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MUC bicH
Nham théng nhét vide thé hidn va sir dung ma - thong tin Nha Cung Cép trén tmg dung SAP. Hb trg

cdng thc quén Iy va gitp ngudi st dung dé dang tim kiém va truy xuét thong tin.

PHAM VI AP DUNG
Tai Cong Ty C6 Phin Hoa Binh (HBC) & céc Cang Ty Thanh Vién (CTTV) do HBC du tu vén.

TRACH NHIEM
Ngudi yéu ciu va ngudi thue hign o trach nhiém tudn tha theo ding quy tic da néu;
GD CTTV & GP cép phong tai HBC dam bao tai léu duge trién khai ap dung tai don vi phi hgp véi

cac yéu cau quan ly

TAI LIEU LIEN QUAN
Biédu miu “Yéu ciu tao ma Nha cung cép trén hé théng SAP B 10.0 PL02”;

5. BANG CHI DAN THONG TIN
Bang chi din co bin vé Thang Tin nha cung cAp trén \ing dung SAP B, bao gdm:
THONG TIN VE NHA CUNG CAP DINH VI TREN UNG DUNG SAP BI
# | Thong tin Module Function Field
1 | Nhém Nha Cung Cép Business Business Partner Master Data Group
Partners
2 | Tén Nha Cung Chp Business Business Partner Master Data Name
Partners
3 | Tén Nha Cung Cép_tiéng Anh Business Business Partmer Master Data Foreign Name
Partners
4 | Mi sb thué/Ma sb doanh nghiép | Business Business Partner Master Data Federal Tax ID
Partners
5 Tién té giao dich Business Business Partner Master Data Currency
Partners
6 Loai hinh Nha Cung Cép Business Business Partner Master Data General/Business
Partners Partner Type
7 Bia chi giao dich/Dia chi xuét | Business Business Partner Master Data Address/Bill to
hoéa don Partners
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8 | Biachi giao hang Business Business Partner Master Data Address/Ship to
Partners
9 | Pién thoai lién hé Nha Cung | Business Business Partner Master Data General/Tel 1
Chp Partners
10 | S6 fax lién hé Nha Cung Chp Busingss Business Partner Master Data General/Fax
Partners
11 | Email lién hé Nha Cung Cip Business Business Partner Master Data General/Email
Partners
12 | Website lién hé Nha Cung Cip Business Business Partner Master Data General/Website
Partners
13 | Dai dién theo phap ludt cia Nha | Business Business Partner Master Data Contact
Cung Cip Partners Persons/Contact
iD
14 | Pai dién lién hé ciia Nha Cung | Business Business Partner Master Data Contact
Cép Partners Persons/Contact
D
15 | Piéu kién thanh todn Business Business Partner Master Dala Payment
Partners Terms/Payment
Terms
16 | Bang gia ban ap dung Business Business Partner Master Data Payment
Partners Terms/Pricelist
17 | Han murc ¢dng ng Business Business Partner Master Data Payment
Partners Terms/Credit Limit
6. TO CHUC VA PHAN LOAI NHA CUNG CAP

6.1. Co s& dir liéu v& Nha Cung Cip trén toan hé thdng dir lidu thong tin cia HBG duge théng

nhét phan chia theo 05 nhém Nha Cung Céip, nhu sau:
(i). Nh6m Nha Cung Cép ni bi:
- Didu kién x4c dinh: Nha Cung Clp ndi bd ctia mdt don vi bao gbm cac Nha Cung Cip
14 nhitng cOng ty trong cung hé théng HBG khi don vi nay giao dich mua ban.
- Dinh danh trén hé thdng SAP: Business Partner Group = 01_Sup_Npi_Bf

e . - A . - -
(ii). Nhém Nha Cung Cip hang hoa trong nuwoc:
- Didu kién x4c dinh: Nha cung cap san pham hang hoa va dich vu ¢é ding k¥ kinh
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6.2.

doanh va hoat déng trong pham vi lanh thé Viét Nam. Viéc phén loai Nha cung cip
nio vao nhém Nhi cung cip ndy tai cic CTTV sé& do Tdng Giam dbe HBC xét duyét
(duéi sy tham van ctia Truéng Phong Mua Hang (HBC) va Gidm ddc céc Cong ty
Thanh vién ¢ lién quan).

Dinh danh trén hé théng SAP: Business Partner Group = 02_Sup_Treng_Nudc

(iii). Nhém Nha Cung Cép hang héa ngoai nuée:

Piéu kién xac dinh: Nha cung cdp san phim hing héa va dich vu co ding kv kinh
doanh va hoat ddng ngoai pham vi lanh thd Vit Nam. Viéc phén loai Nha cung cép
ndo véo nhém Nha cung cdp ndy s& do Téng Gidm déc HBC xét duyét (tai KBI sé do
T511g Giam doc KBI xét duyét).

Pinh danh trén hé théng SAP: Business Partner Group = 03_Sup_Ngoai Nudce

. , kY <A + ’ Ao o2 A 3
(iv). Nhém Nha Cung Cap I4 cde doi tae Ngan hang:

Diéu kién xde dinh: Cée ddi téc 1a nhitng don vi Ngén hang, don vi cung cdp cde hoat
dong dich vu tin dung ¢6 diing ky kinh doanh va hoat ddng trong pham vi [inh thd
Viét Nam,

Binh danh trén hé thong SAP: Business Partner Group = 04_Sup Ngin_Hang

(v). Nhém Nhi Cung Cép dich vy Logistics:

Ditu kién xdc dinh: Cée déi tiac 1a nhitng don vi cung cdp cdc dich vy v& hoat dong
hau cin, déng gbi, kho bii va van chuyén hang hoa ndi dia; hoat dong Logistics trong
linh vire giao nhin hang héa qudc t&; hoat dong hd teg doanh nghiép khai bao hang
héa vdi co quan chirc nang va hai quan theo quy dinh cta phép luit. Cac don vi nay
c6 thé 13 nhitng phdp nhan ¢ dang ky kinh doanh v& hoat dong trong va ngoai pham
vi linh thé Viét Nam

Dinh danh trén hé thdng SAP: Business Partner Group = 05_Sup_Logistics

Nguyén tic théng nhit quan 1y co s¢ dit lidu Nha Cung Cp trén (mg dyng SAP Bl HBG, bao

gom:

Mt Nha Cung Cip duge tdn tai va quan 1y bang mot mi nha cung cép duy nhit va
théng nhét trong hé théng co s¢ dit liéu cia HBG.

Mot Nha Cung Cép dd ton tai tai mdt tram co s dir liéu bt ky, vin c6 thé duoc tao
méi tai tram co s& dir lidu khac néu yéu ciu tao méi déi voi nha cung cip ndy duwge
phé duyét theo quy dinh tai Pidu 9.3.

Mot nha cung cép chi c6 thé tdn tai dudi mdt Nhém Nha Cung Cép duy nhit théng
nhét trén co s¢ dif lidu ciia HBG

Ma Nha Cung Cép 1 truong thong tin bt bién va khong duogc thay doi trong toan bd
hoat ddng kinh doanh trén co s¢ dit liéu g dung SAP cita hé théng HBG;

Céc théng tin lién quan vé nhd cung cip cha tram co s& dit lidu nio s& do Cong ty
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hodc Don vi d6 phu trach truc tiép quan ly va cdp nhit thong tin nha cung chp khi 6

thay dbi.

- Dbi voi cac Nha cung cip da ton tai trén cac co s& dit lidu mdi don vi truede théi diem

ip dung tai liéu nay thi M4 Nha cung cip di tao vin gilr nguyén khong abi.

7. NGUYEN TAC XAY DUNG MA NHA CUNG CAP
7.1, Chu troc: XY45678 (gdm 7 ky ty)
72, Mo ta: Mi Nha Cung Cip duge ghi nhén trén img dung SAP mt chudi bao gdm 7 ky t, voi

2 ky tr dau 1 chir cai va 5 ky twr cudi 1a chit so;

7.3, Bang tham chicu nguyén tic xay dyng ma nha cung cip nhu saw:

Bing Tham Chiéu
Ky ty chit (X} X = dai dién cho Mi Nha Cung Cap duge khai bao theo Cong ty. Theo do,
- “H” = Ma Nha Cung Cf‘tp duoc khai bdo bai HBC;
- “K” = Mi Nha Cung Cip duge khai bao béi KB,
- = Ma Nha Cung Cép dugc khai bao bdi LBC;
- “A” = M Nha Cung Cép duge khai bao boi AKBC;
-« = M Nha Cung Cip duoc khai bao boi AKIBC;
- “G” = Ma Nha Cung Cip dugc khai bio boi GBC;
- “D” = Ma Nha Cung Cép dugce khai bio bai HHBC;
- «T” = Ma Nha Cung Cép duge khai bao bi TBC;
Ky twr chir (Y) Y = dai dién cho M4 Nba cung cép dige khai bao theo nhém Nha cung chp.
Theo do,
- “N” = Ma Nha cung cép thude nhdém “01_Sup Noi_BE7,
- “L” = Mi Nha cung cip thudc nhém “02_Sup_Trong_ Nude™;
- 0" = Ma Nha cung cfp ‘thuéc nhém “03_Sup Ngoai Nuéce”,
- “B” = Mai Nha cung cap thude nhom “04 Sup Ngin_Hang™;
- “G” = Ma Nha cung cip thude nhém “05_Sup_Logistics™;
Ky tur s6 (45678) 45678 = S6 thr ty tang dén cia M3 Nha cung cép méi duge khai tao theo quy
tic “dang ky trwde dém trude” dya trén co s¢ dit lidu dém ctia SAP HBG

8. QUY DINH VE THONG TIN NHA CUNG CAP

8.1.  Pinh nghia céc trwdng thong tin co ban lién quan dén Nha cung cip va yéu ciu trong nhép

lidu:

i
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Tén Nha Cung Cép: Ja Tén t& chirc kinh doanh/hd kinh doanh c4 thé/hop tac xa tryc tiép cung
cép hang héa cho bén Ban, Tén Nha Cung Clp 14 trudng thong tin duge thé hidn trén hoa don
thuong mai cua bén Ban déi véi bén Mua; trudng théng tin Tén Nha Cung Cip trén tng dyng
SAP phai duge nhip bing tiéng Vit ¢6 diu, viét in hoa todn bd, ¢6 khoang céch;

Tén Nha Cung Cép tiéng Anh: 1d Tén Nha Cung Cip thé hién bing Anh ngir. Truong thong
tin Tén Nha Cung Cép _tiéng Anh trén {mg dung SAP phai duge nhip bing tiéng Anh, khéng
dau, viét in hoa toan b, cd khoang cach;

Pia chi giao dich/Dia chi xudt hoa don: 1a Dia chi xufit hoa don theo théng tin dang k¥ kinh
doanh ctia Nha Cung Cép; trudng théng tin Dia chi phii duoc nhap ding nhu théng tin da
ding k¥ trén gidy phép kinh doanh.

Mi sb thué/Ma s6 Hé kinh doanh: 1a Mi s8 thué hojc Mi sé doanh nghidp hodic Ma sé hé
kinh doanh ctia Nha Cung CAp di dang ky véi co quan quan 1y nha muée.

Dai dién theo phép tuat cia Nha Cung Cép: 13 ngudi dai dién theo phdp lufit ctta Nha Cung
Cap. Dai dién theo phép ludt cia Nha Cung Cip duoc khai bao diy di theo Ho & Tén, tiéng
Viét hodc tiéng Anh, ¢6 diu, c6 khoang céch, viét in hoa chit céi diu ngir va khéng bao gf‘nn
danh xung hodc chi din gi6i tinh;

Pai dién lién hé coa Nha Cung Cip: 1a ngudi dai dién ctia Nha Cung Cép truc tiép thue hién
vige lién hé va trao dbi thong tin véi bén Ban, Dai dién lién hé ciia Nha Cung Cép c6 thé 1a:

- M{t ¢4 nhén, khic v&i ngudi Dai dién theo phép ludt cia Nha Cung Céip, nhung la
nhén sy chinh thirc 1am vige trong chinh t8 chirc cia Nha Cung Cép dé;

- Langudi Dai dién theo phap luft cita Nha Cung Cép;

Tién t¢ giao djch: 14 loai hinh tién t¢ khi cac bén Mua - Ban thyce hién giao dich hang héa véi
nhau. Theo do:

- Tht ca cac Nha Cung Cép, ngoai trlr nhém Nha Cung Cép “03_Sup Ngoai_ Nudc”
duge quy dinh khai bao Tién & giao dich, I “VND”,

- Tt ca cdc Nha Cung Cép thudc nhém Nha Cung Cp “03_Sup Ngoai Nude” sé duge
khai bdo don vi tién t¢ theo thoa thudn thuc t& giira bén Mua va bén Bén, Trudng hop
mét Nha Cung Cap c6 thé dugce giao dich bang nhidu loai hinh ngoai t¢ khéc nhau, thi
trudng thong tin nay, duge khai bao 1a “All Currency”.

Dién thoai lién hé Nha Cung Cép la:

- 86 dién thoai lién hé ¢6 dinh ciia Nha Cung Cf‘lp; hofic

- Sé dién thoai giao dich truc tiép ctia nhan vién ban hang hoiic Pai dién theo phap ludt
lam viéc tai chinh t6 chirc ctia Nha Cung Cép d6.

- Dién thoai lién hé¢ Nha Cung Cép duge khai theo chudi diy sé khong khoang cach
hodc déu cach va bao gém mé ving qudc gia thay thé cho s6 “0” dau tién cia day sb.

S$6 fax lién hé Nha Cung Cép 1a: s fax lién hé ¢b dinh cia Nha Cung Cip. S6 fax lién hé Nha
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Cung Céap dugc khai theo chudi diy s6 khéng khoang cach hodc dau cich va bao gom mé

ving quic gia thay thé cho s6 “0” dau tién cia ddy so.

- Email lién hé¢ Nha Cung Cép la:
- Email lién hé ¢b dinh ctia Nha Cung Cip; hodic
- Email giao dich trye tiép ctia nhin vién ban hing hodc Dai dién theo phdp ludt lam

vigc tai chinh td chire ctia Nha Cung Cép do.
- Website lién hé Nha Cung Cap duge hidu 1a website c§ dinh gi6i thiéu vé Nha Cung Cép khi

Nha Cung Cép 1a don vi/td chire/hé kinh doanh c4 thé/hop tac x4

- Loai hinh Nha Cung Cép dwoc mic dinh 14 “Td chire”.
82. Céc dinh nghia diic thit duoc thé hién dudi dang viét tht, trong tredmg hop Nha Cung Cép

khong c6 yéu cau khdc, bao gom:

Dbinh nghia Vide tit (SAP HBG) Ghi cha
Trach nhiém hitu han TNHH
Va &
Thanh phd H& Chi Minh TP. HCM
Chi nhanh CN.

8.3.  Bang quy tic trong nhip lidu théng tin nhém Nha cung cp:

Thong tin

Nhom 01

Nhom 02 Nhém 03

Nhom 04

Nhém 05

Tén Nha Cung Cép

Bét budc

(A i, o
Wa\ f= =z <9

Tén Nha Cung Cép_tiéng
Anh

Khong bit
budc

Khong bit
bude

Khong bat
budc

Mi sé thué/Mia s& doanh
nghiép

Bét budc

Khong bat .
Ag Bat bugc
bude
, Khong bat
Bat budc Ag
budc

Bét budc

Bét bude

Tién té giao dich

VND

VND Bét bude

Bit bude

Bét budc

Loai hinh Nha Cung Cép

T6 chire

Dia chi giao diclyDia chi xuit
héa don

Bit budc

bién theai [ién hé Nhia Cung
Cip

Bit bude

S6 fax lién hé Nha Cung Cip

Khéng bit bude
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9.

- ) Khéng bat | Khéng bt , Khong bat | Khéng bt
Email lién h¢ Nha Cung Cap onig 4 OH? 4 Bat budc on% @ 0“? ?
budc bude bude buge

Website lién hé Nha Cun .

b - ung Khng bét budc

Cap

Pai dién tl hap ludt cue . . Khong bit . .

al\ en uzo phap fugt cua Bat budc Bat bubc mnig a Bat budc Bat budc
Nha Cung Cap buge '

Pai dién hén hé cua Nha
Cung Cip

Bit budc

Diéu kién thanh toan

Bit bute

Khong yéu

cau

Bat buge

Nhan vién phu trach mua
hang hang

Khéng bit bude

Ghi chi:

- Loai théng tin thudc dang “Khdng bat bude”, duge hidu [a nhimg thong tin c6 lién ddi véi

Nha Cung Cap, nhung viée khai tao khong yéu cau nhip liéu; hodc viéce khai bao tiy chon

theo quy dinh ctia nhén sy thuc hién khai bao;

- Loai thong tin thude dang “Khong yéu cau”, duge hiéu 14 nhitng théng tin ¢d thé ¢6 hodc ¢b

thé khong lién déi véi Nha Cung Cép.

QUY PINH VE THAM QUYEN

9.1

A A a el < A r
Thiim quyén tao ma Nha Cung Cip méi

- Déi véi cac CTTV (khong bao gdm KBI) trong hé théng HBG:

- Yéu cau tao moi nhi cung cip thude cac nhom 02, 03 va 05: Giam d6c Cong Ty Thanh

Vién s€ tién hanh gdi yéu cau tao mot nha cung ¢ip vé Ban Tro LY - Cong Ty C6 Phin

Hea Binh, Nhan sy chiu trach nhiém khai bao khéi tao Nha Cung Cap méi cho cac CTTV

l1a Chuyén vién Cao c¢ip Quan hé DO6i ngoai thude Ban Trg Iy - Cong Ty CO Phan Hoa

Binh;

- Yéu cau tao moi nha cung cap thude nhom 04; Giam doc Cong Ty Thanh Vién s& tryce tiép

khai bdo khai tao Nha Cung Cap pht hop véi nhu cau cta don vi minh quan ly.

- Boi voi KBLL Yéu cau tao mai nha cung cap cac nhom 02, 03, 04 va 05 s¢ duge K¢ Todn

Trwdng - Cong Ty C6 Phan Céng Nghiép Kim Binh trye tiép khai béo khai tao.

- Dol v6i HBC:

- Yéu ciu tao mai nha cung cap thude cac nhom 02, 03 va 05: Nhan sy chiu trach nhi¢m




P, CNTT

QUY TAC TAO MA & NHAP THONG TIN Lin ban hanh: 04
Nigiy ban hinh: 28/2/2021

NHA CUNG CAP TRIEN UNG DUNG SAP B1 | iy hicu lee: 017372021

6 trang: 9/10

9.2,

9.3.

9.4

khai bio khoi tao Nha Cung Cip méi 1a Chuyén vién Cao cdp Quan hd Pbi ngoai thude
Ban Tro 1y - Cong Ty C6 Phén Hoa Binh;
- Yéu cau tgo méi nha cung cdp thude nhém 04: Ké Toan Trudng - Cong ty Cé phin Hoa
Binh s¢ 1 nhén sy true tiép khai bao khéi tgo Nha Cung Cap moi.
Viée thue hién khai bdo khéi tao nha cung cf'lp méi duge thue hién theo su hudmg dan ey thé
ctia Phong Cong Nghd - Thong Tin - Cong ty C6 Phin Hoa Binh,
Phong Cong Neghé - Thong Tin - Cong ty C5 Phan Hoa Binh chiu trach nhiém dam bao va
khoi tao cdc nha cung cdp thude nhom 01 cho toan bd he théng SAP tai tat ca cdc tram trong
HBG.
Thim quyén cip nhit thong tin nha cung cAp
Cac cong ty thude hé théng HBG ¢ trach nhidm kiém tra va cip nhét thong tin vé nhd cung
c?ip hign tai tai tram co s& dit liéu ctia minh. Cy thé:
- Bdi véi CTTV (khéng bao gém KBI: Nhan sy chju trach nhiém cdp nhét thong tin
nhd cung cép ¢ua don vi minh phu trach 1a Giam dde Cong ty Thanh vién;
- Déi v6i KBL: Nhin sy chiu trach nhiém cap nhat thong tin nha cung cap cta don vi
mink phu trach 1d Ké Toan Truong - Cong ty C6 Phian Céng Nghiép Kim Bink;
- D&i véi HBC: Nhéan sy chiu trdch nhidm cip nhat thong tin nha cung cép s¢& do
Chuyén vién Cao cip Quan hé¢ Déi ngoai thuge Ban Trg Iy - Cong Ty CH Phin Hoa
Binh dam nhi¢m; Riéng ddi véi nha cung cip thude nhom 04 s¢ do K& Toan Trudmg -
Cong Ty C& Phan Hoa Binh quy dinh
Viéc thue hién c¢dp nhat thong tin nha cung cép hién tai dugc thyre hign theo sy hudng dan cu
thé ctia Phong Cong Nghé - Thong Tin - Cng ty C5 Phan Hoa Binh,

,
A

Npuyén tic giai quyét khi c¢6 xung ddt trong quin Iy co s& dit lidu clia nhi cung cip
Trudng hop mét nha cung cdp duge yéu ciu tao méi tai mdt don vi, nhung di 12 nha cung cip
¢t cua mot don vi khic trong hé théng HBG, thi quy tic tmg xir khai bao théng tin nhd cung
cz‘tp duge thue hign, nhu sau:
- bon vi c6 yéu chu khai tao thdng tin nha cung cp mdi s& duge tham khdo cac truong
thdng tin vé nha cung cdp ndy tai co sé dit Héu cia don vi da sé hitu trude do;
- Thim quyén phé duyét yéu cau khéi tao ma nha cung cip méi tai don vi chua ¢6
thong tin vé nha cung cdp nay s& do Chuyén vién Cao ¢ip Quan hé Ddi ngoai thude
Ban Trg 1y - Cong Ty €6 Phiin Hoa Binh dé trinh Tng Giam Dée - Cong Ty CS Phan
Hoa Binh phé duyét;
Thoéng tin khoi tao cho nha cung cﬁp vio co s dur Héu cua don vi cd yéu ciu tao mai & mic
dinh dugc ké thira hoan toan tir théng tin cva nha cung cdp nay tai Pon vi di so hite trude d6
Tham quyén sodt xét nhip théng tin vio fimg dung SAP

Phong Cdong Nghé - Thong Tin - Cong ty C6 Phin Hoa Binh & dom vi chiu trach nhi¢m trye
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tiép liép nhan, kidém tra va dam bao thong tin khai bido tai Hé 'E‘héng Quan Ly N&i Bd déng bd
voi cor s dif lidu cua img dung SAP B trén toan hé thdng HBG.

Chuyén vién Cao cip - Cai tién (g dung SAP thude Ban Trg Ly - Cong ty Co Phan Hoa
Binh chju trdch nhiém soat xét va phan hoi edc yéu ciu khai tao mi Nha cung cap moi clia tat

ca cac Cong ty thuge he thong HBG trurde khi nhip tigu vdo {mg dung SAP. néu 6.




