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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: 2041300301
Ngay Lap Tai Liéu: 09.09.2022

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 st dung Ghi Nhan va Hach Toan Ty Dong phan chénh léch Tién Phai Thu

tlr Hoéa Bon Ban Hang tai nghiép vu [Incoming Payments]

1. D6i Twong cua Tai Liéu

1.1. Nghiép vu [Incoming Payments] trong méi trwerng hé théng SAP B1 la nghiép vu dwoc dung dé ghi
nhan viéc thu tién ctia Cong ty dbi v&i cac hoat ddng kinh doanh hang ngay, xuét phat tir 03 ngudn co s&, la:

- Thu tién tlr Hoat Bdng Ban Hang cho Khach hang (Type: Customer);

- Thu tién tlr Cac Khoan Bu Trir/Can Trie/Ttr Chéi Mua Hang véi Nha cung cép (Type: Vendor);

- Thu tién tlr Cac Khoan/Ngudn khac (Type: Account).

1.2. Nghiép vu [Incoming Payments] c6 thé dwoc truy cap, trong méi trwdng lam viéc SAP B1, theo céac
budc thwe hién, nhw sau:

- Phuong phap “Click Chon”: Main Menu — Modules [Banking] — [Incoming Payments] — [Incoming
Payments]

- Phwong phap “Té hop phim tat”: Alt + M - N — | — |

- Phwong phéap “Truy van bang lénh”: Ctrl + F3 — gd “Incoming Payments”

2. Muc Tiéu cua Tai Liéu

Tai liéu nay dwoc 1ap voi muc dich hwdng dan nguwdi dung SAP B1 sir dung nghiép vu [Incoming
Payment] dé ghi nhan va hach toan tw doéng viéc thu tién theo mot/nhiéu Héa don Ban hang, va viéc thu tién
nay c6 s chénh léch gitra s tién thuc thu véi gia tri phai thu tir Khach hang.

3. Tinh Huéng Sw Kién

3.1. Kich ban Sw kién

- Céng ty c6 phat hanh 01 Héa don Ban hang (A/R Invoice) #23220 cho Khach hang c6 Ma Khach hang la
“H007878”, v&i gia tri giao dich nhw sau: 6.000.000 VND (chwa thué GTGT) + 570.000 VND (thué GTGT) =
6.570.000 VND (c6 thué GTGT)

- Dén thoi diém thu tién, Khach hang “H007878” tién hanh chuyén khoan cho Céng ty dé thanh toan Héa
don Ban hang (A/R Invoice) #23220, la: 6.570.000 VND, nhwng lai khdong chép nhan chiu phi chuyén tién cla
nguwi tra, tri gia 5.000 VND;

- Théng tin thwe nhan tién t Ngan hang ctia Cong ty bao “Cé” tai Tai khoan véi gia tri, 1a: 6.565.000 VND;

--- 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 ---



450 Tran Van Gidu, P. Tén Tao, Q. Binh Tan, TR H& Chi Minh
BT: 028 3754 0188 - Fax: 028 3754 0189
Email: infofhbe.com.wn Website: www.hbc.com.vn

HEBC conNG TY cO PHAN HOA BINH
s g s

- Cong ty déng y chap nhan chiu méat 5.000 VND (Chi phi ctia Céng ty) cho giao dich trén véi Khach Hang
“HO07878".

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

Nguwoi dung SAP B1 can duwgc hwdng dan cach ghi nhan nghiép vu [Incoming Payments] phu hop dé hé
thédng SAP B1 c6 thé hach toan tw dong viéc dinh khoan ké toan theo kich ban (nhw trén).

4. Hwéng Dan X Ly

Nguw&i dung SAP B1 dwoc hwdng dan xt ly tinh hudng (nhw trén) theo cac bwéc thao tac, nhw sau:

Bwé&c 1. Truy cap vao nghiép vu [Incoming Payments], chon Ma Khach hang phu hop, v&i lwa chon “Type:
Customer” va tim kiém Hoéa don Ban hang can x& ly

Main Menu

##TEST#CONG TY CO PHAN HO#
SAP Admin

M3 khich hing . Hoozers () Customer
Hame CONG TY THHH KUBOTA VIE ) Vendor

Posting Date 09/09/2022
Mpdules Drag & Relz  Bil To Bilto ¥ |L& B-3A2-CN, Khu cdng ) Account Due Date 09/09/2022
nghiép My Phudc 3, Phuding

il Py ey De 't Dat 09/09/2022
{5 Banking Thai Hoa, Thixa Ban Cat, of:umen ate 09/
Tinh Binh Duang, , Refarence
. Transaction No.

Ha. Primary | 19058

[ Incoming Payments
Contact Person
Project

I Check Register Blanket Agreement

1 Incoming Paymen

O Credit Card Mana, B EeT

O Credit Card Sumn

= Deposits
B3 outgoing Payments
) J Contents Attachments \
B Payment Wizard Selectegd_Document No. Instalment Document Type Date * Overdue Days Total Balance Due Blocked Cash Discount % Total Rounding Amount Total Payment Payment Order Run B..
& Bank Statements and [l 23220 lofl m 09/09/2022 0 VND 6.570.000 VND 6.570.000 0,00 'VND 6.570.000
1 Check Humber Confiri
I Document Printing
O Payment Orders
5 Banking Reports
Est  Inventory
Al 3
["] Payment on Account 0
Total Amount Due 'VND 6.570.000 (BT
Remarks
Journal Remarks Incoming Payments - HO0787 Open Balance
Created by Payment Wizard
Add Deselect Al || SelectAl || Add n Sequence

--- 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 2. M& hop thoai phwong thire thanh toan théng qua viéc click chon biéu twong “Payment Means”

Main Menu
##TEST#CONG TY CO PHAN HO#

: M3 khich hang = Hoo7s7e (%) Customer No. [Primary | [19058
SAP Admin Name CONG TY TNHH KUBOTA VIE ©) Vendor Posting Date 08/09/2022
Modules Drag & Rela  Bil To Billto Lﬁ:&AZ—CN’; Khu tﬁnﬁ ) Account Due Date 09/09/2022
B nghiép M§ Phudc 3, Phudng Di it Dats 09/09/2022
(1l Banking Thei Hoa, Thixa Bén Cat, e /08
Reference

[=r Incoming Payments
1 Incoming Paymen
O Check Register
[ Credit Card Mana,

O Credit Card Sumn

Contact Person
Project
Blanket Agreement

Payment Owner

Tinh Binh Drong, ,

Transaction No.

B3 Deposits
E outgoing Payments
A J Contents Attachments 1
£ Payment Wizard Selected Document No. Installment Document Type Date = Overdue Days Total Balnce Due  Blocked Cash Discount %  Total Rounding Amount | Total Payment payment Order Run B.. 1
B Bank Statements and 23220 1o0f1 N 09/09/2022 * 0 VND 6.570.000 VND 6.570.000 0,00 WND 6.570.000 =
[ Check Humber Confir
1 Document Printing
1 Payment Orders
5 Banking Reports
Fet  Inventory
Kl 3
["] Payment on Account i
Total Amount Due
Remarks
Journal Remarks Incoming Payments - HO0787 Open Balnce
Created by Payment Wizard
Add | Deselect Al H Select Al H Add in Sequence ‘

Bwéc 3. Xac dinh loai phwong thire thanh toan phi hop véi viéc thu tién (Phwong thirc thu tién theo kich
ban dwgc md ta la “thwc hién qua chuyén khoan ngan hang”), xac dinh Tai khoan Ké toan can dinh khoan,

ngay dién ra giao dich, sbé tra ctru giao dich (néu c6), va khai bao sb tién thwc thu (thwe ghi nhan) tai tai khoan
ngan hang (s tién theo kich ban la: 6.565.000 VND)

Main Menu Incoming Payments M =B
42 ESLHCONGIXCOREANEOA N5 i Schhang . Hoo7878 Currency VIND Ho.  |Primary | 19058
SAP Admin Hame CANG TY TNHH KUBOTA VIE Posting Date 09/09/2022
Modules DRg &Rela| Bil To Bilto ¥ 18 83821, K cong [ ek | Bank Transfer | Gedttcars [ cesn | Due Date 09/09/2022
. nahigp M7 Phudc 3, Phudng Document Date 09/09/2022
(11 Banking Thdi Hdz, Thixd BEn Cat, G/L Account = [1121011000 Tign Vigt Nam tai VCB TP HCM . 109
Tinh Bink Duong, , Reference
[=F Incoming Payments . T 09/05/3023 Transaction No.
_ Contact Person fansier Date /09,
& Incoming Paymen - project Reference ABC123456
I Check Register Blanket Agreement
O Credit Card Mana|
" iksitinn Payment Owner
O Credit Card Sumn
B3 Dpeposits
Qutgoing Payments
) Gz Ry i Contents Attachmen —
Primary Form Item 'aymen or Invoices from Customers hd
1 Payment Wizard Selected Document No. Instalment Document Type g Amount Total Payment Payment Order Run | B.. 7'
B9 Bank Statements and . 23220 10of1 il l VND 6.570.000 =
VND 6.565.000
T Check Number Confiri @
Total
O Document Printing
overal Amount | [IDNERILT
T Payment Orders R——
[ Banking Reports Bank Charge VND 5.000)
B ey e
Kl 3
[7] Payment on Account L1}
Total Amount Due VND 6.570.000 &)
Remarks
Journal Remarks Incoming Paymants - HO0787 Open Balance
Created by Payment VWizard
Deselect All H Select All H Add in Sequence

--- 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 —



HEBC conNG TY cO PHAN HOA BINH
s g s

350 Trén Van Giau, P. Tn Tae, Q. Binh Tan, TP HE Chi Minh
BT: 028 3754 0188 - Fax: 028 3754 0189
Email: infofhbe.com.wn Website: www.hbc.com.vn

Bwéc 4. Di chuyén chudt dén trwdng thong tin “Bank Charge” va xda di s6 tién dwoc hién thi sau khi da

nhap sb ti

en thyc thu (bén trén). Gia tri bi xéa tai
dong chuyén sang trwéng thong tin “Balance Due” |

“Bank Charge” (s tién theo kich ban la: 5.000 VND) sé& tw

i&n ké trén do. Click chon “OK”

Main Menu

Incoming Payments

##TEST#CONG TY CJ PHAN HO
SAP Admin

| wodues [opoare
(i ®anking
= Incoming Payments
1 Incoming Paymen
O Check Register
[ Credit Card Mana
O Credit Card Sumn
B Dpeposits
5 outgoing Payments
1 Payment Wizard
9 Bank Statements and
[ Check Number Confirl
1 Document Printing
1 Payment Orders
5 Banking Reports

Inventory

M3 khdch hang (= ng?a?a i Currency VND No. Primary * 19058

Name CONG TY TNHH KUBOTA VIE Posting Date 09/09/2022

Bil To Bilto ¥/ |L6 B-3A2-CN, Khu céng ek | BankTanster | geditcad ] cash | Due Date 09/09/2022
nahiép Mf Phudc 3, Phudng N Document Date 09/09/2022
Thdi Hoa, Thixd Bén Cat, G/L Account 1121011000 Tin Viet Nam tzi VCB TP HCM Refarence

Tinh Binh Duong, , T ction N
. ransaction No.

S EEED Transfer Date 09/09/2022
Project Reference ABC123456
Blanket Agreement

Payment Owner

il Contents Attachmen
Primary Form Item Payments for Invoices from Customers v
Selected Document No. Instalment Document Type g Amount  Total Payment Payment Order Run B.. 7'
L2320 1ofl W | VND 6.570.000 O =
VND 6.565.000
Total
Qverall Amoun! VND 6.570.000
Balance Due VND 5.000
Bank Charge @
[EX N
[7] Payment on Account 0
Total Amount Due VNDG.HU.UUU&T
Remarks
Journal Remarks Incoming Payments - HO0787, Open Balance
[ created by Payment Wizard
Add | Deselect Al || Select Al H Add in Sequence ‘

Bwéc 5. Kiém tra But toan nhap tai biéu twong “Journal Entry Preview” trén Thanh Céng Cu clia phan

mém hé théng

Main Menu

SAP B1 trwédc khi khéi tao chinh thire. Click “Add”.

‘ Incoming Payments

##TEST#CONG TY CO PHAN HOA
SAP Admin

(11 Banking

[Z Incoming Payments
1 Incoming Paymen
I Check Register
O Credit Card Mana
O Credit Card Sumn

5 Deposits

B Outgoing Payments

1 Payment Wizard

5 Bank Statements and

B Check Number Confirl

1 Document Printing

1 Payment Orders

[ Banking Reports

Inventory

— O
Series Number Posting Date Due Date Doc. Date Remarks [[] Revaluation Reporting Exch. Rate
Primary 122990 08/09/2022 05/09/2022 09/09/2022 Incoming Payments - HOO7878
Qrigin Origin No. Trans. No. Template Type Templte Indicator Project
RC 19058
Trans. Code Ref. 1 Ref. 2 Ref. 3
19058 [] Automatic Tax
[[] Manage Deferred Tax
[] Manage WTax
Blanket Agreement
J Contents ‘ Attachments ]
¥ G/L Acct/BP Code G/L Acct/BP Name Ref. 1 Ref. 2 Ref. 3 Offset Account
(1121011000 Tien Viet Nam tai VCB TP HCM 19058 \ABC123456 Ho07878
Debit (FC) Credit (FC) Debit Credit Debit (5C) Credit (5C)
VND 6.565.000 WND 6.565.000
Posting Date Due Date Doc. Date Project: Tax Group Distr. Rule Rermarks
09/09/2022 09/09/2022 00/09/2022 Incoming Payments - HOD7878
Primary Form Ttem
-
# G/LACCt/BP Code  G/L Acct/BP Name Control Acct Debtt Credit Rermarks Remarks Template  Tax Group Federal Tax ID | Tax Amount  Receipt Number |7
fll= 1121011000 Ti@n Vigt Nam tai VCB TP HCM = 1121011000 | VND6.565.000 [Incoming Payments
2 . 8110000000 Chi phi khac . 8110000000 'VND 5.000 Incoming Payments
3 = HOO7878 CONG TY THHH KUBOTA VIET HAM . 1310000000 'VND 6.570.000  Incoming Payments
VND 6.570.000 VND 6.570.000
[T | 3
Close [] Display in FC [] Display in SC Import From Excel Cancel Template
Total Amount Due VND 6.565.000 é‘l
Remarks
Journal Remarks Tncoming Payments - HOO787 Open Balance
[ Created by Payment Wizard
Add Deselect Al || Select Al H Add in Sequence

--- 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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1. Trwong hop sau khi lwa chon biéu twong “Journal Entry Preview” ma hé théng SAP B1 khéng phan
hdi/khéng phat sinh But toan nhap, ngudi dung SAP B1 can kiém tra lai tinh chinh xac cla cac gia tri tai:

- Gia tri sb tién can thanh toan tai Héa don Ban hang (A/R Invoice) duoc lya chon tai nghiép vu [Incoming
Payments];

- Gia tri s6 tién thyc thu dwoc ghi nhan tai hdp thoai “Payment Mean” ctia nghiép vu [Incoming Payments];

- Gia tri sb tién chap nhan chénh léch tai trwéng thong tin “Balance Due” - hop thoai “Payment Means” clia
nghiép vu [Incoming Payments];

2. Trwong hop sau khi da kiém tra cac thong tin dwoc mé ta tai Diém 1 (nhw trén) nhwng hé thédng SAP B1
van phan hdi/khéng phéat sinh But toan nhap, nguoi dung SAP B1 duwoc khuyén céo lién hé véi Ké toan
trwdng/Giam dbc Tai chinh/Nguwdi chiu trach nhiém hé théng SAP B1/Quén tri vién SAP B1 cla Tram dé duwoc
hé tro, hodc dwoc xac dinh mirc tran cho phép clia cac khoang chénh I&ch (t&ng/gidm) tai nghiép vu [Incoming
Payments] da ciu hinh s&n cé trwdc d6 cho Bon vi ma minh lam viéc.

5. Lwu Y & Chi Dan Str Dung

5.1. Nghiép vu [Incoming Payments] la nghiép vu SAP B1 chi duwgc thyc hién béi ngudi dung sé hiru tai
khoan:

- Hang “Limited Financials” - [FIN]

- Hang “Professional” - [PRO]

5.2. Phan chénh léch gira sb tién thwc thu va gia tri phai thu tr Khach hang khi thwc hién nghiép vu
[Incoming Payments], theo tai liéu hwéng dan nay, 1a déi twong da dwoc cau hinh hach toan tw dong theo thé
thire dinh khoan sau:

- Ghi “No” (Debit) tai Tai khoan Ké toan duoc dinh sdn theo quy dinh ctia Céng ty, véi gia tri Ia phan chénh
léch, khi Sé tién thwe thu nhé/it hon Gia tri phai thu tir Khach Hang; hodc

- Ghi “Cé” (Credit) tai Tai khoan Ké toan dwoc dinh sdn theo quy dinh clia Cong ty, v&i gia tri 1a phan
chénh léch, khi Sé tién thuwe thu Ién/nhiéu hon Gia tri phai thu ti Khach Hang.

5.3. Viéc hach toan ty dong nhw Diém 5.2 (néu trén) doi hdi phai co sw rang budc vé ciu hinh cho mirc
tran chénh léch cla gia tri thang dw, gia tri tham hut theo tirng loai hinh tién té tai Muc CAu hinh “Currencies -
Setup” ctia Tram SAP B1 dang st dung.

5.4. Trwdng hop ngwdi dung SAP B1 khong Iwa chon hach toan ty ddng sy kién trén nhuw tai liéu hwéng
d&n nay ma chép nhan cach lam hach toan thi céng cé xac dinh (chap nhan gia tri dwoc ghi tai trwéng théng
tin “Bank Charges” - hép thoai “Payment Means” ctia nghiép vu [Incoming Payments]), thi phai cé trach nhiém
lién hé dé& dwoc huwéng dan, ciu hinh va chép thuan thao tac véi viéc dinh khoan phu hop theo quy dinh cla
Coéng 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 ---



