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. . interface:
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— - Simple operation, easy to
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use
o ®- Match all user objects
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Input Method:
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Sending method:
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- Microsoft Azure Database - Email

- Data safety - Website

- Quick Deployment - Barcode

- Remove Geographic - Paper invoice (Convert)
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Lién két Héthdng Thiét lap
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1. ABBREVIATIONS AND SYMBOLS

STT Abbreviation Description
Dashboard The main screen has tiles to enter the software
features
PM Software
HD Invoice
T Information
KH Customer
STT Sign Name & Sign Description
1 I:'L;]' New Create new record
Mew
2 E} Edit Edit the selected record
Edit
3 D View Detail record is selected
View
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4 Delete Delete the selected record
Delete
[
[,
5 i‘l Copy Copy record selected
Copy
Close the work window,
6 - Close When done at any screen, the user clicks the close button to exit the
screen.
; o Field required to enter, record will not be saved if the user does not enter
this field.
8 v Select from list Select from the list, users are not allowed to type information
L1
9 = Print Print
Print
10 '@ Preview View as printed sheet
Preview
11 EEEH’! Pivot Perform pivot table statistics
D@ : : .
12 Mail Merge Perform the mail function

Mail Merge
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13 5]

Transfer In

Transfer in

Import data into the system

14 : [}O t Transfer out Export data from the system
? : . . .
15 - Help Function buttons display user instructions
elp
16 + Register Button to submit company information to the system
Register
17 P Activate Button to unlock software after being licensed by Supplier
vate
18 > Submit Button function to purchase invoices
Nép

19

Get Authorization Code

Get Authorization Code

Button function receives the license using the invoice from the supplier

20 L

Excel

Excel

Button to export report / invoice to Excel file
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om )
21 L& Word Button output report to Word file
Waord
)
22 LA pdf Button output report to Pdf file
Pdf
23 ‘ ﬁ } Period Select invoice period

Previous Luachon Mext

I

24 Get Invoice No The button takes the invoice number before signing
Lay s6 HD
7
25 % Sign Invoice Button to sign and issue invoice
Ky hoa dan
(@) | - . -
26 - Convert Invoice A button to create invoice conversion to paper invoice

Chuyén déi HD

27 I:[;:

Cancel Invoice

A button to cancel invoices in case need to adjust due to incorrect

Hy invoicing information
%I% . A button to cancel an old invoice while making a new invoice for an
28 Replace Invoice

HD thay thé

incorrect invoice
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29

'

TAO HOA DO'N

Create

Create new invoice

30

DANH SACH

Invoice listing

Open the list of invoices entered, imported into the system

31

CHUYEN D LIEU
HOA BON

Transfer invoice data

Open the Invoice data transfer function (only applicable for customers with
custom built integration)

32

CAP NHAT
THONG TIN HD

Update invoice information

Open the Invoice Information Update function (only applicable to
customers that have custom built integration)

33

IMPORT EXCEL

Import EXCEL

Import invoice data from excel file according to program format
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34 Sent email Open the email list that was created to send to the customer
35 Customer Open Customer Directory
36 Goods/Services Open the list of goods and services
HANG HOA
DICH VU
Open the Customer Portfolio Data Transfer function (only applicable to
37 Transfer customer data . .
SE customers who have custom built integration)
CHUYEN DU LIEU
KHACH HANG
38 Import template Invoice import template download, excel file
MAU TAI NHAP
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01-1/GTGT Report on the list of goods sold (Form 01-1 / GTGT)

39 Open Report

BANG KE HHDV
BAN RA

i SEEIL Report on the use of invoices (Form BC26 / AC)
N

40 Open Report

TiNH HiNH
s’ DUNG HD

Statement of Invoice Status Details

| ]
Olesa

41 Open Report

CHITIET
TINH TRANG HD

Bill statement

42 Open Report

Monthly Revenue Report

43 Open Report

DOANH THU
THEO THANG
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= Revenue report by customer
[
44 Open Report
DOANH THU THEO
KHACH HANG
Pivot function analyzes revenue
45 _ Q Open Report
PHAN TiCH
DOANH THU
46 Enity information Open entity information declaration and tax code register
THONG TIN
DON VI
47 Invoice registration Open the registration function invoice form and number
48 O Upgrade Open the Software Update function
NANG CAp

11
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49 Log out Sign out of your Cloud account
DANG XUAT
50 E g English Switch the Dashboard language to English

12
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2. SOFTWARE SETUP
Download the installation file at http://lavasetup.digita.vn and install the software
f—EI‘ELavaSn)ﬂ X‘—l— s — [] x

= ] 2 lavasetup.digitawn 37 = 7 e

SPC Technology

LavaSoft

Name: LavaSoft
Version: 4.5.5.387
Publisher: SPC Technology

The following prerequisites are required:

= Microsoft MET Framework 4.5.2 (%86 and x64)
If these components are already installed, you can launch the application now. Otherwise, dick the
button below to install the prerequisites and run the application.

Install

After successfully installing the program icon will be created in Desktop

13
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3. ACCOUNT AND LOGIN
3.1 Account login

Customers using e-invoices Lava is granted account to log into the software via email. This account is pre-connected to the customer's
database, just log into the software and use

Thu 19/07/2018 2:39 PM
info@digita.vn
Your password for login to Lava
To @digita.vn
Dear DIGITA,
Your password to login to Lava 1s :
You can now login to Lava using vour email and the password above.

Thank You,

... This email 1s generated automatically. Please don't reply __.

14
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3.2 Signin and use

Press the Cloud Account button and use the account provided via email to login

bang nhap

Server

Lﬂ Login to Server

Login

g User Mame H ‘
@ Password ‘ ‘
\(23 Remember login -l on

v

~ [ ]| [
c i | = | =

Cloud Login

If the email account is registered by one of the Google services, Microsoft, Azure may choose this form of authentication to log into the
software.

15
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3.3 Declare company information

Every business using the e-invoice Lava must provide complete and accurate information of the business. Company information is used to
register accounts, serve the needs of management and issue invoices in accordance with the requirements of the customer.

Business information is also provided by the supplier to manage the customer system to report to the tax authorities timely and accurately.

Company information to be declared:

Field
Company name

Address
City

Tax code

phone number

Email

Website

Director
Chief accountant

Description
Business name written in
full
Business address under
business license
City / province operating
under business license
Company tax
identification number

Phone number of the
business
Business use email

Website address of the
business

Full name of director
Full name of chief
accountant

Mandatory
X

Notes

This data is used to print on invoices or other documents during the
invoice issuance process. Therefore, the following requirements must be
met:

1/ Accuracy between data declared on software - Invoice form - Business
registration information

2 / Enter the full and correct information for the required fields

The user enters the correct tax code of the business to be provided by the
supplier to use electronic invoices.

* If the user enters the MST by the "TEST [MST]" syntax, the software switches
to the trial system allowing the user to issue an invoice.

Enter the phone number of the business,

Enter your business or accounting email
* If the system is trying, the invoices issued will be sent to this email
Entering business website

16
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Client Number of workstations If customers use invoice service at many billing points, users will enter the
used workstation information by syntax: 001,002,003, ... corresponding to the
number of workstations used
Registrated Tax Id Tax registration number The tax code is updated on the system
Operations:

- Step 1: Access the "Entity Information" screen
- Step 2: Fill in the form. Cells with red marks in front of them are required

- Step 3: Upload the company logo by clicking the logo download logo

17
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4. REGISTRATION AND ACCOUNT ACTIVATION
4.1 Company registration

To use the electronic invoicing service, the user must register the account with the provider

Operations:

THONG TIN

- Step 1: Click the "Register" button at the Entity Information.

Lava 4.5.5.400: Entity Settings

e RN DLe b

Lam mdi | Register |Activate Sia In  Xem qua

Lénh [} In 7

E-INVOICE  Entity Settings

Théng tin céng ty Logo

[CONG TY TNHH DIGITA

Dia chi ‘395 Trudng San, Phudng 4, Quan Tan Binh, TE. HCM

Thanh phé [79. HB Chi Minh [

Ma & thué | TEST0314518949 hd .

Dign thoai [1028) 7302 2017 dlg lt a e
Email |infogdigitan DIGITAL ACCOUNTING
Trang web ‘www.d\'gi‘ta‘vn

Gidm déc |Lé vii Tai

K& toan trudng ‘
Nhan vién thu ngan ‘

Téi Logo

56 tai khoan \244238559 tai Ngan Hang TMCP A Chau | T€n ngan hang CN Nguyén Van Tréi

Théng tin

MST da dang ky ‘TESTC;‘iS‘gQiQ

Chi nhénh ‘

|
|
Cd quan thué quan Iy ‘ "'
|

M3 cd sd dif liéu [Entity_wis

# | S&n sang |. User US5 working@VIS/A server:einvoice.digitavmEINVOL..  [T] 07/2018

18
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Step 2: The program will display the registration message in the bottom left corner of the screen
Step 3: Once the registration is approved by the service provider, an activation code will be sent to the email address entered in the

company information.

& Reply & Replyall —Forward T Archive @[ Delete wee

o noreply@spc-technology.com =

9:06 AM

Activation Info
To: phan-thanh.thuan@spc-technology.com

S| Scddc2bf-2932-48ce...
| 324 bytes

Hello,

Please find attached your Activation Code for Cty ¢d phén cdng nghé San Ph :

Thank You for Your Business.

19
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4.2 Account activation

User activates by clicking the "Activate" button and entering the activation code into the dialog box.

¥

Lava 4.5.5.400: Entity Settings

Lién k&t Hé thd

ng Thiét lap

— g RN IV

Lam mdi Register| Activate | Sda In Xem qua

E-INVOICE  Entity Settings

Lénh I In [

Théng tin céng ty

Bia chi

Thanh phé

M3 58 thué

Bién thoai

Email

Trang web

Giam déc

K& todn trudng
MNhan vién thu ngan
S8 tai khoan
Théng tin

MST da dang ky
Chi nhanh

Cd quan thu& quén ly

M3 cd sd dif ligu

# | Sin sang |-

Logo

CONG TY TNHH DIGITA

|3QB Trudng San, Phudng 4, Quan Tan Binh, TP, HCM

|79. H5 Chi Minh

| TEST0314518949

|(028) 7303 2017

| info@digita.vn

DIGITAL ACCOUNTING

|www.d|'g|"ta.\rn

|Lé v Tai

|244238569 tai Ngan Hang TMCP A Chau | Tén ngan hang

Tai Logo

|
|
|
digita.
|
|
|
|
|

CN Nguyén Van Trdi

|TESTCB"’-5'89‘19

|v|

[Entity_vis

User US5 working@VI5/A, server:einvoice.digita.vn\EINVOL... 07/2018
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5. INVOICE REGISTRATION

Forms of invoices, invoice symbols and invoice numbers are information that enterprises use to register with the tax authorities through
the issuance of invoices. To issue an electronic invoice, you will need to purchase the invoice amount to use for the invoice-related
information under the release notice and pay the vendor for the invoice to use.

5.1 Create request

Click the "Invoice registration" section to create a request.

- Step 1: Press the create button
- Step 2: Fill in the required information

* The user must ensure that the information provided to the tax authorities is correct.

Tén Trudng Dir Liéu Dién giai Bat budc

Code required Each invoice registration request corresponds to one required code * The software automatically
generates the required number

Petitioner Company name required to purchase invoice

Request Date Date of using the invoice * The software defaults to the current
date

Denominator Form of invoices registered with the tax authority (eg: 01GTTKT0/001)

Symbol Signed invoices registered with the tax authorities (eg: AA/18E)

From number Invoice number begins: 0000001

to some The last invoice number (for example, the user who bought 2000

invoices is 0002000)

21
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Total payment Total Purchase Invoice (For example, if you purchase 2000 invoices, * Software self-calculation
2000)
Current number In the case of new registration, the start number is 1
Provider In case of use, PM will inform the invoice number which will be issued = * The software automatically updates
next when the user activates the bill for
Date Range Licensee uses invoices use with the "Get Authorization
Transaction Id Date is licensed to use invoices Code" button.
Status Enrollment invoice code

- Budc 3: Save

Phoebus 4.5.5.332: Bang kj HD

Bat dau Danh muc bang digu khién EINVOICE Danh sach Khach hang  Tai nhap danh séch Khach hang(lava) Danh sach Dang kf HD  Béang ky HD

M3 56 yéu cau | | Nguei yeu cau [CONG TV TNHH HOA BON BIEN TU CUUWR LONG Ngay yéu cau 01/02/2018 =]
Invoice Number

Miu 56 [01GTKT0/001 | Ky hieu [cLee |
Tu 58 "‘ |B§"‘ 6 |‘\GDD Téng c6ng tién thanh toin [1000 ‘
56 hién tai ‘: |

Issuing

Ngudi cip ‘ | Ngay cdp | J‘
Transaction |d ‘ |T'a” chiéu | Tinh trang

22
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5.2 Submit
- Open the request form saved in the above step and click the "Submit" button to send the request to the service provider.

- After this operation the status of the request will be automatically updated to "Submitted" — Submitted

[ENNW Lién k&t  Héthéng  Thiét 1ap

( C o}
(s (3 L a0 & b ?
Lam ma&y Nop et Authorization Code Hly  Set Current Number Sirs  X6a  Binh kém In  Xemqua Giip d&
/ Lénh [ In L Céngoy &

Bit d3u  Danh muc bdng digu khién EINVORE Danh sach Khach hang T&i nhap danh sach Khach hang(lava) Danh sach Bang ky HD  Dang kyj HD

Ma 58 yéu cau 00001 A} | Ngudi yéu cau |CONG T 8 PHAN CONG NGHE SAN PHU Ngay yéu ciu 30/01/2018 [=]

Invoice Number

Méu s6 [maTKTO/001 | Ky higu [spy1sE |
T s8 ‘1 ‘Dén 56 ‘1000 Téng cdng tién thanh todn 1000 |
S& hién tai ‘: ‘

Issuing

Ngudi cip ‘ ‘ Ngay cip ‘ d|
Transaction |d ‘?:\EZQQZ,E\_IFHQL ‘ Tham chiéu ‘ Tinh trang Usable |
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5.3 Activation
- When the user completes the payment steps specified by the service provider, the invoice purchase request will be approved.
- User activates successfully purchased invoice numbers for use by clicking the "Get Authorization Code" button.

- Other contents of the invoice information will be updated if the request is approved.

Béng kj HED

LT Lien két  Hé théng  Thiét lap

0‘@*/[‘2 a0 &l ?
Get Authorization Code

Lam mdi  Nép y  Set Current Number  Sita  X6a  Binh kém In  Xem qua Gidp d&@

Lénh I In o Céngcu &

Bit d3u Danh muc bang didu khién EINVOICE Danh sich Khach ha T&i nhap danh sach Khach hang(lava) Danh séch Bang kj HD  Dang ky HD

Ma 56 yéu ciu oooo1 | Ngue yeu cau | CONG TY €6 PHAN CONG NGHE SAN PHU Ngay yéu cu 30/01/2018 =]

Invoice Number

Miu s6 [m1eTKTO/001 | Ky higu [sp/1sE |
T s8 |1 ‘Dé’n s6 ‘mm Téng céng tign thanh todn (1000 |
S& hién tai |-:

Issuing

Ngudi cap | ‘ Ngay cip ‘ il|
Transaction Id |*:3|52Qtz-.EUF'fbk ‘ Tham chiéu ‘ Tinh trang Usable |
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6. LIST OF CUSTOMERS
You can use two ways to import customer data:
Option 1: Direct input

Open the customer information feature on the software and then select the Create New button, the software will open an Input Form to
enter your customer information.

¥

Lién két Héthéng Thiét lap

| 5 © H 0

Lam mdi Luu  Binh kém
Lénh [F

E-INVOICE Danh sach Khach hang Khach hang

Théng tin khach hang

_| ‘legudi mua hang
Tén cang ty g‘
Bia chi

M3 s@ thué

Email

|
|
Dién thoai |
|
|

Tai khoadn ngan hang

Chi nhanh |

Hinh thic thanh toan |TM]C|{ ‘v‘
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This is considered to be the information that will be used to issue invoices to customers, so we encourage you to enter the correct
information to avoid errors.

Field name Mandatory Description
Customer's code X Enter customer code (number or letter, not in Viethnamese)
Buyer Enter the name of the buyer
Company name X Enter the customer company name
Tax code Enter your tax code
Address Enter your customer's address

phone number

Email Enter the email used by the customer, the software will automatically send the invoice
when released to these emails

Bank account Bank account number

Branch Name of bank and branch

Payments The default payment method when entering invoices

Option 2: Import customer information into the software

Step 1: Open the customer information feature on the software and then export the report to Excel (button 20).
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Step 2: The software opens an Excel file, the user enters information into the Excel spreadsheet. Note the Business and Business Name
columns as mandatory fields. - Save the Excel File to the computer

A B C D E F G H

3

4 THONG TIN KHACH HANG

5

7 'Ma khach hang Ma sé thué Tén Céng Ty Dia chi Bién thoai Ngwéri mua hang Email khach hang " 56 tai khoan Tai chi nhanh
8

9

10

11

12

13

Step 3: Back to the software select button Download button (command number 13), software opens message, users select the path Excel
saved just file and select Read File to retrieve data

(BN Lién két Héthdng Thiét lap

;O @ L LA Ee B BT

Lim mdi Bandd Taomdi Sia Xoéa Sao In Xemqua Bang trong tdm Trén thu Tain

(s ?
Téixudt Gidp d&
Lénh [ In [ Céng cu

Bt du Danh muc bang digu khién EINVOICE Danh sich Khach hang

File tai nhap

M3 s§ yéu ciu ¥ Ma 56 thué Tén céng ty Tén ngin Dia chi E-Mail D=

z

Select Data Source *__-;‘/ = O ®
Import from
=
( Read File
Read Clipboard
Insert - On Update -On e
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Step 4: Check and reconcile import data

Phoebus 4.5.5.332: Tai nhip danh sach Khach hang{lava)

Lién k&t Hé théng Thiét lap

L L e )
S [ [, [2 = Ty Ty T ?
Lam mdi Taomdi Sia X6a Luuform In  Excel Pdf Read Excel Tainhdp Gidp dd
Lénh [ In M Céng cu M

Bit d3u Danh muc bang didu khién EINVOICE Danh sich Khach hang Tai nhdp danh sich Khéich hangflava) Danh sich Bang kj HB  Pang ky HB  Entity Settings

Active Bank Accnt

Han mc ti.. | Payment Term

Data stream red: errors need to adjust, additional information required entry
Blue data stream: can save information to the system

Select button saved

Ma khach hang | Nhém khach hang |Tén ngén | Tén cang ty EE | Phué.. | Quan/ ... Tha..| Quéc gia | M3 s5 thug| 55 dién th.. [Fax |E-Mail Trang Web | Establishment Date | Parent Company
CUSTOMER | TRUNG TAM P.. | CUSTO... 5300732437 | 55 065 B... hungnh@spc-technalogy.com
{x] 4VAN PHONG C.. CUSTO.. 5300732388 | 01 dudng .. hungnh@spc-technology.com
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7. LIST OF GOODS - SERVICES

This feature saves the company's list of sold-out services. This item will be linked to the invoice form for the user to select when creating a
sales invoice.

This is considered to be the information that will be used to issue invoices to customers, so we encourage you to enter the correct
information to avoid errors.

Field name Mandatory Descripton
Code of goods / services X Enter customer code (numeric or text format, not using vietnamese)
Group of goods / services X Goods / services are grouped by group to analyze the final report
Explain Enter the name of the goods / services, which will be entered into the description of
the invoice
Note Open interpretation of goods / services
Unit Enter the unit of calculation of the goods / services
Price Enter the unit price

You can enter this catalog at once and only have to choose to automatically display the interpretation of goods and services in the
invoice content without having to enter and retype multiple times.

However, this category is not required. You can still enter a description of the goods and services in the invoice form.

How to enter and use features similar to the customer category, you can re-open section 6. LIST OF CUSTOMERS for instructions.
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8.

INVOICE INPUT

Visit the "Create invoice" section.

E

nter invoice content

Tén Truong Dir Liéu

Proforma no.

Invoice type
Invoice date

Accounting period

Form

Serial
Invoice no.
Tax rate

Customer's code

Company name
Tax code

Bat
budc

Each invoice registration request corresponds to one

required code

Dién giai

Voucher information

New entries will not be used

In cases where the invoices are adjusted, the users shall

choose categories 2 and 3

In case of

invoice

replacement

automatically select category 4

Form of invoice
Serial
Invoice no.

Tax information (VAT)

Tax rate applicable to goods / services

Customer information

The customer code can be entered by:
1/ Choose from the customer list

2 / Enter directly into the invoice import software
3 / Enter KH into the software and then select from the

Customer list
Business name

Company tax identification number

program  will

Ghi chu

* The software automatically generates the
required number

* The software defaults to the current date

* Self-updating when the user signs the
invoice

* User select tax rate

* Software lookup by customer code
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Buyer Name Name of the purchasing representative or individual

customer
Address Business address / buyer
Payments Customer's payment method
Email Enter customer receipt email

Bill information
ItemCode Chon ma HHDV ti doanh muc (hodc dé tréng)
Description X Noi dung Hang hoa Dich vu
Unit Dan vi tinh
Amount S6 lugng
Unit price ban gia
Add money Tién hang
Tax Thué suat Automatically deduct tax rates in the VAT
Information section

VAT Tién thué Automatically calculate at tax rate, choose to

correct when necessary

If a user does not have a customer list available, the customer information on the invoice from the cloud database includes a list of all
Vietnamese organizations and businesses that are stored and updated. Period. Company name, address is automatically filled based on
tax code.

If a user does not have a list of the goods / services that you provide to the customer, you can enter directly the invoice the necessary
information according to the goods, services, value you provide. granted to customers

Click "Save" to save. A new invoice is created and you will switch to the invoice management feature to process the invoice
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Lénh | Lién k&t  Héthéng  Thiét lap cho chife ning

— S(H)0 2
Lam mdiN Luu JDinh kém | Gidp d&

Lénh \ | Céng.. &

~
Hoéa don VAT Hoa dan ban hang )
~ Théng tin HD - Khach hang
Loai HD |:| Ky k& todn M3 s6 thué |0303430375 \
Tén ngudi mua | ‘
— VAT
. . . Dia chi |T€Ja nha Lexington, 67 Mai Chi Tho.,, &n Phd, 2, Vietnam ‘
e  — .
Hinh thifc thanh toan |TM,fCK ‘
Ma HHVT | Dién giai |Ban vi 56 luang Pon gia Thanh tign M thué GTGT  Thu GTGT
* Kich vao dé thém ban ghi
HHOO017001 Gidy Ad Ram 10.00 18 000 000 10.00 1 800 000
» | HHOO17002 Bt bi Cay 30.00 360 000 10.00 36 000
Ghi chii Thanh tign | 18 360 000
Thug GTGT | 12836 000|
Téng cong | 20 196 000
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9. INVOICING PROCESS

9.1 Install and use digital signature
- An e-invoice is completed upon confirmation of the digital signature.
- Before you can issue an electronic invoice, you need to perform a digital signature installation on your computer. Digital signatures
can used together whit the signature that an enterprise uses to tax online declaration.

9.2 Issuance of invoice
- Step 1: Access the "Invoice List" at the main screen, here summarize the situation using the invoice of the month.
You can use the Period button (button # 23) to move from one period to another to view your invoice data.

The information displayed on the screen include:

Field name Description
Number invoice from Show the first invoice number in the period
Bill to Show the largest invoice number in the period
Wait for delivery Number of invoices has been prepared but wait for issuance
Export Number of invoices issued
Cancel Number of invoices canceled or canceled for replacement billing
total Total amount invoiced
Total VAT Total tax invoiced
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Phoebus 4.5.5.332: Danh muc héa don trong 2018

Lién két Héthéng Thiét lap

 me 4 '8y ?

Lam mdi Previous Lyachon Mext Gidp dg
Lénh o Congecu &

Bitdiu EINVOICE Danh muc héa ddn trong 2018

Ol |6 Hp i + S5 HD t6i Dai gt Xudt Hay

Téng cong Té&ng thué& VAT

4[] Ky ké toan: 01/2018-

[ 10000000001 10000000004 4 - 180.352.560 18.035.256

- Step 2: Double click on the month with the invoice you want to release to open the list of all created invoices

Phoebus_System 4.5.5.332:Danh muc héa don trong 12/2017

Lién k& Heéthdng Thiét lap

74 () LIy |
S 4 K D>»OL & ¥ ® [} & = i M = ?
Lam mdi Previous Lyachon Next Tgomdi Liys8HD Kyhéadon Chuyén ddiHD Hly HD thay thé In  Xemqua Bangtrong tdm Tron thu Gidp dd
Lénh & In & Céng cu [

Bit diu EINVOICE Danh muc héa ddn trong 2018 Danh muc héa ddn trong 12/2017 (lava)

IZHNhap chudi dé tim... " || Tim || Xoda |
] |58 H.Bon ngi ba | Quyén Ky higu S6 HD ‘ Ngay héa dan ‘Tén cong ty M3 58 thug Cong tién hang | Tién thuE GTGT | Téng céng tign thanh todn Thay thé s& héa dan |Dé chuyén dsi
4 ] Tinh trang: Issued
01GTKTO/00 PD/ITE 0000019 01/12/2017 Céng ty TNHH ABC 4.134.123.630 413.412.363 4,547.535.993 ]
01GTKTO/001 PD/TE 0000020 01/12/2017 Céng ty TNHH RBC 9.867.965.234 986.796.523,4 10.854.761.757,4 ]
01GTKT0/00 PD/I7E 0000021 01/12/2017 Cing ny THHE ABC 944,550,000 04,455,000 1.039.005.000 [}
! 4 [] Tinh trang: Proforma
[0 AR1712-004 011272017 Céng ty TNEH ABC 4500617743 9.062.045.682 906.204.568,2 9.968.250.250,2 O
[ AR1712-005 011272017 Céng ty TNHH ABC 5200879348 120.606.500 12.060.650 209,667,150 ]
] AR1712-008 01/12/2017 Céng ty TNHH ABC 2802483147 7.694.507.473 769.450.747,3 8.463.958.220,3 ]
[ aR1712-007 01/12/2017 Céng ty INHHE ABC 2802483147 246622819 24.662.281,9 271.285.100,9 O
[ aRr1712-008 01/12/2017 Céng ty THHH ABC 603.750.000 60.375.000 664.125.000 O
- Aninvoice may have one of the following status:
. .
Status Description
Proforma Not yet released

Issued Published
Adjusted Adjusted
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Cancelled Cancelled
Replaced Instead of, replace
Nolnvoice No invoice
Sign The invoice has been
prepared and waiting to
sign
Operations:

- Step 1: Tick the invoice with the status "PROFORMA", the user can select one or more invoices to sign one time.

- Step 2: Click "Issue”

- Step 3: Choose digital signature

* Black digital signature is a valid and usable digital signature

* The digital signature is an invalid digital signature; the user does not select this digital signature to issue the invoice
* The invoice software will ask for the digital signature password at each issuance

- Step 4: Results received after signing the invoice

* Software will update information Invoice form, invoice serial, invoice number

* The software will change to the Issue status - Issued

* Software will open the invoice as pdf file after signing (in case of signing a single invoice)

* The software will open the C: \ User \ [Username] \ Document \ Lava \ backup folder for you to view the pdf invoice file (in case of
signing multiple invoices)

* The software will automatically synchronize invoice data to vendor's Data archiving system

Note: In principle, the provider will secure all invoice data and archives to ensure that the invoice data is safe, whenever you can also
access the invoice through the website system (http://einvoice.digita.vn). You can optionally save the invoices in pdf format by adding
1 copy on the machine for accounting purposes.
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« K> 0L

fo (%

@ L & =B MH

T )

Lh :

Lam mdi Previous Lyachon Next Taomdi Laysd Ky héa doniChuyén déi HD Hly HBD thay thé In  Xemqua Bdng trong tdm Tron thy Gidp d&
Lénh [F] In [F] Céng cu [
Start Dashboard List EINVOICE Danh muc héa ddn trong 2018 Da uc héa ddn trong 2017/12 (lava)

E‘Emer text to search... - Tim || Xba
Tinh trang &
] ‘ S6 Hban n... « ?| Quyén Ky hiéu HE | Ngay héa don ‘Tén céng ty M3 s6 thué Céng tién hang | Tién thué GTGT | Téng cong tién thanh todn Thay thé s6 héa dan |D§ chuyén doi
4[] Tinh trang: Issued
[0 ari712-001 01GTKTO/001 PD/17E 0019 01/12/2017 4134123630 413412383 4.547.535.992 O
[0 ar1712-002 01GTKTO/001 PD/17E oolwgzo 01/12/2017 9.867.965.234 986.796.523,4 10.854.761.7574 O
[0 ar1712-003 01GTKTO/001 PD/1TE 00000 01/12/2017 944.550.000 94.455.000 1.039.005.000
4 || Tinh trang: Proforma
ARTTI2-004 o Please select one digital certificate from the list: x 8.062.045.662 906.204.568,2 9.968.250.250,2 L
AR1712-005 01/12/2017 190.606.500 19.060.650 209.667.150 ]
AR1712-006 01/12/2017 - 7.604.507 473 769.450.747 3 8.463.958.220,3 ]

“‘lhap chudi dé tim... |v H Tim

| Mhi eun...» ¥

Tén doanh nghiép

» | NEWTEL-CA
CA2

0303430876, CONG T¥ CO PHAN CONG NGHE SAN PHU
0311063115,. Céng Ty TNHH Thuang Mai Dich Vu 6 Té

%71 [Nha cung cip] In (CAZ’, 'NEWTEL-CAY)| - |

{_} Refresh

v ok

x Cancel

A | AR1712-006 |-

User NHH working@LVA/A,server:118.69.187.103/E-INVOICE

2018/01 R

ol

=
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9.3 Convert invoice

In case you need a paper invoice for the purpose of presenting the goods in transit, you can make the invoice conversion by:
- Tick the invoice line you want to convert

- Click "Convert"

- Print the printout on the screen -> sign the stamp as a regular paper bill.

* Note: The invoice for converting from electronic invoices to basic paper invoices is a form of e-invoice to ensure the legality of
electronic invoices being stored on computer systems. sellers, buyers and suppliers of electronic invoices.

Invoices are converted from e-invoices to paper invoices with contents and forms similar to electronic invoices, which are distinguished
by the words "invoices converted from paper invoices".

L
x & B MW ' ?
4 Chuyén |Hay In  Xemqua  Bangtrong tdm Trénthu Giup d&
déi HD

& Cong " ~

lenh | Liénkét Hethéng  Thiét Iap cho chicning

S 4 U r» L ¥

Lam mdi Previous Luachon Next Tao mgi Phat hanh H

Lénh

Héa don VAT Cdp s6 héa dan  Kich hoat tai khodn  Danh sich Héa don  Danh sdch yéu cdu mua héa dan  Héa don trotseQ7/2017  Yéu ciu mua héa don

B | Tinh trang S8 héa d... Serial 58 HD tii chi.. | 56 HD néi S8 HD thay t.. Ngay héa d.. v M&KH | Tén Khach hamy M3 56 thué | Thanh tign Thué GT... | Téng céng D3 chuyé.
Issued. ©a phat hanh GTGT 2017HD | 000015 10000000027 25/07/2017 CLO9OS | Cty TNHH An Pha 0303456739 300 000 20 000 330 000
o Cty c8 phian cong R _ .
Issued. D& phat hanh GTGT 2017THD | 000014 10000000026 24/07/2017 N . 0876 5 000 000 500 000 5 500 000
nghé San Phii
o _ Cty cé phin cong _ .
Issued. £3 phat hanh GTGT 2017THD 000013 10000000025 24/07/2017 N - 0303430876 QQ0 000 500 000 5 500 000
nghé San Phi
. Cty ¢& phin cong - ~
Issued. ©a phat hanh GTGT 2017HD | 000012 10000000024 24/07/2017 A . 0303430876 560 000 56 D08 616 000
nghé San Phu
R Cty c8 phan céng
Issued. B phat hanh GTGT 2017HD | 000011 10000000023 23/07/2017 N . 0303430876 890 000 89 000 979 000 H
nghé San Phii h [
o Cty c8 phian cong
Issued. D& phat hanh GTGT 2017THD | 000010 10000000022 22/07/2017 N . 0303430876 1200 000 120 000 1320000
nghé San Ph
o Cty c8 phin céng B , -
Issued. £a phat hanh GTGT 2017HD | 000009 10000000021 22/07/2017 N - 0303430876 50 000 5 000 55 000
nghé San Phi
o Cty & phin cdng _ N _
Issued. DA phat hanh GTGT 2017THD | 000007 10000000020 22/07/2017 nghé San Phu 0303430876 15000000 1 500000 16 500 000
. Cty c8 phian cong R _ B
Cancelled. D3 hdy GTGT 2017HD | 000008 10000000019 22/07/2017 N . 0303430876 25000000 2 500 000, 27 500 000
nghé San Phii
- Cty ¢ phan cong N - N
Cancelled. D3 hiy GTGT 2017THD | 000006 10000000018 22/07/2017 N - 0303430876 1500 000 150 000 1650 000
nghé San Phi
L. _ Cty ¢6 phin céng _ - -
Cancelled. 3 hiy GTGT 2017HD | 000005 10000000017 22/07/2017 N . 0303430876 3 500 000 350 000 3 850 000
nghé San Phd
o Cty c8 phin cong o
Issued. B phat hanh GTGT 2017HD | 000004 10000000016 21/07/2017 A . 0303430876 23423 23423 257653
nghé San Phi
o ~ Cty c8 phian cong
Issued. D& phat hanh GTGT 2017THD | 000003 10000000015 17/07/2017 0303430876 312323 312323 343 5553

nghé San Phu
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After the conversion, the corresponding invoice flow will be ticked M indicating the converted invoice and can not be converted.

9.4 Cancellation of invoice

Tick the invoice you want to cancel

Click "Cancel"

Invoice after cancellation will change status to Canceled

Note: Unused invoices can not be canceled; Can not cancel previously canceled invoices.

Invoices canceled on the software system still need to make a written invoice cancellation with the customer

Lénh | Liénkét Heéthdng  Thiét 3p cho chiic ning

Lam mdi Previous Luachon Next Taomdi Phat hanh HB Chuyé
déi HD.

= o MW R ?

In  Xemqua Bdng trongtdm Trén thy Gidp dd

Lenh In n Céng cu = ~

Héa don VAT Cdp 56 héa don  Kich hoat tii khodn  Danh sach Héa dg

Héa dan trong 07/2 Hay

8| | Tinh trang 58 héa d... Serial . | 56 HD ndi ... |56 HD thay t.. Ngay héa d.. = M3 KH |Tén Khach hang M3 s6 thu& | Thanh tign| Thu& GT... T8ng céng D3 chuyé..
L Cty cd phian cong
Issued. DA phat hanh GTGT 2017HD 10000000022 22/07/2017 s . 0303430876 1200 000 120 000 1320 000
nghé San Phua
S Cty c8 phin céng - - -
Issued. 43 phat hanh GTGT 201 7HD 000009 10000000021 22/07/2017 0303430876 50 000 5000 55 000

nghé San Pha

Cty c6 phan cong R _ ;
000007 10000000020 22/07/2017 0303430876 15 000 000| 1 500 000 16 500 000

Issued. BA phat hanh GTGT nghé San Pha

Cty c& phin céng

a - 0303430876 | 25 000 000 2 500 000 27 500 000
nghé San Pha

Cancelled. D3 hay GTGT 2017HD 000008 10000000019 22/07/2017

. Cty c6 phan cong B B B
Cancelled. D3 hay 2017HD 000006 10000000018 22/07/2017 nghé San Pha 0303430876 1500 000 150 000 1650 000

Cty c8 phin céng

2017HD | 000005 10000000017 22/07/2017 s . 0303430876 3500000 350000 3850 000
nghé San Phua
i I, Cty cé phin cong
. o | Issued. a phat hanh GTGT 2017HD 000004 10000000016 21/07/2017 N - 0303430876 23 423 23423 257653
: nghé San Phi
R N Cty c8 phin cdng .
Issued. DA phat hanh GTGT 2017HD | 000003 10000000015 17/07/2017 s . 0303430876 312323 312323 3435553
nghé San Phua
S Cty c8 phin céng - N
Issued. 43 phat hanh GTGT 2017HD 000002 10000000014 17/07/2017 0303430876 345634 345634 3801974

nghé San Pha

s Cty c8 phin céng I o _ _
Issued. B3 phét hanh GTGT 2017HD 000001 10000000013 17/07/2007 nghé San Pha 0303430876 54 545 5454.5 599995 d

Cty c& phin céng

I d. DA phat hanh GTGT 2017HD 000002 10000000012 17/07/2017
ssued. DA phat han 107/ nghé San Pha

0303430876 5454 545 545 4545 5399 3995

- Cty c6 phan cong
Issued. B4 phat hanh GTGT 2017HD 000001 10000000011 17/07/2017 nghé San Pha 0303430876 3434 3434 37774

Cty c8 phin céng

Cancelled. FIA hiv GTGT 2017/KH | 000007 10000000010 14/07/2017 0303430876 5000000 500000 5500 000
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On the invoice list screen, right click on the canceled invoice file to run the invoice cancellation form:

Tinh trang <
B |54 ching tor Ngay chiing tir | Mau s& Ky hiéu | S8 hoa = |Ngay hda don |Ma khach f
b Tinh trang: Cancelled

4 |m| Tinh trang: Issued

DMBH1807-00048 | 2018-07-05 01GTKTO/001 | UB/1SE | 0000001 2018-07-05  |KH1840174
v {DMBH1807-002Z4 o010 n7 ac nieTeTounas LG SE | 000002 2018-07-05  KH1840174
DMBH1807-00 Tao email 3/18E | 0DOODO16 2018-07-05 | KH1790032
DMBH1807-00 Bign ban digu chinh héa ddn B/18E | 0000020 2018-07-06 | KH1870015
DMBH1807-00 . o B/1SE | 0000021 2018-07-06 | KH1870015
+ Bién ban thu hoi hda ddn -
DMBH1807-00 3/18E | 0000022 2018-07-06 | KH1840005
DMEH1807-00 s Bién ban hiy héa ddn 3/18E | 0000024 2018-07-06  |KH1711007
DMBH1807-00 X6a dinh dang 3/18E | 00OODO25 2018-07-06 | KH1870019
DMBH1807-00 n 3/18E | 0000026 2018-07-06 | KH1840005

=
DMBH1807-00 = 3/18E | 00OODO27 2018-07-06 | KH1790121
Luu ra tép ngodi Lo PR . _
DMBH1807-00 =P ngoal ) 3/18E | 0000048 2018-07-07 | KH1840005

9.5 Replacement invoice

- In case the invoice has been issued but is incorrect, the old invoice must be canceled and replaced with a new invoice with revised
billing information; Then, the user selects the replacement invoice feature.

- Note: Unused invoices can not be canceled; Can not cancel previously canceled invoices.

- Invoices replaced on the software system still need to make a record of the old invoice with the customer

- Using this feature will perform three operations at the same time:

1/ Create a new invoice to adjust the information and replace the selected invoice.

2 / Mark new invoice as invoice replacing old invoice and cancel invoice

3 / Mark the link between the two invoice numbers to replace with the new invoice
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Operation sequence at invoice list:
- Step 1: Select the invoice > click the invoice replacement icon.

Q® - . Lava4ssa21e
Lénh Lién két Hé théng Thiét lap cho chifc ndng
S 4 K PL ¥ @LE Db FO%?

Lam mdi Previous Luachon Mext Taomdi Phathanh HD Chuyén Hiy |HB thay In  Xemqua | Bang trong tdm Trén thy Gidp d&

déi HD thé
s 1Temb..,, i 5 In 5 Céng cu [ A
Héa don VAT Daphedch Héa don  Héa don trong 08/2017  Thong iH"EaNg fueummeeresss®™""
¥ _m}hr._gng S& héa don t.. Serial $6 HD tai chinh 56 HD néi bo S8 HD thay thd Ngay héa don | Mic thug .. |M3KH Tén Khach hang M3 sé thué Thanh tign Thué GTGT Téng cong D& chuyén déi
+|“lissued. Ba phat hanh KH/PTO7 10000000001 03/08/2017 CUS00001 | Céng Ty CP CN San Phi 0303430876 20 000 000 2 000 000 22 000 000
2] Information |.. Ea

b(\'n xéac nhan ban mudn Thay thé '1' mau tin Héa don duge chon,

3
Ef—&! Translate x Cancel

- Step 2: Change the information to create a new invoice replacing the old invoice, similar operation to create a new invoice, but just

replace the wrong information - Save
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oD - VietTak 4.5.5.216: Héa dan ban hang(_replace) ? M| - x
Lénh Lién két Héthéng  Thiét lap cho chifc nédng
D
[kl < b .2
Lam méi Luvu  Dinh kém | Gidp d&
Lénh "l Céng. ® -~
Hdéa don VAT  Danh sich Héa don YHda don trong 08/2017  Théng tin céngty Hda don ban hang(_replace)
Théng tin HD Khach hang
Saiian e 50 e usmooor [ufalTnssie  [congycocnsan |
Loai HD 4. .. v | Ky ké toan M3 s& thué |0393430976 ‘
Tén bén mua " .
VAT |Ngu}en Huy Hung ‘
; Dia chi |67 nai ChiTho, Phureing An Phis, Quan 2, Tp. Ho Chi Minh |
Hinh thic thanh todn |CK/TM ‘
M3 HHVT Dién gidi Ban vi 56 lugng Gid gia tri NET Mfc thué GTGT Thu& GTGT
#* Kich vao d€ thém ban ghi
» | 0001 Phoebus ERP User 1.00 20 000 000.00 20 000 000 10.00 2 000 000
- Step 3: Once completed, the invoice list will appear an alternative invoice (Status: Proforma. Not issued) and the old invoice is
automatically updated software (status is Cancel. Cancelled)
oD - Lava 4.5.5.216:H6a dan trong 08/2017 7 @ - x
L&nh Lién k&t Hé théng Thiét 13p cho chifc nang
ot ) ¥ i @
234 ‘ H } E?- W (e [‘;‘c 0 | = @ Eﬂ B> ?
Lam mdi Previous Liyachon Mext Taomdi Phat hanh HB Chuyén Hly HO thay In  Xemqua Bangtrong tdm Trén thy Gidp d&
dgi Hp thé
Lénh I In I Céng cu [ -~
Hoéa don VAT  Danh sach Hoa don  Hda don trong 08/2017  Théng tin céng ty
W | Tinh trang S& héa ddn t...| Serial S8 HD tai chinh S8 HD ndi bd S8 HD thay thé Ngay héa dan * Mifc thug .. MaKH Tén Khach hang M3 s8 thug Thanh tién Thu& GTGT Téng céng B3 chuyén déi
Proforma. Chua phat hanh 10000000002 10000000001 03/08/2017 CUS00001  CAng Ty CP CN San Phu 0303430876 4 000 000 400 000 4 400 000 O
[l Cancelled. 94 hity KH/PTO7 10000000001 10000000002 03/08/20017 CUS00001 | Céng Ty CP CN San Pha 0303430876 20 000 000 2 000 oo0 22 000 000 O

* Note: Replace Invoice has just been created as proforma invoice, the user must sign and reissue this invoice.
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On the invoice list screen, right-click on the canceled invoice file to run the invoice withdrawal form:

® |56 ching tis |Ngay ching t |[M3uss  |Kyhieu |S6héa | Ngay hoa don | Ma khach b
+ [] Tinh trang: Cancelled

4 [m] Tinh trang: Issued
[]  DMBH1807-00048 | 2018-07-05 |G‘IGTKTD}I}G‘I UB/18E | 0000001 2018-07-05 | KH1840174
Lantn a2 ne nicTeThNAA LRSE Q000002 2018-07-05  KH1840174
[] DMBH1g07-00 —© Tao email J1SE | 0000016 | 2018-07-05 | KH1790032
]  DMBH1807-00 Bién ban digu chinh hoa dan 3/18E | 0000020 | 2018-07-06 | KH1870015
DMBH1807-00 ) o 18E | 0000021 2018-07-06 | KH1870015
O + Bién ban thu hai hoa ddn /
] DMBH1807-00 J1SE | 0000022 | 2018-07-06 | KH1840005
[] DMBH1207-00 ‘=’ Bién ban huy hda ddn J18E | 0000024 | 2018-07-06 | KH1711007
(] | DMBH1807-00 £  ¥4a dinh dang /1SE | 0000025 | 2018-07-06 | KH1870019
]  DMBH1207-00 g n /1SE | 0000026 | 2018-07-06 | KH1840005
]  DMBH1807-00 = ) - | /1BE 0000027 |2018-07-06 | KH1790121
[] DMBH1807-00 Luu ra tép ngoal' J18E | 0000048 | 2018-07-07 | KH1840005
i M AR AAT A e AAaA AT AT P Al L TR AR AAan AT AT e e e A
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10.SEND EMAIL
Post-issued invoices can be emailed and sent to the customer

In the Invoice listing, right-click on the invoice issued and select "Create email"

®] |56 ching ti |Ngay ching tir |Mdusé  |Kyhiéu |S6héa 4| Ngay héa don |Ma khach r
¢ [] Tinh trang: Cancelled

4 [m] Tinh trang: Issued

[]  DMBH1807-00048 | 2018-07-05 |D‘IGTKTDfDD‘I UB/18E | 0O0D0OT 2018-07-05 | KH1840174
. DMBH1807-0Q" 4 =anx0-n7.ns AueTeTAAnI-UIg/18E 0000002 2018-07-05  KH1840174
] 'DMmBH1g07-0q —© Tao email J1SE | 0000016 | 2018-07-05 | KH1790032
] DMBH1807-00 Bign ban digu chinh héa dan J1SE | 0000020 | 2018-07-06 | KH1870015
]  DMBH1807-00 o, N 18E | 0000021 2018-07-06 | KH1870015
+ Bign ban thu hai hda ddn /
] DMBH1807-00 J1SE | 0000022 | 2018-07-06 | KH1840005
[] oMmeH1g07-00 s Bién ban hiy hoa ddn /18E | 0000024 2018-07-06  |KH1711007
(] | DMBH1807-00 £  ¥4a dinh dang J18E | 0000025 | 2018-07-06 | KH1870019
] | DMBH1807-00 = - J1SE | 0000026 | 2018-07-06 | KH1840005
]  DMBH1807-00 = J1SE | 0000027 | 2018-07-06 | KH1790121
) B R
]  DMBH1207-00 Luu ra tép ”goal' J12E | 0000048 | 2018-07-07 | KH1840003
i R AR AT mAa e e e e ] AT AR IR A A AAAA S A A [T T Ty

The program will create an email and display the message in the lower left corner of the screen

After the program creates an email, go to the "Email" function to review and send to customers
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On the Email list screen, double-click the email to review the content, Tick the email and click Send selected to send the email

Lava 4.5.5.400: Danh sach Email gl di

Lign k&t Hé théing = Thiét lap

S| M | g HGIOaN) e b B P 5 [

Xem qua Bang trong tdm Trén thu Tai nhap Tai xuat

Lam mdi | Send Selected | Phé duyét Taomdi Sia Xem Xda  Sao In
Lénh F In = Céng cu F

E-INVOICE  Danh séch Email gii di

|th§|p chudi dé tim... |'|| Tim || Xoa

|Masé | Nguai nhan | Dién gidi Ngay gui Tinh trang

HOA DON DIEN TU s& 0000020 2018-07-06 11:19:03 Sent

The email sent successfully has a status of Sent and shows the delivery time.
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11.REPORTS

Report on the list of goods sold (Form 01-1 / GTGT)
Report on the use of invoices (Form BC26 / AC)
Statement of Invoice Status Details

Bill statement
Monthly Revenue Report
Revenue report by customer

Pivot function analyzes revenue

Lénh | Liénkét Heéthéng  Thiét lap cho chic ndng

o ?

Lam mdi | Giap dd

Lénh =l Céng.. &

Hoa don VAT Cap s6 hoa ddn  Kich hoat tai khoan Danh sach Hoa don  Hoa don trong 07/2017  Phan tich doanh thu

M3 56 thué

Ngay héa don || Thué GTGT || Téng céng

Tinh trang | Prof Jrnal Created || Inv Jrnal Created | D3 chuyén déi
Thanh tién @
QS' k& to.. « || Tén Khach hang A) Thanh tién Total
4 07,2017 Céng Ty TNHH TM - DV Vién Théng Alpha =
CTy BHGK
Cty c8 phin cong nghé An Phy 1,000
Cty c8 phin cong nghé San Pha 34,882
Cty TNHH An Pha 216,84¢
e i
07/2017 27254

2| 100000000 -

220000000 -

200000000

180000000

160000000 ~

140000000 +

120000000

80000000 —

60000000

40000000 -

20000000 |

0

500 1000000

216846456

0720y, Ios, 074
9 73

07 oy 07120,
Brig

vy, 4 7 g
0 Thg o W By San oy
a

Il Thanh tign Total




