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TAI LIEU HUONG DAN SU DUNG
NGHIEP VU SAP B1 CO BAN TAI HOA BINH GROUP

M3 Nhém Tai Liéu: Nhom 2 - Tai Liéu Hwédng Dan Thao Tac Nghiép Vu
Ma Hiéu Tai Liéu: 2011500501
Ngay Lap Tai Liéu: 30.09.2022

Tinh Trang: Con hiéu lwc - Pang ap dung
Ap Dung Péi V&i:  Phan mém Quan Ly Ngudn Lwc Doanh Nghiép SAP Business One 10.0, PL02
Tén Tai Liéu: Hwéng dan sir dung Ghi Nhan DBé Nghi Bat Coc Tién trong hoat dong Ban hang tai

nghiép vu [A/R Down Payment Request]

1. D6i Twong cua Tai Liéu

1.1. Nghiép vu [A/R Down Payment Request] trong mi trudng hé théng SAP B1 la nghiép vu dwoc dung
dé thwe hién viéc ghi nhan/phat hanh D& nghj Thanh toan Tién D&t Coc dbi véi Khach hang trong hoat déng
Ban hang cua doanh nghiép.

1.2. Nghiép vu [A/R Down Payment Request] cé thé dwoc truy cap, trong mdi trwdng lam viéc SAP B1,
theo cac buwdc thwe hién, nhw sau:

- Phwong phap “Click Chon”: Main Menu — Modules [Sales - A/R] — [A/R Down Payment Request]

- Phuong phap “Té hop phim tat”: Alt+ M — S — /

- Phwong phap “Truy van bang Iénh”: Ctrl + F3 — gé “A/R Down Payment Request”

2. Muc Tiéu cua Tai Liéu

Tai liéu nay dwoc 1ap véi muc dich hwéng dan nguwdi dung SAP B1 sir dung Nghiép vu [A/R Down
Payment Request] dé thuc hién viéc ghi nhan yéu cau dat coc tién hang déi véi Khach hang dwa trén théng tin
cua Bon hang ban da dwoc khai bao trudc doé.

3. Tinh Huéng Sw Kién

3.1. Kich ban Sw kién

- Cbébng ty c6 phat sinh Pon hang ban (Sales Order) #21879 véi Khach hang c6 Ma Khach hang la
“H007467”; Gia tri giao dich nhw sau: 65.000.000 VND (chwa thué GTGT) + 6.500.000 VND (thué GTGT) =
71.500.000 (c6 thué GTGT); Piéu kién thanh toan ap dung la “30% Dat coc - 70% Thanh toan chuyén khoan
tra trwée khi giao hang”.

- Sau khi phat hanh Pon hang ban, nhw trén, Céng ty cé nhu cau phat hanh D& nghi Thanh toan Bat coc
tién hang vai gia tri = 30% x 71.500.000 VND = 21.450.000 VND déi véi Ma Khach hang “H007467”; Thei han
mong mudn nhan D4t coc tir Khach hang la 5 ngay ké tir ngay phat hanh Dé nghi

3.2. Yéu cau/Van dé stir dung SAP B1 can giai quyét

Ngudi dung SAP B1 can dwoc huwéng dan cach thire thwe hién Nghiép vu [A/R Down Payment Request]
dé ghi nhan Bé nghj Thanh toan D4t coc tién hang nhw gid thuyét néu trén.

--- Tai lieu nay thudc ban quyén s& hivu cia CONG TY CO PHAN HOA BINH -
--- Nghiém c&m sao chép va str dung ngoai pham vi cong viéc clia Cong ty va cac Bon Vi Thanh Vién dwéi moi hinh thikc ---
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4. Hwéng Dan Xir Ly

Nguw&i dung SAP B1 duwoc hwdng dan xt ly tinh hubdng (nhw trén) theo cac bwée thao tac, nhu sau:

Bwéc 1. Truy cap vao Nghiép vu [A/R Down Payment Request], tim Ma Khach hang phu hop can thao tac
tai trwdng thong tin “Customer”

Theo gia thuyét, Ma Khach hang nay sé 1a: HO07467
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Bwéc 2. Chon nat “Copy From” va tim Nghiép vu [Sales Order] phu hop can ké thira théng tin va chon nut
“Choose” clia hop thoai “List of Sales Orders”
Theo gia thuyét, Nghiép vu [Sales Order] phu hop sé cé sb hiéu la: 21879
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Sau khi chon nut “Choose”, nguwdi dung dwoc yéu cau xac dinh viéc ké thira thong tin 1a: K& thira toan bod
(Draw All Data) ho&c Ké thira c6 chon loc (Customize).

Thong thwéong, sw lwa chon phd théng tai bwéc chuyén tiép nay sé la “Draw All Data”. Tuy nhién, néu tinh
hudng kinh doanh thyc té yéu cau ngudi dung khi ké thiva théng tin tr Nghiép vu [Sales Order] phai xac dinh
cu thé San phdm nao l1a dbi twong sé dwoc chuyén tiép vao Nghiép vu [A/R Down Payment Request], thi
ngudi dung cé trach nhiém lwa chon “Customize” va ké thira dung nhirng théng tin phu hop.

--- Tai liéu nay thudc ban quyén sé& hiru ctia CONG TY CO PHAN HOA BINH -
- Nghiém c&m sao chép va st dung ngoai pham vi cdng viéc clia Cong ty va cac Bon Vi Thanh Vién dwéi moi hinh thirc —
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Bwéc 3. Tai hop thoai clia Nghiép vu [A/R Down Payment Request], nguoi ding dwoc yéu ciu xac dinh
chinh xac va phu hop véi thuc té phat sinh téi thiéu mét sé trwong théng tin dwoc danh dau sb thir tw nhw
hinh mé ta bén dudi.

Theo gia thuyét, mét sb trwdng théng tin quan trong, la:

- Ngay han thanh toan sé la: 30/09/2022 + 5 ngay = 05/10/2022
- S6 tién can thanh toan sé la: 30% x 71.500.000 VND = 21.450.000 VND
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Khi cac thong tin khai bao da hoan tat, chon nut “Add” dé chinh thirc khéi tao nghiép vu; va Hoan tat chuéi
thao tac.

Luuy

1. Ngoai cac trwdng théng tin tdi thiéu dwoc danh sé thir tw nhw hinh mé ta, nguoi dung dwoc yéu cau
phai kiém tra va khai bao céac trwéng thong tin khac cé lién quan theo quy dinh ciia Céng ty (néu co).

2. Vi quy dinh riéng ctia ndi bo [HBG] va dé phu hop véi tap quan khai bao thué G.T.G.T theo quy dinh cla
phap luat Viét Nam hién hanh, nhitng dong San pham la Dbi twong San phdm mua ban co thué suat G.T.G.T
I&n hon 0% déu sé phai dwoc diéu chinh vé Ma thué suét la “SVNO: Tax Blank - Sales” (trwdng thong tin
dwoc td mau dd) trwéc khi tao méi Nghiép vu. Theo dd, téng gia tri ctia Nghiép vu (IGc nay) sé bi loai trir cac
khoan lién quan dén Thué G.T.G.T cta Pon hang => Ngw&i dung sé dwoc yéu cau xac dinh sé tién dat
coc bang thao tac gé sé truc tiép vao vung trang sau dau “%” cta trwong thong tin “DPM”, thay vi xac
dinh ty 1& phan tram cua gia tri nay => Sy kién nay sé lam cho gia tri ty 1& thanh toan dat coc ctia Nghiép vu
khéng béng véi yéu cau thuc t&, nhwng gia tri tuyét dbi cla sb tién nay van dwoc ddm bédo dung véi thda
thuén gilra cong ty va Khach hang.

(Piém lwu y nay la kiéu thirc van hanh nghiép vu SAP B1 ¢c6 chu dich theo tinh huéng d&c thu cia doanh
nghiép va sé& khoéng phu hop véi quy tdc van hanh chuan cta phdn mém hé thdng => Nguoi dung duoc
khuyén cdo phai dam bao tuan tha tuyét dbi khi thao tac Nghiép vu theo quy dinh clia cong ty)

--- Tai lieu nay thudc ban quyén s& hivu cia CONG TY CO PHAN HOA BINH -
--- Nghiém c&m sao chép va str dung ngoai pham vi cong viéc clia Cong ty va cac Bon Vi Thanh Vién dwéi moi hinh thiec ---
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5. Khuyén Cao va Chi Dan Sir Dung

5.1. Nghiép vu [A/R Down Payment Request] lIa nghiép vu SAP B1 chi dwgc thic hién b&i ngwoi dung sé&
hiru tai khoan:

- Hang “Limited Logistics” - [LOG]

- Hang “Professional” - [PRO]

5.2. Viéc thyc hién Nghiép vu [A/R Down Payment Request] phai dwoc lap dwa trén co s& phu hgp voi
diéu kién thanh toan (trwéng théng tin “Payment Terms”) clia Nghiép vu duwoc ké thira.

5.3. Mét Nghiép vu [A/R Down Payment Request] néu da duwoc x( ly b&i mét (nhiéu) Nghiép vu [Incoming
Payment] sau d6 thi sé chi dwoc dbi soat/soat xét thanh toan véi Nghiép vu [A/R Invoice] hodc [A/R Res.
Invoice] phat sinh sau Nghiép vu [A/R Down Payment Request] nay.

5.4. Nghiép vu [A/R Down Payment Request], néu da nhan thanh toan du chwa hoan tat du gia tri nghiép
vy, chi cé thé bj Hiy (Cancel) sau khi nguoi dung Hay (Cancel) cac Nghiép vu [Incoming Payment] cé lién
quan dén Nghiép vu [A/R Down Payment Request] nay.

5.5. Dbi v&i cac Nghiép vu [A/R Invoice] hodc [A/R Res. Invoice] phat sinh sau Nghiép vu [A/R Down
Payment Request] da dwoc thanh toan, néu dwoc thwc hién trong cung chudi Nghiép vu véi nhau, sé dwgc hé
thdng tw dong dé xuat viéc ddi soat/soat xét thanh toan tai trwéng thong tin “Total Down Payment”. Truéng
hop, nguoi ding cé nhu cau phat sinh thém/gidm gia tri can déi soat/soat xét thanh toan ctia Nghiép vu [A/R
Down Payment Request] vé&i Nghiép vu [A/R Invoice] hodc [A/R Res. Invoice], thi ngwdi dung cé thé xac dinh
gia tri nay théng qua biéu twong [..] tai trwong thong tin “Total Down Payment” ctia Nghiép vu [A/R Invoice]
hoac [A/R Res. Invoice] co lién quan.

--- Tai lieu nay thudc ban quyén s& hivu cia CONG TY CO PHAN HOA BINH -
--- Nghiém c&m sao chép va str dung ngoai pham vi cong viéc clia Cong ty va cac Bon Vi Thanh Vién dwéi moi hinh thiec ---



