-301010101-37435 la md xe o to 1 cua Van phong
Ban bao vé cham soc suc khoe can bo tinh --> Truong hop khong nhé
chinh xdc nguwoi sir dung cé thé nhdp ma la “35” hodc “435”, ...

Buoc 3. Click dup chudt vao ma tai san ctia mot tai san hoac tich
vao nut chon bén phai danh sach hién thi tai san mudn khai bao bién
dong ban/ chuyén nhuong. Tiép d6 thong tin cua tai san duoc chon s&
hién thi trong giao dién cho phép cap nhat cac thong tin thuc hién ban/
chuyén nhuong.

Theo déi ban, chuyén nhuong Ban, chuyén nhwrong tai san

|. & Luu || & Bdng |

Théng tin tai san

Bion vi sir dung |\'én phdng S& Cdng Thurong |
M tai san

Tén tai san |mé'-,r fax |
Nhém tai san |r~1é'-,r Fax |

Théng tin ban, chuyén nhwrong

Hinh thire xir If cia capcd
tham quyén

Ngay ban, chuyén nhugng®  |14/02/2014

| Chgn hinh thirc giam v |

Sé chirng tirhéa don I:l MNgay chirng tirhda don I:l
Dién gidi ‘
2
Thu tir bén, chuyén nhuwrong l:lu_\"NB} Bil d4p chi phi l:l VNEY)

Bude 4. Nhip cac thong tin chi tiét lién quan dén viéc ban/ chuyén
nhuong tai san:
= S0 quyét dinh: Nhap s6 quyét dinh lién quan dén viéc ban/
chuyén nhugng tai san.
= Ngay quyét dinh: Nhap ngay (c6 dinh dang dd/mm/yyyy) quyét
dinh ban/ chuyén nhuong tai san. Vi du: 14/02/2014.
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= Hinh thivc xit ly ciia cdp cé tham quyén: Lua chon hinh thirc
trong danh muc c6 san ciia Phan mém.

= Ngay bdn/chuyén nhwong: Nhap ngdy (cé dinh dang
dd/mm/yyyy) ban, chuyén nhuong tai san. Vi du: 14/02/2014.

= S6 chitng tilhéa don: Nhap sb chimg tir, hoa don lién quan
dén viéc ban/chuyén nhuong tai san.

* Ngay chirng tirlhéa don: Nhap ngay (cO dinh dang
dd/mm/yyyy) ghi trén chiung tir, hoa don lién quan dén viéc
ban/chuyén nhuong tai san.

= Dién gigi: Nhap ghi cha can thiét lién quan dén viéc ban/ chuyén
nhuong TSCP (néu can).

= Nhip cdc gid tri: Thu tiv ban, chuyén nhwong; Nép ngin
sach; Bu dip chi phi; Khac (don vi tinh: VND).

o Luwu ¥ chi nhdp cdc gid tri la SO vio 6 trong, khéng nhdp kém
cdac dau cham (), dau phdy (,)... Phdn mém sé tw déng phan cdch gid
tri hang nghin, triéu, ty...

Buwéc 5. Bam Luu dé luu lai thong tin.

Buwéc 6. Bam Péng dé két thuc.

= Sira bién dong ban, chuyén nhwong tii sin

- Truy cép vao chic nang Nghi€p vu tai san > Giam tai san >
Ban, chuyén nhwong trén thanh menu.

- Trén danh sach bién dong ban, chuyén nhuong tai san: dé sta
thong tin ban/chuyén nhuong cia tai san nao, nguoi sit dung Click
chudt vao biéu tuong Stra’® - Chinh sira cac thong tin & Chon Luu
- Dong.

= X6a bién dong ban, chuyén nhwong tai san

- Truy c@p vao chuc ning Nghi€p vu tai san > Gidm tai san >
B4n, chuyén nhwong trén thanh menu.

- Trén danh sach bién dong ban, chuyén nhuong tai san: dé xoa
thong tin ban/ chuyén nhuong cua tai san nio, ngudi s dung click
chudt vao biéu tuong X6a® > Chon Tiép tuc = Péng.
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3. Thanh ly
= Nhip méi bién dong thanh Iy tai san:
Cac buére thue hién:

Buwdoce 1. Truy cap vao chuc nang Nghi€p vu tai san > Giam tai
san > Thanh ly trén thanh menu.

Buéc 2. Bam Thém méi BSEEEN Cira so hién thi nhu sau day:

-

(|68 ma nosc tén tai san aé tim kiém | |

Tim kiém

Stt Ma tai san Tén tai san Nhom tai san Born vi str dung

1 | 012001002-40101-37281 Maytinh 01 | Mayvitinh Trung tam Boi dutng Nghigp
wu Thue

2 | 018001002-103-37268 P42 DAt phuc vy hoat dong y 1 [T S 2 G Ry M e

vu Thué =

Phan mém hién thi danh sach toan bd cac tai san da nhap vao
trudc do cua don vi

Trudng hop tai san caa don vi ¢6 sd lugng 16n s& dugce chia theo
ting phan trang trén danh sach (10 tai san/ 1 trang). Click vao sd trang
hién thi dudi cing danh sich dé xem thong tin tai san trén trang do6

B (2)(c)(«)(s) ()07

o Luu y: sir dung chirc ning tim kiém ciia Phan mém dé tim
chinh xdc tai san mudn khai bdo bién dong thanh 1y:

Nguoi sir dung chi can nhap 1 hodc 1 vai chit s6 co trong Ma tai
san hoac trong Tén tai san > Bam Tim kiém, Phan mém s& két xuit
danh sach két qua tai san thoa man (Nén nhép tir 1-5 chit s6 cudi trong
M3 tai san dé tim kiém chinh xac)

Vidu: T09001001-301010101-37435 la md xe o to 1 cua Van phong
Ban bao vé cham soc siec khoe can bo tinh --> Truong hop khong nho
chinh xdc nguwoi sir dung cé thé nhdp ma la “35” hodc “435”, ...

Buée 3. Click dap chudt vao ma tai san mudn khai bao bién
dong thanh 1y.
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Theo d&i tai san thanh Iy Thanh Iy tai san

Théng tin tai san

Bornvi sirdung |\-'én phong S& Céng Thuong |
M tai san

Tén tai san |mé'5rfax |
Nhém tai san |ru1ér5r Fax |

Thong tin thanh Iy

Hinh thirc x(F If cla cap cé

tham quygn | Chaon hinh thirc giam v |
Ngay thanh Iy 1402/2014
S6 chirng tirhda don l:l Ngay chirng tirhda don l:l
Dién gidi

P
Thutir thanh I D (VND) BU dp chi phi D (VND)
N&p ngan séch |:| (VND) Khac |:| (VND)

Budéc 4. Nhap cac thong tin chi tiét lién quan dén viéc thanh 1y tai san:

- 86 quyét dinh: Nhap s quyét dinh lién quan dén viéc thanh ly
tai san.

- Ngay quyét dinh: Nhap ngay (cé dinh dang dd/mm/yyyy) thanh
ly tai san. VD: 14/02/2014.

- Hinh thirc xi¢ ly ciia cdp c6 tham quyén: Lya chon trong danh
muc ¢6 san ciia Phan mém.

- Ngay thanh ly: Nhap ngay (cé dinh dang dd/mm/yyyy) thanh ly
tai san (bat budc). VD: 14/02/2014.

- 86 chirng tirlhéa don: Nhap sb ching tir, hoa don lién quan
dén viéc thanh 1y tai san

- Ngay chirng tirlhéa don: Nhap ngay (co dinh dang: dd/mm/yyyy)
ghi trén chimng tir, hoa don lién quan dén viéc thanh 1y tai san.

- Dién gidi: Nhap ghi chi can thiét lién quan dén viéc thanh ly
TSCPD (néu can).

- Nhép cac gia tri: Thu tiv thanh Iy, Nép ngén sach, Bu ddip chi
phi, Khac (don vi tinh: VND).
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o Luu y: chi nhdp cdc gid tri la SO vao é trong, khéng nhdp kém
cdc ddu cham (), dau phdy (,)... Phan mém sé tw déng phan céch gia
tri hang nghin, triéu, ty...

Buwéc 5. Bim Luwu dé luu lai thong tin.
Buéc 6. BAm Péng dé két thac.
= Sira bién dong thanh 1y tai san:

- Truy cédp vao chic nang Nghi€p vu tai san > Giam tai san >
Thanh ly trén thanh menu.

- Trén danh sach bién dong thanh 1y tai san: dé stra thong tin
thanh 1y cta tai san ndo, nguoi sit dung click chudt vao biéu tuong
Stral® = Chinh stra c4c thong tin & Chon Luu = Doéng.

= X6a bién dong thanh ly tai san:

- Truy cap vao chic nang Nghi€p vu tai san > Giam tai san >
Thanh ly trén thanh menu.

- Trén danh sach bién dong thanh 1y tai san: dé xéa thong tin
thanh 1y cta tai san ndo, ngudi sit dung click chudt vao biéu tuong
X6a# > Chon Tiép tuc > Péng.

5. Tiéu hay

= Nhip méi bién dong tiéu hiy tai san:

Buoc 1. Truy cap vao chuc ning Nghi€p vu tai san > Giam tai
san > Tiéu huy trén thanh menu.

Buwéc 2. Bam Thém méi [EIELaN. Cira s6 hién thi nhu sau day:

-

|68 m3 noactén tai san aé tim kiém | |

Tim kiém i

Stt Ma tai san Tén tai san Nhom tai san Bon vi sirdung
1 | 018001002-40101-37281 Méytinh 01 | Méyvitinh Trung tdm Boi dwdng Nghicp
v Thue
2 | 018001002-103-37268 Dt 2 Dt phucwu hoat déng y t& Trungtam Boi dutng Nghigp | | _

vu Thué
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Phan mém hién thi danh sach toan b{ cac tai sdn da nhdp vao
trudc do cua don vi

Truong hop tai san cua don vi co sb lugng 16n s€ dugce chia theo
ting phan trang trén danh sach (10 tai san/ 1 trang). Click vao sd trang
hién thi duéi cung danh sach dé xem thong tin tai san trén trang do
(¢

e Luu y: Sir dung chirc ning tim kiém ciia Phan mém dé tim chinh
xdc tai san muén khai bdo bién ddng tiéu hiiy:

Ngueoi sir dung chi can nhdp 1 hodc 1 vai chi sé ¢é trong Ma tdi
san hodc trong Tén tai san 2> bam Tim kiém, Phan mém sé két xudt
danh sdch két qud tai san théa man (Nén nhdp tir 1-5 chit s6 cudi
trong Ma tai san dé tim kiém chinh xdc)

Vidu: T09001001-301010101-37435 la md xe o to 1 cua Van phong
Ban bao vé cham soc suc khoe can bo tinh --> Truong hop khong nho
chinh xdc nguoi sir dung cé thé nhdp ma la “35” hodc “4357, ...

Buwéc 3. Click dip chudt vao ma tai san mudn khai bao bién dong
tiéu huy.

Theo dbi tiéu hiy tai san Tiéu hiy tai san

Théng tin tai san

Bionvi sl dung |\-‘én phéng S& Cdéng Thurong |
M3 i san

Tén tai san |mé'g,rfax |
Nhém tai san |rv1ér5r Fax |

Théng tin tiéu hiy

Hinh thire x¥ If cia cap ¢6

h&m quydn [ chen ninh thire giam v
Ngay tigu hiy*
56 chirng tihda don l:l MNagay chirng tirhoa don l:l
Dién giai
P
Thu tir tigu hay b e Bl dAp chi phi b e

Nép ngan sdch [ e Knac [ e
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Buwéc 4. Nhap cac thong tin chi tiét lién quan dén viéc tiéu hay tai
san:

- 86 quyét dinh: Nhap sb quyét dinh lién quan dén viéc tiéu huy
tai san.

- Ngay quyét dinh: Nhap ngay (cé dinh dang dd/mm/yyyy) quyét
dinh tiéu huy tai san. VD: 14/02/2014.

- Hinh thirc xw ly cua cdp coé tham quyén: Lya chon hinh thuc
xu 1y cua cap c6 thdm quyén trong danh muc ¢6 san cua Phan mém.

- Ngay tiéu huy: Nhap ngay (co dinh dang dd/mm/yyyy) ti€u huy
tai san (bt bude. VD: 14/02/2014.

- 86 chirng tirlhéa don: Nhap sb ching tir, hoa don lién quan
dén viéc ti€u huy tai san.

- Ngay chirng tirlhéa don: Nhap ngay (co dinh dang dd/mm/yyyy)
ghi trén chimng ttr, hda don lién quan dén viéc tiéu huy tai san.

- Dién gidgi: Nhap ghi chu can thiét lién quan dén viéc tiéu huy
TSCP (néu can).

- Nhép céc gia tri: Thu tir tiéu hity, Ngp ngan sdach, Bi ddip chi
phi, Khac (don vi tinh: VND).

o Luu Y: chi nhdp cdc gid tri la SO vao 6 trong, khéng nhdp kem
cdc dau cham (), dau phdy (,)... Phan mém sé tu dong phdn cach gia
tri hang nghin, triéu, ty...

Buwéc 5. Bam Luu dé luu lai thong tin.

Buéc 6. Bam Péng dé két thic.

= Sira bién dong tiéu hiy tai san:

- Truy cép vao chuc ning Nghi€p vu tai san > Gidm tai san >
Tiéu huy trén thanh menu.

- Trén danh sach bién dong tiéu huy tai san: dé sira thong tin tiéu
hiy cua tai san nao, nguoi st dung click chon chudt vao biéu tugng
Stra® - Chinh stra cac thong tin » Chon Luu = Déng.

= X6a bién dong tiéu hiy tai sin
- Truy c@p vao chuc ning Nghi€p vu tai san > Gidm tai san >
Tiéu huy trén thanh menu.
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- Trén danh sach bién dong tiéu hily tai san: dé x6a thong tin tiéu
huy cta tai san ndo, ngudi sir dung click chudt vao biéu twong Xoa
- Chon Tiép tuc > Péng.

5. Bi thu hdi
= Nhip méi bién dong bi thu hoi tai san:
Cac buére thue hién:

Buwdoce 1. Truy cap vao chuc nang Nghi€p vu tai san > Giam tai
san > Bi thu hoi trén thanh menu.

Buwéc 2. Bam Thém méi BBEEEN Cira s6 hién thi nhu sau day:

-

|8 ma hoactén tai san aé tim kiém | |

Tim kigm

Stt M3 tai san Tén tai san Nhom tai san Born vi st dung

1 | 018001002-40101-37281 Maytinh 04 | Mayvitinh Trung tam Boi dung Nghigp
wu Thue

2 | 018001002-103-37268 DAt2 DAt phucvu hoat d6ng v 18 T A B S LETE RETTER

wu Thué =

Phan mém hién thi danh sach toan by cac tai sdn da nhdp vao
trudc do cua don vi

Truong hop tai san cua don vi co sb luong 16n s€ dugc chia theo
ting phan trang trén danh sach (10 tai san/1 trang). Click vao so trang
hién thi dudi cung danh sach dé xem thong tin tai san trén trang do

Bl (2)(2)(«)(s])(e](7]

o Luu y: sir dung chirc ndng tim kiém ciia Phan mém dé tim chinh
xdc tai san muén khai bao bién ddng thu hoi:

Ngueoi sir dung chi can nhdp 1 hodc 1 vai chiv sé ¢é trong Ma tdi
san hodc trong Tén tai san 2> bam Tim kiém, Phan mém sé két xudt
danh sach ket qua tai san thoa man (Nén nhdp tw 1-5 chit so cuoi
trong Ma tai san dé tim kiem chinh xac)

Vidu: T09001001-301010101-37435 la md xe o to 1 cua Van phong
Ban bao vé cham soc suc khoe can bo tinh --> Truong hop khong nho
chinh xac nguoi sw dung co thé nhdp ma la “35” hoac “435”, ...
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Buworc 3. Click dup chudt vao ma tai san muon khai bao bién dong
thu hoi.
Theo di tiéu hiy tai san Tiéu hay tai san

: S Luu | | & Bdng |

Théng tin tai san

Blon vi sl dung |\-'én phéng S& Cdng Thurong |
MA tai san

Tén tai san |mé'-,rfax |
MNhém tai san |Mé-,r Fax |

Théng tin tiéu hiy

Hinh thire x0F If cOa cdp cé

tham quyan | Chon hinh thirc giam v |
Mgay tiéu hiy*
Sé chirng tivhéa don |:| Mgay chirng tirthda don |:|
Dién gidi ‘
y
Thu tir tigu hiy O ] Bi1 d4p chi phi O ]

Ndp ngan sach I:lu,\"NBj: Khac |:||,\-'NE);

Buéc 4. Nhap cac thong tin chi tiét lién quan dén viéc thu hoi tai san:

- 86 quyét dinh: Nhap sd quyét dinh lién quan dén viéc thu hoi
tai san.

- Ngay quyét dinh: Nhap ngay (c6 dinh dang dd/mm/yyyy) quyét
dinh thu hdi tai san. VD: 14/02/2014.

- Hinh thirc xw ly cua cdp co thadm quyén: Lya chon hinh thuc
xur 1y ctia cap c6 tham quyén trong danh muc ¢6 san cua Phan mém.

- Ngay thu hoi: Nhap ngay (cé dinh dang dd/mm/yyyy) thu hdi
tai san (bat budc). VD: 14/02/2014.

- 86 chirng tirlhéa don: Nhap sb ching tir, hoa don lién quan
dén viéc thu hoi tai san.

- Ngay chirng tirlhda don: Nhap ngay (co dinh dang dd/mm/yyyy)
ghi trén chimg tir, hoa don lién quan dén viéc thu hoi tai san.

- Dién gigi: Nhap ghi chu can thiét lién quan dén viéc thu hdi
TSCP (néu can).

- Nhép cac gia tri: Thu tir thu héi, Nop ngin sach, Bu dip chi
phi, Khac (don vi tinh: VND).
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o Luu y: chi nhdp cdc gid tri la SO Vao 6 trong, khéng nhdp kéem
cdc ddu cham (), dau phay (,)... Phan mém sé tw dong phdn cdch gid
tri hang nghin, triéu, ty...

Buwéc 5. Bim Luwu dé luu lai thong tin.
Buéc 6. BAm Péng dé két thac.
= Sira bién dong bi thu hdi tai san:

- Truy cap vao chic ning Nghi€p vu tai sin > Giam tai san >
Bi thu héi trén thanh menu.

- Trén danh sach bién dong thu hoi tai san: dé stra thong tin thu
hoi cua tai san nao, ngudi sir dung click chudt vao biéu tugng Siral>
—> Chinh stra cac thong tin 2 Chon Lwu = Dong.

= X6a bién dong bi thu hdi tai san:

- Truy cap vao chic nang Nghi€p vu tai san > Giam tai san >
Bi thu héi trén thanh menu.

- Trén danh sach bién dong thu hoi tai san: dé x6a thong tin thu
hoi cuia tai san nao, nguoi sir dung click chudt vao bicu tuong Xoa
—> Chon Tiép tuc - Déng.

6. Giam khac
= Nhap méi bién dong giam khac ciia tai san:
Cac budc thue hién:

Buwdoce 1. Truy cap vao chuc nang Nghi€p vu tai san > Giam tai
san > Giam khac trén thanh menu.

Buwéc 2. Bam Thém méi BRELEN. Cira s6 hién thi nhu sau day:

Y

|c8 ma noac tén tai san gé tim kiém | |

Tim kiém i

Stt Mé tai san Tén tai san Nhom tai san Ben vi st dung
1 | 0128001002-40101-37281 Maytinh 01 | Mayvitinh Trung tam Boi dudng Nghiep
wu Thué
2 | 018001002-103-27268 pat2 DAt phucwvy hoat déng y t IO B 2 G Ry M T =

vu Thué
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Phan mém hién thi danh sach toan bd cic tai san da nhap vao
trudc do cua don vi

Truong hop tai san cua don vi co $6 luong 16n s€ dugc chia theo
tung phan trang trén danh sach (10 tai san/ 1 trang). Click vao so trang
hién thi dudi cung danh sach dé xem thong tin tai san trén trang dé
2]

o Luwu y: sir dung chitc nang fim kiém cia Phan mém dé tim
chinh xdc tai san muon khai bao biéen dong giam khac:

Ngueoi sir dung chi can nhdp 1 hodc 1 vai chi sé ¢é trong Ma tdi
san hodc trong Tén tai san = bam Tim kiém, Phan mém sé ket xuat
danh sach ket qua tai san thoa man (Nén nhap tw 1-5 chit s6 cuoi
trong Ma tai san dé tim kiem chinh xac)

Vidu: T09001001-301010101-37435 la md xe o to 1 cua Van phong
Ban bao vé cham soc suc khoe can bo tinh --> Truong hop khong nhé
chinh xdc nguoi sur dung co thé nhdp md la “35”" hoac “4357, ...

Buwéc 3. Click dap chudt vao ma tai san mudn khai bao bién dong
giam khac.

Theo d&i tiéu hiy tai san Tiéu hiy tai san

[ & Luu l ¢ Bdng
Théng tin tai san
Bion vi sir dung |\-'ém phéng S& Céng Thuong |
M3 tai san
Téntai san |mé',rfax |
Nhém tai san |Mé'5r Fax |
Thing tin tiéu hay
s6 quyét dinh |:| Naday quyét dinh |:|
Eﬁg:fgt‘:?éaﬂ. 1 ctia cap co | Chaon hinh thire giam v |
Ngay tiéu hoy*
sé chirng tivhda don l:l Mgay chirng tirhda don l:l
Dién gidi ‘

)
Thu tir tigu hiy b Jonm B ddp chi phi o Jomm
Nép ngan séch [ e Knéc [ ]

Buéc 4. Nhap cac thong tin chi tiét lién quan dén viéc giam khac
tai san:

- 86 quyét dinh: Nhap sb quyét dinh lién quan dén viéc giam
khéc tai san.
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- Ngay quyét dinh: Nhap ngay (c6 dinh dang: dd/mm/lyyyy) quyét
dinh giam khac tai san. VD: 14/02/2014.

- Hinh thirc xw ly cua cdp co thadm quyén: Lya chon hinh thuc
xur 1y cia cap c6 tham quyén trong danh muc ¢6 san ciia Phan mém.

- Ngay giam khdc: Nhap ngay (co dinh dang dd/mm/yyyy) giam
khac tai san (bat budc). VD: 14/02/2014.

- 86 chirng tir, héa don: Nhap sé chimg tir, héa don lién quan
dén viéc giam khac tai san.

- Ngay chwng tie, hoa don: Nhap ngay (co dinh dang
dd/mm/yyyy) ghi trén ching tir, héa don lién quan dén viéc giam khac
tai san.

- Dién gidi: Nhap ghi chi can thiét lién quan dén viéc giam khéac
TSCP (néu can).

- Nhap cac gia tri: Thu tir giam khdc, Nop ngén sach, Bu dip
chi phi, Khac (don vi tinh: VND).

o Lueu y: chi nhdp cdc gid tri la SO vao 6 trong, khong nhdp kéem
cdc dau cham (), dau phady (,)... Phan mém sé ty dong phan cach gia
tri hang nghin, triéu, ty...

Buwéc 5. Bam Luu dé luu lai thong tin.

Buéc 6. Bam Péng dé két thuc.

= Sira bién dong giam khAc tai san:

- Truy cép vao chic nang Nghi€p vu tai san > Giam tai san >
Giam khac trén thanh menu.

- Trén danh sach bién dong giam khac tai san: dé sira thong tin
giam khac cuia tai san nao, nguoi st dung click chudt vao biéu tugong
Stra® - Chinh stra cac thong tin > Chon Luu = Déng.

= X6a bién dong giam khac tai san:

- Truy cédp vao chic ning Nghi€p vu tai san > Gidam tai san >
Giam khac trén thanh menu.

- Trén danh sach bién dong giam khac tai san: dé xo6a thong tin
giam khac cuia tai san nao, nguoi st dung click chudt vao biéu tugong
X6a® > Chon Tiép tuc = Déng.
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B. NHOM CHUC NANG “CONG CU DUNG CU”

* Nhom chirc nang Cong cu dung cu (CCDC) dugc stir dung trong
truong hop don vi mudn quan 1y s6 luong va gia tri cac loai CCDC chi
tiét theo timg phong ban, bd phan st dung.

= Giup don vi theo ddi dugc sy bién dong ting, giam CCDC do
mua sam, thém, bao mat, bao hong, diéu chuyén, va quan Iy viéc phan
bd CCDC vao cac phong ban, quan 1y viéc cho thué CCDC.

|. NHAP LO CONG CU DUNG CU

Chtic nang nhap 16 CCDC s dung dé nhap thong tin cac 16

CCDC tang moi trong don vi

Cac budc thue hién:

Buwdoce 1. Truy cap vao chtic nang Cong cu dung cu > Nhdp 16

CCDC trén thanh menu ngang.

Man hinh thém m&i 16 CCDC ctia don vi hién thi nhu duéi day:
Nhap 16 cong cu dung cu m

Thong tin 16 cong cu
Ponvi st dung*

Ma/Tén 16

Nhém cdng cu*

S6 lveng cdng cu*
Ly do tang*
Ngaytang *

S6 chirng tivhéa don

.....
Pon gid*

Théi han phan bé*

Tinh trang*

Buwdc 2. Nhap thong tin ké khai cho 16 CCDC.

o)

T09003001

‘iBan quan ly di dan TBC thudc dw an xay dwng thuy dién Tuyén QuangJ

| I

| l

[

b ]

‘ Chon ngudn géc E”
proaz0ts |

\7‘ Ngay chirng tivhéa don Il 7}

| )
b Jome

\0—\ {thang) T7 18 phan bd }0 Ja%:
‘ Chon tinh trang EH

(ot (s5m)
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mem
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o Luuy:
- Cdc truong ¢é ddu (*) la bat budc phai nhdp théng tin.
- Cdc truong c¢é nén mau vang la cdc treong théng tin do Phan
ty mac dinh, khong cho phép nguoi sur dung chinh sua.
DPon vi sir dung*: Phan mém hién thi tén don vi nguoi str dung
dang chon nhip dir li¢u tai san.

M4 16*: Phan mém ty dong sinh ma sau khi nguoi sir dung cép
nhat day da thong tin cho 16 CCDC va bam luu.

Tén 16*: Nhap tén 16 CCDC.

Nhém céng cu*: Dé con tré chudt vao 6 trong thir 2, gd phim
mili tén xudng trén ban phim va chon nhém CCDC twong tng
trong danh sach Phan mém s6 xudng (Vi du: Ban ghé, may
moc, Cong cu bao ho lao dong...). Trong trwong hop chua co
nhém CCDC thi ngudi sit dung tién hanh chon chic ning
Danh muc trén thanh menu ngang dé tién hanh thém méi 1
nhém cong cu (Xem chi tiét tai muc Danh muc = Céng cu
dung cu - Nhom CCDC).

S6 lwong cong cu*: Ngudi st dung nhap sé lugng CCDC.
Ly do tang*: Ngudi st dung chon 1 trong céc 1y do sau:
Mua méi
Tiép nhan chuyén nhuong

Ngay ting*: Phin mém hién thi mic dinh 13 ngay hién tai.
Nguoi st dung nhép lai thoi gian dua 16 CCDC vao don vi (¢
dinh dang dd/mm/yyyy).

So6 chitng tirlhéa don: Nhap sé chung tir, hoa don lién quan
dén viéc mua, ban, chuyén nhuong...16 CCDC.

Ngay chirng tirlhéa don: Nhap ngay (cO dinh dang
dd/mm/yyyy) ghi trén chtng tir, hoa don lién quan dén viéc



mua, ban, chuyén nhuong... 16 CCDC.

= Dién gidi: Nhap ghi chu can thiét lién quan dén 16 CCDC.

Don gia*: Nhap don gia ciia 01 CCDC (don vi: VND).

o Luu y: chi nhdp gid tri la SO vao 6 trong, khéng nhdp kém cdc
ddu cham (), dau phdy (,)... Phan mém sé tw déng phdn cdch gid tri
hang nghin, triéu, ty.... Vi du: don gid cua CCDC la 5 triéu VND thi
nhdp vao 6 tréng la 5000000.

Thanh tién: Phan mém s& ty dong tinh theo cong thitc Thanh
tién= S6 lugng CCDC * Pon gia.

Thoi han phin bo*: Ngudi st dung nhap vao thoi han phan bd
cho CCDC (thoi han phan bo thuong 1a do yéu cau cua ting
don vi, don vi: thang).

Ty 1é phdn bo*: Nguoi sit dung nhap vao ty 1¢ phan bd cho
CCDC (don vi: %).

Tinh trang*: Nguoi st dung chon 1 trong céc tinh trang sau:
- Bang sur dung

- Chua str dung

- ba thanh ly

- Hong cho xtr 1y

Buwdéc 3. Bim qu[ © Lwu ] dé luu lai thong tin vé 16 CCDC.

Buéc 4. Phan mém sé& dua ra thong bao ting 16 CCDC thanh cong
—> chon Péng. Man hinh hién thi thong tin 16 CCDC:
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LTETLES R TG I GE=T| Theo doi |6 cong cu

Pon i st dung [T03016012 || Trwérng Trung hoc Phé thang Cher M6 |
Mhom cdng cu | || |
METEn 16 | I |
Noay chimg tir-tindén  [01/01/2013  |[31/12/2013

4 chikng tir l:l

Tirm KiEm

Danh sach cong cu + Thém mdi
Stt Ma 16 Tén 1o Nhdém cong cu Bon vi sir dung
T T T —— — —_—
1| T09-002-147 | Ban hoc sinh Ban hoc sinh Hé‘_'ic'”g Trung hoc Pha thong Cho .3
'
2| T09-005-148 | Ghé hocsinh Ghé hoc sinh T T IEE H Ty &1 E.3

Wi
> Click dtp vao biéu tuong Sira E] dé xem va stra lai thong tin
16 CCDC vira nhap = chon Luwru dé luu lai thong tin > Poéng.
> Dé x6a thong tin 16 CCDC: Nguoi sir dung click dup chudt vao

biéu tuong Xoa ‘% > Phin mém s& dua ra canh béo lién quan dén viéc
x6a 16 CCDC = chon Tiép tuc dé xac nhan thao tac x6a > Péng.

» Bam nit Thém méi dé nhap 16 CCDC khac cho
don vi.

Il. TANG CONG CU DUNG CU

Chtrc ning ting CCDC sir dung dé khai béo viéc phan bd sir dung
CCDC tai cac phong ban, by phan trong don vi.

Cac budc thue hién:

Buwdc 1. Truy cap vao chic niang Cong cu dung cu > Tang
CCDC trén thanh menu ngang.

Buwée 2. BAm Thém méi Etculizl. Cira s6 hién thi nhu sau:
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Ty ey

[55 méi hoac tén cong cu é tim kiém | H Tim kiém |
Stt. Macéngcu |Téncongcu bNh()m cdng cu \ Bon vi str dung

1 ! T09-001-61-2 ' Lé congcu 1 ' Ban ghé ' Ban quan ly di dan TDC thudc dw an xay dwng thuy dién Tuyén Quang
2 .T09-001~61-3 . L6 cong cu 1 . Ban ghé . Ban quan ly di dan TDC thudc dw an xay dung thuy dién Tuyén Quang
3 .T09-001-614 . L6 cong cu 1 . Ban ghé » Ban quan ly di dan TDC thudc dw an xay dung thuy dién Tuyén Quang .
4 1 T709-001-61-5 » L6 cong cu 1 ' Ban ghé ' Ban quan ly di dan TDC thudc dw an xay dung thuy dién Tuyén Quang
5 | T09-001-61-6 L6 cong cu 1 . Ban ghé . Ban quan ly di dan TDC thudc dw an xay dwng thuy dién Tuyén Quang
6 . T09-001-61-12 . L6 cong cu 1 . Ban ghé . Ban quan ly di dan TDC thudc dw an xay dwng thuy dién Tuyén Quang .
77 .T09-001-61-8 V L6 cong cu 1 . Ban ghé . Ban quan ly di dan TDC thudc dw an xay dung thuy dién Tuyén Quang '
8 'T09~001~61-9 ' L6 cong cu 1 . Ban ghé . Ban quan ly di dan TDC thudc dw an xay dwng thuy dién Tuyén Quang
9 'T09-001-61-10 ' L6 cong cu 1 ' Ban ghé ' Ban quan Iy di dan TDC thudc dw an xay dung thuy dién Tuyén Quang
10 .T09-001-61-11 A L6 cong cu 1 ' Ban ghé ' Ban quan ly di dan TDC thudc dw an xay dwng thuy dién Tuyén Quang

Phan mém hién thi danh sach toan bd cac CCDC da nhp vao theo
ting 16 ctuia don vi tai chue nang Nhép 16 CCDC.
Truong hop CCDC cua don vi ¢6 ) luong 16n s€ duoc chia theo

timg phan trang trén danh sach (10 CCDC/ 1 trang). Click vao sb trang
hién thi du6i cing danh sach dé xem thong tin CCDC trén trang do.

o]

Buwée 3. Click dup vao ma CCDC mudn khai bao ting.

o Luu ¥ Sir dung chirc nang tim kiém ciia Phan mém dé tim chinh
xa4c CCDC muén ghi tang.

Ngueoi sir dung chi can nhdp vao 1 hodc mdt vai chir sé c6 trong
Ma cong cu hodac Tén cong cu 2> bam Tim kiém, Phan mém sé két
xudt danh sdach két qua CCDC can tim kiém. (Nén nhdp 1-5 ky tw cudi
trong M& CCDC dé tim kiém chinh xdc)

Vi du: T09-001-61-11 la Ma CCDC cua Lé CCDC [ cua Ban
quan 1y di dan TDC thudc dw dan xdy dung thuy dién Tuyén Quang >
Trieong hop khéng nhé chinh xdc nguwoi siv dung cé thé nhdp ma la
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“11”" hoac “61-11", ...

Buwéc 4. Nhap cac thong tin lién quan dén viéc ting CCDC

Thong tin cong cu, dung cu

Bonvi slr dung
M3 cong cu

Tén cong cu
Nhdém cdng cu
Thong tin ghi tang
Ngay tang *

B4 phan st dung*
Théi han phan bé*

Tinh trang*
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" Theo doi ghi tang cong cu [[ReIREL RSN IS ‘

IBan quan ly di dan TDC thudc dw an xay dwng thuy dién Tuyén Quang |

T09-001-145-1

Lo 1234

[Ban ghé

27/03/2013

I Chon bd phan st dung

[=]

e

T7 18 phan b6

F Jw

l Bang st dung

=]




e ChUy: Cdc truong c6 dau (*) la bdt budc phdi nhdp dit liéu.
Cdc trwong c¢é nén mau vang la cdc truong théng tin do Phan
mém tw méc dinh, khéng cho phép nguwoi sir dung chinh sita.

» Ngay tang*: Nhap ngay (cO dinh dang dd/mm/yyyy) tang
CCDC. Vi du: 27/03/2013.

" B¢ phdn swr dung: Nguoi st dung chon mot trong cac bd phan
str dung da tao sdn trong Phan mém. Trong trudng hop chua co
bd phan sit dung phu hop thi ngudi sit dung kich vao biéu
tuong + dé tién hanh thém mdi 1 bd phan st dung (Xem chi
tiét & Danh muc > Danh muc don vi > Bj phin siv dung >
Thém mdi By phdn sir dung)

= Thoi han phin bé, ty Ié phin bé: Hé thong sé ty dong hién thi
thoi han va ty 1€ phan bo cua CCDC dya vao viéc ké khai thoi
han phan bo va ty 18 phan bo caa 16 CCDC.

» Tinh trang*: Nguoi sit dung s€ chon 1 trong céc tinh trang sau:

Pang st dung

Chua str dung
Pa thanh toan

Hong cho xur ly

Buwée 5. Bm Luu| @ Lou | (Bam Pong © 919 | néu muén hay
bo viéc ghi ting CCDC). Man hinh hién thi ctra s6 cac CCDC di ghi
tang.

Danh sach cong cu * Thém mof

Stt.  Ma cong cu Tén céng cu Nhom céng cu |Ngay sir dung Bon vi sie dung

. Ban quan Iy di dan TBC thudc
1 |T09-001-2-1 Ban Ban ghe 24/02/2013 | dw an xay dwng thuy dién
Tuyén Quang

[
B

) Ban quan ly di dan TBC thudc
2 | T09-001-2-2 Ban Ban ghe 24/02/2013 | dw an xay dwng thuy dién
Tuyén Quang

[
%

) Ban quan Iy di dan TDC thudc
3 | T09-001-2-3 Ban Ban ghé 24/02/2013 | dw an xay dwng thuy dién E; ‘§
Tuyén Quang
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> Click dup vao biéu tugng Sira E] dé xem va stra lai thong tin
CCDC vira ting = chon Luu > Péng dé hoan tt.

> Pé xo6a thong tin CCDC: ngudi st dung click dap chudt vao
biéu tugng Xda ‘& > Phin mém s& dua ra canh béo lién quan dén
viéc x6a CCDC > chon Tiép tuc dé xac nhan thao tac x6a > Péng
dé hoan tt.

> Béam nt Thém méi dé nhap taing CCDC khac cho
don vi.

111. SUA CHUA BAO DUONG

Chtic nang stra chira, bdo dudng dugc st dung trong trudong hop
don vi mudn khai bao cac thong tin stra chira, bao dudong CCDC.

Cac budc thue hién:

Buoc 1. Truy cap vao chirc nang Cong cu dung cu > Sira chiia,
bdo dwdng trén thanh menu ngang.

Buwoc 2. Bam Thém maéi ctra sO hién thi nhu sau:

Tra cipu cong cu lao dong X

-

IGﬁ ma hoac tén cdng cu dé tim kiém | ‘[ Tim kiém ]
Stt| Ma cong cu Tén cong cu Nhor:ucong \ Bon vi str dung
11 | T09-001-2-10 Ban Ban ghé Ban quan ly di dan TDC thudc dw an xay dwng thuy dién Tuyén
Quang
12 | 70900231 Thl}et bi van My méc Ban quan Iy di dan TEC thudc dw an xay dung thuy dién Tuyén
phong Quang
13 | T09-002-32 Thl?t bi van May méc Ban quan ly di dan TDC thudc dw an xay dwng thuy dién Tuyén =
phong Quang
14 | T09-002-33 Thl?t bivan My méc Ban quan Iy di dan TBC thudc dw an xay dung thuy dién Tuyén
phdng Quang
15 | T09-002-34 Th|gt bi van My méc Ban quan ly di dan TBC thudc dw an xay dwng thuy dién Tuyén
phong Quang
16 | T09-002-35 Thl?t bivan My méc Ban quan ly di dan TDC thudc dw an xay dwng thuy dién Tuyén
phdng Quang

Phan mém hién thi danh sach toan bd cac CCDC dd nhap vao
trudc do cua don vi.
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Truong hop CCDC cua don vi ¢ sb lugng 16n s€ duoc chia theo
tirng phan trang trén danh sach (10 CCDC/1 trang). Click vao sb trang
hién thi dudi cing danh sach dé xem thong tin CCDC trén trang do.

¢]
Buiée 3. Click dap vao ma CCDC mudn sira chita, bao dudng.

o Luwu y: Sir dung chitc ndng tim kiém ciia Phan mém dé tim
chinh xac CCDC muoén sira chita, bdo dudng.

Nguoi sir dung chi can nhdp vao 1 hodc mét vai chir sé c6 trong
M& CCDC hodgc Tén CCDC = bam Tim kiém, Phan mém sé két xuat
danh sdach két qua CCDC cdn tim kiém.(Nén nhép 1-5 ky tw cudi trong
M& CCDC dé tim kiém chinh xdc)

Vi du: T09-002-3-4 |2 M& CCDC cuia L6 CCDC 1 cta Ban quan
Iy di dan TPC thudc du an xay dung thiy dién Tuyén Quang -
Truong hop khong nhé chinh xac ngudi st dung c¢6 thé nhap ma 1a “-
4” hoac “002-3-4”, ...

Buéc 4. Nhap cac thong tin lién quan dén viéc Stra chita, bao
dudng

Thirc hién sira chiva CCLD  |[ETERS TR ET R VR

[Q Luu l ¢ Dong

Théng tin céng cu, dung cu

Bon vi st dung [Ban quan I di dan TOC thudc du an x4y dung thuj dién Tuyén Quang |
Ma cong cu

Tén céng cu iBén ‘
Nhém céng cu iBén ghé ‘

Théng tin stra chira

S quyét dinh i ] Ngay quyét dinh \:
Cép quyét dinh i ‘
Ngay siva chiva * 21032013 | Bén ngay [ ]
Théng tin khach hang l C}lorldanhimgc khéch hang [ﬂj
S6 ching tir/héa don :‘ Ngay chirng tir/héa don :]
Dién giai ‘ ‘




o Luuy:

- Cdc truong cé dau (*) la bat budc phai nhdp dit liéu.

- Cdc truong co nén mau vang la cdc truong thong tin do Phdn

mém tw méc dinh, khéng cho phép nguwoi sir dung chinh sita.

S6 quyét dinh*: Nhap sb quyét dinh lién quan dén viéc stra
chita, bao dudng CCDC.

Ngay quyét dinh: Nhap ngay (6 dinh dang dd/mm/yyyy) lién
quan dén viéc stra chita, bao dudng CCDC. Vi du: 21/03/2013.
Cip quyét dinh: Nhap cap quyét dinh lién quan t6i viéc stra
chira, bao dudng CCDC.

Ngay siwa chiva*: (tr ngdy - dén ngay). Nhap thoi gian sira
chira theo dinh dang dd/mm/yyyy.

Théng tin khach hang: Nguoi st dung s€ chon mét trong cac
danh sach khach hang di tao ra trong Danh muc nha cung cap.
S6 chikng tie/héa don: Nhap s6 chung tir, hoa don lién quan
dén viéc stra chita, bao dudng CCDC.

Ngay chirng ti/héa don: Nhap ngay (cO dinh dang
dd/mm/yyyy) ghi trén ching tir, héa don lién quan dén viéc sta
chtra, bao dudng CCDC.

Dién gidi: Nhap ghi cha can thiét lién quan dén viéc sta chita,
bao dudng CCDC.

Buéc 5. Bam Lu’u[ O Luu ] d¢ luu lai thong tin sta chita, bao

dudng (hoic Bam Déng[ © Bong ] dé huy thong tin stra chira, bao
dudng) & Man hinh hién thi thong tin stra chita CCDC.
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Danh sach cong cu * Them maf

Stt  Ma cong cu Tén cong cu Nhom céng cu [Ngay str dung Don vi sir dung
: Ban quan Iy di dan TEC thudc dw
1|T09-001-2-2 Ban Ban ghe 21/03/2013 | 4n xay dung thuy dién Tuyén @ '_'3
Quang
. Ban quan ly di dan TBC thudc dw | _
2 | T09-002-3-20 Thiét bi van phong May méc 24/02/2013 | an xay dung thuy dién Tuyén 32 'ﬁ
Quang

> Click dup vao biéu tuong Sira E] dé xem va sira lai thong tin
bién dong stra chita CCDC > chon Luu dé luu lai thong tin > Péng
dé hoan thanh ké khai ding ky.

> Pé xoa thong tin sira chita, bao dudng CCDC: nguoi sir dung
click dap chudt vao biéu tuong X6a# > Phin mém sé dua ra canh
bao lién quan dén viéc x0a bién dong sira chita CCDC-> chon Tiép
tuc d€ xac nhan thao tac x6a - Pong d¢ hoan tat.

> Bim nut Thém méi dé nhap bién dong sta chira,
bao dudng khac cho CCDC cua don vi.

IV. CHO THUE CONG CU DUNG CU

Chirc ning cho thué CCDC duoc sir dung dé don vi khai bao
thong tin cho thué cac CCDC thudc pham vi quan 1y cua don vi.

Cac budc thue hién:

Buwdéc 1. Truy cap vao chitc nang Cong cu dung cu > Cho thué
CCDC trén thanh menu ngang.

Buwée 2. Bam Thém méi ctra s6 hién thi nhu sau:
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Tra cipu cong cu lao dong x

| G6 mé hoac tén cong cu dé tim kiém | |[ Tim kiém ]
Stt| Ma cong cu Tén cong cu Nhor:ucong \ Bon vi stv dung
11 | T09-001-2-10 Ban Ban ghé Ban quan ly di dan TBC thudc dw an xay dwng thuy dién Tuyén
Quang

19 | T09-002-31 Th[ét bivan May/méc Ban quan Iy di dan TDC thudc dw an xay dwng thuy dién Tuyén
phong Quang

13 | T09-002-3:2 Thlgt bi van My méc Ban quan Iy di dan TDC thudc dw an xdy dwng thuy dién Tuyén £
phdng Quang

14 | T09-0023-3 Thlgt bi van May méc Ban quan Iy di dan TDC thudc dw an xay dwng thuy dién Tuyén
phong Quang

15 | 709-002-34 Thlfet bi van May méc Ban quan Iy di dan TBC thudc dw an xay dwng thuy dién Tuyén
phong Quang

16 | T09-0023-5 Thif'}t bi van Maymec Ban quan Iy di dan TDC thudc dw an xay dwng thuy dién Tuyén
phong Quang

Phan mém hién thi danh sach toan bd cac CCDC di nhap vao
trudc do cua don vi

Truong hop CCDC cua don vi ¢ $6 lugng 16n s€ dugc chia theo
ting phan trang trén danh sach (10 CCDC/1 trang). Click vao sé trang
hién thi duéi cing danh sach dé xem thong tin CCDC trén trang do.

[+](=][e]
Buiée 3. Click dap vao ma CCDC muén cho thué.

o Luu y: Sir dung chikc nang tim kiém ciia Phan mém dé tim chinh
xac CCDC muon cho thué.

Buoc 4. Nhap thong tin cho thué CCDC:
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wee hién cho thué CCLD Cho thué céng cu

[ © Luu & Déng ]
Théng tin céng cu, dung cu
Ben vi sir dung iBan quan ly di dan TDC thudc dw an xay dwng thuy dién Tuyén Quang
M3 céng cu [T09-002-3-20
Tén céng cu i]’hlét bi van phong
Nhém céng cu |May méc
Théng tin stra chira
Sé quyét dinh | Ngay quyét dinh [ ‘
Cap quyét dinh ; |
L
Ngay cho thug * [21/03/2013 \ Dén ngay
Théng tin khach hang | Chon danh muc khach hang B
Sé hop déng | ‘ Ngay hop ddng ‘
Sé tién thu dwoc 0 }{\/HE)}
Dién giai ‘
{O Lwu ” & Béng ]
/ O
e Luuy:

- Cdc truong ¢é ddu (*) la bat bugc phai nhdp dir liéu

- Cdc truong c¢é nén mau vang la cdc truong thong tin do Phdn
mém tu mdc dinh, khong cho phép nguoi su dung chinh sua.

86 quyét dinh*: Nhap s6 quyét dinh cho thué CCDC

Ngay quyét dinh: Nhap ngay (cé dinh dang dd/mm/yyyy) quyét
dinh cho thué CCDC. Vi dy: 21/03/2013.

Cip quyét dinh: Nhap cip quyét dinh cho thué CCDC.

Ngay cho thué*: (tir ngay - dén ngay). Nhap thoi gian cho thué
(theo dinh dang dd/mm/yyyy). Vi du: 21/03/2013.

Thong tin khach hang: Nguoi sir dung chon danh sach khach
hang da tao trong Danh muc nha cung cap.

S6 hop dong: Nhap s6 hop dong cho thué CCDC.

Ngay hop dong: Nhap ngay (cO dinh dang dd/mm/yyyy) ghi
trén hop dong.

So tién thu dwoc: Nguoi str dung nhap sd tién thu duoc tir cho

thué CCDC

Luwu y: chi nhdp gid tri la SO vdo 6 trong, khéng nhdp kém cdc

ddu cham (), dau phdy (,)... Phan mém sé tw déng phdn cdch gid tri
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hang nghin, triéu, ty...

= Dién gidgi: Nhap ghi chi can thiét lién quan dén viéc cho thué
CCDC.

Buwée 5. BAm Luu| @ Luu | @ luu lai théng tin CCDC cho thué

(hoic chon Péng| © Béng ] dé hay thong tin) > Man hinh hién thi
thong tin cho thué CCDC

Danh sach cong cu = Them mol

Stt  Ma cong cu Tén céng cu Nhém céng cu |Ngay sir dung Bon vi siv dung
) Ban quan ly di dan TBC thudc dw | _
1| T09-001-2-1 Ban Ban ghé 24/02/2013 an xay dwng thuy dién Tuyén 4 ‘}
Quang

> Click dtp vao biéu tugng Sira El dé xem va sira lai thong tin
cho thué CCDC -> chon Luru dé luu lai thong tin = Péng dé hoan tat.

> Pé x0a thong tin cho thué CCDC: ngudi st dung click dap
chudt vao biéu tuong X6a#F > Phin mém s& dua ra canh béo lign

quan dén viéc x6a > chon Tiép tuc dé xac nhan thao tac x6a = Péng
deé hoan tat.

> Bam nat Thém méi dé nhap thong tin cho thué
CCDC khac cua don vi.
V. KIEM KE CONG CU DUNG CU

Chtrc ning kiém ké CCDC giup don vi tao 14p va in cac bién ban
kiém ké CCDC thudc pham vi quan 1y.

Cac buéce thuc hién:

Buwéc 1. Truy cap vao chirc ning Cong cu dung cu > Kiém ké
CCDC trén thanh menu ngang.

Buwée 2. BAm Thém méi ctra s6 hién thi nhu sau:
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" Theo doi kiém ké cong cu ‘ Kiém ké cong cu

Thong tin kiém ké
Bonvi sit dung* Il |52 quin 1y di dan TOC thudc dw n xdy dung

S6 bién ban* 0001
Ngay kiém ké* 27/03/2013

Hoi dong kiém ké

Thanh vién hoi dong 1% Them mél

[
|Stt Ho tén Fh&c vu bai dién Vi tri F]uén tri ‘
| | |

Chi tiét cong cu kiém ké

Danh sach cong cu + Thém mé
isu iMf: cong cu Tén cong cu Don gia Tinhtrang  Quan tri

1 |T09-001-2-1 Ban 10.000.000 E.3
2 |T09-001-2:2 |Ban | 10.000.000 B ‘Q
3 |T09-001-2-3 Ban 10.000.000 E.3
4 | T09-001-2-4 |Ban | 10.000.000 B3
5 | T09-001-2-5 Ban | 10.000.000 B
6 | T09-001-2-6 Ban | 10.000.000 E.d

Chi tiét cong cu phat hién thira

Danh sach ng L * Them mai

‘ ‘
iTmh trang Puén tri ‘

[ [ [ [
istt }Nhém cong cu Fén cong cu %56 Irong Pon gia
|

> Théng tin kiém ké:

o Don vi sit dung*:. Phan mém hién thi tén don vi nguoi sir
dung dang chon nhap dir liéu kiém keé.

e S0 bién bdn*: Phan mém s¢ ty dong sinh so bién ban.

o Ngay kiém ké*: Nguoi st dung nhap vao ngay kiém ké CCDC
(c6 dinh dang dd/mm/yyyy). Vi du: 27/03/2013.

> Hpi dong kiém keé:

Chon Thém méi dé thém moi mot thanh vién hoi
dong kiém ké. Man hinh sau day s& hién thi:
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Thém thanh vién hoi dong

Nhikng trirdng co dau * 1a trirdng bat budc phai nhap.

Hovatén* [l |

Chirc vy * ] \

Pai dién [ [

Vitri | Chil tich héi ddng v

| v capnnat || @ Hiyos |

* Ho va tén*: Nhap ho tén cta thanh vién hoi dong.
= Chirc vu*: Nhap chirc vu cho thanh vién hoi dong.
= Dgi di¢n: Nhip dai dién cho thanh vién hoi dong.

= Vi tri: Nguoi st dung chon mot trong cac vi tri mdc dinh san
trong Phan mém : “Chu tich hdi dong” hodc “Uy vién”.

Bim Cép nhat (hoic bim Huy b6 dé

huy thong tin vira nhap) = Man hinh hién thi danh sach thanh vién
hoi dong:

" Thanh vién hoi dong " Thémmdi |

Stt Ho tén Chtrc vu Dai dién Vi tri Quan tri

‘|1 Nguyén Van A Giam Déc Congty B Uy vién B & | ‘

Click dap vao biéu tuong Sl’ra[% dé xem va stra lai thong tin
thanh vién hoi ddng vira thém - chon Luu - Déng.

Pé x6a thong tin thanh vién hoi dong: nguoi sir dung click dup
chudt vao biéu tugng X6a '3 - Phan mém s& dua ra canh bao lién
quan dén viéc x6a thong tin thanh vién hoi dong = chon Tiép tuc dé
xé4c nhan thao tac x6a = Pong dé két thuc.

A J A oy *+ e 3 R A 3 LN At A ’
Bam nat Thém méi dé nhap thanh vién hdi dong khéc.
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> Chi tiét cong cu kiém ké:
Trén danh sach CCDC ma don vi dang quan ly, nguoi st dung

click dap vao biéu twong Sira B/ dé cap nhat tinh trang sir dung thuc
té ctia CCDC tai don vi.

= $6 Iwong: cap nhat s6 lugng thuc té. Néu CCDC bi thiéu/ mat
- nhap lai s6 luong 13 0.

» Tinh trang: lya chon 1 trong cac tinh trang CCDC trong
danh muc.

= Pé nghi xir Iy: lua chon 1 trong cac dé nghi xir Iy CCDC trong
danh muc.

= Ghi cha: Ghi nhitng ghi cht khac cho CCDC.

Chon Cap nhit |+ Capnhat | d& luu lai (hoic chon Huy
b6 dé hity thong tin vira chinh sua).

> Chi tiét CCDC phit hi¢n thiva:

Trong qua trinh kiém ké CCDC tai don vi, néu phat hi¢n CCDC
thtra (chua c6 trong danh sich CCDC ma don vi dang quan ly trén
Phan mém) > bam chon Thém méi . Cira s sau day

xuat hién:

NhiPng triedng c6 dau * 1a triedng bat budc phai nhap.

Téncéngcu* |

Nhém céng cu * ( Chon nhdm tai san E||
s6 luong 1
Pon gia (VND)

Tinh trang l Chon tinh trang E]‘

Ghi chad

[ v capnnat |[ @ Hiyos |
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» Tén cong cu*: Nguoi su dung nhap tén CCDC phat hién thura.

» Nhom cong cu*. Chon nhom CCDC phu hop da dugc mac dinh
san trong Phan mém.

* Pon gia: Nguodi st dung nhap vao don gia cia CCDC (Pon vi:
VND)

o Luwu y: chi nhdp gid tri la SO vao 6 trong, khong nhdp kém cdc
ddu cham (), dau phdy (,)... Phan mém sé tw déng phdn cdch gid tri
hang nghin, triéu, ty...

» Tinh trang: Nguoi st dung chon 1 trong cac tinh trang:
- Dang sur dung
- Chua sw dung
- Da thanh ly
- Hong cho xu Iy
= Ghi chud: Ghi cac ghi chu khac cho CCDC phat hién thtra.

Chon Cép nhit (hodc chon Hiy bé de

huy thong tin vira nhap) = Man hinh hién thi CCDC vira nhap:

Danh sach cong cu + Thém mdf

Stt Nhom cong cu Tén cong cu S0 lwrong Pon gia Tinhtrang  Quan tri

1 | May méc Céng cuA 1 20.000.000 g’jr‘]‘g B

Click dup vao biéu tuong Sira El dé xem va stra lai thong tin
CCDC vira nhap = chon Lwu dé luu lai thong tin > Pong dé két
thic thao tac stra thong tin CCDC.

Pé x6a CCDC: nguoi s dung click dip chudt vao biéu tugng
X6a > Phin mém s& dua ra canh bao x6a CCDC > chon Tiép tuc

dé xac nhan thao tac x6a > Péng dé két thuc thao tac x6a thong tin
CCDC
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Bam nut Thém méi d¢ nhap CCDC phat hién thira
khac cho don vi.

Buwée 3. BAm Luu| @ Lvu | @é hoan tit 1 bién ban kiém ké CCDC

cho don vj (hoic Bdm D(’)ng dé hiy bién ban kiém ké vira
nhap) > xuét hién thong bao “Tao mdi bién ban thanh coéng” >

D(’)ngl Bong.- |,

Stt S6 bién ban Ngay lap Pon vi str dung Quan tri

Ban quan Iy di dan TDC thudc du an xay dung thuy dién Tuyén @) @ @

1 0001 24/01/2013
Quang

Click dap vao biéu tuong Sira [B ¢& xem va sira lai bién ban kiém
ké vira tao > chon Luu dé luu lai thong tin > Péng dé két thuc thao
tac stra bién ban kiem ké

Pé x06a bién ban kiém ké: nguoi str dung click dap chudt vao biéu
tuong X6a # > Phin mém s& dua ra canh béo lién quan dén viéc x6a
bién ban = chon Tiép tuc dé xac nhan thao tic x6a > Péng dé két
thic tao thac x6a bién ban kiém keé.

Bém nut Thém méi dé nhap bién ban khéc cho don vi.

VI. GIAM CONG CU DUNG CU

Chtrc niang Giam CCDC st dung dé ké khai cic théng tin bién
dong giam toan b CCDC bao gdom:

- Piéu chuyén (diéu chuyén CCDC giira cac don vi trong cing
tinh).

- Piéu chuyén ngoai hé thdng (diéu chuyén CCDC cho cac don vi
khéc ngoai tinh).

- Lap gidy bao hong, mét

- Giam khéac (Thanh ly, Tiéu hay, Ban, Chuyén nhuong, Giam
khac)
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1. Piéu chuyén
Cac buéc thuc hién:

Buwdc 1. Truy cap vao chuc nang Cong cu dung cu = Giim
CCDC = Diéu chuyén trén thanh menu ngang.

Bwée 2. BAm Thém méi ctra s6 hién thi nhu sau:

Tra ciru cong cu lao dong

G m3 hoactén cong cu dé fim kiém H Tim kiém ]

Nhom cong

Don vi str dung
cu : :

Stt| Macong cu Tén cong cu

11| T09-001-2-10 Ban Ban ghé Ban quan ly di dan TEC thudc du an xay dung thuy dién Tuyén

Quang

12 | T09-002-3-1 Th{et bivan My méc Ban quan Iy di dan TEC thudc dur an xay dung thuy dién Tuyén
phong Quang

12 | T09-002-3-2 Th{et bivan My méc Ban quan ly di dan TEC thudc dw an xay dung thuy dién Tuyén
phong Quang

14 | T09-002-3-3 Th{et bivan My méc Ban quan Iy di dan TEC thudc du an xay dung thuy dieén Tuyén
phong Quang

Phan mém hién thi danh sach toan bo cac CCDC da nhap vao
trudc do cua don vi

Truong hgp CCDC cta don vi ¢cé ) lugng 16n s€ duogc chia theo
ting phan trang trén danh sach (10 CCDC/ 1 trang). Click vio s6 trang
hién thi dudi ciing danh sach dé xem théng tin CCDC trén trang do.

(]
Buée 3. Click dap vao md CCDC mudn diéu chuyén.

o Luu y: Sir dung chirc ning tim kiém ciia Phan mém dé tim chinh
xdc CCDC muén diéu chuyén.

Nguoi su dung chi can nhap vao 1 hoac mot vai chir 56 ¢6 trong
Mé CCDC hodc Tén CCDC = bdm Tim kiém, Phan mém sé két xudat
danh sdch két qua CCDC can tim kiém. (Nén nhdp 1-5 ky tw cudi
trong Ma CCDC dé tim kiém chinh xdc)

Buwéc 4. Nhap cac thong tin lién quan dén viée diéu chuyén CCDC.
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Piéu chuyén ndi bo cong cu

& Luu ¢ Bong

Thong tin cong cu

il e [Ban quan Iy di dan TBC thude du an xéy dung thuy dién Tuyén Quang
M3 cdng cu ﬁ@%?ﬁﬁ

Tén cong cu |Ban

Nhém céng cu |Ban ghé

Théng tin diéu chuyén

S6é quyét dinh ] Ngay quyét dinh
Noay didu chuyén* 211032013 |
Bonvinhan Gidu chuyén* | H | Tim don vi
Sd ching tirhda don [ | Ngay chirng tihda don
Dién gidi
(e )(oom)
ra
e Luuy:

- Cdc truong ¢é dau (*) la bat budc phai nhdp théng tin.

- Cdc truong ¢é nén mau vang la cdc trwong théng tin do Phan
mém tu mdc dinh, khong cho phép nguoi su dung chinh sua.

- 86 quyét dinh: Nhap s6 quyét dinh lién quan dén viéc diéu
chuyén CCDC.

- Ngay quyét dinh: Nhap ngay (cO dinh dang dd/mm/yyyy) quyét
dinh diéu chuyén CCDC. Vi du: 21/03/2013.

- Ngay diéu chuyén: Nhap ngay (cO dinh dang dd/mm/yyyy) thuc
hién viéc diéu chuyén CCDC. Vi du: 21/03/2013.

- Pon vi nhéin diéu chuyén*: BAm Tim don vi, dé lua chon don
vi nhan di€u chuyén.

- 86 chirng tirlhéa don: Nhap s6 chung tir, hoa don lién quan dén
viéc diéu chuyén CCDC.

- Ngay chirng tirlhéa don: Nhap ngay (O dinh dang dd/mm/yyyy)
ghi trén ching tur, héa don lién quan dén viéc diéu chuyén CCDC. Vi
du: 21/03/2013.

- Dién gidi: Nhap ghi cha can thiét lién quan dén viéc diéu
chuyén CCDC.
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Buwéc 5. Bim Luu dé luu lai théng tin diéu chuyén
CCDC (hoac chon DPong dé hay cac thong tin vira nhap)

- man hinh hién thi danh sach CCDC

Danh sach cong cu * Thém mal

Stt  Macong cu Tén cong cu Nhom cong cu  Naay sir dung Do vi sir dung
[ Ban quan Iy di dan TBC thudc
1| T09-001-2-1 Ban Ban ghé 24/02/2013 | dw an xay dung thuy dién Tuyén @ g
Quang

Click dtip vao biéu tuong Si’ra%’? dé xem va stra lai bién dong diéu
chuyén CCDC vira nhap = chon Luru d¢ luu lai thong tin > Déng.

Pé xoa bién dong diéu chuyén CCDC: nguoi st dung click dup
chudt vao biéu tuong Xo6a '3 - Phan mém s& dua ra canh bao lién
quan dén viéc X0a—> chon Tiep tuc d¢ xac nhan thao tic x6a > Dong.

Bim nit Thém méi dé nhap bién dong diéu chuyén
CCDC khac cho don vi.

2. Piéu chuyén ngoai hé thong
Cac budc thue hién:

Buwdc 1. Truy cap vao chitc nang Cong cu dung cu 2 Gidim cong
cu dung cu = Diéu chuyén ngoai hé thong trén thanh menu ngang.

Bwée 2. Bam Thém méi ctra s6 hién thi nhu sau:

Tra ctru cong cu lao dong x

-

|Gﬁ m3 hoactén cong cu dé tim kiém | ‘[ Tim kiém ]
Stt| Macongcu Tén cong cu Nhorzucong . Pon vi str dung
11| T09-001-2-10 Ban Ban gné Ban quan ly di dan TEC thudc du an xay dung thuy dién Tuyén
Quang
12 | T09-002-3-1 Tm‘et bivan My méc Ban quan ly di dan TEC thudc dw an xay dung thuy dien Tuyén
phong Quang
12 | T09-002-3-2 Th{et bivan My méc Ban quan ly di dan TEC thudc du an xay dung thuy dién Tuyén
phong Quang
14 | T09-002-3-3 Th{et bivan My méc Ban quan Iy di dan TEC thudc dw an xay dung thuy dien Tuyén
phong Quang

Phian mém hién thi danh sach toan bd cac CCDC da nhdp vao
trudc do cua don vi.

146



Truong hop CCDC cua don vi ¢c6 $6 lugng 16n s€ dugce chia theo
tirng phan trang trén danh sach (10 CCDC/1 trang). Click vao sé trang
hién thi dudi cing danh sach dé xem thong tin CCDC trén trang do.

e]
Buiée 3. Click dup vao md CCDC mudn diéu chuyén.

o Luu y: Sir dung chirc ning tim kiém ciia Phan mém dé tim chinh
xdc CCDC muédn diéu chuyén.

Nguoi sir dung chi can nhdp vao 1 hodc mét vai chir sé c6 trong
Mé CCDC hodc Tén CCDC = bam Tim kiém, Phan mém sé két xuat
danh sdch két qua CCDC cdn tim kiém. (Nén nhdp 1-5 ky tw cudi
trong Ma CCDC dé tim kiém chinh xdc)

Buéc 4. Nhap thong tin cho CCDC can diéu chuyén

TN T E RS TES | Piéu chuyén ngoai cong cu

Thong tin cong cu

Bon vi st dung ‘@_B_Q_gy__éj]_[}’ff_j_!79@[‘139?!‘_}160 dw an xay duwng thuy dién Tuyén Quang ‘
M3 cong cu \TT)W\

Tén cdng cu !Bén ‘
Nhém céng cu iBén ghé ‘

Théng tin diéu chuyén

S6 quyét dinh ‘ Ngay quyét dinh

Ngay didu chuyén® 210032013 |

S ching tirhéa don ' Ngay chiing tihda don ‘
Dién giai

o
e Luuy:
- Cdc truong ¢é dau (*) la bat budc phai nhdp théng tin.
- Cdc truong c¢é nén mau vang la cdc trwong théng tin do Phan

mém tw méc dinh, khéng cho phép nguwoi sir dung chinh sita.
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- 86 quyét dinh: Nhap s quyét dinh lién quan dén viéc diéu chuyén
CCDC.

- Ngay quyét dinh: Nhip ngay (cO dinh dang dd/mm/yyyy) quyét
dinh diéu chuyén CCDC. Vi du: 21/03/2013.

- Ngay diéu chuyén: Nhap ngay (cO dinh dang dd/mm/yyyy) thuc
hién diéu chuyén CCDC. Vi du: 21/03/2013.

- 86 chirng tirlhéa don: Nhap s6 chung tir, hoa don lién quan dén
viéc diéu chuyén CCDC.

- Ngay chirng tirlhéa don: Nhap ngay (cO dinh dang dd/mm/yyyy)
ghi trén chung tir, hoa don lién quan dén viéc diéu chuyén
CCDC. Vi du: 21/03/2013.

- Dién gidi: Nhap ghi chu can thiét lién quan dén viéc diéu

chuyén CCDC.

Buée 5. Chon Luu| @ Lvu | @& Iuu lai thong tin diéu chuyén

CCDC (hoac chon D(’)ng| O Bong ’ dé hity cac thong tin vira nhap) >
man hinh hién thi danh sach CCDC

= Thém mai

Stt  Ma céng cu Tén céng cu Nhom cong cu |Ngay sir dung Pon vi str dung

Ban quan Iy di dan TBC thudc .
1| T09-001-2-1 Ban Ban ghé 24/02/2013 | dw an xay dung thuy gién Tuyén | [ B
Quang

Click dap vao biéu tuong SfraE')’ dé xem va sura lai bién dong diéu
chuyén CCDC vira nhap = chon Lwu d¢ Iuu lai thong tin = Doéng.
Dé xo6a bién dong diéu chuyén CCDC: nguoi st dung click dup

chudt vao biéu tuong X6a#* > Phin mém s& dua ra canh bao lién
quan dén viéc x0a > chon Tiép tuc d¢ xac nhan thao tac x6a > Déng.

Bam nat Thém m()’i dé nhap bién dong diéu chuyén
CCDC khac cho don vi

3. Lap gidy b&o héng, mat

Céac budc thue hién:

Buwdc 1. Truy cap vao chic nang Cong cu dung cu = Gidim

CCDC = Lam gidy bdo héng, mdt trén thanh menu ngang.

148



Buwoc 2. Bam Thém maéi ctra sO hién thi nhu sau:
(“Theo doiphieu bao nong. mat |NELTLETE

Théng tin ké hoach

Bonvi st dung* T09003001
S6 phiéu* 0001

Nagay 1ap* 21/03/2013
Dién gidi ‘

Chi tiét cong cu

Danh sach cong cu # Them méi

!Stt IMa cong cu [Tén cona cu |Ly do hong Quan tri
L 2l al sl ik
© Luu ¢ Bdéng

- Pon vi siv dung*: Phan mém hién thi tén don vi nguoi sir dung
dang chon nhép dir li¢u tai san.

- 80 phiéu*: Phan mém s¢€ ty dong sinh so6 phiéu.

- Ngay ldp*: Nhap ngay (6 dinh dang dd/mm/yyyy) 1ap phiéu béo
hong. Vi du: 21/03/2013.

- Dién gidi: Nhap ghi chi can thiét lién quan dén viéc lap phiéu bao
hong, mat.

- Chi tiét cong cu:

Chon Thém mé’i dé thém CCDC.

Thém, stra cong cu

NhiFng triedng c6 dau * 1a trwedng bat budc phai nhap.

Ma congcu* | Tim kiém

Téncongcu*

Ly do hong

Ghi chu

BN

v Cép nhit ][oHuybé ]
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- Mi cong cu*: Click Tim kiém dé tim CCDC can 1ap phiéu bao
hong, mét.

Tmchoéngugiaodéng %

-

|G6 ma hoac tén cong cu dé fim kiém | ‘( Tim kiém ]

Nhom cong N

cu

Stt| Macdng cu Tén cong cu Bon vi sir dung

11 | T09-001-2-10 Ban Ban ghé Ban quan ly di dan TOC thudc du an xay dung thuy dién Tuyén

Quang
12 | T09-002-3-1 Thiet bivan M4y méc Ban quan Iy di dan TOC thudc du an xdy dung thuy dién Tuyén
phong Quang ‘
12 | T09-002-3-2 Th{el bivan My méc Ban quan Iy di dan TP C thudc dw an xay dung thuy dién Tuyén
phong Quang
14 | T09-002-3-3 Thl_et bivan My méc Ban quan Iy di dan TEC thudc du an xay dung thuy dién Tuyén
phong Quang

Phan mém hién thi danh sach toan bd cac CCDC da nhap vao
trudc do cua don vi.

Truong hop CCDC ciia don vi ¢6 s6 luong 16n s& duge chia theo
ting phan trang trén danh sach (10 CCDC/1 trang). Click vao sé trang
hién thi dudi ciing danh sach dé xem thong tin CCDC trén trang do.

5]
Click dap vao ma CCDC mudn lap phiéu bao hong, mat.

o Luru ¥ Sir dung chirc nang tim kiém ciia Phan mém dé tim chinh
xac CCDC muon lap phiéu bao hong, mat.

Nguoi su dung chi can nhap vao 1 hoac mot vai chir 56 ¢6 trong
Ma CCDC hodc Tén CCDC = bam Tim kiém, Phdan mém sé két xudt
danh sdch két qua CCDC cdn tim kiém. (Nén nhdp 1-5 ky tw cudi
trong M& CCDC dé tim kiém chinh xdc).

Tén cong cu: Phan mém s& tu dong hién thi khi nguoi st dung
chon ma CCDC.

o Ly do hong: Nguoi su dung nhdp vao ly do hong cua CCDC.

o Ghi ch: Nhap ghi chu cho viéc 1ap phiéu bao hong, mat.

- Chon Cép nhzflt[ v Capnhat | 3 thém thong tin vé phiéu bao
hong, mét (hodc chon Hily bé| @ Hivbd | dé huy thong tin vira nhép)
- man hinh hién thj chi tiét CCDC:
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Danh sach cng cu *+ Them maoi

IStt Ma céng cu Tén cong cu Ly do héng Quan tri

1 T09-002-3-20 Thiét bi van phéng chay B & |

Click dup vao biéu tugng Sira B dé xem va sira lai CCDC vira
chon vao danh sach lap phiéu bao hong, mat > chon Lwu dé luu lai
thong tin > Péng dé két thic thao tac stra phiéu bao hong, mat.

Pé x6a CCDC khoi danh sach: ngudi sir dung click dap chudt vao
biéu tugng X6a ¥ > Phin mém s& dua ra canh bao lién quan dén
viéc x6a > chon Tiép tuc dé x4c nhan thao tic xda > Pong dé két
thuc thao tic x6a phiéu bao hong, mat

B4m nit Thém méi dé thém CCDC khéc can lap
phiéu bao hong, mat.

4. Giam khéac

Cac budc thue hién:

Buwdc 1. Truy cap vao chitc nang Cong cu dung cu =2 Giim
CCDC = Gidm khdc trén thanh menu ngang.

Buoc 2. Bam Thém méi ctra s0 hién thi nhu sau:

Tra civu cong cu lao dong

G6& ma hoac tén cang cu dé tim kiém I H Tim kiém ]

Stt| Ma cong cu Tén céng cu Nhor:ucong \ Bon vi str dung

11 | T09-001-2-10 Ban Ban ghé gan quan ly di dan TBC thudc dw dn xay dwng thuy dién Tuyén

uang

12 | T09-002-3-1 Thi?t bi van Méy méc Ban quan ly di dan TBC thudc dw an xay dung thuy dién Tuyén
phong Quang

13 | T09-002-3-2 Th|§t bi van May méc Ban quan Iy di dan TDC thudc dw an xay dwng thuy dién Tuyén E
phong Quang

14 | T09-002-3:3 Th[et bi van May méc Ban quan Iy di dan TDC thudc dw an xay dung thuy dién Tuyén
phdng Quang

15 | T09-002-34 Thlgt bi van May méc Ban quan ly di dan TBC thudc dw an xay dung thuy dién Tuyén
phong Quang

16 | T09-002-3-5 Thl?l bi van May méc Ban quan Iy di dan TBC thudc dw an xdy dwng thuy dién Tuyén
phong Quang

Phan mém hién thi danh sach toan bd cac CCDC da nhdp vao
trudc do cua don vi.
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Truong hop CCDC cua don vi ¢c6 $6 lugng 16n s€ dugce chia theo
tung phan trang trén danh sach (10 CCDC/1 trang). Click vao so trang
hién thi dudi cung danh sach dé xem thong tin CCDC trén trang do.

2]

Buée 3. Click dup vao ma CCDC mudn khai bao giam.

o Luiru ¥ Sir dung chire nang tim kiém ciia Phan mém dé tim chinh
xac CCDC muon khai bao giam

Ngueoi sir dung chi can nhdp vao 1 hodc mdt vai chir sé c6 trong
Mé CCDC hodc Tén CCDC = bam Tim kiém, Phan mém sé két xudt
danh sdach két qua CCDC can tim kiém (Nén nhdp 1-5 ky ti cudi trong
Maé CCDC dé tim kiém chinh xdc)

Buéc 4. Nhap thong tin cho CCDC can khai bao giam

Thoéng tin céng cu

Bon vi siv dung %Ban quan ly di dan TOC thudc dw an xay dwng thuy dién Tuyén Quang ‘
Mé céng cu |T09-001-2-2
Tén céng cu %Bén ‘
Nhém céng cu iBén ghé ‘
Thoéng tin diéu chuyén
Sé quyét dinh [ Ngay quyét dinh ‘
Ngay giam* ‘v21:"03i201 3 ‘
Ly do giam®* [ Chon hinh thirc giam []
Sé ching ti/héa don \ Ngay chirng tir/héa don i |
Dién giai ‘
© L || o Bong |
Zu
e Luuy:

- Cdc truong c6 dau (*) la bat budc phdi nhdp théng tin.

- CAC truong c¢é nén mau vang la cdc truong théng tin do Phan
mém tw mdc dinh, khong cho phép nguwoi sir dung chinh siva.

- 86 quyét dinh: Nhap s6 quyét dinh lién quan dén viéc giam
CCDC.

- Ngay quyét dinh: Nhap ngay (cO dinh dang dd/mm/yyyy) quyét
dinh viéc giam CCDC. Vi du: 21/03/2013.

- Ly do giam*: Ngudi st dung chon 1 trong céc 1y do da duogc
mic dinh san trong Phan mém.
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o Bén

o Tiéu huy

o Thanhly

o Hinh thirc khac

- S6 chirng ti/héa don: Nhap sb ching tir, héa don lién quan
dén viéc giam CCDC.

- Ngay chirng tuw/héa don: Nhap ngay (cO dinh dang
dd/mm/yyyy) ghi trén ching tir, hoa don lién quan dén viéc giam
CCDC. Vi du: 21/03/2013.

- Dién gidi: Nhap ghi chu can thiét lién quan dén viéc giam
CCDC.

Buwée 5. Bam Luu| @ Luv | d¢ lyu thong tin cia CCDC giam

(hoic Bim D(’)ng dé huy nhitng thong tin vira nhap) > C6
thong bao “Tao mdi bién dong thanh céng” > Péng

Danh sach cong cu * Them mef

St Ma cong cu Tén cong cu Nhom cong cu (Ngay st dung Bon vi st dung
) Ban quan Iy di dan TOC thuéc dv |
11709-001-2-2 Ban Ban ghe 02/03/2013 | &n xdy dung thuy dién Tuyén [# '}
Quang
) Ban quan Iy di dan TEC thude du
2 | T09-001-2-1 Ban Ban ghe 24/02/2013 | an xay dung thuy dién Tuyén E‘? ' }
Quang

Click dup vao biéu tuong Sira El dé xem va stra lai thong tin
giam CCDC - chon Lwu dé luu lai thong tin = Péng.

Pé x6a bién dong giam CCDC: ngudi st dung click dup chudt
vao biéu tuong X6a# > Phin mém s& dua ra canh béo lién quan dén

viéc x6a = chon Tiép tuc dé xac nhan thao tac x6a > Poéng.

BAm nit Thém méijERizaial dé nhap CCDC khéc can khai bao

giam.
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C. NHOM CHUC NANG “TRA CUU”

= Nhom chirc nang Tra ctru giip nguoi su qung ‘tim kiém nhanh
chong va chinh xac nhitrng TSCP da nhap vao Phan mém.

= Phan mém Quén Iy TSNN h tro 3 chirc ning tra ciru:

- Tim kiém don gian

- Tra clru toan van

I. TIM KIEM DON GIAN

Truong hop s6 lugng tai san cia don vi 16n, dé tro giup ngudi st
dung tim kiém d& dang TSCD nham thyc hién céc thao tac sira chira
thong tin tai san, thém méi cac bién dong cho tai san (Nang cép, sira
chita, Thao d& mot phan, Ban, Thanh 1y...) hay theo ddi khau hao, hao
mon, Phan mém cung cip chirc ning Tra ciru TSCD:

Ngaychimgtir-tivdénngay [01012014  |[panzizo1s |
Don vi sit dung 01001001 ||véin pnang $& Céng Thueng |

Nhom ti sén | I |

WATén tai sin | | |

L Tiim kigm

Cac budc thue hién:

Buwéc 1. Truy cip vao chirc ning Tra ciu > Tim kiém don gién
trén menu.

Buwée 2. Nhap vao 1 trong cac tiéu chi tim kiém TSCD: Ngay
chirng tir, S6 chirng tir, Nhém tai san, M3 tai san, Tén tai san (hoic
nhap két hop 2 hay nhiéu tiéu chi tim kiém cung luc).

Buwée 3. BAm Tim kiém. Phin mém s& két xuit Danh sach két

qua tim kiém twong (mg bén dudi.

Stt M3 tai san Tén tai san Nhom tai san Ngay nhap Ngay sir dung Bon vi sir dung
1 012201200004 | | May 1 May Fax 21/04/2012 210412012 Cucthué Thanh phd Ha Néi
2 |o18201200005 || May 2 My chifu 23101/2012 15/04/2012 Cucthué Thanh phé Ha N
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Trén Danh sach két qua tim kiém click chudt vao Ma tai san dé
xem chi tiét thong tin bién dong cua tai san d6

Luuy:

- Ngay chirng tir (tir ngay - dén ngay): Nhip vao khoang thoi
gian ghi trén ho so, ching tir cia tai san dé tim kiém chinh x4c tai san.
Pé con tré chudt vao 6 tréng - Phan mém sé& hién thi lich dé chon
ngay thang nam can nhap.

o Thang Hai 2014 0
CN T2 T3 T4 T5 T6 T7
EEEEEEE
L ol o] ]| 12 13]| 14 15)
| 18] 17] 18] 19| 20| 21]| 22|
| 23|[ 24| 25| 25| 27| 23

Click chon mot ngay trong Lich dé chon. Sau khi chon thoi gian
trong Lich, ngudi st dung ¢ thé chinh stra lai ngay, thang, nim da
260212014 |

chon cho chinh xac

- 86 chirng tir: Nguoi st dung c6 thé nhap 1 hodc 1 vai ky tu ¢o
trong s6 chimg tir ca tai san dé tim kiém.

- Ma tai san: Nguoi st dung chi can nhap 1 hoac 1 vai chix s6 ¢6
trong M4 tai san dé tra ctru tai san. (Nén nhép tir 1-5 chit s6 cudi trong
mi tai san dé tim kiém chinh x4c).

Vi dy: Tai san can tim kiém c6 ma day du 1a 018201200004 . Néu
khong nhé chinh xac, nguoi st dung chi can nhap vao s6 004 hodc
00004.

- Tén tai san: Nguoi st dung chi can nhap moét vai ky tu ¢6 trong
tén tai san dé tim kiém.

Vi du: Tai san can tim kiém c6 Tén day du 1a Phan meém Quan ly
Tai san nha nwéce. Néu khongnhé day du, nguoi su dung chi can
nhap “qudn ly tai san” hoac “Phdn mém?” ...
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- Nhom tai san: D¢ con tro chudt vao 6 trong thir 2, gd phim miii
tén xudng trén ban phim va chon loai tai sdn tuong Ung trong danh
sach Phan mém s6 xudng

Nhém tai san 101 It

ME/Tén tai san |:| 1-DAt

[101-—Da‘mru s

S Tim kiem

102 - — P&t phuc vu hoat ddng gido duc va dao tao
AT Sac A oo 103 - — Dat phuc vy hoat ddng v té
T T 104 - — Bat phuc vy hoat ddng van héa
Stt Ma tai san Tén tai san . . . .
105 - — Bat phuc vy hoat 3éng the duc the thao

Vi dy: Tai san can tim kiém 1a xe 6 t0, c6 s0 chd ngdi tir khoang
4-8 - nguoi st dung chon tim kieém tai san theo Nhom “Xe o t6 phuc
vu chirc danh”.

Nhap két hop 2 hodc nhiéu tiéu chi tim kiém & trén dé tim kiém
chinh x&c tai san.

Phan mém s& két xuat két qua tim kiém thoa min dong thoi cac
tiéu chi tim kiém d3 nhap vao (giup thu hep pham vi va sé luong két
qua tim kiém TSCD).

Vi du: Nguoi stir dung nhap vao Tén tai san “Xe Audi” va Nhém
tai san “Xe 4 dén 5 ché” > Phan mém sé& két xuit danh sach két qua
tim kiém thoa man dong thoi 2 tidu chi: 1a xe 4 dén 5 chd va tén co
chira cum tir Xe Audi.S

Il. TRA CUU NANG CAO

= Chtc niang Tra ciru ning cao gitp nguoi st dung tim kiém
nhanh chong va chinh x4ac cac TSCD cua don vi bang cach két hop
nhi€u thong tin md td v€ tai san dong thoi s dung cac toan tir tim
kiém VA, HOAC.

- Todn tir VA: két qua két xudt phai théa man dong thoi tdt ca cdc
tiéu chi tim kiem ma nguwoi sw dung da nhdp vao (mo rong pham vi tim
kiem).

- Todn tir HOAC: két qua két xudt chi can théa man mét trong
cdc tiéu chi tim kiem nguoi su dung da nhdp vao (thu hep pham vi tim

kiém).
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= Nguoi str dung c6 thé chon sip xép két qua tra ciru tai san theo
nhiéu ti€u chi:
- Loai tai san
- M3 tai san
- Tén tai san (theo thu ty ABC)
- Ngay dua vao st dung
- Thoi gian tang maéi
= Nguoi str dung c6 thé chon sb luong két qua tra ctru tai san
hién thi trén tung trang: 10, 15, 20, 25, 50, 100

Tra clru nang cao

[ 1Tim trén moi trwdng | v |[cionG |l |
[vA v |[ [Tim trén moi truog ) v | ciénG v |
[VA v || Tim trén moi trrdng ) v|[ ci6nG | |
[vi v |[ 17im trén moi trrong ) v | ciénG | |

Thém diéu kién tim kiém

Loai t&i sén [ cnon nném tai san v
Sép xép theo | M3 tai san v |
Hin thi 10 v |kétqua 1 trang

[ Tim kiém ] [ Lam méi ]

Buéc 1. Truy cap vao chuc nang Tra ciru > Tra ciru ndng cao
trén menu

Buwée 2. Chon céc tiéu chi tim kiém trén form (Vi du: tim theo
Tén tai san hodc tim theo Nguyén gid, Gid tri con lai, Ngay ting mdai
cua tai san...)

Buwdc 3. Lia chon toan tir tim kiém (VA, HOAC)

Buéc 4. Nhap céac tir khoa tim kiém tai san vao 6 trong

Vi du: tim tit ca cac tai san ma Tén tai sdn c6 chtra cum tir “Xe
Audi” va gia tri con lai > 500.000.000 VNP, nhap vao nhu sau:

Tra clru ndng cao

[ [ Tim trén moi truéng | v || GitNG v |[xe Audi |

VA v || Gid i con tai v |[LON HoN v |[s00000000 |
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Buwéc 5. Chon sap xép hién thi két qua tim kiém theo mong mudn.

Buwéc 6. Bam Tim kiém.

- Click dup chudt vao Ma tai san trong danh sach dé xem chi tiét
thong tin bién dong tai san.

- Chon Xudt Excel dé xuit file tim kiém tai san ra excel.

D. NHOM CHUC NANG “BAO CAO”

= Phan mém hd trg nguoi st dung tai cac don vi thuc hién loc va
két xuat dir li€u ve tai san c¢o dinh theo nhiéu ti€u chi:

- Theo nhom tai san: Pat, Nha, O t6, May moc, Thiét bi, Dung cu...

- Theo thoi gian (ndm sdn xuat, ndm dua vao st dung, ndm nhap
tai san vao Phan mém, ndm tai san c6 bién dong tang/ giam...)

- Theo don vi: Pon vi truc tiép st dung tai san, don vi tf)ng hop tai
sancap 1, 2, 3...

- Theo loai hinh don vi: Pon vi su nghi¢p, Co quan nha nudc...
- Theo nhom don vi: Trung vong, Dia phuong (tinh, huyén, xa)
- Theo hi¢n trang str dung tai san

= Cac bao céo trong Phan mém co thé duoc két xuat dudi dang
file van ban thong dung: word, excel, pdf... phuc vu cong tac in an,
luu trir theo yéu cau cua don vi.

= Cac nhém bao cio trong Phan mém gom:

- Bao cao cong khai (theo Thong tu 89/2010/TT-BTC)

- B4o c4o tai san (Béo céo chi tiét, Bao cdo tong hop, Bao cdo tra ciru)
- Béo cao ké khai dang ky tai san

- B4o c4o theo ché d6 ké toan

- B4o cao CCDC

I. BAO CAO CONG KHAI

Chi tiét cac mau bdo cdo cong khai tai san nha nudc theo Thong
tu 89/2010/TT-BTC dugc cung cap trong Phan mém goém:

+ Cong khai ke hoach mua sam tai san nha nudce
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+ Cong khai két qua thyc hién mua sdm tai san nha nudc

+ Cong khai quan 1y, st dung tru s& lam viéc, co s& hoat dong su
nghiép

+ Cong khai quan 1y, st dung phuong tién van tai va tai san khac

+ Cong khai viéc cho thué tai sdn nha nudc

+ Cong khai diéu chuyén, thanh 1y, ban, chuyén nhuong, thu hoi,
ti€u huy tai san nha nudc

Nguoi str dung sau khi ding nhip vao Phan mém véi tai khoan
duogc cap quyén xem bao céo.

Cac budc thue hién:

Buéc 1. Chon don vi mudn xem dir lidu bao cdo tai goc trén cling

bén phai dudi thanh cong cu Phan mém

@ Trangchd  g& Van phang 53.19 It Van phing S¢ Tai chinh - Tinh Bac Kanl| € Thoat

Click chudt vao Tén don vi dang hién thi (mau xanh). Man hinh
chon don vi hién thi nhu duéi day:

Chon don vi siF dung

| G8 m3 hodctén don vi & fim kiém | H Tim kiém ]

Stt| Madonvi Tén don vi ‘Chon
1 |Tos Tinh Béc Kan JO
2 | T09001 Ban Bao vé Strc khoé Tinh uy

3 | T09001001 | Van phang Ban bdo vé cham sdc strc khde cdn b tinh
4 | T09002 Ban Chi dao phang, chdng tham nhiing tinh Bic Kan

5 | T09003 Ban Dan tic

ol olo|ole

6 | T09003001 | Ban quan Iy di dan TEC thudc dw an xay dung thuj dién Tuyén Quang

Trén danh sich don vi hién thi, chon 1 don vi dé xem dit li¢u bdo
c4o bang cach click chudt vao nit Chon mau xanh (bén phai tén don
vi trong bang) = bdm Chon

Néu so lwong don vi quan ly nhiéu, nguoi sw dung co thé nhdp Ma
hodc Tén don vi vao 6 trongtrén phan Tim kiém dé tim chinh xdac don vi.

Buwdc 2. Chon chirc nang B&o cado > Bao cao cong khai trén
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menu Phan mém.

Buée 3. Click vao Tén bao cdo mudn xem trong danh sach. Man
hinh loc dit liéu bao céo hién thi nhu sau:

Diéu kién bao cao ®
Mam 2013
Bonvi bdo cdo | Tat ca E“
Nhémtaisan | Tatca =]
Binh dang xem | PDF E“
[ Xem bdo cdo ” Xudttép & in H Béng ]
P

Buwéc 4. Nhap vao Nam mudn két xuat dir liéu bao cdo. Vi du:
2011, 2012,...

Buéc 5. Chon Pon vi mudn xem dit liéu bao céo tai san

Buwéc 6. Chon Nhém tai sain mudn két xuét dir liéu in ra trong
bao céo

Buwdc 7. Chon Pinh dang xem bao cao: PDF, MS WORD, MS
EXCEL

o Luu y: Cac tiéu chi ma nguoi sir dung chon tai form diéu kién
bao cdo nay sé dwoc thé hién trén tiéu dé bao cdo.

Buwée 8. Chon Xem bao cao dé xem trudce hién thi bao cao/Chon
Xuit tép dé in, Phan mém sé& két xuat bao céo ra dang file ma ngudi
sit dung chon & trén dé ngudi st dung c6 thé luu file bao cdo vao may
tram va tién hanh in bao cdo tai san.

I1. BAO CAO TAI SAN
Chi tiét cac miu bao céo tai san nha nudc gom:
Bio c4o chi tiét:

+ Bao cao tai san nha nudc cua don vi truc tiép su dung - Biéu sb
01A-DK/TSNN

+ Bao cédo hién trang st dung nha, dat cua don vi truc tiép st dung
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- Biéu s6 01B-DK/TSNN

+ B4o cdo ting giam tai san nha nudc cta don vi truc tiép sir dung
- Biéu s6 01C-DK/TSNN

+ Béo cdo ting tai san nha nudc cia don vi truc tiép sir dung -
Biéu s6 01D-DK/TSNN

+ Bdo cao giam tai sdn nha nudc cua don vi truc tiép st dung -
Bi¢u s6 01E-DK/TSNN

+ Béo céo chi tiét hao mon tai san nha nudc cua don vi truc tiép
st dung - Biéu s6 01F-DK/TSNN

+ Béo c4o chi tiét khau hao tai san nha nuéc cua don vi truc tiép
st dung - Biéu s6 01G-DK/TSNN

Bio cao tong hop (mdi bao cao chia 1am 3 loai: Bdo cao tong
hop chung, Béo cdo chia theo loai hinh don vi, B4o cdo chi tiét ting
don vi truc thudc)

+ B4o cdo tong hop tai san nha nudc - Biéu sé 02A-DK/TSNN

+ Béo cdo tong hop hién trang st dung nha, dat - Biéu s6 02B-
DK/TSNN

+ B4o cao tong hop tinh hinh ting giam tai san nha nudc - Biéu sd
02C-BK/TSNN

+ B4o c4o tong hop tinh hinh ting tai san nha nude - Biéu s6 02D-
DK/TSNN

+ Bé4o céo tong hop tinh hinh giam tai san nha nudc - Biéu sb
02E-BK/TSNN

+ B4o cao tong hop hao mon tai san nha nuéc - Bicu sd 02F-
DK/TSNN

+ Béo cdo tong hop khiu hao tai san nha nuéc - Biéu s6 02G-
DK/TSNN

Bao cao tra ciru:

+ Tra ctru theo don vi
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+ Tra ctru theo nhom tai san

+ Tra ctru theo du an

+ Tra ctru theo ngudn hinh thanh

111. BAO CAO KE KHAI PANG KY TAI SAN

Chi tiét cac mau bado cao ké khai dang ky tai sdn nha nudc trong
Phan mém gom:

+ Mau s6 01-DK/TSNN - Bao cao ké khai tru sé lam viéc, co s6
hoat dong su nghiép

+ Mau s6 02-DK/TSNN - Bao cao ké khai xe 0 td

+ Mau s6 03-DK/TSNN - Bao cdo ké khai tai san co nguyén gia tir
500 triéu dong tro 1én

+ Mau s6 04d-DK/TSNN - Bao céo ké khai x6a thong tin vé tai
san trong co so dir licu

+ Mau s6 01-DM/TSNN - Danh muc tru s lam viée, co sé hoat
dong sy nghiép dé nghi xu 1y

+ Mau s6 02-DM/TSNN - Danh muc xe 6 to dé nghi xt Iy

+ Mau s6 03-DM/TSNN - Danh muc tai san (trtr try so lam viéc,
co s6 hoat dong su nghiép va xe 6 to) dé nghi xu ly

IV. BAO CAO THEO CHE PQ KE TOAN

Chi ti€t cdc mau bao cao theo ché do ké toan trong Phan mém
gom:

+ Béo cdo kiém ké tai san ¢ dinh

+ Bao céo kiém ké tai san cd dinh - MAu phong ban
+ B4o céo tinh hinh tang gidm tai san c6 dinh

+ Bang tinh hao mon tai san c¢b dinh

+ Bang tinh khau hao tai san c¢6 dinh

+ S0 ghi ting tai san ¢ dinh
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+ S6 ghi giam tai san ¢ dinh

+ S0 tai san cb dinh

+ S6 theo ddi tai san cd dinh tai noi sir dung
V.BAO CAO CONG CU DUNG CU

Chi tiét cac miu bao cdo CCDC trong Phin mém gdm:
+ B4o céo kiém ké CCDC

+ Tong hop bao céo kiém ké CCDC

+ Liét ké CCDC dang dung

+ Bang ké tang giam CCDC

+ B4o céo tinh hinh tang CCDC

+ B4o céo tinh hinh giam CCDC

+ Bao cao tinh hinh stra chita CCDC

E. NHOM CHUC NANG “DANH MUC”

= Nhom chire nang Danh muyc 13 noi quan 1y tit ca cac danh muc
dung chung trong Phan mém, bao gom:

- Danh muc b phéan st dung
- Danh muc nhom CCDC

- Danh muc nha cung cip

- Danh muc du an

* Céan bd st dung Phan mém tai don vi dugc quyén thém mdi,
stra thong tin hodc x6a cac danh muc da tao sin trong Phan mém.

e Luu Y: viéc sia hodc xoa 1 loai danh muc co san trong Phan
mém cé thé dan t&i viéc mat dir liéu hodc sai khéc thong tin cua cac
TSCD trong CSDL, do vdy can cdn nhdc hét sitc can trong khi sira hay
xoa cdc danh muc nay.
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I. DANH MUC BQ PHAN SU DUNG

= B0 phan st dung tai san c6 thé la cac phong ban, chirc danh cta
can bg quan 1y, sir dung tai san tai don vi.

= Chtrc nang danh muc B9 phan stir dung cho phép can b quan tri
Phan mém cua don vi thuc hién Thém méi/ Stra/ X6a cac bd phan st
dung tai san tai don vi.

1. Thém méi by phan sir dung

Dé thém moi cac phong ban, bd phan quan 1y, sir dung tai san cua
don vi, nguoi st dung thuc hién lan lugt cac budce sau:

Buwdc 1. Truy cap vao chirc nang Danh muc -2 B phdn sii dung.

Danh sach bo phan sir dung ta san *+ Thém moi

stt "1‘;‘:“533:5" Tén b phan st dung Dia chi Dién thoai ‘ Quan tri
oo | Giém aéc 56 . . B
2 o [ Phong Tai chinh . . @ 3
™ [ phong He ' - ]
4 o3 Phang nahiép vu 1 B =

S———
Bwoc 2. Chon nut Thém méi .

Tao md&i bd phén str dung

Nhikng trirérng cé dau * 1a treéng bat budc phai nhap.

W3 bd phan st dung *

Tén bd phan s dung *

Bia chi

Fax

W3 b phdn cap trén

|
|
|
Bién thoai |
|
|

« Cap nhat H @ Hiy bd |

Buwéc 3. Nhap thong tin cho Bg phdn sir dung moi.

o Luu y: Cdc truong cé dau (*) la cdc truong bdt bude phai nhdp
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thong tin.

- Md by phan swr dung*: Nguoi st dung nhap ma ctia bg phan st
dung. Vidu: 001, 002...

- Tén by phdn swr dung*: Nhap tén cua bo phan st dung. Vi du:
Phong Hanh chinh, Phong Ké toan...

- Dia chi: Nhap dia chi ciia phong ban, bd phin (néu cin)

- Dign thogi: Nhap s dién thoai ctia bo phan (néu cin)

- Fax: Nhap s6 fax cta bo phan (néu can)

- Ma bé phdn cdp trén: Chon bd phan cip trén trong danh sach
bang cach sir dung mili tén di xudng trén ban phim.

" Lwu y: Khi tao bo phan, phong ban lam nhom cha thi khong

chon trieong md bé phdn cap trén.

Vi du:

Nhap 1 bd phan dau tién 13 truwong THCS Phii lam khong chon
truong thong tin M& bé phdn cdp trén, ké khai diy du thong tin con
lai bam nat Cép nhit.

Nhap Phong ké todn 1a bd phan con cta truong THCS Pha Lam.
Nguoi sir dung ké khai day du thong tin Phong ké todn, tai trudng Ma
bé phén cdp trén ngudi st dung nhan mii tén di xubng trén ban phim
dé chon don vi 14 trwong THCS Phii Lam.

Bue 4. Chon Ciip nhit| v Céonhat | dé luu lai thong tin b phan

st dung méi vao Phan mém (hodc chon Hiy bé| @ Hiybs ’ de huy
thong tin d6) - Xuét hién thong bao “Tao moi by phan sw dung co
ma ... thanh cong”

Buwdéc 5. Chon Pong. Man hinh hién thi danh sach céc bd phan su
dung:
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* Them mdi

Ma bo phan

< Tén bd phéan st dung Pia chi Pién thoai Quan tri
swr dung

1 001 Gidm doc S6 B |

2 o1 Phong Ti chinh ERE.;
3 |02 Phong HC . | EX;
4 ‘03 ‘Phbngnghiép'v‘m . ‘ ‘ [32? g
5 120 Phang Phé GB | | ERE.]

Luwu y: Khi nguoi su dung {hém mét bg phan sir dung la cap dwdi
(con) cua mot bo phdn khac. Dé xem thong tin bo phan viea dwoc thém
moi. Nguoi su dung kich vao nut miii tén sang phd’i mau xgnh :
cung hang voi bo phdn cha. Sau khi xem xong, muon tro vé thi nhan
nut mii tén sang trdi mau xanh

2. Stra thong tin b§ phan sir dung

Pé stra lai thong tin cac phong ban, bd phan quan 1y, sir dung tai
san cua don vi, nguoi st dung thuc hién lan luot cac budce sau::

Buwdc 1. Truy cap vao chirc nang Danh muc -2 B phdn sii dung.

Buwdc 2. Trén danh sach bd phan st dung, click dup chudt vao nut
Stwra & trén cung hang vai tén bd phan sir dung muon stra thong tin;

Buoc 3. Stra lai thong tin cho bd phan st dung.
Buoc 4. Chon Cap nhat| v Capnhat |,
Buéc 5. Chon Péng.
3. X6a by phan sir dung
Pé x6a cac phong ban, bd phan quan 1y, str dung tai san cta don vi,
nguoi st dung thuc hién nhu sau:
» Xoa bo phdn suw dung khong phai 1a nhém cha
Truy cép vao chiic nang Danlf muc =2 Danh muc don vi 2>
Bé phin sir dung > Kich dltp vao bi€u tuong x6a cung hang vdi tén

bd phan sir dung 'E‘F - Phan mém sé& dua ra canh béo x6a cho bd phan

d6 > Bam Tiép tuc [t dé xac nhan viéc x6a bd phan > Péng
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» Xoa bo phan sir dung 1a nhom cha
Néu bd phan st dung can x6a 1a mot nhom cha. Thi trude hét
nguoi st dung phai tién hanh xda toan bd cac nhdém bd phéan st dung
dudi (con) ctiia bd phéan sir dung nay. Thao tac twong tu nhu trén.
I1. DANH MUC NHOM CONG CU DUNG CU
= Phan mém hd trg Nguoi sir dung thyc hién phan nhém CCDC
quan ly, sir dung tai don vi.

* Chuc niang danh muc Nhom CCDC cho phép Thém
mo1/Stra/Xo6a cac nhom CCDC ma don vi dang thuc hién quan ly va
su dung.

1. Thém mé6i nhém CCDC

Cac budc thue hién:

Buwdéc 1. Truy cap vao chicc nang Danh muc = Céng cu dung cu
- Nhom CCDC

Buéc 2. Click vao nit Thém méi dé thém thong tin
mot CCDC.

Tao méi nhém cong cu ®

MhiFng triréeng c6 dau * 1a trrdeng bat budc phai nhap.

M3 nhém * |

Tén nham* |

Born vi tinh |

|
|
Théi gian phan bé(thdng) |u |
|
|

Mhém céng cu cha |

w Cap nhat & Huy bad
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Tao m&i nhom cong cu

NhiPng triedng c6 dau * 1a triedng bat budc phai nhap.

M3 nhém * l

Tén nhém *

Nhém cha

i

|
Théi gian phan bé(thdng) [

|

Ponvitinh

| v capnnat || @ Hiyos |

Buoc 3. Nhap cac thong tin cho CCDC méi

Luu y: Céc trueong cé ddu (*) la cdc trieong bdt budc phdi nhdp
thdng tin.

- M& nhém*: Nhap ma nhom CCDC. Vi du: 010, 011...
M3 nhém 1a duy nhét, khong duoc tring lip. Néu trong trudng hop
nguoi st dung nhap vao 1 ma da co6 san trong Phan mém, thi Phan mém
s€ dua ra mdt thong bao “Da ton tai nhém cong cu ¢c6 ma nhém ...”

- Tén nhém™*: Nhap tén nhom CCDC. Vi du: Cong cu bao hd lao
dong,...

- Nhém cha: Trong trudng hop Nhom cong cu nhip vao 1a cip
duéi (con) ctia 1 nhom da co sin trong Phin mém thi ngudi sir dung
sir dung mili tén 1én, xudng trén ban phim dé chon nhém cha phu hop.
Nguoc lai thi dé tréng. Liic niay Phan mém s& mic dinh Nhém cong cu
mo1 duge nhap nay s€ 1a 1 nhém cha.

- Thoi gian phdn bo (thdng): Nhap vao thoi gian phan bo cho
cong cu. Thoi gian phan bd nay thudng tiy vao timg cong cu va tily
vao tung don vi quan ly.

- Don vi tinh: Nhap don vi tinh cho nhom coéng cu (VD: cai,
chiéc, bo...).
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Buée 4. BAm Cap nhzjt[m dé luu lai thong tin nhém

A < £ . ‘,, Hay bé 2 1. X . n .
cong cu (hodac bam Hiy bo@ dé huy tat ca cac thong tin
nhém cong cu vira nhap) = Xuat hién thong béo “Tao méi nhém cong
cu co ma ... thanh cong” > Pong.

Danh sach nhom cong ci * Theém mei

Stt | Ma nhom Tén nhom Thoi gian phan bo (thang) Do vitinh Quan tri

1| 001 Ban ghe 24 Chiéc E

2 | 002 My moc 24 BG EME. S
o Luwu y: Khi nguoi sir dung thém mét nhém céng cu la cdp
duoi (con) cua mot nhom cong cu khdac. Bé xem thong tin nhom cong
cu vira duoc thém moi. Nguoi su dung click vao nut miii tén sang phdai
mau xanh cung hang voi nhom cong cu cha. Sau khi xem xong,
muén tré vé thi nhan it miii tén sang trdi mau xanh
2. Stra nhom cong cu
Truy cap vao chiic nang Danh muc =2 Cong cu dung cu >

Nhom cong cu dung cu > Click vao nat Sira El cung hang bén phai
véi tén nhom cong cu. Nhap lai cac thong tin cho nhém cong cu 2>

Chon Cap nhz.’it dé luu lai nhitng thong tin vira nhap

(hodc chon Huy b6 © Hiybs | 34 hiy cac thong tin nhom cong cu)
- Phan mém s& dua ra mot thong bao “Cdp nhdt nhom cong cu ...
thanh céng” - Déng.

3. X6a nhém cong cu

a) Nhom cong cu khong phai la nhom cha

Truy cap vao chirc nang Danh muc -2 Coéong cu dung cu 2>
Nhom cong cu dung cu > Chon nhém cha phu hop. Click vao nut
miii tén sang phai mau xanh dé tim t&i nhom cong cu mudn xda
- Click dap chudt vao biéu tugng Xoa '“# > Phin mém s& dua ra
mot canh bao x6a = Chon Tiép Tuc > Péng.
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b) Nhom cong cu la nhom cha

Néu nhom cong cu can xo6a la mot nhém cha. Thi trude hét nguoi
st dung phai tién hanh x6a toan bd cac nhom cong cy mirc dudi (con)
cua nhom cong cu nay. Thao tac twong ty nhu trén.

I11. DANH MUC NHA CUNG CAP

1. Thém méi nha cung cip

Cac buéc thuc hién:

Buwdéc 1. Truy cap vao chttc nang Danh muc = Danh muc khac

= Nha cung cdp - Chon Thém méi .

NhiFng trirdng c6 dau * 1a triedng bat budc phai nhap.

M3 nha cung cap *

Tén nha cung cap *

Bia chi

Pién thoai

Mé ta

‘.,
l
{
\
[ + Cap nhat ][ € Hay bd ]

Buwéc 2. Nhap thong tin cho nha cung cép.

o Luu y: Céc truong cé dau (*) la cdc truong bdt bude phai nhdp
dir liéu

- Ma nha cung cip*: Nhiap Mi nha cung cap. Vi du: 100, 101,
102,...

M3 nay 1a duy nhat. Néu nguoi st dung nhip vao 1 mi di co
trong Phan mém. Khi cap nhat thi Phan mém s& xuat hién thong bao
“M3 d3 ton tai trong Phan mém”.

- Tén nha cung cdp *: Nhap tén nha cung cap. Vi du: Cong ty cb
phan Cong nghé va giai phéap truc tuyén Toan Cau, Cong ty TNHH
Bé4o Minh...

- Dia chi: Nhap dia chi nha cung cap.
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- Dign thogi: Nhap s dién thoai ctia nha cung cép.

- Mé td: Nhap doi nét mo ta vé nha cung cap.

Buge 3. Chon Cap nhat dé luu lai thong tin nha
cung cdp méi (Hodc chon Hity b6 dé huy thong tin vira

nhap) = Phan mém hién thong bao cap nhat thianh cong > Péng.

Danh nha cung cap + Them mai

stt M& nha cung cap Tén nha cung cap Pia chi Dién thoai Mo ta Quan tri

|1 gs Gsolution @ @ |
2 |DTH DTH ERE. 3

2. Sira nha cung cap

Truy cap vao chic nang Danh muc 2 Danh muc khic 2 Nha
cung cdp > Chon nha cung cap can sira > Click vao nut Sira El >
Nhap lai thong tin - Cp nhat[ v Camat | (hoge Hity bi| © Hiyss )
- Phan mém dua ra thong bao cip nhat thanh cong > Péng.

3. Xé6a nha cung cip

Truy cap vao chic nang Danh muc - Danh muc khdc - Nha
cung cd"p - Chon nha cung cép can x6a > Click vé}o nat Xo6a o 9
Phan mém dua ra canh bao x6a thong tin nha cung cap = Chon Tiép
tuc > Dong.

IV . DANH MUC DU AN

1. Thém méi du an

Buwdc 1. Truy cap vao chitc nang Danh muc -2 Danh muc khdc

- Dy dn - Chon Thém méi .

NhiFng trirng c6 dau * 1a trirdng bat budc phai nhap.

Madwan* | |

Tén dw an* | |

Mo ta

[vcépnhét ][QHuyoé ]
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Buwdc 2. Nhap thong tin cho du an

o Luu y: Cdc truong cé ddau (*) la cdc truong bdt budc phdi
nhap dir liéu.

- Md dw dan *: Nhap Ma du an. Vi du: DAO1, DAO2,...

M3 nay 1a duy nhat. Néu nguoi st dung nhip vao 1 mi di co
trong Phan mém. Khi cap nhat thi Phdn mém s& xuat hién thong bao
“M3 di ton tai trong Phan mém”.

- Tén dw an *: Nhap tén dy an. Vi du: Dy an tin dung chuyén
nganh von JICA tinh Béic Kan,. ..

- M6 td: Nhap d6i nét mo ta vé du an
Buwée 3. Chon Cap nhat| ¥ Capnhat | 48 lyu lai thong tin du an
méi (hodc chon Hiy bé| @ Hiybé | @& huy thong tin vira nhap) >

Phan mém hién thong bao cap nhat thanh cong - Poéng.

Danh sach dir an + Thém mei

Stt Ma dw an Tén dw an Mo ta Quan tri

1 Da01 Du 4n 03 B
2 DAO2 Du an 02 @ @
3 12343 123 B =

2. Stra du an

Truy cap vao churc nang Danh muc = Danh muc khdac - Dw dn
- Chon du 4n can stra = Click vao nit Sira E/ —> Nhap lai thong tin
- Cap nhat [m (hodc Huy bé| © Hiy bo ) = Phan mém
dua ra thong bao cép nhat thanh cong = Dong.

3. Xéa du an

Truy cap vao chirc nang Danh muc = Danh muc khdac = Dw dn

- Chon du 4n can x6a > Click vao ndt Xo6a '“# > Phin mém dua ra
canh bao xo6a thong tin du 4n = Chon Tiép tuc - Poéng.
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F. NHOM CHUC NANG “HE THONG”
Chikc ning Tham sé bao cao
Cho phép can bo tai don vi cap nhat cac théng sé trén mau bao
c4o tai san nhu: Chirc danh nguoi lap biéu, Chirc danh ké toan truong,
Chtc danh tha trudng don vi, Tén ngudi 1ap biéu, Tén ké toan truong,
Tén thu truong don vi...

Tham s6 bdo cdo

DANH SACH THAM SO

STT TEN THAM 80 GIA TRI GHI CHU

1 | Tén don vi cdp trén | |

2 |Téndonvi |th}ng Tai chinh - ké hoach |

3 | Chire danh ngudi I3p bidu | |

4 | Tén nguévi 13p biéu | |

5 | Chirc danh ké toan trudng | |

6 | Tén ké toan trwdng | |

7 | Chirc danh thi trudng don vi | |

8 | Tén thi trurdrng dorn vi | |

9 |Diadann | |

10 | Canh I& frai bao cao | | em
11 | Canh I& phai béo cio | | em
12 | Canh I trén bao cao | | em
13 | Canh I& dudi béo cao | | em

Cdp nhat

Buwéc 1. Sau khi ding nhdp vao hé thng, chon chirc ning Hé
thong > Tham so0 bao cao trén thanh menu.

Buée 2. Nhap céc thong sb bao cdo twong tmg vao 6 trong:
1.Tén don vi cip trén.
2.Tén don vi.

3. Chirc danh nguoi 1ap biéu. Vi dyu: “Nguoi 1ap biéu”.
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4.Tén nguoi lap biéu: tén can bd lap biéu bao cdo. Vi du:
“Nguyén Van A”...
5. Chirc danh ké toan truong. Vi du: “Ké toan trudng” hodc “Ké toan”.

6. Tén ké toan trudng: nhap vao tén ké toan truong. Vi du: “Pham
Thi B”...

7.Chtic danh thu truéng don vi. Vi du: “Giam dde”, “Truong
phong”...

8. Tén thu trudng don vi: nhdp vao tén thu truéng don vi. Vi du:
“Nguyen Van C”...
9. Dia danh bdo cdo: Nhap dia danh bao cao. Vi du: Ha Noi; Hoa
Binh...
10.Canh 1& trai bao cédo: Nhap chi s canh 1& trai mudn canh khi
xuit in bao céo.
11. Canh 1& phai bao cdo: Nhép chi s6 canh 1& phai mudn canh khi
xuit in bao céo.
12.Canh 18 trén bao céo: Nhap chi sb canh 18 trén muén canh khi
xudt in bao céo.
13.Canh 1& dudi bao céo: Nhap chi s6 canh 1& dudi mudn canh khi
xuat in béo cdo.
Buwéc 3. Bam Cép nhat dé luu lai.
Buwéc 4. Bam Péng dé két thuc.

G. NHOM CHUC NANG TRAO POI DU LIEU
1. Chire ning Xuit so liéu bién dong
Cac budc thue hién:

Buéc 1. Truy cap vao chirc ning Trao doi so liéu > Xuit so liéu
bién dong > Xuit s liéu bién dong trén thanh menu. Man hinh lya
chon dir liéu xuét ra file hién thi nhu dudi day
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Xuat diF liéu bién déng

Nhom tai san

s e i g i&n vAn i, truyé P e
| bat ¥ Nha, vat kién trdic dg:huongnen van tai, fruyen (g May midc, thiét bi
#| Thiét bi, dung cu #| Cay l1au nam, sic vatlamviéc vacho san (5 Tai san dic bist | Tai san cd dinh
quan Iy pham T khac

| Tai san cd dinh vé
hinh

Thii gian va gia tri tai san
Tir ngay 01/01/2014 dén ngay|11/02/2014

Chi xudt dat, nha, phurong tién vAn tai va tai san cé nguyén gid 500 triéu

Dinh dang tép
® XML
Text ¢ cau triic

Thure hign nén tép * ZIP

| Xutdif liéu |

Buwée 2. Phan mém s& mic dinh tich chon xuét dir liéu cta tat ca 9
nhom tai san 16n. Truong hop ngudi st dung khong mudn xuat dir lidu
ctia nhom tai san nao thi bo dau tich chon tai nhom tai san do.

Buée 3. Nhap khoang thoi gian (tir ngdy. .. dén ngay...) mudn két
xuat dir lidu tai san ciia don vi ra file (€O dinh dang dd/mm/yyyy) hoic
chon ngay thang theo lich c¢6 sin cia Phan mém.

Bwoce 4. Tich chon vao 6 tréng “Chi xudt dat, nha, phuwong tién
vdn tdi va tai san co nguyén gida 500 tri¢u” néu muodn ket xuat tat ca
cAc tai san 1a dat, nha, phuong tién vén tai va cac tai san co nguyén gia
tr 500 triéu trd 1€n cua don vi.

Budc 5. Lya chon dinh dang cho t€p tin (XML hodc Text c6 cAu truc).

Buiéc 6. Tich chon vao 6 checkbox “Thuc hién nén tép *.Zip” dé
nén tép tin két xuat ra dudi dang file .zip.

Buwéc 7. Chon Xudt dir liéu. Khi Phian mém hoan thanh viéc két
xuat file dit liéu s& dua ra thong bao nhu sau:

Thong bao *®

Xudt dif lidu tai san thanh céng!. Nhan vao nat Tai
dif lidu d& taivé.

[ Béng |

Bugc 8. Chon Pong.
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Buoc 9. Click chudt vao nut Tai dir liéu.

Phian mém sé& hién thi cira sb tai file dé nguoi sit dung mé xem
trude hoac luu vé may tram,;

(Tén tep tin s€ dugc hé théng dé mic dinh theo ciu trac:

Ma don vi Nim_Thdng Ngday Gio' Phut Gidy thwe hién xudt
dir liéu.

Vi du: Tép dir licu xuét ra cta don vi Vin phong S¢ Cong thuong
tai thoi diém 10 gio 55 phut 44 gidy ngay 11/02/2014 s€ c¢6 dinh dang:
T01001001_2014 02_11 10 55 44).

2.Nhap s6 liéu bién dong

Cac budc thue hién:

Buéc 1. Truy cap vao chitc ning Trao doi s6 liéu > Nhap so liéu
bién dong trén thanh menu. Man hinh nhap dit li€u tai san hién thi
nhu dudi day:

Nhap s6 lidu bién déng
Tép diF liéu va dinh dang
Tép dir ligu Choose File | Mo file chosen

& XML

Binh dang tép . s .
Text co cau tric

Ché dé nhap diF ligu
®' Chithém nhifrng ban ghi chwra co
Ghi d& nhirng ban ghi 48 cé

La tép nén = ZIP

| Nhap diF ligu |

Buéc 2. Lya chon tép tin tién hanh nhap khau bang cach bam nit
Choose File.

Buwoce 3. Lya chon dinh dang cua tép tin nhap khau (XML hodc
Text c¢6 ciu truc).

Buwée 4. Lua chon ché do nhap dir ligu:
o Chi thém nhirng ban ghi chua co;
o Ghi d¢ nhitng ban ghi da co;

Buéc 5. Tich chon vao 6 checkbox “La tép nén *.Zip” néu tép
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tin nhap vao la t&p tin nén.
Buwoc 6. Click chon Nhap dir li¢u.

Buwée 7. Khi két thiic qua trinh nhép dit liéu, Phan mém s& dua ra
thong béo “Nhdp dir liéu thanh céng” = Chon OK dé két thic.

3. Nhap tai san tir Excel

Phan mém Quén 1y Tai san nha nudc hd trg nguoi sit dung nhap
dir liéu tai san co sin tir cac file excel, giup tiét kiém thoi gian va cong
stc nhap liéu cho Ngudi s dung ctia don vi.

3.1.Tai mau excel

Cac budc thue hién:

Buwéc 1. Truy cap vao chic ning Trao doi s6 li¢u > Nhap tai san
tir excel > Nhdp tai san tir excel trén thanh menu. Man hinh hién thi
nhu dudi day:

Nhép diF liéu tai san tl Excel

Nhap tén tép Choose File | Mo file chosen

Latép nén * ZIP

|- @ Taifile mau excel | | Nhap di liéu |

Buwée 2. Click chon vao nat Tai file mau excel.

Phian mém sé& hién thi cira s6 cho phép ngudi sir dung chon thu
muc bat ky trén may tram dé luu miu file excel. Nguoi st dung bam
nit Save dé luu hodc chon Open dé xem trudc mau file excel tai vé.

Sau khi tai dugc mau file excel cia Phan mém, nguoi st dung
thuc hién chuyén dit liéu tai san c6 san vao mau file excel.

o Luwu y: Trong qud trinh nhdp dit liéu vao mau file excel can giir
nguyén dinh dang ban dau ciia cdc cot dir liéu trong bang, nhdp cdc
gid tri theo diing dinh dang file mau.

3.2. Nhip file excel vao Phin mém

Cac budc thue hién:
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Buéc 1. Truy cap vao chic nang Trao doi s6 li¢u > Nhap tai san
tir excel trén thanh menu.

Buwéc 2. Lya chon tép tin excel dir liéu mudn tién hanh nhap khau
(tép tin excel da xir Iy theo mau c6 san nhu huéng dan tai myc 3.1 &
trén) bang cach badm nut Choose file.

Buée 3. Tich chon vao 6 checkbox “La tép nén *.Zip” néu tép
tin nhap vao la tép tin nén.

Buoc 4. Click chon Nhap dir li€u.

Buwée 5. Khi két thac qua trinh nhap dir li¢u, Phin mém s& dua ra
thong béo “Nhdp dir liéu thanh céng”> Chon OK dé két thuc.
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1. Thém mo1 bd phan sir dung

2. Stra thong tin bd phan stir dung

3. X06a bd phan st dung

Danh muc nhém cong cu dung cu

1. Thém méi nhém CCDC

2. Stra nhom cong cu

3. X6a nhém cong cu

Danh muc nha cung cip

1. Thém m&i nha cung cép

2. Sira nha cung cip

3. X6a nha cung cap

Danh muc dy an

1. Thém mai du an

2. Stra du an

3. Xo6a du an

NHOM CHUC NANG “HE THONG”
NHOM CHUC NANG TRAO POI DU LIEU”
1. Chtic nang Xuét s6 liéu bién dong
2. Nhép s6 liéu bién dong

3. Nhap tai san tir Excel
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H-ing dEn sé déng
phCn mOm Quin 1y tpi sin Nhp n-iC

ChPu tr,ch nhifm xuEt bin
NGUYON V;N TéC

ChPu tr,ch nhiOm néi dung

Céc Quin 1y c«ng sin

Trxnh bpy vp séa bin in

HOASACH]jsc
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In 5.000 cuen khe 17x 25 cm t'i C«ng ty ce phCn Hoa
S.,ch - §B

S$"'ng ky kO ho'ch xuBt bin sé: 32-2014/CXB/188-180/TC do
Céc XuEt byn cEp ngpy 02 th,ng 1 n"m 2014.

QuyOt ®bnh xult bin sé: 37/QS-NXBTC cEp nguy 27 th,ng 2
n'm 2014.

In xong vp nép l-u chiOu th ,ng 04 - 2014.
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