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LOI GIOI THIEU

Trong Chuong trinh dao tao nganh Ké toan doanh nghiép hé cao ding hién nay
tai Truong Cao dang Thuwong mai va Du lich. Trong thoi gian vira qua (dac biét tir khi
Truong chuyén thudc quan 1y cua Bo Lao dong — Thuong binh va Xa hoi), Khoa Ké
toan — Tai chinh dd thuong xuyén cai tién, bo sung, chinh stra néi dung ciing nhu céac
phuong phap huéng dan cac mén hoc/md — dun thuc hanh nghé ké toan (bao gdm mon
hoc Thue hanh tong hop 1, Thuc hanh t6ng hop 11, Thuc hanh ké toan may, Thyc hanh
ké khai thué) theo hudng ting cuong rén k¥ ning, tay nghé. HSSV dugc huéng dan l1ap
chang tir, ghi chép cac nghiép vu kinh té phat sinh vao cac s6 ké toan c6 lién quan theo
mot trinh tu nhat dinh, lap bao cao tai chinh va ké khai thué.

Tuy nhién, viéc giang day cdc mon hoc/mo-dun thyc hanh chua ¢ su gin két véi
nhau, chua ¢6 bo chuang tir chung dé HSSV thuc hanh mét cach lién tuc. HSSV chua
duogc tiép can mot cach day du va co hé théng cac budc cia mot phan hanh ké toan.
Mbi lién hé giira ké toan va thué chwa duoc hiéu mot cach day du va nhit quan.

Pé dap wng nhu cau buc thiét nay Gido trinh thuc hanh tong hop 2 1a tai lidu hoc
tap, nghién ctru chinh thitc cia hoc sinh hé Cao dang trong trudng Cao dang thuong
mai va Du lich, va ciing 1a tai liéu tham khao hitu ich cho nhiing ngudi quan tdm dén
cac kién thirc co ban vé ké toan. Giao trinh thuc hanh tong hop 2 bao gom 4 bai:

Bai 1: Tong quat vé bai thue hanh tong hop 2
Bai 2: Thwe hanh theo mé hinh phong ké toin mé phéng
Bai 3: Bao cao tai chinh
Bai 4: Rén luyén ky niang

Trong qué trinh bién soan va xuat ban tai liéu nay nén chac chan khong tranh khoi
cac sai sot. Tac gia rat mong mudn nhan duoc sy dong gop v kién cua cac doc gia
nham hoan thién hon trong lan tai ban sau. Moi y kién goép y xin gui theo dia chi
email cua Khoa Ké toan — Tai chinh: ketoancdtmdl@gmail.com

Tran trong cam on./.
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GIAO TRINH MON HQC

1. Tén mén hoc: THU'C HANH TONG HQP 2
2. Ma mon hgc: MH27
3. Vi tri, tinh chit, y nghia va vai trd ciia mén hoc:
3.1. Vi tri: Gido trinh danh cho ngudi hoc trinh do Cao dang chuyén nganh Ké toan
donah nghiép tai trudng Cao dang Thuong mai va Du lich.
3.2. Tinh chit: Gido trinh cung cip kién thtc, ky ning va nang luc ty cha va trach
nhiém cho ngudi hoc lién quan dén nghiép vu ké toan. Qua d6, nguoi hoc dang hoc tap
tai truong sé: (1) co bo gido trinh phu hop véi chuong trinh dao tao cua truong; (2) dé
dang tiép thu ciing nhu van dung cac kién thirc va k§ ning duoc hoc vao méi trudng
hoc tap va thuc té nghé ké toan.
33.Y nghia va vai tro ciia mon hoc: Mon hoc Thuc hanh téng hop 2 1a mén hoc
thudc nhom cadc mon hoc chuyén nganh trong chuong trinh dao tao cao dang nganh Ké
toan doanh nghiép cua truong Cao dang Thuong mai va Du lich
4. Muc tiéu cia mon hoc:
4.1.  VéKkién thic:
+ Trinh bay duogc cong viéc ké toan cu thé theo ting phan hanh trong doanh nghiép
nhé va vira ap dung ché do ké toan theo Thong tu 133/2016/TT-BTC.
+ Van dung duoc cac kién thie da hoc vao hoat dong thuc té lien quan dén chuyén
nganh dugc hoc.
4.2 V& K§ ning:

Nhan biét thuc hién cong viéc ké toan nhu trong doanh nghiép that théng qua
mo hinh phong thuc hanh ké toan mé phong: tiép nhan chang tir bén ngoai, 1ap
chang tir bén trong, xac dinh trinh tu ludn chuyén chang tir, ghi so chi tiét, bang
téng hop chi tiét, ghi so tong hop theo hinh thiic Nhat ky chung, 1ap bao céo tai
chinh.

4.3 V& niing luc tw chii va trach nhiém:
+ Tuan thu cac ché d6 ké toan do Nha nudc ban hanh
+ C6 dao dirc lwong tam nghé nghiép, c6 y thuc t6 chic ky luat, sirc khoe gitp cho
ngudi hoc sau khi tét nghiép c6 kha ning tim kiém viéc 1am tai cac don vi.

5. N9i dung ciia mén hec

5.1. Chuwong trinh khung

) Thoi gian hoc tap (gio)
Ma So tin

MU Tén mon hoc, mé dun Tong Trong do6

Ly Thye | Kiém




thuyét | hanh/thuc tra
tap/BT/thao
luin
I Cac mon hgc chung 20 435 157 255 23
MH1 | Chinh tri 4 75 41 29 5
MH2 | Phép luat 2 30 18 10 2
MH3 | Gido dyc thé chat 2 60 5 51 4
MH4 | Gido duc QPAN 4 75 36 35 4
MH5 | Tin hoc 3 75 15 58 2
MH6 | Tiéng Anh 5 120 42 72 6
Cac mon hgoc, mé dun
I chuyén mon nganh, 87 2100 724 1303 73
nghé
1.1 Mon hoc, mé dun co so 15 225 211 0 14
MH7 | Phan tich hoat dong KD 2 30 28 - 2
MHS8 | Phap luat kinh té 2 30 28 - 2
MH9 | Soan thao van ban 2 30 28 - 2
MH10 | Thong ké kinh doanh 2 30 28 - 2
MH11 | Tai chinh - Tién té 2 30 28 - 2
MH12 | Nguyén ly ké toan 3 45 43 - 2
MH13 Tin dung va thanh toan 5 30 28 i 5
QT
o | Momhoc,modun chuyem | g | 4g15 | 457 1303 55
mon nganh, nghé
MH14 Tiéng Anh chuyén nganh 4 50 57 3
™
MH15 | Thué 4 60 57 - 3
MH16 | Tai chinh doanh nghiép 4 60 57 - 3




MH17 | Ké toan doanh nghiép I 3 45 43 - 2
MH18 | Ké toan doanh nghiép II 3 45 43 - 2
MH19 | Ké toan TM - dich vu 3 45 43 - 2
MH20 | Ké toan san xuét xay lap 3 45 43 - 2
MH21 | Ké toan HCSN 3 45 43 - 2
MH22 | Ké toan DN vira va nho 3 45 43 - 2
MH23 | Ké toan quan tri 2 30 28 - 2
MH24 | Thuc hanh Ké toan may 3 90 84 6
MH25 | Thyc hanh ké khai thué 2 60 54 6
MH26 | Thuc hanh tong hop I 7 210 200 10
MH27 | Thyuc hanh tong hop II 7 210 200 10
MH28 | Thuc tap tot nghiép 17 765 765 0
13 Mobn hoc tw chon (chon 2 4 60 56 0 4
trong 4)
MH29 | Thuong mai dién tir 2 30 28 - 2
MH30 Quan 1y chat lugng dich 5 30 28 i 5
vu
MH31 | Marketing can ban 2 30 28 - 2
MH32 pKheut;’s;‘ ngan sach xa 2 | 30 | 28 : 2
Tong cong 107 | 2535 | 881 1558 96

5.2. Chwong trinh chi tiét mén hoc

SOTT

Tén chwong, muc

Thai gian (gio)




Thuc
hanh,
thi
Tong Ly : Kiém
so | thuyét nghigm, tra
thao
luan,
bai tap
1 | Bai 1: Tong quat vé bai THTH II 4 4
) Bi‘l% 2: TlAu.rc ’himhA the? mo hinh 56 59 4
phong ké toan mo phong
3 Bai 3: Bao cao tai chinh 90 88 2
4 Bai 4: Rén luyén Ky nang 40 38 2
Cong 210 0 202 8

6. Piéu kién thuc hién mén hoc:
6.1. Phong hoc Ly thuyét/Thiwe hanh: Dap tng phong hoc chuan
6.2. Trang thiét bi day hec: Projetor, may vi tinh, bang, phan
6.3. Hoc liéu, dung cu, mé hinh, phwong tién: Gido trinh, mo6 hinh hoc tap,...
6.4. Cac diéu kién khac: Ngudi hoc tim hiéu thuc té vé nghiép vu ké toan.
7. Noi dung va phwong phap danh gia:
7.1. Noi dung:
- Kién thirc: Panh gia tat ca noi dung da néu trong muc tiéu kién thirc
- K¥ ning: Panh gia tat ca noi dung da néu trong muc tiéu k¥ ning.
- Nang lyc tu chu va trach nhiém: Trong qua trinh hoc tap, nguoi hoc can:
+ Nghién ciru bai trude khi dén 16p.
+ Chuan bi day du tai liéu hoc tap.
+ Tham gia day di thoi lugng mon hoc.
+ Nghiém tlc trong qua trinh hoc tap.
7.2. Phwong phap:
Nguoi hoc dugce danh gia tich lity mon hoc nhu sau:
7.2.1. Cach danh gia
- Ap dung quy ché to chirc dio tao trinh d6 cao dang ban hanh kém theo Théng tur
s6 04/2022/TT-LDTBXH, ngay 30/3/2022 cua Bo truong Bo Lao dong — Thuong binh
va Xa hoi



- Huéng dan thuc hién quy ché dao tao ap dung tai Truong Cao dang Thuong
mai va du lich nhu sau:

Piém danh gia Trong sé
+ Diém kiém tra thuong xuyén (Hé sb 1) 40%
+ Piém kiém tra dinh ky (Hé s6 2)
+ Diém thi két thac mén hoc 60%
7.2.2. Phwong phap danh gia
Phwong phap Phwong phap Hinh thirc Thoi diém
danh gia té chirc kiém tra kiém tra
Thuong xuyén Viét/ Tu luan/ Sau 12 gio.
Thuyét trinh Tric nghiém/
Béao cao
binh ky Viét/ Tu luan/ Sau 30 gio
Thuyét trinh ~ [Trac nghiém/ Bao cio
Két thac mén hoc Viét Tuluan vatraic | Sau 210 gio
nghiém

7.2.3. Céch tinh diém

- Piém danh gia thanh phan va diém thi két thic mon hoc dugc chiam theo thang
diém 10 (tr 0 dén 10), lam tron dén mét chir sb thap phan.

- Piém mén hoc 1a tong diém cua tat ca diém danh gia thanh phan cia moén hoc
nhan véi trong sb twong tng. Piém mon hoc theo thang diém 10 1am tron dén mot chi
s6 thap phan, sau d6 duoc quy doi sang diém chir va diém sé theo thang diém 4 theo
quy dinh cua Bo Lao dong Thuong binh va X4 hoi vé dao tao theo tin chi.

8. Huéng dan thuc hién mén hoc

8.1. Pham vi, ddi twong ap dung: Hoc sinh Cao dang

8.2. Phwong phap giang day, hoc tap mon hec

8.2.1. Poi véi ngwoi day

* Thue hanh: Ap dung phuong phap day hoc tich cuc bao gom: thuyét trinh ngén, néu
van dé, huéng dan doc tai liéu, huéng dan thuc hanh bai tap tinh hubng, cau hoi thao
luan....

* Bai tap: Phan chia nhém nho thuc hién bai tap theo noi dung dé ra.

* Thao luan: Phan chia nhém nho thao luan theo noi dung dé ra.

* Hwéng din ty hoc theo nhém: Nhom truéng phan cong céc thanh vién trong nhom
tim hiéu, nghién ciru theo yéu cau noi dung trong bai hoc, ca nhém thao luan, trinh bay
ndi dung, ghi chép va viét bio cao nhom.

8.2.2. P6i véi nguoi hoc: Nguoi hoc phai thuc hién cac nhiém vy nhu sau:



- Nghién ctru k¥ bai hoc tai nha trude khi dén 16p. Cac tai lidu tham khao s& duoc
cung cap nguédn trude khi ngudi hoc vao hoc mén hoc nay (trang web, thu vién, tai liéu...)

- Tham du 80% gi& hoc thuc hanh. Néu ngudi hoc vang > 20% gid hoc phai hoc
lai mon hoc méi dugc tham du ki thi 1an sau.

- Ty hoc va thao luan nhém: 13 mot phuong phap hoc tap két hop gitta lam viéc
theo nhom va lam viéc ca nhan. Mot nhom gém 8-10 ngudi hoc s& duoc cung cip chu
dé thao luan truéc khi hoc thuc hanh. Mdi ngudi hoc s& chiu trach nhiém vé 1 hoic
mét s6 ndi dung trong cha d& ma nhom da phan cong dé phat trién va hoan thién tét
nhat toan bd chu dé thao luan cia nhom.

- Tham du du cac bai kiém tra thuong xuyén, dinh ky.

- Tham du thi két thuc mén hoc.

- Chu dong t6 chuc thuc hién gio tu hoc.

9. Tai liéu tham khao:
[1] - Thong tu 200/2014/TT-BTC, ngay 22 thang 12 nam 2014
[2] - Thong tu 133/2016/TT-BTC, ngay 26 thang 8 nam 2016
[3] - Luat ké todn 2015
[4] - CAc tai liéu vé thuc hanh ké toan trén internet.



BAI 1. TONG QUAT VE BAI THUC HANH TONG HOP 2

< GIOI THIEU BAI 1

Bai 1 gisi thiéu khai quat quy trinh ghi s6 theo hinh thic Nhat ky chung, cac

loai nghiép vu kinh té chu yéu trong bai thuc hanh
< MUC TIEU BAI 1
Sau khi hoc xong bai nay, nguoi hoc co kha nang:

>

Vé kién thic:
Trinh bay dwoC qud trinh ghi $6 theo hinh thirc nhdt ky chung
Trinh bdy va gidi thich dwoc cdch hach todn mét sé loai nghiép vu chi yéu

trong bai.

>

Vdn dung duwoc cdc ngi dung cde logi nghiép vy trong thuc té.

Vé ky ning:

Nhdn dién dwocC hinh thirc nht ky chung trong thuc té.

Mo ta dwoce cach hach toan cdc logi nghiép vu trong bai.

Vé ning luc tw chii va trach nhigm:

Y thite dwoC tam quan trong va y nghia thuc tien cua hach todn ké todn trong té

Tuan thu noi quy, quy dinh noi lam viéc.

PHUONG PHAP GIANG DAY VA HQC TAP BAI 1

Déi Véi nguoi day: sir dung phirong phdp giang giang day tich cuc (dién giang,
van dap, day hoc theo van dé); Vyéu cau nguol hoc thuc hién cau hoi thao lugn va
bai tap bai I (ca nhdan hogac nhom).

Poi Véi nguoi hoc: chii déng doc truée gido trinh (bai 1) triedc budi hoc; hodn
thanh day dit cdu hoi thao ludn va bai tdp tinh huéng bai 1 theo cd nhdn hodc
nhom va nop lai cho nguoi day dung thoi gian quy dinh.

PIEU KIEN THUC HIEN BAI 1

Phong hoc chuyén mon héa/nha xwong: Khong

Trang thiét bi mdy méc: May chiéu va céc thiét bi day hoc khac

Hoc li¢u, dung cu, nguyén vt ligu: Chuong trinh mon hoc, gido trinh, tai li€u

tham khao, gido an, phim anh, va cac tai li¢u lién quan.

Cic diéu Kién khdc: Khong co

KIEM TRA VA PANH GIA BAI 1

Noi dung:

Kién thirc: Kiém tra va danh gid tdt ca ngi dung da néu trong muc tiéu kién thirc

Ky nang: Panh gid tat ca ngi dung da néu trong muc tiéu ki nang.



v’ Ndng luc ty chii va trdch nhiém: Trong qud trinh hoC tdp, nguoi hoc can:
+ Nghién ciru bai truede khi dén 16p
+ Chudn bi day du tai liéu hoc tap.
+ Tham gia ddy di thoi lwong mén hoc.
+ Nghiém tuc trong qua trinh hoc tap.
- Phwong phap:
v’ Diém Kiém tra thuwong xuyén: 1 diém kiém tra (hinh thirc: héi miéng)
v Kiém tra dinh ky thue hanh: khéng cé



NOQI DUNG BAI 1
1. So' d6 khai quat quy trinh ghi so theo hinh thite NKC

S6 ké toan dugc to chiic theo hinh thirc nhat ky chung (hinh thtrc duoc dung phd
bién hién nay). S6 ké toan duogc 1ap theo mau theo quy dinh caa Ché d6 ké toan trén
EXCEL bao gdom hé théng sé tong hop (s6 nhat ky chung, sb cai tai khoan) va sb ké
toan chi tiét (S6 quy tién mat, tién giri ngan hang, so chi tiét thanh toan voi ngudi mua,
ngudi ban, s chi tiét theo ddi tam ¢ng, sé chi tiét tién vay, s6 chi tiét vat liéu, hang
hoa, sb chi tiét TSCD, so chi tiét gia thanh, doanh thu...). S6 ké toan duoc lap theo 2
hinh thuc:

- Lap thu cong trén EXCEL theo mau quy dinh caa Ché do ké toan.

Trinh tu ghi s6 ké toan theo hinh thirc nhat ky chung duoc thé hién qua so d6
dudi day:

TRINH TU GHI SO KE TOAN
THEO HINH THUC NHAT KY CHUNG

Chimg tir ké toin

1
SoNhitky | | SONHATKY CHUNG S6,thé ké toin chi tiét

T ] ﬁ

SN SO CAI . Bing tong hop chi tiét

!

Bing cin doi
tai khoan

vy

BAOCAO TAICHINH |

Ghi chii:

Ghi hang ngay s
Ghi cudi thing, hodc dinh ky =—b»
Quan hé i chiéu. kifmta



2. Céc loai nghiép vu Kinh té chii yéu trong bai thue hanh.

2.1. Nghiép vu thu, chi tién

Thu tuc, trinh tw thu tién mat

Phéng ké toan

Tiép nhdn chikng fir:
- Hed ﬁD‘n
- Hu'pﬂﬂnq

- Bign BIEI'III:IIﬂI.ITIEI‘I

- Biin ban vin, ...
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2.2. Nghiép vu mua, ban hang

Mua hang
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2.3. Nghiép vu tai san c6 dinh
Mua TSCD
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Nhwong ban, thanh ly TSCD

Buoec 1: Buoe 2: Buére 3:
Xac dinh TSCD Thanh lap hoi Ticnhanhthanh

canthanh ly, déng TL, NB tai ly, nhwo'ng ban tai
nhwong ban san cé dinh san cd dinh
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— Quyét dinh Thanh Iy TSCE.
— Bién ban thanh Iy TSCH

— Hop ddng kinhta bén TSCO duoc thanh 1y,
— Hoa don ban TSCH

- Bign ban giao nhan TSCH

- Bign ban hiy taisan co dinh

— Thanh Iy hop dong kinh t2 ban TSCH. .

2.4. Nghiép vu tién lwong va cdc khoan trich theo lwong

Tién lwong va céc khoan trich theo lwong
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3. Xd4c dinh cac loai chirng tir bén trong cin lap trong bai

Chung tr bén trong con goi 1a chirng tir ndi bo 1a nhitng ching tir dugc 1ap ra
trong noi bo don vi ké toan va chi lién quan dén cac nghiép vu kinh té giai quyét nhitng
quan hé trong ndi bo nhu: Phiéu thu, phiéu chi, Bang ké tinh khau hao tai san c¢6 dinh,
bién ban kiém ké noi b9, ...

4. Xac dinh cic so chi tiét va cac tai khoan chi tiét cAn mé trong bai

S6 ké toan 1a mot khau trung tim cia toan bd cong tac ké toan. Tat ca cac
nghiép vu kinh té phat sinh da phan anh vao ching tir ké toan mot cach roi rac va
khong c6 hé théng chi dugc tong hop thanh cac chi tiéu kinh té ¢ thé biéu hién toan bo
qua trinh san xuat kinh doanh khi duoc ghi chép mét cach lién tuc vao nhiing to s6 theo
phuong thitc khac nhau d6i voi ting ddi twong cua ké toan hay ting loai hoat dong
kinh té cu thé.

S6 ké toan chi tiét: Dung dé theo ddi chi tiét mot sé loai tai san, ng phai tra,
doanh thu, chi phi dd duoc phan anh trong tai khoan tong hop nham cu thé hoa cho tai
khoan tong hop d6

Tai khoan chi tiét c6 nhiém vu cung cap cac thong tin chi tiét vé timg ddi
tugng cu thé, nham phuc vu chi dao tic nghiép. Tai khoan phan tich theo ddi céc chi
tiéu chi tiét nham bd sung thong tin cho cac chi tiéu chung da dugc phan anh trén céac
tai khoan tong hop.

5. Mé s6 ké toan

5.1. Mo s6

Dau ky ké toan phai mg s ké toan va ghi sé du dau ky vao tai khoan. Theo quy
dinh, s6 ké toan phai mé vao dau ky ké toan nam. Khi mo sb can dang ky véi co quan
thué va tai chinh. SO ké toan khi str dung phai ghi 1 tén don vi ké toan, tén s6, ngay
thang nam 1ap o, ngay thang nam khoa so, chir ky ctia nguoi 1ap s6, ké toan truong va
ngudi dai dién theo phap ludt cua don vi ké toan, s6 trang, dong dau giap lai.

Ddi vai cac so to roi, trude khi dung phai duoc ngudi dai dién theo phap luat
ctia don vi ky nhan hoic déng dau cua don vi ké toan, dong thoi ghi vao s6 ding ky
trong d6 ghi rd: sé thir tu, ky hiéu cac tai khoan, ngay xuét dung...Cac sb to roi phai
sap xép theo thir ty tai khoan trong céac tii hodc cac hop co khod va thiét bj can thiét
nhu ngan hang chi dan,...dé tranh mat mat, 1an 1on. Can ct dé md s6 thuong 1a s6 ké
toan cudi nam trudc hoic bang can doi ké toan cudi nam trudc.



5.2. Ghi 56

Ghi cac nghiép vu kinh té phat sinh trén co sé cua cac chung tir géc. Ghi s6 1a
viéc ghi chép cac nghiép vu kinh té phat sinh véo s theo diing quy dinh trén co s& cac
chang tir gbc da 1ap. Pon vi c6 thé ghi s6 bang tay hoic bang may vi tinh. S6 ké toan
phai duoc ghi rd rang, ddy da va ghi 1én tuc tir khi mé dén khi khoa so. S6 liéu ghi trén
s6 phai duoc ghi bing bat muc; khong tiy xo4; khong ghi xen k& thém vao phia trén
hay phia dudi; khong ghi chong 1én nha; khong ghi cach dong; truong hop khong ghi
hét trang s6 phai gach chéo phan khong ghi; khi ghi hét trang phai cong s liéu téng
cong cua trang va chuyén sé lidu tong cong sang trang tiép theo.
5.3. Khod s6

Cubi ky ké toan phai khod s, khoa s6 ké toan 1a tim ra sé du cudi ky. Khoa sb

ké toan 1a cong viéc ghi chuyén s liéu gitta cac so ké toan co lién quan, két thic viéc
ghi so trong mot thoi ky, cong sé phat sinh tinh ra s6 du cudi ky cia cac tai khoan trén
s6 ké toan. Trudc khi khoa sb, don vi phai ghi ddy du cac nghiép vu kinh té vao sb,
thuc hién cong viéc kiém tra, ddi chiéu sé liéu trén cac s6 va cac tai khoan co lién
quan...Theo quy dinh, don vi phai khoa s6 ké toan vao cudi ky ké toan trugc khi lap
bao cdo tai chinh.



TOM TAT BAI 1
Trong bai ndy, mét s6 ndi dung chinh duoc gidi thiéu:
- So' dd ghi s6 theo hinh thirc Nhat ky chung
- Qua trinh hach toan mot s6 nghiép vu co ban
- S6 chi tiét, TK chi tiét, cach m¢ s6 ké toan
CAU HOI BAI 1
Céu 1. Trinh bay quy trinh ghi s6 theo hinh thic NKC?
Céu 2: Trinh bay trinh tu hach toan tién?
Cau 3: Trinh bay trinh ty hach toan TSCDH?
Céu 4: Trinh bay trinh tu hach toan tién lvong va cc khoan trich theo lwong?
Ciu 5: Quy trinh ghi so ké toan?



BAI 2.THU'C HANH THEO MO HINH PHONG KE TOAN MO PHONG
< GIOI THIEU BAI 2
Bai 2 la giGi thiéu vé cong viéc phai 1am tai ting Vi tri ké toan theo bo tai lidu thuc
té duoc thuc hién ¢ phong ké toan moé phong cia nha truong.
< MUC TIEU BAI 2
Sau khi hoc xong bai nay, nguoi hoc co kha nang:

> Vékién thuc:

- Trinh bay va gidi thich dwoc Viéc phdi lam cia ting Vi tri ké todn

- Trinh bay va xit Iy dwoe cdc tinh hudng phdt sinh tai tieng Vi tri ké todn

- Vdn dung duwoc kién thice da hoc tai phong ké todn mé phong vao trong thuc té.

> Véky ning:

- Nhén dién dwoc cong viéc cia ting Vi tri ké todn

- M6 ta dwoc viéc phdi lam cia ké todn trong thyec té.

- Lwa chon duwoc Vi tri ké toan phir hop trong té chuc.

> Vé ndng luc tw chii va trach nhiém:

- Y thite dwoC tam quan trong va y nghia thuc tién cua thuee hanh ké todn theo timg Vi

tri.

- Y thite dwoC tdm quan trong va y nghia thuc tién cua nhdn vién ké todn

- Tudn thu noi quy, quy dinh noi lam viéc.

< PHUONG PHAP GIANG DAY VA HQC TAP BAI 2

- D6i Véi ngueoi day: sir dung phwong phdp giang gidng day tich cuc (dién giang, vdn
dap, day hoc theo van dé); Véu cau nguol hoc thuc hién cau hoi thao lugn va bai tap bai 2
(ca nhdn hoac nhom).

- DOi Véi nguwoi hoc: chi dong doc trede gido trinh (bdi 2) truéc budi hoc; hoan thanh
dcfy du cau hoi thao ludan va bai tap tinh huéng bai 2 theo cd nhan hodac nhom va nop lai cho
nguol day dung thoi Qian quy dinh.

< PIEU KIEN THUC HIEN BAI GIANG BAI 2
- Déi Véi nguwoi day: sit dung phirong phdp giang giang day tich cuc (dién giang, van ddp,

day hoc theo van dé); yéu cau nguol hoc thuc hién cau hoi thao ludn va bai tap bai 2 (ca

nhan hodc nhom).
- Déi Véi nguoi hoc: chii dong doc trude gido trinh (bdi 2) trudc budi hoe,; hoan thanh
day dii cau hoi thao ludn va bai tdp tinh huéng bai 2 theo cd nhdn hodc nhém va nop

lai cho nguoi day dung thoi gian quy dinh.

< PIEU KIEN THUC HIEN BAI 2

- Phong hoc chuyén mén hoa/nha xwong: Khong

- Trang thiét bi may moc: May chiéu va cac thiét bi day hoc khac

- Hoc ligu, dung cu, nguyén vat ligu: Chuong trinh mon hoc, gido trinh, tai li¢u
tham khao, gido an, phim anh, va cac tai li¢u lién quan.
- Cdc diéu Kign khdc: Khong c6
* KIEM TRA VA DANH GIA BAI 2
- N§i dung:



<\

Kién thirc: Kiém tra va danh gid tdt ca ngi dung da néu trong muc tiéu kién thirc
Ky ndang: Ddnh gid tat ca ndi dung dad néu trong muc tiéu ki nang.

Ndng luc tie chui va trdch nhiém: Trong qud trinh hoC tdp, nguoi hoc can:

+ Nghién civu bai tredc khi dén 16p

+ Chudn bi day du tai liéu hoc tap.

+ Tham gia ddy di thoi lwong mén hoc.

+ Nghiém tuc trong qua trinh hoc tap.

Phwong phap:

Diém kiém tra thuwong xuyén:

Kiém tra dinh ky thwe hanh: 4 diém Kiém tra (hinh thirc: kiém tra san pham thuc
hanh va két hop vdn dap)



NQI DUNG CHUONG 2

1. Chia nhém, phan vai

Cin cr vao ndi dung cac nghiép vu kinh té phat sinh, cong tac ké toan duoc chia
thanh 8 phan hanh chinh:

- Ké toan von bang tién;

- Ké toan vat tu hang hoa (ké toan kho);

- Ké toan thanh toan;

- K& toan thué;

- Ké toén tai san ¢b dinh;

- Ké toan tién lwong, cac khoan trich theo luong;

- Ké toan chi phi kinh doanh;

- Ké toan ban hang va xac dinh két qua kinh doanh.

Cin cir vao cac phan hanh ké toan, phong ké toan mé phong duoc t6 chirc theo so
d6 dudi day:

KE TOAN

l l \4
K& todn tién, K& toan TSCDH, K& toan thué, K& toan ban
thanh todn > chi phi

tién lwong |

A

hang, kho

y
\ 4

So do 1: T6 chiic bo may ké toan phong ké toan mé phong

Theo so d6 trén, phong ké toan mo phong c6 5 vi tri ké toan, bao gom: Ké toan
truong; ké toan tién, thanh toan; ké toan TSCD, chi phi; ké toan thué, tién luong; ké toan
ban hang, kho nén mdi nhém s& ¢6 5 hoc sinh, mdi hoc sinh déng vai mot vi tri ké toan
trong phong ké toan méd phong. Hoc sinh trong 16p s& duoc phan chia theo cac nhom,
dam bao moi nhém 5 hoc sinh. Truong hop hoc sinh bi ¢ s& dugc phan thém vao céc
nhom khac nhung tdi da khong qua 6 hoc sinh trong mot nhom. Tai phong ké toan mo
phong, hoc sinh dam nhan vi tri ké toan nao s& thuc hién cong viéc ti vi tri d6 trong 5
ngdy. Sau 5 ngay s& doi vi tri mot lan cho dén hét ndi dung bai thyc hanh mé phong dé
dam bao hoc sinh nam vitng k¥ nang tai ting Vi tri ké toan.
2. M6i nhém déng kich thwe hién cic cong viée ké toan theo céac tinh hudng trong
bai thuc hanh

Déi voi ting nghiép vu kinh té phat sinh, hoc sinh s& thuc hién dong kich, xu 1y
tinh huéng: tiép nhan chang tir, 1ap ching tir, ghi s6... ding theo vi tri duoc phan. Gido
vién s& quan sat, hudng dan, sta sai. Nhiém vu cha yéu ciia mdi vi tri ké toan nhu sau:



* Ké todn trwéng: T6 chirc diéu hanh hoat dong cua phong ké toan, ra soat, kiém
tra tinh dung din cua sb sach ké toan; tong hop va lap bao céo tai chinh.

* Ké todn tién, thanh todn: Thuc hién lap, ky, trinh ky, hach toan, luu chung tir
ké toan, ghi s6 ké toan von bang tién va cac khoan thanh toan.

+ Ké todn tién:

- Theo ddi tién mit, tién giri ngan hang; Lap Phiéu thu, Phiéu chi.

- Hach toan cac nghi€p vu thu — chi tién mat, TGNH; Quan ly cac ching tu lién
quan dén thu chi tién mat, TGNH; Chét tién thu duoc hang ngay cing Thu quy; Kiém tra
s6 du cac tai khoan ngan hang.

+ Ké todn thanh todn:

- Nhéan hop déng kinh té cua cac bd phan; Xac nhan hoa don ban hang, ching tir
thanh toan; Theo ddi tinh hinh thyc hién cac hop déng mua hang hod, dich vy; Theo doi
tinh hinh thanh toan ciia khach hang; Pon ddc va tryc tiép tham gia thu hoi ng.

- Kiém tra s6 liéu cong ng dé 1ap bién ban xac nhan cong ng voi timg khach hang,
tirng nha cung cap.

* Ké todn TSCD, chi phi:

+ Ké todn TSCD:

- Nhén va cap nhat chimg tir vé TSCD, cap nhat ting giam TSCP; Lap thé TSCD,
s6 TSCP, hd so TSCP; Lap bién ban ban giao va ban giao TSCD cho cac bd phan cua
cong ty; Lap bién ban nhugng ban, thanh 1y TSCD.

- Tinh khau hao TSCB; ghi s6 ké toan chi tiét phan hanh ké toan TSCP.

+ Ké todn chi phi:

- Ghi chép, phan anh cac khoan chi phi phat sinh trong qua trinh kinh doanh cua
doanh nghiép; Kiém tra tinh hop 1¢, hop phap cia ting khoan chi phi;

- M6 s6 theo ddi chi tiét chi phi theo timg yéu t6, ting khoan muyc va dia diém
phat sinh chi phi; Xéac dinh thoi gian phan bd CCDC xuat dung, tinh toan phan b gia gia
tri CCDC xuét dung vao chi phi.

* Ké todn thué, tién luwong:

+ Ké todan thué

- Thu thap, tong hop va dbi chiéu cac loai hoa don, chitng tir phuc vu ké khai thué.

- Lap to khai thué GTGT, to khai khau trir TNCN hang thang, bao céo tinh hinh st
dung hoa don, nop thué GTGT, TNCN (néu c6), tam nop thué TNDN theo quy (néu cb),
quyét toan thué TNDN, TNCN...

+ Ké todn tién luong:

- Lap bang chdm cong, bang lwong va cac khoan trich theo lwong, chung tir tién
lwong, ghi s6 ké toan.

- Xay dyng thang bang lwong dé ndp cho co quan bao hiém.

- Hoan thién bo hd so chung tr cia tién luong dé du co s chic chén tinh vao chi
phi hop 1y khi quyét toan thué TNDN (hop dong lao dong, bang chdm cong, bang thanh
toan tién luong).

* Ké todn bdn hang, kho:



+ Ké todn bdn hang:

- Thao hop dong kinh té; Lap héa don GTGT; Thuc hién ghi chép tat cac cac
nghiép vu lién quan dén ban hang.

- Theo ddi, ghi s6 chi tiét doanh thu.

- Theo doi hang héa nhap kho va xuét ban; Thyuc hién viéc ddi chiéu véi thu kho
theo dinh ky vé sb lwong xuit, ton, d6i chiéu voi ké toan cong ng vé khoan phai thu cho
tirng khach hang, ddi chiéu vé6i thii quy, ké toan ngan hang vé cac khoan thanh toan.

+ Ké todn kho:

- Theo dbi, ghi chép moi hoat dong nhap/ xuat vat tu, hang héa trong kho; Hach
toan viéc nhap/ xuét kho vat tu, hang hoa; Lap chiing tir nhap/ xuat; Kiém soat nhap xuat
ton kho

- Kiém tra tinh hop 1€ cua cac hoa don, chung tir lién quan trude khi thyc hién
nhap/xuat kho; Xac nhan két qua kiém, dém, giao nhan hoéa don, ching tir va ghi chép sb
sach theo quy dinh.

- Lap bao cdo ton kho, bao cao nhap xuat ton; Thudng xuyén ddi chiéu sb liéu
nhap xuét ciia thu kho va ké toan.

Ngoai ra, hai vi tri Thi kho va Thii quy duoc giao cho bat ki mot thanh vién nao
trong nhoém (thuc té hai vi tri nay khong gan véi cac vi tri ké toan vién).



TOM TAT BAI 2

Trong bai ndy, mét s6 ndi dung chinh duoc gidi thiéu:

- M6 hinh phong ké todn mo phong, cac vi tri ké toan

- Nhiém vu tai mdi vi tri ké toan duoc giao.

BAI TAP BAI 2: On lai toan bd cong viéc can lam tai mdi vj tri ké toan.



BAI 3. BAO CAO TAI CHINH

< GIOI THIEU BAI 3

Bai 3 gidi thiéu vé bao céo tai chinh: khai niém, noi dung, phuong phéap 1ap va phan
tich cac chi tiéu trén bao cao tai chinh

< MUC TIEU BAI 3

Sau khi hoc xong chwong nay, nguoi hoc coé kha nang:

> Vé kién thiic

- Trinh bay va giai thich duwoC mot 6 khdi niém nhw: bdo cdo tai chinh, bdo cdo
két qua kinh doanh, bdng cdn doi tai khoan,...

- Trinh bay va gidi thich dwoC Ngi dung cdc phwong ldp cac chi tiéu trong bdo cdo
tai chinh

- Vdn dung dwgc cdc phirong phdp ldp bdo cdo vao trong thyc té.

> Vé Ky ning:

- Nhdn dién dwoc bdo cdo tai chinh, bdo cdo két qud kinh doanh, luu chuyén tien té

- Mo ta duoc cac phuong phap \ap bao cdo tai chinh.

- Lwa chon dwoc phirong phdp 1dp cho ting loai bdo cdo trong té chirc.

> Vé ning luc tw chii va trach nhiém:

- Y thite dwoC tam quan trong va y nghia thuc tién cua bdo cdo tai chinh.

- Y thitc dwoC tam quan trong va y nghia thuc tién cia cdc phwong phdp \dp bdo cdo tdi
chinh

- Tudn thu noi quy, quy dinh noi lam viéc.

< PHUONG PHAP GIANG DAY VA HQC TAP CHUONG 3

- DOI Vi nguoi day: sir dung phwong phdp giang giang day tich cuc (dién giang, van
dap, day hoc theo vin d@é); yéu cau nguoi hoc thuc hién cdu héi thdao ludn va bai tdp bai 3
(ca nhan hoac nhom).

- D6i Véi nguroi hoc: chi dong doc truée gido trinh (bai 3) tredc budi hoc; hodn
thanh day & cdu héi thao ludn va bai tdp tinh huéng bai 3 theo cd nhan hodc nhém va
nop lai cho nguwoi day diing thoi gian quy dinh.

< PIEU KIEN THUC HIEN BAI 3

- Phong hoc chuyén méon hoa/nha xwong: Khong

- Trang thiét bj mdy méc: May chiéu va céc thiét bi day hoc khac

- Hoc ligu, dung cu, nguyén vat ligu: Chuong trinh mén hoc, gido trinh, tai liéu

tham khao, gido an, phim anh, va cac tai li€u lién quan.
- Cdc diéu Kign khdc: Khong co
<» PHUONG PHAP KIEM TRA VA DANH GIA BAI 3
- Noi dung:

v’ Kién thirc: Kiém tra va danh gid tat cd néi dung dd néu trong muc tiéu kién thirc

v' Ky nang: Pdnh gid tat ca néi dung da néu trong muc tiéu ki nang.

v Nang luc ty chii va trdch nhiém: Trong qud trinh hoC tdp, nguoi hoc can:

+ Nghién civu bai truede khi dén 16p
+ Chudn bi day di tai liéu hoc tap.



+ Tham gia ddy di thoi lwong mén hoc.
+ Nghiém tuc trong qua trinh hoc tap.

- Phuwong phap:
v’ Diém Kiém tra thuwong xuyén: 01 bai (héi miénglthuyét trinh)

v’ Kiém tra dinh Kp Iy thuyét: khéng c6



NOQI DUNG BAI 3
1. Lap bao cao tinh hinh tai chinh

B4o c4o tinh hinh tai chinh phan 4nh tong quat toan b tai san vira theo két ciu tai
san vira theo nguon hinh thanh tai san. Noi dung cua cac loai, cac muc, cac khoan... phan
anh gia tri cua cac loai tai san hay ngudn von cu thé hién c6 cua doanh nghiép tai thoi
diém lap béo cdo.

+ Phan tai san: Bao gom céc chi tiéu phan 4nh toan bd gia tri tai san hién c6 cua
doanh nghiép tai thoi diém l1ap bao cdo va duoc chia thanh 02 loai:

- Loai A: Tai san ngan han: bao gdm céc chi tiéu phan anh tién va trong dwong tién,
cac khoan dau tu tai chinh ngan han, cac khoan phai thu ngan han, hang ton kho,
tai san ngan han khac.

- Loai B: Tai san dai han: bao gom céc chi tiéu phan anh cac khoan phai thu dai
han, tai san ¢b dinh, bat dong san dau tu, cac khoan dau tu tai chinh dai han, tai
san dai han khac.

+ Phan ngudn vén: Bao gdom cac chi tiéu phan anh ngudn hinh thanh nén tai san cua

doanh nghiép tai thoi diém bao céo va duoc chia thanh 02 loai:

- Loai A: No phai tra: bao gom cac khoan no ngan han, no dai han va mot s6 khoan
ng khac ma doanh nghiép c6 trach nhiém thanh toan.

- Loai B: Vén chu so hitu: Phan anh cac ngudn vén chi 6 hitu, cac qui cia doanh
nghiép va cac ngudn kinh phi (néu c6). Phan nay thé hién mic do doc lap, tu chi
vé viéc sir dung céc loai nguon von caa doanh nghiép.

Co s 1ap bang cin doi ké toan

- Can ctr vao sb ké toan tong hop;
- Can cit vao s, thé ké toan chi tiét hoac bang tong hop chi tiét;
- Can cit vao bang can d6i tai khoan.
- Cén ctr vao bao cdo tai chinh nam truéc
Don vi:

. MAiu s6: B01a-DNN
bia chi:

(Ban hanh theo Théng tw s6
133/2016/TT-BTC
Ngay 26/08/2016 cua Bo Tai chinh)

BAO CAO TINH HINH TAI CHINH
Tai ngay thdang nam
PVT:

Mai | Thuyét

Chi tié . _ S6 cubi ky | S6 dau k3
1 1eu Sﬁ mlnh uol y u y
1 2 3 4 5
TAI SAN

I. Tién va cac khoan twong 110| V.01




dwong tién

I1. PAu tu tai chinh 120 | V.02
1. Ching khoan kinh doanh 121
2. Pau tu ndm giit dén ngay dao 122
han
3. Pau tu gop von vao don vi khac | 123
4. Du phong ton that dau tu tai 124
chinh (*)
III. Cac khoan phai thu 130 | V.03
1. Phai thu cua khach hang 131
2. Tra trude cho nguoi ban 132
3. Vén kinh doanh & don vi truc 133
thudc
4. Phai thu khac 134
5. Tai san thiéu cho xur 1y 135
6. Dy phong phai thu kho doi (*) 136
IV. Hang ton kho 140 | V.04
1. Hang t6n kho 141
2. Du phong giam gia hang ton kho
142
*) ,
V. Tai san co dinh 150 | V.05
- Nguyén gia 151
- Gia tri hao mon lity ké (*) 152
VI. Bat dong sin dau tu 160 | V.06
- Nguyén gia 161
- Gia tri hao mon lity ké (*) 162
VII. XDCB dé dang 170 | V.07
VIII. Tai san khac 180 | V.08
1. Thué GTGT dugc khau trir 181
2. Tai san khac 182
TONG CONG TAI SAN (200 =
110 + 120 + 130 + 140 + 150 + 160 | 200
+ 170 + 180)
NGUON VON
I. No¢' phai tra 300
1. Phai trd nguoi ban 311 | V.09.a
2. Ngudi mua tra tién trude 312 | V.09.b
3. Thué va cac khoan phai ndp Nha 313 | V10
nude
4. Phai trd nguoi lao dong 314




5. Phai tra khac 315 | V.09.c
6. Vay va ng thué tai chinh 316 | V.11
7. Phai tra no1 bo vé von kinh 317

doanh

8. Dy phong phai tra 318 | V.12
9. Quy khen thudng, phuc g1 319

10. Quy phat trién khoa hoc va 320

cong nghé

II. Vén chii s& hiru 400 | V.13
1. Vén gop cta chu so hiru 411

2. Thing du vén cb phan 412

3. Vén khac cia chu s¢ hitu 413

4. C6 phiéu quy (*) 414

5. Chénh léch ty gia hoi doai 415

6. Cac quy thudc von chu so hiru | 416

7. Ijqi nhuén sau thué chua phan 417

phoi

TONG CONG NGUON VON 500

(500 =300 + 400)

2. Lap bao cao luu chuyén tién té

2.1. Muc dich ciia bdo cdo lwu chuyén tién t¢

Bi4o céo luu chuyén tién té 1a mot bo phan hop thanh ciia Béo cdo tai chinh, nd
cung cap thong tin gitp ngudi sir dung danh gia cac thay doi trong tai san thuan, co cau
tai chinh, kha ning chuyén do6i cua tai san thanh tién, kha niang thanh toan va kha ning
cua doanh nghiép trong viéc tao ra cac ludng tién trong qua trinh hoat dong. Bao céo luu
chuyén tién té lam ting kha ning danh gia khach quan tinh hinh hoat dong kinh doanh
cua doanh nghi¢p va kha nang so sanh gitta cac doanh nghiép vi né loai trir dugc cac anh
hudng cua viéc sir dung cac phuong phap ké toan khac nhau cho cing giao dich va hién
tuong.

Béo cao luu chuyén tién té dung dé xem xét va dy doan kha nang vé s6 lugng, thoi
gian va do tin cay cia cac ludng tién trong twong lai; ding dé kiém tra lai cac danh gia,
du doan trudc day vé cac ludng tién; kiém tra mdi quan hé giita kha nang sinh 1oi véi
luong luu chuyén tién thuan va nhirng tac dong cua thay doi gia ca.

Dong luu chuyén tién té dic biét quan trong dbi voi mot doanh nghiép. N6 cho
phép doanh nghiép c6 thé mé rong hoat dong ciia minh, thay thé cac tai san can thiét, tan
dung céc co hoi cia thi truong va chi tra ¢6 tie cho cac c6 dong. Mot s6 chuyén gia phan
tich tai chinh con cho ring “dong tién 1a vua” (“cash flow is king”).



B4o cdo luu chuyén tién té cung cip thong tin gitip cac nha dau tu, cac chi ng va
cac dbi twong khac danh gia cac yéu tb sau:

1. Khd ndng tao ra cic dong tién trong twong lai doanh nghiép. Muc tiéu chinh cua
bao céo tai chinh 1a cung cap cac thong dé du doan vé sb luong, thoi gian va tinh
khong chic chin cua cac dong tién trong twong lai. Bang viéc xem xét cac mdi lién
hé gitra cac khoan muc nhu doanh thu va dong tién thuan tir hoat déng kinh doanh,
hodc dong tién thuan tir hoat dong kinh doanh va s ting giam tién, c6 thé du doan
t6t hon cac dong tién trong tuong lai so véi viéc st dung mot minh sé liéu ké toan
theo co s don tich.

2. Kha ndng céng ty chi tra ¢é tirc va cdc khoan ng. Pon gian 13 vi tién 1a rat thiét
yéu voi doanh nghiép. Néu cong ty khong di tién mat, cong ty khong thé tra cho
ngudi lao dong, thanh toan cac khoan no, chi tra co tic hoic mua sim thiét bi. Bao
céo Iuu chuyén tién té chi ra nguon tao ra dong thu cila cong ty va cac thiic cong ty
sir dung tién ciia minh. Céac nhan vién, chii no, ¢6 dong va khach hang luu tim dic
biét dén bao céo nay, bai vi nd chi ra cac dong tién cia mot cong ty.

3. C6 nhiéu nguyén nhéan dan dén si khdc biét giira loi nhudn thudn va dong tién
thuan tir hoat déng kinh doanh. Loi nhuan thuan hét sic quan trong: N6 cung cap
thong tin vé két qua thuc hién ciia mot cong ty tir Ky nay sang ky khac. Nhung mot
s6 nguoi phé phan loi nhuan thuan theo ké toan don tich boi vi cong ty phai wdc
tinh dé co thé xac dinh duoc nd. Dong tién thi khong nhu vay. Do d6 ngudi doc
béo céo tai chinh c6 thé huong loi tir viéc hiéu biét tai sao loi nhuan thuan caa mot
cong ty va dong tién thuan tir hoat dong kinh doanh lai khac nhau, va co thé tu
danh gia vé do tin cay cua sb liéu vé lgi nhuan.

4. Cdc hoat ddng dau tw va tai chinh bang tién va khéng bang tién xdy ra trong sust
ky ké todan. Bén canh hoat dong kinh doanh, cac coéng ty con thuc hién cac hoat
dong dau tu va hoat dong tai chinh. Cac hoat dong dau tu bao gém Viéc mua va
ban cac tai san cua cong ty khac vai cac hang hoa va dich vu thong thuong cta no.
Céc hoat dong tai chinh bao gdm céc khoan vay va tra no vay, cac khoan dau tu
ctia chu so hitu va phan phdi cho cac cha sé hiru. Bang cach xem xét cac hoat
dong dau tu va tai chinh cia mot cong ty, ngudi doc bao céo tai chinh co thé hiéu
tai sao tai san va ng phai tra ting hodc giam trong ky. Vi du, bang cach doc cacbio
caoluu chuyéntién té, nguoi doccéd thétim thaycau tra ldichociu hoisau:

- Tai sao tién mat cua cong ty ABC giam trong khi n6 bao céo 1a 6 13i?
- Cong ty XYZ di dau tu vao tai san, trang thiét bi, nha cira 1a bao nhiéu
trong nam vua qua?
-S4 tién ma cong ty MNP vay ndm ngoai 1a bao nhiéu?...
2.2. Cac khdi niém co bdn
Tién: bao gom tién tai quy, tién dang chuyén va cac khoan tién giri khong ky han.
Twong dwong tién: La cac khoan dau tu ngan han (khong qua 3 thang), co kha
nang chuyén doi dé& dang thanh mot luong tién xac dinh va khong c6 nhiéu rai ro trong
chuyén dbi thanh tién.



Luong tién: La ludng vao va ludng ra cua tién va tuong duong tién, khong bao
gom chuyén dich néi bo gitta cac khoan tién va twong dwong tién trong doanh nghiép.

Hoat dgng kinh doanh: La cac hoat dong tao ra doanh thu cha yéu cua doanh
nghiép va cac hoat dong khac khong phai 1a cac hoat dong dau tu hay hoat dong tai
chinh.

Hoat dong dau tw: La cic hoat ddong mua sdm, xay dung, thanh 1y, nhuong ban cac
tai san dai han va cac khoan dau tu khac khong thude cac khoan twong duong tién.

Hoat dong tai chinh: La cac hoat dong tao ra cac thay ddi vé quy mo va két cau
cua von chu sé hitu va vén vay cua doanh nghiép.

2.3. Nji dung va két cdu Bdo cdo lu chuyén tién t¢

c1. Noi dung bao cao lwu chuyén tién té

Luédng tién tir hoat déng kinh doanh

(a) Tién thu duoc tir viéc ban hang, cung cap dich vy;

(b) Tién thu duoc tir doanh thu khac (tién thu ban quyén, phi, hoa hdéng va cac
khoan khac trir cac khoan tién thu dugc duge xac dinh 1a ludng tién tir hoat dong dau tu
va hoat dong tai chinh);

(c) Tién chi tra cho nguoi cung cap hang hoa va dich vu;

(d) Tién chi tra cho ngudi lao dong vé tién luong, tién thudng, tra ho nguoi lao
dong vé bao hiém, tro cép...;

(&) Tién chi tra 14i vay;

(e) Tién chi nop thué thu nhap doanh nghiép;

(9) Tién thu do duoc hoan thué;

(h) Tién thu do dwoc bdi thuong, duoc phat do khach hang vi pham hop dong kinh
té;

(i) Tién chi tra cong ty bao hiém vé phi bao hiém, tién bdi thudng va cac khoan
tién khac theo hgp dong bao hiém;

(k) Tién chi tra do bi phat, bi bdi thuong do doanh nghiép vi pham hop ddng kinh
té.

Luédng tién tir hoat dong dau tw

Ludng tién phat sinh tir hoat dong dau tu 1a ludng tién co lién quan dén viéc mua
sam, xay dung, nhuong ban, thanh ly tai san dai han va céc khoan dau tu khac khong
thudc cac khoan twong duong tién. Cac ludng tién cha yéu tir hoat dong dau tu, gdbm:

(a) Tién chi dé mua sam, xay dung TSCP va céc tai san dai han khéac, bao gdbm ca
nhitng khoan tién chi lién quan dén chi phi trién khai da duoc vén hoa 1a TSCD v6 hinh;

(b) Tién thu tir viéc thanh 1y, nhuong ban TSCP va cic tai san dai han khac;

(c) Tién chi cho vay d6i vai bén khéc, trir tién chi cho vay cua ngan hang, t6 chic
tin dung va cac td chuc tai chinh; tién chi mua céc cong cu ng cua cac don vi khac, trur
treong hop tién chi mua cac cong cu no duoc coi 1a cac khoan tuong duong tién va mua
cac cong cu ng dung cho muc dich thuong mai;

(d) Tién thu hdi cho vay d6i v&i bén khac, trir truong hop tién thu hoi cho vay cua
ngan hang, td chire tin dung va cac td chire tai chinh; tién thu do ban lai cac cong cu ng



cua don vi khac, trir trudng hop thu tién tir ban cac cong cu ng duoc coi 1a cac khoan
turong duong tién va ban cac cong cu no dung cho muc dich thuong mai;
(d) Tién chi dau tu gop von vao don vi khac, trir trudng hop tién chi mua ¢ phiéu

vi muc dich thuong mai;

(e) Tién thu hoi dau tu gép von vao don vi khac, trir trudng hop tién thu tir ban lai
cb phiéu d3 mua vi muc dich thuong mai;
(9) Tién thu 14i cho vay, ¢6 tic va loi nhuan nhan duoc.

Luéng tién tir hoat dpng tai chinh

(a) Tién thu tir phat hanh ¢ phiéu, nhan vén gop cua chu so hiru;
(b) Tién chi tra vén gép cho cac cha s& hitu, mua lai ¢ phiéu caa chinh doanh

nghiép da phat hanh;

(c) Tién thu tir cac khoan di vay ngan han, dai han;
(d) Tién chi tra cac khoan no goc da vay;

(&) Tién chi tra no thué tai chinh;

(e) Co tirc, loi nhuan da tra cho chu s& hitu.

Thanh todn cic

khoan tin dung
a thuon; i
Chi phi Ng luong Thanh todn ; thuong mai
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(1) DONG TIEN HOAT PONG

(3) DONG TIEN TAI TRQ

c2. Két cau bao cao luu chuyén tién té
BAO CAO LUU CHUYEN TIEN TE
(Theo phwong phdp truc tiép) (*)

Nam.... DPon vi tinh: ...........

Chi tiéu Mi | Thuyét | Nim | Nim
s6 | minh | nay | truwéc

1 2 3 4 5




I. Luu chuyén tién tir hoat déng kinh doanh
1. Tién thu tir ban hang, cung cap dich vu va doanh thu | 01

khac

2. Tién chi tra cho ngudi cung cap hang héa vadichva | 02
3. Tién chi tra cho ngudi lao dong 03
4. Tién chi tra 13i vay 04
5. Tién chi nop thué thu nhap doanh nghiép 05
6. Tién thu khac tir hoat dong kinh doanh 06
7. Tién chi khac cho hoat dong kinh doanh 07
Luwu chuyén tién thudn tir hogt déng kinh doanh 20

II. Lwru chuyén tién tir hoat dong dau tw
1.Tién chi dé mua sam, xdy dung TSCP va céc tai san | 21

dai han khac
2.Tién thu tir thanh 1y, nhuong ban TSCP va céc tai san | 22

dai han khac
3.Tién chi cho vay, mua cac cong cu ng cua don vi khac | 23
4.Tién thu hoi cho vay, ban lai cac cong cu ng cua don vi | 24

khac
5.Tién chi dau tu gop von vao don vi khac 25
6.Tién thu hoi dau tu gop von vao don vi khac 26
7.Tién thu 13i cho vay, ¢6 tic va lgi nhuan duoc chia 27
Luu chuyén tién thuan tie hoat dong dau tw 30

II1. Lwu chuyén tién tir hoat dong tai chinh
1.Tién thu tir phat hanh c¢6 phiéu, nhan vén gép cua chi | 31
S& htru
2.Tién chi tra von goép cho cac cha s& hitu, mua lai co | 32
phiéu cua doanh nghiép da phat hanh

3.Tién vay ngan han, dai han nhan duoc 33
4.Tién chi tra no goc vay 34
5.Tién chi tra ng thué tai chinh 35
6. Co tuc, loi nhuan da tra cho chu so hitu 36
Luu chuyén tién thuan tie hoat déng tai chinh 40
Luu chuyén tién thuan trong ky (50 = 20+30+40) 50
Tién va twong dwong tién dau ky 60
Anh huéng cua thay doi ty gia hdi doai quy dbi ngoai t& | 61
Tién va twong dwong tién cudi ky (70 = 50+60+61) 70 | VINL.34

Ghi chii: Nhitng chi tiéu khong c6 s6 liéu co thé khong phai trinh bay nhung khong duoc
danh lai s6 thir tu chi tiéu va “Ma sd”.




BAO CAO LUU CHUYEN TIEN TE(Theo phwong phdp gidn tiép) (*)

Chi tiéu Mi | Thuyé | Nim | Nim
s6 | tminh | nay |truwéc
1 2 3 4 5
I. Luu chuyén tién tir hoat dong kinh doanh
1. Lei nhudn trwéc thué 01
2. Diéu chinh cho cdc khodn
- Khéu hao TSCD 02
- Cac khoan dy phong 03
- L4, 16 chénh 1éch ty gia hdi doai chwa thuc hién 04
- L4i, 16 tir hoat dong dau tu 05
- Chi phi 13i vay 06
3. Loi nhudn tir hogt dong KD trwéc thay déi von lwu déng | 08
- Tang, giam cac khoan phai thu 09
- Tang, giam hang ton kho 10
- Tang, giam cac khoan phai tra (Khong ké 13i vay phai tra, | 11
thué thu nhap doanh nghiép phai nop)
- Tang, giam chi phi tra trudc 12
- Tién 13i vay da tra 13
- Thué thu nhap doanh nghiép da nop 14
- Tién thu khac tir hoat dong kinh doanh 15
- Tién chi khac cho hoat dong kinh doanh 16
Luru chuyén tién thuan tie hogt dgng kinh doanh 20
I1. Lwu chuyén tién tir hoat déng diu tw
1.Tién chi dé mua sim, xay dung TSCD va cic tai san dai han | 21
khac
2.Tién thu tir thanh 1y, nhuong ban TSCD va cac tai san DH | 22
khac
3.Tién chi cho vay, mua cac cong cu ng cua don vi khéc 23
4.Tién thu hdi cho vay, ban lai cac cong cu ng cia don vi | 24
khac
5.Tién chi dau tu gbp von vao don vi khac 25
6.Tién thu hdi dau tu gbp von vao don vi khac 26
7.Tién thu 1ai cho vay, co tirc va loi nhuan dugc chia 27
Lueu chuyén tién thudn tie hoat déng dau tw 30
II1. Lwu chuyén tién tir hoat dong tai chinh
1.Tién thu tir phat hanh c6 phiéu, nhan vén gop cua chu so | 31
hitu
2.Tién chi tra von gop cho cac cha sé hitu, mua lai co phiéu | 32




cua doanh nghiép da phat hanh
3.Tién vay ngan han, dai han nhan duoc 33
4.Tién chi tra no géc vay 34
5.Tién chi tra ng thué tai chinh 35
6. C6 tuc, lgi nhuan da tra cho chu s hiru 36
Lueu chuyén tién thuan tie hoat déng tai chinh 40
Luwu chuyén tién thuan trong ky (50 = 20+30+40) 50
Tién va twong dwong tién dau ky 60
Anh huéng cua thay doi ty gia hdi doai quy dbi ngoai té 61
Tién va twong dwong tién cudi ky (70 = 50+60+61) 70 |31

d- Nguyén tic |dp va trinh bay Bdo cdo lwu chuyén tién té

+ Cac khoan dau tu ngan han duoc coi 1a trong duong tién trinh bay trén béo
c4o luu chuyén tién té chi bao gom cac khoan dau tu ngin han cé thoi han thu hoi
hodc dao han khong qua 3 thang ké tir ngdy mua khoan dau tu d6. Vi du, ky phiéu
ngan hang, tin phiéu kho bac, chirng chi tién gui... c6 thoi han thu hdi hoic dao han
khong qua 3 thang ké tir ngay mua.

+ Doanh nghiép phai trinh bay cac ludng tién trén Béo céo luu chuyén tién té
theo ba loai hoat dong: Hoat dong kinh doanh, hoat dong dau tu va hoat dong tai
chinh theo quy dinh caa chuan muc "Béo cdo luu chuyén tién té":

- Ludng tién tir hoat dong kinh doanh 13 ludng tién phat sinh tir cac hoat dong
tao ra doanh thu chu yéu ciia doanh nghiép va cac hoat dong khac khong phai 14 cac
hoat dong dau tu hay hoat dong tai chinh;

- Ludng tién tir hoat dong dau tu 1a ludng tién phat sinh tir cac hoat ddng mua
Sam, xay dung, thanh ly, nhugng ban céc tai san dai han va cac khoan dau tu khéc
khong thudc cac khoan twong duong tién;

- Ludng tién tir hoat dong tai chinh 1a ludng tién phat sinh tir cac hoat dong
tao ra cac thay doi v& quy mé va két cau cua vén chu so hiru va von vay cua doanh
nghiép.

+ Doanh nghiép dugc trinh bay ludng tién tir cac hoat dong kinh doanh, hoat
doéng dau tu va hoat dong tai chinh theo cach thirc phu hop nhat véi dac diém kinh
doanh cua doanh nghiép.

+ Céac ludng tién phat sinh tir cac hoat dong kinh doanh, hoat dong dau tu va
hoat dong tai chinh sau ddy dugc bao céo trén co sé thuan:

- Thu tién va chi tra tién ho khach hang nhu tién thué thu ho, chi hg va tra lai
cho chu s& hitu tai san; Cac quy dau tu giit cho khach hang...;

- Thu tién va chi tién ddi voi cac khoan cé vong quay nhanh, thdi gian déo
han ngan nhu: Mua, ban ngoai t&; Mua, ban cac khoan dau tu; Cac khoan di vay
hodc cho vay ngan han khac co thoi han thanh toan khong qué 3 thang.

+ Cac ludng tién phat sinh tir cac giao dich bing ngoai té phai duoc quy



d6i ra dong tién chinh thirc trong ghi s6 ké toan va lap bao céo tai chinh theo ty
gia hoi doai tai thoi diém phat sinh giao dich. Bao cdo luu chuyén tién té cua cac
t6 chirc hoat dong & nudc ngoai phai duoc quy ddi ra dong tién ghi s6 ké toan va
1ap béo céo tai chinh cia cong ty me theo ty gia thuc té tai ngay 14p Bao cdo luu
chuyén tién té.

+ Cac giao dich vé dau tu va tai chinh khong tryc tiép sir dung tién hay
cac khoan twong duong tién khong dugc trinh bay trong Bao céo luu chuyén tién
té, Vi du:

(2) Viéc mua tai san bang cach nhan cac khoan ng lién quan truc tiép hoic
thong qua nghi¢p vu cho thué tai chinh;

(b) Viéc mua mot doanh nghiép thong qua phat hanh c6 phiéu;

(¢) Viéc chuyén ng thanh vén cha so hitu.

+ Cac khoan muc tién va twong duong tién dau ky va cudi ky, anh huong cua
thay doi ty gid hdi doai quy ddi tién va cac khoan twong duong tién bang ngoai té
hién c6 cudi ky phai dugc trinh bay thanh cac chi tiéu riéng biét trén Bao cdo luu
chuyén tién té dé ddi chiéu s liéu véi cac khoan muc tuong tmg trén Bang Can doi
ké toan.

+ Doanh nghiép phai trinh bay gia tri va 1y do cta cac khoan tién va twong
duong tién c6 sé du cudi ky 1on do doanh nghiép nim giit nhung khong duoc sir
dung do ¢6 su han ché cua phéap luat hodc cac rang budc khac ma doanh nghiép phai
thuc hién.

2.4. Can cir ldp Bdo cdo lwu chuyén tién té

Viéc lap Bao cao luu chuyén tién té dugc can cir vao:

- Bang Can d6i ké toan;

- Bao c4o két qua hoat dong kinh doanh;

- Thuyét minh bao céo tai chinh;

- Bdo c4o luu chuyén tién té ky trudc;

- Cac tai lidu ké toan khac, nhu: S6 ké toan tong hop, s6 ké toan chi tiét cac
Tai khoan “Tién mat”, “Tién gui Ngan hang”, “Tién dang chuyén”; S6 ké toan tong
hop va so ké toan chi tiét cua cac Tai khoan lién quan khéc, bang tinh va phan bd
khau hao TSCD va cac tai liéu ké toan chi tiét khac...

2.5. Yéu cdu vé mé va ghi sé ké todn phuc vu lgp Bdo cdo lwu chuyén tién té

- S6 ké toan chi tiét cac Tai khoan phai thu, phai tra phai dugc mé chi tiét
theo 3 loai hoat dong: Hoat dong kinh doanh, hoat dong dau tu va hoat dong tai
chinh.

- B4i véi sb ké toan chi tiét cac Tai khoan "Tién mat", "Tién giri Ngan hang",
"Tién dang chuyén" phai ma chi tiét theo 3 loai hoat dong: Hoat dong kinh doanh,
hoat dong dau tu va hoat dong tai chinh dé lam can c&r dbi chiéu. Vi du, ddi véi



khoan tién tra ngan hang vé gbc va lai vay, ké toan phai phan anh riéng sé tién tra 1ai
vay va sd tién tra goc vay trén so ké toan chi tiét.

- Tai thoi diém cudi nién d6 ké toan, khi 1ap Bdo cdo luu chuyén tién teé,
doanh nghiép phai xac dinh cac khoan dau tu ngan han c6 thdi han thu hdi hoic dao
han khéng qua 3 thang ké tir ngdy mua thoa man dinh nghia duoc coi 1a twong
duong tién phu hop véi quy dinh ctia Chuan muc "Béo cdo luu chuyén tién t&" dé
loai trir ra khoi cac khoan muc lién quan dén hoat dong dau tu ngan han. Gia tri ctia
cac khoan twong duong tién dugc cong (+) vao chi tiéu “Tién va cac khoan tuong
duong tién cudi ky” trén Bao cao luu chuyén tién té.

- P4i Véi cac khoan dau tu ching khoan va cong cu no khong duoc coi 1a
tuong duong tién, ké toan phai can ctr vao muc dich dau tu dé lap bang ké chi tiét
xé4c dinh cac khoan dau tu ching khoan va cong cu ng phuc vu cho muc dich thuong
mai (mua vao dé ban) va phuc vu cho muc dich nam gitr dau tu dé thu 13i.

2.6. Phwong phdp lgp Bdo cdo lwu chuyén tién t¢

0.1 - Ldp bdo cdo cdc chi tiéu luong tién tie hoat déng kinh doanh

Ludng tién tir hoat dong kinh doanh dugc 1ap va trinh bay trong Béo céo luu
chuyén tién té theo mot trong hai phwong phap sau: Phuong phap tryc tiép va
phuong phap gian tiép.

0.1.1 - Ldp bdo cdo cdc chi tiéu luong tién tir hoat déng kinh doanh theo
phuwong phdp truc tiép

- Nguyén tic lap: Theo phuong phép truc tiép, cac ludng tién vao va ludng
tién ra tir hoat dong kinh doanh dwgc xac dinh va trinh bay trong Bao cdo luu
chuyén tién té bang cach phan tich va tong hop truc tiép cac khoan tién thu vao va
chi ra theo tirng ndi dung thu, chi tir cac s6 ké toan tong hop va chi tiét ciia doanh
nghiép.

- Co sé lap:

+ Bang Can d6i ké toan;

+ Thuyét minh bao cdo tai chinh;

+ 56 ké toan cac TK "Tién mat", "Tién gui Ngan hang", "Tién dang chuyén™;

+ S6 ké toan Tai khoan "Pau tu ching khoan ngin han";

+ S6 ké toan cac Tai khoan phai thu, cac Tai khoan phai tra;

+ S0 ké toan cac Tai khoan c6 lién quan khac;

+ Béo céo luu chuyén tién té ky truéc.

- Phuong phap lap cac chi tiéu cu thé
(1) - Tién thu tie bdan hang, cung cdp dich vu va doanh thu khdc - Ma sé 01

Chi tiéu nay duoc lap can ctr vao tong so tién da thu (tong gia thanh toan)
trong ky do ban hang hoa, thanh pham, cung cap dich vu, tién ban quyén, phi, hoa
hong va cac khoan doanh thu khac (nhu ban chimg khoan vi muc dich thuong mai)
(néu co), trir cac khoan doanh thu dugc xac dinh 13 ludng tién tir hoat dong dau tu,



ké ca cac khoan tién da thu tir cac khoan no phai thu lién quan dén cac giao dich ban
hang hoa, cung cap dich vu va doanh thu khac phét sinh tir cac ky trudc nhung ky
nay méi thu duoc tién va s tién ing trudc caa nguoi mua hang hoa, dich vu.

S6 liéu d@é ghi vao chi tiéu nay duoc lay tir s6 ké toan cac Tai khoan "Tién
mat", "Tién giri Ngan hang" (phan thu tién), s6 ké toan cac tai khoan phai tra (Tién
thu tir ban hang, cung cap dich vu chuyén tra ngay cac khoan cong no) trong ky bao
c4o sau khi ddi chiéu véi s6 ké toan cac Tai khoan "Doanh thu ban hang va cung cap
dich vu" (Ban hang, cung cp dich vu thu tién ngay) va s ké toan Tai khoan "Phai
thu cta khach hang" (Ban hang, cung c4p dich vu va doanh thu khéc phat sinh tir cac
Ky trude, di thu duogc tién trong ky nay) hodc sd tién Gmg trudc trong ky cta ngudi
mua san pham, hang hoa, dich vu, s6 ké toan Tai khoan "Pau tu chimng khoan ngin
han" va Tai khoan “Doanh thu hoat dong tai chinh” (Ban chirng khoan vi muc dich
thuong mai thu tién ngay).

(2) - Tién trd cho ngwoi cung cdp hang hod, dich vu - Ma sé 02

Chi tiéu nay duoc lap cin ct vao tong sb tién di tra (tong gia thanh toan)
trong ky cho nguoi cung cap hang hoa, dich vu, chi mua chimg khoan vi muyc dich
thuong mai (néu co), ké ca so tién di tra cho cac khoan ng phai tra lién quan dén
giao dich mua hang ho4, dich vu phat sinh tir cac ky trude nhung ky nay méi tra tién
va sd tién chi tng trudc cho ngudi cung cip hang hod, dich vu.

S6 liéu dé ghi vao chi tidu nay duoc lay tir s6 ké toan cac Tai khoan "Tién
mat", "Tién gui Ngan hang" va "Tién dang chuyén" (phan chi tién tra cho nguoi
cung cip hang hoa, dich vu), s6 ké toan Tai khoan “Phai thu cua khach hang” (phan
chi tién tir thu cac khoan phai thu cta khach hang), s6 ké toan Tai khoan “Vay ngin
han” (Phan chi tién tir tién vay ngan han nhan dugc chuyén tra ngay cho nguoi ban)
trong Ky bao céo, sau khi ddi chiéu véi s6 ké toan Tai khoan "Phai tra cho nguoi
ban", s ké toan cac Tai khoan hang ton kho va cac Tai khoan c6 lién quan khac, chi
tiét phan da tra bang tién trong ky bao cdo, s6 ké toan cac Tai khoan "Pau tu chung
khoan ngan han" (Chi mua ching khoan vi muc dich thwong mai). Chi tiéu nay
duoc ghi bang sé 4m dudi hinh thic ghi trong ngoic don (...).

(3) - Tién trd cho ngwoi lao déng - Ma sé 03

Chi tiéu nay duoc lap cin clr vao tong so tién di tra cho ngudi lao dong trong
ky bao cdo vé tién luong, tién cong, phu cap, tién thuong... do doanh nghiép da
thanh toan hoac tam ung.

S6 liéu d@é ghi vao chi tiéu nay duoc ldy tir s6 ké toan cac Tai khoan "Tién
mat", "Tién giri Ngan hang" (phan chi tién) trong ky béo cdo, sau khi déi chiéu véi
s6 ké toan Tai khoan "Phai tra nguoi lao dong" - phan da tra bang tién trong ky bao
c40. Chi tiéu nay dugc ghi bang sé 4m duéi hinh thic ghi trong ngoac don (...).

(4) - Tién chi tra lai vay - Ma sé 04



Chi tiéu nay duoc lap cin ctr vao téng so tién 14i vay da tra trong ky bao cao,
bao gém tién 14i vay phat sinh trong ky va tra ngay Ky nay, tién 14i vay phai tra phat
sinh tir cac ky trude va da tra trong ky nay, 13i tién vay tra truéc trong ky nay.

S6 liéu d@é ghi vao chi tiéu nay duoc lay tir s6 ké toan cac Tai khoan "Tién
mat", "Tién gui Ngan hang" va "Tién dang chuyén”, so ké toan Tai khoan “Phai thu
cia khach hang” (phan tién tra 1ai vay tir tién thu cac khoan phai thu cua khach
hang) trong ky bao cdo, sau khi ddi chiéu vai s6 ké toan Tai khoan "Chi phi phai
tra" (theo ddi sb tién 13i vay phai tra), Tai khoan ,,Chi phi tai chinh®, Tai khoan ,,Chi
phi tra trudc ngin han, Tai khoan ,,Chi phi tra trude dai han“ (Theo ddi sé tién 1ai
vay tra trudc) va cac Tai khoan lién quan khac. Chi tiéu nay dugc ghi bang s6 4m
dudi hinh thic ghi trong ngoac don (...).

(5) - Tién da nép thué TNDN- Mad sé 05

Chi tiéu nay duoc lap cin clr vao tong soé tién da nop thué TNDNcho Nha
nuéc trong ky bao cao, bao gom sé tién thué TNDNdAa nop cua Ky nay, sb thué
TNDNcon no tir cac ky trude di nop trong ky nay va sé thué TNDNnop trude (néu
o).

S6 liéu dé ghi vao chi tidu nay duoc lay tir s6 ké toan cac Tai khoan "Tién
mat", "Tién guri Ngan hang" va "Tién dang chuyén" (phan chi tién), so ké toan Tai
khoan “Phai thu ctia khach hang” (phan tién nop thué TNDNLtir tién thu cac khoan
phai thu cta khach hang) trong ky bao céo, sau khi ddi chiéu vai s6 ké toan Tai
khoan "Thué va cac khoan phai nop Nha nuéc” (phan thué TNDNdA nop trong Ky
béo c40). Chi tiéu nay duoc ghi bang s6 4m dué6i hinh thic ghi trong ngoic don (...).
(6) - Tién thu khdc tir hoat déng kinh doanh - Ma sé 06

Chi tiéu nay duogc lap cin cir vao tong s tién da thu tir cac khoan khéc tir
hoat dong kinh doanh, ngoai khoan tién thu duoc phan anh & Ma sé 01, nhu: Tién
thu tir khoan thu nhap khac (tién thu vé duoc bdi thudng, duoc phat, tién thuong, va
cac khoan tién thu khac...); Tién dé thu do dwgc hoan thué; Tién thu duoc do nhan
ky quy, ky cugc; Tién thu hdi cac khoan dua di ky cugc, ky quy; Tién thu tir nguon
kinh phi su nghiép, du an (néu co); Tién dugc cac to chiic, ciA nhan bén ngoai
thuong, hd tro ghi ting cac quy cua doanh nghiép; Tién nhan duoc ghi ting cac quy
do cép trén cap hoic cap dudi nop...

S6 lidu dé ghi vao chi tidu nay lay tir so ké toan cac Tai khoan "Tién mat",
"Tién giri Ngan hang" sau khi d6i chiéu véi s6 ké toan cac Tai khoan "Thu nhap
khac", Tai khoan "Thué GTGT dugc khau trir" va s6 ké toan cac Tai khoan khac c6
lién quan trong ky bao cdo.

(7) - Tién chi khdc cho hoat dgng kinh doanh - Ma sé 07

Chi tiéu nay duoc lap can clr vao tong so tién da chi vé cac khoan khac, ngoai
cac khoan tién chi lién quan dén hoat dong san xuat, kinh doanh trong ky bao céo
duoc phan 4nh & M3 sé 02, 03, 04, 05, nhu: Tién chi bdi thudng, bi phat va cac



khoan chi phi khac; Tién ndp cac loai thué (khong bao gdbm thué TNDN); Tién nop
cac loai phi, 1& phi, tién thué dat; Tién chi dua di ky cuoc, ky quy; Tién tra lai cac
khoan nhan ky cuoc, ky quy; Tién chi tir quy khen thuong, phuc loi; Tién chi tir
ngudn kinh phi sy nghiép, kinh phi du 4n; Tién chi ndp cac quy 1én cép trén hoic
cap cho cap dudi,...

S6 liéu dé ghi vao chi tiéu nay 1dy tir s6 ké toan cac Tai khoan "Tién mat",
"Tién giri Ngan hang" va "Tién dang chuyén" trong Ky béo cdo, sau khi dbi chiéu
v6i sd ké toan cac Tai khoan "Chi phi khac", "Thué va cac khoan phai nop Nha
nuéc”, "Chi sy nghiép”, "Quy du phong tro cip mat viéc 1am", "Dy phong phai tra"
va cac Tai khoan lién quan khac. Chi tiéu nay dwoc ghi bang sé6 4m dudi hinh thirc
ghi trong ngoac don(...).

- Lwu chuyén tién thudn tir hogt dgng kinh doanh - Ma sé 20

Chi tiéu “Luu chuyén tién thuan tir hoat dong kinh doanh” phan anh chénh
léch gitra tong s6 tién thu vao vai tdng sb tién chi ra tir hoat dong kinh doanh trong
Ky bao cao.

S6 lidu dé ghi vao chi tiéu nay duoc tinh bang tong cong sé liéu cac chi tiéu
tir Ma s6 01 dén Ma s6 07. Néu s6 liéu chi tiéu nay 13 s6 am thi ghi trong ngodc don
(.“). J's I's J's I's I's

M s6 20 = Md 56 01 + Md so 02 + Ma so 03 + Ma sé 04

+ M 56 05 + Md s6 06 + M s6 07

9.1.2 - Ldp bdo cdo cdc chi tiéu luong tién tir hoat dong kinh doanh theo phirong
phap gidn tiép
- Nguyén tic 1ap: Theo phuong phap gian tiép, cac ludng tién vao va cac ludng tién
ra tir hoat dong kinh doanh duoc tinh va xac dinh trudce hét bang cach diéu chinh loi
nhuan trudc thué TNDNcaa hoat dong kinh doanh khoi anh huéng cua cac khoan
muc khong phai bang tién, cac thay di trong ky cta hang ton kho, cac khoan phai
thu, phai tra tir hoat dong kinh doanh va cac khoan ma anh huong vé tién cua chiing
1a ludng tién tir hoat dong dau tu, gom:

+ Céc khoan chi phi khong bang tién, nhu: Khau hao TSCP, dy phong...;

+ Cac khoan 13i, 16 khong phai bang tién, nhu: Lai, 15 chénh 1éch ty gia hdi
doai chua thuc hién...;

+ Céc khoan 13i, 16 duoc phan loai la ludng tién tir hoat dong dau tu, nhu:
Lii, 16 vé thanh 1y, nhuong ban TSCP va bat dong san dau tu, tién 14i cho vay, 13i
tién giri, co tirc va loi nhuan duoc chia...;

+ Chi phi 1di vay da ghi nhan vao Béo céo két qua hoat dong kinh doanh
trong ky.



Ludng tién tir hoat dong kinh doanh dugc diéu chinh tiép tuc véi sy thay doi
vén luu dong, chi phi tra trude dai han va cac khoan thu, chi khac tir hoat dong kinh
doanh, nhu:

+ Céc thay ddi trong ky bao céo cua khoan muc hang ton kho, cac khoan phai
thu, cac khoan phai tra tir hoat dong kinh doanh;

+ Céc thay d6i caa chi phi tra trudc;

+ Lai tién vay da tra;

+ Thué TNDNd3 nop;

+ Tién thu khac tir hoat dong kinh doanh;

+ Tién chi khac tir hoat dong kinh doanh;

- Co sé lap:

+ Bang Can d6i ké toan;

+ Bao cao két qua hoat dong kinh doanh;

+ Thuyét minh bao c4o tai chinh;

+ Sb ké toan cac Tai khoan "Tién mat", "Tién giri Ngan hang" va "Tién dang
chuyén";

+ S6 ké toan cac Tai khoan hang ton kho, cac Tai khoan phai thu, cac Tai
khoan phai tra lién quan dén hoat dong kinh doanh;

+ S0 ké toan cac Tai khoan khéc c6 lién quan;

+ Bang tinh va phan bo khdu hao TSCD;

+ Béo céo luu chuyén tién té ky trudc.

- Phuong phap lap cac chi tiéu cu thé
(1) - Loi nhudn trwéc thué - Ma sé 01

Chi tiéu nay duoc lay tir chi tiéu tong loi nhuan trudc thué (Ma sé 50) trén
Bio cao két qua hoat dong kinh doanh trong ky bao céo. Néu so liéu nay 1a sé 4m
(truong hop 1), thi ghi trong ngodc don (...).

(2) - Piéu chinh cho cdc khodn
Khéu hao TSCP - Ma sé 02

Chi tiéu nay phan anh s6 khau hao TSCP di trich dugc ghi nhan vao Béo céo
két qua hoat dong kinh doanh trong ky bao cao. Chi tiéu nay duoc lap cin cr vao sb
khau hao TSCP da trich trong ky trén Béang tinh va phan bd khau hao TSCP va s6
ké toan cac Tai khoan c6 lién quan.

S6 liéu chi tiéu nay duoc cong (+) vao sé liéu chi tiéu "Loi nhuan trudc
thué".

Cic khoan dw phong - Ma sé 03

Chi ti€u nay phan anh céac khoan du phong giam gia da lap dugc ghi nhan vao
Bao cao két qua hoat dong kinh doanh trong ky bao céo. Chi tiéu nay dugc lap cin
ctr vao sO ké toan cac Tai khoan "Dy phong giam gia hang ton kho", "Du phong



giam gia dau tu ngan han", "Dy phong giam gia dau tu dai han", "Du phong phai thu
kho doi", sau khi ddi chiéu véi so ké toan céc tai khoan c6 lién quan.

S6 liéu chi tiéu nay duoc cong (+) vao sb liéu chi tiéu "Loi nhuan trudc
thué". Truong hop cac khoan dy phong néu trén dwgce hoan nhap ghi giam chi phi
san xuat, kinh doanh trong ky bao céo thi dwgc trir (-) vao chi tiéu "Loi nhuan trudc
thué" va dugc ghi bang s6 4m dudi hinh thac ghi trong ngoic don (...).

Laillé chénh léch ty gid héi dodi chwa thuc hién - Ma sé 04

Chi tiéu nay phan anh 13i (hodc 1) chénh 1éch ty gia hdi doai chwa thuc hién
dd duoc phan anh vao loi nhuan truée thué trong ky bao cdo. Chi tiéu nay duoc 1ap
can ctr vao so ké toan Tai khoan "Doanh thu hoat dong tai chinh", chi tiét phan lai
chénh 1éch ty gia héi doai do danh gia lai cac khoan muc tién té co gbc ngoai té cudi
Ky bao céo hoic s6 ké toan Tai khoan "Chi phi tai chinh", chi tiét phan 15 chénh léch
ty gia hbi doai do danh gia lai cac khoan muc tién té co goc ngoai té cudi ky bao cao
duoc ghi nhan vao doanh thu hoat dong tai chinh hoac chi phi tai chinh trong ky bao
cao.

S6 liéu chi tiéu nay duoc trir (-) vao sé liéu chi tiéu "Loi nhuan trudc thué",
néu c6 1ai chénh léch ty gia hbi doai chua thyc hién, hodc dugc cong (+) vao chi tiéu
trén, néu c6 16 chénh 1éch ty gia hdi doai chua thuc hién.

Lai/lé tir hoat dpng dau tw - Ma sé 05

Chi tiéu nay phan anh 13i/16 phat sinh trong ky da duoc phan anh vao logi
nhuan trude thué nhung duoc phan loai 1a luong tién tir hoat dong dau tu, gom 14i/15
tir viéc thanh 1y TSCD va céc khoan dau tu dai han ma doanh nghiép mua va nam
gitt vi muc dich dau tu, nhu: Lii/16 ban bat dong san dau tu, 13i cho vay, 1i tién gii,
13i/16 ban cac khoan dau tu vén (ddu tu vao cong ty con, cong ty lién két, thu hoi
vén gép vao co so kinh doanh déng kiém soat va cac khoan dau tu vén dai han
khac), 13i/15 tir viéc mua va ban lai cac cong cu no (Trai phiéu, ky phiéu, tin phiéu);
Cb tirc va loi nhuan duoc chia tir cac khoan dau tu vn vao don vi khac (khong bao
gom 13i/16 mua ban chimg khoan vi myc dich thuong mai). Chi tiéu nay duoc lap
can ctr vao sb ké toan cac Tai khoan “Doanh thu kinh doanh bat dong san dau tu,
Tai khoan "Doanh thu hoat dong tai chinh", "Thu nhap khac" va s6 ké toan cac Tai
khoan “Gi4 von hang ban“, Tai khoan "Chi phi tai chinh", "Chi phi khac", chi tiét
phan 13i/16 dugc x4c dinh 1a ludng tién tir hoat dong dau tu trong ky bao cio.

S6 liéu chi tiéu nay duoc trir (-) vao s liéu chi tiéu "Loi nhuan truéc thué",
néu co 14i hoat dong dau tu va duoc ghi bang sé 4am dudi hinh thie ghi trong ngoic
don (...); hoac duoc cong (+) vao chi tiéu trén, néu co 16 hoat dong dau tu.

Chi phi ldi vay - Md sé 06

Chi tiéu nay phan anh chi phi 14i vay d4 ghi nhan vao Béo céo két qua hoat
dong kinh doanh trong ky bao céo. Chi tiéu nay duoc lap cin ctr vao s6 ké toan Tai
khoan 635 "Chi phi tai chinh", chi tiét chi phi 14i vay duwoc ghi nhan vao Béo cao két



qua hoat dong kinh doanh trong ky bao cdo sau khi d6i chiéu véi s ké toan cac Tai
khoan c6 lién quan, hodc cin ct vao chi tiéu “Chi phi 13i vay” trong Béo cao két qua
hoat dong kinh doanh.

S6 liéu chi tiéu nay dugc cong vao sb liéu chi tiéu "Loi nhuan trude thué".
(3) - Loi nhudn kinh doanh trwéc nhitng thay déi vén lwu déng - Ma so 08

Chi tiéu nay phan anh ludng tién duoc tao ra tir hoat dong kinh doanh trong
Ky bao cao sau khi da loai trir anh hudng cua cac khoan muc thu nhap va chi phi
khong phai bang tién.

Chi tiéu nay duoc lap cin ct vao loi nhuin truge thué TNDNcong (+) cac
khoan diéu chinh.

Ma s6 08 = Ma s6 01 + Ma sé 02 + Mii s6 03 + Mé s6 04 + Ma s6 05 + Ma s 06

Néu s6 liéu chi tiéu nay 14 s6 am thi ghi trong ngodc don (...).

Ting, giam cdc khodn phdi thu - M sé 09

Chi tiéu nay duoc lap cin cir vao tong cac chénh 1éch gitta s6 du cudi ky va
s6 du dau ky caa cac Tai khoan phai thu lién quan dén hoat dong kinh doanh, nhu:
Tai khoan "Phai thu ctia khach hang" (chi tiét "Phai thu cta khach hang"), Tai khoan
"Phai tra cho ngudi ban" (chi tiét "Tra trudc cho ngudi ban"), cac Tai khoan "Phai
thu ndi bo", "Phai thu khac", "Thué GTGT dugc khau trir" va Tai khoan "Tam ung"
trong Ky bao céo. Chi tiéu nay khong bao gdm cac khoan phai thu lién quan dén hoat
dong dau tu va hoat dong tai chinh, nhu: Phai thu vé tién 14i cho vay, phai thu vé co
tire va loi nhuan duoc chia, phai thu vé thanh 1y, nhuong ban TSCP, bat dong san
dau tu...

S6 lidu chi tiéu nay duoc cong (+) vao chi tiéu “Loi nhuan kinh doanh trudc
nhitng thay doi vén luu dong” néu tong cac sd du cudi ky nhé hon tong cac sd du
dau ky. S6 liéu chi tiéu nay duoc trir (-) vao sb liéu chi tiéu “Loi nhuan kinh doanh
truéc nhimg thay d6i vén luu dong” néu tong cac sé du cudi ky 16n hon tong cac sb
du dau ky va dugc ghi bang sé 4m duéi hinh thtc ghi trong ngodc don (...).

Tang, giam hang ton kho - Ma sé 10

Chi tiéu nay duoc lap can cir vao tong cac chénh 1éch gitta s6 du cudi ky va
s6 du dau ky cua cac Tai khoan hang ton kho (Khong bao gom sb du ctia Tai khoan
"Dy phong giam gia hang ton kho").

S6 liéu chi tiéu nay duoc cong (+) vao chi tiéu “Loi nhuan kinh doanh trudc
nhitng thay doi vén luu dong” néu tong cac sé du cudi ky nhé hon tong cac sé du
dau ky. Sé liéu chi tiéu nay duogc trir (-) vao chi tiéu “Loi nhuan kinh doanh trudc
nhitng thay d6i von luu dong” néu tong cac s6 du cudi ky Ién hon tong cac sé du
dau ky va duoc ghi bang s6 am dudi hinh thirc ghi trong ngoac don (...).

Tang, giam cdc khodn phdi trd - Ma sé 11



Chi tiéu nay duoc lap cin cr vao téng cac chénh 1éch gitra s6 du cudi ky voi
s6 du dau ky cua cac Tai khoan ng phai tra lién quan dén hoat dong kinh doanh,
nhu: Tai khoan "Phai tra cho ngudi ban" (Chi tiét "Phai tra cho nguoi ban"), Tai
khoan "Phai thu ctia khach hang" (Chi tiét "Nguodi mua tra tién trudce"), cac Tai
khoan "Thué va cac khoan phai nop Nha nudc”, "Phai tra cong nhan vién", "Chi phi
phai tra", "Phai tra noi bo", "Phai tra, phai nop khac", "Quy du phong tro cap mat
viéc 1am", "Dy phong phai tra". Chi tiéu nay khong bao gdm cac khoan phai tra vé
thué TNDNphai nop, cac khoan phai tra vé 13i tién vay, cac khoan phai tra lién quan
dén hoat dong dau tu (nhu mua sdm, xay dung TSCD, mua bat d6ng san du tu, mua
cac cong cu Nno...) va hoat dong tai chinh (Vay va ng ngan han, dai han...).

S6 lidu chi tiéu nay duoc cong (+) vao chi tiéu “Loi nhuan kinh doanh trudc
nhitng thay d6i vén luu dong” néu tong cac s6 du cudi ky 16n hon tong sé du dau
Ky. S6 liéu chi tiéu nay duoc trir (-) vao sé liéu chi tiéu “Loi nhuan kinh doanh truéc
nhitng thay d6i vén luu dong” néu tong cac sé du cudi ky nhé hon tong cac sé du
dau ky va duoc ghi bang s6 am dudi hinh thirc ghi trong ngoic don (...).

Ting, giam chi phi trd trwéc - Ma sé 12

Chi tiéu nay duoc lap cin cir vao tong cac chénh léch giita s6 du cudi ky va
s6 du dau ky cua cac Tai khoan "Chi phi tra trude" va "Chi phi tra trude dai han"
trong Ky bao céo.

S6 liéu chi tiéu nay dugc cong (+) vao chi tiéu “Loi nhuan kinh doanh trudc
nhitng thay doi vén luu dong” néu tong cac sd du cudi ky nhé hon tong cac sd du
dau ky. Sé liu chi tiéu nay duoc trir (-) vao sé liéu chi tiéu "Loi nhuan kinh doanh
truéc nhitg thay d6i vén luu dong” néu tong cac sé du cudi ky 16n hon téng cac sb
du dau ky va dugc ghi bang sé 4m dudi hinh thtc ghi trong ngoac don (...).

Tién lii vay da trd - M so6 13

Chi tiéu nay duoc lap cin ctr vao s ké toan cac Tai khoan "Tién mat", "Tién
guri Ngan hang", "Tién dang chuyén" (phan chi tién) dé tra cac khoan tién 13i vay, sb
ké toan Tai khoan “Phai thu cta khach hang” (phan tra tién 13i vay tir tién thu céc
khoan phai thu cua khach hang) trong ky bao cdo, sau khi d6i chiéu vai s6 ké toan
cac Tai khoan "Chi phi tra trudc™, "Chi phi tra trude dai han", "Chi phi tai chinh",
"Xay dung co ban dé dang", "Chi phi san xuit chung" va "Chi phi phai tra" (chi tiét
s6 tién 1ai vay tra trudc, tién 1di vay phat sinh tra trong ky nay hoac sé tién 1i vay
phat sinh trong cac ky trudc va da tra trong ky nay).

S6 liéu chi tiéu nay duoc trir (-) vao s liéu chi tiéu “Loi nhuan kinh doanh
truéc nhimg thay d6i vén luu dong” va duoc ghi bang sé am duéi hinh thic ghi
trong ngoéc don (...).

Thué thu nhap doanh nghiép da nép - Mi sé 14

Chi tiéu nay duoc lap cin ctr vao s ké toan cac Tai khoan "Tién mat", "Tién

giri Ngan hang", "Tién dang chuyén”, (phan chi tién nop thué TNDN), s6 ké toan



Tai khoan “Phai thu cua khach hang” (phan da nop thué TNDNUir tién thu cac khoan
phai thu cta khach hang) trong ky bao céo, sau khi ddi chiéu vai s6 ké toan Tai
khoan "Thué TNDNphai nop" (chi tiét s6 tién da chi dé nop thué TNDNtrong ky béo
cdo).

S6 liéu chi tiéu nay duoc trir (-) vao s liéu chi tiéu “Loi nhuan kinh doanh
truéc nhitng thay d6i von luu dong” va dugc ghi bang sé am dudi hinh thic ghi
trong ngoac don (...).

Tién thu khdc tir hogt déng kinh doanh - Ma sé 15

Chi tiéu nay phan anh cac khoan tién thu khac phat sinh tir hoat dong kinh
doanh ngoai ciac khoan da néu & cac Ma sb tir 01 dén 14, nhu: Tién thu duoc do
nhan ky cuogc, ky quy, tién thu hdi cac khoan dua di ky cuoc, ky quy; Tién thu tur
ngudn kinh phi sy nghiép, du an (néu c6); Tién duoc cac t6 chirc, ca nhan bén ngoai
thuong, hd tro ghi ting cac quy cua doanh nghiép; Tién nhan duoc ghi ting cac quy
do cép trén cap hoic cap dudi nop... trong ky bao cio.

Chi tiéu nay duoc lap cin ctr vao s ké toan cac Tai khoan "Tién mat", "Tién
gui Ngan hang", “Tién dang chuyén” sau khi d6i chiéu véi s6 ké toan cac Tai khoan
c6 lién quan trong ky bao céo.

S6 lieu chi tiéu nay duogc cong (+) vao sb liéu chi tiéu “Loi nhuan kinh doanh
truéc nhitng thay ddi vén luu dong”.

Tién chi khdc cho hoat dpng kinh doanh - Ma sé 16

Chi tiéu nay phan anh cac khoan tién chi khac phat sinh tir hoat dong kinh
doanh ngoai cac khoan di néu & cac Ma sb tir 01 dén 14, nhu: Tién dua di ky cuoc,
ky quy; Tién tra lai cac khoan da nhan ky cuoc, ky quy; Tién chi tryc tiép tir quy
khen thudng, phuc loi; Tién chi truc tiép tir cac quy khac thudc von chia so hitu;
Tién chi tryc tiép bang nguén kinh phi sy nghiép, du 4n... trong ky bao cao.

Chi tiéu nay duoc lap cin ctr vao s ké toan cac Tai khoan "Tién mat", "Tién
guri Ngan hang", "Tién dang chuyén" sau khi ddi chiéu vai s6 ké toan cac Tai khoan
c6 lién quan trong ky bao cdo.

S6 liéu chi tiéu nay duoc trir (-) vao sb liéu chi tiéu “Loi nhuan kinh doanh
truéc nhitng thay ddi vén luu dong”.

Luru chuyén tién thuan tir hogt déng kinh doanh - Ma sé 20

Chi tiéu “Luu chuyén tién thuan tir hoat dong kinh doanh” phan 4nh chénh
léch giira tong s6 tién thu vao vai tdng s tién chi ra tir hoat dong kinh doanh trong
ky bao cao.

S6 liéu chi tiéu nay duoc tinh bang tong cong sé lidu cac chi tiéu c6 ma s tir
Mi s6 08 dén Ma s6 16. Néu s6 lidu chi tiéu nay 1a s6 am thi s& dugc ghi duéi hinh
thac trong ngoac don (...).

M3 56 20 = M3 s6 08 + Ma s6 09 + Mi s6 10 + Ma s6 11 + Ma s6 12 +

M3 s6 13 + M4 s6 14 + Ma s6 15 + M s6 16



3. Lap bio cio két qua hoat dong kinh doanh
3.1. Tac dung va han ché cia bdo cdo két qua hoat dong kinh doanh

Bio c4o két qua hoat dong kinh doanh (BCKQHDKD) 14 bao céo tai chinh phan
anh tong quat tinh hinh va két qua kinh doanh trong mot ky ké toan cua doanh
nghiép chi tiét theo timng hoat dong kinh doanh (hoat dong san xuét kinh doanh, hoat
dong tai chinh, hoat dong khac. BCKQHDKD c6 nhiing tac dung co ban sau:

- Thong qua cic chi tiéu trong bao cdo cac ddi trong sir dung thong tin kiém tra,
phan tich va danh gia tinh hinh thyc hién ké hoach, du toan chi phi san xuét, gia
von, doanh thu tiéu thu san phém, hang hoa, tinh hinh chi phi, thu nhap cua hoat
dong khéc ciing nhu két qua twong Gng cua ting hoat dong;

- Thong qua cac s6 liecu BCKQHPKD ma danh gia xu hudng phat trién cua
doanh nghiép, tir d6 c6 cac bién phap khai thac tiém ning cta doanh nghiép ciing
nhu han ché khic phuc nhitng ton tai trong twrong lai;

Bio cio két qua kinh doanh gitip nguoi sir dung bao céo tai chinh dy dodn dong
tien trong tuong lai theo mot s6 cach thire. Vi du cac nha dau tu va cac chil ng st
dung thong tin trong bao céo két qua kinh doanh dé:

Pdnh gid két qua thuc hién ciia cong ty trong qud khir. Xem xét cac khoan
doanh thu va chi phi dé x4c dinh két qua cong ty da thuc hién va cho phép viéc so
sanh két qua thuc hién cua né voi cac d4i thu canh tranh. Vi du cac nha phan tich su
dung dir liéu duoc cung cip boi Coca - cola dé so sanh hiéu qua ctia nd voi Pepsi.

Cung cdp co sé cho viéc dw dodn két qua thye hién trong twong lai. Thong tin
vé két qua thuc hién trong qua khir s& giup xac dinh cac xu huéng quan trong, néu
tiép tuc, cung cip thong tin vé két qua thuc hién trong tuong lai. Vi du Apple tai mot
thoi diém nhat dinh bao céo su ting trudong 6n dinh cta doanh thu. Hién nhién céac
thanh cong trong qua khir khong nhat thiét dem lai su thanh cong trong twong lai.
Tuy nhién, cac nha phan tich c6 thé du kién mot cach tét hon vé doanh thu trong
tuong lai, va do d6 1a loi nhudn va cac dong tién, néu ton tai su twong qua phu hop
giita két qua thyc hién qua khir va tuong lai.

Gilp déanh gid mirc @ riii ro hay tinh khéng chdc chdn ciia cdc dong tién dat
dwoc trong twong lai. Thong tin vé mot loat cac yéu to khac nhau cua thu nhap:
doanh thu, chi phi, thu nhap khéc, chi phi khac lam ndi bat vao mbi quan he gitta
chung. N6 cling gitp cho danh gié rii ro cia vi¢c khong dat duoc mot mure do nhat
nhit cta cac dong tién trong twong lai. Vi du, cac nha dau tu va cac chi ng thuong
tach biét két qua hoat dong kinh doanh ciia cong ty IBM véi cac ngudn thu nhap
khong thudng xuyén khac boi vi IBM chu yéu tao ra doanh thu va tién tir cac hoat
dong kinh doanh cuia no.

Tom lai, céc thong tin trong bdo cdo thu nhép: cac khoan doanh thu, chi phi, thu
nhap khac, chi phi khac gitp nguoi sir dung danh gia vé két qua da thyc hién. N6



cling cung cép mot cai nhin thiu ddo vé kha nang dat dugc mdt mic do cu thé cua
cac dong tién trong tuong lai.

Cic han ché ciia bao cio két qua kinh doanh

Boéi vi thu nhap thuan 13 mot sy wdc tinh va phan anh mdt loat cac gia dinh,
nguoi s dung bao cdo thu nhap can than trong véi cac han ché nhan dinh ga"ln lién
v6i cac thong tin ctia nd. Mot s6 han ché bao gdm:

Cdc céng ty bé qua cdc khodn muc tir bdo cdo thu nhdp ma chiing khong thé do
lwong mét cach dang tin cdy. Cac nguyén tic thuc hanh ké toan hién hanh cAm viéc
ghi nhan mdt s6 khoan muc nhét dinh trong viéc xac dinh thu nhdp mdc du anh
hudng cia cac khoan muc nay dén két qua thyc hién cia cong ty duogc nhidu ngudi
cong nhan. Vi du: mgt cong ty co thé khong khi nhan cac khoan thu nhéap chua thuc
hién va cac khoan 16 trong cac chiung khoan dau tu nhat dinh vao thu nhap khi co su
khong chic chan vé viéc chiing s& thuc hién su thay doi vé gia tri. Ngoai ra, ngay
cang nhiéu cong ty nhu Cisco System va Microsoft, 3 dua ra bang chung vé su gia
tang gia tri do vi¢c ghi nhan thuong hi€u, dich vu khach hang, chat lugng san phém.
Mot khudn mau chung cho viéc bao céo cac gia tri d6 van chua co.

S6 liéu thu nhdp bi anh hwong béi cdc phirong phdp ké todn dwge lwa chon. Mot
cong ty c6 thé khau hao céc tai san cd dinh cia minh theo phuong phap khiu hao
nhanh, cong ty khac lai chon khau hao theo dudng thing. Gia st tat ca cac yéu to
déu can bang, cong ty thir nhat s& bao cao thu nhap thap hon. Va két qua la chung ta
dang di so sanh cac qua tdo vdi cac qua cam!

Po lwong thu nhdp lién quan dén cdc xét dodn. Vi du, mot cong ty véi niém tin
lac quan c6 thé udc tinh thoi gian str dung hiru ich ctia mot tai san 14 20 nam, trong
khi d6 cong ty khac udc tinh 15 nam cho cing mét loai tai san. Tuong tw, mot sb
cong ty co thé ude tinh mot cach lac quan vé chi phi bao hanh va cac khoan ng x4u
phai x6a sb trong tuong lai, va két qua 12 n6 bao cdo chi phi thip hon va loi nhuan
cao hon.

Tom lai, mot s6 han ché ciia bao céo thu nhap lam giam tinh hitu ich cia thong
tin cia né trong viéc du doan vé do 16m, thoi gian va tinh khong chic chic cua cac
dong tién trong twong lai.

Chit lwong ciia thu nhip (Quality of Earnings)

O phan trude ching ta da thao luan 1am noi bat tdm quan trong ciia thong tin
trong bao cdo thu nhap cho cic quyét dinh dau tu va cap tin dung, bao gom viéc
danh gia cong ty va cic nha quan 1y ctia nd. Cac cong ty cb ging dap tng hodc vuot
qua ky vong ctia cac nha phan tich va do vy gia cb phiéu cua chung va gia tri cia
cac quyén chon co phiéu cho nha quan tri ting 1én. Két qua 13, cac cong ty c6 dong
co trong vi¢c ché bién thu nhap dé dap tng cac khoan lgi nhudn muc ti€u hoac dé
lam cho cac khoan thu nhap xem ra it rui ro.



Céc co quan quan 1y nha nude (ching han SEC) da bay t6 lo ngai ring cac dong
luc dé dap mg muc tiéu vé loi nhuan c6 thé 1am ton hai cac quy tic thyc hanh kinh
doanh tét. Pidu nay 1am giam chat lugng ctia thu nhap va chit lugng ciia bao cdo tai
chinh. Nhu mét chu tich ctia SEC di chi ra: “Quan 1y c6 thé dua dén con dudong ché
bién thu nhép; tinh chinh truc c¢6 thé chuyén thanh sy danh Lra”. Va két qua 1a,
SECda c6 nhitng hanh dong dut khoat dé ngan ngira viéc thuc hién quan 1y thu nhap
(hay phu phép loi nhudn - earnings management).

Quan 1y thu nhép 1a gi? N6 thuong duoc dinh nghia 1a viée 1én ké hoach vé thoi
gian cua doanh thu, chi phi, thu nhap khac, chi phi khac dé diéu hoa sy bién dong
ngoai y mudn ciia cac khoan thu nhap. Trong hau hét cac trudng hop, cac cong ty sir
dung quan 1y thu nhap dé tang thu nhap trong nam hién hanh va chuyén chi phi sang
nhitng nam t6i. Vi du, ho ghi nhan sém céc khoan doanh thu dé tang thu nhap. Nhu
mot nha binh luan da luu ¥, “... nd gidng vai bat nat chai khi mé chai rugu vang
trude khi n6 da san sang.”

Céc cong ty ciling sir dung viéc quan 1y thu nhap dé lam giam cac khoan thu nhap
hién hanh dé ting thu nhap trong twong lai. Truong hop co dién 1a viéc st dung “lo
banh quy” du trit. Cac cong ty thiét 1ap cac khoan du trit (dw phong) bang viéc sir
dung cac gia dinh phi thyc té dé uée lugng cac nghia vu ng cho cac khoan muc nhu
t6n that cua cac khoan cho vay, chi phi tai co ciu, hang bi tra dé bao hanh. Céc cong
ty sau d6 giam cac khoan dy trit trong twong lai dé ting thu nhap trong twong lai.

Viéc quan 1y thu nhap nhu vay anh hudng tiéu cuc dén chat lugng thu nhap néu
n6 bop méo thong tin theo mot cach thirc ma gidm sy hitu ich trong vi¢c duy doan céc
khoan thu nhap va dong tién trong twong lai. Cac giao kéo giita cac c6 dong va cong
ty phai dugc giir vitng. Cac nha dau tu va nhitng nguoi khac mat niém tin vao sb
liéu trinh bay trén bao céo tai chinh s& lam ton hai dén thi truong vén cua mot qudc
gia.

3.2. Co 56 ldp Bdo cdo két qua hoat dong kinh doanh
- Can cit vao Bao céo két qua hoat dong kinh doanh cua nam trudc.
- Cin ctr vao s6 ké toan tong hop va sé ké toan chi tiét trong ky dung cho cac
tai khoan tir loai 5 dén loai 9.

3.3. Néi dung va phwong phdp ldp cdc chi tiéu trong Bdo cdo két qua hoat dong
kinh doanh

- “M3 s6” ghi ¢ cot 2 dung dé cong khi lap bao cdo tai chinh tong hop hoic
béo cao tai chinh hop nhat.

- S liéu ghi vao cot 3 “Thuyét minh” ctia bao cdo nay thé hién sb liéu chi tiét
cua chi tiéu nay trong Ban thuyét minh béo cdo tai chinh nam.

- S ligu ghi vao cot 5 “Nam trude” ctia bao céo ky ndy nam nay duoc cin ctr
vao s6 ligu ghi & cot 4 “Nam nay” cua ting chi tiéu twong (ng ciia bao c4o ndy nim
trudec.



- N61 dung va phuong phap 1ap céac chi ti€u ghi vao cot 4 “Nam nay” nhu sau:

Doanh thu bdn hang va cung cap dich vu (Ma sé 01)

Chi tiéu nay phan anh tong doanh thu ban hang hoa, thanh pham, bt dong
san dau tu va cung cap dich vu trong nim béo céo cua doanh nghiép. Sé lidu dé ghi
vao chi tiéu nay 1a luy ké sb phat sinh C6 cua Tai khoan 511 “Doanh thu ban hang
va cung cap dich vu” va Tai khoan 512 “Doanh thu ndi b trong nim bo céo trén
S6 cai hoac Nhat ky — So cai.

Cic khoan giam trir (Ma sé 02)

Chi tiéu nay phan anh tong hop cac khoan dugc ghi giam trir vao tong doanh
thu trong Ky, bao gdm: Cac khoan chiét khau thuong mai, giam gia hang ban, hang
ban bi tra lai va thué tiéu thy dac biét, thué xuat khau, thué GTGT tinh theo phuong
phap truc tiép phai nop twong ng véi s6 doanh thu duoc xac dinh ky bao cio. S6
licu dé ghi vao chi tiéu nay 1a lily ké s phat sinh ciia bén No cua Tai khoan 511
“Doanh thu ban hang va cung cap dich vu” va Tai khoan 512 “Doanh thu ndi bo”
d6i ung véi bén C6 cua tai khoan 521 “Chiét khau thuong mai”, Tai khoan 531
“Hang ban bj tra lai”, Tai khoan 532 “Giam gia hang ban”, TK 333 “Thué va céc
khoan phai nop nha nude” (TK 3331, 3332, 3333) trong ky bao cdo trén So cai hoic
Nhat ky — So cai.

Doanh thu thudn vé bdn hang va cung cdp dich vu (M sé 10)

Chi tiéu nay phan anh s6 doanh thu ban hang hoa, thanh pham, bat dong san
dau tu va cung cap dich vy di trir cac khoan giam trir (chiét khau thuong mai, giam
gid hang ban, hang ban bi tra lai, thué tiéu thu dac biét, thué xuat khau, thué GTGT
theo phuong phap truc tiép) trong ky bao cdo, lam cin ctr tinh két qua hoat dong
kinh doanh cua doanh nghi¢p.

Ma s6 10 = Ma s6 01 - Ma s 03,

Gid von hang ban (Ma sé 11)

Chi tiéu nay phan anh tong gia vn cua hang héa, bat dong san dau tu, gia
thanh san Xuat cia thanh pham da ban, chi phi truc tiép cua cac dich vu di cung cap,
chi phi khac duogc tinh vao hoac ghi giam gia vén hang ban trong ky bao céo. S6 liéu
dé ghi vao chi tiéu nay 1a luy ké sé phat sinh bén C6 cta Tai khoan 632 “Gia von
hang ban” trong ky béo cdo ddi ing bén No cua Tai khoan 911“Xac dinh két qua
kinh doanh” trén S6 cai hoac Nhat ky — S6 céi...

Loi nhud@n gép vé bdn hang va cung cap dich vu (Ma sé 20)

Chi tiéu nay phan anh s6 chénh léch giira doanh thu thuan vé ban hang hoa,
thanh pham, bt dong san dau tu va cung cap dich vu voi gia von hang ban phat sinh
trong ky bao cdo. Ma s6 20 = M4 s6 10 - Ma s6 11.

Doanh thu hogt déng tai chinh (Ma sé 21)

Chi tiéu ndy phan 4nh doanh thu hoat dong tai chinh thuin (Tong doanh thu
trir (-) thué GTGT theo phwong phap truc tiép (néu co) lién quan dén hoat dong tai



chinh) phat sinh trong ky bao céo cua doanh nghiép. Sé liéu dé ghi vao chi tiéu nay
1a luy ké s6 phat sinh No cta Tai khoan 515 “Doanh thu hoat dong tai chinh” ddi
g véi bén C6 TK 911 trong ky béo cdo trén So cai hoac Nhat ky — So cai..

Chi phi tai chinh (Ma sé 22)

Chi tiéu nay phan anh tong chi phi tai chinh, gdm tién 1di vay phai tra, chi phi
ban quyén, chi phi hoat dong lién doanh,... phat sinh trong ky bao cdo cuia doanh
nghiép. S6 lidu dé ghi vao chi tiéu nay 1a luy ké sb phat sinh Bén C6 TK 635 ddi
{rng véi bén No TK 911 trong ky bao cdo trén S6 cai hodc Nhat ky — S6 cai.

Chi phi ldi vay (Ma sé 23)

Chi tiéu nay ding dé phan anh chi phi 13i vay phai tra duoc tinh vao chi phi
tai chinh trong ky bao cao. SO liéu dé ghi vao chi tiéu nay dugc cin cir vao so ké
toan chi tiét tai khoan 635

Chi phi ban hang (M sé 24)

Chi tiéu nay phan anh tong chi phi ban hang hoa, thanh pham, bat dong san
dau tu, dich vu d cung cip trong ky bao cdo. S6 liéu dé ghi vao chi tiéu nay 1a tong
cong s6 phat sinh Co6 ctia Tai khoan 641 “Chi phi ban hang” ddi tng voi bén No cua
Tai khoan 911 “Xac dinh két qua kinh doanh” trong ky bao cdo trén S6 cai hoic
Nhat ky — So cai.

Don vi bao cao: .................
Piachiz.cccceviininicicncnnnes

BAO CAO KET QUA HOAT PONG KINH DOANH

Nam.........
Don vi tinh.............
Mi | Thuyét | Nim | Nim
CHI TIEU ) minh | nay | truwéc
1 2 3 4 5
1. Doanh thu ban hang va cung cap dich vu 01 V1.25
2. Cac khoan giam trir doanh thu 02

3. Doanh thu thuin vé ban hang va cung céap | 10
dich vu (10 = 01 - 02)

4. Gia von hang ban 11 V1.27
5. Loi nhuan goép vé ban hang va cung cap | 20
dich vu (20 = 10 — 11)

6. Doanh thu hoat dgng tai chinh 21 VI1.26
7. Chi phi tai chinh 22 V1.28
- Trong do. Chi phi 1ai vay 23




8. Chi phi ban hang 24
9. Chi phi quan ly doanh nghiép 25
10 Lgi nhuan thuan tir hoat dong kinh doanh | 30

{30=20+ (21 - 22) - (24 + 25)}

11. Thu nhap khac 31
12. Chi phi khac 32
13. Loi nhuin khac (40 = 31 - 32) 40
14. Téng lgi nhuan ké toan trwéc thué 50
(50 = 30 + 40)
15. Chi phi thué TNDNhién hanh 51 V1.30
16. Chi phi thué TNDNhoin lai 52 V1.30

17. Loi nhuan sau thué thu nhap doanh nghiép | 60
(60 =50-51-52)

18. Lii co ban trén ¢o phiéu (*) 70
Lap, ngay ... thang ... nam ...
Ngudi 1ap biéu K& toan truéng Giam déc
(K¥, ho tén) (Ky, ho tén) (Ky, ho tén, dong dau)

Ghi chii: (*) Chi tiéu nay chi dp dung ddi Véi céng ty c¢é phan.

Chi phi qudn Iy doanh nghigp (Ma sé 25)

Chi tiéu nay phan anh tong chi phi quan 1y doanh nghiép phat sinh trong ky
béo c40.S6 liéu dé ghi vao chi tiéu nay 1a tong cong sb phat sinh C6 cta Tai khoan
642 “Chi phi quan ly doanh nghiép” ddi ung véi bén No cua Tai khoan 911 “Xac
dinh két qua kinh doanh” trong ky bao céo trén So cai hoac Nhat ky — S6 ci..

Loi nhudn thuan tir hogt déng kinh doanh (Ma sé 30)

Chi tiéu nay phan anh két qua hoat dong kinh doanh cua doanh nghiép trong
Ky bao céo. Chi tiéu nay duoc tinh toan trén co so lgi nhuan gop vé ban hang va
cung cap dich vu cong (+) doanh thu hoat dong tai chinh trir (-) chi phi tai chinh, chi
phi ban hang va chi phi quan 1y doanh nghi¢p phat sinh trong ky béo cao.

Ma s6 30 = Mi s6 20 + (Mi s6 21 - Mi s6 22) - M s6 24 - Mi s6 25.

Thu nhdp khdc (M sé 31)

Chi tiéu nay phan anh cac khoan thu nhap khac (da trir thué GTGT phai nop
tinh theo phwong phap truc tiép) phat sinh trong ky béo c40.S6 liéu dé ghi vao chi
tiéu nay duogc cin ctr vao sb phét sinh bén No ciia TK 711 “Thu nhéap khac” d6i ting
véi bén C6 cua Tai khoan 911 “Xéc dinh két qua kinh doanh” trong ky bao cdo trén
S6 cai hoac Nhat ky — S6 cai..

Chi phi khdc (Mi s6 32)

Chi tiéu ndy phan anh cac khoan chi phi khac phat sinh trong ky béo c40.S6
licu dé ghi vao chi tiéu nay duoc cin ctr vao sb phat sinh C6 cta Tai khoan 811 “Chi



phi khac” ddi tng véi bén No cua Tai khoan 911 “Xac dinh két qua kinh doanh”
trong Ky bao céo trén So cai hoac Nhat ky — Sé ci..

Loi nhugdn khdc (M sé 40)

Chi tiéu nay phan anh s chénh 1éch giita thu nhap khéac (da trir thué GTGT
phai nop tinh theo phuong phap truc tiép) véi chi phi khac trong ky béo cdo.

Ma s6 40 = M2 sb 31 - Mi 6 32

Tong lgi nhudn ké todn trwéc thué (Ma sé 50)

Chi tiéu nay phan anh tong sé lgi nhuan thuc hién trong ky béo co cua
doanh nghiép truéc khi trir thué thu nhap doanh nghiép tir hoat dong kinh doanh,
hoat dong khac phat sinh trong ky bao cao. Mi s6 50 = Mi s6 30 + Ma s6 40.

Chi phi thué thu nhgp doanh nghiép hién hanh ( M sé 51)

Chi tiéu nay phan anh chi phi thué thu nhap doanh nghiép hién hanh phat sinh
trong nam bao c4o. SO liéu dé ghi vao chi tiéu nay duoc cin ctr vao tong sb phat sinh
bén C6 TK 8211 “Chi phi thué thu nhap doanh nghiép hién hanh” di ung véi bén
No TK 911 “Xéc dinh két qua kinh doanh” trén s6 ké toan chi tiét TK 8211, hoic
cin clr vao sb phat sinh bén No TK 8211 d6i tng voi bén C6 TK 911 trong ky bao
c4o (trudng hop nay s liéu duge ghi vao chi tiéu nay bang s6 am dudi hinh thic ghi
trong ngodc don (...))trén sb ké toan chi tiét TK 8211.

Chi phi thué thu nhgp doanh nghiép hodn lgi (Ma sé 52)

Chi tiéu nay phan anh chi phi thué thu nhap doanh nghiép hoan lai hoac thu
nhap thué thu nhap doanh nghiép hoan lai phat sinh trong nim béo cdo. So liéu dé
ghi vao chi tiéu ndy duoc cin clr vao tong sé phat sinh bén C6 TK 8212 “Chi phi
thué thu nhap doanh nghiép hoan lai” d6i ting véi bén Ng TK 911 “Xac dinh két qua
kinh doanh” trén s6 ké toan chi tiét TK 8211, hodc cin ctr vao sb phat sinh bén No
TK 8212 d6i ung véi bén C6 TK 911 trong ky bao cdo, (truong hop nay sb liéu
dugc ghi vao chi tiéu nay bang s6 4m dudi hinh thic ghi trong ngoic don (...))trén
s6 ké toan chi tiét TK 8212.

Loi nhudn sau thué thu nhdp doanh nghiép (Ma sé 60)

Chi tiéu nay phan anh tong s6 lgi nhuan thuan (hoic I8) sau thué tir cac hoat
dong cua doanh nghiép (sau khi trir chi phi thué thu nhap doanh nghiép) phat sinh
trong ky bao c40.Ma s 60 = Ma s6 50 - M s 51.

Lii co bén trén cé phiéu (Ma sé 70)

Chi tiéu nay dugc hudng dan cach tinh toan theo Thong tu s6 21 huéng dan
Chuan muc ké toan s6 30 “Lai trén cb phiéu”.

Lii co ban trén cd phiéu duoc tinh bang cach chia lgi nhuan hoic 15 phan bd
cho c6 dong s& hitu co phiéu pho thong ciia cong ty trong ky cho sé lugng binh quan
gia quyén cua sb ¢o phiéu pho thong dang luu hanh trong ky.

Lai Loi nhuan hozc 16 phan bo cho ¢6 phiéu phd thong (= Loi nhuan
co ban hoic 16 sau thué TNDN- Téng sé diéu chinh giam + Téng s diéu



trén = chinh tang)
c6 phiéu

S6 binh quén gia quyén cia cé phiéu dang lwu hanh trong ky

4. Thuyét minh bdo c4o tai chinh

Muc dich ciia Ban thuyét minh bdo cdo tai chinh

Ban thuyét minh bao céo tai chinh 1a mot bo phan hop thanh khong thé tach roi
ctia bao cdo tai chinh doanh nghiép dung dé mé ta mang tinh tuong thuat hodc phan
tich chi tiét cac thong tin s6 lidu da dugc trinh bay trong Bang can di ké toan, Bao
céo két qua hoat dong kinh doanh, Bao céo luu chuyén tién té cling nhu cac thong
tin can thiét khac theo yéu cau cua cac chuan muc ké toan cy thé. Ban thuyét minh
b4o céo tai chinh ciing co thé trinh bay nhiing thong tin khac néu doanh nghiép xét
thay can thiét cho viéc trinh bay trung thuc, hop 1y bao cdo tai chinh.

Nguyén tic \dp va trinh bay Ban thuyét minh bdo cdo tai chinh

(1) Khi l1ap bao céo tai chinh nim, doanh nghiép phai lap Ban thuyét minh bao
c4o tai chinh theo dung quy dinh tir doan 60 dén doan 74 caa chuan muyc ké toan sb
21 “Trinh bay bao cdo tai chinh” va huéng dan tai Ché d6 bao cdo tai chinh nay.

(2) Khi lap bao céo tai chinh giita nién do (ké ca dang day du va dang tom
lugc) doanh nghiép phai lap Ban thuyét minh bao céo tai chinh chon loc theo quy
dinh cua Chuan muc ké toan sé 27 “Béo céo tai chinh gifta nién d6” va Thong tu
huéng dan chuan muc.

(3) Ban thuyét minh bao céo tai chinh cua doanh nghiép phai trinh bay nhitng
noi dung dudi day:

+ Cac thong tin vé co s& lap va trinh bay bao céo tai chinh va cac chinh sach
ké toan cu thé duoc chon va ap dung ddi voi cac giao dich va cac su kién quan
trong;

+ Trinh bay cac thong tin theo quy dinh cua cac chuan muc ké toan chua dugc
trinh bay trong cc béo céo tai chinh khac (Céc thong tin trong yéu);

+ Cung cap thong tin bd sung chua duoc trinh bay trong cac bao céo tai chinh
khac, nhung lai can thiét cho viéc trinh bay trung thyuc va hop 1y tinh hinh tai chinh
cua doanh nghiép.

(4) Ban thuyét minh bao céo tai chinh phai dugc trinh bay mét cach co6 hé
théng. M&i khoan muc trong Bang cin di ké toan, Bao cao két qua hoat dong kinh
doanh va Béo cdo luu chuyén tién té can duoc danh diu dan téi cac thong tin lién
quan trong Ban thuyét minh bao céo tai chinh.



Pon vi bA0 CA0:.uueecrrecrennen. Mau s6 B 09 — DN
Piachii......cccoovviiiiin, (Ban hanh theo QP s6 15/2006/QD-BTC
ngay 20/03/2006 cta Bo truong BTC)

BAN THUYET MINH BAO CAO TAI CHINH
Nam ....(1)

I- Pic diém hoat dong cia doanh nghigp
1- Hinh thtic s hitu von
2- Linh vuc kinh doanh
3- Nganh nghé kinh doanh
4- Pic diém hoat dong cta doanh nghiép trong niam tai chinh c6 anh hudng dén bao
cao tai chinh.
I1- Ky ké toan, dom vi tién té sir dung trong ké toan
1- Ky ké toan nam (bt dau tir ngay..../..../.... két thiic vao ngdy ..../..../...).
2- Don vi tién té sir dung trong ké toan.
I11- Chuan mue va Ché dd ké toan ap dung
1- Ché d¢ ké toan ap dung
2- Tuyén bé Vé viéc tuan tha Chuan muc ké toan va Ché do ké toan
3- Hinh thirc ké toan ap dung
IV- Cac chinh sach ké toan ap dung
1- Nguyén tic ghi nhan cac khoan tién va cac khoan twong dwong tién.
Phuong phép chuyén doi cac dong tién khac ra dong tién sir dung trong ké toan.
2- Nguyén tic ghi nhan hang ton kho:

- Nguyén tac ghi nhan hang t6n kho;

- Phuong phép tinh gia tri hang ton kho;

- Phwong phap hach toan hang t6n kho;

- Phuong phap 1ap du phong giam gia hang ton kho.
3- Nguyén tac ghi nhan va khau hao TSCD va bat dong san dau tu:

- Nguyén tic ghi nhan TSCD (hiru hinh, vo hinh, thué tai chinh);

- Phuong phap khiu hao TSCPD (hiru hinh, v6 hinh, thué tai chinh).
4- Nguyén tic ghi nhan va khau hao bt dong san dau tu

- Nguyén tac ghi nhan bat dong san dau tu;

- Phuong phap khau hao bat dong san dau tu.
5- Nguyén tic ghi nhan cac khoan dau tu tai chinh:

- Céc khoan dau tu vao cong ty con, cong ty lién két, von gbp vao co sd kinh

doanh dong kiém soat;

- Cac khoan dau tu ching khoan ngan han;

- Cac khoan dau tu ngan han, dai han khac;

- Phuong phép 1ap du phong giam gia dau tu ngan han, dai han.



6- Nguyén tic ghi nhan va von hoa cac khoan chi phi di vay:
- Nguyén tac ghi nhan chi phi di vay;
- Ty 18 vén hoa duoc sir dung dé xac dinh chi phi di vay duoc vén héa trong
ky;
7- Nguyén tic ghi nhan va vn hoa cac khoan chi phi khéc:
- Chi phi tra trudc;
- Chi phi khac;
- Phwong phép phén bd chi phi tra truée ;
- Phuong phéap va thoi gian phéan b loi thé thuong mai.
8- Nguyén tac ghi nhan chi phi phai tra.
9- Nguyén tic va phuwong phap ghi nhan cac khoan du phong phai tra.
10- Nguyén tac ghi nhan vén cha s¢ hitu:
- Nguyén tac ghi nhan von dau tu cia chu so hitu, thing du von co phan, vén
khéc cua chu sé hitu.
- Nguyén tic ghi nhan chénh 1éch danh gia lai tai san.
- Nguyén tac ghi nhan chénh léch ty gia.
- Nguyén tac ghi nhan lgi nhuan chua phéan phoi.
11- Nguyén tic va phuong phap ghi nhan doanh thu:
- Doanh thu ban hang;
- Doanh thu cung céap dich vu;
- Doanh thu hoat dong tai chinh;
- Doanh thu hgp dong xay dung.
12. Nguyén tic va phuong phap ghi nhan chi phi tai chinh.
13. Nguyén tac va phwong phap ghi nhan chi phi thué thu nhap doanh nghiép hién
hanh, chi phi thué thu nhap doanh nghiép hoan lai.
14- Cac nghiép vu dy phong rii ro hbi doai.
15- Céac nguyén tic va phuong phap ké toan khac.

V- Théng tin bo sung cho cac khoan muc trinh bay trong Bang cin d6i ké toan

01- Tién Cubi nam Dau ndm
- Tién mat
- Tién giri ngan hang
- Tién dang chuyén

Cong

02- Cac khoan dau tu tai chinh ngan han: Cubi nam Pau nim
- Chiing khoan dau tu ngan han
- Pau tu ngan han khac
- Dy phong giam gia dau tu ngan han



Cong
03- Cac khoan phai thu ngan han khac Cudi nim
- Phai thu vé cb phan hoa
- Phai thu vé ¢é tac va loi nhuan dugc chia
- Phai thu nguoi lao dong
- Phai thu khac
Cong
04- Hang t6n kho Cubi nam
- Hang mua dang di duong
- Nguyén liu, vat li¢u
- Cong cy, dung cu
- Chi phi SX, KD dé dang
- Thanh pham
- Hang hoa
- Hang giri di ban
- Hang hoa kho bao thué
- Hang hoa bt dong san
yng gia gbc hang ton kho

* Gi4 tri ghi s6 ciia hang ton kho dung dé thé chap, cam ¢
dam bao cac khoan ng phai tra:..........

Pau nam

Pau nam

* Gia tri hoan nhap du phong giam gia hang ton kho trong nam:.......

* Céc truong hop hoic sy kién dan dén phai trich thém hoic

05- Thué va cac khoan phai thu Nha nuéc Cubi nam
- Thué thu nhap doanh nghiép nop thira
- Cac khoan khac phai thu Nha nudc:
Cong
06- Phai thu dai han noi bo
- Cho vay dai han noi bo
- Phai thu dai han noi b6 khac
Cong
07- Phai thu dai han khéic Cudi nam
- Ky quy, ky cugc dai han
- Cac khoan tién nhan uy thac
- Cho vay khong c¢ lai

Pau nam

DPau nam



- Phai thu dai han khac

Cong

08 - Tang, giam tai san ¢ dinh hitu hinh:

Khoan muc

Nha cua,
vat kién
trac

May
moc,
thiét
bi

tién

dan

Phuong

tai, truyén

TSCDb
httu
hinh

khac

Nguyén gia TSCD hiru hinh

SO du dau nam

- Mua trong nam

- Pau tu XDCB hoan thanh

- Tang khac
- Chuyén sang BBS BT
- Thanh ly, nhuong ban
- Giam khac

—~ o~ —~

—~ —~ —~

—~ —~ —~

—~ —~ —~

—~ o~ —~

SO du cudi nam

Gi4 tri hao mon liiy ké

SO du dau nam

- Khau hao trong nim

- Tang khac

- Chuyén sang BDSDT
- Thanh ly, nhugng ban
- Giam khac

—~ o~~~

—~ o~~~
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—~ o~~~

—~ —~
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SO du cudi nam

Gia tri con lai cia TSCD

hiru hinh

- Tai ngay dau nam
- Tai ngay cudi nam

- Gid tri con lai cuéi nam ciia TSCP hitu hinh dd ding dé thé chap, cam cé dam

bdo cac khoan vay:

- Nguyén gid TSCD cudi ndm da khdu hao hét nhung van con sir dung:

- Nguyén gic TSCP cudi ndm cho thanh Iy:

- Cdc cam két vé Viéc mua, ban TSCP hiru hinh c6 gid tri \6n trong twong lai:
- Cdc thay d6i khdc vé TSCP hitu hinh:
09- Ting, giam tai san ¢ dinh thué tai chinh:

Khoan muc

Nha
cua,

May
moc,
vat thiét

Phuong
tién
van tai,

TSCDb
htru
hinh

Tai san
cd dinh
vO

Tong
cong




kién
trac

bi

truyén
dan

hinh

Nguyén gia TSCD thué tai
chinh

SO du dau nam

- Thué tai chinh trong nam

- Mua lai TSCD thué tai
chinh

- Tang khac

- Tra lai TSCD thué tai
chinh

- Giam khac
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SO du cudi nam

Gi4 tri hao mon liiy ké

SO du dau nam

- Khau hao trong nim

- Mua lai TSCD thué tai
chinh

- Tang khac

- Tra lai TSCD thué t/chinh

- Giam khac
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SO du cudi nam

Gia tri con lai cia TSCD
thué tai chinh

- Tai ngay dau nam
- Tai ngay cudi nam

* Tién thué phdt sinh thém dwoc ghi nhdn la chi phi trong nam:

* Can cir dé xdc dinh tién thué phat sinh thém:

* Piéu khodn gia han thué hodc quyén dwoc mua tdi san:
10- Tang, giam tai san ¢b dinh v6 hinh:

Khoan muc

Quyén
su dung
dat

Quyén
phat
hanh

Ban quyén,
bang
sang ché

TSCD
vO hinh
khac

Nguyén gia TSCD vo6 hinh

SO du dau nam

- Mua trong nam
- Tao ra tir noi bo DN
- Tang do hop nhat kinh

—~ —~
o

—~ —~
o




doanh
- Tang khac
- Thanh ly, nhugng ban
- Giam khac
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SO du cudi nam

Gia tri hao mon liiy ké

SO du dau nam

- Khiu hao trong nim

- Tang khac

- Thanh ly, nhuong ban
- Giam khac
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SO du cudi nam

Gia tri con lai cia TSCD
vo hinh

- Tai ngay dau nam

- Tai ngay cudi ndm

* Thuyét minh sé liéu va gidi trinh khdc:

11- Chi phi xay dyng co ban do dang:
- Tong s6 chi phi XDCB dé dang:

Trong d6 (Nhitng cong trinh 16n):

+ Cong trinh..............
+ Cong trinh..............

12- Tang, giam bat dong san dau tu:

Cudi nam

Pau nam

Khoan muc

SO
dau nam

Tang
trong nam

Giam
trong nam

SO
CUO1 nam

Nguyén gia bat dong san dau tw

- Quyén str dung dat

- Nha

- Nha va quyén sir dung dt
- Co s6 ha tang

Gia tri hao mon liiy ké

- Quyén sir dung dat

- Nha

- Nha va quyén sir dung dt
- Co s6 ha tang

Gia tri con lai ciia BPS dau tw

- Quyén st dung dat




- Nha
- Nha va quyén sir dung dt
- Co s6 ha tang

* Thuyét minh sé liéu va gidi trinh khdc:
13- PAu tu dai han khac: Cudi ndim Pau nam
- Pau tu ¢b phiéu
- Pau tu trai phiéu
- Pau tu tin phiéu, ky phiéu
- Cho vay dai han
- Pau tu dai han khac
Cong
14- Chi phi tra trudc dai han Cubinim Pau nim
- Chi phi tra trudc vé thué hoat dong TSCD
- Chi phi thanh 1ap doanh nghiép
- Chi phi nghién ctru ¢ gia tri 16n
- Chi phi cho giai doan trién khai khong du tiéu chuan ghi
nhan la TSCD vo hinh

Cong
15- Vay va no ngan han Cubinim Pau nim
- Vay ngan han
- No dai han dén han tra
Cong .
16- Thué va cac khoan phai nop nha nudc Cubinim Pau nim
- Thué gia tri gia ting
- Thué tiéu thy dic biét
- Thué xuat, nhap khau
- Thué thu nhap doanh nghiép
- Thué thu nhap c4 nhan
- Thué tai nguyén
- Thué nha dét va tién thué dat
- Céc loai thué khac
- Cac khoan phi, I¢ phi va cac khoan phai nop khac
Cong
17- Chi phi phai tra Cubinim Dau nim
- Trich trudc chi phi tién luong trong thoi gian nghi phép
- Chi phi stra chira lon TSCD
- Chi phi trong thoi gian nguing kinh doanh




Cong

18- Cac khoan phai tra, phai nop ngan han khac
- Tai san thtra cho giai quyét
- Kinh phi cong doan
- B4o hiém x4 hoi
- Bao hiémyy té
- Phai tra vé c6 phan hoa
- Nhén ky quy, ky cuoc ngin han
- Doanh thu chua thuc hién

- Cac khoan phai tra, phai ndp khac

Cong

19- Phai tra dai han noi bo
- Vay dai han ndi bo

- Phai tra dai han ndi bo khac

Cong

20- Vay va no dai han
a - Vay dai han
- Vay ngan hang

- Vay d6i tuong khac

- Tréai phiéu phat hanh
b - No dai han

- Thué tai chinh

- No dai han khac

Cong

c- Cac khoan nog thué tai chinh

Cudinam Daunam

Cudinam Dau nam

Cudinam Daunam

Nam nay Nam trudc
Thoihan | Téng khoan | Tratién | Trano | Tong khoan | Tra  tién | Tra no
thanh  toan | 13ithué | gdc thanh toan | 13i thué | goc
tién thué tai tién thué TC
chinh
T 1 nam
trg xuéng
Trén 1
nam dén 5
nam

Trén 5




nam

21- Tai san thué thu nhap hodn lai va thué thu nhap hodn lai phai tra
a- Tai san thué thu nhap hoan lai:

Cubdinim  Paunim
- Tai san thué thu nhap hodn lai lién quan dén
khoan chénh 1éch tam thoi dugc khau trur
- Tai san thué thu nhap hoan lai lién quan dén
khoan 15 tinh thué chua st dung
- Tai san thué thu nhap hodn lai lién quan dén
khoan vu dii tinh thué chua sir dung
- Khoan hoan nhap tai san thué thu nhap hoén lai
da dugc ghi nhan tr cac nam trudc
Tai san thué thu nhap hodn lai
b- Thué thu nhap hodn lai phai tra Cudinim  DPaunim
- Thué thu nhap hoan lai phai tra phat sinh tir cac khoan
chénh 1éch tam thai chiu thué
- Khoan hoan nhap thué thu nhap hodn lai phai tra di duoc
ghi nhan tr cac nam trudc
- Thué thu nhap hoan lai phai tra
22- \/6n chi s¢ hitu
a- Bang dbi chiéu bién dong caa vén chi so hitu
Vén | Thang | Vén | CO | Chénh | Chénh Nguon
dau | duvén | khoc | phiéu | léch léch von
fur co cia | quy | danh | ty gia dau tu | Cong
cia | phan | cha gialai | hoi XDCB
chu SO taisan | doai
SO hitu
hitu
A 1 2 3 4 5 6 7 8 9
S6 dw diu nim
truéc
- Tang vén trong
NT
- Lai trong
nam trudc
- Tang khac

- Giam vén trong
NT




- L6 trong nim
truoc
- Giam khac

S6 dw cudi nim
trudc

S6 dw diu nim
nay

- Tang von trong
nam nay

- Lo61 trong nam
nay

- Tang khac

- Giam vén trong
nam nay

- L6 trong nim nay

- Giam khac

S6 dw cudi nim
nay

Cubi nam
b- Chi tiét vn dau tu cta chu so hitu
- Vén gop ciia Nha nuéc
- Vé6n gop cua cac dbi tuong khac
Cong
* Gi4 tri trai phiéu di chuyén thanh c6 phiéu trong nim
* S lwong c6 phiéu quy:
c- Cac giao dich vé von véi cac chu sé hiru va phan phdi c6 Nam nay
tuc, chia loi nhuan
- Vén dau tu ctia chu so hitu
+ Vén goép dau nim
+ Von gop ting trong ndm
+ Von gop giam trong nam
+ Von gop cudi nam
- C6 tuc, loi nhuan da chia
d- C6 tic
- C6 tirc da cong bd sau ngay két thic ky ké toan nim:

Pau nam

Nam trudc




d- C phiéu Cudi nim
- S6 lwong ¢o phiéu dang ky phat hanh
- S6 lwong cb phiéu d3 ban ra cong ching
+ C6 phiéu phd thong
+ Cb phiéu wu dai
- Sb luong ¢ phiéu duoc mua lai
+ Cb phiéu phd thong
+ Cb phiéu wu di
- S6 lugng ¢b phiéu dang luu hanh
+ C6 phiéu pho thong
+ C6 phiéu uu dai
* Ménh gid cé phiéu dang luu hanh :............cccceeveeunan...
e- Cac quy cua doanh nghiép:
- Quy dau tu phat trién
- Quy du phong tai chinh
- Quy khac thudc von chu sg hitu
* Muc dich trich lap va st dung cac quy caa doanh nghiép

Pau nam

g- Thu nhap va chi phi, 13i hoic 16 dugc ghi nhan tryc tiép vao Von cha so hitu

theo qui dinh cua cac chuan muc ké toan cu thé.

23- Nguén kinh phi Niam nay
- Ngudn kinh phi dwoc cip trong nam
- Chi su nghiép (...)

- Nguén kinh phi con lai cudi nam

24- Tai san thué ngoai Cubi ndm
(1)- Gia tri tai san thué ngoai
- TSCD thué ngoai
- Tai san khac thué ngoai
(2)- Tong sb tién thué tdi thiéu trong tuong lai cua hop
dong thué hoat dong tai san khong hiy ngang theo
cac thoi han
- Tir 1 nam tré xubng
- Trén 1 nim dén 5 nim
- Trén 5 nam
VI- Théng tin b6 sung cho cac khoan muc trinh bay trong
Bio cdo két qua hoat dong kinh doanh (Pon vi tinh:

Nam nay

Nam trudc
(...)

Pau nam



25- Téng doanh thu ban hang va cung cap dich vu (M3 sb 01)

Trong do:

- Doanh thu ban hang

- Doanh thu cung cap dich vu

- Doanh thu hop dong xay dung (Ddi véi doanh nghiép co
hoat dong xay 1ap)

+ Doanh thu cia hop déng xdy dung dugc ghi nhan trong

ky;

+ Téng doanh thu luy ké cua hop dong xay dung duoc ghi
nhan dén thoi diém Iap bao céo tai chinh;

26- Céac khoan giam trir doanh thu (M3 s6 02)
Trong do:
- Chiét khau thuong mai
- Giam gia hang ban
- Hang ban bi tra lai
- Thué GTGT phai ndp (phuong phap truc tiép)
- Thué tiéu thy dac biét
- Thué xuat khau
27- Doanh thu thuan vé ban hang va cung cap dich vu (M4 sb
10)
Trong do:
- Doanh thu thuan trao d6i san pham, hang hoa
- Doanh thu thuan trao d6i dich vu

28- Gia von hang ban (Ma s 11) Namnay  Nam trudc
- Gia von cua hang hoa di ban
- Gia von cua thanh pham da ban
- Gia vén cua dich vu di cung cap
- Gi4 tri con lai, chi phi nhugng ban, thanh 1y cua
BDS dau tu di ban
- Chi phi kinh doanh Bat dong san dau tu
- Hao hut, mat mat hang tén kho (..) (..)
- Céac khoan chi phi vugt mac binh thuong
- Dy phong giam gia hang ton kho
Cong

29- Doanh thu hoat dong tai chinh (M3 s6 21) Nam nay Nam trudc
- Lai tién giri, tién cho vay



- Lai dau tu trai phiéu, ky phiéu, tin phiéu

- C6 tuac, loi nhuan duoc chia

- Lai ban ngoal t¢

- Lai chénh 1éch ty gia da thuc hién

- Lai chénh 1éch ty gia chua thuc hién

- Lai ban hang tra cham

- Doanh thu hoat dong tai chinh khac
Cong

30- Chi phi tai chinh (M3 s 22) Nam nay Nam trudc
- L4i tién vay
- Chiét khau thanh toan, 13i ban hang tra cham
- L3 do thanh 1y cac khoan dau tu ngan han, dai han
- L4 ban ngoai té
- L6 chénh léch ty gia da thuc hién
- L6 chénh léch ty gia chua thuc hién
- Du phong giam gia cac khoan dau tu ngan han, dai
han
- Chi phi tai chinh khac
Cong

31- Chi phi thué thu nhap doanh nghiép hién hanh (Ma s6 51) Nam nay Nim trudc
- Chi phi thué thu nhap doanh nghiép tinh trén thu nhap chiu
thué nam hién hanh
- Piéu chinh chi phi thué thu nhap doanh nghiép cia cac nim
trude vao chi phi thué thu nhap hién hanh nam nay
- Tong chi phi thué thu nhap doanh nghiép hién hanh

32- Chi phi thué thu nhap doanh nghiép hoan lai (Ma s652)  Nim nay Nam trudc
- Chi phi thué thu nhap doanh nghiép hoan lai phat sinh tir

cac khoan chénh 1éch tam thoi phai chiu thué
- Chi phi thué thu nhap doanh nghiép hoan lai phat sinh tir

viéc hoan nhap tai san thué thu nhap hoan lai

- Thu nhap thué thu nhap doanh nghiép hoan lai phat sinh tir (...) (...)
cac khoan chénh 1éch tam thoi duoc khau trir

- Thu nhap thué thu nhap doanh nghiép hoan lai phat sinh tir (...) (...)
cac khoan 13 tinh thué va wu dai thué chua sir dung

- Thu nhap thué thu nhap doanh nghiép hoan lai phat sinh tir (...) (...)

viéc hoan nhap thué thu nhap hodn lai phai tra



- Tong chi phi thué thu nhap doanh nghiép hoan lai

33- Chi phi san xuat, kinh doanh theo yéu tb Niamnay Nim trudc
- Chi phi nguyén liéu, vat liéu
- Chi phi nhan cong
- Chi phi khau hao tai san ¢ dinh
- Chi phi dich vu mua ngoai
- Chi phi khac bang tién
Cong

VI11- Théng tin bd sung cho cac khoin muc trinh bay trong Bao c4o luu chuyén
tién té (Ponvitinh:................. )
34- Cac giao dich khong bang tién anh huéng dén bao cao luu chuyén
tién té va cac khoan tién do doanh nghiép nam giir nhung khong duoc sir dung
Namnay  Nam trudc
a- Mua tai san bang cach nhan cac khoan ng lién quan
tryc tiép hoic thong qua nghiép vu cho thué tai
chinh:
- Mua doanh nghiép théng qua phat hanh cb phiéu:
- Chuyén no thanh von chu sé hitu:
b- Mua va thanh ly cong ty con hoac don vi kinh doanh
khac trong ky bao céo.
- Tong gia tri mua hoic thanh 1y;
- Phan gia tri mua hoic thanh 1y duoc thanh toan
bang tién va cac khoan twong duong tién;
- S tién va cac khoan tuong duong tién thuc co
trong cong ty con hodc don vi kinh doanh khac duogc
mua hoac thanh ly;
- Phan gia tri tai san (Tong hop theo ting loai tai
san) va no phai tra khong phai 13 tién va cac khoan
tuong duong tién trong cong ty con hodc don vi kinh
doanh khac dugc mua hoac thanh 1y trong ky.
c- Trinh bay gia tri va Iy do ciia cac khoan tién va
tuong duong tién Ion do doanh nghiép nam git
nhung khong duoc sir dung do c6 su han ché cua
phap luat hoac cac rang budc khac ma doanh nghiép
phai thuc hién.
VI11- Nhirng thong tin khac



1- Nhitng khoan no tiém tang, khoan cam két va nhiing thong tin tai chinh khéc:

4- Trinh bay tai san, doanh thu, két qua kinh doanh theo bé phén (theo linh vuc kinh
doanh hoic khu vuc dija 1y) theo quy dinh ciia Chuan muc ké toan sb 28 “Bao

5- Thong tin so sanh (nhirng thay ddi vé thong tin trong bo céo tai chinh cua céac
nién do ké toan trude):
6- Thong tin v& hoat dong L8N tUC: .........eeee i,
/- Nhirng thong tin khac. (3)
Lap, ngay ... thang ... nam ...
Nguai 1ap biéu Ké toan truéng Giam déc
(K¥, ho tén) (Ky, ho tén) (Ky, ho tén, dong dau)



TOM TAT BAI 3

Trong bai ndy, mot s6 ndi dung chinh duoc gidi thiéu:

- M6t s6 khai niém: bao céo tai chinh, bao cao két qua kinh doanh...

- Nguyén tic lap céc chi tiéu trén bao cdo tai chinh

- Phuong phép 1ap cac chi ti€u trén bao cdo tai chinh

< CAUHOI BAI 3
1. Khai niém bao cao tai chinh? C6 bao nhiéu loai bao cao phai Iap khi két thuc
nam tai chinh?
2. Néu cac nguyén tic va ¥ nghia ctia bao cdo tai chinh, két qua kinh doanh, luu
chuyén tién t&?
3. Phuong phap lap bédo cao tai chinh tai DNN& vura?
4. Phuong phép 1ap bao cao két qua kinh doanh



BAI 4. REN LUYEN KY NANG

< GIOI THIEU BAI 4

Bai 4 gigi thiéu vé quy trinh thiét ké va thuyét trinh trén phan mém PowerPoint
vé cac phan hanh ké toan.

< MUC TIEU BAI 4

Sau khi hoc xong bai nay, nguoi hoc co kha nang:

> Vé kién thiic

- Trinh bay va gidi thich dwoc ni dung cic phwong phdp thiét ké trén phan
mém PowerPoint

- Van dung dwoc kha néng thiét ké vaobai thuyét trinh ké todn trong thuc té.

> Véky ning:

- Nhan dién dwoc bai thuyét trinh trén phdn mém PowerPoint

- Mb ta dwoc chc phwong phdp thiét ké bai thuyét trinh bang phan mém
PowerPoint

- Lwa chon dwoc phirong phdp thiét ké téi wu khi bdo cdo trong té chirc.

> Vé ning luc tw chii va trach nhiém:

- Y thite dwoc tam quan trong va y nghia thuc tién cua thuyét trinh ké todn
bang phan mém PowerPoint

- Tudn thu noi quy, quy dinh noi lam viéc.

< PHUONG PHAP GIANG DAY VA HQC TAP BAI 4

- Déi Véi nguwoi day: sir dung phwong phdp giang giang day tich cuc (dién giang,
Vén ddp, day hoc theo vdn dé); yéu cau nguwoi hoc thuc hién cdu héi thao ludn va bai tap
bai 4 (ca nhan hoac nhom).

- Déi Vé&i nguoi hoc: chi déng doc triwede gido trinh (bdi 4) trudc budi hoc;
hoan thanh day di cdau héi thao lugn va bai tdp tinh huéng bai 4 theo cd nhédn hodc
nhém va nop lai cho nguoi day dung thoi gian quy dinh.

< PIEU KIEN THUC HIEN BAI 4

- Phong hoc chuyén mén hoa/nha xwong: Khong

- Trang thiét bj mdy méc: May chiéu va céac thiét bi day hoc khéc

- Hoc ligu, dung cu, nguyén vat ligu: Chuong trinh mon hoc, gido trinh, tai
ligu tham khao, giao an, phim anh, va cac tai li¢u lién quan.

- Cdc diéu kign khdc: Khong c6

<» PHUONG PHAP KIEM TRA VA DANH GIA BAI 4

- Noi dung:

v’ Kién thirc: Kiém tra va danh gid tat ca néi dung da néu trong muc tiéu kién

thuic

v' Ky néng: Pdanh gid tat ca noi dung da néu trong muc tiéu ki ndng.

v Ndang luc ty chii va trdch nhiém: Trong qud trinh hoC tdp, nguoi hoc can:

+ Nghién ciru bai trude khi dén 16p



+ Chudn bj day du tai liéu hoc tap.
+ Tham gia ddy di thoi liong mén hoc.
+ Nghiém tuc trong qud trinh hoc tap.

- Phwong phap:

v’ Diém Kiém tra thuwong xuyén: khong cé

v Kiém tra dinh thgee hanh: 2 diém kiém tra
+ Hinh thirc: Kiém tra san phdam va van ddp
+ Cong cu: Bai lam cua hoc sinh
+ Thoi gian: 60 phut



NQI DUNG BAI 4
1. Tin hgc van phong

1.1. Sur dung Microsoft Word
(2) Dinh dang van ban (Text)

Chon (t6 den) van ban mudn dinh dang — chon tab Home — nhom Font

- A‘ ||'_|"' Jﬂﬁa - ;'

Times Mew Ro - 12

."."". - a_t? - A -

B I U ~abe x, X°

Biéu tuong
ma rong
chirc nang

\ iy

Font
Hinh 3.14. Nhom chuee nang Font

Times Mew Rom -
°

: Chon kiéu chi

2.7 Chon kich thudc (c) chix

e A A Tang va giam kich thudc chix

e 427 (Change Case): Chuyén ddi hoa thuong (hoac Shift+F3)

Tinh nang Cong dung Vidu
Sentence case Chir hoa dau dong nguyén vin a Nguyén vin a
Lowercase Chir thuong NGUYEN nguyén vin a
VAN A
UPPERCASE Chir hoa nguyénvina | NGUYEN VAN
A
Capitalize  Each | Chit hoa ky tu dau nguyén vin a Nguyén Vin A
Word
tOGGLE cASE | Chuyén hoa ra thuong va | Nguyén Vin A | nGUYEN vAN
nguoc lai a

v (Clear Formatting): x6a dinh dang da thiét 1ap
B (Bold): In dam (hoic Ctrl+B)

£ (Italic): In nghiéng (hoac Ctrl+l)

U (Underline): Gach dudéi (hoic Ctrl+U)

ke (Strikethrough): Nét gach don giira chir

X: (Subscript): Chi s6 dudi (hodc Ctrl =)

x* (Superscript): Chi sb trén (hodc Ctrl Shift +)

k4 (Text Highlight Color): Mau nén van ban
4- (Font Color): Mau chir

" (Text Effects): Hiéu (ng chit (& trinh bay chi tiét trong Word Art)




Cac chuc nang khac: Chon biéu tuong mé rong trén nhém Font, xuét hién hop

thoai
Font ? X
Font  Advanced

Font: Font style: Size:
Times Mew R.oman Regular 12
Tekton Pro - 8 ~
Tekton Pro Cond Italic g
Tekton Pro Ext Bold 10

Set As Default

Bold Italic 11

W
imes Mew Roman v

Font color:

Underline style: Underline color:

Automatic ~ | | (none) ~ Automatic

Effects

[ strikethrough [ small caps

[ Double strikethrough [ all caps

[ superscript [ Hidden

[ subscript
Preview

Nguyén Dang Thé Vinh

This is & TrueType font. This font will be used on both printer and screen.

Text Effects. ..

Cancel

Hinh 3.15. Hop thogi Font

Tab Font: Xac dinh dang chi, kiéu chit
Font: Chon font chit can sir dung
Font style: Kiéu chit (Regular: thuong, Italic: nghiéng, Bold: dam...)

Size: Kich thudc (co)
Font color: Mau chtr

chi

Underline style: Cac kiéu gach chan cua chit

Underline color: Mau

cua duong gach chan

Effects: Mot s6 hiéu tng khac

Hiéu wng Cong dung Vidu
Strikethrough nét gach don gitta chit | Hang
Double strikethrough | nét gach doi giita chir | Hang
Superscript chi s6 trén X?
Subscript chi s6 dudi H.0
Small caps Chir hoa nho hang | HANG
All caps Chir hoa 16n hang | HANG
Hidden an ndi dung

e Preview: Xem trudc dinh dang

e Advanced: Dé xac dinh khoang cach va vi tri cta cac ky tu.

Dinh dang doan van

Dinh dang doan (Paragraph)




- Doan vin (Paragraph) bao gdm mét hodc nhiéu dong, dén khi ngudi ding
nhan phim enter.
- Chon doan vian muén dinh dang — chon tab Home — nhom Paragraph

o — q — = = .|‘I!|.
DT iz v AT IR EE z,l bl
e A Bicu tugng
=S === = | - - Mo rong
churc nang
Paragraph 1

Hinh 3.16. Nhdm churc nang Paragraph

|

(Align Text Left): Canh trai (hoac Ctrl+L)
Center): Canh gitra (hoac Ctrl+E)

Align Text Right): Canh phai (hoac Ctrl+R)
(Justify): Canh déu (hoic Ctrl+J)

(
(

b=
*= (Line and Paragraph Spacing): Gian dong (khoang cach gitra cac dong)
Céac chtrc ning mé rong: chon biéu twong md rong trén nhom Paragraph, xut

hién hdp thoai
Paragraph ? =
{Indents and Spacing | Line and Page Breaks
General
Alignment: Left ~
Outline level: |Body Text b
Indentation
Left: 0cm = Special: By:
Right: ocm  [5 First line | |1em £
[ Mirror indents
Spacing
Before: apt = Line spacing: Al
After: opt = Single ~ =
[] Don't add space between paragraphs of the same style
Preview
Tabs... Set As Default Cancel

Hinh 3.17. Hop thoai Paragraph
- Tab Indents and Spacing:

e General
= Alignment: Canh 18 vin ban, Left (trai), Right (phai), Justified (déu),

Centered (gitra)



= Qutline level: Thiét lap dé muc cfip do (trong ph'?m muc luc s€ néu cu
thé)
e Indentation: Khoang cach 1& van ban
= Left: Khoang céch tir 18 trai
= Right: Khoang céach tir 18 phai
= Special:
v None: Khong
v’ First line: Thut diu dong (chi dong dau tién) cach 18 trai
mot gia tri (gia tri dugc xac dinh trong By).
v' Hanging: Thut ddu dong (trir dong dau tién) cach 1& trai mot
gia tri (gia tr1 dugc xac dinh trong By).
e Spacing: Khoang cach cac dong
= Before: Khoang cach trén mdi doan
= After: Khoang cich duéi mdi doan
= Line Spacing: Khoang cach giira cac dong (At: thiét 1ap khoang cach
gian dong)
Dinh dang Bullets, Numbering
- Dinh dang Bullets
eChon doan vian ban can tao Bullet. Chon tab Home — nhém

a—|w

Paragraph — chon biéu tuong Bullets — Chon kiéu Bullet

mubn thiét 1ap.
Bullet Library

None ® O [ | + o

> v

Document Bullets

*

o VvV O m o &

m O -

Define Mew Bullet...

Hinh 3.18. Bullet Library

L4

e Néu mudn chon kiéu Bullet khac, chung ta chon véao biéu tuong
Bullets — chon Define New Bullet, xuét hién hop thoai Define New



Bullet, chon Symbol... sau d6 chon ky tu hoic c6 thé chon Picture,
Font.

Define Mew Bullet 7 ot

Bullet character

Symbal... Picture... Font...
Alignment:
Left ~

Preview

Cancel

Hinh 3.19. Dinh nghia mot Bullet moi
Dinh dang Numbering
e Chon doan van ban can danh sb

TS

eChon tab Home — nhom Paragraph — chon biéu tuong
Numbering — Chon kiéu Numbering muén thiét 1ap

Document Number Formats

2.1 a. i.
22 b. ii.
2.3 C. ifi.

41.
42
43

Define New Mumber Format...

Hinh 3.20. Cac tuy chon chirc nang Numbering
eNéu muén chon kiéu Number khac, chung ta chon vao biéu twong

i

-

CT

Numbering — Chon Define New Number Format, xuat hién



hop thoai Define New Number Format, trong muc Number style,
chon kiéu can thiét lap (1,2, 3..., L IL II..., A, B, C...)
Define Mew Mumber Fermat ? b

Mumber format
Mumber style:
1, 2, 3, .. v Font...

Mumber format:
1.

Alignment:
Left -

Preview

Cancel

Hinh 3.21. Hop thoai Define New Number Format
Thiét lgp diém dirng (Tab)

- Pé dat duoc tab trén van ban, chung ta phai hién thi thanh thudc, dé hién
thi thanh thudc trén van ban, chon tab View — nhom Show — Nhén chon
vao Ruler.

- Diéu chinh loai tab can dit & vi tri dau thanh thude, Nhép chudt trai vao
thanh thudc ngang dé dit tab.

Diéu chinh Dit tab vao trén
cac loal tab thanh thudc

@ !'I'Z'I'l'l'E'I'l'l'2'{'E'I'4'J_'E'I'5' - TN T U R S R = T SIS RN s v A
I T T T T T

Hinh 3.22. Thanh thudc ngang

Mot s loai tab

o [L!Left Tab (tab trai): Vi tri bat du tir trai sang phai.

e %/ Center Tab (tab giira): Nam giira vi tri dit tab.

o 4/ Right Tab (tab phai): Vi tri bat du tir phai sang trai.

e = Decimal Tab (tab nhi phan): Binh vj tri ddu phan cach phan thap phan.

e [1/Bar Tab: Chén thanh thang ding tai vi tri dit tab (khong dinh vi tri cho text).



- Sau khi thiét 1ap cac tab trén thanh thudc xong, chon Nhép dtp chudt vao bat ky
tab nao da thiét lap

Tab gitra (Center) Tab trai (Left) Tab phai (Right)
%1 1.y / 3 4.y /_ 8 5. 100 11 2. 130 14 _,i R
STT Ho tén Pia chi
1 Nguj,'én Van A 123 Hung Virong, P3, Q3
2 Nguyén Vin B 345 Lac Hong, P3, Q6

Hinh 3.23. Vi du minh hoa Tabs
- Xuét hién hop thoai Tabs.

Tahs ? x

Tab stop position: Default tab stops:

lem 1.27 cm =

-

1cm
7 am Tab stops to be deared:

10.5 cm

Alignment

() Left (®) Center () pight
() Decimal () Bar

Leader

(®) 1Mone (12, () 3 e
Oa___

Set Clear Clear all

Ok Cancel

Hinh 3.24. Hop thogi Tabs
e Tab stop position: Gia tri cac vi tri dat tab
e Default tab stops: Khoang cach dung mac dinh
e Alignment: Canh I¢ tab
e Leader: Kiéu hién thi gitta cac vi trf tab
o N1t Set dé thiét lap cai dat mot tab
e Nut Clear dé xéa tab duoc chon, Clear All x6a hét tab
Dinh dang khung va nén (Borders and Shading)
- Chon ndi dung can dinh dang

- Chon tab Design — nhém Page Background — chon biéu tuong j Page
Borders, xuét hién hop thoai
e Borders: Thiét lap khung vién



Borders and Shading 7 x
Borders | Page Border  Shading
Setting: Style: Preview
i . Click on diagram below or use
Mone buttons to apply borders
| Box - 0
Shadow .
W
E color:
3D
- Automatic e
Width:
E_ Custom Yapt o
me Apply to:
Paragraph w
Options...
Horizontal Line... Cancel

Hinh 3.25. Hop thoai Borders and Shading — Tab Borders
= Setting: Xac dinh dang duong vién
= Style: Chon kiéu duong vién
= Color: Mau duong vién
= Width: Do day cua vién
= Preview: Xem trudc thiét lap, dong thoi gan/gd bo cac canh cia
duong vién
= Apply to: Ap dung trén Paragraph (doan), Text (vin ban)



Shading: Thiét Iap nén

Borders and Shading ? X
Borders  Page Border  Shading
Preview
Patterns
Style: |:| Clear i
Color: Automatic
Apply to:
Paragraph w
Horizontal Line... OK Cancel

Hinh 3.26. Hop thoai Borders and Shading — Tab Shading
»  Fill: Chon mau nén
= Patterns: Chon kiéu nén duoc cai dit sin
= Preview: Xem trudc thiét lap
= Apply to: Ap dung trén Paragraph (doan), vin ban (text)
e Page Border: Binh dang khung cho trang

Borders and Shading ? >
Borders Page Border  Shading
Setting: Style: Preview
N . Click on diagram below or
MHone use buttons to apply borders
D T I . B
I:l Shadow .
v T
color e e
: | 3-D
- Automatic ~
Width: 3
5 Custom % pt
- Apply to:
Art: Whole document v
nane
[ ) ~ Options...

Hinh 3.27. Hop thoai Borders and Shading — Tab Page Border

= Setting, Style va Preview c6 tac dung gidng dinh dang khung cho
doan



*  Apply to: Pham vi ap dung déng khung
Kiéu dang (Style)
Kiéu dang (style) 1a cac dinh dang duoc thiét 1ap san font chit, kich thudc chit,
mau chir...
- Ap dung style cho vin ban
e Chon ndi dung van ban can ap dung style

g 1 2
Nguyén Van A

Hinh 3.28. Chon néi dung can dp dung style
e Chon tab Home — nhém Styles— chon style can sir dung (chon kiéu
Title)

AaBbCcDe| AaBbCeDe AaBh(C¢ AaBbCcL /—\alj AaBbCcC AaBbCcD: AaBbCcD:
TMormal | TMeo Spac.. Headingl Heading 2 Title Subtitle  Subtle Em... Emphasis

AaBbCcD: AaBbCcDt AaBbCcDi AoBbCcDi AMBBECCDC AMBBCCDC AaBbCcDd AaBbCcDc
Intense E... Strong Cuote Intense Q... Subtle Ref.. IntenseR.. BookTitle T List Para..

A4 Create a Style
#9 Clear Formatting

4, Apply Styles...

o Két qua style Title duoc ap dung
g 1 2 3 4 5
Nguyen Van A

Hinh 3.30. Kiéu dang Title dwoc dp dung
- Huy bo style da ap dung

e Chon vin ban da 4p dung style can huy bo
g 1 2 3 i 5
Nguyén Van A

¢ Chon tab Home — nhom Styles— chon Clear Formatting

AaBhCcDe AaBhceDe AaBh(Cr LaBbCcl Aalj haBbCcC AoBbCcDi AaBbCcD
TMormal T Mo Spac.. Heading1  Heading 2 Title Subtitle  Subtle Em.. Emphasis

AcBbBCcDt AaBbCcDt AgBbCcDi AoBbCcDi AABBCCDL AABBCCDL AaBbCcDd AaBbCcDe
Intense E... Strong Cuote Intense Q... Subtle Ref.. IntenseR.. BookTitle T List Para..

A4 Create a Style
A Clear Formatting

4, Apply Styles...

Tuy chon Clear Formatting



o Két qua sau khi huy bo style da 4ap dung
g 1 2
Nguyén Vin A
Van ban da huy ap dung style
- Hiéu chinh style
e Right Nhap chudt vao style can hiéu chinh, chon Modify

AaBbCel
Emphasis Heading 1

AaBbC| AaBbCd AaBbCa Aasbce RAA aAaBbcd
Update Heading 1 to Match Selection itle T Mo Spaci...
|‘>_4 Modify...

— - — select All 2 Instance(s)

A 7]

Rename...

Remove from Quick Style Gallery

Add Gallery to Quick Access Toolbar

Chon style can hiéu chinh
Xuat hién hop thoai Modify Style, chung ta c6 thé thay doi cac kiéu
dinh dang nhu: font chit, kich thudc chir, mau chit, canh trai, phai, giira,
déu, khoang cach cac dong. Chi tiét hon, ching ta chon Format dé dinh
dang Font, Paragraph, Tab, Border, Numbering...Sau khi hi¢u chinh,
chon OK dé thay doi style.

Muodify Style ? x
Properties

Mame: Heading 1

Style type: Linked (paragraph and character)

Style based on: T Normal ~

Style for following paragraph: | T Normal ~
Formatting

Franklin GothicMed ++| |16 || B 7 U | INIIINIING --

wht
1"
i
1"

-
I Ih
€
I Ih

Nguvén Pang Thé Vinh
Font...

Paragraph...
Tabs...

Border...

Language... Franklin Gothic Medium), 16 pt, Font color: Accent 1, Space

Frame next, Keep lines together, Level 1, Style: Linked, Quick Style
Numbering...
Shortcut key... Automatically update

Text Effects... Mew documents based on this template

Hinh 3.35. Hop thoai Modify Style
- St dung cong cu sao chép dinh dang

e Chon vin ban can sao chép dinh dang



b 1 2 2

e e e e T e e e e ey

o - - s
¢ Nguyen Van A ¢
wawhﬁﬂﬂﬂﬁhx

Vin ban can sao chép dinh dang
Chon tab Home — nhém Clipboard — chon (Nhép chudt) céng cu # (Format
Painter). Pé sao chép dinh dang cho nhiéu doan tach biét nhau, ching ta nhap dup
chudt vao biéu twong ¥ (Format Painter). Sau d6 chon vao doan vin ban cin ap
dung sao chép dinh dang do.

s
Lo

Nguyén Vin B == & Nguyen VinB ¢

Két qua sao chép dinh dang
Chén (Insert) cac ddi twong vao vin ban
Bdang (Table)
- Tao mo6i mot bang (table)
e Ciu tric bang gom nhiéu cot (Column), nhiéu dong (Row). Phan giao
cua cot voi dong goi 1a 6 (Cell).

e Chon tab Insert — nhom Tables— chon biéu tuong = Table —
chon Insert Table, xuat hién hop thoai
Insert Table 7 >
Table size
Number of columns: 5 =
Number of rows: 2 =
AutoFit behavior

4k

(®) Fixed column width: | Auto
() AutoFit to contents
() AutoFit to window

[ ] Remember dimensions for new tables

k. Cancel

Hop thoai Table

Table size
Number of columns: So ¢ot can tao

ANERN

Number of rows: S6 dong can tao
AutoFit behavior
Fixed column width: C6 dinh chiéu rong coOt cot theo gia tri chi dinh

AN

AutoFit to contents: Chiéu rong cot tuy thudce do dai van ban



AutoFit to window: Chiéu rong cot tu diéu chinh déu nhau

Di chuyén va thao tac nhap liéu trong Table

Di chuyén con tro 1én, xuéng dong: Phim /N hoic V.

Di chuyén con tro sang phai hay sang trai mot cot: Phim Tab hoic Shift + Tab.
Dé nhap phim Tab (tao nhiing dudng dut nét) trong mot 6, str dung phim Ctrl +
Tab.

Néu dang & 6 cudi cung, phim Tab c6 tac dung thém mé&i mot dong. Vi vy, cb
thé chiing ta khong can xac dinh trudc s6 dong chinh xac khi tao Table.

Thay d6i chiéu rong va chiéu cao cot.

Nhén giit va di chuyén chudt trén nhimg duong phan cach cot/ dong trong bang

dé thay doi chiéu rong cot/ chiéu cao dong.
8 :

STT| Hotén | Dia chi
1 | Nguyén Vian ]
A [
2 | Nguyén Vian
B

Hinh 3.39. Minh hoa thay doi do rong cot
* Trén thanh Ruler cling xuét hién cac biéu tuong thé hién cac duong
phan cach cot/ dong. C6 thé di chuyén chudt trén cac biéu tugng nay dé
thay d6i chiéu rong cot/ chiéu cao dong.
# = 2 3 E s €3
ki
STT Hg tén Dia chi
1 | Nguyén Vin
A —
2 | Nguyén Vin
B

Minh hoa thay doi do rong cot (su dung Ruler)
Trinh bay va dinh dang trong bang (Tab Layout)
Chon bang, c6t, dong: Chon tab Layout — nhom Table, chon biéu tuong ¢
(Select Table), c6 cac tuy chon sau
Select cell: Chon 6
Select column: Chon cot
Select row: Chon dong
Select Table: Chon toan b bang

LT

Select  View Properties
= Gndlines

Table
Nhom Table
Chén thém dong, ct vao Table



Dat con tro tai vi tri mudn chén dong, cat. Néu muébn chén nhiéu dong, cdt, 0
phai chon trudc cac dong, cot can chén. Chon tab Layout — nhom Rows &
Columns

Chon vao nhitng biéu tuong twong tmg dé chén cot va dong

Insert  Insert Insert Insert
Above Below Left Right

Rows & Columns s

Insert Above: Chén trén dong dang chon
Insert Below: Chén dudi dong dang chon.
Insert Left: Chén cot bén trai

Insert Right: Chén bén phai.

Xda cac 0, dong, cot

Chon cac 0, dong, cot can x6a. Chon tab Layout — nhém Rows & Columns —

chon biéu tuong ﬂ (Delete Table)

E?‘ Delete Cells...

Lid

»* Delete Columns

-

=X Delete Rows
[?.; Delete Table

Cdc tuy chon chen dong, cot
Delete Cells: X06a 6
Delete Columns: Xoa cot
Delete Rows: X6a dong
Delete Table: X6a bang
Tron cell (6): Chon cac 6 can tron. Chon tab Layout — nhém Merge — chon

biéu tuong === (Merge Cells) (hodc nhip phai chudt vao cung chon, chon
Merge Cells)

Merge Split Split
Cell:  Cells  Table
FMerge

Tron cell (6)




- Tach Cell (6): Chon 6 can tach. Chon tab Layout — nhém Merge— chon

biéu twong EEE= (Split Cells) (hodc nhip phai chudt vao cing chon, chon
Merge Cells)
Chén hinh anh (Picture)
Chén hinh tir tp tin hinh anh trén may tinh: Dat con trd tai vi tri mubn chén

hinh.
re

Chon tab Insert — nhém Illustrations — chon biéu twong Pictures (From File),
xuat hién hop thoai, chon duong dan chira hinh anh (D:\ WORD 2019\Images),
chon hinh muén chén (images3.jpg), nhan nut Insert.

BE] Insert Picture X

M « WORD 2019 > Images v O Search Images p e

Organize ¥ New folder

|%| Documents L)

4 Downloads
D Music

[&=] Pictures

B videos images 1 images 2 images 3 images 4
a WINTO (C:)
- SUNS (D:)

¥ Network
v

File name: ’images 3 v‘ All Pictures v

Tools ~ Insert lv Cancel

Hinh 3.52. Chon dwong dan chiva hinh dnh, chén anh

- Chén hinh anh truc tuyén: Pat con tré tai vi tri mudn chén hinh. Chon tab

Insert — nhom Illustrations — chon biéu tuong |:§|9 (Online Pictures),
xudt hién hop thoai, c6 3 tiy chon chén anh tryc tuyén



Online Pictures © ®

£ Search Bing

& OneDrive

~
o 0
Airplane Animals Autumn
0
Background Balloons Baseball
v

Powered by [» Bing

1.2. Sur dung Microsoft Excel
Cach nhap dir li¢u

Budc 1: Chon 6 can nhap liéu.
Budc 2: Nhap ngi dung.
Budc 3: Nhan Enter hoac cac phim di chuyén trong 6.

Chinh sira dir ligu

Xo4 di ligu
Budc 1: Chon 6, viing can xoa noi dung.
Budc 2: Nhan phim Delete.

Ngoai ra, con cé cac Iénh xoa khac:

Tab Home > Clear > All: xo4 tat ca

Tab Home - Clear - Formats: chi xoa dinh dang

Tab Home - Clear - Contents: chi xoa ndi dung

Tab Home - Clear &> Comments: chi xoa ghi chu

Khéi phuc dir ligu

Huy 1énh (Undo), phuc hoi 1énh (Redo), 1ap lai Iénh sau cuing

q ) Hu’ﬂ'nh Phuc hoi
D¢ huy mdt 1énh vira thyc hién ta nhap chudt 1én nut hodc dung phim
<Ctrl+Z>.

Dé phuc hoi 1énh vira hiy thi nhan nat hodc dung phim <Ctrl+Y>.
Dé thuc hién lai 1énh sau cung nhan <Ctrl+Y>.



Lam viéc véi trang tinh (Worksheet)
Dong va cét
Thém dong
- Budc 1: Chon mét hodc nhiéu dong tai vi tri mudn chén
- Budc 2: Chon tab Home—> chon nhém Cells—=> Insert=> Insert Sheet Rows
hoac Nhap chudt phai, chon Insert.

E‘”Insert - 2> ’é‘l"*

E'I' Insert Cells...

#=  |nsert Sheet Rows

Insert Sheet Columns

Thém cot
) : Insert Sheet o ) . .
Budc 1: Chon ruye uvae mvu vor non we 10dc¢ cach khoang ma ta muon

chén sb cot twong tng phia bén trai cac cot ndy.
- Budc 2: Chon tab Home > chon nhom Cells—>Insert—>Insert Sheet
Columns hoic Nhp chuot phafslnsert = 2 - 57~
Em Insert Cells...

Ec Insert Sheet Rows

Xo4 dong va cpt U Insert Sheet Columns

- Budc 1: Chon cac dong hoac cac cot can x0a

- Budc 2: Chon tab Home->nhom Cells=>Delete>chon kiéu x6a phu hop.
Hozdc Nhap chudt phai chon Delete.

E—"‘Delete = m* -

Ef"‘ Delete Cells...

-

¥ Delete Sheet Bows

Lid

»  Delete Sheet Columns

] ExX Delete Sheet
Hiéu chinh kich thwéc dong, cot

- Co6 thé thay d6i d6 rong cua cot hodc chiéu cao cua dong bang cach dua

chudt dén bién giita tén cot/dong P auds drag chudt dé thay ddi kich
thuoc.

e \Vao tab Home = nhom Cells = Format.

[®] Format ~ -
Cell 5ize
T Row Height..
AutoFit Row Height
L] Column Width...
AutoFit Column Width

Default Width...




e Chon Row Height: thay d6i chiéu cao cua dong ( hoic chon Column

Width dé thay doi do rong cua cot)

e Chon AutoFit Row Height/AutoFit Column Width: tu dong diéu chinh

kich thudc vira véi dix liéu.

An/hién, c6 dinh (freeze)/thdi co dinh (unfreeze) tiéu dé dong, cot
- C6 dinh tiéu dé dong, cot: Vao tab View -> Freeze Panes trong nhom

Tao

Window
LT Help  Fowit Reader PDF - TEAM Q Tell
FES New Window iy
_ - = | B
E Arrange All _
Switch Macros
E Freeze Panes - I Windows ~ =

Freeze Panes

the rest of the worksheet,

Freeze First Column
Keep the first column visible while scrolling
through the rest of the worksheet.,

_: Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection}
Freeze Top Row
Keep the top row visible while scrolling through
I

—

- Buoc 2: Chon INsert tw tab ngu cann.

Bookl - Excel Preview

Signin

C& dinh nhiéu dong

C6 dinh dong

C6 dinh cot

&= O

4 Share

“D % Calibn -1 - == — 39 o %Conditinnal Farmatting ~ E' !
Bz~ | B I U~ A | ===H- (% Format as Table -
Paste a- | B - i - - = Number |~ & Crnanas 1aue Cells | Editing
. oW e D A == £ . (77 Cell Styles - s s
Clipboard = Font P Alignment F} Styles -~
Insert...
Al s v
|=_|X Delete

A B Cl . Rename F G H | J K -
1
- T L] Move or Copy...
3 Q] View Code
4 B. Protect Sheet...
5 Tab Color 4
B Hide
7
8

Select All Sheets - T
Danh sach sv LIS e HEZ | ':'!':' 4 3

Ready H m - 1 + 100%

- Budc 3: Chon biéu trgng Worksheet



Insert

General Spreadsheet Solutions

B L 3 "

Workshest Chart  MSExcel 40 MS Excel 5.0 Preview
Macro Dialog
Formula Formula Formula Formula

tutorial{Z). 1t tutorial(3). kbt tutorial{4).xdte tutorial(5). xdtx

Formula Formula Getmore out  PivotTable
tutorial{g).xlte  tutorial.xlbe  of PivotTabl... tutarial(Z). st

Preview not available.

M [ x B M I 4
Templates on Office.com Cancel
Xo04a Worksheet

- Budc 1: Nhap chudt phai chudt tai worksheet muén xoa
- Budc 2: Chon Delete tir tab ngir canh

2. Chuén bi bai thuyét trinh trinh trén phan mém PowerPoit

Tao mot bai thuyét trinh réng: Vao tab File & New = Blank presentation

Search for online templates and themes yel
Suggested searches:  Presentations Education Business Themes Charts Diagrams Infographics
Take a tour Ge,l started l =
with 3D GALLERY PAREED
e -9 ‘
|z oty geaiisiNe .
Blank Presentation Welcome to PowerPoint Bring your presentations to life... Gallery Parcel
WO0D TYPE }  SAVON H
® ION Quotable EL %
Wood Type lon Boardroom Quotable Berlin Savon
DIVIDEND
CROP Organic
_ ks n e
Circuit Dividend Frame Organic

Hinh 5.1. Mgt s6 Sample templates
Tao bai thuyét trinh tir mau c6 san: vao tab File > New = Chon mot mau
thiét ké tir danh sach bén dudi va xem hinh minh hoa phia bén phai cira so.



New

Search for online templates and themes yol

Crop

searches: 2 ion Business Themes Charts Diagrams Infographics

Blank Presentation Welcome to PowerPoint Bring your presentations to life... Gallery Parcel

W00D TYPE ¢ ION Quotable SAVO g
Wood Type lon Boardroom Quotable Berlin Sav:n TR

‘ DIVIDEND )

Get started l o

Circuit Dividend Frame Organic

Hinh 5.2. Mt s6 Sample templates

2.1. Cac thao tac trén slide

Khi tao méi bai thuyét trinh, PowerPoint chén sén slide twa d& véi hai hop vin
ban trong goi 1a cac placeholder. Pay 1a cac placeholder dung dé nhap vin ban.
Ngoai ra, PowerPoint con c6 nhiéu loai placeholder khic dé chén hinh anh,
SmartArt, bang biéu, do thi,...

Presentationd - PowerPoint Preview Sign in = = O

GLTGEN Insert  Design  Transitions  Animations  Slide Show Review View Help Foxit Reader PDF QTeIIme ";:_}_Share

Y =- = oo ) O
N, S KA [ = -
Paste Mew B I U S abe &NV. Az aly A Shapes Arrange Editing
< Slide- 07 - - -
Clipboard = Slides Font Paragraph Drawing ~

1

Click to add title

Click to add subtitle

| Ngan Slides !
1

1 Céac placeholder

side1of1  [2  English (United States) = Notes W@ Comments B = BE = -—» + 53% [

Hinh 5.3. Slide tira dé bai thuyét trinh véi hai placeholder

C6 nhiéu kiéu bd tri cac placeholder trén slide ma PowerPoint xdy dung sin
duoc goi la cac Layout. Tuy theo ndi dung can xay dung cho slide ma banchon kiéu
Layout phu hop.



Title and Content

Section Header

............................

............................

............................

Two Content

............

Blank

Content with
Caption

Picture with
Caption

Hinh 5.4. Cdc kiéu layout cia slide
Chén slide méi:

- Chon tab Slides trong ché d6 Normal View va nhép chudt vao duoi slide
dau tién do PowerPoint tu tao ra khi ching ta tao bai thuyét trinh méi1. Khi
do6, chiing ta s& thay mot duong nam ngang nhap nhay cho biét d6 1a vi tri
ma slide moi s€ duoc chén vao.

- Vao tab Home chon nhém Slides

- Chon ntt New Slide, hop chtra cac kiéu layout xuat hién

- Chon mot kiéu layout, slide m&i s€ dugc chén vao bai thuyét trinh theo
kiéu layout vira chon.



I:l Layout - A

=

] Reset
e AV s aty
FO “=scction- | B T U S S A
Office Theme
““““““ :; N
I ! . I b H E
Title Slide Title and Content  Section Header

Two Content

Blank

Content with
Caption

Picture with
Caption

Duplicate Selected Slides

Slides from Outline...

O 0° G

Reuse Slides...

Chen slide
Sao chép slide (nhan ban)
- Trong ché do Normal View, chon cac slide trong tab Slides muén sao
chép
- Nhép phai chudt 1én mot trong sb cac slide dang chon dé mo thuc don
ngtt canh
- Chon Duplicate Slide tir danh sach 1énh



% Cut

E®y Copy

M Paste Options:
il il
O

L=| Mew Slide

h 1] Duplicate Shide
[5¢ Delete Slide

= Add Section

Sao chép slide
Thay doi layout cho slide:
- Trong ché dd Normal View, chon céc slide trong tab Slides mudn sao
chép
- Chon slide can thay di layout
- Vao tab Home | nhom Slides | chon nut Layout
- Chon kiéu layout méi cho slide

[ | Layout~
Office Theme

Title Slide

Two Content Comparison Title Only

Blank Content with Picture with
Caption Caption

Thay déi layout cho slide
Thay doi vi tri cac slide
- Trong ché d6 Normal View, chon slide trong tab Slides muén sip xép
- Dung chudt kéo slide dén vi tri méi trong tab Slides va tha chudt
- Slide s& xuat hién & vi tri mai.



POWER POINT] - PowerPoint Preview

Home QL | Design |Trans|tmns | Animation: | Slide Show | Review | View | Help | Foxit Reade | 2 Tell me 'L:_;_ Share

= ¥ =- 2 wl e
D g - \N_—I".J s)

B I U § abcfY

Paste Drawing Editing
- =K aly A Aa A A
= Slider O A = A A - -
Clipboard Slides Font Paragraph ~
e e

1|

* N
*Eg UNG DUNG CNTT CO BAN

2 |
E 3
gl = v WORD i WORD
il ¥ S
E
R
3 v EXCEL : @
* (]
onomnLn 1
—T N EXCEL
v POWERPOINT
T s
« | :
S\idEZO-HTr[-Ii- = Hotes W@ Comments E 55 BE 3 - | + 51% [
Sap xép slide
Xoa slide

- Trong ché d6 Normal View, chon slide trong tab Slides mudn x6a
- Chon phim Delete trén ban phim dé x6a slide hodc nhap phai chudt 1én
slide va chon Delete Slide

1

Yy .
- ;-' L] an A
> e New Shde

<t 5] Duplicate Slide

[ Delete Slide
&

3 Ll Add Section
www [iZ] Layout ’
LT 2

Xoa slide
Phuc hdi slide vé thiét 1ap layout méic dinh:

- Trong ché d6 Normal View, chon slide bi bién d6i layout. Vi du:
placeholder trong slide bén dudi bi 1éch va ban can tra n vé dung vi tri
mac dinh cua layout.

- Vao tab Home, dén nhém Slides

Chon €] Reset



> Khdm phd cdm gidc séc ma khodn

khodi.

> Lan dau tién cé mat tai Viét Nam.
> NESCAFE ICE la san ph&m giy ngac
nhién va thich tha.

» Tan ngay trong nudc lanh.

NESCAFE ICE

+ Khaum phat caiim giatic sodc mae khoatin
khoaui.

* Laan fiaau tiean cou maét taii Vieat Nam.

» NESCAFE ICE lag satin phaam gady ngaic
nhiean vae thich thuu.

» Tan ngay trong noouc lainh.

Tra layout vé thiét ldp mdc dinh

Nhom cac slide vao cac section:

- Trong ché d6 Normal View, chon slide muén tach thanh Section m&i

- Vao tab Home, dén nhom Slides

- Chon E*€H9N7 U5 chon Add Section

Dat tén cho section

=] []Layout -
" Y Reset
New : B I
Shde~ | [ Bection =
L VAN ~ Add Section

Tk
™,

E
——

Chen section




By X Cut [=] Layout -
D E|:_é’| Copy - ﬂ Reset
iste MNew = : B I U § a
. Slide~ | CJ9ection~
Clipboard P
TIM HOC VAN PHOMG 2
] =[ Rename Section
E II'lIl E% Remove Section Rename Secticn bl
%'.; Remowve All Sections .
Section name:
Section 2 ig Collapse Al Section 2
— Expand All
r S o
S
+ EXCEL @
+ POWERPOINT

Dat tén cho section
Xéa section
- Trong ché d6 Normal View, chon Section mudn xo6a
- Vao tab Home, dén nhom Slides
- Chon nut Section va chon Remove Section

oy ¥ Cut [ Layout =
D ER Copy - 7] Reset
Paste Mew = : B I U §
- Slide ~ | [ Section ~
Clipboard P
TIN HOC VAN PHONG 2
i =[ Rename Section
EIII £ Remove Section
%'.; Remowve All Sections
B5 Collapse All
4 Section 2
> g Expand All
s
< ERCEL E %
~ POWERPOINT |7

Xoa section

2.2. Chen Picture
Vo tab Insert chon biéu twong Pictures nhu sau:




Insert Design Transitions

%+§

Pictures] Online Screenshot Photo

Pictures - Album -
Images
Y
Chen Picture
Hoac vao trong slide, tai nhom Images chon Insert Picture from File

« Clicktoaddtext  + Click to add text

Chen Pictures tur trong slide
2.3. Chen Shape, WordArt va Textbox
Vao tab Home, tai nhom Slides chon New Slide.
Chon kiéu layout 1a Title and Content. Nhép tua dé cho slide 1a “Chup hinh
man hinh dua vao slide”
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Chen Title and Content

Vao tab Insert, nhom Illustrations, chon Shape, chon kiéu miii tén Right

Arrow

Insert Animations

:EE% II!!L =+ Eéééﬂ [Ef;} EEE%;

rtures Online Screenshot Photo  Shapes lcons
Pictures = Album - =

Im  Awvailable Windows

Transitions

Design

p—eeeeeeeeeeeeeeeeeeo -,

== | . !

Slide 5

b

Models =

how R

=

Smartdrt o

Chen Shape

Vao tab Insert, nhém Text, chon nit Textbox va v& mot hop van ban trén
slide. Sau d6, nhap vao “Pay 1a ving man hinh PowerPoint vira chup bang cong cu

Screenshot cua PowerPoint™.



Day la ving man
hinh Powerpoint
vira chup bang
cong cu
Screenshot cua
PowerPoint

Chen Textbox
Vao tab Insert, nhom Text, chon ntit WordArt, chon mau sic cho WordArt

SOEET QD0

Text Header WordArt Equation Symbol  Video Audio
Box & Footer i 0 < - R

"AAA A
A A AA A
A A~ AA

Te

Chen WordArt

Screenshot

-_—

h dwa vao slide

Day 1a ving man
hinh Powerpoint
vira chup bang
cong cu
Screenshot cta
PowerPoint

Nhéap chudi “Screenshot” tai hop Your text here

%Your text here

-

=

Day la ving man
hinh Powerpoint
vira chup bang
cong cu
Screenshot cua
PowerPoint

Chen Screenshot

2.4. Chen Table, Chart, SmartArt

Cheén Table




- Vao tab Home, tai nhém Slides chon New Slide
- Chon kiéu layout 1 Title and Content. Nhép twa dé cho slide 1a “5 phan
mém tao bai thuyét trinh t5t nhat”

Insert Table ? it
Mumber of columns: | 3 =
Mumber of rows: B =

K Cancel

Chén sé dong, s0 cot

- Chon Insert Table trong placeholder bén dudi. Hop thoai Insert Table
xuat hién, khai bao s6 dong 6 tai Number of columns va sé cot 3 tai
Number of rows

- Chon OK dé chén bang vao slide

- Thu nho chiéu rong cac cot dé chuan bi nhap ndi dung vao slide

- Diéu chinh chiéu rong cta cot bang cach di chuyén chudt vao duong ludi
doc ciia bang. Khi théy chudt bién thanh mii tén 2 chidu (*I*) thi gii trai
chudt va kéo qua trai dé thu nho cot hodc kéo sang phai dé mo rong cot.

S5phanmem
tao bai thuyet trinh tot nhat

B A FJ

o

Nhdép dong tiéu dé cho bdang
- Nhap cac dong ndi dung cia bang



5phan mém
tao bai thuyét trinh tot nhat

1 PowerPoint PowerPoint do Microsoft phat trién, 1& mdt thanh phan trong
bd Microsoft Office. PowerPoint hién 1a phdn mém tao bai
thuyét trinh t6t nhét trén thi tredng.

2  Flash Flash do Adobe phat trién. Tao bai thuyét trinh trén Flash rat
thuan tién cho viéc chia sé€ va phat hanh trén Internet do
Flash chay trén nén trinh duyét web.

3 Impress Impress Ia phan mén mién phi do Sun Microsystems phat
trién. Impress 12 mét thanh phan trong b OpenOffice.
4  Keynote Keynote do Apple Inc. phat trién, 12 mdt thanh phan trong bd
iwork.
5 Presentations  Presentations do SoftMaker phat trién, 12 mot thanh phin
trong b SoftMaker Office.
Cheén Chart

- Vao tab Home, tai nhom Slides chon New Slide.

- Chon kiéu layout 1 Title and Content. Nhap tua dé cho slide 1a “Thi phan
trinh duyét 2018”

- Chon Insert Chart trong hop thoai Insert Chart

- Chon nhém db thi 13 Pie tr danh sach bén trai hop thoai Insert Chart va
chon kiéu d6 thi 1a Exploded pie in 3-D.

insert Chart =]

% Recent - - T
Templates “\D @ '\_C‘—@‘ ‘\_@E ‘\“D

nd Column

Line 3-D Pie

< » wlm
<5 &8
&

e

TEEE

Cheén do thi
Chén SmartArt
C6 rat nhiéu kiéu SmartArt dung sin trong Microsoft PowerPoint. Cac kiéu
duoc phan loai vao cac nhém rat thuan tién cho ngudi dung tim kiém va st dung.



Choose a Smartrt Graphic

i A
All tist
g Lt =
¥ Process lzllzllZ|
-?:,'p Cycle = )
o5 Hierarchy = |
Bd Relationship

-
dB Matrix =-
é Pyramid =
Picture E)Eﬁ
@ Office.com E)

=i

v

Basic Block List

Use to show non-sequential or grouped
blocks of information. Maximizes both
horizontal and vertical display space for
shapes,

OK Cancel

Cdc kiéu SmartArt dung san

SmartArt vao slide

Vao tab Home, tai nhom Slides chon New Slide
Chon kiéu layout 14 Title and Content. Nhap twa dé cho slide 1a “Chén

Vao tab Insert, nhom Images, chon SmartArt
Cira s6 Choose a SmartArt Graphic xuit hién, chon nhom kiéu 1a

Picture, chon kiéu Circular Picture Callout va chon nut Ok dé chén vao

slide.
Choose a SmartArt Graphic
Al R |~ | B8 -
1= List E 2 mm 9
#0 Process
_ I
%:.'E Cycle Q o] %
&5 Hierarchy oo =
E Relationship LE‘ gg Iﬂﬂ @Q
ﬁ}.‘l Matrix LE‘ E‘D Q
A Pyramid Eﬂﬁa r |_ | ||: 0=
Picture Eﬂ I |_ | ||:|||: t:
@ Office.com - I
] = L=
0 S S I—=
o= A [P ===

Circular Picture Callout

Use to show a central idea and sub-
ideas or related items. The text for the
first picture covers the lower portion
of the picture, The corresponding text
for other Level 1 shapes appears next
to the small circular pictures. This
diagram also works well with no text.

~

w
L

OK Cancel

Cheén SmartArt Graphic

2.5. Hiéu itng, trinh chiéu va in bai thuyét trinh
Céc hi€u ung va hoat hinh cho cac doi tugng trén slide 1a cach tot nhat gitp

chon manh vao céac thong tin cung cap trén slide, diéu khién dong thong tin trong bai

thuyét trinh va gitp ngudi xem cam thy thich tht hon. Powerpoint cung cp rat

nhi€u hiéu irng va dugc chia thanh 4 nhom:



- Entrance: cac d6i tuong dugc ap dung hiéu tng ndy s& xuit hién trén
slide hodc c6 xu hudng di chuyén tir bén ngoai vao trong slide.
- Exit: cac d6i twong dugc ap dung hiéu tmg nay s& bién mat khoi slide
hodc c6 xu huéng di chuyén tir trong slide ra khai slide.
- Emphasis: chon manh ndi dung dugc ap dung hiéu ing nay.
- Motion Paths: hiéu Gng lam cho cac ddi twong di chuyén theo mot dudng
di dugc quy dinh trude.
2.6. Tao cdc hiéu iing hoat hinh cho doi twong
Hiéu wng cho vin ban: Vin ban (Textbox) 1a ddi twong dugc sir dung nhiéu
nhit trong bai thuyét trinh. Do vay, Powerpoint xay dung sin rat nhiéu kiéu hiéu
mg rat thu vi cho ddi twong nay va co6 thé thiét 1ap hiéu Gng trén ting dong, ting
chit hodc tirng ky tu trong doan van ban.
Chon hop vin ban: Trong ché do Normal View, chon hop van ban can thiét

lap hiéu ung.
_&\FJL»! 5&!_{-_.!_5 _ug j\_;! !_u!

< Kham phé& cdm gidc séc ma khodn khodi.

< Lan du tién cé mat tgi Viét Nam.

<+ NESCAFE ICE l& sén phdm géy ngac nhién
vé thich tho.

< Tan ngay frong nudc lanh.

Chon hop van ban
Chon cac hiéu &rng mac dinh: Vao tab Animations, trong nhém Animation,
chon nut More dé mé rong danh muc céc hiéu @ng

« b

{ T‘ T K o) -

Mone Appear Fade Fiy In Float In

Chon cac hiéu ting
Chon kiéu hiéu wng Fly In: Sir dung hiéu ang Entrance véi kiéu Fly in trong
hop Animation Styles

¥ )1 W b1
Appear Fade Fiy In Float In Split NS \_J_:‘-_._B o AGKE
X w ) ¢ x :
*oox K +Khdm phd cdm gidc séc ma khodn khodi.
Emphasis = 2 - . e g R
< Lan dau fién c6 mgt tai Viet Nam.
.
Puse  ColorPulse  Teeter Spin  Grow/Shrink +NESCAFE ICE 13 san phdm gdy nggc nhién

vd thich thi.

<Tan ngay trong nudc lanh.




Chon Animation Styles

Chon kiéu hiéu &ng: Chon nit Effect Options trong nhém Animation va chon
kiéu Fly In tir danh sach. Sau do, drag chudt 1én cac kiéu cua hiéu tng Fly In va xem
két qua thé hién trén slide trudc khi quyét dinh chon.

Thay déi kiéu hiéu &ng: Néu thiy cac kiéu hiéu ung trong Animation Styles
con qua it, chon nit More Entrance Effects... Khi d6, hop thoai Change Entrance
Effect xuat hién cung cap voi hon 30 kiéu hiéu tmg khac.

- Tich chon Preview Effect ( [Y]Ereview Effect) rj nhap chudt 1én tén cac hiéu

g va xem két qua thé hién trén Slide
- Sau khi chon duoc kiéu hiéu tng vira y thi chon nut OK.

- T —
N % oY =]
Tr
Effect ‘Add J Strips # Wedge 2
Pptions = Animation ~ 4 Wheel % Wipe
Direction Subtle
¢ From Bottom ¥ Expand % Fade
o Swivel % Zoom
z From Bottom-Lgft Moderate
w Basic Zoom % Center Revaolve
9 ¢ ; # Compress % Float Down
ro
¢ Float Up # Grow & Turn
o Y Rise Up % Spinner
& VOp-ragt W Stretch
Exciting
¢ From Top o Basic Swivel # Boomerang
# Bounce % Credits
z Fr Top-Rig w Curve Up % Drop
¢ Flip % Float
€& fomRg  Pinwheel % Spiral In
% Whip v
N From Bottom-Right Preview Effect ok Cancel
Chon hiéu ung Flip
Hiéu @rng cho hinh anh, Shape, WordArt
Chon hinh can tao hiéu tng
MERAA A2
Y :
\ Q’ IV M f “4
2 \.,_ ) ///.
N V. ’
Haiy tim mua ngay aé

thudng thiic

Cé6 thé tim thiy & cic

siéu thi

Chon hiéu ung cho WordArt
Chon cac hiéu wrng cho hinh




Vao tab Animations, trong nhém Animation, chon mot hiéu Gng tir
Animation Style
Chon niit Effect Options trong nhém Animation va chon kiéu Circle tir danh

Direction

14
AR

Y,
gy o

In

)74 Diamond
e | O

Effect —
Options ~ B3| Plus

SéCh Animation &
Chon hi¢u ung Circle
Thay d6i kiéu hiéu (ing: Néu thay céac kiéu hiéu ung trong Animation Styles
con qua it, chon nat More Entrance Effects... Khi d6, hop thoai Change
Emphasis Effect xuat hién cung cap véi hon 20 kiéu hiéu tmg khac.
- Tich chon Preview Effect ( [¥lereviewEffect) r5i nhap chudt 1én tén céc
hiéu Gmg va xem két qua thé hién trén Slide
- Sau khi chon duoc kiéu hiéu tng vira y thi chon nut OK.

XN | ok

Wipe Shape Wheel

04 |

7 =]

W Strips W Wedge 2
* Wheel * Wipe

Subtle

W Expand + Fade

w Swivel w Zoom

Maoderate

+ Basic Zoom + Center Revolve

# Compress # Float Down

¥ Float Up # Grow & Turn

“ Rise Up “ Spinner

¢ Stretch

Exciting

o Basic Swivel “ Boomerang

# Bounce # Credits

# Curve Up

w Float
# Pinwheel +¢ Spiral In
)
Preview Effect oK Cancel
A
Nhan OK

Hi€u irng cho SmartArt
- SmartArt kiéu danh sach:
e Chon SmartArt dang danh sach
e Chon cac hiéu ung cho SmartArt
e Vao ngan Animations, trong nhém Animation, chon mét hi¢u ing tir Animation
Style



Thay dbi kiéu hiéu tng

C6 thé chon thém cac kiéu hiéu ¢ng trong Animation Styles chon nut More
Entrance Effects...Khi d6, hop thoai Change Entrance Effect xuit hién va chon
kiéu Pinwheel tai nhom Exciting va chon Ok

Tich chon Preview Effect ([¥lEreview Effect) rj nhap chuot 18n tén cac hiéu ing va
xem két qua thé hién trén Slide

Sau khi chon dugc kiéu hiéu ¢ng vira ¥ thi chon nat OK.

binh thoi gian cho SmartArt: Chon nut Effect Options trong nhom Animation
va chon kiéu One by One tir danh séach.

Tuy chon thém thoi gian cho hiéu tng tai nhom Timing.

Start:  On Click ~ | Reorder Animation

Ty -

(") Duration: 02.00 -
F

Fg
(®) Delay: oo.o0 o

Timing

Chon thoi gian cho SmartArt danh sach
SmartArt kiéu hinh anh
Chon SmartArt dang hinh anh
Chon cac hiéu tng cho SmartArt
Vao tab Animations, trong nhom Animation, chon mét hi¢éu Gtng Zoom tu
Animation Style
binh thoi gian cho SmartArt: Chon nut Effect Options trong nhom Animation
va chon kiéu One by One tir danh sach.
Tuy chon thém thoi gian cho hi¢u tng tai nhom Timing.

Chén Smart Art vao slide

. ]
‘B8 Start: |After Previous = | Rearder Animation
g L = ~ - - =
) (Y Duration: 02.23 - & PMove Earlier
£ - -
e (.5 Delay: 00.50 -

Timing

Chon thoi gian cho SmartArt kiéu hinh dnh

2.7. Tao cdc hiéu irng chuyén slide

Microsoft PowerPoint cung cap nhiéu hiéu tng chuyén tir slide ndy sang slide

khac rat hap dan khi trinh chiéu dic biét 1a cac hiéu tmg 3D.

- Mo bai thuyét trinh can ap dung hiéu Gmg chuyén slide.

- Chon slide can 4p dung hiéu tng chuyén slide

- Chon céc hiéu ung mac dinh

- Vao tab Transitions, trong nhém Transition to this slide, chon kiéu hiéu
ung Doors trong danh muc



1

O o @ = O

Cube Box Comb = Effect
Options -

Transition to This Slide

Chon hiéu ung Door

- Chon Ié€nh Effect Options va tuy chon thém cho hi€u ing Doors vira chon

- Tuy chon thoi gian cho Transition

e Chuyén dén nhom Timing dé thiét 1ap thoi gian cho hiéu tng Transition:

e Sound: chon 4m thanh khi chuyén slide

e Duration: thiét lap thoi gian thuc thi hidu ung chuyén tir slide nay sang slide
khac.

e On Mouse Click: chuyén sang slide khac néu nhap chudt trong khi trinh chiéu.

o After: thiét 1ap s6 phut, gidy (mm:ss) s& ty dong chuyén sang slide khac khi van
chua ¢ hiéu Iénh nhap chuét. (tuy chon nay dugc st dung khi muén xay dung
bai thuyét trinh tu dong trinh chiéu)

e Apply to All: ap dung thiét lap Transition trén cho tat ca cac slide trong bai
thuyét trinh.

"E} Sound: Typewriter = | Advance Slide
':E:' Duration: |01.40 - On Maouse Click
23 Apply To Al After: [00:04.00 2

Timing

Thiét Igp Transition
- Xba hiéu Gmg chuyén slide
e Chon 1 hay nhiéu slide cin xéa hiéu &ng chuyén slide
e Chon None dé x6a hiéu ttng chuyén slide
e Vao tab Transitions, trong nhom Transition to this slide, chon None dé
hity bo hiéu @ng chuyén slide cho céc slide dang chon

H -0 ® - POWER POINT1 - PowerPaint Preview Sign in al -

File Home Insert Design [RIEGEHGLEN Animations Slide Show Review View Help Foxit Reader PDF ,O Tell me

—~l N & =2 @ @ & N

MNone Morph Fade Push Wipe Split Reveal Cut

Preview

, o, M © €@ = O

Random Bars Shape Uncover Cover Flash

Tab Transition
Xoba tat ca hiéu tng chuyén slide: Chuyén dén nhom Timing, chon Apply to
All & x6a cac hiéu tng chuyén slide trong bai thuyét trinh.



2.8. Cdach thuc hign mét trinh dién
Khi d3 chuan bi xong bai thuyét trinh, cong viéc con lai 1a thuyét trinh vé dé tai
bdo cdo cua minh trude ngudi xem. PowerPoint cung cdp sin mot s6 tinh ning hd
trg cho viéc béo céo ciing nhu di chuyén d& dang giita cac ndi dung trong khi thuyét
trinh. PowerPoint 2019 cung cip thém chirc ning con tré laser gitip ngudi thuyét
trinh tré hay tao chii y dén ngudi xem ngay ndi dung ma minh dang thuyét trinh
nham gitp ho co thé ndm bét vin dé t6t hon dac biét 1a nhiing dé tai can thao lun.
Nhom Monitor
- M¢ bai thuyét trinh can trinh chiéu
- Tuy chon vé man hinh trinh chiéu
- Vao Slide Show, nhém Monitor dé tiy chon vé man hinh

=" Monitor: Primary Manitor -

Use Presenter View

Faonitars

Nhom Monitor

Trinh chiéu Slide show
- Vao Slide Show, nhom Start Slide Show va chon 1énh:

File Home  Insert  Design  Transitions  Animations [JRSIERNGI
> ¥ B B g A =
S § a® & S o
Frarm Fram Present Custorn Slide Set Up Hide  Rehearse Record Slide
Beginning Current Slide  Online=  Show - Slide Show Slide  Timings  Show~
Start Slide Show Set Up

Tab Slide Show

e From Beginning: trinh chiéu bao céo bat dau tir slide dau tién trong
bai thuyét trinh.

e From Current Slide: trinh chiéu béo céo bét dau tir slide hién hanh

e Present Online: trinh chiéu bai thuyét trinh théng qua mang Internet
cho nguoi xem tur xa.

e Custom Slide Show: trinh chiéu tir mot Custom Show trong bai. Chon
tén Custom Show dé trinh chiéu.

3. Tap thuyét trinh

3.1. Khai niéem
Thuyét trinh 1a sy trinh bay nhitng nhan dinh, quan diém, chién lugc, kién thirc
chuyén mon...nham thuyét phuc khan gia chap thuan, déng tinh véi nhitng cha dé va



thong tin duoc nghe. Nhu vy, thuyét trinh 1a qua trinh truyén dat thong tin nhim
dat duoc cac muc tiéu cu thé: hiéu, tao dung quan h¢ va thyc hién.
3.2. Cdc yéu té anh hwdng dén chdt lirong thuyét trinh

Chudn bi khéong chu ddo:

Sy chuan bi khong chi 13 vé ndi dung ma con phai cé sy chuan b vé tam ly. Dé
tranh dugc tinh trang nay, khong nén chi quan ma can phai ¢6 sy chuan bi trudc
cang chu ddo cang tét. Chuan bi cang k¥ thi ti 16 thanh céng cua budi thuyét trinh
cang cao.

Khong danh gia dung khan gia:

Khan gia 1a yéu t6 quan trong anh hudng dén sy thanh cong cta bai thuyét
trinh. Néu ngudi thuyét trinh khong tim hiéu thong tin, dic diém cua khan gia nhu:
gidi tinh, tang 16p, trinh 6, nghé nghiép, .. .thi s& khong xac dinh duogc phuong phap
tac dong phu hop.

Thiéu tw tin:

Thong thudng, da sé chung ta déu cam thay bbdi r6i, cing thang trudc khi
thuyét trinh. Pay chinh 1a co ché tu vé clia co thé nén ching ta khong can qua lo
lang. C6 khi, chinh su cing thing nay lai giup cho chung ta nd lyc nhiéu hon khi
thuyét trinh va gép phan nang cao hiéu qua cua bai thuyét trinh. Tuy nhién, néu
khong biét kiém soat, ché ngy su lo lang thi n6 c6 thé tac dong tiéu cuc dén bai
thuyét trinh.

3.3. Mt sé chi dan dé tao nén mét bai thuyét trinh tot

Bai thuyét trinh t6t can c6: Noi dung, cdu tric, tong thé va yéu td con ngudi.

Chuan bi cho bai thuyét trinh

Néi dung: Can nhiéu thoi gian dé nghién ctru ki vé chu dé, dé tai va phat trién
thanh cac y tuong.

Cich té chive: Sap xép cac y tuong vao cac phan mo bai, than bai, két luan
mot cach logic.

Tab ghi chii: Lam cac tim card ghi chii nhiing y chinh s& néi trong bai dién
van. Chang s& giap ban nh¢ lai nhanh chéng cac y chinh ma khong can phai doc
nhiéu.

Thuwe hanh: Can phai thyc tap nhiéu lan trugc ngay thuyét trinh dé bai thuyét
trinh thanh cong va hiéu qua.

3.4. Cdc buéce co ban dé tao bai thuyét trinh

- Xac dinh muc tiéu thuyét trinh.

- Thiét ké, bién tap ndi dung cac trang cuia bai thuyét trinh.

- Luu va xuét ban (publish) ndi dung bai thuyét trinh.

- Thuc hién viéc thuyét trinh béng mot cong cu trinh chiéu.

4. Lam viéc nhom

- Ngudi hoc chia nhém dé thuyét trinh theo yéu cau ciia dé bai.



TOM TAT BAI 4
Trong bai ndy, mot s6 ndi dung chinh duoc gidi thiéu:
- M6t s6 noi dung co ban vé word, excel, powerpoint
- Nguyén tic thuyét trinh
- Phwong phép thuyét trinh
< CAUHOI BAI 4
1. Cac nhan t6 anh huong dén bai thuyét trinh?
2. Néu céc nguyén tic va phuong phap thuyét trinh?
3. Thuyét trinh v& vi tri ké toan tién, hang hoa, thué, thong hop, ké toan truéng?
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