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1. Cai dat phan mém
- Truy cap: http://cpaaudit.tadionline.com

<« C A Notsecure | cpaaudit.tadionline.com W e Update

Audit Software

CPAVietNam

| Guide

- Sau d6 click vao Download CPAaudit dé tai bo cai dat va tién hanh cai dat. Néu may d cii (x86) thi
click vao Download CPAaudit (x86)

2. Cau hinh Office
2.1 Muc dich viéc cai Add-in trong Office

Khi lam viéc v@i céc file kiém toan dinh dang word/excel, céc file nay s& dugc mé tryc ti€p thdng qua
phan mém Microsoft Office. Do d6, can cai Add-in cia phan mém kiém toan dé thuc hién duoc viéc
két ndi véi dit liéu cia phdn mém kiém todn.


http://cpaaudit.tadionline.com/
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Add-in duoc thiét ké va hoat dong 6n dinh cho phan mém Microsoft Office 2016. Cac phién ban tir
Microsoft Office 2010 tr& 1&n co thé hoat déng véi Add-in, tuy nhién ngoai Microsoft Office 2016 thi
cac phién ban khac dang trong qua trinh theo ddi su hoat déng 6n dinh cla Add-in.

Chung tdi khuyén nghi st dung phan mém Microsoft Office 2016. V&i cic phién ban khac vui long lién
hé khi cé van dé xay ra.

2.2 Add-in trong Excel
Tw Excel, vao Menu File, Chon More, Chon Options. (Néu khéng cé More thi chon luén menu Options
& ngoai)

e00ad

Good even

Blank work

Recent Pinn

Print
D Name

Share
ﬁ bed21b!
Export C: » Progr

s
Tt a £90a98f
C: » Progr
Cl ]
e a 2028bc:
C: » Progr
Account P
Fas Oce6193
r
Mare... Feedback

13
Options r

Vao Tab Add-Ins, néu chua thay 2 Add-in |3 laFiles Function Add-In va laFiles Ul Add-in thi & muc
Manage, chon COM Add-ins, sau dé an nut “Go....” & bén canh.
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Proofing Add-ins
Save MName « | Location | Type [~
Language Active Application Add-ins

Euro Currency Tools C\...oot\Office1B\LibranAEUROTOOLXLAM  Excel Add-in
Ease of Access laFiles Function &dd-In CAWindows\System32\mscoree.dll COM Add-in
Advanced laFiles Ul Add-In CAWindows\System32\mscoree.dll COM Add-in

Solver Add-in C. fficelG\Libran\SOLVERNSOLVER XLAM  Excel Add-in

Customize Ribbon
Inactive Application Add-ins

Quick Access Toolbar Analysis ToolPak CA\..ficelB\Librany\Analysis\ANALYS32.XLL  Excel Add-in
Add-ins Analysis ToolPak - VBA Cho.elB\Librany\Analysis\ATPVBAEM.XLAM  Excel Add-in
Diate (XML) Ch..Microsoft Shared\Smart Tag\MOFL.DLL  Actien
Trust Center Inquire Ch..oft Office\Office1\DCRMNativeShim.dll - COM Add-in
Microsoft Actions Pane 3 XML Expansion Pack
Microsoft Power Map for Excel Ch... Excel Add-in\EXCELPLUGINSHELL.DLL  COM Add-in
Microsoft Power Pivot for Excel G Add-in\PowerPivotExcelClientAddin.dll - COM Add-in
Microseft Power View for Excel C\. Add-indAdHocReportingExcelClient.dll  COM Add-in
Tadiaudit.Excel.Functions ChWindows\System32\mscoree.dll Excel Add-in |
Document Related Add-ins E
Mo Derumment Belnted Add-in
Add-in: laFiles Ul Add-In
Publisher: <MNones
Compatfl=ts-—-o>= it formation available

32\mscoree.dll

Descript Actions
XML Expansion Packs
Disabled ltems

Manage: | Excel Add-ins

Excel, (C) by Geolaxy

| oK | | Cancel

Tai day tich chon 2 Add-in 13 laFiles Function Add-In va laFiles Ul Add-in va 4n Ok.

COM Add-ins

Add-ins available:

[ ]inquire

| laFiles Function Add-In
laFiles Ul &Add-In
|:| Microsoft Power Map for Excel
|:| Microsoft Power Pivot for Excel
|:| Microsoft Power View for Excel

-
ot

Eemove

Location: CHWINDOWS system32\mscoree. dll
Load Behavior: Load at Startup

Tat hét clra s6 Microsoft Excel va chay lai néu cac tinh ndng chua st dung duoc.

Khi cai dat thanh cong, menu [*] s& xuat hién & Excel mdi khi m& file
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Home Insert Page Layout Formulas Data Review
2 e
- X | o
Sao chép Dantham Cap  Gidi
tham chiéu  chiéu nhat thiéu
Tham chiéu TConnect

2.3 Add-in trong Word
T Word, vao Menu File, Chon Options.

Account

Feedback

Options
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X
la Files

Vao Tab Add-Ins, néu chua thady Add-in la laFiles Ul Add-In thi @ muc Manage, chon COM Add-ins,

s N ’ ~
sau do6 an nat “Go....” & bén canh.
Word Options ? *
G | ) i ) )
Enere [3 View and manage Microsoft Office Add-ins.
Display
Proofing Add-ins
Save Name = | Location | Type
Typography Active Application Add-ins
Diate (XML) C:\..icrosoft Shared\Smart Tag\MOFL.DLL Action
Language FoxitReader POF Creator COM &Add-in C...s\Creatoru 6M\FPC_WordAddin_x6d.dll COM Add-in
Eace of Accese Instant Messaging Contacts (English) Ci\aft Shared\Smart TaghlMCONTACT.OLL  Action
laFiles Ul Add-In CA\Windows\System32imscoree.dll COM Add-in
Advanced Measurement Converter (Measurement Converter)  Ci\..soft Shared\Smart Tag\METCONV.DLL  Action
Telephene Mumber (XML} Ci\oicrosoft Shared\Smart TaghMOFL.DLL ~ Action
Customize Ribbon
Quick Access Toolbar Im_Cth'eAPPIicath" Add-ins )
ActionsPane Schema for Add-Ins c..crosoft Shared\WSTOVActionsPane3xsd XML Schema
Add-ins Microsoft Actions Pane 3 XML Expansion Pack
OneMote Motes about Word Documents Ch Officehroot\Office 1B\ONWeordAddindll - COM Add-in
Trust Center Time (XML) C:\...icrosoft Shared\Smart Tag\MOFLDLL  Action
Document Related Add-ins
No Document Related Add-ins
Disabled Application Add-ins
‘:‘dsl-'”;: Actions
P ord Add-ins o
Compa Templat tion available
Location | Pore nscoree.dll
XML Schemas
Descript| XML Expansion Packs d. (C) by Geolaxy
Slow And Disabled Add-ins
Disabled ltems
Manage: | COM Add-ins A Go..
OK | | Cancel
Tai day tich chon Add-in la laFiles Ul Add-In va an Ok.
COM Add-ins ? it

Add-ins available:

FoxitReader PDF Creator COM Add-in
| l3Files Ul Add-In
| OneMNote Motes about Word Documents

Eemove

Location: CHRWINDOWS\system32\mscoree. dll

Load Behavior: Load at Startup

T&t hét clra s6 Microsoft Word va chay lai néu cac tinh ndng chua st dung duoc.

Khi cai d&t thanh cdng, menu [*] s& xuat hién & Word mbi khi mé file
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File Home Insert Design Layout References Mailings Review View [*]
— = O
oo 0o
1 e NS
Sao chép Dantham Cép Gidi
tham chiéu  chigu nhat thigu
TConnect

Tham chiéu

3. Cac chirc nang trong phan mém

3.1 Pang nhap
- Chay chuwong trinh, clra s6 dang nhap hién ra, nhap “Tén dang nhap” va “Mat khau”. Trong trudng

hgp mudn nhin thdy mat khiu (khéng phai ma héa thanh diu *) thi 4n nat jl & bén phai 6 mat

khau.

* CPAVIETNAM - la Files version 21.051

CPA VIETNAM

@cpavietnam.vn ~

Tén dzng nhap:
Matknsu: I |

0 Ghinhd matkhdu

Bang nhap |

CPAVIETNAM
Hotline: +84 93 232 7363

- Mat khdu mac dinh cla user khi méi tao la abc123. NEu d&ng nhap lan d4au vui long d6i mat khau

theo yéu cau cha phan mém
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L) Thay ddi mét khiu
Thay ddi mat khdu namphan@cpavietnam_vn

Wui léng thay ddi mat khdu cho [En ddu si dung

Mat khau cii;

Mat khau mdi:

| |
Mhap lai mat khdu mdi:

| chifFsl | | Hay[Esc]

3.2 Quan ly quyén chung cia ngudi dung
- Né&u ngudi dung cé quyén quan tri, click vao menu & géc phai trén cling cia phan mém, chon

“Quan ly nguwoi str dung”

NgUﬁi phu trach Bdo cao @ Phan Thanh Mam (namphan@cpavietnam.vi)

Quén Iy nguéi sif dung

#]

Tiéng Viét

%
K]

English
B35

[¢]

E Bing xuat (Logout)

Sau khi man hinh hién ra, chon ngudi dung dé phan quyén va tich vao cho phép d6i vai cac don vi,

phong ban va cac quyén chung.
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L) Quén Iy nguai ding b4

Quan Iy ngudi ding
Mgudi ding:

|F‘han Thanh Nam (namphan@cpavietnam.vn) j

Quyen:

=4
2
—d

=

Nguidi A

admin

Tén 4 Chophep T
- CPAVIEt nam

2+ Ban Gidm déc

— Chi nhanh H& Chi Minh

— Chi nhanh Mign Bac

—Phéng Bac tao va Soatxét CL ..
—Phang Kiém toan BTXD

Mk A B

100000 E]
1000004

Ghi [F8] Huy [Esc]

3.3 Tao ho so kiém toan
- Nhay vao nut Tao ho so ki€ém toan & bén tay trai

@ Tao Hi sd kim toan

3.3.1 Tao ho so kiém todn mai

Chon loai la “Hb so kiém todn mai”. Chon “Hinh thirc”, Nhap “M3” va “Tén hd so”, “Nam tai chinh”,
“Loai khach hang”, sau d6 &n “Thém m&i”. N&u dung 1am ho so mau thi tich vao 6 “La ho so mau”,
cac HO so kiém todn mdi khac cé thé sao chép tir H6 so mau.

Tén truwong Y nghia

Loai ho so H6 so mau: La bd ho so gbc
H6 so kiém todn mdi: La ho so cla tirng dot kiém toan, loai hd so
nay cé thé sao chép tir hd so mau hodc cac ho so d3 hoan thanh.

Hinh thac Tao méi: Tao méi hd so
Tao tir hd so mau: Sao chép hd so mau thanh bd hd so kiém toan
Sao chép ho so: Sao chép tir mét hd so kiém todn khac

Loai khach hang LICC

Théng thuong
M3 M3 ho so kiém todn sé tao
Tén ho so Tén ho so kiém toan sé& tao
N&m tai chinh N&m kiém todn.

T ngay: Ngay bat dau ndm tai chinh
Dén ngay: Ngay két thic ndm tai chinh
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Thw muc chira file mau Néu tao mai thi cé thé chon thu muc chira cac file kiém toan d3 cé
dé tao thanh ho6 so

* Thém mdi Ha so kiém todn

Thu muc chia file mau:

Loai hé sa: Hinh thic: Loai Khach hang:
HB sd kigm mau v | Tao mdi Théng thuding -
M3a: Tén h sa:
2021_CPA_NORMAL_0001_| | |
Mam tai chinh: T ngay: BEén ngay:
2021 | [0jo12021 | (311272021 ~|

Th&ém mdi [F8]

Hiy [Esc]

10
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3.3.2 Sao chép tir h6 so kiém toan khac

Chon loai |a “Hb so kiém todn mai”. Chon “Hinh thirc” 13 “Sao chép hd so”. Nhap “M3” va “Tén ho
so”, “Nam tai chinh”, sau dé 4n “Thém méi”. Néu dung lam hd so mau thi tich vao 6 “La hd so mau”,
cac Ho so kiém todn mdéi khéac cé thé sao chép tir H6 so mau.

* Thém mdi Ha so kiém todn *
Loai hé sa: Hinh thic: Loai Khach hang:

H& sd ki&ém todn mdi ~ | Saochép h& sd ~| | Théng thudng “
[7]

Ma: T&n ho sad:

2021_CPA_NORMAL_0001_ | |

Mam tai chinh: T ngay: BEén ngay:
2021 | [0jo12021 | (311272021 ~|
Thém mdi [F8] Hiy [Esc]
D& chon Hb so dé sao chép, an vao nut —|, cira s6 phia dudi s& hién ra cho phép chon.

11
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Chon hd sd kiém toan

CRADD-3
HB 53 mAu ban hanh [n 3 (HS s6 mAu)

3.4 Tao chi muc
Chi muc 1a m6t nhdm céc tai liéu, cd thé phan cap chi muc con va chi muc cha. Khi can tao mdi Chi
muc, an nat “Thém chi muc”

DAMC-01

Kiem todn ngan hang ABC
mau

Tao HE 56 kigm tadn

Thém chi muc >

Thém tai liéu

Siia

B & &6l

Ba theo ddi HE sd n&y
Chic nang khac. ..

Nhap “M3” va “Tén chi muc” sau d6é an nat Thém méi.

12
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la Files
T N - |
S Tén chi muc;
SEC-01 | B4 céo tai chinh
| Themmai[F8] | | Hiy([Esc]

Sau khi thém, chi muc s& xuat hién & trong danh sich cta H6 so kiém toan. C6 thé tao cac chi muc
con thudc chi muc vira tao bang cach lai chon menu “Thém chi muc” sau khi kich chudt dé chon chi
muc vira tao & trong danh sach.

Tén a
=-_, Kiém toén ngén hang ABC mau DAKMC-..

SEC-01

3.5 Tao tai liéu

Tai liéu gbm cdc tap tin word, excel, pdf,... hodc cac Trial Balance.

DE tao tai liu mai thudc chi muc nao thi chon chi muc dé sau dé chon “Thém tai liéu” & menu bén
trai.

13
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SEC-01
Bdo cdo tai chinh

[:] Thérm chi muc

:%— Thém tai |iéu>

[} Sila % Xba

R, Ngugi phu trach .

© Hoan thanh

Chic nang khac...

A ~p

Chon “Loai tai liéu”, nhap “M3” va “Tén tai liéu”, sau dé an ndt “Thém méi”.

& Thém mai Tai liéu

Loai tai ligw:

IExu:eI j
hAE: Tén tai ligu:

[oo01] | [5a lieu |

| Themmai[Fg] | | Hiy[Esc]

Né&u trong may tinh d3 cé san tap tin, mudn nhap né vao Ho so kiém todn thi 4n nut
va sau dé chon tap tin da cé san trong may tinh.

A

nut “Thém tai liéu

14
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( )( ) |Fr = Administrator + Documents = v l‘gl ISearch @J
Organize v == Views | Mew Folder (7]
Favorite Links Mame = | v| Date modified | v| Type | v| Size | v| Tags
. Integration Services ... 2f18/2012 2:11 AM  File Folder
B Deskiop | Integration Services ... 2/18/2012 2:11 &M File Folder
M Computer [ My Music 2{17/2012 9:04 AM  File Folder
Fr Daocurnents [2] My Pictures 2/17}]2012 2:04 AM  File Folder
More  » [ My Yideos 2/17}]2012 2:04 AM  File Folder
. S0L Server Manage...  3f13/2017 7:59 AM  File Folder
Folders v . Tadiaudit 1/10/2017 1:44 AM  File Folder
. Visual Studio 2005 4/23/2013 253 AM  File Folder
[ poruments 4] | Wisual Studio 2008 4/1/2017 7:01 &M File Folder
- Inkegration Se | wisual Studio 2010 9/4/2017 12:24 &M File Folder
J Inkegration Se ala3.25052016.xlsx /252016 10:57.., ¥LS File 45 KB

4

@' My Music | |Import San pham mo... 11/17/2016 11
{35 My Pictures J = : 53
@ My Yideos

. SCL Server Mz

. Tadiaudit

. Wisual Studio 2

J Misual Studio 2

| visual Studio 27| 4] | B

File name: ISo iy, wls= j IExceI [* ] j

Open I Cancel |

#LS% File 24 KB

Sau khi chon xong tai liéu, nhap “M3a” va &n “Thém mai”.

DE tao tai liéu dang Trial Balance, chon Loai tai liéu 1a “Trial Balance”

M Thém mai Tai ligu

Loai tai ligu:

ITriaI Balance j
kAE: Tén téi ligw:

0002 | [Trial Balance] |

| ThemmeiFe] | | Hiy[Esq)

3.6 M& tai lieu
DE mé& bat ky tai liéu ndo, co thé kich dup chudt vao tai liéu d6, hodc chon tai liéu va chon menu

“M&” & bén tay trai.

3.7 Stra/Sao chép/Xo6a thong tin chi muc, tai liéu

DE thuc hién cac thao tac Slra, Sao chép, Xda thi chon Chi muc hodc Tai liéu sau d6 chon menu
tuwong ng bén tay trai hodc kich chuét phai va chon menu tuong tng.
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Tén Ma Mguidi
E-_, KiBmtodn ngén hang ABC méu DAMGC-...
%—|I_| Ban céo tai chinh SEC-01
0002
Trial Balance Trial Balance
[» sira
] M tai ligu K e
. . P Cuk
g Siia X xoa B copr
[D Copy 26 Cut M. Mgudi phutrach ...
) Hoanthanh
R, Mgudi phu tréch -+« Chifc ning khéc ... >
© Hoznthanh

+ Chic nang khac...

3.8 Trial Balance
Khi mé& mot tai liéu thudc loai Trial Balance, thi m& ra clra s6 dé thao tac vdi Trial Balance dé.

M Tadiaudit - Yersion 17.10

Name | Prelminary |  AJE Adusted RIE Final PY1 Pr2 PY3 P4 ES |
@ Theém Tai khoan o o o o o o o 0 0 a
111 Tignwiet o o o o o o o 0 o o
O xta Tai khoan 2 prr Jehairra o o o 0 o o o o 0 o
3 a1 Phai thu o o o o o o o 0 0 o
f[‘:] Sao chép [E Dan
T | Detsis [Tote Lnes | F5 Lines | F5 Sub-Clasess | Clasces T4 [

2 Y 7 s

O day sé c6 cac muc: Details, Note Lines, FS Lines, FS Sub-Classes, Classes.

o} muc Details, c6 thé thém/xda tai khodn va nhap cac sé liéu tuwong ing.

16
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N Tadiaudit - Yersion 17.10

@ Trial balance

(® Tham Tai khoan

(® xoa Taikhoan

EE] Zan chep Dan

Journal Set

la Files

# MHame Preliminary AJE
0]
1 1111 Tign Viét 8]
2 E11.1 Iehaitra 0
34111 Thém Tai khodn

®da Tai khodn
Sao chép (Copy)
[an (Paske)

Tao Leadsheet

O cac muc con lai (Note Lines, FS Lines, FS Sub-Classes, Classes). Cé thé thém/xda tai khoan va sau
d6 click chudt phai, chon “Cac tai khoan thudc nhém” dé nhédm cdc tai khoan clia muc trudc nham

téng hop s liéu.

Journal Set

Prelirminary AlE
6] 0

Thém Tai khoan
¥aa Tai khodan
3an chép (Copy)
Dan (Paste)

| Cac bai khoan thusc nhém

Tao Leadsheet

# M arme:
1T ol ABRC
2 [ DEF
& Cac tai khoan thugc nhom
# Tén
r 1111 Tign vwigt
¥ ST Phai tra
v 4111 Phai thu
I

| | Hiv[Esc)

Adjusted

[=] B3

3.9 Tao Leadsheet
Leadsheet lIa nhom cdi tai khoan dwoc xuat sé liéu ra Excel.

DE tao Leadsheet, chon mot nhém tai khoang, sau d6 kich chudt phai va chon menu “Tao

Leadsheet”.

17
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Journal Set

# M ame Preliminary AJE Adjusted
0 0
1 1 ARC 0 ]
A DEF
Thém Tai khoan

%da Tai khoan
San chép {Copy)
Dan (Paste)

| Tao Leadsheet |

Sau do6 nhip “M3 tai liéu Leadsheet”, “Tén tai liéu Leadsheet”, chon “Chi muc chira tai liéu sau khi

A

gop” va an nut “Gép

& Tao Leadsheet
k& tai ligu LeadSheet: TEéntailiéu Lead=heeat:
o003 | [ABC-DEF |

Chi muc chifa tai ligu sau khi gdp:

IKiém toén ngén hang ABC mau
=l Kigm toan ngan hang ABC méu

Béao cao tai chinh

Gép [F8] Hiry [Esc]

Tap tin excel cla Leadsheet vira tao s& & trong danh sdch. Néu dang & Trial Balance, &n nat .:

dé tré vé xem danh sach

& 2
Tén f=! ¥
-, Kiém toén ngén hang ABC méu DAKMC-.

IJ—‘—|I_| Béo céo tai chinh SEC-07

Solieu oonol
B Ty gooz
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3.10 Journal Set

Quan ly Journal Set cua Trial Balance.

Journal Set la tdp hop cac but toan cda Trial Balance.

DE vao quan ly Journal Set, &n nut Journal Set.

Thoat khéi Journal Set bang céch an @ @ goc phai bén trén.

N Tadiaudit - Yersion 17.10

® Them Bt toan
i dung bt todn 2

(® x8a Bt taan

[_E] Zao chéap [E| Dan

AlE

AIE

Loai

la Files

Posted
|7 Description
[T Deseription 2

Ky hiéu Y nghia

# S6 thir ty

Loai AJE, RIE,...

Posted D3 posted (diéu chinh), néu khdng tich thi |a propose (chua diéu chinh)

Tai Journal Set, c6 thé Thém/Xda cdc but todn. D& chinh sira ndi dung cac but todn cé thé an vao miii

2

tén _'l & cot “#” hodc chon but todn va an nat “Néi dung but todn” & bén tay trai.

i dung bt toén

Loai

Ghi chi

#
e

| |Descripti0n2

T &i khodn

1 411.1Phaithu

2 |

®
Fosted
[ [ ]
Cé Nig
10,00C 8]

Céc vé cla but todn cd thé nhap sau khi vao ndi dung cac but todn. D& hoan tat nhap an nat @ &
gbc phai bén trén.

Ky hiéu Y nghia

Tai khoan Tén tai khoan
No S6 tién ghi ng
Co S6 tién ghi ¢
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Dé chon tai khoadn an nut _Ll & cot “Tai khoan”, O day cé thé tim kiém va chon tai khoan, sau dé

nhép ”Cé” Vé IINO,II'

1111
Tign Vigt

4111
Fhai thu

Né&u but toan da dwoc “Posted” thi an nut

3.11 GoOp Trial Balance

Gop Trial Balance 1a viéc gép cdc Trial Balance co s& thanh 1 trial balance téng.

dé chuyén but todn sang dang “Posted”

DE gbp Trial Balance, trudc tién chon tai liéu |a Trial Balance co s& nao do, sau dé click chudt phai,

chon menu Chirc ndng khac = Gop Trial Balance

=N | TB Cd sa B341.1
I Trial balance B

[[*] Trial balance B0 B341.1
HIZ TB Gop TBG
| ‘ |—:.'-_,Trialbalam:e Conso B341.1
=N | Cac dang BCKT theo VS... B310
| ‘ é;—|l_120 maubaotheo VSA  B315
[ vSA 510 Vidu 1 B315.12
| ‘ ‘ |—|EVSA51Wi du2  B31513
Wu’\ a0V 1 EQ‘IL—.‘I

Ngudi phu trach ...
Quén Iy quyén ...

—

Chic nang khac ...

Tai tai liéu vé may

Gap Trial Balance

Tai man hinh nhap céc théng sé cho Trial Balance gép, nhap m3, tén, mdc gbp, chi muc chira Trial

Balance sau khi gdp va chon cac Trial Balance c& s& khac dé gop.

20



Hwéng dan sir dung phan mém kiém toan CPA VIETNAM i

* Gbp Trial Balance >
M3 sau khi gdp: Té&n sau khi gép: Miic gdp:
TBG | |Trial Balance Tap doan Note Lines x>
Chimuc chda tailigu sau khi gdp:
ICung ty Co phan Co dien Quang Minh j
Trial Balance gdp:

Tén Ma ~

H—J—IEI BCTC vaBCKT(x) B300

| | Cac dang BCKT theo VSATOD- 2012(x) B310
[ ] BCDPS truoc va sau dieu chinh (x) B350

=Hm| BCTC truoc va sau dieu chinh (x) B340
[ | Trial balance Conso B3411
= TB Cd sd Ba411
Trial balance BO B341.1
TB Gop TBG -
Gép [F8] Huy [Esc]

Sau khi an nat “Gép”, mét Trial Balance s& dugc tao ra tai “Chi muc chira tai liéu sau khi gdp”

3.12 Xudt excel Trial Balance, JournalSet, Journal Entry
Khi xem mét tai liéu |a Trial Balance, & gdc phai trén clng luén cé nut “Xuat Excel” dé xuat toan bd
trial balance / journalSet / journalEntry ra excel.

Audt Excel

Xudt Excel
Xuét Excel  (X)

Posted

|

Riéng d&i vai JournalSet, khi 4n vao Xuat Excel, s& co tuy chon hién ra, trong d6 néu chon “Chi tiét”
s& xuat ra file excel gdm chi ti€t ndi dung céc bat toén.
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* ¥udt Excel >

WVui long chon cach thdc xuét Journal Set

Chi tiét [F3] Téng hop [F5]

3.13 Ham két néi Trial Balance v&i Microsoft Excel (Ham Tconnect)
Tconnect(projectCode, trialBalanceCode, level, accountNumber, Column, [defaultValue])

Trong do:

projectCode: Ma du an

trialBalanceCode: Ma tai 1liéu Trial Balance

level: "Details", "Note Lines", "FS Lines", "FS Sub-Classes", "Classes"
accountNumber: S& hiéu tai khoan ké toan

Column: Tén cot lay giad tri: "Preliminary™, "PY1",....

defaultValue: Gid tri mic dinh cla ham néu khdéng cé hodc 16i

E) Tao HA sd kiém toan

T khéa: Nguidi phu trach:

(Chi phan)| admin@cpavien

Tén - M3 Nguidi tao

E-, Congty Co phan Co dien Quang ... | NVODT | projectCode

Ii_"—|l_| Tong hop, ketluanvalapbao.. B

é»-|I_|BCTc va BCKT(x) B300
\5—|I_| BCTC truoc va sau dieuc... B340
2] CDKT truoc & sau die.. namphan
W] CDKT truoc & sau die... namphan
=HR| TB Cd sd [B3411
Emm balance B [B3411 | trialBalanceCode
= Trial balance BO [B3411 namphan
%] Trial balance Conse  [B3411 namphan
* CPAViét nam (admin@cpavietnam.vn) - la Files version 21.031
e R m z . Column
i Mame Preliminary AJE Adjusted RJE Final
(® Them Taikhoan 6,000 0 0 0 6000
gccountlumber 111 Tiénmat tai 1,000 100 0 o 1,100
2 112 Tién givi ngd 2,000 0 0 1] 2,000
3 113 Tign dang c! 3,000 0 0 (1] 3,000
4 121 Ching khod 0 0 0 0 0
5178 DAn i nAm n n n n 0
23 2142 Haomon TS 0 0 0 1] 5
Ma (63411 | 20 2143 Haoman TS 0 0 0 0 .
e - 1 2147 [N 0 0 i '
Tén: |T”3"b‘9"3”5‘93 | 4 | [ Detaiks [ NoteLines | FSLines | F5Sub-Classes | Classss | level 0
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E (3 = TConnectSamplexlsy - Excel

File Home Insert Page Layout

Q Tell me what you want to do

Formulas Data Review View [*] Help

Al &2 5 =TConnect("NV001", "B341.1", "Note Lines", "111", "Preliminary", 10}

Al 8 T D E F G H 1K L M
i1[  soool
A L]
2

Chu y: D& ham nay hoat déng can phai chay phan mém trudc khi st dung

3.14 Cip nhit thong tin ho so ki€ém toan
Click chudt phai vao Ho6 so kiém toan, chon Chirc ndng khéc, chon Thong tin H6 so

Ngudi tac

admin
admin
admin

admin

- Ma
(4 Tao HB sd kiém toan
Refresh
0
o Thém chi muc 0
G Thém tailiéu > 0
[» Sua 5
& B theo d&i HB sd ndy 31
Quan ly quyén ... 0
Chic ndng khac ... >4
iTGiao dichvoicac ..
—[#] Mau thu xac nhan BLQ H14

Tai tai liéu vé may

Théng tin H8 sd

] Mau thu xac nhan so lieu ... H147

admin

Tai clra s6 hién ra, c6 thé nhap cac théng tin ca hd so kiém toan.
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* Théng tin H& s kiém todn - O >
]

Mgay bat dau

121072021 @~ |

Mgay du ki€n hoan thanh

30/09/2021 @~ |

Mgudi soatxét cudi

Mguidi thiic hign chinh

Mguyé&n Vi Anh Ting (anhtung@cpavietnam.vn)

Mguyé&n Bang Huy&n Trang (huyentrang@cpavietnam.vn)

L
Ghi [F8] Hiy [Esc]
Ky hiéu Y nghia
Ngay bat dau Ngay bat dau kiém toan

Ngay du kién hoan thanh

Ngay du kién hoan thanh

Ngudi sodt xét cudi

Ngudi chiu trach nhiém sodat xét cudi cung

Nguoi thue hién chinh

Trudng nhém thyce hién

Nam tai chinh

N&m tai chinh kiém toan

Ghi chu

Ghi chu (néu cd)

Thanh vién nhém

Cac thanh vién nhom

Céc thong tin nay co thé dugc lién két dén bdi cac file MS Word hodc MS Excel.

3.15 Ham l4y thong tin h6 so kiém toan (Ham Tinfo)

Tinfo(md théng tin)

Trong d6 “ma théng tin” trongg bang duwdi day.

M3 théng tin M6 ta
START_DATE Ngay bat dau
END_DATE Ngay dv kién hoan thanh

REVIEW_PERSON

Nguwoi sodt xét cudi (email)

REVIEW_PERSON.2

Ho va tén ngudi soat xét cudi

WORKING_PERSON

Nguoi thuc hién chinh (email)

WORKING_PERSON.2

Ho va tén ngudi thye hién chinh

FINANCIAL_YEAR

Nam tai chinh

NOTE

Ghi chu

USERS_GROUP

Thanh vién nhom (email)

USERS_GROUP.2

Ho va tén cla cac thanh vién nhom
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Muc dich cia ham nay la dé lién két thdng tin cla ho so kiém todn ra file excel.

Thye hién nhu cadc ham khac cta excel. Vi du cé thé dung ham Tinfo nhu sau:

=TInfo{"working_person.2"}

Pham Thi '_lhanh Tam

Chu y: Trwdce khi dung dwoc ham Tinfo cn phdi én niut “Cép nhat” dé I8y théng tin cua cdc “mé
théng tin”.

Home Insert Page Layout Formulas Data Review View Developer

B 0T

o s x
Sao chép Dan tham Cip  Gidgi
tham chiéu  chigu nhat thiéu

Tham chigu TConnect

3.16 Tw dongliy thong tin ho so kiém toan trong MS Word
Muc dich cia ham nay |a dé lién két thong tin cla hd so kiém toan ra file word.

DE chén céc thdng tin cla ho so kiém todn trong file word, vao menu Insert, Quick Parts, Field.

0584ae1df5676ad233eB7ba537c 52668486 1adefadc T2d0c c168da55T74ad280.104.104.220,512875.doc [Compatibility Mode].. Table Toals A AnHB 2’..' ]

Design Layout References Mailings ~ Review  View i Help  Foxit Reader PDF Design layout @ Tell me what you want to do
B CoverPage ~ El T&) Shapes ~ W 2 Link -I-j [ Header ~ |} .
[) Blank Page - I Smarthrt |> Bookmark [ Footer ~ i AutoText v
- Table | Pictures 3 Comment Text |
= Page Break . - 1l Chart ol [l Cross-reference [#] Page Number ~ Box ~

Pages Tables llustrations Add-ins Media Links Comments Header & Footer - Field...
] Tén khach hang: e e =
- o Ngui sodt xét 1 ER Byotetimm Ptomton Ommmicen
Ngay két thic ky ké toan: Insert Field

N6i dung: XEM XET TINH TUAN THU PHAP LUAT VA CAC Quy | U9 sodtxét 2 Insert a field.

Tai clra s6 hién ra, chon DocProperty, sau dé chon céc thong tin cla ho so kiém toan (bat dau bang
lafiles.) va &n Ok
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*
la Files

Field ?
Please choose a field Field properties Field options

LCategories: Property:

(AT “ [ kevwards - |

:

Field names: lafiles.financial_year

AutoTextList P lafiles.note

BarCode lafiles.review_person

Eibliography lafiles.review_person.2

BidiCutline lafiles.start_date

Citation lafiles.users_group

Comments lafiles.users_group.2 Mo field options available for this field

Compare lafiles.warking_person

CreateDate lafiles.working person.2

Database LastPrinted

Nate LastSavedBy

[DocProperty | LastSavedTime

Lrocvariape Lines W

EditTime

Eq

FileMame

FileSize

Fill-in

GoToButton hd . )

Preserve formatting during updates

Description:

Insert the value of the property chosen in Options

Field Codes Cancel
M3 thong tin Mb ta

lafiles.start_date Ngay bat dau

lafiles.end_date Ngay du kién hoan thanh
lafiles.review_person Ngudi sodt xét cudi (email)
lafiles.review_person.2 Ho va tén ngudi soat xét cudi
lafiles.working_person Nguoi thye hién chinh (email)
lafiles.working_person.2 Ho va tén nguoi thuyc hién chinh
lafiles.financial_year Nam tai chinh

lafiles.note Ghi chu

lafiles.users_group Thanh vién nhém (email)
lafiles.users_group.2 Ho va tén clia cac thanh vién nhom

Sau d6, thong ti

n can thiét sé dwoc chén vao chd con trd.

1---.--§---.---1---.---2---.---1---.---4[3&

CONG TY
Tén khach hang:

Ngay két thic ky ké toan:| 5/1/2021

Néi dung: XEM XET TiNH TUAN THU PHAP LUAT VA CAC QUY
PINH

Khi cac thong tin thay d6i & phan mém, mé file word an “Cap nhat” (& menu [*]) thi cac ndi dung d3
chén & file word s& cip nhét theo.
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Chu y: D€ c6 thé hién thj ra cdc Field (trudng) théng tin hé so kiém todn, cdn nhdt nut “Cép nhét” (&

menu [*])
File Home Insert Design Layout References Mailings Review View [ I
B X e
o X |
Sao chép Dan tham Cap  Gidi
tham chiéu  chiéu nhat thiéu
Tham chiéu TConnect

3.17 Tim kiém

Tai man hinh chinh cla phan mém, &n Ctrl + F hodc chon menu , chon “Tim kiém”

Thu gon vé HB sd kiém toan

@ Xem dén cip 1
@ Xem dén cip 2
@  Xem dén cip 3

Xem tit ca

D Tim kiém

Khi d6, mot khung tim ki€m s& xuat hién cho phép ngudi str dung loc xem céc tai liéu theo yéu cau

®

A\ Thoét tim kiém

Nguidi phu frach Loai tai liéu

Tén - M3 Nguidi tao Ngudi phu trach Bao cao tdi Loai
£+ Congty Co phan Co dien Quang NV001
ér-|l_|Tong hop. ketluanvalap bao.. B

&R |BCTC va BCKT(x) B300
é—lﬂ BCTC truoc va sau dieu c... B340
CDKT truoc & sau die... [B341 namphan namphan EXCEL_2003
CDKT truoc & sau die.. |B341 namphan namphan WORD_2003
A|TBCdsd B3
|::Trialbalance B l namphan Trial Balance
[ Trial balance B0 [B3431 namphan Trial Balance
(2| Trial balance Conso  [B341.1 namphan Trial Balance

3.18 Taiho so kiém toan
Céc ho so kiém toan duoc lvu va ty ddng déng bd trén may cha. Khi ddng nhdp vao, ngudi sir dung
6 thé tai ho so kiém toan dé lam viéc vdi ho so dé.

An nat E dé tim kiém va tai hd so kiém todn. D& tai, kich duip chudt vao dong hod so kiém toan can
tai.
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Tai hd sd kiem toan

o
/\.J

CRADOD-3
H& sd mau ban hanh [An 3 (HS 56 mau)

Sau khi tai, ho so kiém toan s& dwoc thém vao danh sach

3.19 Phan nguwoi phu trdch phan hanh

Ngudi phu trach sé cé quyén thao tac vdi tai liéu. Ngudi duwoc “Bdo cdo vé” sé chinh la ngudi dang
phan quyén hodc cip cao hon cla ngudi dang phan quyén. Chi ngudi dang phu trach maéi duoc
phép Hoan thanh tai liéu hoac la phan cho ngu¢i khac phu trach.

N Noguidi phu trach...

Giao ngudi phu trach Tai ligu
Moudi phy trach:

IPhan Yan Tién {tienpw(@cpavietnam.vn) j
Bao cdo v

ITEni: Cludn tri (admin{@cpavietnam . vn) j
=0 lieu

% tienpwi@cpavietnam.vn

@ admin{2cpaviethamwn

Ghi cha:

Ghi [FE] Hiry [Esc]
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Tén Ma Mgudi phu trach Bao cao tdi Loai

=, KiBm toén ngan hang ABC mau DAMC-..

3o lieu nom tiengpw admin Excel

Trial Balance Trial Balance
28] ABC-DEF ooo3 Excel

.y Cong ty THHH Kiern toan Dong D... 001

Ngudi phu trach cling cé thé phan mot ltc cd mot chi muc (gdm nhiéu tai liéu) bang cach chon chi
muc.

3.20 Hoan thanh tai liéu
Khi nguoi phu trach lam xong céng viéc, kich chudt phai vao tai liéu va chon menu “Hoan thanh”

Zalieu noo1 tiengy
Trial Balance 0002 il Mg
[ ABC-DEF 0003 b ste
: o xoa
. Cong ty TNHH Kiern toan Dong D... 001
E Ty
[0 Copy

A Wgudi phy trach ..,
| &) Hoan thanh

Chirc nang khac ... >

Sau khi hoan thanh, tai liéu s& thudc quyén cla ngudi duoc “Bdo cdo vé”.

& Hoan thanh ... E
J

Hoan thanh Tai liéu

@ Trial Balance

B&i admin@cpaviatnam v

[ chiFs | | HiyEse
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3.21 Luwu trit ho so kiém toan

Cac ho so kiém toan sau khi hoan thién (hodc can x6a), click chudt phai vao H6 so kiém todn, chon

Chtrc ndng khéc, chon Chuyén luu trir H6 so

CPA Viét nam

ADMINO1
Admin 01

E) Tao HE sd kiém todn
m Thém chi muc

& Them i liu

[} Sia

& 2

Tén 4 M3

+ Admin 01

5 | cac thu tuc kH (4 Tao Hb sd kiém toan

H—J—ll_lcac khoar Refresh

@ Chimug H  Thém chi muc
] CTKIT-
W Mauth [ Sia

WP thu| & B2 theo dai HB s nay
A giao dich Quén ly quyén ...

Chi
B chimu Chifc nang khic ..

Thém tai liéu

Ngugi tao

admin
admin
admin

admin

la Files

] CTKIT Graoaremvorcac—rrro
—[#] Mau thu xac nhan BLQ H148
[#] Mau thu xac nhan so lieu .. H147

Tai clra s6 hién ra, chon Thu muc lwu trir.

>

Tai tai lidu vé may
Théng tin HE sd
Chuyén luu trif Ha sd

Luu trii [F8]

* Chuyén hé so ki€m todn vao luu trii

Thu muc Iuu trii;
H& sd hodn thanh w

[] B4 doc k{ va mudn luu trii hd sd

Khéng [Esc]

Chu y- Sau khi luu irli,. ngudi s dung théng thudng sé khdng thé truy
cap hd s0 kiém toan nia. Cac hd s kiém toan da duoe luu trid sé
duige quan ly boi Quidn i

Chu y: Doc ki 161 nhac trudc khi lwu trir hod so kiEm todn

3.22 Tai tai liéu vé may

Céc tai lieu duoc lru trén may chi, néu can thiét ngudi sir dung cé thé tai tai liéu vé may bang cach
kich chudt phai vao tai liéu va chon menu “Chirc nang khiéc.... / Tai tai liéu vé may”
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Trial Balance
[l ~BC-DEF D s
y Congty TNHH Kiemtoan Dang D | w0 xga

[ Matdilgu

o Cut
O cCopy
A, Moudi phy tréch ...

() Hoanthanh

Chife n&ng khac ... >[4 Taitailigo v may

Gip Trial Balance

C6 thé tai tat ca céc tai liéu thudc mdt chi muc hodc hd so kiém todn néu kich chudt phai twong ing
vao chi muc hodc ho so kiém toan.

Chon “Thu muc chira tai liéu”, tich vao “M6 thu muc sau khi xudt” néu muén tu ddng md cdc tai liéu
sau khi tai xong. Chon “Pinh dang tén”, lwva chon céc tuy chon kém theo va 8n nat “Xuat”.

N Xuat tai lidu...

Thu muc chifa tai liéw:
|C:“-,LJsers".,Administratn:ut"-,DDc:uments"-,Tadiaudit | |

¥ bAZ th riuc saw khi xudt

¥ Ghid& neutai ligu d8t8n tai
¥ Taothu muctheo hi sd, chi muc
¥ xu&t Trial Balance ra file excel

¥ S0 dung ham TConnect

St [F8] Hity [Esc]

3.23 Ké&t noi Office

Sau khi cai phan mém, moét plugin cta Excel/Word hd trg copy/paste cac tham chiéu

DE copy tham chiéu, chon céc 6 & Excel hodc doan van ban & Word. Sau dé vao menu [*] chon “Sao
chép tham chiéu”

DE& dan tham chiéu, vao menu [*] chon “Dan tham chiéu”. Sau khi dan, 1 hyperlink s& duoc tao ra,
ngudi st dung an gilt phim Ctrl va click vao link s& mé ra tai liéu tham chiéu. Truwdc khi dén cé thé
chon & & excel hodac doan van ban & Word, néu khong chon thi ma tai liéu s& dwoc lay lam tiéu dé
cho hyperlink.
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B411 11

CONG TY Tén Ngay
MNguwréi thure higén

Tén khach hang:

Nguréri soat xét 1
Ngay két thic ky ké toan: Ngudi soat xét 2
Ngi dung: TRAO BOI VO DON VIVE KET QUA KIEM TOAN

A."MUC TIEUE B450

Thuc hién hrdng dan cia céc CMKIT s8 260, 265 va 450, KTV phadi trao déi vé cac phét hién trong qua trinh
kiém todn (bao gém cac sai sét phat hién) véi cdp quan Iy phi hgp trong don vi dugc kiém toan.

3.24 Soat xét
Sau khi hoan thanh tai liéu, nhay chuét phai vao tai liéu va chon menu “Soat xét”

Tén -~ Ma Ngudi tao Ngudi phu tract
By b a
excel el admin

Ll Md tai liéu

[ Sla
. Xba
0 Cut
[ Copy

A Mgudi phu trach ...
Quén Iy quyén ...
Hoan thanh

oy
sl

Soat xét

Chic nang khac ... >

Tai day, ngudi thuc hién co thé glri soat xét; ngudi soat xét co thé glri ngudi soat xét cao hon; ngudi
s0at xét hoan thanh soat xét; hodc ngudi sodt xét tra lai yéu cau lam lai.

DE chuyén soat xét sang ngudi khac, chon “Hanh déng” 13 “Chuyén soat xét” va chon “Ngudi soat

xét”.
DE hoan thanh sodt xét, chon “Hanh déng” 13 “Hoan thanh soat xét”.

DE hdy, chon “Hanh déng” 13 “Yéu cau lam lai”.
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# Sodt xét... >
Soatxét Tai iéu

# M3 Tén

1 w1 word

Hanh déng:

Yéu ciu lam lai w
Ghi chi:

|Nntc|-d

[] Chac chan thuc hién

Ghi [F&] Huy [Esc]

3.25 Dinh nghia Leadsheet

Chon “Dinh nghta Leadsheet” & menu gdc phai cia phan mém. DAy la chirc ndng cho phép dinh
nghia sdn cac Leadsheet dé str dung trong Trial Balance.

Ef Quan tri (admin@damcvn)

Quan ly Ngudi thay quyén

Mé hinh td chire

@

Quan ly quyén ngudi s dung
BDinh nghia Leadsheet

Lién két dif liéu vdi Trial Balance

&

Tiéng Viét

Bl%
AR

English
H4:E

o [e]

Bang xudt (Logout)
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* Binh nghia Leadsheet

Tai khozn

111
1111

x*
la Files

(] X

Xudt Excel

Dinh nghia Leadsheet Leadsheet: 2 -d
3
@ Thém Leadsheet 1 5
3]

@ Aoa Leadsheet 3 10

# Ma Tén

1 1 3

2 2 d

4 V| Leadshest| ¢

Tai man hinh dinh nghta, bén trai 1a danh sach cac Leadsheet, cé thé &n Thém hodc Xéa dé thém/xda

Leadsheet da dugc dinh nghia.

Khi chon mét Leadsheet thi bén phai la noi nhap céc tai khoan twong &ng cia Leadsheet. Cot # hé

théng ty dong dién.

Ngudi st dung ¢ thé an nut “Xuat Excel” dé xuit ra excel cac dinh nghia Leadsheet.

3.26 Xem Leadsheet tir Trial Balance

Sau khi dinh nghta Leadsheet, tir man hinh xem Trial Balance, ngudi dung c6 thé xem céc Leadsheet

bang cach an vao nut Leadsheet (khoanh dd).

=3 MName
(® Thém Tai khoan 1

1 11110 I.Ti\én Vigt Na
2 11120 Ngoai té
3 11130 Vang tign té
4 11210 Tién Viét Na
5 11220 Ngoai té
6 11230 Vang tign té

Preliminary
120,031
120,031

o

0
0
0
0

AJE

e T o e Y s Y

Adjust
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MaTB: |A7 |

Ten  |a7 |W| Leadsheet-2[ ¢

* Xem Leadsheet - O >

Leadsheet 2-d XuatFile
# M3 Tén £ i N-arne Preliminary AJE Adjusted
1 |111 Tign mat 120,031 0 0
1 1 3 2 11 Tign Viét Nam 120,031 0 0
3 o ot o o

3.27 Nhap file Excel vao Trial Balance
Thay vi nhap tay trong man hinh Trial Balance, ngudi dung cé thé import ndi dung Trial Balance tur
file Excel bang cach chon “Nhap Excel”, sau d6 chon file Excel sdn c6 trong may.

- ] bt

|
Nhap Excel XudtExcel b J

[ R e T R
[ R e [ R
[ QR [ R

Chu y, mau file Excel giéng vé&i man hinh trong Trial Balance. Mau file Excel gdm 5 sheet: “Details”,
“Note Lines”, “FS Lines”, “FS-Sub Classes”, “Classes” va cac cot nhu hinh sau:
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~
3 AutoSave B Tislkalancexls v £ search wm@® £ - o x
File Home  Insert  Page Layout Formulas Data  Review  View  Automate [ Help
c1 ~ 2 fel 1200 ~
A B C D E F G H | ] K L M I &
1 1,200
2 (1111 Tign Viét Ng 1,000 ] 1] 0 1] 0
3 (1112 Ngoai té 200 o 0 0 0 0
4 (1113 Vang tién té 1] o 1] 0 1] 0
5 (1121 Tign Viét Ng 1] o 1] 0 1] ]
6 (1122 Ngoai té 0 0 0 0 0 0
7 (1123 Vang tién tg 0 o0 0 0 0 0
8 (1131 Tign Viét Ng 1] o 1] 0 1] ]
9 |1132 Ngoai té 1] ] 0 0 1] 0
10 1211 Cd phiéu 0 o 0 0 0 0
11 1212 Tréi phigu 0 o 0 0 0 0
12 |1218 Chitng khoa 1] o 1] 0 1] ]
13 (1281 Tién gii cé 0 0 0 0 0 0
14 (1282 Tréi phiéu 0 o 0 0 0 0
15 |1283 Cho vay 1] o 1] 0 1] 0
16 |1288 Cac khoan d 1] o 1] 0 1] ]
17 |1331 Thué GTGT 0 0 0 0 0 0
18 |1332 Thué GTGT 0 o0 0 0 0 0
19 |1361 Vén kinh doj 1] o 1] 0 1] ]
20 |1362 Phai thu ndi 1] ] 0 0 1] 0
21 (1363 Phai thu ndi 0 o 0 0 0 0
22 11368 Phai thu ndi 0 o 0 0 0 0
23 11381 Tai san thié) 1] o 1] 0 1] ]
24 11385 Phai thu vé 1] ] 1] 0 1] 0
25 /1388 Phai thu kh# 0 o 0 0 0 0
26 (1531 Cong cu, du 0 0 1] 0 0 0
27 |1532 Bao biludn 1] o 1] 0 1] ]
28 1533 B diing chd 0 0 0 0 0 0
29 |1534 Thiét bi, ph 1] 1] 1] 1] 1] 1]
30 1551 Thanh phém 0 0 0 0 0 0
311557 Thanh pham 0 0 0 0 0 0
32 |1561 Gid mua ha 0 o 0 0 0 0
33 |1562 Chi phi thu 0 o 0 0 0 0
34 1567 Hang hda bé 1] o 1] 0 1] ]
35 11611 Chi si¥ nohidl 0 0 il 0 1] v
.« Details | MNote Lines FS Lines FS Sub-Classes | Classes ® Ry »
Ready % Accessibility: Investigate HH F ———+ 100% )

3.28 Quan ly nguoi thay quyén
Khi mét ngudi nghi can ngudi khac 1am thay thi cé thé quan ly
Ngudi thay quyén”.

& phan mém bdi chirc ndng “Quan ly

E Quan tri (admin@damc.vn)

Quan ly Ngudi thay quyén

&5 M6 hinh t6 chiic
Quan ly quyén ngudi sif dung
Binh nghia Leadsheet

Lién k&t dif liéu vdi Trial Balance

Tigéng Viét
English
B#+:E

o [o % E

Ding xuit (Logout)

36



Hwéng dan sir dung phan mém kiém toan CPA VIETNAM i

Tai man hinh quan ly, chon Ngudi thay quyén cho ngudi dung dang dang nhap, chon tir ngay, dén

ngay va an ndt “Thém”

I % MNgudi thay quyén

| Ngudithay quyén: [Phan Van Tién (tien@damc.vn) | Tatca
Tii ngay: dén ngay:
2112/2022 @ | 211202022 @ |

# Tai khoan Tén Tu ngay

tien@damc.vn Phan Van Tién

3.29 Lam viéc véi vai tro thay quyén ngwoi khac

Sau khi dugc ngudi khac thém vao vai trd nhu 13 ngudi thay quyén, thi khi dang nhap, s& cé 6 vai tro
& gbc phai trén cung man hinh, tai day, ngudi dung chon vai trd minh thao tac trén phan mém. Cac
quyén trén phan mém sé thay d6i theo vai trd dwoc chon.

Quan tri (admin)

3.30 Lién ké dir liéu Trial Balance véi tai liéu
D{r liéu tir Trial Balance dé cé thé xuat hién & tai liéu thi dinh nghia & chirc ndng nay.
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E Quan tri (admin@damecwvn)

Quan ly Ngudi thay quyén
&% M hinh t6 chic
Quan ly quyén ngudi sif dung

Binh nghia Leadsheet

Lign két dif ligu vdi Trial Balance

Tiéng Viét
2= English
[¢] B*:=

E} Pang xuat (Logout)

* Lién két vai Trial Balance

Tai liéu lién két vdéi Trial Balance

® Them

(& xoa

#

Ma Ghi chu

B3% Note Lines:PRELIMINARY ,FINAL

Tai man hinh nay an “Thém” dé thém dinh nghta tai liéu, hodc “Xdéa” dé xda dinh nghta.

X
la Files
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—_——

# Thém lién k&t Trial Balance >

M3 tai ligu:
B320

Muic lign ket

Mote Lines w
Cotlién két

B Preliminary [ AJE

[ Adjusted B Final

[ Merge

Thém [F12] Huy [Esc]

2

M3 tai liéu c6 thé nhap chinh xac tai liéu “B320” hodc c6 thé nhap “%” & sau (vi du B3% dé 4p dung
v@i tat ca cac m3 tai lidu bt dau bdi B3 - B310, B320, B330,...)

Mrc lién két: S& lién k&t mirc nhd hon hodc bang mirc lién két chon. Vi du chon Note Lines thi sé& lién

két Details va Note Lines vao tai liéu.
Cot lién két: Chon cdac cot lién két dit liéu vao tai liéu.

Sau khi dinh nghfa, néu ma& tai liéu cé m3 khép véi diéu kién da dinh nghia thi s& dugc lién két cac

di* liéu cda Trial Balance.

Tén -~ M3 Nguidi tao
Q By Test1 TO01
A | Section 1 A
B312 HE at Al admin
MA™1 [#] Chi muc ho so VACPA 2019 000003 admin
A | Section 2 B
—HE a2 B.1 admin
e - mA™ B313 admin

Sia

&

W] Thu quan ly (x) B210 admin

E[i] Copy € Ccut

MNgudi phu trach ...

Hoan thanh

© >

Chiic néng khac...
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la Files

Néu ho so cé 1 Trial Balance thi trial balance dé duoc chon dé lién két dit liéu, néu hod so cé tur 2
Trial Balance tr& 1&n thi ngudi dung sé& chon st dung Trial Balance nao khi mé tai liéu.

* Chon Trial Balance lién k&t dir ligu

*
Trial Balance lién k&t dii liéu: Md réng
Tén Ma
=@ Testl TO1
Section 1 A
L@ a1 Al
Section 2 B

Lo a2 B.1

Chon [F8] Huy [Esc]

Sau khi mé, dé lién két sé liéu thi @ Word chon Insert -> Quick Parts -> Field

,q = [ signature Line ~

Quick | Wordart [ Date & Time
Parts~|  ~ 8] Object ~
£ AutoText *

B > =

| = Field... ty
' [F} Building Blocks Organizer... §n
= e
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— S -
Field

I Please choose a field
Categories:

| [l

| Field names:

AutoNumLgl
AutoMNumOut
AutoText

1 |AutoTextlist
| |BarCode

! | Bibliography
BidiOutline
Citation
Comments
Compare
CreateDate
Database

| Date
| DocPrope

EditTime

Eq

FileName

: Description:

Field properties

Mew name;

lafiles.th.details.final. 11110

Insert the value of the document variable named MAME

|
Field Codes

*
la Files

?

Field options

Mo field options available for this field

H Preserve formatting during updates

Tai man hinh chon Field, chon “DocVariable”, nhap tén bién vao “New name”. Tén bién theo ciu

trac:

lafiles.tb.[details | notes | fslines | subclasses | classes].[preliminary | final | ...].[tai khoan]

vi du: lafiles.tb.details.final.11110 s& |ay gia trj c6t Final cla tai khodn 11110 cda murc Details.

Bao cao vé cac yéu cau khac caa ph
[Hinh thtre va ndi dung cua muc nay tre

am.toan vién.]

+ [(Ha Néi), ngay...thang...nam.. ]
Cong ty TNHH Kiém toan ABC

DE c6 thé dinh dang s6 liéu bién, an Alt + F9 dé hién thi ra tén bién. Sau d6 thém chudi dinh dang
vao. Vi du thém chudi “\# #,##0”

X
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Bao céo vé cac yeu cau khac cua phap luat va cac quy dinh (2)

[Hlnh thire va ndi dung clia myc nay trong bao cdo kiém toan sé thay ddi tay thudc v:
iém toAn vién 1

{ DOCVARIABLE lafiles.tb details final.11110 \# ###0 \* MERGEFORMAT }
7 [(Ha Noi), ngay...thang...nam...]
Coéng ty TNHH Kiém toan ABC

Sau khi thém xong, an lai Alt + F9, click chudt phai va chon “Update Field”

Bao

Hin |Ar|a| los oA A Az~ = = g !

LUIEI B I _U-_f V..i.t.:_ v = v Syles Cor:]ner:;nt Center Paragl_rl::ha:;acing J”sjl
12

‘ Search the menus ‘
[(Ha am...]
cén ABC

[fi Paste Options:

[t

Trar ID! Update Field I
S6(  ditField.. an:...
Luu Toggle Field Codes ng (2) thi bé dong (1)

A Font.

=g Paragraph.. i .
LW = VL crirpevner frinh kiém foan mau (An duna

K&t qua s& dugc s6 liéu d3 dugce dinh dang theo yéu ciu.

Bao cao vé cac yéu cau khac ¢
[Hlnh thuc va ndi dung cua muc

am toan vién.]
120,031

[(Ha NG6i), ngay...thang...nam...]
Cong ty TNHH Kiém toan ABC
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